@ CastleBranch INSTRUCTIONS FOR ORDER PLACEMENT

Indiana University South Bend — Vera Z. Dwyer
School — Service Learning

Welcome to myCB!

Please click on this link to order your background check or drug test:
https:/ /mycb.castlebranch.com/

Place Order Select “Place Order’ at the top of your dashboard, and enter the following

package code specific to your organization:
organization:

DZ78bg: Background check

(order only if clinical site requests)
DZ78dt: Drug Test

You will be asked to verify your personal information provided during account setup and provide
additional information as needed to complete applicable searches on your specific order.

IMPORTANT! Your order will be processed with the information provided above.
Review ALL personal information and make any applicable changes before submitting to avoid
delays, incomplete reports or the potential for additional orders.

Payment methods include MasterCard, Visa, debit card, electronic check®, money order* or installment
payment.

*Electronic check or money order payment types will delay your order by approximately 10 business days.

You can respond to active alerts or To-Do list items now or return later by
logging into myCB. You will receive alerts if information is needed to process
your order.

Access myCB at any time to view order status and completed results. Authorized users at your
organization will have access to view your compliance status from a separate CastleBranch portal.

The myCB Help Desk is available to assist you via phone, chat or email.
Monday — Thursday 8 AM — 8 PM & Fridays 8 AM — 6:30 PM

888.723.4263 or userexperience@castlebranch.com
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