HOW TO ORDER THE BACKGROUND CHECK
AND DRUG SCREEN FROM CASTLEBRANCH.

STEP 1: Type in your browser or click on link:
https://cccs.castlebranch.com/

STEP 2: Select Place Order, choose Arapahoe Community College, Nurse
Aide, and New student purchasing for the first time (Or whatever

package fits your situation).
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STEP 3: Fill out all personal information
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STEP 4: Use ACC student email address and create password. Select
“Create Account”

Place Order:

®

CastleBranch is committed to secureftiy sloring your information. As shown below,
your myCB username is your email address. Please create a password. These
credentials will be required to access your account in the future.

*All of the form fields are required
Email Address:
This email address is your username.

*Username: |NurseAide@arapahos.edu

Password:

+Passwords | s ::s:mms are case-sensitive and must be at least B characters

*Confirm: |~-------..-.

STEP 5: Verify that all personal information is correct.
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Place Order:

® Chat With Us

ORDER REVIEW

School Name: Arapahoe Community College - Nurse Aide
CAC: RS3

Personal Information:

“Your Name: Jane Hannah Dog
DOB: 01-01-1990
SSH 411111

ORDER INCLUDES

RS31

County Criminal
2 Name: Jane Hannah Doe  State: CO County: Arapahoe

Nationwide Federal Criminal
& Name: Jane Hannah Doe

Nationwide Healthcare Fraud And Abuse Scan

& Name: Jane Hannah Dos
Drug Test
& Name: Jane Hannah Doe

Nationwide Record Indicator Alias with SOI
2 Name: Jane Hannah Doe

Social Security Alert
I'd Name: Jane Hannah Doe

STEP 6: Pay for background check and drug screen. There is no need to

pay for a rush order unless this step is being completed AFTER your NUA
101 course has started.

PAYMENT INFORMATION

EASY PAYMENTS!

manthly installments available

—

Name as il appears on card: * [32ne Hannah Doe ]

Card Number: * [ | ] |

Expiration Date: * [
mm [ yyyy

Manthly installment payments: = () Yes, pay for my order with monthly installment payments

Menitly Instalment Payments vl be ciided into lFvee (5) monthly payments ¥our nial payment charged loday wil be fifly percent (S0%) ofyour
initial order fotal. The remaining balance wil be divided evenly fo set your installment rate. Charges will sccur on the same date each m

moniha after e inal paymen made today. I adafianal e rmust be added o yout package. you wil bs charged aadiiona sty
payments. The number of acfonal nstallment paymsnts wil vary depencing on the ftal costof actional e ordered A transaction fse of
5299 will be charged per instaliment payr uding the inifial payment. If your credit card declines on your scheduled payment date we will

inci
continue lo aiemp Lo eharge your card daiy untl he payment fs Collecied. Any remaning payments tere afler shall be charged one (1) mont
from the date of the last approved charge:

* I your initial paym=nt was made on the last day of the manth and future payments are due in a month with fewar dys, you will b2 added to the preceding payment date
() No, thank you, please pay for my order in full a1 this time.

Rush erder. = () Yes, please rush my order for an additional §7.95.

four arder il eceive proriy processing. This may reducg arder processing tme by 10 2 days on average. Certain searches are nat sigibi for
Rush including drug tests. immunization record review and

(2 No, thank you, do not rush my order.

BILLING ADDRESS

Country: *

[ United States of America v

Address: *

['5500 5 Santa Fe Drive ]
City. * [ Littieton |

Zip Code: * 30160

SUBMIT
* Indicales required information Click Submit once, payment authorization may take several minutes.




STEP 7: Read all “Next Steps” on the confirmation page. Select “next”
and complete your user profile.

Place Order:

® Chat With Us

®

ORDER CONFIRMATION

Thank you.

Your order has been submitted

Print Confirmation Page

Next Steps:

1. Click "next" below to access your account. Select "myCB” from your home Dashboard to determine if you have additional items to complete

2. You will receive an email with your order confirmation attached.

3. Your order confi can also be d through your myCB Document Center.

4. To log into your myCB account, navigate to login castlebranch com where you will be prompted to enter your username and secure password. From your home
dashboard, please select myCB. You can also access myCB by downloading the myCB app to your iPhone. From within your account you can take action on any
pending requirements and view final results.

5. Explore myCB for the other value-add features and benefits providad te you by myCB.

5. For assistance, access the Need Help? menu within your account or support.

User Profile

Please complete your user prefile in order to continue.

FIRST NAME*

MIDDLE NAME
O No Middle Name

LAST NAME™®

MAIDEN NAME

"/ No Maiden Name




STEP 8: After completing your profile select “GO” to be taken to your
MyCB account.

Home
Welcome back NURSEAIDE@ARAPAHOE.EDU, where do you want to go?

MyCB

Launch myCB , your CB Bridges™
module that tracks compliance for
higher education and employment
needs. View and manage to-do list
items such as background checks,

drug screens and more.

STEP 9: Click on “To-Do Lists”. This is where you will find the instructions
needed to complete the drug test. Click on the blue plus sign to open up
more information about the drug test.

Jane my @
Hannah

Doe Need Help?

view profile

A @CastleBranch Solution.

Submitted documentation typically takes 3-5 days to review (excluding weekends). If you have questions regarding your To-Do Lists, we invite you to access our Video FAQ's (click here) for assistance.

Do you have new documents to submit to a completed requirement or a general request? We can Help! Click HERE to submit a request. We will keep your Service History updated so you can stay
informed. Please allow approximately 2 business days for a response.

Exciting news! CastleBranch now offers assistance videos to better assist you with navigating your myCB account! Click (here) to access the new videas!

B MESSAGES (1) To-Do Lists

T LISTS Click the blue plus signs below to expand your requirements.

OCUMENT CENTER Drug Test 1Requirement (1]
You have been registered for your drug test. Click the blue plus sign beside Take your Drug Test. Next, click the blue Download file link to access and print
SOURCE CENTER your registration form to take to your collection site
Requirement Date Due STATUS

Take your Drug Test n Registered

kground Check

You have successfully submitted your order.

Your order confirmation page is now available within the Document Center/My Documents/Background Check folder.

Completed results will be displayed within this To-do List summary section.




STEP 10: Select download & print attachment

Submifted documentation typscally takes 3-b days fo review (exclueding weekends). It you have questions regarding your To-Do Lists, we invite you to access our Video FAQ's

Do you harve new b submit loa P i or a general request? We can Helpl Click HERE Lo subenit a request. We will keep your 5
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Excating news! CastieBranch now offers assistance videos fo bether assist you with nawigating your myCB account! Chek (f 0 acoess the new videos!
To-Do Lists

B MESSAGES (1)

w} for asssstance.

History updated 50 you can stay

TO-DO LISTS Click the blue plus signs baloy

DOCUMENT CENTER Drug Test 1

® RESOURCE CENTER

Reguiremen Date Due STATUS
i e 1
'
Dewricad and peint aitachment myCa 02/24/2020 121716 PM EST

STEP 11:

CastleBranch

Quest Drug Screen Registration Form

Date: February 24th, 2020
Name: Jane Doe ||I|||| |||||||I|I|I||

Phone 303-7975962
Email Address: NurseAide@arapahoe.edu Registration #:
Collection Site Zip: 80160 41676942

Account Number: 10424455
Test Name: 10 Panel Urine
Expiration Date: 08/23/2020

Instructions:

1. Select the nearest collection site from the list below. Collectionsite hours and services are subject to
change, we recommend contacting the location prior to your appointment to confirm availability.

S

Take this form and a government issued photo ID to your appointment.

w

Allow 3-5 business days for your results to be available for viewing or printing.

Quest Diagnostics-Balsam Quest Diagnostics-Inside Quest Diagnostics-695 5.

6179 S Balsam Way Ste 240 Centennial Sa Broadway

Littleton, CO 80123 7375 E Arapahoe Road 695 S Broadway

Phona: BBBESTE378 Centennial, CO 80112 Denver, CO 80209

M-F 7:00 am-500 pmjSa 7:30 am-11:30  Phona: BE6BI78378 Phone: 8666978378

am; Drug Scree 00 am-4:00 pm;  M-F 700 am-4:00 pm: Drug Screen:M-F  M-F 700 am-5:00 pm|Sa 8:00 am-

TSPOT: M-F B 00 p 9:00 am-3:00 pm pm; Drug Screen: M-F 10 -3
pm; TSPOT: M-F 8:00 am.

Quest Diagnostics-Aurora South Quest Diagnostics-Inside Parker Quest Diagnostics-Northglenn
1411 S Potomac St Ste 290 Safewa 100 E 120Th Ave Unit F130

Print the “Quest Drug Screen
Registration From” and follow
the instructions on the form to
complete your drug test. After
your drug test is completed,
your results will be updated in
your Castle Branch account. You
will need to download these
results and upload them into
My Clinical Exchange. See the
tutorial for this on the Nurse
Aide Website.




Step 12: After you have purchased your background check and drug
screen, a confirmation email will be sent to the email address you used
to create your account. The attachment to this email is what needs to be
submitted to the Nurse Aide department AT LEASTE TWO WEEKS
BEFORE CLASSES START. (Picture of attachment below)
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Order Confirmation SUBMIT THIS TO THE NURSE AIDE
Date of Order: February 24, 2020 PROGRAM.

School Name: Arapahoe Community College - Nurse Aide

Personal Information:
Name: Jane Hannah Doe
Order Number: 9020-0224-1214-3400

Package - RS31demo
County Criminal - Arapahoe, CO
Jane Hannah Doe
Nationwide Federal Criminal
Jane Hannah Doe
Nationwide Healthcare Fraud And Abuse Scan
Drug Test
Jane Hannah Doe

Nationwide Record Indicator Alias with SOI
Jane Hannah Doe

Social Security Alert
Jane Hannah Doe

Residency History
Jane Hannah Doe
Total Price: $0.00
Additional Information:
This is a demo package. Not for student use.

Important Drug Test Information:

You will receive your drug test registration form within 24 business hours of your order
placement as a download from your Drug Test requirement in your To-Do List that can be
viewed by clicking the blue plus signs OR you may receive your registration form by email.
Email registrations will appear in your inbox with the sender as Support and the subject Form
Fox Authorization OR with the sender as OTSWebApp and the subject Drug-screen registration.
Ensure you check your SPAM filter, as messages may be redirected based on your security
settings. Contact our Service Desk if it has been more than 24 business hours and you have
not received your registration form.

To log into your myCB account, navigate to login.castlebranch.com where you will be prompted to
enter your username and secure password. From your home dashboard, please select myCB. You
can also access myCB by downloading the myCB app to vour iPhone.

For assistance, use the Need Help? menu within your account.
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