Background Check Instructions
1. On Step 2 of the registration process click on the McDowell Agency link; or to do the background check separately from your registration, type www.mcdowellagency.com in your address bar.
2. Click on “Client Log-In” on the blue bar

3. Enter the User ID and Password and click the “Login” button

a. User ID:  MSHSL1
b. Password:  OFFICIAL
4. Click “Request” on the green bar

5. Type your first and last name in the Electronic Signature box and click the “Continue” button

6. Complete the following information on the Applicant Information Screen (be sure to enter this info accurately):

a. Last Name

b. First Name

c. Current Address

d. State of Residence

e. Date of Birth

f. Social Security Number

g. Alias-If you’ve every gone by a different name

h. Under the Additional Information heading you must enter your Officials ID number in the appropriate box.  This box will be labeled either as ”Reference” or “Official’s Id.”  In order to get credit for your background check you must include your Officials ID number.
Click “Continue”
7. Under the Criminal Court Searches heading click the “Add/Edit Jurisdiction” button

8. In this screen you will enter only two lines of information.  Below are the instructions for each line of information you must enter

Line 1

Search Type:
Select “Felony and Misdemeanor” from the drop-down menu
State:
Select your state of residence from the drop-down menu

County/Jurisdiction:
Select “Statewide” from the drop-down menu

Line 2

Search Type:
Select “Felony and Misdemeanor” from the drop-down menu
State:
Select your state of residence from the drop-down menu

County/Jurisdiction:
Select your current county of residence from the drop-down menu


Click the “Add Searches to Order “button
9. Review the screen to make sure all information is correct and then click the “Agree and Submit Order” button.
10. Print the confirmation page with order number for your records before returning to the League website.
