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Welcome	
  to	
  Gateway	
  Technical 	
  Col lege’s	
  Background	
  Check	
  Request	
  
system.	
  

	
  

Please	
  read	
  and	
  follow	
  the	
  instructions	
  carefully. 	
   	
  
Be	
  sure	
  to	
   	
  select	
  the	
  appropriate	
  package	
  based	
  on	
  your	
  program.	
  

	
  

	
  

	
  

1. Read	
  each	
  screen	
  carefully.	
  
2. You	
  will	
  need	
  the	
  following	
  to	
  complete	
  your	
  request:	
  

a. Name,	
  date	
  of	
  birth,	
  social	
  security	
  number,	
  
phone	
  number,	
  email,	
  address,	
  current	
  
address.	
  

b. All	
  addresses	
  (City,	
  State,	
  Country,	
  and	
  Zip	
  
Codes)	
  for	
  the	
  past	
  three	
  years	
  including	
  
dates	
  you	
  lived	
  at	
  each	
  location.	
  

c. Credit	
  or	
  Debit	
  card	
  information	
  	
  
–OR-­‐	
  

d. Money	
  Order	
  (this	
  includes	
  students	
  who	
  
have	
  an	
  authorization	
  on	
  file	
  at	
  GTC	
  covering	
  
the	
  cost	
  of	
  the	
  CBC.	
  

3. Once	
  you	
  have	
  this	
  information,	
  Click	
  on	
  “Click	
  Here	
  to	
  
Order	
  your	
  Background	
  Check”.	
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1. Click	
  on	
  the	
  appropriate	
  box	
  to	
  select	
  the	
  Background	
  
Check	
  option	
  you	
  need.	
  	
  The	
  base	
  CBC	
  price	
  is	
  $27.	
  	
  	
  
Additional	
  fees	
  may	
  apply	
  based	
  on	
  information	
  
submitted	
  such	
  as	
  other	
  first	
  and	
  last	
  names	
  and	
  other	
  
states	
  of	
  residence.	
  	
  PLEASE	
  NOTE:	
  Package	
  2	
   is 	
  
for	
  Law	
  Enforcement	
  Academy	
  applicants	
  
only. 	
   	
  Al l 	
  other	
  applicants	
  should	
  choose	
  
Package	
  1. 	
  
	
  

GTC	
  reserves	
  the	
  right	
  to	
  deny	
  program	
  admission	
  or	
  
selection	
  to	
  core	
  courses	
  if	
  all	
  other	
  prior	
  names,	
  
aliases	
  and/or	
  required	
  addresses	
  are	
  not	
  included	
  in	
  
your	
  Background	
  Check	
  request.	
  
	
  

2. Click	
  “Continue	
  with	
  Order”	
  to	
  go	
  on.	
  

Applicant	
  Information	
  

1. All	
  items	
  marked	
  with	
  *	
  must	
  be	
  answered.	
  
2. Be	
  sure	
  to	
  provide	
  ALL	
  other	
  f irst 	
  and/or	
  

last 	
  names	
  you	
  have	
  used.	
  	
  Alias	
  refers	
  to	
  any	
  
name(s)	
  you	
  have	
  used	
  due	
  to	
  marriage,	
  divorce,	
  
adoption,	
  etc.	
  	
  Your	
  Background	
  Check	
  must	
  also	
  
include	
  all	
  prior	
  names	
  we	
  have	
  on	
  file	
  for	
  you.	
  	
  	
  Do	
  
not	
  use	
  former/alias/maiden	
  names	
  in	
  the	
  field	
  for	
  
your	
  middle	
  name.	
  	
  A	
  background	
  check	
  will	
  not	
  be	
  
run	
  searching	
  this	
  name	
  and	
  will	
  result	
  in	
  you	
  having	
  
to	
  re-­‐request	
  and	
  pay	
  for	
  another	
  background	
  check.	
  

3. Gateway	
  recommends	
  that	
  you	
  click,	
  “Yes,	
  please	
  
send	
  me	
  a	
  copy	
  by	
  e-­‐mail”.	
  	
  There	
  is	
  no	
  additional	
  fee	
  
for	
  this	
  service.	
  	
  Gateway	
  cannot	
  provide	
  copies	
  of	
  
CBCs.	
  

4. When	
  all	
  questions	
  have	
  been	
  answered,	
  click	
  “Next”	
  
to	
  continue.	
  

	
  	
  	
  	
  	
  “Yes”	
  
Recommende
d	
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Disclosure	
  and	
  Release	
  

1. Read	
  the	
  Disclosure	
  and	
  Release	
  Form	
  carefully.	
  	
  	
  
2. Signing	
  this	
  does	
  not	
  take	
  the	
  place	
  of	
  turning	
  in	
  

a	
  Gateway	
  Background	
  Information	
  Disclosure	
  
(BID)	
  Form	
  even	
  if	
  you	
  have	
  turned	
  one	
  in	
  
previously.	
  	
  If	
  you	
  have	
  not	
  turned	
  in	
  a	
  BID	
  yet,	
  
please	
  go	
  to	
  www.gtc.edu/forms	
  to	
  get	
  one.	
  

3. Using	
  your	
  mouse,	
  sign	
  your	
  name	
  in	
  the	
  
Signature	
  box.	
  

4. When	
  you	
  have	
  read	
  and	
  signed	
  this	
  page,	
  click	
  
“Continue”	
  to	
  go	
  on.	
  

Hold	
  On!	
  

Click	
  “Continue	
  to	
  Place	
  Order”.	
  	
  	
  

You	
  will	
  enter	
  your	
  past	
  three	
  years’	
  
addresses	
  and	
  payment	
  information	
  in	
  
the	
  screens	
  to	
  follow.	
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Residential	
  History	
  

1. Read	
  the	
  Price	
  Information	
  carefully.	
  	
  
Your	
  final	
  price	
  is	
  determined	
  by	
  the	
  
number	
  of	
  prior	
  names	
  (aliases),	
  
previous	
  addresses,	
  and	
  states	
  other	
  
than	
  Wisconsin.	
  

2. You	
  will	
  need	
  to	
  provide	
  all	
  locations	
  
at	
  which	
  you	
  have	
  lived	
  for	
  the	
  past	
  
three	
  years. 	
  	
  This	
  includes	
  City,	
  
State,	
  Country,	
  Zip	
  Code,	
  and	
  dates	
  at	
  
location.	
  

3. Review	
  price	
  Information.	
  	
  Any	
  
addit ional 	
  fees	
  assessed	
  are	
   in	
  
addit ion	
  to	
  the	
  base	
  price	
  of 	
  
$27.	
  	
  

4. Use	
  the	
  “Zip	
  Code	
  look	
  up	
  tool”	
  to	
  find	
  
your	
  prior	
  zip	
  code.	
  

5. If	
  you	
  need	
  more	
  space	
  to	
  add	
  
locations,	
  click	
  “More	
  Addresses”	
  

6. If	
  you	
  only	
  lived	
  in	
  Wisconsin	
  for	
  the	
  
past	
  three	
  years,	
  enter	
  “Next”	
  to	
  go	
  
on.	
  

7. When	
  all	
  prior	
  aliases	
  and	
  addresses	
  
are	
  entered,	
  click	
  “Next”	
  to	
  go	
  on.	
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Confirm	
  Order	
  Information	
  

1. Review	
  all	
  information	
  on	
  this	
  screen.	
  	
  If	
  the	
  
information	
  is	
  incorrect,	
  click	
  “Go	
  To	
  Edit”	
  now.	
  	
  	
  

2.  Individuals 	
  who	
  request	
  a	
  Background	
  
Check	
  that	
  contains	
   incorrect	
  
information	
  (mistyped	
  names,	
  
former/maiden	
  name	
  used	
  for	
  middle	
  
name,	
  mistyped	
  SSN	
  or	
  DOB)	
  or	
  
excludes	
   information	
  (other	
  names,	
  
addresses, 	
  or	
  states) 	
  wil l 	
  have	
  to	
  re-­‐
request	
  and	
  pay	
  the	
  fees	
  for	
  a	
  correct	
  
one	
  prior	
  to	
  admission	
  or	
  
course/petit ion	
  selection.	
  

3. Please	
  note	
  the	
  payment	
  total	
  under	
  Payment.	
  	
  
This	
  is	
  the	
  amount	
  you	
  will	
  be	
  charged	
  for	
  your	
  
Background	
  Check.	
  

4. Select	
  “Pay	
  by	
  Credit	
  Card”	
  to	
  pay	
  with	
  a	
  
Discover,	
  Visa,	
  American	
  Express,	
  or	
  
MasterCard	
  debit	
  or	
  credit	
  card.	
  

5. Select	
  “Pay	
  by	
  Money	
  Order”	
  
a. If	
  you	
  are	
  paying	
  by	
  money	
  order.	
  

Send	
  your	
  Money	
  Orders	
  directly	
  to	
  
American	
  Databank.	
  	
  When	
  American	
  
Databank	
  receives	
  your	
  Money	
  Order,	
  
they	
  will	
  process	
  your	
  CBC.	
  

b. If	
  you	
  have	
  an	
  authorization	
  on	
  file	
  
with	
  GTC	
  covering	
  the	
  cost	
  of	
  your	
  
Background	
  Check,	
  select	
  Money	
  
Order.	
  	
  Gateway	
  Technical	
  College	
  
communicates	
  authorization	
  
information	
  regularly	
  with	
  American	
  
Databank.	
  	
  American	
  Databank	
  will	
  
process	
  your	
  CBC	
  within	
  24	
  hours	
  of	
  
receipt	
  of	
  your	
  name.	
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Payment	
  by	
  Credit	
  Card	
  

1. The	
  top	
  of	
  the	
  screen	
  lists	
  the	
  fee	
  
you	
  will	
  be	
  charged	
  for	
  your	
  
Background	
  Check.	
  

2. Enter	
  your	
  credit	
  or	
  debit	
  card	
  
information	
  including	
  

a. Card	
  type,	
  
b. Card	
  number,	
  
c. Name	
  on	
  the	
  credit	
  or	
  

debit	
  card,	
  
d. Expiration	
  date	
  of	
  the	
  card,	
  
e. CVV	
  (Card	
  Verification	
  

Value)	
  –	
  the	
  three-­‐digit	
  
number	
  on	
  the	
  back	
  of	
  
your	
  Visa,	
  MasterCard,	
  or	
  
Discover	
  card.	
  	
  Am.	
  
Express’	
  CVV	
  number	
  is	
  the	
  
four-­‐digit	
  number	
  on	
  the	
  
front	
  of	
  the	
  card.	
  

f. Enter	
  the	
  billing	
  address	
  for	
  
the	
  credit	
  or	
  debit	
  card.	
  

3. Read	
  the	
  User	
  Agreement;	
  then	
  
check	
  that	
  you	
  have	
  read	
  it.	
  
When	
  al l 	
   information	
   is 	
  
entered	
  and	
  correct, 	
  click	
  “I	
  
agree	
  and	
  submit”.	
  

4. Only	
  click	
  Submit	
  once.	
  	
  It	
  may	
  take	
  a	
  
few	
  moments	
  for	
  your	
  order	
  to	
  be	
  
processed.	
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I 	
  have	
  read,	
  understand	
  the	
  instructions	
  and	
  am	
  ready	
  to	
  request	
  my	
  background	
  
check.	
   	
   	
  

You	
  will	
  know	
  your	
  payment	
  has	
  been	
  
processed	
  when	
  you	
  receive	
  this	
  confirmation	
  
receipt.	
  	
  	
  

If	
  you	
  requested	
  a	
  copy	
  of	
  the	
  CBC	
  be	
  sent	
  to	
  
you	
  at	
  your	
  email	
  address	
  provided,	
  you	
  will	
  
receive	
  your	
  copy	
  when	
  it	
  is	
  processed.	
  

Gateway	
  Technical	
  College	
  Admissions	
  Office	
  
will	
  receive	
  an	
  electronic	
  copy	
  of	
  your	
  
Background	
  Check	
  within	
  a	
  few	
  days	
  of	
  your	
  
request.	
  	
  	
  

Due	
  to	
  the	
  important	
  nature	
  of	
  the	
  
Background	
  Check,	
  Gateway	
  cannot	
  accept	
  
Background	
  Checks	
  forwarded	
  from	
  your	
  
email	
  or	
  paper	
  copies.	
  	
  We	
  are	
  required	
  to	
  
only	
  use	
  the	
  electronic	
  version	
  sent	
  to	
  us.	
  	
  

If	
  you	
  have	
  not	
  turned	
  in	
  a	
  Background	
  
Information	
  Disclosure	
  (BID)	
  form,	
  please	
  go	
  
to	
  www.gtc.edu/forms	
  to	
  find	
  one.	
  

Thank	
  you	
  for	
  using	
  Gateway	
  Technical 	
  Col lege	
  and	
  
American	
  Databank	
  Background	
  Check	
  request	
  system. 	
  

We	
  should	
  be	
  receiving	
  your	
  Background	
  Check	
  in	
  the	
  next	
  few	
  days.	
  

If	
  you	
  have	
  questions	
  about	
  this	
  process,	
  please	
  contact:	
  

American	
  Databank	
  Group	
  
1.303.573.1130	
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(Shay,	
  we	
  want	
  students	
  to	
  cl ick	
  on	
  the	
  box	
  to	
  go	
  to	
  
http://www.gatewaytechnicalcompliance.com/.	
  	
  There	
  should	
  only	
  be	
  links	
  to	
  these	
  instructions,	
  no	
  direct	
  links	
  to	
  Am.	
  
Databank)	
  

	
  


