GRANDVALLEY
STATE UNIVERSITY,

QOFFICE OF THE
VICE PROVOST FOR HEALTH

STEP BY STEP PROCESS
CREATING YOUR CASTLEBRANCH ACCOUNT AND SUBMITTING DOCUMENTS

Creating Your Account:

Access the GVSU CastleBranch Portal https://portal.castlebranch.com/GR85

Select “Place Order” at the bottom of the page

@ CastleBranch
HOME PACKRBE SELECTION FRO CONTACT US

Grand Valley State University Portal
This user-fnendly portal guides you through program and
package solecton o queckly place your ordor and create your
Socure sccount
ARer you complete your order and Create your account, you
can fog i 1o your account 1o monior your order Status, view

your results, respond 1o alerts, and complete your

requrements. You will return to your account by Iogging mto
N com and entering your username (email used

placement) and yous Socure password

Now let's get started by clicking the Place Order button below.

PLACE ORDER

Click on the “+” sign next to “Select”

Please Select

Click on the “+” sign by Students

B Please Select
Faculty/Staff

Students

Select your academic program from the drop down

& Please Select
Faculty/Staff
8 Students
Allied Health Sciences
Clinical Dietetics
College of Business
Health Communications

Health Information Management
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https://portal.castlebranch.com/GR85

A list of health compliance items will be displayed.

e Select/Order the “Compliance Tracker (REQUIRED)”

e Thereis a one-time $35 cost for the compliance tracker. This is where you will upload documents
required by your academic program.

e Payment to CastleBranch may be made by credit or debit card.

e Electronic checks are accepted for a fee.

e Once your account is set up, you will have life-time access to all documents that you submit.

e Additional fees apply if background check, drug test or fingerprinting are required.

@ Health Information Management

B ©D55: Compliance Tracker (REQUIRED)

B GD55bg: Background Check (REQUIRED)

@ GD55dt: Drug Test (REQUIRED)

B GDa5zdmip: Fingerpnnt (Select only if directed)

B GD55zdmhi: Health Insurance (Select only if directed)

e |tems marked “(REQUIRED)” must be completed.

e |tems marked as “Select only if directed” are site specific and should be completed only if instructed
by the Health Compliance Officer in a separate email.

Review and confirm your order on the next two pages.

GVSU - STUDENTS - HEALTH INFORMATION MANAGEMENT

Package Code GD55: Compliance Tracker

ABOUT ‘

About CastieBranch

GVSU - Students - Heaalth Information Management has partherad with CastleBranch, one of the top ten background check and

compliance management companies in the nation to provide you a secure account to manage your time sensitive school and clinical
E requirements. Alter you complete the order process and create your account, you can log in 1o your account 1o monitor your order status,

view your results, respond to alerts, and complate your requirements

You will return to your account by logging into castlebranch.com and entering your usermname (email used during order placement) and
your secure password.

DRDER SUMMARY

Payment iInformation
&  vour payment options include Visa, Mastercard, Discover, Debit, slectronic chack and money orders. Note: Use of alectronic check or
money order will delay order processing until payment is received.

Accessing Your Account
E" To access your account, log in using the email address you provided and the password you created during order placement. Your
administrator will have their own secure portal to view your compliance status and results.

Contact Us
B  For additional assistance, please contact the Service Dask at 888-723-4263 or visit hitps://mych castlobranch_com/help for further
information
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Please Review

GVSU - Students - Health Information Management includes the following package contents:

Package: GD55
Medical Documnent Manager CRR

Package Cost: $35.00

Additional Information
This package includes document review. At the end of the order process, you will be prompted to upload specific documents required by your school for review
and approval.

You must use your GVSU email address when creating your account.
Click the button below to continue your order and create your myCB account. You will access your
account to manage your order and view your results_ If you already have a myCB account, you will

have the option to log in.

[11 have read, understand and agree to the Terms and Conditions of Use.

On the next page, follow the prompts to create your CastleBranch account and finalize your order. Please

be sure to use your GVSU email.

NOTE: Unless ordering a background check, you may enter all O’s in the social security number field.

@ CaStIEBra nch Contact Us Logout

Place Order:

®

PERSONAL INFORMATION

First Name: *

|
Middle Name:- | |
Last Name: * |

Suffixc:

At Phone I

Email Address: * | | Important: The email address you provide will be used for important order communication. Please
enter your valid email address and look for an immediafe confirmation email after submitting your
Confirm Email: * | | order. If you do not see your confirmation email please check your SPAM or Junk folder.

Country: [United States ofAmerica |

Address 1-* | |

Address 2: [
ony:- | \
State: *

PERSONAL IDENTIFIERS

Social Secerty Humber * Q - I:I - ¥ yru arw nat a U ofinen and Sarskes do nof deve o Social Sscurfy Numbas, peass snter 178711717 ks procesd wilh your order

Daie of Bl * 1.0, ]
nm od [
Sex CFemate  wake

STUDENT INFORMATION
L T e—

Drasagnafion Cundespraduate ' Geaduale
Degreerd I
{E;:'ﬂd Dl of I '\-'J n 'Nl'|
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Review, pay and place your order on the following screens.
Payment options include: Visa, Mastercard, Discover, Money Order or Electronic Check.

You will be given the option to “Rush” your order. Most health compliance documents are not eligible for
“Rush”. If you submit documents at least 3 days prior to the due date, initiate your background check and
drug test (if required) at least a week in advance, it should not be necessary to pay extra.

@ CastleBranch Logout

Place Order:
® Chat With Us

@ CastleBranch Logout

Place Order:
® Chat With Us
4
School Name: GVSU - Students - Health Information Management
CAC: GD55

GD55

Medical Document Manager CRR.
¢ Name: Tina Bamikow

TP s m

Place Order:
® Chat With Us

Payment Type: * Choose Payment Opﬁnn

* Indicates required information

Rush order: * (O Yes, please rush my order for an additional $7.95.

Your order will receive priority processing. This may reduce order processing time by 1 fo 2 days on average. Certain searches are not eligible for
Rush including drug tests, immunization record review and verifications of employment/education/professional license.

'@:' No, thank you, do not rush my order.
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@ CastleBranch

Place Order:

Thank you.

Your order has been submitted

1. Chok “Mext™ below 10 acoess your rmpGH aotount o deterrmine # you hive additional Bems 1o complebe

2. ou will recetve an email with your onder confinmation altachsed

3. Your ofder CONMTIEM SN Bt De accessed Wough your My CE Doosment Cenler

4. LOQ N 1 your MyCE Sconint by oing 1 Castnrancr com and emening your USemanms | e amail Sodress used Guring order placement) and your securne
passwond OFf ownioad the myCE app 10 Your Smanphone. From wilhiin your 20Ccount yow can [3ke achon on amy pendng requinements and view Bnal resuls
5. Esplote myCE for the ofher valise-aod leahures and benelts provided to you by myCe

6. For assiSlance, BUCess the Nobd Heip'? mend Wil o Scoount o

Once your order is submitted, you will receive a confirmation email.

From: Service Desk <servicedesk.cu@castlebranch.com>
Sent: Friday, April 27, 2018 5:26 PM

To: Tina

Subject: myCB - Order Confirmation

Tina

You have successfully submitted your order for Grand Valley State University,
Please goto to log into your account by entering your username (the email address used during order placement) and your secure password OR download the myCB app to your smartphone.

From within your account you can complete any pending requirements, view order stafus, and access your final results.
For assistance, use the menu within your accout.

Thank you,

Your Service Desk Team

HOW TO FIND YOUR HEALTH COMPLIANCE REQUIREMENTS:

Follow the instructions in the email to log into your account using the email provided when creating your
account. You may also choose to download the myCB app to your phone or tablet and log in using either of
those devices.

Your “To Do List” will be displayed:
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(Tn-Du Lists

Click the blue plus signs below to expand your requirements.
) Compliance Tracker GDSS 13 Requirements [1 ]
Due Date — 10/26/2018
Please use the Need Help? menu to request assistance from the CastleBranch Service Desk should you have questions on completing your requirermnents.
@ 1. (R ), Mumps, & 10/26/2018 n Incomplete
() 2. Varicella (Chicken Pox) 10/26/2018 n Incomplete
1) 3. Hepatitis B 10/26/2018 u Incomplete
() 4 Tuberculosis (TB) 10/26/2018 u Incomplete
1) 5. Tetanus 10/26/2018 n Incomplete
(1) 6. CPR Certification 10/26/2018 n Incomplete
(1) 7 Health Insurance Acknowledgment 10/26/2018 BB rcompicee
) 8. Influenza (Flu) 10/26/2018 n Incomplete
(1) 9. Health and Immunization Form 10/26/2018 n Incomplete
() 10.GVSU Training Modules 10/26/2018 n Incomplete
1) 11 Background Check 10/26/2018 BB rcompicee
() 12. Drug Test 10/26/2018 n Incomplete
(1) 13. Authorization to Release Information 10/26/2018 n Incomplete

The due date for each health compliance requirement is noted in the middle column.

Click on the “+” sign next to each item on the To Do List to see the full description of the required
documentation or action.

@ 5. Tetanus

u Incomplete

@ 5. Tetanus

“ Incomplete
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UPLOADING DOCUMENTS:

You may upload documents several ways.
e Begin by saving documents or pictures, to your computer
e Inyour CastleBranch account (called a myCB account)

o Click on “Document Center” on the left side of your screen; then click “My Documents”

MESSAGES (0)
TO-DO LISTS

[ DOCUMENT CENTER

Share Documents

Build Portfolio

RESOURCE CENTER

e You will be given the option to upload files to the Document Center.

e When you click on “Upload File” it will allow you to browse your computer and select files that you
want to upload to your CastleBranch Document Center.

When you are ready to submit document(s) for a health compliance requirement:
Scroll down through the description until you see the blue “Browse” box.

e |f you select the browse next to “My Documents” it will search all of the documents that you have
uploaded to your CastleBranch Document Center”

OR

e If you select the browse next to “Your Computer” it will scan your computer to find the document(s)
to upload for the requirement.

e Be sure to attach all documents needed for the requirement before submitted. Ex: For the 2 Step TB
screening process — you must upload BOTH TB tests before you submit; for Hepatitis B you must
upload both documentation of the 3 Hepatitis B vaccines and the initial Hepatitis B titer.

Attach a file from either

My Documents
¥our computer or flash drive {Accepisble File Types: pdi, png Jpg i, s, docx, doc)

Or download the fax/mail requirement cover page

Once a document is attached, an orange submit box will appear. Click on this when you are ready to submit.
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If a specific form is needed for the requirement, there will be a link to download the form at the end of the
description.

7. Health Insurance Acknowledgment

Download, print, complete, and submit the Health
Insurance Acknowledgrment.

Download File

After you click submit; the item will show “In Process” until the upload is complete.
] i» procaus |
You may continue to the next health compliance requirement to submit document(s).

Once each upload is complete, the item will show “Pending Review” until the CastleBranch review is
complete.

If accepted, your To Do List will show the item as “Complete” in green.

9. Tetanus Complete

If a document is not accepted, the To Do List will show the item as “Rejected” in red.

10. Epigeum Code Responsible Conduct of Research Oue Date: 04/27/2018 ﬂ Rejected

You will also receive an email with an explanation of the rejection, and there will be a message in your
message center in you myCB account.

m MESSAGES (0)

# TO-DOLISTS

Once all required documents have been submitted, and accepted, each health compliance item will reflect
“Complete” and your To Do List will indicate that you are compliant.
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To-Do Lists

Click the blue plus signs below to expand your requirements.

Clinical Requirements GA32 Staff OVPH
Due Date - 04/27/2018

Please use the Need Help? menu to request assistance from the CastleBranch Service Desk should you have questions on completing your requiremer

Requirement Date Due STATUS
1. Measles (Rubeola), Mumps, & Rubella
2. Varicella (Chicken Pox) Complete
3. Hepatitis B Complete

4. Tuberculosis (TB) Complete

5. Tetanus Complete

If you have a health compliance requirement that needs to be updated periodically such as an annual TB
test, you will receive emails in advance informing you of the upcoming due date.

If you have health compliance requirements that are overdue, your account will reflect “Overdue” and you will
receive weekly emails until the requirement is completed.

& [ubsrcubcais CTEL oo Llarie OAJTTA0TH ....I'I: |

NEED ASSISTANCE?

Click on the Orange “Need Help” in the top right corner of your CastleBranch screen:

l I Iy@ @CastleBranch Solution

Need Help?

Under the Browse Help Topics is a Student Frequently Asked Questions (FAQ) document with answers to
many common questions.
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@ CastleBranch

Student FAQs

Sections
Click to navigate directly to the section listed
= New to CastleBranch = CPR Certification
= Managing Your Account = Influenza (Flu)
= Crnminal Background Check = Fingerpnnt
= Drug Test = Adult and Child Abuse Regisiry
= Clinical Requirements or Compliance Tracker = Additional Questions

Under Video FAQ CastleBranch has posted multiple videos that answer common questions and/or show you
how to navigate the site.

my { + @ castlesranch soiution Support Videos

You may also contact CastleBranch directly either by phone or Live Chat.

my@ ‘ : @Casﬂeﬁranch Solution. Phone

Our team looks forward to taking your call. Please have your username (email address) available.
Call: 838.666.7788
Hours of Operation:

Monday - Thursday: 8am - 10pm EDT
Friday: 8am - 6:30pm EDT
Sunday: 10am - 6:30pm EDT

Should you experience an extended wait time, please use our Chat with Us option or contact our Service Desk
24/7. We will record and respond to your inquiry within 2 business hours.

All communication information will be available within your Service History.

STILL HAVE QUESTIONS?

Contact the GVSU Health Compliance Office at 616-331-5812. You may also contact Warren Olson, Health
Compliance Officer at olsonwa@gvsu.edu or 616-331-5867.

10
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