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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 

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

 

Click on the “+” sign by Students 

 
 

 
Select your academic program from the drop down 

 
 
 

https://portal.castlebranch.com/GR85


 

2 
  CastleBranch Step by Step 7.5.2018 

A list of health compliance items will be displayed.   

 Select/Order the “Compliance Tracker (REQUIRED)”   

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

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

 Electronic checks are accepted for a fee.  

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

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

                           
 Items marked “(REQUIRED)” must be completed. 

 Items 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. 
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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 0’s in the social security number field. 
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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. 
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Once your order is submitted, you will receive a confirmation email.   

 

 
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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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.  

 

 

 



 

7 
  CastleBranch Step by Step 7.5.2018 

 

UPLOADING DOCUMENTS: 

You may upload documents several ways. 

 Begin by saving documents or pictures, to your computer 

 In your CastleBranch account (called a myCB account)  

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

 
 

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

 

 

 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. 

 If 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 

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

 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. 

 

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. 

                               

 

After you click submit; the item will show “In Process” until the upload is complete. 
 

 
 

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. 
 

 
 

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

 
 

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. 

 

 
 

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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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. 

 
 
 

 

NEED ASSISTANCE? 
 

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

 
 
 
 

Under the Browse Help Topics is a Student Frequently Asked Questions (FAQ) document with answers to 
many common questions. 
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Under Video FAQ CastleBranch has posted multiple videos that answer common questions and/or show you 
how to navigate the site. 

 

 
 

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

 
 
 
 

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. 
 

 

mailto:olsonwa@gvsu.edu

