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Entering Instructions 
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Please read the entire set of instructions before logging in 

1) Go to www.mcdowellagency.com.  From here you will click on ‘Client Log-in’ at the top right of the 
screen. 

 

 

 

 

 

 

 

 

2) Type in the user id and password that is listed (user ids and passwords are case specific):  

     User ID: ACGCapplicant   
     Password:  ACGCapplicant 
 

**Our website works with all browsers EXCEPT Internet Explorer 9 UNLESS you have the compatibility 
mode turned OFF. See example below.** 

 

 

http://www.mcdowellagency.com/


3 
 

 

 

3) This brings you to the main page.  When you are going to be entering in a request, you will go to the 
‘request’ button on the bar at the top of the page. 

To print a copy of a Summary of Rights under the Fair Credit Reporting Act click on it. 
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4) Type your full name into the space next to “Electronic Signature” and mark the box next to “My 
name entered above Signifies my Electronic Signature.” 

Then click on “Continue” to proceed. 
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5) Type in the following required information (All mandatory fields are marked with an asterisk ‘*’): 
A) Last Name 

 B) First Name 
 C) Current Address 
 D) Zip (City and State will be automatically filled in after entering your zip code.) 
 E) Date of Birth  

F) Social Security Number 
 

*Phone and email information is being collected for the use of St.Cloud Public Schools only. 
 

Then click on “Continue” to proceed. 
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6) You are now on the final screen.  The estimated cost of your background check will be listed in the top 
     corner.  You now enter your credit card information and complete your request.   
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7) Enter your credit or debit card information (we accept Visa and MasterCard).  All mandatory fields are 
marked with an asterisk ‘*’.  Click “Agree and Submit Order” click only once as multiple clicks may result 
in multiple charges.   
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8) You will then see a “Thank You” page confirming your order and the credit card charge. Please be sure 
to print a copy for your records. You can then logout to complete the process.   
 


