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Minnesota 4-H Volunteer 
Online Background Check Instructions 

 
 
 
 
 
 
 
 
 
 

For use with: 
 
 
 
 
 
 
 
 

 
 

 
Office:  651-644-3880 
Toll Free: 877-644-3880 
Email: anna@mcdowellagency.com 
1714 University Avenue West 
St. Paul, Minnesota 55104 
Fax: (651) 644-3877 
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1) Go to www.mcdowellagency.com and click on “Client Log-in.” 
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27 
 

 
2) Enter your User ID and Password (and note that user IDs and passwords are case sensitive): 

USER ID: 4HHHH9 
PASSWORD: 4HHHH9 

 
 Then click on the “Login” button.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3) To begin select the “request” tab from the menu that stretches across the top of the webpage. 
 
To view or print a copy of a summary of your rights under the Fair Credit Reporting Act, you 

can click on “Summary of Rights.”  Note that 4-H will not check your credit history – 
the Act is pertinent simply to the collection any background check data.   
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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.” 
 

Click on “Continue” to proceed. 
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5) Type in the following required information: 
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 
 
 
6) Under Additional Information please enter the following: 

a. In the “Reference” field, please enter the name of the county for which you will be a 
volunteer (which may or may not be the county in which you reside).   
For Otter Tail County, please indicate East or West.   
For St. Louis County, please indicate North or South. 
 

b. If you have been convicted of a crime, list date(s), offense(s), county(ies) and state(s) 
under “Special Research Instructions.” 

 
 
7) Under “Rapid Order” mark the box for “Order Criminal Court Searches based on 

Address entered above.”  Check the boxes for both “County” and “Statewide.” 
 
 Then click “Continue” to proceed with the request. 
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8) Order Authorization and Submission: Click on “Agree and Submit Order.” 
 
 

 
9) You will then see a “Thank You” page confirming your order. Please be sure to print a copy 
for your records. You can then logout to complete the process. 
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