THE NATIONAL CATHOLIC RISK RETENTION GROUPINC.

EVIRTUS Onlivie:

Registration Instructions

Before a live session of Protecting God’s Children all
participants must register with VIRTUS Online.

Go to hitp://mwww.virtusonline.org

On the left side of the screen, select the green link
labeled First Time Registrant, to begin registration.

About Us

Services 1 P

Home

LOGIN FOR EXISTING ACCOUNTS

Username:

g

Password:

| =

Sign In
Heed logm nformation

FIRST-TIME REGISTRANT @

To proceed, click on Begin the registration process.

(If you do not know which session you wish to attend,
select View a list of sessions.)

A PROGRAM AND SERVICE OF

THE NATIONAL CATHOLIC RISK RETENTION GROUP, INC.
. W W

]ll. { R U S

I

ﬂ Begin the registration process.

View a list of sessions.

Choose Bridgeport (CT), Diocese from the pull-down menu,
by clicking the downward arrow and highlighting your
organization.

Once your organization is highlighted, click Select.

Please select your Archdiocese;Diocese:Religious Organization from the list betow:

v | Select [

- Select your organization «w-->

Create a user ID and a password you can easily
remember.

This is necessary for all participants. This establishes
your account with the VIRTUS program. If your
preferred user ID is already taken, please choose
another ID. We suggest the use of email addresses as
user names.

Please make note of your User ID and Password:

User ID:

Password:

Click Continue to proceed.

Please create a user id and password that you will use lo access your account

Commen names like Macy and Jeha are not geed cheices as they are most likely already in uze.
Commen abbreviatiens like Jzmith’ end 'mjones’ are alzo likely to already be in use.
We suggest uzing your full name {vithcut spaces] or email sddress as they are more likely to be unique.

Create a User ID

Create a Password

Your userid s case sensilive. \We rezommend that you uss sl loser caze lattars
#2d aveid scacer and guactustion. Email acdresses are ol Your user ig must e 3t
least & sharactars long

Your gezanord must 5 et leszt & characters long

Copyright 2002-2015 by National Catholic Services LLC Al rights reserved. This information last revised 09/30/2016 Page 1 of 5




THE NATIONAL CATIHOLIC RISK RETENTION GROUP,INC.

FVIRTUS Ounline:

Registration Instructions

Provide all the information requested on the screen.
Several fields are required, such as: First, Middle &
Last Name, Email address, Home Address, City, State,
Zip, Phone Number & Date of Birth.

(Note: Do not click the back button or your
registration will be lost.)

Click Continue to proceed.

If you do not have an email address, consider obtaining a free
email account at mail.yahoo.com, or any other free service. This
is necessary for your VIRTUS Coordinator to communicate with
you. If you cannot obtain an email address, enter:
noaddress@virtus.org.

Ploass tha lnl i 1 B b

OO MOT CLICK THE DACK 10T TN OR YO EEGISTIRATION WILL BE LOST

Safutation | - Plonse selpet - )
First Name: | |
Middle Name' | ]
LastName: | 777
Emait | | = | Mo emad |
Home Address: | I
Home Address Contd: | I
ciy: | I
State | - Haluci - ~l=
ziP: | I
Ewt |
Evening Phone: |
Cortinue

Select the PRIMARY location where you work or
volunteer by clicking the downward arrow and
highlighting the location.

Click Continue to proceed.
Note: If you serve at multiple diocesan locations, you will be
prompted to select those additional locations in future screen(s).)

Please select the primary location where you work , volunteer or worship
Do not select the location of your training session
+

Primary keation i - Please select - v

I you are sssaciated with multisls baabions, slease thouse tha prmrary (rark] locatiss Rt
Than chek the cortiros button to select additional locatizng such 3z those where you rcluadest o wonbin

Your selected location(s) are displayed here.

Select YES, if you need to add
secondary/additional locations.

(Follow instructions in previous step to select
additional locations.)

Otherwise, if your list of locations is complete,
select NO.

This is the list of locations with which you are associated:
All Saints Catholic Regiona! Elzmentary School (Nonwvalk)

Do you work, volunteer or worship in another location?

[¥Es|

Select the role(s) that you serve within your diocese
and/or parish.

(Use the descriptions supplied for each role, to help
determine the appropriate role(s) to select.)

Please check all roles that apply.

Additionally, enter your title in the box provided (which
best describes your role(s) -- ie. Business Manager,
Catechist, Coach, Deacon, DRE, Eucharistic Minister,
Math Teacher, Priest, Room Mom, Seminarian, etc).

Click Continue to proceed to the next screen.

Please select any additional roles that may apply.
Click Continue to proceed.

Please salect the roles that you play within your diocese

[ Candidate for ordination Employee (ParishiParochind)
[7] Deacon y for ck 24 anar
DcAmng v casconz Ao corime © st meinz 10h00! supTn MaE vecoy pemel
[0 Educator [ Pasent
Bwrsrs mavtaet  cocwasn and paris s Loy L
Feachers Sevool Concrae Drcatsn Schonl Farcdals ana Fridst
Schioo! Admevsas

Veluntest
= s B 20 arvir e dacessepRly

1 you have & tihe within your diccese, plesve anter It bafow.
Hyou tho nod have & title, please brinfly describe what you do for the fiocess

Tt or Dhocsaan hachon

Conlnis

Please solect any additional roles that you play within yourt discess
asie chechk sl \bat apply

Indepandant Contraciors
Vancors Tanants snd Ierercent Conereciong

[] Velunteer (No scheduled contacl wilh minors) r VWoheviee Cathas -
Volunieer; Parent Vokinieer in the schoots and parishas

Emmauz Retreat Volunseer
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THE NATIONAL CATITOLIC RISK RETENTION GROUP, INC.

¥ VIRTUS Oulivier

Registration Instructions

Answer three YES/NO questions.

Click Continue to proceed.

Are you a parenl or guardian of a child under 18?
i Yes
3 No

8]
Do you Interact with, work with or come Into comact with minors and/or
adults of ihis i igi ization?

ClYes

Cio

Do you manoge, sup of Guerses #mply
o his srchalocasadiocessagiods o

Bahall

I any copaciny?
CiVes
ONe

Please answer the following question:
In the Diocese of Bridgeport | am in the
following category:

Click Continue to proceed.

Please answer the following question: In the Diocese of Bridgeport | am in the following category:
. Seminarian, Candidale for tha Diaconate
() Priests & Deacons
Religious Sister or Brother
 Lay Empioyee
Volunteers supervising offers or Volunteers who have scheduled contact with children
' Vilunieer with no stheduled contact with children and no supenvsory role
indegendent Contractor, Vendor, Tenant who & not working in any capacdy with childien

Cther (1 am taking the VIRTUS training for information only or | am a member of another
Archdiocesediocess) | wil not be working or volunteerng in the Diocess of Bridgepod

Coréinue

All registrants must read The Diocese of
Bridgeport Safe Environment Handbook.

Download the Safe Environment Handbook, by clicking
the PDF icon. Once download and reading is complete,
close the screen and return to the VIRTUS registration
screen.

Click Confirm to proceed:

Diocese of Bridgeport
The Diocese of Bridgeport Safe Environment Handbook

=

Lzenizad the Sale Emesonment Frobey £

ket

| harvw downlcaded and read fhe sezBons of the Dcess of Bridgepon Safe Eriscnment Handbook which agply 10 my
specifc slemiratry and | agres 1o conduct mysell sccording o its requitesmenta

T nderstand that | am reguired 10 wgn aad medurn & copy of e Executive Summary of the Handbook which relstes 1o ey
telaiministry 10 each ke aticn whede | work and voluntesr in the Dascesa of Brdgapen. [You raay chtiin Bus form hom your
schood or parsh offce o you may down load this document through your VIRTUS scceunt unciar MY TOOLEOX)

If you have not attended a VIRTUS Protecting
God’s Children Session, choose NO.

Otherwise choose YES.

Have you already attended a VIRTUS Protecting God's Children Session?

[YES]

If you chose NO during the previous step, you will
be presented with a list of upcoming VIRTUS
Protecting God’s Children sessions scheduled for
the Diocese of Bridgeport.

When you find the session you wish to attend, click
in the circle next to that date -- then click Complete
Registration.

(If you chose YES during the previous step, skip
this step, you will be presented with a list of classes
which occurred in the past. Please choose the
class you attended.)

Plesse select the session you wish 1o attend
Protecting God's Chikiren lor Adults

fibprn E1 Coca Paonh | Stariond)
1184 Newdiald Ave

When Thursday February 5, 2015
600 P
Extmpded oo of seniecn, 3 hrs
Spaces remaining 17 o 25
Language This session will be canducted in Enghsh
Notea
Wheglthoar acsetg iy Yes

+: Protecling God's Children for Adults
Yihere 51 Edagrd lha Comfassor Parish (New Fairfield)
P.0 B 8066

When Thursday. February 5.2015
TOUPM
Estmated length 3 brs
of session -
Spaces 21 0/ 30
temaimng

Language This sassion wil ba conducled in English
0 g
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THE NATTONAL CATIIOLIC RISK RETENTION GROUB INC.

FVIRTUS Oudinie:

Registration Instructions

Review: Complete Your Mind Your Business
Background Check

Review: Special Instructions

When you leave the VIRTUS site, you will be
directed to the secure website of the company that
performs backgrounds checks for the diocese,
Mind Your Business, Inc.

Click on the button Begin MYB Background

Check to be redirected to the Mind Your Business
secure website.

Note: You will be forwarded to the MYB website
automatically in just a few seconds...

Complete Your Mind Your Business Background Check

| hatelyy authonze tha Discase of Bridgaport and Catholic Mutual Group, Inc.. by and through its independent contrastor, MIND
YOUR BUSINESS. INC. CMYE"), 1o procure a reporl andiol investigative sepod on me. Craminal Corrvcton Chack , *'Soeial
Secutity Numbes Trate & Edueation Venfication, f degree requred | inderstand that| am enttied to a complele and sccurate
discioure of the nature and scope of any investigative repad prapared on me upon written requast 1o WYB that is made wihin
areascnabia lime afler tha dale hereot | furthar suthorize any person busiriess entty o govemimental agsncy who may have

infermaton relevant b [ha abovs to disclose the same o Diotess of Bridgeport and Cathol Mutval Group, Ine , by and

though MYB, including but nol Imited to, any courthouse. any public 3pency. any and 1 L enlercement agencies and any
and &l credi buresss r:?ard:ess of whather such parson, business entity of goveramental agancy compled tha information
45 o recetved d rom other scurces | heraly re'aase Docese of Brogaport and Cathole :m{ﬁrm inc., MYS and any

and 3 persons, busingss entibes and governmental agencies. whather public of private. bom any and a1 kabdty, clases andise

demands. of whativer kind, to me. my hers, of ofhers making such clam or demand on my behail for procaring, providing
andfor asssting with tha compdlation o preparation of 154 rapod andivr investgatve report heraby autherzed

SPECIAL INSTRUCTIONS:

"I yeu arg 2 veluntzec who'wil not be in schiedulzd contact wilh chidren. your Secial Sacurty Number is el requred durmg
the regatiation process, You may completa thas sceeen by antering a1 1's (111-11-1111) If multiple res.dis retum unda tie
SAME AAME 350U, you will be required lo provide addbomal informasion fo MYB, nchuding The Cradi History Chack s
reauirad fior Clevgy. Seminarians, Candudates for the Diszonats, Employess, and Voluntsers wih Froncal Respensasdly The
Mtor Vehicle Reporl 5 regquered for Clergy, Seminanans, Candidates for the Diszonate. Employess. and Volurtesss with
Dereing Responaibality IF YOU HAVE QUESTIONS, YOU MAY CONTACT: MYE 1-553-T58-3776 or 1-885-865-2052 (Toll Fres)
oF you may contiet Lauran Meintyrs Dedicatad Account Speciakst WYB{228) 6909306

Vihen you learve the VIRTUS site. you will be drecied 12 the secure website of the company that periorms background checis
for tha docese, Mind Your Busiess nc

Chele fis balion bakow 1o ba redeactad 1o the Mind Your Business sacua sebsds

| Bagn MYH Batiground Chack

To proceed with your Background Check, enter
the requested information into the designated fields

(as illustrated by the blue arrows, in the example
to the right).

Click Submit to proceed (illustrated by the red
arrow).

(1o YouR Busivess

The following information will be used only by the Background
Screener.

Please enter the following information:
Social Security Number ‘1 __
Date of Birth [ ]

A message will appear on your screen, confirming
completion of the VIRTUS registration process &
for submitting the necessary information to MYB for
a background check screening. (If you correctly
entered your email address, you will receive an
email confirming your registration.

If you have questions about the registration
process, please contact the VIRTUS Help Desk at
1-888-847-8870.

Thank you for completing the registration process and for submitting the necessary
information to MYB for a background check screening.

Your Coordinator will rexdew your prior session atiendance
If your attendance can be confimed, your account will be actvated.

VIRTUS Online will notify you via emad, when your account s activaled

A note regarding emalls:

The rise in SPAM emails has created an equal rise in the aggressiveness of the maasures to combat it.
Consequently, many of our emails ara blocked by SPAM filters. If you are using any software or taols within yaur
email program to filter SPAM, please make sure that you ailow messages from system@virtus.org, You may alse
viant to contact your nelwork administrator to maka sure that your netvsork allows messages from
system@virtus.otg. SPAN fittering is the number one reason for aur emails not to be received,

_ Oosefionsr |

Goto VIRTUS Online
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If you have any questions during the registration or the re-
certification process, please contact:

Astrid Alvarez, M.S; M.B.A.

Safe Environment Database Manager
Office: (203) 416-1407

Cell: (203) 209-7347

Email: aalvarez@diobpt.org

Or the VIRTUS Help Desk at 1-888-847-8870
helpdesk@virtus.org

You may also contact Erin Neil, Director of Safe Environment and
Victim Assistance Coordinator (203) 416-1406 or by email
eneil@diobpt.org




