
Background Manager - Clearance Upload Instructions 

1. To access Background Manager, go to http://www.backgroundmanager.com/

2. Click on “Start your Background Check”, which can be found on the left top side 
of the home page.
If you have previously used this system, click "Account Log in".

3. You will be asked to enter the Organization Code. Enter “csc” and click on “Start
Background Check”.

http://www.backgroundmanager.com/


4. In the Account Type page, select “Volunteer”. Complete the “Check all that apply”
and “Check one box below” sections as applicable. Click “Next”.

5. In the Basic Information page, fill in all required information. Click “Next”.



6. You will be able to upload your clearances to Background Manager in the Upload
Clearances page.  For each of the clearances, click “Browse” and choose the
appropriate file from your computer. Once you have attached all clearances, click
“Next”.



7. Complete the Electronic Signature page by entering your first and last name and
accepting the terms and conditions. Click “Next”.



8. Once you complete the electronic signature, you will see the Thank you for using 
background manager page. You will receive an e-mail with your Background 
Manager account login and password information.  Once you sign into your 
account, you will be able to see/edit your account details, check when clearances 
have been passed or are still pending, and upload your concussion certificate.

9. If you need to complete your concussion training, go to https://www.train.org/
cdctrain/course/1089818/details
If you have already completed your concussion training and have obtained your 
certificate, you will need to login into your Background Manager account in order to 

upload it into the system. Go into http://www.backgroundmanager.com/ and 

click “Account Log In”, located on the right top side of the home page.

10. Click “Manage Certificates” in your account dashboard.

http://www.backgroundmanager.com/


11. Click on “Browse” and select your concussion certificate on your computer. Click
“Upload”.




