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Diocese of Orlando’s Applicant Registration Guide 
 

This guide will assist you in registering for the Diocese of Orlando’s Level 2 Background Screening 

program.  During the registration process, you will be able to locate a convenient service center, 

schedule an appointment, register your personal information, and generate a barcode receipt.  Barcode 

is also needed to take the Safety Environment Training. 

 

Please have a printer available to print the barcode receipt or a pen/paper to write down the barcode 

number, as well as the address and phone number of the service center you select.  If you provide a 

valid e-mail during the registration process, the receipt and service center address and phone number 

will be delivered to your e-mail. 
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Step One – Instructions 

 

To access the registration site go to 
https://www.priderockholdings.com/SafeSupport/instructions.php?comp_id=214 

         Or   

Go to www.orlandodiocese.org  

 Under “Ministries/Offices” or “Lead” a drop down menu will appear.  Click on “Human Resources” 

 Under “Fingerprinting” click on “Click Here” 

 

The process begins with an instruction page detailing the Diocese of Orlando’s requirements regarding 

who is to be fingerprinted and an overview of the registration process.  Please review and check the 

box certifying that you understand the instructions.  Then click “Next” to proceed. 
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Step Two – Login 

 

Choose your Job/Volunteer location and position type, then enter the confirmation code, and click 

“Submit” to proceed. 

 

 
 

Step Three – Locating a Service Center / Scheduling an Appointment 

 

The SAFE System provides the ability for you to choose a convenient Safe Outsourced Fingerprinting 

Network (SOFN) center.  You can search for a center by State or Zip Code.  Instructions are provided 

informing you of the remaining steps in the process. 
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After searching by state or zip code, a list of service centers will display. 

 

 

The “Map Now” option allows you to enter your address and obtain driving directions to the center. 

 

The “Buy Now” function allows you to continue the registration process. 

 

 

Appointments 

 

 

The service centers listed above require you to schedule an appointment.  Click on the date and 

 

 
 

Then the box below will appear to choose the time. 
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Step Four – Demographics 

Then answer the questions below and click “Next” 

 

 
 

The next step in the process is for you to enter your personal information.  Requiring you to enter 

personal information here affords you some privacy that would not exist if you were required to 

provide this information in the SOFN center.  In this way, you are only required to provide the 

Government Issued ID and the barcode receipt (Step Seven) at the center. 

 

Notice that required fields are red.  As you enter the required information, the red font turns black.  

The fields also include a popup help box to assist you with entering the information.  The height and 

weight fields require (3) digits; therefore, 5’7” is entered as 507 and weight less than 100 require a “0” 

as the first digit (97 lbs. = 097). 

 

If you do not have an e-mail address, the “No Email Address” button can be chosen or you can type in 

fp@stmarymagdalen.org.   
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Step Five – Confirmation 

 

After entering the demographics, you are provided a snapshot view of what was entered.  If the 

information is incorrect, the edit button returns you to the previous page to correct the information.  If 

it is correct, check the box (By checking this box, I acknowledge and certify that all data listed above 

is correct to my knowledge.) and click “Next” to proceed. 

 

Step Six – Disclosure 

 

Step six requires you to read the disclosure form.  The form outlines the requirements regarding sealed 

or expunged records; level 2 fingerprint based background checks; and provides authorization to the 

Diocese of Orlando to conduct the investigation. 

 

 
 

There are a few questions that require responses.  Select the appropriate response to the question and 

provide additional information (as needed) in the space provided. 
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Note that you are required to review the disclosure, enter your initials and check the box before 

clicking “Next” to proceed.  The initials entered here must match the name entered on the 

demographics page or you cannot continue the registration process. 
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Step Seven – Payment Module 

 

If you are active or interested in serving in one of St. Mary Magdalen’s Adult Center or Church 

ministries, please contact Melissa Findley at (407) 831-1212 x 268 or MelissaF@StMaryMagdalen.org 

for payment instructions.  Scholarships are available. 

 

If you are a St. Mary Magdalen School or Early Learning Center disciple (volunteer) or affiliate, please 

contact Karlene Rogers at (407) 339-7301 x 243 or krogers@smmschool.org for payment instructions. 

 

For those who do not fall in the above categories, please contact your respective entity for payment 

instructions. 

 

Step Eight – Barcode Receipt 

 

Once you have completed the payment page, a barcode receipt is generated.  This receipt is needed by 

the SOFN center when capturing the fingerprints.  You can either write down the barcode number or 

print the receipt. 

 

If you provided an e-mail address on the demographics page, this receipt is also e-mailed.   

 


