
CRIMINAL BACKGROUND CHECK 

USER GUIDE 
 

 

Please note:   At the present time, only OMH providers have access to the CBC 

system.   OPWDD and OCFS providers with residential programs for children will 

be able to access the CBC system in the near future.   

  



Test URL: https://cbc.justicecenter.ny.gov  

NYSDS LOGIN  
 

 

 Enter User name / password  

 Click Sign In to go to the CBC Application. 

 If you forgot username or password, click on the link below the button and follow the 

instruction to email for change. 

  

https://cbc.justicecenter.ny.gov/


APPLICANT TAB 
 

 

 

 Applicant Tab new bar user can navigate the below actions: 

 

 
 



REGISTER APPLICANT 
 Mandatory fields are marked as red asterisk *.  

 Tab key to move over the fields sequentially. 

 Alt + Down to see drop down menu (as per window standard). 

 Applicant information as below: 

 

 

 Be sure to provide a brief notation as to what the applicant’s specific duties will include.  This 

will assist Justice Center staff in making final determinations on employability. 

  



NOTE: For applicants currently residing outside the U.S. or for out-of-state residents who are 

unable to come to New York to be fingerprinted, please contact Justice Center for further information 

on how to process these applicants 

 Home Address can be copied to mailing address by clicking  button. 

 

 

  



 NOTE: If you unable to determine height or weight, or if the applicant chooses not to provide, 

values of “0” may be entered. 

 

 Click  button (by doing so a unique ID number will be automatically assigned 

to the applicant). If you do not click button, the information entered will not be saved. 

 Print a copy of the Applicant Consent Form and have applicant sign. Your agency must retain 

the signed copy of the Applicant Consent Form. To print the consent form, click on the 

Applicant Tab, select Print, and then choose Applicant Consent Form from the list of forms.  A 

search screen will appear.  Enter information specific to the applicant (usually the last name 

and/or the applicant ID number will be sufficient to retrieve the specific record).  Then click on 

Search.  On the Search Results page that appears, click on the Applicant ID number that appears 

to the left of the applicant record.  This will generate the Applicant Consent form for you to 



print.  If you don’t enter any information on the search page, but simply click on Search, you will 

get a list of every applicant registered by your agency.   

 Print a copy of the Fingerprint Authorization Form to give to the applicant. The applicant will 

bring this form to the LiveScan site to be fingerprinted.(Instructions for printing are the same as 

for the Applicant Consent Form, simply select Fingerprint Authorization Form instead of 

Applicant Consent Form from the Print menu.) 

 

 

 NOTE: 

 If it is impractical to register the applicant in CBC immediately, e.g. if the Authorized Person (AP) 

is in a different location than the hiring office, you may have the applicant complete the 

“Fingerprint Information Collection Form” located under the Applicant Tab under Print and then 

input the data under Register Applicant.  This form should be destroyed once the information 

collected has been entered into CBC.  Please remember that the applicant will still need to be 

registered and the necessary forms printed and/or signed before the applicant can be 

fingerprinted. 

 If the applicant is going to an ink and roll site to be fingerprinted, the provider must give the 

applicant a fingerprint card to take with them to the ink and roll site (the AP should complete 

the information on the top of the card, including the applicant ID number) and Justice Center 

postage-paid self-addressed envelope.  The provider specific fingerprint cards sent to the 

provider should only be used for fingerprints that will be reviewed by Justice Center. 

 Provider specific fingerprint cards are supplied by the Justice Center Criminal Background Check 

(CBC) Unit.  To order more fingerprint cards please call CBC Unit at 518-549-0361 or e-mail at 

cbc@justicecenter.ny.gov. 

 

  

  

mailto:cbc@justicecenter.ny.gov


APPLICANT SEARCH 
 

 

 It should  appear when user clicks on view/update record. 

 User can choose Basic or Advanced Search from search mode drop down field. 

 

 
 

 All fields are optional and no validation is required. 

 Based on the user entries, system should bring matched applicant records upon Search button 

click. 

 User can clear all the fields by clicking Clear Criteria button. 



 Advanced Search Screen looks like: 

 

 

  



APPLICANT SEARCH RESULT 
 

 

 From the search result grid user can choose the applicant by clicking on applicant no hyperlink. 

 User can also switch the action from the Link Action drop down menu. 

 
 If don’t find from the result, click on “Back to Search” which takes you to search screen again. 

  



UPDATE APPLICANT RECORD 
 It should be same as register applicant page. 

 



 



 

 Click  button to save the changes. 

 Also user can see the history of changes at the end of the page. 

  



UPDATE APPLICANT EMPLOYMENT STATUS 
 From the search result, user can navigate to update employment status as mentioned above. 

 

 Select employment status field from drop down menu: 

 

 Click on  button to apply the changes. 



View and Update Final Determination 
 

 

 Select the value from the drop down list for Final Determination.  

 
 

 Click Browse button to upload document for Determination letter/Arrest notice if applicable. 

 



 

Prefilled Applicant Consent Form 
 

 

 

  



Prefilled Fingerprint Authorization Form 
 

 

 


