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Justice Center’s Criminal Background Check (CBC) system  

USER GUIDE 
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LOGIN  

 

 Enter Username and Password.  
 Click “Sign In” button. 
 If you forgot Username or Password, click on the appropriate link below the  

“Sign In” button and follow the instructions.  
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After logging on, the first screen is the Authorized Person Notices page.   
Please note: Authorized Persons (AP) do not have to update applicant’s employment 
status by using the New Opened, Processed tab. 

Guidance on the updating the Employment Status is found on the Help tab dropdown in 
the CBC system: 

 
 

Please Note: There is no requirement that APs process records from the Authorized 
Person Notices page; employment status updates can be completed using the How to 
Update the Employment Status guidance on the link in the Help tab. 
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Set forth below, if needed, is guidance on navigating the steps to process a record from 
the New, Opened, Processed tabs:  

On the New tab, User clicks on the User or Applicant No. hyperlink: 

 

Following screen will have determination:  

Application processed and not denied. No criminal history  

Applican
t No.  

AP Nam
e  

Applicant 
Last Name  

Applicant 
First Name  

Date Sent  
Date Open

ed  
Opene
d By  

2015144600
-1  

multiple 
Contacts  

DOE  JANE  12/03/2015 
07:32:19 AM  

01/25/2016 
07:35:02 PM  

keatingde  

 

If User clicks Update Applicant button, it will go to a screen where User can update the 
applicant’s Employment Status: 
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After selecting the appropriate Employment Status from the drop down menu and 
including the Effective Date, the Authorized Person should scroll down and click the 
Update Applicant button: 

 

Then User will see: 

Applicant record saved  

 

Record saved for JANE DOE.  
Applicant number 2015144600-1 

If User clicks on Return to AP Notices, that applicant’s name will no longer appear in 
New tab, it will have moved to Opened tab. 

In the Opened tab, if User clicks on the Applicant or User No. hyperlink, then click 
Process Record, the record will move from Opened to Processed. 
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APPLICANT	TAB	

 
 

 On the Applicant Tab bar, User can navigate to: 
View/Update Applicant Record 
View/Update Employment Status 
Blank Applicant Forms – all required CBC forms are found on this link: 

 

 

If User clicks on View/Update Applicant Record, the following will appear: 
 

 

 

User can choose Basic or Advanced Search from search mode drop down field. 
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 All fields are optional. 
 Based on the User entries, system should bring matched applicant records when 

User clicks on Search button. 
 User can clear all the fields by clicking Clear Criteria button. 

 
 

APPLICANT SEARCH RESULT: 

Application 

Number
 

Last 

Name
 

First 

Name
 

Current FP 
Status 

Current Employment Status 
App Submit 

Date
 FP Date

 

201311111‐1  Doe Jane DCJS 
responded 

No longer employed as a 
Subject Individual 

11/12/2013 11/12/2013 

 

 From the search result grid, User can choose the applicant by clicking on 
Applicant No. hyperlink. 

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

 
 

 

 Clicking on “Back to Search” takes you to search screen again. 
 Clicking on View/Update Applicant Record will allow User to view the Applicant’s 

record. 

The complete Applicant Record screen contains the following screenshots: 
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If User clicks on View/Update Employment Status, the following will appear: 

 

Applicant Name  Jane Doe  

NYSID  12345678J  

SSN  xxx-xx-xxxx  

Date of Birth  1/1/191112:00:00 AM  

  

 

 Select employment status field from drop down menu:

 

Click on   button to apply the changes 
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Fingerprint	Location	Tab		

 

If User clicks on Fingerprint Locations tab dropdown, Identogo’s homepage will appear, 
to register an applicant for fingerprinting, User should enter the appropriate service code 
and click GO.  User can also Check the Status of a recent fingerprinting or Manage an 
existing Appointment: 
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Reports	Tab	

	

By clicking on Reports tab, User is able to run a Provider Compliance Report.  This 
report will include records for every applicant ever fingerprinted by the provider broken 
down by employment status. State oversight agencies’ audit and compliance staff also 
have access to these reports   

In the Provider Compliance Report screen, click on the Provider drop down and find 
Provider Name and select dates for the timeframe of the report.  The report can be 
returned in either pdf or excel format.  By checking the Include Determination 
WARNING: Sensitive Information box, the CBC Unit’s determination will be included in 
the report. 
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Help	Tab 

 

 

 On the Help Tab bar, User can navigate to the 12 actions listed above. 

 

 

 

 

 


