
CRIMINAL	BACKGROUND	CHECK	(CBC)	

USER GUIDE for the Justice Center’s CBC system 

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

NYSDS LOGIN  

 

• Enter User name / password.  

• If you forgot username or password, click on the link below the “Sign In” button and follow the 

instructions. 

• Click Sign In to go to the CBC Application tab. 
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Registering Applicant 

OMH Providers will no longer register applicants for fingerprinting in the Justice Center’s CBC system.  

All Providers will register applicant for fingerprinting via www.Identogo.com or by calling MorphoTrust’s 

L-1 Enrollment Services at 877 472-6915. 

Providers must use the Applicant Consent Form for Fingerprinting available on the Forms tab of the 

Justice Center’s website (www.justicecenter.ny.gov) or the following link: 

• Applicant Consent Form for Fingerprinting for Justice Center Criminal Background 
Check (Fillable form – Revised 7/2014)  

 

After filling out this form, Providers must have the applicant sign the form. Your agency must retain the 

signed copy of the Applicant Consent Form. 

The Fingerprint Authorization Form is no longer necessary. 

Ink and Roll Cards 

If an applicant is from out-of-State or otherwise unable to have fingerprints taken at a MorphoTrust site 

in New York State, the ability to submit ink and roll fingerprint cards is still an option.  You may access 

the procedure and required Card Scan Information Form on the following links: 

• Ink and Roll Card Procedures  
• Card Scan Information Form 

 NOTE: 

• 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. 
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APPLICANT TAB  

 

 

 

• On the Applicant Tab bar,  User can navigate the below actions: 

View/Update Applicant Record 

View/Update Employment Status 

Blank Applicant Forms 
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APPLICANT SEARCH  

 

 

 

• The above screen appears when User clicks on View/Update Applicant Record. 

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

 

 

 

• 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. 

• Advanced Search Screen looks like: 
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APPLICANT SEARCH RESULT 

 

 

 

• 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. 
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UPDATE APPLICANT RECORD 

The complete Update Applicant Record screen appears in the following screenshots: 
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• After making any changes, User will click  button to save the changes. 

• User can see the history of changes at the end of the page. 
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UPDATE APPLICANT EMPLOYMENT STATUS 

• From the search result, User can navigate to update employment status under Applicant tab by 

clicking on View/Update Employment Status. 

 

 

 

• 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, Identogo’s homepage will appear, to view available NY sites, 

User should click on NY State. 
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Reports Tab 

 

By clicking on Reports tab, User is able to run a Provider Compliance Report which will be useful for 

audit purposes.  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.. 
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Help Tab 

 

 

• On the Help Tab bar,  User can navigate the below actions: 

Frequently Asked Questions 

User Manual 

Secure Email tips 

Frequently Asked Questions for OASAS providers 

User Manual for OASAS Providers 
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