CRIMINAL BACKGROUND CHECK (CBC)

USER GUIDE for the Justice Center’s CBC system

URL: https://cbc.justicecenter.nv.gov
NYSDS LOGIN

/& NY.Gov Login - Windows Internet Explorer @

@ O - |n https://ws04.nyenet state.ny.us/sreg/Login?TYPE=33554433 &REALMOID=06-¢ ~ ﬁ | 2] | 5 | A | | Google Fe '|

File Edit View Favorites Tools Help
— = = »
|1 NY.Gov Login | | M- v [] f= v Pagev Safety~ Tools~v @~

5 Favorites

Search all of NY_gow

State Agencies

Username:
Password:

Sign In
I —

Forgot your Username or Password 7

NY.gov ID - Terms of Service

Agency Assistance & Contact Information

ACCEPTABLE USE POLICY FOR USERS OF NY.gov

Thiz application uses the New York State (hersinafter Stabe} Central Directory Service of the NYeNet fior suthentication and suthorization. In addition to any obligations
arising under scceptable use policies or terms of service by MeMet Partici O C logging into this application indicates your agreement to
abide by the following:

1. ou shall use this spplication onhy for purposes directhy related to the conduct of official business \nth the Stahe or its aqencE and the spplication shall not be
used for nonpublic purposes including, but not fimited to, the pursuit of personal activities, the mass distrib of " ing"), and the
promation of commercial ventures or relfigious or political causes; I
“ou are responsible for scquiring and safeguarding your own user 1D and password used to access this application;
“ou shall be responsible for any sctivity attributable to the use of your sccount whether by you or any other person;
“fou shall not engage in sctivities that may cause interference with or disruption to amy network, information service, equipment or user thereof;
Yolr shall comphy with all I islity and security i as set forth in any applicable scceptable use policies or terms of service
k d through this ication directhy or by NY'eMet Participating Organizations, and shall not seek information on other users or sttempt to obtain
access to, copy, or modify other users files without express permission;
. “fou shall not violate the rights of any person or entity protected by copyright, trade secret, patent, or other similar laws or regulations;
7. “ou shall not use this applu::atiou for any iramdulent or |Ilegal purp-ose mclnﬂmg bt not Ilmmai to, the trausmxssion of obsoene or harassmq materials; and -

R

4 i | »

Done € Intemnet | Protected Mode: On v ®o5%w v

e Enter User name / password.

e [f you forgot username or password, click on the link below the “Sign In” button and follow the
instructions.

e  (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.ldentogo.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:

e 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:

e Ink and Roll Card Procedures
e 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

€ CBC - Applicant Search - Windows Internet Explorer provided by the New York State Justice Center =R
@Q © [ 2] httpsi/cbe justicecenter.ny.gov/APPLICANTSEARCH.ASPXGmode=Ustsearch_mode=U -8 “y‘ X HTE Google: o -
File Edit View Favorites Tools Help x EHConvert ~ [ESelect

x Google « |29 Search +- - ¥ Share | More» Signln & -
¢ Fevorites |02« | @ production @ http:/fwanw justicecenter.... | @ CBC - Applicant Search ¢ | 5~ v [ @ v Pagev Safetyv Toolsv @

Criminal Background Check User:
For the Profection
PAustic LSS oot Search Provider: NYS Justice Center for the P

Sp Need n of People with Speci
ecial s
WLGLEELS FPLlocations  Reports  Help  Logoff

View/Update Applicant Record

Applicant Search e View/Update Employment Status
Blank Applicant Forms b

Enter the applicant's name, number, or socia Blank Applicant Forms (OASAS Providers) * |name are allowed.
Note: This Search will return only applicant records entered by your agency.

Name (Last, First, Middle)

CBC Applicant Number

88N
Gl Gitera

https://cbc justicecenter.ny.gov/APPLICANTSEARCH.ASPX?mode=UBlsearch_mode=U

B o™ E R 9] e]

€& Local intranet | Protected Mode: Off v R100% v

® Onthe 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

& CBC - Applicant Search - Windows Intemet Explorer provided by the New York State Justice Center =
@\J © [ 2] httpsi/cbe justicecenter.ny.gov/APPLICANTSEARCH.ASPXGmode=Ustsearch_mode=U -8 “1‘ X HTE Google o -
File Edit View Favorites Tools Help % @HConvert + [EHSelect
x Google « [*9 Search +- - ¥ Share | More ®» Signln 9 -
= 5 =
¢ Favorites |35+ | @& production & OPWDD Providers Movet... | (@ CBC - Applicant Search 3 i v B v = d v Pagev Safetyv Tools+ @

X Criminal Background Check : Deirdre Keating
For the Profection Role: Provider Admin
d S LG AU Applicant Search Provider: NYS Justice Center for the Protection of Peaple with Needs
Special Needs -
Applicant ~ FP Locations  Reports Help  Log off
Applicant Search Search Mode  Basic Search -

Enter the applicant's name, number, or social security number. Searches on just the first part of a name are allowed.
Note: This Search will return only applicant records entered by your agency.

Name (Last, First, Middle) |
CBC Applicant Number

88N
s Citera

Done

& Local intranet | Protected Mode: Off v B100% v
1 a7 | - o o £ ]
C & W& S99 e ® =G 7 o E O

9/11/2014 |

® The above screen appears when User clicks on View/Update Applicant Record.
e User can choose Basic or Advanced Search from search mode drop down field.

Applicant Search Search Mode

Basic Search

Basic Search
Advanced Search

e Allfields are optional.

e Based on the User entries, system should bring matched applicant records when User clicks on
Search button.

e User can clear all the fields by clicking Clear Criteria button.
e Advanced Search Screen looks like:
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& CBC - Applicant Search - Windows Internet Explorer provided by the New York State Justice Center B
@Q = &) nitps://che justicecenter.ny.go
File Edit View Favorites Tools Help | X &HConvert +
2§ Share \ More 3 Signln 9, -

¢ Favorites |95+ | @ production & OPWDD Providers Movet... | (@ CBC - Applicant Search X

PLICANTSEARCH.ASPX?mode=UBlsearch_mode=U - 0 ‘&,‘ % ‘ Google » |

x Google + | search -

+ Pagev Sefety~ Tools~ @~

Criminal Background Check
For the Profection

of People with i
J L‘ Speciol Needs Applicant Search

Applicant  FP Locations Reports Help Log off

Applicant Search Search Mode  Advanced Search

Enter one or any combination of search criteria. Multiple search criteria will be AND'ed. Searches on just the first part of a name are allowed.
Note: This Search will return only applicant records entered by your agency.

State Agency Group All -

Name (Last, First, Middle) |

CBC Applicant Number

NYSID:
Fingerprint Status All .
Employment Status All N

Da(eAppH:almnSunmmeu From: To:

Clear Criteria

1= eI )
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APPLICANT SEARCH RESULT

@ CBC - Applicant Search - Windows Internet Explorer provided by the New York State Justice Center Ii/\i/\él
@Uv H https://che.qajusticecenter.ny.gov/APPLICANTSEARCH.ASPX7mode= Ulisearch_mode=U -8 “"" \ ‘Ezip(udeliﬁﬁ £ -
Fle Edit View Favorites Tools Help % EConvert v B Select
x Google | " Search v i Share | More» Signin %
¢ Feverites (23~ @ CBC-AP RegistyEdt 4 MorphoTrust USA ol ) CBC - ApplcantSearch x| fil * B v v Pager Sfeyr Tookv @77

Criminal Background Check

For the Profection
‘41 S LG ofPecpie with
=0 Special Needs

Applicant Search

Provider: Capital Distri

sychiatric Center - FCH - JONES, ANL;EL\I*I\EDWAPD
Applicant ~ FP Locations  Administration  Reports Help  Log off

Applicant Search Results LinkAction  View/Update Applicant Record = Back to Search
Application Number Current FP Status Current Employment Status App Submit Date IFP Date
2014000003-1 test2 testl Registered - LiveScan No longer employed as a Subject Individual 01/21/2014
Page 1of 5

[First Page] [Previous Page] [Mex Page] [Last Page]

i | ¢+

€& Local intranet | Protected Mode: OfF v R0% -

e8| $ 207 el

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

e User can switch the action from Link Action drop down menu.
Applicant Search Results Link Action | View/Update Applicant Record | | Backto Search

View/Update Employment Status
Update Final Determination

e C(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:

CBC Applicant no.
ORI

Reagistration Source
Fingerprint Status
Waiver

'ROVIDER DETAILS

tomhprovadmin
Registered - LiveScan

M

ickto  |Applicant Provider 1D Provider Name Determination| Employment Status
ew Number

90200.0024.046 Capital District Psychiatric Center - FCH - JOMNES,

EW 20140000031

AMNGELIKI & EDWARD

Mo longer employed as a Subject

Individual

\PPLICANT DETAILS

Provider Name
Employment Status
Effective Date
Applicant Type

Hiring Category
OPWDD program type

Paosition Category

Mo longer employed as a Subject Individual

Family Care Operator

Prospective Family Care Operator

Administration

Enter a brief description of job duties. (Please limit descriptions to 400 words.)

DETERMINATION
’7 JC Final Determination

MNone

r APPLICANT INFORMATION
Salutation

First Mame

Middle Mame

Last Mame

Suffix

Alias or Maiden Mame
Day Time Phaone

Evening Phane

Miss

r HOME ADDRESS
* Address

* City
*  StateiProvince
Country

* Zip

Mew Yaork

United States of America

r MAILING ADDRESS

Address

City
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Country

United States of America

Social Security #

Zip
r PERSONAL
* Date of Birth MIM/DDMYYYY
* Place of Birth United States of America
Citizenship United States of America

Drriver license state New York
Driver license number
Alien registration number
r PHYSICAL
* Height 5 feet | 10 inches
* Weight pounds
* Gender Female
* Ethnic Origin Hispanic
* Race Asian
* Skin Tone Light
* Hair Color Brown
* Eye Caolor Blue

OMH Fingerprint Location

Elmira Psychiatric Center

*

Authorized Person

Jubic, Jennifer

-

Authorized Person

Jubic, Jennifer

History of changes

Date of Change Changed by Eftective Date

01/21/2014 11:30:27 AM ticadmin

01/21/2014 11:28:37 AM tomhprovadmin
01/21/2014 11:28:37 AM tomhprovadmin
01/2772014 11:28:37 AM tomhprovadmin

01/20/2014
01/21/2014
0142172014
0142172014

Hire status: Mo longer employed as a Subject Individual
JC Final Determination: Mone

Fingerprint status: Registered - LiveScan

Hire status: Applied

e After making any changes, User will click ’ Update Applicant |, ,tton to save the changes.

e 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.

& CBC - Update Employment Status - Windows Internet Explorer provided by the New Vork State Justice Center BEE

@U' [ hitps/cbe.qajusticecenter.ny. gov/ APPLICANTSHORTFORM asprinow=2014 09 12 10:3058MODE= Uelperson num=21140000038applicationnum=1Digest=phO86 262 TSKBubqQBYc BroTgrp2tt + @ [ 4] X | B zip coder5s 2 -

| x S Convert v & Select

x Google ] search } ﬁshars| More » Signin % +
- I = >
oy Faverites |22+ | (& CBC - AP Registry Edit  MorphoTrust USA Enroll. | CBC - Update Employ... X f v B v = @ v Pager Safetyv Tooks~ @~
Criminal Background Check
Forthe Profection
}i B AU \/pdate Employment Status Provider: Capital Distri
Special Needs e —
V.GEN®  FP Locations  Administration  Reports  Help  Log off

Update Employment Status =
[This record cannot be modified. Please contactthe Justice Center Criminal Background Check Unit at (518) 549-0349 if assistance is required.
CBC Applicant no. 2014000003-1
Applicant Name testltest2
NYSID
SN
Date of Birth 91211981
Provider Information £
|Click To View]Applicant Number|Provider Code |Provider Name Employment Status Effective Date]Current Determination|
View 2014000003-1 90200.0024.046 Capital District Psychiatric Center - FCH - JONES, ANGELIKI & EDWARD Na longer employed as a Subject Individual 01/20/2014  JC: None
r Status
Provider Name Capital District Psychiatric Center - FCH - JONES, ANGELIK| & EDWARD
Employment Status No longer employed as a Subject Individual Effective Date l:‘
Fingerprint Status Registered - LiveScan
Waiver N
JCFinal Determination Haone b

History of changes

1| . ] ¢

Done € Localintranet | Protected Mode: OfFf v RI00% -

¢ ECIE AR o] elnio o e |

e Select employment status field from drop down menu:

Applied -
Accepted for WVolunteer Senvice
Application Withdrawn

Applied

Mo longer employed as a Subject Individual

1Mo longer providing Volunteer Service

Mot accepted for Volunteer Senvice

Mot hired as a Subject Individual

| Tempaorarily Approved Pending Criminal History Check

e Clickon [ Update Applicant |, \+ton to apply the changes.
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Fingerprint Location Tab

& CBC - Applicant Search - Windows Internet Explorer provided by the New York State Justice Center =)
@O © [ 2] httpsi/cbe justicecenter.ny.gov/APPLICANTSEARCH.ASPXGmode=Ustsearch_mode=U - & 4a]x || coogts o -
File Edit View Favorites Tools Help | % @BConvet + EiSelect

x Google - |49 search + Share | More Signin 9 -

¢ Favorites 53+ | @& Production | @ 0PWDD Providers Moves... | € CBC - Applicant Search 3 | | v [ v Pagev Safetyv Tookv @

Criminal Background Check User: Deirdre Keating
J Fox the Profection Admin

ofPecple with Applicant Search
- Speciol Needs bE
Applicant Reports Help  Log off
MorphoTrust (OMH, OASAS, OPWDD & OCFS)

Applicant Search Search Mode  Basic Search -

Name (Last, First, Middle)
CBC Applicant Number

Gl Gitria

hitps://cbe justicecenter.ny.gov/APPLICANTSEARCH.ASPX?mode=UBtsearch_mode=Us € Local intranet | Protected Mode: Off v H10% v

Bl xR s ]e]

If User clicks on Fingerprint Locations tab, Identogo’s homepage will appear, to view available NY sites,
User should click on NY State.

R e e B R R e T e e =
(L) [o2 nttp//www.identogo.com/ ~[#2 [ x | B Googic A ~|
T oam e e e o | x @conven - Eselect
x  Google ~ | *% search ~ | 5§ Share ‘ More > signin 9 -
e Favorites |5 IdentoGO Home ) [ - [ B - Page~ Safety~ Tools~ @~ 7

Idento G

By MorphoTrust USA

Book an Appointmen

services TSA Presf
Welcome to IdentoGO Centers! =
Live scan
Fingerprinting -
Schile cn Froms i i i for identity lated products and services
Fingerprint Card ‘We have a growing number of locations across the U.S., providing convenient Centers for fingerprinting and other services to meet your identity-
related needs. Addiional products and senices ars being added, and all are Gelivered through our friendly, knowledgeable staff, rained 1o
Foi Criminal ensure consistent, high-quality senice every visit
History Report
State Criminal Book your appointment with our MorphoTrust® Online Scheduler below!
Histary Report Speea throuan Alrport screening 4
Hotary Services [l Actively Scheduling Available Soon [ ] Inactive

TSA Pre

Photo Services

N

Child ID Kits

Leave your shoes on

Leave your jacket on
Leave your belt on
Leave your liquids

in your bag

Leave your computer
in your bag

£ Learn more about our
Corporate Programs

Done & Internet | Protected Mode: On 4 v W100% ~

| cEE YRR e
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Reports Tab

€ CBC - Applicant Search - Windows Intemet Explorer provided by the New York State Justice Center o |
@(Jv [ €] https://cbe justicecenter.ny.gow/ APPLICANTSEARCH.ASPXimode=UBtsesrch_mode=U A | \&,\ X HTE Gooy o -
File Edit View Favorites Tools Help x EHConvert ~ [ESelect
x Google « |29 Search +- - ¥ Share | More» Signln & -
= = "
¢ Favorites |35+ | /@& Production {& OPWDD Providers Movet... | (@ CBC- Applicant Search 3 [ IR - [ @ v Pagev Safetyv Tools~ g~
Criminal Background Check :
Forfhe Profection Role: Prc
\[F R SO 0 iicant Search Provider: NYS Justice Center for the Protection of People with S
Special Nees -
Applicant ~ FP Locations W Help  Log off
Provider Compliance Report
Applicant Search Search Mode  Basic Search -

Name (Last, First, Middle)
CBC Applicant Number
s8N [ ]

Gl Gitera

‘cbe justicecenter.ny.gov/APPLICANTSEARCH.ASPX?mode=UBlsearch_mode=U €& Local intranet | Protected Mode: Off

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..

& CBC Report - Windows Internet Bxplorer provided by the New Vork State Justice Cantar = ey
I~ (&) ntes: . ports/REPORT PARAMETERS.ASPXZnow=2014 09 11 11:33:51&ueport id=28&popup=y&Digest=
File  EdiL View Favorites  Touls  Help x EComvert -
x Google ~ | 3 search - | 2§ Share | More > Signin A -
Favorites | @ CBC - Report X5 ~ [ dmh v Page~ Safety~ Tools~ | i

Criminal Background Check

Fox the Protection
of People with
Special Needs

Report Provider: NYS Justice Center for the Pre

Applicant  FP Locations  Reports  Help  Log off

Provider Compliance Report

. Application Submit Date:  [4/1/2005 =] pat/201a =
. Provider: NWS Justice Center for the Protection of People with Spacial Nesds
Detail or Summary: Detail With Summary ~ s L b )

[ WARNING: Sensitive Information

one S Locsl mtranet | Protected Mode: Oft “a v mi0wm ~

(WS 9 |a]
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Help Tab

& CBC - Applicant Search - Windows Intemet Explorer provided by the New York State Justice Center o |
\J\J [ €] https://cbe justicecenter.ny.gow/ APPLICANTSEARCH.ASPXimode=UBtsesrch_mode=U -8 \&,\ X HTE Google: o -
File Edit View Favorites Tools Help x EHConvert ~ [ESelect
x Google « |29 Search +- - ¥ Share | More» Signln & -
i Favorites | @ CBC- Applicant Search [ - [ de v Page~ Safetyr Tools~ @+ =

Criminal Background Check User: Deirdre Keating
For the Profection Role: Provider Admin
rlstic R SO 0 iicant Search Provider: NYS Ju enter for the P n of People with Special Needs
Special Nees
Applicant ~ FP Locations ~ Reports W Log off
Frequently Asked Questions
Applicant Search SearchMode Basic Search = User Manual

Secure Email Tips

Enter the applicant's name, number, or social security number. Searches on just the firsi Frequently Asked Questions (OASAS Providers)
Note: This Search will return only applicant records entered by your agency. User Manual (OASAS Providers)
Name (Last, First, Middle)

CBC Applicant Number

8SN |
Cloar Citera

€& Local intranet | Protected Mode: Off

® Onthe 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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