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WISCCRS User Guide — Fingerprint Requests - Licensing

The WISCCRS User Guide on Fingerprint-based Background Check Requests has been divided into the
following sections:

e Certification Screens
e Licensing Screens

Background

A change in the caregiver law affecting child care programs receiving or eligible to receive Wisconsin Shares
payments took effect July 2, 2013. The new requirement will be implemented in 2014. The law requires the
Department to conduct a one-time fingerprint-based criminal record search on any individual who is:
1. Anapplicant or licensee receiving or wishing to receive Wisconsin Shares payments; or
2. A household member or non-client resident at least 18 years of age residing on the premises of a
proposed or licensed child care center receiving or wishing to receive payments from Wisconsin
Shares; or
3. An applicant orlicensee who has not been a resident of Wisconsin at any time within the last
three years; or
4. A household member or non-client resident at least 18 years of age that has not been a resident
of Wisconsin at any time within the last three years; or
5. The Department determined the individual’s employment, licensing, or state court records
provide a reasonable basis to require a fingerprint-based criminal record check.

A fingerprint-based criminal record search is conducted annually on any applicant/licensee who currently
resides in a state other than Wisconsin.

DCF conducts annual name-based caregiver background checks for licensees, adult household members and
minor employees. The one-time fingerprint-based criminal background checks will be conducted by the
Department for licensees and adult household members.

Retrieving Fingerprintbased Check Results (FBI)

The DCF/DOIJ interface has been modified so that the FBI results are brought into WISCCRS in a similar
manner as the DOJ results. A new section has been added to the View Results screen where the FBI results
are displayed.

EBI | Criminal | Juvenile | IBIS

FBI Results

FBI Results

UNITED STATES DEPARTMENT OF JUSTICE

FEDERAL BUREAU OF INVESTIGATION

CRIMINAL JUSTICE INFORMATION SERVICES DIVISION

CLARKSBURG, WV 26305

WID0J000Z ICN E2014056000000214339

TCN

THE ENCLOSED RECORD, DATED 2014/02/25, WITH THE FBI NUMBER [ ~NO
1aF1s conTroL NUMBER (1cN) [ (S 5E1NG PROVIDED AS THE
RESULT OF CIVIL RETURN IDENT TEN-PRINT SUBMISSION.

A CRIMINAL HISTORY REQUEST NOTIFICATION(S) WAS SENT BY THE FBI
TO THE FOLLOWING ORGANIZATIONS, EXCEPT FOR THOSE INDICATING THAT THE
REFERENCED SUBJECT IS DECEASED.

GEORGIA - STATE ID/GA2317231]
FBI - FBI/442908V5
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Flagging FBI results

If the FBI check has results other than ‘No record found’, those records are flagged in the CBC module. CBU
staff will review all flagged records including FBI results. If a review by the licensing specialist is necessary for
a record, it is pushed over to the Findings module. NOTE: It is possible that certain offenses originating from
WI DO are received again via FBI (felonies and serious misdemeanors).

Validation at License Approval

WISCCRS has been modified so that it checks that either DOJ/DHS or FBI/DOJ check has been entered for all
individuals required by the law before the regulatory approval can be granted.

WISCCRS Fingerprint Request Functionality

This user guide explains various fingerprint-related functions and screens such as:
e Entering triggers for generating fingerprint-letters
e View fingerprint check status
e View system-generated letters sent to facilities
e Fieldprint Discrepancy module

Ad hoc Fingerprint Requests

WISCCRS has been modified so that the fingerprint request triggers for licensed providers (and household
members, etc) can be entered into the system. Once a week, the system generates a mailing (Wednesday
nights) to facilities that have had a fingerprint request entered during the previous week.

An ad hoc request can be entered for the following individuals:

1. Anew licensing applicant who has indicated on his/her licensing application that s/he will be
participating in the YoungStar (YS) program.

2. Anew licensing applicant who will not participate in the YS program but has resided outside
Wisconsin within the last three years. This also applies to adult household members.

3. Adult household member residing in currently licensed facility who on his/her BID indicates that s/he
has resided outside Wisconsin within last three years.

4. Applicant/Licensee who permanently resides out-of-state.

5. Individual with concern.

Entering the Fingerprint Trigger into WISCCRS

Licensing staff who have either CBU or Central Office security clearance can request fingerprint letters to be
generated. All WISCCRS users are able to view the information. The screen prints below reflect the screens of
the update user.

The requests can be created for individuals in WISCCRS whose Role is:
e Applicant/licensee
e Household Member/Occupant
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e Other
e Student Intern

Below are steps that explain the process:

1. Access the individual who needs the fingerprint-based check done. Click on the ‘Fingerprint Request’ link.

Applicants/Licensees
Add Applicant/Licensee
Name DOB 55N Rale
Margaret Truffle 05;’051’6{ 395-65-8844  Applicant/Licensee @ =
Aliases Backaground Check Training Documents Fingerprint Reguest DOR Reguest

2. Click on the ‘Fingerprint Request Trigger’ link.

Individual
Name Margaret Truffle
Relationship
Role Applicant/Licensee
L
Individual Fingerprint \
B Eingerpin: Reduest Traaet
There are no Fingerprints for this Individual.

3. Onthe ‘Fingerprint Trigger’ page, click on ‘Add’. Only updatable field on this screen is the Comments field.

Individual
Name Margaret Truffle
Relationship
Role Applicant/Licensee
Fingerprint Trigger
Fingerprint Request Status * Fingerprint Materials Request

Adhoc Requested Date * 4/25/2014

Comments

0 of 300 characters.

4. The following screen displays the Status of the check.

Individual Fingerprint
Eingerprint Reguest Trigger
Request Status Materials Sent Received Received Requested Transaction Updated
Sent Date Date Type Date Date Control Number Date
Fingerprint Materials Request 04/28/14 @u =

The batch that generates the fingerprint letters is run on Wednesday night and the letters are mailed from
Madison on Thursdays.

6/27/2014
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Triggers entered in error

If the letter trigger is entered into WISCCRS in error (either the individuals accidentally marked living out of
state or the error was made by BECR staff), the request cannot be deleted. In these scenarios, please contact
the licensee to inform that the letter will be mailed but that s/he is not required to have the fingerprints
submitted.

Fieldprint/DCF Interface

Web service between the Fieldprint and DCF will bring the details into WISCCRS once the individual has
submitted the fingerprints at one of the Fieldprint locations. The TCN code is automatically inserted into the
‘Fingerprint modify’ page in WISCCRS. The TCN code is used to retrieve the FBI results from DOJ. The
interface runs every Friday.

Modify Fingerprint Request
Fingerprint Reguest Status * Fbi Check Reguested
Fingerprint Received Type  N/A

Fingerprint Materials Sent Date
Fingerprint Card Sent Date
Fingerprint Card Received Date
FBI Check Requested Date

Fingerprint Transaction Control Number 881000000000

Comments

0 of 300 characters.

Once the information from Fieldprint is received the status of the request is automatically changed to ‘FBI
Check Requested’. The history screen shows the details.

Individual

Name Annabel Belman
Relationship
Role Applicant/Licensee

Fingerprint History

Request Status Materials Card Received card FBI Check Updated Transaction Comments
Sent Date Sent Date Type Received Date Requested Date Date Control Number

Fbi Check Requested 04/28/14 881000000000

Fingerprint Materials Sent 04/22/14

Fingerprint Materials Request 04/22/14

As soon as the system changes the request status to ‘FBI Check Requested’, an FBI/DOJ record is
automatically created in the Background Check screen. The status of the record will be in Pending status until
the results are received. WISCCRS sends the pending record to DOJ at next batch run.
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Individual

Name Annabel Belman

Relationship
Role Applicant/Licensee

Individual Background Checks

Reguest DOJ Backaround Check

New Individual Background Check

Type of Status Date Date Mext Check Background Fee Updated

Check Requested Received Date Check Fee Status Date

Fbi/Doj Pending 04/28/14 04/28/14 @ ﬁr =

DCF/DOI interface is enhanced so that the FBI results are displayed in WISCCRS similarly to DOJ name-based
results. Once the results are retrieved from DOJ, the FBI/DOJ status will automatically change to Complete

and the results are available to be reviewed

Individual

Name Household Member

Relationship
Role Household Member/Occupant

Individual Background Checks

Reguest DOJ Background Check

New Individual Background Check

Type of Status Date Date Next Check Background  Fee Updated
Check Reguested Received Date Check Fee Status Date
Fbi/Doj Complete 06/20/14 06/24/14 06/24/14 @2 @ S

If there is an FBI record, the Background Check screen will indicate Follow-up Required.

Individual

Name Rafael Repeat

Relationship
Role Household Member/Occupant

Individual Background Checks

Request DOJ Background Check

New Individual Background Check

Type of Status Date Date Next Chack Background  Fee Updated

Check Requested Received Date Check Fee  Status Date

Fbi/Doj Follow-Up Required 06/24/14 06/26/14 06/26/14 @ -C;rw =

System-generated Letter
The system generates the fingerprint request letters every Wednesday night. The letters are mailed on

Thursdays from Madison. The letters can be viewed in the ‘Correspondence’ module in WISCCRS. NOTE: A link
could not be inserted onto the individual page because the letter includes all individuals associated with the

facility. To access the letter for an individual, please take the following steps:

1. Access the Correspondence module.
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WISCCRS - Licensing Administration

Unrequlated Providers
Here you can create a new unregulated provider.

.

Correspondences
Here you can view the licensing related letters.

DOR Reguests and Results
Here you can view the DOR Reguests and Responses.

Invoices
Here you can view the invoice information.

Fieldprint Discrepancies
Here you can view the Fieldprint Discrepancies

Collections Report
This report lists all the collections for particular transaction and collection date.

2. Onthe Correspondence Requests page, choose the date range of your choice and choose the
‘Fingerprint Letter’ from the pull-down menu.

Correspondence Request Search Criteria

From Date * [4/28/2014 3
To Date * [4/28/2014 -]

Letter Type * |BID Forms Letter -]
License Family Bid Forms
License Group Bid Forms
License Camp Bid Forms

Fingerprint Letter

Search =

The following screen displays all letters that were generated during the specified time frame. HELPFUL

HINT: If hundreds of letters were generated during the timeframe, the easiest way to search on this
screen is to use ‘Ctrl + F’ and enter the applicant number in the search field.

List Of Possible Matches
New Correspondence Reguest
Letter Type Request Type Region Applicant/Location Number Mailing Date Status Updated Date
Eingerprint Letter 4'/. Location 2800076726/1 — et 04/28/14 Processed 04/25/14 @
Fingerprint Letter Location 9800079895/1 04/24/14 Processed 04/23/14 @_\
Eingerprint Letter Location 4800054940/1 04/24/14 Processed 04/23/14 @"\
Fingerprint Letter Location 1800074812/1 04/24/14 Processed 04/23/14 @_\

3. To access the letter, click on the ‘Fingerprint Letter’ link on the left. The applicant/location number

takes you to the WISCCRS record.

The letter includes all necessary information needed to schedule an appointment at Fieldprint for digital
fingerprint submission. Below are some highlights of the letter:

_3- 6/27/2014
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DEPARTMENT OF CHILDREN AND FAMILIES

DCF CAREGIVER BACKGROUND UNIT m-h Provider #
PO BOX 8916 P State of 3800039643/001
201 E WASHINGTON AVE ROOM E200 ) >tate or
MADISON, WI 53708-8916 J Wisconsin Facility ID
j_ 1122541

The syst Alt Add

andecsgrft:g; i?tsrf:y exist h[?ft')st Conta_ct. .
Date: 04/28/2014 location address and contact Caregwer Background Check Unit

are used. Phone: (608) 266-8001 Fax: (608) 267-2200

TTY: (888) 692-1382

LICENSING CONTACT
SUZY'S DUCKY FACILITY
ALT ADDRESS

ALTVILLE WI 45454

In the end of the letter, there is a ‘slip’ for each individual who is subject to a fingerprint-based check. This
‘slip” includes the necessary information for making the appointment at Fieldprint. The ‘Date of last DOJ
Check’ field displays either the date of DOJ or the previous FBI check (if applicable).

Name: Q, SAM DOB: 05/05/1955

Fieldprint Code: FPWIDCFHHmMember Reference Code: Q02000071

Date of last DOJ:

Fingerprint Checks - Effects onto the Automated DOJ Checks

If an FBI check is completed for the licensee or household member, the automated DOJ check date is pushed
forward by 12 months.

Automated Fingerprint Requests and DOJ Background Check
Process - July 2014

Starting June 30, 2014, the system will automatically generate the fingerprint letter in the following
situations:
1. Adult household member is added to licensed facility that currently participates in the YS program
2. A minor household member who turns 18 years of age who resides in a licensed facility that currently
participates in the YS program.
3. Currently licensed program that has not been participating in the YS program but has submitted the
YS application to the YS Office.

The system will automatically generate the letter with the next batch (run on Wednesdays, mailed on
Thursdays).

9. 6/27/2014
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Finger Print Requests - Currently licensed Facilities

Starting on July 9th, the system will generate about 500 letters to facilities who are participating in the YS

program each week.

Fingerprint-based Check completed prior to June 30, 2014

If the Department has conducted a fingerprint-based check on a licensee/individual in the past, the
automated batch process run during summer of 2014 will not process a letter for these individuals. If an ad
hoc is entered, then the letter is generated.

DOJ and Fingerprint Ad hoc and Automated Batch Processes

Below is a table that explains the automated finger print letter generation and its effects on DOJ automated

batch.

Type of Individual

YS Participant

Fingerprint Trigger

DOJ

New applicant

Yes

CBU enters an ad hoc FP request
on all individual 18 years or older.

No DOJ ad hoc required

New applicant No No FP needed. DOJ ad hoc required
Current non-YS Yes Batch will generate finger print No effect on automated DOJ
participant joins YS letters to all individuals 18 years checks. Next DOJ will run 12
and older associated with the months of the last DOJ check or the
facility. FBI check on all individuals.
Current facility - No CBU enters ad hoc finger print No DOJ needed for the individual
one or more request on the individual with with OOS history. The next
individuals with OOS history automated DOJ will run 12 months
0OOS history of the last DOJ or FBI check date.
Current facility - Yes If ad hoc entered on the O0S No DOJ needed for the individual
one or more individual, the system will only with OOS history. The next
individuals with generate a letter to the individual | automated DOJ will run 12 months
OO0S history with OSS history. of the last DOJ or FBI check date on
all individuals.
Current facility -an | Yes The batch will automatically send DOJ check is not run on the newly
adult household the fingerprint letters and will added individual or the minor who
member added to include all individuals in the facility | turned 18. .
facility or a minor if no FBI checks exist in WISCCRS If the newly added individual or the
turns 18 years. for the other individuals. minor who turned 18 fails to submit
fingerprints within 60 days, CBU will
enter an ad hoc DOJ request.
CBU staff will monitor this using a
report that identifies household
members who have not had FBI
and/or DOJ.
Current facility - Yes No fingerprint letter is sent to the DOJ will run 12 months after the

individual with FBI
check <7/1/14

individual. Ad hoc fingerprint
request can be entered if needed.

last FBI check if no new FBI is
recorded.

-10 -
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Licensee residing Yes/No CBU enters ad hoc fingerprint DOJ will run 12 months after the
outside WI request annually. last FBI check if no new FBI is
recorded..
Minor with concern | Yes/No No Fingerprint Request can be Ad hoc DOJ can be requested.
entered because FBI does not Automated DOJ will run annually.

include juvenile information.

Dually regulated Yes If cert has conducted FP check DOJ will run 12 months after the
provider (record in WISCCRS), no FP letter is | last FBI or DOJ check.
generated.

Fieldprint Discrepancy Module

An individual who is submitting a fingerprint check must enter the Reference and Fieldprint Codes provided
on the system-generated letter when scheduling the appointment. If certain errors are made, those records
will be inserted in the Fieldprint Discrepancies module and must be cleared.

The interface runs every Friday.

Records are inserted into the discrepancy if one of the following errors has occurred:
1. Name used in the Fieldprint system does not match with the name in WISCCRS for the individual.
2. Date of Birth used in the Fieldprint system does not match with the Date of Birth in WISCCRS for the
individual.
3. Anindividual who exists in WISCCRS is using a reference code that does not exist in WISCCRS
4. Individual using FPWIDCFLicensee code does not exist in WISCCRS.

Accessing the Fieldprint Discrepancy Module

To access the Discrepancy module, click on the ‘Fieldprint Discrepancies’ link on the ‘Licensing Administration’
screen.

WISCCRS - Licensing Administration

Unrequlated Providers
Here you can create a new unregulated provider.

Correspondences
Here you can view the licensing related letters.

DOR Reguests and Results
Here you can view the DOR Reguests and Responses.

Invoices
Here you can view the invoice information.

Fieldprint Discrepancies — -
Here you can view the Fieldprint Discrepancies

Collections Report
This report lists all the collections for particular transaction and collection date.
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The ‘Fieldprint Discrepancy List’ displays the discrepancies.

Fieldprint Disrepancy List
Individual Name DOB S5H# Reference# TCN# Discrepancy Code Updated Possible Individual
Date Fingerprint
Household Member 05/05/55 384-56-4656 MC2000035 882000000000 Discrepancy - Reference Id  04/28/14 Household Member @
Kay Marie Hamburger 04/09/69 911-11-1234 BU2000036 884000000000 Discrepancy - Name 04/28/14 Kay Burger @
Scrumptious Burger 01/01/69 669-88-7788 BU2000037 885000000000 Discrepancy - Date Of Birth  04/28/14 Scrumptious Burger @
Sammy Smason 01/01/81 587-49-8874 BO1000002 £86000000000 Discrepancy - Reference Id  04/28/14 Sammy Samson @

Resolving Discrepancies

To resolve a discrepancy, take the following steps:

1. Carefully review the discrepancy record to make sure that the individual displayed in the discrepancy
module matches with an individual in WISCCRS.

2. |If the match is certain, click on the name of the individual to access the ‘Fingerprint Modify’ screen
and enter the TCN number into the ‘Fingerprint Transaction Control Number’ field. If the discrepancy
is due to name or DOB mismatch, make the correction in WISCCRS.

3. Change the Status to be ‘FBI Check Requested’.

Modify Fingerprint Requed

Fingerprint Request Status * [{5rgm

eck Requested

Fingerprint Received Type  MN/A
Fingerprint Materials Sent Date  4/23/2014 \
Fingerprint Card Sent Date

Fingerprint Card Received Date

FBI Check Requested Date I 3
Fingerprint Transaction Control Number |BBEUUDUUUUUU 4"'—‘

Comments |

4. After that, return to the ‘List Discrepancies’ screen and click on the pencil to access the Modify screen
and mark the discrepancy resolved.

Modify Fieldprint Discrepancy

Discrepancy Status Discrepancy - Reference Id
First Name Household
Last Mame Member

DOB 5/5/1955
SSN= 384-56-4650
Reference MC2000035
TCMN# 882000000000

Updated Information

Updated Date
Waorker ID
Worker Name  Data Not Found
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5. The resolved record will no longer be listed on the Discrepancy page.
If the discrepancy module brings a record that does not exist in WISCCRS, please take the following steps:

1. Loginto ‘myFieldprint’. Conduct a search to identify the person.

2. Click on the individual’s name. A new window will pop-up that lists contact information for the
individual. Contact the individual and explain that the fingerprint record was submitted to a
wrong agency.

3. Since the results cannot be shared, the person would have to resubmit the request using the
correct information.

myFieldprint

Sometimes it is necessary to log into the myFieldprint report module to view complete information on an
individual. The web site if found https://reports.myfieldprint.com/User/Signin. NOTE: Only BECR CBU staff
has access to this site.
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