OBI PROVIDER PORTAL

Create a Central Registry Search Request

A. Creating a CRS application from portal

1.

Login to the provider portal using a valid credential and click on ‘CRS Dashboard’ tab. Under
the ‘CRS Dashboard’ tab, click on ‘Create CRS Request’ button to open a new CRS application
form.
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2. Click on ‘Continue to Request’ on the instruction screen to go to the CRS application form.

Central Registry Search Request Instructions

Please provide ALL required information for the Central Registry Search request. You may sawve and return
to your provider portal to complete your request as necessary. The Central Registry Search request
requires the applicant to complete the required information with electronic signature and there is no need
to upload any documents. All payments are required prior to processing.

All required fields are marked. Failure to provide complete information will result in a failed submission
and all fees are non-refundable. Please review all information for errors; no corrections will be made, the
submission is final. Any questions or concerns should be submitted to the Central Registry mailbox at the
following email address:

crs_operations@dss.virginia.gov

Confinue fo Reauest

3. Start filling out different sections of the application providing all required information and using

‘Next’ button to proceed.
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Purpose Of Search Purpose of Search
Facility Information Purpese of Search
o
Applicant Information ’
Spouse Information
Cancel
Child Information
Address Information
Attachments m
Acknowledgment

4. After selecting ‘Purpose of Search’, provider has two options:

Provider can continue filling out the entire application on behalf of the applicant.

All fields with asterisk are required for the user to fill to proceed to the next section of the
application. Completing the request this way DOES require a wet signature, and the
provider will need to download the portal created form, obtain the applicant’s signature on
the form and then upload the signed form back to the portal.

Purpose Of Search CRS Request Summary
Facility Information
Facility Information
Applicant Information
Spouse Information
Child Information
Address Information
Attachments

Acknowledgment

Applicant Information

*Do you want to provide Applicant Information?

When provider clicks on ‘Next’ button after selecting ‘Yes’, next section of the application
(Applicant Information) will be available for the user to fill out. User can use ‘Back’ button
to go to previous section. Clicking on the ‘Cancel’ button in any sections of the application
will save a draft application for the user.



Applicant Information

id Information

5. Applicant Information:

Provider can add multiple other names using ‘Add Other Names’ link.

6. Spouse Information

Pumase Of Search

Spouse Information

Fadiity [nformation

Applicant Informarion

Are you 3 widowiwidower?
Il Spouse Information
- Back
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Address Information

Attachments

Acknowledgment

If provider responds ‘Yes’ to any of the spouse information related questions, user is required to
provide the details. User can add multiple spouse information as needed using ‘Add Spouse’
link. **NOTE: User can only add one legally married spouse on the application.
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7. Child Information

If provider responds ‘Yes’ to any of the child information related questions, user is required to
provide the details. User can add multiple child information as needed using ‘Add Child’ link.
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8. Address Information

If provider responds ‘Yes’ to the previous address related questions, user is required to provide
the details. User can add multiple previous addresses as needed using ‘Add Address’ link.

9. Attachments

Provider can generate and download the application completed using the link ‘Central Registry
Search Request form’ to request wet signature from the applicant.

User is required to upload signed applications and any other optional attachments using the ‘+’
button under the upload documents section of the attachments. Users should not be uploading
documents with the same file name. Once document is uploaded, user will be able to go to the
next section of the application. User has the option to download or delete documents uploaded
within this section.

**BE PATIENT WHEN DOWNLOADING - the new CRS form is longer and contains more
information to be capture the applicant details. It takes a little longer to create the form and
download. This could take up to a full minute to download and upload.
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Attachments:
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10. Acknowledgment

This is the last section of the application before submitting the application. Depending on the
type of the provider, user will be able to add the request to the Pending Payment tab (for portal

payment applicable providers) or automatically submit the request (for portal payment
exempted providers) to the Backoffice.

Purpose Of Seach

Acknowledgement (Applicant's):

Facility Information

Applicant [nfarmation

an this formis

to the best of my knowledge. Py
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Spouse Information
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Address Information Signature

Attachrents

Signature Date
l Acknowledgment
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B. ELECTRONIC SUBMISSION OF THE CENTRAL REGISTRY SEARCH REQUEST:
(Recommended process)

Submitting the request in the fully electronic process allows the applicant to complete their portion

of the CRS request. The applicant will receive an email with a secure link, they are able to

electronically sign and send back to the provider portal. This eliminates the need for the provider to

download, obtain a wet signature and upload. OBI recommends this process as the most efficient

way to create, submit and receive a determination letter.

1. A Provider can send the applicant portion of the central registry search request to the applicant
via email. All fields with asterisk are required for the provider user to fill to proceed to send a

link to the applicant to finish applicant portion of the application. Applicant first and last name
and the applicant email address:

Purpose Of Search CRS Request Summary

Facility Information

Facility Information

Applicart Information

-

Proceed to fill details

The applicant will receive an email with a link which the user will be using to fill out the
applicant portion of the application. The link received will expire based on the configured
time of expiration and once expired, it will no longer be functional. The provider will need to
start a new application and send a new link for the applicant.



Sandbox: Virginia Central Registry Search Authorization @ «p & 0!
gCRS Operations <crs_operations@dss.virginia.gov> e S

@Monday, November 18, 2024 12:44:54 PM

VIRGINIA DEPARTMENT OF SOCIAL SERVICES
OFFICE OF BACKGROUND INVESTIGATIONS
CENTRAL REGISTRY SEARCH

Dear test applicant,

You are receiving this email correspondence because a Central Registry Search request is required and must be completed by
you, the applicant. The information you provide will be sent to the Virginia Department of Social Services’ Office of
Background Investigations, Central Registry Search Unit. Please click [dadiERVAGEETG-STWEEEGE NG @SN e AT

ELJ AR L G G E SRRy L LELELERELE Y AVP PN ENEE! and complete the required information within the next 1

business days.

Please do not reply to this email. It is being sent from an automated mailbox which is not monitored.
Thank you.

_ Virginia Department of Social Services
An official website of the Commonwealth of Virginia Here's how you know
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Your request has already been submitted

All sections of the electronic applicant CRS request application are the same as the sections
available to a provider completing the request for the applicant. The manual process requires the
applicant to provider a wet signature at the Acknowledgment section.

Acknowledgement (Applicant’s):

PARENT/GUARDIAN MUST SIGN FOR THE SEARCH REQUEST TO BE SUBMITTED AND PROCESSED,

Nov 18, 2024

Once an applicant uses the link received to fill out the application and returns the application
back to the provider for submission, the link will no longer be functional.

When using the electronic process, a provider is not required to upload the signed CRS
application to submit the request because the applicant has electronically signed the CRS
request and completed the acknowledgement before sending the request back to the provider.



HOWEVER, if provider makes any change to any applicant portion of the application returned
by the applicant, then provider is required to create and download the portal created form and
upload a signed request form to submit the CRS request.

. Editing a CRS request in Provider portal
A Provider can click on a CRS search request ID in the provider portal CRS dashboard to open
a search request in view mode. If the request is in editable status (not submitted to OBI), the
provider can click on ‘Edit’ buttons under different sections to make changes on the request if
needed. Even if there are NO edits needed, the provider is still required to click on each ‘Edit’
button in all sections to review the CRS request and to proceed to move the request to pending
payment.
If the request is in non-editable status, user can use ‘Next’ button to navigate between the pages
of the request which will be read only.
Editable CRS search request provider portal statues: Request Started, Action Required
Applicant Responded, Pending, Return for Revision
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CRS Request Summary
Custom Request Name:
Crs
Request ID 24110850001

Applicant Name: CRKLN NMN CRK

Lot hiame




D. Pending Payment Dashboard on provider portal
Once a provider finished creating an application or proceeded with an application returned by
the applicant, user will have to add the request to the cart to initiate the payment process if a
portal payment is applicable for the provider. Payment won’t be applicable if the process is
resubmission of application returned for revision where provider would simply submit the
application with no payment similar to portal payment exempted providers.

Click on ‘Save & Add to cart’ to add the request to the cart (Pending Payment tab).
Adding the request to the cart will not update any status on the request.

Acknowledgement (Applicant’s):

*CERTIFICATION AND CONSENT FOR RELEASE OF INFORMATION:I hereby certify that the information ent

Section 2

6 of the Code of Virginia, | authorize the egarding me, w

social s vich is related to any dispesition of founded c glect in which | am identified as responsible for such abuse/negle
**|F THE APPLICANT IS UNDER 18, A PARENT/GUARDIAN MUST SIGN FOR THE SEARCH REQUEST TO BE SUBMITTED AND PROCESSED.
Signature

Signature Date
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Request (CRS request/Portability request) added to cart will become visible under the ‘Pending
Payment’ tab. Provider can only make a payment to maximum of 10 request at a time.



Select up to 10 request to proceed with payment. Depending on the configured fee at the
backend (Currently configured fees: CRS search request fee = 10, Portability Request fee = 15),
user will be seeing the total amount due.

10 CRS Request
I Total Selected Fee Amount = llOI Proceed Total Fee Amount

User has two Types of Transaction to select to proceed with payment: Echeck, Debit/Credit

IS Dashboard Portability Dashboard Pending Payments

| Echeck I

Debit/Credit

Once type of transaction is selected and user clicks on ‘Make Payment’ button, user will be
redirected to the Elavon payment system, and the portal status of the CRS search request will be
updated to ‘Pending’. Elavon checkout screen and payee information page when selected Type
of Transaction = Echeck



< Return to Merchant \"

VIRGINIA DEPARTMENT OF
SOCIAL SERVICES

This page cannot be refreshed.

Amount 110.00 USD

Search Request ID Payment

Please be aware there is a 1 to 3 day business processing time.

Secure
Payment

< Back to Order Section w

VIRGINIA DEPARTMENT OF
SOCIAL SERVICES

This page cannot be refreshed.

Amount 110.00USD
Company
Search Request ID Payment
Fr—— e Lstrume
CHECK
Address1
Bank Routing Number Bank Account Number
Address2
Bank Account Type (8 Personal () Business
City State/Province Postal Code
By Clicking the I Agree" box below, you authorize undefined to use
information from your check to initiate a one-time fund transfer from
your account or to process the payment as a check transaction or Country .
bank drawn draft from your account for the amount of $110.00. If your
payment is retumed due to insufficient funds, you authorize us to
make a one-time electronic funds transfer or o use a bank draft drawn
from your account to collect a fee as allowed by state law. Email Address

[J IAgree

Elavon checkout screen and payee information page when selected Type of Transaction =
Debit/Credit



< Return to Merchant

Service Fee separately charged by Elavon and is non-refundable. If you do not want to pay this fee, click Return to Merchant and pay by alternative means

This page cannot be refreshed

This payment will be pracessed as two separate payments (for ice Fes)

Amount 110.00 USD
Service Fee (2.3%) 2.53UsSD
Total of all charges and fees 112.53 UsD

Service fee is non-refundable
Search Request ID Payment

Please be aware there is a 1 fo 3 day business processing time

Secure
Payment

< Back to Order Section

110.00 USD
253UsD
112,53 USD

Payment

PAYMENT CARD

Submit Payment

To proceed, you must click on the | agree checkbox.

Elavon Privacy Policy
I

Once user makes successful payment user will be seeing a success message once redirected to
the CRS Dashboard on provider portal and the portal status of the CRS request will be updated to
‘Submitted’ portal status and Activity & Activity Status will be updated from ‘Intake Started’ to
‘Intake Completed’ at the backend. User will also be receiving a payment confirmation email
based on the email provided while making payment.

All successfully submitted CRS search requests will be added to the CRS Review Queue as soon
as the Activity & Activity status of the request is update to ‘Intake Completed’ at the backend.
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Request Id Applicant Name v | Status v | Created Date ~ | Submitted Date ~ | Completion Date ~ | Resend Determination DEL

T Submitted 2024-05-14

You will receive a payment receipt to the email address entered during the payment process.

Order Confirmation Payment
B =noreply@slavon.com=

(D wednesaay. Novembar 20, 2024 1:43:27 P

Profile Name
Transscton Type
Faymant
Transaction ID
Approval Code
Approval Message

201124020-35A5850C-S48E-4F45-0A55-0335721 41831
197512

ARPROVAL

11/20/2024 01:43:18 PM

$110.00 USD

Transaction DaterTime.
Amount

Service Fee Profis Name

QAT ORS Card 57
Sarvice Fes Transastion 1D 201124020-820C0246-2063-47 4E-ACF E-E2AC47608518
Service Fee Approval Cade

197514
Service Fee Transaction DateTime 11/20/2024 01:43:22 PM
Search Reguest ID Payment

Service Fee 5262 USD

Total of il charges and feas 511253 USD

Total s112.5

Sil Te

Alan Mark

122 Test Addrass.

ESlicet City VA 12345

United Statas

1224564545

alt zeoyzmugs@yopmail.com

Flaasa remembar that this transaction includes a nen-rafundable Service Fea collected by Elavan thai will 3ppear on your credit or dedii card Statemant as
ANl Sarvice Fea inquiries sheuld e irectad to: Slaven 7200 Chapman Highway, Knosvile, TN 37020 S00-725-1243 sustsve@slaven com
Terms and Condifions

“Elzvon-Sarica Fas'

Thasa Slavon payment terms and conditions 2pply o your payment 1o the billar and processed by Elavan. 2 third party payment processar engaged by the biler (3 process their customers” sredit and dabit card bil paymants. laven charges you 3 non-
refundable sarics fes for any payments processad by Elaven to maks your bill peymants fo the biller. The service faa is collected in sdcition to the smeunt paid to the bilar and will Sppesr 2= 2 separate chargs on your cradit or @
under the name Elavon — Service Fee.

temant

By paying your Bill, you SUthariza the Diler i chargs your sredit or dabit 22rd in $7& SMaUnt Shown. You furthar suthoriza Slavan to Separstely Sharge yeur cradit ar dabit card for the Sarvise foe Shown. YoU reprasent $73t you Sre Suthorizad to uss the
credit or debit card for this Fansaction, that you have suficient funds avalakility in your credit or debit card account to make these paymants and that your bill payment is being made for a lawful purpos

~our obligation to pay your bill, INcluding the payment SMoUNt, when payments are PoStad to your billar account, tha biller's refund policy (1 any) and the biller's use of your personal information, is govemned by the biller's terms Snd conditons and privacy.
solicy == posted on s website. Any information that Elaven collests to process your bill payment is gewvernad by the Elswen Privasy Policy svailabie st Privacy Policy - Elaven

Eiavon is not rasponsibla for any disputes ragarding the payment smount, when payments ara posted 1o your biller 300oUNL. rafunds. cradits or other concems 3bout your bill psyment, thar than the collected saruics fee. You must contact the billar
directly t= rasalva thase dISpUtes. Yeu Sgras that Slaven's [asility for 2ny S8iay, f31Ure of SElvery, URSSFEIYMMEnt, Bf NORRSYMENt IS (MItad o tha SErvics fae BaiS to Slaven to pressss your Bill payment. By Uss of this bill saymant solution, you sgrae that
Elavon will not be lisble for any direst, indirest. incidental. consequential, or punitive damages regarding the processing your bill payment

The information cantsined in this e-mail and in any attschments is intended only for the person or entity to which it is addressed and may contain confidential snd/o:
any action in raliance upen. this information by persans or antities othar than the intendad racipient is prohibited. This message has been seanned for known comput

eged material Any review, retransmission. dissemination or other use of. or taking of

If payment is not successful when payment is applicable or request isn’t successfully submitted
to the Backoffice, the portal status of the request will remain ‘Pending’ with backend Activity
and Activity Status ‘Intake Started’. You must complete payment for the request to be submitted.



E. CRS search request portal statuses

Below is a list of CRS request statuses a Provider will be able to see, based on the user who is
working on the request and the stage of the request:

a.

Request Started — This is the first status a CRS request will have as soon as the provider
starts creating the request. The CRS request will remain with this status while it is in the
draft stage with the provider. Provider can be able to continue editing an application with
this status at any time to proceed to payment/submission.

Request Sent to Applicant — A CRS request will have this status when the provider is
sending a link the applicant to finish the applicant portion of the application. The CRS
request will remain with this status while it is with the applicant. Provider will not be able
to edit an application with this status as it is with the applicant to edit.

Action Required Applicant Responded — A CRS request will have this status when the
applicant returns the application after filling out the applicant portion of the application and
returns it back to the provider. Provider is able to continue editing an application with this
status at any time to proceed to payment/submission.

Pending — A CRS request will have this status when the provider initiates the payment
process and user is redirected to the Elavon system to provide payment details. The CRS
request will remain with this status until a successful payment is made by the provider via
Elavon.

Submitted — A CRS request will have this status when:
1. Provider is portal payment applicable user, and user makes a successful payment
through
Elavon to submit the CRS search request application to the OBI Backoffice with no
issues.
OR
2. Provider is portal payment exempted user, and user is able to successfully submit the
CRS request application to the OBI Backoftfice with no issues.

The Provider cannot edit an application with a submitted status as it is with the OBI
Backoffice being processed. The CRS request will remain with this status until the request is
either returned for revision if any issues are identified by the Backoffice while being
processed OR the request is completed, and a determination has been sent after being
processed by the OBI Backoffice. (Determination is sent to the email address used to
register the primary account)

Returned for Revision — A CRS request will have this status when the CRS request is
returned for revision for the provider to make edits and resubmit. Payment applicable
provider will not be making additional payment toward the CRS request during
resubmission as it is already paid for during the initial submission.



g. Completed — A CRS request with have this status when the CRS request is processed by the
OBI Backoffice, and a determination has been sent. Provider cannot edit a CRS request

with this status.
A Provider can use the status filter under the ‘CRS Dashboard’ to filter by the above

stated statues of the CRS requests.
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F. Mark a request for Deletion
When a CRS request is with any of these statuses, provider user can mark the record for deletion:
Request Started, Request Sent to Applicant, Action Required Applicant, Responded, Pending. There
are two ways to mark/unmark a record for deletion: From the list view page, Click of the pencil icon
on the record to mark for deletion

OBl Provider Portal

CRS Dashboard BIS Dashboard Portability Dashboard Pending Payments

Create CRS Request

Filter by Status
Request Started

Request Id Applicant Name v | Status v | Created Date ~v | Submitted Date v | DEL

24052250166 Request Started 2024-05-22 _> v




Click on the ‘Mark Record for Deletion’ checkbox on the detail page of the request to see
the confirmation window. Click on ‘Confirm’ button to mark the record for deletion.

Virginia Department of Social Services
An official website of the Commonwealth of Virginia Here's how you know v
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Mark Record for Deletion

CRS Request Summary

Custom Request Name:
test

Request ID 24052250166
Applicant Name:

stotus: Request Started @

Created Date; May 22, 2024

After confirming, click on ‘Save’ button at the bottom of the screen to save the change.

Unmarking the request for deletion is also the same process as stated above except there will be
no confirmation screen for the user to confirm. But user is still required to click on the ‘Save’ button
at the bottom of the screen to save the change.

Request Started 2024-10-03 2024-10-03

Request Started 2024-10-03 2024-10-03

2024-10-03 20!

Tina NMN Test Request Started 2024-10-07 2024-10-07

Request Started 2024-10-07 2024-10-07

tina NMN test Request Started 2024-10-07 2024-10-07

41007 50¢ test as test Request Started 2024-10-07 2024-10-07

1-30 of 73 | Page of 3

Espafiol

You can also delete a record from the details page of the CRS request: Click on the Request Id
hyperlink to open the request detail page in a new tab.

rtment of Social Services
of the Commonwealth of virginia Here's how you know ~
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Request Started v

Request Id Applicant Name ~ | Status ~ | Created Date ~ | submitted Date v | DEL

24052250166 wm— Request Started 2024-05-22 m

Request Started 2024-05-22




Click on the “‘Mark Record for Deletion’ checkbox on the detail page of the request to see the
confirmation window.

Virginia Department of Social Services

An official website of the Commonwealth of Virginia Here's how you know ~
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Mark Record for Deletion
CRS Request Summary

Custom Request Name:
test

Request ID: 24052250166
Applicant Name:

Status:

Espaiiol

Created Date

Click on ‘Confirm’ button to mark the record for deletion.

Confirm

You have marked an applicant record for permanent deletion. This record will be deleted by the system

in the next few hours. This action cannot be undone. Are you sure you wish to proceed?

Virginia Department of Social Service

ion s 5 & Find a Commonwealth Resource
An official webshe of the Commonwealth of Virgin ° The CRS Request has been marked for deletion successfully x L)

OBI Provider Portal

CRS Dashboard BIS Dashboard Portability Dashboard Pending Payments

v | Mark Record for Deletion

CRS Request Summary

Custom Request Name:

Once a record is marked for deletion by any of the above two options, the record will be deleted
from the system based on the scheduled job by mid-night on the same day. But in the meantime,
user can unmark the record from deletion if needed.



A provider can also check the DEL checkbox and click away anywhere on the page to see the
confirmation box and confirm. After confirming, click on ‘Save’ button at the bottom of the
screen to save the change.

<0 (T & https://dssvirginia--qat.sandbox.my.site.com/crs/s/csr-creat

mh =

&
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“Your request to resend the determination letter was successful. The determination letter will be sent to the address on file.

VLI IUVIUET T Ul
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Create CRS Request
Filte
Completed -
Request Id Applicant Name ~ | Status \ | Submitted Date 4 ~  CompletionDate s  Resend Determination DEL
2410728 )1E mple 2024-10-2¢ 24-10-29
2410285001 ENMN t Completed 2024-10-28 2024-10-29 Espariol
tNMNt Completed 2024-10-22 2024-10-29 >

G. Resend Determination - For a request that is with ‘Completed’ status, provider user has the
option to resend determination letter using the ‘Resend Determination’ button from the list view

page.

Click on the ‘Resend Determination’ button for the system to send the most recent
determination letter generated for the search request to the primary contact of the provider
facility.





