Instructions for using the CCHRS Web Portal:

Enter this Link:

B ct.flexcheck.us.idemia.io/CCHRSPreEnrcll/

You will come to this screen:

Connecticut Criminal History Request System

PreEnroliment

Welcome to the Connecticut Criminal History Request System (CCHRS)! Your
use of this site implies that you acknowledging that you are submitting a pre-
enrollment request for a fingerprint-based criminal history check for an
authorized recipient within the State of Connecticut.

Pre Enrollment

The agency (or entity) that is asking you to be fingerprinted should have given you a 'Service Code.'

Please enter that code here:
Submit Service Code

NOTE: If you have a CCHRS account. you can sign in here

CCHRS™
Version: 10.0.2.11

Enter the service code given to you by the agency/instructor or employer; the system will take you to
the following screen:

Connecticut Criminal History Request System

PreEnroliment

Information for Service Code

9F1A-0C08

Agency: DESPP SLFU CT920600Z
Agency ID:  CT920600Z

Applicant Type: DESPP Security Officer License

Does the above look correct?

NQ - Let me try again YES - This information looks Correct

CCHRS™
Version: 10.0.2.11



Click Yes if the information looks correct or No to have the system take you back to the Pre-
Enrollment Screen.

The system will take you to the following screen:

Connecticut Criminal History Recuest System

PreEnroliment

Pre Enroliment
OF1A-0C08]
DESPP SLFU
DESPP Security Officer License

NOTE: Please make surs all mandatory fields are completed (mandatory fields are n bold with asterisk™ & blus highlight)

Last Name* [Lat o |

First Name*® [Fis ame |

Middle Name |I‘v'|id-:|e Mame |
Suffix
DOB*
SN
Sex® [Selecifen ~
Race® |SalactRace 3

Hizpanic [ Hispanic Indicator
Height (508: 5 feet 8)*
Weight*
Eye Color*
Hair Color*

Place of Birth® [Selact Counin |
Country of Citizenship [Select Country bl
Mizcellansous Identifying Number (MNLT) Number

[Seiect Code bl

Email: (emazill 2ddress needs to be valid and complets or notifications from the system will not be received)

Email Address® [Smailieie o |

Email Confirmation® |smail@site com |

Residence:

House Number

Street Name | Address Street Name
Street Type
Street Directional
Apt Number

City [Hartford
Country [Select Couniry el
ZipPostal Code
Zip Extended

Employer:

Oceupation | |

Emplover Name | |

Empk:\'ex Street Add.reg [ |




Complete everything in BOLD with an asterisks/blue. Once everything is completed click submit pre-
enrollment on the bottom right of the screen.

Submit Pre-Enrollment

CCHRS™
Version: 10.0.2.11

The system will take you to the payment screen. Enter your credit card information:

[} 0 e 0 e ) © s
Ll ) L } L | Transaction Summany
Transaction Detail
TOTAL T
MU Danz-geaan et Poce Temity Arcure
L1 L1
' Heed Help?
Payment
Prymant Typs: ¥
Credit Card
Crmimt Inlurmsiicn
Fire Marva L har

Once the credit card information is submitted, you will receive a confirmation on screen that your Pre-
enrollment was successful. The system will generate an Applicant Tracking Number; See image
below:

; _};_- i Connecticut Criminal History Request Systom
¥
[ ol
Y PreEnrollment
iy
SUCCESS. Your Pra-Enrollmant has baan submitted,
you with your Applicant Traching Rumbsr

Yeu will receive an email from the CEHRE sywlem that previ
below. You will need this isfornsation a1 the time fingerprints ars laken.

MOTE: Rasults [POF Documants) say nol be viesable on all
shevices. For best resu®s, wse a deskiop o lapiop.

Applicant Tracking Mumbss: 21T0001085

BEAR, TEDDY RAWR
CebBa 137251950

M b repseed 1n B P appidand trakesy robes (s @l e bev o g prtiag

Start & pew reqeest | Lam DONE, and Ehin sexsion




A Pre-enrollment email will be sent as well as a barcode. This can be taken to a livescan location or
any other location that does fingerprinting. If you receive a hard copy of your fingerprint card, please
mail it to our office with your Applicant Tracking number, application, licensing fee and privacy rights
form.

Any additional questions please contact our office at 860-685-8046 or visit our website at
www.ct.gov/DESPP.



http://www.ct.gov/DESPP

