
Instructions for using the CCHRS Web Portal: 

Enter this Link: 

 

You will come to this screen:   

 

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

the following screen:  

 



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:   

 

 

 



Complete everything in BOLD with an asterisks/blue.  Once everything is completed click submit pre-

enrollment on the bottom right of the screen. 

  

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

 

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:  

 



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

