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About This Manual  
 

Welcome to the Background Check System (BCS) User Manual. This user guide will help you 
understand how to request a background check and receive results from the Washington State 
Department of Social and Health Services (DSHS) through BCS.  
 
Please note, BCS (and therefore this manual) is subject to alteration. Modifications/updates to 
the manual may result from changes in State or Federal policies and procedures, BCS system 
upgrades, or other factors. 

 

BCS was developed for use by the DSHS Background Check Central Unit (BCCU). Use of BCS 
and this manual is restricted to authorized end users of BCS. BCCU can be contacted at 
bccuinquiry@dshs.wa.gov. 
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Troubleshooting BCS Access: 
 
BCS users will need to use Google Chrome internet browser.  If you are having trouble getting the 
BCS webpage to come up, you may need to clear your cache and/or cookies to access BCS.  
 
See below for instructions. 
 

How to Clear Your Cache/Cookies in Google Chrome 
 
1. Tap Chrome menu > Settings. 

 

 
 

2. Scroll to the bottom of the screen 
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3. Select the arrow next to Clear browsing data to open the Clear browsing data screen 

 
 

 

4. From the Time range drop-down menu, select All time.  
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5. Check Cookies and Site data and Cached Images and Files. 

 
 

6. Select CLEAR DATA. 

 
 

7. Exit/Quit/Close ALL browser windows and re-open the Google Chrome browser. 
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Accessing BCS: 
 
You need to have an active profile in BCS, before you can access the system.  If you have been set 
up with a profile, you will receive an email with information on how to register as a user and 
activate your profile in BCS. If you have not received a registration email, or if your registration 
code has expired, please contact BCCU via email at bccuinquiry@dshs.wa.gov or the Primary 
Account Administrator (PAA) for your account to request a new registration key.   
 
In Google Chrome browser, follow the link for your user type. 
 
Internal User ς State employee accessing BCS within the state fire wall visit 
www.dshs.wa.gov/BCS. 
 
External User ς Secure Access Washington (SAW) user accessing BCS outside the state firewall 
and does not have a state issued email address (@dshs.wa.gov).  For instructions on how to log 
into BCS using SAW, please refer to the user guide Log into BCS Using SecureAccess Washington 
(SAW). 
 
When you are logged into BCS, the system displays the BCS Welcome Page.  This page will display 
every time you log into BCS. 

¶ Read and select Okay. 

 
  

mailto:bccuinquiry@dshs.wa.gov
http://www.dshs.wa.gov/BCS
https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/LogintoBCSUsingSecureAccessWashington%28SAW%29.pdf
https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/LogintoBCSUsingSecureAccessWashington%28SAW%29.pdf
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System displays the User Access Agreement page.  This page will display every time you log in to 
BCS. 

¶ Read and select I Agree 

 
 

Logging into your Entity or Entities: 
 

All BCS users are granted access to BCS at the BCCU Entity Account level.   
If your entity has more than one account, or you support more than one entity, your BCS 
access can be tied to each of these accounts, but you will only see activity on one account 
at a time. 

  



  
Background Check System Entity User Guide January 2024 

8 

Choose Your Account 
If you have access to more than one account: 

¶ A drop-down list will appear for you to pick which entity you would like to view. 
o The list will only show those accounts that you have access to. 

 
 

¶ If you are assigned to more than one account, you may switch accounts without signing 
out of BCS.  

1. Click Welcome in the upper right corner of BCS. 

 
2. Select Switch Account to access the list of available accounts.  If you have access to 
only one account, you will automatically be logged in and taken to the BCS home 
page. 
 
3.  Select Profile to review your User Account Information and your Notification 
Settings.  Email Notifications will be sent to the email address on your profile. 
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The home page is set up the same way for all BCS users (details about each section will be 
provided in the steps below) 
 

 
 

1. Menu Bar 
2. System Notifications, Username, Account number, and Facility Name 

a. Click the Welcome line to access functions for  
i. Viewing Account profile 
ii. Switch Accounts 
iii. Sign Off 

3. BCS Page Title 
4. Fields for starting a Background Check 
5. Search Functionality 
6. Working Grid 

a. If no background checks have been submitted, it will display No background 
check applications found. 

b. If there are background checks submitted, all background checks submitted 
under the account within BCS will display.  

7. Primary Action Buttons are bold. 
a. Bold Blue when Active 
b. Bold Gray when Inactive 

8. The Secondary Action Buttons are just an outline. 
9. BCCU Estimated Turnaround Times 
10. Export working grid information to excel. 
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Submitting a Background Check: 

 
There are two ways to submit a background check for an applicant. 
 

1. If the applicant completed their background check authorization form using the online 
Background Check Authorization form: 

a. The applicant needs to provide you with their Confirmation Code from their online 
form and their date of birth. 

i. If the applicant emails their code directly to you, please note that the date 
of birth is not included for security reasons. 

b. Enter the Online Form Confirmation Code and Applicant Date of Birth into the 
fields on the BCS account homepage. 

 
c. Select Retrieve Applicant Information button. 
d. This will retrieve ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ƻƴƭƛƴŜ ŦƻǊƳ ǘƻƻƭ ŀƴŘ ŘƛǎǇƭŀȅ 
ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴΥ 

 



  
Background Check System Entity User Guide January 2024 

11 

 
 

e. If you select Retrieve Applicant Information and you receive the No Applicant 
Form Found error message: 
 

 
i. Double-check that the confirmation code is correct and there are no spaces 

at the beginning or end of the code. We recommend copying and pasting 
from the confirmation code email. 

ii. ±ŜǊƛŦȅ ǘƘŀǘ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ŘŀǘŜ ƻŦ ōƛǊǘƘ ƛǎ ŎƻǊǊŜŎǘ. 
iii. LŦ ƛǘ ǎǘƛƭƭ ŘƻŜǎƴΩǘ ǿƻǊƪΣ ǘƘŜ ŀǇǇƭƛŎŀƴǘ ǿƛƭƭ ƘŀǾŜ ǘƻ Ŧƛƭƭ ƻǳǘ ǘƘŜ online 

Background Check Authorization form again and provide the new code. 
iv. Note: The most common reason this happens is due to the applicant 

incorrectly typing their date of birth on the form.   
f. Continue to step 3 below. 
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2. If the applicant provided you with a signed paper copy of their Background Check 
Authorization Form (DSHS 09-653). 

a. Click on the hyperlink to Manually enter New Applicant Information. 
 

 
b. The system displays a screen with blank fields that match the online form. 
c. You will carefully enter the information from the signed paper form into BCS. 

i. Note: The signed paper form is your approval to conduct the background 
check on the applicant.  You will need to retain this form per your ǇǊƻƎǊŀƳΩǎ 
internal record retention policies. 

https://www.dshs.wa.gov/sites/default/files/forms/word/09-653.docx
https://www.dshs.wa.gov/sites/default/files/forms/word/09-653.docx
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d. When the data entry is complete, you will continue with step 3 below. 
e. Note: DSHS BCCU does not conduct background checks for persons under eight (8) 

years old. If you try and submit a background check for applicant(s) under 8 years 
old, the request will be denied, and you will receive the following error message: 
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3. Add the date the applicant signed their paper authorization form.  Date signed must be 
within 90 days. 

 
4. wŜǾƛŜǿ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ŎƘŜŎƪ ǘƘŜ ōƻȄ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴ 

indicating that you have reviewed the ŀǇǇƭƛŎŀƴǘΩǎ informationΦ ¢ƘŜ άŎƘƻƻǎŜ Ŝƴǘƛǘȅ ōǳǘǘƻƴέ 
will turn blue if all required fields are complete.   

 
 

 
 
 

a. Select Choose Entity Information. 
b. System displays the Entity Information page. 
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i. Summary of the entity that you are submitting the background check under. 
  

i. 

ii
. 

iii. 

iv
. 

v. 
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ii. Applicant type: A description of the reason for submitting a background 
check. 
Á Note: This is not used nor seen by BCCU when processing 

background check requests. 

 
iii. Type of Background Check 

Á If your entity does not have the statutory authority from the 
Washington State Patrol (WSP) to request a fingerprint-based 
background check, you will not see this option.  The system will 
default to a name and date of birth background check. 

Á Alternately, if your entity only requests fingerprint-based 
background checks, you will not see this option.  The system will 
default to a fingerprint check. 

Á Private Home Care Agencies only allow for one fingerprint 
background check per employee, per account number.  Any 
subsequent checks that are submitted will automatically come back 
as withdrawn.   

iv. Applicant Information Summary 
v. Archive, Edit Application, or Save for Later options. 

c. Complete ALL required fields to activate Submit to BCCU. 
d. Click Submit to BCCU. 

 
e. The system will take you back to your entity home page. 

i. The request has been sent to BCCU for processing and should now display in 
your working grid. 

 
Refer to page 30 of this Entity User Guide for a list of BCS Inquiry Status Definitions. 

 

Fingerprint Based Background Checks: 
 
If your facility requires a fingerprint-based background check for an applicant, request a 
fingerprint-based background check when you initially submit ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ background check in 
BCS.  
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Note: You do not need to submit a name and date of birth request and then a fingerprint request.   
You will have an opportunity to decide if you want to continue the fingerprint-based background 
check after the interim result (WA State Name and Date of Birth) is available to review in BCS, or if 
you want to withdraw the inquiry. 
 

1. Follow the instructions outlined in the section for submitting a background check to start a 
new request. (steps 1 through 3.iii. above). 

2. On the Entity Information Screen: 
a. Choose Applicant Type. 

 
 

b. Click on the radio button next to Fingerprint. 

  
c. Click the radio button next to Yes or No to indicate if the applicant is a volunteer or 

not. 
i. Volunteers have a different Washington State Patrol processing fee. 

 
 

d. Click on Submit to BCCU. 
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e. If you have submitted the same type of background check for the same applicant 

within the past 12 months, you will receive a pop-up asking if you would like to 
review prior to submitting a new background check.  This is helpful to reduce 
duplicate background checks, however, if you need to submit a new background 
check you are allowed to proceed.   
 

 
f. The system takes you back to your entity home page. 

i. The request has been submitted to BCCU for processing. 
 

Fingerprints: Continue or Withdraw Decision 
 

1. When an Interim Result notification is available for review in BCS, the status for the inquiry 
will change to Interim FP Finished. 
 

 
 

2. Open inquiry by clicking on the Last Name which is a hyperlink. 
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3. Scroll to the bottom of the page to the Results section and click on the Results hyperlink to 
review the completed Interim FP notification and background check information. 

 
 

4. Decide if you want to continue with the fingerprint request after your review of the 
Interim (Name and Date of Birth). 

a. No, I do not want to continue with fingerprinting.  This will change in inquiry 
status to Withdrawn ς Entity is not moving forward with the applicant and 
applicant will not be fingerprinted. This completes the request and closes it out in 
BCS.    

i. Requesting entities should communicate this decision to the applicant. 

 
 

ii. Status on the home page for that inquiry changes to Withdrawn. 
 

 
 
Note: Once the decision to Withdraw an inquiry has been made, you cannot change it.  If an 
applicant needs fingerprinted a new inquiry will need to be submitted.   
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b. Yes, continue with the fingerprint check. You are moving forward with the 
applicant in the fingerprint process. 

i. BCS generates the Appointment Form Packet (Click on the link to open a 
PDF document which includes the Fingerprint Appointment form, 
Fingerprint-Based Background Check Notice, and FBI Privacy Act 
Statement).  NOTE: It is your responsibility to provide these documents to 
the applicant. 

 
ii. The Change Decision feature will no longer be available once the fingerprint 

appointment is scheduled for the applicant. 
1. If the applicant no longer needs to be fingerprinted after selecting 

yes, the entity can cancel the appointment with the vendor. 
However, the withdrawn option will not be available.  

2. Background checks will expire after six (6) months of inactivity. You 
may wish to wait until it expires or archive the inquiry. 

iii. If the applicant is fingerprinted at a local law enforcement office, the 
decision can be changed up to the point where the prints are received by 
BCCU.   

1. Please refer to the Instructions on Submitting Fingerprint Hard Cards 
to BCCU user manual for more information. 
 

Once the decision to continue with completing a new fingerprint has been made, the Inquiry ID is 
sent to the Fingerprint Vendor so that the applicant can schedule their appointment. 
 

5. Once the applicant has scheduled their fingerprint appointment with the fingerprint 
vendor the following scheduling information will display in BCS under the inquiry the 
appointment was scheduled under. 

 
a. Date 
b. Time 
c. OCA/Inquiry ID 
d. Fingerprint site location name and address 
 

https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/Instructions%20on%20Submitting%20Fingerprint%20Hard%20Cards%20to%20BCCU.pdf
https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/Instructions%20on%20Submitting%20Fingerprint%20Hard%20Cards%20to%20BCCU.pdf

























