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Transforming Lives

What is the Background Check System (BCS)?

• Web-based computer application
• BCS allows authorized users to:

– Submit background checks and receive results online
– Track the status of submitted background check requests
– Search, save, and print background check results
– Receive interim fingerprint results and fingerprint appointment 

forms
– Manage system user access and permissions
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Why BCS?
• The volume of background checks requested annually through 

BCCU is 300,000+

• The old Criminal History System (CHS), relied on manual 
processes for completing a background check request
– Data entry of applicant information
– Research in external databases
– Manual input of analysis
– Printing, mailing, or faxing physical results back to requesting entities

• CHS was built on a outdated technology that was no longer supportable.



Commonly Used Terms

• Entity – The office or program submitting a 
background check on behalf of the applicant. For 
example: Nursing Home, Adult Family Home, or 
DSHS facility.

• Applicant – A potential or existing employee 
completing a Background Check Authorization 
form (BAF).For example: Employee, student, 
intern, licensee, or individual provider.
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Applicant Experience

The applicant can access and complete an online Background 
Check Authorization form (BAF) from a computer. The form 

works best in Google Chrome as the web browser.
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If the applicant says “yes” to 
having other names, additional 

fields open 
allowing the applicant to type 
in additional first, middle, or 

last names.

Note: DSHS does not conduct 
background checks for persons 

under eight (8) years old.
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Phone Number is a Required Field

Mailing Address is a Required Field
- BCCU will mail the applicant a copy 

of final Review Required and 
Disqualifying result letters.
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Help Tools are built in throughout the 
form to assist the applicant when 

providing their personal information.

Clicking on the small “?”

Opens a new window 
with Helpful Information
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Final Self-Disclosure Questions

Ensure to read the question(s) 
thoroughly 

When you are finished, 
click Review Your 
Information for one last 
review 
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Review information and 
correct any errors.

After the form is 
submitted, information 

cannot be modified.
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Applicant is asked to indicate they are the 
person named above, and have provided 

complete and truthful information.  

Once the applicant checks the box 
indicating they have provided 

complete information they proceed 
to the Electronic Signature process.
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If your program has authorized you to 
complete a background check on a 

minor applicant, you will receive the 
option to sign as a parent/guardian. 

For questions regarding requesting 
background checks on minors, please 

refer to your program contact.

Once the applicant checks the 
I Agree box and types their name, 
they’ll click Save to complete the 

process.
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The system generates a confirmation 
code and presents the applicant with the 
ability to email their confirmation code 

to three email addresses.
The applicant’s personal information is never sent 

via email using this feature.

Applicant’s also have the option to generate a 
PDF of their form.  They can then save or print.



Confirmation Code Email – Example



The Applicant: 
• Completing the online form does not submit the 

background to BCCU. 
– The Applicant will need to send their confirmation code to the 

requesting entity.

• A paper form is still available. Applicants will complete 
required information, sign, and provide it to the requesting 
entity.
– The requesting entity will manually enter Applicant information 

in BCS and submit to BCCU for processing. 
– This is not the recommended process as it is inefficient and is 

more susceptible incomplete information and data entry errors. 
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Entity Overview
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Logging in via SecureAccess Washington (SAW)

If you do not have 
an account, select 

SIGN UP!



To add BCS as a service, 
select Add New Service

Select I would like to browse a 
list of services. 

Note: BCS will generate a 
registration key. Do not enter 
the registration key in the “I 

have been given a code” field. 
You will save it for later.



Select Department of Social of Health Services

Select Apply to apply BCS as a service



Select OK

BCS will display in your list of Services.

To access BCS, select the hyperlink.









BCS Registration

A registration key is required. If you have not yet received your key, 
please refer to the Primary Account Administrator (PAA) for your entity 

or BCCU for assistance

Note: You do not need a registration key if you are an applicant. Please 
refer to the Applicant Experience slides for instructions on completing a 

BAF. 



Select Your Account
If you are an authorized user for multiple 

entities, a list of entities will display. 

If you only have access to a single entity, you 
will be directed to the entity home screen.
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Entity Home page Users with access to more than one account 
click here to switch between accounts.

Search Applicants default to 
showing those inquiries in a 

“Finished” and “Needs Action” 
status.

The first time someone logs into their account 
there will be no Inquiries displayed because 
nothing has been saved/submitted in BCS.
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Entity Home page Users with access to more than one account 
click here to switch between accounts

Search results default to showing 
those inquiries in a “Finished” and 

“Needs Action” status.

The first time someone logs into their 
account there will be no Inquiries displayed 

because nothing has been saved to BCS.
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Details: Search Fields and Working Grid Applicant 
Search Fields

Only inquiries submitted through BCS 
will display in the working grid.

Inquiry Processing Status



Background Check Statuses
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Confirmation Code & DOB

*When an applicant uses the paper form, the 
requesting entity is responsible for the data entry.
This link opens up a screen with blank fields that 

match the Authorization form.

*
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Notifications
• When results change, BCS notifies the entity 

via their mailbox with a red !

• Click on the envelope and a list of notifications 
will appear in your mailbox

• Click on the INQUIRY ID hyperlink to be 
directed to the Background Check Summary
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Retrieving/Viewing Results

Click on the Last Name to view Background Check Summary
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Background Check Summary

Link to background check Results
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Click Here

To View the 
Results



Background Check Turnaround Times

If a background check status is 
Pending, you can view BCCU 

turnaround times by selecting the 
Estimated Turnaround Times 

hyperlink

You will be directed to the 
Turnaround Times on BCCU’s website

Note: Do not submit duplicate 
background checks as it further 

delays turnaround times.



User Management



BCS users may have different roles assigned to 
them for each entity they have access to. 

Each User is required to have their own unique 
individual login when accessing BCS.

An office will not be allowed to have a central 
login/email that all use to access BCS.

User Roles



 Entity User
- Submit checks in BCS
- Receive results in BCS
- View submitted inquiries
- View received results including FBI Rap Sheets 

(if allowed)

 Entity Submitter
- Submit checks in BCS
- View submitted inquiries

BCS Entity Account Roles
 Account Administrator

- Submit/Receive checks in BCS
- View background check activity
- View received results including FBI Rap 

Sheets (if allowed)
- Manage/Assign user roles 
- Pull Entity/Account level reports

NOTE: Each account must have identified a 
Primary Account Administrator (PAA).   The 
PAA will be the primary contact for BCCU and 
user management.  The PAA and the AA have 
the same functions within BCS.



Result Letters: What do I do?
• Character, Competency, and Suitability 

Reviews
• BCCU is not involved in this 

process.

• Is one or more crime(s) being reported 
incorrectly? Refer the applicant(s) to 
BCCU for assistance.

• Hiring exceptions? Refer directly to your 
program contact.
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Where can I learn more about BCS and 
BCCU?

• Visit BCCU’s webpage

https://www.dshs.wa.gov/bccu

https://www.dshs.wa.gov/bccu


BCCU Contact Information

BCCU Mainline Phone:
(360) 902-0299

Option 2  - Technical Support Assistance
Option 3 - General Background Check Assistance

BCCU Email: 
bccuinquiry@dshs.wa.gov

mailto:bccuinquiry@dshs.wa.gov
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