Welcome to the new enhanced background check system. At this time, we will continue processing name-based background checks. Please follow the steps below to set up your account and gain access.
🔗 Access the system here:
https://ksdadsv7prod.glsuite.us/ui/LicenseeLogin/Login

Step 1: Create an Account
1. Go to the link above.
2. At the bottom of the page, click “Sign up now.”
3. Enter your email address.
4. Complete the CAPTCHA (“Help us beat the bots”) by entering the characters shown.
5. Click Send Verification Code.
· A verification code will be sent to the email address you entered.
6. Follow the prompts to verify your email and complete your account setup.
(See Pictures 1–2 for reference.)
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Step 2: Create a Password
You will now be prompted to create and confirm your password.
Your password must:
· Be between 8 and 64 characters in length
· Include at least three of the following:
· A lowercase letter
· An uppercase letter
· A number
· A symbol
Once your password meets these requirements, click Create Account.
(See Picture 3 for reference.)
[image: ]

Step 3: Multi-Factor Authentication (MFA)
Please note:
If you are using an office phone, select the “Call Me” option to receive your verification code, as office phones are not typically set up for text messaging.
Enter the code you receive and click Verify Code.
(See Picture 4 for reference.)
[image: ]

Step 4: Link Your Account
The next page will prompt you to link your account by selecting one of the following options:
· Verify User
· Access as New User
In most cases, you should select New User. However, if your information already exists in our system, you may need to enter your details twice to complete the verification process.
(See Picture 5 for reference.)
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Start by entering your information under the “New User” section.
If you receive an error message indicating a duplicate SSN (see Picture 6), this means your information may already exist in the system.
· Refresh the page to close the error message.
· Then, re-enter your information under the “Verify User” section (the top portion of the page).
If you attempt to verify and the system does not find an existing account, you will see a message similar to the one shown in Picture 7.
· When this happens, return to the main page,
· Clear the information entered in the top portion, and
· Re-enter your details under “Create New Account.”
(See Pictures 6–7 for reference.)
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Once you are logged in, if you do not see the “Manage Facilities” option on the left-hand side, please navigate to the Address section and enter your address information.
Please note: Ignore any other options marked in red, as those features are still under development and not yet fully functional.
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📽️ Video Reference:
How to Add Address Information
If “Manage Facilities” appears, proceed to the next video on how to link your facility.
· If your facility has already been issued a Facility ID, use the Search Facility option.
· If you are a new facility or HCBS provider needing a Facility ID, select Create New Facility.
📽️ Video Reference:
How to Link or Create a Facility
For steps on adding additional Authorized Users to your facility account, please review the video below:
📽️ Video Reference:
How to Add Authorized Users





To request a Criminal Record Check (CRC), first ensure your facility is linked.

1. Open the Facility Menu
· Click Manage Facilities.
[image: Graphical user interface, application
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· Select “Open” to the left of the linked facility.
[image: ]
If your facility is not yet linked, please refer video reference How to Link or Create a Facility

2. Access Employee Background Checks
· Once the facility menu is open, additional options will appear on the left-hand side.
· Click Employee Background Checks.
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· Your current employee list will be displayed.
Note: Historical letters dated prior to Nov. 19 will be added gradually. Until then, you may access them through the Kansas Nurse Aide Registry > Facility Access.
3. Request a CRC on a new individual (not on your employee list)
· Click Request Existing Individual CRC.
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· Enter their SSN (with dashes), DOB (MM/DD/YYYY), and first name.
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· The system will search both our internal database and the Kansas Nurse Aide Registry for existing records and any Employment Prohibition related to an active KDADS Abuse, Neglect, Exploitation (ANE), or Criminal Conviction.
·  If a match is found and the individual is currently prohibited, a notification message will be displayed.
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· If a match is found and doesn’t have an active prohibition, the individual will automatically be added to your list.
· If no record is found, a notification will appear. [image: Graphical user interface, text, application, email
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· In that case, click Request New Individual CRC” [image: ]
· Enter all required information:
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4. Updating Alias Names and Requesting CRCs
· Once all needed individuals appear in your list, you may search or sort the grid to locate them.[image: Graphical user interface, application
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Or
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To update alias names:
· On the employee list, click Update Information next to the person’s name.
· If an address and email are already on file, the Update Alias Name option will appear.
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· If the option is grayed out, go to the Address Information section and add both an address and an email.
[image: ]
· If the individual does not have an email, enter no@no.com as a placeholder.
To request a CRC:
· For each individual needing a CRC, click Request CRC and then Save.
· After all individuals for the day have been successfully saved, their CRC status will update to Pending.


[image: ]

· These requests will be added to your payment cart.
· Complete payment using a credit card or e-check (subscriber account functionality is not available).
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Once payment is successful, you can find a receipt next to each individual name that was paid for. “Print Confirmation”
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Please note: Receipt details (date, fee, transaction #) are missing. We’re addressing it.


5. Submit CRCs to HOC
· Filter by CRC Status if needed.
· Click Submit CRC next to each individual who should be submitted to HOC, then click Save. their CRC status will update to Pending Results.
· 
Please note: By submitting, the facility is attesting that the OIG Exclusion List and Sex Offender Registry have been checked.
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· Their status will then change to Pending Results.
[image: ]
6. View Results
· Cleared – No prohibiting offenses were found. The individual is eligible to work.
· Prohibited – A prohibiting offense was identified. The individual is not eligible for employment (Employment Prohibition).
· Contingent – The individual has a pending court case. They may work, but their status could change to Prohibited depending on the outcome.
When available Status letters will appear to the right of the individual’s name.
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