w UNIVERSITY OF WISCONSIN
Instructions for ordering your Criminal Background Check

If you’ve completed an iChildCare criminal background check within the last year, please email
EdLicensing@uwosh.edu to ask if we can use that background check for your application.

As part of this process, you will schedule an appointment to be fingerprinted. We recommend starting
this process as soon as possible to avoid delays in receiving your results.

1. GototheiChildcare website (pictured below) and click on “Create a Logon” or enter your
user ID and password if you already have an account

If you are creating a new account:
e Complete each section on the page
e Use your LEGAL first and last name
e You will receive an email from DWD Wisconsin Logon Management System. Click
the link to create your account. Then login using your newly created username and
password.

ichildcare.wisconsin.gov/Login/Login?ReturnU

& iIChildCare

Login
User ID
3
Password

=

Show Password

Remember me

f you are new to this site, visit the Create 8 Logen page. Note
shou! word to
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2. Fillin every section on the “Add Personal Details” page

a.

b.
c.
d

Use your LEGAL first and last name
Accept the Terms of Service and click “Create”

If the system suggests a more specific address for you, use the suggested address
To ensure we receive the correct type of background check, regardless of your

actual role (pictured below)
i. Select Student Teacher for the Primary Role field
ii. Select Student Intern for the Secondary Role field

The screen asks if you have used any other names or aliases in the past. Click Yes or

No based on your situation.
Click “Save and Continue”

Select the Applicant/Licensee role if you are applying to or currently own or operate a center, or are a board president of an organization that owns
a child care center. If you are applying to be an employee at a child care center, choose the closest role for the position you are interested in.

Primary Role @ Student Teacher X

Secondary Role Student Intern X .

Have you used any other names or aliases in the past? ‘ OYes (O No ’
g e I )

] &3 personal Details

one at a time and clicking “Next” after each answer (pictured below).

Military Residency Rehabilitation Criminal Juvenile  Sex Offender  Abuse/Neglect Licenses

1. Have you been discharged in the last three years from a | O Yes M|
branch of the U.S. Armed Forces, including any reserves duty? —

Next 9

L . Il Background Check Request Form

The “Background Check Request Form” page pops up. Answer the questions, answering

Submit
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At the end of this section it will ask for an electronic signature. Please type your LEGAL
name and click “Submit” (pictured below).

Background Check Request Form

Select the Next button to proceed to each question. You are unable to skip questions. In order to go back to a question, select the previous
button.

Military  Residency Rehabilitati Criminal J il Sex Offender  Abuse/Neglect Li Submit

SIGN HERE IF YOU ARE COMPLETING THIS FORM FOR YOURSELF

| understand that by providing my signature below | am attesting, under penalty of law, that the information provided above is truthful and
accurate to the best of my knowledge. | understand that knowingly providing false information or omitting information may result in my
not being eligible to hold a license or certificate to operate, reside at or be employed at a child care center, and that | may be subject to
forfeitures and other sanctions as provided by law.

Signature Date 09/18/2025 Electronic Signature * [Molly Mastey ]

* An asterisk denotes required information.

< Il Background Check Request Form

The “Fingerprint Code” screen appears
a. Click on “Generate Code” and note this code
b. You'll now see instructions to schedule an appointment to be fingerprinted. Your
fingerprint using the Reference Code you just generated.
c. You will pay a fee at your appointment. See the FAQ link on the website for the fee
amount.
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6. Next, select the option to receive correspondence electronically to avoid delays
a. Under the “Home” button, go to “Mailing Options” (pictured below)

< iIChildCare

Logout &

Announcements
® Paperless Option Is Now Available. Update The Options On The Mailing Options Page.

AHome

o]
Mailing Options

=

Personal Details Communications

#3% WISCONSIN DEPARTMENT o
N~ CHILDREN axo FAMILIES

Contact Us

Background Check Information

b. Check the “Electronic Notices" box for Fingerprint Instruction Letters and
Background Check Eligibility Decision Letters, then click “Save and Continue”

(pictured below)

-ge - v
My Mailing Options
Elect to receive electronic notices.
By checking the boxes below you choose to receive online electronic notices instead of paper mailings. You can print your notices from Documents at

any time.
You have not yet chosen your mailing options. Please select your electronic notice options and save, or select ‘Decide Later' if you want to choose at

a later time.

Electronic Notices Fingerprint Instruction Letters
Background Check Eligibility Decision Letters

= Save and Continue

# Decide Later
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7. When you complete your fingerprint appointment:
a. Email EdLicensing@uwosh.edu and gradschool@uwosh.edu and tell us you

completed your fingerprint appointment
This triggers us to look for your results
We will email you (at the email address on your UWO application) when we confirm

your CBC results are complete

If you have any questions, please email EdLicensing@uwosh.edu and gradschool@uwosh.edu.
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