1. Access the Pennsylvania
Child Welfare Portal at
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2. Click on “Create Individual
Account.”




3. On the next page, it will
explain that you need to
make a Keystone ID. This

will be your login username
for the Child Welfare Portal.
Click *NEX

470n the Create Keystone 1D page. create
ausername login for yourkeystone 1D that
you willremember. It mustibe between 6'1o
64 characters long. (Note: Be sure to write
down your Keystone ID and save it! You will
need fo remember this.) Fill out the rest of
the requested personal information on the
page, along with the 3 security questions
and answers.
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6. The next screen willlook like the one below. At this point you
must login to whichever e-mail you provided on the previous
registration screen. In your inbox, there willbe an e-mail with a
temporary password that you will use to login for thefirst time.
You willbe prompfed to change the password when you'log
back in.

w pennsylvania

Eheck your e-mail for your temporary password!
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7-The e-mailyou recejve willlooklike the one below, except
with'your own unigue femporarny password. The temporary
password is\a'‘combination ofrandom letiers, numbers, and
symbols. Write down this' password exacily'as it appears, and
then click the blue “Child Welfare Portal™ link within the e-mail.
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8. Clicking the link will bring you back to the Pennsylvania
Child Welfare Portal login page. Click “Individual Login."
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What Would You Like To Do Today?
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9. On the next page, click “Access My
Clearances.”
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10. The next screen will
show you a page of
disclosures and

B - warnings. Read through
ABOUT THS WeesiTe them, and scroll down
By e o s ot ot ey Dt e et o o v s tothe bottom of the
i otk meotiovor pPage. When you are
Pubtc Datesure finished reading, click
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OILD WELFARE DiFORMATION SOLLITION
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How would you like to verify your account?

[a]

Security Questions
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Sccurity Questions Verification

What way the nume of your childhood pet?
Ansvser here
What Is your favorite movie?

Answer here

12. If you chose fo answer the security questions, the next
screen will look similar to the one above. The guestions
that they ask you may be different depending on which
questions you selected from step 4. After answering your
security questions exacily the way you answered them in
step 4, click “NEXT."
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What type of device are you using?

=

Pri\'fﬂr Device Pubhlic o ."s'hurr'd Device

en will ask you what type of device you are
U are usi laptop, tablet, or
1" bulton underneath "Private
> witer, lapiop
device on campus a public library,
others, click “Select" underneath “Public

Set Permanent Password

Yo Mleit Plasze change your Current Ratimord befere continuing.

= Regu red
AL Your Uter 1D Wil Show Here l
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Your Last Name Will Show Here

| ] Enter New Password
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14. The next screen will ask you to set a permanent password. You will
see your own personal user 1D, First Name, and Last Name shown on the
screen. Enter your new password for your account, paying attention to

the password requirements. Re-enter your new password where it says
“confirm password." Write this password down somewhere and keep it
safe! You will need to remember if! Once finished, click the blue

“SUBMIT" button.
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Congratulations!
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15. When you have successfully set your new password,
you will see the screen above. Click “Close Window..”
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16. The next screen that opens will be the “Keystone Key" login screen.
Enfer your username and new password in the boxes, and then click

the type of device you're using (private or shared) and enter the
answers fo your security questions again like you did in steps 12 and 13.
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17.0On the “My Child
Welfare Account Terms
and Conditions” page,
review the terms and
conditions, and if you
agree, select the option
thatsays “I'have read,
fully.understand and
agree o the My Child
Welfare Account Terms
and Conditions!, and then
click "NEXT" in the lower
righi-handside of the
Eleen:

¥
a pennsylvania .
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18. On the next
screen, review the
disclosure
information and
warnings, and then
Click “CONTINUE"
on the lower right-
hand side of the
screen.
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€ C b e , o 19. The next page will
ey e SCY “My PA Child
Ep@nmy[vania W B, 100! il L Abuse HISfOI"y
N A R TEh Clearances." If this is
your first time, you will
not have any.
My PA Child Abuse History Clearances S sy I 1] I R applications listed.
Click “CREATE
CLEARANCE
APPLICATION."
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CHILD WELFARE INFORMATION SOLUTION
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middle nam
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Enter you socio!
security number in
thisbox
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26. Atter adding your
phone number, click the
“NEXT" button at the
bottom right hand corner
of your screen.
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27. The next page will say
“Current Address,"” fillin
your current permanent
home address. When you
are finished, scroll down
the page.

28 Afterscrollingidown it
will ask you for your mailing
address: |f your mailing
addressiand permanent
address is the same, click
yes. if they are different;
click no, andfillinyour
mailing address.

29. Underneath
"Cen‘i{icqie Delivery
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B CPHLO W LFATIE (NS ORMATION SOUUTION

Provious Addroesses

siaddre
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pennsytvents (BY

E}‘ pennsylvania

CHILD WELFARE thef ORMATION SOLUTION

@ Che arancs 1a 030000000000

oy
Household Maoeomibers

- penniylvania

i page will ask you to provid
ith since 1975, including parents, siblin
s/significant ofhers, children, roommat
household member" and fill out the infoermation for E
fullname, their relationship fo you, gender, @ : ge. You will have
click “add household member’ each n on. When you are finishe
C NEXT" at the bottom right corner of the screen.
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32. Review the
information on
the page. If
everything looks
correct, scroll
down and click
the “NEXT"
button at the
bottom of the

screen.

PO 3. On fhe next

USERNAME Men @ 1O Comec i@ LoSOUT screen, check the
square next to the
acknowledgement
statementi, and type
inyour fullname to
eSignature sign your application.
e Click “NEXT" af the
S e et bottom of the screen.

# | hereby Ceruty that oA the D the best of My kngwiedgs
#nd beteef amd JURMted a3 rue 200 (001 BC1 UBDET GLRdlty of avr [SECTSN 4¥04 0F the Perrsyivanss (rimes
Coee).

#Clearanca 1T DODDOODOOO00
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34. The next screen will
g?pennsylvania i o g say “Application

J CHILD WELFASE INFORMATION SILUTION

Payment." Click *no”
e cooommeemsn [ () under “Did an
Application Paymen: organization provide a
code for your
= application2?. Then click
S memm e s “MAKE A PAYMENT" at
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35.

-The next page will bring
" pennsylvania you to the pay screen. Fill out

[ e i i your credit.card information,
B and click

i “PAY.WITH YOUR (CREDIT
Pay With Your Credul Card CARD”-

T The cost should be $13.00.
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36. The next page should
say “Submission
e Confirmation.” This means
your application has

_ successfully went through,
Please print a copy of this page as a confirmation of payment for your records
R and you can logout of the
— — s : system. You willreceive an
| e e-mail confirmation as well.

USERNAME  “@ 1 cowi@ woion

| * Tarmaes B 18I
|8 erectiea WIS
L= B sto eOrarsnce @ 3a3sins
* Payast Umetaey Wiy iy D3 LT

Neat Steps

what would you Lbr to oo"

e i ) v st

4 Pe;msy?vania Child Abuse History Clearance Submission - Applicanl Submission Confirmation

noreply@po.gov 337 PM 2 minutes ago) -

Dear Name

Your cleatance spplication eClaarance ID €00 vids succassluly recesved by Ihe Chidiine Backy: Chack Vierdy Un1 Your vl be processed and
m:iluukcmrmimlﬂﬂno!mmmmHdm m:-nwmummnﬁcmummmmmnmnumwmm
totowing

@m}«mm Chiid Abusa History Clearance Account

ﬂyoulr;naﬂnqmumwwmmm vrarehore lohelp Pioisa conlact ine DHS Help Ling 2t 1-877-343.0494 beriesn 830 am nddiEpm Lignoay
through Friday

Please do ol rep'y lo this email drecty

37. Your confirmation e-mail will look like this. You can click the “Please
Click Here" link within the email to check the status of your clearance
at any fime. However, they will e-mail you again when they have the
results available.
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Pennsyivania Chid Abuse Hisicry Clzarance - Resuits -‘ ac

mertpyiya god e . -
Di Name

Y derrn oo @hreald 00 ribue Ep2attd LA IN Wit oo noes Vi tin ers peu spsories notsme a2 s b e Pewgy b ons Ch Abuse Hatesy Chanmnta derzart fr 3 o= kot e 1 e Yoo temewn o
&Etht, gyt isiaing
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B9 1113 yeur Peros 00 O00d Barse Mater Clovangs Aego

W hviog protien spg e o Kerpest HPRRER MY Poide oot B OHS HoLoa ot FITT 300464 30 cisn B X0 g il B Mordy reshFridny

Piaze darctregista s o=l o,

38. When your resulls are available. you willreceive another e-mail that
looks like the one above. Click the blue “Plea e Click Here" link to access
your resulis.

REL I
Chlild Welfare Portal

Gur e ebn Rsameon tu ubsdah sy SRPAC
-t - o R ard e LR 217

: mPe roang
T e

i e b MAR A R as  wane
T e e e ar a2 ey

RLUNCATION SN  CRLATL ONGAMEAT W AECaUNT
- e e—
Clearance Applications ChilE Abune Relereals

39. You will be brought back to the Child Welfare Portal.
Click “INDIVIDUAL LOGIN" and follow the same steps you
didiin steps 8 through 13 (review slides 7-16 if you need
help).
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e i PR 0. Once you
E‘msﬁmﬁ e sk logged in, you
OEDMRER ivomaTIR 804701 should see your
application listed,
Click the link that
says “lo view the

e * |

My A Child Aliase: Fstury Clrarani es

0) Status of Submitied Applcations

rleeexed  SONFRROEA”

N U T L R Ao

41. Your certification paper will

Tpennsylvenia  TEMASAMACILDANSE then download and should look
simiiar to this one. To print, use
“File: Print Preview!.

CIETIY ATIIN D J000000000

————— You should also save it to your

P computer so you have an
electronic copy.

The sbenr mamed feiven bin apphed for 5 Prossyhann Uik Abuac haon Cenificsnon
pasan e 1 Py US. Chaper 83 ksl 0 the CRM Pudatine dervass Las KU
RECORDS (M) 0 B Permuhonss Depomant of Himas Son et St e datshome
bz Name 3 perpvinaio o an laduiaind o Lnehal rvper of
el shune

Applicanty ax requncd ne shos the Adimin o B neads of ¢
Ok Al [ty Comell stios. Adbnsuatiatons asv pogmed ws Loep 3
gy oF this € Iabd Abing Haskons Cemmficnam e il Any peton shenes
e coments of the dEmenl moy be syt B gr . omen) o
aleanal ¢ nine

BULDE) Gemmees’ ol P oasa



