
Obtaining a User Name and Password 

 
All new licensees will receive a copy of this letter upon the issuance of their license. (If 
you were licensed prior to April 1, 2006, this letter was sent to you in April of 2006.) 
This letter contains your temporary user name and password to log into the Workforce 
Background Check website. After receiving this letter, licensees can begin running 
background checks at www.miltcpartnership.org.  
 
 

 



Obtaining Consent and Disclosure  

 
 
 
Before conducting a background check on potential employees, licensees must obtain the 
Consent and Disclosure form for each individual. Click on ‘Information’, then ‘Consent 
and Disclosure’. 

 

 



By completing the Consent and Disclosure form, the applicant is providing the licensee 
with the following: 
 
 the necessary information to conduct the background check (name, address, social 

security number, etc.) 
 consent for the licensee to conduct the background check 
 disclosure of any disqualifying/exclusionary convictions  
 acknowledgment that if the background check reveals disqualifying information, 

their employment will be terminated for good cause 
 acknowledgment they are required to report in writing to the AFC/HFA facility 

immediately upon being arraigned on a felony charge or convicted of a 
disqualifying offense. 

 
 
It is not necessary for licensees to use this exact form; however, they must use an 
equivalent in its place. If opting to use an equivalent, it must include the following: 
 
 consent allowing the background check to occur 
 signed statement acknowledging no conviction described in MCL 400.734b(1)(a-

g) or MCL 333.20173a(1)(a-g) 
 signed statement acknowledging not subject of order or disposition under MCL 

400.734b(1)(h) or MCL 333.20173a(1)(h) 
 signed statement acknowledging not subject of finding per MCL 400.734b(1)(i) 

or MCL 333.20173(1)(i) 
 acknowledgment of good cause termination 
 agreement to notify licensee of being arraigned and/or convicted of any offenses 

listed in MCL 400.734b(1)(a-g) or MCL 333.20173a(1)(h-i), or upon an order or 
disposition under MCL 400.734b(1)(h-i) or MCL 333.20173(1)(h-i) 

 agreement to submit fingerprints via Workforce Background Check website 
process 

 statement they have lived in Michigan for the immediately preceding 12 months 
without interruption (only if applicant will be working on a conditional basis 
unsupervised) 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

Logging Into Workforce Background Check Website 

 

 

 
 
Once you have obtained the Consent and Disclosure form, you may log into the 
Workforce Background Check website to begin conducting the background check. Type 
your user name in the box for the user name, and type your password in the box for the 
password, then click ‘login’. 
 
NOTE: Your user name and password are case sensitive. All capitalized letters must be 
capitalized, and all lower case letters should be entered as lower case. Be sure your Caps 
Lock button is not engaged on your keyboard. 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
If logging in for the first time, you will need to update your facility’s profit/non-profit 
status, and then click ‘next’. 
 

 
 
Next, you will need to enter the account administrator’s information. Enter their first 
name, last name, and email address. Then click ‘next’. 



 

 
 
Next, you will need to enter your new user name and password. Note the password 
requirements and the password is case sensitive. 
 

 
 
Last, you will need to confirm the account administrator’s information and click ‘next’. 
You are now set up to conduct background checks on employment applicants. 
 
 
 



 

Creating a New Application 

 

 

After obtaining the Consent and Disclosure form and logging into the Workforce 
Background Check website, click ‘New Application’. 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
All fields with an asterisk must be entered. Note that you can multiple names/licenses. 



 
 
 
Check the applicant’s information you just entered and make sure everything was entered 
correctly. If you notice an error, click ‘back’ and this will take you back to the previous 
page. Correct the necessary information and click ‘continue’. If the information is 
correct, click ‘save & continue’. 
 
 
 
 



 

 
 
You will now need to complete registry checks. Check the Office of the Inspector 
General (OIG), Nurse Aide Registry (NAR) and Public Sex Offender Registry (PSOR) to 
make sure the applicant’s name does not appear on them. Check the Offender Tracking 
Information System (OTIS) to make sure the applicant is not excluded by any convictions 
(see the Legal Guide for assistance). 
 
Please note if at any time you find something was entered incorrectly while creating the 
application, click ‘Edit Applicant’s Profile’. This will take you back to the first screen 
where their information was entered. Correct the error, and proceed. 
 
To begin checking the registries, click ‘check OIG’. 
 
 
 
 
 



 
 
Note that each registry will search multiple names (if applicable). You will need to check 
each name. When search is completed for the first name, click on the next last name. (In 
this example, the registry searches Bunny first. Next, you would click on Hare.) 
 



 

 
 
After completing the check, close out of the window and return to the registry checks 
screen. If your applicant’s name does not appear on the registry, click ‘no’ in response to 
the question ‘Does the new hire appear on the registry?’ 
 



 
Next, click ‘check NAR’. 
 

 
 
After the check is complete, close out of the window and return to the registry checks 
screen. If your applicant’s name does not appear on the registry, check ‘no’ in response to 
the question, ‘Does the new hire appear on the registry?’ 
 



 
Next, click ‘check PSOR’. 
 

 
 
After the check is complete, close out of the window and return to the registry checks 
screen. If your applicant’s name does not appear on the registry, check ‘no’ in response to 
the question, ‘Does the new hire appear on the registry?’ 
 



 
Next, click ‘check OTIS’. 
 



 
 
Check carefully to make sure no exclusionary convictions are found. If results are found 
and there is a match with the first and last name and date of birth, click on the 
corresponding offender number. Review the conviction(s) to determine if the applicant is 
eligible for employment (refer to the Legal Guide if necessary).  
 
Close out of the window and return to the registry checks screen. If no exclusionary 
convictions were found, click ‘no’ in response to the question ‘Are there any 
exclusionary findings?’ 
 



 
 
Once all of the registries have been checked, click ‘save & continue’. 

 



Next, you will need to make your preliminary hiring decision for the applicant. Once you 
have made your decision, click ‘save and continue’. 
 

 
 
 
NOTE: If you choose to hire the individual on a conditional basis and have them work 
unsupervised, you must comply with the following requirements: 
 
 Conduct a search of public records on the individual through the Internet Criminal 

History Access Tool (ICHAT) and verify no disqualifying convictions appear. 
 The individual must sign a statement in writing the he or she has lived in 

Michigan without interruption for at least the immediately preceding 12-month 
period. 

 If applicable, submit fingerprints within 10 business days of the conditional date 
of hire. 

 
If you choose to hire them conditionally and have them work under the supervision of 
someone who has already been fingerprinted and determined to be eligible for 
employment in long term care, the ICHAT search is not required. Or, if you choose to 
wait until their fingerprint results come back to have them begin working, the ICHAT 
search is not required. 



 
 
Next, the applicant needs to submit fingerprints. Click the link that says ‘print’ to print 
the confirmation number and give it to the applicant. They will need to take this and their 
photo ID with them to be fingerprinted. Print the confirmation number by clicking ‘print’ 
(step three). APPOINTMENTS ARE REQUIRED. To schedule an appointment, click 
the link under step one of the fingerprint instructions for MorphoTrust/IdenToGo.  
 
NOTE: The fee for AFC/HFA employee fingerprinting is paid for by the Department of 
Human Services. Licensees are not required to pay for their staff’s fingerprints. 



A new window (or tab) will pop up, taking you to MorphoTrust’s website. Enter a zip 
code, or select a region, your employment applicant will wish to submit their fingerprints 
in, and click ‘go’. 
 

 
 
 
 
 
 
 
 



 
 
Select a location and click ‘click to schedule’ to schedule an appointment.  
 
 
 
 
 
 
 
 
 
 
 
 



A new window will pop up with available times for an appointment. Select a time and 
click ‘go’ to schedule an appointment. 
 
 

 
 
Make sure to print the registration form after scheduling the applicant’s appointment. It 
will show a $0 balance. If requested to select a method of payment, select ‘money order’. 
Nothing is required to be entered in the ‘referral code’ field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Until the applicant submits fingerprints, the application can be located under the ‘in 
progress’ tab on the home screen. This will show the applicant is pending their 
fingerprints. 
 
 
 
Once they have submitted fingerprints, Cogent will submit the fingerprints to the 
Michigan State Police (MSP) for processing. If a criminal record is found, the MSP will 
forward the fingerprint results to the state analyst to make an employment eligibility 
determination. During this time, the application can be found under ‘pending results’. 
This will show ‘pending results’, or ‘pending analyses’ if waiting for the state analyst to 
make a determination. 
 
 

 
 
 
 



When the fingerprint results have been processed, or the state analyst has made an 
employability determination, an email will be sent to the licensee informing them they 
need to log into the Workforce Background Check website to view the applicant’s results 
and make a final hiring decision. At this time, the application can be found under 
‘employability results’. To view the applicant’s results, click ‘view results’. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Next, click on ‘View Letter (PDF)’ 
 

 
 



 
 
Non-Exclusion Notice 
 
 
 
 



 
 
Exclusion Notice 
 
 
 
 



 
 
Once you have reviewed the non-exclusion or exclusion notice, select your final hiring 
decision from the drop-menu and click ‘make decision’. Once you have made your final 
hiring decision, the application is complete. 



Rapbacks 

 
An individual who has submitted fingerprints for employment in a long term care facility 
may subsequently be arrested or convicted for an offense. If they are fingerprinted at the 
time of arrest, and those fingerprints match a set of fingerprints submitted for 
employment in long term care, the Michigan State Police (MSP) will send an electronic 
notification to the Department. (This is called a rapback.) If an individual is arraigned on 
a felony offense or convicted of a disqualifying offense, the state analyst will send a 
rapback notice to the licensee. If you receive a rapback notice, a new section will appear 
on your homepage when you log into the background check website. This section is only 
here when a rapback is received. To open the rapback notice, click ‘view results’. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Arrest Notices 
 
 
 
Click ‘View Letter (PDF)’ to view the rapback notice. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
 
 



If you receive an arrest notice, this is only to inform you the employee has been arrested 
or arraigned for a felony offense. This is not cause for termination of employment. If the 
employee is subsequently convicted of the felony offense, or another disqualifying 
offense, an additional rapback notice will be sent upon verification of conviction. 
If the arrest notice was received for an individual who is no longer working at the facility, 
click ‘Employee is not working here anymore’ to update their status on the Workforce 
Background Check website.  
 
If the individual is still employed, click ‘Remove This Notice’ once you have reviewed 
the arrest notice. If you wish to review the notice at a later time, click ‘Cancel’. 
 
 

 
 
 
 
 
 
 
 
 
 
 



Exclusion Notices 

 
Click ‘View Letter (PDF)’ to view the rapback notice. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 



If you receive an exclusion notice, this is to inform you the employee has been convicted 
of a disqualifying offense, and their employment must be terminated. The individual is no 
longer eligible for employment in long term care, and is not eligible until the date 
specified in the letter. 
 
Based on the findings in the rapback exclusion notice, you will need to select your final 
hiring decision for the employee. After selecting your final hiring decision, click ‘Make 
Decision’. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appeals 

 
All individuals have the right to appeal an exclusion. If appealing, the individual needs to 
be able to do one of the following: 
 
 Substantiate an inaccuracy in their record. (For example, the final charge may 

have been reduced or amended to an offense that is not exclusionary. Or, perhaps 
the court made an error entering the information, and the information presented 
on the record is inaccurate.) 

 Substantiate the conviction has been set aside or expunged from their criminal 
record. 

 If convicted prior to April 1, 2006, the individual may be eligible to be 
‘grandfathered in’ if they can substantiate their employment in long term care 
prior to April 1, 2006. (NOTE: This does not apply to convictions under federal 
law 42 USC 1320a-7a.) The individual would need to be able to provide a copy of 
their W2, check or pay stub, or a letter from the employer on letterhead.  

 
To file an appeal, the individual needs to submit their completed appeal form and 
supporting documentation. The Department must review the appeal and issue a written 
decision within 30 days of receiving the appeal (MCL 400.734c, MCL 20173b(1)). 
 



 
 
 
 
 
 
 



When the Department has made a decision on the individual’s appeal, a written decision 
will be sent to the individual and their employer if the individual chooses. 
 
If the individual chooses to have the Department notify the licensee as well, you will 
receive an email to log into the background check website to view the decision and select 
your final hiring decision. 
 
 

 
 
To view the decision, click ‘View Results’. 
 



 
 
 
Click ‘View Letter (PDF)’ to view the letter. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
If the notice shows the appeal has been granted, the individual is eligible to return to 
work in a long term care facility. 
 
 



 
 
 
If the notice shows the appeal has been denied, the individual continues to be disqualified 
and is not eligible for employment in long term care facilities. 
 
 



 
 
 
Based on the findings from the appeal notice, select your final hiring decision and click 
‘Make Decision’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Preferences 

 

 
 

This section will allow you to update your login information, as well as the administrator 
for your background check account. After logging into the background check website, 
click ‘preferences’ at the top of the page. 
 

 
 
 
 
On this page, you will be able to change your user name and password, as well as the 
administrator’s name and email address. Make sure to keep this information up to 

date. All notices are sent to the email address you have entered on the background check 
website (including non-exclusion notices, exclusion notices, rapback notices, appeal 
notices, and any other important communication from the background check system). If 

the information is outdated or incorrect, you will not receive these notices. 


