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Background

The instructions in this document provide guidance to external organizations
using CWIS to generate payment codes or fee-waived codes for child
abuse history certifications. These business partners (BPs) can be
agencies that are purchasing codes for employees or other non-volunteer
purposes or fee-waived codes for tracking volunteers.

Organizations will have two types of users: business partner administrators
(BP Admins) or non-administrator users (BP Users).

This document provides instructions on how to do the following:

Reqister a Business Partner Organization
Reqister as a Business Partner Administrator/User

Approve CWIS Access for Business Partner User (for subsequent
users from the organization who register with CWIS in order to
generate payment codes)

Generate Payment or Fee-Waived Codes (for child abuse
certifications)
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Scenario:
A user from an organization needs to register their organization with the Department of Human

Services (DHS) in order to issue payment codes to employees or fee-waived codes to
volunteers. The organization has not previously registered with DHS.

'@3 pennsylvania
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Register a Business Partner Organization: Step 1
|

* Navigate to the CWIS Child Welfare Portal
https://www.compass.dhs.pa.gov/cwis/public/home

e Click the CREATE ORGANIZATION ACCOUNT link.

E____
WELCOME TO THE

Child Welfare Portal

Qur service prowides a means for mdwduals to apply for PA Child
Abuse History Clearance online and for mandated reporters to
report child abuse in Permsylvaria,

INDIVIDUAL LOGIN || CREATE INDIVIDUAL ACCOUNT

Organizations can manage PA Child Abuse History Clearances
online for their employees and volunteers

| ORGANIZATION LOGI (| CREATE ORGANIZATION ACCOUNT |

Child Abuse Referrals Services and Information

¥ Leam about Chisd Abuse Referrals ¥ Cniid Proteciive Services Law

¥ Regional Map

¥ Cnid Apuse Annual Report
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https://www.compass.dhs.pa.gov/cwis/public/home

Register a Business Partner Organization: Step 2

e Onthe General Information screen, click NEXT.

€A Commonwealth of PA - K. x

L C' |8 Pennsylvania Department of Public Welfare [US] | https://www.hhsapps.state pa.us/iam/im/b

cal2/index jsp?task.tag=EBPUserSelf

istration&e w| =

Enterprise Business Partner Registration: General Information

1Y 2 B 3 [ 4 5 | 6 [ 7

General User Profile Role A, Details Security s
Information Information
Welcome!

The Commonwealth of Pennsylvania is improeving how it provides cnline services to Business Partners. Several state agencies are working
together to establish a single Business Partner ID (B-) to access multiple state agency sites as a way of simplifying your experience. If you have
not registered for a Business Partner ID (B-) before and wish to create a new account, please click the ‘Next’ button below.

What is Enterprise Business Partner Registration? This registration allows you to create a Business Partner ID (B-) that you will use to complete
management tasks affiliated with your specific position. Once you have completed tasks, they will be escalated accordingly in order to receive
approval.

Already have a Business Partner ID (B-

If you have already created a Business Partner ID (B-), you do not need to create another one. Simply
click the link belew and use the Bu

ness Partner ID and Password you have already created to login.

Requesting the Child Welfare Portal access with your existing Business Partner ID (B-)? Click HERE

Copyright 2005 - 2015 Commaonwealth of Pennsylvania
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Register a Business Partner Organization: Step 3

 Onthe User Profile Information screen, complete the required fields, then
click NEXT.

Enterprise Business Partner Registration: User Profile Information

10 2 Y 3D 1D s> 6 C> 70>

General User Profile Organization Organization Rale Application Details User Release Security Questions
Information Information Information Agreement
= Required

+ First Name

 Last Name

Enter your Organization
“Email Address’,

» Email address maximum of 50
characters.

+ Confirm Email Address

* Phone Number

Secondary Phone Number

For additional security, the Commonwealth of Pennsylvania requires that your 'Password’” meet these requirements:
AL least EIENT (8) Cnaracters

Contaln one number

Contaln one upper-case letter

Contain one lower-case letter

Contaln one speclal character, such as |, @, $, %, *, etc

Does not contaln your user name, first or last name

Please note that the password you select here will be used for login, once your request is approved

+ Password

+ Confirm Password

Whatis my B P ¥ B Partner [D will be system-generated bDased on the user profile information
you provide. Once you are approved, you will receive an e-mail containing your Business Partner ID (B-) that will be
used for future login.

BACK | NEXT | CANCEL

oy pennsylvania
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Register a Business Partner Organization: Step 4

 On the Organization Information screen, enter the Organization Tax ID and
Organization Name.

« The screen will refresh. “Not Registered” will display in the Organization
Registration Status field. (Note: This scenario assumes this organization is new to
DHS; if you see “Registered” appear, confirm that the tax ID used belongs to your
organization and then move to the “Register as a Business Partner
Administrator/User” following scenario.)

» Click the REGISTER ORGANIZATION button.

Enterprise Business Partner Registration: Organization Information

1 condition(s) need to be resolved.

1 € Error: Your Organization doesn't exist in our system. Please click the button below to register a new organization.

1 B> 2 0> 3 ¢ 4 B s 6 7

General User Profile Organization Organization Role Application Details User Release Security Questions
Information Information Information Agreemen Tt
- =Required

To create a new Business Partner 1D, please provide the following information about your Organization:

Enter your 9-digit Organization Tax ID/Federal Employer Identification Mumber (FEIN) with no spaces or dashes (-) and your registered
nization Mame. Please contact your Finance or HR Department Tax/Federal Employer Identification Number (FEIN).

information needed? We are asking for the Organization Tax ID and Organization Mame so we can assign users to the appropriate
organization in the system. After being assigned to the appropriate organization, users are given access to different tasks associated with their

+ Organization Name [rest |

+ Organization Tax 1D [sevs74as68 |

Organization Registration Status: [Not Registered |

Can't find your organization? If your organization registration status is "Mot Registered" or your organization location is not listed in the options,
please click the 'Register Organization' butten below to register your organization. Please note: the Enterprise Business Partner Registration
oroce gill epd yben wrou leave to register your organization. You will need to re-visit this process to create your Business Partner ID.

DEPARTMENT OF HUMAN SERVICES
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Register a Business Partner Organization: Step 5

On the Enterprise Business Partner Organization Profile screen, complete the

required information. Note that the Organization Tax ID is your organization’s tax ID

or federal employer identification number (FEIN), then click NEXT.
14y 2 By ‘

- Organization Name

) with no spaces or dashes (-). It should not be less than 9-

[560874558

- Organization Tax ID

Organization description

- Street Address 1 ‘
Street Address 2 ‘
[

- City

- State Pennsylvania

v]

« Zip Code

Contiact Person Information

« First Name

+ Last Name

» Email Address

Enter your Organization 'Email Address’, maximum of 50 characters.

- Primary Phone

Brief Exglanat\on

« Brief explanation

Please provide a brief explanation describing why you need to register the
organization. If registration is required due to the nature of your job, please
provide an overview of your job along with the tasks and/or duties you need
to complete through the use of this application. Please note that the brief
explanation you provide will be considered by the approver when reviewing

your request.

Remaining Characters: 500

oy
(ED)
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Register a Business Partner Organization: Step 6

 Onthe Data Release Agreement screen, read the agreement and select
the radio button starting with “I have read and accept...”, and enter the full
name (first last) in the Full Name field (exactly the same as on the previous
screen), then click FINISH.

Enterprise Create Organization: Data Release Agreement

10 2 ‘

Organization Profile Data Release Agreement

+ = Required

Data Release Agreement
Below is the Commonwealth of Pennsylvania's Data Release Agreement. You must read and accept the terms and conditions of this agreement.

dra_pdf

Before submitting the Organization Registration Request, you must provide an e-Signature.

‘What is an e-Signature? e-Signatures can be defined as any electronic process of signifying your approval, typically dene by typing your name in a
specific field as a digital signature.

Certification and Authorization for e-Signature

I certify to the best of my knowledge that I understand my rights and responsibilities.
I certify that all information in this application is true and correct under penalty of perjury.

®1 have read and accept all the terms and conditions of this agreement
Data Release Agreement I do not accept the terms and conditions of this agreement

I understand that by entering my name in the field below, this acts as my legal signature. I accept the terms and conditions of the Data Release
Agreement above.

+ Full Name

Your ‘Full Name” must be identical in all the future ‘Name' fields and be in the format (e.g. John Doe)

BACK  FINISH) CANCEL

'@3 pennsylvania
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Register a Business Partner Organization: Step 7

* On the Congratulations! screen, click the CLOSE WINDOW button.

pennsylvania

Congratulations!

You have successfully confirmed your organization profile information!

Your reguest for access for application is currently under review. You will receive another
e-mail once this access is granted.

If you have any questions or issues, please e-mail ra-unifiedsecurity @pa.gov.

‘ Close Window b

v

Copyright © 2003 - 2014 Commonwealth of Pennsylvania
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Register a Business Partner Organization: Next Steps

* An email acknowledging the request will be sent to the user email provided
in the Register Organization scenario steps.

* Once approved, an approval email will be sent to the user email used in the
registration.

* You (or someone else) will now have to self register as a business partner
administrator (see the following scenario).

SCENARIO COMPLETE

@ pennsylvania
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Scenario:
The organization is already registered with the Department of Human Services. A user from the
organization desires to register as a business partner administrator or a business partner user

(non-administrator).

DEPARTMENT OF HUMAN SERVICES
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Register as a BP Admin/User: Step 1

* Navigate to the CWIS Child Welfare Portal
OR

» Enter the following URL in your browser:

https://www.compass.dhs.pa.gov/CWIS/Public/Home
* Click the CREATE ORGANIZATION ACCOUNT link.

Child Welfare Portal

Our service provides a means for individuals to apply for PA Child
Abuse History Clearance online and for mandated reporters to
report child abuse in Pennsylvania.

INDIVIDUAL LOGIN || CREATE INDIVIDUAL ACCOUNT

Organizations can manage PA Child Abuse History Clearances
online for their employees and volunteers

CREATE ORGANIZATION ACCOUNT |

ORGANIZATION LOGINE]

Clearance Applications Child Abuse Referrals Services and Information
> r 3} hild At ¥
2 Regional Map
¥ C Familles {OCYF) R (- ¥ County d
R
¥ 2 Annual Kepart
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https://www.compass.dhs.pa.gov/cwis/public/home

Register as a BP Admin/User: Step 2

« On the General Information screen, click NEXT.

pennsylvania

Enterprise Business Partner Registration: General Information

1§y 2 B = 4 5 5 7

General User Profile
Information Information

Welcome!

The Commeonwealth of Pennsylvania is improving how it provides
online services to Business Partners. Several state agencies are
working together to establish a single Business Partner ID (B-) to
access multiple state agency sites as a way of simplifying your
experience. If you have not registered for a Business Partner ID
(B-]) before and wish to create a new account, please click the
"Next’ button below.

m

Already have a Business Partner ID [(B-)? If you have already
created a Business Partner ID (B-), you do not need to create
another one. Simply click the link below and use the Business
Partner ID and Password you have already created during login.

What is Enterprise Business Partner Registration? This
registration allows you to create a Business Partner ID (B-) that
you will use to complete management tasks affiliated with your
specific position. Once you have completed tasks, theay vill ba
escalated accordingly in order to receive approval.

Existing Business Partner ID - CLICK HERE

d.-H pennsylvania
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Register as a BP Admin/User: Step 3

* On the User Profile Information screen, complete the required fields, then
click NEXT.

Enterprise Business Partner Registration: User Profile Information

10 2 Y 3D 1D s> 6 C> 70>

General User Profile Organization Organization Rale Application Details User Release Security Questions
Information Information Information Agreement
= Required

+ First Name

 Last Name

Enter your Organization
“Email Address’,

» Email address maximum of 50
characters.

+ Confirm Email Address

* Phone Number

Secondary Phone Number

For additional security, the Commonwealth of Pennsylvania requires that your 'Password’” meet these requirements:
AL least EIENT (8) Cnaracters

Contaln one number

Contaln one upper-case letter

Contain one lower-case letter

Contaln one speclal character, such as |, @, $, %, *, etc

Does not contaln your user name, first or last name

Please note that the password you select here will be used for login, once your request is approved

+ Password

+ Confirm Password

Whatis my B P N = be system-generated Dased on the user profile information
you provide. Once you are approved, you will receive an e-mail containing your Business Partner ID (B-) that will be
used for future login.

BACK | NEXT | CANCEL

oy pennsylvania
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Register as a BP Admin/User: Step 4

 Onthe Organization Information screen, enter the required fields, then

click NEXT. (Note: your organization must be registered with DHS or you
will not be able to proceed.)

Enterprise Business Partner Registration: Organization Information

10> 2 O 3 ¢ a4y 5 6 7
General User Profile Organization Organization Role Applicaton Details User Release Security Questions
Information Information Information Agreement
* = Reqguired

To create a new Business Partner ID, please provide the following information about your Organization:

Enter your 9-digit Organization Tax IDyFederal Employer Identification Number {FEIN) with no spaces or dashes (-} and your registered
Organization Mame. Please contact your Finance or HR Department Tax/Federal Employer Identification Number (FEIN).
Why is this information needed? We are asking for the Organization Tax ID and Organization Mame so we can assign users to the appropriate

organization in the system. After being assigned to the appropriate organization, users are given access to different tasks associated with their
organization.

= Organization Name

= Organization Tax ID

Qrganization Registration Status: | |

Validate

NEXT

pennsylvania
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Register as a BP Admin/User: Step 5

* On the Organization Role screen, click the appropriate radio button for the
role you want and then click NEXT. (Note: if you are the first user to register
for an organization, you will be required to register as an administrator.

Subsequent requests may select either option.)

w pennsylvania

Enterprise Business Partner Registration: Organization Role

1 B 2 By 3 Oy 4 s By 6 7
General User Profile Organization Organization Application 5
Details F.elease Questions

Information Information Information Role

+» = Required

Administrative Business Partner user?

What is an Administrative Business Partner user? An Administrative Business Partner user is the user responsible for approving non-
Administrative Business Partners user registrations and managing user accounts within the organization. The self-registration of an
Administrative Business Partner user need to be approved by the Department of Human Services. An organization is allowed to have

four Administrative Business Partner users.

Tell us about your role in your organization:

o izati Ral M=rm an Administrative Business Partner user
sOrganization Role o i ]
9 am a non-Administrative Business Partner user

’@3 pennsylvania
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Register as a BP Admin/User: Step 6

* Onthe Application Details screen, enter a justification for your request for
payment codes in the Brief explanation field: please be sure to specify

either payment-waived or prepaid, then click NEXT. (Note: By law, only a very
limited group of organizations (e.g., Big Brothers/Big Sisters, rape crisis centers, etc.) will be given
the ability to issue payment-waived codes. The predominant majority of organizations will ONLY
be able to issue prepaid codes to their members.)

Enterprise Business Partner Registration: Application Details

1 B 2 B - I ) 4 [y 5 & O 7

General User Profile Organization Organization Application User Securit
Information Information Information Role Details Release o

= = Required

Application Details

Please provide a brief explanation describing why you require access to this application. If access is required due to the nature of your
job, please provide an overview of your job along ug uties you need to complete through the use of this
application. Please note that the brief ex d by the approver when reviewing your request.

[EWIS Testing

sBrief explanation

’@3 pennsylvania
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Register as a BP Admin/User: Step 7

 Onthe User Release Agreement screen, read the agreement and
select the “I have read and understand...” radio button. (Note: If you
do not select this radio button, you will not be granted access).

« Enter the full name (First Last) in the Full name field.

« Click NEXT. Rl |

Enterprise Business Partner Registration: User Release Agreement
L B 28 3B 2« B s D N 7D
General 1 User Profile Organization Organization Application User Release Security
Informat Informati Informat Role Details Agreement Questions

Below is the Commenwealth of Perrsyhanis's User Releass Agre=mert (Managemert Dirscive). You must read and acoept the terms and conditions of this sgreemert.

P.rotected VIE’W:. This file .orlglnat.ed from a potentially unsafe location, and most features have been @ Options ~
disabled to avoid potential security risks.
Governor's Office i

Subject: Number:

Commonwealth of Pennsylvania 205.34 Amended

Information Technology Acceptable Use

Policy

Date: By Direction of:

B=for= submitting the Erterprise Business Pa

What is an e-Signature? ing your approval, typically done by typing your name in a special fisld as a digital signaturs.
Cartification and Suthorizati
I certify, o the best of my abilitizs, that I understand my rights and responsibiliti=s.

I certify that 2l informatizn in this Entarpriss Business Partner Registration is trus and comect under penalty of perury.

I re2d 2nd undersizad this entire agreement and sgres 1o sbide by
=t aco=pt the terms and conditions of this agreement

I agre= that by entering my rame, this acts == my l=aale 24 and undzrstand the User Releass Agre=mart (Managemant Dirctive] above and the rights
3=

2nd resparsitiities and agres 1 thess tzrms

#Full mam=

DEPARTMENT OF HUMAN SERVICES
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Register as a BP Admin/User: Step 8

On the Security Questions screen, select three unique questions and

answers.

(Note: Be sure to pick answers that you will easily remember--

you will need to remember these answers if you need to retrieve your
user ID or reset/unlock your password. You must reset your password

every 120 days or it
Click FINISH.

Vi o
PA pennsylvania I

Enterprise Business Partner Registration: Security Questions

1 > 2 Oy 3 > a D 5
Genera User Profile Org on Organization Application
Inf rmation Information Info rmat Role Detail

s B 7 ¢
ser Security
Release Questions

Agreemen t

+ = Required

Select the Security Questio
password.
Flease remember that ans

s from the drop down menus below. These

wars must be entered the sa

me way as you e

Security Questions are use
nter them below

in future Login attempts.

d in the event that you forget your

oy
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Register as a BP Admin/User: Step 9

On the Congratulations screen, click CLOSE WINDOW.

pennsylvania

Congratulations!

You have completed the Enterprise Business Partner Registration Request!

Your request for access to the application is currently under review. You will
receive another e-mail once access is granted.

If you have any questions or issues, please e-mail ra-unifiedsecurity@pa.gov.

< Close Wind@

Copyright © 2005 - 2014 Commonwealth of Pennsylvania -
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Register as a BP Admin/User: Next Steps

* You will receive an automated email notifying you that the Commonwealth
has received your email request.

» The first user from your organization to register will be the business
partner administrator (BP Admin). The approval of that request will be
processed by OCYF.

» Subsequent requests for administrative access will be processed
by OCYF

» Subsequent requests for non-administrative access will be
approved by your organization’s BP Admin(s).

* Once the request is approved, you will receive an auto-generated email
notifying you of your b-dash user ID. It will be in the format (b-abcde). This
is the ID you will need to use to login to the CWIS Organization login link in
order to generate, assign and view payment codes.

SCENARIO COMPLETE

P pennsylvania
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Scenario:

The organization business partner administrator needs to approve the CWIS access request
received from a user (non-administrative) within their organization who has just registered via the
Organization Account Access link on the Child Welfare portal.

DEPARTMENT OF HUMAN SERVICES
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Approve CWIS Access for BP User: Step 1

Once the user requests CWIS access, you (the business partner administrator) will receive

an email notification.

Open the email. You will see the name of user who requested CWIS access.

Click the link in the email

OR

Navigate to the following web address:
https://www.hhsapps.state.pa.us/iam/im/businesspartners/cal2/index.jsp

I:&Reply @Replyto Al | (B Forward ¥ - - iy & - X M- & @ (7]
E]| ]

Action Required: Request for Enterprise Business Partner Registration Approval: OU=Co...
automatedmailDONOTREPLY @pa.gov [automatedmalDONOTREPLY @pa.gov]

Sent: Wednesday, December 31, 2014 3:38 PM
To:

Co

Flease do not reply to this e-mail, all replies are sent to an unmonitered account.

A new Enterprise Business Partner Registration Request, created on 12.31.14, requires your

approval. This request has been added to your work list. Please find more information about the
request below:

« Username:
& First Name:
« Last Name:

Please login vie further action on this request.

has initiated a request for approval on 12.31.14.

f@ pennsylvania
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https://www.hhsapps.state.pa.us/iam/im/businesspartners/ca12/index.jsp

Approve CWIS Access for BP User: Step 2

 Onthe Keystone Key screen, login to the security application with your BP
Admin b-dash user ID and password.

w pennsylvania

Keystone Key Self-service for Business Partner

Username o Forgot User ID

Password ﬁ Forgot Password

L Edit Profile
—

Self-service for Commonwealth
Employees

o Change CWOPA Password or Hint Questions

WARNING! US GOVERNMENT SYSTEM and PENNSYLVANIA DEPARTMENT OF HUMAN SERVICES SYSTEM., Unauthorized access is prohibited by Public Law 99-474 The Computer Fraud
and Abuse Act of 1986. Use of this system constitutes CONSENT TO MONITORING AT ALL TIMES and is not subject to ANY expectation of privacy., User acknowledges and agrees to comply
with Management Directive 205.34 — Commonwealth of Pennsylvania Information Technology Acceptable Use Policy, Unauthorized use of or access to this system may subject you to civil or
criminal penalties under state or federal law., This statement is being posted by the PA Department of Human Services Security and Audits Unit.

Copyright® 2025 by the Commonwealth of Pennsylvania. All Rights Reserved.

’@? pennsylvania
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Approve CWIS Access for BP User: Step 3

If there are any open requests for you to process, the Work List screen on
the Business Partner Management tab will display with the request(s).
(Note: in the example here, a user has submitted a CWIS access request)
Click the request hyperlink (circled below) to open it.

Business Partner Management I Manage My Profile

Work List
Name —
Status Last Updated On Initiated By Workflow Level
Approval - User registering for "CWIS Worker Event Level
O B . : 2
Portal" in Organization "CountyofYo3050" LHEL TS Workflow

Manage My Profile

=, &, O

d 2 2

Change Email Change Password Change Security Questions

s

-

@ pennsylvania
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Approve CWIS Access for BP User: Step 4

* Onthe Enterprise BP Admin and User Approval screen, scroll down to
the bottom of the screen and click the APPROVE button.

w pennsylvania

Logged in as:

Business Partner Management Manage My Profile

Enterprise BP

Approval Poli
You can choosq

Approve]
Reject]

Reserve Item)

r Approval: |

S

Application Role Assigned: (8 CWIS County Worker

Comments Section
(User will see content if request is rejected)

Comments

[oorove | oot ] seserve item ] ~ciose]

m

1



Approve CWIS Access for BP User: Step 5

 Onthe Enterprise BP Admin and User Approval screen, a task pending
alert displays.
» Click OK to continue.

w pennsylvania

Business Partner Management l Manage My Profile l

Enterprise BP Admin and User Approval:
diedllert: Task pending.

R
CopyrightAE 2005 - 2014 Commonwealth of Pennsylvania
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Approve CWIS Access for BP User: Next Steps

* New b-dash users will receive an email with their new b-dash user ID
« Existing b-dash users will receive an email notifying them of their new
access.

SCENARIO COMPLETE

f@ pennsylvania
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Scenario:

An organization’s business partner administrator (BP Admin) or non-administrative user (BP
User) needs to login to CWIS to create codes for their organization, or assign codes, or view
certification results of assigned codes.

DEPARTMENT OF HUMAN SERVICES
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Generate Payment Codes: Step 1

On the CWIS Child Welfare Portal (https://www.compass.dhs.pa.gov/

CWIS/Public/Home), click the Organization Login link.
Note: this link is ONLY used to:

* Register an organization or individual to be able to generate codes

» Generate payment or fee-waived codes
* View generated codes and results

The
Organization
Login link is

ONLY for:

1) Registering
organizations or
users; 2)
Generating
codes, or 3)
Assigning /
viewing codes
and results.

If the child you would fike to report on is in immediate danger, please call 911 immediately.

w

WELCOME TO THE '
Child Welfare Portal vl

e prowides a means for indiiduals to apply for PA Child I
e onhine and for mandated reporters to

INDIVIDUAL LOGIN CREATE INDIVIDUAL ACCOUNT

”~

Organizations can manage PA Child Abuse History Clearances
online for their employees and volunteers

&£ ORGANIZATION LOGIN ,I CREATE ORGANIZATION ACCOUNT |

S ———
R

Clearance Applications

Child Abuse Referrals

Services and Information

¥ Learn About Clearances ¥ Learn About Child Abuse Referrals ¥ Cnild Protective Services Law

>
% Office of Children, Youth and Famies {OCYF) Reglonal Offices ¥ County Children and Yourh Direcron
¥



https://www.compass.dhs.pa.gov/cwis/public/home

Generate Payment Codes: Step 2

 On the Keystone Key screen, enter your b-user ID, password, and click
LOGIN.

W pennsylvania

Self-service for Business Partners

&hRegister Business Partner User

‘:} Forgot User ID

Forgot Password

B Edit Profile

Self-service for Commonwealth Employees

@D Change CWOPA Password or Hint Questions

pennsylvania
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Generate Payment Codes: Step 3

From the Organization Account Overview screen, you will see available
payment codes, to whom they have been assigned, and the certification

result.

To generate payment or fee-waived codes, click the GENERATE PAYMENT

CODES button.

pennsylva niaw

@‘ pennsylvania

1 CHILD WELFARE INFORMATION SOLUTION

Organization Account Overview

Alerts @

PASTATE AGENCIES = PA ONLINE 5ERVICES =

Account Profile FAQ | ContactUs @ LOG OUT

C ) O

the Reset button will remove all sorting.

This site allows you to generate, manage and track usage of your payment codes. To assist with tracking which payment
codes have been issued to clearance applicants, you can select the Issued checkbox and click the Save button provided below.

*=Ctrl + click’ the column heading to sort by a second column. "Shift + click’ to remove the second column from sort. Clicking

DEPARTMENT OF HUMAN SERVICES
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Generate Payment Codes: Step 4

On the Generate Payment Codes screen, select the type of codes to
generate and enter the number of codes to generate. (Note: Fee-waived
codes may only be generated for the purpose of volunteers)

Click GENERATE PAYMENT CODES

Generate Payment Codes

What Type of Payment Codes would you like to generate? o

How many codes would you like to create? Each code is equivalent to one Pennsylvania Child Abuse History Clearance
Application.

<>

RETURN TO ACCOUNT OVERVIEW < >

e

’@3 pennsylvania
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Generate Payment Codes: Step 5

Click the “Continue to use this website...” link (will only appear for prepaid

codes)

On the Make a Payment screen, complete the required information and

click PAY NOW.

Complete any remaining payment processing steps, such as printing the
generated receipt (not shown).

There is a problem with this website's security certificate.

The security certificate presented by this website was not issued by a trusted

Security certificate problems may indicate an attempt to fool you or intercept

We recommend that you close this webpage and do not continue to thi

Make a Payment

You are about 1o complete a payment of $1,000.00 for your PA Child Abuse History Clearance payment code purchase..

Please provide the information below to generate payment codes.

Name on Credit/Debit Card

Credit/Debit Card Number
]

visa @ = e

Credit/Debit Card Expiration Month Credit/Debit Card Expiration Year

01- January [=] 2015 [=]
Credit/Debit Card Verification Code American Express Wi, MasserCand, Disoover
. I
@ E 3
o :
4 Digit Varificasion Mumber Hon

Credit/Debit Card Billing Street Address

Credit/Debit Card Billing Zip Code

< PAY Nﬁé >




Generate Payment Codes: Step 6

Be sure to click the RETURN TO ORGANIZATION ACCOUNT OVERVIEW
button—this is the actual confirmation that CWIS uses to generate your
payment codes once you return from the payment screens. (Note: This
option is only for prepaid codes.)

@" pennsylvania
_J CHILD WELFARE INFORMATION SOLLITIOMN

& Payment Ec;rnpll:l,lfli

f@ pennsylvania
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Generate Payment Codes: Step 7

Upon returning to the Organization Account Overview screen, you will
see a success result displaying the payment codes, generation date, code
type, and the name of the person who created them.

N

Success.

Your request has been processed Successfully.

Organization Account Overview GENERATE PAYMENT CODES

This site allows you to generate, manage and track usage of your payment codes. To assist with tracking which payment codes have been issued to
clearance applicants, you can select the Issued checkbox and click the Save button provided below.

*®Ctrl + click’ the column heading to sort by a second column. "Shift + click” to remove the second column from sort. Clicking the Reset button will remove all
SOrting.

1/8/2015 Fee-Wavied |
1/8/2015 Fee-Wavied [l
1/8/2015 Fee-Wavied El
1/8/2015 Fee-Wavied [

@ pennsylvania
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Generate Payment Codes: Next Steps

 The purpose of generating payment codes is so that employees or other
non-volunteers can use them to pay for a child abuse certification. Fee-
waived codes may be used to provide access to organizations to track
volunteer certifications.

 To submit a clearance request using a code, an individual must first register
for an individual account on the CWIS Child Welfare Portal by clicking the
CREATE A NEW ACCOUNT button at the following link:
(https://www.compass.dhs.pa.qgov/CWIS/Public/[Home)

* Once they are registered, they will need to return to this page and click the
LOGIN button to continue creating a child abuse certification request.

IF the child you would ke to report on s m i diate danger, please call 911 1 diatel

The individual must Elrtlni?llllcﬂfl\:’elfare Portal -
create a new account R R R SR e '

and then login here to e

i
S u b m it C h i Id ab u S e INDIVIDUAL LOGIN CREATE INDIVIDUAL A@
certification requests.

ORGANIZATION LOGIN || CREATE ORGANIZATION ACCOUNT
Clearance Applications Child Abuse Referrals Services and Information



https://www.compass.dhs.pa.gov/cwis/public/home

Generate Payment Codes: Next Steps (Continued)

 Once a code is used, you will be able to see who used the payment or fee-
waived code, the date used, and the status of the certification application.
Once the status changes to “Completed”, you will be able to click upon it to
see the result by clicking on the hyperlink in the Status column.

Completed
certifications will
be able to be
viewed here via a

Organization Account Overview

hyperlink (this

certification

This site allows you to generate, manage and track usage of your payment codes. To assist with tracking which paj

clearance applicants, you can select the Issued checkbox and click the Save button provided below.

*Ctrl + click’ the column heading to sort by a second column. 'Shift + click’ to remove the second column from sort.

S0rTing.

1/8/2015

1/8/2015

Fee-Wavied

Fee-Wavied

5752893

request still
needs to be
processed).

1/8/2015 Under Revie

SCENARIO COMPLETE
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