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START HERE!
This is the abbreviated process for completing your MN DHS Background Study.

1. Create a MN DHS Account
- https://netstudy2.dhs.state.mn.us/Applicant
- Make sure your browser is up to date and your pop-up blocked is turned off
- Create and account, follow the prompts, READ the info on the right side of the screen
- Your SSN is optional, but including it will allow your fingerprints to transfer to future applications
- Keep this account username and password handy, you will need it at the end of the process.
2. Greackgrulisubchick application (547.00)
- Provider Number: SNNN6P
- Follow the prompts, look for confirmation emails
3. Pay for your application
- Keep each payment tab open
- You will need to return to the first tab and click "Submit" after completing your payment.
4. WSU finalizes your application
- This can take up to a week, be patient, do not submit another application.
5. Schedule your fingerprint appointment AND get Fingerprinted ($13.50)
- Make sure to bring your ID and a form of payment.
6. Download your “Clearance Letter” AND give your it to your departmental liaison
- After your fingerprint appointment log back into https://netstudy2.dhs.state.mn.us/Applicant
- You’re not done until you’ve downloaded your clearance letter and given it to your dept. liaison.
(professor, coordinator, student passport system, ect.)

If you would like more detailed instructions, they are listed below.

Created 03-18-2022 by
Sam Zierden
Pricing updated 3-30-2026
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Logging in to MN DHS Netstudy Portal

Start by going to https://netstudy2.dhs.state.mn.us/Applicant

m DEPARTMENT OF
HUMAN SERVICES

Please refer to the Applicant Background Study nstructions
form given to you by the provider requesting your
background study if you have questions, please email the
Minnesota Department of Human Services Background
Studies Division dhs netstudy2@state. mn.us.

To make sure you have best experience possible, the
MNDHS system will support only the most up-to-date
version of the following internet browsers:

+ Mozilia Firsfox
« Internet Explorer
= Google Chrome
» Safan

Using an older or unsupported inlernet browser may lead o
web pages within the MNDHS system to not function as
intended. Pleass ensure you are using he mesl up-to-date
version of your internat browser.

From this page...

Required
UserName / Email Address

Password

Forgat Password | Unlack

OR

- Log in if you have an existing account (and jump to "submitting an application in these

instructions)
OR

- Create a new account by clicking the gray "Register as a new user" button (continue to next page

of instructions)
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Account Creation

After clicking "Register as new user" you will come to this page. Enter your data as requested, then click

the "Register" button.

*Note: if you choose to include your SSN your MN DHS Background Study Fingerprints will be transferable

to any future MN DHS Background Studies you are requested to complete by other organizations.

m

After clicking "register" the below pop up will appear. Click the "Confirm Registration" button

After confirming your registration, you will be prompted to check your email for a temporary password.
Please check the email address you entered on the previous, account registration, page. Close this tab.

m

DEPARTMENT OF
HUMAN SERVICES

New Providers: Do not use this background study site if First Name
you are in the process of establishing a NetStudy 2.0 |

account through the NETStudy 2 0 Onboarding process.
Use of your email address on this site will stop your
onboarding

ite of Birth
Information Required: Enter your correct information and Dl ’

current name and date of bin as il appears cn your legal
ntifi vith isk (" requ
identification. Felds with an asterisk (‘) are required Social Securty Number

Soclal Security Number: Your Social Security Number
(SSN) is not required However if you want your
background study determination to be avarable for other
entities you must provide your SSN now f you provide
your SSN to an entity in the future i1 many cases your Confirm Emarl
background study determination will transfer to that antty

Verify Your Information: Submission of inaccurate
mformation will cause your background study to be nvahd
You are not permitied to change the ragistration information
below at a later tme Double check that the information you Phone Type
enlerad s accurate before you continue

Confirm Registration

Please confirm that you want to create an Applicant Data Entry
Portal account by selecting "Confirm Registration.”

Confum Registration

X

DEPARTMENT OF
HUMAN SERVICES

samzierden@gmail.com is now Registered. Please check your email 1o retrieve your temporary password.

Back to Login page
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You should receive an email from dhs.netstudy2 @state.mn.us supplying you with your temporary password.

NS2 Notification: New User Account Login for Applicant Data Entry Portal - &
NETStudy2 Inbox x

dhs.netstudy2@state.mn.us OIPM 9 minutes ago) Y & :

wme »

You can now log into the NETStudy 2.0 Applicant Data Entry Portal at: https /netstudy2 dhs state mn us/Applicant.

Your usemame is the email address you used to register your account. Your temporary password is listed below:.
Password: SoNHFKS@

When you log into the NETStudy 2.0 Applicant Data Entry Portal for the first time. you will be prompted to change your password and set a security
question.

If have any questions or require technical assistance pleass contact the NETStudy 2.0 Support team at 651-421-6620 or by email at
dhs netstudy 2 @state mn us.

e

Caution: This e-mail and attached documents, if any may contain information that is protected by state or federal law. E-mail containing private or
protected information should not be sent over a public {nonsecure) internet unless it is encrypted pursuant to DHS standards. This e-mail should be
forwarded only on a strictly need-to-know basis. If you are not the intended recipient. please: (1} notify the sender immediately. (2) do not forward
the message. (3) do not print the message and (4} erase the message from your system

Once you have your temporary password, click the first link (https://netstudy2.dhs.state.mn.us/Applicant)
to navigate back to MN DHS Netstudy Portal to complete your account creation.

Log in with the email you provided and your temporary password.

m DEPARTMENT OF
HUMAN SERVICES

Please refer to the Applicant Background Study Instructions Required

form given 12 you by the prowvider requesting your UserName ! Email Address
background study if you have guestions. please email the
Minnesota Department of Human Services Background
Studies Division ¢hs netstudy2@state.mn us. Password:

To make sure you have best experience possible the
MNDHS system will support only the most up-to-date
version of the following internet browsers.

Foraot Password ¢ Unios
« Mozilia Firefox orgot Password : Uniock m

« Intemet Explorer
« Goagle Chrome CR
« Safan

Using an clder or unsupparted intamet browser may lead 1o

web pages within the MNDHS system to not function as
intended, Piease ensure you are using the most up-to-date
version of your internet browser.
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You will be prompted to read and accept the terms and conditions. DO so by checking the box in the
bottom left corner,and clicking the "Accept" button in the bottom right corner.

m DEPARTMENT OF
HUMAN SERVICES

icens to METSiumry 20 HETShdy 2.0 3 passeant protsched B 0§g0g i the webae v an auihorczed usermome and passicrd jou xre.
o teBging Inat wou understind ind agrea tahe foloveng

1) Bectachion of your pryale Iirmaton 15 CEDENIANt 3N 0L KESE /LT LeemIMe 3 Pasad confdental MCUONg LR Shiong paseans
ehanging ther regetaty. and At shaxing inem vih clhar

2,8 ascewsng HETS1y 20 you a7 acknouAndging o &e acomtsn a resinctd appicabon

3 “ou are entrel; respensbic for 31 ackies It ocour 60 e Ste under Jour ssemante

4 System usage vl Be mondred. recorded and subiect to R Unauthorzed use of 8.5y 3lem is prohiisd and may resdt @ cremmal ndor chel
penates

Preeacy ngbce Prior to inblatng /our BCKQIUNG s0vd please reviews The Mnnesola Depariment of Human Seriaen arvacy nofics inat 1o recere from
the provder B, agreeing 12 e syshen: torm o are | pavacy mokce,

“Adam Vealsh' enitd fosted Care background siuges Cummently. Backgrourd studes for ohild fester cave are incluced in METShudy 20 for tiation by a
Emied nunioer of ccurbes ard chic placement spencies These Background sludies are somebres refened fo as Adam Viaha siudis because of g
2ir0rsal requDmErs 1 3ppd; 10 ham wncer i 1SCBH ACAT V-0 I Frotecton and Salely St *Adam Walsh’ Backgrare whucks aro nct

processed thiouph thin seitrdated portal Contadt your scumly o privime fesnang apenc  réu deed 2 hagkground sy 1o provice this fosker care

Transteiabin backgr ¥ o background study  aasieiacie when al o e foliovng asoly

+ 0 N sbaybln DarkgIoumd Sy dokoTITahor

*ou choene 1o provide vour social vecurty rumEst for the backgrourd skacy

**our backipound study meudes ingerpints and 3 pholo in the HETStudy 2 0 8ystem

**ou are on 3 aregtam’s fewer of have separaled v six mching

*The backnround study request i3 submimed in NETStudy 20

* The pesdion 13 whieh ot backgrouee shucy w4l apgl; 16 14 e 3ame backgrauns Ty reguiements HOTE The same requisments 2ol for maet
Background stuges but for exampie. Cackgrownd viudes for chid foster care have addionad recurements |

Vool Comecneds You are feaponsicle for acaundint snierng ol requed CTmaRon 3 Mating 3une that tha niCAMason exaclty Matches ihe eatty
document at you val uee 12 De 9 i "m0t maich exactly you canncl 0o ingerpenied our Kentey
miemaon i) 30 be seefed by She sty iat aunmls the Backprcund sy

Upaated Informatian sformaton thal is upcaied n HETShdy 2 & moiudng your name address anc ofhar contact ang parsoral infmaton. o #vadadie
1028 entites ihal ;ou 19 2Miaten v or have been afftatod il Swough 2 HETSIudy 2.0 Backpround study

Ho refunds Tie bacigrouns sy fee i nanehandabie This inch ne ) request mcudes mcomect
#yon the requisd ke

By cilciang the check Do 7 acoept e Teime and COSBans of e End User ' ana P e
rderstand ana acoent e lime ad CONGRON 34 Lited 1 Ma ENd LUssr Licanise /graamant

iane of the End User Licerie Agreement | I

After accepting the terms and conditions you will be prompted to change your password, mind the
password rules noted on the right.

m DEPARTMENT OF
HUMAN SERYICES

Password Rules Current Passward

= Mustbe 3 - 16 characters, |
+« One or more uppercasa letters
= One or more lowercase lefters
Ona or more numbers
One or more special characters
Cannot reuse prior passwords

New Password.

Confirm Password:
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After changing your password you will be prompted to select your security questions. Please do so and
click the "submit" button.

m DEPARTMENT OF
HUMAN SERVICES

Please choose a securty question and provide the answer
This secunty question will be used 1o resat your password n
the "Forgot Passwo

Select a question below andlor edit the quastion text

Securty Question

Secunty Answer

Confiem Securty Answer

After submitting your security questions, you will be redirected to the homepage. From here you can start
your MN DHS Background Study Application.

m DEPARTMENT OF
HUMAN SERVICES

— @ . s 0 e i _

Walcome to the Minnesota Departmant of Human Services (DHS) Applicant Data Entry Portal

Pleass follow the instructons on the screens lo complete the data entry for your background study request. You must have the “Provider Number” to start
The “Provider Number” is on the Applicant Background Study insiruction sheet the enlity gave you lo use this portal

There are several screens in tha porfal but thay do not take long to complete You must completa all of the screens befere you submit your background
study request to the entry for review. After the entity venfies your background study information, the entity may submit it to DHS Upon submission of your
background study to DHS by the entity you will recaive an email to retrieve your fingerprint and photo authorization form

Thank you lor your intarest in working with chidren vulnerable adults. or people that receive heaith and human services.

Once provided with a Provider Number click Create Application to begin
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Submitting an Application

From the homepage, click the "Create Application" button in the bottom right hand corner.
m DEPARTMENT OF
HUMAN SERVICES

@ Your Security Questions have been updated.

Welcome to the Minnesota Depariment of Human Servicas (DHS) Applicant Data Entry Portal

Plgase follow the instruclons on the screens lo complete the data entry for your background sludy request You must have the “Provider Number™ to start
The “Provider Number is on the Applicant Background Study instruction sheet the entity gave you to use this portal

There are several screens in the portai, but they do not {ake long to complete. You must complete all of the screens before you submit your background
study request to the entity for review. After the entity verfies your background study information, the entity may submit it 1o DHS Upon submission of your
background study 1o DHS by the enbty. you will receive an email to relnieve your fingerprint and phelo authorizaton form.

Thank you for your interest in working with children, vuinerable adults, or pecple that receive health and human services.

Once provided with a Provider Number click Create Application to begin

You will need WSU College of Nursing and Heath Sciences provider number, it is INNN6P

m DEPARTMENT OF
HUMAN SERYICES

Enter the Provider Number” from the Applicant Background
Study instructon sheet. If you cannot locale the “Provider
Number " contact the entdy that gave you the instruction
sheet.

Provider Number:
GNNNEP

Enter your profile data and click the "next" button in the bottom right corner of the page. SOme data will
auot-populate from your account creation.

m DEPARTMENT OF
HUMAN SERVICES

o0 37 % 30083 57 y0ur 1893 SAIEIINGA ThE BASS, el vaeh, AT T ORmR0n |0 ANlE! HAITNE 0L 1R dentestan
o b esueit o DHS

S5 0t Bn wtene () 79 enausad Tho ietermabion balo 4 reourad 10r 3 SApaTDRALEaTat fEoard Ches
Race: ! you #4951 00010 Drowds s0uT 138 SEBCT kg’ ROT InR (rapTow

Middie name: You muadia ~ame 12 reured ¢ oy nave

Place of birth: ¥ you 09 20! rn0 wour

khadla Name

No Whodle Name




You will be asked to verify your identity by providing a government issued photo ID number. Do so and
the click the "Next" button.

m DEPARTMENT OF
HUMAN SERVICES

An expiration date is required if there is one on the Identity Document

document. If there is nol an expiration date, 'save this field
biank. Document:

Document #
ssung Authonty

Expiration Date.

N TN T

You will be asked to provide your physical address. Do so and then click the "Next" button.

DEPARTMENT OF
HUMAN SERVYICES

Enter your permanent address. For students, this may be .
your parents home address. You wil be asked lo enter the Addrass Line 1
address where you receive mail on the next screen.

Address Line 2
City
State County

nnesota

Zip Cede’

N T TN T

You will be asked to provide your Mailing address. This may be the same as your physical address, click
the "same as physical address" box or enter your mailing address. Then click the "Next" button.

*Note: this is where your Clearance Letter (proof of a cleared background check) will be sent.

m DEPARTMENT OF
HUMAN SERVICES

Enter your maiing address if different from your permanent
addrass if the address s the same cick the box Madng

Kailing Address 1s same as Permanent Address

Address s the same as Fermanent Address ~ Your

harkaraind ¢ty datermination il ha maded tn e aad,




You will be asked if you have lived outside of Minnesota in the last 5 years. Enter the additional state info or
check the box "I have not lived in another state during the specified time frame" box. Click the "Next" button.

m DEPARTMENT OF
HUMAN SERVYICES

If you have lived outside of Minnesota in the past 5 years
enter the information for each state and click ?Add this
previous address ? Repeat this process for additional
states If you have not lived cutside of the state in the past 5
years click the box ?! have nol lived in another stale in the
specified tme frame.?

Year Frem: Year To

Add thes previous address

111 hava not lived in anothar State during the specifed time
frame

et - B

Enter any previous names or aliases, click the "Next" button.

m DEPARTMENT OF
HUMAN SERYICES

Enter ali prior names and aliases inciudng maden names

First Name
have used or have been known by These a

the background study to be vald and are requ by iaw
After you enler sach name chck “Add I'vs akas ~ Repeal Middle Name
this process for each name or alas

If you have not been known by any other names or aliases Last Name

click the box ") have never been known by any other names

or aliases

| have naver been known by any other names or a%iases

T N T
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Reaffirm that you have or have not lived in a state aside from Minnesota, click the "Next" button.

m DEPARTMENT OF
HUMAN SERVICES

This page requests information about your role at the
Prowvider

Have you lived in any U.S state other than Minnesota anytime since

March. 2017

READ the right side. If you wish to check the provided registries for your name and provide additional detail as
to your presence on any list. Do so now. Click the "next" button to move on to payment as you are required to

pay for your background study.

m DEPARTMENT OF
HUMAN SERVYICES

NETStwdy 2 0 does an pulomatc search of the Minnesota
Nurse Aide Registry for negative findings. the federal Cffice
of nspector General (OIG) list of Excluded
Individuais’Enttes. and the Minnesota OIG Excluded
Indvrdua's ‘st You may check these registries yourself to
see if you are on these Ists and. if so, you can enter & nota
to the entity with an explanation

If you are required lo pay the background study fee, click
“Next” to procesd to the payment screan. If paymenl is not
required click “Finish™ fo submit your request to the entity to
raview

Registry  MN Nutse Aide Registry
Rasult’ Cleared
Checked Date: 03162022

Registry  MN OIG Exciuded Indwiduals
Resull. Cleared
Checked Date  03/16:2022

Add e

Registry  CiG List of Exciuded indwidua's Enlues
Result Cleared
Ch Date' 03162022
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Read the disclosure and indicate if you have been convicted of a crime. "Add Response" if you select yes to
provide additional details. Click the "Next" button.

m DEPARTMENT OF
HUMAN SERVICES

You are recaiving thia consent and disclosura farm hecause a background study was requested 1 be compioted on you This may be bacause you
appiied for a job of volunteer position owm or operata @ business. or ane in another position thal requires a background stugy to be submitted to the
Min Department of Huma: ices (DHS) under Minnesota Stahtes Chapler 245C As pant of this backgraund study DHS may request
records from sevaral sourcas. inciuding a fingerprint-based criminal histary chack through the Minnasola Buresu of Apprehension |BCA) of sacords
hald by the 8CA and Federal Bursau of Invastigation (FB!} For your background study to be compisted state snd faderal law requires that you
consant 10 tha study and provide infarmation about possitle criminal Ristory that could affact your background study dstermination

You recalvad the DHS Netice of Privacy Practices and FBI Privacy Statament from the antty that requasted your background atudy It provides mare
Information about how your information will be pratected and used It a'so includes information about your rights including that you may

- Obtain & copy of your bazkgraund check report
- Chaliengs the accuracy or compisteness of tha mformation contained in the background repart or record
- Receive notice of your appaal fights and instructions on fiow 10 comeete the appeals process.

You must complets and submit this consent and di process for your g study to continue. If you do not complets end
pravide your alacironic signatire your background study vl stop and the ety that submiliad the request vl be informed thal you cannol ba hired or
vaiuntear for tha pesition that requires tha backgraund study

If you have a crime on your record it will be reviewad by DHS staf and state lmw vell be followed to determine if you can work or volunteer Before your
background atudy 'a conplated. the entily thal submitied the study may chaose lo deny you access o persen:s) to vhon: the entity provides care The
ontity wif not receive this form or ba abie to view what you submt. The information you peavids is protected and used only as permitied by lav

Hyou have cartaln cimes an your recard depanding on what they are and whan they happened, you may stil pass your background study tn soma
cases, restrictions may apply and you will be informed If you have questiona about this form or your background study emalt
chs netstudy2@state mn us

If you have crimes 1o report, click “Add Response” to repon sach crime when prompted on the following screen.

| have been convicted of a crima:

Yas
Na

Check "yes" or "no" to provide consent for the background study. Click the "Next" button.

m DEPARTMENT OF
HUMAN SERVICES

Authorization Statement
Do you cansent to the DHS background study?

Yes
No

Type your name as an electronic signature, click the "next" button.

m DEPARTMENT OF
HUMAN SERVICES

Attestation and Signature:
By providing your electronic signature below you are agreeing that you

- Consent to a fingerprint-based background study that wili include a criminal record check in Minnesota and possibly a faderal crimina record
check

- Understand hal the criminal history information will be used by DHS for the purposs of a background study

- Read and understand the information in this consent

- Provided complete true and accurals information

Type your first name and last name 1o sign electronically. Your name must match your lega! dentification document Ciick submit to complete your
consent and disciosure requirement. Your information will be automatically sent to DHS

m - x




Payment

You will be directed to the screen below. Click the "Pay Now" button, DO NOT close this tab.

m DEPARTMENT OF
HUMAN SERVYICES

To pay Ine background study fee click ‘Pay Now " You must pay the background study tee befora your request wil' be submdied to the entily for review

Fee Name Payment

Background Check Fee 34200 Dus

Nowﬁ'-i"[,oc

[ | oo | s

From this page, click the "Complete Payment" button, DO NOT close this tab. You will notice that the "Submit"
button is grayed out and you are unable to click it until you have completed your payment. You will need to
return to this page after payment to submit your application.

m DEPARTMENT OF
HUMAN SERVYICES

Payment

To submit your background study request 1o the entity chck *Submt.” The “Submit button 's disabled until you compiete payment of the background study fee
o pay the background study fee:

1. Click “Compiete Payment” to go to the DHS Eleclronic Payment System The payment system will open in 2 new tab i your browser. You may need fo disable
our popup blocker if the payment porta! does not opan when you click the "Comgplete Payment” button

(2. On the DHS Electronic Payment System page, click “Register 1o create an account. This will save your payment information for future background studies. If
0u do not want 1o creale an account. click ‘Pay wilhout Registering

. After you complete the payment in the DHS Electronic Payment System you MUST RETURN fo this portal 1o submit your background study request to the
Ul bsaturn to the portal to submit your background study request. it will not be received by the entity
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A new tab will open with the MN Electronic Payment System. Click the "Register" or "Pay Without Registering"
blue hyperlinks below the red log In button and follow the prompts to pay for your background check.

DEPARTMENT OF
gl Payments

Welcome to the Electronic Payment System

Please enter your User 1D and Password and click Log In.

Jsee ID Eorgot Your User ID?
Password Forgge

Register

Ravwithout Registering

Customer Service Halp Privacy Policy & Sacurity

Make sure to click the "Confirm" button on the "Review Payment" Page. You have not paid until you see a
"Confirmation Number" and you receive a conformation email like the one below.

Zierden, Sam

From: State of Minnesota Department of Human Services <epaynoreply @usbank.com:>
Sent: Wedne:zday, March 16, 2022 1:50 PM

To: Zierden, 5am

Subject: Payment Confirmation for NETStudy 2.0

*2= p| FASE DO NOT RESPOND TO THIS EMAIL ***
Thank you for your payment.

This emrail is to confirm your payment submitted on Mar-16-2022 for NETStudy 2.0.

Confirmation Number: REDACTED

payment Amount: sa200 Now $ 7,00
Scheduled Payment Date: Mar-16-2022

Amount Due: $42.00

Payer Name: Sam Zierden
Credit Card Number: RECACTED
Credit Card Type: REDACTED
Approval Code: REDACTED

Merchant: Minnesota Dept of Human Services

Website:

https://nam02. safelinks. protection.outicok.com/Puri=http%3A%2F%2Fmn.govia2Fdhs a2 F&amp;data=04%7C01%7Csam
Zierden%e40winona.edu%%7C93e1bc2dd 7f34d6f1c2208da077dd2 1c%7C5011c7c60ab446ab9efafae74a92 1a7f9:7C0%7C0
%7C637830534222735359%7CUnknown%7CTWFpbGZsb3d8eylWijoiMT4wLIAWMDAILCIQ)joiv2luMzliLCIBTI6 k1haWwi
LOUXVCIEMN0%:3D%7C3000&amp; sdata=9ja0XHKekCAUBS 2 XVIBdmotOpERRf3hneNTPASSpi2s%3D&amp;reserved=0

i you have questions about this payment or need assistance, please view the payment online at
https://nam02.safelinks. protection.outicok com/?uri=https%3A%2F%2 Fnetstudy2 .dhs state.mn.us%2 F&amp;data=04%
7C01%7Csam.zierden%40winona.edu%7C93e1bc2dd 7f84d6f1c2208da077dd21c% 70501 1c7c60abdabableféfae74a021a
7P67C0%7C0%7C637830534222736359%7 CUnknown ¥ 7CTWFpbGZsh3dSey) WijoiMCAWLAWMDAILCIQljoiv2luMziLCIB
TH6IkLhaWwiLCIXVCIEMnO%3D%7C30008amp;sdata=3 1X8uYq% 2 Bg6XE1%2B2MFwVsXwS5ImOrtEFR|jX8FDARPHg%3D&
amp;reserved=C , or call Customer Service at (651)431-2002.

Thank you for using the Minnacota State electronic payment system.

U.S. BANCORP mrade the following annotations

Electronic Privacy Notice. This e-mail, and any attachments, contains information that is, or may be, coverad by
electronic communications privacy laws, and is also confidential and proprietary in nature, If you are not the intended
recipient, please be advised that you are legally prohibited from retaining, using, copying, distributing, or otherwise
disclosing this information in any manner. Instead, please reply to the sender that you have received this
communication in error, and then immediately delete it. Thank you in advance for your cooperation.
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Return to the previous tab, you will see a banner above the "Payment" title, that says "Your Payment is
Complete", now click the "Submit" button.

m DEPARTMENT OF
HUMAN SERVICES

Your payment is compiate.

0 submit your background study requasl to the entity. chek “Submit * The "Submit” button 's disanled untl you completa payment of the background study fes
© pay the background sludy fee:

- Click “Compiete Payment” to go 1o the DHS Electronic Payment System The payment system will open in a new tab in your browser You may need 1o disatle
our popup blocker if the payment portai does not open when you click the *Compiete Payment” button

2. On the DHS Electronic Payment System page. click ‘Register’ to create an account. This will save your payment information for future background studies If
fyou do not want fo creale an account, click “Pay without Registerng.”

3. After you complete the payment in the DHS Electronic Payment System you MUST RETURN to this partal to submit your background study request to the
entity if you do not return ta the portal to submit your background stucy requaest. it will not ba received by the enlity

You will be redirected to this page where the banner above the "Home" title says "Your application has been
sent to the provider for review". At this point WSU must verify and finalize your application.
YOU ARE NOT DONE YET

m DEPARTMENT OF
HUMAN SERVICES

)
" Your apptication has been sent 1o e prowider {of review.

Weicome lo the Winnesola Department of Humen Services |DHS) Applicent Data Enlry Porta!

Pleass follow the instructions on tha screens te complate the data entry for your background study cequest You must hava the Provider Number” to start
Tha Provider Number fs on the Apaficant Badkgrouna Study nstruction shaet the ently gava you o usa this portal

Thara ars sevaral scraens in tha portal but they do nottake 'ong to complata You must completa aii of tha screans bafore you submit your background
study request 1o the entity for ravievs After the entity ver fies your background study information. the entity may submill itto DHS Upen submission of your
background study ts DHS oy the antity you wil receiva an emall 1o retieve your Sngerprnt end pnoto authorizetien form

Thark you for your intarest in working wéth childrer. vulneratie acta or people that recelva hesith and numan services

Application(s) In Process
Application #: 2526827

provider: WINONA STATE UNIV-COLL OF NUR & HEALTH SCIENCE
{940085)

Submittad Date: £ 162022

Status. Not Yat Submitted

Onca provided vith a Provider Numbar ciick Creats Application to begin

Page 14



Finalizing the Application - WSU

After WSU finalizes your application (this is a manual process and may take up to a week to occur. Please
be patient)you will receive 2 emails. One from dhs.netstudy2@state.mn.us and one from
nobody@uemail.identogo.com. YOU ARE NOT DONE until you download your "Clearance Letter".

MN DHS email informing you your application has been finalized by WSU.

ACTION REQUIRED- Your background study request has been submitted - a8 &z
NETStudy2 Inbox x
dhs.netstudy2@state.mn.us @ 1013AM Dminutesag0) Y € @

tome =

Your background study request was started by WINONA STATE UNIV-COLL OF NUR & HEALTH SCIENCE (900085). In order for your
background study to be completed you will need to make an appoiniment and be fingerprinted. You will receive an email from IDEMIA/IdenteGO
with a link to complate a short pre-enroliment for fingerprinting. Attached Is a copy of the Department of Human Services Privacy Notice and FBI
Privacy Statement. You should have also received these from the antity that is requesting your background study.

If you have any questions, please email the Department of Human Services Background Studies Division. at dhs netstudy2@state mn us or call
651-431-6620.

B MNDHS Privacy No 4
IdentoGO email asking you to schedule your fingerprints and photograph. Click the "Click here to schedule your
appomtment hyperlmk

Identooo Service t:orulrma!lon MN DHS Background SIudy

nobody@uemail.identogo.com <nobody@uemal idenlogo com> Thu Mar 17, 2022 &t 10 ‘BAM
To The emall you registered with

IdentoGO

Slﬂk:tDttdh

Cuslomer SAMANTHA Z,

Background Study 1D REDACTED

UE ID REDACTED

Sarvices

nr::'lznsmcwnmd‘sww gg Now 513.50 as of March 30, 2026

Payment s made al the bme of the serice

We accep! the following metheds of payment Authorization Code
Business Check, Money Order Credit Card Debit Card, Pessanal
Chack, and Cashiers Check

Cash will not be sccepiled

Status as of 03/17/22

PreEnrolied
You have successfuly pre-enrolled.

You need to do the ollowing for your background study .

1 Click on the link to complate the pre-enroliment scraens and schedubs a ime to be fing d and p
2 Check lo find any additional emais that fo ok fike this one but thal have a dfferent UEID number If you have mote han one of thesa emails, th law 18qu2188 you 1o be fingerprirted mote than once for
different jobs or positions

* I the emails have difierent UEID rumbers. give the fingerprint lechnician o of the numbers when you go to be fingerprinted.
+ You only need lo schedula one linger print appoisiment

i you have ions about the pre- iim pmc“i or nud 1o wme vuw hmrm mdphm :wumml overthe phone. please call IDEMA s Cail Ceniar al a.u 5568505

Click here 1o srhcdu‘o You! app ointment Page 15



On the IdentoGO Site you will be asked for your EU ID (if you clicked the link it may autofill, if not it is in your
confirmation email from IdentoGO) and Date of Birth. Fill those in, and click the "Next" button.

IdentoGO .

27THNRS - Minnesota Employment - Conditional FBI Check

s ;

Please enter your information below (lelters, spaces. hyphens (-}, and apostrophes ) are aliowed in name fields) Then click Next 16 check the status of your service
o Cancel to exit

Reguired Fiells

' I

LIE .
Ut i 7 vale o

Birth
UE ID " Date o? Birth
REDACTED !

o)

Select the form of ID you will bring to your fingerprint appointment, then click the "Next" button.

27HNRSG - Minnesota Employment - Conditional FBI Check

Docimerds

Regureo Felds
Piease select the required documents ta bang te your enrciiment. Then chick ‘Nest' 1o continue or 'Cancer to exit

Document
-- Choose Cne — v
Does the name: yeu an e.‘l'n!r'\g under mateh e name on all documents selectaa? O Yes No
x Next ¥

Search the area in which you want to find a fingerprint location. Then click the "Next" button.

IdentoGO e
27HNRS - Minnesota Employment - Conditional FBI Check

i

Enter 2 Postal Code, City, Airport Code or Special Location Access Code to search for a location to schedule your appointment. After selecting a location. click 'Next' ta
contnue or ‘Cancel' to exit

Reguired Fields

Nots: YGUr ragIstialion is not yer complets You mus! SH8C! 3 10CINON. 25 wall as 2 AaletIme on the IGI0WING DAgES HAOM 10 IECEnING YOUr appantment confiimation

Search for an Enroilmant Center by Postai Code, City and State, or Awport Code. Number of Results: 5 ¥

I

Page 16
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Select the day and time you would like your appointment. Then click the "Submit" button.

identoGO

27THNRSG - Minnesota Employment - Conditional FBI Check

Reguired Fisids
Seiect a preferred date and tme for your appomtment at the specified lacation Then chok ‘Submit ta fonfirm or ‘Gancel 1o axit | youl are unabie to maks an
appaintment for the available times or all appointments are booked. click the Back bution below, to select another locatior

English -

Appointment Date and Time (first ava by def
Select Date Select Time
-- Choose Cne — v -~ Choose One — v
Location Details:
?

197 2 1ewndRR Afgha aneved

After confirming your appointment, you will receive another confirmation email from IdentoGO. Make sure to
bring the ID you chose as your verification ID to your appointment.

After your Fingerprint appointment, log back into your MN DHS Netstudy account.

. ~ (1] o
( D [ ® 0 are man AN a0 Konitnhe biue earance | e

y DEPARTMENT OF
HUMAN SERVYICES

\Welcome 1o the Minnesota Dapartmant of Human Servicas (DHS) Applicant Data Entry Portal.

Priease follow the instructions on the screens to compiete the data entry for your background study request. You must have the “Provider Number 1o start.
The “Provider Number” is on the Applicant Background Study instruction shaet the entity gave you to use this parta

There are several screens in the portal but they do not take long to complate. You must complets all of the screens before you submit your background
study request to the entity for raview. After the entity verifies your background study information. the antity may submit it to DHS Upon submission of your
background study to DHS by the entity you will receive an amail to retrieve your fingerprint and photo authorization form

Thank you for your interast in warking with children, vuinerable adulls, or peopla that raceive haalth and human services

Completed Application(s)

Below are you submitted applications
Application # 2526927
provider: WINONA STATE UNIV-COLL OF NUR & HEALTH SCIENCE (500085)
Submitted Date. 03/17:2022
Status’ Eligiole
Documentis)
iment Name Added By

State User

03718/2022

Clearance Letter.pdf

Once provided with a Provider Number. click Create Applicafon to bagin




