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First Time 
Login 

Instructions



1. Check your email for a 
temporary password. 

2. It will be emailed from the 
CCHRS System and expires in 24 
hours.

3. Enter your Username and 
Temporary Password. 

4. Click Login to continue. 

Click on the Registered Agency Link: 
https://ct.flexcheck.us.idemia.io/CCHRSPublic

https://ct.flexcheck.us.idemia.io/CCHRSPublic


First Time
Token Box Value 

Enter the text
“onetime” 
in the token box.



Printing the Token Sheet

• Print and save your unique 
Token Sheet.

• There is one token sheet per 
person.

• Print and save the token sheet 
in an accessible format for 
future use. 

• You will need the token sheet 
every time you log into the 
CCHRS.

• You will not be able to log into 
the CCHRS, if you do not print 
your token sheet.

Click here to print Token Sheet

Token Sheet



Setting Up Your Profile

1. Enter temporary 
password as old 
password.

2. Create and re-enter your
own password.

3. Create your own security 
questions and answers.

4. Click Save. 
5. You will be logged out of 

the system automatically.



Successful Login-Step 1

1. Click on the Registered 
Agency Link: 
https://ct.flexcheck.us.
idemia.io/CCHRSPublic

2. Enter your username.
3. Enter your own 

password.
4. Click Login.

https://ct.flexcheck.us.idemia.io/CCHRSPublic


Successful Login-Step 2
Enter the correct value from the token sheet into the token box.



Successfully Login

1. Upon successfully 
logging into the 
CCHRS, you will see 
the Full Search 
Screen.

2. Click the Name DOB 
Check tab to begin 
your name-based 
criminal history 
search.



Requestor 
Information Form

1. Enter YOUR information. The 
CCHRS records who is 
requesting the search.

a. Last Name
b. First Name
c. Street Address
d. City
e. State
f. Zip/Postal Code
g. Phone

2. Click Submit Form



Single 
Searches



Enter Search 
Information

1. Enter subject 
information. 
a. Last Name
b. First Name
c. Date of Birth

2. Click Save & Submit



Submit Search 
Information

1. The search will 
appear at the top of 
the page.

2. Click Submit This 
List.



Confirm Payment Summary
Confirm the payment amount and click Continue.



Payment Process

1. Confirm amount and enter 
credit card information to 
process the payment. 

2. The vendor charges 3% per 
transaction.

3. Name-based searches are 
not connected to the 
automatic payment source 
for fingerprint-based 
searches. Therefore, credit 
card information will be 
required for each 
transaction.



Paid Search 
Confirmation Page

1. Once the payment is 
processed, you will see 
the search confirmation 
page with transaction 
numbers for each search.
2. Transaction numbers 
for name-based searches 
begin with the 2-digit 
year and the letter R.
3. Click on Close Window



Find Search Results

1. Enter any
combination of first 
name, last name, 
date range,  and 
click Submit Query. 

OR
1. Enter the 

transaction number 
and click Submit 
Query.



Select Search Results

Click on the desired subject 
name to see the criminal
history record.



View Search Results

Click on view 
to see the 
cover letter 
and criminal 
history, if there 
is  a record.



Sample Search Results

1. CCRHS generates a cover letter for all 
search results. 

2. The criminal history results will be 
included with the cover letter.



Multiple  
Searches



1. Enter subject information.

2. Click Save & Add Another

3. All searches will appear at the top of 
the page.

4. Click Submit This List when all 
subjects are entered.

Enter Multiple Search 
Information



Confirm Payment Summary

Once all searches 
have been 
submitted, you will 
get a Payment 
Summary Page.

 Confirm the 
payment amount and 
click Continue.



Payment Process

Enter credit card information and pay for the searches.



Paid Search Confirmation 
Page

1. Once the payment is 
processed, you will see the 
search confirmation page with 
transaction numbers for each 
search.

3. Click on Close Window



Find Search Results

1. Enter any
combination of first 
name, last name, 
date range,  and 
click Submit Query. 

OR
1. Enter the 

transaction number 
and click Submit 
Query.



Select Search Results

Click on the desired 
subject name to see 
the criminal history 
record.



View Search Results

Click on View 
to see the 
cover letter 
and criminal 
history, if there 
is  a record.



Sample Search Results

1. CCRHS generates a cover letter for all 
search results. 

2. The criminal history results will be 
included with the cover letter.



Batch  
Searches



Submitting Batch Searches

Click Batch Upload to 
begin the Batch 
Submission Process.



Upload Batch

1. Click the click 
here hyperlink to 
get batch upload 
instructions, if 
necessary.

2. Select or upload 
your batch 
search file.



Batch Upload Confirmation 
Screen

1. All searches will appear 
in the next screen.

2. Confirm the list and 
click Submit This List.



Batch 
Upload 

Payment 
Summary

Once all searches has been 
submitted, you will get a 
Payment Summary Page.



Paid Search Confirmation 
Page

Once payments have 
cleared, you will see 
the search confirmation 
page with transaction 
numbers for each 
search.



Find Search Results

1. Enter any
combination of first 
name, last name, 
date range,  and 
click Submit Query. 

OR
1. Enter the 

transaction number 
and click Submit 
Query.



Select Search Results

Click on the desired 
subject name.



Questions?
DESPP.audits@ct.gov
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