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﻿Pennsylvania State Criminal History Record Instructional Screenshots

1. PA State Police Website: 
http://www.psp.pa.gov/Pages/Request-a-Criminal-History-Record.aspx


2. [image: ]Scroll down to section 1. Online Request and click on the link marked Pennsylvania Access to Criminal History (PATCH) Web Site.

3. Scroll down to the Credit Card Users section and click on Submit a New Record Check.
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4. At the bottom of the page, Accept the Terms and Conditions.  
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5. Reason for Request: Employment; Volunteer = $0 charge once every 5 years.
6. Enter your personal information: first name, last name, address, country, phone number.
7. Click Next.
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8. On the Personal Information Review screen, click Proceed.
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9. On the Record Check Request Form screen, enter your personal information: name, social security #, date of birth, sex, race, aliases and/or maiden name. 
10. Click on Enter This Request
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11. Click on Finished for one request.
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12. A Request Queue screen will appear.  Click on Submit.
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13. Enter your personal credit card information and click Next. This is an old screenshot – you will only be charged $8 under the current laws. If you completed this for “Volunteer” purposes, there will be no charge (once every 5 years).
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14. Click Submit. 
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15. On the Record Check Request Results screen, write down your Control Number for future reference (if you need to check the status of a report). 
16. Click on the Control Number hyperlink to view the details of the report. 
17. Click on Certificate Form hyperlink. 

[image: ]






18. Save the certificate.  Click on the word ‘Save” in the top right corner.  If you cannot save it as a PDF file, please Print the certificate.
Note: once viewed, you will have no further access to the document. 

19. [bookmark: _GoBack]Scan the document as a PDF.  The PDF version obtained directly from the epatch website it encrypted.  It needs to be printed and scanned to remove the encryption.  Another option is to ‘print’ or ‘convert’ the saved PDF to a new PDF.

20. Upload the un-encrypted PDF certificate to your CastleBranch account.  
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Record Check Request Form

Please enter as much information as possible for the individual you would like to perform a background check on.
First and middle names may NOT contain numbers, hyphens, apostrophes, dashes, or any other non-alphabetic
characters. Last names may contain dashes. Fields marked with an * are required. To submit multiple requests, click
the "Add Request” button. When finished entering requests, click the "Finished" button.

First Name:
Middle Name:
Last Name:
Suffix:

Social Security #: (00000000x) (Highly recommended)
Date of Birth: / / (mm/dd/yyyy) *
Sex: Unknown | ¥

Race: Unknown v

Aliases and/or Maiden Name
First Middle Last/Maiden
Alias 1

Alias 2
Alias 3
Alias 4

Enter This Request
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Enter This Request

View Queued Record Check Requests(1)
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Payment method: Credit Card Only!

Add Request
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Credit Card Information

Please fill in the following form with the credit card that you would like to charge for these background checks. Fields
marked with an * are required.

Your account will be charged a total of $10.00 dollars.

Cardholder First Name:

Cardholder Last Name: *

Address Line 1: *

Address Line 2:

City: *

State: ~Selecta State - [ *

Zip: *

Country: United States v
Credit Card Type: Dvisa © Discover © Master Card ©) American Express *
Credit Card Number: *

Expiration Date: —Month —[] * [~ Year - [¥] *

Credit Card Verification Number: *
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If the status is "Request Under Review" it will take from two to four weeks
for the status to be updated to "No Record" or "Record". "No Record"
status should be printed out at your printer. "Record” status will be mailed
to you.
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Certification Form
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There are two methods of requesting a Criminal Record.

1. Online Request
The Pennsylvania State Police has also established a web-based computer application called “Pennsylvania Access To Criminal History,” (PATCH) Using this
system, a requestor can apply for a criminal background check on an individual. Eighty-five percent of the time, “No Record” certificates are returned immediately

through the Internet to the requestor.

Pennsylvania Access to Criminal History (PATCH) Web Site




