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Select “Public Access” 
Click “Submit Request” 

• If you have already requested a background 
check, and need to again access the results, 
click on “Review Results of Prior Search” 

• Be sure to have your “Order Reference 
Number” saved someplace 



 
 

 
 
 
 

• Once you Click “Submit Request,” a 
security warning will pop up 

• You will not be able to move forward 
without acknowledging that you accept 
the conditions of the security warning 

• Check the box and click “Continue” 



The next page will ask for your personal information. Please take your time and make sure that all 
information provided is accurate. 
 

 
 
 



Background Request Type will be “General”   
 
 
 
 
 
 
 
 

 
Complete all Required fields. Although not marked as “Required,” providing your Social Security Number 
will guarantee the most accurate results. 
 

 
 
 

If you have gone by any other 
names, click on “Add Alias” 



 
 

You will be able to enter additional names 
(Maiden names, abbreviated names, etc.) as 
aliases. 

Once you have entered all required 
information, click “Continue 



Wisconsin Department of Justice background checks cost $7 
 

 
 

 
 
 
 
 
 
 



The site will redirect you to U.S. National Bank e-Payment Services. 
• You do not need to create an account in order to submit payment. 

 

 
 
 
 
 

Select “Pay Without Registering” 



 
 

Enter your information.  
• Again, please take your 

time and make sure that 
all information provided 
is accurate. 

 



 
 
 

 
 
To Pay by Checking or Savings… 

 

Select your method of payment 



To Pay by Credit/Debit Card… 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Review Your Payment Information 
 

 
 
 
 
 
 
 
 



 
 

If your information looks correct, click “Confirm” to finalize the payment. 
 
 
 
 
 



 
 
 
 

Select “Continue” to return to the 
Wisconsin DOJ page 



The Background Check Request has been submitted. 

Click on “View Results” 

Be sure to write down your "Order Reference 
Number" if you plan to check back later.



 
 

Results may take a couple minutes to appear. If it is still listed as “Queued,” try checking back later.  
 
Depending on the traffic the website is experiencing, it may take a day or two to finally view the results. 
Result Status will change to “Ready” once they are available. 
 
 
 
 
 
 
 
 



 
 
 

Once results are ready, click on “Results” 
 
 

You cannot continue until you indicate that you understand the “Explanation About How to Understand 
this Response.”  
 
Click “View Rapsheet” 
 

 



Results of the Background Check will look like the image below.  
• If “No Record Found,” print only the first page 
• If there are records, print ALL pages 

 

 
 



 

What to do with your Results? 
 

• Save a copy for your records! 
 

• If you are completing the Background Check for EDUC 205 or EMB 
o Deliver one copy of the results to the Office of Field Experiences, 464 CPS 
o Make additional copies for any school/district that requests them 

 
• If you are completing the Background Check for any other Practicum 

o Make copies as needed for any school/district that requests them 


