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LOGGING ON TO YOUR ACCOUNT

1) To access your account, please visit our website at http://www.ncsisafe.com and enter your user 
name in the “Account Manager Login” section on the lower left-hand side.

2) Once you enter your user name, it will ask for your account password. Please enter it in the 
space provided. 

http://www.ncsisafe.com/


3) Once your username and password are entered and accepted, you will need to click to agree to 
the terms of use. You will be prompted to agree to the Terms of Use Agreement each time you 
log into your account.

        



   You are now logged into your Account Manager Home

4) You are now at the Account Manager Homepage. Here you will be able to access the different 
areas of your account. You can always return to the Account Manager Homepage by clicking on 
“Account Manager Home” above the “Logout” button.



VIEWING BACKGROUND CHECK DETERMINATIONS

5) From  this  page  you  can  view  the  determinations  of  background  checks  that  have  been 
completed. When you are viewing determinations it will show them in three different forms, 1.) 
Pending  (no  determination  has  been  made  yet);  2.)  Green  Light.  3.)  Red  Light

From this screen you will be able to view the results of all applicants’ determinations. If the 
background screening has been completed, you can click on their name to print a one-page Red 
Light or Green Light report. You will also be able to deactivate applicants who are no longer 
with your organization.

The filters along the top of this page allow you to limit the results by date range, Green Light, 
and Red Light results. If you want to search for a specific person, you can type in their last 
name. All filters are applied by clicking on the “Apply Filters” button.





EDIT ACCOUNT SETTINGS

1) The account manager homepage, click on “Edit Account Settings” Under the Quick  
Links.

2)  The three tabs at the top of this screen will allow you to manage your account  
information, mailing address, credit card information, and manage users on your  
account

EDITING ACCOUNT SETTINGS

Organization Information Tab
In this section, you will be able to update your mailing address, phone numbers, and other 
organizational information.

Billing Information Tab
If you pay for our background check services by credit card, you can update you credit card 
information in this section.

Note: If you pay by check, please ignore this section.
1)  The  account  manager  homepage,  click  on  “Edit  Account  Settings”  Under  the  Quick 
Links.
2)   The  Three  tabs  at  the  top  of  this  screen  will  allow  you  to  manage  your  account 
information and mailing address, credit card information, and manage users on your account

User Information
This section will allow you to add additional users to your account and disable users who 
are no longer with your organization.

To Add Additional Users:



1) Scroll  to  the  bottom of  the  webpage  and  click  on  “Add New User  For  My 
Organization”. 

2) Complete the name, email, telephone numbers, User ID, and password for the 
new user.

3) Select the Access Level of the user.
4) Click “Saves Changes” at the bottom of the page.

To Disable Existing Users:
1) From the User Information tab, click on the “Edit” button next to the user to be 

disabled. 
2) Scroll to the bottom of the page and click on the “Disable This User” button.
3) Click “Saves Changes” at the bottom of the page.

CLIENT UPDATE ANNOUNCEMENTS

As  we  add  additional  tools  and  new  features  to  our  website,  we  will  update  the  Client  Update 
Announcement section of our website. This will provide useful information on the functionality of the 
website and our programs. You will also be able to view archived announcements through this link.



COMPLETING BACKGROUND CHECKS

1) To complete a background check for an applicant, the applicant will need to visit our website 
(http://www.ncsisafe.com) and click on “Background Check Self Registration”.

http://www.ncsisafe.com/


2) The applicant will need an 8-digit Self Registration Number to complete the background check.



3) Once they enter the information above it will begin to ask them a series of Identification 
questions. The questions must be filled out completely or the page will not move on.

4) If they have been known by any other legal name, they must select yes to “Are there any other 
legal names you are or were known  by? (Minimum 5 year history). When they answer yes, it 
will require them to enter additional name information. They must fill out the complete name 
history for the page to move on.



5) After completing the Identification Information they will move on to Address History.



6) In the address history they must provide complete information or the form will not let them 
move on. This includes full time period information as well as physical and mailing addresses if 
they are not the same.



7) Once fully completing the information they will move on to criminal history page.

8) On the criminal History page, if they answer yes to any of the questions, they will be required to 



fill in the information requested. 



9) Once they have completed all the information required, it will ask them to check their 
information entered and certify that the information is correct.



10)    After they certify that the information they entered is correct, they will need to give their 
consent and Authorization to the background screening.



11) After giving their consent and authorization it will give them a applicant ID number that is 16 
digits, this number can be used to when contact us about any issues with their background 
screen.



PROVIDER TABLE

The  Provider  Table  lists  our  sources  of  information  in  each  state.  Such  examples  may  include: 
Department of Corrections, Administrative Office of Courts, District Courts, etc. If you have questions 
on the source of our background check information, please check this table for more information.

CONTACTING NCSI

1) You may send an email to Client Services directly from the website by clicking on “Contact 
NCSI Representative” on the Account Manager Homepage.



2) Alternatively, you may also contact us by mail, telephone or fax:

Address: National Center for Safety Initiatives
Attn: Client Services
PO Box 39008

 Cleveland, OH 44139

 Toll Free: (866) 833-7100 

 Phone: (440) 542-9690 

 Fax: (440) 542-9833


