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Sign In Page & Navigation Menu 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Navigation Menu: 

1. Home – CHRS: Takes you to the CHRS Home Page. 

2. CHRS FAQ: The FAQ provides answers to questions regarding how to use the application, disclosure 

policies, cases not reported, etc. 

3. ACH Originating #s: Provides information about ACH Origination Numbers you may need to report to 

your bank prior to submitting searches. 

4. Earliest Available Year for CHRS Data: Shows how far back your search can go per county. 

5. User Guide: Provides instructions to assist users on navigating CHRS. 

6. Contact Us: Provides contact information for CHRS including email, address, and business hours. 

Sign In Screen: 

7. Message Board: Used to inform customers of office closings, interrupted service, and special 

notifications. 

8. Create Account: You are required to create an account before submitting an NYS search request. 

9. Sign In: If you have an account, you can log in by entering your Username and Password, then clicking 

“Sign In.” 

10. Forgot Password or Username: Emails users their forgotten username or resets their password. 
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Create Account: Account Information 
 

 

 

1. Public Account 

a. Anyone can create a Public Account and access CHRS immediately upon account creation. 

b. Can only pay via debit/credit card. 

2. Corporate Account 

a. Users must apply to create a Corporate Account (explained on next page). 

b. Application takes one business day. 

c. Can pay either through ACH payment or debit/credit card. 
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Create Account: Corporate Account Introduction 
 

 
 

1. Requirements: To create a Corporate Account, you are required to have used this service within the 

last 6 months, with a total of 5-10 searches at minimum. 

2. Search Cost: Criminal History Record Searches cost $95 per name. 
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Create Account: Public Account Setup  

 

 

 

1. Name Information: Please provide your full first and last name (middle initial optional). 

2. Address Information: This will be used for your billing information. Address must match your billing 

address on file with the banking institution you intend to use to pay for the NYS search. 

3. Email Address: Used to send the CHRS Search Request Receipt and CHRS Results (Status Report and 

CHRS Criminal Disposition Data Sheet).  

4. Next: Continue to set up your username and password. 
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1. User Information: Please note your username and password for future search requests. Be sure to 

follow the username & password policy stated at the top of the screen. 

2. Next: Continue to the Verify Information page. 
 

 
 

3. User Information: Check your information to verify that your billing info, email address, etc. are all 

correct. 

4. Create Account: Your account will be created and allow you to sign back in for future search requests. 
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Home Page 

 
 

After creating your account or signing in, you will be taken to the Home Page. This allows you to view your 

account information, start a new search request, and view your history. 

1. Account Information: Displays the account information that will be used for billing and to send you 

your receipts/results/etc. 

2. New Search: Allows you to begin the search request process.  

3. View History: View your receipts, results, and statuses of past search requests.  

4. View Account: View or edit your account information, such as your address, phone number, email 

address, and password.  

2 3 4

1

3

4

2



7 
 

Search Request: Quantity 
 

 

 

1. Submitting a Search Request: Please read carefully! If you encounter a technical or system error while 

attempting to submit a search, do not re-submit your request: contact the CHRS Unit. Resubmitting 

your request may require you to pay twice for the same search.  

2. Name Quantity: Enter the number of searches you want to submit. 

a. Public Account: maximum of 5 searches per request. 

b. Corporate Account: maximum of 50 searches per request. 

3. Next: Click “Next” to enter the Full name(s) and Date(s) of Birth (DOB) of the individuals you want 

searched, and/or the names of the companies you want searched. 
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Search Request: Search Entry 
 

 
 

 

1. Search Information: Search criteria information. 

2. Name Information: Enter the individual’s full Last and First name. Reference the “User Guide” for 

instructions regarding variations of last name formats (e.g. dual, hyphenated, apostrophe, etc.) 

3. Date of Birth: You can enter the individual’s DOB using the specified format (mm/dd/yyyy). 

4. Suffix: Enter Jr., Sr., III, etc. if applicable. 

5. Company Name: Use this field to conduct company searches. Leave the remaining fields blank. 

6. Next: Continue to the Payment Information page. 
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Search Request: Payment Information (Debit/Credit Card) 

  

  

Only Corporate Accounts have the eCheck option 

Select “Credit Card” to make a debit/credit payment 

You can only use Visa, MasterCard, 

Discover, or American Express for 

your credit/debit payment 

Click for CVV 

information 

Enter your 

debit/credit 

card number, 

expiration 

date, and CVV 

code 

Enter the name 

and address 

associated with 

your card 

Required 

Click to go to the 

Verification Page 
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Search Request: Payment Information (ACH) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the name and 

address associated 

with the bank 

account you  

are using for the 

transaction 

Required 

Click to see where you 

can find your Routing 

and Account Numbers 

Enter 

Routing 

and 

Account 

Numbers 

Select Account Type 

For ACH payments, select eCheck 

Click to go to the 

Verification Page 
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Search Request: Verification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Last chance to change any 

information before payment! 

Click to save your 

payment 

information for 

future searches, 

avoiding re-entry 

of information. 

 

Nicknames are used to label saved payment options 
Checking this 

will save this 

account as 

your default 

payment 

option for 

future searches 

Payment Breakdown 

displays the number of 

searches and total cost 

including service fee. 

Required 
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Search Request: Saved Payment Option Example 

 

 

  

For future searches, if you have saved 

a payment option, the saved option 

will appear here. To verify that it is 

the correct option, it will display the 

Nickname you chose, the last 4 digits 

of the card/eCheck, and the 

expiration date.  
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Search Request: Complete 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

1. Download Receipt: Keep for your records. The receipt includes important information about your 

record search and payment (example shown on next page) 

2. Job ID: Please reference the Job Number when inquiring about search status.  

3. Account Settings Updated: Confirmation that your payment option was saved and may be used for 

future searches. You can manage and view your saved payment methods via the My Account page.  

4. Return Home: Brings you back to the Home page. 

5. Search Again: Begins a new search request. 
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PDF Receipt Example 
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Email Receipt Example 
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History & Receipts Page 

 

 

 

 

 

 

 

 

 

 

 

 

1. History & Receipts Tab: When your search results are ready, you can access your documents by 

clicking the History & Receipts tab on the lefthand navigation menu or on the Home Page. 

2. Job ID: Reference the Job ID provided on your receipt. 

3. Receipt: View your receipt as a PDF (receipt example shown on Page 13).  

4. Job Status: View your Job Status report. This report provides information about whether any names 

searched were found to have a criminal history (example shown on Page 16).  

a. It will say “Processing” here if the report has not yet completed the review process. 

b. A link to the Job Status report will appear here once the review has been completed. You will 

also receive this report as an email. 

5. Results: View your Criminal Disposition Data Sheet. If any names searched are found to have a criminal 

history, this report will provide further details about their history.  

a. Results will be left blank if the report has not yet completed the review process. 

b. It will say “No Results Found” here if no searched names were found to have a criminal history. 

c. A link to the Criminal Disposition Data Sheet will appear here if one or more names were found 

to have a criminal history (example shown on Page 17). You will also receive this report as an 

email. 
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Job Status Report Example 

 

 

 

 

 

 

  

The Job Status Report displays the 

search outcome for the Names / 

DOB submitted. You will only 

receive a “Criminal Disposition Data 

Sheet” (sample shown on next 

page) if 1 or more names return a 

“RESULTS FOUND” status. 

This section 

provides 

information 

regarding the 

accuracy and 

completeness 

of the NYS 

CHRS Report 
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Criminal Disposition Data Sheet Example 

  

 

 

 

 

 

 

 

 

 

 

 

  

These sections 

have 

information 

which may 

help you 

understand 

the case 

details. 
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My Account Page 

 

1. My Account Tab: The “My Account” tab on the lefthand navigation menu brings you to this page. 

2. Account Information: Displays your username and password information. To change your password, 

click “Edit Account Information.” Your username can not be changed. 

3. Personal Information: Displays the name, address, and phone number you have on file. To edit, click 

“Edit Personal Information.” 

4. Email Addresses: Displays the email addresses you have on file.  

a. The email address with the “Primary” label will be used to communicate with you regarding 

your CHRS Account activity, such as receipts and results from search requests, as well as self-

service account recovery.  

b. You may specify additional email addresses to receive the results of your search requests. 

However, these email addresses will not receive search request receipts or self-service account 

recovery correspondences. 

c. To edit your primary email address or add an additional email address, click “Edit Email 

Addresses.” 

5. Account: Displays your saved payment options.  

a. To manage your current payment options, click “Manage.” This allows you to change your 

payment options’ Nicknames and set a default payment option for future searches. 

b. To add a new payment option, click “Add New Payment Option.”  
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