
Health Occupations & Credentialing 

 

1. Go to  https://www.kdads.ks.gov/  and click on the Health Occupations and Credentialing link which is 

highlighted below.  

 

2. Once you’re on the page look on the upper left-hand side of the screen, and click on the on the option 

shown below 

 

 

Clicking the live link above takes you to the webpage dedicated to the Criminal Record Check Program in our 

department.  

 

https://www.kdads.ks.gov/


3. Under the blue subject header named “Information and Forms” select “Criminal Record Check 

Program”. It will then become a drop down.  Select the second option as shown below: 

 

  

When you click on live link, you’ll be re-directed to our 3rd party provider where you’ll submit the criminal record check 

request.  The page you are redirected to will look like the screen below: 

 

 

When you are ready to submit the criminal record check scroll to the bottom of this page.  

PLEASE NOTE THAT YOU’LL NEED A FACILITY ID NUMBER TO CONTINUE (and if you do not have one please email us 

: KDADS.CRCSTAFF@KDADS.KS.GOV ).  

mailto:KDADS.CRCSTAFF@KDADS.KS.GOV


If you have a facility id number that has been assigned to you by a HOC Criminal Record Check Team Member, then 

please select login.  

 

 

First time users will be required to request a password. The instructions of obtaining a password are as follows: 

Select the “Forgot Password” button  

A.  

 
 

 



B.  You’ll then type in the facility id number that was assigned to your facility, and then select forgot password.

 
 

The email listed in the facilities file will received an email from helpcenter@ink.org (PLEASE CHECK THE 

JUNK/SPAM FOLDER). The email will contain a temporary password that contains a sequence of letters 

and special characters (i.e – w$r#r@*cah). When you receive the temporary password please do the 

following: 

 

A. Highlight and copy the password within the email.  

B. When prompted – Change the password to a permanent password – incorporating a capital letter, a 

number and symbol.; 

 

When above is complete you can begin the submission process. 

 PLEASE NOTE: Passwords are not stored and cannot be retrieved by KDADS CRC Staff Members; If you 

forget your password simply request a new one using the “FORGOT PASSWORD” button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:helpcenter@ink.org


SUBMITTING CRIMINAL REOCRD CHECKS: 

Return to the login page and enter your facility ID number and password 

 

Before you search for the applicant in the portal be sure to check the 3 registries located on the page; 

If the applicant in question appears on any of these 3 registries (and it reflects “EMPLOYEMENT PROHIBITON” on file 

via Kansas Nurse Aide Registry) the applicant is ineligible for employment.  

If the applicant doesn’t appear on the registries and doesn’t have the verbiage above via the Kansas Nurse Aide 

Registry, please continue.   

 

Unless the criminal record check has a recent criminal record, check submitted on them the applicant may not 

appear when searching.  If the screen looks like this – Please select the “Applicant Not Listed “button 

 

 

 

 



Using all capitalization – Enter the individual’s information in the boxes below. In the boxes with the small RED 

arrows that information is REQUIRED/ The criminal record check request will be rejected without that information. 

Once you’ve submitted the information please click the SAVE button.   

 

 

 

 

 

 

 

 



The applicant summary page will list the individual(s) that you’ve entered.  If you are wanting to submit multiple 

applicants at once, you’ll need to utilize the “MORE” button (please note that we recommend submitting 4 at a 

time max).  

When you are done submitting the applicant’s details and you are ready to proceed and pay select the “FINISHED” 

button.  

 

 

Once you’ve selected the “FINISHED” button you’ll be redirected to the payment method page as shown below. 

Select the form of payment, and complete the prompts after selecting the continue button.  

 



The below screenshots are what you’ll see when you select credit card for the form of payment via KanPay: 

A.  

 
 

B.  

 

C.  

D.  

 



Once the payment has been accepted the final screen you will see is the confirmation page. When you are ready 

select the I agree/ submit payment bottom. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



If everything has been completed successfully the final screen is the confirmation page shown below.  

PLEASE NOTE: We advise that it is best practices to print this off if you can do so.  

 

 

 

SOME TIPS TO REMEMBER WHEN SUBMITTING REQUESTS ONLINE: 

- Gather all the necessary documentation before being the process AND be sure that the information 

you are submitting is in fact accurate.  

- Use ALL caps when submitting the information online. 

- DO NOT UTILIZE THE BACK-BUTTON VIA BROWSER. IT WILL CANCEL THE ENTIRE 

TRANSACTION 

- Please move promptly when submitting these; If left idle to long it will time out and will not allow 

you to submit the individual /applicant in question (and could potentially reject the individual if 

you must start over).  

 

 

 

 

 

 



 

 

TO VIEW RESULTS OF CRIMINAL RECORD CHECKS 

Go to - https://ksdadsprod.glsuite.us/glsuiteweb/clients/ksdads/public/main.html   

 

  
1.) Select the second option titled "Health Care Facility Access" 

 
2.) Enter your Facility ID # and click "submit" 

 

3.) Select "Employment List / Employment Verification Page" 
 
Here you will have a listing of all employees currently affiliated with your facility. Across from each name will be a 
“View Results” button once the Criminal Record Check is completed. When you click this button, it will have one of 
two results: 

A.) No Prohibiting Criminal History: Will populate a word document that states this individual does not have 
any prohibiting criminal history. You will print this off for their personnel file.  

B.) Criminal History Match: Will give you a message that states it has been determined that the individual 
does have a criminal history and that we will mail the results.  However, this does not necessarily mean the 
person is prohibited. Once the history has been reviewed a letter is only mailed if the individual is prohibited 
from working. If they are not prohibited, then the next time you select the ‘View Results’ button the No 

Prohibiting Criminal History letter will populate.   

 

 

https://ksdadsprod.glsuite.us/glsuiteweb/clients/ksdads/public/main.html


 

Health Occupations & Credentialing  

Internet access instructions for obtaining the criminal record check results  

 

 

You may access the website: 

https://ksdadsprod.glsuite.us/glsuiteweb/clients/ksdads/public/main.html  

 

 

You’ll need to click on the facility access (middle button as shown below) in order to obtain the criminal 

record check results.  

 

 You’ll then need input the facility id number (that was assigned by KDADS/ KDADS CRC TEAM) to 

continue :  

 

https://ksdadsprod.glsuite.us/glsuiteweb/clients/ksdads/public/main.html


After submitting the facility id number, you should then see the below webpage, and when you do select the 

top opting “EMPLOYEE LIST”.  

 

 

The next page that you’ll see is your employee list (as shown below). To obtain the results you’ll need to 

click on the view result button on the right.  

 

 

 

 

 

 

 



When clicking the view results button one of two things will occur:  

You’ll get the verbiage as shown below:  

    

That verbiage can mean a few things: 

- NOT PROCESSED: The criminal record check team hasn’t processed /update the criminal record 

check information yet 

- COURT LETTER: The applicant/individual in question has something questionable on file whereas 

a KDADS CRC TEAM MEMBER will email the email address on the file.  The letter will contain 

limited details and will need to be printed and gave to the applicant/individual in question. The 

responsibility will fall solely on the applicant/individual in question to keep us updated/provide the 

information needed.  

 

WE CANNOT CLEAR NOR CAN WE PROHIBIT THE APPLCIANT UNTIL WE 

HAVE A DETERMINATION ON FILE. 
 

- PROHIBITED: It was determined that the applicant is in fact prohibited whereas a prohibition letter 

will be emailed as well.  

OR  

- CLEARANCE LETTER: It was determined that the applicant has passed the criminal record 

check. Please print this and keep this in the applicants file.  

 

 

 

 

 

 

 

 

 



 


