Instructions for First-Time Internet Users
Family Care Safety Registry (FCSR)
After access is granted to the FCSR online Background Screening and Employment Eligibility System (BSEES) to request background screenings and print electronic results letters, you will be notified by fax of your User ID (username).
Please follow these steps to establish your password:

(Make sure CAPS LOCK on your keyboard is off.)

1 From the FCSR BSEES Welcome screen, click the Log In link in the upper right corner.

2 Click the Yes button on the Log In box that asks if you wish to continue with the Log In process.

3 A screen appears for Login Information:

a) Username box—Enter the User ID provided to you on the fax coversheet. 

b) Password box—Enter the first initial of your first name, first initial of your last name and the last 4 digits of your social security number. Use capital letters for your initials (example: JD1234).
c) Click Login.
4 The Password Expired Change box appears:
a) Username box—If your User ID is not already in this box, re-type it.

b) Old Password box—Enter your temporary password (first initial of your first name, first initial of your last name and the last 4 digits of your social security number). 

c) New Password box—Create a new password. Your new password must:
· Be 6-8 characters in length.
· Begin with a capital letter.
· Include a number (the number cannot be the first character).
· Not contain anything from your user profile (i.e., prior names, business name, etc.).
d) Confirm New Password box—Re-type your password.

e) Click Login.  (If you get a notice asking if you would like Windows to remember your password, select NO to avoid problems when the password expires in 30 days.)

5 If you have difficulty logging in, please contact the FCSR at (866) 422-6872.

Instructions for First-Time Internet Users (Continued)

Refer to the User Guide for instructions on how to use BSEES to request background screenings, print electronically delivered notifications, and update your organization’s contact information for our records.  
Contact the FCSR if there is any change in your organization’s name or address.
Please note:

· User IDs and passwords must not be shared among staff. You cannot give your BSEES User ID and password to another person. You cannot log in and allow another person to work in BSEES under your User ID and password.  Each individual must have his or her own unique User ID and password.  Sharing of User IDs and passwords will result in your access being revoked, the termination of the memorandum of agreement with your provider organization, and possible legal action.

· Please log on at least once every 30 days in order to keep your account active.
· You and your organization are responsible for notifying the FCSR if you have a change in employment status so that your BSEES access can be removed.  A new access form must be submitted for any new employees needing access to BSEES on behalf of your provider organization.

If you have any questions, call the FCSR toll-free at (866) 422-6872.

