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About ND Criminal Justice Application

The ND Criminal Justice Application allows authorized criminal justice professionals to apply for
access to participating agency programs through a secure website. Participating agency
programs include:

e Portal

e LERMS

e STARS

e VINEProtect
e VINEWatch
e 24/7

e ARCS

e NCIC

e SLIC

e POST

Participating agency programs are able to process criminal justice applications for
licensure/access, background checks, denials, deactivations, and revocations. The ND Criminal
Justice Application system also provides notifications of suspensions, revocations,
deactivations, and denials to the participating programs.

Starting an Application

Applicants must complete and submit their application forms at
https://attorneygeneral.nd.gov/cjis/coordinatedApplications/agencyAgreement/.
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You must enter your full agency ORI in the ORI field (or the number provided to you in lieu of an
OR], if applicable).

Note: If you have questions about the valid number for your agency or format for that number,
please open a ticket by calling 1-877-328-4470 or submit an incident online at
https://www.nd.gov/itd/onlineincident/createincident.aspx.

Once you have entered a valid number into the ORI field, you will see a list of application types
available to your agency based on active agency agreements.

ND Criminal Justice Application

ORI:

Available Applications

CND CJIS Portal

ND OAG - CJIS' investigative hub for criminal justice

L LERMS

ND OAG - CJIS' law enforcement records and jail

LSTARS

ND OAG - CJIS' state's attorney electronic case

information and data sharing (Portal, ND CJIS)

O VINEProtect

NI OAG - CJIS' administrative access for restraining

and protection order victim notifications (ND SAVIN,

VINEProtect, VPO, Appriss)

DARCS

ND OAG - BCI's administrative access for law
enforcement record check system (ARCS)

OPOST

MD POST Board's application for peace officer
licensure

management system (PremierOne, P1, LERMS)

O VINEWatch

ND OAG - CJIS' administrative access for adult and
juvenile incarceration, parole, probation, and court
case status victim notifications (ND SAVIN,
VINEWatch, VINE, Appriss)

ONCIC

MNDDES - State Radio's message switch for FBI and
state criminal justice data (MCIC, MLETS, MDLETS,
OpenFox) CJIS Launch Pad

management system (JustWare, STARS)

024/7

ND OAG - BCI's system to manage 24/7 sobriety
program participants

oSLIC

NDDES - SLIC's information and intelligence
notifications for law enforcement regarding criminal
and terrorism activities (SLIC ListServ)

Check the box for the application types for which you wish to apply and then click the
CONTINUE button at the bottom of the page.



A pop-up screen will appear for you to enter your general information. All fields with an
asterisk (*) are required.

General Information

ORI: Agency Name:
NDAGO0000 OFFICE OF THE ATTORNEY GEMERAL

ND Gov User ID:
\

*Job Title:

*First Name: Middle Name:

Add Previous Name
- B

mmddyyyy

111223333

*Work Phone: Cell Phone:
2223334444

*County:

*Work Email:
test@example.com

You may enter your nd.gov User ID if you have been issued one for your agency. Otherwise,
you may leave that field blank, and it will be determined by a System Administrator after
submission.

Click CONTINUE when finished.

You will then be directed to the Submit Application screen. Here you will verify the types of
applications you are submitting (left side), and your general information (right side).

The system will automatically submit all applications that have had all required information
entered.



Any applications that need additional information will remain, and will need to be submitted
separately.

Ready to Submit Submit Applications

a ‘ Your M CIIE Portal and MCIC sppitcations are ready to submit. Let's get those submiteed bedors collecting

HD CJIS Portal

States: Ready 1o Subsit

aaditional infermation for the POST application

General Information

QR Agercy Hames

NCIC =]
ROWGD0000  OFFICE OF THE ATTOAMNEY JERERSL

Job Title;
ADMIN AEET

Kame:
g CRLWEY DWARF

Status: Incomplete nap: SEH:
PEATNRTE  122Al-0RET

Add spplicathon Waork Phone:
{708 600000

Caunty!
BURLEIZH

Wik Ernail:

@Um ]

1" 1 cantify that (e angeses to il thisa quirtings s rue and coract. | undastaad the raking of arg Take of
i . b bres agplication will reult in bhe remoreal of my acoess,

Tir s i tickat S0 ISics Fotabed b5 jokir appbairian, LIa W [PO] KPE-£470 tir (ATT) 123447 on Subiit e Ingldent onlitse.

At this time, you have the opportunity to add additional applications and edit your general
information.

Select SUBMIT/CONTINUE to process.

You will receive an email confirming your submission.



Applications That Require Additional Information
The following application types require additional information before submission:

e LERMS

e VINEProtect
e VINEWatch
e SILIC

e POST

If you have applications that require additional information, you can click on them individually
on the left-side of your screen.

Ready to Submit s POST Application

General Info POST Information Review Submitted
Fay

ND CJIS Portal o @ ® O
Status: Ready to Submit

hat type of POST ay il you be filing out taday?:

NCIC (=]

Status; Ready to Submit passed the Use of Force Test?:

ves Oto
Need Additional Info *Havo you qualified with your duty woapon/side arm?:
Yo ONo

O | praase uplosd the fotiawing socuments:

Upload *File

Add PFH 2

To open a ticket for Issues related to your application, please call (70t) 3284470 or (877) 328-4470 or submit an incident online

Consumer Protection BCI Tip Line Concealed Weapons Hotline Hational Human Trafficking Resource

Note: The POST application type allows you to upload supporting documents with your POST
License application. It also allows you to submit your license fee payment online. You have the
option to select AGENCY or APPLICANT depending on who will be paying the fee.

If APPLICANT is selected, you have the option to choose CHECK or ACH.

If you choose CHECK, directions for mailing a check to POST Board will display.

If you choose ACH, you will be prompted for your Bank Routing Number and Account Number
to submit an online payment.



Ready to Submit s POST Application

General Info POST Information Review Submitted
ND CJIS Portal o ® Y I'g) g}
Status: Ready to Submit “What type of POST application will you be filing out today?:
®0fficer applylng for 3 license
NCIC (] Reneseal currently unavailable
Status: Ready to Submit “Have you passed the Use of Force Test?:
Syes Ono
Need Additional Info “Have you qualified with your duty weapon/side arm:
Sves No
POST o Please upload the following documents:
Status: incomplete: Upload *File Template
TEST.docx  Peace Officer Application For License
o= o
Testdocx  New Employment of Peace Officer
Add PFN 2
TEST.docx  License Eligibility
add PEN 3
TEST.docx  Peace Officer Code of Conduct
Add PFN 14

Finish Later

To open a ticket for issues related to your application, please call (701) 328-4470 or (877) 328-4470 or submit an incident online.

Complete the information requested and select CONTINUE. You will be shown your completed
application for any edits and submission.

Status: Ready to Submit
General Information

Neic ° o Agency Name:
NDAGOOO0O OFFICE OF THE ATTORNEY GENERAL

Status: Ready 1o Submit

Job Title:

POST Q| omur

Name:

CLARK GRISWOLD

DOB: SSN:
Tiasross 709450123

Status: Ready to Submit

Work Phone:
{701) 000-0000

County:
BURLEIGH

Wark E
VROYBALLEND.GOV

POST Information

POST application type:
Officar applying for  licanse

Passed Use of Forca Test: ves

Qualified with your duty weapon/side arm: Yes

Documents:
PN 1: TEST.docx

$45 License Fee paid by:
Agency

Hotes:

iy that the answers to all these questions are true and corTect. | understand the making of any false or
ading statements <t 1o this application will result In the removal of my access.

Finish Later

Ta open a ticket for issuss related to your application, please call (701) 328-4470 or (877) 328-4470 or submit an incident ontine.

Once submitted, you will receive a confirmation.



Appitcatlinn has ban wseosfilly submitted

Current Applications

CJis Portal ]
Statuss Pandng b Bates (500 HNY
POST ]

Statun: Pendng sdnvin

Bata: IG5 0TS

POST Application

Gerwral Info POST Infersation

Rewiew

Subinirted

General Information

o Apency Hamae:
HIAGHON0  DFFICE OF THE ATTCRHEY GENERAL
b Trtlas

AN A55T



Editing General Information on an Application

Once you have entered all of your general information and are ready to submit your
application, you have the ability to edit your information before final submission.

Ready to Submit Submit Application ~
CJIS Par‘tal Q Your CN5 Portal application is ready to submit.
Status: Ready to Submit General Information

Add Applicatian [s[:1H Agency Name:

HDAGDOOO0 OFFICE OF THE ATTORNEY GEMERAL

Job Title:
Admin Assz

Hame:
John R Doe

DOB: S5M:
03/27/1972 113-45-6789

Work Phone.
(T 3285525

County:
BUALEIGH

Work Email:
vroyballand, gov

Motes: :

* I certify that the answers to all these questions are trug and correct, | understand the making of any false or
misleading statements or answers with respect to this applicatise will result in the remaval of my sceess.

b

Click the EDIT button on the Submit screen to be returned to the General Information screen
for your changes. Click UPDATE to be returned to the Submit screen.
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Adding an Application
If you select ADD APPLICATION, you will see a list of applications that are available to you.

Note: Depending on the application type, they are either READY FOR SUBMISSION or
ADDITIONAL INFORMATION NEEDED.

Available Applications

Ready for Submission

12417
BLE system to manage 24/ 7 sobriety program participants
[1STARS
HD CHI5 state's attorney electronic case management system [JustWare, STARS)

CIMAP

BCI administrative access for law enforcement record check system [MAP)

Additional Information Needed

CVINEWatch

ND CHS administrative access for adult and juvenile incarceration and court case
status victim notifications (ND SAVIN, VINEWatch, VINE, Appriss)

CVINEProtect

ND CHS admindstrative access for restraining and protection order victim
notifications (MO SAVIM, VIKEProtect, VPO, Appriss)

OPOST

HD POST Board application for peace officer licensure and instructor certification

After making your selections, click CONFIRM at the bottom of the screen.

11



Submitting an Application

On the Submit Application screen, you will verify the types of applications you are submitting
(left side), and your general information (right side).

===l Ready to Submit swesa ARCS Application

0 General Info Review Submitted

(8] O

ND CJIS Portal

Status: Ready to Submit
General Information

ARCS o ORI: Agency Name:
Status: Heady to Subit NDAGO0000  OFFICE OF THE ATTORNEY GENERAL
Job Title:
Current Applications ADMIN ASSISTANT
Name:
STARS JANE M DOE
Status: Pending Admin Approval  Date: 07/23/2019 DB SSN:
(701) 328-5526
County:
BURLEIGH
Work Email:

MNotes:

To select all application types that are ready for submission, click SELECT ALL.

Ready to Submitzea>

ND CJIS Portal [x]

Status: Ready to Submit

ARCS [ x)

Status: Ready to Submit

The application system screen will update to highlight all applications that are ready for
submission and the Select All link will disappear. A notice will also display indicating multiple
applications are ready for submission.

Ready to Submit Submit Applications
Your ND CJIS Portal and ARCS applications are ready to submit. You can submit them both now, or you can

ND CJIS Portal select and submit each individually.
Status: Ready to Submit

General Information
ARCS o

ORI: Agency Name:
Status: Ready to Submit NDAGO0000 OFFICE OF THE ATTORNEY GENERAL

12



Click SUBMIT to complete all application types that are READY FOR SUBMISSION.

County:
BURLEIGH

Work Email:

Notes:

ﬁ [J* 1 certify that the answers to all these questions are true and correct. | understand the making of any false or
misleading statements or answers with respect to this application will result in the removal of my access.

@Later Submit Application

You will then be directed to the Submit Application screen to submit ADDITIONAL
INFORMATION NEEDED for each application type that requires more information.

After the submission of your application(s), you will receive an email verifying that your
application was received.

Tue 7/23/2019 %42 AM

-Grp-U15 Users-Motify

ND CJIS Portal Application Received
To

|
Hello JANE M DOE,
We have successfully received your ND CJIS Portal application.
To view the status of your application, or submit a new application click on the following fink:

Application System

If you have questions regarding this email, please call (701) 328-4470 or (877) 328-4470 or submit an incident online.
_—--rk e e nngA -  -o- ---e e - ™ -H
13



Additionally, the status of that application will change from Ready to Submit to Pending
Agency Administrator.

Applications have been successfully submitted

Current Applications

ND CJIS Portal

&Status: Pending Admin Approva Date: 07/23/2019

STARS

Status: Pending Admin Approval Date: 07/23/2019

ARCS

Status: Pending Admin Approval Date: 07/23/2019

Add Application

14



Saving an Application for Later

You have the option of saving your information to complete later, before submitting. If thatis
the case, select FINISH LATER when you are presented with the Ready to Submit screen.

Your information will be saved until you wish to finish it.

D3/Z7/1972 123-45-6789

wark Phone:
(701} 328-5525

County:
BURLEIGH

Véerk Email:
uraybalind.gov

Hotes:

1" 1 certify that the anuwers to all these questions are true snd correet. | understand the making of any false or

o @eonts or answers with respect ta this application will result in the removal of my access.

The system will send an email with a link that allows you to access your application when you
are ready to finish it.

T 32872019 125 PM
-Grp-CJIS Users-Notify
TEST - Application Saved

veto I

This email has been sent to you in order to access the application processes that you have started and selected 1o finish later
To continue the application(s) you started click on the following link:

Application System
It you have questions regarding this email, please contact the CJIS office by replying to this email or calling (701) 328-1110.

15



POST Renewal Process

Every three years, your POST license needs to be renewed. This process is done electronically through
the ND Criminal Justice Application system.

On September 15, you will receive an email from the POST Board office notifying you that it is time to
renew your license.

To begin the process, click on the “POST License Renewal” link within your email.

From: -Grp-Clis POST Users Notify <postusersnotify@nd.govs
Sent: Sunday, September 15, 2015 7:01 AM

To:

Subject: POST License Renswal

Dear
This email has been sentf to you as a reminder that your POST License is going to expire on 12/31/2019
To renew your POST License click on the following link and provide the required application information:

< !_QS_LL; E&ESB_E‘.QDEI‘_E_E >

If you have guestions regarding his email, please contact the POST Board office by replying to this email or calling (701) 328-1110.

You will be directed to the ND Criminal Justice Application system. Click on the ADD APPLICATION
button.

Current Applications ND CJIS Portal Application
ND CJIS Portal General Information
Status: Approved - 5-Year Renswal Check ORI: Agency Mame:
Date: 08/30/2016
ND Gov User ID:
POST
Job Title:
Status: Approved Date: 08/30/2016 PROGRAM MANAGER
SLIC a Hame:
Status: Approved Date: 08/30/2016 DOB: SSN:

Work Phone:  Cell Phone:

County:
CASS
Wark Email:

Notes:

16



The Available Applications screen will appear. Click the POST checkbox and click CONFIRM.

Additional Information Needed

T VINEProtect

ND OAG - CNIS' administrative access for restraining and pratection order victim
notifications (ND SAVIN, VINEProtect, VPO, Appriss)

T VINEWatch

N OAG - CIS' administrative access for adult and juvenile incarceration, parole,
probation, and court case status victim notifications (MD SAVIN, VINEWatch, VINE,

Appriss)

%POS

ND POST Board's application for peace officer licensure

Cancel @

The POST Application screen will be displayed. Click the OFFICER RENEWING A LICENSE option.

Application has been successfully added

Need Additional Info POST Application
General Info PO{,} Information Review Submitted

POST o O o O

Status: Incomplete *What type of POST application will you be filling out today?

5 5 Active POST License found
current Appllcatlons ) Officer renewing a license
Notes:
ND CJIS Portal

Status: Approved - 5-Year Renewal Check
Date: 08/30/2016

Bt

Status: Approved Date: 0B/30/2016
SLIC
Status: Approved Date: 08/30/2016

Add Application

To open a ticket for issues related to your application, please call (701) 328-4470 or (877) 328-4470 or submit an

Additional information for your POST license renewal will appear. At this time you will need to upload
your PFN1 and PFN14 forms. You will also need to select the payment method.



A blank PDF template is available for you in the Template column for you to download, fill out and save.

To upload your PFN1 form, click on the ADD PFN 1 button under the Upload column.

Application has been successfully added

Need Additional Info POST Application
o General Info POST Information Review Submitted
POST
O ) O
Status: Incomplete *What type of POST application will you be filling out today?
Active POST License found
Current Applications {#i0fficer renewing a license
o Please upload the following documents:
v
ND CJIS Portal i i P
Status: Approved - 5-Year Renewal Check 5 Offi AR A
i eace Officer Application For License
Date: 08/30/2016 Add PEN 1 o e
POST AP Mo File Selected Peace Officer Code of Conduct
Status: Approved Date: 08/30/2016
*Wheo will be paying the 545 license fee?
O
sLic Gl
) Applicant
Status: Approved Date: 08/30/2016 Notes:
Add Application
Finish Later Continue

To open a ticket for issues related to your application, please call (701) 328-4470 or (877) 328-4470 or submit an incident online,

An Add Attachment window will appear for you to select your completed form.

Add Attachment

*select File: @

You will need to select the completed form in the location it is saved on your computer. Once you have

completed that step and returned to the Add Attachment window, click the ADD button.
18



Repeat the upload process for the PFN14 form.

Once your forms have been uploaded, you will continue to the license fee payment section.

You have two options for who will be paying the license fee; the agency or applicant. Make your

selection for your payment method.

Note: If applicant is selected, you have the option to pay by check or ACH (Electronic Check).

Application has been successfully added

Need Additional Info

POST LX)
Status: Incomplts
Current Applications

ND CJIS Portal

Status: Approved - 5-Year Renewal Check
Date: 08/30/2016

POST

Status: Approved Date: 08/30/2016

SLIC

Status: Approved Date: 08/30/2016

Add Application

POST Application

General Info POST Information

Review Submitted

“What type of POST application will you be filling out today?

Active POST License found
‘) Officer renewing a license

Please upload the following documents:

Upload *File
PFH 1 Peace Officer Application for License. pdf
Add PFN 1
PFN 14 Peace Officer Code of Conduct.
Add PFH 14

*Whe will be paying the 545 license fee?

i®iagency
- Applicant h

Notes:

Template

Peace Officer Application For Licenss

Peace Officer Code of Conduct

To open a ticket for issues related to your application, please call (701) 328-4470 or {877) 328-4470 or submit an incident online.

Add any notes if necessary.

Click CONTINUE.

19



The POST Application review screen will be displayed. Make any corrections to your personal or POST
information if necessary. To do so, click the EDIT button.

Click on the checkbox next to the certification statement.

~

POST Infoermation

POST application type:
Officer renewing a license

Documents:
PFH 1: PFN 1 Peace Officer Application for License.pdf
PFHN 14: PFN 14 Peace Officer Code of Conduct. pdf

545 License Fee paid by:
Agency

HNotes:

«

[Z]* | certify that the answers to all these questions are true and correct. | understand the making of any false or
misleading statements or answers with respect to this application will result in the removal of my access.

Finish Later

Click SUBMIT APPLICATION.

POST License Renewal Help

If you have questions about your POST license please call the POST Board office at (701) 328-

5529.

20



Records Check Process

A fingerprint-based criminal history records check is required for access to ND CJIS Portal,
VINEProtect, VINEWatch, 24/7, ARCS, NCIC, SLIC and POST application types.

The ND Criminal Justice Application system utilizes BCI’s Criminal Justice Applicant Record
Check System (ARCS) to process the criminal history records checks. If your agency has
submitted an ARCS application file for you, then your agency administrator can use the TCN
from the submission. If your agency has not already submitted an ARCS application file to BCI
Criminal History for you, please work with your Agency Administrator to submit one.

Fingerprints can be sent to BCI Criminal History by:
1. LiveScan
a. Please include PCN number on the ARCS application submission
2. US Mail
a. Please send 2 BLUE applicant fingerprint cards to:
Attn: Law Enforcement Record Checks
North Dakota Bureau of Criminal Investigation
PO Box 1054
Bismarck ND 58502-1054
b. Fill out, and include fingerprint memo with fingerprint cards. The fingerprint
memo can be found on the final page of this document.

Your fingerprints will be used to check the criminal history records of the FBI. You have the
opportunity to review or challenge the accuracy of the information contained in the FBI
identification record. The procedure for obtaining a change, correction, or updating an FBI
identification record are set forth in Title 28 CFR 16.34.

If you have questions regarding this, call (701) 328-5500 or email bcimap@nd.gov.

Twelve (12) Month Non-Use Policy

Logging into ND CJIS Portal on a regular basis will prevent your account from being deactivated.

After 11 consecutive months of non-use, you will receive an email that your account is at risk of
being deactivated. You must sign in to Portal to continue to have access. Loss of ND CJIS Portal
access will also result in loss of applications validating off Portal, including 24/7 and DOT
Reporting.

Your Portal account is automatically deactivated one month after your warning email. This will

prevent you from accessing all programs that are authenticated through the Portal. To regain
access, you will have to submit a new application.

21



Five (5) Year Renewal Checks

Every five years, the system will initiate a criminal history records check on all users with active
application types that require a criminal history records check. Upon completion, you will
receive an email notice stating the result of that records check.

Help

For assistance with filling out your application, please contact your Agency Administrator.

If you are having problems submitting your application, please call (701) 328-4470 or (877) 328-
4470, or submit an incident online at
https://www.nd.gov/itd/onlineincident/createincident.aspx.

22



CRIMINAL JUSTICE FINGERPRINT
SUBMISSION MEMORANDUM

TO: BCI Law Enforcement Record Checks
FROM: Criminal Justice Agency Requestor

RE: Applicant Fingerprint Card Submission

DATE: | I

Please process the enclosed fingerprints for:

Applicant Name:
Date of Birth:

Agency ORI: | |

For the purpose of (check all that apply):

ND Criminal Justice Application (ex. NDCJIS Portal, Vine, 24/7, etc.)
Pre-Employment Record Check / Employee Re-check
Contractor/Vendor/Volunteer Clearance

Please disseminate results via:

D View Results In Applicant Records Check System (ARCS)

D Mail Results to:

Attn to:

Agency Name:

Address:

City/State/Zip:

Mail (2) complete fingerprint cards and this memo to:

Attn: Law Enforcement Record Checks

North Dakota Bureau of Criminal Investigation
PO Box 1054

Bismarck ND 58502-1054
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