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Accessing the Virtual Gateway

The Virtual Gateway (VG)
is located at

url: http://www.mass.gov/portal/
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Accessing the Virtual Gateway

1. Enter your user name and Password
2. Select the Login Button
3. Select the link to access the DDS Background Check System




CONDUENT

Accessing the Virtual Gateway




SpIaSh Screen CONDUENT

1

I Background Check Unit contact

Information can be found here
The splash screen

gives the user a
high level view of
what they have
been working on.
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Create cases

Search cases

Workflows

Recent cases



CONDUENT

Bk Creating a Case

The first step Is to verify that the person you
are adding isn’t already in the system. Click
the select person button and that will take
you to the search screen.
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k Creating a Case

Enter last name or
DOB in Search
Criteria click
search. If there is
a previous case it
will appear to the
right. If there is no
previous case
click cancel. You
will need to create
a new case and
enter all
demographics.
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Verify it is the
correct person and
click on the case to
highlight it. Click
the Create Record
for Person button.
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B Creating a Case

Demographic information will be
grayed out. You can make
address changes later. Click
save. This will increase the Case
|ID# by one, creating a -002 case.
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If no previous case exists you will need to
create a new one by clicking on the paper icon.
When creating a new case fill out as much of
the information as possible. There are key fields
that must be completed before a case can be

saved.
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Bk Creating a Case

If you forget to enter the data that is required you will get a message.

 Please correct the indicated errors before proceeding: |

« Street address not specified
« ity not specified
« Zip code not specified

Required fields are:

— Date of Birth
— Mailing street address, city, state and zip code
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The first step to entering data is to select the CORI information question package.
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Fill out all the questions on this page. The questions come directly from the CORI report.
Reminder: “CORI affirmation statement” is a required field.
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When you are finished entering
iInformation. Click on the Save &
Stay button
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Adding an Attachment

To attach the document click on the
blue line that asks you to attach the
CORI report.



Adding an Attachment

The following screen will
appear. Type Iin a description
of the document you are going
to attach such as, CORI report.
Select the type of document
and set security level to 3.

CONDUENT



CONDUENT

Adding an Attachment
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Adding an Attachment

The next screen shows the attachment to the document.
Select Dashboard to return to the Dashboard.
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Verifying an Attachment

Here you can
verify that you
have attached
the document by
looking under the
case summary, —
Attachments. You
can also view
any letters that
are generated for
the case by
clicking on
(view).
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Saving

Confirm Navigation »

Fage has been modified. Would you like to save your changes?

Save and jump Jump without saving Don't jump (Don't save)

If you forget to save before selecting the blue link for
attaching the CORI report a message will appear allowing
you to save your information by choosing Save and jump.
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When you open the demographics question
package you can see that most of the
guestions are greyed out. That is because you
cannot make changes to the address from the
demographic page. The reason is that the
address Is associated to the party (person) and
not the event (finger print check).
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You cannot change
the address
Information from the
demographic question
package. You can
either select the
Parties tab or the
Persons name. Either
choice will take you to
the screen where you
can edit address
Information.
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Changes to Address Information

I Select the Address Information tab.
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Changes to Address Information

-, Select Edit Address
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Changes to Address Information

On this screen you can change
Information for Peggy Carter.
Once you make the changes
save. If you go back to the
demographic question
packages your changes will be
there.
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Search Screen

From here the user can search for existing
records in the system. You will only be
able to open the records that you created.
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Search Screen

Here the search was for the last
name Stark and one record was
found.
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Wild Card: Using an * before or after a letter such as Joh* for
last name will find all the cases whose last name begins with
Joh* (Johns, Johnson, Johnston etc.)

Search History: This will allow you to search old address
iInformation.

Search Soundex: Will include cases with similar sounding
names. For example if you selected John as the first name you
may get James as well.

You cannot use a wild card and Soundex together.
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X Recent Cases

You can bookmark a case by clicking on the green star. It will turn to gold. The
Recent Cases list only holds the last 20 records viewed. By bookmarking a case it
will remain on the recent case list until unclicked.
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Questions

Contact: DDS National Background Check Unit
Phone: (617) 624-7780
Email:
DDS.NationalBackgroundUnit@MassMail.State.MA.US
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