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GO TO Website -MYFLFAMILIES.COM

We highly suggest you have these slides with 
you the first time you go to the clearinghouse



Scroll to the bottom of the page and click 
on ‘Background Screening’
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On this page, click on “Renewal of 
Fingerprints” 84



Click on ‘Clearinghouse Logon’ 85



Bookmark so you can go directly to site

Click the ‘New User Registration’
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You will need to check

Click the box to check the “I understand…” statement, and then click ‘Continue’
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ONLY FILL IN THE AREAS THAT HAVE AN *

Click to check the ‘I’m not a robot’, and then click ‘Register’
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KEEP A COPY OF THIS REGISTRATION 
WHICH WILL HAVE YOUR USERNAME, 
PASSWORD AND SECURITY QUESTION.

IT IS VERY IMPORTANT THAT YOU DO 
NOT FORGET OR LOSE YOUR 

USERNAME, PASSWORD, SECURITY 
QUESTION, AND ANSWER
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Log back in with your User ID and Password you just created
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Under the ‘Select Program’ drop-down menu, choose ‘Department of
Children and Families/Agency for Persons with Disabilities’ 
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Once this is selected, click ‘Request Program Access’
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On the drop-down menu for ‘Role’, select ‘Provider’
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Under the ‘Provider Type’ choose ‘Child Care’ or ‘Family Child Care Home’
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Type some information into the ‘Provider Name’ box 
such as the first three letters of your last name.
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Send a copy of this page via email to:

Hqw.bgs.helpdesk@myflfamilies.com

Subject line:  BGS User Agreement

You MUST sign the 
User Agreement in 
BOTH places, or it 

will be rejected

Print this page and hand write 
your password, security question 
and answer on this page for 
future reference:

Password:

Security Question:
Answer:

Chris Grybauskas
123 1st Avenue S
St Petersburg, FL 33555
littleangels@gmail.com

Chris Grybauskas
123 1st Avenue S
St Petersburg, FL  33555
727-555-1212
Day Care Home
5551111H

littleangels

727-555-1212
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Please provide 
your specialist a 
copy of all this 
information for 
your file

You must send a 
COLOR COPY of your 
ID/Driver’s License in 
with this.



It is very important that once you have printed the USER 
REGISTRATION AGREEMENT FORM you sign it, make a 
color copy of your drivers license and email to DCF. 
(Which is located at the top of the form) 

Once DCF receives your agreement form you will receive 
an email acknowledging that you are now registered.  

Please log into the clearinghouse every few months to 
ensure your account does not go inactive.
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What you need before you, a household member, substitute 
or employee goes to get screened.

First you must initiate screening. 
• Sign into the Clearinghouse
• Click on Background Screening Clearinghouse  
• Click on it one more time
• At the top click on initiate screening
• You must fill out the information – Social Security Number 

and last name works best
• Then click on SEARCH – the system is checking to see if there 

is already a screening.  If no screening is found, click on 
INITIATE SCREENING 98



Click on ‘Background Screening Clearinghouse – Department of Children 
and Families’ 99



Click on ‘Background Screening Clearinghouse’ (again)
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Chris Grybauskas
12337 Chillicothe Rd
St. Petersburg Fl 33704

235467Z

Click on ‘Initiate Screening’
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#18

Enter the Social Security Number in the ‘SSN’ box, and enter the last name
OR Date of Birth below 

102



FILL IN THE INFORMATION with  * THEN CLICK NEXT
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If you, or the person getting screened, has lived in Florida the 
past 5 years, click “NONE APPLY”

If you need to chose a state for your background in the last 5 
years, click the appropriate box and then ‘Continue’. 104
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You must click the ‘Privacy Policy’ box each 
time, then ‘Next’



Do not click on search; this can be 
done after you print the form

Click on Submit
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Click on Print Livescan Request Form
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Julie Oliver 1234

Julie Oliver
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Print this form to take with you to the fingerprinting



 Click on ‘Livescan’ on the blue bar
 Click the drop-down on ‘County’ and chose Pinellas
 Click the drop-down on ‘State’ and chose Florida
 Click the ‘Search’ button
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A list of vendors you may use will come up
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235467ZChris Grybauskas
12337 Chillicothe Rd
St. Petersburg Fl 33704

To check on the status of your screenings, and print results, go
back on the home screen and click on ‘Initiate Screening’
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Final step - click on your name and print your screening.  Make sure you send a 
copy to licensing specialist.

#26

S/S

4.0

S/SSadie

Grybauskas

4.0
85lbs.

1234
9-23-2014
Florida

222 Labrador Ln.

St. Petersburg

Florida
33702
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WHEN THE PERSON COMES BACK ELIGIBLE YOU 
MUST ADD THEM TO YOUR ROSTER. YOU WILL 
NEED TO ADD THEIR START DATE.
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Please send PCLB a copy of your 
roster when it is complete



When an Employee or 
household member 
leaves, you will need to 
remove them from 
your roster



Grybauskas           Chris                   Employee                       12-2-2018                                           11-3-23            

To remove from roster, 
highlight the name and 
fill in the end date.
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Pay attention to the “Retained Prints Expiration Date”, 
Your prints are good for 5 years in the clearinghouse from the day you had your 

prints scanned.
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When it is time to get rescreened, you will click on the 
“Initial Renewal” button in your clearinghouse 



If an out of state check is needed, click on 
‘Child Care Records Request’ to request an of state criminal history, 

sex offender and abuse registry. 118



STATES THAT ARE PARTICIPANTS 
OF THE CLEARINGHOUSE
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STATES THAT  DO NOT PARTICIPATE 
IN THE CLEARINGHOUSE
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Who is responsible for obtaining and retaining records?


