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Notice to Users 
Justifacts Credential Verification, Inc 
5250 Logan Ferry Road Murrysville, PA 15668 
Phone (800) 356-6885 |  Fax (412) 798-4799 

No part of this document may be reproduced or transmitted in any form or by any means, electronic or 
mechanical, for any purpose, without the express written permission of Justifacts Credential 
Verification, Inc.  Under the law, reproducing includes translating into another language or format.  

Justifacts Credential Verification, Inc retains the title, and ownership of, all proprietary rights with 
respect to the software contained within its products.  

Every effort has been made to ensure that the information in this training document is accurate. 
Information in this document is subject to change without notice. 
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Disclaimer 
This training document was created to assist Justifacts clients and their applicants/employees with the 
Pennsylvania Child Abuse History Clearance Application.  Justifacts does not have any affiliation with the 
Pennsylvania Child Welfare Information Solution and this is simply a guide to help our clients with the 
process. 

At any time during the portal application process that there are any questions regarding your 
Pennsylvania Child Abuse History Clearance Application, contact ChildLine at 1-877-371-5422. 

For assistance with your account log-in or other technical issues, contact 1-877-343-0494. 
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Creating a new Child Welfare Portal 
Account 
**Technical Disclaimer** 

It is highly recommended by the Pennsylvania Department of Public Welfare to use the most up-to-date 
version of either Microsoft Internet Explorer or Google Chrome. 

To start the process of creating a new Child Welfare Portal Account go to: 
https://www.compass.state.pa.us/CWIS/Public/Home 

Once the Pennsylvania Child Welfare Information Solution home page is displayed click on the CREATE A 
NEW ACCOUNT button. 

 

 

 

 

 
 

https://www.compass.state.pa.us/CWIS/Public/Home
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Create Keystone ID: General Information 
Once the general information is reviewed click on the Next button. 

 

Create Keystone ID: Profile Information 
To create a new Keystone ID, please provide the following information: 

A. Keystone ID (Simply a user name you wish to use for your account) 
B. First Name 
C. Last Name 
D. Date of Birth 
E. Email 
F. Confirm Email 
G. Security Question 1 
H. Answer 
I. Security Question 2 
J. Answer 
K. Security Question 3 
L. Answer 
M. Question 
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Once this information is complete click on the Finish button. 

 

A new window will appear that states that a temporary password has been sent to your email. 
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New Account Information Emails 
The first of two emails will be titled “Commonwealth of Pennsylvania – New account information” and 
will have your new Keystone ID. 
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The second email will be titled “Commonwealth of Pennsylvania – New account information” and will 
have a temporary password. 
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Logging into the Child Welfare Portal 
Go back to: https://www.compass.state.pa.us/CWIS/Public/Home and click on the LOGIN button. 

 

Click on the ACCESS MY CLEARANCES button. 

 

 

 

 

 

 

 

 

https://www.compass.state.pa.us/CWIS/Public/Home
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A Disclosure of Personal Information notice will be displayed.  Please read this notice and click on the 
CONTINUE> button. 

 

The Keystone Key login screen will be displayed.  Please complete the following steps: 

A. Key in your Keystone ID 
B. Copy and Paste the temporary password  
C. Click on the LOGIN button 
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Set Permanent Password 
Your passwword will be used in combination with your Keystone ID to allow futuire access to your 
clearance account – make sure to remember this information.  

To set a permanent password follow the security requirements and enter the new password in the 
Password and Confirm Password fields.  

Click on the Submit button. 

To set a permanent password, follow the security requirements. To submit the new password please 
complete the following steps: 

A. Key in your new password 
B. Key in your new password again 
C. Click on the Submit button 
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A confirmation message will appear that displays that a new password has been created. 

 

Starting the Child Abuse Clearance Process 
Go to: https://www.compass.state.pa.us/siteminderagent/forms/logincitizen.fcc  

Please complete the following steps: 

A. Key in your Keystone ID 
B. Key in your newly created password 
C. Click on the LOGIN button 

 

 

https://www.compass.state.pa.us/siteminderagent/forms/logincitizen.fcc
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The Account Terms and Conditions will be displayed. Once the Account Terms and Conditions are 
reviewed select the I have read, fully understand and agree to the My Child Welfare Account Terms 
and Conditions button and then click on the NEXT button. 
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A Disclosure of Personal Information notice will be displayed.  Please read this notice and click on the 
CONTINUE> button. 

 

Creating a Clearance Application 
Click on the CREATE CLEARANCE APPLICATION button. 
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An overview of the process and the information that is needed will be displayed.  After reviewing this 
information click on the BEGIN> button. 
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Part 1 of the Application 
Part 1 of the Application will appear with a series of questions that need to be completed that are 
specific to your personal information.   
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Part 2: eSignature 
To submit an eSignature please complete the following steps: 

A. Click on the Check box next to the acknowledgement description 
B. Key in your First and Last Name 
C. Click on the NEXT> button 
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Part 2: Application Payment 
To submit the application payment, please complete the following steps: 

A. Click on the Check box next to Yes for the question: “Did an organization provide a payment 
code for your application?”  

B. Under the Payment Code section please key in your specific Payment Code supplied by Justifacts 
or your employer. This will pay for the clearance and allow the results to be returned to 
Justifacts for processing.   
**Disclaimer ** - The Payment Code is case sensitive 

C. Click on the Check box next to the payment code agreement description 
D. Click on the SUBMIT APPLICATION> button 
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Part 2: Submission Confirmation 
Once the application is submitted, a Submission Confirmation page will be displayed with a Success 
notification. 
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Email: customerservice@justifacts.com 
Ph: (800) 356-6885 
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www.Justifacts.com 
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