
  
HOW   TO   COMPLETE   YOUR   IN   DCS   ONLINE   FORM     
If   you   continue   to   have   problems   while   completing   the   DCS   form,   please   contact   
the   state   of   Indiana   at   1-800-225-9173   or   email   them   at   DCSHelpDesk@dcs.in.gov   

  

You   will   receive   2   emails   from     KidTraks@dcs.in.gov     within    48   hours     of   
ordering   your   Background   Check     

●   One   will   contain   the   link   to   begin   your   form   (shown   above)     ●   The   other   will   
contain   your   password   (please   copy   exactly   as   it   is)     ●   Your   Username   
should   be   the   last   4   digits   of   your   Social   Security   Number     

Log   In   &   Get   Started...    

APPLICANT   SECTION   



  
  

Verify   Information:     

Verify   DOB   is   correct     
Verify   Name   is   correct     
List   middle   name   or   initial   in   box   (if   no   middle   name   check   that   box)   

Demographic   Information:     

Answer   all   questions   in   this   section   and   verify   that   your   Social   Security   Number   is   correct     

Answer   Question   has   the   applicant   used   any   other   names.   (Yes   or   No)   
If   Yes   Click   on    Add   Name    (in   blue)    

Select   name   type   (ex.   nickname)     
Then   list   your   name   and    SAVE .     

Do   this   for   each   name   that   you   have.     

APPLICANT   CURRENT   RESIDENTIAL   ADDRESS     

Select   the   county   that   you   live   in   (ex.   Hendricks   County)     
List   the   date   you   moved   in   (ex.   04/15/2005)     
Has   to   be   formatted   just   like   the   example   
  

ADDRESS   INFORMATION     
  



  
Click   on    Add   Address    (in   blue)     
  

A   new   box   will   appear   (   if   one   does   not   pop   up,   then   date   is   not   in   correctly   above   in   current   
address   portion)   New   box   will   say   All   Past   Addresses   

  
Select   address   type   =   ‘Residents   Past’     
If   you   lived   in   the   state   of   Indiana   you   will   do   the   following:     



Fill   In     
●   City     
●   County     
●   Move-In   date     
●   Move-out   date     
●    No   street   addresses   are   needed     

Ex.     
City   Avon     
County   Hendricks     

Move   in   May   1996     
Move   out   April   2005     

Then    SAVE     it.     

If   You   Have   Lived   Out   of   State:     

You   will   change   the   State   from   IN   to   the   state   you   lived   in   (Ex.   IL)     
Then   list   move   in   and   move   out   dates    No   street   addresses   are   needed     If   you   lived   

out   of   the   Country:     

You   will   change   the   Country   from   the   United   States   to   the   country   you   lived   in   (Ex.   Greece)   
Then   list   move   in   and   move   out   dates    No   street   addresses   are   needed    

You   will   continue   this   process   working   backwards   from   the   date   that   you   listed   in   Applicant   
Current   Residential   Address   until   you   reach   January   1988,   or   your   Date   of   Birth   whichever   
comes   first.     

Once   add   address   portion   is   complete:     

Check   the   box   that   I   hereby   consent   and   submit   the   form.   



  
If   you   get   a   Validation   Error:     

Scroll   through   the   form   and   look   for   the   words    Required   Field .   It   will   be   next   to   what   needs   to   be   
corrected.   Or   you   will   need   to   look   at   your    address   history ,   the   Error   could   be   there.   Make   sure   
dates   match   up.     

If   you   can’t   correct   the   error,   give   us   a   call.   888-215-8296   

                  Frequently   Asked   Questions     

Q.   What   if   I   don’t   remember   all   of   my   addresses   back   to   1988?    A.   Physical   
addresses   are   NOT   REQUIRED   for   the   form.   You   only   need   to   provide   the   
City   and   County   (if   in   Indiana,   otherwise   list   state   or   country)   with   
approximate   dates.   Be   as   precise   as   possible,   but   use   your   best   guess.   Be   
sure   your   dates   are   not   overlapping.     

Q.   What   if   my   Personal   Information   is   incorrect   (Date   of   Birth,   SSN,   etc.)?   
A.   Please    STOP    and   contact   our   office   at   888-215-8296   if   you   notice   your   
personal   information   is   incorrect.   We   will   need   to   submit   a   new   form   for   you.     

Q.   Why   is   the   school   listed   not   the   District   I   am   applying   for?    A.   Please   
STOP    and   contact   our   office   at   888-215-8296   if   the   school   district   listed   is   not   
the   school   you   are   applying   for.   We   may   need   to   submit   a   new   form.     

Q.   I   am   trying   to   login   to   complete   my   forms,   but   it   will   not   let   me   in?    A.   If   
you   ordered   your   background   check   more   than   20   days   prior,   your   invitation   
to   the   DCS   portion   of   your   check   could   be   expired.   IF   this   is   the   case,   you   
will   require   a   new   invitation.   These   must   be   submitted   by   the   organization   
from   which   the   report   is   ordered.   

Q.   How   long   will   this   take   to   process?     
A.   The   state   asks   to   allow   between   10-15   business   days   to   complete   this   

search.   This   timeframe   will   adjust   depending   on   the   time   of   year.  
(August/Back   to   School   time   typically   has   the   longest   processing   time)     



Q.   I   keep   getting   a   Validation   Error.   What   should   I   do   now?    A.   This   simply   
means   there   is   an   error   within   a   required   field   on   your   form.   Scroll   back   to   
the   top   of   the   page   and   work   your   way   through   the   form,   looking   for   anything   
in   red   indicating   an   error.   If   you   have   verified   your   information   is   correct,   and   
are   still   getting   a   validation   error   please   call   our   DCS   Team   at   888-215-8296   
for   assistance.   


