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1. Introduction

This document outlines step-by-step instructions for successful electronic transmittal of
background check information (e.g., fingerprints) to the Nuclear Regulatory Commission
(NRC), as required by 10 CFR Part 73.57, via the Electronic Information Exchange (EIE)
process, which is available on the NRC's “Electronic Submittals” Web page
(http://www.nrc.gov/site-help/e-submittals.html).

2. First Time User Required Actions

To submit background check information to the NRC, first-time users must successfully
complete the steps described in Sections 2.1 (which include 2.1.1, 2.1.2 and 2.1.3). These
are one-time, nonrecurring steps.

2.1 Requesting, Obtaining and Installing Your Digital ID Certificate

In undertaking the multi-step process of requesting, obtaining, and installing a digital
certificate, it is important to be aware that you must pick up (and later renew) your digital ID
certificate from the same PC where you initially enrolled for the certificate. This is a security
precaution imposed by Versign, the digital certificate issuer. Therefore, it is important that
you enroll for the certificate from a PC where you receive e-mail for the e-mail address that
will be associated with your digital ID certificate.

2.1.1 Requesting an NRC Approval Code

Prior to starting the Digital ID enrollment process, you must have an NRC Approval Code. If
you do not have an NRC Approval Code, Criminal History Program participants should call
(301) 492-3531 or send an email request to the NRC’s Criminal History Program staff at:
CrimHist.Resource@nrc.gov with the following basic information: your name, email
address, phone number, organization, role in the organization and reason for submitting
documents to the NRC.
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2.1.2 Requesting a Digital ID Certificate

Important:
For all Internet Explorer versions below 9.0, users must be aware that
additional actions are required prior to successfully completing the
enrollment process. For Internet Explorer users only, the security
settings must be set to “Medium”. See Section 6 “Digital ID Certificate
Enroliment Steps” within the NRC’s Digital ID Certificates Guide
located on the NRC’s Obtain a Digital ID Certificate Website
(http://www.nrc.gov/site-help/e-submittals/apply-certificates.html) for
detailed step-by-step instructions on changing the security settings and
requesting a certificate.

Additionally, Google Chrome, Mozilla Firefox 4.0 and 5.0 do not work

fAar tha FAarme \/iawar

Once you have obtained an approval code (see Section 2.1.1), to enroll for an NRC issued
digital ID certificate, go to the NRC’s “Electronic Submittals / NRC’s Digital ID Center”
website
(https://onsite.verisign.com/services/USNuclearRegulatoryCommissionADDOCIO/digitalidCenter.htm)

ENROLL

Select the link and complete the form.

2.1.3 Installing the Digital ID Certificate

You will receive a “Your Digital ID is ready” e-mail if your digital ID certificate request is
approved. This e-mail will contain both a VeriSign-provided Personal ID Number (PIN) and
a link to NRC'’s Digital ID Center.
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To pick up and install your digital ID certificate, open the “Your Digital ID is ready” e-mail

message.

b

Copy the PIN (provided in the e-mail

message). An easy copying method
is to highlight the PIN then

Ctrl
simultaneously press the ‘sl key

o
on the keyboard and the === key.

To: <mmg@nrc.gov>
Subject: Your Digital ID is ready

Dear MALLORY M GREEN,

Your Administrator has approved your Digital ID request.
To assure that someone else cannot obtain a Digital ID that contains your personal information, you must retrieve your Digital IL
Personal Identification Number(PIN)provided here. You can refrieve your Digital ID by following these simple steps:
Step 1: Visit the following Digital ID Center web page and pick up your Digital ID:
https: /fonsite. verisign.com/services JUSNudearRequlatorvCommissionADDOCIO (digitalidCenter.htm
Step 2: In the form, enter your Personal Identification Number (PIN):

Your PIN is: 9227201240

Step 3: Follow the instructions on the page to complete the installation of your Digital ID.

If you have any guestions or problems, please contact the VeriSign Certificate Administrator at NRC by replying t

Next, click on the link within the e-mail message. This will take you to the NRC Digital ID
Center’s “PICK UP ID” web page.

See Section 7 “Digital ID Certificate Installation Steps” within the NRC’s Digital ID

Certificates Guide to complete the installation process.
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3. Submissions

3.1 Access the Criminal History Application

enetons - -
i ’ H . Commission Seeks Prompt Action an August[7][22[7][2011[=] Students & Teachers
avigate 10 the S vvebsite i manllasif oo et D TapanacForce Recommendsions tormaton for
Radiation Protection = ENROCARIEE © ::Jadce"r:rssznd

1 23 4 5 6 o~

Emergency Preparedness Readmore »

7.8 910 1112 13
14 15 16 (17 18 19 20

(www.nrc.gov). Scroll to the bottom

Analysis of Cancer Risk MoreNews» < Dore Speeches »

of the page and select the Electronic | - AR g
Underground Reactor Pipes and 28 29 30 31 andvideo
Tritium galleries

cPrev Today Next>
Enforcement Actions Readmore »

Submittals link (within the “Popular
Documents” Section).

Forthe Record

Spotlight Archive »

o,

ABOUT US j POPULAR DOCUMENTS FOLLOW ALONG
0
POPULAR DOCUMENTS @
- o

TABILITY REPT

INFO DIGEST HsTORY OF THE NS —

EMPLOVMENT

NRC ETH

ACTSHEETS & BROCHURES

STATUS

FORMS

p ez s

ELECTRONIC SUBMITTALS

NRC REPORTS — NUREG

NRC REGULATICNS — 10-CFR

IMSFECTICN REFPORTS

FLAIN WRITING

ENFORCEMENT ACTICNS

Home > Ste Help > Electronic Submittals

From the “Electronic Submittals” Web

Electronic Submittals

page, select:

¢ Criminal History

+ A Choose a digital certificate
dialogue box will appear. Click on
the certificate and then select the

button. A Signing
data with your private exchange
key dialogue box will appear.

The Electronic Submittals application allows electronic transmission
of information to the NRC pertaining to licensing actions, associated
hearings, and other regulatory matters. The application ensures
that information sent to us via the Internet is secure and unaltered
during transmission. For other communications with the Agency,
see our Contact Us page.

The electronic submittals system operates 24 hours daily except
when the system must be taken down for scheduled maintenance.
System operators will post a notice on the esubmittals home page
whenever a scheduled outage is planned.

Users new to the EIE System or in need of instructions should
select the link below before accessing their preferred workflow:

* Getting Started

Electronic Submission Systems

The Electronic Submittals application supports five separate
systems. Users may access their preferred workjow by selecting

from among the following links:

« Adjudicatory submissions - Used J#ff fiings made to the

Commission or Atomic Safety 3 Licensing Board

« Criminal History - Used Py licensees to transmit background

ELECTRONIC SUBMITTAL
SYSTEM NOTICES

The Adjudicatory
submissions application
supports: Internet
Explorer 8.0 and below;
Firefox 3.5 and below;
Safari 3.0 and below on
MAC 0S5 10.4 & 10.5

The electronic submittals
systems are scheduled to
undergo routine system
maintenance on Monday
evenings from 6:30pm until
9:30pm EST. The periods
may be deferred or
cancelled if they might
interfere with filing
deadlines for comment
periods or adjudicatory
proceedings.

NRC Packing Slip Wizard
Version 2.0 (ZIP - 35 MB)

Within the blank CryptoAPI
Private Key field, enter the
certificate password you created
when you imported the certificate.

check information to thgNRC, the fee for processing Criminal History background checks is

« General submissions — Used for transmitting reports or other electronic filings to the NRC.
Licensees who wish to use electronic submissions to satisfy 10 CFR Part 26 reporting
requirements (Fitness for Duty) should use the General submissions portal. Before submitting FFD

reports, please read the FFD reporting information at: Answers about FFD

Select the

proceed.
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3.2 Consent to Monitoring

The user must recognize that the use of a federal computer system constitutes consent to
monitoring and is for official or authorized use only. Should monitoring reveal possible
evidence of violation of criminal statues or Public Law, your identification may be provided to
the appropriate law enforcement officials and subjects you to criminal prosecution, fine,
imprisonment, or other disciplinary action.

s Nuclear Regulatary Co
" USNRC
/ <Prarwmg People rmd rl;: E nvironment /{

Welcome to NRC's Criminal History application

The following options are
provided to the user:

USE OF THIS COMPUTER CONSTITUTES A CONSENT TO MONITORING.

This computer system is for official or authorized use only. Federal computer systems are subject to monitoring for
maintenance, to preserve system Integrity and security, and for other official purposes. You should not expect privacy, nor
protection of privileged communication with your personal attorney, regarding information you create, send, receive, use, or
store on this system.If monitoring reveals possible evidence of viclation of criminal statutes, this evidence and any related

¢ TO acknowledge and proceed information, including your identification, may be provided to law enforcement officials, including the Office of the Inspector
General. Anyone who violates security regulations or makes unauthorized use of Federal computer systems is subject to criminal
SeleCt the radio button for: prosecution and/er disciplinary action.

UNAUTHORIZED ACCESS PROHIEITED BY LAWY - TITLE 18 U.S, CODE SECTION 1030

ian I tt t hH Public Law 99-474 provides that anyone who accesses a Federal computer system without authorization, and by means of such
= L consent 1o manraring. conduct obtains, alters, damages, destrays, or discloses information, or prevents authorized use of information on the

computer, shall be subject to fine or imprisonment, or both.

REPORT ANY UNAUTHORIZED USE TO COMPUTER SECURITY AND THE INSPECTOR GENERAL

2 I consent to monitoring.

7 1do not consent to monitoring

Continue
¢+ Select the

button.

© Copyright 2012 NRC

Note: When selecting “I do not consent to monitoring”, the only option offered is to select
the Exit button:

@ [ do not consent to monitoring.

Exit

Continue as follows:
+ First Time Users: See Section 3.3.1 (Request Access to Criminal History)

+ First time installing the Active X plug: See Section 3.3.2 (Install the Signing Active X
plug in)
+ Continuous users: See Section 3.4 (Welcome to the NRC Criminal History Page).

3.3 First Time Users

3.3.1 Request Access to Criminal History

First time users to Criminal History will receive the “Request Access to Criminal History”
page. If you are not a first time user, continue with Section 3.4, “Welcome to the NRC
Criminal History” page.
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This page contains the users profile information. All required fields, annotated with an

asterisk (*) must be populated
‘? United States Nuclear Regulatory Commission %)
’ Protecting People and the Environment ﬂ{ U. S.N RC

The “Certificate Information” Request Access to Criminal History
is pre-populated with
information extracted from
your Certificate. These fields
are not editable.

Certificate Information

First Name Sandra Last Name Miller

Email sandra.miller@nrc.gov Exp Date 03/09/2013

Contact Information

“Contact Information” and Tite Fax
“Address” sections are text Phone -
fields (with the exception of < s
State, which contains a drop
down menu to select from). paest R
City State * [~]
Zip*
« R » . . . >: Facilities
Facilities” section: within the _
Available box, click on (tO Americn E\ecl:::zj:&u—mﬁ B o -
i i ili Arkansas 50-313 E
highlight) the Facility access <

Arkansas 50-313b

|S deSI red . Beaver Valley Power Station 50-37

Beaver Valley Power Station 50-41~ =

. \5 Rules of Behavior
Note: To select more than

one Facility, hold Accept _ _ -
Rules of Rules of Behavior for Submitters of Information using the E

down the Ctrl key as Behavior Electronic Information Exchange System (EIE)

: 1.0 Applicability
yOU CI ICk on eaCh These Rules of Behavior apply to all individuals who use the Electronic
HH Information Exchange Sysiem (EIE) application to submit information
Facil Ity (Submitters) to the Nuclear Regulatory Commission (NRC).

2.0 Consequence for Noncompliance
These rules comply with Rules of Behavior for NRC Automated Information

» Sysiem Users provided in NRC Management Directive 12.5. EIE Submitiers
1 shall be held accouniable for failure fo comply with these rules of behavior
SeIeCt the arrow (thls and will subject to disciplinary action as directed by the NRC. Actions may -
H H H range from a verbal or written warning, removal of EIE access for a specific
will move the highlighted & Aocept 2 et L
item(s) to the Selected box. © Reft

Note: If an error was made, Submi
select the Facility
within the Selected

box, then select the v
After reading the information'provided within the “Rules of

arrow. Behavior” section, select the radio button for:

© Copyright 2012 NRC

4

@ Accepl (To proceed, you must select Accept.)

Submit
Select the button.
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1 United States Nuclear Regulatory Commission - / N RC
P Protecting People and the Environment K{ [_J . .

Request for access received

After completing
and submitting
the form, a
“Request for

Thank you. The NRC has received your request for access to the following facilities:

. " WCNOC 50-482 -
access received
page is -
dISp|ayed - We will respond to your request by email within 3 business days.

© Copyright 2012 NRC

The requestor will receive an e-mail from CrimHist.Resource@nrc.gov acknowledging the
request for access was received.

Within three (3) business days, the requestor will receive an email communicating access
was granted or withheld. If granted, the user will be provided a link
(https://eieprod.nrc.gov/CH) to proceed with the Criminal History submission process.

3.3.2 Install the Signing Active X Plug In

Upon initial log in users will be asked to install an Active-X plug-in that will enable the
signing function on the submission form. If the plug in not already installed in the browser,
the user will see the following message:

-
. : . United States Nuclear Regulatory Commission 5
Selectthe dick | £ H'St°“<’°mf"g%fe cadiie e % US.NRC
elect the cClic
here to Home  Modify  Process  UserPage  Reports  Log Out

download link
and follow the
instructions in ~ Summary

the InSta”atlon To run the criminal history application oL must have IBM Forms installed. Plegge click here to download th)

Wizard screens forms plug-in M5 installer. Once successfully downlnaded, please close your brows i install the application,
and the log back in to the the Criminal History application
that follow.

IBM Forms Plugin missing

If problems persist after installing the application, please click on the "Troubleshooting Details" tab and
repart the error message to NRC.

Thanks.

» Troubleshooting Details

Note: Depending on the security rights users are permitted this installation may require the
assistance of a local System Administrator.
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3.4 Welcome to the NRC Criminal History
Once access to a Facility has been granted and the plug in installed, upon logging into

Criminal History and accepting consent to monitoring, the user will be presented with the
“‘Home” page:

- United States Nuclear Regulatory Commission 5] U S NRC
} C inal H Is.torCﬁwecdﬂg People and the Environment ! - ot

Home My Profile  New Submission  Submission History  Contact NRC ~ Log Out  Help

Welcome to the NRC Criminal History

From this page you can submit new criminal history forms or §ee the status of previously submitted forms.

System Announcement - Please Read Befote Submitting

Qctober 12, 2012

Today we are introducing Criminal History process changes deslgned to:
1. Minimize processing delays users have experienced when §ttempting to use the "Pay.gov” payment function.
2. Increase the number of files that may be attached to a subfmission.

Submitters will now be asked to sign and submit the Criminal Hitory form and attachments before being redirected to the
Pay.gov page. Upon completion of the payment transaction user§ will be directed back to the Criminal History site where they may
review the submission history or make another submission.

If for any reason, after signing and submitting a form, the paymenft process is interrupted the submitter will see a "Make Payment”
link in the Status column of the Submission History. Selection of this link will take the submitter to Pay.gov where payment can be
completed.

Our previous request to limit the number of attachments to 10 or fewer is revised, we are now recommending a new limit of 25
attachments to avoid possible adverse perfermance impacts.

© Copyright 2012 NRC

The following options are available:

Home My Profile New Submission  Submission History ~ Contact NRC  LogOut  Help

3.4.1 My Profile

My Profile
Within the menu bar, click on to display the “Profile” page. The following
options are available to the user:

+ Updating the user profile (see Section 3.4.1.1)

+ Requesting additional access to a facility (see Section 3.4.1.2)

Home
Note: Click on to redisplay the “Welcome to the NRC Criminal History” page

shown above.
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3.4.1.1 Updating My Profile

The “Certificate Information”
section contains information
obtained from your certificate.
The four fields (First Name, Last
Name, Email and Exp. Date) can
not be edited.

All fields within the “Contact
Information” or “Address”
sections (with the exception of
State) are text fillable fields. To
update a text fillable field, click
within the appropriate field,
highlight (to delete) the existing
information, then type the revised
information into the field.

Revision 2
October, 2012

Profile

» Certificate Information

FirstName  Sandra Last Name  Miller

Email sandra miller@nre.gov Exp Date 03/09/2013

» Contact Information

Title Business Analyst Fax (987) 654-3210

Phone * {123) 456-7890

» Address

Address 1* 1234 Any St Address 2
Rockville State * Maryland

12345

Save

To revise the State field, click on the drop-down menu, then select the appropriate State.

Save
After updating all necessary fields, click the button.

A “Saved” dialogue box will
display.

2k

Click the button.

Page 11 of 31
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3.4.1.2 Request Additional Access

Facilities
» Facilities

Your Arkansas 50-313

Within the “Facilities” section, click Facities  WCNOC 50-482
on the

[ Request Additional Access ]
»
»

Request Additional Access

button.

© Copyright 2012 NRC

W . i Request Facility Access

The “Request Facility Access” page

Wi” appear » Certificate Information

First Name  Sandra Last Name Miller
. . . . Email sandra.miller@nrc.gov Exp Date 03/09/2013

The fields listed within the ’ ’

“Certificate Information” section can » Faciliies

not be edited. Avaiatie —
Americn Electric Power 50-315 B Arkansas 50-313
Arkansas 50-313b WCNOC 50-482
Beaver Valley Power Sla1!cn 50-3%

Within the “Facility” section, click on Brgram A ta000s

(to highlight) a Facility from the

Available box.

Note: To select more than one
Facility, hold down the Ctrl
key as you click on each
Facility.

Select the ' arrow to move the highlighted
item(s) to the Selected box.

Available Selected *
Americn Electric Power 50-315 - i Arkansas 50-313 -
Arkansas 50-313b T | WCNOC 50-4582

Beaver Valley Power Station 50-32
Beaver Valley Power Station 50-41
Brigham MA-440004 -

Note: If an error was made, select the Facility within the Selected box, then select the

L]
arrow.
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Available Selected *
Arkansas 50-313b . Arkansas 50-313 -
Save Beaver Valley Power Station 50-3% | WCNOC 50-482
Click the Beaver Valley Power Station 50-41 Americn Electric Power 50-315
Brigham MA-440004 h]

button. CCNPP 50-317 - |

Request Submitted [t
A “Request Submitted” dialogue

box will appear.

Ok
Click the button.

Thank you. Your request for facility access
has been submitted.

3.4.2 New Submission

' Google Chrome, Mozilla Firefox 4.0 and 5.0 do not work with New
Submissions. Additionally, Apple Macintosh computer (Mac) is not supported.

Usited States Nuchear Regulatory Commivion g '[ ]'
Protecting People and the Environment Q_ . S.N R C

Within the menu bar, click on

New Submission Criminal History
tO d |Sp|ay the ."::":::’”"':um fiolds de:nu(a- one or more files. You must electronically Sign m:‘rum and then Submit to
“Criminal History Submission” page. :'":m;“%mﬂ AR e R
Submwi:slon Identification
Fill out all required fields (annotated Submitornome  Sundra Wil et
with a red asterisk [*] ) and attached EmaiAddess  sandra mier@nec gov Cartficats Explaton Dete [FEAWENE

Docket *

one more files. You must
electronically sign the form and then

Submission Title

Attachments and Payment

submit to complete your submission. [ addrie | [ Remorsie i
The fee to process background Lo =

. . t Payment * - Pay.gov Receipt #
checks is $26.00 per item. e

Transaction Date

Comments (Optional)

Note: This amount is subject to
change in 2012.

Sign and Submit Form

pr——
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3.4.2.1 Submission Identification Section

Submission ldentification
Submitter name Sandra Miller
Email Address sandra_miller@nrc_gov Certificate Expiration Date |03/09/2013

Docket *

Submission Title*

Within the “Submission Identification” section of the form, the Submitter name, Email
Address and Certificate Expiration Date fields are auto-populated with information

retrieved from your Certificate. These fields can not be edited.

Submission ldentification

Submitter name Sandra Miller

Certificate Expiration Date |03/09/2013

"]

Email Address sandra.miller@nrc.gov

[Doc:ket *

Submission Title*

Docket

Arkansas 50-313
Americn Electric Power 50-315

WCNOC 50-482

Docket field (required) — Select the facility for which you wish to make your submission from

the drop down menu.
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Submission Identification

Submitter name Sandra Miller
Email Address sandra.miller@nrc.gov Certificate Expiration Date 03/09/2013
Docket * -

Submission Title*

The Submission Title is included on the response form; therefore, the user should enter
within the Submission Title field (required) information that will be an aid upon receipt of

the response form.

As an example, a title could be:

Submission Title ” 4 Files submitted at 10:00am on March 22, 2012

3.4.2.2 Attachments and Payment Section

3.4.2.2.1 Attaching Files

Attachments and Payment

[ Add File Attachments. .. Remove File Attachments. ..
# of files attached 0 Amount Due 30.00
Select Payment - =

Add File Attachments. ..
Select the button.

Note: .nist, .nstand .eft are the only three (3) acceptable file formats that can be
attached to the form.

At a minimum, one (1) file must be attached.

! We recommend that you attach no more than ten (10) files to each submission.
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An “Attach Files” dialogue box will
appear.

Select the button.

A “File Upload” dialogue box will
appear. Locate and click on the
appropriate .nist or .eft or .nst file.

Select the Open button.

1< Attach Files X!

Select afile to attach to the form.

Browse...

Available Folders: Attachments:
PAGE1.Docs

The file will appear within the

¥ Attach Files =

Select a file to attach to the form

C:\Users\OwneriDocuments\Work Related\Criminal HistoryiCriminal History 01.r

Select a file to attach to the
form f|e|d \ Available Folders: Attachments:

Select the E button.

» ()
"Cose”|

The file will then appear within
the Attachments box.
\

Note: If the wrong file was
attached, select the

_ button, then
select the

button to confirm the
deletion.

' Attach Files =
elect a file to attach to the form.

Available Folders: Attachments:

PAGE1.Docs Sl Criminal History 01.nist N

To attach additional files, repeat the steps beginning at the top of this page with

' selecting the button.

o Unlike the previous system, users may attach only one file at a time so the
‘Browse>Select>0Open Add’ sequence must be complete for each file.
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& Attach Files wl

Select afile to attach to the form.

After attaching the required

Browse...
.nist, .nstor .eft fiIe(s), Available Folders: Attachments:
w Bl Criminal History 01.nist
select the - button. Criminal History 02 nist

Attachments and Payment

. Add File Attachments... | { Remove File Attachments... [

[# of files attached 2 ] [ Amount Due $52.00 ]
Select Pdyment -

The # of files attached field will populate Additionally, the Amount Due field will
with the total number of files attached to the auto-populate with the fee amount.
submission.

These two fields: # of files attached and Amount Due, cannot be edited by the user.

Note: Select the Remaove File Attachments__

button, if files were attached in error. At
the “Remove Attachments” dialogue box, click on the file to be removed, then select

the m button.
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3.4.2.2.2 Payment

Note: The amount due for each attached file is $26.00

Attachments and Payment

| Add File Attachments. .. | | Remove File Attachments. ..
# of files attached 2 Amount Due $52.00

[ Select Payment - |- ]
Within the Select Payment field Select Payment * -
(required), click on the drop-down to
display the three (3) payment types. pay.gov
Scroll down and select the appropriate Check
one. Money Order

+ For Check and Money Order payments, continue with Section 3.4.2.3.

cannot be processed until payment has been received.

? Note: For Check and Money Order payments, the submission

+ For Credit Card (pay.gov) payments, continue with the instructions
below.

Attachments and Payment

Add File Attachments... | | Remove File Attachments...
# of files attached 1 Amount Due $26.00
Select Payment - M| -
Please complete your submizsion, including signing and submitting. You will be redirected to

pay.gov to completa payment after you have made your submission.

Upon selecting the drop-down for pay.gov, a message will appear in red, as shown in the
above example. Complete Sections 3.4.2.3 and 3.4.2.4 before proceeding to Section
3.4.2.5, Complete Online Pay.Gov Payment.
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3.4.2.3 Comments Section

Comments

Within the Comments field, enter any information that may be useful to assist the NRC in
processing the submission.

3.4.2.4 Sign and Submit Form Section

Note: First Time Users, see Section 3.4.2.4.1 prior to signing the form.

Sign and Submit Form

[C.Iick Here to Sign electronically ] Click Here to Submit

Upon populating all required fields, the Click Here to Sign electronically button is
activated.

Click on the Click Here to Sign electronically button

. fj Signature Information X
‘ See Troubleshooting ‘ g

(i) No Signature |

A “Signature Information” dialogue box |—Deta“5
appears.

Select the m button.
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A “Certificate Selection Dialog” box will
appear.

First, click on the applicable certificate.

Then, select the -“ button.

Revision 2
October, 2012

Certificate Selection Dialog -

Available Certificates:

Sandra L Miller 2012-05-25 23:59:59
Sandra L Miller 2012-05-25 23:59:59
Sandra Miller 2013-03-09 23:59:59
Sandra Miller 2013-03-09 23:59:59

The “Signature Information” dialogue box
will appear, stating the Signature is Valid
and the Details box populated.

Select: OK

‘ See Troubleshooting

# Signature Information %]

(@ Signature Is Valid

_ Details

Certificate Information:

U.S. Muclear regulatory Commission,
"wwnverisign.comirepository/CPS Incorp. by Ref LIAB.LTD(c)99",
Business Analyst, Sandra Miller, sandra_miller@nre_gov

US. "VeriSign, Inc.", VeriSign Trust Network, Terms of use at
https:/fwww verisign .com/rpa (c)08, VeriSign Class 2 MPKI Individual
Subscriber CA - G2

US, "VeriSign, Inc.”, WVeriSign Trust Network, "(c) 1999 VeriSign, Inc. -
For authorized use only”, VeriSign Class 2 Public Primary Certification "
Authority - G3 b

Sign and Submit Form

Sandra Miller,

The button will update, displaying the
certificate user’'s name and email address.

Click Here to Submit ]

Click on the Click Here to Submit
button.

Note: If paid via Pay.Gov, continue with Section 3.4.2.5.

If paid via Check or Money Order, continue below.

A “Criminal History Submission
Received” page will display when
paying via Check or Money Order. The
submittal process is completed.

Unticd oiarca Muelear/Regitarary, Somm1suion) )
il HistoryC__ i % USNRC

Home My Profie  New Submission  Submission History ~ Contact NRC ~ LogOut  Help

Criminal History Submission Received

Thank you. The NRC has receivad your Criminal History submission.
We will respand by e-mail within 3 business days.

Please click here to return to the New Submission page.

Note: An email will be delivered from paygovadmin stating the payment
has been submitted. If you have any questions regarding the
payment, contact: Pay.gov Customer Service by phone at (800)
624-1373 or by email at pay.gov.clev@clev.frb.org.

Page 20 of 31




Nuclear Regulatory Commission Revision 2
Criminal History User Guide October, 2012

3.4.2.4.1 First-Time Users

When attempting to sign the form, first-time users will need to install an Active-X plug-in that
will enable the signing function on the submission form. If the plug in not already installed in
the browser, the user will see the following message:

~
- . . United States Nuclear Regulatory Commission
' @3
' EIE c Inal H Isto (Pm!ecriug People and the Environment (_{ U- S- N R C

Horme hAodify Frocess User Page Reports Log Out

IBM Forms Plugin missing

* Summary ‘

To run the criminal history application you must hawve 1IBM Forms installed. F'Ieasalclick here to duwnluad]the
farms plug-in M3l installer. Once successfully downloaded, please close your brows el install the application,
and the log back in to the the Criminal History application.

If problems persist atter installing the application, please click on the "Troubles
repart the error message to NRC.

oting Details" tab and

Thanks.

» Troubleshooting Details

Select the click here to download link and follow the instructions in the Installation Wizard
screens that follow.

Note: Depending on the security rights users are permitted this installation may require the
assistance of a local System Administrator.
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3.4.2.5 Complete Online Pay.Gov Payment

S
United States N

—
“ 1 & W ‘i‘;“;,:‘“' "“;‘;i‘ the Environment b &
The “Online Payment, Step 1: — froeting fropleand e L USNRC

Enter Payment I nformatiOn” page Home My Profile New Submission ‘Submission Hlﬂoly Contact NRC ch Out He\p
will appear. Online Payment Retun to your originating application

Step 1: Enter Payment Information 11213
Pay Via Plastic Card (PC) (ex: American Express, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk ®

. . P

POpuIate a” requlred erldS ( ) Acco:muoldzmm: :Sazn:‘;a Miller (affiliate) *

o ayment Amount:
(Account Holder Name, Billing Billng Address: *
Address, Card Type, Card el
Number, Expiration Date.) bl =

Country:| United States [~
Se|eCt the Card Type: =* VISA 8B X =
= Card Number: * (Card number value should not contain spaces or dashes)
l Continue with Plastic Card Payment ] Securty Code:  sabtrimpss e s
Expiration Date:| | =] */ [=]*
b utto n . Select :Z\e “Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.

[ Continue with Plastic Card Payment | [ Cancel |

Note: Please avoid navigating the site using your browser’s Back Button - this may lead to incomplete data being transmitted and
pages being loaded incorrectly. Please use the links provided whenever possible.

The "Online Payment, Step 2: [Eie et istoryC_ e 2 USNRC
Authorize Payment” page will

Home My Profile  New Submission  Submission History ~ Contact NRC ~ Log Out  Help

appear.

(" oniine Payment Return to your originating application
Step 2: Authorize Payment 112]3
Payment Summary  Edit this information

H H H H H Address Information Account Information Payment Information
Verify the information listed is coun Holder Sanda il Cart Typo: vi ayment Amount 552 00
. < Name: (affiliate) Card Number: 1111 Transaction Date 10/09/2012 17:04
accurate_ If not, Select the I|nk: Billing Address: 123 Any St and Time: EDT

Billing Address 2:

Edit this information. City:

State / Province:

Zip | Postal Code:
& Country: USA
[Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.

It is highly recommended to

populate the Email Address and < s
Confirm Email Address fields. CC:
Enter additional emails (If \\ Authorization and Disclosure
. . . . Required fields are indicated with a red asterisk *
deSIred) Wlthln the CC. fleld' \a:lhuﬂzeachargeln my card account for the above amount in accordance with my card issuer agreement. [ *

Press the "Submit Payment” Button only once. Pressing the bution mare than once could result in multiple transactions

Submit Payment

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted and
pages being loaded incorreclly. Please use the links provided whenever possitle

Authorization and Disclosure

Required fields are indicated with a red asterisk *

| authorize a charge to my card account for the above amount in accordance with my card issuer agreement.

Press the "Submit Payment™ Button only once. Pressing the button more than once could result in myfiple transactions.
[ Submit Payment ] [ Cancel ]

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incompjéte data being transmitted and
pages being loaded incorrectly. Please use the links provided whenever possible.

Select the checkbox (¥ *) to authorize a charge to my card account. Select the
Submit Fayment ] button
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— — —
) . . United States Nuclear Regulatory Commission
™, /)
EIE c 1 nal H isto Protecting People and the Environment '/1 U. S. N R C

Home My Profile New Submission Submission History Contact NRC Log Out Help

The “Online gnlinzP;ym:_nt ; .
tep 3: Confirm Payment
Payment, Step 3:
y . ! p ] Thank you. ] (\?g
Confl m Payment Your transaction has been successfully completed. = Print this window.
page W|” appear It is recommended you print a copy for your records.

Pay.gov Tracking Informatj

To print the Paygv Tracking ID: 3F0J0729

gency Tracking ID: 965

payment nsaction Date and Time: 10/09/2012 17:13 EDT
H H yment Summary
|nf0 rmatlon for you r Address Information Account Information Payment Information
reCOrdS’ SeleCt the Account Holder Sandra Miller Card Type: Visa Payment Amount: $52.00
. . Name: (affiliate) Card Number; === 111 Transaction Date 10/09/2012 17:13

print a copy link. Billing Address: 1234 Any St and Time: EDT

Billing Address 2:

City:

State / Province:
Zip | Postal Code:
Country: USA

Return to your agency website

To complete the submittal:

Select the Return to your agency website link (continue with the instructions below).

|na| H is'to United States Nuclear Regulatory Commission . WA U S N RC
Protecting Peaple and the Environment /_1 bt
Home My Profile New Submission Submission History Contact NRC Log Out Help

Payment received

NRC has successfully received vour payment.

NEC SubmissionID: 965
Payment Amount: $52.00
Pay gov Tracking id: 3FOJO729

To return to the Criminal History application please select one of the menu items from the navigation bar
above

The screen will update with a message that the payment was received.

Note: An email will be delivered from paygovadmin stating the payment has been
submitted. If you have any questions regarding the payment, contact: Pay.gov
Customer Service by phone at (800) 624-1373 or by email at
pay.gov.clev@clev.frb.org.
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3.4.2.6 Email Acknowledgements
Based on the type of payment selected, the user will receive the following email:

Check or Money Order: Acknowledgement of submission - payment pending. The
email will list the Submission number as well as the number of
attachments. Additionally, the email will state that payment
has not yet been received and the submission can not be
processed until payment has been received.

Credit Card (Pay.gov): Acknowledgement of submission - payment received. The
email will list the Submission number as well as the number of
attachments.

3.4.3 Submission History

. 3 United States Nuclear Regulatory Commission
3 e 2, US.NRC
l. E C Inal HISto (Proﬂwiug People and the Environment - -
Home My Profile New Submission I Submission History l Contact NRC  LogOut  Help

7
Submission History

Within the menu bar, click on to display “My Criminal History
Submissions” page, which is primarily a reporting device for users

. — —
Users can see a history of what they Bt Cpirminal HistoryC__ | -+ USNRC
Submitted and When Home My Profile New Submission act NRC Log Out Help
L : i My Criminal History Submissions
Within the Status field, items at PENDING
are awaltlng payment (VS Items at PAID EIE ¢ Facility Name Submission Title NumAtt|  Submission Date Status Pay.gov rect
StatUS). + 1009 WCNOC 50-482 Test04 2 Oct 11 2012 6:59PM  PENDING 3FOJOACT

Users can see a history of what they
submitted and when. It also allows the ability
to resubmit and finish a submission.

Note: Clicking within a column header
(i.e. EIE SubmissionID,
Submission Title, etc.) allows for
sorting in descending and

ascending order. The only Fields may be expanded to reveal the
exception to this rule is the full field information:
NumAttachments header. J;

EIE Subi |Facility Name EIE SubmissionID acility Name
+ | 1009 WCNOC 50-4 +| 1009 VCNOC 50-4
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Within the Status field, items at PENDING
are awaiting payment (vs. items at PAID

status).

Within the Pay.gov receipt field, payments
made via credit card are provided the

Pay.Gov Tracking ID #.

Revision 2
October, 2012

-
Bl Gimiinal Histor_ e 2 USNRC
My Profile

New Submission ~ Submission History ~ Contact NRC ~ LogOut  Help

My Criminal History Submissions

From: 10/05/2012 To: [1012/2012

NumAtt  Submission Date

Status  |Pay.govrec:
Oct 112012 6@l PENDING 3FOJOACT

EIES Facility Name Submission Title
4 [1009 \WCNOC 50-482 |Test 04 2

Status Pay.gov receipt
PENDING
PENDING 3FOJOEBRP
PENDING 3FQJOACT

_—

View1-10f1

Payments made via Check or Money Order, the Pay.gov receipt field will be blank.

To reveal additional
information regarding the
submission, click on the + to
the left of the SubmissionID
column:

3.4.3.1 Refine Submission List

My Criminal History Submissions

From: 03/09/2012

To: 03/16/2012

SubmissionDate Status

2012-03-12 16:03:00.323 PENDING

NumAttachments
1

TCN *+
Criminal History 01 nist

SubmissionlD = SubmissionTitle

221

ID Status Resubmit

221 PENDING pending

View 1-10f1

Test 02 1

2012-03-12 16:03:58.513 PAID

The From and To fields are auto-populated. The To field contains “today’s” date, while the

From field is seven (7) days prior to “today’s” date.

To refine or expand the list presented, the user may click within the From and/or To fields.

From: [03/08/2012

| To: 03/15/2012

A PN
calendar i
W||| + 22: Su Mo Tu

appear.

We Th Fr Sa |1

March 2012 0 ;

SubmissionDate Status

2012-03-12 16:03:00.323|PENDING

NumAttachments

1 2012-03-12 16:03:58.513 PAID

+ To expand the results, delete the date listed. By performing this action in both fields, all
submissions made by the user will be displayed.

+ To revise the results, click on a desired date and the field will update (this action can be
performed in both date fields to narrow the results even further).
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3.4.3.2 Resubmit Submission
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To resubmit, there must be a reason, such as the FBI sent a message stating they could not
read the prints, therefore, a resubmittal must be performed.

From: 03/08/2012 To:

SubmissionlD SubmissionTitle

Test
Test 02

1
1

03/15/2012

NumAttachments

SubmissionDate Status
2012-03-12 16:03:00.323 PENDING

2012-03-12 16:03:56.513 PAID

After being informed by the FBI that a resubmit is required, from “My Criminal History
Submissions” page, expand the Submission by clicking on the + to the left of the

SubmissionID column.

Within the “Resubmit” column,

My Criminal History Submissions

From: 0612912011

[Te: (0612872011

select the Resubmit link for the x:

item the FBI responded to.

[Clactive Only
Submission List
Status Resubme
prnts 2 2011.05-10 00.00.00.0 |recenea submssion resubes
3 prits 3 2011.05-10 00.60:00.0 | recetved submission resubms
D, | TeH | Fent o FBI |le
I ntg22 L8
1 nig22:2
1 5223
+ |1 prints for jm and pho 2 2011.05-08 00:00:00.0 | completed submission resubms -
< Page[iJofd v i [n[+] View 1-10 0112

© Copyright 2011 NRC

The “Criminal History Resubmission” page
is displayed.

The following fields are auto-populated and
disabled:

Submitter name

Email Address

Certificate Expiration Date
Docket

Submission Title

* & & o o

Only one file must be attached to the
resubmission. Select the

Add File Attachment ... button.

See Section 3.4.2.2.1 to attach files.

D rcserigisinines; % USNRG

Criminal History Resubmission 09/10/2011

Instructions

Please attach the file to be reprocessed and sign/submit the form

Submission |dentification

Submitter name John Doe

Email Address John.Doe@com | Certificate 12/31/2011
Expiration Date

Docket 50-313

Submission Title Nf922

|Attachments and Payment

Add File Attachment... | Remave File Attachment. ..

# of files attached 1

Amount Due 30

Sign and Submit Form

Click Here to Sign Click Here to Submit

Click on the LClickHereto Sign | 1, ,tton.
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3.4.4 Retrieving Responses

When the results are available, an email will be delivered from CrimHist.Resource@nrc.gov
with the subject: Criminal History Submission - Results Available.

——————
{2 Criminal History Submission - Results Available - Windows Internet

@ https://webmail.nrc.gov/owa/Tae=lem&a=Open&t=IPM Note&id=Rg PqUKIXOMRTO hurrKeTOBWASbVKmwlcq? @

EhReply  ClReplytosl (BForwad Y- - & @B X - e @ -]

Criminal History Submission - Results Available
CrimHist Resource@nrc.gov [CrimHist Resource@nrc.gov]
Sent: Thursday, September 27, 2012 2:53 FM

. . To:  Mier, Sandra

Select the link provided

Within the email The results of your criminal history Submission ID 855 have been
processed and 2 of 4 criminal history reports

message are complete. Click on the link below to access your reports:

https://eieps.nrc.gov/CH/redirect/iframe/forms/get/response/410

Email notification of any remaining reports will be provided to
you as soon as they are available.

Thank you.

[Be Grrmat FistoryC__ . i 2 USNRC

Follow the certificate log

in process to access the Welcome to NRC's Criminal History application
“We | come to N RC ! S USE OF THIS COMPUTER CONSTITUTES A CONSENT TO MONITORING.
1 i i This computer system is for official or authorized use only. Federal computer systems are subject to monitoring for maintenance,
C rl m I n al H ISto ry to preserve system integrity and security, and for other official purposes. You should not expect privacy, ner protection of
H H ” privileged communication with your personal attomey, regarding information you create, send, receive, use, or stare on this
a p pl I Catl O n page . system.If monitoring reveals possible evidence of violation of criminal statutes, this avidence and any related infermation,

including your identification, may be provided to law enforcement officials, including the Office of the Inspector General. Anyone
who vielates security regulations or makes unauthorized use of Federal computer systems is subject to criminal prosecution
and/or disciplinary action,

UNAUTHORIZED ACCESS PROHIBITED BY LAW - TITLE 18 U.S. CODE SECTION 1030

Public Law 92-474 provides that anyone who accesses a Federal computer system without authonzation, and by means of such
conduct obtains, alters, damages, destroys, or discloses information, or prevents authorized use of infermation on the computer,

SeleCt the I consent tO shall be subject to fine or impriscnment, or both.
monitoring radio button REPORLA 4 g 10 COMPUTER SECURITY AND THE INSPECTOR GENERAL
followed by selecting the

© 1consent to monitoring.

€ 'Ido not consent to monitoring)

Continue

Exit

button.

© Copyright 2012 NRC

l consent to monitoring.

T 1 do not consent to monitoring.

Continue Exit
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Comments (Optional)
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There are 2 files attached to this respanse. The remaining 2 file{s) will be sent as soon as availabla.

The “Criminal History
Response” page will display.

Information will be provided
within the Comments field
stating the number of files
attached.

In the example above, 2 files
are attached to the response,
while the other 2 files will be
sent at a later time.

In the example below, the final
2 files are attached, which
completes the responses for
this submission.

Comments (Optional)

al HistorC__ i 2 USNRC

My Profile New Submission Submission History Contact NRC Log Out Heip

CriminakHistory Response 092712012
[ ission Idintification |

Sandra Miller (affiliate)

Submitter name

Email Address sandra miller@nrc gov

Docket (CNOC 50-482

Submission Title
eEEEEEEEEREmEEEE®

1 Comments (Optianal)

Submission 1D
NN NN NN NN NS NN NN NS EEEEEEEEEEEEEEEEEEEEEE,

There are 2 files attached to this response. The remaining 2 file(s) will be sent as soon as available.

View File Attachment...

Click Here to Submit

"IIIIIIIIIIIII
Attachments a

Sign andgubmit Form

Thomus Ryan (affilats),

torm.ryenEnre.gov

There are 2 files attached to this response. This completes the responses for this submission

Select the

View File Attachment...

button.
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Home My Profile  New Submission  Submission History ~ ContactNRC ~ LogOut  Help

Criminal History Response 0972012
[Submission Identification ]

Submitter name Sandra Miller {affiliate)

Email Address sandra miller@nrc.gov

Docket WCNOC 50-482

Submission Title Submission ID
Comments (Optional)
There are 2 files attached to this response. This the for this

and Pay

——
View File Attachment.

Sign and Submit Form

Themnas Fyan (affiliats),

- o
=t p— Click Here to Submit
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rgf Display Attachments ﬁl

Select a folder to list its attachments, and then select an attachment to display.

Available Folders: Attachments:

PAGE1.Docs Criminal History 13_50-482.RESP W
Criminal History 14_50-432 RESP

Select the attachment to be viewed.

Then select the _ DiSp button.

The response will be displayed for your review.
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3.4.5 Contact NRC

- . United States Nuclear Regulatory Commission ) U S N RC
& Cirfiinal H IStorCquﬂan People and the Envivonment A{ .

Home My Profile New Submission Submission History Contact NRC Log Out Help

Within the menu bar, click on

Contact NRC

Contact NRC

For technical/certificate issues please contact our Help Desk:

to display the Phone: 866-672-7640 or
“Contact N RC” page. Phone e-mail: meta system help desk resource@nre.go
. For submission specific questions please contact our NRC Criminal History team:
.r]umber .and. emall .ContaCt Phnnz_:(301)492'35310r(301)492'353&
information is provided. R ——

© Copyright 2012 NRC

For technical/certificate issues please contact our Help Desk:

Phone: 866-672-7640 or
e-mail: meta system help desk resource@nrc.gov

For submission specific questions please contact our NRC Criminal History team:

Phone: (301) 492-3531 or (301) 492-3534
e-mail: CrimHist.Resource@nrc.gov

The Criminal History email address is an HTML hyperlink. By selecting this link, an email is
created using the users default email client. The To field is populated with
CrimHist.Resource@NRC.gov and the Subject field are populated with “NRC Criminal
History Request”.

3.4.6 Logout

Within the menu bar, click on /’" C‘,::;i;‘;;;;ﬁ:,;&:‘;i;;:}:;‘;;:,i.,‘-',;!:;;ijji ¥ USNRC
Log Out

Welcome to NRC's Criminal History application

USE OF THIS COMPUTER CONSTITUTES A CONSENT TO MONITORING.

Th e “We I Come to N RC ’ S C rl m i n a I H IStO This computer system is for official or authorized use only. Federal computer systems are subject to monitoring for
ry maintenance, to preserve system integrity and security, and for ather official purposes. You should not expect privacy, nor
. . » . . protactian of privieged communication with your personsl attomey, regarding information you create, send, receive, use, or
app“catlon page Wi " d|sp|ay stors on this system.f monitoring reveals possible evidence of violation of criminal statutes, this evidence and any related
. information. including yeur identification, may be provided to law enforcement officials, including the Office of the Inspector
General. Anyone who violates security regulations or makes unauthorized use of Federal computer systems is subject to criminal
prosecution and/or disciplinary action

UNAUTHORIZED ACCESS PROHIEITED BY LAW - TITLE 18 U.S. CODE SECTION 1030

Public Law 99-474 prowides that anyone who accesses a Federal computer system without authorization, and by means of such

Note: To return to the Criminal History
page, Select the BaCk :znmt::uil;h:::flsbilt::;::r‘r::z:Z_ :rsIsr:::,lim:‘;:l\:l:s:;;:\:nrmancn or prevents authorized use of information on the

REPORT ANY UNAUTHORIZED USE TO COMPUTER SECURITY AND THE INSPECTOR GENERAL

I consent to menitaring.

> button.

1 do not consent to monitoring.

Bt

Select the Exit button. © Copyright 2012 NRC

The “Electronic Submittals” page (http://www.nrc.gov/site-help/e-submittals.html) will display.
You may close your internet browser.
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3.4.7 Help

Within the menu bar, click on

Help

to display the “Help
Center”.

A link to the complete step-by-step
user guide is provided as well as
links to subject specific
instructions.
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'rﬁ'/'r Dinkd Srmees it pas R bty Camasimive ,
| . 4
ns"'l cil inal Histo r(f’romm:g People and the Environmens ! U S 7 N RC

My Profile  New Submission  Submission History  Confact NRG LogQut  Help

Help Center

For complete instructions with screen shots on the Criminal History process, see the

How do 1 get started with using Criminal History?
See First Time Users

How do I access Criminal History?
See Accessing Criminal History

1 have been granted access to a Facility. What do I do now?
See

How do I update My Profile?
See My Profile

How do I request access to additional Facilities?
See Request Additional Accass

How do I make a submittal?
Ses

How do I attach files to the submittal form?
See Attaching Files

How do I make a payment?
See Payments

How do I sign the submittal form?
See Signing

1'd like to see what I have submitted. How do I do that?
See Submission History

1 received a notice that I must resubmit a file. How do I do this?
See Resubmit Submission

How do I contact the NRC?
See

How do 1 logout of Criminal History?
See Logout

© Copyright 2012 NRC




Troubleshooting:

Several users have experienced Criminal History processing interruptions. These occur after completion of

signing and submitting the Criminal History form, but before completing the pay.gov payment transaction. We
know this has caused extra work and frustration for our submitters. To alleviate this problem we have inserted

a link in the “My Criminal History Submissions” page that allows users to complete their interrupted

submissions without having to initiate a new submission to resend fingerprint files. The process is outlined in

the following frames.

Normal Process Flow:

| Return to Payments

1. A user has filled out the Criminal History submission form and has selected the pay.gov payment

option.

inal Histo

Home My Profile

Criminal History

Instructions

subject to change in 2012.

* Reaquired field
Submission Identification

Submitter name

Email Address

Docket *
Submission Title * Test

Attachments and Payment

New Submission

sandra.miller@nrc.gov

United States Nuclear Regulatory Commission

Protecting People and the Environment

Submission History

Fill out all required fields and attach one or more files. You must electronically Sign the form and then Submit to
complete your submission. The fee to process background checks is $26.00 per item. Note this amount is

Sandra Miller (affiliate)

WCNQC 50-482 v

Add File Attachments... |

Contact NRC

Certificate Expiration Date 05/31/2015

¥ USNR

Log Out  Help

10/13/2012

# of files attached

| Remove File Attachments...

2 Amount Due

Select Payment -

Comments

A
7

$52.00
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Figure 1




2. The user completes the Sign and Submit form.

Attachments and Payment | ]

Add Filz Attachrnenis... Hemove File Attachmenis...
# of files attached 1 Amount Due $26.00
Select Payment - pay.gov | w

Please complete your submission, including signing and submitting. You will be redirected to
pay.gov to complete payment after you have made your submission.

'Comments (Optional)

(Sign and Submit Form

E Sandra Miller (affiliate), i Click Here to Submit

e = |
Figure 2

Interruption:

3. At this point the payment has not yet been processed. Now, for some reason (timeout error, page
cannot be displayed message, etc.) the Pay.Gov form does not reload. Here is an example of an error
message you might receive:

9 Internet Explorer cannot display the webpage

What you can try:

Diagnose Connection Problems

@ More information

Figure 3

4. The submission is now incomplete.
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Solution:

Submission History

5. Return to the Criminal History application and select the tab. On the page there

will be a record of the submission with a link in the Status column titled: “Make Payment”. This
indicates the process has been interrupted and the submission is incomplete.

To Submission History Status

Make
Payment

. . United States Nuclear Regulatory Commission /
Cpiminal Histo e :
otecting People and the Environment

Home My Profile New Submission Submission History Contact NRC Help
My Criminal History Submissions
From: 10/06/2012 To: 10/13/2012
EIE £ Facility Name Submission Title NumAtt  Submission Date Status Pay.gov rec
+ 1020 [WCNOC 50-482 TestC 2 Oct 13 2012 4:44PM | Make
Payment
+ 1019 |WCNOC 50-482 TestB 2 Oct 13 2012 4:43PM | Make
Payment
+ [1011 \WCNOC 50-482 Test 06 1 Oct 12 2012 9:50AM [J|PENDING
+ (1010 [WCNOC 50-482 Test 05 2 Oct 12 2012 9:43AM ]/PENDING 3FOJOBRP
+ 1009 [WCNOC 50-482 Test04 2 Oct 11 2012 6:59PM | PENDING 3FOJOACT
—
| - i
Figure 4

6. Select the “Make Payment” link. The system will reload the “Online Payment Step 1: Enter Payment
Information” form (see Figure 5).
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. . United States Nuclear Regulatory Commission 4
Cirmiinal Histo — : 2 USNR
tecting People and the Environment "N e

Home My Profile New Submission Submission History Contact NRC Log Out Help

Online Payment Return to your originating application
Step 1: Enter Payment Information 1123
Pay Via Plastic Card (PC) (ex: American Express, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk *
Account Holder Name: Sandra Miller (affiliate) *
Payment Amount: $52.00
Billing Address:
Billing Address 2:
City:
State / Province: | ------ E]
Zip | Postal Code:

Country: United States [~]
VISA @ ZAEX oosman

* ——
Card Type: E' ———
x
Card Number: (Card number value should not contain spaces or dashes)
Security Code: Help finding your security code

Expiration Date: ]EI * EI *
Select the "Continue with Plastic Card Payment™ button to continue to the next step in the Plastic Card Payment Process.
[ Continue with Plastic Card Payment ] [ Cancel ]

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted and
pages being loaded incorrectly. Please use the links provided whenever possible.

Figure 5

Resumption of the Normal Process Flow:

7. Continue with Section 3.4.2.5, Complete Online Pay.Gov Payment.

8. The system will process the submission form. While it is processing the word ‘PAID’ will initially appear
in the Status column for the submission and the Pay.gov receipt will be displayed.

’ - - - - - ‘
My Criminal History Submissions
From: 10/06/2012 To: 10/13/2012
EIE ¢ Facility Name Submission Title NumAtt  Submission Date Status Pay.gov rec
+ (1020 |WCNOC 50-482 TestC 2 Oct 132012 4:44PM |Make
4
+ 1019 |WCNOC 50-482 TestB 2 Oct 13 2012 4:43PMI PAID 3FOJOFKO
+ [1011 \WCNOC 50-482 Test 06 1 Oct 122012 9:50AM |PENDING
+ 1010 |WCNOC 50-482 Test 05 2 Oct 122012 9:43AM |PENDING 3FOJOBRP
+ [1009 |WCNOC 50-482 Test04 2 Oct 11 2012 6:59PM |PENDING 3FOJOACT
| WY Ll
Figure 6

Page 4 of 5



9. When processing is complete the Status will update to ‘PENDING’.

| Note:

It will be necessary to refresh the browser to see this update.

?— - - - - -
My Criminal History Submissions
From: 10/06/2012 To: 10/13/2012
L EIE £ Facility Name Submission Title NumAtt  Submission Date Status Pay.gov receipt
+ 1021 WCNOC 50-482 |TestD 1 Oct 13 2012 5:23PM  |Make
Payment
+ 1020 WCNOC 50-482 |TestC 2 Oct 132012 4:44PM  |Make
D &
+ (1019 \WCNOC 50-482 |TestB 2 Oct 13 2012 4:43F[M PENDING |3FOJOFKO
+ (1011 WCNOC 50-482 Test 06 1 Oct 12 2012 9:50AM |PENDING
+ (1010 WCNOC 50-482 Test 05 2 Oct 12 2012 9:43AM |PENDING |3FOJOBRP
&+ 1009 WCNOC 50-482 |Test 04 2 Oct 11 2012 6:59PM |PENDING |3FOJOACT
Figure 7

10. At the same time the Status changes to ‘PENDING’ the system will dispatch an e-mail confirming
NRC'’s receipt of the submission.

Miller, Sandra

?Acknowledgement of submission - payment received

CrimHist.Resource@nrc.gov [CrimHist. Resource@nrc.gov]

Sent: Saturday, October 13, 2012 5:21PM
To:

The NRC has received payment for Submission 1019 that contained 2
attachment (s) .
You can expect to receive an email within 3 business days that

will allow you to obtain the criminal history report(s) for your
Submission.

You may also view the status of your Submission by selecting the
“My Criminal History Submissions” page within the Criminal
History application.

m

| Back to Payment

Page 5 of 5

To Comments

Figure 8

To Sign and Submit Form
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