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How to run the background search using new ICHAT system

- Select Search Reason —

Child Welfare - Free
Employment - Free

Family Use - Paid

o To begin, select the reason for a search Fresdom of informaten - Paid
. General Knowledge - Paid
from the drop down list. Your search Housing - Paia
reasons and fee will vary depending on Licensing - Fai

your type of user and agency account. pee e

Student - Free

Volunteer - Free

-- Select Search Reason -

Reason for search s required

e The following are required fields:
e First Name
e Last Name
e Date of Birth
e Race
e Gender
e The alias name(s) can be entered by clicking on the link for additional names. The box
will expand and provide you the option to enter an alias.
o The “Miscellaneous Number” field can be used as a reference key which will display on
the search results. This field is optional.

Reason for Search*

Licensing - Paid

First Name* Middle Name Last Name* Suffix
John Doe Select Suffix
Date of Birth* Race* Gender* SID
07/04/1930 Unknown/Other v Male
Additional Names>>
Number i number of s left - 15)

License #012345

R




e Once a search is completed, the system will Order Review ¥2
. . Subtotal: $10.00
retrleve the SearCh reSUIt and add It to the There are pending searches that needs to be processed in your order.
shopping cart on the left side of the screen. JOHN DOE s1000  x
e The shopping cart can be viewed by clicking on R
the cart icon either next to the submit button or on
the right side of the screen.
. . . IVAN ICHAT $0.00 x
e The number listed on the cart indicates the
number of searches in the cart, not the “hits” on i
the name provided. ,,
e If the shopping cart is clicked, the system will SUBTOTAL: $10.00
show the searches that need to be checked out. Select Al Remove All ltems
e Toremove or delete a search from the shopping oo
cart, click the red “X” on the right.

e The cart will display the detail information on each search, the amount for individual
searches, as well as the total amount due for all searches in the cart.

e The user can “Select All” to check out all the searches. The user can also check out
searches individually. The shopping cart will retain the search criteria for three days
before deleting the searches; so it is important to check out within the three days of
requesting.

e If all of the searches are fee-waived or invoiced, the user will be able to see the results
on the check out.

o If any of the searches are being paid with a debit/credit card at the time of search, the
user will be directed to the third-party vendor to make the payment before viewing the
search results. Once the full payment for the amount due is completed, the user will be
able to view the search results.
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Payment Method

Michigan State Police ICHAT Payment Request

Welcome to the CEPAS Credit Card Processing Payment Module for the Michigan State Police ICHAT.
This process is being used as a secure means of processing credit card authorizations.

Payment may be made with a valid Discover, MasterCard, or Visa.

To begin the payment process, click on "NEXT" in the box below.

* Indicates required field

Choose method of payment

e Pay by credit card
visa [ ey
[Backnext [ exit

Michigan.gov Home Sitemap | ICHAT Home
Accessibility Policy | Privacy Policy Link Policy | Security Policy




