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Applicant Registration for Fingerprinting 
 

Fingerprinting Process for Owners/Administrators  
of Narcotic Treatment Centers 

 
Helpful hints in completing your Georgia Applicant Processing  

Services Fingerprint Registration 
 
  
• The Georgia Bureau of Investigation contracts with Georgia Applicant 
Processing Services to conduct live scan fingerprinting on a statewide 
basis. 
• In February 2016, The Department of Community Health (DCH) 

required certain facilities to use the Georgia Criminal History Check System (GCHEXS) for 
applicants requiring fingerprinting. 

• Effective September 28, 2017, applicants will no longer be required to separately go to the 
Georgia Applicant Processing Services website to register for fingerprinting. Once an 
applicant has completed their GCHEXS application, GCHEXS will re-direct them to the 
Georgia Applicant Processing Services website for payment. The applicants will only have 
to acknowledge the Non-Criminal Justice Applicant's Privacy Rights and enter their Social 
Security number prior to making their payment.  NOTE: Applicants will no longer be able 
to register separately for fingerprinting using the Georgia Applicant Processing 
Services website without first submitting an application through GCHEXS.  

• It is very important that when you are adding an application in GCHEXS that the 
correct “Reason for Fingerprinting” be selected. The selection you make will be then 
be transferred to the Georgia Applicant Processing Services fingerprint registration 
page and you’ll be unable to change the selection. DCH cannot make a fingerprint 
determination if the applicant has chosen the wrong reason for fingerprinting. You 
cannot choose, for example, DCH – Personal Care Home (Owner) when the person 
being registered for fingerprinting is a Director or an employee. Should this occur, 
DCH will not issue a fitness determination letter.  

• On the Georgia Applicant Processing Services website at 
https://www.ga.cogentid.com/index.htm, click on Fingerprint Locations to see vendor, 
street address, city and telephone number of the live scan fingerprint vendor. 

• A Frequently Asked Questions (FAQ) regarding GCHEXS can be found at: 
https://dch.georgia.gov/georgia-criminal-background-check-system-gchexs. 

 
 

http://www.dch.georgia.gov/
https://www.ga.cogentid.com/index.htm
https://dch.georgia.gov/georgia-criminal-background-check-system-gchexs
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1) Create Application: 

 
 

NOTE: The screenshots used in this module are for training purposes only.  

2) Enter Person Profile: 
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3) Enter Provider Information 

 
 

4) Verify Identity 
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5) Reason for Fingerprinting 
 
 

 
 
 
Very important that the correct Reason for Fingerprinting is selected. Should the 
incorrect Reason be chosen, DCH will not process your criminal history 
determination. 
 

6) Applicant Consent 
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7) Check Registries 
 

 
 
** Although the registry checks are not a requirement of the background check process, it 
is a built in component of GCHEXS.  In order to navigate through the GCHEXS registration 
process, all applicants must complete the various registries.  Based on the results of the 
registries, it will be up to the Narcotic Treatment Program facility to hire or disqualify the 
applicant.  
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8) Verify Data and Submit 
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9) Confirmation and Georgia Applicant Processing Services Link to Register: 
 

 
 
Click on the “Register with Georgia Applicant Processing Services for fingerprinting” link 
above  

You must also download and complete the Criminal Records Check Authorization Form by clicking 
on the link above. After completion, you can upload the form by clicking on the Upload Document 
icon or email it to: dmatthews@dch.ga.gov or sakinah.johnson@dch.ga.gov 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:dmatthews@dch.ga.gov
mailto:sakinah.johnson@dch.ga.gov
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10) Applicant’s Privacy Rights Acknowledgement Form 

 
 

Click Box, “I have read and accepted these terms.” Then click “Continue” 
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11) Verification of GCHEXS Background Check 

 
Enter Last Name and DOB and Click “Submit” 

12) Applicant Registration Screen 
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The Information above will be transferred from your GCHEXS application. Click “Continue."  

 

13) Applicant Payment Screen 

 

If paying by credit card, enter all the applicable information in the yellow highlighted fields.  
Click “Pay.” 
 

 

 

 
 
 
 

Transaction Type: 
DCH – Narcotic 
Treatment Program 
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14) Applicant Registration and Payment Receipt 
 

 
Applicant should bring a copy of this receipt to the fingerprint location site to verify payment was 
made. 
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15) Out-of-State Applicants Submitting Fingerprint Cards  

 
 
 
For out-of-state owners, you may want to submit hard copy paper fingerprint cards in lieu of 
coming to Georgia to be fingerprinted. If you checked the box to indicate you want to submit paper 
fingerprint cards in lieu of electronic fingerprinting, you will receive the enclosed pop up box in 
which you agree to submit fingerprint cards for an additional $8.00 processing fee. Click the Details 
link for information on submitting paper fingerprint cards. 

NOTE: DCH normally receives fingerprint results from live scan machines in 24-48 hours.  If 
you elect to submit manual fingerprint cards, you must go to your local law enforcement 
agency and have your fingerprints taken on paper cards. You would then submit the 
fingerprint card (write your Agency ID on back of the card) and attach a copy of your 
Georgia Applicant Processing Services payment receipt to the card and mail it to the 
Georgia Applicant Processing Services address listed on the Details link noted above. From 
the time you mail your fingerprint card to Georgia Applicant Processing Services, it could 
take up to seven business days for DCH to receive your fingerprint results. 
 
The below instructional screen appears when you click the Details link on the Applicant 
Registration tab if you check the box that you want to submit your fingerprints on paper in lieu of 
electronically.   
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Georgia Applicant Processing Service 

Hardcopy Fingerprint Card Submission Instructions 

Overview 
Applicants that are out-of-state, unable to visit an electronic fingerprinting 
location, or are otherwise unable to be electronically fingerprinted may 
submit hardcopy fingerprint cards to 3M Cogent. 

Process 

Applicants who are submitting ink cards for a required Georgia background 
check should follow the steps below:  
 
Register – All applicants must be registered prior to sending hardcopy 
fingerprint cards. You can register online at www.cogentid.com. Be sure to 
select the Fingerprint Card User box. Applicants may also contact the 
Registration Call Center to register by phone: 1-888-439-2512 
 
Payment – Payment may be made online or a money order can be sent with 
your fingerprint card:  

Option 1: Online Payment – Applicants may pay online at the time of 
registration using a credit/debit card, or the transaction may be billed to your 
employer using “agency pay.” 
 
Option 2: Send payment with Fingerprint Card – Money order only. Cash 
and personal checks are not accepted. 
 
Registration ID - All applicants will receive a Registration ID. Write this 
number on the back of your fingerprint cards.  
 
Submission – Mail the cards (and if applicable, payment) to: 
3M Cogent, Georgia Card Scan  
639 N Rosemead Blvd 
Pasadena, CA 91107 
Results – Background check results will be sent directly to your 
employer. 3M Cogent does not have access to background check results or 
make employment determinations. Please check with your employer 
regarding questions about your background check results. 

 

NOTE: For Owners, background check results will be sent to DCH, not to the employer. 

 

https://www.ga.cogentid.com/Everything%20HelpDesk/www.ga.cogentid.com
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