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NCCIS: Pre-Enrollment for PID 

Introduction​ ​ ​ ​  

The Nevada Civil and Criminal Information System (NCCIS) provides the public with access to 

personal background check results. This document is intended for individuals running their own 

fingerprint-based background checks via the public PID portal at 

https://fc.nccis.nvdps.gov/NCCISPid/.   

 

Definitions and Acronyms​ ​ ​ ​ ​  

The following terms and acronyms are used in this manual.​​  

Applicant – The person getting a 

background check. This is the same person 

as the Subject.​​  

Applicant Control Number (ACN) – Tracking 

number for your transaction. This number is 

shown on the confirmation screen after 

payment and in the emails. 

NCCIS – Nevada Civil and Criminal 

Information System. 

PID – Personal Identification. 

Fingerprint-based background check 

processing for individuals who want their 

own state criminal history records. 

Pre-enrollment –Creating a transaction 

record prior to getting fingerprints taken. 

Rap, RAP Sheet– Record of Arrest and 

Prosecution. 

Requestor – The person requesting a PID 

background check.  This may be the same as 

the applicant. 

Service Code – a one-time use six digit code 

in the form of 123-456 that is used to 

identify the transaction. Applicants input 

this number to continue a pre-enrollment 

started by a Requestor. 

Subject – the person getting background 

checked.  

 

 ​ ​  
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NCCIS: Pre-Enrollment for PID 

Getting Started 

A PID background check is a fingerprint-based check run on applicants who want to know their 

own record, as well as for some legal/permitting processes. Applicants needing a PID check are 

“pre-enrolled” via an online form, and once pre-enrolled they go get their fingerprints taken. 

Those fingerprints are then run through the Nevada state fingerprint database.  

Pre-enrollment can be done by the Applicant, or can be started by their representative (such as 

a Defense Attorney or legal aide) and then finished by the Applicant.  

If a representative initiates the PID background check process on the public portal, they need to 

provide the Applicant with the “Service Code” generated by the system, which the Applicant 

then uses on the public portal to finish entering any data. This code is a one-time-use code 

generated by the background check system. 

The Applicant then pays by credit card when the background check is submitted.   

There are three different types of PID checks:  

●​ Standard – A notification will be sent to the email address supplied during the 

pre-enrollment process, and the Applicant can view/print the results after clicking on 

the link. The results will be available for 30 days starting the day the results email is sent 

to the Applicant. 

●​ Certified – Applicants will receive a printed letter from Nevada Department of Public 

Safety with the results; the results will be stamped and certified as proof of authenticity. 

●​ Notarized – Applicants will receive a printed letter from Nevada Department of Public 

Safety with the results; the results will be Notarized. 
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NCCIS: Pre-Enrollment for PID 

Applicants Submitting Their Own PID Request (Without a 

Service Code) 

If you are submitting your own information without a service code, go to 

https://fc.nccis.nvdps.gov/NCCISPid/ to select the type of PID you want.  

 

Click the button associated with the type of PID background check: 

●​ Standard – electronic results. 

●​ Certified – mailed results that have been certified. 

●​ Notarized – mailed results that have been notarized. 

The Standard PID has some different screens from the Certified/Notarized PID requests.  
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NCCIS: Pre-Enrollment for PID 

Standard PID Screen Differences 

When you click the “Standard PID check” button you will see a screen warning you about the 

time-limited nature of the online results report. This warning only applies to Standard PID 

requests.  

  

Once you’ve read the warning, you can click the “Cancel” button to cancel, or click the 

“Proceed” button to continue. You will see the Requester and Subject information screen. 
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NCCIS: Pre-Enrollment for PID 

 

The Requestor Information screen for a Standard PID has three sections: 

A.​ Requester information with a mailing address for the requesting party (if you are 

requesting your own PID, this will be your information). 

B.​ Security Questions and Answers, which are used to access the online results. Certified 

and Notarized results do not need the login so this section doesn’t appear for those 

transactions. 

C.​ Subject information for the person being background checked (the Applicant).  
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NCCIS: Pre-Enrollment for PID 

Certified/Notarized Screen Differences 

When you click the “Certified PID check” or “Notarized PID check” button you will see a 

confirmation screen. 

 

Once you’ve read the confirmation, you can click the “Cancel” button to cancel, or click the 

“Proceed” button to continue. You will see the Requester and Subject information screen. 
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NCCIS: Pre-Enrollment for PID 

 

The Requestor Information screen  for a Certified/Notarized PID has two sections: 

A.​ Requester information with a mailing address for the requesting party (if you are 

requesting your own PID, this will be your information). 

B.​ Subject information for the person being background checked (the Applicant).  

Submission process 

1.​ Fill in the Requester contact information fields. Blue fields with bold labels and asterisks 

(such as Email*) are mandatory. ​
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NCCIS: Pre-Enrollment for PID 

​
Certified and Notarized PID checks use the information in the Mailing Address fields as 

the address where the printed letters will be sent. 

2.​ If this is a Standard PID, the Requestor or Applicant will be getting the results on-line. 

Create the security question and answer for logging in to the results. The answer needs 

to be something that you (or the Applicant) will remember when prompted with the 

question. ​

​
Store the answer in a safe place. ​
​
Note: Subjects who will be getting a printed version of the results (the Certified or 

Notarized options) do not need a security question and answer since they won’t need 

to log in to see their results. 
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NCCIS: Pre-Enrollment for PID 

3.​ Fill in the subject (Applicant) information. All four fields are mandatory.​

 

4.​ To continue submitting your own information, click the “Complete Now” button.​
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NCCIS: Pre-Enrollment for PID 

5.​ You’ll see the Subject Information screen.​

 

6.​ Fill in the mandatory (blue fields) and any optional green fields you have information for. 

Confirm the email address is correct.  
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NCCIS: Pre-Enrollment for PID 

7.​ Click the “Authorization Accepted” checkbox. ​
​
Note:When the Requester is not the Subject, it is very important for the Requester to 

have a NV DPS-006 form completed by the Subject and on file. In the event of a DPS 

audit, this disclosure is required for the dissemination of Criminal Records. 

8.​ Click the “Proceed to Payment” button. You’ll see the Payment Confirmation screen. ​

 

9.​ Select your payment type, or click the “Go Back” button. Click either “Pay by Credit 

Card” or “Pay by E-Check” to be redirected to the payment processor (see Payment for 

more information on payments). 
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NCCIS: Pre-Enrollment for PID 

10.​When you complete the payment you’ll be returned to the following screen. ​

 

11.​Use the underlined “Print” link to print the information on this screen.  

12.​When you are done, you can click the “Start a new request” or “End Session” links to 

return to the PID starting page. Selecting “Start a new request” pre-fills some of the 

fields with the Requester information from the transaction you just completed.   
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NCCIS: Pre-Enrollment for PID 

The yellow and blue highlighted boxes on this screen contain some additional details about the 

process, including information about additional emails. 
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NCCIS: Pre-Enrollment for PID 

Getting Service Codes for a Separate Applicant 

To pre-enroll an applicant who will be finishing the transaction using the service code, go to 

https://fc.nccis.nvdps.gov/NCCISPid/  

 

Click the button associated with the type of PID background check: 

●​ Standard – electronic results. 

●​ Certified – mailed results that have been certified. 

●​ Notarized – mailed results that have been notarized. 

The Standard PID has some different screens from the Certified/Notarized PID requests.  
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NCCIS: Pre-Enrollment for PID 

Standard PID Screen Differences 

When you click the “Standard PID check” button you will see a screen warning you about the 

time-limited nature of the online results report. This warning only applies to Standard PID 

requests.  

  

Once you’ve read the warning, you can click the “Cancel” button to cancel, or click the 

“Proceed” button to continue. You will see the Requester and Subject information screen. 
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NCCIS: Pre-Enrollment for PID 

 

The Requestor Information screen  for a Standard PID has three sections: 

A.​ Requester information with a mailing address for the requesting party (if you are 

requesting your own PID, this will be your information). 

B.​ Security Questions and Answers, which are used to access the online results. Certified 

and Notarized results do not need the login so this section doesn’t appear for those 

transactions. 

C.​ Subject information for the person being background checked (the Applicant).  
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NCCIS: Pre-Enrollment for PID 

Certified/Notarized Screen Differences 

When you click the “Certified PID check” or “Notarized PID check” button you will see a 

confirmation screen. 

 

Once you’ve read the confirmation, you can click the “Cancel” button to cancel, or click the 

“Proceed” button to continue. You will see the Requester and Subject information screen. 
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NCCIS: Pre-Enrollment for PID 

 

The Requestor Information screen  for a Certified/Notarized PID has two sections: 

A.​ Requester information with a mailing address for the requesting party (if you are 

requesting your own PID, this will be your information). 

B.​ Subject information for the person being background checked (the Applicant).  

Submission process 

1.​ Fill in the Requester contact information fields. Blue fields with bold labels and asterisks 

(such as Email*) are mandatory. ​
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NCCIS: Pre-Enrollment for PID 

​
For Certified and Notarized PID checks the Mailing Address is where the printed letters 

containing background check result information will be sent. 

2.​ If this is a Standard PID, the Requestor or Applicant will be getting the results on-line. 

Create the security question and answer for logging in to the results. The answer needs 

to be something that you (or the Applicant) will remember when prompted with the 

question. ​

​
Store the answer in a safe place. ​
​
Note: Subjects who will be getting a printed version of the results (the Certified or 

Notarized options) do not need a security question and answer since they won’t need 

to log in to see their results. 
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NCCIS: Pre-Enrollment for PID 

3.​ Fill in the subject (Applicant) information. All four fields are mandatory.​

 

4.​ If the subject will be filling out the rest of the form, click the “Applicant Completion” 

button to get the security codes.​

 

Note: If you will be filling out the rest of the information on behalf of the 

Applicant, click the “Complete Now” button. For instructions, see Step 5 in 

Applicants Submitting Their Own PID Request (Without a Service Code).  
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NCCIS: Pre-Enrollment for PID 

5.​ You see a screen that summarizes the Applicant name and email, and shows the 

one-time use service code. ​
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NCCIS: Pre-Enrollment for PID 

6.​ Use the underlined “Print” link in the top right corner to print the information on this 

screen.  

7.​ When you are done, you can click the “Start a new request” or “End Session” links to 

return to the PID starting page. Selecting “Start a new request” pre-fills some of the 

fields with the Requester information from the transaction you just completed.   

If the Applicant doesn’t get the email with the service code, you will need to provide this service 

code to the Applicant so they can finish filling out the application and pay for the background 

check.  

The yellow and blue highlighted boxes on this screen contain some additional details about the 

process, including information about additional emails the Applicant will receive. 
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NCCIS: Pre-Enrollment for PID 

 

Applicant Pre-Enrollment With Service Code 

Applicants who have a service code for a PID background check need to go to 

https://fc.nccis.nvdps.gov/NCCISPid/. (This is the same website as when doing a Pre-enrollment 

without a service code, but the steps are slightly different for this process.)  

You should have received an email with the service code or the Requester should provide you 

with the code.  

To complete your pre-enrollment: 
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NCCIS: Pre-Enrollment for PID 

1.​ Review your email (or any information provided by the Requester) for the code.​

 

2.​ Go to https://fc.nccis.nvdps.gov/NCCISPid/. 

24 

https://fc.nccis.nvdps.gov/NCCISPid/


NCCIS: Pre-Enrollment for PID 

3.​ Type the code you were provided in the two fields near the top of the screen and click 

the “Submit” button.
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NCCIS: Pre-Enrollment for PID 

4.​ You will see a confirmation screen with the Requester’s information. 

 

5.​ If the information (name, phone, address) matches the information for the person who 

requested the Pre-Enrollment code for you, and the applicant type is correct, then click 

the “Yes, this information looks correct” button. If any information is incorrect then click 

the “No, let me try again” button and re-enter the code.  
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NCCIS: Pre-Enrollment for PID 

6.​ When you click the Yes button, you see a demographic and contact information screen 

to fill out. Your name and email should be pre-filled.​

​
Required fields are filled in with blue, and have labels that are bold and have an asterisk 

(such as Last Name*). 

7.​ Enter any additional required information in the blue fields with bold labels.  
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NCCIS: Pre-Enrollment for PID 

8.​ Enter any optional information you want to submit.  

9.​ Click the “Proceed to Payment” button to complete the submission. You see a 

confirmation screen with the background check fee on it. ​
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NCCIS: Pre-Enrollment for PID 

10.​Click either “Pay by Credit Card” or “Pay by E-Check” to be redirected to the payment 

processor (see Payment for more information on payments); when you complete the 

payment you’ll be returned to the following screen. ​

 

11.​Use the underlined “Print” link in the top right corner to print the information on this 

screen. The yellow highlighted box on this screen contains some additional details about 

the process, including information about additional emails the Applicant will receive. 

12.​When you are done, you can click the “Start a new request” or “End Session” links to 

return to the PID starting page. Selecting “Start a new request” pre-fills some of the 

fields with the Requester information from the transaction you just completed.  
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NCCIS: Pre-Enrollment for PID 

13.​You will receive an email receipt for payment, and also an email explaining where to get 

fingerprinted. ​

 

Payment 

Each PID must be paid for individually during the pre-enrollment process. NCCIS uses an 

external payment processor to take payments. You’ll need your credit card or banking 

information handy to enter it on the screen.  

  

The processing screen has fields for entering your name and address information as well as for 

the credit card number and expiration date OR the bank routing and account numbers. 

 

The PID processing will not continue until payment has been successfully processed. 
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NCCIS: Pre-Enrollment for PID 

Credit Card Transactions 

When you click the “Pay by Credit Card” button, you enter the credit card payment interface 

provided by the payment processor. This interface is not part of Flex-Check; you will return to 

Flex-Check once your payment has been successfully submitted (or if you cancel out of 

payment). 

Note: The screens shown here may look slightly different from your screens. Also, the 

payment processor may change over time and use different screens. The general 

instructions will remain the same.  

You can click the “Cancel Order” link at the bottom of any screen before the Receipt screen to 

exit without charging your credit card. 
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NCCIS: Pre-Enrollment for PID 

Fill out the first screen, then click the “Next” button to move to the second screen, where you 

fill out your credit card information.  

Click the “Next” button to Continue to the Review screen.  
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NCCIS: Pre-Enrollment for PID 

 

When you click the “Pay” button on the Review screen, you see a receipt screen. 
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NCCIS: Pre-Enrollment for PID 

 

Use the “Print” button to print a copy for your records, then click “Return to Website” to go 

back to the Flex-Check Agency portal.   

You’ll see a confirmation screen.  
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NCCIS: Pre-Enrollment for PID 

 

Use the underlined “Print” link in the top right corner to print this screen.  

E-Check Transactions 

When you click the “Pay by E-Check” button, you enter the E-Check payment interface provided 

by the payment processor. This interface is not part of Flex-Check; you will return to Flex-Check 

once your payment has been successfully submitted (or if you cancel out of payment). 

Note: The screens shown here may look slightly different from your screens. Also, the 

payment processor may change over time and use different screens. The general 

instructions will remain the same.  

You can click the “Cancel Order” link at the bottom of any screen before the Receipt screen to 

exit without debiting your checking/bank account. 
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NCCIS: Pre-Enrollment for PID 

 

Fill out the first screen, then click the “Next” button to move to the second screen.  

The payment screen for the E-Check interface is different from the more-familiar credit card 

interface.   

36 



NCCIS: Pre-Enrollment for PID 

 

You need to enter a check Routing, Account, and Check number, as well as provide the account 

type. Click the “Next” button to continue. 
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NCCIS: Pre-Enrollment for PID 

 

When you click the “Pay” button on the Review screen, you see a receipt screen. 
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NCCIS: Pre-Enrollment for PID 

 

Use the “Print” button to print a copy for your records, then click “Return to Website” to go 

back to the PID portal.   

You’ll see a confirmation screen that your payment has been received.  
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NCCIS: Pre-Enrollment for PID 

 

Use the underlined “Print” link in the top right corner to print this screen.  
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NCCIS: Pre-Enrollment for PID 

Getting Fingerprints 

When a new transaction is submitted for pre-enrollment the system will send the 

Subject/Applicant an email with instructions on how to get their fingerprints taken and 

submitted. Fingerprints can be taken electronically (Live Scan), or done using ink on a printed 

card.  
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NCCIS: Pre-Enrollment for PID 

The letter includes information needed by the fingerprint vendor, as well as information for the 

Applicant.  

Note: The Applicant can use the NCCIS Private Live-Scan Provider Location Search 

website at https://fc.nccis.nvdps.gov/NCCISLocateFP/ to search for fingerprint scan 

locations, based on comparing the business address to the Applicant’s location. 

The Applicant will need to bring a printed copy of the letter or the confirmation screen, and a 

valid government-issued ID with photograph.  

Sending Your Hard Card to DPS 

A “hard card” is a physical fingerprint card. If you get a hard card you need to mail it to DPS, and 

you need to write the PCN/TCN on the card. (If you don’t have a PCN, the background check 

system will create one when the transaction is processed.) 

The following screenshot shows the area where the PCN/TCN should be written in yellow: 
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NCCIS: Pre-Enrollment for PID 

Staple all pages together. If you are sending more than one submission (for example, submitting 

multiple family members) each individual’s packet of information needs to be mailed in a 

separate envelope.  

Mail your hard card and other paperwork to: 

Department of Public Safety​
Records, Communications and Compliance Division​
333 West Nye Lane #100​
Carson City, NV 89706 

Reviewing Your Results 

Standard PID 

When results are back from the background check, the Applicant (and their representative) of a 

Standard PID request will receive an email sent to the address provided when creating the 

transaction. This email letter will include a link to view the results.  
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NCCIS: Pre-Enrollment for PID 

 

When you click the link a web browser tab will open showing a screen prompting you to provide 

the security “question and answer” from Step 1 to see your results.  
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NCCIS: Pre-Enrollment for PID 

 

Type the Security answer into the field and click the “Get My Results” button. 

You’ll see a verification screen. 
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NCCIS: Pre-Enrollment for PID 

If you want to view your results at a later time, click the underlined “No, I will get my results at a 

later time” link. If you are ready to view your results, click the “Yes, I am ready to get my results 

now” button.  

You’ll see the results letter on page one, and any additional pages will display any RAP sheet 

information. You can print a copy of the letter using your PDF reader’s menus or icons. 

 

Notarized and Certified PIDs 

For Notarized and Certified PID requests, the results will be printed by DPS staff and either 

notarized or certified, and then mailed to the mailing address provided during signup.  

 

46 


	Introduction​​​​ 
	Definitions and Acronyms​​​​​ 
	 
	Getting Started 
	Applicants Submitting Their Own PID Request (Without a Service Code) 
	Standard PID Screen Differences 
	Certified/Notarized Screen Differences 
	Submission process 

	Getting Service Codes for a Separate Applicant 
	Standard PID Screen Differences 
	Certified/Notarized Screen Differences 
	Submission process 

	Applicant Pre-Enrollment With Service Code 
	Payment 
	Credit Card Transactions 
	E-Check Transactions 

	Getting Fingerprints 
	Sending Your Hard Card to DPS 
	Reviewing Your Results 
	Standard PID 
	Notarized and Certified PIDs 


