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The purpose of this document is to help guide Trainers and TA Professionals navigate through the 
Department of Justice Name Based Background Check application. 
 
User goes to WORCS https://recordcheck.doj.wi.gov/ and logs in with their login ID and password 

 

User checks the checkbox on the Security Warning modal and clicks continue 
  

            

 

 

 

https://recordcheck.doj.wi.gov/
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User is directed to the Dashboard 
 

            

 

User clicks on Submit New Request 
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User selects the Background Request Type from the dropdown menu and enters the relevant 
information before clicking Submit 
 

 
 
User is directed to the Apply Payment page 
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Payment Methods available to an account holder:  
 

- Bill to Account- For customers with a billing account 
- Online Payment – Registered users without a billing account or Users who want to pay 

online rather than charging it to their account 

User selects the payment method (if online payment is selected then the system will direct the User 
to ePay) and clicks  continue  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
User selects Bill to Account payment option, reviews the information and clicks continue 
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User reviews the Customer Receipt for accuracy. User has the option to print the receipt and View 
Results 
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User selects the Online Payment option, reviews the information and clicks continue 
 

                             

 

User is directed to the Checkout page and clicks Submit Payment 
 

              

 
User is directed to the ePay website to complete the payment process 
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User clicks Confirm after reviewing the information 
 

                     

 

 
 
 
 
 
 
 
User receives a confirmation number and clicks continue 
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User is directed to the Payment Status page to view/print the receipt. User clicks on View Results 
link 

                         
 

User is directed to the Request Results page and clicks on the Results link when the request is complete 
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User checks the checkbox on the legalese modal to agree with the terms after the request is complete     
                                                                   

 

  

User clicks on View Rapsheet and prints the results 
 

         
 
 

User reviews the Rapsheet and prints a copy to send to the Wisconsin Registry. 
 


