
 

 

 

 

 

 

 

 

 
 
 
 
 
 
 

 
Step-by-Step Manual 

Process for Completing the NSOPW 
 

Please follow these instructions carefully. 
 
 
 
 
 
 
 
 
 



 

If the Member’s statewide and FBI checks fall under an approved ASP, then the 
Coordinator will need to complete the NSOPW.  Go to Step 1 below. 
If the Coordinator is ordering a statewide check using EBI, you will not need to 
complete the NSOPW; this check will be completed by EBI. 
 
Step 1:  Go to the NSOPW website 
 Go to:  www.nsopw.gov 
 Under “Quick Search,” enter the Member’s first and last names. 

Click on the “Search” button (do not choose “Search by Location”). 
 

 
 
 
 
 
 
 
 
 



 

Step 2:  Click on the button “I agree and acknowledge the terms of the NSOPW” 
 
Step 3:  Enter the code, as requested, then click “Continue” 

 

 
 
 

 
 

 
 
 
 
 
 
 
 



 

 
Step 4:  This will bring you to the results page 
 

 
 
 
Step 5:  If the check states that certain jurisdictions are unavailable, please run this report at 
a later time until all jurisdictions have been checked. 

 
 
 
 
 
 
 
 
 



 

Step 6:  Creating the NSOPR Report 
a. If the search says “0 records from a national search including all states, territories and 

Indian Country…” 
 
Take a screen shot (“Ctrl” + “Print Screen”) and paste it into a blank word document 
(“Ctrl” + “V”) to create the Report as shown below: 

¶ DO NOT CROP the screen shot –the date stamp must remain in the report 

¶ Make sure to zoom in on the screen so the name and date stamp are readable 

 

 
 
No exact name match for [fill in blank with Member’s name].  Completed by [fill in blank with 
Coordinator’s name] on [fill in date created]. 

 
 
Print out a copy of this page and put it in the Member’s file. 
 
Go to Step 7 (on bottom of page 7) 



 

b. If the search yields exact name matches, please confirm the person listed is not your 
Member.  Click on the exact name match and compare the photo on the website with 
the Member’s government-issued photo ID collected with the Criminal History Check 
Authorization Form to ensure this is not the person enrolling in Compact Service 
Corps.  If there are hits, but no exact name match, see Step 6a above.  If there are hits 
with an exact name match, go to next step. 

 

 
 
 
 
 
 
 
 
 
 



 

Take a screen shot (“Ctrl” + “Print Screen”) and paste it into a blank word document 
(“Ctrl” + “V”).  If you’re unable to see all the hits in one screen shot, then right click on 
the web page and choose “Select All,” copy the highlighted section (“Ctrl” + “C”), then 
paste into a blank word document (“Ctrl” + “V”).  Create the Report as shown below: 

¶ DO NOT CROP the screen shot –the date stamp must remain in the report 

¶ Make sure to zoom in on the screen so the name and date stamp are readable 
 
 

 
I have confirmed that the Member enrolling in Compact Service Corps is not one of the above registered 
sex offenders with an exact name match of [fill in blank with the Member’s name].  Completed by [fill in 
blank with Coordinator’s name] on [fill in date completed]. 
 
(If there are hits but no exact name match, see Step 6a above.) 

 

Print out a copy of this page and put it in the Member’s file. 

 
Step 7:  Save a copy of the report titled “[insert Firstname] [insert Lastname]” and send a 
copy of the report to csc@regis.edu. 


