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1. Introduction 

 
This document outlines step-by-step instructions for successful electronic transmittal of 
background check information (e.g., fingerprints) to the Nuclear Regulatory Commission 
(NRC), as required by 10 CFR Part 73.57, via the Electronic Information Exchange (EIE) 
process, which is available on the NRC's “Electronic Submittals Application” Web page 
(http://www.nrc.gov/site-help/e-submittals.html). 
 
 

2. First Time User Required Actions 

 
To submit background check information to the NRC, first-time users must complete the 
instructions in Section 2.1.  These actions are performed one time only. 
 
 

2.1 Obtaining Certificate 

 
If you need a new certificate go to this link:   and select the https://pki.nrc.gov/ecs/
Electronic Submittals – Criminal History option, then select the Apply Now! link.  
 
The site will walk you through the process. After you complete the process the NRC system 
manager will review and approve your request and you’ll receive an e-mail with instruction 
on the steps necessary to install your certificate. 
 
Note: Installation of the certificate on Apple MAC machines requires use of a Firefox 

browser and we recommend that users work directly with the NRC's Electronic 
Submittals Help Desk at 866-672-7640 to complete the installation. 

 
 

3. Submissions 

 
Note: Use one of the following recommended supported browsers:  Internet Explorer 8, 

Firefox 10, Safari 5.1 (Mac OS X/iPad), Chrome 18, Android 3.2. 
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3.1 Access the Criminal History Application 

 

 
 
 
 
 
 
 
 
 

 
 

  
  

Navigate to the NRC’s Website 
(www.nrc.gov).  Scroll to the bottom 
of the page and select the Electronic 
Submittals Application link (within 
the “Popular Documents” section). 
 

 
 
 
 

From the “Electronic Submittals 
Application” Web page 
(http://www.nrc.gov/site-help/e-
submittals.html ), select:   
 
 Criminal History 

 
 A certificate dialogue box will 

appear.  Enter the certificate 
password, and then select the 
applicable Allow or OK 
button.   
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3.2 Consent to Monitoring 

 
The user must recognize that the use of a federal computer system constitutes consent to 
monitoring and is for official or authorized use only.  Should monitoring reveal possible 
evidence of violation of criminal statues or Public Law, your identification may be provided to 
the appropriate law enforcement officials and subjects you to criminal prosecution, fine, 
imprisonment, or other disciplinary action. 
 

 
 
Note: When selecting “I do not consent to monitoring”, the only option offered is to select 

the Exit button: 
 

 
 

 
Continue as follows: 

 First Time Users - Request Access to Criminal History (Section 3.2.1):   

 Returning Users:  Welcome to the NRC Criminal History Page (Section 3.3) 
 
  

 
The following 
options are 
provided to the 
user: 

 To 
acknowledge 
and proceed, 
select the 
radio button 
for I consent 
to 
monitoring. 

 Select the 
Continue 
button. 
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Fill out all required fields (annotated with a red asterisk [*]) and attached one or more file.  
You must electronically sign the form and then submit the form, to complete your 
submission.  The fee to process background checks is $26.00 per item.   
 
Note: This amount is subject to change. 



 
Nucle
Crimi
 

Page

 

3.5.1

 

 

 

 

 

 
 

3.5.2

 

3.5.2

 

 
Click 
 

Note:

ear Regulato
inal History U

e 14 of 31 

 Submissio

Within the
Email Ad
informatio

Use the d
which you

Populate 
upon rece

 Attachme

.1 Attachin

the Add Fil

:  .nist, .n
attached t

ory Commiss
User Guide 

on Identific

e “Submissio
ddress and C
on retrieved 

drop-down m
u wish to ma

the Submiss
eipt of the re

nts and Pay

ng Files 

le Upload bu

st and .eft 
to the form. 

sion 

cation Sectio

on Identificat
Certificate E
from your C

menu to selec
ake your sub

sion Title (re
esponse form

yment Sect

utton.  

are the only
  At a minim

on 

tion” section
Expiration D

Certificate.  T

ct the Docke
bmission. 

equired) field
m.  

ion 

 three (3) acy
um, one (1) 

n of the form
Date fields a
These fields 

et (required)

d with inform

cceptable file
file must be

, the Submi
are auto-pop
cannot be e

, which is th

mation that w

e formats th
e attached.   

Revision
June 20

itter Name, 
pulated with 
dited. 

e facility for 

will be an aid 

at can be 

n 3
15

 

 

 
 
 



 
Nucle
Crimi
 

Page

Click 
 
A Ch
or .ef
 
Selec
 
Note:
 
 

 
 

 

 
The #
subm
 
Thes
 

ear Regulato
inal History U

e 15 of 31 

on the newl

oose File to 
ft or .nst file

ct the Open 

: To remov

 

# of files att
mission.  The

e two fields:

To attach
steps be
 
Unlike th
‘Browse>

ory Commiss
User Guide 

ly displayed 

Upload dial
.   

button. 

ve a file attac

tached field 
e Amount D

  # of files a

h additional 
eginning at th

he previous s
>Select>Ope

sion 

Browse bu

ogue box w

ched in error

will populat
ue field will 

attached an

, click thfiles
he top of this

system, use
en’ sequenc

tton. 

ill appear.  L

r, click on th

e with the to
auto-popula

d Amount D

he Add File 
s page with s

rs may attac
ce must be c

Locate and c

e Remove F

otal number 
ate with the f

Due, cannot

Upload but
selecting the

ch only one f
completed fo

click on the a

File link. 

of attached 
fee amount. 

t be edited b

tton and then
e Browse bu

file at a time
or each file. 

Revision
June 20

appropriate 

files to the 

by the user.

n repeat the 
utton. 

e so the 

n 3
15

 
 

.nist 

 

 



 
Nucle
Crimi
 

Page

3.5.2

 

Note:

 
 

 
Withi
of the

 

 

 
 

 
 
 
 
 
 
 
 

ear Regulato
inal History U

e 16 of 31 

.2 Paymen

: The amou

n the Select
e following th

Check 

Money Or

Pay.gov 

 

 
Note: F

u
 
 M
 

 
 
 
 
 
 

ory Commiss
User Guide 

nt 

unt due for e

t Payment f
hree (3) pay

rder 

For Check a
until paymen

Mail Paymen

sion 

 attacheeach

field (require
ment types:

 

and Money O
nt has been 

nts to: 

11545 Ro
Criminal 
Attn:  Dor
MS – TW
Rockville

ed file is $26

ed), click on t

Order payme
received. 

ockville Pike
History Prog
reen Turner

WFN 3B46M
, MD  20852

6.00. 

the drop-dow

ents, the sub

e 
gram 

2 

wn to displa

bmission can

Revision
June 20

y and select

nnot be proc

n 3
15

 

t one 

cessed 



 
Nucle
Crimi
 

Page

 
Note:

 

 

3.5.3

 

 
Withi
proce
 
 

3.5.4

 

 
Upon
Click
 
 

ear Regulato
inal History U

e 17 of 31 

: Upon sele
the below

 Comment

n the Comm
essing the su

 Sign and 

n populating 
k Here to Sig

ory Commiss
User Guide 

ecting the dr
w example: 

ts Section 

ments field, e
ubmission.  

Submit For

all required 
gn button  

sion 

rop-down for

enter any inf
Entering com

rm Section

fields, the C

 

r pay.gov, a 

formation th
mments is o

Click Here to

message w

hat may be u
optional. 

o Sign butto

will appear in 

useful to ass

on is activate

Revision
June 20

red, as sho

ist the NRC 

ed.  Click on

n 3
15

wn in 

 

 

in 

 

n the 



 
Nucle
Crimi
 

Page

The f
 

 
Note:
 
Click 
 
Note:
  
 

 

 
A “Cr
Mone
delive
the s
 

 
 
 
 
 
 

ear Regulato
inal History U

e 18 of 31 

form is now 

: Click the 

on the Click

: If paid via
If paid via

riminal Histo
ey Order.  Th
ered to the e
ubmission. 

 

 

For C
until 
 
 
 

 
 
 
 
 

ory Commiss
User Guide 

signed and w

Un-Sign bu

k Here to S

a Pay.Gov, c
a Check or M

ory Submissi
he submittal
email addres

Check and M
payment ha

Mail Paym

sion 

will display t

tton, if signe

ubmit butto

continue with
Money Order

on Received
 process is c

ss associate

 

Money Orde
as been rece

ments to: 

11545
Crimin
Attn:  
MS –
Rockv

the certificat

ed in error. 

n. 

h Section 3.5
r, continue b

d” page will 
completed.  
d with the ce

Remin
r payments, 

eived. 

5 Rockville P
nal History P
Doreen Turn
TWFN 3B46

ville, MD  20

te user’s nam

5.5. 
below.  

display whe
An email ac
ertificate sta

nder 
the submiss

Pike 
Program 
ner 
6M 
852 

me and the d

en paying via
cknowledgem
ating the NRC

sion cannot 

Revision
June 20

date signed.

a Check or 
ment will be 
C has receiv

be processe

n 3
15

 

 

 

 

ved 

ed 



 
Nucle
Crimi
 

Page

 

3.5.5

 

3.5.5

 
The “
 

 
Selec
 
Note:
 

 
 
 

 
Pop

(*): 

ear Regulato
inal History U

e 19 of 31 

 Complete

.1 Step 1: E

“Online Paym

ct the Contin

: If the Can

Contact th

pulate all req

 Account
Name (t
holder n
same as
the certi
be chan

 Billing A

 Card Ty

 Card Nu

 Security

 Expiratio

ory Commiss
User Guide 

 Online Pay

Enter Paym

ment, Step 1

nue with Pla

ncel button i

he NRC at th

quired fields 

t Holder 
the account 
name is the 
s the name i
ficate. It ma
ged) 

Address,  

ype,  

umber,  

y Code, and 

on Date 

sion 

y.Gov Paym

ment Informa

1: Enter Pay

 

astic Card P

s selected, t

he email add

n 
y 

 

ment 

ation 

yment Inform

Payment bu

the following

 
dress provid

mation” page 

utton. 

g screen will 

ded to rectify

 will appear.

 appear: 

y. 

Revision
June 20

. 

n 3
15

 

 



 
Nucle
Crimi
 

Page

3.5.5
 

 

 
Selec
 
 

The
Aut
app
 
Ver
acc
Edit
 
It is
pop
Con
Ente
des

ear Regulato
inal History U

e 20 of 31 

.2 Step 2: A

ct the Subm

e “Online Pay
horize Paym

pear. 

rify the inform
urate.  If not
t this informa

 highly recom
pulate the Em
nfirm Email
er additiona

sired) within t

ory Commiss
User Guide 

Authorize P

Select t

mit Payment 

yment, Step
ment” page w

mation listed
t, select the 
ation. 

mmended to
mail Addres
 Address fie
l emails (if 
the CC: field

sion 

Payment 

the checkbox

button. 

 

p 2: 
will 

d is 
link:  

o 
ss and 
elds.  

d. 

x ( *) to auuthorize a ccharge to m

Revision
June 20

my card acco

n 3
15

 
 

ount.  

 



 
Nucle
Crimi
 

Page

3.5.5
 

 
To co
 
Selec
 
 

3.5.5

 

 
The s
 

The 
Paym
Conf
page
 
To p
paym
infor
reco
print
print
for th
 

ear Regulato
inal History U

e 21 of 31 

.3 Step 3:  

omplete the 

ct the Return

.4 Paymen

screen will u

“Online 
ment, Step 3
firm Paymen
e will appear

print the 
ment 
rmation for y
ords, select t
t a copy link 
t this window
he entire pag

ory Commiss
User Guide 

Confirm Pa

  

 submittal:

n to your age

nt Received 

update with a

3: 
nt” 
r. 

your 
he 
or 

w 
ge. 

sion 

ayment 

ency website

a message t

e link (contin

hat the paym

nue with the 

ment was re

instructions

ceived. 

Revision
June 20

s below). 

n 3
15

 

 



 
Nucle
Crimi
 

Page

Note:

 
 

3.5.6

 
Base

 

 

 

 
 

3.6 S

 
 

 
Withi
Subm
 

ear Regulato
inal History U

e 22 of 31 

: An email 
submitted
Customer
pay.gov.c

 Email Ack

ed on the typ

Check or
The emai
Additiona
submissio

Check or
Once pay
submissio

Credit Ca
The emai

Submission

n the menu 
missions” pa

ory Commiss
User Guide 

will be delive
d.  If you hav
r Service by 
clev@clev.frb

knowledgem

pe of paymen

r Money Ord
l will list the 
lly, the ema

on cannot be

r Money Ord
yment has be
on number a

ard (Pay.gov
l will list the 

n History 

bar, click on
ge, which is

sion 

ered from pa
ve any quest
phone at (8

b.org. 

ments 

nt selected, 

der: Ack
Submission
il will state th
e processed

der: Ack
een received

and amount 

v): Ack
Submission

n Submissio
primarily a 

aygovadmin
tions regardi

800) 624-137

the user will

knowledgem
n number as 
hat payment

d until payme

knowledgem
d the submit
paid. 

knowledgem
n number as 

on History t
reporting de

 stating the 
ing the paym
73 or by ema

l receive the

ment of subm
well as the 

t has not yet
ent has been

ment of paym
tter will rece

ment of subm
well as the 

to display “M
evice for use

payment ha
ment, contac
ail at 

e following em

mission - pay
number of a
t been receiv
n received. 

ment received
ive an e-ma

mission - pay
number of a

My Criminal H
ers: 

 

Revision
June 20

as been 
ct:  Pay.gov 

mail(s): 

yment pendin
attachments.
ved and the 

d. 
il listing the 

yment receiv
attachments.

History 

n 3
15

.  ng
.  

.  ved
. 

 

 



 
Nucle
Crimi
 

Page

 
Note:

 

Click 

Users
histor
subm
 
Withi
field, 
PEND
await
are b
at the
 
It also
ability
finish
 

ear Regulato
inal History U

e 23 of 31 

: Clicking w
allows for
is the Num

on the + to

s can see a 
ry of what th

mitted and wh

n the Status
items at 

DING are eit
ting paymen

being proces
e FBI. 

o allows the 
y to resubmi

h a submissio

ory Commiss
User Guide 

within a colu
r sorting in d
mAttachmen

o expand and

hey 
hen.   

s 

ther 
nt or 
sed 

it and 
on. 

sion 

mn header (
escending a

nts header. 

d view the in

(i.e. EIE Sub
and ascendin

 

ndividual file

bmissionID, 
ng order.  Th

es attached t

Submission 
he only exce

to a submiss

Revision
June 20

Title, etc.) 
eption to this

 

sion. 

n 3
15

 

s rule 



 
Nucle
Crimi
 

Page

 

 
Resu
recei
 
 

3.6.1

 
The F
From
 
To re
 

 

 

 

 
Within
made
Pay.G
 

 

A
c
w
a
 

ear Regulato
inal History U

e 24 of 31 

ubmitted item
ipt field will b

 Refine Su

From and To
m field is sev

efine or expa

 

To expan
all submis

To revise 
be perform

n the Pay.go
e via credit c
Gov Tracking

A 
calendar 
will 
appear.   

ory Commiss
User Guide 

ms and subm
be blank. 

bmission L

o fields are a
ven (7) days 

and the list p

d the results
ssions made

the results, 
med in both 

ov receipt fi
ard are prov
g ID #. 

sion 

mission paym

List 

auto-popula
prior to “tod

presented, th

s, delete the
e by the user

click on a d
date fields t

ield, paymen
vided the 

 

ments made 

ted.  The To
ay’s” date.  

he user may 

 date listed. 
r will be disp

esired date 
to narrow the

nts 

via Check o

o field conta
 

click within 

 By perform
played. 

and the field
e results eve

or Money Or

ins “today’s”

the From an

ming this acti

d will update
en further).  

Revision
June 20

rder, the Pay

” date, while

nd/or To fiel

on in both fi

e (this action
 

n 3
15

 

y.gov 

 the 

ds.   

 

elds, 

n can 



 
Nucle
Crimi
 

Page

3.6.2

 
To re
read 
 

 
After 

Subm
Subm
 

 

 
Withi
 

ear Regulato
inal History U

e 25 of 31 

 Resubmit

esubmit, ther
the prints; th

being inform

missions” pa
missionID co

n the “Resu

ory Commiss
User Guide 

 Submissio

re must be a
herefore, a r

med by the F

ge, expand 
olumn. 

bmit” colum

sion 

on 

a reason, suc
resubmittal m

FBI that a res

the Submiss

n, select the
 

ch as the FB
must be perf

submit is req

sion by click

e Resubmit li

BI sent a me
formed.   

quired, from

king on the +

ink for the ite

essage statin

 “My Crimin

+ to the left o

em the FBI r

Revision
June 20

ng they could

al History 

of the EIE 

responded t

n 3
15

d not 

 

 

 

to. 



 
Nucle
Crimi
 

Page

 

 
 
 
 
 
 
 

 

 
A “Cr
comp
with t
 
 

The
pag
 
 
The
pop

 
Atta
resu
 
Sele
and
Ope
 
Ente
Com

ear Regulato
inal History U

e 26 of 31 

riminal Histo
pleted.  An e
the certificat

e “Criminal H
ge is displaye

e following fie
pulated and d

 Submitte

 Email Ad

 Docket 

 Certifica

 Submiss
submiss
resubmi
submitte

ach ONLY on
ubmission.   

ect the Brow
d select the f
en to attach 

er any comm
mments fiel

ory Commiss
User Guide 

ory Submissi
email acknow
te stating the

History Resu
ed. 

elds are auto
disabled: 

er Name 

ddress 

ate Expiratio

sion Title (th
sion title rela
ssion to the 

ed file) 

ne file to the

wse button, 
file, and then
the file. 

ments within
d (optional).

sion 

on Received
wledgement
e NRC has r

 

bmission” 

o-

n Date 

he 
ates the 

previously 

e 

navigate 
n select 

 the 
 

 

d” page will 
will be deliv

received the

Click the
Then, cl

display.  The
vered to the e

re-submissi

e Click Here
lick on the C

e re-submitt
email addre
ion. 

e to Sign bu
Click Here to

Revision
June 20

tal process is
ss associate

utton. 
o Submit bu

6/23/20

n 3
15

 

 

 

s 
ed 

utton. 

015



 
Nucle
Crimi
 

Page

 

3.6.3

 
When
with t
 

 

 

 

Se
pro
wit
em
me
 

Follo
in p
“We
Crim
app
 
Clic
for I
mon
 
The
Con
 

ear Regulato
inal History U

e 27 of 31 

 Retrieving

n the results
the subject: 

elect the link
ovided 
thin the 

mail 
essage. 

ow the certif
rocess to ac

elcome to NR
minal History
lication” pag

k on the rad
 consent to
nitoring.   

en click on th
ntinue butto

ory Commiss
User Guide 

g Response

s are availab
 Criminal H

 

k 

ficate log 
ccess the 
RC’s 
y 
ge. 

dio button 
o 

he 
n. 

sion 

es 

ble, an email 
History Subm

will be deliv
mission - R

vered from C
Results Avai

CrimHist.Res
ilable. 

 

Revision
June 20

source@nrc

n 3
15

.gov 

 

 

 



 
Nucle
Crimi
 

Page

 

 

 

 

The
Re
dis
 
Info
wit
sta
atta
 
In t
two
the
rem
at a

Se
Re
 

ear Regulato
inal History U

e 28 of 31 

e “Criminal H
sponse” pag
play. 

ormation wil
hin the Com

ating the num
ached.   

the example
o (2) files are
e response, w
maining files 
a later time. 

elect the Dow
esponses b

ory Commiss
User Guide 

History 
ge will 

l be provided
mments field
mber of files 

e to the right,
e attached to
while the 
will be sent
  

wnload 
utton. 

sion 

 

 

d 
d 

, 
o 

 

Revision
June 20

n 3
15

 

 

 

 



 
Nucle
Crimi
 

Page

 

 

 

 
 

The
ext
fold
the
sav
loca
 

A F
dia
app
the
 

ear Regulato
inal History U

e 29 of 31 

e files can be
racted from 
der, by clicki
 Extract but

ved to a file 
ation and op

File Downloa
logue box w
pear.  Click o
 Open butto

ory Commiss
User Guide 

e 
the Zip 
ng on 
tton, 

pened. 

ad 
will 
on 
on. 

sion 

 

Revision
June 20

n 3
15

 

 

 



 
Nucle
Crimi
 

Page

 

3.7 C

 

 

 

 
The C
creat
CrimH
Histo
 
 

With
Con
“Co
num
info
 

ear Regulato
inal History U

e 30 of 31 

Contact NR

Criminal Hist
ted using the
Hist.Resourc

ory Request”

hin the menu
ntact NRC to

ontact NRC” 
mber and em
ormation is p

ory Commiss
User Guide 

RC 

tory email ad
e users defa
ce@NRC.go
. 

u bar, click o
o display the
page.  Phon

mail contact 
rovided. 

sion 

 

ddress is an
ult email clie
ov and the S

 

on 
e 
ne 

n HTML hype
ent.  The To
Subject field

erlink.  By se
 field is popu

d is populate

electing this 
ulated with 
d with “NRC

Revision
June 20

 

link, an ema

C Criminal 

n 3
15

 

 

ail is 



 
Nucle
Crimi
 

Page

 

3.8 L

 

 

 
 

3.9 H

 

 

 

Wit
dis
 
A li
use
to s
 
 
 

Within
 
The “W
applic
 
 
You m
 
 

ear Regulato
inal History U

e 31 of 31 

Logout 

Help 

thin the men
play the “He

ink to the co
er guide is p
subject spec

n the menu b

Welcome to
cation” page

may close yo

ory Commiss
User Guide 

nu bar, click 
elp Center”. 

omplete step
rovided as w

cific instructio

bar, click on

 NRC’s Crim
 will display.

our internet b

sion 

on Help to 

-by-step 
well as links 
ons. 

 Log Out. 

minal History
. 

browser. 

 

 

y 

Revision
June 20

n 3
15

 

 

 

 


	Cover Page

	Table of Contents
	1. Introduction
	2. First Time User Required Actions
	2.1 Obtaining Certificate

	3. Submissions
	3.1 Access the Criminal History Application
	3.2 Consent to Monitoring
	3.2.1 First Time Users - Request Access to Criminal History


	3.3 Welcome to the NRC Criminal History "Home" Page

	3.4 My Profile

	3.4.1 Updating My Profile

	3.4.2 Facilities:  Request Additional Access


	3.5 New Submission

	3.5.1 Submission Identification Section

	3.5.2 Attachments and Payment Section

	3.5.2.1 Attaching Files

	3.5.2.2 Payment


	3.5.3 Comments Section

	3.5.4 Sign and Submit Form Section

	3.5.5 Complete Online Pay.Gov Payment

	3.5.5.1 Step 1:  Enter Payment Information

	3.5.5.2 Step 2:  Authorize Payment

	3.5.5.3 Step 3:  Confirm Payment

	3.5.5.4 Payment Received


	3.5.6 Email Acknowledgements


	3.6 Submission History

	3.6.1 Refine Submission List

	3.6.2 Resubmit Submission

	3.6.3 Retrieving Responses


	3.7 Contact NRC

	3.8 Logout

	3.9 Help



