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Step 1 

Access the web page by clicking this link or typing it into your browser 
https://www.compass.state.pa.us/cwis/public/home

Accessing Your Account 

• This clearance can only be requested for free once every 57 months (3 months before it expires). If you request 
it before that time, there will be a charge - otherwise it is free! 

• If you have requested clearances before, login with your previous account. If this is your first time requesting 
this clearance, click “create individual account” 
• IMPORTANT – save your log in info! If you are a mandated reporter, this is the account information you 

will need if you ever had to report an occurance of child abuse. 
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Step 1 Accessing Your Account 

• If you know your login information from before, log in 
and skip to the next step. Otherwise, create individual 
account.

• If you created a new account, fill in the account 
information. Remember, you will need to save your 
username and password to access your clearances in the 
next 5 years and/or if you are a mandated reporter. 

• You will be emailed a temporary password. Close the 
browser window, open a new window and log in with 
your temporary password. You can use the link/web 
address from the previous page in these instructions. 
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Step 1 Accessing Your Account 

• Click individual log in > access my clearances 
• If you just created a log in, you will use your temporary password from the email in this step. 
• Once you log in with the temporary password, it will promp you to create your own password. Remember, you will 

need to save your username and password to access your clearances in the next 5 years and/or if you are a mandated 
reporter.

• You will need to log in with your newly created personal password.  If you click the ‘close’ button, it will redirect you to 
the log in screen 
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Step 2 Application Purpose

• Agree to the terms and conditions, click next 
• Click continue 
• Click Create Clearance Application 
• Click Begin
• From the list of application purposes, select the below and fill out the boxes as follows and click next at the bottom of 

the page.  
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Step 3 Personal Informtion

• Your application information should pre-load, with 
exception of gender. 

• Scroll down and fill in social security number if 
desired. It is not required, but can help results to 
come back faster. 

• If you have gone by any other names, including 
maiden names, select yes and provide that 
information. 

• Add a phone number for contact. 
• Be sure the little blue circle is clicked and filled in 

beside the added information before clicking next. 
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Step 3 Personal Information

• Fill in your address information.
• Check yes or no if your home address is the same as your mailing address 
• When your clearance check is ready to view, you will receive an email to log into to this account and retrieve it 

digitally. I recommend requesting a physical copy also be mailed to your house, so select ‘yes’ here. 
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Step 4 Residence History 

• Fill in all addresses you have lived in since 1975. If you cannot remember all exact details, that is ok! Do your best! 
Click next 

• Fill in people you have lived with since 1975. Include decedents as well. If you did not enter family members from a 
specific list (parent/grandparent, etc) , it will ask if you would like to continue. If you have not lived with anyone from 
those categories since 1975, click continue. 

Page 7



Step 5 Information review

• Review your information, make any needed changes, and click 
next

• Complete your e-signature as shown 

• There is no code for payment as payment is not required for 
volunteer clearances renewed every 57 months. Click next 
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Step 5 Completion 

THANK YOU! 

You have completed your application. 

In a few days to a week you will receive an email with a personalized link to log back in to your account to 
retrieve your digital clearance. Please send electronically to Ecklin@westminster-church.org

Or mail to the church to Laura Ecklin’s attention 
2040 Washington Rd 
Pittsburgh, PA 15241

We so appreciate your willingness to volunteer at Westminster and contribute to making it the safest place. 
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