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Create an Account
To begin your application, you will first need to create an account in the Debt Check Portal.
1. To create an account, select Create Account.

=p Clvof Chicago

’ Debt Check Portal

Welcome to the Department of Finance Debt
Check Portal where you can:

= Submit applications for debt checks

= View status of your pending applications

= View debt check results and supporting
documentation

Login Create Account
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2. Complete the New User Enroliment Form.

New User Enrollment

City of Chicago
Department of Finance
Accounts Receivable Division

Are you a candidate for employment with the City of Chicago or a Sister Agency? | Yes -

Usermame

jsmith

First Name Last Name
Jane Smith
Email

Jsmith@email.com

Phone Mumber
312-222-2222

Password

Confirm Password

Security Question

In what city or town was your first job?

Security Answer

chicago

3. Click Submit.

You will be redirected to a new screen.

@ City of Chicago
Debt Check Porta

New User Enroliment

4. Click Continue.

pg. 2

w
=
5]
H

w
=
5]
H

Cancel Enrollment
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You will then be prompted to login. Enter your username and password.

ClT\/ of Chicdgo _ Department of Finance
Debt Check Portal Acecounts Receivable Divisior

Username
jsmith
Password
Forgot Username?  Forgot Password?
5. Click Login.
You will see the screen below.
C|T\/ Of Cthng Department of Finance

unts Receivable Division

Debt Check Portal

Welcome, Lauren | Update Profile | Log Out

You're aimost enrolled.

Please check the e-mail account you provided at enrollment

Follow the link in the message to confirm your e-mail and finish your enroliment

If you do not receive your confirmation e-mail within a few minutes, please verify we have the correct address on file by
using the "Update Profile” link above and replacement e-mail will be sent out

You will then receive an email asking you to activate your account. Click on the activate account
link in the email.

Thank you for registering an account with the City of Chicago Debt Check Portal. To complete
your registration, please click the following link:

Click here to activate your account
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The link will take you back to the Debt Check Portal login page.
You will see a confirmation pop up window:

{ arke
cocdebtcheck.docugateway.com says |

Confirmation complete.

6. Click OK.

Submit Application

1. Enter your login information. Then click on Login.

Username

Jsmith

Password

ForgotUsername?  Forgot Password?

2. From the Dashboard, select Start New Application.

Dashboard

S © V)

Start New Application View Incomplete Applications View Application Results
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3. For the Debt Check Type, select City/Sister Agency Employment.

Debt Check
[ ]

Select Type Applicant'Owener Info AddressesVehicles Confirm

To continue please make selections below.

Debt Chedk Type | City/Sister Agency Employment 0

4. Click Continue

The first part of the debt check application is the Applicant Information section. You must
complete all applicable fields before you can continue to the next page.

City/Sister Agency Employment Debt Check
L -

Select Type Applicant Information Addresses/Vehicles Confirm

Type
City/Sister Agency Employment

Hiring Department HR Ligison Email Address
AMVIATION DEPARTMENT - john.dee@cityofchicago.org

Mew Hire
YES

Applicant Information

First Hame Middle Initial Last Name Suffix
JANE SMITH

Other Name{s): | you were/are known by or use & name other than the name listed sbove (2.g. maklen name). pleass provide that nameis) belon.

1, First Name Widdle Initial Last Name
Add a Name
Street Number Street Direction Street Name Street Type AptiSuite/Floor
121 NORTH LASALLE ALLEY
City State Zip
CHICAGO ILLINOIS . 60602
Water Account Phone Number Last 4 of 55
312-222-2207 1234

Email Address

jsmith@email.com

Driver's License State Driver's License No
ILLINOIS: v 512345678912

State ID State State ID No.
ILLINOIS:

5. After completing all the required information, click Continue.
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The next part of the debt check application is additional Addresses and Vehicles.

6. Complete all the applicable fields in the screen. When done, click Continue.

City/Sister Agency Employment Debt Check
[ 2 L 3 -

Select Type Applicant Information Addresses/NVehicles Confirm

Prior Address: Enter
All Prior Addresses For the Last Seven (7) Years

[ Check if you have resided at your current address for 7 or more years.

1. Street Number Street Direction Street Name Street Type AptiSuite/Floor
333 SOUTH STATE AVENUE
City State Zip
CHICAGOD ILLINOIS:

Add an Address

License plate number: Enter
All License Plates for Vehicles You Have Qwned/Co-Signed For the Last Seven (7) Years

1. License plate number State
1234568 ILLINDIS

Add a License Plate
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The last part of the application is the confirmation
accuracy.

City of Chicago
Department of Finance
Accounts Receivable Division

page. Review all the information for

City/Sister Agency Employment Debt Check

Select Tvpe Applicant Information

Addresses/Vehicles Confirm

Please confirm details below for City/Sister Agency Employment.

Individual Details

Hiring Department:
HR Liaison Email:
New Hire:

First Hame:

Last Name:
Address:

City:

State:

Zip:

Phone Number:
Email:

Last4 55

Driver's License State.:
Driver's License No.:

1. Prior Address Details

Address:
City:
State:
Zip:

License Plate Humber:

License plate state:

“fou can view e status of yvour debt check by clicking *View Application Results™ on the Dashboard.

VERIFICSNON

I the bsst of my knowsags. | certify that signtormation provided in this fomm is trus and compists.

Enter additional e

1. License plate number Details

[edit))
AVIATION DEPARTMENT

john.doe@cityofchicago.org

YES

JANE

SMITH

121 N LASALLE ALY

CHICAGO

L

60602

312-222-2222

jsmithi@email.com

1234

IL

512345678812

[edit))
333 5 STATE AVE

CHICAGO

L

50602

{edit)
1234558

L

S where you would like your debt check results sent (separate each email with a comma}

e

statement, click on the verification checkbox.

After you verify that all the information is correct, and you have read the verification

If you would like to send your debt check results to an additional email address, please enter

the email address in the additional emails section.

Then, click Confirm to submit your debt check application.
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Check Application Status and Review Results

Debt check applications are generally completed within 5-7 business days. However, you may
check the status of your application at any time by following the steps below.

1. Log in to the Debt Check Portal.
2. In the Dashboard Screen, select View Application Results.

Dashboard

O © <

Start New Application View Incomplete Applications View Application Results

3. In the Debt Check Results Search screen, you will see your application submission.

4. When checking the status of your application, you will need to reference the Application
Status column. This column indicates whether your application is pending, approved, or
denied due to outstanding debt.

5. After the debt check application has been completed, you can view a summary of the debt
check results by clicking on the Debt ID.

Debt Check Results Search

Debt Check ID

Applicant Name

Found 1 record(s) displaying 1-1

NAME BUSINESS NAME SUBMITTED DATE COMPLETED DATE APPLICATION STATUS ACTIVEEXPIRED STATUS

Jane Smith 8-11-2022 8112022 Approved Active Complete
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If you application has been reviewed, and debt was found, you will see the results in the
Debt Identified Section shown below. You will also receive an email with details of any debt
found and instructions on how to resolve the debt.

If no debt was found, the total debt identified will be $0.00 and DOF will issue an electronic
debt clearance via DocuSign.

APPLICANT INFO
Debt check ID: | 4202
CityiSister Agency Employment Details
Hiring Department: | ADMINISTRATIVE HEARINGS DERARTMENT
HR Liaizon Emai vofchicago.org
New Hire: |

Individual Details
First Hame: | JANE
Last Hame: | SMITH
69 W WASHINGTON

Address

Zip: | 60602
Phone Number: | 3
Email:
Last 4 55: | 1234
Driver's License State.: | IL
Driver's License No.: | 512345673510

1. Prior Address Details
Address: [ 333 S LASALLE ALY
AptiSuite/Floor:
City: [C
State: | IL
Zip: | 60604

STATUS

APPROVAL DATE/TIME

Debt Type Debt Amount Identified Total Debt Type Not Checked
ADMINISTRATIVE HEARINGS 0.00 a
BUILDING INSPECTION
LICENSING FEES
TAX
UTILITES 50.00 O
VEHICLE TICKETS 50.00 O
OTHER
TOTAL DEBT IDENTIFIED 50.00
*If you have enrolled in a payment plan for any of the debt found, the total amount due will be reflected in the Debt Amount Collected Total column above.
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