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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.  
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2. Complete the New User Enrollment Form.  

 

3. Click Submit. 

You will be redirected to a new screen. 

 

 

4. Click Continue.  
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You will then be prompted to login. Enter your username and password.  

 

 

5. Click Login. 

You will see the screen below.  

 

 

 

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

link in the email. 
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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:  

 

6. Click OK. 

Submit Application  

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

       

2. From the Dashboard, select Start New Application. 
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3. For the Debt Check Type, select City/Sister Agency Employment.  

 

 

 

 

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.   

 

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.  
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The last part of the application is the confirmation page.  Review all the information for 

accuracy.   

 

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

statement, click on the verification checkbox.   

8. 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.  

9. 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.  

 

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.  
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6. 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. 

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

debt clearance via DocuSign.  

    

 


