
‭Screen 1 - Select  “ Request Clearance “‬



‭Screen 2 - Select “create individual account“. If you already have a compass account in your‬
‭name, you can select “individual login”. If you are able to login proceed to step 5.‬



‭Screen 3 - Click next‬



‭Screen 4 - Input information. You can use anything for your Keystone ID. Be sure to remember‬
‭your Keystone ID and security questions. After creating your account, you will get an email with‬
‭a temp password. You will need to use the temp password to login and then you will be‬
‭prompted to create a more permanent password.‬



‭Screen 5 - Once you are able to log in, the home page will look like the following image. Select‬
‭create clearance application.‬



‭Screen 6 - Select begin at the bottom‬



‭Screen 7 -  Select the correct clearance to start. 2nd from the bottom, individuals 18 years or‬
‭older, excluding individuals receiving services, who reside in one of the following homes for at‬
‭least 30 days in a calendar year.‬



‭Screen 8 - Input the requested information, make sure to add SSN. Contact phone number is‬
‭optional.‬



‭Screen 9 - Input address information‬



‭Screen 10 - Enter previous address, Technically you need to enter all addresses from 1975 to‬
‭present. If you have moved around a lot and cannot remember all addresses, list at least 2. If‬
‭you have never moved you can leave this blank.‬



‭Screen 11 - Enter household members. Technically you will need to list all household members‬
‭from 1975 to present. However if you add at least 1 parent and your current household‬
‭members that will be ok. Select add, input persons name, relationship to you, and age, etc.‬



‭Screen 12 - This is the application summary, double check the information and spelling. If‬
‭everything looks good, you can select next at the bottom.‬



‭Screen 13 - E-sign, you will check on the box next to “ I hereby certify that “ and then enter your‬
‭first and last name on the signature line and then select next.‬



‭Screen 14 - There is no organization code, select no and then click on Make a payment.‬



‭Screen 15 - To view results / check application. First you will go to the same link given, selected‬
‭request clearance, and then select individual login. Once you log in you will see your application‬
‭on the homepage, if there is a green label on the application similar to the photo, that means the‬
‭results are back. You can click on the green label and download the results.‬
‭If there are any issues or you want to follow up on your application, there is a customer service‬
‭number on the home page.‬


