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Background Check Procedure

• The background check unit is making it easier to 
get a determination letter.

• The current 3-step process: R.A.P. – Register in 
Gemalto, Application in Koala, Print

• We are changing the order in which you 
complete the steps. 

• The new 3-step process: A.R.P. – Application in 
Koala, Register in Gemalto, Print.  



Application in Koala



Two ways to enter an application in Koala:
Applicant can enter an application.     Director can enter an application.



The application must be completed in Koala before the 
Gemalto Registration.  If an applicant completes the 
application, the director must approve the application 
within 10 days before the applicant can proceed to the 
Gemalto Registration. 



When an application 
is entered…

• The director will log 
into their Koala 
account.

• The director will 
select Background 
Check in the Green 
Bar.



When an application 
is entered…

The director will click 
“Add Application” in 
the Green Button.



When an application 
is entered…

• The director chooses 
the applicant’s 
employee type from 
the drop-down menu.

• The director enters the 
applicant’s hire date 
from the calendar.



When an application 
is entered…

The director enters 
the applicant's 
information in the 
application:



When an application 
is entered…

A mailing address can 
be entered separately 
or check the box 
“Same as Home 
Address.”



When an application 
is entered…

If the applicant has 
lived outside the State 
of Georgia in the last 
five years, the director 
will select the places 
the applicant has lived 
and enter the last 
month they resided 
there.



When an application 
is entered…

The director will click 
the Add button to 
enter the out-of-state 
information into the 
application.  



When an application 
is entered…

• The applicant will verify 
everything is correct in the 
application.

• The applicant will check the 
box (box will turn green) and 
electronically sign the 
application.

• The director or facility 
representative will check the 
blue box and sign the 
application. 

• The director or facility 
representative will click 
Submit.



When an application 
is entered…

The applicant will 
“click this link” to start 
the Gemalto 
registration.



When an application 
is entered…

• The director and 
applicant will receive 
an e-mail confirming 
an application has 
been submitted in 
Koala and the applicant 
needs to complete the 
Gemalto portion. 

• The Gemalto portion is 
found at “click this link”  
shown at the right.



When an application 
is entered…

Applicant must register in 
Gemalto by clicking Submit 
as shown on the right 
before going to be 
fingerprinted.



When a director enters 
an application…

• The director must 
confirm that all 
information is correct 
in Gemalto.

• If correct, the director 
clicks Continue.



When a director enters an 
application…

• A Gemalto registration 
receipt appears.

• The receipt will also be e-
mailed to the applicant.

• The applicant must take the 
receipt when they go to be 
fingerprinted.



When a director enters 
an application…

The director will see a 
successfully submitted 
application in their Koala 
account looking like the 
one on the right.



New Background 
Check Application

• If you go to the Gemalto 
website, you will still see 
DECAL listed with the other 
20 state agencies that require 
fingerprints.

• You no longer need to click 
DECAL. If you click The 
Department of Early Care and 
Learning (DECAL), you will be 
redirected to Koala to enter 
an application.



New Background Check 
Application

• Gemalto and Koala 
interface

• Only one application is 
entered into Koala.



New Background 
Check Process

If you have questions, 
contact the DECAL 
Background Check Unit:

Phone: 1-855-884-7444

E-mail: CRC@decal.ga.gov

mailto:CRC@decal.ga.gov


Additional 
Information:
Portability

• Backporting is no 
longer available.

• The hire date must be 
the current date or a 
future date not to 
exceed 30 days.



Additional Information:
Mass Porting - Push 
Porting to your Program

• This method for mass porting 
for an individual is used by 
Owner Accounts and or by 
Support Centers.  

• If someone is mass ported -
push ported to your program, 
you will have only 10 days to 
accept or decline the request 
in your Koala account. If you 
do not accept them in your 
Koala account, they 
disappear. 



Spam Mail 1. ChildCareServices@decal.ga.gov

2. feepayment@decal.ga.gov

3. CCSAffidavit@decal.ga.gov

4. QualityRated@decal.ga.gov

5. CRC@decal.ga.gov

6. CRCHelpDesk@decal.ga.gov

7. CCSEnforcement@decal.ga.gov

8. CCSComplaints@decal.ga.gov

9. DoNotReply@decal.ga.gov

10. decalkoala@decal.ga.gov

11. outofstate@decal.ga.gov

• DECAL communicates primarily by e-mail.  
Forty percent (40%) of e-mail is flagged by 
Internet providers as Spam.

• Internet providers are not supposed to flag 
government e-mail as Spam, but it is 
happening.

• If you do not check your Spam or Junk mail 
every day, you may miss critical 
information from DECAL.

• If you enter the 11 e-mails listed on the 
right into your center’s e-mail directory, 
you will receive all communications from 
DECAL’s CCS and Legal units. If you have 
lottery funded Pre-K, contact your Pre-K 
consultant for their e-mail addresses.

• You can find the letter at: 
http://www.decal.ga.gov/documents/attac
hments/CBCEmailContacts.pdf
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New Security Procedure

• You must change your 
DECAL Koala password 
every 90 days.  If you have 
recently changed your 
password, the clock will 
start the countdown on the 
day you changed it. 

• You can not reuse the last 
10 passwords.



If you have any questions, contact 
the CRC unit.

CRC@decal.ga.gov

or

1-855-884-7444

mailto:CRC@decal.ga.gov

