
CHRI Applicant Portal – Schedule New Appointment

Applicant Portal can be found at https://services.dos.nh.gov/chri/cpo/

1. From the home screen, single-click “Schedule a New Appointment”.

Review the content found under “General Information”, “User Agreement” and “Challenge Record

Notice.” Single-click the box to certify that you have read and understood, then select “Next”.

a. If you need to return to the home page, click “Back” or click the home icon in the

upper left-hand corner.
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3. On the “Agency Selection” screen, select the type of agency that the results will be sent to from

the drop-down menu then click the “Next” button.

a. If you need to return to the previous screen, click the “Back” button.
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4. On the Agency Confirmation screen, confirm that the type of agency and specified agency
identified to receive results are correct. Check the box to certify that you are choosing the
correct agency type then click “Yes”

a. If changes are needed, click “No”.

5. Enter the applicant information.

a. Please note: last name and date of birth are required fields.
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6. If the applicant has any previous last names, click the “Add/Edit Alias” and update with all aliases

a. Please note: last name is a required field for aliases.

7. Click “Add” after entering alias details then click “OK”.

8. This will return you to the Applicant screen where you will click “Next” to proceed.

a. If you need to return to the previous screen, click the “Back” button.
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9. Enter applicant’s contact information. At least one phone number and type is required as is

email address. Email address must be entered a second time to confirm and cannot be

copy/pasted.

10. Select contact preference, then click “Next” to proceed.

a. If you need to return to the previous screen, click the “Back” button.

11. Enter applicant legal address information. Check the box if mailing and legal address are the

same.

12. If mailing address is different, enter legal mailing address and click “Verify Mailing Address” to

confirm.

13. Click “Next” to proceed.
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a. If you need to return to the previous screen, click the “Back” button

14. View available appointments by first selecting a date and clicking “Search”.

a. You can narrow your search for appointment by selecting a time range.

15. Click “Location” from the drop down box to select where you would like to have your fingerprint

appointment.

16. Single-click to select the appointment time that you would like to schedule.
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17. Click “Next” to proceed.

a. If you need to return to the previous screen, click the “Back” button.

18. On the confirmation screen, review all applicant information and appointment details.

a. If you wish to start the scheduling process over, click “Start Over”.

b. If corrections are needed, click “Review & Change Information”.

19. If all information is correct, check the box certifying that the information entered is true and

accurate.

20. Click “Pay By Credit Card” to enter the payment information.
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21. Enter credit card information and click “Pay” to submit payment.

a. Click “Cancel” to cancel the transaction.
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22. On the receipt screen you will be provided with your confirmation number, appointment details,

payment summary, and additional information pertaining to the appointment.

23. To print a copy of the confirmation, Click the print icon “ ”.

24. Click done when you are finished reviewing the appointment information.

25. You will also receive a confirmation via email.
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