
  05/01/14 

 

1 
 

AHCCCS Direct Care Worker Testing Records Online Database 

https://dcwrecords.azahcccs.gov  

User Guide 

INTRODUCTION 

The online database was created to support Direct Care Worker (DCW) Agencies and Approved DCW Training 

and Testing Programs (Approved Programs) to comply with AHCCCS policies and standards for the DCW 

Training and Testing initiative.  DCW and DCW Trainer testing records are portable or transferrable from one 

employer to another.  For more information about the AHCCCS policies and standards for DCW training and 

testing, please visit www.azahcccs.gov/dcw.  

Access and utilization of the database is based upon the role an individual plays within their organization 

(Employer, Trainer or both) and the type of organization they represent (DCW Agency or Approved Program).   

Type of Program Employer Role Responsibilities Trainer Role Responsibilities 

DCW Agency  Add DCWs to and manage an 
employee listing 

 Search for testing records of 
prospective/new DCW 
employees 

 

Approved DCW Training and 
Testing Program 

 Add Trainers to and manage 
an employee listing 

 Search for testing records of 
prospective/new Trainer 
employees 

 Input DCW or Trainer testing 
records into the database 

 

Users are strongly encouraged to review the User Guide prior to entering or reviewing any information in the 

online database.  The User Guide is available for reference under the “Help” tab in the menu on the left-hand 

side of the page in the online database.  If you are having trouble accessing or using your account, please call 

or E-mail the help desk (602-417-4401 or DCW@azahcccs.gov).  

Operational Guideline: 

AHCCCS requests DCW Agency and Approved Program administrators to identify and assign user roles to 

individuals within the organization to serve as online database users.  Organizations are asked to keep the 

number of assigned users to a minimum to support data management and security.  DCW Agencies and 

Approved Programs are responsible for keeping a record of database users associated with their 

organization.  AHCCCS must be notified via E-mail (DCW@azahcccs.gov) when a user account should be 

deleted or rendered inactive.  For example, AHCCCS must be notified when an online database user no 

longer works for the organization. 

https://dcwrecords.azahcccs.gov/
http://www.azahcccs.gov/dcw
mailto:DCW@azahcccs.gov
mailto:DCW@azahcccs.gov
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STEP ONE Activate an Account: Create an Account  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

ENTER: https://dcwrecords.azahcccs.gov/ in your web browser 

CLICK: “Register/Log In,” in the menu bar on the left-hand side of the page, to create an account  

Click Here 

https://dcwrecords.azahcccs.gov/
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STEP TWO Activate an Account: Create an Account 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLICK:  “Register” to create an account for a first time user 

  

Click Here 



  05/01/14 

 

5 
 

STEP THREE  Activate an Account: Create an Account 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ENTER: Username (Note: The Username should not be an E-mail address) 

ENTER: Business E-mail Address (Note: Each user must have their own, unique E-mail address) 

ENTER: Password twice 

Passwords must meet the following requirements and have at least: 

 9 characters 

 1 upper case (A) and 1 lower case (a) alpha character 

 1 numeric (1,2,3, etc.) and 1 special character (!,@,#,&, etc.) 

Note: Make sure to keep your Username and Password.  The information will be required in order to proceed with 

activating the account. 

CLICK:  Create Account 

Click Here 
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STEP FOUR  Activate an Account: Create an Account 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  Check your E-mail inbox. If the E-mail was not received from DCW@azahcccs.gov, check your 

SPAM folder. 

 

 

 

 

 

 

 

mailto:DCW@azahcccs.gov
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STEP FIVE  Activate and Account: Create an Account 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLICK:  Click Here to Complete the Registration Process 

 

 

 

 

  

  

Click Here 
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STEP SIX  Activate an Account: Create an Account 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ENTER: Username 

ENTER: Password 

CLICK: Submit 

 

 

 

 

 

Click Here 
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STEP ONE  Activate an Account: Add Business Contact Information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: Read instructional paragraph 

CLICK: Step One: Add/Edit Business Contact Information 

 

 

 

 

 

 

Click Here 

Read 
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STEP TWO  Activate an Account: Add Business Contact Information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ENTER: Business E-mail address (Note: This should already be populated and show up automatically) 

ENTER: First Name 

ENTER: Last Name 

ENTER: Business Position Title 

ENTER: Business Phone Number 

ENTER:  Business Address, City, State, Zip Code 

CLICK: Submit (Note: “Submit” changes to “Update” when the information has been submitted) 

CLICK: “OK” to go back to the “Account Information” page 

 

Click Here 
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STEP ONE  Activate an Account: Designate User Role 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLICK: Step Two: Add/Change User Role 

 

 

 

 

 

 

 

Click Here 
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STEP TWO  Activate an Account: Designate User Role: Employer Role User 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: Read instructional paragraph and chart.  A user can choose to serve in the capacity of both user 

roles.  In that instance, simply click both user roles and proceed to associate the account to a 

DCW Agency or Training Program or both. 

CHECK: Employer  

NOTE: In the next step, the user will be required to associate the account to either a DCW Agency or 

Training Program or both.  The chart on the webpage can help a user determine whether or not 

to associate the account to a DCW Agency or Training Program.  Identify which responsibilities 

the user will be performing within the database.  If the responsibilities are located on the “DCW 

Agency” row on the chart, the user must associate the account to a DCW Agency.  If the 

responsibilities are located on the “Approved Training and Testing Program” row, the user must 

associate the account to a Training Program.  Lastly if the user will be performing 

responsibilities outlined in both rows, the user will associate the account to both entities. 

CLICK:  Submit 

CLICK: “OK” to go back to the “Account Information” page 

Click Here 

Read 
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STEP TWO  Activate an Account: Designate User Role: Trainer Role User  

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: Read instructional paragraph and chart.  A user can choose to serve in the capacity of both user 

roles.  In that instance, simply click both user roles and proceed to associate the account to a 

DCW Agency or Training Program or both. 

CHECK: Trainer 

NOTE: In the next step, the user will be required to associate the account to either a DCW Agency or 

Training Program or both.  The chart on the webpage can help a user determine whether or not 

to associate the account to a DCW Agency or Training Program.  Identify which responsibilities 

the user will be performing within the database.  If the responsibilities are located on the “DCW 

Agency” row on the chart, the user must associate the account to a DCW Agency.  If the 

responsibilities are located on the “Approved Training and Testing Program” row, the user must 

associate the account to a Training Program.  Lastly if the user will be performing 

responsibilities outlined in both rows, the user will associate the account to both entities. 

CLICK:  Submit 

CLICK: “OK” to go back to the “Account Information” page 

Click Here 

Read 
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STEP ONE  Activate an Account: Associate Account: DCW Agency 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: Users associating themselves to a DCW Agency, will need the AHCCCS Provider ID number in 

order to proceed.  The AHCCCS Provider ID number is different than the tax ID number and 

typically is a six-digit number.  It is important to note, DCW Agencies can have multiple Provider 

ID numbers (i.e. DCW Agency with regional offices).  If there are multiple users from the same 

DCW Agency who will be charged with co-managing an employee listing, it is important that 

each user associate their respective account to the DCW Agency with the same Provider ID.  

Otherwise the users will not have shared access to an employee listing. 

CLICK:  Step Three: Associate Account to DCW Agency  

  

 

Click Here 
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STEP TWO  Activate an Account: Associate Account: DCW Agency 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

ENTER: The six-digit AHCCCS Provider ID 

CLICK: Find 

 

 

 

 

 

 

Click Here 
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STEP THREE  Activate an Account: Associate Account: DCW Agency 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLICK: “Select” if the correct DCW Agency name is displayed.  Otherwise, hit the back button and re-

enter the AHCCCS Provider ID. 

 

 

 

 

 

 

 

Click Here 
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STEP FOUR  Activate an Account: Associate Account: DCW Agency 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLICK: “Associate” if the information is correct.  If the information is not correct, double check and re-

enter the DCW Agency’s Provider ID number and click “Find.” 

CLICK: “OK” to go back to the “Account Information” page 

NOTE: The user can view the updated account information by selecting the “Account Information” from 

the menu on the left-hand side of the page and clicking on “Add/Edit Business Contact 

Information.” 

 

 

 

Click Here 
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STEP ONE  Activate an Account: Associate Account: Training Program 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLICK: Step Three: Associate Account to Training Program  

NOTE: Users only need to associate the account to a Training Program if the user is going to be 

performing responsibilities (of either an Employer or Trainer) associated with a Training 

Program.  DO NOT associate a Training Program to the user account to simply identify the 

Training Program that has been delegated to train and test employees of the DCW Agency. 

 

 

 

 

Click Here 
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STEP TWO  Activate an Account: Associate Account: Training Program 

 

 

 

 

 

 

 

 

 

 

 

 

 

FIND:  Name of the Approved DCW Training and Testing Program in the listing. 

CLICK:  Select 

 

 

 

 

 

 

 

Click Here 
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STEP THREE  Activate an Account: Associate Account: Training Program 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLICK: “Associate” if the information is correct.  If the information is not correct, re-select the name of 

the training and testing program from the list. 

CLICK: “OK” to go back to the “Account Information” page 

NOTE: The user can view the updated account information by selecting the “Account Information” from 

the menu on the left-hand side of the page and clicking on “Add/Edit Business Contact 

Information.” 

 

 

 

 

Click Here 
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STEP ONE  Activate an Account: Account Activation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLICK: “Finish”, to complete the registration process and request the activation of your account. 

 

NOTE: Once you click “Finish” the User will be notified the request for account activation has been 

submitted.  AHCCCS may take 3-5 business days to activate the account.  Once activated, the 

user will receive E-mail notification along with instructions on how to proceed in using the online 

database. 

 

CLICK: OK 

 

 

 

 

 

Click Here 


