Applic

Alabama State Department of Education
Educator Certification Section

Registering for a Criminal History
Background Check with Fieldprint

ants will need:

A computer, tablet, or smartphone with internet access

A valid email account

Established AIM account

ALSDE ID#

Fee of $46.20 paid by debit card, credit card, or PayPal account (prepaid debit
card or credit cards are acceptable)

Ability to provide commonly known personal information (SSN, DOB, DL#,
Height, Weight, etc.)

Be sure your applicants follow the required sequence below. If they do not, they will

not be
Step 1:
Step 2:
Step 3:
Step 4:
Step 5:

able to complete the process successfully.

Create an AIM Account

Complete Background Check Registration in AIM

Create Fieldprint Account

Complete authorization forms, schedule appointment, and fee payment
Report for fingerprint appointment
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1. Start by visiting our ALSDE Identity Management website at https://aim.alsde.edu and

select “Need an account?.” Follow the prompts to complete your AIM account.
Note: Existing AIM users should simply log into AIM by entering their ALSDE ID#
or Email address and Password.
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2. After AIM account is created, log in to AIM and select the ‘Fieldprint Background
Check’ tile as shown below.
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2.1 Press ‘Set’ button under Educator certification and Criminal history Background
checks
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Note: It is the applicant’s responsibility to provide accurate information. Failing to do so
may result in a significant delays of the background check review. The user will need to

keep up with the ALSDE ID# assigned in AIM. That number will be referenced when
attempting to schedule an appointment with Fieldprint.

2.2 Enter Race and Ethnicity details and select ‘Save’ and then ‘Continue to
Citizenship.’

Race and Ethnicity
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2.3 Enter Citizenship details and select ‘Save’ and then ‘Continue to Phone Numbers.”

Citizenship
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2.4 Enter Phone Number details and select ‘Continue to Home Address.” Note: At least
one phone number is required for registration.
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2.5 Enter/Edit Home Address details and select ‘Continue to Characteristics.’

Biweipe ¢ Home Address
[ Fii ! P it Fakc wr o in oo i a ol ety oo v rion, 7 o e ineiican

_ neppeeneledis B provice e pdsevoniss ind B g o piemanion s
B Cmoesti " | o addvess i regqueed.
B Focehumten ¢

|3 W e

B [hicaiaris . 158 Uevbeed St ol muienry
-

- ) Cortres 2 Chmaca i 0

2.6 Enter Characteristics and select ‘Save’ and then ‘Continue to Birth Details’
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2.7 Enter Birth Details and select ‘Save’ and then ‘Continue to Background Details.’
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2.8.a Applicant selects the position type he or she is seeking.
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2.8.b Applicant selects School System/IHE/Nonpublic school with which they are affiliated.
Note: Type the name of the LEA/Institution/Nonpublic school or engage the drop down
arrow to see an alphabetical listing.
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2.8.c Applicant answers questions regarding convictions and then selects ‘Save’ and
‘Continue to State Identification.” Note: If the applicants selects “Yes’ a pop-up message
will be displayed informing the applicant to send additional information to the ALSDE.
A ‘Yes’ response does not prevent the applicant from completing registration.

Have you ever been convicted of or entered a plea of no contest to a felony or misdemeanor other than a minor traffic violation?
8 Ve Na

Before your suitahility status can be determined, the Certification Office will need additional information. Please mail R email the following
information to the ALSDE Certification Office. Be sure to include you ALSDE ID# along with any infomation you send.
1. A copy of the case action summaries showing the Judgements, convictions, and sentencing or other outcome of your cases,
2, A notarized personal explanation regarding the circumstances surrounding your cases. You should include the dates involved the places
of conviction, final outcome, and any other factors that should be considered.
ALSDE Certification Office Mail address:
PO Box 302101
Montgomery, AL 36130-2101
BGR@alsde.edu

Field is required

Save

Continue to State Identification )

Page 6 of 18



Alabama State Department of Education, Office of Educator Certification March 20, 223

2.9 Enter State Identification details and select ‘Save’ and ‘Continue to RSA ID.’
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2.10 Enter RSA ID details and select continue. Note: RSA ID number is optional. If you do not
have, or do not know your RSA ID number simply select ‘No’ and ‘Continue’ to complete your
AIM registration. Note: The user will be immediately transferred to the Fieldprint Welcome
screen.
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3. Select ‘Sign Up’ to begin@plicant has been transitioned to Fieldprint.
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3.1 User will review Fieldprint Authorization form and select ‘I Agree.’
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3.2 User enters information to create including Username, Password, and Security
Questions and selects ‘Continue.” Note: Please record your password and security
questions and answers securely. Answers to security questions cannot be duplicated.

Crpafe AcEouank
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3.3 Following the completion of screen 3.2 the user will be taken to the ‘Verify Account’
screen. Note: An 8-digit code will be sent to the email account entered on the
previous screen. Enter the 8-digit code and select ‘Complete Registration.’

Verify Accaunt
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3.4 User is returned to the Login screen. Select ‘Log In’ to continue with registration.

ellﬂ-ﬂ[n'rll’

Wiebigine U Fieldprkaps

Ther Ul Meturring Lser Login

S ®

3.5 Provide answer to security question and select ‘Continue.” Note: This Question and
Answer was created during account creation with Fieldprint.
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3.6 Enter ALSDE ID#, Last Name, and DOB and select ‘Continue’

m Alabama DOE Demographics
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3.7 Enter contact information and select ‘Continue.’
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3.8 Review AL DOE Release form and select ‘I agree’ then ‘Continue.’
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3.9 Review Fieldprint Biometric Disclosure form and select ‘I agree’ then ‘Continue.’
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3.10 Review the FBI Noncriminal Justice Applicant Privacy Rights Statement and select

‘I acknowledge...’ then ‘Continue.’
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3.11 Review the Privacy Act Statement and select ‘I acknowledge...” then ‘Continue.’

oo iteteenant and Pracy tatcs

o Sl — Triveoy A0 Simmme

£ Y Y a0 b . b o S e

_ st b BT g e 0 L A L —

e ¥ 1||'-il =t b r mrrbresd mdeeery Frdanl = e m—
L [ | AN Ermmand Tas g O el lepeed b Frmsipy v e
= [EENI-ST T AR
i ——
R M | RN R 0SSR Bk A4 IR @S e
o m—— Sl bt ol et e o et L ey -.ld..-h-
— i = b ot . it T
e T T I T e e T T T
x ) = LY e el mamal a0
Bk i = e R
B Bl Pl i i .' fieiiial
e L T rimi | sl o e
T . o 5 — P B o] o Sr [ i P p—_—
l-d-u.rn.u-.-j—...hn.l—h.l.rl.-u. aee il B VB Ll B ™ W e
— e ™
et mmem a e am mmE o s e eSS B Se iEl U REed =
m— = i s
by i Wi
T

Seclamucion de bn Loy de Privacidued
i el 1 Ll 2 peplat el S0 e e el by

— L - g o0

d iy L HE b immndeia e v -y i ey
=t T ﬂl'"u s [ amily
B e T L I e e e L e T hll ‘.I.I.l.ll.r-\_ll-i-\_l.a

[

S B — A AL B TR S | 1 e s n
h . Lo i el e
-n.-p._n-.l-.-ln-q-.-. - . 1 e " e kb 2 v g, s
T -
.-'h.l.h. it iy - .p-.-n.i. T T e e J.t:h [
r—.u...—...-..., B s

T e e T e

B e T L' ELET a, = skt 1

J.q.----—-. iy s @ B el g e |8 a0 et et s

q,..,..\]__" e vl e 4 b e i e 1 -I-—-r-h-'t-.hl-l—-
v

PR s iy . b a1 " i - e

e o * T h
M T P =SSN Sy o S Y T [ S e —
g

g g

TR T TS DR e e e R R, T | S G T LAV L T B L P
SERAPRETLL, e S ASEL S LT PR IR TR B RS T e sl
ETELP, F I ) e g ) T L O TR T F 0 A P TV P
PR — P e — ] R A e T
E UL = - Tl e e [ SR o e S L R R

e s L. s b b o )

Page 13 of 18



Alabama State Department of Education, Office of Educator Certification March 20, 223

Schedule Appointment and Payment

4.1 Enter full address, city, state or zip code and select ‘Find’ to determine find the
Fieldprint locations nearest you and select an appointment date. Next select an
‘Find Availability’ to schedule an appointment time. Note: The business
name, address, and other information will be displayed.

QF.ﬁ:I'nllrrl [ e Ny Lagmiis

b ased

2 Resulrs for 50 Morth Ripley. Montgomery, AL 36716

i |Fie options Detow (0 prodeed WD stheddibng

20 ddar &1 Mar o4 Mar &3 Mar 24 Wlaw

SOEREST Avalabie Time E-' Crpery hlag Wisss

ldpring 5ite - Bradiey Screening Eind A’U’ﬂllﬂh”lf}i’

S2EI vaughn Road, , Momgomery AL 36116

BT S TH F G320 AR - D030 Pl

& .
L Fleldprint Sice - PastNet Flnd Availabiity

FEOG Yaughn Koad, Cormeratons Shoppmg Cented, Monigoemany AL
31.'11;.

M T W TH FIO00 AM - 0300 Pk

Page 14 of 18



Alabama State Department of Education, Office of Educator Certification March 20, 223

4.2 Select ‘Part of day’ and time of requested appointment.
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4.3 Select ‘Debit or Credit Card’ or ‘PayPal’ as your payment option.
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4.4 Insert Payment Account Information
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4.5 Review appointment details and log out. Note: Email confirmation of the appointment will be
sent. The email will include a list of approved forms of identification that must be presented

during your fingerprint appointment. Be sure to review procedures for canceling an
appointment, if needed.
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Confirmation Details: August Thirty (Appaintment #6202095)
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Payment

Payment Date Transaction ID Armount Fee Type

Fieldprint Scheduling Fee -% 7.95
March 19, 2023 5:02 AM QUZ91459RFE2ZES33G % 46.20
FBl Fee -3 38.25

what to Bring to Your Appointment?

I Motice

Original Documents are required. Photocopies will not be accepted.

= Flease provide your appointment number to the technician at the time of your appointment. You may princ
this appointment confirmation page or bring with you via phone or email.

=  For purposes of confirming your identity for your appointment, you must present one form of a current,
walid. unexpired government-issued photo ID.

I you do not bring two valid. unexpired. acceptable forms of ID. your appointment cannot be completed. The

name provided for the appointment must macch both forms of identification and the date of birth must be on
the primary Torm of ID, and must match exacthy.

Identification required to complete your appointment

Primary ID for Fingerprinting

= State-lssued driver's license = Global Entry Card

e State-issued non-driver identity e  RNative American Trinal ID Card

= U5 Passport S Passport Card = Permanent Resident Card (1-551)

e  Military ldentification Card e |-766 Employment Authorization Card
= DOD Common Access Card = Foreign Passport

= Work Visa w' photo = Foreign Driver’s Licensa

Secondary ID for Fingerprinting

= State-lssued driver's licensa = US Dept of Veteran Affairs Card

= State-lssued non-driver identicy = Draft Record

= U5 Passport f Passport Card = Transportation Worker ID Credential {TWIC Card)
=  Military identification Card = Cartificate of Citizenship

= Bank Statement/Paycheck Stub = Certificate of Naturalization

= Lility Bill £ Insurance Card &  MNative American Tribal 1D Card

= Credit Card/Debit Card
= Marriage Certificate
e Birth Certificate

Permanent Resident Card (I-551)
DOD Common Access Card
Work Visa w' photo
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