Alabama State Department of Education, Office of Educator Certification	January 7, 2025



Alabama State Department of Education
Educator Certification Section
Registering for a Criminal History Background Check with Fieldprint

Applicants will need:
A computer, tablet, or smartphone with internet access
A valid email account
Established AIM account
ALSDE ID#
Fee of $44.95 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 able to complete the process successfully.
Step 1: Create an AIM Account
Step 2: Complete Background Check Registration in AIM
Step 3: Create Fieldprint Account
Step 4: Complete authorization forms, schedule appointment, and fee payment
Step 5: Report for fingerprint appointment

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 your AIM account is created, log into AIM and select the ‘Fieldprint Background Check’ tile as shown below. 
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2.1 Press the ‘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 delay of the background check review. The user needs to keep up with their 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.’
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2.3 Enter Citizenship details and select ‘Save’ and then ‘Continue to Phone Numbers.”
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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.’
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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 The applicant will select the reason they are seeking the background check.
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2.8.b  Revised!!  Next, the applicant will select the type of institution they are seeking employment with, the name of the institution, and answer the question regarding convictions.
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[bookmark: _Hlk177565689]2.8.c Applicant answers questions regarding convictions and then selects ‘Save’ and 
          ‘Continue to State Identification.’ Note: If the applicants select ‘Yes’ a pop-up message 
          will be displayed informing the applicant to send additional information to the ALSDE. 
          Note: A ‘Yes’ response does not prevent the applicant from completing registration.
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2.8.d FBI Demographics: The FBI Demographics screen has been added to our 
         registration process. The addition of this screen gives us the opportunity to align data 
         collected on Race, Place of Birth, and Country of Citizenship with FBI requirements. 
         This will eliminate errors that applicants frequently found if they entered certain 
         information into these fields. The applicant should enter requested information based on 
         available options and select “Save” to record their selections.
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2.9 Enter State Identification details and select ‘Save’ and ‘Continue to RSA ID.’
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2.10 Revised!! Enter RSA ID details and select continue. Note: RSA ID number is optional. If you you’re your eight digit RSA ID# enter it in the fields as shown. If you do not have, or do not know your RSA ID number simply select ‘No’ and ‘Continue’ to complete your AIM registration. 
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2.11 Applicant should record their ALSDE ID# for use later in the process.
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3. Select ‘Sign Up’ to begin. Note: The applicant 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.
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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.’

[image: Graphical user interface, text, application, email

Description automatically generated]
3.4 User is returned to the Login screen. Select ‘Log In’ to continue with registration.
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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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3.5.a NEW!! Reason Page: The applicant should simply scroll to the bottom of the page to find AL-Department of Education and then select “Continue with this Reason.” 
Note: If any other reason is selected the results will not be sent to the ALSDE and the applicant will need to repeat the registration process correctly.
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3.6  Enter ALSDE ID#, Last Name, and DOB and select ‘Continue’
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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.’
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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. 
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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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Extended Demographics

The following information is required for accessing various ALSDE applications.
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The following information is required for accessing various ALSDE applications.
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Background Details

These data fields are required in order to build a profile with Educator Certification. It is the individual's
responsibility to provide accurate information and to keep all information current.

Please select your reason for applying for a certificate, license, or background check.
ion-Certified or Non-Licensed Applicant for Public or Nonpublic Employment

You are seeking employment at a public or private school in 2 position that does not require you to hold any license or certfication.
Examples include but are not limited to the following: secretary, instructional aide, custodian, lunchroom worker, bus aide, contractor, -
etc. This includes non-certified and non-licensed applicants for employment at public charter schools.

Authority: Ala. Code 16-224-5(a), (), and @ (1975)

Field s required.

What type of institution are you currently employed by, or do you plan to work for, in Alabama?
Public/Charter/State/Specialized Treatment Center (STC) -

Field s required.

Select site

Alabaster City -
Field is required.

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

Select.. -

Field s required.
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Have you ever been convicted of or entered a plea of no contest to a felony or misdemeanor other than a
minor traffic violation?
® Yes No

Before your suitability status can be determined, the Certification Office will need additional information. Please
mail OR 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.
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Fieldprint Background Check

You have successfully created an AIM account and completed your extended demographics. Please
store your login information in a secure location for any future updates.

You are leaving the Alabama State Department of Education and going to FieldPrint.

Your ALSDE ID is SXP-0130-4658.
Your last name is PosEY.
Your date of birth is 11/10/1950.
Note: If you have any questions or problems with the

Fieldprint Background Check site, please contact
FieldPrint support at 877.614.4364.

Continue to Fieldprint Background
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3. Withdrawal of Consent to Electronic Signatures & Electronic Disclosures

‘You may withdraw your consent to use electronic signatures or to recelve electronic disclosures at any
time by contacting us via emall at customerservice@fleldprint.com. Any withdrawal of your consent to
receive electronic disclosures or to use electronic signatures will be effective only after we have a reasonable
period of time to process your withdrawal. However, withdrawing your cansent to this Consent Agreement will
terminate your abilityto provide electronic signatures and to receve disclosures and other documents
electronically. Continuing to provide electronic signatures after withdrawing consent is reaffirmation of your
consent to the use of electronic signatures under the E-SIGN Act.

4. You Must Keep Your Contact Information Current

In order for us to be able to provide you with important notices and other information from time to time, you
must ensure that the contact information in your online profile is current. This includes, but is not limited to,
name, address, phone numbers, and email or other electronic addresses. In order to update your
Information, contact us via emall at customerservice@fleldprint.com.

5. Hardware and Software You WIll Need

To use our online processes, you will need Internet Browser software that supports at least 128-bit encryption, a
current version of a program that accurately reads and displays PDF files (such as Adobe Acrobat Reader), 2
printer if you wish to print out and retain records, disclosures, etc. on paper, and a current and valid email
address. You are responsible for the installation, maintenance, and operation of the computer and browser
Software that you use for these online services.

By clicking on the “I Agree” button below, you acknowledge that you are able to access information in the
electronic form that will be used to provide the information that is the subject of this Consent Agreement.

Please Indicate your consent to the use of electronic signatures and your consent to recelving disclosures
and notices electronically by clicking on the "I Agree” button below. By providing your consent, you are
also confirming that you have the hardware and software described above, that you are able to provide
electronic signatures, and that you have an active emall account. You are also confirming that you are
authorized to provide this consent.

By clicking on the | Agree button | agree to the use of electronic signatures and to recelving documents
and disclosures electronically.

Ifyou DO NOT AGREE to the use of electronic signatures and to recelving documents and disclosures
electronically, then please contact Fleldprint Customer Service at the following emall address to assist

‘you with a non-electronic option: customerservice@fieldprint.com or call 888-472:8918.

You can download the "Consent Agreement” as a PDF file.

@ Consent Agreement.pdf (120 K) & Download

Terms & Conditions. Fieldprine Pivacy Policy FBI Privacy Act Statement

eConsent ‘Biometric Disciosure. FBI Noncrimina! ustice Applicants Privacy Rights ® Copyright 20082022, Fieldprint, Inc.
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Create Account
Please fill in the following fields to create an account.

*— Required Fields

Email* com
Username*

Password* show
Confirm Password* show

First Name*

Last Name*

Mobile Phone Number

Security Questions

Please select three security questions and provide answers
your username, password, email address or security question.

the boxes below. Your answer(s) cannot conf

Security Question 1* Select one M
Answer 1% show
Security Question 2* Select one M
Answer 2+ show
Security Question 3* Select one M
Answer 3+ show
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Verify Account

An email has been sent to your provided email address. The subject of the email will be "Fieldprint Scheduling
Account Verification" and will arrive from email sender auth@fieldprint.com.

Please follow the directions in the email to continue creating your account.
You may need to check your Junk or Spam folder.

@ Please do not close your browser.

If your browsing session closes, please log back in using your username and password and enter the 8-digit
Verification Code emailed to you at the email address provided during account creation. This Verification
Code will expire after 30 minutes.

* — Required Fields

Verification Code* Your 8-digit code

Didn't receive an email? Click here to resend email.

Complete Registration
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Reason

Continue with Fieldprint Code

A Fieldprint Code s required to continue. I you do not have & Fildprint Code, please contact the employer or
organization that directed you to this website.

16you do not have s Fieldrint Code, leave this cell blank, scrol down to "Donthave 2 Fieldprint Code?” and enter
the reason your fingerprinting appointment is required. You may also scrollfurther and select s reason from 2
pre-populsted st by cicking "Continue with tis Reason.

Fieldprint Code

Don't have a Fieldprint Code?

© Notice

1fyou were notissued = Fildprint Code by your employer/agency. please enter the reason you are being
fingerariniad inthe blank cell below or elect 2 reszon from the |t of patentil sptens. 1Fyeu g not knaw
e ressen foryour ingerprinting request or 2 it isted, please contactyour employer/zEEncy.

10 Total Reasons Available Search Reasons for Fingerprint

AL~ Department of Education

DOE Certed
Fingerprints vl be submitted 2 the Alsbams Law Enfarcemen: Agency (ALEA) for the purpases of
sxrening ndividusls forthe Alsbams Depsriment Educssion

AL~ Department of Human Resources Continue with this Reason

'DHR Affiliated Agency (Child Welfare, Exempt Day Care, Internships and Volunteers)
Fingerprints vl be zubmitted 52 the Alsbams Law Enfarcemen: Agency (ALEA) for the purpases of
screening individusls for the Alsbama Depariment of Human Resources.
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70 USE THIS SERVICE, YOU CERTIEY UNDER SENALTY OF LAV, THAT VDU ARE THE SAIE PERSON WHO IS SEING.
FINGERPRINTED, WHG IS REVIEWING ALL OF THE APPLICABLE NOTICES AND COVPLETING THE APPLICABLE
FORMS. T IS STRICTLY PROMIBITED FOR ANYONE ELSE TO PROCEED FURTHER EXCEPT THE PERSON WHO IS
SEING FINGERPRINTED, LNLESS YOU HAVE WRITTEN APPROVAL FOR SPECIAL CIRCUMSTANCES, SUCH AS A
ISABILTY, FROM FELDPRINT, INC. OR THE REQUESTING ORGANIZATION/AGENCY.

O zgree

Your ull Name. James smith

Todays date
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TO USE THIS SERVICE, YOU CERTIEY UNDER PENALTY OF LAW, THAT YOU ARE THE SAME PERSON WHO IS BEING
FINGERPRINTED, WHO IS REVIEWING ALL OF THE APPLICABLE NOTICES AND COMPLETING THE APPLICABLE
FORMS. IT IS STRICTLY PROHIBITED FOR ANYONE ELSE TO PROCEED FURTHER EXCEPT THE PERSON WHO IS
BEING FINGERPRINTED, UNLESS YOU HAVE WRITTEN APPROVAL FOR SPECIAL CIRCUMSTANCES, SUCH AS A
DISABILITY, FROM FIELDPRINT, INC. OR THE REQUESTING ORGANIZATION/AGENCY.

[ 1 agree®
Your Full Name James Smith
Today's date
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Fieldprint Location

Please enter an address below to locate nearby Fieldprint® locations.

‘ 50 North Ripley, Montgomery, AL 36116

@ Near My Home Address

®© English | & ContactUs
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5283 Vaughn Road, , Montgomery AL 36116-
MTU W TH F 08:30 AM - 04:30 PM

/ No Additional Fees v ADA Compliant + Livescan
 Expedited Processing v Photo v 19

# 5.23mi &

® 2. Fieldprint Site - PostNet Find Availability

7806 Vaughn Road, Cornerstone Shopping Center, Montgomery AL
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FBI Privacy Statement and
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Schedule Appointment

Payment

Payment

@ Notice

Once an appointment is made, you may not make a change or cancel less than 24 hours before the
appointment time without incurring a charge.
Your appointment will not be scheduled until payment has been completed.

Date and Time:
Location:

Fee Type

Fieldprint Scheduling Fee
FBI Fee

Your Total to Pay:

Payment Method

March 20, 2023 10:00 AM

® Fieldprint Site - Bradley Screening
5283 Vaughn Road, , Montgomery AL 36116-

Fee

$7.95
$38.25

[ pebit or Credit cara

Powered by PayPal
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Confirmation

® English

Confirmation Details: August Thirty (Appointment #6202095)

& Print Confirmation ~ @ Get Directions [ Download Printable Documents

Date and Time: Monday, March 20, 2023 10:00 AM

Location: ® Fieldprint Site - Bradley Screening
5283 Vaughn Road, , Montgomery AL 36116-
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—_— @ QR Code Notice

% Contact Us

Fieldprint uses a camera to scan the QR code and locate your unique appointment
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What to Bring to Your Appointment?

@ Notice:

Original Documents are required. Photocopies wil not be accepted.

« Please provide your appaintment numiber to the technician atthe time of your appaintment. You may print
<his appointment confirmation page or bring With you via phone or eml

= For purposes of confirming your identity for your appoINimant, you mus: present one form of a current,
valid, unexpired governmentssued phoo D.

fyou do not bring two vaid, unexpired, acceptable forms of ID, your appointment cannot be completed. The

‘name provided for the appointment must match bath forms of identification and the date of birth must be on
the primary form of ID, and must match exactly.

Identification required to complete your appointment.

Primary ID for Fingerprinting

« Statelssued driver's cense « Global Encry Card
« Statedssued non-driver identty « Native American Trisal ID Card
« US.Passport/ Passporc Card « Permanent Resident Card (1551)
« Military dentifcation Card « 1765 Employment Authorization Card
« DOD Comman Access Card « Foreign Passport
« WorkVisaw/ photo. « Foreign Driver's License.
Secondary ID for Fingerprinting.
« Statelssued driver's cense = US Dept of Veteran Affirs Card
« Statedlssued non-driver identy « DraftRecord
« US.Passport/ Passporc Card « Transportation Worker ID Credental (TWIC Card)
« Military dentification Card « Certificate of Citzenship
« Bankstatement/Paycheck St « Certificate of Naturalization
« Utilty Bil/Insurance Card « Native American Trisal ID Card
« Credit Card/Debic Card « Permanent Resigent Card (+551)
« Marriage Certficate « DOD Common Access Card

o Birtn Corvficzte « WorkViss w/ phato.
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