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As part of the clearance process, Wagner College Education Department
registers (nominates) students using a valid US Social Security Number
with the NYCDOE Personnel Eligibility Tracking System (PETS).

If an INTERNATIONAL STUDENT does not have a U.S. Social Security Number, visit your

F I N G E R P R I N I S international student advisor, Union Building (Room 204) or read the Wagner College
International Student Handbook for instructions.

/ \ D The Education Department informs the student of the nomination and
provides fingerprints information and instructions.

BC KG RO U N D U Within 24-48 hours, the student receives a congratulations nomination

email from the NYCDOE confirming the nomination.
‘ L EA RAN ‘ E o Reads through the email instructions and uses the link in the email to
create an APPLICANT GATEWAY account.
o Also, complete the required FINGERPRINTS INFORMATION and
BACKGROUND CLEARANCE forms.

The NYCDOE requires all ¥ FINGERPRINT The student must follow Lastly, an OSPRA 104
education students completing APPOINTMENT are not to the NYCDOE fir&gt;srprints form is completed and
: e be scheduled until the process to avoid being re- submitted to the HR
classroom Obser\{atlon or clinical following are completed: fingerprinted and pay an Connect Fingerprinting
placement hours in a NYC school T additional $101.75 fee. Unit portal:
to cgm[l)(Iete a fcllnglerprlnts and g — L The student has —
ackground clearance. account created 5-7 days after doehrconnect.custhelp.com
O Completed forms nomination in PETS to
(fingerprints, background) Complete the process to to forward fingerprints and
O Received the avoid PETS cancellation background clearance from
EINGERPRINTS or nomination expiration. NYCDOE to the TEACH
INSTRUCTION email, and account.
enters SERVICE CODE,
. . . . 588JG when scheduling  e———p ——
Follow the detail steps presented in the remaining slides! fingerprints appointment

with IdentoGO..



STEP 1: STEP 2:
Student is Student i1s informed of
Nominated nomination

Wagner College

In order to get fingerprinted, Education Department
the student is nominated by the sends an EMAIL

| Wagner College Education Department to the student
through the regarding nomination

NYCDOE PETS and look out for the
— Personnel Eligibility Tracking System NYCDOE

CONGRATULATIONS NOMINATION
letter and instructions.



STEP 3:
NYCDOE Sends Confirmation Nomination

@ « Within 24-48 hours of the nomination, a Congraulations
CONGRATULATIONS cmail from
NYCDOE is sent to the student This email confirms that an organization or agency providing services to the NYC Department of
confirmin gt he nomination. Education (NYCDOE) has nominated you for a position. This email covers paid positions and
unpaid roles, including student teachers and volunteers. In order for vou to begin working or
oviding services, vour prompt action 15 required. This nomination 1 contingent upon a
@ * The .St udent has 5-7.d ays to create an E;ﬁsfactcuw uutmmi of sﬂiferalj p[E-EIﬂIJlD}’I?lEn'[ screentng activities inchuding: ﬁngirpriﬂtjng: |
app lic ajn t g_at ew ay_ account and com p lete the completion of a questionnaire and a security clearance review. Any person working in
the entire fingerprint process to avoid NYCDOE buildings, working with NYCDOE students, or who has access to NYCDOE
nomination cancellation. confidential information s required under NYS law to undergo a security clearance review prior

to commencing services, including a finperprint review by the NYS Division of Critninal Justice
Services (DCI5) and the Federal Bureau of Investigation (FBI). You may not begin
working uatil vou have successfully completed this process and been granted security clearance.

The student is required to READ through Please be advised that if the NYCDOE does not grant you security clearance, your nomination is
the email and follow instructions rescinded effective immediately and you may not work for or provide services to the NYCDOE.
presented.

Next Steps -Applicant Gateway
V4 Your next step 1 fo activate your account in the NYCDOE's Applicant Gateway! |




'STEP: 4 |

CLICK on the emall link
to create and activate an
APPLICANT
GATEWAY ACCOUNT

'STEP: 5 |

SELECT and COMPLETE
. FINGERPRINTS
INSTRUCTION SHEET
- BACKGROUND

16 (YES/NO)
QUESTIONNAIRE

On the last page,
check “AGREE” box

—

CLICK, Submit button

- Follow all prompts to proceed.
\

Applicant Gateway

7.3 Department of
\ 4 Education
Applicant Login
NYC Department of Education Applicants

minated by you mm{\a,‘hvmg manager. or
-generated email in order to activate or Sign In

*Email:

(GOPASS Volunteers and NYC Department of Education Vendors

*Password:
‘You must have a job offer and be put on a roster by your vendor agencyhiring
manager in order 1o activate your Applicant Gateway account.

Instructions to activate or reset your Applicant Gateway account

Gateway Home Screen

« C O @ nycenetedufoffices/dhi/agway/Applican Welcome. aspx

Managed boskmarks [l Wogner College (@ Viagner Portal () O [ 17- Service Portal [ Forms - Business OL.. ®® PETS-Login [ WS Masen - Save

ogn T Mosdie 8 mypvtogrer [ 1
N ‘cmn-m - ApplicantGateway

Instructions for NYC Department of Education Applicants (Click Herel

Instructions for GOPASS Volunteers and NYC Department of Education Vendors (Click Hers]

20232024

NOTES:

Read through email
and follow
instructions.

An Applicant
Gateway Account
IS required to get

fingerprinted.

Complete Account
and Emergency
Contact
Information.

Fingerprints and
Background
Questionnaire
must be fully
completed to
avoid delays and
nomination to be
cancelled or not
processed.




STEP: 6

Fingerprinting Instructions
After completing NE

account information oo ﬂc

Instructions for Fingerprinting at an IdentoGO Scan Location for NYC Department of Education Education

and forms in the .,. i Ittt o ot et
APPLICANT e
1) H\Frmm & dane by, s ~ o Kk webse 10)  Feel free to reach out to your hiring mansger for follow up i nesded.
GATEWAY SYSTEM " o v
Monday Sdun
STEPS FOR WEBSITE SCHEDULING

1) Once you access the Identol0 webshe, please enter the follwing senvice code when prompled:
Senvice Code: 158306

A EINGERPRINTS i The student is

Tefgeptt b S0L75, b pd e st it i s s g o re UIred to use
INSTRUCTION EMAIL o g q

» Db Crait cards e cceptedanie inadvance ofyour Fgerprnt agpoirtmert, o .
is sent including a ety i the direct link
to schedule

SERVICE CODE’ + o) e g on o §30 e s n b o) s e e o MY Sk, hs s 1
st fingerprint

1588J G ay apphcable sdles tax, The additond $30 e and taes must be pad at the tme of your cutof stte igerprint appointment. .
from the NYCDOE. N RA—— appointment.

STEPS FOR SCHEDULING BY PHONE
mthbﬂ%aadlwhl[!?‘]i 4305,

———r—— - | s e
With a direct link to ” %ﬁzyi&%ﬁﬁﬁ% No other option is
ldentoGO website e s acceptable and
portal to schedule a i s ns et s procedures must
fingerprints - be followed to
appointment . ot e N avoid additional
fees!

\



STEP 7: Schedule Fingerprint Appointment Through the IdentoGO Website Portal

The fingerprint application fee as of January 1, 2022s;
Total Fee $101.75

Enter your Service Code to get started.

APPLICANT FOR

Check the Satus of your Service
Chesk your sl r et Yo ccan rgstalin om.
For aions el orec custone senice

Certification https://uenrolidentogo.com/workflows/ 1426QT

Employee https://uenrollidentogo.com/workflows/ 14ZGR7

An E
selected, even
though applicant is
a college student
completing field
observation or
clinical.

A) ENTER
SERVICE CODE:
1588JG

B) SELECT
Employee Link




IdentoGO

14ZGRY7 - New York Dept of Education — Employee

C) SELECT
Schedule or Manage Appointment SC h ed u I e O r
Schedule an in-person appointment or change an existing appointment. Manage

What do | need to bring to enroliment? A p p O | n t m e n t

Find out which documents you need to bring to the enrollment center to facilitate processing

€ Back to Home

Locate an Enroliment Center
Locate and get directions to an enrollment center near you.

Submit A Fingerprint Card by Mail

Complete the pre-enrollment information necessary to submit a fingerprint card enroliment by mail.

IdentoGO »

14ZGR7 - New York Dept of Education — Employee

Please read the privacy statement below. Then click ‘Next' to continue or ‘Cancel’ to exit

Applicant Notification: The fingerprints submitted will be used to check the criminal history records of the NYS Division of Criminal Justice Services (DCJS) and FBI. Your

applicant service code requires a state background check and federal background check.

Obtaining a copy of NYS DCJS record: An individual may obtain, review and, if ne
9 NYCRR Part 6050). Pursuant to 9 NYCRR Pa
ained on file at DCJS pertaining to himselfT
ss, visit the DCJS website

riminaljustice.ny.gov/ojisirecordreview. ht

seek correction of his/her criminal history information maintained by DCJS pursuant to

DCJS regulatio

ual, or an individual's attorney who has been authorized in writing, may obtain either a copy of

all criminal his information n tain further

if, or a respo

e indicating that there is no criminal history information on file

nformation on the record review pro
Further Information: https://ww

Change, Correction, or Updating:
documentation to fix the omissions or
Challenge FAQ -CHRI-A

u believe your New York State criminal history record maintained by DCJS is incomplete or inaccurate, you must provide support

button to

ors. This process is known as challenging your record.

FBI Privacy Act Statement:

F bi.gov/how-we-can-help-you/mon

Privacy Rights:

p-youlmore-foi-services-and-information/compact-counciliguiding-principles-noncriminal-justice-apg

\I|=4
-

navigate to go

Change, Correction, or Updating: Pr

ures for obtaining a ¢ are

ur FBI criminal

challenge the accuracy or completeness of

questioned info

Alternatively, you may send your
Challenge Process: hit

nge directly to the FBI by submitting a request

forward




E) COMPLETE [{:Ie[Eiig:Uile]y]

information listed
in each tab.

14ZGRT - New York Dept of Education — Employee

Privacy Statement Essential Info Personal Questions Personal Info

* Required Fields

Please enter your information below (letters, spaces, hyphens (-), and apostrophes (') are allowed in name fields). Then click ‘Next' to check the status of your service

or ‘Cancel to exit.
(O Name / Method of Contact  [EEE@RUADIIEERE:T
Notes:

+ Important! You must finish the registration process fo be fingerprinted. You will receive an email or confirmation number when registration is complete.
+ Legal Name must maich exactly on all identification documents brought fo enrollment.
+ Remember the phone numbers and/or email address provided below, as they will be used to retrieve your information during your in-person enrollment.

Legal Name

* First Name * Middle Name (or NMN if no middle name)

* Last Name Suffix

— Choose One —

Date of Birth

* Date of Birth * Confirm Date of Birth

* Method of Contact (at least one method is required)

Email Confirm Email

Country Code

United States

Country Code

United States

* Preferred Method of Contact

Email




STEP 7:

The student will be responsible for the
Fingerprint and Background Clearance
payment fee of the amount $101.75.

F) SCHEDULE fingerprints appointment
from a facility location listed only on the
IdentoGO’s website.




FINGERPRINT
SCHEDULED APPOINTMENT
DAY

Bring the following items
(Refer to the Fingerprinting Instruction EMAIL document):

e Bring email with service code
e Government-issued photo identification
e Social Security Number

IDENTOGO

Transmits the fingerprint transaction and photo to
the New York State Division of Criminal Justice
Services (DCJS) for processing.

A search is then completed by the New York State
and the FBI.




‘STEP 10: ‘ N s ApplicantGateway
[ o | ot | -

Instructions for NYC Department of Education Applicants [Ciick Here|
The Education Department and, or student checks 2 Nonireton S

. . . 0|
Applicant Gateway account for nomination status. |
Name: Status: Completed
EIS Title: Current Step:
. . Location: Process Description:
O The Application Process Step must report status P ST ———— s
complete with date completed.
Application Process Step Status Date Completed Process Date
0 On the homepage, CLICK on the status link to view
K nomination status. I mv 1 Nomination Recorded Complete 04/27/202
=N / /1 Processing Complete 05/15/2022
Background Questionnaire - Nomination Complete 05/15/2022
Fingerprints Complete 05/15/2022
Application Forms Complete 05/15/2022
3 Background Investigations - Nomination Complete 05/15/2022
4 Complete Complete 05/152022




STEP 11:

The student is also
\ required to create a
TEACH account.

\ https://www.highered.ny _/

d.gov/tcert/teach/ /
sed.gov/tcer eaCN/

~{NYSED

Office of Teaching Initiatives

[ Fscacnhore

Educator Resources Certification Fingerprinting TEACH System Topics A-Z Certificate Holder Lookup

TEACH System

List of TEACH Services

Frequently Asked Questions TEACH Online Services
about Your TEACH Account

TEACH Resources You can keep watch over the progress of your application by monitoring your TEACH
online services account. This can be done by logging in to your TEACH account and
Assistance Using TEACH viewing your Account Information page. From your Account Information page, you
will be able to check on the status of a pending application and see when documents
vou have submitted have been received and entered, into your Account. You will
want to take note of the application status, as noted on your Account Information

page. Applications are evaluated in the order in which they enter “ready for

review” status

Login to TEACH

TEACH is compatible with Google Chrome and Microsoft Edge.

TEACH Log In issues?
If you receive @ message that your TEACH account is assigned to a
different username, try deleting your browser history. Directions for these

internet browsers can be found below:

Chrome: chrome://settings/clearBrowserData

Microsoft Edge: View and delete browser history in Microsoft Edge

fll Click Here

Forgot your Username or Passw

TEACH Help Links

Create a Add TEACH to Emplove('
NY.gov TEACH a NY.gov Administrator &
account account College Access
If you do not have a NY.gov | If you have a NY.gov account Public School Districts,
TEACH account, create one with another State Agency, Private School
here click here Administrators, and New York

College/University access to
Ny.gov TEACH

Last Updated: December 8, 2022

Office of Higher Education

Contact OTl | Related Links | Frequently Asked Questions

y of the State of New York - New York State Education Department

Univers

Contact NYSED IndexA-Z | Terms of Use Accessibility



https://www.highered.nysed.gov/tcert/teach/

STEP 12: D

OSPRA 104 0521 Office of School Perzonnel Review and
Accountability
Authorization to Forward Criminal History NYS Education Department
Record Information from the City School ph: (518) 473-2008
District of the City of New York to the New York http//www nysed gov/educator-mtegnity
State Education Department ++Email this completed form to New York
City DOE Division of Human Capital at

Type or Print All Informarion & email to NYC in Section 4. email address m SECTION 4 L

Instructions to Applicant: Please complete Sections 1, 2 and 3 and email the form to NYCDOE email address mn Section 4 below

Please Note: This form is to be filed by individuals who have been previously fingerpninted (after July 1, 1990) for a license
and’/or employment by the New York City Board of Education (NYCBOE) and are authonzing the NYCBOE to forward thewr
cnmmal history to the New York State Education Department for certification application and/or employment purposes

Go to the Education

SECTION 1
(Inaccurate or incomplere information will delay processing )
Name: (Last) (Fust) (Maddle) Sex- MF)
Home Address: (Street Apt =) Social Secunty Number
City. State, Zip Telephone (Area Code and Number)
E-mal Address Date of Buth (Month. Day. Year)

SECTION 2

Please choose (¢) one of the followmg
I am leaving or have left the employ of the NYCBOE and am seeking clearance for certification and/or employment

D I am remamning m the employ of the NYCBOE and I am seeking clearance for certification

I:] I am remaiming m the employ of the NYCBOE and I am seeking additional employment 1n a covered school other than
the NYCBOE

SECTION 3

® I hereby authonze the NYCBOE to forward the content of my crummal history record as secured from DCJS and
the FBI to the New York State Education Department as a condition of my application for certification and/or
clearance for employment. I further understand that the NYCBOE 1s authonzed to forward subsequent cnounal
history notifications received from DCJS to the New York State Education Department

e I understand that if my fingerprints have not been retamned by DCJS, I will have to be fingerpninted agamn to meet
the requurements of Chapter 180 of the Laws of 2000

e I understand that if ] am seeking clearance for employment in a covered school a request for clearance
must be submitted in TEACH by my prospective employer before a clearance will be 1ssued

Signature Date

SECTION 4
EMAIL THIS
FORM TO:

NYC DOE Division of Human Capital
HR Connect Fingerprinting Unit
Email: HRCServiceCenter@schools.nyc.gov

l
OSPRA 104 form

Department
webpage/Student

Resources/Printable

Forms to print out
form |

TEACH account

reports FINGERPRINTS
RECEIVED BY NYC after
receiving the OSPRA

104 form!|

An OSPRA 104 form is completed and

ubmitted
I
to the HR Connect Fingerprinting
Unit portal:
https://doehrconnect.custhelp.co
m to forward fingerprints and
background clearance from
PETS to the TEACH account.




