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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 

international student advisor, Union Building (Room 204) or read the Wagner College 

International Student Handbook for instructions. 

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

 Within 24-48 hours, the student receives a congratulations nomination 
email from the NYCDOE confirming the nomination.

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.

FINGERPRINT 
APPOINTMENT are not to 

be scheduled until the 
following are completed:

 PETS nomination

 APPLICANT GATEWAY 
account created 

 Completed forms 
(fingerprints, background)

 Received the 
FINGERPRINTS 
INSTRUCTION email, and 
enters SERVICE CODE, 
588JG when scheduling 
fingerprints appointment 
with IdentoGO..

The student must follow 
the NYCDOE fingerprints 

process to avoid being re-
fingerprinted and pay an 
additional $101.75 fee. 

 The student has 
5-7 days after 
nomination in PETS to 
complete the process to 
avoid PETS cancellation 
or nomination expiration.

Lastly, an OSPRA 104 
form is completed and 

submitted to the HR 
Connect Fingerprinting 

Unit portal: 

https://
doehrconnect.custhelp.com 

to forward fingerprints and 
background clearance from 

NYCDOE to the TEACH 
account.

FINGERPRINTS 
AND 

BACKGROUND 
CLEARANCE 

The NYCDOE requires all 
education students completing 

classroom observation or clinical 
placement hours in a NYC school 

to complete a fingerprints and 
background clearance.

Follow the detail steps presented in the remaining slides!



STEP 1: 
Student is 
Nominated

STEP 2: 
Student is informed of 

nomination



• Within 24-48 hours of the nomination, a 
CONGRATULATIONS email from 
NYCDOE is sent to the student 
confirming the nomination.

• The student has 5-7 days to create an 
applicant gateway account and complete 
the entire fingerprint process to avoid 
nomination cancellation. 

STEP 3: 
NYCDOE Sends Confirmation Nomination

The student is required to READ through 

the email and follow instructions 

presented.



CLICK on the email link 

to create and activate an 

APPLICANT

GATEWAY ACCOUNT

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. 

STEP: 4 

STEP: 5

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.



After completing 

account information 

and forms in the 

APPLICANT 

GATEWAY SYSTEM

A FINGERPRINTS 

INSTRUCTION EMAIL

is sent including a 

SERVICE CODE, 

1588JG

from the NYCDOE.

With a direct link to 

IdentoGO website 

portal to schedule a 

fingerprints 

appointment

STEP: 6 

The student is 

required to use 

the direct link 

to schedule 

fingerprint 

appointment. 

No other option is 

acceptable and 

procedures must 

be followed to 

avoid additional 

fees!



A) ENTER

SERVICE CODE: 

1588JG

B) SELECT

Employee Link

STEP 7: Schedule Fingerprint Appointment Through the IdentoGO Website Portal

An employee is 

selected, even 

though applicant is 

a college student 

completing field 

observation or 

clinical. 



STEP 7:

D) CLICK, Next

button to 

navigate to go 

forward 

C) SELECT 

Schedule or 
Manage

Appointment



STEP 7:

E) COMPLETE 



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.



STEP 8:

STEP 9:

FINGERPRINT 

SCHEDULED APPOINTMENT 

DAY

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

 Bring email with service code

 Government-issued photo identification

 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:

The Education Department and, or student checks 

Applicant Gateway account for nomination status. 

 The Application Process Step must report status 

complete with date completed.

 On the homepage, CLICK on the status link to view 

nomination status.



STEP 11:

The student is also 

required to create a 

TEACH account.

https://www.highered.ny

sed.gov/tcert/teach/

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


STEP 12:
An OSPRA 104 form is completed and 

submitted

to the HR Connect Fingerprinting 

Unit portal: 

https://doehrconnect.custhelp.co

m to forward fingerprints and 

background clearance from 

PETS to the TEACH account.

OSPRA 104 form

Go to the Education 

Department 

webpage/Student 

Resources/Printable 

Forms to print out 

form.

TEACH account

reports FINGERPRINTS 

RECEIVED BY NYC after 

receiving the OSPRA 

104 form!


