DPS Instructions for Fingerprint Applications
Step 1: Create an account-
1. To register your own individual account go to  https://psp.azdps.gov/                     
2. Click “Continue” on Fingerprint Clearance Card
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3. Click on “Apply for a Card/Request a Replacement” and then click “Continue”  
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4. The applicant will need to register their own INDIVIDUAL account and apply from that account.
-Follow the prompts to create your individual account. 
- A confirmation letter will be sent to your email. Stay logged into your email account as you will have to obtain a “One Time Password”
-When email is received click on “Confirm Account”
-Log in to your DPS account
-Check your email for the one time security password (OTP)
-Enter on the OTP DPS website
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Step 2: Complete fingerprint application and get reference number from DPS website-

1. Visit DPS site- https://psp.azdps.gov/                     
2. Select “Finger Print Clearance Card”.
3. Select “Apply for a Card/Request a Replacement”. 
4. Log in and select “Apply for a new clearance card”. 
5.  Select “DCS – Foster Home Licensure” as the reason. 
6. Then follow the prompts to complete personal information (employment info not necessary).
7. On the “My Orders” page to pay, select “Submit and Pay by Agency Code”.


 When you get to the “My Orders” page you will enter the agency code supplied by DCS “Submit and Pay by Agency Code”.
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8. When you select “Submit and Pay by Agency Code” a window will open for you to enter the agency code:
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9. You will enter the agency  code that applies: (Do not copy and paste)
Use the below code that applies to your situation.
FPAZDCSFoster – For DCS Foster Care Licensure per ARS 8-509
FPAZDCSAdoptive – For DCS Adoption per ARS 8-105
FPAZDCSUnLicKin – For DCS Unlicensed Kinship per ARS Title 8 Chapter 4 Article

10. A valid code will cause the application to be submitted and a message on how to get printed will be sent to your Portal message center along with the Reference # (application number). Once you receive that message in the message center, you can use the reference number and the information you entered to go get printed. The message further explains the paper and electronic process with a link to the Gemalto website:
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11. If an improper agency code is used the following message will appear: 
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Step 3: Schedule the Fingerprinting Appointment-
1. Visit the Gemalto website- https://pci.aps.gemalto.com/azperlpub/landing.pl
2.  Select “Applying for a Finger Print Clearance Card”.
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    3. You will be re-directed to the following page: 
     Here you will need to enter the reference number received in your email. You will also need to enter the billing code that was entered into the DPS site along with the following billing password. 
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Enter the appropriate Billing Code:
FPAZDCSFoster – For DCS Foster Care Licensure per ARS 8-509
FPAZDCSAdoptive – For DCS Adoption per ARS 8-105
FPAZDCSUnLicKin – For DCS Unlicensed Kinship per ARS Title 8 Chapter 4 Article
Enter the Billing Password: DCSTh@1es (Do not copy and paste)

4. Confirm the information by selecting “Continue”.
5. You will receive a confirmation email.
6. Confirm your registration by clicking “Confirm Email” in the confirmation email.
[bookmark: _GoBack]7. Go to https://www.aps.gemalto.com/az/locations.htm#1!/ to find a fingerprint location        near you.  Click on the appropriate county to get a list of fingerprint locations.  Click on the location name to get additional information - street address, hours of operation, telephone number, is an appointment required, etc.

*You may be charged a fee at the Livescan site in order to get printed. 
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'ACTION NEEDED: Application pending fingerprints.

From: Fingerprint Clearance Cards
Date: XX/XX/X0X

Your reference number fou will need this number for fingerprinting.
Those present in Arizona have tie option to submit fingerprints in two ways.

Electronic Fingerprinting - Your fingerprints will be submitted to DPS from the electronic fingerprinting
vendor, Gemalto. You must first register with Gemalto before proceeding to a fi int site.

After you register with Gemalto, you will be given a Registration ID to take to the Gemalto fingerprint site.
They wil charge a fee for fingerprinting services.

Register at this site first: hits://pcl.ps.gemalto.com/azperlpub/anding.o!
Paper Fingerprinting - Your fingerprints will be submitted to DPS on a paper fingerprint card.

You can go to your local police department, sherif's office or local fingerprinting services to be printed. They.
may charge a fee for fingerprinting services.

1f you need a blank fingerprint card, request one from us by replying to this message and tell us you would
ke a blank fingerprint card to take with you to get printed.

Please include your Reference Number along with your fingerprint card upon returning your fingerprints to
DPS. You can return your fingerprints via mail to: P.0. Box 18390 Phoenix, AZ 85005.

Thanks,
The AZ DPS Team
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Please read the choices carefully and select the option that applies to your
situation
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Account Confirmation

Hi

You have created an account with the following user name.

User Name
Please click the button below to confirm your account.

1f you did not make this request please Contact Us

Thanks,
AZ DPS Team





