How do | apply for a new fingerprint clearance card?

1. Loginto yourindividual PSP account and select SERVICES from the top right
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2. Select the Fingerprint Clearance Card tile
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3. Select Apply for a Card/Request a Replacement

What action do you need to take?
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4. Select Apply for a New Clearance Card

What do you need to do?

Apply For A New Clearance Card ‘ | Non-IVP Renewal | | IVP Renewal

Replace An Existing Clearance
Card

If you have never received an IVP Clearance Card, or if the Clearance Card you possess does not have an
IVP number on it, you are not eligible for the IVP Renewal process. You must re-apply with a new
application.

If your contact information has changed, please edit your profile information before completing this
application.

5. Pick the card type you need to apply for (If you don’t know, contact your employer,
DPS does not know what card type you need)

Do you require an IVP Clearance Card?

- State Board of Education (Teacher or Other Certification) ARS §
15-534
- Tutor or Teacher Preparation Programs ARS § 15-534
- Charter School Instructor ARS § 15-183
- School Bus Driver ARS § 28-3228
- Public and/or Charter School Non-Certified Personnel ARS § 15-
512
- Public and/or Charter School Contractor, Subcontractor or

Vendor and their Employees ARS § 15-512.
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If the listed statutes do not apply te you, you do not require an IVP card. If this information is unknown,
please contact the agency requiring you to apply.




6. Read and acknowledge the Privacy Act Statement, then Continue
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7. Selectyour statute(s) (If you do not know, contact your employer. DPS cannot tell
you which to select)
*Pictured are just the first two categories of options, scroll when applying for the full
list

Reason(s) for Applying Q?

Check all the box{es) to indicate your reason(s) for applying*®

Department of Child Safety (DCS)

O DS - Adoption ARS § B-105

O oo l i sure ARS § 8-509

O DCs - field Employee ARS § B-E

O oc vyee or IT Employee or IT Employees of Contractors of Subcontractors ARS § B-463
O oc a g

epartment of Econemic Security (DES)

DES - Certilied Child Care Provider and

DES - OCR and R Registered Home ARS § 41-1967.1
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8. Ifthe Employee or Volunteer option is shown, select the correct button. Press
Continue

Is the person an employes or volunteer?
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9. Fill outyour personal information

Notes:

- Your name will already be filled out to match what you used when creating your
profile. These fields cannot be changed here. If they are incorrect or have
changed since creating your account, you will need to submit a name change
request.

- DPS does not require you to input your SSN, however, some employers
(Department of Education especially) will use your SSN to connect your
clearance card to the platform they use to verify cards. If you do not input your
SSN, your employer may have difficulty verifying your card.
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10. Employer information is optional. Enter it here if you choose to do so. Press
Continue.

Employment Information

Cancel | | Save | m

11. Read the statement about fingerprinting, check the acknowledgement box, and sign
your name. Press Continue.

* If a warning says your name doesn’t match: Only use first and last name/make
sure there are no extra spaces before, between, or after names

Signature Q)

Fingerprinting

After submitting the application, the applicant is required to submit fingerprints to DPS in order to complete the process.

Applicant Signature
authonze custodians of records to release information to the AZ DPS to process my application and acknowledge I
[ve read the Notice to Applicant.
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12. Next you will review the entirety of your application. Please ensure that everything is
correctin order to avoid delay in processing. Once you have confirmed that itis
accurate, press Continue to My Order.

13. Select your payment method. You can select Submit and Pay by Agency Code if
your agency provided you with one, select Request Employer Pay to send the
application to your employer’s account to complete payment (they must provide
you with their PSP Employer Account email for this option), or you can press Submit
and Pay by Credit Card to pay yourself.

My Order

Qnce your request is completed you will receive an invaice with the fees for any pending items,
Per Arizonz Revised Statutes all fees are nonrefundable,

Fingerprint Clearance Cards

Item + Fee
Fingerprint Clearance Card Application {non-IVP) $67.00
. Save for Later Delete
Credit Card Fes $1.34
Total 568.34

Submit & Pay by Agency Code Submit & Pay by Credit Card Request Employer Pay

14. Prior to paying, you must acknowledge BOTH statements. Continue to Pay.

D
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! B | I understand that after I pay, I will need to log back into the Public
Services Portal and go to my Message Center for further
I* nstructions and important information regarding my submission,
1 B | I understand that per &nzona Revised Statutes, all fees ars
nonrefundable.
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15. You will be navigated to the payment page, which will log you out of the PSP. If you
have trouble paying and are using Google Chrome, try using a different browser.
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16. If you need to get back into your account, return to the PSP and log back in.
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