Instructions to Obtain Fingerprints Through DPS

Vendors with less
than 4 emplovees

Step 1:0BTAIN SERVICE
CODE FORM

Call the NCISD Purchasing office at
281.577.8600 and ask for the Service
code form. This form has 2 numbers
that you will need.

Step 2: visit IdentoGO
website

Visit Url https://uenroll.edentogo.com.
Follow the instructions & enter the
requested information. Enter the
service code (beginning with 11)

You will also be asked to enter an ORI
number (beginning with TX).

You will be given locations that are
closest to you based on the zip code
you enter.

You will be sent a confirmation email
outlining your time and date of your
ten-minute fingerprint appointment.

Appointment
Bring your required form of ID and
proper payment to your appointment.

Step 4: Notify School
District

Provide receipt or notification to
purchasing department of successful
appointment.

Make sure to provide forms* 12b & 13
for all four employees.

*

All forms can be found on our district
website under departments, Purchasing
www.newcaneyisd.org/page/366

-

Vendors with 4 or more employees on campus will sign form* 15 &
verify their own employees are compliant to be on NCISD property

Step 1: ESTABLISH FACT CLEARINGHOUSE ACCESS
You will verify your employees through the DPS Fact Clearinghouse. First establish an account

with the DPS for FACT Clearinghouse. Contact DPS to obtain the contractor packet. You can
contact DPS by email or phone. State that you are a “public school district contractor” and
that you need to have an account established for “DPS FACT clearinghouse access”. Please
include: Name, Address, Phone, and email address to be used for notification of FACT records
and messages.

Email: FACT @txdps.state.tx.us Phone: (512) 424-2474 option 1

DPS will send you the required paperwork that must be completed and returned to DPS. With
this paperwork, you must also include a letter from New Caney ISD (Included in the
information from NCISD and is addressed to: TxDPS Crime Records Service Access &
Dissemination Bureau). Be sure that you sign the letter and it is sign by a district administrator.

Access and Dissemination Bureau
Texas Department of Public Safety
Crime Records Service

P.O. Box 149322

Austin, TX 78714-9322

Please Note: After you sign the DPS User Agreement for FACT and return the required paperwork that
will be emailed to you, New Caney ISD will provide a Fingerprint Services (SERVICE CODE FORM) for
you to register for a fingerprinting appointment. Follow the directions of the form by logging on or
calling into IdentoGO and you will be able to schedule an appointment for the fingerprinting.

Step 2: RECEIVING YOUR SERVICE CODE FORM
AND SCHEDULING YOUR APPOINTMENT

If you are a general contractor (GC) or subcontractor (SC) your secure site account will first

have to be approved and then an ORI number configured. You should receive a series of email
messages from the secure site, but the process won’t be completed until you receive the
message notifying you that ““You have a message in your message center.” At this time you can
log onto your account and retrieve your SERVICE CODE FORM from the message center on
the secure site.

Companies, Vendors, GC’s, & SC’s will give the SERVICE CODE FORM to anyone who
will be working on school grounds. Employees or subcontractors under you will make an
appointment for fingerprinting using the SERVICE CODE number you give them (not the
schools’ number). They will visit IdentoGo, https://uenroll.edentogo.com. They will need to
bring their required form of 1D and proper payment to your appointment.

Companies can use their secure site account to check their employees’ backgrounds to make
sure that they don’t have any offenses that would keep them from working on school grounds.
In the NCISD information packet, there are forms that must be signed by the company that
certifies that the employees of the company have completed the fingerprinting process and
that you (as the DPS account holder) will notify NCISD if there is a change in one of your
employee’s status.

Step 3: AFTER YOU HAVE COMPLETED FINGERPRINTING

Once you have completed the fingerprinting process, you must notify the NCISD Purchasing
Department. NCISD will make a copy of the receipt and return the original to you for your
records. Once the entire contract is reviewed and signed by NCISD, you are able to provide
services to the district. If for any reason your fingerprinting or criminal background check
reveals any of the characteristics that do not meet the District’s expectations, your approval as a
contractor for NCISD will be denied. If you have additional employees that work for your
company, it is your responsibility to insure that those employees are fingerprinted, monitor their
records and notify NCISD if their approval status changes.
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