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Scheduling an Appointment (Missouri residents)  
To be fingerprinted for the Department of Elementary and Secondary Education through 3M/Cogent, you 
must first register with MACHS, which is located at www.machs.mo.gov. Individuals without access to the 
Internet may contact the fingerprint processing company, 3M/Cogent, directly at 1-877-862-2425 to have a 
Fingerprint Services Representative conduct this registration on their behalf. To register with the Missouri 
Automated Criminal History Site (MACHS) for a fingerprint, you must have a 4-digit registration code. This 
code ties all agency-identifying information together to ensure that your background check response is 
returned to the correct agency.    
 
Below are the codes to use for Green City R-1 School: 

 2056   Certified Teachers 

 2057   Substitutes 

 2058   Uncertified employees (i.e. custodians, secretaries) 

 2059   Bus Drivers 
 
Once you have registered, at the top of the verification page an 8 digit Transaction Control Number (TCN) 
will be highlighted.  This number will be used to track your fingerprints through the background check 
process.  Keep note of this number. 
 
Fingerprinting Fee  
The fee for the fingerprinting process is $44.80. You will have the option to make this payment online at the 
time of registration or at your appointment.  
 
 
Scheduling an Appointment (Non-Missouri residents)  
If you live outside the state of Missouri and cannot make an appointment for fingerprinting in Missouri, you 
may mail fingerprint cards directly to 3M/COGENT. You will need to contact the fingerprint processing 
company, 3M/Cogent, at 1-877-862-2425 to make sure all information is recorded on the FBI fingerprint 
cards correctly before mailing them. The fee for this process is $44.80. A check or money order must be 
made payable to 3M/Cogent.  
 
 
Fingerprint Results  
If you are an educator, substitute teacher, or student teacher, your fingerprint information will be recorded 
automatically on your profile page in the online Educator Certification System. If you are an uncertified staff 
member or a bus driver, your results will be forwarded to the school district based upon the registration code 
you provided. Results of fingerprints are generally reported to the Educator Certification within 2-3 weeks 
from the date of appointment.  
 
Additional information about the fingerprinting process may be viewed at the following website:  

http://dese.mo.gov/eq/cert/eq-cert-fingerprint-background.htm 
 
Then click on Applicant User Guide for State Agency and MOVECHS Fingerprint Search Requests for step by 
step directions. 

http://dese.mo.gov/eq/cert/documents/MOAPSFlyer-FINAL.pdf


NONCRIMINAL JUSTICE APPLICANT’S PRIVACY RIGHTS 

As an applicant who is the subject of a national fingerprint-based criminal history record check for 
a noncriminal justice purpose (such as an application for a job or license, an immigration or 
naturalization matter, security clearance, or adoption), you have certain rights which are discussed 
below. 

 You must be provided written notification1 that your fingerprints will be used to check the 
criminal history records of the FBI. 

 If you have a criminal history record, the officials making a determination of your 
suitability for the job, license, or other benefit must provide you the opportunity to 
complete or challenge the accuracy of the information in the record. 

 The officials must advise you that the procedures for obtaining a change, correction, or 
updating of your criminal history record are set forth at Title 28, Code of Federal 
Regulations (CFR), Section 16.34. 

  If you have a criminal history record, you should be afforded a reasonable amount of time 
to correct or complete the record (or decline to do so) before the officials deny you the job, 
license, or other benefit based on information in the criminal history record.2 

You have the right to expect that officials receiving the results of the criminal history record 
check will use it only for authorized purposes and will not retain or disseminate it in violation of 
federal statute, regulation or executive order, or rule, procedure or standard established by the 
National Crime Prevention and Privacy Compact Council.3 

If agency policy permits, the officials may provide you with a copy of your FBI criminal 
history record for review and possible challenge.  If agency policy does not permit it to 
provide you a copy of the record, you may obtain a copy of the record by submitting  
fingerprints and a fee to the FBI.  Information regarding this process may be obtained at  
http://www.fbi.gov/about-us/cjis/background-checks.  

If you decide to challenge the accuracy or completeness of your FBI criminal history record, 
you should send your challenge to the agency that contributed the questioned information to the 
FBI.  Alternatively, you may send your challenge directly to the FBI.  The FBI will then 
forward your challenge to the agency that contributed the questioned information and request 
the agency to verify or correct the challenged entry.  Upon receipt of an official communication 
from that agency, the FBI will make any necessary changes/corrections to your record in 
accordance with the information supplied by that agency.  (See 28 CFR 16.30 through 16.34.) 

 

 

 

                                                            
1 Written notification includes electronic notification, but excludes oral notification. 
2 See 28 CFR 50.12(b). 
3 See 5 U.S.C. 552a(b); 28 U.S.C. 534(b); 42 U.S.C. 14616, Article IV(c); 28 CFR 20.21(c), 20.33(d) and 906.2(d). 


