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Step 1:  Create Account through Arizona Department of Public Service (DPS) 

You must first set up a user account through DPS, please follow the steps below: 
 

1. Navigate to the DPS Public Service portal:  https://psp.azdps.gov/  

2. Click on Login/Sign Up in the top right corner of the webpage. 

a. If you already have a DPS portal account, skip ahead to step 5.  

 

 
 
 

3. Once you are on the login page, beneath the Login button, you will see:  “Don’t have an account?  It’s easy to 
create one.”  Click on the hyperlinked text “It’s easy to create one”. 
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4. The next page will ask you what type of account you are creating.  Click on the tile that states Background Check 
for Employment/Licensure. 

 

 
5. You will then be asked Are you an individual, school, employer, or state licensing agency and will be 

conducting a fingerprint-based background check for employment or licensure?  Select YES.  
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6. The next screen asks Which best describes you?  Select Individual. 
 

 
 

7. Enter all required information to create your account.  Click on the Continue button at the bottom of the screen 
when completed. 
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8. Once you have created your account, you will receive an email verification link.  Log in to your email account and 
click the verification link in the email.  

 

 
 

9. After you have verified your email, return to the login page and log in to your account.   
 

10. The next page will ask you what service may they provide.  Click on the tile that states Background Check for 
Employment/Licensure. 
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11. Next, you will be asked for a Purpose Code.  The code you need to enter is:  ssp-190.a  
 

 
 

12. For the remaining questions, please provide complete and accurate responses.   
 

13. After digitally signing the request, review the document and click Continue to My Order. 
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14. On the next page, you will review your order.  Click Request Employer/Agency Pay.  NAU covers the cost of this 
service for employees.  Personal credit card payments will not be reimbursed.  Please ensure correct selection 
in this question to avoid unnecessary out-of-pocket expenses. 

 

 
 

15. Please allow 1-2 business days for payment to be confirmed in the DPS portal.  
 

**After completing these steps, you will be added to NAU’s list for payment review.  Please allow NAU 1-2 business 
days to confirm payment in the DPS portal.  After we confirm your payment, you will receive an email from 
do_not_reply_psp@azdps.gov indicating you need to log back in to your portal.  
 
 

Step 2:  Create Fieldprint Account & Schedule Your Fingerprinting Appointment 

1. Navigate to the DPS portal at https://psp.azdps.gov/.  Log in to your account and then click on Messages in the 
top toolbar.   

 

 
 

a. You will have a message that will contain instructions about how to schedule an appointment near you 
with our electronic fingerprint vendor, Fieldprint. 

 
b. The email will also contain your unique reference number, which you will need to have with you to book 

your appointment with Fieldprint.  
 

c. Review the message and click on the link in the message to request an appointment with Fieldprint.  
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d. After you click on the link in the message, you will need to create an account with Fieldprint.  Enter the 
requested demographic information required by DPS and the FBI.  

 

 
 

2. Once you are on the Fieldprint website, either sign up for a new account if you are a new user, or log in to your 
existing account if you are a returning user. 

 

 
 

https://nau.edu/human-resources/


   PO Box 4113 
928-523-2223   

Fax 928-523-7486 
nau.edu/hr 

 
  

If you would like to be fingerprinted at the NAU HR Office in Flagstaff, proceed to Step 3.  If you would like to be 
fingerprinted at a different location, proceed to Step 4.   

 
3. To register to be fingerprinted at the NAU HR Office in Flagstaff, you will need to enter a Fieldprint code.   

 
a. The code is FPIHFP. 

 
b. You will be asked for a reference number, enter the number you received in your DPS portal message. 

c. Skip to Step 5. 

 

4. To book an appointment anywhere else, you will need to enter a different Fieldprint code. 
 

a. The code is FPNWFP. 

 
b. Select a location convenient to you and book an appointment. 

c. You will receive an email confirmation with your appointment details. 

d. Proceed to Step 5.  

5. Enter all requested information in the Data Collection section. 
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6. On the Employer page in the Data Collection section, answer NO to the question asking “Is there employer 

information you would like to provide?”  There will be a blank page after this question that you can click 
through. 

7. Complete the rest of the registration information steps.   

8. When you are done, the screen will display a QR code.   
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9. Once you receive the email confirmation from Fieldprint, and you want to be fingerprinted at the NAU HR Office 
in Flagstaff, please book an appointment time at 
https://waitwhile.com/locations/nauhumanresources2/r/welcome.  

 

 
 

Step 3:  Attend Your Appointment 

• You will be asked to show 2 forms of identification at your fingerprint appointment. 

o Follow the instructions detailed in your appointment confirmation email. 

• After verifying your ID with these documents, your fingerprints will be collected electronically and the results 
will be securely submitted to NAU.  

• You will receive an email confirming that your fingerprints have been collected after your appointment. 

• If you are being fingerprinted at the NAU HR Flagstaff location, you may also complete your I-9 verification at 
the same time as your fingerprinting appointment. 
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