Background Check Instructions
· Required upon entry into the program. Previously done background checks must be done within 60 days of the start of the semester. For example, if the semester starts of 8/17/2026, background checks done prior to 6/18/2026 will not be accepted.
· Students can obtain the background check wherever they choose. You will need both BCI and FBI background checks that require you to be physically fingerprinted. Use these codes when scheduling BCI code: 4723 09; FBI code: 4723 09
Option 1: Electronic Fingerprint Services if you live in Ohio or can go to Ohio to get this done
If you are in Ohio or can travel to Ohio, submit electronic prints via the National Webcheck Program. To find an approved Ohio Webcheck facility, visit the Ohio Attorney General's website (its best to search by county). You will then need to use Google to search for the company listed as clicking on the name may go to a map. 
Once you have located a Webcheck facility that works best for you:
1. Scheule an appointment by calling or scheduling online and verify requirements for fingerprinting at that location. You will need: 
· A valid, government-issued photo ID (check requirements with the individual company)
· Your reason for fingerprinting - use code 4723 09 for both BCI and FBI
· Payment if not paid online
· Have results sent to your home (NOT the college).  Once you have received the results you will upload the results to ACEMAPP (you will have two documents: background check and fingerprints). Note: it is important to have an accurate or up to date address to receive results.

Option 2: Out of State Fingerprint Services (cannot get to Ohio to have this done)
If it is not possible for you to appear in Ohio for electronic fingerprinting at a Webcheck facility, you will need to obtain ink fingerprints. If you would like more information about providing Out of State fingerprints including a new electronic pilot program option, read more on the Ohio Attorney General's website. Here are some details:
We have a pilot program with FastFingerprints, a National Background Check company, to submit electronic out of state fingerprints to our office. Please go to the website https://register.fastfingerprints.com/oagbci08262024/account-entry and follow the instructions at that link. Should you have questions, please contact FastFingerprints by visiting this link https://www.fastfingerprints.com/contact/ or call FastFingerprints. 
· Click “I do not have a code”
· Need both BCI and FBI Fingerprint and Background Check
· Use code 4723 09 for both BCI and FBI
· Select “I would like my results sent to another agency/organization/individual” under the Results Shared Via Direct Copy screen and have results sent to:
                Ohio Bureau of Criminal Investigations (BCI)
                PO Box 365
                London, OH 431404

If electronic fingerprints do not work for your situation, go to the AGO website at  https://www.ohioattorneygeneral.gov/Files/Forms and under BCI Criminal Records and Background Checks, print the fingerprint card you need. Fingerprints can be rolled onto the card by any agency that performs this service in your area and then mailed to our office. Payment can be mailed with the fingerprint card(s) or submitted online at https://payments.cboss.com/clients/pymt/backgroundcheck/paymentlaunch/default.aspx Submitting payment online still requires the fingerprint card(s) to be mailed to our office.
If you do not want to do the Pilot Program follow the instructions below to provide ink fingerprints. 
1. Contact an entity in your state that can perform ink fingerprinting and verify the requirements for fingerprinting at that location. Most local law enforcement agencies will complete ink fingerprinting. To complete ink fingerprinting you will need: 
· A valid, government-issued photo ID
· Two copies of  BCI fingerprint card; Two copies of FBI fingerprint card. 
· Payment: 
The Ohio Attorney General’s Office – BCI has instituted a new ePayment portal. This portal is for accepting payments when a background check is requested from an out-of-state applicant that will be mailing in a fingerprint card. You can refer to the links below for information regarding the process.
While this new process is voluntary, it is BCI’s preferred method of payment.
ePayment Portal - BCI pdf
ePayment Portal - FBI pdf

2. Print two copies each of the BCI fingerprint card and the FBI fingerprint card. 
3. Complete the ink fingerprinting on all four cards at your identified location (not at your home/done by yourself).
· Verify the top left-hand corner on the two FBI cards read “Applicant” and the BCI cards read “BCI.” 
· If your fingerprinting location requires you to use their cards, please cross out the word “Applicant” and print “BCI.” 
· Complete the top portion of all four cards. Print legibly and ensure the information is correct
· Use ORC code: 4723 09 under Reason for Fingerprinted
· Use Agency Code: 1AB002 in Agency Code box since you are paying for this yourself
· Have results sent to your home (NOT the college). Note: it is important to have an accurate or up to date address to receive results. 

4. Mail two fingerprint cards (one Applicant and one BCI) to the Ohio Bureau of Criminal Investigations (BCI) with payment for processing. Please use a money order, personal check, or business check in the amount of $47.25. Cash will not be accepted. The payment covers both the BCI and FBI criminal record checks.
· Make the check or money order payable to Treasurer, State of Ohio.
· Please mail fingerprint cards and payment to:
Ohio Bureau of Criminal Investigations (BCI)
PO Box 365
London, OH 43140
· Keep the other fingerprint cards for your records. If you are notified that the prints you submitted were rejected. Please mail the remaining cards with the BCI rejection notification. No additional cost will be charged as long as the rejection notice is included with the second submission. Once you have received the results in the mail you will upload the results to ACEMAPP

How do I get a copy of a previously completed background check? Please note, previous background checks will only be accepted if done within 60 days of the start of the entry semester. For example, if the semester starts of 8/17/2026, background checks done prior to 6/18/2026 will not be accepted. 
Follow the background check copy procedure and submit the background check copy request form. 
• You may request a copy of a prior Ohio BCI background check only. The FBI results are not permitted to be sent to any address other than the one indicated with the original background check. In such cases, a new FBI background check is required. 
[bookmark: _GoBack]• To obtain a Request for Copy of Ohio Background Check please complete the form on the second page. If the request for a copy is made within 30 days of the original background check, there is no fee for processing and the request can be faxed to 866-750-0214. 
• A request for a copy made more than 30 days after the original background check costs $8. Go to the e-Payment website and follow the instructions. Once the payment has been made, write the ID number at the bottom of the form under the Date line. Make sure you note the transaction number or print a receipt from the e-Payment website for your records

