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Disclaimer

The information contained within this document is and shall remain the property of Thales
Gemalto. This document is supplied in strict confidence and must not be produced in whole or in
part, used in tendering or for manufacturing purposes or given or communicated to any third party
without the prior consent from Thales Gemalto.

No part of this publication may be reproduced, stored in a retrieval system, or transmitted, in any
form or by any means, electronic, mechanical, photocopying, recording, or otherwise, without the
prior written permission of Thales Gemalto.

The information in this document is subject to change without notice. The software mentioned in
this document is furnished under license and may only be used or copied in accordance with the
terms of such license. Contact software manufacturers directly for terms of software licenses for
any software mentioned in this document not originating from Thales Gemalto.

All brand or product names are the trademarks or registered trademarks of their respective
holders.

© 2020 Thales Gemalto
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1 APPLICANT REGISTRATION

When you access the portal using the address provided to you by Thales Gemalto, the
landing page is displayed (Figure 1-1).

Arizona Applicant Processing Services

+1(626) 325-9408

Applicants Agencies Fingerprint Sites Help

Due to COVID-19, minimal fingerprint locations are open, please check Locations below before registering. Also, Online Registration below is required before visiting Fingerprinting Locations.

READ THIS FIRST

=

Apply for a background Find a fingerprint location Check your fingerprint
check near you application status

REGISTER OUR LOCATIONS APPLICATION
STATUS

Figure 1-1 Main Landing Page

From here you can access applicant features. This user guide describes how to register
for clearance card, background check, or licensing for security guard or private
investigator.

** Before starting online registration, please find available locations by selecting
OUR LOCATIONS link (Figure 1-1) to understand which fingerprinting site is
currently open and operational. It is important to review current open locations as
we have limited operational sites due to COVID-19. And you MUST only use our
fingerprinting locations listed, otherwise your fingerprint will not be processed.

Please also note, you are not required to pay additional fees at a fingerprint site.
If you are asked to provide more payments, please decline and call Thales +1 (626)
325-9408 ***
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1.1 Registering

To register:

1. From the Applicants drop-down menu, select online application or simply click
on Register button in the main area. The login window will be displayed (Figure
1-3).

Arizona Applicant Processing Services

+1(626) 325-9408

Applicants Agencies Fingerprint Sites Help

Due to COVID-19, minimal fingerprint locations are open, please check Locations below before registering. Also, Online Registration below is required before visiting Fingerprinting Locations.

READ THIS FIRST

Q g =

Apply for a background Find a fingerprint location Check your fingerprint
check near you application status

REGISTER OUR LOCATIONS APPLICATION
STATUS

Figure 1-2 Register

2. In the following menu, click on appropriate option you require (Figure 1-3).

a. Apply for a fingerprint Clearance Card — My job requires me to obtain a
Fingerprint Clearance Card as a prerequisite for employment

e |VP New/Renewal
e Non-IVP/Regular/Level 1

b. Background check — A state agency is requiring me to submit
fingerprints for a background check. My background information will be
directly sent to the state agency. | am not applying for a fingerprint
clearance card.

Security Guard — | am applying to become a security guard
Private investigator — | am applying to become a private investigator.
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Arizona Applicant Processing Services
+1(626) 325-9408

Applicants Agencies Fingerprint Sites Help

Please read the choices carefully and select the option that applies to your
situation

Apply for a fingerprint Clearance Card Background Check

My job requires me to obtain a Fingerprint A state agency is requiring me to submit
Clearance Card as a prerequisite for employment fingerprints for a background check. My
background information will be directly sent to the
state agency. | am not applying for a Fingerprint
Clearance card

Security Guard Private Investigator

| am applying to become a security guard | am applying to become a private investigator

Figure 1-3 Applicant Selection

NOTE: Please note the following two pop-ups appear prior to registering:

pci.aps.gemalto.com says

STOP: Do NOT mail-in fingerprint cards, enly digital fingerprints will be
accepted. You must review fingerprinting locations before online
registration. You must use one of the Thales locations in the state of

Arizona, once registered.

If yvou are being fingerprinted for a state agency to conduct a background check, the state
agency has given you a "Fingerprint Code" to use. Please enter the agency provided
"Fingerprint Code" below to proceed.

Fingerprint Code: |State

Agency Supplied Code |

PROCEED TO APPLICATION
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3. Once type of application is selected and you have provided additional information
depending on the application type selected, you will need to agree to the Privacy
Act Statements. (Figure 1-4).

Privacy Act Statement

Authority: The FBI's acquisition, preservation, and exchange of fingerprints and associated information is generally authorized under
28 U.5.C. 534. Depending on the nature of your application, supplemental authorities include Federal statutes, State statutes
pursuant to Pub. L. 92-544, Presidential Executive Orders, and federal requlations. Providing your fingerprints and associated
information is voluntary; however, failure to do so may affect completion or approval of your application.

Principal Purpose: Certain determinations, such as employment, licensing, and security clearances, may be predicated on
fingerprint-based background checks. Your fingerprints and associated information/biometrics may be provided to the employing,
investigating, or otherwise responsible agency, and/or the FBI for the purpose of comparing your fingerprints to other fingerprints in
the FBI's Next Generation |dentification (NGI) system or its successor systems (including civil, criminal, and latent fingerprint
repositories) or other available records of the employing, investigating, or otherwise responsible agency. The FEI may retain your
fingerprints and associated information/biometrics in NG| after the completion of this application and, while retained, your
fingerprints may continue to be compared against other fingerprints submitted to or retained by NGI.

| have read and accepted these terms

CANCEL CONTINUE

Figure 1-4 Privacy Act Statement

Thales Gemalto 2020 9/8/2020 Page 8
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4. Step 1 - Now you will be entering your personal information and selecting method

of payent. (Figure 1-5).

a. For payment types you are given Credit Card or Agency Pay

b. For Agency Pay, you will need to enter Billing Code and Billing
Password provided by your agency.

C. Click CONTINUE.

Step 1 - Please Enter Your Information

Transaction Information

SAMPLE APPLICANT

Required fields =

Re-enter Social Security Number

423 88 9657

Weight *

125

Race *

White (including Latino)

Hair Color *

Brown

Place of Birth *

ARIZONA

Driver License State

ARIZONA

RESET FORM CONTINUE

Agency * Application Fee *

AZ ST BRD OF NURSING $30.25

Applicant Type *

Non-criminal applicant - Regular

Payment Type *

Credit Card

Personal Information

Last Name * First Name *

HALL SUSAN
Suffix
Select

Social Security Number

423 88 9657

Date of Birth *

01/01/1970

Sex*

Female

Eye Color *
Brown

Height *
504
Country of Citizenship

Select

Driver License Number

42336987

Figure 1-5 Personal Information and Payment Selection

Thales Gemalto 2020

9/8/2020

Page 9
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5. Step 2 — Please confirm your information and click SUBMIT. (Figure 1-6).

Step 2 - Please Verify Your Information

Transaction Information

Agency Application Fee
AZ ST BRD OF NURSING 22025

Application Type
Non-criminal applicant - Reguiar

Personal Information

Last Name First Name Middle Name Suffix
HALL SUSAN NONE
Maiden Name Social Security Number Date of Birth Weight
423 88 9657 01/01/1970 125
Sex Race Eye Color Hair Color
Female White {including Latina) Brawn Brawn
Height Place of Birth Country of Citizenship Driver License State
504 AZ NONE AZ
Driver License Number Email
42336987 CHERYL RICHARDSONE THALESGROUP COM

GO BACK SUBMIT

Figure 1-6 Confirm Information

6. Step 3 — Registration is almost complete, and you will get a notice in email to
confirm your registration and pay if payment type is CreditCard. Registration will
cancel if not confirmed in 24hrs. (Figure 1-7).

Step 3 - Registration Complete

You MUST use a Fingerprint Site Location listed in our website
to fingerprint; otherwise, your registration will not be valid and NOT processed.

Receipt

Registration 1D

AZDPS2098849472018

Last Name First Name
HALL SUSAN

Reason for Fingerprinting
MOTE: YOUR REGISTRATION IS NOT COMPLETE. An email has been sent to CHERYL RICHARDSON@THALESGROUPCOM. Please check your email and click the link te verify your email address, and

make a payment via cres it card (if you chose the payment type of credit card during the registration process) within the next 24 hours to complete your registration. DO NOT proceed to the
fingerprint location, unless this step is completed. Your registration ID # will only be valid at ene of the Gemalto approved locations as listed on our website under the Fingerprint Site tab.

PRINT RECEIPT CLOSE

Figure 1-7 Registration complete

Thales Gemalto 2020 9/8/2020 Page 10
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7. Step 4 — Confirm your registration by clicking Confirm Email, once done, it will
provide you a screen to pay for the registration if payment type is CreditCard.
(Figure 1-8).

Confirm Email Address

Registration ID: AZDPS52098849472018
Thank you for registering with the Arizona Applicant Processing Service (AAPS).
Please click the button below to confirm your email address and to perform payment if you are paying by credit card:

Confirm Email

If you need assistance, please contact us at +1 (626) 325-9408.

Figure 1-8 Confirm Email

8. Step 5 (For Credit Card Payment) — If you have selected CreditCard as method
of payment, you will be provided with a link to Pay Now. (Figure 1-9).

Account Activation

Your registration has been confirmed. You are now able to pay and proceed to a livescan site to have your fingerprints taken.
If you need further assistance, please contact us at azregistration@gemalto.com or call our customer service representative at (626)325-9408.

Figure 1-9 Account Activation
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9. Step 6 (For Credit Card Payment) — Please enter Registration ID number,
Last/First Name, and your date of birth. (Figure 1-10).

Perform Payment

SAMPLE APPLICANT

Please enter your information to perform payment

Registration ID: A AZDPS2098849472018

Last Name: HALL
First Name: SUSAN
Date of birth: 01011970 (MMDDYYYY)

Figure 1-10 Perform payment

Thales Gemalto 2020 9/8/2020 Page 12
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10. Step 7 (For Credit Card Payment) — Once your registration is pulled, please
provide credit card information to complete your payment for registration. (Figure

Ste p 3 - C red It Ca rd Paym e n t Important notice regarding failed payments and google toolbar
SAMPLE APPLICANT
Registration Information
Registration ID Name Transaction Type Transaction Fee
AZDPS2098849472018 SUSAN HALL $30.25
Credit Card Information Billing Address
Credit Card Type | Street Address
American Express = G:.I 552 Main Street
Name as it appears on Card City State
SUSAN HALL Phoenix Arizona
Card Number Zip Code Phone Number
1111 2222 3334 444 85001 (602) 111-2222
Exp. Month Exp. Year Emall )
05 2023 SusanHall@email.com
Card Security Code American Express
A4 Digit Verification Number on Card Front
1234 Do not click the Back button on the browser and click the
SmaiaeNeprese) "Pay" bution only once. I you cannot see the recelpt page
Not the last 4 digits of the credit card after 20 seconds, go to hitps://wwwqa.aps.gemalto.com,
number . @ find the program you registered for and click on "Print PAY
3333 000 Receipt” link to check if your payment was successful
2% . 00
GEDRGE GED -

Figure 1-11 Perform payment

Thales Gemalto 2020 9/8/2020 Page 13
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11. Once your payment is complete, you will get a receipt page you can print to take
to your nearest fingerprinting location (Which you can find in the main page
under OUR LOCATIONS button). (Figure 1-12).

Applicant Registration
Step 4 - Registration Complete

Thank you for Registering

Recelpt SAMPLE APPLICANT
Registration ID: AZDPS52098849472018
ORI: XX007075L - AZ ST BRD OF NURSING
Last Name: HALL
First Name: SUSAN
Transaction Type:
Payment Type: Credit Card
Transaction Fee: 30.25
Payment Confirmation #: 4006546434
Message:

This registration will expire after 90 days from the registration date.
It will be cancelled and any payment refunded at this time if the applicant has not been fingerprinted.
Please print information and take it to the fingerprinting site.

Print Receipt Close

Figure 1-12 Registration Receipt

12. Now find your nearest fingerprint site locations to get your Livescan digital
fingerprints. OUR LOCATIONS button will provide the information required.

Arizona Applicant Processing Services

+1(626) 325-9408

Applicants Agencies Fingerprint Sites Help

Due to COVID-19, minimal fingerprint locations are open, please check Locations below before registering. Also, Online Registration below is required before visiting Fingerprinting Locations.

READ THIS FIRST

Q g =

Apply for a background Find a fingerprint location Check your fingerprint
check near you application status

REGISTER OUR LOCATIONS APPLICATION
STATUS
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1.2 Helpful Menus

Under Applicants Menu tab, applicants have the options to:

¢ Online Application: Allows for Online Application and has same functionality as the
REGISTER button on the main page.

e Application Status: Allows for applicants to check on application status.
e Application Receipt: Allows for applicants to print or view application receipt.

¢ Perform Payment: If an applicant wishes to pay for an application by credit card, this
menu allows the applicant to enter necessary information to pay for a registration
submitted.

Arizona Applicant Processing Services
+1(626) 325-9408
Applicants| Agencies Fingerprint Sites Help

Online Application
Due to COVID-19, minimal fingerprint locations are open, please check Locations below before registering. Also, Online Rl  Application Status ore visiting Fingerprinting Locations.

READ THIS FIRST Application Receipt

Perform Payment

=

Apply for a background Find a fingerprint location Check your fingerprint
check near you application status

REGISTER OUR LOCATIONS APPLICATION
STATUS

Figure 1-13 Applicants Menu



