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Coleen Zullo 
Personnel Coordinator 

Flemington-Raritan School District 
50 Court Street 

Flemington, NJ  08822 
TEL (908) 284-7566 FAX (908) 284-7514 

 
INSTRUCTIONS FOR COMPLETING AN ONLINE  

CRIMINAL HISTORY APPLICATION 

 
Instructions for New Applicants, see below. 
 
Instructions for Archive Applicants, see page 3. 
 
Instructions for Transfer Applicants, see page 5. 
 
Instructions to Reprint, see page 6. 
 
Instructions for Scheduling Fingerprint Appointments, see page 7. 

 
 

 
 
1. Access the Criminal History Review Unit’s direct web address to begin the process.  The web 

address is: http://www.nj.gov/education/educators/crimhist.  Click on “File Authorization 

and Make Electronic Payment for Criminal History Record Check.”  Enter your Social Security 

number and click “Continue.” 

 
2.   Select the first option: “New Administration Fee Request (New Applicants Only)” and enter 

your Social Security number to ascertain if you are eligible for the process.  The screen 

displays four (4) options as to the job position(s) and employer.  Please select #1 and proceed 

to next screen.  

1. All Job Positions, except School Bus Drivers and Bus Aides, for Public Schools, Private 

Schools for Students with Disabilities and Charter Schools 

2. All School Bus Drivers and Bus Aides for Public Schools, Private Schools for Students with 

Disabilities, Charter Schools and Authorized School Bus Contractors 

3. All Job Positions, except School Bus Drivers and Bus Aides, for Non Public Schools 

4. All School Bus Drivers and Bus Aides for Non Public Schools and Other Agencies  

 

3.  Complete the requested applicant information to include the 
county/district/school/contractor code names furnished to you by your employer) and proceed 
to the Legal Certification.  In order to continue with the ePayment process, read and accept the 
terms of the AA&C by checking the box.  

CRIMINAL HISTORY INSTRUCTIONS FOR NEW APPLICANTS 

http://www.nj.gov/education/educators/crimhist
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Select:   County - Hunterdon(19),   District – Flemington -Raritan(1510) 
         

 
 
4.  Please complete the required payment information.  There is a $10.00 administrative fee for 

the department to process the request and issue an approval letter. There will also be an 
additional $1.00 convenience fee charged by the private vendor, NicUSA for processing the 
credit card information. Methods of payment are Visa, MasterCard, American Express or 
Discover credit cards.                

 
You MUST click the “Make Payment” button only one time to complete the transaction. 
   

5.    After completing the transaction, you will be presented with three required steps: 
1.  View and/or print your New Administration Fee Payment Request confirmation page  

2.   Complete and/or print your IdentoGO NJ Universal Fingerprint Form 

3.  Click here to schedule your fingerprinting appointment with MorphoTrust 

 
6. Select the first option “View and/or print your New Administration Fee Payment Request 

confirmation page” and print a copy of the receipt by clicking the print button in the upper 
right corner of the page and presenting a copy to Coleen Zullo.  You can either print and mail 
a hard copy, or send an electronic copy via email to czullo1@frsd.k12.nj.us. 

 
7.   Next select the second option “Complete and/or print your IdentoGO NJ Universal 

Fingerprint Form” to complete the IdentoGO NJ Universal Fingerprint Form.  Type the missing 
information into the seven highlighted boxes (height, weight, maiden name if applicable, 
place of birth, country of citizenship, hair color, and eye color).  After the form is complete, 
you must click on the “Submit” button at the bottom of the page.  When the form has been 
submitted, you must view and print the IdentoGO NJ Fingerprint Form and present it to 
MorphoTrust at the time of LiveScan fingerprinting. 

 
8. Access the MorphoTrust web page by selecting the third option “Click here to schedule your 

fingerprinting appointment with MorphoTrust” or call 1-877-503-5981 to schedule a 
fingerprinting appointment.  

 
9. In about two weeks, you will be able to view and print your “Applicant Approval Employment 

History” by accessing the Criminal History Review Unit website.  Please give a copy to Coleen 
Zullo.  You can either print and mail a hard copy, or send an electronic copy to 
czullo1@frsd.k12.nj.us. 

 
 
 
 

file:///C:/Users/jhilgen/Downloads/czullo1@frsd.k12.nj.us
czullo1@frsd.k12.nj.us
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ARCHIVE APPLICATION REQUEST 

 
 

1. Access the Criminal History Review Unit’s direct web address to begin the process.  The web 

address is: http://www.nj.gov/education/educators/crimhist.  Click on “File Authorization 

and Make Electronic Payment for Criminal History Record Check.”   

 

2. Select the second option:  “Archive Application Request (Applicants Previously 
Fingerprinted for the Department of Education and Approved Subsequent to February 
2003).” 

 

3. Please enter your Social Security number to ascertain if you are eligible for the process.  
Click “Continue.” 

 

4. Select the appropriate Applicant Authorization and Certification form (AA&C) that is 
suitable to your job position and employer.  Please select #1: 

1. All Job Positions, except School Bus Drivers and Bus Aides, for Public Schools, Private Schools for 

Students with Disabilities and Charter Schools 

 

5. Complete the requested applicant information to include the county/district/school/ 
contractor code names furnished to you by your employer) and proceed to the Legal 
Certification.  In order to continue with the ePayment process, read and accept the terms 
of the AA&C by checking the box.  Click “Next” 

 
 

Select:   County - Hunterdon(19),   District – Flemington -Raritan(1510) 

         

 
 

 

6. Submit your credit card payment.  Total payment is $31.25 ($30.25 plus a $1.00 
convenience fee charged by the private vendor).  Click “Continue” and then click “Make 
Payment” at the bottom of the next page. 

 

7. The Payment Confirmation page will state “Your ePayment transaction has been processed 
successfully.”  You should print a copy of this receipt. You must provide a copy of your 
receipt to Coleen Zullo.  You can either print and mail a hard copy, or send an electronic 
copy via email to czullo1@frsd.k12.nj.us. 

 

http://www.nj.gov/education/educators/crimhist
file:///C:/Users/jhilgen/Downloads/czullo1@frsd.k12.nj.us
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8. In about two weeks, you will be able to view and print your “Applicant Approval 
Employment History” by accessing it on the Criminal History Review Unit website.  Please 
give a copy to Coleen Zullo.  You can either print and mail a hard copy, or send an electronic 
copy via email to czullo1@frsd.k12.nj.us. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

czullo1@frsd.k12.nj.us


5 

 

TRANSFER REQUEST 
 
 

1. Access the Criminal History Review Unit’s direct web address to begin the process.  The web 

address is: http://www.nj.gov/education/educators/crimhist.   

 

2. Click on “File Authorization and Make Electronic Payment for Criminal History Record 

Check.”   

 
3. Select the third option: “Transfer Request (Only Substitutes & Bus Drivers are eligible).”  

 
4. Please enter the Social Security number to ascertain if the applicant is eligible for the 

process.  Click “Continue.” 
 

5. The screen will display two options: 

1. For All Bus Drivers ONLY 

2. For All Other Job Categories 

 

6. Select the option for the position for which you are requesting the transfer.  Complete the 

requested applicant information including the county/district/school/contractor-vendor 

code names furnished to you by your employer and click on the “Next” button.   

 
Select:   County - Hunterdon(19),   District – Flemington -Raritan(1510) 

         

 
 

 

7. Review your information and submit your credit card payment.  Total payment is $6.00 
($5.00 plus a $1.00 convenience fee charged by the private vendor).  Click “Continue” and 
then click “Make Payment” at the bottom of the next page. 

 

8. The Payment Confirmation page will state “Your ePayment transaction has been processed 
successfully.”  You must provide a copy of your receipt to Coleen Zullo.  You can either print 
and mail a hard copy, or send an electronic copy via email to czullo1@frsd.k12.nj.us. 

 
 
 
 
 
 

http://www.nj.gov/education/educators/crimhist
czullo1@frsd.k12.nj.us
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REPRINT YOUR CONFIRMATION OR IDENTOGO FINGERPRINTING FORM 

 
1. Access the Criminal History Review Unit’s direct web address to begin the process.  The 

web address is: http://www.nj.gov/education/educators/crimhist.   

 

2. Click on “File Authorization and Make Electronic Payment for Criminal History Record 

Check.”   

 

3. Select the fourth option:  “Reprint Your Confirmation or IdentoGO Fingerprinting Form.” 
 

4. Please enter your Social Security number and your Date of Birth.  Click “Continue.” 
 

5. The system will present all past Applicant Authorization & Certification (AA&C) ePayments 
made to the Department of Education.  The applicant will then click on the past ePayments 
for which they require Applicant Authorization & Certification (AA&C) Confirmation reprints 
and/or IdentoGO Fingerprinting Form reprints and submit these request(s).  You must 
provide a copy of your receipt to Coleen Zullo.  You can either print and mail a hard copy, 
or send an electronic copy via email to czullo1@frsd.k12.nj.us. 

 

NOTE: NO PAYMENT IS REQUIRED FOR THE APPLICANT AUTHORIZATION & CERTIFICATION 

(AA&C) ePAYMENT AND/OR IDENTOGO FINGERPRINTING FORM REPRINT PROCESS.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.nj.gov/education/educators/crimhist
czullo1@frsd.k12.nj.us
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Coleen Zullo 
Personnel Coordinator 

Flemington-Raritan School District 
50 Court Street 

Flemington, NJ  08822-1300 
TEL (908) 284-7566   FAX (908) 284-7514 

 

SCHEDULING FINGERPRINT APPOINTMENTS 
Statewide Non-Criminal Justice Fingerprint (Live Scan) Through Private Vendor 
 

The State of New Jersey contracted MorphoTrak to process fingerprinting of applicants for employment and 
licensing purposes throughout the state. Effective July 1, 2002, all applicants requiring fingerprinting for school 
employment will utilize the Live Scan Fingerprinting Service to meet the statutory requirements. The Applicant 
Authorization and Certification Form (AA&C) must first be submitted online before scheduling a fingerprint 
appointment. (See instructions for completing an online criminal history application)  

 
You also must complete the attached Public School Employment fingerprinting application form prior to 
scheduling your appointment.  When you schedule your appointment for fingerprinting, you will be asked to 
provide information from this form.  

 
You may contact MorphoTrak to schedule a time and place to be fingerprinted using either their toll free call 
center at (877) 503-5981 or via the web at www.bioapplicant.com/nj. When you arrive for your fingerprint 
appointment, you will be required to provide current photo identification. No fingerprints will be taken if you 
cannot produce a photo ID. Acceptable forms of identification include:  

 Federal / state / county / municipal photo identification cards 

 Driver’s license with a photograph 

 Passport 
 

Once fingerprinted, you will receive a receipt approved by the New Jersey State Police as evidence of successful 
completion of the fingerprint process. The PCN# from this receipt should be recorded on your form before 
returning this form to the school district. In those cases where the State Bureau of Investigation or the Federal 
Bureau of Investigation rejects an electronic fingerprint card as unclassifiable, MorphoTrak will notify you to 
schedule an appointment to be re-fingerprinted at no additional cost. When completing the MorphoTrak form, 
please use one of the following literals for Occupation (Box #25) to describe the position you are seeking: 

 
Administrator 
Classroom Teacher 
Educational Support Services (Certificated) 
Substitute Teacher 
Teacher Aide 
Custodial / Maintenance 
School Bus Driver 
Clerical/Secretarial 
Food Service 
Security 
 

It is crucial for those job positions that do not match the above literals, for you to describe the position that you 
are seeking (i.e. physician, nurse, landscaper, coach, unpaid volunteer, student teacher, etc.). 

 

http://www.bioapplicant.com/nj
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(1) Originating Agency Number (ORI #)  

NJ930100Z 
(2) Category 

EDK 
(3) Statute Number 

N.J.S.A. 18A: 6-7.2 

(4) Reason for Fingerprinting 

PUBLIC SCHOOL EMPLOYMENT 
(5) Document Type 

RBI 
(6) Payment Information 

$62.70 

(7) Contributor’s Case #  (Unique Identifier) 

19 1510 
(8) Miscellaneous 

 

 (9) First Name 

 
(10) MI 

 
(11) Last Name 

  

(12)Daytime Phone Number 
 

(     )         - 

(13) Social Security 
Number 

 

(14) Date of Birth 
 

 

(15) Height 
 

 

(16) Weight 
 

 
(17) Maiden Name (if married female) 
 

 

(18) Place of Birth (U.S. State –for US Citizen; 

Country for all others) 
(19) Country of Citizenship 
 

 
(20) Home Address 

    
Address                                                                                                           City                                               State                   Zip  
(21) Gender (Select one) 

Male  (     ) 
Female  (     )      
Both (     ) 

(22) Hair Color  (Indicate most 
predominant color, one only) 

 

(23) Eye Color 
 

      

(24) Race (Select One) 

A  Asian/ Pacific Islander ( includes Asian Indian) 
B   Black                  W  White ( Includes Hispanic/ Spanish Origin) 
U   Unknown            I   American Indian / Alaska Native              
 

(25) Occupation 

 
(26) Employer  (Name)  FLEMINGTON-RARITAN SCHOOL DISTRICT 
 Employer Address         50 COURT STREET 
City            FLEMINGTON                                                      State       NJ             Zip 08822 

APPLICANT INFORMATION – READ THIS FORM CAREFULLY AND FOLLOW ALL INSTRUCTIONS TO COMPLETE THE FINGERPRINT 
PROCESS.  You MUST present this completed form at your appointment to be FINGERPRINTED.  NO EXCEPTIONS ALLOWED.  Applicants 
without forms or with incomplete forms will not be printed. 
 

IDENTIFICATION IS REQUIRED- ACCEPTABLE ID REQUIREMENTS –ID MUST include Photo, Name, Address (Home/ Employer) and Date 
of Birth.  Acceptable ID MUST be issued by a Federal, State, County or Municipal entity for Identification purposes.  Examples of acceptable 
ID are: 1) Valid Photo Drivers License or Valid Photo ID issued by any State DMV or NJ MVC, 2) Passport.   Acceptable ID MUST meet all of 
the underlined requirements above and MUST be present on one (1) ID.  Combinations of documents are NOT acceptable.    If acceptable ID 
is not presented you will not be fingerprinted. 

For applicants who are required to pay for their own fingerprinting fees, payment is required at the time of scheduling.  Payment may be made with a 
credit card or electronic debit from a checking account.  Remember your account will automatically be debited.  An $11 fee is charged to cover the cost of 
a scheduled appointment for applicants who do not cancel/reschedule by noon on the business day prior to your scheduled appointment (Saturday noon 
for Monday appointments). All appointments can be canceled/rescheduled via the web without penalty if cancellation requirements are met.  The $11 fee 
will also apply for applicants who are turned away from the printing sites due to the inability to present proper ID, who fai l to present this completed 
Universal Fingerprint Form provided to you by your requesting agency or employer, or who are turned away because information on this form does not 
match the information provided during the scheduling process.  You will be refunded State and Federal search fees only. 

Appointment scheduling is available via the web at www.bioapplicant.com/nj, 24 hours per day, 7 days per week.  For applicants who do not have  

web access, appointments can be made by contacting us toll free at (877) 503-5981 on a first call, first served basis Monday through Friday, 8:00 AM 

to 5:00 PM EST and Saturday, 8:00 AM to 12 noon EST.  English and Spanish speaking operators are available.  Hearing impaired scheduling is 
available at (800) 673-0353.  ONLY applicants who schedule through the call center can make payment by money order at the fingerprint site.  No other 
form of payment is accepted at the fingerprint site. 
Your APPLICANT ID, Site, Date, Time of your appointment, and payment authorization will be confirmed by the call center agent or web confirmation 
when scheduling is complete.  You must record this information in the appropriate blocks below while speaking with the operator. If you appear for 
fingerprinting at a site where you are not scheduled or on a different date and time, you will be turned away and not fingerprinted.  If applicable, you may 
incur the $11 appointment fee.   
Your PCN number will be recorded when your fingerprinting has been completed.  You MUST retain a copy of the form and a copy of the receipt provided 
to you by the Fingerprint Technician for your records.  NO RECEIPTS WILL BE PROVIDED AFTER THE DATE OF PRINTING. 

Applicant ID No. 
 

Scheduled  Site/ Date/ Time 

 
PYMT Authorization 

 
PCN 
 

Agency Information #1 

 
Agency Information #2 

 

APPLICANTS MUST NOT ALTER, SHARE, OR REUSE THIS FORM 
FORM NO. NJAPS2, Version 4.0                                      

 

www.bioapplicant.com/nj  
Formerly Sagem Morpho Inc 
 


