
Be sure you have completed the required background check forms for the Teacher Preparation Program. 

Field work:  https://semo.edu/education-health/edu-prep/backgroundcheck.html (Option 1, Step 1 – 

waiver form) 

Substitute:  https://dese.mo.gov/sites/default/files/fingerprint_information_form.pdf 

 

Background check registration site: 

https://www.machs.mshp.dps.mo.gov/MACHSFP/home.html 

 

 

 

 

 

Click Here 

Click Here 

https://semo.edu/education-health/edu-prep/backgroundcheck.html
https://dese.mo.gov/sites/default/files/fingerprint_information_form.pdf
https://www.machs.mshp.dps.mo.gov/MACHSFP/home.html


 

 

 

 

 

 

 

 

Enter your four-

digit registration 

code and click 

enter 

It is really important for you to enter the CORRECT four-digit code: 

Field Course: 6571 

Substitute: 2301 

A pop-up window appears asking 

you to verify the correct agency is 

going to receive your background 

check information. This happens on 

the next screen. Click OK to 

proceed. 



 

 

 

I choose field course 

work for this example. 

The OCA Name should 

say Southeast. If you 

choose substitute 

certification it would 

say DESE 

Complete your contact 

information and 

Personal Information. 

If you want to 

complete the Alias 

boxes, you have to 

complete all three (not 

just one). 

 

 

Sometimes the boxes 

are in funny places. 

We do not know why. 



 

 

 

Scroll to the bottom of 

the page and click 

Register 

Check your information.  

Accuracy is very important. 



 

 

 

 

 

 

 

If everything is correct click 

Continue Registration. 

Click Complete Registration 

Verify the information and click 

Correct to proceed 



 

 

 

 

 

 

 

Click the green box on the left 

Type 63701 

Schedule an appointment. We do not recommend walk-ins. If you choose walk-in you might face a long 

wait time since appointments have first priority. 

Bring a valid government issued ID and payment with you to your appointment. We accept credit/debit 

cards, business checks, and money orders. 


