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Fingerprinting Instructions for HLGU Students 
 

A one-time fingerprint background check is required before participating in field experiences or practica 
at HLGU. 

 
 
 

Step 1: Complete and sign MOVECHS Waiver Agreement and Statement. Return to 
  Education Office manager. 
 
Step 2: Register on the Missouri Automated Criminal History Site (MACHS). 
 
  HLGU’s 4-digit registration number is 5626. 
 
Step 3: Locate a vendor near you and be fingerprinted. 
 
Step 4: Sign and date Missouri Applicant Fingerprint Privacy Notice. 
 
Step 5: Return signed forms to Education Office (education@hlg.edu) 
 
   Or mail to: 
 

Education Division 
Hannibal-LaGrange University 

2800 Palmyra Road 
Hannibal, MO  63401 

 
 
 

If you have questions, please contact the Education Office Manager at 573-629-3110 or 
education@hlg.edu 

 
 

See attached forms for detailed instructions. 

http://www.hlg.edu/
mailto:education@hlg.edu
mailto:Michelle.Simpson@hlg.edu


Hannibal-LaGrange University

Hannibal-LaGrange University

2800 Palmyra Rd. Hannibal, MO 63401

573-629-3110

Step 1 Complete and sign waiver agreement.
Return to Education Office Manager.



 
 

Section One:  Agency Information 
 
AGENCY 4-DIGIT MACHS REGISTRATION NUMBER:  __________________ 
 
Agency Name: ________________________________________________________________________________  
 
Agency ORI: __________________________________________ Agency OCA: ___________________________ 
                                      

 
 

Section Two:  The Missouri Automated Criminal History Site (MACHS) 
 
For fingerprinting services through the state electronic fingerprint vendor, you must first register with the Missouri 
Automated Criminal History Site (MACHS). If you do not have internet access, you may contact the vendor 
(IDEMIA) at 844-543-9712 for assistance with registration. 
 
MACHS Registration Instructions: 
1. Log-on to www.machs.mo.gov 
2. Click on the "blue box" Click here to register with the fingerprint portal 
3. Click on the "blue box" Click here to register with MACHS 
4. Enter the 4-digit registration number provided by your agency.  Click "enter" 
5. Enter your personal information in the appropriate fields and proceed through the registration process. 
6. Near the end of registration, you will be asked to verify all personal data and agency information before 
proceeding.  If all information entered is accurate and complete, click “complete registration.”  This will redirect 
you to IDEMIA’s website for further instruction.  
7.  Please note your Transaction Control Number (TCN) and Universal Enrollment ID (UEID) for future reference. 
8.  UEID and DOB or method of contact and DOB will be required at the fingerprint vendor location to search for 
your registration. 
 

 
 
The processing fee is automatically calculated based on the 4-digit registration number that was entered at the 
beginning of registration. All fees are payable to IDEMIA at the time of fingerprinting unless a billing account has 
been established by your agency.  
 
Once fingerprinting is completed, IDEMIA will transmit your photo, personal data, and fingerprint images to the 
Missouri State Highway Patrol (MSHP) for processing. The results of the search will be provided to the authorized 
agency within approximately 1-5 business days.  NOTE:  IDEMIA does not have access to criminal history.  For 
questions about your results, contact the requesting agency or MSHP.  Please reference your TCN. 
  

 
 

Missouri State Highway Patrol 
Applicant Fingerprint Services of Missouri 
 
Applicant Fingerprint Form for State and FBI Criminal History Background Checks 

SHP-984E    09/18 

Step 2

Register Online at www.machs.mo.gov



STEP 3  Locate vendor and be fingerprinted. 

 

Locations for fingerprinting – IdentoGo Vendors 
 
Fingerprint Background Checks can be obtained in Hannibal for Main Campus 
Students 
WHERE:  3102 Warren Barrett Drive, Hannibal, MO 
WHEN:  Monday – Friday, 10:00 a.m. – 4:00 p.m. 
 
Fingerprint Background Checks can be obtained in Poplar Bluff. 
WHERE:  South Central MO Community Action Agency 
       1716 South Broadway – Poplar Bluff, MO 63901 
WHEN:  Monday – Thursday, 10:00 a.m. – 12:00 p.m. or 1:00 p.m. – 4:00 p.m. 
 No Friday appointments. 
 Appointments are not necessary, but you may have to wait in line. 
 
Fingerprint Background Checks can be obtained throughout Missouri. 
To search for a fingerprint vendor in your area go to: 
https://uenroll.identogo.com/workflows/2H59JQ/locator/location 
 
WHAT TO BRING:  Identification such as driver’s license, state ID, passport, etc. and form 
of payment, credit or debit card in applicant’s name or money order. 
AGENCY 4-DIGIT MACHS REGISTRATION NUMBER: 5626 
Agency Name: Hannibal-LaGrange University 
 
Out -of-state students who are not within driving distance of an Idemia Fingerprint Vendor 
will need to send in a fingerprint card. Your local police department, sheriff’s department or 
patrol headquarters can assist you with the fingerprinting process. 
 
When registering on the website, select “Register for Fingerprint Card Processing Service” 
and follow the instructions on the website. 
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