
Scheduling a Fieldprint Fingerprint Scan  Appointment 

Before scheduling an appointment online be sure to read and follow                                    
the instructions provided by the Department of Children and Families.

Warning: Do not share Reference IDs/Codes when scheduling an appointment!

Updated 6/24/19



Each individual age 18+ will be mailed a fingerprint instruction letter                        
that is to be used only for or by the individual named in the letter.                                                    

Do not share letters or codes provided in the letter.

After receiving a Fingerprint Instruction letter from the Child Care Background 
Unit an individual will need to schedule a Fieldprint appointment online.

https://fieldprintwisconsin.com/

https://fieldprintwisconsin.com/


New to Fieldprint?

If the subject of the search 
has not used Fieldprint
before they will need to 
sign up as a new user and 
create a password and 
answer the security 
questions.



Used Fieldprint in Past?
If the subject of the search has used Fieldprint in the past they may 
sign in using their email and password.



Enter Fieldprint Code

The fingerprint instruction letter mailed by DCF includes a Fieldprint
code to be used for all DCF child care background checks:

Enter in the box FPWIDCFLicensee – then click “Continue”



Add Personal Information & Follow Instructions



Enter the Reference Code provided by DCF in 
your fingerprint instruction letter.

Enter the code provided to the specific individual named in the letter. Codes may not be shared or used multiple times.

This is a unique code provided to the individual in the 
instruction letter sent by DCF. Warning! Do not share 

reference IDs or use another person’s reference ID, as this 
will delay the completion of the background check



Read and Sign Release Statements
Read the statement

Click “I agree” 

Enter your name 
and date

Click “Continue”



Read and Sign Privacy Statement 



Read the Challenge Notice 



Find a Location & Schedule Your Appointment 

Search for a location that is convenient for you. Enter your work or home address, click 
“Find” and the system will provide you with a list of Fieldprint locations near that address.



Select a location with store hours and 
distance that is convenient for you.

Click “Schedule Appointment” to 
schedule an appointment at a 

specific location in the list. 



Enter a date and select a time convenient for you.
Then Click “Schedule”



Read message and confirm by clicking “Continue”



Enter Payment 
Information 



Review Appointment Confirmation Details

Print your confirmation receipt and 
directions to the location.

Read the cancelation policy and how to 
reschedule your appointment.

Be sure to bring acceptable forms of 
identification listed in your confirmation. 



After the Appointment

• After the completed fingerprint scan appointment Fieldprint will send 
the prints to the Wisconsin Department of Justice for processing.

• The results of the background check will be sent directly to DCF.

• The DCF Child Care Background Unit will review the results and make 
a preliminary eligibility determination within 5-7 days and a final 
eligibility determination within 45 days.
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