
Steps for getting fingerprinting: 
 
Go to www.maine.gov 
Search “fingerprinting” 
Click on Maine DOE – Fingerprinting 
Under the “What do I need to do to get fingerprinted” section: 
 
Complete Step 1: 
 Set up an MEIS account (see attached instructions) 
 
Complete Step 2: 

Fill out and submit the certification application for the appropriate position, either Ed Tech or 
Teacher (substitutes, maintenance, and business office can choose the non-teaching 
application) with the $15/35/100 fee (see attached instructions) 

 
Complete Step 3: 

o Click on IdentiGo 
 

o Click on Schedule a New Appointment 
 

o Choose Department of Education from the drop down list and then click Go 
 

o Click yes to confirm 
 

o Choose New Hire from the drop down list and then click Go 
 

o Click on I agree and then click Go 
 

o Enter your zip code 
 

o Choose a location and a day that works for you and then choose a time  
 

o Click on I agree and then click Go 
 

o Enter all the information and follow the screens until you receive  
confirmation  
 

o The cost is $55 for fingerprinting 
  

o When you go in to actually get fingerprinted, ask them for a confirmation card that states 
that you completed the process 

   
o After a few weeks, continually check the DOE website for your fingerprinting status, once is 

shows up, print it and bring to HR or email HR and let them know it’s showing up and they 
will print a copy for your file 

http://www.maine.gov/
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How to create an account 

1.) Go to https://www.mymainecertification.com/SSO_PROD/Signin.aspx. Select “Are 
you a new user? Click here to create an account.”  

 

2.) Create a user name. 
3.) Next, create a password consisting of at least 6 characters.  The password must also have 

two of the following: upper-case letter, lower case letter, number, or special character 
(@,;,&).   

4.) Enter your demographic information.  For Superintendents and Renewal Chairpersons, 
please enter your school email as your primary email and your personal email as your 
secondary email.  All others should only enter personal emails. 

5.) Enter town and date of birth. Select “Next”. 
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6.) Choose and answer the three secret questions. Select Next. 

 

7.) Select “I DO NOT want to become a Maine Educator” if you are creating an account as 
an HR employee, an Institution (Higher Ed) Role, or similar role.  Select “I am, or want 
to become, a Maine educator” if you desire to work in a school in any capacity that 
requires a background check.  (Bus Driver, Lunch Staff, Teacher, Administrator, etc.)  
Select Next. 
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8.) Verify information is correct and select “Submit”. 
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How to Submit an Initial Application 

1.) Log in to your MEIS account at 
https://www.mymainecertification.com/SSO_PROD/Default.aspx.   
  

2.) Your landing page will contain this box: 

 

3.) Click on “EDU – Educator”. 
4.) The next screen will be regarding FERPA.  You will need to answer the questions in your 

account, but can also select “I agree.” 
5.) The next screen will contain tiles that look like this: 

 

 
 

6.) Please select “Apply for Your New Maine Credential Here”. 
 

7.) The next screen provides an overview of the process.  There are 15 steps to the initial 
application, but many of them are incredibly simple.  “Step 1” explains what you can expect. 
For the purposes of this document, we will include instructions for every step.  
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8.) Step 2 – Verify your information. 

 

9.) Step 3 – Verify your address. 
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10.)  Step 4 – Verify your contact information. 

 

11.)  Step 5 – Indicate if you have a Bachelor degree or not. 

 

12.)  Step 6 - Select your credentials to be included in the application. 
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13.)  Step 7 – Review the endorsements and associated fees you have selected.  Ensure all changes 
are made prior to selecting “next”. 

 

 
14.)  Step 8 – Update Your Education History and Experience 
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15.)  Step 9 – Please complete background questions. 

  

 
16.)  Step 10 – Please upload any missing transcripts that are not listed. 
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17.)  Step 11 – Please upload any required tests that are not listed. 

 

18.)  Step 12 – Please upload any additional information you would like to provide. 
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19.)  Step 13 – Please enter credit card information.  The credit card address is your address that 
is associated with your credit card account. 

 

 

20.)  Step 14 – Verify all information on screen is correct before submitting.  When ready, select 
“Submit Application”. 
 

21.)  Step 15 – Confirmation and explanation of next steps. 


