
1.   Start at the Board website: floridasopticianry.gov  and click on the “Background 

 Screening” tab 

2. Click on the CHAI system link 3. Enter your email address, then click 

on the blue “Next” tab 

 

If you are computer-confident you should 

be able to find your way through the     

process on your own, If not, feel free to 

follow this step-by-step guide, continuing 

with Step #3, above. 



 

 

4. You will be directed to Florida Clearinghouse Application Initiation page. Click on the 

green “Log In” box 

5.  You will be directed to this page, which begins one of many security measures. Click 

on the blue “Proceed” button and you will be emailed a one-time passcode 

6. Check your email. You should have received a one-time verification code. If you did, 

proceed to the next step, by clicking  the blue “Proceed” box If you did not, click on the 

white “Resend Code” box 



7. Enter the code and click on the blue “Log In” tab 

8. You will be directed to the Personal Profile page. Fill in your SSN, last name, and date of 

birth. If you are already in the system it will go right through. If not, you will be directed 

to a page to enter some additional personal information.  



9. On the next page, once again, enter your SSN, last name, and date of birth. Then click 

on the green “Search” tab 

10. On the Provider/Position page, scroll down and choose “Optician” and then click on 

the green “Next” tab 

11. On the next page, read and confirm you have read the Privacy Policy by clicking on 

the green “Next” box  



12. On the next page, you will select a Livescan Service Provider. The easiest way is to 

simply select your county name and then click on the blue “Search” tab 

13.  Choose the provider closest to you, and then click on the blue “Make Appt” tab 



14. Each provider’s registration process is a bit different. The provider I chose which was 

just 3 miles from my house is a Fieldprint provider (I have gotten good feedback about their 

services), so I will continue through the process. Since I was not a returning user, I chose 

the Sign Up option by clicking on the purple “Sign Up” tab  



15. On the next page, read and agree to their Consent Agreement by clicking on             

the purple “Agree” tab 

16. On the next page, create an account by providing some personal information and   

creating three security questions. Then, click on the purple “Continue” tab 



17. Fieldprint has now sent a one-time, 8-digit verification code to the email address you 

just provided. Check your email and enter that code into the “Verification Code” box. Then 

continue by clicking the purple “Complete Registration” box 

18. Now that your account is verified you will log in with the username and password 

you created in your profile. Once entered, click on the purple “Login” box 



19.  As part of a two-step verification process, they have now sent another code to the 

cell number you provided via text. Check your phone for the code and enter it into the 

“Verification Code” box. Continue by clicking on the purple “Continue” box 

20. On the next page, you must choose your reason for the screening. Scroll down 

(about 16 paragraphs) and choose “Florida Dept. of Health - Division of Medical Quality 

Assurance (MQA)” option by clicking on the white  “Continue with this Reason” tab 



21.  On the next page, click on the drop-down list and choose “Optician.” Then click on 

the purple “Continue” button 

22.  On the next page, verify the reason for the screening is for the Board of Opticianry 

through the Florida Department of Health by clicking on the purple “Continue” tab 



23. Fill in your personal information. (Make sure you click the little check-box to verify 

your SSN.) Click on the purple “Continue” button on the bottom 

24.  On the next page, complete the demographic information, then click on the purple 

“Continue” tab at the bottom 



25.  On the next page, they are asking if this service is being done at an employer’s         

request. Click “no” and then click on the purple “Continue” button 

26. On the next page, use the drop-down tab and once again choose “Opticianry.” Then 

click on the purple “Continue” tab 



27. On the next page, read the Photo Tips (they will also take your photo when you get 

your fingerprinting done). Acknowledge that you read the tips by clicking on the purple 

“Continue” button 

28. On the next page, read and agree to the Biometric Disclosure by clicking on the           

“I Agree” box and then clicking on the purple “Continue” box 



29. On the next page, read and agree to the FBI Noncriminal Justice Applicant’s Privacy 

Rights disclosure by clicking on the “I Acknowledge” box at the bottom and then clicking on 

the purple “Continue” box 



30. On the next page, read and agree to the FBI Privacy Statement by clicking on the “I 

Acknowledge” box at the bottom and then clicking on the purple “Continue” box 



31. Now...you will finally make the appointment! Enter your location in the search box 

and then click on the purple “Find” box 

32. On the next page, click on your desired date for your appointment, then click on the 

white “Find Availability” box that corresponds to your desired location. 



33. On the next page, click on your desired time of day for you appointment using the 

drop-down tab. Then click on the purple “Continue” button on the bottom 

34.  You will then be directed to a payment page. I chose to pay with my PayPal account, 

but you may also pay with any major credit card. My total fee (which included Fieldprint’s 

fee and the Florida scheduling fee) was $79 



35. You’re done! On the next page, you will receive confirmation details, which will be 

emailed to you in a few minutes (see below). 

36. You will receive an email (see below) that contains your QR code in a few minutes. 

You will have to present that QR code when you arrive for your appointment, along with 

two forms of identification. My appointment was at 9:00 am. I arrived at 8:57 and was 

done by 9:08. 

Good Luck! 


