'l‘og PennState Health

In-State FBI Fingerprint Clearance - Step by
Step Guide

Penn State Health will only accept the FBI Fingerprint clearance done through the PA
Department of Human Services for employment.

e If you have completed the FBI Fingerprint clearance done through the PA Department of
Human Services within the past 5 years, you can contact 877-371-5422 and request another
copy. This will be sent to your home address within 7-10 business days.

Instructions

How to Register

1. Please use this link to register (this link contains the code 1KG756 needed to process the
clearance):

https://uenroll.identogo.com/workflows/1KG756

2. Select "Schedule or Manage Appointment”
3. Complete essential information section and select "Next” at the bottom.

4, Complete security question section and click "Next” at the bottom

You will need to remember this information to access your clearance results electronically if
there is no record

5. Complete citizenship information and click "Next” at the bottom

6. Complete personal questions section
a. Select "No" for the authorization code
b. Click “Next"” at the bottom

Z. Complete personal information section and click "Next"” at the bottom
8. Complete address information and click "Next” at the bottom

9, Select a document to bring with you to your fingerprinting appointment and click "Next” at the
bottom

10, Select a location for your fingerprinting appointment and click *"Next”
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11, Select an appointment date and time and click "Submit” at the bottom

12, You will receive a confirmation of your appointment

Payment Information

Results

Never received your clearance

How to Submit Clearance to Penn State Health

FBI Fingerprint Clearance Sample:

How to Register

1. Please use this link to register (this link contains the code 1KG756 needed to
process the clearance):

https://uenroll.identogo.com/workflows/1KG756

2. Select “Schedule or Manage Appointment”

IdentoGO
1KG756 - Pennsylvania DHS-Employee >=14 Years Contact w/ Children

< Back to Home

) Schedule or Manage Appointment
Schedule an in-person appointment or change an existing appointment.

What do | need to bring to enroliment?
Find out which documents you need to bring to the enroliment center to facilitate processing.

Locate an Enrollment Center
Locate and get directions 1o an enroliment center near you,

Submit A Fingerprint Card by Mail
Complete the pre-enrollment information necessary to submit a 'ngmprmt card enrollment I:'y' mail.
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https://uenroll.identogo.com/workflows/1KG756

3. Complete essential information section and select "Next” at the bottom.

* Lost Hame Suffix
= Choose Ong = -
Date of Birth
* Dte of Birth * Ganfirm Date of Birth

* Method of Contact (at least one method is required)

Email Confirm Emadl

Couritry Code Phiome 1
Uninent Stales v

Country Code Phone 2
Urinedt Staes: -

* Prafarmed Method of Contact

Ermasl w

4. Complete security question section and click *Next” at the bottom

a. You will need to remember this information to access your clearance results
electronically if there is no record

Agency ldentifiers

* Create a Security Question for your Background Check Results

Type your question in box. You wil be promypted with this question when atlempling 10 8cCess your ENQIDIlTy
Lerter

* Type the answer to your Security Question in the box below

MPORTANT! Stare your answer in a safe place—it is your answer onily and is not able fo be retrieved or resst.
Applicants with "No Criminal History Found” as a result of your Federal Criminal Background Check will be
emaflad a link o access your Eligibiiity Lefier

= You must be prepared fo downicad, save or prinf the Eligibiity Lether when accessing i the firs! time
because you will only be able fo access the link once
= The emall link cannct be reset or re-emaled
» After clicking the emaied link, you will have three attempts fo comectly answer your Security Question io
nplrieve your ENgUBIITy Ledter.
Reminder, your Eligibifity Lefer will be mailed to the sddress you provided on the Essential Info screen. If unsure
of accuracy, please click the back buftan and verlly the informalion you entensd is comact before continuing on
with the pre-snroliment process.

Click here to return to top



5. Complete citizenship information and click “"Next” at the bottom

Additional Infs Citrenship Persanal Quesicns

Pleaze enler your infonmation below. Then chok 'Next 10 continle of "Cancel’ 1 &t

* Rogured Fieids

Citizenship
* Country of Birth

= CNOOSS O - w

City of Birth

* Country of CRizenahip

= Chocse One = -

6. Complete personal questions section
a. Select "No” for the authorization code
b. Click *Next” at the bottom

Cizenstip Persona nfo

Please answer the questions below. Then click ‘Next’ to continue or ‘Cancel’ to exit.

* Required Fields

* Have you ever used an allas? Yes No
* 15 your mailing address the same as your residential address? Yes MNo

* Do you have an Authorization Code (Coupon Code) that you will be using as a method of payment?

on Code avadabile 10 enter on the website

ater i the schedulng process

7. Complete personal information section and click *Next” at the bottom

* Required Fields

Please enles your information below (letiers, spaces, hyphens («), and apostrophes () are allowed in name felds). Then dick ‘Next’ 1o continue or ‘Cancel’ 1o axil

Personal Information

Metic

* Hirlght " Waight * Hair Color * By# Color

| : | n in 8 ~ Chooss One - v ~ Choose One - v
* Pref Langusge & other ! ] * Gender * Race Ethnkeity

English - = Choose One = = Choose One - v - Choose Ong = w
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8. Complete address information and click "Next” at the bottom

Please enter your information balow. Then click 'Next’ to continue or ‘Cancel’ to exit.

Mailing Address
* Country

United States P

* Address Line 1
Address Line 2

“ ity

* State/Province Postal Code

- Choose One — -

Note — The clearance results will be mailed to YOUR home address.

9. Select a document to bring with you to your fingerprinting appointment and click
“"Next” at the bottom

i e

Plaase saloct the requined dooumants 1o bring 1o your enrollmaent, Than elick Neaf' 1o continue of "Cancel” 1o axit

Documents
Document

= Choote One =

Dioees e rams you e enolling undsr malch the rarms on all dotumsnts selested?

g5 - B
% " & Back

10. Select a location for your fingerprinting appointment and click “Next”

ioumenh kR

Enter a Postal Code, City, Airpent Coda ar Special Location Access Code 1o seanch for a location to schadule your appointment. After sedecting a location, dick Naxt’ to

Faguined Flalds
continue o "Cancal' 1o axit.
Note: Your regisiralion is nol yel complete. You must select a location, as well as a datetime on the following papes prior 10 receiving your appainiment conbrmation

5w

Search for an Enroliment Center by Postal Code, City and State, or Airport Coda. Number of Results:

| -
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11.Select an appointment date and time and click "Submit” at the bottom

* Required Fields
Select a preferred date and time for your appointment at the specified location, Then click "Submit” to confirm or 'Cancel’ to exit. If you are unable to make an
appointment for the available times or all appointments are booked, click the ‘Back’ button below, to sslect anather location,

Appointment Date and Time (first available displayed by default)
Select Date Select Time
= Choose One — 5 ~ Choose One - -
Location Details:

9

This ensoliment center is located Inside of Smart Fix Center

12.You will receive a confirmation of your appointment that looks like this:

UE 10:

Applicant:
Servica: 1KGTS6 - DHS-Employes >=214 Yaars Contact w Chilkdmen
Esfimated Amount Dus: 525.25

We accept the following methods of payment:
Authorization Code, Business Chaeck. Money Order, Credt Card i (s < [

Cird Pedlier must B present 8% the Bme of paymant
Cash will not be accepted

Important!
¥OU WILL BE REQUIRED TO BRING THE FOLLOWING DOCUMENTS TO YOUR ENROLLMENT.
Legal Name must match exactly on all identification documents brought to enroliment.

1. Driver's License issued by a Stale or oullying possession of the U.S,

All 1D Decuments: must be the originals. Copies will not be accepted

Appoariment Detaily

Appointment Time:

OTMA2022 @ 450 PM

Tha enrclimant canter is located inside Spaciaty Home Care

Pieass provide 24 hours notice when canceingreschaduling an appoantment.

B Cancel Appointmant £ Reschedule Appointment

hiips: Huennoll deniogo. comworidiows! | K0 756 npposniment sinhus. "2
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Payment Information

You will be required to pay the $26.20 fee up front by credit card. After you submit the clearance to
Penn State Health, you may request reimbursement via Employee Expense Management (XM) — you
will need to attach your receipt/proof of payment to be reimbursed.

You will receive instructions on how to submit for this reimbursement in their first week of
employment. Please do not send receipts to HR Clearances — only send the clearance documents.

If you have questions about the registration process, please contact IdentoGo customer service at
844-321-2124.

Results

After completing your fingerprinting appointment, the PA Department of Human Services will send
you a confirmation letter first, and then your results.

e Please watch for any e-mails from IdentoGo which indicate that your prints were rejected
and you may need to be fingerprinted again.

e If there is no record, you can access your results electronically

o You will receive an email from PA SafeCheck, and enter the security question and
answer you created in Step 5

o This is a one-time access link. Please make sure to download or print a copy as
you will not be able to access this again.

o 3 unsuccessful logins will prevent you from retrieving your results. This information
cannot be reset.

o If you lock yourself out of your security question and answer, your results will be
mailed to your home address within 7-10 business days

e Once the state processes the clearance, you will receive the blue FBI Fingerprint
clearance results in the mail within approximately 14 days whether you were able to
access this electronically or not

Never received your clearance

If you did not receive your FBI Fingerprint clearance results within 14 days after your fingerprinting
appointment, please contact the PA Department of Human Services at 877-371-5422 and
select the option to speak to a representative.

Do NOT contact IdentoGo for status updates for FBI Fingerprint clearances.
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How to Submit Clearance to Penn State Health

Penn State Health does not receive any clearance documents from the state directly — the individual
will need to provide the clearance documents to PSH.

All attachment pages must be included — the cover page and all attachment pages must be
submitted as one document.

Please send your clearance by email to your Preboarding Coordinator as a PDF or JPEG
file when requested. If you have any questions regarding how to submit your clearance, please
contact the HR Solution Center at 717-531-8440.

FBI Fingerprint Clearance Sample:

'@? pennsylvania

DERARTMENT OF HUMAN SERVICES

Name
Address

S5N:
TCN:

Your background check has been processed in accordance with the Child Protective Services Law
(Title 23, Pa C.5. Chapter 63). The following is the determination made by the Pennsylvania
Department of Human Services as of 01/26/2023

[ ELIGIBLE; You are permitted to work or volunteer with children.
D INELIGIBLE: You are not permitted to work or valunteer with children,
If you are questioning the accuracy of this response, please submit court documents to support

your position. You may request a copy of your result from five years following receipt of verification
vy making a written request to the address listed below.

Respectfully,
Clearance Verification Unit

Offica of Children, Youth and Families
ChikiLine and Abuse Regisly | FEIADAM WALSH UNT
P.0, Box 8053 | Hardishurg, PA 174105-8053 | 1.477.371.5422 | F T17.772.8533 | vww.dhs.pa,gov
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