"‘o,’ 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, Employer Information
a. Please enter "Penn State Health” for employer name
b. Please enter your home address for the address
¢, Click "Next” at the bottom

Note — The clearance results will not be mailed to Penn State Health, these results will be
mailed to YOUR home address.

5. 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

6, Complete citizenship information and click "Next” at the bottom

Z. Complete personal questions section
a. Select "No” for the authorization code
b. Click "Next” at the bottom
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8. Complete personal information section and click "Next” at the bottom
9, Complete address information and click *"Next” at the bottom

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

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

13, 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 appainiment or change an existing appointment.

What do | need to bring to enroliment?

Find out which documents you need (o bring 1o the enraliment center {o facilitate processing

Locate an Enrollment Center

Locate and i_;l:! directions to an enroliment center near YO,

Submit A Fingerprint Card by Mail

Complete the pre-enrolimant infermation necassany to submit a fingerprint card enroliment by mall
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3. Complete essential information section and select “"Next” at the bottom.

Lt Mame Suffix
= Choose One « -
Date of Birth
Diate of Birth Confirm Daté of Birth
M T
Email Confirm Emall
Country Sade Phone 1
Uit Sales »
Country Code Fhone 3

M Sales -

Prefermed Melhed of Contact

Email "

4. Employer Information
a. Please enter "Penn State Health” for employer name
b. Please enter your home address for the address
C. Click "Next” at the bottom

Note — The clearance results will not be mailed to Penn State Health, these
results will be mailed to YOUR home address.

Plaase anter your amployer infarmation below,. Then click "Next 1o continue or ‘Cancel’ 1o exit

'i:m[nlu-r-r_-.' Information

Employer Name

Penn State Health

Country

Linited S1ates w

Address Line 1

ENTER YOUR HOME ADDRESS

Address Line 2

City

Stata/Provincs Postal Code

= Choose Ong - -
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5. 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 |dentifiers

*Create @ Security Question for your Background Check Resuits

Tipe your question 7 bax, You wil be prompled with this guestion when atempling [0 access your Elghilty
Lefter

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

IMPORTANTT Stors your answer in-a safe place—it [s your answer onfy and is not abie o be relriaved or reset.
Appiicants with “Ne Criminal Hisfory Found™ a5 8 msult of yeur Federal Criminal Background Check wil be
amatiad a link fo access your Elgibiiity Lefter.

« You mus! be prapared (0 downfoad, Save-or print the Engidiity Letter when accessing i the first time
because you will only be abi fo access the fink once

« The email Ak cannol ba reset or re-emalled

« Afer clicking the emaited link, you wil have three affempts fo comectly answer your Securfty Question fo
refrieve your Eligibiily Leiter

Femindar, your Eligibiity Lelter will be malied fo the sddress you provided on the Essential Info screen. If unsurs
of accuracy, please ciick the back buffon and verily the informalion you entened is cormect before continuing on
with ifw pre-snrofiment process

¥ Cancal

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

onal indo Crizensnip Persanal Questicns

Piaase snlar your infommation below. Then click ‘Mext’ 1o continie or ‘Canced’ to exit.

" Required Fieids.

Citizenship
Country of Barth

= Chooss Ona - -

Emy of Birmn

Country of Ciflranahip

= Choos O - d
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7. Complete personal questions section
a. Select “"No” for the authorization code
b. Click “Next” at the bottom

g Frsom e i

Plaase answer the questions below. Then click 'Next to cantinue or ‘Cancel’ to exit,

Reguired Fields

Have you ever usad an alias? Yea No

* Is your mailing address the same as your residential address? Yes ]

* Do you have an Authorization Code (Coupon Code) that you will be using as & method of payment? e
NOTE: Piaase have Amonzaton Coge avalabie 10 enier an e websde later o ihe schedulng proces

8. Complete personal information section and click “Next” at the bottom

ki i S

Please anles your Information below (letlars, spaces, hyphens (), ant apostrophes (') ane alowed In name feids), Than dick ‘Naxt' o continue or ‘Cancel’ fo exil

* Requied Fields

Perzonal Information

Metrc

* Mgt Waight " Halr Color Eye Color
| s | in - = Choose One = - = Choose Ong = v
Pratermed Language (Receipts & other communication) * Gander Race Ethnleity
English - - Chocse Ong — = Choose Ong =« - Chaose One =~

)|

9. Complete address information and click “Next” at the bottom

Please enter your nformation balow. Then click ‘Next’ to continue of “Cancel 1o ext.

Mailing Address
* Country

United States -

° Address Line 1
Address Line 2

‘ City

* State/Province * Postal Code

— Choose One — b4
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10.Select a document to bring with you to your fingerprinting appointment and click
“"Next” at the bottom

Aadress Docurnens Location Date ana Tim
Rscquinet Fialds
Plaasa sabict (i requined dotumants 1o bring 1o your enrolifment, Than click Nl 1o condnue of "Cancel” o akil
Documents

* Documant

- Chogse One — |

Does the nams you are enrolling under match the rarms on all documents seisced? Vs ]

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

il soshialiiis

Entor a Poatal Coda, Caty, Airpont Coda or Spacual Location Acceds Coda to search for a location o schaduls your appomimant. After selecting a lbcation, dick Mexl’ 1o
continue of "Cancal’ o axit,

Requined Flelds

Note:; Your regisiration & nol yel complete. You must select a lecation, as well 35 a dalefme on ihe lellowing papes pior o recehing youl appoliiment confirmadion

Saarch for an Enroliment Canter by Postal Code, City and State, or Alrport Coda., Numbser of Results: B:

= o

12.Select an appointment date and time and click "Submit” at the bottom

* Requited Flelds
Select a preferred date and time for your appointrment a1 the specified location, Then elick "“Submit’ to confirm or 'Cancel’ 1o axit. If you are unable o make an
appointment for the available times or all appointmants are booked, click the 'Back” button below, to select anather lccation.

Appointment Date and Time (first available displayed by default)

Select Date Select Time
= Chooge One — » ~ Chogse One — w
Location Details:
9

This enroliment center is located inside of Smart Fix Center

®x Cancal I Submit > I
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13.You will receive a confirmation of your appointment that looks like this:

IdentoGO
B

Pre-Entolled
You have successiu®y pre-ennlied

Diaba OTIOAZ022

UE ID:

Applicant

Serdce’ 1KGT7 56 - DHS-Employees >=14 Years Contact w/ Chikiren
Estrmated Amour! Dus 42525

W accopt the following mathods of paymasnt:

Authorization Code, Business Chack. Money Order, Credd Card | "Viet : -l |
Cord hodder must be prasent ol the Bme of paymen

Cash will not be sccepted

Impartant!
¥OU WILL BE REQUIRED TO BRING THE FOLLOWING DOCUMENTS TO YOUR ENROLLMENT.
Legal Name must malch exactly on all dentficabon documents brought to enrofiment

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

All |D Documents must be the originals. Copies will not be accepted

1KGTEE - Panneyhvania DHS-Empioyes ==14 Yaars Contact v Children Appoirtmant Detailx

Hershey. PA

Appointment Time:

OTA023 @ 4:50 P

The enrciimant cenier in iccated inside Specialfy Home Care

Fieass provide 24 hours notice when cancelingreschedulng an appainbment

B Cancel Appainkmant £ Awschedule Appoirtment

triips Mesrrod demogo comvad ikliows' 1K G T SG'apposrimend ' stahus

Payment Information

You will be required to pay the $25.25 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.
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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.

o 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

¢ 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.

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.
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FBI Fingerprint Clearance Sample:

DEPARTMENT OF HUMAN SERVICES

f@ pennsylvania

MName
Addrass

S5M:
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

x ELIGIBLE; You are permitted to work or volunteer with children.
D IMELIGIBLE; You are not permitted to work or volunteer 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
by making a written request to the address listed below.

Respectfully,
Clearance Verification Unit

Office of Children, Youth and Famllies
ChikdLine and Ahugs Reqisley | FEEADAM WALSH LINIT
F.0. Bow 8053 | Harrisburg, PA 17105-8053 | 1.077.371,5422 | F 7177726533 | www.dhepa.gov
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