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Out-of-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.  

• 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 
If you are being fingerprinted for an employment position, please go to 
https://uenroll.identogo.com/workflows/1KG756 

If you are being fingerprinted for an unpaid/volunteer position, please go to 
https://uenroll.identogo.com/workflows/1KG6ZJ 

 

1. Select “Submit a Fingerprint Card by Mail” 
 

2. After checking if there is an enrollment center near you by following the Attention 
message below, click “Continue” 

 

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 

 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. 

 

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 
 

7. Complete personal questions section 
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 a. Select “No” for the authorization code 

 b. Select “Yes” for the Enrollment Center question 
i. This will allow you to search for an enrollment center near you in step 10 

 c. Click “Next” at the bottom 
 

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

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

10. Enter your information to find if there is an Enrollment Center near you: 
 a. If there is one near you, you can set up a fingerprinting appointment with that Identogo 
     location instead of mailing your fingerprinting card 

 b. If there is not one near you, select “Mail a Fingerprint Card” 
 

11. Enter your payment information, and click “Submit” at the bottom 
 

12. There is a registration form at the end that you will need to print to submit with your 
completed fingerprint card to IdentoGo via U.S. mail. Follow all of the instructions on the 
screens. 
Please note: Fingerprint cards are provided by IdentoGo, but may not be provided by other 
fingerprint service locations. Please check with your local fingerprint site to see if you are 
required to obtain a fingerprint card yourself in advance (they can be purchased on Amazon – 
Card FD 258). 

 

13. Once you complete and print the summary code page, you will need to submit your 
fingerprints at either a local IdentoGo site, local fingerprint service location, or law 
enforcement site of your choice. 

 You may or may not need an appointment depending on the location – please check with 
 the fingerprint site in advance 

 

14. Please Mail Completed Fingerprint Card and signed Summary page/barcode to the 
address on the summary code page: 

           IDENTOGO CARDSCAN DEPARTMENT 

             PA 340 SEVEN SPRINGS WAY, SUITE 250 

             BRENTWOOD, TN 37027 
 

Payment Information 
Results 
Never received your clearance 
How to Submit Clearance to Penn State Health 
FBI Fingerprint Clearance Sample 
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How to Register 
 

If you are being fingerprinted for an employment position, please go to 
https://uenroll.identogo.com/workflows/1KG756 
 

If you are being fingerprinted for an unpaid/volunteer position, please go to 
https://uenroll.identogo.com/workflows/1KG6ZJ  
 
 

1. Select “Submit a Fingerprint Card by Mail”  

 
 

2. After checking if there is an enrollment center near you by following the 
Attention message below, click “Continue”  

 

 

https://uenroll.identogo.com/workflows/1KG756
https://uenroll.identogo.com/workflows/1KG6ZJ
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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  
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. 
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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  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Complete citizenship information and click “Next” at the bottom 
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7. Complete personal questions section 
 

a. Select “No” for the authorization code  
b. Select “Yes” for the Enrollment Center question 

i. This will allow you to search for an enrollment center near you in step 10 
c. Click “Next” at the bottom 

 

 
 

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

 
 

10. Enter your information to find if there is an Enrollment Center near you: 
 

a. If there is one near you, you can set up a fingerprinting appointment with that 
Identogo location instead of mailing your fingerprinting card  

b. If there is not one near you, select “Mail a Fingerprint Card” 
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11. Enter your payment information, and click “Submit” at the bottom  
 

 
 

12. There is a registration form at the end that you will need to print to submit with 
your completed fingerprint card to IdentoGo via U.S. mail. Follow all of the 
instructions on the screens.  

 

Please note: Fingerprint cards are provided by IdentoGo, but may not be provided by 
other fingerprint service locations. Please check with your local fingerprint site to see if 
you are required to obtain a fingerprint card yourself in advance (they can be purchased 
on Amazon – Card FD 258). 
 

13. Once you complete and print the summary code page, you will need to submit 
your fingerprints at either a local IdentoGo site, local fingerprint service location, 
or law enforcement site of your choice.  
 

a. You may or may not need an appointment depending on the location – please 
check with the fingerprint site in advance 
 
 

14. Please Mail Completed Fingerprint Card and signed Summary page/barcode to 
the address on the summary code page: 
 

IDENTOGO CARDSCAN DEPARTMENT  
PA 340 SEVEN SPRINGS WAY, SUITE 250 
BRENTWOOD, TN 37027 
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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.  
 

• You can get a reimbursement for the extra out-of-state cost if you are working out of state.  

 

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.  

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

• 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.  
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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:  
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