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Dickins

CENTER FOR CIVIC
LEARNING & ACTION

Federal Criminal History
Records/FBI Fingerprint

Clearance Instructions

What you need: To complete this clearance you will need standard contact information, service code
1KG6Z], citizenship information, authorization code for payment, physical personal information (i.e.
height, weight, etc.), Dickinson address, and documentation.

Purpose of Clearance: The FBI Fingerprinting Check is a check of your federal criminal history records.



FBI Fingerprinting Clearance Instructions

FOR PA RESIDENTS:

If you have been a resident of Pennsylvania for the last 10 years, the FBI fingerprinting check is not
mandatory, though it is recommended.

NOTE-

Even with this exemption, some of the organizations we partner with may still
reguire you to complete the fingerprinting process. Especially if you are
volunteering for an organization that works with children, CCLA recommends that
you undergo the fingerprinting process regardless. If you know which
organization(s) you plan to volunteer for, contact them to see whether or not
they accept the exemption form below.

If you would like to be excused from the FBI fingerprinting check because the organization you’re
volunteering for does not require it for PA residents of at least 10 years, you must complete this form:
https:/ /www.dickinson.edu/downloads/download/5880/pa_residential affidavit 2021

Print this form and give a copy to your host organization in place of the FBI clearance.

Otherwise, you must complete the FBI federal records check. In order to do so you must first pre-register,
then make a fingerprinting appointment at which you will present original documentation (see detailed
instructions below).

**If you reach out to engage@dickinson.edu for an authorization code, CCLA will pay the fee for this

clearance.


https://www.dickinson.edu/downloads/download/5880/pa_residential_affidavit_2021
mailto:engage@dickinson.edu

FBI Fingerprinting Clearance Instructions

Instructions

1.  Go to https://uenrollidentogo.com/ and enter the setvice code IKG6Z].

a.  NOTE: if navigating from the IdentoGO homepage (https://www.identogo.com/),
click on the “Digital Fingerprinting” tab [J choose PA under “Select a Fingerprinting
Service by State,” then click “Go” [[]Scroll down and select “FBI Fingerprinting”

under “Enrollment Services”

oGO

Enter your Service Code to get started.

Check the Status of your Service

Check your SLts of reprnt your GISsCan regestration form

Manage an existing Appointment
For addtional hetp, call 855 845 7434 S

e an existng appomiment of schedule 3

2. Click “Schedule or Manage Appointment”.

uenrollidentogo.com

oGO
1KG6ZJ - Pennsylvania DHS-Volunteer

< Back

or Manage A
Schedule an in-person appointment or change an existing appointment.

What do I nee
Find out which documents you need to bring to the enroliment center to facllitate processing

Locate an Enroliment Center

ocate and get directions 10 an enroliment center near yor

Submit A Fingerprint Card by Mail
ime

mplete the pre-enroliment information necessary to submit a fingerprint card enroliment by ma

Check the Status of your Service
Check your status or reprint your cardscan registration form.

For additional help, call 855 8457434



https://uenroll.identogo.com/
https://www.identogo.com/
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3. Enter your personal information. Use your Dickinson email address.

_) UEID/Date of Birth

Legal Name must maich exactly on all Kentification documents brought to encoliment
+ Remember e phone numbers and/or emall address provided below, as they will be used 1o fetrieve your informabon during Your in-person enroliment

Legal Name
* First Name * Middle Name (or NMN it no middie name)
J
* Last Name Suffix
-~ Choose One - v
Date of Birth
* Date of Birth * Confirm Date of Birth
* Method of Contact (at least one method is required)
Email Confirm Email
Country Code Phone 1
Unfied States. v
Country Code Phone 2
Uniied States. .
* Preterred Method of Contact
Emar .
4. Enter a personalized security question and answer.
* Required Fields

Please enter your information below. Then click ‘Next’ to continue or ‘Cancel’ to exit.
Agency |dentifiers

* Create a Security Question for your Background Check Results

Type your question in box. You will be with this when g to
access your Eligibility Letter.

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

IMPORTANTI Store your answer in a safe place—it is your answer only and is not able to
be retrieved or reset.

Appiicants with “No Criminal Mistory Found” as a result of your Federal Criminal
Background Check will be emailed a link to access your Eligibility Letter.

+ You must be prepared to download, save or print the Eligibility Letter when
accessing it the first time because you will only be able to access the link once.

* The email link cannot be reset or re-emailed.

« After clicking the emailed link, you will have three attempts to correctly answer your
Security Question to retrieve your Eligibility Letter.

Reminder, your Eligibility Letter will be mailed to the address you provided on the Essential
Info screen. If unsure of accuracy, please click the back button and verify the information
you entered is correct before continuing on with the pre-enroliment process.
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5. Enter your citizenship information, then proceed to the next step.

nshig
Country of Birth
Choose One

City of Birth

Country of Citizenship

6. Answer the personal questions.

a.  Select “yes” for your mailing address being the same as your residential address (your
Dickinson address).

b.  If you made an appointment at CCLA to complete your clearance, are attending a CCLA
event, ot have received/planned to receive an authotization code from
engage(@dickinson.edu check “yes” for authorization code. It will ask for the code
later. This is so CCLA can pay for the fee.

IdentOGo English v

Personal Questions

Citizenship Personal Info
* Required Fields

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

* Have you ever used an alias? Yes m

* Is your mailing address the same as your residential address? No
* Do you have an Authorization Code (Coupon Code) that you will be using as a method of No
payment?

NOTE: Piease have Authorization Code available to enter on the website later in the scheduling process.

7. Enter your physical personal information. You will need to enter your height, weight, hair color,
eye color, gender, race, and ethnicity.

8.  For your address, entet your Dickinson student address.


mailto:engage@dickinson.edu
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Ridentoga;co
50
1KG6ZJ - Pennsylvania DHS-Volunteer

Required Felds
Please enter your information below (letters, spaces, hyphens (-), and apostrophes (') are allowed in name fields) Then chick ‘Next' to continue or ‘Cancel to exit
Personal Informatior
Height Weignt Hair Color Eye Color
n in vs — Choose One — v ~ Choose One - .
Preferred Language (Receipts & other communication) Gender Race Ethnicity
Engish v —~Choose One— v ~Choose One —  * —~ChooseOne—~ v

. B : m

Country: United States

Adderess line 1: Dickinson College HUB (your HUB box #)
Address line 2: 28 N. College St.

City: Carlisle

State/Province: Pennsylvania

Postal Code: 17013

A

GO
1KG6ZJ - Pennsylvania DHS-Volunteer

Please enter your information below. Then click ‘Next’ to continue or 'Cancel 1o exit
Mailing Address
Country
United States -
Address Line 1
Dicianson Coliege HUS (your HUB Sox #
Address Line 2

28 N. Cobege St

City

Carsie

State/Province Postal Code
Pennsyania i 17013

9. For the Documents page, choose a document that you will bring with you to the
fingerprinting agency. Make sure you have the physical document in your possession as you
will need it for your appointmentl
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a. Passportts, visas, and US drivers’ licenses/permits are the most common forms of ID
used by Dickinson students.

Required Fields

Please select the required documents to bring to your enroliment. Then click "Next to continue or ‘Cancef to exit

Documents
Document

-- Choose One — v
— Choose One —

Canadian Commercial Driver's License (CDL)

Commercial Driver's License Issued by a State or outlying possession of the U.S.

Department of Defense Common Access Card

Driver's License PERMIT issued by a State or outlying possession of the U.S.

Driver's License issued by a State or outlying possession of the US.

Employment Authorization Cara/Document (1-766) with Photo

Enhanced Driver's License (EDL)

Enhanced Tribal Card (ETC)

Foreign Driver's License (Mexico and Canada Only) '
Foreign Passport

Merchant Mariner Document (MMD)

Military Dependent's Card

Miitary 1D Card

Passport Book or Card

Permanent Resident Card / Green Card (1-551)

Photo ID Waiver for Minors

State ID Card (or outlying possession of the U.S.) with a seal or logo from State or State Agency

Uniformed Services Identification Card (Form DD-1172-2)

Visa v

10.  For Location, type in Carlisle, PA or 17013 and search. Currently, the nearest fingerprinting
location is the IdentoGo location at 1710 Ritner Hwy
Ste 6, Carlisle, PA 17013-9301. This is 4.6 miles away and will require transportation.
a. If you need help getting to this location, please reach out to engage@dickinson.edu and

CCLA can help you to coordinate transportation using our university vans.

Search for an Enroliment Center by Postal Code, City and State, or Airport Code. Number of Results: 5

17013 @ Use My Location [eREEET]

» All Locations will be closed Christmas Day, Wed, 25 Dec 2024, unless otherwise indicated

«+ All Locations will be closed New Year's Day, Wed, 01 Jan 2025, unless otherwise indicated

Location Address Next 7 Days Distance
wv Carlisle, PA 1710 Ritner Hwy 170 appointments available 4.16 mi
9 IdentoGO Hours:
1710 Ritner Hwy Monday - Friday: 09:30 AM - 12:30 PM & 01:00 PM - 04:00 PM
Ste 6
Carlisle, PA 17013-9301
> Carlisle, PA 15 State Ave 110 appointments available 6.69 mi
» Camp Hill, PA 3401 Hartzdale Dr 198 appointments available 20.47 mi
> Harrisburg, PA 132 Kline Village 0 appointments available 25.2 mi
> Chambersburg, PA 235 S 3rd St 84 appointments available 26.07 mi

11. 'NOW IS THE TIME TO INPUT YOUR CODE!
For volunteers interested in serving in the local Catlisle community, the CCLA will cover
the fee of your fingerprint clearance. Reach out to engage@dickinson.edu to get a unique

authorization code sent to your email. With authorization code on hand, enter the code and


https://maps.google.com/?q=40.1928,-77.23621
https://maps.google.com/?q=40.1928,-77.23621
mailto:engage@dickinson.edu
mailto:engage@dickinson.edu
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proceed.

IdentoGO
1KG6ZJ - Pennsylvania DHS-Volunteer

If you do not already have an authorization code, you can leave the code blank, and bring
an authorization code with you to your appointment, which will waive your fee.

12.  Select a date and time for your appointment and add it to your personal calendar. For this ALD
group, choose only appointment times between 2:50 and 3:50pm on Wednesday 12/11
and Thursday 12/12 of this week. Click “Submit” at the bottom.

13.  Navigate back to this personalized sign up sheet and choose your appointment time
from the drop down menu.

Date and Time

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 select another location

Appointment Date and Time (first available displayed by default)

Select Date Select Time Walk In
- Choose One - v - Choose One -- v
Note:
Scheduled Appointments take priority over walk-ins. Appointments are highly
recommended due to the possible long wait times associated with walk-in
processing.

Location Details:

@ Ident

Located inside of Sherman's Messenger Service bullding.

14.  You should see the “Setvice Summary” page. You will get a confirmation email of your pre-
enrollment.

Click “Done” at the bottom of the page.


https://dickinson0.sharepoint.com/:x:/s/CCLA909/EeckPj8c-3xPub4wYuQ_x7kB_uK99WmcL4NSgc4hXr4qCQ?e=60AVZ8
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At the end of your appointment, you will receive two receipts. If you used a code to waive your
appointment fee, make sure to give one of these receipts to Sam Ha-DiMuzio at CCLA/Clatke Forum
(255 W. Louther Street, Room #7), or take a photo and send it to hadimuzs@dickinson.edu.

Results will come via email from “PA Safe Check,” and they can arrive as soon as within 24 hours of your
appointment. Keep an eye on your email inbox. Once you receive your results, keep them for your
records. Clearances last for 5 years. You must present this clearance (or the form excusing you if you have
lived in PA continuously for the past 10 years), along with the PA State Criminal Clearance and the PA State
Child Abuse Clearance, to your host organization.
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