IdentoGO

Universal Enrollment Platform Overview
New Jersey Non-Resident Processing Instructions

Card Scan and Out-of State Livescan Procedures

Cardscan processing is available for those applicants residing outside of New Jersey. In order to
complete the process, applicants must complete the following steps.

1. Obtain fingerprints on FBI (FD-258) fingerprint card and complete personal information fields on
fingerprint card.

2. Pre-enroll for cardscan submission at UEnroll.identogo.com. All processing fees will be collected
during the pre-enrollment process. A pre-enrollment confirmation page will be provided once
registration is complete.

3. Print and sign the completed pre-enrollment confirmation page, which includes the barcode

printed on the top right of the page. Mail the signed pre-enroliment confirmation page and the
completed fingerprint card to the mailing address provided by your agency or during the pre-
enrollment process. For further instructions, each applicant should contact their employer or
agency contacts for those details.

Requirement Reminder:_Out-of-state applicants who reside, attend school, or work within a ten (10)
mile radius or less of the State of New Jersey borders must be printed at a NJ fingerprint location. NJ's

master zip code list will determine the 10 mile or less radius.

Please review the following pages for more detailed instructions regarding the Universal Enroliment
Platform Pre-Enrollment process for non-resident cardscan. For an alternate process, we also offer
out-of-state livescan processing at select locations throughout the United States. Please see Section 2
for further details.
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Directions for Pre-enroliment and Payment — Required for ALL Fingerprint Cards

1. Visit http://uenroll.identogo.com and enter your 6-character Service Code assighed to the
agency you plan to submit prints for, then click the GO button.

IdentoGO =

Enter your Service Code to get started.

I

Dont know your Sen

Contact your sgency o

identoGO® has a growing number of conversent iccatons across he U S %0 meet your idensty-related needs

e oy Manage an existing Appointment

Chock your staius of reprint your cardecan togasration foem Reschedule an exsting appoiniment or schedule o retake

For addiional ey, call 855 5457434

State MHestory Check Fingesprint Cards Photo Services

If you have not yet been provided a Service Code by the requesting agency, follow the link
labeled “Don’t know your Service Code? Click Here” to select from a list of agency
names or use the agency ORI or contact your agency for assistance.

Enter your Service Code to get started.

CEI -

Don't know your Service Code?
Contact your agency or click here.

Please note: Not all agency ORI’s may be available with this look up tool.

Please check with your agency, contributor, employer, or licensing administrator for specific
information about Service Codes.
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2. The next screen is where you are going to select that you would like to submit a fingerprint card
for processing.

Schedule or Manage Appointment
Schedule an in-person appoiniment 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 Enroliment Center
Locate and get directions to an enroliment center near you.

Submit A Fingerprint Card by Mail
Complete the pre-enroliment information necessary to submit a fingerprint card enroliment by mail.

You will need to confirm that you are wanting to proceed with submitting a fingerprint card for
processing. Click ‘Continue’ to proceed to the next page.

ATTENTION!

Al applcants are strongly encouraged to via an enmliment conter t0 have ther fingerpants collectec
SLDMRtng 8 harg-card $houk Bo o 138t msort for afthar Wt Of State appScants or NoMe-bound
spplcants.

o Plagse De v that sudmason of Incomect of invald deta, ncluding Bt not iimited 10 ncormct
agency, fingerprint reason, or applcant demographic data, that results in the need %o concuct a
e ingerprint sudmission will Do ot tha appicant’s cost

o Fingerprnts submytted on hard-cartds e typicaty of lower qualty and aften result in FBI mpections

* Processing of hard-card submissions takes signitcantly ioegoer and wil cayse celays for you and
your agency

Floase confrm with your agency or organizatian that you are sligibie 10 Submit your Sngerpnnts ty hard-
<ag

3. The next few screens will collect essential information such as name, date of birth, address, etc.
You will need to complete all required information.

4. Pay for your service using an Authorization Code or Credit Card. If the Service is Auto-Billed to
your Agency, payment will not be required.

Ar astise Cume

T
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5. Once you have submitted your payment, you will be directed to the final registration page. You
will need to complete sections 2 and 3 and submit this page along with your fingerprint card for
processing. An example of the final screen is shown below.

1 (of &) - REVIEW INFORMATION

Jate 04102018 |
JEN Unique Applicant UE ID
Applicant )
picar Applicant Name
S .
N Service Code and Sample Agency
reenl 0 UZWV-12VNX9

$0.00
ad (1111 Total Charged to Credit Card
A Numders Credit Card Authorization Number
Amount Pt ms of  y/xx/xx Amount Paid

2 (of 4) - SIGN AUTHORIZATION

Waiver Image
Only

3 (of 4) - PROVIDE APPLICANT CONTACT INFORMATION:

Print Applicant Name (L ast, Firs:, Mddie) Apphcant Date of Beth (MMDDYYYY)

Phone Number Emadl or Phone 2

4 (of 4) - MAIL DOCUMENTS:

Please mail the following documents per your specific agency Instructions.
1. This printed and signed document
2 Compieted fingerprint card
NOTE: if your agency requires a Social Security number, please be sure to write the number on the fingerprint card or your fingerprints will not be processed and
the packet will be returned

IDENTOGO

CARDSCAN DEPARTMENT

6340 CAROTHERS PKWY STE 650
FRANKLIN, TN 370679928
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Section 2 - Directions for Out-of-State Livescan Processing

1. Visit http://uenroll.identogo.com and enter your 6-character Service Code assighed to the
agency you plan to submit prints for, then click the GO button.

IdentoGO =

Enter your Service Code to get started.

I

Dont know your Sen

Contact your sgency o

identoGO® has a growing number of conversent iccatons across he U S %0 meet your idensty-related needs

e oy Manage an existing Appointment

Chock your staius of reprint your cardecan togasration foem Reschedule an exsting appoiniment or schedule o retake

For addiional ey, call 855 5457434

State MHestory Check Fingesprint Cards Photo Services

If you have not yet been provided a Service Code by the requesting agency, follow the link
labeled “Don’t know your Service Code? Click Here” to select from a list of agency
names or use the agency ORI or contact your agency for assistance.

Enter your Service Code to get started.

CEEE -

Don't know your Service Code?
Contact your agency or click here.

Please note: Not all agency ORI’s may be available with this look up tool.

Please check with your agency, contributor, employer, or licensing administrator for specific
information about Service Codes.
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2. The next screen is where you can select ‘Submit a Fingerprint Card by Mail’.
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 Enroliment Center
Locate and get directions to an enrollment center near you

Submit A Fingerprint Card by Mail
Complete the pre-enrollment information necessary to submit a ﬂngerprim card enroliment Dy mail

You will need to confirm that you are wanting to proceed with submitting a fingerprint card for
processing. Click ‘Continue’ to proceed to the next page.

ATTENTION!

Al applcants are strongly encouraged to viat an enmiimeont conter 20 have ther tingerpamts collectec
Subminting o hard-cand shoukd £ o Iast sesoet for aithar O of state appicants or home-bound
spplcants.

o Plagse De mvin that sumiason of INCOmect of Invald deta, ncluding Bt not limited 1o incoemet
agenoy, fingeprnt reason, or applcant demographio data, that results in the need %o concuct a
i ingerprint sudmission will Do ot tha appicant’s cost

o Fingerprnts submytted on hard-cartds am typicaty of lower qualty and often result in FBI rmpections

* Processing of hard-card submissions takes signitcantly ioegor and will cause celays for you and
your agency

Floase confrm with your agency or organizatian that you are sligible 10 Submit your Sngerpnnts ty hard-
S

3. The next few screens will collect essential information such as name, date of birth, etc. You will
need to complete the required information to progress.
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4. Once you arrive on the below screen, you will need to click ‘Yes’ on “Would you like to locate
the ldentoGO Enrollment Center nearest you?” question. This will allow you to proceed with
viewing the closest IdentoGO Enrollment Center to you.

Hawve you ever used an 3kas? Yés NC
15 your maiing acaress e same as your resklenil addmess Y Ne
Do you have an Authorzahon Code (Coupon Coce) Tt you will be using as 3 meinog of payment’ Yes NC
NOTE WA N mo o9

Prefar 10 VISR an MentoGO Enrchment Canted In-person? We have Kcations Natonmice, 1Sady 10 compiate your Dlometnd enroliment. Salkect 'Yes' helow %0 search or the

RC3hoN nearest you You will still have $he oplicn 10 compléte your pre-etnolment 30a mal your Nogaipnm cadd o §

Would you k& o bcate the identoGO Enralimant Conter neamst you? This will nod interupt your curent O Yes N

progress

5. Continue the registration process by clicking on the Next button. You will continue to provide
essesntial information such as height, weight, address, etc.

6. Once you arrive at the Location screen, you can enter your zip code and click on Search to find
the nearest IdentoGO Enrollment Center to you.

Regured Flokls

Emter a Post 3 City, Airport Code o Special Locaton Adcess Code 1o searth 10r 3 locaton %0 schadule your spoonoment. Afler seleching 8 location, Cack ‘Neat o

continue or ‘Cancel’ 1o exnt

Note: Your regstramon @ nof yot compiete You muss seiect! 3 ocation, 35 wefl a5 a datetime on the eliowing pages pnor o moenmg your appanfment confrmation

Search for an Enroliment Center by Postal Code, City ana State, or Alrport Code Mumber of Resufts: 5 V|

|
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7. If you wish to proceed with scheduling an appointment at the nearest IdentoGO Enrollment
Center, select the Enrollment Center and proceed with scheduling. If there is not an Enrollment
Center in your area, you can click on the option to ‘Mail a Fingerprint Card’.

Location Address Next 7 Days Distance

> Mail a Fingerpont Carg

> Any Town, USA Center Address Appointments Available XX mi

> Any Town, USA Center Address Appointments Available XX mi
Selecting ‘Mail a Fingerprint Card’ will route you to the payment collection screen and provide you

with your fingerprint card submission confirmation page. (See Section 1 above for further details
and instructions.)
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8.

Last

confirmation page. Please note that there is an additional fee for utilizing the Out-of-State

LiveScan submission process.

SERVICE CODE— SAMPLE AGENCY and/or REASON s

Status as of 3/7/2018

Pre-Enrolled
You have successtully pre-enrolied

Service Detaits

ple Agency and/orReason

nt Due

We accept the g methods of pay
Authorization Code, Business Check, Money Order, Credit Card we-_‘; el |

Crediit Card payments may be subje

Important!
YOU WILL BE REQUIRED TO BRING THE FOLLOWING DOCUMENTS TO YOUR ENROLLMENT
Legal Name must match exactly on all dentification documents brought to enroliment

1. Passport Book or Card

Service Code — Sample Agency and/or Reason

Appointment City Appointment Time:

Sample Address

sample City, State, Zip Coe Appointment Date and Appointment Time

Q View Mag

Please provide 24 hours notice when canceling/rescheduling an appointment
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If you choose an Enroliment Center, you will then select a date and time for your appointment.
Once you have selected your appointment details, you will then be routed to your appointment
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