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FBI Criminal History Check Instructions 

Applying for an FBI Criminal History Check is a four-step process: 
1. Register online with the fingerprinting vendor 
2. Submit fingerprints at a fingerprinting location 
3. Provide Human Resources with a receipt from the fingerprinting location 
4. Provide Human Resources with a copy of your results. Results will be sent via U.S. mail 

to the address you provide during online registration. Once you have submitted your 
fingerprints at a fingerprinting location, you can expect to receive the results within 
three weeks. 

 
See below for step-by-step instructions. Please pay close attention to details to avoid 
unnecessary trips to the fingerprint locations and associated costs. 

 
 
Step 1: Visit https://uenroll.identogo.com/ 
Step 2: Enter “1KG756” for the Service Code and click “Go.” 
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Step 3: Select “Schedule or Manage Appointment.” 

 
 

Step 4: Enter your legal name and date of birth. Please note that you must enter “NMN” if you 
do not have a middle name. 
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At the bottom of this page, you will have to enter either an email address or a phone number. 
Please ensure that you indicate your preferred method of contact, and then click “Next.” 

 

 
 

Step 5: Enter your citizenship information and then click “Next.” 
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Step 6: Answer the questions listed then click “Next.” Please 
contact act153@andrew.cmu.edu for an Authorization Code (Coupon Code) so that we may 
cover the cost in advance. 

 
 
Step 7: Enter your personal information on this page. 
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Step 8: Enter your local mailing address in the field provided. This is the address your results 
will be mailed to. If you indicated that your residential address is different from your mailing 
address, you will be prompted to complete additional fields. 

 
 

Step 9: Indicate which photo identification document you will bring with you to the 
fingerprinting location. You must bring the item you select on the drop-down menu with you 
to your fingerprinting appointment. 
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Indicate whether the name you are enrolling with matches the document you have selected. 

 
If you select no, please answer the follow-up questions then click “Next.” 

 
Step 10: Select the location for your fingerprinting appointment. To find the locations closest to 
Oakland, enter “15213” as the postal code to search by. 

 
 

Click the location of your choice to expand the selection and click “Next” to move on to the next 
page. Information on locations is provided at the end of this document. 
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Step 11: Enter the Authorization Code (Coupon Code) provided to you by the Act 153 
Compliance office and select ‘Apply Coupon’. Click ‘Next’, then select a date and time to 
request a specific appointment or check the box to indicate you will be attending on a walk-in 
basis. Please note that appointments will take priority over walk-ins. Click “Submit” when you 
are done. 
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Step 12: This final page is your confirmation screen. It will indicate your unique registration ID, 
the “UE ID,” as well as the estimated amount due and the methods of payment accepted at the 
location of your choice. Bring this information, in addition to the photo identification 
document indicated in Step 9, to your fingerprint submission location. 

 
Click on “Print Status” in the top right corner, and use your printer prompt to save this page as 
a PDF. If you use Google Chrome, you will have “Save as PDF” listed as a local destination when 
you change printers. If you use a Mac, you may simply have a button in the bottom left to save 
as PDF. Other browsers will have similar options, such as “Adobe PDF.” If you have any 
difficulties with saving this page, please contact act153@andrew.cmu.edu so we may assist. 

 
 

FINAL STEP: Go to the location you selected to submit your fingerprints. Upon submission, you 
will be given a receipt. This receipt must be provided to the Act 153 Compliance Office for our 
records. It can be sent to act153@andrew.cmu.edu. 
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IdentoGo Fingerprint Submission Locations 
 

There are four IdentoGo locations near Oakland that accept appointments or walk-ins for 
fingerprint submission. Listed below are the addresses as well as links to directions for driving 
or taking public transportation to each location. The directions are based on the start location 
being CMU’s campus at 5000 Forbes Ave. You are encouraged to use the direction searches to 
determine the most efficient route based on your location and the time of day. 

 
3495 Forbes Ave 
(UPS Store) 
Pittsburgh, PA 15213 
(Oakland, Pittsburgh) 
Driving Directions: https://goo.gl/maps/AQ9aPHf16F32  
Public Transit Directions: https://goo.gl/maps/7i8eHzpuHuK2  
 
322 North Shore Drive 
Building 1B, Suite 200 
Pittsburgh, PA 15212 
(North Shore, Pittsburgh) 
Driving Directions: https://goo.gl/maps/N4LJX7dPQNG2 
Public Transit Directions: https://goo.gl/maps/vduKuChW23D2 

 

8350 Frankstown Avenue 
Pittsburgh, PA 15221 
(Homewood/East Hills, Pittsburgh) 
Driving Directions: https://goo.gl/maps/cFqAn2bM9yP2 
Public Transit Directions: https://goo.gl/maps/WqAF1FKPjXt 

 

8158 Perry Hwy 
Pittsburgh, PA 15237 
(McCandless Township) 
Driving Directions: https://goo.gl/maps/GQv2G36Xb1R2 
Public Transit Directions: https://goo.gl/maps/kgBT6Kzbgfv 

 
 

Please contact Madeleine Cossell or Nuvia Nishad if you have questions. 
 

Madeleine Cossell 
Background Clearance Coordinator 
Email: mcossell@andrew.cmu.edu 
Phone: 412-268-3210 

 
 
 
 

Whitfield Hall 
143 North Craig Street 
Pittsburgh, PA 15213 

Nuvia Nishad 
Recruiting & Staffing Specialist 
Email: nnishad@andrew.cmu.edu 
Phone: 412-268-7374 

mailto:act153@andrew.cmu.edu
https://goo.gl/maps/AQ9aPHf16F32
https://goo.gl/maps/7i8eHzpuHuK2
https://goo.gl/maps/N4LJX7dPQNG2
https://goo.gl/maps/vduKuChW23D2
https://goo.gl/maps/cFqAn2bM9yP2
https://goo.gl/maps/WqAF1FKPjXt
https://goo.gl/maps/GQv2G36Xb1R2
https://goo.gl/maps/kgBT6Kzbgfv
mailto:mcossell@andrew.cmu.edu
mailto:nnishad@andrew.cmu.edu

	IdentoGo Fingerprint Submission Locations
	Please contact Madeleine Cossell or Nuvia Nishad if you have questions.
	Nuvia Nishad

