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Setting Up My Provider Account
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Setting Up My Provider Account With Fieldprint
General Information

Fieldprint Account Setup Wizard

-----

Select: VA DBHDS
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Setting Up My Provider Account With Fieldprint
General Information

| | |Select..... 1¥] | |

Phone @ * Fax Number @

Annual Fingerprint Volume @ *

Virginia Agency @*

| once an agency is selected additional text boxes
I~ : -

will request the specific agency FPcode.

Please list the Fieldprint Code(s) that were provided to you by the authorizing agency.

If you do not have this information, please contact your authorizing agency to obfain.

If you have further Fieldprint Codes that require setup, please contact Account Management
at customerservice@myfieldprint.com.

IFieIdpn'nt Code1*
IFieIdprirrt Code 2

Ml rimd Tl <<<< >>>>

These Fieldprint Codes are only to be used when setting up your provider (business) acount
with Fieldprint. Please contact DBHDS’ Background Investigations Unit for this information.



Setting Up My Provider Account With Fieldprint
Payment Preference

Fieldprint Account Setup Wizard
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Setting Up My Provider Account With Fieldprint
Service Agreement

Fieldprint Account Setup Wizard



Setting Up My Provider Account With Fieldprint
Sample Service Agreement and E-mail

PLEASE REFER TO YOUR TWO HANDOUTS
—Sample Service Agreement
—Sample E-mail Confirmation



Setting Up My Provider Account With Fieldprint
Service Agreement
Sfieldprint

[P

FINGERFRINT SERYICES AGRTEMENT
{Virginia Stre Poelics)

Fieldprint provides Mgerprinting servicas for submission through Virghla State Police
far various programs, To ufilize these seivicas, plaase follow the instructions below,

Complets application infannation below:
Plegse seleat he one that applizs andg provide conespending Aumbers:

a. Ew\ Behavicial Heally

Ploage provide the Fleldprint Codels) ghvan to you by your regulatory agency.
[Figdclprint Coda #1 (requisd}. _FARBHDSAPAN

Flede prisit Code #2 (optianzl: _FPRBHDZARPL

Field prirz Coce #3 joptiohal):

Flefd prirt Coce #4 (ogtianal):

b. D WA Dapt of Sacial Serviezs

Plaasa pravide the Fleldprint Codels] given t yau by your ragulatary agancy.
Fialdprint Code #1 {raquired):
Fiesldparint C-ode: #2 {opicmal):
Fiaidprint Code #3 {aplicral}:
Feldpiinl Cads #4 {opdionsl}: _

o D WA Crimina; Justios Serioes

Plessa provida the Flekdprint Codalel given B8 e by yaur requlatory agency.
Fimizprint Coede 3 {required}:
Figt dprinl <ode #2 {aplional):
Fiekdprint Cocad 3 (optional):
Fickdprint Ceeanga capeloaal):

d. WA Maticnal Ghild WSF ACcOLUt Mumbsr:
ottt Aot oRl:

Pleasa provide the name and sontast information for the individual wha will be the
primary cohtact an your atcount:

Full Narme: Title: GUALITY ASEURANCE h'l.hNa

Rtz LU5hEs, WA P p inl fievices dgresamor




Setting Up My Provider Account With Fieldprint
E-mail Confirmation

Setup Account Confirmation

Your information has been received. Once your account is set up in our
system you will be sent an email with your Fieldprint Code and

your reports.myFieldprint.com access information, which will allow you to
check your applicant’s status in the process. Please allow 1-2 business
days for the processing of your account. Accounts will be created in the
order that they are received.

Fieldprint Code — Your applicants will need this code when scheduling a
fingerprinting appointment at https://fieldprintvirginia.com. Please note
that if you selected the Provider Pays option, you will be charged each
time this code is used. You should take precautions to ensure this code is
only provided to those applicants you wish to have fingerprinted.

reports.myFieldprint.com — This is a secure Web site that will allow you to
view scheduled fingerprint appointments and track when fingerprints are
submitted. Please note that no fingerprint results are available on

the reports.myFieldprint.com web site.



http://reports.myfieldprint.com/
https://fieldprintvirginia.com/
http://reports.myfieldprint.com/
http://reports.myfieldprint.com/

Setting up the Appointment

e @| ® https://fieldprintvirginia.com/

o~ ﬂO”éSignin

@& Fieldprint Fingerprinting, Se... | | {iﬁ 3\? {g}

% EEHConvert ~ [FSelect

\\\>fie1d pri nt lr;;dy have an appointment?

Ofieldprint
The Largest Livescan
Network in Virginia

Fieldprint’s fingerprinting process is quick, easy and convenient!

o Schedule Your Visit

Sign in to our secure system to
schedule your fingerprinting
appointment at a convenient site
near you.

o Get Results Fast!

We submit your fingerprints to
the state electronically, so your
results are returned quickly.

o Attend Appointment
Visit our professional collection
location and have your
fingerprints scanned
electronically.

Applicants - Get started today! It's easy to schedule an appointment

® Copyright 2008-2017. Fieldprint, Inc

<<<<

Home | Glossary |

Fieldprint® Fingerprinting

Serving Virginia

Simple. Safe. Secure.

+ Quick, easy scheduling
+ Convenient locations

+/ Fast, professional fingerprint collections

Schedule an Appointment

» How It Works

» Qur Locations
» FAQs

» About Fieldprint

of Fin: rinting | Site Map | Legal / Privacy | Contact Us

22>

You will not be able to schedule an appointment, until you receive your unique provider
Fieldprint code from Fieldprint.

11



Things to know before
Setting up your Appointment

* You will be asked for the following:

— name
— phone number and email

— current address

— social security number

— citizenship

— place of birth

— Fieldprint code (code supplied by Fieldprint)
— Organization/Provider code (3 or 4 digit)

— Contact ID (If applicable)

Have this information handy before you begin your registration.



Go to https://fieldprintvirginia.com/

and click “Schedule an Appointment”

e‘(\%}”@ https://fieldprintvirginia.com/ L-ad || é Signin

@& Fieldprint Fingerprinting, Se... | |

b4 @Culwerl - Seled

\\\bfiEId pri nt lr;;dy have an appointment?

Ofieldprint
The Largest Livescan
Network in Virginia

ot
et

Fieldprint’s fingerprinting process is quick, easy and convenient!

Fieldprint® Fingerprinting

Serving Virginia

Simple. Safe. Secure.
+ Quick, easy scheduling
+ Convenient locations

+/ Fast, professional fingerprint collections

Schedule an Appo ent

» How It Works

» Qur Locations

» FAQs
o Schedule Your Visit o Attend Appointment o Get Results Fast!
Sign in to our secure system to Visit our professional collection We submit your fingerprints to » About Fieldprint
schedule your fingerprinting location and have your the state electronically, so your
appointment at a convenient site fingerprints scanned results are returned quickly.
near you. electronically.
Applicants - Get started today! It's easy to schedule an appointment
©® Copyright 2008-2017. Fieldprint, Inc Home | Glossary | History of Fingerprinting | Site Map | Legal { Privacy | ContactUs
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https://fieldprintvirginia.com/
https://fieldprintvirginia.com/

Create an Account

=
el@|® https://acceptance fieldprint.com/User/SignIn?ReturnUrl=%a2f Do-ac ” & Signin % | ‘ ﬂﬁ i-\,h? {3}

% EfjConvert ~ [iSelect

Sfieldprint

Need More Help?
tcml 877-614-4364 or @) Email Us

This is a restricted computer system. It is for authorized use only. Use of this system constitutes consent to security monitoring and auditing. Unauthorized or
improper use of the system is prohibited and may be subject to criminal and/or civil penalties.

Please note: Due to Hurricane Maria, many Fieldprint sites in Puerto Rico are closed until further notice.

New Users | Sign Up Existing Users | Sign In

If Iready h it, ple log in below
If you are a new user, please register with Fieldprint® in order to you already have an account, please fog in below to
schedule your fingerprinting appointment. Begin the regisiration process + Check your appointment status
by entering your e-mail address below. * Re-schedule your appointment

Email address: + View and print your receipt

{l ; Email address:

| |

Password:

Forget Password?

Enter your
email address

h e re @ Copyright 2009-2017. Fieldprint, Inc. Terms & Conditions Fieldprint Privacy Policy ~ FBI Privacy Act Statement Don't see any buttons?

14



Create a password and security
guestion

mg

‘, & https://acceptance fieldprint.com/User/SignUp L-ac ” & sign Up | ‘ o H} {:}

% @HConvert = [ Select
Sfieldprint

Need More Help?
t Call 877-614-4384 or @) Email Us

Sig n U P We value your personsl information snd keeping it secure st ALL times “our information is saved as you complets each step. You oan log in
0 Privacy Sistement and continue at any fime.

To register with Fieldprint®, please enter the password you would like to use below, along with a security question and answer.
All of the following fields are required

Password Rules

Must be 3 to 16 characters long

Must contain at least one capital letfer, one lowercase letter, one number and one special character (\@#$%*?, N\_+~={[:)
May not be the same as your current password

May not contain the phrase ‘password” or match any on Fieldprint's ‘banned’ password list

May not be the same as a password you have used in the last 14 days

May not be the same as any of your last 12 passwords used

May not contain your username

Is case sensiive

Password you would like to use

Re-type Password
@
Security Question
| |®
Answer to your Security Question
| | ®

Contact Email Address

| | ®

© Copyright 2009-2017. Fieldprint, Inc. Terms & Conditions Fieldprint Privacy Policy FBI Privacy Act Statement Don't see any buttons?

15



Enter your Fieldprint Code

e | @ https://acceptance fieldprint.com/Scheduling/ScheduleNewAppointment L-ac ” & Reason | ‘

i
= [

i Convert + [ Select

\\\) f i e ld pri nt Welcome, littledeves@yahoo.com! joul English Espafiol Frangais -

Need More Help?
t Call 877-614-4364 or @} Email Us

Reason We value your personal informafion and keeping it secure st ALL fimes. Your information is seved as you complete each Step. You can log in
vacy Statement and continue at any time

If your organization has an account setup with Fieldprint, they were provided with a Fieldprint Code specific o their account. Please enter the Fieldprint Code to
continue.

Fieldprint Code
| @

Please note: Your organization must set-up an account before you can be fingerprinted through this system. If they have not done so, or have not provided you
with a code, please contact your organization. Please do not enter your ORI or ARS number, as you will not be able to proceed. (ARS example: ARS §1-001)

@ Copyright 2009-2017. Fieldprint. Inc. Terms & Conditions Fieldprint Privacy Policy FBI Privacy Act Statement Don't see any buttons?

Your Fieldprint Code is specific to your licensed private provider’s programs. It identifies which
type of program you are working with; so, therefore,

* If you, the provider are paying and/or your individuals are paying and you are licensed as a
sponsored residential program; the Fieldprint Code will be the Fieldprint Code that will be in
your e-mail from Fieldprint..

* If you, the provider are paying and/or your individuals are paying and you are licensed as any
other program (i.e., day support, intensive in-home, mh skill building, etc.); the Fieldprint

Code will be the Fieldprint Code that will be in your e-mail from Fieldprint.

f you are not sure, please call BIU at 804-786-6384.

16



Personal Information

=
el@|® hitps://acceptance fieldprint.com/Scheduling/Personalinformation P-ac ” @ Persanal Infarmation X | ‘ ﬁﬁ TJL? {ﬁ}

X @Comen A Select

|\\>field print Welcome, deborah.eves@dss.virginia.gov!  Logout English Espafiol Frangais -

o 2 3 Need More Help?
[cm 877-614-4364 or @) Email Us

Data Time and Location Confirmation
Collection
Perso nal 4 We value your personal information and keeping it secure at ALL fimes. *four information is saved as you complete each step. You can log in
|| Privacy Stetement and confinue at any time.

Information

Please enter your personal information below @
NOTE: The information entered on this screen must belong to the person being fingerprinted. The name provided for the appointment must match both forms of

identification and the date of birth must be on the primary form of ID, and must match exactly. Your appointment will not be completed if you cannot provide two
forms of matching IDs.

Acceptable Forms of ID
First Name: Middle Name: Last Name: Suffix:

| Pl || | [sekt....

Please enter any other names or aliases you have used. If you have used more than one alias, please click the “Add another name™ button below to enter other
aliases @

Enter your
full name | | | |

First Name: Middle Name: Last Name: Suffix
Selact.....

here 0
Social Security Number: You can add Enter V0ur ”aliaS”

10 o
additional or any other name
names here you use or have

used here
17



Add your Demographic information

=RCE X

e : |® https://acceptance.fieldprint.com/Scheduling/Demographics L-ac || @ Demographics | | }U"b f,ﬁ? ‘:::’

@Corwerl - GHSelect

\\\>f|Eld prl nt \Welcome, deborah.eves@dss.virginia.gov!  Logout English Espaiiol Frangais - (N
o 2 &l Need More Help?
Data Time and Location Confirmation tCaII SRR Q Emaius
Collection
Dem ogra phics . ':i::u;‘;z:;::s:ral nformation and keeping it secure st ALL times, El :::rslg:?;r::t;c:rslsystszzc. as you complete each step. You can log in
Please complete the following questions. This information is used to positively identify you when performing a fingerprint-based background check.
MOTE: Fieldprint is required to provide demographic values established by the FBI and/or state and federal agencies.
Citizenship:
[United States of America (USA) [~ ®
Place of Birth:
[select..... ~®
City of Birth:
| | ® o L] L]
oo o Fill this out completely. This
information is required by the
[select... [v]n [select. ~in. @
our weighs Virginia State Police and FBI.
L 1@
Eye Color: * Asian/Pacific Islander
[select...... ~® . .
* Caucasian/Spanish Descent

Hair Color: . .
[Select.... cR6) * African/African Descent
Race: * American Indian/Eskimo
[Soket... MO * Indeterminable Race
=

Last Login:11/28/17 7:55@ Copyright 2009-2017. Fieldprint, Inc. Terms & Conditions Eieldprint Privacy Policy EBl Privacy Act Statement Don't see any buitons? V]

18



Additional Information

Wa DBH = supplemental scheduling screenshots
After demographics....

Client specific registration pages....

®‘Field Drint Wekcoime:, ssonge@iieidprinl.comi Lonout English  Espafcl  Frangois
e z 3 4 Head More Help?

t Call E77-614-4364 or @i} Email Us

[EESE Sarnnnraion Tima and Locsicm ey o
CHlacE

Add itlnnal 9 W voldod o personol Fviorrroiios ond e i soone of AL i i BperanBon oo Sorend @5 w0 Doenpkeke oo S, W o o kg
- ] rran Tremcy DinsTeeT and conbruss X BNE 3T
Information

Oirganizalion Mumber: *

Conbsct U™
Save and Continue [l Back |
axt Logn 229 28 & Copynght 2IHEL-01S. Feddpnnt, Inc Tems B Condf@ons Fiekdprint Prisacy Folicy FEI Privacy &t Blaboment

The organization number/contact ID is assigned to each licensed private
provider. All providers should already know their specific number. If you
do not have this number please contact your employer.

19



Additional Information

If applicant enters organization 1D that is not found....

@fietd pr’int Welcome, ssorpeffieldprintcom!  Logoe Frgich Fupoil Frss
o 2 3 4 Need More Help?

Data Authonzatian mz and Locatian Confnraton E e ur. Email L
Colkecison

5 rewd 56 pou coimplele ssch sleo. Tou canlog n

Additlu nal § e veloe pour persorsl mioemabon end oeespg o wecure Bl AL Touwr wiormston
Jrdl DO L B 3N TTE

-I s Privasy Sinlgdvaa
Information

The Cirganiratinn Number i Cantact 1D was nat found. Please enter spain or cantact the arganizaman that anectad you ta this sits i comfmm yoar
appropnate Organizaman Mumber | Coedact 1D

Oagainization Mumber: *

| | @

Contact ih: =

I | @

If applicant enters a valid organization, they will proceed to the disclosure statement page

The organization number/contact ID is assigned to each licensed private
provider. All providers should already know their specific number. If you
do not have this number please contact your employer.

20



Confirm the Organization

&field pri nt Ve pem tomas 1 23456 T mail.coam
a 2 3 K s Need More Help?
oll::u Aumhortzation Tima and Location Payment Confirmation t Cali 8776144384 or . Email Vs
Collection
Addit'onal 2 ::uvnson-.unvu-u IO TRaton ane Reeping & seccre 8t ALL :;I;T;ﬂ:;:"z{nm-“‘w‘mn Voo cen bog
Information
Ovgenization Number: *
i |1 ®
Contact ID: *
s s | ®

Last

After you enter the organization number/contact ID and go to the next
page, you will need to make sure the name and address are correct. Your

eligibility letter will be sent to this provider so make sure it is the right
place.

If it is not correct, check to make sure you entered the organization/

provider number correctly. If it is still not correct, contact your employer

to get the correct number.
21



Rev, 03/19 Attachment 3
Disclosure Statement
for

Licensed Private Provider Employees

A ariminal history background investigation is required by law (§ 37.2-416 (B.(I}), Code of Virginia) on each
individual who was not an employee or service provider at the facilily prior to July 1, 1899, (Please type or
print clearly.)

Licensed Provider Business Name Licensed Provider Nummber (3 or 4 digit)
Applicant’s Name {Last, First, Middle} Social Security Number [ ] No'SSN #
Mailing Address {Street, City, State, Zip} Phone Number {Area Code + Number)

in Virginia or any other jocation:
Have you ever been or are the subject of a founded complaint of chiid abuse or negiect?
[0 No {3 Yes: ifyes, please fist all cases and expiain.

Have you ever been convicted® of or are you the subiect of pending charges for any offense, including moving
traffic viclations, but excluding offenses committed hefore your eighteenth birthday which were finally
adjudicated in a juvenile court or under a youth offender faw?

™ Ne {71 Yes: Ifyes, piease list all cases and explain.

Convictions include ail adulf convictions as well as Virginia juvenile adjudication’s for the following, Capital Murder, First and
Second Degree Murder, Lynching, or Aggravated Malicious Weunding, if you were age fourteen (14) to eighteen (18) when
charged.

*H convicted of misdermeanor assault & battery, were any of these convictions committed while empioyed in a
direct consumer care position?
{1 No [ Yes

1 herehy ceriify that all entries on this disclosure statement are true and complete. | agree and understand that!
(1} any falsHication of the information provided, regardless of the time of discovery, may resuit in termination of
my services as an employee; and {2) the information on this disclosure statement is subject to verification.

Signature of Applicant Bate

Reminder — Provider st retain a copy in criminal background request file.
DBH 880E 1127 RO3/19

Attachment 3 — Not to be
completed by Sponsors



Rev.03/19
Attachment 5
Sponsored Residential and/or Shared Living individuals

Disclosure Statement

A criminal history background investigation is required by law {§ 37.2-418 (B (il}, (i), (v} (v} Code of Virginia)
on any sponscred residential applicant (SRA), any adult kving in the home of a SRA, any person employed by
a SRA to provide services in the home, andfor any person who eniers into a shared living arrangement with a
person receiving medical assistant services. {Please type or print clearly.)

Licensed Provider Business Name - Licensed Provider Number {3 or 4 digit)
Name {Last, First, Middle) Social Security Number [ Mo 83N #
Mailing Address (Street, City, State, Zip) Phone Number {Area Code + Number)

In Virginia or any other location:
Have you gver been or are the subject of a founded coraplaint of child abuse or neglect?
D No fj Yes: If yes, please list ail cases and explain.

Have you ever been convicted” of or are you the subject of pending charges for any offense, including moving
traffic violations, but exciuding offenses committed before your eighteenth birthday which were finally
adjudicated in a juvenile court or under a youth offender law?

[1 No [] Yes: if yes, please fist all cases and explain,

Caonvictions include gll aduit convictions ag well as Virginka juvenile adjudication’s for the following, Capital Murder, First and
Second Degree Murder, Lynching, ar Aggravated Maliclous Wounding, if you were age fourteen (14) to elghteen (18) when
charged.

*If convicted of misdemeanor assauit & battery, were any of these convictions committed while employed in a
direct consumer care position?
[} No [ Yes

I hereby certify that alf entries on this disclosure statement are true and compiete, | agree and understand that:

{1) any faisification of the information provided, regardless of the time of discovery, may result in termination of
my services as a $RA, andfor to provide services for a SRA; and {2) the information on this disclosure statement
is subject to verification.

Signature of Individual Bate

Originat - DBHDS' BIY Copy ~ Licensed Provider

Attachment 5 - To be
completed by Sponsors




Find a location for fingerprinting

e ; ‘|@) https://acceptance fieldprint.com/Scheduling/Schedule o-ac ” & Schedule Your Visit | ‘ i~ o oy

x EfConvert ~ [ Select

®f|eld prlnt Welcome, deborah.eves@dss.virginiagovl  Logout English Espafiol Frangais -

1 o 3 Need More Help?

Data Time and Location Confirmation t T . ERIAITDS

Collection

Schedule Your Visit Lo e

y sonal information and keeping it secure st ALL fimes. Your informstion is saved a5 you complete each siep. You can login
L) atement

and continue at sny fime

Find a Location Use your home sddress
Please enter your home, work, or other convenient address below and click the Find bution @

[123 Main Street , Glen Allen, VA 23060 |
3

Alternate scheduling flow

Last Login:11/28/17 7:55& Caopyright 2009-2017. Fieldprint, Inc. Terms & Conditions  Fieldprint Privacy Policy ~ FBI Privacy Act Statement Don't see any buttons?

Your home address will be in the box. You can change that address to a different
address if you want to change it. Once you enter an address, click the “Find”
button.

24



Locations

e@/‘q& https://acceptance fieldprint.com/Scheduling/Schedule_Search P-ac ” ® Schedule Your Visit | ‘ AR
x EfConvert v fFSelect

Ofieldprint P—— ~

1 o 3 Need More Help?
tCaII 877-614-4364 or @) Email Us

Data Time and Location Confirmation
GCollection
Sched u |e YO ur V|5|t §%  WWe value your personsl information and keeping it secure at ALL times. “four information is saved s you complete each step. You can log in
0 FErivacy Ststement and confinue at any ime.
Find a Location s vourhome s oo smeme D D 2
Please enter your home, work, or other convenient address below and click the Find button @ [:)
%)
[23 Main Street, Glen Allen, VA 23060 | el o .
entraf
3
Gley n,
Locations 1]
/ + .
Once an appointment is made, you may not make a change or cancel less than 24 hours before the Richmond i T h e re | S a m a
appointment time without incurring a charge. —_
The following locations host Fieldprint Stations. Please click the Schedule Appointment button refated o | Gooc!~ .. _
the desired Jocation to begin scheduling your appointment or click Find to search for locations near a S0 pd1al BT Gole iNerms nfillse to S OW yo u
different address.
T h e I O Ca t i O n S Location Name Distance Hours of Operation Notes W h e re t h e
H® 1. Fieldprint Site - The UPS Store 3.7 mi M TU W TH F 09:00 AM - 06:00 PM Livescan, Phato, 19
#1156

SA 09:20 AM - 04:40 PM No Additional Fees I 1
n e a r yo u Wi I I be z}zﬁ?‘g‘i%}éﬁ;‘lnl Road Expedited Processing Ocatlo n S a re .

Richmond, VA 23228

. .
d IS p I aye d . T h IS H® 2. Fieldprint Site - PostNet 6.7 mi MTUWTHFD9:00 AM-05:00 PM  Livescan, Photo, 19

11357 Nuckols Road SA 10:00 AM - 02:00 PM No Additional Fees

. . . é\gg E:‘ceknu r\,":gos%;ggg Center Expedited Processing
information will

H® 3. Fieldprint Site - The UPS Store 7.8mi M TU W TH F 09:00 AM - 06:00 PM  Livescan, Photo, 19
#3006 SA 09:30 AM - 04:30 PM No Additional Fees

InCIUde the hOUfS gﬁiﬂ;ﬁm%‘ﬁggsmg Expedited Processing
the Fieldprint |
location is open.

Alternate scheduling flow b

25



Schedule your appointment

Locations

Once an appointment is made, you may not make a change or cancel less than 24 hours before the
appointment time without incurring a charge.

Ashland

2.9

. f a3

(e {=0)

Centrg

Richmond i +

The following locations host Fieldprint Stations. Please click the Schedule Appointment button related to Go ol

the desired Jocation to begin scheduling your appointment or click Find to search for locations near a

-1 Map dats ©2017 Google _Terms of Use

different address.

Location Name Distance Hours of Operation

H® 1. Fieldprint Site - The UPS Store 3.7 mi
#1156 09:20 AM - 04:40 PM

7330 Staples Mill Road "
erizon Cenfer Schedule Appointment

Richmond, VA 23223

Available Dates and Times

Enter a date (mm/ddiyyyy) or select an available date from the calendar:

." ‘.. = November 2017 E)euemtler 2017 j
5

Get Available Times

SuMo Tu We Th Fr Sa SuMo Tu We Th Fr Sa
12 3 4 12
56 7 8 8 10M a5 el7 s e

1213 14 15 16 17 18
1920 21 22 23 24 25
26 27 B [ 2¢][ 20

10| 11| 12|13 (| 14 || 15| 18
17|18 18| 20|21 || 22| 23
24|25 28||27| 28| 28| 30
|

Once you’ve chosen your location, click the “Schedule Appointment

TUW TH F 09:00 AM - 06:00 PM

Notes

SA Livescan,

Photo, 19

No Additional
Fees
Expedited
Processing

”

button for that location. You will see calendars. Select the date you
want your appointment by clicking on the date in the calendar.
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Schedule your appointment

e 2 | & https://acceptance fieldprint.com/Scheduling/Schedule Search L-ac ” & Schedule Your Visit | ‘
& Convert ~ [ Select
T
. Richmond .+ ~
Once an appointment is made, you may not make a change or cancel less than 24 hours before the i
appointment time without incurring a charge. -

The following locations host Fieldprint Stations. Please click the Schedule Appointment button related e | Gooc!» _
; - : . Mgt - = Map dsts €2017 Google Terms of Use

the desired Jocation to begin scheduling your appointment or click Find to search for locations near a

different address.

Location Name Distance Hours of Operation Notes
H® 1. Fieldprint Site - The UPS Store 3.7 mi M TU'W TH F 09:00 AM - DE:00 PM SA Livescan,
#1156 09:20 AM - 04:40 PM Bl 9

Staples Mill Road - No Additional
izon Center Schedule Appointment i

Richmond, VA 23223

Available Dates and Times

Enter a date (mm/ddiyyyy) or select an available date from the calendar:

El < Movember 2017 December 2017 >
SuMo Tu We Th Fr Sa SuMo Tu We Th Fr Sa

12 3 4 12

J|la|s|e|7]z]|e

. . 56 7 8 9 1011
1213 14 15 16 17 18

1920 21 22 23 2425
Select an available time on: 26 27 m 28| 30
NOVEMBER 28, 2017

Afternoon:

2PM-5

PM

After 5 PM

After you’'ve selected your date, click the “Get Available Times” button. Select the
time you want by clicking on it. After you click on a time, click the “Schedule”

button.
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Schedule your appointment

Available Dates and Times

Enter a date (mm/ddiyyyy) or select an available date from the calendar:

."r' 2017 < November 2017 December 2017 =

SuMo Tu We Th Fr Sa SuMo Tu We Th Fr Sa
12 3 4 1 2

- 56 7 & 9 1011 a[ase=z] e
Set Avaiiatie Times 12 13 14 15 16 17 15 an (3 [ [ e

Select an available time on: . TETEE -
NOVEMBER 28, 2017 You are about to schedule an appointment for 11/28/2017 at 5:10 PM

Afternoon:
12PM -5 PM

Location Name: Fieldprint Site - The UPS Store #1156

Once an appointment is made, you may not make a change or cancel less than 24
hours before the appointment time without incurring a charge

Evening: 510 - -EH-Ef Conlinu_e l_o—s‘:“ed.l_e this aopa_nn"r?n'. a
After 5 PM Click Cancel to select another appointment time:

[conrie J Coree

Ch

EH® 2 Fieldprint Site - PostNet 6.7 mi M TUW TH F 09:00 AM - 05:00 PM SA Livescan,

A pop-up box will appear to notify you know that once you schedule your
appointment you cannot change or cancel less than 24 hours before the time you
chose without being charged.

So, be sure this is when you can make it to your appointment! If you need to
change the date or time, click on “Cancel”.

If you are good, click on “Continue”.
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Confirmation!

)| & https://acceptance fieldprint.com/Scheduling/Receipt L-ac ” & Confirmation | ‘
x EEConvert ~ [Select

~
C o nfl rm atio n s :i-::m;;x—:.:{smm information and keeping it secure st ALL fimes. :::rg:-n‘::t:n;::;: &s you complete each step. You can log in
Appointment # 2836087 for Test Test is scheduled for: E Print Receipt
November 28, 2017 at 5:10 PM Get Printabe Ditections
‘You must print this appeintment confirmation and bring it with you to your appointment. 1
prnns e gy o your app Print and get

Your appoiniment infermation will also be emailed to you for additional reference. If an email is not received

within one hour, please contact Fieldprint® at 877-614-4364. d irections h ere

Store Front
Your Appointment Location
Fieldprint Site - The UPS Store #1156
7330 Staples Mill Road Verizon Center
Richmond, VA 23228

Please note: Once an appointment is made, you may not make a change or cancel less than 24
hours before the appointment time without incurring a charge.

Please call us at 800-799-1067 1o rate your experience. We would appreciate feedback on your
appoiniment and our site.

If you decide 1o reschedule your appointment in the future, please return to
acceptance.fieldprint.com, sign in as an existing user, and click on the red Reschedule link 1o
make a hew appointment. .

What identification to bring?
You must print this appeintment confirmation and bring it with you to your appointment.

All documents must be unexpired

If you do not bring two valid, unexpired, accepiable forms of ID, your appoiniment cannot be
completed. The name provided for the appointment must match both forms of identification and the
date of birth must be on the primary form of 1D, and must match exactly

You must bring a copy of this page to your appointment. Click “Print Receipt” to

print. If you need directions, click “Get Printable Directions”.
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You must bring 2 forms of ID with you
to your fingerprinting appointment

B RS T, B T e

IDENTIFICATION REQUIRED FOR FINGERPRINTING
Secondary ID

Dumbarton

7t B Map data @017 Google

U.S. Passport/l.S. Passp
= Military Identification Card

Rescheduling Your Appointment

If you need fo reschedule your
appointment, please click on the link
below or call 877-614-4364 Please do not
contact the collection site directly for all
scheduling is handled by Fieldprint.
Please note that once an appointment is
made, you may not make a change or
cancel less than 24 hours before the
appointment time without incurring a
charge.

ration/Title
nment Issued Certificate of

School ID wf Photograph
Voter Registration Card
Draft Record
merican Tribal Document

Reschedule Appointment

f Naturalization
INS I-651 Permanent Resident Card

Last Login:11/28/17 7:55@ Copyright 2009-2017. Fieldprint, Inc. Terms & Conditions  Fieldprint Privacy Policy v Act Statement Don't see any butions?

Your confirmation page has a list of acceptable identification that you will
need to bring with you to your fingerprinting appointment.



How Can | Track Whether My Employee has
Completed the Fingerprinting Process?

* Sign into your my fieldprint at
https://reports.myfieldprint.com/

* This is what the sign in screen will look like if
they have completed the process.

SET'UP [ HELP & IRAINING | CONIACI US | SURVEY |

»fieldprint . :

myFingerprints myTools LOG OUT
Welcome Malinda Roberts Sunday, March 31, 2019 2:22:53 PM

Search alale -l X
Search by: Subject Date Printed SSN Program Status TCN Order #
® Name ACQUAH, 01/03/2019 FPCommunityResidences Completed 8871900657 6520675
Adebanji, 031612019 FPCommunityResidences Completed 8671919862 6804610
VSN Agyeman 02/052019 FPCommunityResidences Completed 8871909236 6639727
O TcN Ammanh, 0210212019 FPCommunityResidences Completed 8871908690 6608009
— AMOAKO 01/08/2019 FPCommunityResidences Completed 8671901819 6537167

Bartley, C 011872019 FPFiduraAssociatesinc Completed 8871904372 6576379
Bennett, 01162019 FPCommunityResidences Completed 8671904105 6559578
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https://reports.myfieldprint.com/
https://reports.myfieldprint.com/
https://reports.myfieldprint.com/

How Can | Track Whether My Employee has

myFingerprints myTools

Welcome Malinda Roberts

Custom Reports

Report Name
Order Search
Order Search With Custom Fields
VA DBHDS Data Feed
Monthly Payment Detall

Report Configurator (Editable Orders)

* Report Configurator

Description
Order Search
Order Search With Custom Fields
VA DBHDS Data Feed
List of orders in the selected month's Accounts Payable.

Run Report
Run Report
Run Report
Run Report

LOG oUT
Sunday, March 31, 2019 2:34:47 PM

ENE

To create your own custom report, click below to access the Management Report Configuration tool. This tool will allow you to configure a custom report and save it to your mySaved Reports list for convenient

access.

+ myManagement Reports

Report Name Description
Order Search With Custom Fields QOrder Search With Custom Fields Run Report
VA DBHDS Data Feed VA DBHDS Data Feed Run Report
Monthly Payment Detail List of orders in the selected month's Accounts Payable. Run Report
Client Credit Card Payment Client Credit Card Payment Run Report




How Can | Track Whether My Employee has
Completed the Fingerprinting Process?

 Below is a sample of the above referenced report -

Client Credit Card Payment

Subject First Name | Subject Last Name Payment Date Payment Description Amount Charged | Authorization Code
Mickey Mouse 2/6/2019 1:13:08 PM|Fieldprint Scheduling Fee 58.7200 025813
Donald Duck 2/6/2019 1:45:42 PM|Fieldprint Scheduling Fee 58.7200 047627
Betty Boo 2/11/2019 11:03:26 AM|Fieldprint Rescheduling Fee 8.7200 012019
Daffy Duck 2/13/2019 12:51:56 PM |Fieldprint Scheduling Fee 58.7200 099086
Road Runner 2/14/2019 11:01:31 AM|Fieldprint Scheduling Fee 58.7200 044453




Contact information

If you have questions about scheduling an appointment,
call Fieldprint at 877-614-4364

If you have any administrator access or account problems,
e-mail customerservice@myfieldprint.com

If you have questions about fingerprint based background
checks, please contact your BlU at 804-786-6384.



