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The following user guide covers the candidate experience for FBI Fingerprinting in Applicant Center and the 

Fingerprinting Portal. 

Step 1: Completing Your Applicant Center Form 

As a part of your background check, you will have received an email from noreply@hireright.com inviting you to 

submit your required information in our Applicant Center. Below is an example of the email: 

 

Please click on the “Login” button to access our Applicant Center. After clicking on “Login,” you will be taken to 

Applicant Center where you will be asked to create a new password. Follow the password creation instructions to 

create your new password if this is your first time logging in 

Once you are logged in to Applicant Center, you will be asked to submit the information required to complete your 

background checks. This includes submitting personal information as well as information specific to your required 
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screenings. You will also be asked to review and sign screening specific consents, authorizations and disclosures. 

Please complete all the required forms and review your information. 

After completing all the required forms and consents you will be presented with a thank you page that contains your 

Request ID. This page also contains the information required to complete your fingerprint capture.  

 

For more information on navigating Applicant Center, please refer to the article found here: 

https://support.hireright.com/en-US/articles/assistance-in-navigating-applicant-center  

 

Step 2: Scheduling Your Fingerprinting Appointment 

If your employer has elected for a Live Scan fingerprint capture, you will see a section on this page titled “Schedule 

Your Fingerprinting Appointment.” Click on the “Schedule My Fingerprinting Appointment” button to be taken to the 

fingerprinting portal where you will enter the information required for fingerprint capture, as well as schedule your 

fingerprinting appointment.  

 

https://www.hireright.com/legal/license-information/
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Clicking on this button will take you to the fingerprinting portal where you will be prompted to select a location near 

you to complete your fingerprint capture. 

In addition to the page in Applicant Center, you will receive an email with a link to schedule your fingerprinting 

appointment. You can also use that email link to access the fingerprinting scheduler.  

 

Enter your zip code to view a list of locations within your area and select the location that is most convenient to you. 

Fingerprinting appointments will be on a walk-in basis, and there will not be a specific time for your fingerprinting 

appointment. After selecting a location, click on “Next.” If you cannot find a location within a convenient distance from 

you, go to the “Requesting a Hard Card Capture” section at the bottom of this guide.  
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You will be presented with the Privacy Act Statement page containing the FBI Applicant Right and FBI Privacy 

Statement. Please review the requisite disclosures and click on “Next.” 

  

You will then need to enter required information on the “Profile Info” section. Please enter your personal details in this 

section, then click on “Next.” 
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In the “Address Details” page, please enter your home address information. Complete this section and click on “Next.” 

 

After entering your address details, click on “Next” to review the Criminal Background Check Disclaimer. After 

reviewing the disclaimer, check the box at the bottom of the page and click on “Next” to consent to the FBI check and 

submit your information. 

  

Upon completion of the scheduler workflow, you will receive an email with a QR code confirming your enrollment, as 

well as instructions on what forms of identification you will need at your fingerprinting appointment. Please bring a 

copy of the QR code along with the required identification to your fingerprinting appointment.  

https://www.hireright.com/legal/license-information/
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After completing your fingerprint capture, your fingerprints will automatically be channeled to the FBI for processing, 

and your employer will receive a copy of your FBI results.  

 

Step 3: Requesting a Hard Card Fingerprint Capture 

If you did not find any locations within a convenient distance in the fingerprinting scheduler, you can return to Applicant 

Center via the email you received and check the box that says, “I confirm that there are no live scan locations near 

me, and I am requesting a Hard Card fingerprint capture.” 

 

After checking this box, you will be presented with a button to “Request a Hard Card Fingerprint Capture.”  

 

Clicking on this button will request a Hard Card fingerprint capture and present you with a link to download the Hard 

Card Instructions PDF. You will also receive an email with a link to download a copy of the Hard Card fingerprinting 

instructions. 
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Follow the instructions in the PDF to complete your Hard Card fingerprint capture. After completing the Hard Card 

fingerprint capture, please mail your hard card to the address listed in the Hard Card instructions. When HireRight 

receives your completed Hard Card, the fingerprints will automatically be channeled to the FBI for processing, and 

your employer will receive a copy of your FBI results. 

Step 4: Fingerprint Rejection & Resubmission 

If your initial fingerprint submission does not meet the FBI quality standards, they will reject your submission and 

request a new set of fingerprints. If this is the case, you will receive an email notifying you that your fingerprints have 

been rejected due to quality issues and you are required to submit a second fingerprint capture.  

This email will contain a QR code as well as information regarding acceptable forms of identification which you will 

need to bring to your second capture appointment. Please go to the original capture location and complete a second 

fingerprint capture. 

 

For any questions regarding the fingerprinting process, please submit a support ticket here: 

https://customersupport.hireright.com/applicant  

 

Commented [CF1]: Hi Mina - just checking - should this 
be mail or is it meant to be email? 

Commented [MA2R1]: its mail, they physically mail 
their card in 
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