
INSTRUCTIONS FOR STATE MANDATED TRAINING AND CLEARANCE UPDATES 

***SCREENSHOTS, OR PHOTOS OF DOCUMENTS TAKEN WITH A CAMERA OR CELLPHONE ARE 
UNACCEPTABLE AND WILL VOID YOUR DOCUMENTS.  IF YOU CANNOT PRINT, OR PRINT 
CLEARLY AT HOME, PLEASE SAVE THE DOCUMENT AS A PDF, E-MAIL IT TO YOURSELF AND 
BRING IT IN TO SHADY SIDE ACADEMY TO PRINT PROPERLY.*** 

FBI fingerprint check: 

1. Go to https://uenroll.identogo.com
2. Enter the appropriate service code. NOTE: You must be accurate with your service code. WE CANNOT ACCEPT 

a volunteer clearance for a paid employee.
a. EMPLOYEES: 1KG6V5
b. VOLUNTEERS: 1KG6Y3

3. Follow the site instructions to choose a location and schedule an appointment for your fingerprinting.
4. The confirmation screen will list the date, time and location of your appointment; identification documents you 

will need to bring, and the cost of the fingerprinting, which you will pay in person at the time of your 
appointment. There is a slightly reduced rate for volunteers.

5. Within a few days after completing your fingerprints, you should receive an email with your unofficial results. 
NOTE: the link provided for your results is valid once only and expires quickly – please follow the link and 
download your results as quickly as possible. Provide these results to the Academy either in person at Bayard 
House, Senior School campus or via email at clearances@shadysideacademy.org.
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