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STEP 1: LOGGING IN OR SIGNING UP 

You will receive an email from applicationstation@truescreen.com with instructions to complete 

your check order in Truescreen’s ApplicationStation website. 

Note: this email includes your ApplicationStation Code and Case Reference Number, which 

you will need to complete the order. 

 

 
 

Click the link in the email, or navigate to https://applicationstation.truescreen.com.  

 

 

 

 

 

 

 

 

 

 

mailto:applicationstation@truescreen.com
https://applicationstation.truescreen.com/
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Existing users can simply Log In. New users will have to create a new user account by clicking Sign 

Up. Follow the steps within the intuitive Sign Up wizard that follows, culminating in a secure 

ApplicationStation account used to complete the application. 

 
 

Users with existing accounts will need to select + add New Form to begin a new application. 

 
Enter the ApplicationStation Code provided in your invitation email. 
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STEP 2: COMPLETING THE APPLICATION 

Personal Information: Enter in basic Personal Information in the first step of the 

application. 

 

Additional Information: Select your position from the list of choices: program staff, 

AmeriCorps member, or AmeriCorps Seniors volunteer. 
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Convictions: Answer honestly regarding specific questions to past criminal history.  

 
If Yes is selected for either question, you will need to enter additional details regarding the 

conviction. You will not be able to proceed without adding conviction information. 
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Disclosures & Authorizations: Various Disclosures and Authorizations will be required to 

complete the application. Fill out each disclosure or authorization as needed for the background 

screen to proceed. 

 

Name Verification Document Upload: This page explains instructions for the next step of 

the process where you will attach a copy of documentation that includes your current first and last 

name. If you have questions about what document to upload, please contact your selecting 

organization. Please note special instructions for certain ID documents issued by the states of 

Maine or Wisconsin. 
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Attach Documents: Next you will need to attach a Name Verification Document explained in 

the previous step. Upload the required name verification document by following the prompts in the 

wizard and clicking + Add Document. 
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Review Summary: Last, you will have a page to review a summary of all information entered 

thus far. All information can be reviewed prior to submission. 
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Submit Forms: You will have a final chance to go back and review the information provided. You 

can navigate to any step of the application using the menu on the left. Once everything is confirmed, 

click Submit Forms. 
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Confirmation: You will receive confirmation that forms have been submitted.  

If your selecting organization used Truescreen to order your FBI fingerprinting check, the 

confirmation page will display information about next steps to schedule a fingerprinting 

appointment through Fieldprint. Fieldprint provides the fingerprinting services for the FBI check. It 

is important to take note of the steps listed on this page, including saving your personal 

Fieldprint Code. For fingerprinting instructions, please follow the instructions in Step 3 of this 

guide. 
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STEP 3: (IF APPLICABLE) FINGERPRINTING INSTRUCTIONS 

(If your selecting organization did not use Truescreen to order your FBI check, proceed to Step 4 of 

this guide.) 

 

If your selecting organization used Truescreen to order your FBI check, you will need to schedule 

your fingerprinting appointments with Fieldprint. First, you may need to register with the 

Fieldprint website. If you are a returning user, you can simply Log In. (If you used a personal email 

address through ApplicationStation for your application, you can Log In here with your 

ApplicationsStation username and password.) If you are using the website for the first time, you 

may have to create a new user account. Please click Sign Up. 
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Read over the E-SIGN Act Disclosure and Consent (“Consent Agreement”) and click I Agree. 
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The next page will prompt you to create your account. You will need to enter your e-mail address, 

first name, and last name, and set your password. Passwords must be between 8-128 characters 

long, must contain one number, one capital letter, one lower case letter, and one special character. 

Passwords are case-sensitive. The password rules are provided on the Sign Up page for reference. 

 

Note: If you do not have an email address, either you will need to create one for the purpose 

of signing on to Fieldprint, or you may use a family member’s email address. If using a 

family member’s email, be sure you can access the email account or your family member 

can relay information to you when the sign-on confirmation email is sent.  

A unique email address is needed to sign on to Fieldprint. However, when scheduling your 

appointment, you may enter your selecting organization’s email address as the primary 

contact method; see p. 17. You should discuss this with your selecting organization. 

 

You will also be prompted to enter three security questions and their answers. This will be used to 

verify your identity in the event that you forget the password in the future. The questions must be 

from the preset list and you cannot provide the same question or answer twice. 

❖ Be sure to remember your username, password, and security question answers! 

 

Enter all required fields and click Continue to move forward. 
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An email will be sent to your provided email address. Check your email for the verification code and 

enter it on the next page. Do not close your browser. The code will expire after 30 minutes.  See 

below for an example of the email you will receive. 

 
Enter the code from the email and click Complete Registration to move forward. 

 
  



 
 

PROPRIETARY & CONFIDENTIAL                251 VETERANS WAY     WARMINSTER, PA 18974     P 888.276.8518    F 215.396.1237     TRUESCREEN.COM 

 

 

 

Empowered by Vertical Screen. 

 Empowered by Vertical Screen. 

15 

You will also receive an email confirming that your email address has been verified. 

 

Once your account has been verified, you will be able to log in to the Fieldprint scheduling site using 

your credentials. 
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Scheduling your Fingerprinting Appointment 
After signing in you will be prompted to enter in your Fieldprint Code. This code is provided on the 

Confirmation page in your ApplicationStation account, described at the end of Step 2 above. Enter 

in the Fieldprint Code and click Continue. If you do not have your Fieldprint Code, return to your 

ApplicationStation account at https://applicationstation.truescreen.com to retrieve it from the 

Confirmation page. 

 
  

https://applicationstation.truescreen.com/
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On the next page, you will begin the Data Collection process. Enter in all required Personal 

information. At your appointment you will need two forms of valid, unexpired ID that matches the 

information entered here. There is a link to the Acceptable Forms of ID on this page.  

 

Be sure to enter your current, legal first and last name as reflected on your ID documents. 

 

If accessing email is difficult for you, you may select Phone as your preferred contact method. Or, 

you may enter your selecting organization’s email address as the primary contact method. This will 

allow them to receive notices about your appointment on your behalf. You should discuss this with 

your selecting organization before entering their email address. 

 

Once all information is entered correctly, click Continue. 
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Enter in your demographic information. Fieldprint is required to provide demographic values 

established by the FBI and/or state and federal agencies. Once all required fields are filled out, click 

Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

PROPRIETARY & CONFIDENTIAL                251 VETERANS WAY     WARMINSTER, PA 18974     P 888.276.8518    F 215.396.1237     TRUESCREEN.COM 

 

 

 

Empowered by Vertical Screen. 

 Empowered by Vertical Screen. 

19 

Read through the Biometric Disclosure authorization page. Click I agree and enter your full name to 

consent, and click Continue to move forward. 
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Read through the CNCS (AmeriCorps) Release. This includes notices specific to working or serving 

in an AmeriCorps position. Click the checkbox stating that you acknowledge that you have read, 

understand, and agree to the above and click Continue. 
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Read through the FBI Noncriminal Justice Applicant’s Privacy Rights. Click the checkbox stating that 

you acknowledge that you have read, understand, and agree to the above and click Continue. 
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Read through the FBI Privacy Statement and Privacy Notice. Click the checkbox stating that you 

acknowledge that you have read, understand, and agree to the above and click Continue. 

 



 
 

PROPRIETARY & CONFIDENTIAL                251 VETERANS WAY     WARMINSTER, PA 18974     P 888.276.8518    F 215.396.1237     TRUESCREEN.COM 

 

 

 

Empowered by Vertical Screen. 

 Empowered by Vertical Screen. 

24 

 

 

 

 

 

 

 

 

 



 
 

PROPRIETARY & CONFIDENTIAL                251 VETERANS WAY     WARMINSTER, PA 18974     P 888.276.8518    F 215.396.1237     TRUESCREEN.COM 

 

 

 

Empowered by Vertical Screen. 

 Empowered by Vertical Screen. 

25 

On the next page, you will search for a location where you can schedule your appointment. Enter in 

an address near where you would like to have your appointment and click Find. 

 

  



 
 

PROPRIETARY & CONFIDENTIAL                251 VETERANS WAY     WARMINSTER, PA 18974     P 888.276.8518    F 215.396.1237     TRUESCREEN.COM 

 

 

 

Empowered by Vertical Screen. 

 Empowered by Vertical Screen. 

26 

Results will appear for Livescan (electronic printing) locations near you with appointment 

availability. Please note that if a Fieldprint Livescan site is not located within 35 miles of the 

location you entered, you will be offered the option to request mailed print cards and complete ink 

fingerprinting from a public, non-Livescan location. Please see the Truescreen AmeriCorps 

Applicant FAQs document on https://americorps.gov/grantees-sponsors/history-check for more 

details on mailed print cards. If there are no Livescan sites near you, you should contact your 

selecting organization for assistance before using the mailed print card option. 

• Livescan locations are indicated with a purple Fieldprint logo and have the option Find 

Availability. Find a location you prefer and click Find Availability. 

• Public sites where you can be printed with ink fingerprinting using Fieldprint’s mailed print 

cards are indicated with a blue shield logo  and have the option Request Printcard 

Packet. Public site details such as availability and additional fees may be listed, if available. 

You or your selecting organization should contact a public site to confirm ink fingerprinting 

services using Fieldprint’s mailed cards is available. Clicking Request Printcard Packet 

will take you to the Appointment Confirmation page, described below. 

  

https://americorps.gov/grantees-sponsors/history-check
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For Livescan sites, clicking Find Availability will take you to the scheduling page. Clicking Open 

Map View will show the available sites on an overhead map. 
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Once you have selected a location, you will select the date and time for when you would like your 

appointment. Enter in your requested timeslot and click Schedule Appointment. 
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A pop-up will appear with a summary of the date and location selected for your appointment. 

Ensure the information is correct and click Schedule to finalize your appointment. 
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Appointment Confirmation 
After scheduling your appointment, you will receive a confirmation screen. The confirmation page 

will show your appointment number, location, date and time. There is important information noted 

on the confirmation page, displaying identification required for the appointment. Be sure to bring 

the appropriate identification to your appointment. 
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You will also receive an email from Fieldprint Customer Service confirming your appointment. 

 

From: Fieldprint Customer Service <customerservice@fieldprint.com>  
Sent: Monday, April 5, 2021 10:10 PM 
To: John Doe <jdoe@email.com> 
Subject: Fieldprint Appointment Information - John Doe 
 

 

 

Greetings John Doe:  
 
Your appointment has been scheduled for:  
 
Appointment Date/Time: 04/20/2021 @ 9:00 AM  
Appointment #: 5972396  
 
Appointment location:  
Fieldprint  
12000 Commerce Parkway  
Suite 100 (use intercom for entry)  
Mount Laurel, NJ 08054  
 
Coronavirus Notice: as a precautionary measure in light of the Coronavirus pandemic, 
please reschedule your appointment if you are experiencing any of the following 
symptoms: Fever or chills, cough, shortness of breath or difficulty breathing, fatigue, 
muscle or body aches, headache, new loss of taste or smell, sore throat, congestion or 
runny nose, diarrhea or nausea or vomiting. This list does not include all possible 
symptoms. CDC will continue to update this list as we learn more about COVID-19 at: 
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html  
 
In light of COVID-19, please wear a protective face mask to your appointment, for the protection 
of yourself as well as others.  
 
Please be mindful of the following important items:  

• For purposes of confirming identification for your appointment, you must present 
two forms of identification (one must be government issued and contain a photo). 
All Documents must be unexpired. 

• If you do not bring two valid, unexpired, acceptable forms of ID, your appointment 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 ID, and must 
match exactly. 

• Original Documents are required. Photocopies will not be accepted. 
• Please be sure to attend at your specific appointment date and time. 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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IDENTIFICATION REQUIRED FOR FINGERPRINTING  
 
Primary ID  

• State-Issued driver's license 
• State-issued non-driver identity 
• U.S. Passport / Passport Card 
• Military Identification Card 
• Work Visa w/ photo 
• Foreign Passport 
• DOD Common Access Card 
• Foreign Driver's License 
• Global Entry Card 
• Permanent Resident Card (I-551) 
• I-766 Employment Authorization Card 

 
Secondary ID  

• Birth Certificate 
• Social Security Card 
• Marriage Certificate 
• Foreign Passport 
• Certificate of Citizenship 
• Certificate of Naturalization 
• Permanent Resident Card (I-551) 
• State-Issued driver's license 
• State-Issued non-driver identity 
• U.S. Passport / Passport Card 
• Military identification Card 
• Utility Bill / Insurance Card 
• Credit Card/Debit Card 
• Transportation Worker ID Credential (TWIC Card) 
• School ID w/ Photograph 
• Vehicle Registration/Title 
• Voter Registration Card 
• Bank Statement/Paycheck Stub 
• Draft Record 
• Native American tribal document 
• DOD Common Access Card 
• Foreign Driver's License 
• Work Visa w/ photo 
• US Dept of Veteran Affairs Card 
• Global Entry Card 
• I-766 Employment Authorization Card 

 
You will not be required to bring any paperwork or forms to the technician other than your two 



 
 

PROPRIETARY & CONFIDENTIAL                251 VETERANS WAY     WARMINSTER, PA 18974     P 888.276.8518    F 215.396.1237     TRUESCREEN.COM 

 

 

 

Empowered by Vertical Screen. 

 Empowered by Vertical Screen. 

33 

valid forms of identification. Prior to arriving for your appointment, please remove all jewelry 
(rings and bracelets) from your hands and wrists. Please be advised that Fieldprint is not 
responsible for your personal belongings. You will not be required to make any payment for your 
appointment at the collection site. 
 
A digital photograph will be collected at the time of your appointment. Please note:  

• Please do not wear anything on your face or head. 
• Prescription glasses are acceptable, unless they are polarized. 
• Religious items do not need to be removed. 
• The digital photograph must be a clear, centered photograph of your head and shoulders. 

To reschedule your appointment, you must return to our website. Once signed in as an existing 
user, click on the red Reschedule link. Clicking there will allow you to choose a new appointment 
date and time. Please do not contact the location directly; the collection site does not have the 
ability to reschedule or cancel your appointment. Please be advised that the website will prompt 
you to pay the reschedule fee at this time if you missed your appointment or are making a change 
within 24 hours to the scheduled appointment.  
 
Please print this appointment confirmation and bring it with you to your appointment. If you are 
unable to print this information, please be sure to provide your Appointment Number to the 
technician at the time of your appointment.  
To complete the process, please call our Fieldprint Post-Collection Survey line at 800-799-1067 
to rate your experience. We would appreciate feedback on your appointment and our site. Please 
feel free to call us at any time if you have any questions or difficulty at the collection site.  
Please also note that you may not make a change or cancel your appointment less than 24 hours 
before the appointment time without incurring a charge.  
 
Thank you for your cooperation.  
Fieldprint Services Team  
customerservice@fieldprint.com  
800-799-1067 
 

 

 

  

mailto:customerservice@fieldprint.com?subject=Attn:%20Scheduling%20Site%20Support%20&body=Dear%20Customer%20Service,
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STEP 4: RESEARCH BEGINS 

Once all application steps are completed, Truescreen will begin research on the background 

screening report. For additional information on the progress of the case, log back in to 

ApplicationStation to review application status or reach out to the Applicant Service team at 

applicantservices@truescreen.com or 1-800-260-1680. 

For assistance related to your fingerprinting appointment, contact Fieldprint at 

customerservice@fieldprint.com or 800-799-1067. 

If your criminal history check results in information that may impact your eligibility to work or 

serve on an AmeriCorps program (called an “adverse” or “not cleared” result), your selecting 

organization must give you the opportunity to review and challenge the factual accuracy of the 

check result before they exclude you from the position. In most cases, Truescreen will mail you a 

letter informing you of your adverse check result with instructions to challenge the result. Review 

the Truescreen AmeriCorps Applicant FAQs document or contact your selecting organization for 

guidance. 

 

FREQUENTLY ASKED QUESTIONS (FAQs) 

Please see the Truescreen AmeriCorps Applicant FAQs document, found on AmeriCorps criminal 

history check webpage, https://americorps.gov/grantees-sponsors/history-check.  

 

 

https://applicationstation.truescreen.com/
mailto:applicantservices@truescreen.com
mailto:customerservice@fieldprint.com?subject=Attn:%20Scheduling%20Site%20Support%20&body=Dear%20Customer%20Service,
https://americorps.gov/grantees-sponsors/history-check

