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Disclaimer 

This content is offered for informational purposes only. First Advantage is not a law firm, and this content 

does not, and is not intended to, constitute legal advice. Information in this may not constitute the most up-

to-date legal or other information. Readers of this content should contact their attorney or lawyer to obtain 

advice concerning any particular legal matter. No reader, or user of this content, should act or refrain from 

acting on the basis of information in this content without first seeking legal advice from counsel or lawyers 

in the relevant jurisdiction. Only your individual attorney or legal advisor can provide assurances that the 

information contained herein – and your interpretation of it – is applicable or appropriate to your particular 

situation. Use of, and access to, this content does not create an attorney-client relationship between the 

reader, or user of this presentation and First Advantage. 
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Create Safer Workplaces with  

Fingerprinting-Based Background Checks 

Sterling provides a streamlined, state-of-the-art fingerprinting 

experience 

For jobs that require a high level of trust, you need a high level of assurance, and that’s what a 

fingerprint-based background check can provide. Whether you conduct fingerprint background 

checks to comply with regulations and requirements, or you’re interested in conducting more 

robust candidate background checks, Sterling, a First Advantage company, is here to help. 

As the designated fingerprinting provider for the Financial Industry Regulatory Authority (FINRA), 

Sterling offers the following benefits: 

▪ Take advantage of reduced rates and a modern, streamlined fingerprinting collection and 

submission experience that takes candidates minutes to complete.  

▪ Convenient, professionally staffed, nationwide The UPS Store® retail locations in all 50 

states and Washington DC. 

▪ State-of-the-art equipment with easy-to-use touch-screen interface (equipment lease options 

available). 

▪ Real-time fingerprint quality analysis during capture to minimize FBI rejections. 

▪ More than 45 years of screening experience and deep industry expertise to guide and 

inform your program. 

https://www.sterlingcheck.com/offers/candidate-hub/
https://www.sterlingcheck.com/about/news-article/sterling-selected-by-finra-as-fingerprint-services-provider/
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Initiating a Request for Candidate Information 

The candidate is invited to submit the information needed to complete a background screen by sending the 

candidate an e-invite through the Sterling Platform dashboard. To begin, press Send Invite.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Completing Required Forms – The Candidate Journey 

After logging into the 

Candidate Hub for the first 

time, the candidate is 

required to verify their 

location so that Sterling 

can provide them with any 

location-based required 

forms.  
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After verifying their 

location, U.S. based 

candidates are prompted 

to complete a series of 

consent forms, including 

Electronic Signature and 

FBI Individual Rights. Other 

consent forms might be 

present, including 

Disclosure, Summary of 

Rights FCRA, Authorization, 

and any state or local 

jurisdiction specific 

documents that are 

required. The candidate 

will then click Next to 

advance to the next 

screen. 

 

 

 

  

  !! PLEASE NOTE !! Candidates must view and sign all relevant forms to continue in the background 

screening process. 
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Entering Requested Information 

After viewing and 

electronically signing 

relevant consent forms, 

the candidate will be 

prompted to enter their 

personal information, 

including date of birth, full 

name, SSN, and address 

history.  

In addition, Demographic 

Information is required for 

the FBI criminal history 

record information. 

The candidate will then 

click Next to advance to 

the next screen.  
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Scheduling a Fingerprinting Appointment 
 

If your candidate provides 

their fingerprints at a Live 

Scan location, the 

candidate will be able to 

schedule the fingerprinting 

appointment. The 

candidate is able to search 

for available locations by 

entering a zip code and 

then click Next. 

 

 

 

 

 

 

The candidate is then 

provided a list of available 

locations to select from, 

starting with the closest 

three. The candidate can 

click on a specific Location 

or can choose to show 

more locations to choose 

from. Then click Next. 
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The candidate then selects 

an available date to 

schedule the appointment 

and clicks Next. 

 

 

 

 

 

 

 

 

 

 

If the location provides 

online appointment 

scheduling, the candidate 

will be able to select a 

time slot and continue the 

scheduling process by 

clicking Next. 

 

 

 

 

 

 

The candidate will see a 

confirmation of the 

scheduled appointment. If 

the appointment was 

scheduled at The UPS 

Store location, the 

candidate will receive an 

email with the scheduled 

location.  
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If the candidate is 

scheduled for fingerprint 

hard card capture, the 

candidate will not be able 

to schedule through the 

portal and instead receives 

instructions by email. 

 

 

 

 

 

 

The candidate will also 

receive an email with 

instructions for 

fingerprinting which will 

include a registration code 

that needs to be presented 

at the fingerprinting 

appointment. This 

registration code will also 

be listed in Client Hub’s 

Order manager under the 

specific fingerprinting 

search. 

 

 

 

 

 

 

 

 

sterlingidentity@FADV.com   

mailto:sterlingidentity@FADV.com
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 !! PLEASE NOTE !! The Candidate Hub screens will vary based on the services that you currently have 

enabled in your Sterling account. This User Guide reflects additional screens 

presented when Fingerprinting products are included. Please review the Candidate 

Hub user guide for the complete candidate experience. 

 

Releasing Fingerprints to the FBI 
 

If your account has been 

configured to manually 

release fingerprints to the 

FBI, orders will be in an 

‘Action Needed’ state until 

the fingerprint has been 

released. You will be able 

to view orders under 

“Action Needed” that have 

fingerprints uploaded by 

the candidate by selecting 

the relevant Print 

Received – Hold and 

Awaiting Print – Hold 

filters.  

 

You can filter for orders 

based on fingerprint 

upload status within the 

Advanced Search in the 

Client Hub under the 

Awaiting Search by Action 

filter.  
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You can also filter for 

orders based on 

Fingerprint Expiration Date 

within the Advanced 

Search in the Client Hub 

under the Fingerprint 

Expiration Date filter. You 

will have four options for 

date ranges including: 1) 

Today, 2) 1 – 3 Days,  

3) 1 Week, or Custom Date 

Range.  

 

You can release the 

fingerprints in the Order 

Manager by clicking 

Release FINRA 

Fingerprints. After the 

fingerprints have been 

collected, the Order 

Manager will also display 

the time remaining to 

release the fingerprints. 

 

 
 

 

If a new set of fingerprints 

has been requested from 

the candidate, you can find 

the candidate status in the 

Client Hub Order Activity 

Log. A new set of 

fingerprints has been 

requested from the 

candidate message will be 

posted. 
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Fingerprinting results via the Order Manager 

When the results have 

been provided by the FBI, 

the search will be marked 

as ‘COMPLETE’ in the 

Administrative Services 

section of the Order 

Manager Services tab.  

The criminal history record 

information (CHRI) is 

currently not accessible 

through the Client Hub. 

FINRA Fingerprinting 

results are sent directly to 

FINRA upon receiving them 

from the FBI.  

 

 

 

 

 

 

 

Additionally, a PDF with 

fingerprinting order status may be 

downloaded by selecting the Order 

Manager Download button, 

choosing Administrative Services, 

and clicking Download. 

 

 


