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Confidential & Proprietary Statement 

This material constitutes confidential and proprietary information of Sterling and its reproduction, 

publication or disclosure to others without the express authorization of the Chief Legal and Risk Officer 

of Sterling is strictly prohibited. This presentation and related materials are for informational purposes 

and represents the expectation of Sterling today only. It is subject to change at any time, for any 

reason, without notice and Sterling undertakes no duty to provide any update or change at any time. 

The information presented is not a promise or contract of any kind. Nothing contained herein is legal 

advice. Sterling recommends working with your legal counsel to ensure overall screening program 
compliance. Sterling is a service mark of Sterling Infosystems, Inc. 
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Create Safer Workplaces with  

Fingerprinting-Based Background Checks 

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

experience 

Sterling is the designated fingerprint provider for the Financial Industry Regulatory Authority (FINRA) 

Fingerprint Program for Transfer Agents/Clearing Agencies (TA/CAs).   

TA/CAs may participate in the Fingerprint Program for TA/CAs and use Sterling’s services to 

capture fingerprints for your candidates to meet the U.S. Securities and Exchange Commission’s 

(SEC) 17f-2 fingerprinting requirements. We have the deep expertise to help you complete this 

process with a seamless, convenient, and modern candidate experience. Sterling will provide FBI 

criminal history record information results to FINRA, and FINRA will send this information to your 

organization through secure email.  

You’ll benefit from:  

▪ Centralized Client Hub. Fingerprint orders are placed and tracked in one place via 

Sterling’s Client Hub   

▪ Seamless Candidate Experience. Candidates enter their information and select a 

convenient fingerprinting location in the Candidate Hub   

▪ Convenient Nationwide Network. Fingerprints are captured via Sterling’s Identity Network 

with facilities in all 50 states and Washington D.C. on equipment that minimizes rejects  

▪ Fast Results. Most results are sent to FINRA the same day, though can take up to 48 

hours  

 

 

https://www.sterlingcheck.com/services/fingerprinting/
https://www.sterlingcheck.com/services/fingerprinting/
https://www.finra.org/fingerprint-program-ta-ca
https://www.finra.org/registration-exams-ce/classic-crd/fingerprints/fingerprint-process-change
https://www.finra.org/registration-exams-ce/classic-crd/fingerprints/fingerprint-process-change
https://sterlingidentity.com/locations/
https://sterlingidentity.com/locations/
https://sterlingidentity.com/locations/
https://sterlingidentity.com/locations/


 

3   sterlingcheck.com | 1.833.794.2009 

 

User Guide | Sterling Fingerprinting  

 

 

Table of Contents 

Initiating a Request for Candidate Information ....................................................................................... 4 

Entering Requested Information ............................................................................................................... 7 

Scheduling a Fingerprinting Appointment ................................................................................................ 8 

Fingerprinting Results .............................................................................................................................. 12 

 

  

  



 

4   sterlingcheck.com | 1.833.794.2009 

 

User Guide | Sterling Fingerprinting  

 

Initiating a Request for Candidate Information 

To begin, please log into the Client Hub with your credentials, select Invite Candidate in the left-hand menu, 

and complete the Order Setting options.  This will generate an invite link, which will be received by the 

candidate from the email address that you specify in the next step.  

Select the Account that you will be sending the order from, followed by Consent Plus for the workflow. 

Choose the relevant position – either Fingerprinting Live Scan or Hard Card – as well as the Location of 

Employment and the Projected Salary of the candidate.  

If you are a U.S. Agent of an international TA/CA, then you will only be able to select a Fingerprinting Hard 

Card Screening Package. 

Finally, select the Fingerprinting Location that only applies to the Fingerprinting Live Scan Screening 

Package. This selection will default to Public Network unless you are leasing a Biometric Capture Device 

from Sterling to use at your office locations. Press Next. If you have selected Fingerprinting Hard Card as the 

Screening Package, you will not be presented with the Fingerprinting Location selection. 
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In the Summary page, review the Order Information for accuracy and enter the candidate’s first and last 

name, followed by their email address. Once completed, press Send Invite.  

If you are a U.S Agent of an international TA/CA, then please enter the Candidate Name and your email so 

that you can receive the invite. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Completing Required Forms 

Upon logging into the 

Candidate Hub for the first 

time, the candidate will be 

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 will 

be prompted to review the 

FBI Individual Rights 

statement and consent 

electronically.  

The candidate will then click 

Next to advance to the next 

screen. 

 

 

 

 

 

 

 

  !! PLEASE NOTE !! Candidates must view and sign the FBI Individual Rights statement and Electronic 

Signature consent form to continue in the fingerprinting 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.  

If you are the U.S. Agent of 

an International TA/CA, then 

you must fill this tab in with 

the candidate’s information. 

For the Address History 

section, you must enter the 

address of your U.S. office to 

continue with the workflow. 
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Scheduling a Fingerprinting Appointment 

If your candidate is expected 

to provide 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 presented 

with 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 selects an 

available date to schedule 

the appointment and clicks 

Next. 

 

 

 

 

 

 

 

 

 

 

The candidate will see a  

confirmation of the 

scheduled appointment. If 

the appointment was 

scheduled at a The UPS 

Store location, the  

candidate will receive an 

email with the scheduled 

location and appointment 

information.  
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The candidate will also 

receive an email with 

instructions for 

fingerprinting, which will 

include a code that must be 

presented for the live scan 

fingerprinting appointment. 

This code will also be listed 

in Sterling’s Client Hub Order 

Manager under the specific 

fingerprinting search. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the candidate is scheduled 

for a fingerprint hard card 

capture, the candidate will 

not be able to schedule 

through the portal, and 

instead receives instructions 

by email. 
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If you are the U.S. Agent of 

an International TA/CA, then 

you will receive the 

instructions. You can 

disregard the Hard Card 

instructions, as your 

international candidate has 

already had their fingerprints 

collected via FINRA hard 

card. 

When the candidate has 

completed the 

Fingerprinting tab, they will 

have the opportunity to 

upload any other 

documents required by the 

client. If none are required, 

click Next.  

 

The candidate is  

directed to the Review 

page where they can 

confirm that all of their 

information is correct 

before pressing Confirm 

and submitting their invite. 

If you are the U.S. Agent of 

an International TA/CA, 

then confirm that the 

personal & demographic 

information is that of the 

candidate and the address 

reflects the location of 

your U.S. Office and then 

press Confirm.  
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Fingerprinting Results 

When the results have been 

supplied by the FBI, the 

search will be marked as 

COMPLETE in the Order 

Manager.  

The FBI results will be 

disseminated to FINRA, 

which will send it to the  

point of contact at your 

organization that was 

supplied to Sterling during 

the onboarding process. 

 

 

 


