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How is 
DECAL’s 

Fingerprinting 
Process 

Changing?

The Georgia Bureau of Investigation (GBI) has 
selected FieldPrint to replace GEMALTO as the 
new fingerprint contractor for all state agencies, 
effective May 1, 2023.

Here are the key steps in FieldPrint’s fingerprint 
process:

• Complete the DECAL background check application as before 
• Applicant receives an email with login instructions for FieldPrint 

website
• Applicant logs into FieldPrint site using email address and unique 

username and password
• Applicant makes an appointment for fingerprinting at FieldPrint 

location
• Minimum 4-hour appointment scheduling window required

• Appointments can be cancelled or rescheduled prior to the 
appointment time



Overview 
of the 

FieldPrint 
Fingerprinting 

Application 
Process

1. Application is created, approved by employer, 
and submitted to FieldPrint

• Applicant completes and signs the KOALA background check  
application found at www.decal.ga.gov CRC page:  Comprehensive 
Background Check Application (decalkoala.com)

• Director approves the background check application in the childcare 
program’s KOALA account.

• Applicant’s name and date of birth must exactly match the 
photo ID presented at the fingerprint location

2. DECAL KOALA sends email to applicant to set 
up FieldPrint account

• After the application is approved DECAL sends an email to the 
applicant to set up an account with FieldPrint 

• The applicant sets up a password-protected account with FieldPrint to 
be used each time fingerprinting is needed

3. Applicant makes a fingerprinting appointment

• Once the FieldPrint account is set up the applicant makes an 
appointment to be fingerprinted 

• Fingerprinting Appointment Number is generated; Applicant 
must bring this number to the fingerprint location.

http://www.decal.ga.gov/
https://decalkoala.com/CBCApplication
https://decalkoala.com/CBCApplication


Details of the 
FieldPrint Fingerprinting Process

April 2023



STEP 1: 

Application is Created by Applicant, 
Approved by Employer, and Registered with 

FieldPrint



The Koala 
Application

• Applicant completes and signs the 
background check application

• Director approves application in  
the center’s DECAL KOALA 
account

• Applicant’s name and date of 
birth must exactly match the 
photo I.D. presented at the 
fingerprinting location

• Applicant receives an email from 
DECAL with instructions for 
setting up their FieldPrint 
fingerprint appointment



STEP 2: 
DECAL Sends Email To Applicant 

To Set Up Account



The Email from DECAL 
with instructions for 
setting up FieldPrint 

account 

• Allows the applicant to 
register the application 
with FieldPrint to set up 
fingerprint appointment





Creating a 
FieldPrint Account

E-Sign Disclosure & 
Consent Agreement

Applicant must read the 

Agreement and click the 

“I Agree” button at the bottom



Creating a 
FieldPrint Account

• Applicant must fill in all required 
fields on the form, including those 
for creating a unique username and 
password

• Applicant must select three security 
questions from the choices and 
provide answers that are easy to 
remember

• Applicant clicks “Continue” button 
after completing the form



Creating a 
FieldPrint Account

User Account 
Verification

• After creating an account, applicant 
will receive an email with the Subject 
Line: “FieldPrint Scheduling Account 
Verification” from auth@fieldprint.com

• The email will contain a Verification 
Code to be entered on the page 

• Click the link provided to have the 
email or code resent if lost, forgotten, 
or not received

mailto:auth@fieldprint.com


Logging In To 
FieldPrint User Account

• When all steps are completed, 
applicant receives a notification 
that the account has been verified

• Applicant can now log in



Logging In To 
FieldPrint User Account

Log In 
Confirmation

• Applicant will have to 
provide the answer to one of 
the security questions 
selected when the account 
was created



The FieldPrint 
User Account 

• After logging in, Applicant 
will see that the CRC 
Application Number is 
automatically populated

• Applicant will enter Last 
Name and Date of Birth 
and click “Continue” at 
the bottom of the page to  
schedule an appointment 



The FieldPrint 
User Account

• Applicant must read and agree 
to Biometric Disclosure to 
proceed

• Check “I agree” and click 
“Continue”

Biometric Disclosure



The FieldPrint 
User Account

• Applicant must read the 
Georgia Non-Criminal Justice 
Applicant’s Privacy Rights

• Applicant must “agree” and 
click “Continue” to schedule the 
fingerprinting appointment

Georgia Privacy 
Statements



STEP 3: 

Applicant Makes the 
Fingerprinting Appointment



Scheduling the
Fingerprinting 
Appointment

• Applicant's home address 
is the default basis for 
finding a fingerprinting 
location  

• Type in a different address 
if needed 

Location Selection



Scheduling the
Fingerprinting 
Appointment 

Instructions for 
Non-Georgia Residents

• The GBI requires that applicants be 
fingerprinted at a FieldPrint location in 
Georgia

• Applicants unable to travel to Georgia must 
request that FieldPrint mail them a Print Card
Packet containing the required fingerprinting 
materials, including instructions, fingerprint 
cards, a sample card, and a business-reply 
envelope.  Be sure to fingerprint on both sets 
of cards in the packet. 

• Please allow 7-10 business days for receipt of 

the Print Card Packet and factor in that 
timeframe when making an appointment to 
complete the fingerprint card packet

Note: Some fingerprint ink card locations outside 
Georgia might have special rules or charge applicants 
special fees that DECAL cannot reimburse.



A list of options will appear.

You may want to check several 
locations to find an 

appointment time which meets 
your schedule.

The earliest appointment will 
be at least four hours in the 

future. 

Select Find Availability 



Scheduling the
Fingerprinting 
Appointment

• After selecting a location, 
applicant will type in the 
desired month, day, and time 
for fingerprinting

• Earliest appointment must be 
at least 4 hours in the future

Date & Time Selection



Scheduling the
Fingerprinting 
Appointment

• After applicant chooses 
location, time & date, the 
screen shows the selected 
appointment 

• Applicant should review 
the selection and click the 
“Finish Scheduling” 
button

Appointment Review



Scheduling the
Fingerprinting 
Appointment

• Applicant’s screen will show a 
printable confirmation of the 
appointment location & time 
with driving directions

• This document will also 
include COVID-safety 
instructions

• Applicant will be told what 
pieces of  identification to 
bring to the appointment

• Print this page and take to 
your appointment   

Confirmation Details



Scheduling the
Fingerprinting 
Appointment

Confirmation Email

• Applicant will also receive an 
email confirmation of the 
appointment that includes
• A list of approved forms of 

I.D. 
• The appointment number 

that the applicant must take, 
along with approved I.D., to 
the fingerprinting location 

• Applicant should arrive at least 15

minutes before the appointment 
time to avoid having to reschedule



Managing the
Fingerprinting 
Appointment

• Applicants can log into their 
FieldPrint accounts at any time 
to see or manage their 
appointment

• Fingerprinting appointments 
can be rescheduled at any time 
up to the appointment time 



Providing Essential
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CONTACT INFORMATION FOR APPLICANTS

FieldPrint

Email customerservice@Fieldprint.com

Call 844-886-0165  (8am-10pm ET, Mon-Sat)

Decal Child Care Services
For other childcare related questions, please reach out to your regional 
consultant or you may call and ask to speak to an intake consultant at 
404-657-5562.

Decal Criminal Records Check Unit
1-855-884-7444

mailto:customerservice@Fieldprint.com
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