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USAccess System Registrar

In the USAccess system, the Registrar’s tasks are to manage enrollment appointments and
perform the enroliment data capture tasks.

This guide is divided into three parts: Managing Enroliment Appointments, Enrollment
Procedures, and Enrollment Troubleshooting. The following sections contain USAccess screen
shots and step-by-step instructions to assist the Adjudicator in performing their duties.

Part I: Managing Enrollment Appointments
Enrollment Station Layout
Logging In
Managing Appointments
Cancelling Appointments
Greeting Applicants
About ID Source Documents
I: Enrollment Procedures
Verifying Biographical Data
Scanning ID Source Documents
Capturing Applicant Photo
Capturing and Verifying Fingerprints
Saving the Enrollment Record
I: Enrollment Troubleshooting
Invalid Identity Documents
Photo Optimization
Missing Fingerprints
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Contacts are also listed on the last page should you require assistance.

Note: You will first insert your PIV Credential into a card reader to access the system; you will be
prompted to enter your Personal Identification Number (PIN).

Make sure you do not remove your credential during the Enrollment process.

When you have completed your Registrar activities or if you must leave your workstation, logout
of the application and remove your PIV Credential from the card reader.
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Your enroliment station may resemble this schematic depending on the agency and location.

All stations will have the same equipment:
- Registration Workstation (Computer, Keyboard, Mouse, and LCD Display)
- ID card scanner
- Flatbed scanner
- Combination fingerprint/Smart Card reader
- Camera
- 10 print capture device
- Photo backdrop



B. Logging In

You will need to log into to two different systems to perform all your Registrar duties. The first is
the USAccess system where you will perform the Enroliments and the second is the GSA Online
Scheduling System where you will manage your Enrollment appointments.

Step 1: When you arrive in the morning, unlock the Credentialing Center.

Step 2: Turn on the Registration workstation.

Step 3: Insert your PIV Credential into the Smart Card reader; the USAccess authentication
screen will appear.
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Click the >> button.

Please Insert Your PIV Card to Login

Step 4: Type your PIN in the PIN field and then click the “>>" button to log in.
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Please Insert Your PIV Card Click the Close button.

Step 5: You have been successfully logged in to USAccess when you see the above box appear.
Step 6: Click the Close button.
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The Enrollee Search page displays.
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Step 7: The Enrollee Search page displays.

-5 LT AT T 10 L aaian
Ganeral Services Administration . Bt ’ - 1 L__.
- a0, EDS ASSURED T

GSA Online Scheduling System - First Time Users Click Here to Register.

Please Login

Usemame [Estreqistrar

Pasewill sssssssss Siﬂﬂﬁ

] Bamemter myussrname wnd passweard. (sl e

I pou foegof your passwond, click hare far pase

ooy THIS SYETEM IS FOR AL FED USE OMLY

Thi= 3. Denaral Seracas Adminisirstion Federal Gowernment
computer gystem that is FOR OFFICIAL LFSE OMLY™. This systam |2
subjext o mondoring. Therefore, no expectabon of prvacy is bo be
assumed. individuss found pedorming unauthorized actvwees are
subject ta disciplinary action including criminal prosecution

Step 8: Open a new web browser window and select the GSA Online Scheduling System link
from your browser favorites.

Step 9: Type in your user name in the Username field and then your password in the Password
field (#1).

Step 10: Click the Sign In link (#2).
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Step 1: Choose a state from the Location Group drop-down list (#1).

Step 2: The Location drop-down list choices will filter based on the state selected in Step 1 and
will list Credential Center locations within the state selected. Choose your center from the list
(#2).

Step 3: Click the Next button to submit your selection (#3).

Note: Choosing “All Locations” will display all available location choices in the Location
drop-down list.
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Step 4: Click on the Manage Appointments tab.

; LM i or LV |
L - b bt b s
Gansral Services Administration ! | k. o
EDS ASSURED JOERTITY™

e 1,
e s (T (TR TP

iV ViEW appoinimants | CodifliEatlon Seaeh | Sign O SR WSO (301 TN StrEst SW)

appllcat Selectedl  Seeot dopiicant

i5e this scraen boview and manage appointmants for 3 selected date

uesday, July 24, 2007 @@ & 1

ity WossLias
All Activiies % All Warkstation v Hesal Torw Fithew

Clch-in Tirn Actgty W kstatpon Duwation  Applicam Phaone ComfureEtion Numbor
gon wodity [E] [l [Gat] ®ASAMEDT Actvalion Activalion Vorkstation 1% ming  Emdad Hagua 1111111111  KEGESEET
s Ean Modiy ] [n BASAM EDT  Activation Activation Workstation 15 ming  Jamie Pollard 7035555555 (CLWBSE39
£or Modity (B [in [ M 9:45AM EDT  Activation  Activation Warkstation 15 mins_anh do 3334444444 TOABSAAD

The day’s appointments are listed in table below the current date.

Step 5: Greet the Applicant when they arrive and then check them in by clicking the In button on
their appointment record. It will turn green when clicked.

Step 6: Perform the enrollment (see Part Il for details) and then check them out when finished by
clicking the Out button. It too will turn green when clicked.

Note: Metrics are collected to determine the efficiency of the registration process. An ideal
appointment should take about 15 minutes on average.

Be sure to answer any questions from the Applicant even it takes a little extra time.
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If you check in the wrong Applicant, just click on the In button to toggle it off.

Note: Use your own judgment when working with Applicants that arrive late. Attempt to fit
them in if possible; you may need to take people out of turn.
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Press Enter to continue.

Step 1: Wait until the end of the day to cancel appointments for Applicants that did not show up.
Click the Cancel link in the Action column on the Applicant record.
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Step 2: Click the OK button on the confirmation screen to confirm the cancellation.

Step 3: You will be returned to the Manage Appointments — Daily View — Appointments page.
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Be sure to log out when you are done with your activities by clicking on the Sight Out link.
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E. Greeting Applicants

USAccess

. p s page: 18 of 42
Enroliment Preparations Simulation

Greeting Applicants

In most cases there will not be a greeter in the Credentialing
Center. Take a moment to greet Applicants as they arrive. &
guick, "Hello, 'l be with you in a moment", is sufficient to let the
Applicant know you are aware of his or her presence.

When wou are ready to enroll the Applicant, greet them and ask
to see the 2 forms of source identity documents they brought
with them. These must be consistent with the -9 standards - at
least one form of ID must be a government-issued photo 1D

An Applicant's name must match on both forms of presented
10, Mames must be spelled exactly the same. It is acceptable
for one document to have the middle name spelled out and
another document to have the middle initial only (e.g., Robert E.
Jones and Robert Edward Jones is a match).

If an Applicant does not bring docurments with them ar if they do
not have the correct documents, you must politely advise the
individual that wou cannot proceed without 2 forms of acceptable
|0, and helshe will have to return with 2 forms of acceptable 1D
after rescheduling the appointment.

Press Enter to continue.

When Applicants arrive at the Credentialing Center, take a moment to greet them and let them
know you are aware of their presence.

When you are ready to enroll them, ask to see the 2 forms of ID documents they brought. If the
Applicant does not bring documents or they do not have the correct ones, politely advise them
that the enrollment cannot proceed without 2 forms of acceptable ID and that they should return
with 2 forms of acceptable ID after rescheduling their appointment.

Note: Things to keep in mind with the ID documents:
- They should be consistent with the 1-9 standards
- At least one ID must be a government issued photo ID
- An Applicant’'s name must match on both forms of ID and hames must be spelled the
same
- Itis acceptable to have one document spell out the middle name and the other to have
only the middle initial
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Source ldentity Documents

MNever accept hand written, reproduced, or photocopies of
I0s. This includes duplicate birth certificates. Only genuine,
ariginal, and unaltered identity source documents should be
accepted. Do not accept any expired documentation, with
the exception of expired passports.

There is no unifarm standard for hirth certificates. Mot anly do
they wary from state to state, but they also vary depending on
the time period in which they were produced. Cnly original or
certified copies should be accepted. Certified copies will
often have raised/embossed seals.

The Applicant's name in the USAccess System must match
exactly what is presented on the identity source
documentation.

If wou hawve reasan to believe an 1D presented is fraudulent, or
fuestionahle in amy way, accept it and continue with the
enrallment. You will be able to flag it in the system for more
validation, and a Security Officer will investigate the
document at a |ater date

Fress Enter to continue.

1. Never accept hand written, reproduced or photocopies of IDs; including Birth Certificates. Only
genuine, original and unaltered ID source documents should be accepted.

2. Do not accept any expired documents with the exception of expired passports.

3. There is no uniform standard for Birth Certificates. Only original or certified copies should be
accepted; certified copies often have raised/embossed seals.

4. The Applicant’s name in USAccess must exactly match the ID source document.

5. If you have reason to believe an ID is fraudulent or questionable, accept it and continue with
the enroliment. You will be able to flag it and a Security Officer will investigate the document at
later date.
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REGIS
Part Il: Enrollment Procedure

A. Verifying Biographical Data

Step 1: Log into to both the USAccess System and GSA Scheduling System as detailed in Part |,
Section B. You are now on the Applicant Search screen.
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::: Click the Search button.
~ D Ssnce

Ervrallea [T Last Hame First Hama Middia Mame Employae ID Status Expina Date

Step 2: Type in the Applicant’s last name in the Last Name field.
Step 3: Click the Search button.
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3000001702 i JOHN L]
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30000037 %2 JOHN ]

ECVRRD

Expira Date

Step 4: When the results display, click on the Applicant you want to enroll.
Step 5: Click on the Update Enrollee button.
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The Biographic Data screen displays.
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Step 6: Ask the Applicant to verify the information on the screen.
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Al Reqistration Mumden
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12345

Couriny
UMNITED STATES

Note: If any of the data is incorrect, the Applicant must notify the Sponsor. Only the Sponsor
can update the information.

Step 7: If all the information is correct, insert the Applicant’s driver’s license or military ID into the
AssureTec i-Dentify card scanner.

Note: Place the card on the edge of scanner and slowly slide it in. The scanner will pull the
card in; do not force the card into the scanner. The scanner will slide the card out when
scanning has been completed.
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The Sponsor Data is in the left column, while the Scanned Data is in the right column. Checked

boxes indicate data elements that will be used for the Applicant’s record.

You can check fields on the Scanned Data side to include in the Applicant’s record.

Step 8: Check the box next to the data element to include.

Step 9: Click the associated drop-down list and select a value
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Step 10: Repeat Step 8 and 9 with the other desired data elements.

Step 11: Click the OK button when finished.
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Step 12: The data has been updated on the Biographic Data page.
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Step 14: Click the Next button.
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Step 1: The Applicant’s drivers license has already been scanned; click the Scan button to scan
the second identity document after placing it in the scanner.
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Raleditional Commnants

Step 2: When the “Select Device” dialog appears, accept the default and then click the OK
button.

Note: Documents like birth certificates and passports must be scanned on the flatbed scanner.
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When the scanner is finished scanning the document, the scanner control and preview dialog box
will display.
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Step 3: Because the document being scanned is black text on white paper, click the Black and
White Picture or Text button.

Step 4: Click the Preview button before scanning in case it needs to be repositioned or resized.
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DH“, ) 3 1%,
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Step 5: Adjust the document on the scanner to capture a better picture if necessary.

Step 6: When ready, click the Scan button.
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Step 7: When finished scanning, the document appears in the Document 2 window and you will
now fill in the document information.

Note: If any issues are encountered with the document scanning, stop here and go to Part Il
Section A: Invalid Scan of Identity Documents to flag the issue; otherwise continue to Step 8.

Step 8: MANDATORY: Select a title from the Title drop-down list; in this case choose “Birth
Certificate”. (#1)

Step 9: Select the appropriate item from the Issuing Authority drop-down list. (#2)
Step 10: If applicable, select the appropriate state or province from the State/Province list. (#3)

Step 11: MANDATORY: Look for a document ID number on the document and type it in the
Number field. (#4)

Step 12: Select an date for the Expiration Date. (#5)
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Occasionally, you will have to scan a third document. The only time ID docs with different names
can be accepted is when an official linking document such as a marriage certificate, certified copy
of birth certificate or court record can be provided linking the two names. The linking doc must
have both the former and current legal names on it and must be valid and not expired. Follow the
same scanning procedures again.

imtieg o Surdces Aot atbon

SA

Drocimmest 1 e

Fionl | Back

r—
DEMO DRIVER LICENSE

i BEE4D

AT TowN
IIDOEET GTATE iXb4lATER
@ Fet WA By B0 Bam W
T e B
o A e
Cinsn. O

@ ee $uR0RM Bex ben e BB RN
L8

Not Authenticated Hot Authenticated

Deacimmeat 1 Elorvnaied DaCRITET 2 linlod ratio Dot 3 lopiaiod

e ' DAVER'S LICEWSE Title * HIRTH CERTIFICATE Titke '

Jssuing Mhorty | UNITED STATES Issung Aulliority | UNITED STATES Issning Mithorfy

State Prmmce ALASKA State Province ALASES StateProvince

Mo BBS540 Nisnisat E | [

Esgiination Date 03/21/2010 Eoxpr oy D Ewpiir ation [hate
[7] Mote Vialidation Aequisd 7 More Validation Required [ Moe Validation Aequired
son e |

Additional Comansits

Step 13: When scanning of all documents is complete, click the Next button.
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C. Capturing Applicant’s Photogra

©

Step 1: You will now capture the Applicant’s photo:

e Make sure the chair is in the proper position and the blue screen is directly behind the
Applicant

e The Applicant should sit up straight and face the camera squarely.

e Have the Applicant maintain a neutral expression while the photo is taken.

& Select Device

Which device do you want to use?

[ Propesatiag |
Diescnpion Caron PowerShot S840

ok ][ cowa |

™
0 Dipiamice Maroally to comect x ‘ =

Click the OK button.

Step 2: Click the Capture button to take the picture.

Step 3: When the Select Device dialog appears, keep the default camera and then click the OK
button.
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B K Get Pictures from Canon PowerShot AG40

Which picture do you want to copy?

Select the picture pou weanl 1o copy ard click on "let Pchae "

B Thurbest: | T8 Dintad | g Toks Fictue [ Dideie

Click the Take
Picture button.

IF e o
v ow cien alsa —k— ——————
w"'! Wiews pichits miarmation LGettouae | [ Cancal
|

Step 4: When the Get Pictures dialog displays, click the Take Picture button.

B K Get Pictures from Canon PowerShot A640

Which picture do you want to copy?

St the pichure you want o copy ard chok on "Get Pichoe."

BE Thunbest: | 09 Deted g Taks Fichurs 3% Delete

|GaiF‘-:!ue "[ Cancal ] ',

Capture

Click the Get
Picture button.

Step 5: Select the photo, then click the Get Picture button.
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B Lincpass

simple. smart. secure

" L { 1 Ll b E-E 1
T b " TR T 5 f T1-nal
G 5 A Gritmng ol Survices Mmindst ation g - [ 1 . T g j | k -

=N

g |
EDS ASSURED,

Dptimicsd Imags

[F the optimized imege does rol ressmble the simence | g
nage ko e nght, chck: 1he sus locabons on Hhe
gl image and chck Tpimizs Marusly' to comect

T

Zlick the Mext = button.

Step 6: After the image is captured, click the Next button.

NOTE: If the photo needs to be manually optimized after several attempts at capturing the photo,

skip ahead to Part lll, Section B to perform a manual optimization of the Applicant’s photo.

27




B Lincpass
simple. smart. secure REGIS

D. Capturing Applicant’s Fingerprints

You will now capture the Applicant’s fingerprints using the fingerprint scanner and the Ten Print
Capture page. Fingerprints can be captured in any order. Each fingerprint is scored for quality;
scores in red are unsatisfactory and must be

recaptured. Fingerprint Scanner

The glass plate on the scanner is covered with a
silicone membrane. Do not use any liquids or
cleaning solvents on the membrane. You will be
supplied with adhesive cleaner sheets.

The Applicant may sit or stand for the capture.
Coach the Applicant as you go through the Cilass Platen with
capture process. ARRGDE BRI

Review the Fingerprint Acquisition Step/Action chart.

Fingerprint Acquisition
-

Srep Bction

Inzpact tha imaging surfaca of the sensor and
argure il 1s clesn

Inspecl the fingers and enzure they are clean
and pratable.

Activala sach imaga capiura box and cosch
ke apalicant through the roll of each finger
prirt. %lositar the scare for each prir and
troubleshoal poor quality &6 necessary

Slap left fingers, right fingers and then two
thumbs, LED lights will prowde cees, This s
also whene you will nesd to ideatify mis=ing
fingers

“erily premary &nd secondary finger prints. Be
sura the fingarprints ara anrolled.

Feview the Fingerprint Acguisition
SteplfAction chart.
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i. Fingerprint Quality Scores

As each fingerprint is captured, the system inserts a value assessing the quality of the capture.
The score is located in the upper right corner of each fingerprint in the Fingerprint Selection and
Segmented Fingerprints sections of the Fingerprint Capture screen. Scores above 40 will be in
green text. Scores below 40 will be in red text.

These values are based on the NFIQ (National Institute of Fieriamms Quehty Soace,
Standards and Technology [NIST] Fingerprint Image Quality)
scoring system. The NFIQ value determines if the fingerprint is of
high enough quality to be used for template generation and
matching.

The NFIQ scale ranges from 1 to 5, with 1 being the best quality.
The USAccess application numbers have been normalized per
FIPS 201 requirements to fit on a 100-point scale.

FIED Valuies
FIPS 201 requires all government agencies to use NFIQ to assess
the quality of fingerprints for PIV credentials. Higher scores TR M ERAC] e | S0
indicate a higher likelihood that the samples come from the same TRLZ 0 [GEER | gu Skl bl

indiVidUal. M On :i:::r--. i 5 pHelrr Guying

.

Recapture fingerprints with a score of 40 and below. T o e e

29



ii. Capturing Fingerprints

i LB R-5 8
# g o |y o g e
Gt o Sardces Aduindst atbon - g 1 - iy & 3 .' .

b

|

GSA v - M i = ¥ ens assuRED - Ay

Fgespuing Selection
| vk ek |E| e bncw sl |E| W it Bl _IE. ll.mnghuI_I_Q ¥ Littls sl |_":J

Start with the right
thumibs roll,

-J:| T Thebing |G

Chek on desired lingerprint window (o begin
caplure |
Segmeited Len Fingerprins Sagmeted i Fmgariots

Nexd >

Step 1: The page displays the Fingerprint Capture Window (#1) where fingerprints are
displayed as they are captured and the Fingerprint Selection Area (#2) to designate the
fingerprints to be captured.

Step 2: Starting with the right thumb roll, have the Applicant roll their right thumb across the
fingerprint scanner.
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Motice the green guality score of 100, \ " £0s AsSURED DER o
If the score were 40 or below, the : =

number wolld be red.
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Step 3: The fingerprint will be displayed in the Fingerprint Capture window as it is being
captured (#1).

Step 4: When captured, it will appear in the appropriate box in the Fingerprint Selection area
(#2).

Step 5: Note the green quality score of 100. If it were below 40, it would be red.

Step 6: Continue capturing fingerprints until all the prints have been captured.

Note: You will collect 10 individual rolled fingerprints and 10 slap fingerprints (4 left + 1 left thumb
and 4 right + 1 right thumb).
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GSA
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All fingerprints have been captured. |3 _tmwes [

Click Mext to move on to the next step, B

@e"’@
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Saqmentad Lelt Fngerprivts Hmnﬂhﬂtf—mwﬂu

||.1|- |Q|F| |_|ﬂ-¢||m u.]Mu:nI:. 11mu|| Iil"“ n{ g I_ il -\l

ROED

Step 7: Click the Next button after all the fingerprints have been captured.

NOTE: If some fingerprints could not be captured, you will skip ahead to the Missing Fingerprint
troubleshooting procedure in Part Ill, Section C.
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GS A Ganet ol Sordces Adimingst ation 3

o

EDS ASSUR

Primary Finger Verified

Twio Fingerprints Enrolled

The primary fingerprint has 2 T
been verified. ™ ] m’) Eamll=

W

b ~

The system will select 2 primary fingerprints to include on the LincPass. When prompted, have
the Applicant place the appropriate finger on the small single print scanner to perform the
verification. The screen will show that the fingerprint is verified.

Step 8: Click the Verify button

Step 9: Have the Applicant place the indicated finger on the scanner and scan the fingerprint
Step 10: The screen will display that the fingerprint have been verified

Step 11: Repeat steps 8-10 with the secondary finger

Step 12: After both fingerprints have been verified, click the Next button.
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) & T Y . EDS ASSURED

Etl il
First Name
lidilla Name
Last Nams

Registration Status

Baogr aphic Data Captin s
Document Cellection

Plato Caphure.

Fisiged it { 10 Pt} Captil e
Fingatpuint Vetification
Emolles Status.

Click the Save button.

Step 1: The Registration Status appears and indicates that all steps have been completed.
Step 2: The Registrar will now save the record by clicking the Save button.

Step 3: The record is encrypted and send to the Identity Mgmt System

Note: The Registrar must save the record here or all data will be lost. The Registrar cannot go
back and edit the record later either.
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Eni oligs
First Hame
Wlidilla Name
Last Naine

Ragistration Stas ActivClient Login
Bagraphuc Dsa Canl Artividentlly
vocument comection|  ActivClient
Plito Capturs
Fimged piit (10 Priet )
Fingorprint Vet ific atid
Ein ollas Stofus

ﬁ Click the OK button

Step 4: You must now digitally sign the Enrollment record by typing in your PIN when prompted.

Step 5: Click the OK button when finished and the record is now complete

Step 6: Remember to log out when finished with your work.
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e St REGISTRAR HELP GUIDE
Part Ill: Enrollment Troubleshooting

A. Invalid Scan of Identity Documents

This procedure demonstrates what to do when a primary identity document fails to be scanned
properly. In this example, the Applicant’s driver’s license was scanned and an image of it is
available but the machine readable data on the license could not be read.

The Registrar will mark the document as requiring more validation after scanning it in during
Enrollment. The Registrar should continue on with the Enrollment process from Part Il, Section B
after completing the steps in this section. The Security Officer will receive a notice that more
validation is required after the Enrollment record has been saved.

EDS aSSURED ™"

HOT AUTHENTICATED Mot Authenhcaied
Docomnend 3 o mation Dacument 3 information
Tile BIATH CERTIFICATE Title
Bauharily UNITED STATES Iswiineg Mudheity
Select the More Validation ALIR i
Required check box. e s

Explt ot Dt e
[[] #ore Vialkdation Hoqueed 0 [ More Validolion Preguired

1
T . s R oo | T T

RchBlioival Commnenls

Step 1: The document in question is highlighted by the FAILED indicator below the picture of the
document.

Step 2: Click the More Validation Required checkbox.
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MORE VALIDATION REQUIRED
Pracumment 1 indarrmation
Tithe * DRANER'S LICEMSE
Fasuiinng) Auitia ity
Stille Prandnce
[ [
Esli b Dt
1= More Waldatmon flogured

Rehiional Conments

NOT AUTHENTICATED

Docommend 2 indsrmabion
Tile BIRTH CERTIRCATE
lunisinng Aoty UMITED STATES
FlileProdinee ALASHA
Tl 12348
Expl ion Diist

T Mo Validstion Regured

o1 oA BTN
L sy
EDS ASSURED

Mot Authenhcnted
Diocument J infermaton
Title
Faing Aidhosity
St e P ot
Fhamnibeei
Egri oy Dt
| Mare Yaldation Flequiiod

Click the Next = button.

The document needing more information is highlighted with “More Validation Required”. Because
the data could not be read from the driver’s license when scanned the information fields have to
be manually typed in. The Title and Number field are required fields.

Step 3: Click on the Title drop-down list and select “Driver’s License”.

Step 4: Enter the Driver License number into the License field.
Step 5: Click the Next button.
Document validation is now complete and the Security Officer will receive notice that there is a

document for them to review. You may now go back and scan additional documents (Part Il,
Section B) or move on to capturing the Applicant’s photo (Part Il, Section C).
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B. Applicant Photo Optimization

This procedure demonstrates how to optimize the Applicant’s photo taken during Enrollment.
Manual photo optimization can be used to correct minor size and orientation problems with the
photo. Always try recapturing the photo several times before manually optimizing.

This example begins at the point that you first take the Applicant’s picture (Part Il, Section C,
Step 4). The picture is not acceptable because the Applicant is not lined up with the blue
background and is not looking straight at the camera.

K! Gel Pictures from Canon PowerShot A640

Which picture do you wantto copy?

Select the pichure wou wanl lo copy and clck on "Gel Pictue "

2 Thumbraie | 28 Delall J8 Take Plctue | X Delets

RS
Click the Delete button.

1 Ehe op
imag vouean ako

onigingl 8 \iew pichure nfomation

T T A

[ Get Pichae | | Cancsl ]

Step 1: Click on the picture to select it (if not already selected), then click the Delete button.
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Which picture do you wantto copy?
Select the pichure you warl to copy and clek on "Gel Pichee "

B Thumbrai | 38 Detal ) Take Pictue 3 Dele

Confirm Picture Delete

U ]

- Are you sure you wark to permanently delete the selected picture{s) from your camera?

Clickthe Yes
button.

‘fou ean aka

Step 2: Click the Yes button to confirm that you want to delete this picture.

Step 3: Reposition the Applicant and take the picture again.

Pligto * K Gel Pictures from Canon PowerShot AG40

Which picture do you wantto copy?
Select the pichure pou wart io copy ard elck an "'Gel Pichue

S Thumbrais | 58 Detal g Take Pictue X Delete

lithe o

mag) You can aka =
] e e e |Ga!P|:lue | Cancel

Click the Get Picture button.

Step 4: This picture might work, so click the Get Picture button.
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Orginal Image Optimized [mage

The captured photo displays.

{l‘\ o

|} the: optimized mage does not rezemble the reference
image to the nght, clhick the aye localions on the
otigingl image and chck Dptimze Manually' to conect

BT

Step 5: After the Acquiring Data screen displays, the captured photo will display.

Optmzed Image

Click near the eye
O your right.

It the: ophimized image does not rezemble the reference
image o the ight, chick the aye locations: on the
atigingl image and chek O ptimize Manuzll' o conect

T

Manual optimization is performed by clicking on the image to place two crosshairs on it. The
crosshairs are taken by the system to define the desired horizontal distance between the two
eyes and the horizontal alignment of the eyes and head. The system them remaps the original
image to the optimized image that will be used for identity purposes. This scales and rotates the
head and can be repeated until desired results are achieved.

Step 6: Click near the eye on your left (note the crosshair marker).

Step 7: Click near the eye on your right (not the crosshair marker).
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Optmzed Image

lk'\ g

It the: ophmized mage does ot rezemble te reference
image o the ight, chick the eye localions: on the
atigingl image and chek O ptimize Manuzll' to conect.

Optirize Manuall

Click the Optimize Manually button.

Step 8: Click the Optimize Manually button.

The proportions and alignment of the
Dptimized Image do not match the
reference silhouette,

L T &

11 the optimized image doos not 1ezemble the reference
image to the right, chk the aye locatioes on the
atiging image and clek O ptimize Manuall te conect

Step 9: The optimized image displays. It's very slightly off-center, but of more interest is that it's
scaled too large, with the top of the head clipped off. The proportions of the optimized image do
not match the reference silhouette.
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Orginal Image

The proportions and alignment of the
Optimized Image now match the
reference silhouette

e T = T

11 the: ophmized magi does mob 1ezemble the reference
image to the nght, chek the eye localions: on the
atiging image and chek O ptimize Manuall' to contect

" copure [N vtz Moy

Step 10: Try optimizing again by repositioning the cross-hairs and clicking the Optimize
Manually button again.

NOTE: If it takes several tries to optimize the photo, try retaking the photo again.

Step 11: The optimized image now looks satisfactory as the proportions and alignment of the
image now match the reference silhouette.

Step 12: Click the Capture button to complete the photo capture step, then move on to
fingerprint capture (Part Il, Section D).

42




C. Missing Fingerprints

This section demonstrates the procedures the Registrar follows during the fingerprinting process
when the Applicant is missing a finger or is completely unable to furnish any fingerprints. When
an Applicant is missing a finger or fingers, the Registrar needs to verify which fingers are missing
and can’t be provided. In cases of no fingerprints available to be taken, the Registrar skips the
fingerprinting process but must provide a reason for doing so. The Registrar will use these
procedures after attempting to capture all the fingerprints as detailed in Part Il, Section D, step 7.

i. Missing a Primary Finger

I 1 000 (510 10101110000 TORTORIN RSN 5 | ]

; Rl a5t ¥ b 1yl am. +ieg e

GS A Gienped gl Setvices Adiniemistiation b - -I'_. b i N X [ " y
e S s el EDS ASSURED JUERTITY"

Caphing

The Missing Finger Detected
window displays.

The sysiam has determined that one ingar is

missing. Please select the existing ingers q q
ond Click DK
[ Rew | o J[ conce | | i@
| Ea ws ﬁ =
Seameed Lefi Fingerprints ﬁ-umnumsﬁmmv%
4 4 4 4 9 a a q G 9
El 00 ] 104) =¥ 100
- b+ B 3

Step 1: Capture all the fingerprints as detailed in Part Il, Section D. In this example, the
Applicant is missing various fingers, so skip those fingers.

Step 2: The system determines that some fingerprints are missing (as shown by the missing
prints in the “Segmented Right Fingerprints” area of the capture window) and displays the
Missing Finger Detected window.
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B Lincpass
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* Missing Finger Detected

iy §Wr

The system has determined that one finger is

Firger:

iy missing. Please select the existing lingers Q a
and Click OF.
T —

e I d o ) b g

Sommented Lef Click the OK button. ==r
q q q 2 a
E -'!-TI m_ﬂ'l ‘1I'f B :Ifl'

o F e (0] | | |

Step 3: The window will ask you to select the existing fingers from what it thinks is missing.
Check the boxes for the right pinky, ring, and middle fingers and then click the OK button.
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Step 4: The system accepts your resolution; note the blank boxes where the right index finger
should be captured (#1 and #2). Click the Next button.
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B Lincpass

simple. smart. secure REC CLIDE

REGISTRAR HELP GUIDE

-
I

The system will now select the primary and secondary fingerprints from the available fingers and
asks the Applicant to verify these prints.

LGP TRARE St AR | BRINE]
o e by +

ohd ':;_ﬂli .. {

GS PR vl Sedices Adiministiation | = T",
EDS ASSURED JLAERTITY"

=%

Filiggea i Captaine

Two Fingerprints Enrolled

The Primary Fingerprint will be the
left index finger.

Wy S

Step 5: The system selects the left index finger as the primary.

1004 l‘:‘;‘!’ ; h-

§ b y
EDS ASSURED A‘\-

Finger i Capture
Two Fingerprints Enrolled
Secandary Fingenp it

WU, o

The Secondary Fingerprint will
be the right thumb.

Step 6: Then it selects the right thumb as the secondary.
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simple. smart. secure

10 100 ul}:E:.‘ it
" r
EDS ASSURED JBENTITY™
Fitgjes paiin Capiuire

T'wo Fingerprints Enrolled l Verify .

/

The left index fingerprint is
werified,

Step 7: Click on the Verify button next to the primary fingerprint. The system then displays a
confirmation message.

Fingerpaing Capture

I'wo Fingerprints Enrolled

Primary Finger Verified

Secomdary Fingerpriat

\N% M
| Secondary Finger Verified

/

The right thumb fingerprint is
verified.

ym— OO ]

Step 8: Click on the Verify button next to the secondary fingerprint. The system then displays a
confirmation message.

Step 9: Click the Next button.
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simple. smart. secure

ii. No Fingers Available for Fingerprinting

GS P Conetal Setvices Administ ation
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Click on desired fingerprint window to begin
caplure.

Segmented Left Fngsrpints Saqmeted Right Frsgerpims
[ [ g [ vt [ it [0 s (@] [Tt (5] i (@] vt (3] g (3] e EY]

Click the Next > button.

Il PC e I8 e e

T KT

Step 1: If no fingers are available, skip the fingerprint capture and immediately click the Next
button.
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Step 2: You will now provide a reason for not capturing the fingerprints. Select a choice from the
Reason drop-down list (#1).

Step 3: Type in any additional comments into the Comments box (#2).
Step 4: Click the Next button.
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simple. smart. secure

y s b
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EDS ASSURED 2l e

Rizqjisst aian Staties

Bingraphic Data Capture [v
Document Collection v
Photo Caghme 3
Fingeaprin (10 Print) Capture v
FiE I e i atio v
Eni allie Status
Eanation Date: A0
Enrolliment Stanis Comments

Click the Save
button.

WL
Step 5: The checklist screen appears showing that all steps have been completed.
Step 6: Click the Save button.

e ey e g ——

[ETETETE =P ActivClient Login
Blograpiéc Data Capt] Activbdpatity
c ActivClient

Phato Cagtie

T Fease enber pour PIN,

Eniollie Status EN seesee]

Ernalimet Status Comments

Click the QK button.

Step 7: When prompted, type in your PIN and then click the OK button to save the record. The

fingerprinting as well as the entire enroliment process is now complete.
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Contacts for Assistance:

Questions regarding the Business Process and Policies-
e Website- http://hspd12.usda.gov/
e Email- HSPD12@ftc.usda.gov
e HSPD-12 LincPass Support Line 703-245-7888

Questions regarding the USAccess System-
e Website- www.FedIDCard.gov
e Email-Usaccess.helpdesk@eds.com
e USAccess Help Desk 866-493-8391
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