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Please log into VIRTUS.    https://www.virtusonline.org/ 

Click on the red Background Check tile which states “Missing Fingerprints”. 

 

 

You will be presented with the following screen: 

 

Clicking the link *** Click here to begin your fingerprint check ***, will direct you to the 
IdentoGO website.   

 

It is VERY IMPORTANT that you provide the correct CONTRIBUTOR CASE NUMBER. 
There is a specific Contributor Case Number assigned to your parish or school. The 
Contributor Case Number is 6 characters in length with no spaces or hyphens.  The 
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Contributor Case Number starts with TRE followed by 3 digits. (There are no spaces or 
hyphens between the TRE and the 3 digits.)  TRE017 is just an example – do not use this 
code unless you are from Tabernacle, NJ.  The Correct Contributor Case Number should 
appear based on the location you selected when you created your VIRTUS account. The 
Contributor Case Number is how the NJ State Police will know to send the results of 
the fingerprint-based background check to the Diocese of Trenton OƯice of Child and 
Youth Protection.  

If your school provided you with a Department of Education Code which is comprised of a 
series of numbers which represent County, District, and School, then please follow the 
Department of Education link denoted by the “click here” at the top of the page. There is a 
separate process for DOE background checks. 

The following screens are specific to Volunteers in the Diocese of Trenton.  Volunteers 
use the code 2F1J3Y which has been imported to the IdentoGO system so you do not 
need to enter it.  (Employees would see a diƯerent Service Code at the top of the screens: 
2F1J2G.)  
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This screen is where you enter the very important Contributor Case Number. Leave the 
Miscellaneous field blank. Click the Next button. 

 

The next screen prompts for your Citizenship information. Use the drop-down menus to 
complete the fields. Click the Next button to continue. 

 

Then you will be asked to enter your height, weight, eye color, etc. 
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Then you are asked to pick a location for your fingerprint appointment.   

Please realize that if you pick a location in another state, there are extra fees. Try to 
schedule the appointment in NJ whenever possible. The system may show there are 
zero appointments available at your desired location. This is only the number of 
available appointments in the next 7 days. If you click the location anyway, it will allow 
you to choose a date further in the future. 

After the appointment has been scheduled, close the IdentoGO window and return back to 
the VIRTUS home screen, where the Background Check tile will be red and state “Missing 
Background Check.”  

 

 

 

The user needs to click on the Background Check tile to complete the online background 
check. Separate instructions are available for the online background check process. 

 

 


