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counsel to ensure overall screening program compliance. Sterling is a service mark of Sterling Infosystems, Inc.
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Client Hub & Onboarding Experience

This simple guide supports you in using Sterling’s Client Hub experience to manage onboarding tasks via
Sterling’s Onboarding service for standard and custom forms completion. Onboarding form orders,
workflows, and form completion will continue to be fulfilled in SterlingONE; however, we offer convenient
one-click access within Client Hub.

Accessing Onboarding

Onboarding is easily accessible from a variety of places, three of these are described here:

1. Use the left navigation bar in Client Hub to find Onboarding. This link will take you to the Onboarding

main page.
S_ T Entire Organization ~ Help &
AR IS
Completed
Started In Progress Action Needed Ready for Review Adverse Action
Process
Start Order
Orders ID Candidate Status / Result Created
Onboarding o T - - - T
Sterling
Form |-9 Dashbuird Onboarding Form I-9 Tasks Records Reporting
Search Onboarding
Reporting
«
a Search Onboarding () 'show me new and updated reports only
PIathrmS Find a Candidate
E Select Saved Search...  #
Sterling Report ID Last Name: First Name 38N
. Recently Viewed Report Date From To
SterlingONE Last 60 Days v 0612012022 08/19/2022
n Releasestwo, Symmetry
n Wiscongin2, Madison Advanced Search Options Clear All
u Hunter, Olympia
n Ninetofive, Irene No matching reports.
n Ninetofive, Irene
n Ninetofive, Irene
n Ninetofive, Irene
n Test, Document
u Test, Document
D Ninetofive, Irene
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2. Use the left navigation bar in Client Hub to find SterlingONE under the Platforms menu. This link will
take you to the SterlingONE dashboard to access Onboarding.

. . Entire Organization ~ Help 8
Sterling
] ]
Completed
Started In Progress Action Needed Ready for Review Adverse Action
Process
© Start Order
Orders ID Candidate Status / Result Created
Onboarding 1801757095 Thompson, Bekcy . @ Pending 8/4/2022
Form I-9 1420823 Olsen, John @ Invite Sent 8/4/2022
Reporting 1420822 Smith, Jim @ Invite Sent 8/4/2022
Platforms 1801685863 Jones, James D. ® Level 2 5/26/2022
Sterling
1801578946 Charles, John T. @ Adverse Action Sent 4/26/2022
SterlingONE
1801517524 Qlson, Tammy J. @ Adverse Action Sent 4/18/2022

Remind me later  Dismiss

My Tasks
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ek, Do Due 30
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Corpiee
o
Recently Viewed —
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a- Due Sap 1621 e
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a: Upcoming Due Dates
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o [—— ook D [o— iz
Q- Canplete s Sgm Form 8 o w12t

Carreet and Sign Form 19

Compaste ana Sign Fom -9

2 onboarcing
E-Veriy Electronic 16 (650)
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3. To access Order Manager click on the person or order in Client Hub and this will initiate the Order
Manager flyout. While viewing the Order Manager in Client Hub, click on the Manage Onboarding option.
This will take you directly to that candidate’s profile page. If the candidate doesn’t have an existing
profile, clicking this link will auto-create the profile using information from the Client Hub.

Entire Organization ~

Green, Linda Jean #1801413706 [

Sterling

Attachments  Activity Log
14.6K

Started

245 0

In Progress A

I 1 Complete l 2 Lewel2 l

15

Ready for
Review

16

didate results, not the final report.
by licking Export in the right side navigation.

cded

Start Order

I1 Consider 10 Level3 l1 Ho Client Status: Move to next step
Orders
Dt D andida . v Important Disclosures
& 1801730205 Ram, Reggie ® Lewel3 716
~ County Court Search—Green, Linda Jean, WA-KING
Recently
1801730247 Donald, Manjesra Level 3 16 .
! ° Data as Provided
Onboarding
1801720049 Tucker, Tanya M. @ Lewels 672 LasName Green
Form 9 First Name Linda
1801608545 Bing Jerry P @ Lewei3 61 \die Name Jean
Reporting SSN 333-52-4646
1801697191 Madison, Tanya @ Consider 6/
008 1171980
Platforms
2 ; o, Race Unknown
1801680657 Bean, Manue| ® Level2 572
Gender Unknown
1801422237 Jones, Bob D. @ Level 3 32 Jurisdiction WA-KING (3038)
1801416624 Test, Lauren T. ® Hold 3
II 1801413706 Green, Linda . I ® Lewel3 29
1801388257 Kaiser, Alex D. ® L3 2
1801364134 Smith, Cole D. @ Level2 12/
1801363758 Jaruis, Edward E ® Complete 12/

Activity Log

Order Result:
Level3

‘Order Status:
Complete

X

Initiate Pre-Adverse Action

CONSIDER

Verified Data

Report requested on: 3/9/2022 Report completed on: 3/9/2022

Case Number 13456
File Date 112010
Court King
Verified By Name, DOB, SSN
LastName Green
First Name Linda
Migdle Name Jean
SSN 333524646
DB 1171980
Charges

Violation Date 1172010

Type Misdemeanor
Original Charge  theft

Final Charge theft

Plea Guilty
Disposition Date  1/1/2010

Guilty (conviction)

Sentence fees

Order Result
Level3

Order Status:
Complete

X

Client Matrix

This is an interactive view of the candidate results, not the final report.
Access the final report by clicking Export in the right side navigation.

Manage |-9

Client Status: Move to next step

v |Important Disclosures

~ County Court Search—Green, Linda Jean, WA-KING

Data as Provided Verified Data
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Ordering & Viewing Onboarding Forms
Submitting Onboarding Orders

The Onboarding ordering process remains unchanged from your past experience. Use the Launch
Onboarding buttons to order Onboarding packages.

Please Note: The Client Hub integration with Onboarding services allows for candidates to be managed
inside Client Hub (adding, updating, etc.) Clicking through the candidate record in Client Hub will allow for
sharing of the candidate’s biographical data (i.e., name, email, etc.) for purposes of ordering Onboarding,.

St;erling Admin  Contact Us =
Dashboard ‘Onboarding Fom I-9 Tasks Records Reporting
Consider changing your password! Your password will expire in less than 24 hours. Click here to change your password. Remind me later Dismiss
&« -
Recent Activity My Tasks
Find a Candidate New Created Aug16 = Complete and Sign Section 2
g DU P : .
ad Created Aug 16
7 . Compete Aug2
) E| Find a Candidate View Due: Sep 721
Recently Viewed
Complele hug2
[ [EE— g E i b P
[a] Greatea Bug2
Y vscons. waon e Do sep 1821 ew
u Hunter, Olympia B iew
Quick Launch = e mere]
3 winetove, rene
u Ninetofive, Irene Re .
Launch Screening
u Ninetofive, Irane Task jate Status Due
[ winetonve, rene com I Launch Onboarding I - Overde - ew iz vew =
u Test, Document. Comp| I New Candidate hvid Pending Jul 3021 View
3 rest pocument com oun, 2t nrogess s view
_——
3 wawonve rere Consetant S TS Eupre - Penin Cint e seot 21 Vo
Compite and sign Form 9 Doodle, Yankee Overdue - New sep 121 View
vew more]
a Onboarding
E-Verify Electranic I-9 (650) L
aunch
Standalone Electrenic 1-9 Reverify (788)
Price: $9.95

Seamless Onboarding Workflows (if applicable)

If you are currently using positions and associated workflows in Onboarding, it is necessary to review all
workflows closely to ensure they continue to meet your needs.

As part of your upgrade to the new Client Hub experience, if you have “mixed product” workflows, you should
observe a change in the system behavior. The screening-type workflows steps will be replaced with a simple

"mark complete" step, which will preserve the workflow step, but only require that user indicate that this step has
been completed in Client Hub.
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Search for your candidate by going to the Find a Candidate search box, and type in their name.

Sterling

Admin  Contact Us
Dashboard ming  Forml9  Tasks  Records  Reporting
Consider changing your password! Your password will expire in less than 24 hours. Click here to change your password. Remind me later Dismiss
« -
i Recent Activity My Tasks
ind a Candidate New Candidate Created Aug 16 Complete and Sign Section 2 Overdue.
Green Green, Linda Jean View Cook, David Due: 1l 3021 View
1 New Position Created Aug 16 Compiete and Sign Section 2 Overdue
New Hire - Diiver View Doode, Yankee Due: Sepé 21 View
Reconty Viewed P, Jyol View Comecstionn, Anfa Due Sep7 21 View
econtlyjViono E-Verify Electronic -9 (650) Complete Aug2 Complete and Sign Section 2 Overdue
A reteacestuo, Symmety Bt Jyot Clear View Comecionihvee, Anilz Beuia Due: Sep 1521 View
New Candidate Created ag2 Complete and Sign Section 2 Overdue
B wisconsin2, wadison Pt Jyoli View Minelofive, Irene Due: Sep16°21 View
u Hunter, Olympia (view more] fview more]
u Ninetofive, Irene
Ster"ng Admin  Contact Us

Dashboard  Onboardin

Candidatos

Find a Candidate

I

Recently Viewed

2

elel-Telel-T¢]- 1.1

sterlingcheck.com

B Search Candidates

Select Saved Search... ¢

Canawsate ID Last Name First Name.

sSN

Position
Any .
Date Range

Select Date Range v

B ciear i

0

Candidate

Name

10f1

Latest Status Anonymization Date
Aug 16 12 49
By Sterling Tl

View Details

Prev Next Page: 10 30
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Using the example here, this Workflow includes multiple onboarding-type and screening-type workflow steps.

The screening packages are still present in the same ordered step. However, when a workflow reaches the
screening-type step, you will now need to click the Complete Task button as shown below.

Sterling . ' Admin  Contact Us

Dashboard  Onboarding  Forml9  Tasks [ECSSYECS  Reporiing

Candidates | Posiions  Documents

«

: Edit Profile | Saveto PDF | PrintReport
BLmda Jean Green ! ‘ a
Find a Candidate
Name, ID or Email E Candidate ID 990444043 Alternate Names None on File
Date Added Aug 16, 2022, 12:49 PM Email Address sbctwdemo+JHILLLindaJGreen@gmai. com
Quick Launch - Date Last Modified NA Primary Phone Number Not on File
Recently Viewsd Social Security Number Not on File Address Not on File
Date of Birth Not on File
H Releasestio, Symmetry
Start Date Not on File
A wisconsinz, Madson Termination Date Not on File
Anonymization Date Not on File
B Hrter oympia

u Ninetofive, Irene
H Ninetofive, Irene E Hiring Process
Position status Actions
Ninetofive, Irene

& inetoive, tene ) New Hire - Driver In Progress Deacivate

B st oocument Step 1: Ofer Leter Test Skip Step
u Test, Document Step 2: E-Verfy Electronic -9 (650) Skip Step
n Ninetofive, Irene Step 3: SSN Trace - Proceed to ClientHub to Fulfill This Step Skip Step| Complete Task I

Onboarding History

Candidate has no onboarding history

Documents (0)

Notes (0) Add Note [,“aqq

Log (1)

In the Sterling Onboarding tool, you will need to acknowledge that this step should be marked as Complete.

Complete Step

You are about to complete the step SSN Trace for Linda Jean Green. This will mark the step
as Completed, and allow the hiring process to continue. Click Confirm to proceed. Click Close
to return to the previous screen without changes

You are about fo complete Close Confirm Completion

a5 Completed, and alkw e
to ratumn to the previous scre
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After marking a step as complete, the workflow will show with that step now showing as Complete.

Sterling admin

Onboarding  Form 19 Records

Candidates | Positions  Document

BLinda Jean Green EditProfile | Save to POF | Print Report
Find a Candidate

a Candidate ID 900444943
Date Added Aup 16, 2022, 1249 PM
[ cucklancn ] Date Lost Woditied i
R Social Security Numbar
Date of Birth
Start Date
Termination Date

Altemate Names Nane an File

Email Address maJHILLLindaJGreen@gmail com

Primary Phone Number
Address

Anenymization Date

n Hiring Process

Position Status Actions.

Hew Hire - Driver In Progress Daactivals
Stop 1: Offer Lotier Tost Skio Step [ Launch
Step Z; E-Verity Electronic -

skip Step | Launch
Step 3: SSM Trace

Complete

a Onboarding History

Cancate has o onbarIng NEIErY
Documents (0)
Notes (0) Add Note [ “Add

Log (1)
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As necessary, you will need to take action to complete this screening step in Client Hub. You can access
Client Hub by going to the blue banner at the top of your screen.

St’erllng Admin  ContactUs Screening Forms

Access our new client experience today! Our new iplified, modern Client Hub has an intuitive dashboard with real rdler status and results. Try now!

Dashboard Screen Onboarding Form |-8 Tasks Drug & Health Records Batch Upload Reporting

Search Onboarding

E H [ Show me new and updated reports only
Find a Candidate Search Onboarding
A m Select Saved Search...  + [
Report ID Last Name: First Name SSN
Quick Launch -
Recently Viewed Report Date From To
No items have been viewed Last G0 Days. hd 06/13/2022 08/12/2022

3 Advanced Search Options Glear All
No matching reports.
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