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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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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. 
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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.  
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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.    

 

 

 

 

 

 

 

 

 

 

 

 

 

Close-up of expanded section not seen above 

 

 

 

 

 

 

 

 

 

 

 

 



 

5 

sterlingcheck.com | 888.889.5248 Version 1 | © 2022 Sterling 

 

 

User Guide | Sterling Onboarding 

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. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

Find and select your candidate from the list of search results. 
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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.  

 

 

In the Sterling Onboarding tool, you will need to acknowledge that this step should be marked as Complete.   
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After marking a step as complete, the workflow will show with that step now showing as Complete. 

 

 

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.  

 

 

 

 


