
How To: SterlingONE Background Screening



Email Notification

• You will receive an email from SterlingONE with a request for Pre-
Employment background screening

• If you do not see this email, check your spam/junk folder



Email Notification

The email will contain your login 
information here (you will need this to 
begin the screening)

Click on the link under item 2 to access 
your screening



Access Your Employment Screening

• Login with your email and temporary password (found at the top of 
your email from SterlingONE)

• A new window will pop up and ask you to create a password. Be sure to 
write this password down, you may need it to provide additional 
employment history information.



Disclosure for Background Check

Once logged into the portal, 
select “Launch Task”

Read through the consent notice 
and agree to continue the screening



Personal Information

Provide your 
personal 
information.

Be sure to 
read and 
complete the 
bottom two 
boxes!



Authorization and Employment Verification
Make sure you check the box 
authorizing the screening. 

Provide your 
employment history 
for the last 7 years 
(up to 3 employers)

NOTE: If you did not 
have 3 employers or 
had a lapse in 
employment, 
mention this in the 
“additional 
information section” 
here



You are done when you see THIS PAGE

If you don’t see 
this page, you 
are not done!



Additional Information May Be Needed
• You may receive follow 

up emails from 
SterlingONE, make sure 
you respond right away. 

• If you did not provide 
enough employment 
history information, you 
may see an email like this



Request for Tax Records

• If SterlingONEis unable to contact your 
former employer, they may request your 
tax records to verify your employment 
history.

• If you do not have your tax records or do 
not feel comfortable releasing them, 
reply to the email and let them know

• If you do have your tax records and 
would like to upload them, select “get 
started’ to upload your documents.


