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Introduction

The purpose of this document is to explain how to use the Sterling Screening integration on
AdaptSuite Customer systems to initiate a screening and monitor its process.

Creating a Sterling Screening

Screening Creation Process
1. Open an existing Candidate record. Add or Update SSN and DOB as needed.

a. OR Create a new Candidate and populate the candidate’'s SSN and DOB in
the Personal Information segment using the Add New Confidential
Information workflow.

2. Ensure the listed Email Address is correct. This email is where the Candidate welcome
email goes and is required to process any screenings.

3. Background screenings are created from the candidate’s Screening Segment.

a. Click on Create New Screening to initiate the process
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b. Select available Package and press Confirm
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Create Screening

Candidate Alex A Margques

Email Address a.margues@email.com

Select Package v

This workflow will create a screening record and send an email notification to
the candidate to provide disclosures and any additional required information.

Confirm Cancel

NOTE: A duplicate check will prevent multiple screenings being created with the same
Package as an existing screening in PREDRAFT status.

4. The requested screening will now be listed with the following information:

Adapt Screening#
Vendor Ref#
Vendor Screening#
Created (Date)
Submit Date
Screening Status
g. Screening Result
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5. An email is sent to the candidate using the ‘Candidate Screening Welcome’ external
notification template, and contains a link for the candidate to provide any further needed
information for the screening package.

a. Ajournal entry is created for ‘Candidate Screening Welcome Sent to <email
address>’

6. A screening record is created and accessible in Adapt.

7. The screening does not populate the ‘Search Package’ section until the candidate
completes their screening information request sent by the welcome email.

8. Once the Sterling Screening service completes the background or other checks needed for
the screening, the record in Adapt is updated with the results.

9. Clicking the links for Vendor Ref# or Vendor Screening# takes you to the Screening Entity
(These do not populate until the screening is submitted)
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10. On the entity, the only thing to edit is ‘Additional Info”

Additional Functions

e The View Screening Website button will allow you to view the Candidate on the Sterling
website with the search packages' type, status, and dates.
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e The Refresh Screening button will refresh the Screening Status and Result fields, if any
updates have been made by Sterling.

Refresh SCreening — Resend Candidate Motice

e The Resend Candidate Notice button will resend the welcome email to the Candidate and
prompt them to provide any needed information to allow the screening to proceed.

Refresh Screening = Resend Candidate Motice

o Ajournal entry will be logged for resending the candidate notice email.




