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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 General Counsel of
Sterling is strictly prohibited.

Sterling is not a law firm, does not provide legal advice, and provides sample forms for clients use
including pre and final adverse action notices. Sterling recommends that clients have their forms,
including Sterling samples, reviewed by their own counsel.
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Make the Right First Impression
with Your Candidates

Sterling’s Candidate Hub is designed to impress and engage, right from
the start

At Sterling, we’ve made it our mission to provide the foundation of trust and safety our clients
need to create great environments for their most essential resource, people.

Because candidates are at the heart of our business, we're doing our part to simplify and
continuously improve the candidate experience during the background screening process, from
start to finish.

Sterling’s Candidate Hub delivers a seamless, more efficient background screening experience
for candidates anywhere, anytime - and ensures meaningful and compelling engagement with
top talent throughout the hiring process.

HERE'S HOW STERLING DELIVERS A BETTER CANDIDATE EXPERIENCE

= Qur intuitive, mobile-responsive design provides candidates the flexibility to enter their
information on-the-go, from any device

= Qur straightforward document upload and e-signhature options help save time
= Candidates can easily opt to login using Google credentials

= The Activity Center allows candidates to easily view their required tasks to be completed,
review reports, and access signed documents, all in one place

= Text notifications and reminders provide alerts to help encourage timely task completion

= Once data collection is complete, candidates can conveniently schedule drug tests to close
out the screening process
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Initiating a Request for Candidate Information

Invite the candidate to submit the information needed to complete a background screen by sending the
candidate an e-invite through the Sterling Platform dashboard. To begin, press Send Invite.

® Summary

Order Summary Add Attachments

Account

aptienal) & Drag here or click to browse for a file
Cross Services, Inc.- Test i

Workflow Location of Employment Email G

Consent Plus New York, NY, USA mail Content

Sereening Package Projected Salary Subjes

Company Package $25,000 - $74,999 e Default Subject
[Generic Template] e

Paosition

Customer Service

Package Details Cc Bec
County Criminal
© Past7 Years Criminal
Extended Global Sanctions
© Mex1 Jurisdiction
Credit for Global Screening
© Max 1 urisdiction
¢ Do not search jurisdictions lived in for less than & months

Add-On Details
None

Add Candidate

Important Disclosures

Be sure to confirm your candidate’s email before submission

First Name Last Name Email Language
John Smith candidate@email.com English

(e
Account Creation & Initial Login

The candidate will receive From: JIRgh SSEIGARe ek SA AR

an email containing a link S ——

to access the Candidate e

Hub They W||| be asked to mr‘mgmmingmfml"a(mMlhfwmf‘[aImﬂlgtzg::::.pmmg:‘mmmhm:'ma: M run.'lhelmkhelwm\\la:::n‘::or(hednawlle::nw;r::leﬁwlsxureserv:l:m et
Click here to begin the

process of submitting their

information.

You are encouraged to carefully read the information provided about your rights under the Fair Credit Reporting Act, and the privacy and security of the information you provide.

ou may be Sk
supervisor or HR

d to provide  through the data-collection process. history can be significantly shortened If a legitimate e-mail address for your employers is provided along with a
me. Also, if you were working for a temporary agency, please provide that contact information rather than the company you were placed with.

Click Here.

1f you have any/questions or need technical support, pl toll-ree at 1-858-689-5:
AR you for your assistance!

Regards,

Sterling

For faster service when calling for assistance, mention Clent Account 0: 20

This email s CONFIDENTIAL. It i intended only for the use of the person to whom It i addressed. Any distribution, copying or other use by anyone else i strictly prohibited. If you have received this message in error, please telephone
or email us immediately and destroy this message.
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After the candidate clicks
the link, they will be re-
directed to the log in page
of Candidate Hub.

There is a language
selection option in the
upper right corner where
the candidate can change
to their preferred
language.

The candidate’s email will
pre-populate in the email
address /username field.

From here, the candidate
will create and confirm a
password for their
Candidate Hub account,
and then click Create
Account.

Sterling

candidate@email.com
Password

Must be 8 characters in length with 1 uppercase and
lowercase letter, 1 number and 1 special character

Confirm Password

User Guide | Candidate Hub

English (United States) ™

Welcome

You've been invited by our company to provide information to Sterling in order to
initiate a background check for potential employment.

After you login, based on your lacation, we'll need your consent to begin this process

and you'll be provided your rights under applicable laws, which govern cellection, use

and disclosure of personal information and background screening for employment.
ct work or volunteer purposes.

W Show more

After the candidate selects to create an account with Sterling, a new email will be sent to the candidate, and
the email instructions will direct them to click a link to Confirm their email address.

Sterling

Your account has been
created and a confirmation
link has been sent to your
email address,

n...@gmail.com

Please check your inbox and

confirm your email address
before logging in.

Get a new confirmation ema

Sterling

Your account has been created and a confirmation link
has been sent to your email address,
n...@gmail.com
Please check your inbox and confirm your email
address before logging in.

Exhibit A: Mobile & desktop screenshots of candidate account creation

sterlingcheck.com | 888.889.5248
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The link will take them

back to the Candidate Hub

log in page.

From there, the candidate

must enter their email
address and password,
then click Log in.

User Guide | Candidate Hub

Sterling English (United States) ~

Thank You!

Your email has been confirmed.
If you are not redirected within 5 seconds click
continue.

Copyright © 20.

rling Talent Solutions Contact Us | Acceptable Use Policy | FAQ | US FACT ACT Disclosure | Privacy Statement

Sierling

Log in with Google

or log in with

Fmail Arddress
candidate@email.com

Forgot your Password

' am a new user

‘Welcome!

You've been invited by our company to provide information to Sterling
Talent Solutions in order to initiate a background check for potential
employment.

After you login, based on your location, we'll need your disclosure and
authorization to begin this process and you'll be provided your rights under
applicable laws, which govern collection, use and disclosure of personal
informatien and background screening for employment, contract work or
volunteer purposes.

v Show more

sterlingcheck.com | 888.889.5248
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After logging in for the first
time, the candidate will be
presented with a Quick
Setup page. If the
candidate clicks on the
Setup Google one-click
login toggle, they can link
their Candidate Hub
account to their Google
account.

If the candidate decides
that they want to connect
their accounts, when they
click Connect to Google, a
Google Sign In dialog will
pop up and the candidate
can login using their
existing account or create
a new Google account.

Sterling

Sterling

You can set up one-click

Quick Setup

time under Settings,

Receive SMS text notifications?

Set up Google one-click login?

Quick Setup

QG
a

User Guide | Candidate Hub

ogin via Google by activating below. You can always complete at another

You can set up one-click login via Google by activating below. You can always complete at another

time under Settings.

Receive SMS text notifications?

Se

Googl

t up Googletne-click login?

oogle One-click Sign

Connect to Google

Continue

Ay

login requires the use of third party chokies.

PLEASE NOTE

If the candidate is already signed into Google, the sign in dialog will not pop up, but
their Candidate Hub account will still be successfully linked.

sterlingcheck.com | 888.889.5248
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When an account is linked Sterling
successfully, we show a

success message, and

from that point forward,

the candidate will be able

to login using Google.

The link to a Google

account can also be Quick Setup

ma naged On the Settl ngs You can set up one-click login via Google by activating ha\?w You can always complete st another
page W|th|n Candldate time under Settings.

H u b. Receive SMS text notifications? J

If the Cand idate doeS nOt Set up Geogle one-click login? ()

have access to a deSktOp Google One-click Sign In

enVi ron ment, Ca nd Idate Your Google account has been linked!

Hub is mobile responsive.

1M EGRETIN - % 53%| TREREEIN -

1T EGEEESN -

@ Login : < alogin

qaworkforce sterlingdirect.com qawarklorce steringdirect com

o @ logn

qawarklorce sterlingdirect com

Sterling

Quick Setup Quick Setup

G Lozinwith Googie

Sign in with [D.me

ar log in with

Recelve SMS text notifications? a Recelve

one-click login? a

ext notifications? a Recelve SMS text netifications? a

Gaogle ane-click lagin? O Gaogle ane-click lagin? [ @]

Set up Goc

Google One-click Sign In Google One-click Sign In

Password Your Google account has been linked!
Cannect 1o Google

1B EGREEIN -

Exhibit B:

Mobile screenshots of
Login and Google
Quick Setup

Welcome Complete Tasks Track Status |~ P°"*®

To start your background check, If you need to complete any You can access your documents and
you'll need to pro additional ta find
information, but s them in your Activity (

that you will fir

8 sterlingcheck.com | 888.889.5248



I.. ||
Sberl Ing User Guide | Candidate Hub

Completing Required Forms

After |Ogglng IntO Sterling candidate@email.com
Candidate Hub for the first
time. the candidate will be Before we get started, we need to verify your location

WMany forms are country specific. We need to receive this informatien to provide you correct forms.

required to verify their

Iocatlon SO that Sterllng In;'éT:(:cnuwtfy;feyuu completing this process? i
can provide them with any
location-based required S 5
In which country will your activities be primarily located?
forms. I Select g -
In which country do you primarily reside?
Select -
Contact Resources
+1-868-889-5248 Contact Us

client.support@sterlingts.com Use Paolicy

FAQ
US FACT ACT Disclosure

Privacy Statement

After verifying their Sterling
location, U.S. based
candidates are prompted
to complete a series of
consent forms, including

candidate@email.com v

Disclosure

DISCLOSURE REGARDING BACKGROUND INVESTIGATION

Electronic Signature, ® Electronic Signature ot e oo ey st et s o o s s o sy
Disclosure, Summary of Disclosure ii?fi;"é(’:.}”ﬁ:’g%;: ..f'f.u.”u",.".nm":"ﬁf";“?": mi‘m",l.f"
Rights FCRA, Authorization, I et vedhcabon ot o kel oy N, 1 e ekt ks
and any state or local ; e o s s e | o, 5 o
jurisdiction specific e e ot Dot
documents that are stae Law e
required. The candidate summary of Rights FCRA
will then click Next to Summary of Rights NY
advance to the next J—
screen.

=X
PLEASE NOTE Candidates must view and sign all relevant forms to continue in the background

screening process.

9 sterlingcheck.com | 888.889.5248
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Non-U.S. based candidates will be asked to
complete Electronic Signature and Global

Consent forms.

Exhibit C: Mobile screenshots
of electronic signature and
consent forms

Entering Requested Information

After viewing and
electronically signing
relevant consent forms,
the candidate will be
prompted to enter their
personal information,
including date of birth, full
name, SSN, and address
history. The candidate will
then click Next to advance
to the next screen.

10

Sterling

My Information Em

L et's get started

Contact Info

Enter your First and Last Legal name as s

Title - First Name *

Middle Name = Last Name *

1 do not have 2 middle name

Suffic (LILILIVr.Sr)

Have you sver used an

naveusedad

Year* _  Month%  Day*

I curity Number

O Ext

Sterling

Before
need you to view and consent
to the following forms

Electronic Signature

Sign Global Cansent

Contact

+1-888-889-5248

clien sterlingts.com

Resources

Contact Us

User Guide | Candidate Hub

= Sterling

Sign Global Consent

Global Privacy Notice

A Customer ['we’ or “us'} has engaged Stesting 1o
conduet background seseening senvces before
and during wokuntees, tenancy of other contiactual
relationships. You ean find complete infermation
about how Sterling handies and protects your
personal information and how to eontaet Stesling

Sterling’ servces Include verification of some or
all of the following types of information, depending
on the services ordered by A Customer.

+ Address, contact information and address
history

« Criminal, pokice of cour records*

+ Ditving records

+ Education history

« Exgibility 1o work

« Volunteering history, including fiduciary or
dwectorship respansibiliies

« Financial history, inchuding credit his
barkruptcy and financial judgments*

+ Gop actnites, including iravel

+ Health infarmation, nclixing drug fests*

< denity,including identifying numbers and
L “

candidate@email.com

References H

What

happens with my data?

Social Security Number Verification *

United States

Address

Current

sterlingcheck.com | 888.889.5248
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After the candidate
supplies their personal
information, Sterling will
collect employment
history. The candidate will
then click Next to advance
to the next screen.

Sterling

@2y Information

Employment

Great! Now a little about your ™ means required fie

employment history

Help us retrieve details to save time and assure accuracy.

by answering all of the

rees phane number of the company ar email address

~ Mew Employment b4

Employer Name * L-Lllﬂn!;:le:.:;l-Eta:es -
Do not contact this employer

Address *

Apartment, suite, unit, floor, etc.

Zip Code City =

State * = Employment Type = ~

Job Titde *

Year* _  Month*  Day* _ Ves.; * ., Month%  Day* _

Current

Human Resources Staff

HR or Supervisor's Name = HR or Supervisor's Email Address

he corporate R phens rumber

Mo additienal employment to provide

@ Add Employment

User Guide | Candidate Hub

candidate@email.com

Education References »
Do you have contractor or temporary work

e

Do you have fast food, chain restaurant or franchise
enti i

Be sure to use the exa the location you

PLEASE NOTE

The following Candidate Hub screens will vary based on the services that you

currently have enabled in your Sterling accounts. This User Guide reflects an account
with Criminal, Employment, and Education Verifications enabled.

11
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The candidate is then
prompted to fill out
education history. The
candidate will click Next to
advance to the next
screen.

After completing the
required fields for
employment and
education history, the
candidate is able to upload
documents by dragging or
browsing for a file. In some
cases, there may be a list
of required documents.
The candidate will then
click Next to advance to
the next screen.

User Guide | Candidate Hub

Sterling

candidate@email.com v

@My Information @Employment Education References >

* means required field

Education

Please provide a record of your education history starting with the highest level completed.
Pleaze provide your highest completed level of education history.

Instieution Country = .
United States - State -

Institution Type * - City/Town *
e D (RS Please provide your full name at attendance and
graduation year
Please specify which campus you attended.
Address e spea ey
Zip Code * Course Format -

Degree Type * Major/Field of Study

Start Date
Did you graduate? *

Year * Month *_ Day* _

End Date

Year * Month*  Day*

- -

Did you have a different name while attending?

| had 3 different name while attending

-]

candidate@email.com v

Sterling

< OReferences @ Credentials @ self Disclosure Documents >

Is there anything else you would like to provide?

We have made this section available to provide any additional documents. Nothing is required in the section so feel free to skip if you prefer. (Kindly upload the documents in
JPEG, PNG, DOC, TXT, GIF, BMP or PDF format)

= In regards to your CCRC form, kindly reach out to Bychecks@vmware.com to have the ID verification part completed.

Additional documents

Document Type

Applicant Obtained Results v & Draghereor click to browse for a file

Must be 5MB {per document) or less.

PLEASE NOTE

On a mobile device, the candidate can take a photo and upload it to this section.

12
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The next step contains a Review. If something was missed while completing the first three sections, the
candidate will now be prompted to Fix Issues. Once all alerts have been resolved, the candidate can

continue.

Sterling =

@0Documents Review

It looks like we need some
additional information

My Information Complete &
Employment Issues )
Education complete &
References Issues ()
Credentials complete &
Self Disclosure complete &
Documents Complete Q

[+=]

I @] x

Sterling

< Credentials

Self Disclosure

It looks like we need some additional information

Please address the issues below
My Information

Employment

Education

References

Credentials

Self Disclosure

Documents

Documents

candidate@email.com «

Review >

Complete 9
Issues (@)
Complete a
Issues ()
Complete 0
Complete Q

Complete Q

Fix Issues

Exhibit D: Mobile & desktop screenshots of the Fix Issues prompt

While in the Review tab, the information that candidate has entered throughout the previous sections will be
displayed with an option to edit, if needed. If no edits are needed, the candidate can press Confirm.

2B ERGATR® -

Sterling =

@ Documents Review

That's it! Does everything below
look correct?

v th Edit

- ew York, asffds 10004 | 200301 c o
viee | 2010-01-0

v Edit

~ Edit

w Edit

Confirm

Contact
+1-888-889-5248

s.com

client suppont@sterling

13

Sterling

< Self Disclosure

Documents

Review

candidate@email.com +

That's it! Does everything below look correct?

ez, New York, asffds 10004 | 2003-01-01 — Current
v Company A- Customer Service | 2010-01-01 — Current

' University of Southern California

V' Reference - Jane Doe

Edit
Edit
Edit
Edit

Edit

Exhibit E: Mobile & desktop screenshots of the Review tab, with an option to edit, if necessary

sterlingcheck.com | 888.889.5248
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Submission of Information

The final page of the Candidate Hub is the Complete section. This page lets the candidate know that
their information has been submitted and provides details on how to contact Sterling if necessary.

The candidate may also select Go to Activity Center to a Download PDF version of the information that
they entered throughout the prior screens.

14

Ster"ng candidate@email.com ¥

<

n Don't miss updates. Sign up for SMS notifications! Click Here

Your information has been submitted

Thank you!

ling at

Ster a
Go to Activity Center

nt:

Download PD I

sterlingcheck.com | 888.889.5248
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The Activity Center

From the Activity Center,
the candidate can see
when required tasks were
completed and view any Tasks
attached documents.

St:erling candidate@email.com =

o=

A Customer
Screening

Form Completed 7/8/2021

Reparts
4 Customer
Screening
Documents
Workflow - 7/8/2021 Consent.pdf

Document

15 sterlingcheck.com | 888.889.5248



