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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.  
 



 

sterlingcheck.com | 800.899.2272       

 

Version 4 | © 2022 Sterling | 2 

 

User Guide | Client Login Experience for Single Account 

▪  

 

 

 

 

 

 

 

 

 

 

 

  

 
 

 

Sterling provides a seamless, secure 

login experience 

Introduction 

At Sterling, our goal is to provide you with a seamless and secure login experience.  

 

Our client login process provides you with the following benefits: 

▪ A simplified experience  

▪ Reduced time spent entering passwords 

▪ Unified access for clients with multiple Sterling user accounts 

 

This user guide will walk you through the client login experience. 
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Before you begin… 

If you log in to multiple accounts within the Sterling service that you use, it is essential that all of your 

accounts get set up under one set of credentials. Be sure to use the credentials for what you consider your 

“primary account” as you proceed through the steps below. If you only have a single Sterling account, just 

use those credentials. 

Getting Started   

Step One  

Enter your username and click Next.   

 

 

 

Step Two  

Enter your password and click Sign In. 

Please Note: You have the option to check the 

Remember me box so that the next time you log in, 

it prefills your username going forward. 

 

 

If you have forgotten your password, click on the 

Forgot Password link to reset your password.  

After clicking on the link, you will receive an email 

with “Your Verification Code” as the subject line. 

Enter the verification code from the email and your 

new password.  

Your password must include the following: 

▪ 8-20 characters 

▪ At least 1 upper case letter 

▪ At least 1 lower case letter 

▪ At least 1 number 

▪ At least 1 special character 

Please Note: If you exceed the number of allowed 

login attempts, your account will be locked. Your 

account will automatically unlock after a maximum 

of 15 minutes. 
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Step Three  

Once you enter your username and password 

correctly, you will see a Success message when 

logging in for the first time.  

If you are a returning user, you will not receive a 

Success message. Instead, you will be redirected to 

your Account Dashboard.  

From here, you can click Continue which will log you 

into your Sterling account. You also have the option 

to click Add Account, which will redirect you to the 

Account Dashboard to add another Sterling account. 

(See Step 5 below.) 

Please Note: If you receive a “Your email address is 

in use by a different login” message, please proceed 

to Step Four. 

 

Step Four 

If you receive a “Your email address is in use by a 

different login” message, this is an indication that 

your email address or phone number is already in 

use by another account. This could be because you 

have more than one account with Sterling or 

because you share an email address with another 

account.  

Upon receiving this message, you have three 

options: 

▪ Choose to skip this step.  

Please Note: If you skip this step, you will 

not receive any password reset emails, 

unless you actively update your email 

address under Communications Settings in 

Account Settings. 

▪ Update your email address. 

▪ Pause here and reference the Client Login 

Experience Multiple Accounts user guide to 

link your accounts to one login. 
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Step Five 

Once you reach your Account Dashboard, you will have the option of adding another account or continuing to 

an existing account by clicking the Go button.  

Please Note: You may choose to nickname your account. This nickname will only appear on the Account 

Dashboard. 

 

 

 

 

 

 

Settings 

Once you have accessed your Account Dashboard, you will see an Account dropdown on the top right side of 

the screen. If you click this dropdown and select the Settings option, you will be able to update your Login 

Settings, User Information, Password Settings, and Communications Settings. 

 

 

 

 

 

 

 

 

 

Under Login Settings, you have the option to update the username you use during the login process. 
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Under User Information, you have the option to update your First Name and Last Name. 

 

 

 

 

 

 

 

 

 

 

Under Password Settings, you have the option to update your password at any time. 

 

 

 

 

 

 

 

 

 

 

Under Communication Settings, you have the option to update the email address tied to your login.  

Please Note: If you chose the Skip This Step” option from Step Four above, this area is where you can 

update your email address.  


