
SterlingONE eScreen 
Drug & Health Screening 
Overview 

1 

Recruiter Scheduling 

Confidential and Proprietary Statement  
This material constitutes confidential and proprietary information of Sterling Talent 
Solutions and its reproduction, publication or disclosure to others without the express 
authorization of the General Counsel of Sterling Talent Solutions is strictly prohibited. 
Sterling Talent Solutions is a service mark of Sterling Infosystems.  



Tutorial Objective 

This tutorial was created to help you easily transition from the Verified 
Person platform to your new SterlingONE platform.  

 

 Once you have logged into the system, you will find a personalized 
platform for your drug and health screening needs.  

 We’ll highlight some of the differences between the platforms to help 
you learn the following: 

 Glossary of Terms 

 Scheduling a Test: Recruiter Scheduling 

 How to Track the Status of each Drug Test 

 How to View Results 
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Glossary of Terms 

• The candidate or employee that must complete a 
drug test Donor 

• Medical Review Office, the third party laboratory 
that tests all specimens MRO 

• The clinic where a donor can complete a drug test Collection Site 

• Department of Transportation DOT 

• Five (5) part carbon copy paper document 
required for a DOT regulated test 

DOT Chain of Custody 
Form (CCF)  

• Required document candidate will bring to the 
collection site upon testing ePassport 
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Scheduling a 
Drug Test 
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The orange slides reflect the Verified 
Person platform experience.  
 
The blue slides reflect the SterlingONE 
experience.  
 



Verified Person: Selecting a Service 

 

 

 Previous experience on Verified Person: 

 Select a service from the A La Carte list. 
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SterlingONE: Selecting a Service 

 On your dashboard, click Launch or Ticket next to the appropriate 
service/package.  

 Launch: Will send the candidate an email and prompt the candidate 
to select a convenient testing site.  

 Ticket: Will serve as a full e-invite process, prompting the candidate 
to complete information required for the background check within a 
secure candidate portal. Once the ticket is processing, a second 
email will be sent to prompt the candidate to select a convenient 
testing site. 

 

 

 

 

 

**Please note: This process will vary depending on your personalized 
account setup. 
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Verified Person: Entering Candidate Info 

 

 

 Previous experience on Verified Person: 
 Enter all candidate info noted below and proceed to authorize the 

request.  
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SterlingONE: Entering Candidate Info 
 

 You may choose to send an Electronic Disclosure and Authorization 
(EDA) to your candidate or certify that you already have 
authorization on file.  

 Enter your candidates information including name, SSN, DOB, phone 
and email address and submit the request.  
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On the EDA, the donor 
can choose to draw their 
signature with their 
mouse or select from 
multiple pre-filled text 
options. 

SSN and DOB are required 
but can be collected from 
the candidate via EDA if 
needed. 



Verified Person: Scheduling a Test 

 

 

 Previous experience on Verified Person: 

 Click on the link to proceed to the scheduling site. 

 Enter the candidate info and select a reason for the test.   
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SterlingONE: Scheduling a Test 

 Use the Review and Print OHS Passport button to enter the 
scheduling portal (available from the candidate report or order 
confirmation screen). 
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Verified Person: Selecting a Site 

 

 

 Previous experience on Verified Person: 

 Enter details below and choose a convenient site.  
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SterlingONE: Selecting a Site 

 Fill out location information and select desired testing facility. 

 Follow prompts to confirm selection. 
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Verified Person: Donor Receives 
ePassport 

 

 

 Previous experience on Verified Person: 

 Print and/or email the ePassport to candidate. 
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SterlingONE: Donor Receives ePassport 

 Once scheduled, you will have the option to print and email the 
ePassport. 

 The candidate will need to bring a copy of their ePassport to the 
clinic at the time of testing (a chain of custody form will still be 
required for DOT regulated tests). 
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Order Tracking 
and Results 
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The orange slides reflect the Verified 
Person platform experience.  
 
The blue slides reflect the SterlingONE 
experience.  
 



Verified Person: Order Tracking 

 Previous experience on Verified Person: 

 Via the applicant profile you can view status and results.  
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SterlingONE: Order Tracking 

 Locate the candidate using the Find a Candidate tool on the left 
sidebar of your Dashboard or via the Screen tab.  

 Click the Candidate Name to view the Candidate Profile.  

 Click the magnifying glass icon or the View Report option in the 
Action dropdown next to the report you want to view. 

 

 

 

 Click the Status Notes link next to the name of the search to view 
the step by step status notes. 
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Verified Person: Issue a New ePassport 

 Previous experience on Verified Person: 

 Via My eScreen you can issue a new ePassport. 
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SterlingONE: Issue a New ePassport 

 As the Recruiter, if you did not schedule your candidates test in the allotted 
time, click Issue New OHS Passport to schedule the test.   

 If the actual donor passport itself expired, a new test must be ordered.   
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Verified Person: Completed Results 

 Previous experience on Verified Person: 
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SterlingONE: Completed Results 

 Once the donor has completed their screening, the specimen will be 
reviewed by a third party Medical Review Office (MRO).  

 Final results, as provided by the MRO, will be posted to the 
candidate report on your SterlingONE dashboard.  
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Questions? 

 For drug screening related questions, including 
resending the ePassport, please contact your 
dedicated Client Services POD or CSE. They can be 
reached by creating a case via the Help & Resources 
tab, available in the upper right hand corner of your 
dashboard. 

 For more information on how to create a case, please 
refer to Help & Resources. 
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• This material constitutes confidential and proprietary information of 

Sterling Talent Solutions and its reproduction, publication or disclosure to 
others without the express authorization of the General Counsel of 
Sterling Talent Solutions is strictly prohibited. Sterling Talent Solutions is 
a service mark of Sterling Infosystems.  
 

• This presentation and related materials is for informational purposes and 
represents the expectation of Sterling Talent Solutions today only. It is 
subject to change at any time, for any reason, without notice and 
Sterling Talent Solutions undertakes no duty to provide any update or 
change at any time. The information presented is not a promise or 
contract of any kind. 
 

• Please note that Sterling Talent Solutions is not a law firm. The material 
available in this publication is for informational purposes only and 
nothing contained in it should be construed as legal advice. We 
encourage you to consult with your legal counsel to obtain a legal 
opinion specific to your needs. 
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