
How to Complete and Submit Your Background Check: 

1. Click on the blue “Click here to begin” link in your initial email to create 

your Sterling Workforce Portal Account.  

 

2. Your email address should already be populated. Create and confirm a 

password and check the “Terms of Use” box. Click “Create Account” 

 

Once you have created your account, you will have a checklist of items to 

complete and submit before you account will be considered complete. 



 

3. Click “Let’s Get Started” 

 

 

4. Click “Continue” to enter your Country and State of reporting.  

-  



5. Electronically sign the consent forms. 

 

 
 

6. Input your private information using your Legal Government Issued name, 

sex, date of birth, and social security number. If you have been married or 

divorced and used a different name at any point, please include it in the 

‘alternate name’ section. 

  
 



7. Next, enter your contact information, any and all aliases, DOB, SSN, Driver’s 

License number, and Address history for a minimum of 7 years or 3 previous 

locations.  Choose “Add an address” for each new location. NOTE: Dates can 

overlap but do not include any gaps. Click “Next” 

 
8.  Enter the past 7 years of employment history* If you choose “Do not 

contact this employer” you will be required to submit 2 reference letters to 

your Human Resource team. 

*If you don’t meet the 7 years of employment history requirement, please 

enter what you have, answer all the questions, check the box at the bottom 

“No additional employment to provide” and click “Next.” 



 
9. Next, input your highest completed level of education. If you completed 

your degree with a different legal name, please provide that information. 

Click “Next” 

 

 



10.  Next you will need to download the “Virginia Neglect Abuse Required 

Consent” form. Sterling will also email this to you, it’s the same form.  

 

11. Once you open the form you will have a set of instructions. Please note that 
the address for Sterling Talent Solutions has changed and HAS NOT been 
updated online as of yet. Please use the address below. 

 
 

Please mail to: 

Sterling Talent Solutions 
6150 Oak Tree Blvd. 

Suite 490 
Independence, OH 44131 

United States 
ATTN: Criminal/Abuse Team 

 

 

 

 

 

 



 

12. Please note this instruction form differs from the downloaded version – this 

copy below is to highlight important changes specific to New Story. 

 



 

13. Fill out the highlighted areas in the consent form, paying close attention to 

the instructions for each box.  

 



 

 

 

 



14. Once you have completed this form in its entirety, you will need to have it 

notarized and mailed out with a tracking number. Our Office Managers at 

each school are notary publics, however you may take it to any notary 

public you wish. Once notarized, you will need to take a picture or scan of 

the notarized document as well as your tracking number and upload it into 

your Sterling Workforce Portal under the “Documents” section using 

“Applicant Obtained Results” as the document type. Our Office Managers 

are able to mail this out for you with a tracking number as well. The search 

fee is covered by New Story – DO NOT SEND MONEY! 

 

 

15.  Once you have completed these steps you will click “Next” to schedule 

your facility registration for your Urine Drug Test and TB Test.  You may type 

in your zip code to find the closest facility to you. Once you choose your 

facility(ies) Click “Next” 



 

16.  Once you click “Next” you will be taken to the Summary screen where you 

will want to confirm all of the information entered is correct. Then click 

“Confirm” If you do not click “Confirm” it will not be submitted fully and HR 

will not be able to access your progress or results. 

 

 



17.  Once you see this screen, you have successfully submitted your background 

check. 

 

*** If you have any technical difficulties during the process, call 888.889.5248 

and use New Story’s client extension of 6658 *** 


