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Time to Hire

The Time to Hire package and its standard reports include pre-calculated metrics identifying the amount of 
time between milestones in the OPM 80-Day Hiring Process Roadmap.

The number of days from when the manager validates the hiring need against agency workforce, staffing, or 
recruitment plans (Hiring Need Validated Date) to the date the new hire enters on duty (Confirm EOD Date) 

Overall Time to Hire

Hiring Phases and Milestones Agencies can monitor hiring phases and milestones through standard or agency-specific workflows and tasks to 
identify potential bottlenecks in the process.



• As HR staff perform actions within USA Staffing, time to hire data is automatically collected 
and analyzed within the Time to Hire data warehouse.

• The Time to Hire data warehouse enables reporting on milestones identified in the OPM 80-Day 
Hiring Model as well as agency-specific hiring processes.

• Automated data collection and analysis is reliant on the use of workflows and tasks:
o Identification of steps in the staffing process

o Track activation date, completion date, and task owner (e.g., HR User, Hiring Manager, New Hire)

o Document expected time to complete each milestone

• Visit the USA Staffing Resource Center for guidance and templates for creating workflows and 
tasks: https://help.usastaffing.gov/ResourceCenter/index.php/Resources – see the “Workflows 
and Tasks” section
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Data Collection and Preparation

Time to Hire reporting has been automated to improve the efficiency of data collection, strengthen data 
accuracy, and reduce the reporting burden.

https://help.usastaffing.gov/ResourceCenter/index.php/Resources


1. USA Staffing Workflows
o A workflow is a bundle of tasks that can be assigned at the same time and includes established due dates for 

each task.

o Tasks are assignments that must be completed by an HR User, Hiring Manager, Onboarding User, and/or New 
Hire in order to complete the staffing process. 

o Agencies can use system-wide or create custom workflows and/or tasks.
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Populating Time to Hire Data

Overall time to hire is automatically calculated for all requests. Data on hiring phases and milestones is 
only available if workflows and tasks are set up appropriately.



2. Initiate a Request and Assign a Workflow
o The Hiring Need Validation date, specified for the request, is the starting point for Time to Hire reporting

▪ The date is either:

▪ Identified by the HR User when creating the request; or

▪ Collected from an agency via an interconnection; or

▪ Calculated as 2 days prior to the Request Approval Date (system-generated)

o Workflow assignment is required to create a vacancy
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Populating Time to Hire Data



3. Complete Tasks
o As HR Users and Hiring Managers work through the staffing process, tasks are completed and Time to Hire data 

is automatically populated.
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Populating Time to Hire Data



4. New Hire Enters on Duty
o When the new hire successfully completes onboarding tasks and enters on duty, HR Users and/or Onboarding 

Users complete the "Verify the New Hire Arrived for their First Day of Duty" task, which completes time to hire 
measurement for the request.
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Populating Time to Hire Data



• Data is updated ~3 times per day

• A library of reports is available to all reporting users. Reports are designed to provide high level 
metrics and/or detailed data, as well as to respond to mandatory time to hire reporting 
requirements.
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Time to Hire Reporting

The Time to Hire data warehouse includes detailed data as well as standardized, pre-calculated metrics 
for time to hire reporting.
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Time to Hire
MCO Staffing Resource Chart

Displays time to hire in the format required by OPM for annual 
time to hire reporting.

Team Content > USA Staffing Packages and Folders > Time to Hire
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Time to Hire
Time to Hire Detail Report

Report displaying detail level data on the milestones of the 
hiring process and the overall time to hire.

Team Content > USA Staffing Packages and Folders > Time to Hire
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Time to Hire
Time to Hire Summary Report (Completed Requests)

Report displaying summary level data on the milestones of the 
hiring process and the overall time to hire.

Team Content > USA Staffing Packages and Folders > Time to Hire
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Custom Reports

Users with report author access have the ability to modify existing reports and develop custom reports 
based on USA Staffing data packages.

Cognos Report Elements:
• List
• Crosstab
• Charts
• Visualizations
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USA Staffing Data APIs
Time to Hire API

• Provides detailed data about the time it takes to 
complete sub-tasks related to hiring a federal employee 
through USA Staffing. 

• Returns data about each request, including days to hire 
and critical time to hire dates. 

• Provides direct links to associated APIs for the 
announcements, customers, offices, organizations, 
requests, new hires, and vacancies APIs. 



• Workflows and Tasks
• Ensure workflows with the appropriate tasks are created and utilized for staffing and 

onboarding activities

• When using the OPM 80 Day Workflow, the standard Time to Hire reports capture key 
milestones

• When using custom workflows:

• Custom reports can be developed to capture key milestones

• Ensure each step/stage is created to eliminate gaps in time (i.e., one event is the end 
point of one step and the starting point of the next step)

• Data is only reportable if actions and information are being completed within or 
entered into the USA Staffing system!

• Tags
• Appointing Authority and/or Mission Critical Occupation tags can be used to track different 

types of hiring (e.g., Direct Hire)

• Tags can be applied to requests, vacancies, and/or new hires
14

Best Practices for Accurate Time to Hire Reporting



• Hiring Need Validation and Request Personnel Action Dates
• Ensure dates are accurate, especially if creating request numbers from a certificate using 

the Create Additional Requests button, to ensure accurate recording of the starting point 
for Time to Hire reporting

• Verify the New Hire Arrived for their First Day of Duty
• Ensure this task is completed, and completed in a timely manner as it is the end point for 

Time to Hire reporting

• Close Out Vacancies
• Complete all necessary steps (e.g., notifications sent, certificates audited, USAJOBS Job 

Status updated) are carried out to fully close out vacancies and requests and ensure robust 
reporting is available

• Identify Checks and Balances
• Standard and/or custom reports can be used to identify when best practices are not 

applied.
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Best Practices for Accurate Time to Hire Reporting
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Standard Reports for Checks and Balances

Certificate Status Dashboard
Dashboard and tabular data displaying the status of issued certificates, including metrics identifying the 

number of certificates issued, audited and unaudited, unaudited certificates by days since issued, and 
certificate review status.

Team Content > USA Staffing Packages and Folders > Hiring Data Warehouse > Certificate
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Standard Reports for Checks and Balances

Vacancy Close-Out Report
Report to identify vacancies where some sort of action (e.g., updating USAJOBS Job Status, auditing 

certificates, sending applicant notifications) may be required to close out the vacancy.

Team Content > USA Staffing Packages and Folders > Hiring Data Warehouse > Vacancy



• Reporting and Analytics Workgroup
A workgroup held with all agencies every six weeks to review updates to data models and reports, 
demonstrate new features, and answer your report author questions

• Need Help?
• HR Users: Review online help or submit a help desk ticket through the USA Staffing.

• Report Author Only and AFD Users: Contact your internal USA Staffing Lead or Account Manager to 
submit a ticket on your behalf.

• Still need help?
Send an email to USAStaffingData@opm.gov
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Resources and Contacts

mailto:USAStaffingData@opm.gov

