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Beginning Status

USA Staffing Task Statuses and Triggers

Trigger(s)

. New Status

Default Owner

None Requestis submitted to HR Active Unassigned
Review Request - )
Active Requestisapproved Complete HR User who approved the Request
Active Requestis deleted Complete HR User who approved the Request
None Requestis approved Active HR User who approved the Request
Active AssessmentPackage iscompleted for the first time Complete HR User who approved the Request
Complete Assessment A completed AssessmentPackage Template is
Package Active copied into the Vacancy Complete HR User who approved the Request
Complete Assessmentcomplete check box is unchecked Active HR User who approved the Request
Any Vacancy is cancelled Cancelled HR User who approved the Request
None Reviewis created Pending Unassigned
Return Review Pending Reviewis sent Active Firstreviewer with'Returnto HR' permission
Active Reviewis returned to HR Complete Firstreviewer with 'Return to HR' permission
None Requestisapproved Active HR User who approved the Request
Release Announcement Active Announcementis released to USAJOBS 1sttime Complete HR User who approved the Request
Any Vacancyis cancelled Cancelled HR User who approved the Request
Announcementis saved after it has been releasedto .
None Active HR User who saved theannouncement.
Update Announcement USAJOBS.
Active Announcementis re-released to USAJOBS. Complete HR User who saved the announcement.
None Requestisapproved Pending HR User who approved the Request
Pending Announcement closes Active HR User who approved the Request
Review Apolicants ' Requestisapprovedand linkedto a vacancy ]
pp Pending which has already closed Active HR User who approved the Request
Active Certificateisissued Complete HR User who approved the Request
Any Vacancyis cancelled Cancelled HR User who approved the Request
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Beginning Status Trigger(s) New Status Default Owner
Pending Certificateisissued Active HR User who approved the Request
' Requestisapprovedand linkedto a vacancywhich )
Pending has alreadyhas a referred certificate Active HR User who approved the Request
Issue Certificates ] o ] ] ]
Active Certificateissentin a Review Complete HR User who approved the Request
Complete Reviewis recalled Active HR User who approved the Request
Any Vacancyis cancelled Cancelled HR User who approved the Request
Pending Certificateisissued Active HR User who approved the Request
Send Certificates Active Certificateis sentin first Review Complete HR User who approved the Request
Any Vacancyis cancelled Cancelled HR User who approved the Request
None Requestisapproved Pending HR User who approved the Request
Pending Certificateisissued Active HR User who approved the Request
Notifv Aoplicants Of ) First ‘Notice of Referral’ notificationis sent for first
Rgfcler\;alpp Icants Active list (regardless of recallandre-issue) Complete HR User who approved the Request
‘Notice of Referral and Notice of Resuults’ notificati
Active seztlceo eterraland Notice oT Results notification Complete HR User who approved the Request
Any Vacancyis cancelled Cancelled HR User who approved the Request
None Requestisapproved Pending Hiring Manager who submitted Request
Hiring Manager (HM) whoapproved the
request- AND-the HM(s) identifiedin
Make and Return Certificate Review with selection
Selections Pending Certificateissentina Review Active permissionand “Returnto HR
responsibility” (Note: Separate task is
created foreach HM owner)
Active Certificate Review is returned with selection(s) Complete HM who submitted Request
Pending Certificate Reviewis returned to HR Active HR User who approved the Request
. Aft iously ‘Audit C lete’ checkboxi .
Pending erpreviously AuditLomplete checkboxis Active HR User who approved the Request
unchecked
Audit Certificates
. A certificate auditis marked complete (‘Audit
Active Complete’ checkbox) Complete HR User who approved the Request
Any Vacancyis cancelled Cancelled HR User who approved the Request
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Beginning Status Trigger(s) New Status Default Owner
Pending Certificate review is returnedto HR Active HR User who approved the Request
ety o ellalns OF i First Notice of Disposition notification is sent
Referral Disposition Active p Complete HR User who approved the Request
Any Vacancyis cancelled Cancelled HR User who approved the Request
None HRindividuallyassigns the Taskto a New Hire Active HR User who individually assigned the Task
Send Tentative Offer Active ‘Tentative Offer’ notification issentto the NewHire | Complete HR User who approved the Request
Any New Hire, Request, or Vacancyis cancelled Cancelled
None HRindividuallyassigns thetaskto a New Hire Active HR User who individually assigned the Task
Receive Tentative Offer ) ; P . ; : S .
Response Active Accept’ or ‘Decline’ response submitted by New Hire Complete HR User who individually assigned the Task
Any New Hire, Request, or Vacancyis cancelled Cancelled
None HRindividuallyassigns the Taskto a New Hire Active HR User who individually assigned the Task
Initiate Background ) . . b L : . HR User who approved the Request or
Invest/SecurityClearance | Pending Tentative Offer’ notificationis sentto New Hire Active individuallyassignedthe Task
Any New Hire, Request, or Vacancyis cancelled Cancelled
. . . . . . ) HR User who approved the Request or
Pending Tentative Offer’ notification is sentto New Hire Active T e T
Send Official Offer Active ‘Official Offer notification is sentto New Hire Complete HR User who approved the Request
Any New Hire, Request, or Vacancyis cancelled Cancelled
o None HR individuallyassigns the Taskto a New Hire Active HR User who individuallyassignedthe Task
Receive Official Offer - ; . -, - . e .
Response Active Accept’ or ‘Decline’ response submitted by New Hire | Complete HR User who individuallyassigned the Task
Any New Hire, Request, or Vacancyis cancelled Cancelled
Verify the New Hire Pending ‘Official Offer’ notification is sent to the New Hire Active HR User who approved the Request
Arrived for theirFirst Day | Active HR manually completes the Task Complete HR User who approved the Request
of Duty Any New Hire, Request, or Vacancyis cancelled earmecllE
System determines thereis atleastone formeligible . . .
None for transmission to eOPF thatis ‘Complete’ Active Onboarding Process Owner for the New Hire
Transmit Forms to €OPE System determines allf.or.ms eligiblefortran.smission . .
Active to eOPF havea Transmission Status of ‘Confirmed’ or | Complete Onboarding Process Owner for the New Hire

‘Not Transmitted’
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Beginning Status Trigger(s) New Status Default Owner
Any New Hire, Request, or Vacancyis cancelled Cancelled
None Sy.st.em determme§ there|satleastor.1e‘document' Active Onboarding Process Owner for the New Hire
eligible for transmissionto eOPF thatis ‘Complete
Transmit Documents System determines all documents eligible for
to eOPF Active transmission to eOPF have a TransmissionStatusof | Complete Onboarding Process Owner for the New Hire
‘Confirmed’ or ‘Not Transmitted’
Any New Hire, Request, or Vacancyis cancelled Cancelled
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