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CAC/PIV Login Issues HR/HM Users

 The majority of login issues stem from selecting a Smart Card certificate
that cannot be used for authentication with USA Staffing.

e For Smart Card registration or login:

O PIV card holders must select the Authentication certificate
O DoD CAC card holders must select the Email certificate

* Detailed Smart Card guidance can be found here:
https://help.usastaffing.gov/USAS/images/4/4a/RegisterPIVFinal.pdf
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Registering your Smart Card for the first time

e System users should verify they can login with their email address and
password before attempting to register their Smart Card.

USA Staffing’

UEA Haffingsr ke an Oificdal L. B Gosarnmant Bycisen for suihorized wcs
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Full Termee and Condiione of Uce and you concant in cesurity tscting
and monforing.

Sign in with smart card

Full Termc and Condiionc of Uce

USA Eiaffinghl s a U.8. Goverment informmation sysiem b be used by
authorzed users onfy. Infiormaion from this sysbem mesides on compulsr
SySHmS Tunded by this Qowemmant.
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Frivacy Ao, 5 WS.C. § 5522 Tha usa of parsorally owned devions b —
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{Pll] s |prohibied.
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enforcamont parsonne.

corey.hurst@opm.gov

Urauthorized user atempls or acs o (1) scoess, v, uphoad, ohanga, or [ ki
daditn informmabion on this system, (2) modity this systoem, (3) ceny acomss o
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misss this system ans siiofly prohibtind. Such afempls or acts ane ssbjsct Resst Pazsword
o aclion that may result in criminal, chd, o adminsiratve penal bes.
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Registering your Smart Card for the first time
Selecting the incorrect certificate

e Users may not be able to login/register with the defaulted certificate

presented.
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Sign in with smart card

Sign In

corey.hurst@

Bizset Password

Windows Security

Select a Certificate

Site signin.usastaffing.gov needs your credentials:

Signature - COREY HURST
Issuer: Entrust Managed Services SSP CA
Valid From: 9/7/2017 to 9/6/2020

Click here to view certificate properties

More choices

0K Cance

ActivClient Login

ActiviD*
ActivClient®

Please enter your PIN.

PIN [ =
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Registering your Smart Card for the first time
Selecting the incorrect certificate

Authentication failed. 0
U S A S tO f f in 9" « Certificate is not for Client Authentication, cannot register certificate.
* You are not able to sign in with the information provided. Please try again, or
USA SiaMng Is an OMelal U.5. Govemment Syafem for authorized click the Reset Password link.
:m%rlmﬁmf:;m: or fhe Informafion on fhlz » If you continue to have issues, please click the Question Mark icon for

additional information.
Signing into WS4 S{aMngE indicales you have resd and accapted the

Full Terme and Conditlons of Lae and you consent to sscurity teating

and monitoring. S . |
Full Terme and Condifions of Use |gn n
e m o be used by
T e ——— corey.hurst@opm.gov
Password

Reset Password .

e This is the error message displayed when the certificate registration process
fails.

e Users should close their browser completely to retry the registration
process.

O A fresh browser session will remove the previously chosen certificate from the
temporary internet files.
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Selecting the correct certificate

Registering your Smart Card for the first time

* To see other certificates on the Smart Card, click More choices
O PIV users select Authentication certificate.

O CAC users select Email certificate.
O Smart Card guide can be found here:

https://help.usastaffing.gov/USAS/images/4/4a/RegisterPIVFinal.pdf

USA Staffing

WA 3EaMngS: ke an OfMiedal U. & Bovernment Bycism for sulhorized wee
only. Unauthorized wee of e cyciem ar the information on ihic eyciem
eould recult In eriminal procesution.

Signing Info UEA 3afing= indicainc you have mad and accepind the
Full Termc and Condiione of Uce and you ooncant io cesurity tecling
‘and montoring.

Full Tarme and Conediions of Use

USA Sang® |5 & LS. Govemmant infommation sysiom bo ba usad by
oM his SYSlam feSdas on computer

m inckta Fateral neoonds Bat contain
rious oral shafubes, induding tha
o morally owned devices o
aly idantfiatéa Imcrmation

=4 af s sysiom oonsShiss usSr UNOWSandig Gnd
sl BT and thubes Unoonaitional oONSant & ravisw,
, UL, and ke action by sl GURONZED QOVBMIMENt and kW

Sign in with smart card

Sign In

corey.hurst@opm.gov

--------------

Windows Security

Select a Certificate

Site signin.usastaffing.gov needs your credentials:
Authentication - COREY HURST
Issuer: Entrust Managed Services SSP CA
Valid From: 9/7/2017 to 9/6/2020

Click here to view certificate properties

More choices

= Signature - COREY HURST
Issuer: Entrust Managed Services SSP CA
Valid From: 8/7/2017 to 9/6/2020

Authentication - COREY HURST
Issuer: Entrust Managed Services SSP CA
Valid From: 8/7/2017 to 9/6/2020

l OK ] Cance!

ActivClient Login

ActiviD®
ActivClient®

Please enter your PIN,

PIN [ |
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Registering your Smart Card for the first time
Selecting the correct certificate

e To complete your Smart Card registration, enter your username and
password.

USA Staffing®

USA SiaMngs I= an OMclal U.5 Govenment Sysiem for suthorized
u=a only. Unauthorized use of thie eysiem or fhe information on this
aystem could resutt In criminal prosecution. CUT’EF.“UI’S‘@OPH’].QU\I‘

Signing Into U3A StaMnge indicales you have read and sccepisd the
Full Termg and Conditions of Ues and you conesnt to sacurty testing

and monitoring. ....I....I.I..|

Full Terme and Condiflons of Lkse
Beset Password .
Slgn In

Sign In to register your SmartCard

Note: If a user selects the correct certificate but continues to have issues with
registering/logging in via their Smart Card, they may need to reset their password.
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Registering your Smart Card for the first time
Selecting the correct certificate

e Once your Smart Card is successfully registered, your USA Staffing
Dashboard will display.

USA Staffin g ® Welcome, Corey Hurst!  Sign Out [3%

Hiring Actions @

Request Number

USA Staffing’
DASHBOARD «~

Note: The “Sign in to register your Smart Card” screen will not display again unless
the certificate has expired or the incorrect certificate was selected.
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Resetting your USA Staffing password

* (Click “Reset Password”

Sign In

Email Address

Password

* Enter the email address registered with USA Staffing, click Submit

Reset Password

corey.hurst@opm.goy X

Note: The error below is presented ONLY when there is a space before/after the
email address OR the email address entered has an invalid format

Reset Password Reset Password
corey.hurst@opm.gov | X corey_hurst%opm.gov
Valid Email Address is required. Valid Email Address is required.

Cancel Cancel
Great Government Starts Here 9




Request — Staffing Approach

 Mismatched series/specialty/grades can impact an applicant’s rating
when invalid rating combinations are selected.

REQUEST 20180929-69978 v

A Request20180929-69978

Request Number Customer Request Type Status

20180929-69978 User Support Team New Vacancy Incomplete

Request Information Location Information ’ E Documents (0 @ Notes (0 E History
Vacancy to be Created 1

Vacancy Type Office USAJOBS Announcement Type Workflow

Rating Combination

v ’
Public (U.5. Citizens and Non-Citizens) g::g E

¥ Status (Federal/Veteran/Other Eligible) OPH 80-day ’ 1306-12
Internal Merit Promotion ¥ 1306-13

Approve Request Delete Request

Case Exam v Program Office

Great Government Starts Here




OPM.GOV

Request — Approved

 Once arequest has been approved it cannot be changed.

 Many aspects of the Request can be changed at the Vacancy level, but
these type of changes will affect system reporting.

O The Request level data will not match the Vacancy level data.

REQUEST 20180402-46375 ~

4 Request 2018040246375

Request Number Customer Request Type Status

20180402-46375 User Support New Vacancy Complete
Request Information ’StaffingAppma(h B Documents 0 @ Notes 0 & History

Request Information

Request Number Request Type Requesting Customer
20180402-46375 New Vacancy User Support
Requester Approved By
Kasey Acres Kasey Acres
Hiring Need Validated Date Request Personnel Action Date
3/31/2018 4/1/2018
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Vacancy - Supporting Documents
HR User View

 On the Vacancy > Supporting Documents page users MUST designate the
correct Accepted and Required Document Types.

O The accepted documents type will determine the available options the
applicant has to associate their documents in Application Manager.

Case File Position Informatien Eligibilities Settings B Documents (0 & Notes (0 & History
Supporting Documents
Supporting Documents B Upload Options View Options
7 AN -
Cover Letter Accepted Hiring Manager Viewable
Reguired Mew Hire Viewable
DD-214 Accepted Hiring Manager Wiewable
Required New Hire Viewable
Executive Core Qualifications (ECQs) Acce|ljted FAGIGE [«Ian:ager Viewable
Required Mew Hire Viewable
OF-206 Acce|.)ted Hiring r Iam:]ger Wiewable
Reguired MNew Hire Viewable
Other Acceptad Hiring Manager Viewable
Reguired Mew Hire Viewable
Other Veterans Document Accepted Hiring Manager Viewable
Required New Hire Viewable
7 AN -
R AcceFted Hiring r«lan‘?ger Wiewable
Required MNew Hire Viewable
SFs Accepted Hiring Manager Wiewable
Required Mew Hire Viewable
cF5o ¥ Accepted Hiring Manager Viewable
Required MNew Hire Viewable
Transcript AcceFted Hiring r-,lan‘?ger Wiewable
Required MNew Hire Viewable
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Vacancy - Eligibilities

e Vacancy > Eligibilities page — Once a job announcement has been
released to USAJOBS you cannot add, delete, or alter Eligibilities.

VACANCY 10073255 ~

B Vacancy 10073255 B Assessment Package #  Announcement +

HR Specialist CS-0201-1
Case File Positlon Infarmation Supporting Documents Settings B Documents i) & Notes 0 s |i§\|_{::_\
Eligibilities

[ Accept :| ¢ Elgibiies

rade Status
New

1“

30% or More Disabled Veterans {30% DV)

Career Transition Assistance Plan (CTAP)

Cell Phone Usage (Cell phone usage)

Current OPM employee in Comp Service (OPM EMP)

Duplicate Eligibilicles 2 QDB (DupEL2QDB)

Cd Interagency Career Transition Assistance Plan (ICTAF)

Leadership Position {Leadership}

Location on West Coast (Location)

StephShareTest (StephShareTest)

Test Test revised (Test)

Testing Somethings (Test QDB)

Vieterans Recruitment Authority (VRA)
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Vacancy - Settings

e Vacancy > Settings page — The system defaults to a Competitive Service
type, if you want a different designation within your job announcement
you must insert the appropriate Tag, e.g. Excepted Service, Title 38

VACANCY 100624871 ~

s (0

USA StofﬂngE ~ Staffing Recruit Admin Reports
VACANCY 10062481

W Vacancy 10062481 [ Assessment Package & Announcement 2 Applicant Overview @  Certificates

USAJOBS Job Title -Series-Grade Status

Human Resources Specialist GS-0201-13 Closed

Pay Pl

Announcement Information Announcement Location Announct

B an official wahbsits of the Unitsd States gevernmant

USAJOBS

Period of Eligibility

Expiee appiboations Followire the pericd of clicibiliy

Application Confirmation Messages Syphnts il be el for

Overview

# Augzeaticallyeeiperd b il whmited ories igpliitiont with the ilected netification temolte morthe

Human Resources Specialist
DEPARTMENT:
Other Agencies and Independent Organizations Office of Personnel Management

AGENCY:
Office of Personnel Management

el Demographic Data Collection

ot USAKHS BN Dale

HIRING ORGANIZATION: Overview Lecations. Duties Requirements Required Documents Banefits

SALARY RANGE:
$94,618.00 to $123,004.00 Per Year

OPEN PERIOD: Overview

Tuesday, April 24,2018 to Wednesday, April 25,2018

SERVICE TYPE: . .
Open & closing dates Service

PAY SCALE & GRADE: ©04/24/2018 to 04/25/2018 Competitive
Gs-13
Sal
SERIES: Pay scale & grade alary
0201 - Human Resources iManagement GS13 394.618 to $lij,UM per year
Appointment type Work schedule
Permanent Full-Time
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Assessment Package

If a job announcement is opened to the public, ensure your rating
Categories are properly set up within the Vacancy.

0 You will not be able to add or modify Categories once the job is released.

B Vacancy 10073255 I'r; Assessment Package 4 Announcement ‘g Reviews

USAJOBS Job Title Pay Plan-Series-Crads Status

HR Specialist ~ GS-0201-11 Incomplete

Source

o This Vacancy is open to the public but does not contain any Categories!

Overview Job Analysis Assessment Plan Categories Test Plan

& B Documents (0 @ Notes (0 & History

Assessment Package Checklist

No Assessment Required Assessment Package Complete

Note: There is a warning banner that displays on the Assessment Package Overview
page.

Great Government Starts Here
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Announcement
e DO NOT Cut and Paste text from outside sources, such as Microsoft
Word, previous USAJOBS announcements, etc.

 Review your How to Apply section of your announcement and ensure it
matches the updated USAJOBS/ Login.gov site.

How To Apply

Please upload your resume under "Resume” and any other applicable supporting documents mentioned above under "Other” documents.
"Other" documents may not be applicable for each applicant, but should be utilized if you are submitting a SF-50 for proof of federal service,
veterans documents for eligibility, transcripts for qualifications, etc.<br /= <br /> You may be asked to provide a copy of your recent
performance appraisal and/or incentive awards. Consideration will be given to performance appraisals and incentive awards as an indication of

5/18/2018 10:57 EDT Page 4 0f 5

quality prior experience, no points will be assigned.<br /> <br /> <u=<strong=If going from a LEQ Covered Position to a Secondary CBPO
Enhanced Retirement Covered Position:</strong=</u> Please be advised that when you enter on duty in this Secondary CBPO Enhanced
Retirement covered position permanently you will no longer be covered under the Special Retirement System for Law Enforcement Officers, but
will only be covered under the Federal Employees Retirement System (FERS). For further information on the Secondary CBPO Enhanced
Retirement Coverage, please see the section on <strong=Retirement Coverage</strong=_<br /> <br /> <strong=Retirement Coverage: </
strong=This position has been identified as a secondary position as provided under the enhanced retirement provision of Public Law 110-161 for
Customs and Border Protection Officers. Please see <span style="display: none;"=> </span=<a href="http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/
retirement/new_cbpo_retirement_coverage/cbp_fags.xml"=this link </a=for requirements of secondary coverage. Information is also available
by calling the CBPO Retirement Coverage toll-free hotline at 1-866-469-7359 or emailing questions to rabaservices@cbp.dhs.gov. If you are
found qualified and eligible to occupy this position but do not meet the criteria to receive the enhanced retirement coverage, you will be
covered under the FERS retirement system.<br /> <br /= <strong>Retirement coverage does not change during the temporary promotion, but
may change if the position is made permanent. </strong==br /> <br /= DHS offers competitive salaries and an attractive benefits package,
including: health, dental, vision, life, and long-term care insurance; retirement plan; Thrift Savings Plan [similar to a 401(k)]; Flexible Spending
Account; Employee Assistance Program; personal leave days; and paid federal holidays. Other benefits may include: flexible work schedules;
telework; tuition reimbursement; transportation subsidies; uniform allowance; health and wellness programs; and fitness centers. DHS is
committed to employee development and offers a variety of employee training and developmental opportunities. For more information visit <a
href="http://iwww.dhs.gov/homeland-security-careers/benefits">this link</a>. <a href="http://www.opm.gov/news/releases/2016/08/newly-
established-leave-policy-gives-disabled-veterans-more-time-to-address-medical-issues-1/">Disabled veteran leave </a=will be available to any
Federal employee hired on or after November 5, 2016, who is a veteran with a service-connected disability rating of 30 percent or more_<br /=
<br /= Applying to this announcement certifies that you give permission for DHS to share your application with others in DHS for similar
positions.<br /> <br /> To begin your online application, click "<strong=Apply Online</strong="to create a USAJOBS account and follow the
prompts or log in to your existing account. Your application packet must include a completed assessment questionnaire, a resume, and any

applicable and/or required supporting documentation. Please see the "Required Documents” section below for additional information. All
annliratinn matariale inclidina tranecrinte miiet he in Fralich<hr = <hr = If uni are nnahla ta annly anline ar nead tn cihmit a dacomeant van
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Announcement Text
e Releasing an announcement to USAJOBS will lock down many of the data
fields, restricting your ability to make certain changes.
O DO NOT release a job announcement until everything is complete.

e |f you need to make edits to a released job announcement, then ensure
you also Update USAJOBS.

VACANCY 10072539 +

&= Vacancy 10072539 M Assessment Package

...... 8

5 Job Title Pay Plan-Series-Grade Sta
HR Specialist ~ G5-0201-13 0

J—

Anncuncement Information Announcement Location Anncuncement Questionnalre £ @ Notes 0 Release & Histor

Overview R Reguiec JOB ANNOUNCEMENT NUMBER:

VACANCY 1 0073255 LVl DEST-10072539-19-DR

JOB TITLE: HIRING PATHS:
HR Specialist The public

DEPARTMENT:
= Vacancy 10073255 rrﬁ Assessment Package A Other Agencies and Independent Organizations

AGENCY:
Office of Personnel Management

USAJOBS Job Title Fay Plan-Series-Grade Status

HR Specialist GS-0201-11 Open

Anncuncement Information Announcement Location Announcement Questionnaire Announcement Text ’

o This announcement has already been released to USAJOBS. Be sure to update USAJOBS with your most recent announcement changes.

HIRING ORGANIZATION:

e DO NOT release the job announcement multiple times within a short
period of time.

0 Always wait several minutes between USAJOBS updates.
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Applications and Applicants — Inviting late applicants

 When using the Invite Late Applicant functionality, the invitation email
must be sent to the applicant’s email address used with their USAJOBS

account.

VACANCY 10317032 ~

& Vacancy 10317032 Wi, Assessment Package 4 Announcement At Applicant Overview

Applicant Overview

Overview Saved Lists Stored Lists IManage Late Filers u
1 Applicants (9) TOUCHPOINT NOTIFICATIONS SENT
Filter by Name/Email: Flagged/Reviewed: RSC: 1 00% 0%

a ] | : AreLIcATION o SIISE

Qt‘.\P_HTl.h SEND REMAINING

# | RSC-Applicant Status

Name - Email
CLAIMED ELIGIBILITIES
Doohan, Howie ohgary13+howie@gmail.com IN
i i ‘ RA: 3
Dover, Eileen ohgary13+eileen@gmail.com AA
Ford, lona ohgary13+iona@gmail.com IN
Hammer, Armand ohgary13+armand@gmail.com AA
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Applications and Applicants - Inviting late applicants

* You must enter the applicant’s email address on the Invite New Online
Applicant page.

e If you enter an email address that is not associated with the applicant’s
USAJOBS account, the applicant will receive an error message when
attempting to apply to the vacancy.

Invite New Online Applicant

Filer Status for New Online Applicant * Select a filer status for new online applicant.

Regular

First Name *

Steven

Last Name *

Apex

Email *

stevenapex123@gmail.com

Duration of Access (hours) to Online Application *

120
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Applications and Applicants - Inviting late applicants

 Onthe Manage Late Filers page, you can view the notification
that was sent to the applicant.
 Aunique link is generated for each invitation notification.

VACANCY 10006573 ~

= Vacancy 10006573 rr. Assessment Package 4 Announcement 2¢  Applicant Overview @ Certificates E Reviews

Applicant Overview
Overview Saved Lists Stored Lists ' Manage Late Filers }

Manage Late Filers (1)

2 sSteven Apex

X STEVENAPEX123@GMAILCOM

Date Sent ¢ | Sender + Email Subject Email Body :

Exceptional Staffing Administration
Eastern Region

123 Main Street

Boston, [Massachusetts, 02345

Dear Steven Apex:
You have been provided online application access for the Program Analyst, FY17-10006573-Onboarding.
To start the online application process:
10/2/2018 Dana Online Application Access for Program Analyst, FY17-
3:14:32 PM Robinson 10006573-Onboarding 1. Select this link: https://apply.usastaffing.gov/Application/Invitation?
position|D=141965&exp=-8586626672132823324&cid=wB9jhnVqqnJjsmRMXT8I4b%2b5v%2bf%2bs0P(79zDkw1LDLM%3d
2. A USAJOBS account is required to apply. If you do not have a USAJOBS account, you will be provided an opportunity to create one.
3. Complete and submit the online application before this link expires: Sunday, October 7, 2018 3:14 PIv EST
4. Once you submit your application, you may no longer access the online application by this link provided.
IF you have any questions regarding this notice, contact Joe Demo akt usastestHR6@opm.gov or (234) 234-2345.

Thank you for your interest in Federal employment with the Exceptional Staffing Administration.

PLEASE DO NOT RESPOND TO THIS EMAIL MESSAGE. IT IS AUTOMATICALLY GENERATED read less
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Applications and Applicants — Document display issues

e Submit a helpdesk ticket if you have an applicant document that opens
blank or is illegible and we will attempt to correct the file.

e We recommend not overriding an applicant’s record to ineligible until we
have tried to re-process the document.

VACANCY 10317032 ~

& Vacancy 10317032 I Assessment Package 2 At Applicant Overview o Reviews 1 Applicant: Howie Doohan

Application Number HOWiE‘ D()Oha n 1 Testing BluFf
ABDDR-TMPO OHCARY13+HOWIE@GMAIL.COM Boanoke;Vigiiez: E41s
2027187605

Roanclke, V
United States

Eligibilities and Ratings s Applicant information

Ratings

Rating Combo

Documents

Filter by Document Name: _

HM NH
Required Viewable Viewable Received

0099-3

alines v s 9/22/2018 10:03E...

Veterans' Preference

Claimed Preference Adjudicated Preference

NV - Mo Preference Claimed. NA = Not Adjudicated

Eligibilities
Add New Document

Claimed Reasona ble Accommo dation Do A

Choose File No file chosen

Eligibility Dates

Eligibility End Date
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Vacancy Supporting Documents
Applicant View

* The hiring agency selects these Accepted Document types on the Vacancy/Supporting
Documents page.

e Applicants are required to assign their supporting documents to the available
document types

B Assessm

ent= B Documents [ Review & Submit O Application- O Assessment= [ Documents  [2] Review & Submit @HelpCenter ~ & Usa Staffer ~
Documents Documents
; z 2 2 " Please asslgn the supporting documents you Imported from USAJOBS to the approprlate document types listed below. If the document you
Please assign _kh- supporting documents you imporked frnm. usajons Lo_th- appropriate document types listed below. IF the documen t you eed was not Imported from USAJOBS, you may upload IE directly Into this application.
need was not impaorted from USAJOBS, you may upload it directly into this application,
. . . . . Any avallable documents that are not assigned to an Accepted Document type will NOT be submitted as part of your application.
Any available documents that are not assigned to an Accepted Documant type will NOT be submitted as part of your application.

You MUST asslgn at least one supporting document for each required document type In order to submit your application.
You MUST assign at least one supporting document For each reguired document type in order to submit your application.

‘Accepted Documents Avallable Documents
Accepted Documen ts Available Documents
Resume (required) % UStaffer BR-5pg - View -
Cawer Letter T T
® CH-Coverlefierfest - View = « UsaStafferSF50blank - Pending Retrieval
OF-3t * ugaDiploma - Pending Retrieval
-306 = CH-OF306-Test - View -
OF306-Test - Viet * UsaStaffer-OF306-Test - Pending Retrieval | |
Resume = festUSAJobsCH - View -
Are you missing a document?
5r-50 Upload
CH-CoverLetterTest Tl
Are you missing a document? CH-OF 106 Test
Upload testUSAJobsCH

CH-SF50-Test

Multiple Document types Accepted Only Resume Accepted

A Unassigned Documents

There are unassigned documents found in your application.

Any available documents that are not assigned to an Accepted Document type will NOT be submitted as part of your Important NOte: Documents Ieft unaSSignEd

application.

Unassigned Documents WILL NOT be included in the submitted application.
Steven Apex Performance Eval
| Cancel |
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Vacancy Supporting Documents
Applicant View

Applicants are required to acknowledge their supporting documents have been
assigned to Accepted Document types.

@ HelpCenter - am Usa Staffer -

Application Progress

Position Title  Shipbuilding Specialist
Agency Office of Personnel Management
Announcement Number  5T-10063465-1 344

Open Period  Saturday, September 28, 2095 bo Tuesday, October 2, 2048

Application Package Status:  Application Ready to Submit

Review & Submit

Please verify each section of your application is complete and correck. ou may review and change your information before submitking.

Status section
(4 Application -
[ Biographic InFormation
& Eligibilities
(4 Assessment ~

1 Assessment 1

(4 Documents -
Accepted Documents Submitted Documents
¥ Resume (required) UStaffer-BR-5pg View

UsaStaffersF50blank - View
ugaDiploma - View
UsaStaffer-OF306-Test - View

=] ac ge that all of the supporting documents 1 want to subm s appllcation have n asslgne an Accepted Documen
knowledge that all of th ting d ts t to submit with thl lication have bee Igned to bed 4
kype on the Documents page.

Submit Application

Great Government Starts Here
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Applications and Applicants — Application Status

* Applicants can check their status by logging into their USAJOBS account

and clicking the Additional Application Information button for that job
announcement.

https://help.usastaffing.gov/Apply/index.php?title=Reviewing your application status

USAJOBS e

Welcome Steven! s..c.

Great Government Starts Here


https://help.usastaffing.gov/Apply/index.php?title=Reviewing_your_application_status

Applications and Applicants - Application Status

o After clicking the Additional Application Information button, applicants can
view the details of the application for that announcement as well as their

status.

@ Help Center ~

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT Application Progress

Position Title  Safety Technician
Agency  Office of Personnel
Announcement Number  [1P-10275012-1

anagement

A
Open Period  Saturday, August 4, 2018 to Sunday, August 5, 2018

Application Package Status: Not Selected

& Steven Apex =

Announcement IMP-10279012-18-TAA was Closed on 8/5/2018

Application Information
Application Received: 8/6/2018 7:58 PM

I Supporting Documentsl

Documents Type Name Status
™ Resume (required) Resume Steven Resumebuilder Processed
¥ DD-214 DD-214 Steven Apex DD214 Processed

If you wish to submit additional documents to your application, return to the announcement on USAJOBS.gov and follow the instructions provided For
submitting documents. Documents submitted with your application may not be permanently retained. Please keep copies of submitted documents for

yaur personal records.

Date Sent Email Subject
8/6/2018 8:54:56 P You were not selected

8/6/2018 8:44:14 PM Notification of Referral - Safety Technician, IMP-10279012-18-TAA
8/6/2016 8:38:09 PM Your results for your application

8/6/2018 7:59:01 PM Thanks for the application

Notification text may not be permanently retained. Please keep copies of all notifications sent to you For your personal records.

For more information, contact:
Always Able

(210) 555-1517
ALWAYS.ABLE@OUTLOOK.COM

Return to USAJOBS

Date Submitted
8/6/201819:58 EDT

8/6/2018 19:58 EDT

Great Government Starts Here p)
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OPM.GOV

Applications and Applicants — Key Entry

e |If Key Entering an applicant record, ensure you have all of the applicant’s
guestionnaire responses for that announcement before you begin.

e We recommend you provide the applicant with the PDF version of the
guestionnaire to capture their responses. You can print or save a copy of
the questionnaire by selecting the Gear Icon on the Applicant Overview

page.
VACANCY 10317035 ~

& Vacancy 10317035 g Assessment Package

Applicant Overview

Add Applicant Invite Late Applicar = PrintApplication

£+ Re-Rate Applicants

1 Applicants (7) TOUCHPOINT NOTIFICATIO & Send Global Notification

Flagged/Reviewed: : 1 00% 1 00% 1 00% 1 00%

Fllter by Name/Emall:

AGENCY EMP: 5
ICTAP: 5
VEOA: 4

Great Government Starts Here
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Applications and Applicants

 The applicant’s questionnaire submission can be retained by loading it as a
document into the applicant’s record after you key enter the responses.

Office of Personnel Management

JOB APPLICATION

VACANCY NUMBER ANNOUNCEMENT NUMBER OPEN PERIOD
10317035 DE-10317035-18-KB 09/22/2018 to 09/22/2018

PAY PLAN / SERIES / GRADE POSITION TITLE
GS-0201-12 HR Specialist

BIOGRAPHIC INFORMATION * Required

Name

First *
IIIEIIEIIEEIIEIIEIIEEIIEIIEEIE!

Middle
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIi
Last (Family/Surname) *
IllilIilliillillilliillilliili!
Suffix (Sr, Jr, lll, etc.)

Mailing Addres:

Use Standard State Postal Cod (abbreviaiions). f aulside the Uniled States of Amer
donot have  military address, print "0V* in State and fll in Country, lea nngHL‘ud bf n

Street Address * (House Numer, Streel, Apartment, Company, Suite, Unit)

I [N I S [y | I
City *
I [N I I I Iy I | i
State / Territory / Province Postal Code *

I I I Y Y I

Country
IIIiIIiIIiiIIiIIiIIiiIIiIIiiIi

NOTE: Once a record is started, and remains incomplete, it cannot be deleted and will
remain in Pl status indefinitely!

Great Government Starts Here
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Referral - Filters

 When you create a certificate, do not use the “AA” record status code
(RSC) as a filter.

VACANCY 10317035 ~

e The “AA” filter will restrict any future amendments to that certificate to
“AA” applicants only, and not include those previously certified in “AC”
status.

Great Government Starts Here
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Referral — Processing & Notifications

e Allow certificates to finish processing before issuing Notification Letters.

O You can verify a certificate has finished processing when the Certificate Number
becomes an active link.

USA Staffing’ A smffing  Recruit  Admin
VACANCY 10317035

& Vacancy 10317035 ) 5 ge ¥ Announcemenl i i 21 Applicant List: Applicant List 1 +

Certificates (2)

All Grades v All Certificate Types

Certificate Mumber 4+ | Certificate Type %+ | Filters Grade Issued % | lIssued By + | Assigned Revisws + | Audited

Locations: Polacca, Arizona
Series: 0201

Status (RSC): AA
Certification Status: Eligibles

20180922-CABM-002 Competitive Merit Promotion 12 9/22/2018 Kristi Balant 1 9/22/2018

Locations: Polacca, Arizona
20181001-CABM-001 (Processing) Ranking List Series: 0201 10/1,/2018 Dana Robinson
Certification Status: Eligibles

* Sending Referral Notifications before the certificate has fully processed
may result in an inaccurate Referral Notification letter and status within
the applicant’s USAJOBS account.

Great Government Starts Here



New Hires — Login & Notifications

* Inorder to access the USA Staffing Onboard system, new hires must be provided
with a job offer (or invitation) notification that contains a unique access link.

e The access link is generated by a Tentative Offer URL, or Official Offer URL, or
Invitation URL data insert and must be included in the notification template.

 New hires must accept a job offer (or invitation) BEFORE they can access their
account by the main Onboard URL at https://onboard.usastaffing.gov

G uk[on er 1-Linked to Office A &‘-;PKH‘#; }7("%N Active & Q

Onboarding Information MNotification History Dats Trans i History & History

Notifications « 2

Template _ te . DateSent 3 Sender 3 Recipients : Em Email Body

DAVID SMITH IV

This is a official job offer.

Please use this link to respond to the job offer and access your
ppne : account to complete the required Forms and tasks. You will receive asalary of .
32383 3 david smith1900e@gmail.com b
Robinson =

https://onboard.usastaffing.gov/Tuser=HPKUF-3C3N&type=official

Thanks, 1900 E Street NW
Human Resources0343 read less

Dear David Smith Jr,

ommunicate cearly w hire stands in the proce: ata\ times. During the usabillty test we a5k th
ovide candid feedback r your experience from the mo ve this natification until you have com
the entire process.

For the purpose of this usability t
Hanagemen!

Position Title: Program Analyst

Series: 0343

Pay Plan: €5

Grade: 13

Duty Location: Rockville, Maryland

The Office of Personnel iai tronic system (USA Staf 4 your acceptance or declination of

Job offer, complete and pi em & forms, track compl nd recelve upload documents. Please
click on the link below to dto Rative Job o fer outlined in this notification

Tentative
Jo 7/31/2018 Tentative | Nttps://ONDOAr.usastarfing.gov/Tnewliser=71119323-10b2-440-890f-102d240597 01 Stype=tentative
110:21

Offer
If you accept this position, to further consideration you must do the following:

(1) Verify your identity by entering you Postal Code (Zip) and MontivDay of Birth.
(2) Once you identify i v ied, you will be prompted to register and with 3 USAJOBS account. If you do not has
USAJOBS account, you will nex te one, then click the link above again nplete the process. NOTE: A aritical
the process is that you save your Username and Password in a safe pla have It available for further use.

(3) Complete the Optional Form (OF)-306, ‘Declaration for Federal Emp St n Onboarding Manager, you will be asked a
serles of question fer to complete and submit the OF-306 form electronically

Please access your onboarding m account and complete the OF-306 within three (3) calendar days from the date of this
natice ta initiate the suitability and personnel security process.

If you h: stions or experience problems accessing the USA Stalfing enboarding system, you can contact me either by
phone at or by emall at
*Please Note: This is a “tentative” offer of emplayment. Please d tice to your current employer. You will be
contacted upon the completion of the OF-306 and. satisactory sultabliy

Respectfully,
read less
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https://onboard.usastaffing.gov/

OPM.GOV

New Hires

 New Hires must have a login.gov account in order to access the Onboard
system.

e |If the new hire applied through USAJOBS, they will need to use the same
email address and password they used to apply to the announcement.

* To sign-in through login.gov account, new hires must enter their email
address, password, and a second authentication method.

EBE An official website of the United States government

USAJOBS

You now need to create a login.gov account to sign in to USAJOBS

To maintain your existing profile: 1. Use your existing USAJOBS email address and 2. Create a new password.

Continue to'# LOGIN.GOV and select "Create account”

Already created a login.gov account? m

By clicking "Continue" or "Sign in" you agree to our terms and conditions.

Great Government Starts Here



New Hires — Record Status

 New hires can only access their account if their record is in Active status.

O New Hires cannot log in if their record is in Complete, Inactive, Cancelled or
Locked status, even if they have assigned tasks that are still Active.

* New hire records will update to Complete status when all HR tasks are in

Complete status, not the new hire tasks.

USA StOlc'FlhgS " staffing
NEW HIRE: DAVID SMITH IV ~

New Hire Number
HPKUF-3C3N

Tasks © @

All Statuses

Task Name

Send Tentative Offer 3 08/02/2018 07/31/2018
Receive Tentative Offer Response 3 08/02/2018 07/31/2018
Receive Official Offer Response 3 08/02/2018 07/31/2018
Verify the New Hire Arrived for their First Day of Duty i e 08/05/2018 07/31/2018
schedule Drug Test i ctive 08/07/2018

Retrieve Drug Test Results i ndin 08/09/2018

Send Official Offer

Transmit Documents to eOPF ctive 10/29/2018

Transmit Forms to eOPF i ctive 10/29/2018

Great Government Starts Here



New Hires — Verify New Hire Arrived for First Day of Duty

 The Verify the New Hire Arrived for their First Day of Duty task should
only be completed on or after the new hire has actually arrived on-site
for their first day of work.

e Completing this task will restrict your ability to make changes to the
certificate audit for this record.

Verify New Hire Arrived for First Day of Duty

representative has verified that the n
‘verify the New Hire Arrived F

ew hire has arrived for
‘or their First Day of Duty’

e certificate cannot be modified for this record.
| be able to add forms and documents associated with this record to be queued for transmission

ask assigned to the new hire record, the record will change to Complete status. Assigning another
ed to place the record in Active status,

Cancel

Great Government Starts Here
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New Hires — Fields locking a Form

e The New Hire is responsible for the information they provide to the
guestionnaires and any required corrections.

e |f you need to return a form for the new hire to correct, you can view the
forms that are locking a field.

& Last Name *

Smith

& suffix
v

& Social Security Number *
000000000

& Does your last name differ from that shown on your sacial security card? *
Yes
No

& Enter any other names you may have gane by (including maiden name).

First Name Middle Name Last Name Is Maiden Name?

No Responses Created

& Date of Birth *

Locked: 7/31/2018 15:16 EDT

Employment Eligibility Verification
Declaration For Federal Employment

Statement of Prior Federal Service
United

& State of Birth *
Virginia

& City of Birth *
Arlington

Great Government Starts Here



New Hires — Returning a Form for Correction

 Then, open the form and click the Return for Correction button to return
the form to the new hire for corrections.

NEW HIRE: DAVID SMITH IV ~

&  overview [ Assignments 4 Questionnaires OF 306: Declaration For Federa...

DAVID SMITH IV

DAVID SMITH1S00E@GMAIL COM

Customer New Hire Number Status

Customer 1 - Linked to Office A HPKUF-3C3N Active &

Details

Form Number Form Name

OF 306 Declaration for Federal Employment

Declaration for Federal Employment* o S
(*This form may also be used lo assess fitness for federal contract employment)
GENERAL INFORMATION

1. FULL NAME (Provide your full name. If you have enly initials in your name, provide them and indicate *Initial only”. If you do not have a middle name,
indicate "No Middle Name®. If you are a “Jr.* *St.." etc. enler this under Suffix. First, Middle, Last, Suffix)

# David Smith IV (No Middle Name)

2. SOCIAL SECURITY NUMBER 3a. PLACE OF BIRTH (Include city and state or counlry)
#000-00-0000 # Arlington, VA, United States
3b. ARE YOU A U.S. CITIZEN? 4. DATE OF BIRTH (MM /DD / YYYY)
[x] YES [T] NO (if"NO", provide country of citizenship) 4 #03/14/1980
5. OTHER NAMES EVER USED (For example, maiden name, nickname, etc) 6. PHONE NUMBERS (Include area eodes)
+ lpay ¢ 2026075613
L] Night 4
Service Reg

If you are a male born after December 31, 1959, and are at least 18 years of age, civil service employment law (5 U.S.C. 3328) requires that you
must register with the Seleclive Service System, unless you meet certain exemptions.

7a. Are you a male bom after December 31, 16597 [x] Yes NO (if "N, proceed to 8.
7b. Have you registered with the Selective Service System? [5] YES (vES", procesd to 8. H INO (1f "NO", proceed to 7c.)
7c. If"NO," describe your reason(s) in item 16.

Military Service
8. Have you ever served in the United States miltary? [] YES (ir"YES", provide information below) [X] NO

If you answered "YES, " list the branch, dates, and type of discharge for afl active duty.
If your only active duty was training in the Reserves or National Guard, answer "NO.”

For all provide all under item 16 or on attached sheets. The circumstances of each event
you list will be considered. However, in most cases you can still be considered for Federal jobs.

For questions 9,10, and 11, your answers should include convictions resulting from a plea of nolo contendere (no contest), but omit (1) traffic
fines of $300 or less, (2) any violation of law committed before your 16th birthday, (3) any violation of law committed before your 18th birthday if
finally decided in juvenile court or under a Youth Offender law, (4) any conviction set aside under the Federal Youth Corrections Act or similar
state law, and (5) any conviction for which the record was expunged under Federal or state law .

9 Nurina the 1ast 7 uears_have vni hesn conviclad_besn imnrsanad_hesn nn nmhation_or hesn an narole?
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OPM.GOV

Submitting Help Tickets

e When submitting help tickets, include details about where you are in the
system, examples include:

O Vacancy Number

Applicant or New Hire’s Name,
Certificate Number

Review Name,

Specific error messages, and

©O O O O O

Any additional information that will help us troubleshoot or recreate the
issue.

e Use plain text, do not include special characters in the Subject line.

Do notinclude an Applicant or New Hire’s SSN in the help ticket
submission.

* Once you have submitted a ticket you will receive an e-mail. You can
reply to that e-mail with an attachment or screenshot, if needed.

Great Government Starts Here
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Updating a USA Staffing Email Address

 E-mail address changes for Human Resource Users, requires an
administrator to submit a help ticket requesting the e-mail update.

0 When submitting a help ticket, the request must contain the existing e-mail
address currently found in USA Staffing and the updated e-mail address.

O Requests submitted by a user to have his/her own e-mail address updated
will not be accepted.

 E-mail address changes for hiring managers can be submitted by HR
users on behalf of the manager(s).

e Example of an email update request:

Please change the user's email address in USA Staffing, as identified below:
Old email: corey.hurst@mail.mil

New email: corey.hurst.civ@mail.mil

Great Government Starts Here
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Questions?

For additional information, please contact
your Account Manager.

Great Government Starts Here
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