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Introduction

This document provides an overview of how USA Staffing HR Users can collaborate with their Hiring Managers or
other SMEs on how to effectively use the USA Staffing system. Alsoincluded are system specific frequently asked
questions an HR User may expect to hear, as well as best practices and a sample checklist to use when providing

guidance on how to use the system.

The USA Staffing system allows HR Users to connect and share information with Hiring Managers who need to provide
feedback on work within USA Staffing. Through this interface, HR and Hiring Managers can share notes, review
Assignments, (i.e.) assessment and announcement information, applicant documents, and collaborate on
certificates/new hires all within one system. Use of the system canvary by Agency and can be adapted to meet the
needs of your Agencyand comply with your internal business processes.
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Best Practices

It is recommended that Agencies develop an internal business process that outlines how to orient Hiring Manager (HM)
Users to the USA Staffing system. This may be accomplished by adding a session to any required New Supervisor
training curriculum and/or training on an as-needed basis when each HM User is ready to submit their first request or
complete their first review within the system. Regardless of how your Agency decides to do this, the following best
practices will assist the HM User in understanding how to navigate and work in USA Staffing.

= Develop guides on Agency-specific business processes HM Users should follow for the submission of
requests and the completion of reviews.

= Create HM User accounts on an as-needed basis; if given access to the systemtoo early, it may
cause unnecessary confusion or rework.

= Learnhow the systemworks from the perspective of a HM:

o Askyour Office Administratortoassign HM access toyour profile in the USA Staffing Training
environment.

o Testyour Agency’s internal processes while in the USA Staffing Training environment by accessing
the systemas an HR User and assign yourself review assignments for assessments,announcements
and applicant lists. Access the system as a HM User and create new requests, respond to your review
tasks, etc.

To switch between the HR User and HM User Types, access your profile by clicking the drop-down
arrow next to your name in the upper right corner of the screen. Select “User Type” and then select
the Hiring Manager User or Human Resources User type as appropriate.

=  Communicate key features and benefits of the Hiring Managerinterface withHM Users such as:

Ability to sign-inusing a PIVenabled Smart Card or Login.gov if the agency does not use PIV card.
Option to create a recruitment request and send it directly to the HR Office.

Capabilityto share notes betweenHR and HM Users.

Review assessment and announcementinformation and identify changes in the system that the HR
User should make prior to releasing to USAJOBS, reducing the need for multiple email
correspondence.

o O O O

o Reviewapplicant documents, identify applicants to be interviewed, make selection decisions, and
more, all within one system.
= Spend time reviewing the systemwith HM either in person or virtually, especially first-time users. Referto the
Checklist in Appendix A when providing a review of the system.

= Reviewthe resources availablefor HM Users and encourage use of Online Help.

= Familiarizeyourself with some of the Common Questions you may routinely receive from Hiring Managers.
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Common Questions

Being aware of common questions you may receive will ensure you are prepared the next time you engage witha
Hiring Manager. Sample questions you may expect to receive and general answers you may provide are broken down
into the categories listed below:

System Access
Q: How can |l gain access to the system as a new user?
A: Your Agency’s HR Office will create an account for you to log into the USA Staffing system. Once an account is
created, you will receive a welcome email titled “Your New USA Staffing Account” containing the email address
used to create your account and an activation link. Click on the link in the body of the email and follow the on-
screen prompts to access the system. You will be asked to accept the system’s Rules of Behavior the first time
you log in and annually thereafter. To complete the activation of your account, register your Smart Card, such as
the Personal Identification Verification (PIV) or Common Access Card (CAC). If you do not have a Smart Card issued
by your agency, you must use Login.gov to gain access to USA Staffing. For Additional Information on Log In, please
click here.

USA Staffing’

USA Staffing® is an Official U.S. Government System for authorized use
‘only. Unauthorized use of this system or the information on this system
could result in criminal prosecution.

LogIn

Signing into USA Staffing® indicates you have read and accepted the
Full Terms and Conditions of Use and you consent to security testing
‘and monitoring.

Full Terms and Conditions of Use

USA Staffing® is a U.S. Govemmenl informaion system to be used by
authorized users only. Information from s syslem resides on computer
‘systems funded by the government.

Smart Card

Select the authentication certificate when prompted
The data and documents on this system include. Federal records that contain
sensilive. information prolected by various Federal statutes, including the
Privacy Act, 5 U 5.C. § 5522

Users may only process, store or fransmit USA Staffing® Personally
Identifiable Information (PH) using govemment fumished equipment (GFE)
such as laptops, tablets, of a virtual desklop infrastructure that is accessed

using a PIVICAG smartcard or RSA token fumished by the Government. I don't have a Smart Card

All access or use of this syslem conslitles user understanding and o Use this option if you have a temporary Smart Card or your agency does not issue Smart
Cards.

acceplance of these tems and constitules uncondifional consent fo review,
monftar, record, audit, and take action by all authorized govemment and law
enforcement personnal.

Unaulhorized user allempls or acts to (1) access, view, upicad, change, o
delete information on this system, (2) modify this system, (3) deny access o
this system, (4) accrue resources for unauthorized use, of (5) othenwise
misuse this syslem are strictly prohibited. Such atlempts of acts are subject
1o action that may result in criminal, civi, or adminisirative penallies

USA Staffing’

USA Staffing® is an Official U.S. Government System for authorized use i ¥
‘only. Unauthorized use of this system or the information on this system
could result in criminal prosecution.

Signing info USA Staffing® indicates you have read and accepted the
Full Terms and Conditions of Use and you consent to security testing
‘and monitoring. .
) | don't have a Smart Card
Full Terms and Conditions of Use

USA Slaffing® is a U.S. Govemment information system to be used by

authorized users only. Information from this syslem resides on computer

systems funded by the government.
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The data and documents on this system include Federal records that contain
sensilive. information: protected by various Federal statutes, including the:
Privacy Act, 5U.S.C. § 5522

Users may only process, store or fransmil USA Stafing® Personally
Idenlifiable Information (Pl) using govemment fumished equipment (GFE)
such as laplops, tablefs, or a virlual deskiop infrastructure that is accessed
using a PIV/GAG smartcard or RSA token fumished by the Govemment

Al access o use of this system constitutes user understanding and
acceptance of these terms and consfitites uncondifional consent to review,
monitor, record, audil, and take aclion by all authorized government and law

‘enforcement personnel.

Unauthorized user allempts or acs fo (1) access, view, upload, change, or
delete information on this system, (2) modify this system, (3) deny access fo
this system, (4) acerue resources for unauthorized use, or (5) ofhenvise
misuse this sysiem are shiclly prohibiled. Such afiempts or acts are subject
10 acion that may result in criminal, civil, or administrative penalties.

Already have a
federal email
address
associated with
Login.gov?

Use your federal email to
sign in

Signinwith * LOGIN.GOV

Have a Login.gov
account with a
non-federal
email?
Assaociate your federal
email with your Login.gov
account below, then
return to this page to sign
in

Add Email

Don’t have a
Login.gov
account?

Create a Login.gov
account with your federal
email to access USA
Staffing

Create Account


https://help.usastaffing.gov/HiringManager/index.php?title=Login

Q: Can Hiring Managers have two emails tied to one login.gov account?
A: Yes. Hiring Managers can add multiple email addresses to their Login.gov account. However, when signing into USA
Staffing, Hiring Managers must remember to enter their federal email address with the Login.gov.

Q: If a Hiring Manager is registered in Stage, will they need to also register in Production?
A: Yes. Hiring Managers will need to register in each environment since the records are separate.

Q: How long does it take to get the registration link to register the smart card via email?
A: The email should be received within a few minutes. If Hiring Managers experience significant delays, first check
your spam folder. If the emailis not there, please contact your HR office.

Q: Is there a help desk email Hiring Managers can contact if they have trouble with their Login.gov accounts.
A: For assistance with Login.gov, Hiring Managers can contact the Login.gov help desk .

Q: If Hiring Managers have permission to submit Help Desk tickets, how will the ticket be routed?
A: The Help Desk ticket will be routed to the USA Staffing User Support team.

General Assignment Reviews
Q: How canl sharea review with other Hiring Managers?
A: Only HR Users can share a review with other Hiring Managers Users within USA Staffing. If you want to share

the review with others in the system, please contact the HR Office for assistance. You may share the information
presentedin a review outside of the USA Staffing system by copying and pasting the draft assessment
and/or announcement into Microsoft Word. For applicant list reviews, you can save and/or print a PDF version

of the certificate and share it with others outside of the USA Staffing system.

Q: Who determines how much timewe have to complete areview and return it to the HR Office?
A: The HR Specialist sending the review determines the retumdue date.

Q: What happens ifl do not complete my review by the due date?
A: You must consult with your HR Office to determine next steps. Theymay allow you an extensionto complete
the review or continue with the recruitment process without the review being completed.

Receiving and Accessing Assignments
Q: How do you receive an assignment?
A: The HR office will initiate an Assignment for you to review and you will be notified via email. To access the assignment
click the link in the email and log into the system. For Additional Information on Log In, please click here.
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Assessment/Announcement Review
Q: How do | view and make edits in Microsoft Word for the draft assessment and/or announcements that are
sent to me through a review in USA Staffing?
A: We recommend making all edits within thereview sentto you in USA Staffing. This will allow trackingto be
completed and creates a more seamless, automated process. However, there are a few options if you want to
make edits in Microsoft Word. Theseinclude (1) copying and pasting the draft found in USA Staffing to Microsoft
Word and continuing to make your edits; or (2) requesting a Microsoft Word version of the draft from the HR Office.

Q: Canmultiple Hiring Manager users who are sent the same assessment and/or announcement review make
their own distinct edits and return them separately to the HR Office within USA Staffing?

A: Yes. Theedits from different Hiring Managers willappear in different colors, and when you hover your cursor
over them, you will be able to see who made the edit. However, if a Hiring Manager tries toreturn their edits to the
HR Office, they will see a warning message indicating a return to HR will remove access for all others who are
assigned to that review. You may want to designate a main reviewer to ensure only the main reviewer returns the
final review to the HR Office.

Q: Asan HRLiaison; how can | save the draft assessmentand/orannouncement in Microsoft Word to forward to
the Hiring Manager for review?

A: There areafew options,including (1) copying and pasting the draft found in USA Staffing to Microsoft Word
and forwarding it tothe Hiring Manager; or (2) requesting a Microsoft Word version of the draft from the HR Office
and forwarding it to the Hiring Manager.

Q: How dol review adraft assessmentand/orannouncementin USA Staffing and ‘return’ it with the edits to the
HR Office?

A: When all assignments inthe My Assignments list of the Review have a greencheck mark next to them, and if
your permissions allow, click the Returnto HR button to returnthe review. If you do not seethis box, you are
finished when all Review statuses are complete.

Q: If areview is sent to multiple Hiring Managers and one Hiring Manager User completes their review and
returns it to the HR Office, how does that affect others who arestill in the process of completing their review

A: If multiple Hiring Managers are assigned to a review and one person tries to return their edits to the HR Office,
they will see a warning message indicating a return to HR will remove access for all others who are assigned to that
review. To mitigate this issue, it is important to develop an internal business process when you allow the HR Office
to assign a review to multiple Hiring Managers.

Applicant List Reviews
Q: How do | view each applicant’s supporting documents?
A: Within the applicant list review, open the list you wish to review to see the list of applicants who have been
referred for selection consideration. From the Documents column, click the number identified, which indicates the
number of documents that are available for viewing. You can then select the document you wish to view.
Additionally, there is a page on Online Help that speaks to viewing an applicant's supporting documents.
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https://help.usastaffing.gov/HiringManager/index.php?title=Viewing_an_applicant%27s_supporting_documents

Q: How do | print a certificate?

A: Within the applicant list review, open the list you wish to print and click the Print button to generate the
Certificate Overview Report, which is a printable PDF version of the certificate. Additionally, there is a page on
Online Help that speaks to generating a printable PDF version of a certificate.

Q: How do | print multiple documents from the review?
A: To print multiple documents (batch print) from a review, click here for instructions.

Q: How do | return an applicant list review in USA Staffing?

A: When all assighments Inthe My Assignments list of the Review have a green check mark next to it and if your
permissions allow, click the Returnto HR button to returnthe review. If you do not see this box, you are finished
when all Review statuses are complete.

Q: When making my selections, who adds the action codes on the candidates’ records within USA Staffing?

A: You must consult with your HR Office to determine the internal processes for this task. If you are required to
assign the appropriate decision codes to document your selection decision, you must click the value in the Selection
Decision column of the applicant for which you want to assign an appropriate code. You will then select the
appropriate option from the Decision drop-down list. If known, also select the appropriate option from the Request
Number drop-down list. Additionally, there is a page on Online Help that speaks to documenting the selection
decision for multiple applicants with the same audit code.

Q: Do all Hiring Managers have access to the same supporting documents applicants submit?
A: The HR office determines what supporting documents are viewable to the Hiring Manager.

Resources for Hiring Manager Users
1. HiringManager Quick Reference Guide found on the USA Staffing Resource Center.
2. Totroubleshoot issues with system functionality, access the Online help for Hiring Managers. Online help is

also accessible directly within the system by clicking on the Question Markicon.
3. Fortechnicalissues, HM Users will need to contact their HR Office POC.
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https://help.usastaffing.gov/HiringManager/index.php?title=Generating_a_printable_PDF_version_of_an_applicant_list
https://help.usastaffing.gov/HiringManager/index.php?title=Printing_multiple_applications_in_a_single_PDF
https://help.usastaffing.gov/HiringManager/index.php?title=Documenting_the_selection_decision_for_multiple_applicants_with_the_same_audit_code
https://help.usastaffing.gov/HiringManager/index.php?title=Documenting_the_selection_decision_for_multiple_applicants_with_the_same_audit_code
https://help.usastaffing.gov/ResourceCenter/index.php?title=USA_Staffing_Resource_Center
https://help.usastaffing.gov/HiringManager/index.php?title=Hiring_Manager

Appendix A

Itis important to spend time reviewing the system with Hiring Manager, especiallyifit is their first time working in the
system. This checklistis designed to assist youin conducting this review and ensuring the HM has a thorough
understanding of how the system works.

Share all internal processes your Agency has developed regarding how HMs should operate within USA
Staffing, for example:

Submitting a request - whether this should be accomplished through an interconnected system, by the
HMor, by another POC (such asan HR liaison), or someonein the HR Office

Permission profile assignedtoa specific HM.

Timelines the HM must comply with regarding assignments, and what happens when they do not
return an assignment by the due date

Utilize the USA Staffing Training Environment to do a short demo on the key features of the system:

Sign-in usinga PIV enabled Smart Card or Login.gov.
If applicable, create a recruitment request and sendit directly to the HR Office
Access and complete an assessment and announcement review including making edits to any drafts
Access andcomplete an applicant list review including:
o Addnotestoindividual applicants and tomultiple applicants
O Reviewapplicantsupporting documents and how to print applicant documentsin a single PDF
O Reviewapplicant questionnaire responses
o Utilizethetoggleicons for “reviewed” and “tofollow-up”
O Make selectiondecisions
Returna review to HR

Review all Resources availableto HM Users:
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If a webinar will be used to demo the system, encourage the Hiring Manager to attend.
Show themhow to access the Online help for Hiring Managers bothwhen logged in and out of
USA Staffing (i.e., clicking the Question Mark icon when logged in)

o Walkthrough all the topics covered in Online help
Show themhow to access the Hiring Manager Quick Reference Guides from both the USA
Staffing Resource Center.



https://help.usastaffing.gov/HiringManager/index.php?title=Hiring_Manager
https://help.usastaffing.gov/ResourceCenter/index.php?title=USA_Staffing_Resource_Center
https://help.usastaffing.gov/ResourceCenter/index.php?title=USA_Staffing_Resource_Center
https://help.usastaffing.gov/ResourceCenter/index.php?title=USA_Staffing_Resource_Center
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