USA Staffing

Great Government Starts Here®

New Hires Training Exercise 3: Accessing USA Staffing Onboard as the New Hire

Now that you have completed the online portion of training for the New Hires area, it is time to log into the Stage
environment of USA Staffing to practice what you have learned. Use this step-by-step guide to help you practice this
lesson. Retain your notes to assist you with other lessons.

This practice exercise will walk you through accessing the USA Staffing Onboard system as the new hire. Since you will
be taking these steps as the new hire, you will need to do the following before you begin:

o Complete New Hires Practice Exercises 1 or 2 to create a new hire record.

e  Assign tasks to the new hire record.

e Send the Tentative Job Offer e-mail notification to the new hire.

e Be sure you have access to the e-mail account for the new hire selected from the certificate or the manual
record.

e Have access to the login.gov (for USAJOBS) account for the new hire. You will need to create a login.gov account
if the new hire does not have an existing account.

New Hire Name:

1. Check the e-mail account you have created for the new hire to access the Tentative Offer e-mail. Click the
unique access link in the e-mail.

Tentative Job Offer

@ usastaffingoffice@opm.gov <usastatiingoffice@opm gov =
B To: tammy.brown1900e@yahoo.com

Hello Tammy!

Congratulations on this tentative offer! You have been selected for the Program Analyst position.

This offer is contingent upon your ability to successfully pass a background investigation. You are required by law and regulation
to have a background investigation conducted to determine your suitability for Federal employment and for national security
purposes, if required by the position. This must be initiated prior to receiving an official offer of employment.

Your actual entrance-on-duty date will be established after a pre-employment check is completed which will assign you an
identity credential and will establish your initial level to Government facilities and information systems. Your full suitability/security
clearance investigation, as applicable, may be completed after your entrance-on-duty date. Note, you will be submitting all
suitability/security clearance forms through the separate e-QIP system.

This notification also serves as your invitation to the USA Staffing entrance-on-duty system and the initiation of the pre-
employment screening process. You will utilize your USAJOBS account information to login to the system.

You will complete all forms required for the onboarding process within this system. Once logged in, you will be asked a series of
questions and your answers will be used to automatically populate the required forms. All forms assigned to you must be
completed, signed and submitted back to the Human Resources Office within the system.

Please chck th|s link to respond to the tentative oﬂ‘er and to continue with accessing your onboard account:
2 .stage. sle ffc5-c5d8-49f2-aeb2-b37bdd588af7&type=tentative

If you have any questions regarding your new position, please feel free to contact me

Respectfully,

Dana Robinson

(202) 000-0000
DANA.ROBINSON@OPM.GOV

Image 1: The Tentative Offer e-mail received by the new hire.
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2. After clicking on the unique link, you will be directed to the Tentative Job Offer response page.

3. Click Accept.

4. Click the Continue button on the Tentative Job Offer response page.

USA Staffin

[+] Halp Centar

Tentative Job Offer

To continue the onboarding process, the Office of Personnel Management needs you to complete additional actions in order to determine your suitability for the following

paosition:

Position Title: Program Analyst
Pay Plan: GS

Series: 0343

Grade: 12

After reviewing the details of the offer you received, please indicate your acceptance of the conditions of employment by ol
offer below. For quastions regarding your offer, select the Request fo be Contacted option balow or directly contact the Human Resources point of contact identified in

wour offer,

I, Tammy Brown:
® Accept
Decling

Request to be Contacted

To continue the process, click Continue below. You will be promptad to log in to USAJOBS using Login.gov, and then you will he able to complete onboarding tasks.

OTerms of Use

Image 2: Tentative Job Offer Response page.

(-] Privacy & Cookies

lly providing your response to the

* USA gov

5. After clicking the Continue button, you will be directed to the login.gov page for USAJOBS. As the new hire,

enter your Email address and Password and follow the system prompts to access your account.

If you do not have a login.gov account, click the Create an account link. You will need to create an account to

access the Onboard system. For more information, refer to the login.gov help center:

https://www.login.gov/help/creating-an-account/how-to-create-an-account

ADENDY he Uned

D LOGIN GOV | fsadons

8o @

USAJOBS is using login.gov to allow
you 1o sign in to your account safely
and securely.

O rirst time here from USAJOBS?
our ald USAJOBS usarname and passward won't work

1using the sama amail

Learn muor

Emiail address

1™ show passward
Password

Den't have an accoint? Creato an socount

Image 3: login.gov sign-in page for USAJOBS.

= fdminizmation | @ Language
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6. Once signed in, you will be directed to the USA Staffing Onboard Welcome Page. Review the information on the

page and click Start to begin completing the assigned tasks.

Welcome O Tasks ©Help Center ¥ Contact Us Logged in as

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT Onboarding Progress 0%

Position Title: Program Analyst
Pay Plan-Series-Grade: GS.0343-12
Duty Location: Washington DC, District of Columbia

Welcome, Tammy Brown

You have been lentalively selected for the position of @5-0343-12 Program Analyst with the Office of Personnel Management. Human Resources requires that certain
information be collected and verified prior Lo a formal offer being made; therefore, a number of lasks have been assigned for you to compiete. Afler you receive the formal
offer from Human Resources, additional tasks will be assigned to facilitate a successiul and timedy entrance on duty.

The assigned tasks will provide you Instructions cn:

« Gathering your personal information
, signing, and submilting various entrance-on-duty forms
g external actions required for the position for which you were selected
« Compieting reguired training courses
» Uploading requirec supporting cocumentation

If you have questions about your assignments, click the Help Center link at the top of the screen to access online help or contact one of the Human Resources contacts
listed on the Contact Us page

Click Start to begin the process.

=

Image 4: USA Staffing Onboard Welcome page.

7. Begin by clicking the Complete New Hire Questionnaire task link.

Welcome O Tasks @ Help Center W Contact Us Logged in as:

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT Onboarding Progress 0%

Position Title: Program Analyst
Pay Plan-Serles-Grade: (GS-0343-12
Duty Location: Washingtion DC, District of Columbia

O =incomplete & = Complete

The tasks below have been assigned by Human Resources fo communicate the reguired information and actions necessary for you to enter on duty. Click the Task
Name for each Individual task to view the Instructions provided by Human Resources and mark the task as complete. Some tasks have quick links that allow you to Start
of Continue working on the task. Mate the due date for each asslanment, and rack your progress by referencing the completed date.

Task Name Due Completed

O Complete Mew Hire Questionnaire 09062019

0 OF-306 Declaration of Federal Employment 08/06/2019

O schedule Fingerprint appointment 02/106/2019

O 19 Employment Eligibility Verification 09/06/2018

O Tax VA Virginia State Tax Withholding Form 09/06/2018

Image 5: USA Staffing Onboard Tasks page.

Tammy Brown ~

Tammy Brown -

8. After you have opened the Complete New Hire Questionnaire task, the Task Details page will display all

guestionnaires associated with the task. Complete each questionnaire. The information you enter into the

questionnaires will be used to automatically populate the onboarding forms assigned to the new hire record.
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Weicome O Tasks  @Help Center W Contact Us Logged inas:  Tammy Brown -

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT Onboarding Progress %

Position Title: Program Analyst
Pay Plan-Series-Grade: GS-0343-12
Duty Logation: Washingion DC, District of Columbia

- . v =
Task Details Q = Incomplete & = Complete

Due Date Task Name
CA0E2018 Complete New Hire Questionnalre

Task Instructions

The table below contains a list of questionnaires for you to respond to. Your responses to the guestions within these questionnaires will be used fo populate data onta the
forms which your Human Resources office has assigned to you through various tasks.

Questionnaires To Complete
Questionnaire Name Status Action
O Biographic Information Incomplete
0O Employment Infarmatian Incomplete m
O Background Information Incomplete

O Compensation Information Incomplete

Completion Date

Image 6: USA Staffing Onboard Tasks Details page.

9. After you have completed all questionnaires within the Complete New Hire Questionnaire task, a green
checkbox will display next to each questionnaire section, the progress bar will update and the Completion Date
will automatically populate. Click the Close button to return to the main Tasks page.

Welcome O Tasks  @Help Center W Contact Us Logged in as:  Tammy Brown -

UMITED STATES OFFICE OF PERSONNEL MANAGEMENT Onboarding Progress  20%

Position Title: Program Analyst
Pay Plan-Series-Grade: GS5-0343-12
Duty Location: Washington DC, District of Columnbia

O = Incomplete & = Complate

Task Details

Due Date Task Name
090E2019 Complete New Hire Questionnalre

Task Instructions

The table below contains a kst of questionnalres for you to respond fo. Your responses to the questions within these questlonnaires will be used to populate data onto the
torms which your Human Resources office has assigned 1o you thraugh various tasks.

Questionnaires To Complete

Questionnaire Name Status

(& Biographic Information Complete
& Emplayment Information Complate
(& Background Information Complete
(& Compensation Informsation Complete

Completion Date

0B/3172018

Image 7: USA Staffing Onboard Tasks Details page displaying the completed list of questionnaires.
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10. The main Tasks page will display a green checkbox next to the Complete New Hire Questionnaire task and the
Completed date will automatically populate for this task. Click the next task listed to begin reviewing the details
for the task.

Welcome (O Tasks  @Help Center W Contact Us & = Tammy Brown ~

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT Onbeoarding Progress | 20%

Position Title: Program Analys!
Pay Plan-Series-Grade: GS-0343-12
Duty Location: Washington DG, District of Columbia

O = Incamplete & = Complete

The tasks below have been assigned by Human Resources to communicate the reguired information and actions necessary for you to enter on duty. Click the Task
Name far each Individual task to view the instructions pravided by Human Resources and mark the task as complete. Some tasks have quick links that allow you to Start
ar Continue working on the task. Mote the due date for each assignment, and frack your progress by referencing the completed date,

Task Name Due Completed

& Compiete New Hire Questionnaire 0g/na2018 0B/31/2018

10 OF-306 Dedaration of Federal Employment O9/06/2019

[m] R Employment Eligikility Verfication D8/06/2019

O Schedule Fingerprint appoiniment D906/2018

O W4 - Review, Sign, and Submit Fam 09/06/2019

Image 8: USA Staffing Onboard Tasks page displaying the Complete New Hire Questionnaire task as Completed.

11. Click on the form name to begin reviewing the populated form.

D Tasks © Help Center W Contact Us Logged in as:  Tammy Brown ~

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT Onboarding Progress  20%

Position Title: Program Analys!
Pay Plan-Series-Grade: GS-0343-12
Duty Location: Washington DC, District of Columbia

R % - Cam
Task Details O = Incomplete & = Camplate

Task Name
OF-308 Declaration of Federal Employment

Instructions
Review, sign and submit the form.

Form Name Next Action

0 OF 306: Declaration of Federal Employment Review, Sign, and Submit Form to HR before First Day

Completion Date

Image 9: USA Staffing Onboard Tasks Details page displaying the instructions for a form.
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12. Once you have reviewed the accuracy of the information provided on the form, click the Confirm button.

he oW 15 Wy,

quastionnaira modify yo

Declaration for Federal Employment*

OF 306: Declaration of Federal Employment
e form @ o |

to make chan
quastion(s) us

te any

o o SRl

(This scam may aiso be used 10 as3e35 Iiness for federal contract employment)

GENERAL INFORMATION

a displayed on the form, you must retum 1o the approprat

1. FULL NAME (Provide your full nama. I you fave orfy inflals i your rsme, prowide am and indeain “Intisl orly® If you 0 hot hires & middie nams,
Indicate NO Midde Name™. If pou are 3 "Jr," "Sr." eto. enfer his under Suffie. First, Midgie. Last, Suttx)

# Tummy Nicole Brown

2. SOCIAL SECURITY NUMBER
®000-00-0000

3a, PLACE OF BIRTH (incauda cly and stwm or courtry)

® Annapolis, MDD, United Stazes

3b. ARE YOU A U.S. CITIZEN?

[X] YES [T] NO (#*N0", prowite counmry of ctizenstvp) &

4. DATE OF BIRTH (M /DD YYYY)
#042111985

5. OTHER NAMES EVER USED (For muamiin, wakinn same. nicknams, #ic)

+
4

6. PHONE NUMBERS (ks ama codes
Day  # 763565000

Nghi @ 7638550800

Service

H you are 2 male bom after December 31, 1968, and are at least 18 years of age. civil service employment law (5 U.S.C. 3328) requrres that you
must register with the Selective Serdce System, unless you meet certain exemgbons,

7a. Are you a male bom after December 31, 19657 ] ves

Ll NO (I 'NO", proceed 10 8.)

BOF form by clicking Contrm. It you cannot see the POF f0rm in e window above, PIase view

Image 10: USA Staffing Onboard PDF form display page.

13. After confirming that you have reviewed the form, click the Sign and Submit button to return the form to HR.
Then, proceed with reviewing, signing and submitting all other assigned forms and ensure that you have
completed all other tasks. (Note: If you receive a message that you cannot sign a form until the start date, log
into USA Staffing as the HR User or Onboarding User, open the record, and complete the Verify New Hire
Arrived for First Day of Duty task from the Overview page. Then return to the form to apply the signature as the

new hire).

OF 306: Declaration of Federal Employment

The form nly. I you

Declaration for Federal Employment*

1 mak

(“Trés form mary aiso be usad 1o dxsass Stness for faderal conract smployment}

GENERAL INFORMATION

1. FULL NAME (Provide your full name. I you have cnly initials In your name, provide them and indicate "irital only”, ¥ you 80 not have a middie name,

nckiati "N Micde e 1 yeas weie o ", * %8¢

# Tammy Nicole Brown

wie. enlee s e Suffx Fiest, Middla. Lint, Sutix)

2. SOCIAL SECURITY NUMBER
#000-00-0000

32 PLACE OF BIRTH (nchuow ciy and alatn o conmlry)

@ Annapolis, MD, United States

3b. ARE YOU A U.S. CITZEN?
[x] ves [

NO ("NO", peowide country of chizenship) &

4. DATE OF BIRTH (MW / 00 1 Y¥YY)
$0421/1985

5. OTHER NAMES EVER USED [For mxamphe. muden name nickname, slc)

+
4

6. PHONE NUMBERS (nciude s coxdes)
Day & 7035550000

ragre_# 703656000

Service

M you are a maie bom after December 31, 1959, and are at least 18 yoars of age, cvil senice employment law (5 U.S.C. 3328) requires that you
must register with the Selective Service System, urless you meet cartan exemptions.

7a. Are you a make bom after December 31, 19597 [] ves

[X] NO 1N proceec 108}
£

eraled PDF form by clicking Sonfirm. If you cannol see the PDF form in the window abovs, please view

&

——

Image 11: USA Staffing Onboard PDF form Sign and Submit page.
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14. After you have completed all of the assigned tasks, the Congratulations! message will display indicating you
have completed the onboarding process in USA Staffing as the new hire. Click the Close button on the message
and the Close button on the Task Details page to return to the main Tasks page.

Congratulations!
You have successfully completed all tasks currently assigned by Human Resources.

Note: Human Resocurces may nolify you when additional tasks have been assigned at a later date. If this occurs, log in to the system and
complete all the newly assigned tasks.

Image 12: USA Staffing Onboard Congratulations message.

15. The Tasks page will display green checkmarks next to all tasks indicating they are complete.
Note: Depending on your agency's onboarding guidelines, the HR office may need to assign additional tasks to
the new hire throughout different phases of the onboarding process. When this occurs, the new hire's progress
bar percentage will update to less than 100%. And, the newly assigned tasks will display on the new hire's Tasks
page for further action.

Welcome O Tasks © Help Center W Contact Us Loggedin as:  Tammy Brown -

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT Onboarding Progress  100%

.
Position Title: Program Analyst

Pay Plan-Serles-Grade: G5-0343-12
Duty Location: \Washington DG, District af Columbia

O = Incomplete & = Complete

The tasks below have been assigned by Human Resources to communicate the required information and actions necessary for you ta enter on duty. Click the Task
Name for each individual task 1o view the instructions previded by Human Resources and mark the task as complete. Some tasks have quick links that allow you to Start
or Continue working on the task. Note the due date for each assignment, and frack your progress by referencing the completed cate.

Task Name Due Completed

& Compilete New Hire Questionnaire 09/0E/2019 08/31/2019

(& OF-306 Dedlaration of Federal Emplayment 09/D&/2019 08/31/2019

& 1.8 Employment Eligibility Verification Da0ER2019 08/31/2019
& Schedule Fingerprint appointment 09/06/2019 08/31/2019

(& W4 - Review, Sign, and Submit Form 09062019 08/31/2019

Image 13: USA Staffing Onboard Tasks page displaying all tasks as Completed.

This concludes the lesson on Accessing USA Staffing Onboard as the New Hire.

7|Page



Notes for Onboard
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