USA Staffing

¥ Great Government Starts Here®

New Hires Training Exercise 1: Creating a New Hire Record from a Certificate

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 auditing a selection from a certificate to create a new hire record (if you do
not have access to audit certificates, start with Exercise 2). Creating a new hire record from a certificate requires you to
access a certificate that is ready to be audited. If you have a certificate that is ready, complete the steps below. If not,
you can access the entire practice training series on the USA Staffing Training Resources page at:
https://help.usastaffing.gov/ResourceCenter/index.php/USA Staffing Training Resources . You will then need to
complete the Request, Vacancy, Assessment, Announcement and Referral exercises before proceeding with this

exercise.

My Request Number:

My Vacancy Number:

My Certificate Number:

Before you begin this exercise:

e Your Office Administrator will need to create onboarding tasks & workflows that you can assign to the new hire
record.

e Your Office Administrator will need to create a Tentative Job Offer notification template that you can send to
the new hire.

e Be sure you have access to the e-mail account and USAJOBS/login.gov account for the new hire selected from
the certificate.

1. Gointo your Vacancy. There are several ways to access a Vacancy:
a. If you know your vacancy number, you can type it directly in the Go To box at the top of the page and
click Enter.
b. You can locate your request in the Requests tab of your dashboard. Once in your request, there is a
direct access link under the Vacancy Created section.
c. If you have recently gone into this Vacancy it will also display in your dashboard drop-down list.
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2. Once in your Vacancy, navigate to the Certificates tab and click on the Certificate Number.

USA Stofflnga‘ F.3 Staffing Classification
VACANCY 10088838 ~

Recruit Admin Reports Search

Dana Robinson (STG) -ALL v

¥ @

& Vacancy 10088838

[ Assessment Package & Announcement 2y Applicant Overview © Certificates +

Certificates (1)

Create List

All Grades v | All Certificate Types Show Cancelled Certificates

Certificate Number % | Certificate Type % Filters Grade Issued % lssued By % Assigned Reviews ¢ | Audited

Locations: Washington DC, District of Columbia
20190729-JJJU-001 Ranking List Series: 0343

1o5p015 DanaRobinson
Certification Status: Eligibles

Image 1: Vacancy page with the Certificates tab highlighted.

3. Once the certificate is open, click the Edit icon next to the selected applicant’s name to audit the applicant
record.

USA Staffing® &  statfing
VACANCY 10088838 ~

Recruit Admin Reports

& Vacancy 10088838 & Assessment Package 4 Announcement 41 Applicant Overview @ Certificates

@ Certificate: 20190725-J1JU-001
Certificate Number ssued ssued By Certificate Type
20190729-JJJU-001 7/29/2019 14:26 EDT Dana Robinson Ranking List

Cancel Certificate
Applicant List Certificate Information

O = @& Notes 0 & History
Applicant List (2)

Audit Complete () Show Application Mumber [ Show Order (] Show Available Applicants
Filters: | \washington DC, District of Columbia 12 0343 Eligibles

Name Rating Vet Pref Audit Code

Return Status Documents Eligibility

Notes Request Number Date Certified Flags
i Brown, Tammy 100 NV - No Preference Claimed. 5 Disabilities ¥ Status @ 0~ 7/28/2019 P® %

+ Carter, Chris NV - No Preference Claimed.

Disabilities ¥ Status @ 7/25/2019 PO

Apply Action -

Image 2: Certificate page with the Applicant List displaying.
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4. On the Audit Application page, choose Selected for the Audit Code, select Hired for the Return Status, then
select the Customer and Request Number as well as the Location, Workflow, Position Description Number and
Series (if these fields are not populated) and click Save and Close. (Note: If this certificate was returned by the
hiring manager, some of these fields will already be populated).

Audit Application

Applicants

Brown, Tammy

Audit Code Return Status
Selected \ Hired

Customer Request Number Location

ASMB User Publications v 20190729-33324 v Washington DC, District of Columb... «

Review Name Reviewer Decision Date/Time
Program Analyst PRU Damon Carter 8/1/2019 15:38EDT

Workflow Position Description Number Series

Pre-Employment for Onboarding v 123 v Management And Program Analysis

Image 3: Applicant List page with the Audit Application pop-up open.

5. After clicking Save and Close, the Save Audit Create New Hire Process page will display to indicate the new hire
record is being created. After this process completes, you will be returned back to the certificate.

Save Audit Create New Hire Process

Creating New Hire Record...

New Hire Created

Global Questions Assigned
Global Questions Pre-populated
Tasks Assigned

New Hire Number Created

Audit Saved

000 Q0

Image 4: The Save Audit Create New Hire Process page.
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6.

Expand the view for the selected applicant on the certificate by clicking on the plus sign next to the name, then

click the Onboarding tab. Click the View New Hire record button to be directed to the new hire record.

USA Staffing’ #
VACANCY 10088838 +

Staffing Classification Recruit

@ Vacancy 10088838 s Assessment Package A& Announcement In

Certificate Mumbar

20190729-1JJU-001

Applicant List

ssued B

%}2—9;’2019 14:26 EDT

Certificate Information
Applicant List (2)

Filters:  washington D, District of Columbla 12 0343 Eligiblas

Create Additional Requests Show Un-approved Requests

MName

-

Rating

Rating Vet Pref

Audit Code

100 MV - Mo Preference Claimed. Selected

Assessment Eligibility

Onboarding Status

Tasks Active

Dana Robinson

Applicant Overview (5]

Reports

Search

Certificates

Certificate Type

Ranking List

Return Status

Hired

Audit Complete

Documents  Eligibility

5v Disabilities W Status @

Show Application Number

° Certificate: 20190729-11JU-001

& = @& Nokes

Request Number

20190729
33324

Show Order

0 & History

Show Availzble Applicants

Date Certified

7/25/2019 P&

Tazk Name
Verify the Mew Hire Arrived For their First Day of Duty

Send Tentative Offer

+ Carter, Chris MV - Mo Preference Claimed. Mt

Selected

Apply Acticn

Owner

Dana Robinson

Dana Robinson

Status

Pending

Active

Disabilities ¥ Status @

¢ Due

08/01/201%

08/03/201%

= Complered Date

T/28/201%

F@

Image 5: Certificate tab with the Applicant List page open with an expanded view of the selected applicant record.
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7. After clicking the View New Hire button, you will be directed to the Assignments page of the record. However, you
will need to navigate to the Overview page first, in order to assign staff as the Onboarding Process Owner, HR

Contacts, Benefits Contacts, and Payroll Contacts (if not already assigned). These are the users who will manage the
record.

Note: If contacts are already assigned to the record, this means your agency has established automatic defaults for
the Contact Information area. You can add additional contact names or remove these names as necessary.

staffing

USA Staffing’ .
NEW HIRE: TAMMY BROWN -~

[Z]  Assignments ¥ Questionnaires

TAMMY BROWN

TAMMY.BROWM

& Overview
SOOZEYAHOD.COM
Onhoarding Infarmation

Motification Histary Data Transmission History

Summary

Name

Pay Plan-Series-Grode
PLS Eligible

Ponition Title

Office

Cuskomer

Creation Date

Start Date

Request Numbser
Vacancy

Certificate Mumber
Assignments

Tasks

Incomnplets Mew Hire Tasks
Completed New Hire Tasks
Incomplete Agency Tasks

Completed Agency Tasks

Werify New Hire Armiv

Classification

Recruit Admin

Mew Fire Mumber

H4UCT-R5AM

Tamrmy Brown

05 034312

Program Analyst
A%AA User Publications
ASI¥B User Publications
a1/2019

Hot sct @
2019072933324
10088838

20190729-J1Ju-001

Forms

Incomplete Forms

Completed Forms

Reports

Contact Information

Supervisorfidanager
Onboarding Process Owner

HR Contacts

Benefit Contacts

Payroll Lontacts

Skatus

Active &

fad

& Histary

Diaman Carter

Dana Robinson

#Dana Hobinzon

= Lori Davis

* Robyn Bachmann

Documents

Application Documents

Cnboarding Documents

Image 6: Overview page displaying the Contact Information area to assign staff to the record.
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8. After assigning contacts to the record, go to the Assignments page where you can begin managing the tasks for
the record. Tasks should automatically be assigned to this record based on the workflow selected when the
record was audited from the certificate in Step 4. Review the assighed Human Resources tasks and use the Add
Workflow and/or Add Task button to add additional tasks if necessary. Remember, workflows are a group of

tasks that can be assigned to the record at one time and these tasks have pre-established due dates for
reporting purposes.

USA Stoff[ng@ ~ Staffing Classification Recruit Admin Reports Search

NEW HIRE: TAMMY BROWN +

&  Overview [l Assignments [ Questionnaires

TAMMY BROWN Customer New Hire Number

Status
Tammverownsoseavasoocom  ASMB User Publications H4UCT-R5AM Active (A‘i

Manage Tasks Documents Forms @ Notes 0 = History

Tasks s

AllStatuses v Human Resources

Task Name Owner $ | Status + | Due ~  Completed Date

Receive Tentative Offer Response Dana Robinson Pending 08/01/2019

Schedule Drug Test Dana Robinson Pending 08/01/2019

Verify the New Hire Arrived for their First Day of Duty Dana Robinson Pending 08/01/2019

Send Tentative Offer Dana Robinson Active 08/03/2019

Request Licenses Dana Robinson Pending 08/05/2019

Image 7: A new hire’s record is on the Assignments tab with the Manage Tasks page displaying.

9. Filter the Manage Tasks page to display the New Hire tasks. Tasks should automatically be assigned to this
record based on the workflow selected when the record was audited from the certificate in Step 4. Review the
tasks assigned to the new hire then click the Add Task button.

USA Stofﬁng‘E “ Staffing Classification Recruit Admin Reports Search
NEW HIRE: TAMMY BROWN +

& Dana Robinson (STG)-ALL v

s o
@  Ooverview Assignments [Z Questionnaires

TAMMY BROWN Customer . . New Hire Number Status.
TAMMY.BROWN1800E@YAHOQ.COM ASMB User Publications H4UCT-R5AM Active & &

Manage Tasks Documents Forms @ Notes 0 & History

Ta S kS 4 Assign Workflow Add Task

Task Name

Owner & Status - Completed Date

Complete New Hire Questionnaire New Hire Active

1-9 Employment Eligibility Verification

New Hire Pending 08/01/2019

OF-306 Declaration of Federal Employment New Hire Pending 08/01/2019

Schedule Fingerprint appointment New Hire Pending 08/01/2019

Image 8: A new hire’s record is on the Assignments tab with the Manage Tasks page filtered by the New Hire tasks.

6|Page



10. Select the Federal tax form and click the Add Task button on the pop-up (if you do not have any tax form tasks

to choose from, select another task to assign to the record).

Add Tasks

13 - Review, Sign, and Submit Form

OF-306 Review, Sign, and Submit Form

Receive Background Investigation/Security Clearance Results

SF- 2817 - Review, Sign, and Submit Form

SF-2B09 - Review, Sion, and Submit Form

SF-61 - Review, Sign and Submit form

Tax MD

Tax Vit Virginia State Tax Withhalding Form

TSP 1 - Review, Sign, and Submit Form

Upload decuments

Upload Kequired Supporting Documents

Wi - Rewview, Sign, and Submit Form

Add Task

Image 9: A new hire’s record is on the Manage Tasks page displaying the Assign Tasks pop-up.

11. The new task is now assigned to the record. Enter a Due date for the new task, and assign a Due date for the

Complete New Hire Questionnaire task and Save.

USA Stofﬁhg‘?’ ~* Staffing Classification Recruit Admin Reports Search
NEW HIRE: TAMMY BROWN +

@&  overview Assignments [# Questionnaires

TAMMY BROWN Customer . X New Hire Number
Tamyezowsoocevoocom  ASMB User Publications H4UCT-R5AM

Manage Tasks Documents Forms

Tasks s

All Statuses v | | New Hire

Task Name Owner Status

Complete New Hire Questionnaire New Hire Active

W4 - Review, Sign, and Submit Form New Hire

Active

19 Employment Eligibility Verification New Hire Pending

OF-306 Declaration of Federal Employment New Hire Pending

Schedule Fingerprint appointment New Hire Pending

Due

08/01/2019

08/01/2019

08/01/2019

08/01/2019

08/01/2019

Dana Robinson (STG)-ALL v
& 0

Status

Active & {;4

@& Notes (0 & History

Assign Workflow Add Task

- Completed Date

Image 10: A new hire’s record is on the Manage Tasks page displaying a new task that was assigned.

7|Page



12. Now that tasks are assigned to the record, you are ready to send the tentative job offer to the new hire. Click
the Envelope icon to initiate sending the job offer notification.

U S A St offl n 9. ] Staffing Class o Recruit Admin
NEW HIRE: TAMMY BROWN -«

Uverview Assigrments [ Questionnaires

WN

Mew Hire Hurrber

ASMB User Publications HAUCT-R5AM

Active &

Documants Forms & HNotes 0 & History
All Staluses hd New Hire A

Task Name wner s Skatus # | Due = Completed Date
Complete New Hire Questionnaire New Hire Ackive 08012013

Wi - Review, Sign, and Submit Form Mew Hire Active osfor/201%

-9 Employment Eligibility Verification New Hire Pending 0012019

OF-306 Declaration of Federal Empleyment New Hire Pending 08012019

Schedule Fingerprint appointment: New Hire Pending 08012019

Image 11: A new hire’s record is on the Manage Tasks page highlighting the Envelope icon.

13. Select the Type of notification that is a Tentative Offer (if you do not have a tentative offer notification to
select from, inform your Office Administrator that the notification template(s) needs to be created).

Choose Notification Template

Notification Templates (6)
All Types v
Template Name Type Template Description

Fingerprint appointment Custom Required for smart card
Invitation Template Invitation Invitation Notificaiton for Vetting
Official Offer Letter Official Offer Official OFfer - Welcome Letter
Orientation Custom First day of work

Seasonal Recruitment Tentative Offer Tenative Letter for Seasonal Recruits
Tentative Offer

Tentative Offer Template Tentative Offer Tentative Offer - All Positions

Image 12: Choose Notification Template page.

8|Page



14. Click the Send Notification button from the Preview Notification page.

Note: You can click the Add Attachment button to add documents before sending. And, you can click Edit
Notification if you need to modify the text, remove placeholder text, or make other changes before sending the
notification.

Preview Notification

To | rammy.brown1200e@yahoo.com
cc
Reply To = DANARCBINSONG@OPM.GOV

Subject  Tentative Job Offer

Hello Tammy!

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

This offer is contingent upen your ability to successfully pass a background investigation. You are required by law and regulation to have a background
invastigation conducled to delermine your suitahility for Federal employment and far nalional security purposes, if required by the posilion. This mus! be
Inttlated prior to recelving an officlal affer of emplayment.

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 inltlal level to Govemment facilities and Information systems. Your full suitability/security clearance investigation, as applicable, may be

completed after your entrance-on-duty date. Mobe, you will be submitting all suitability/security clearance farms through the separate e-CHP systern.

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 infarmation to login o the system.

“fou will complete all forms required for the onbearding 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 Torms. All Torms assigned 1o you must be completed, signed and submitted back to the Human
Resources Office within the system,

Add AlLachment

Edit Notfication

Image 13: The Preview Notification page for the Tentative Offer E-mail.

15. After sending the notification, navigate to the Overview tab and click on the Notification History page. This
page will list the notification(s) that have been sent to the new hire.

USA StOfflngﬁ s Staffing Classification Recruit Admin Reports Search & Dana Robinson (STG)-ALL
NEW HIRE: TAMMY BROWN ~ = e
@  Overview [Z Assignments E# Questionnaires
Iéwi;(ﬁig!@mmo com XE!O?B User Publications HFLME?;SAM Atacmtwe I {;{

Onboarding Information } Notification History } Data Transmission History & History

Notifications « 1

Template Name Template Type Date Sent Sender Recipients Email Subject View Content

Tentative Offer Template Tentative Offer 8/1/2019 4:52:11 PM Dana Robinson tammy.brown1900e@yahoo.com Tentative Job Offer HTML | PDF

Image 14: The Notification History page displaying the list of sent notifications.
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16. Click the HTML or PDF link under the View Content column to view the contents of the notification you just
sent.

New Hire Notification

To: tammy.brown1900e@yahoo.com

CC.

From: usastaffingoffice@opm.gov (on behalf of Dana Robinson)
Sent: 8/1/2019 16:52 EDT

Subject: Tentative Job Offer

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.

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 click this link to respond to the tentative offer and to continue with accessing your onboard account: https://
onboard.stage.usastaffing.gov/7selectee=5756ffc5-c5d8-49f2-aeb2-b37bdd588af 7&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 15: Copy of the sent tentative job offer notification.

17. Now that you have a created a new hire record, assigned a workflow & tasks, and sent the tentative offer to
the new hire through the onboarding system, let’s take a look at the online help.

18. Click the Help iconLZi and select Review Online Help. The online help will open in a separate tab.

USA Stofflng' ) SLaffing Classificalion it Admin Repurls
NEW HIRE: TAMMY BROWN «~

Review Online Help

[ Cwerview E Assignments B Questionnaires Submit a Help Ticket
TAIVIMY B ROWN Customer ) . Mew Hire Mumber Sratus (\
v sRow e soravaoocom  ASMB User Publications HAUCT-R5AM Active @ rad
Manage Tasks Dotuments Foiims &® Mokes 0 & Histary
Tasks 5
all statuses - Mew Hire -
Task Name 2 Owner = | Sratus = | Due «  Completed Dake :
Complete New Hire Questionnaine MNew Hire Active 08/01/2019
W - Review, Sign, and Submil Form Mew Hire ArLive 08/01/2013
19 Employment Eligibility Verification New Hire Pending 08/01/2019
OF-306 Declaration of Federal Emplayment New Hire Pending 08/01/2019
Schedule Fingerprinl appoinbment Mew Hire Pending 08/01/2013

Image 16: A new hire’s record displaying the Manage Tasks page with the Help button highlighted. This button is
located in the upper right quadrant of the page.
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19. Click the Home button on online help. Next click the following: Help for USA Staffing HR Users > Help by Page >
scroll down and click New Hires. The Help by Page option explains each field on the page.

USA Staffing’

HELP

Navigation

New Hires

Home

woniprised ul key enleied e lites, as well es Uhuse whio were markey o

=4 i U sudil pro w nunibe Lo Lhe

18 Lhis Leble

€ yuu view and Liedle new hite recordy. The lisk of new bines on Whis peyea

> Uhs page, Liick Ute New Hires Leb on Uswe Dashiboerd. You cansoibmeslo cending v

Image 17: Online Help page with the Home button highlighted. The Home button is in the upper left quadrant of the
page.

20. Click the Help by Task link. Select the New Hires Tasks link under New Hires. The Help by Tasks option provides
step-by-step instructions on how to perform an action.

USA Staffing’

HELP

——

Help by Task

Home
» Resetting your US4 Staffing
password

P ¥ # Registering
» Perfarming a

Security and Privacy

* Opening a tab
« Clasing a tab

» Viewing user alerts
» Reviewing your permssions

staffing
Dashboard

» Increasing/decreasing basks or requests
displayed on the dashboard

= Creating a request

= Updating 2 tack from the dashboard
Welcome

# Adding a tile to the welcame tab

» Deleting a ke From the welcome tab
Tasks

u Filtering tasks

= Diesignating & task 25 a favorite

* Sarting tasks

+ Opening a task

a Opening a bask cvarview

= Changing the status of a task
» Changing the kask cwner

» IMass changing tasks

New Hires
® Overview Tasks
a Assignments Tasks
» IManage Tasks Tasks
* Documents Tasks
« Forms Tasks

» Biographic Infarmation Questicnnaire Tasks

u Switching bebween user types
fing between tenants

« iHodifying text screen size

« Using Online Help

» Clearing your cache or
temporary internet files

ar requests

Reports

Cognos

» Accessing coancs

» Generating & cognos report
® Exporting 2 cognos art.
» Saving  cognos reaart view

» Scheduling 2 cogaos repart
» Subscribing to ¢ cognes repart

 Submiitting a b
online help
g3 hw
agin

ching between vacandes

« Adding ar external note
« Addirg an imternal note

elp ticket after  w Replying to 2 note

elp tiket when

ing hiszary

Itering a docurment by
document rame

Admin

Users & Permissions

» General Contack Tasks

» User Aecord Tasks

* Permission Profile Tasks
Maintenance

» Customer Tasks

» Tags Tasks
Libraries

» Pasition Description Tasks

® Annauncement item Tasks

* Competency Metwork Tasks

+ Eligibility Lisrary Tasks
Templates

» Annauncement Template Tasks

» Aszezsment Package Template Tasks

® Instructional Template Tasks

® Notification Template Tasks

Image 18:
help.

Online Help by Task page. New Hires

Tasks highlighted to show the variety of options available in online
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21. Review any desired New Hires task by clicking on the link.

USA Staffing’

HELP

Mavigation

New Hire Tasks

Homwe

# Sorking new hires
# Filkering new hires

+ Searching Far 2 new hire

# Crealing & new lire request

® Viewing an incomplete new hire request

» tatch printing multiple Forms For a new hire

» Activating an inactive new hire record

® Changing Lhe slalus of 2 new hire record

= Changing a new hire recerd From complete to active status

» Cancelling 2 new hire record

* Viewing a new hire noke

Image 19: Online Help by Task page showing a variety of options available specifically for New Hire Tasks.

22. You can either close the online help tab or return to the New Hires Dashboard on your browser.

® Dostbaand x] [} Searching for a rew hire - LSAS + = (5]
€« C O @& hips//helpstageusastatfing.gov/USAS/index.phptitle=Searching 1 - ] aues @ :

USA Staffing’
HELP

Navigation

Searching for a new hire

Home

Tasearch for 2 new |
Security and Privacy bbbkt

1. Click inside the Name or Start Date search field.

Privacy Policy

Terms and Conditions of
Use

3. Click Search.

4, Select the appropriste record by clicking the Name link,

Image 20: Online help page with the navigation bar at the top of the browser highlighted. Since online help opened
in a new tab, you can return to USA Staffing by clicking the highlighted tab. You can close the online help by clicking
on the highlighted X on the help tab.

This concludes the lesson on Creating a New Hire Record from a Certificate.

12| Page



Notes for New Hire
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