USA Staffing

Great Government Starts Here®

New Hires Training Exercise 4: Completing the New Hire Record.

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 completing the new hire record. You will need to complete New Hires
Exercises 1 or 2 and 3 before proceeding with this exercise.

1. Now that the new hire has completed the assigned tasks, log in as a HR User or Onboarding User, open the record
and filter the Manage Tasks page to the New Hire tasks. All of the New Hire tasks should display in Complete status.

H ® 9 - S 2 a g _
USA S t Off' a g » Staffing Classification Recruit Admin Reports Search Dana Robinson (STG)-ALL ~

NEW HIRE: TAMMY BROWN ~ & 0

Assignments ¥ Questionnaires

TAMMY BROWN Customer - New Hire Humber Status
TamwverownsooEavaioocon  ASMB User Publications H4UCT-R5AM Active {A“

Manage Tasks Documents Forms

& Notes 0 & History

Tasks 5 Assign Workflow Add Task

Task Name Owner Status Due - Completed Date

Complete New Hire Questionnaire New Hire Complete 09/06/2019 08/31/2019

OF-306 Declaration of Federal Employment New Hire Complete 09/06/2019 08/31/2019

I-9 Employment Eligibility Verification New Hire Complete 09/07/2019 08/31/2019

Schedule Fingerprint appointment New Hire Complete 09/07/2019 08/31/2019

W4 - Review, Sign, and Submit Form New Hire Complete 09/07/2019 08/31/2019

Save

Image 1: A new hire’s record opened on the Manage Tasks page displaying the list of completed New Hire tasks.
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2. Navigate to the Forms page and view the information in the Agency Next Action column. This column will display

the actions you need to take on the forms. To take actions on the forms, proceed to the Questionnaires page to
complete the questionnaires.

USA Stoffin9® » Staffing Classification Recruit
NEW HIRE: TAMMY BROWN ~

Admin Reports Search _ BN 8 DanaRobinson (STG)-ALL v

Assignments [ Questionnaires

TAMMY BROWN Customer . . New Hire Number Status
avmvsrownisoosevarcocom  ASMB User Publications H4UCT-R5AM

Active &
IManage Tasks Documents

@ Notes 0
Forms ' 3

Form Name | Agency Next Action Transmission Status Scheduled Transmit Date Status Date

19: Employment Eligibility Verification Answer Required Questionnaire Items

OF 306: Declaration of Federal Employment Review and Return Form for New Hire Signature

W 4: Federal Tax Withholding Allowance Certificate Review and Accept Form Ineligible for Transmission

Image 2: A new hire’s record opened on the Assignments tab displaying the Forms page.

3. Go to the Questionnaires page and open each questionnaire and complete all fields within the questionnaires.

. ® " . I — n n = e e ~
USA Stofflng » Staffing Classification Recruit Admin Reports _ kat & DanaRobinson (STG)-ALL

NEW HIRE: TAMMY BROWN

@ overview Assignments E Questionnaires

TAMMY BROWN Customer . . New Hire Number Status.
TavmyEROWN s00E@vaoocom  ASMB User Publications H4UCT-R5AM Active @

Manage Questionnaires

Questionnaires ' 5

Questionnaire Name Status
Biographic Information Incomplete
Position Information Incomplete
Employment Information Complete
Background Information Complete

Compensation Information

Complete

Image 3: Questionnaires tab displaying the Manage Questionnaires page.
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4. Once you have opened each questionnaire and completed all of the required fields, the Status for the
questionnaires will display as Complete.

USA Stoff|n9® N Staffing Classification Recruit Admin Reports Search

NEW HIRE: TAMMY BROWN +

Assignments ¥ Questionnaires

TAMMY BROWN Customer New Hire Number

Status
TammyerowN soocevarcocon  ASMIB User Publications H4UCT-R5AM Active &

Manage Questionnaires

Questionnaires 5

Questionnaire Name

Biographic Information Complete

Position Information Complete

Employment Information Complete

Background Information Complete

Compensation Information Complete

Image 4: Questionnaires tab displaying the Manage Questionnaires page with all questionnaires in Complete status.

5. Now that the questionnaires are complete, you can begin signing and accepting the forms. Click the
Assignments tab, then navigate to the Forms page. Review the updated statuses in the Agency Next Action
column. Then, open each form and review it for accuracy. Once reviewed, sign and accept each form.

Note: For some forms, such as the OF 306: Declaration for Federal Employment, this form requires two
signatures from the new hire. If this form is assigned, you will need to return this form to the new hire for the
second signature. To do this, refer to the instructions on how to return forms in this online help link:
https://help.stage.usastaffing.gov/USAS/index.php?title=Returning_a submitted form to a new_hire for sig

nature After returning the form, log in as the new hire, apply the second signature and submit the form back to
HR.

USA Stoffing® F 3 Staffing Classification Recruit Admin Reports
NEW HIRE: TAMMY BROWN -«

Assignments ¥ Questionnaires

TAMMY BROWN Customer . i New Hire Number
TAMMY.BROWN1900E@YAHQO.COM ASMB User Publications HA4UCT-R5AM

Status
Active

Manage Tasks Documents & Notes 0

Forms @ 3

Form Name | Agency Next Action Transmission Status Scheduled Transmit Date Status Date

1 9: Employment Eligibility Verification Review, Sign, and Accept Form

OF 306: Declaration of Federal Employment Review and Return Form for New Hire Signature

W 4: Federal Tax Withholding Allowance Certificate Review and Accept Form Ineligible for Transmission

Image 5: Assignments tab displaying the Forms page and the Agency Next Action information.
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https://help.stage.usastaffing.gov/USAS/index.php?title=Returning_a_submitted_form_to_a_new_hire_for_signature
https://help.stage.usastaffing.gov/USAS/index.php?title=Returning_a_submitted_form_to_a_new_hire_for_signature
https://help.stage.usastaffing.gov/USAS/index.php?title=Returning_a_submitted_form_to_a_new_hire_for_signature
https://help.stage.usastaffing.gov/USAS/index.php?title=Returning_a_submitted_form_to_a_new_hire_for_signature

6. Continue on with signing and accepting each assigned form.

USA Stofﬁng‘ “ staffing Classification Recruit Admin Reports Search _ & & DanaRobinson (STG)-ALL w
NEW HIRE: TAMMY BROWN +

@  Overview [ Assignments [Z  Questionnaires [ 19: Employment Eligibility Ve.

TAMMY BROW i i i - Tner Status
A ROV STOR A ASMB User Publications H4UCT-RSAM Active {A\‘
Details @ History

Form Number Form Name
19 Employment Eligibility Verification

E-Verify Case Number: 123456789
Employment Eligibility Verification
Department of Homeland Security
U.S. Citizenship and Immigration Services

» START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or eloctronically,
during completion of this form. Employers are liable for errors in the complotion of this form.

ANTI-DISCRIMINATION NOTICE: It is llegal to discriminate against work-authorized individuals. Employers CANNOT specify which
document(s) an employee may present 1o establish employment authorization and identity, The refusal 1o hire or continue to employ
an individual because the documentation presented has a future expiration date may also constitute illegal discrimination

[Section 1. Employee and (Er must &nd sign Section 1 of Form 1-9 o later
than the first day of but not before accepting a job offer.)

Last Name (Family Name) First Name (Given Name) Middie intal Other Last Names Used (# any)
Brown Tammy N/A NA

Address (Street Number and Name) Aot. Number | Citv or Town State 21P Code

303 S Parker Street Arfington VA 22204

Date of Bath (mm/cayyyy) U S. Social Security Number Employee’s E-mall Aodress Empioyee’s Telephone Number
04/21/1989 0 |0]0] 0/ jtammy brown1900e€yahoo.com 571-580-9632

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

| attest, under penalty of perjury, that | am (check one of the following boxes):

Retum for New Hire Col

Image 6: Forms page displaying the PDF version of the form.

7. Once all the forms are signed and accepted, click on the envelope icon and send the Official Job Offer
notification.

USA Sthflng:I 1.1 fing Class c Recruit Admin Reports
NEW HIRE: TAMMY BROWN «

@& oveview [ Assignments Questicnnaires

st armer Hews Hire Number Status
TAMMY BROWN ASMB User Publications ~ H4UCT-R5AM Active I

Manage Tasks Documents “ & Histary

Forms 3

o Forms ready for Liansm 3 L be Lians gueus unbil Lhe Veri Mew Hire Arrived For Their First Day of Duly Lask has b

Agency Mext Action Transmission Status Scheduled Transmit Date Status Date

1 9: Employment Eligibility Verification Complete Ready to Transmit

OF 306: Declaration of Federal Employment Complete Ready to Transmit

W 4: Federal Tax Withholding Allowance Certificate Complete Ineligible for Transmission

Image 7: Forms page displaying the highlighting the envelop icon.
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8. After the Official Offer notification has been sent, check your e-mail as the new hire to review and respond to
the job offer. Or, while logged in as the HR or Onboarding User, you may navigate to the Notification History
page, view the contents of the Official Offer notification, then copy and paste the official offer unique link into
another browser to access the job offer. Then, accept the offer and log into Onboard.

(URY.Y Stoffing‘i‘ © Help Center

Official Job Offer

To continue the onboarding process, the Office of Personnel Management needs you to complete additional actions before and after your first day on duty to complete
your onboarding process for the following position:

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 electronically providing your response to the
offer below. For questions regarding your offer, select the Request fo be Contacted option below or directly contact the Human Resources point of contact identified in
your offer.

|, Tammy Brown:
® Accept
Decline
Request to be Contacted

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

Image 8: USA Staffing Onboard page displaying the Official Job Offer response page.

9. Asthe new hire, after accepting the official offer and logging in, review the assigned tasks and ensure they are
all complete. You may log out of the Onboard as the new hire.
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10. Navigate back to the USA Staffing interface for HR and Onboarding Users. You will now confirm the official start
date for the new hire. For the purposes of this exercise, we will consider today’s date as the official start date
and confirm that the new hire has arrived on-site for the first day of work. To confirm the official start date, go
to the Overview page of the new hire’s record and open the Onboarding Information tab. Scroll to the bottom of
the page and click the Verify New Hire Arrived for First Day of Duty button then click Continue to proceed.

Note: When onboarding new hires, do not click this button until the new hire has arrived onsite for the first day
of work. Clicking this button enters a completion date for the Verify the New Hire Arrived for their First Day of
Duty task. The completion date for this task is considered the new hire’s official start date for time-to-hire
metrics. Also, some forms cannot be completed by the new hire until the first day of work and when the Verify
the New Hire Arrived for their First Day of Duty task is complete.

USA Stof-F”jg":“I Y Staffing Classification Recruit
NEW HIRE: TAMMY BROWN ~

E Assigniments E guestionnaires

TAMMY BROWN

AMMY,BROWNTYD0E @YAHOO,C0M

Mew Hire Mumber

Cuskomer
ASMB User Publications HAUCT-R5AM

‘Onboarding Information NoLification History Dala Transmission History
Summary

Mame Tammy Brown
Pay Plan-5eries-Grade - 343172
PCS Eligible

Position Title Program Analyst
Office ASHE User Publications
Cuskamer ASME User Publications
Creation Date gf1/2019
Start Dake MoLSel &
Requesl Mumbe 20190725-33324
Vacancy TNORBRH
Certificate Number 201907 79-1 LIL-001

Tenbabive OTer Accepled: 8/30/2019
Legin.gov/USAJOBS Username: tammy.brown1900e@yahoo.com

Official Offer Accepled: 9/1/2019
Assignments

Tasks Forms

Incomplete Mew Hire Tasks 0 Incomplete Forms
Completed Mew Hire Tasks Completed Forms
Incomplete Agency Tasks

Completed Agency Tasks

ety New Hire d for First Day of Duty

Admin Reports Search _ B & DanaRobinson (STG) -ALL

Skatus

Active &

Contact Information

Supervisar/idanager

Onbuarding Process Owner

HR Conkacts

Benefit Contacts

Payroll Contacts

Damon Carler
Drana Rabinson

* Dana Robinson

» Robyn Bachmann

= Kasey Acres

Documents

Application Documents

Onbeoarding Documents

Image 9: Overview page displaying the highlighted Verify New Hire Arrived for First Day of Duty button.
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11. Next, enter today’s date in the Date New Hire Arrived for First Day of Duty field, then click the Confirm button.

Verify New Hire Arrived for First Day of Duty

You are confirming that Human Resources or another agency representative has verified that the new hire
has arrived for their first day on duty. After performing this action, the status of the ‘Verify the New Hire
Arrived For their First Day of Duty’ task will change from Active to Complete.

Once this task is complete:

« The audit status on the certificate cannot be modified For this record.

« Human Resources will be able to add Forms and documents associated with this record to be queued
for transmission ko eQPF.

«» Ifthis is the only HR task assigned to the new hire record, the record will change to Complete status.
Assigning another HR task will be required to place the record in Active status.

Are you sure you want to continue?
Date New Hire Arrived for First Day of Duty
09/01/2019

Image 10: Entering official start date in the Date New Hire Arrived for First Day of Duty field.

12. After confirming the start date, go to the Assignments tab and review the Manage Tasks page. Make sure the
page is filtered to the Human Resources tasks. Enter the completion date for any incomplete tasks. Also, this
page may now display two new transmission tasks called Transmit Forms to eOPF and Transmit Documents to
eOPF. These tasks were assigned based on forms and documents you accepted.

U S A S t Q f f | n QI:EI L3 Statfing o ltecruit Admin
NEW HIRE: TAMMY BROWN ~
& overview Fl  nssignments
TAMMY BROWN s . Hee e Hamber Srakus
AR BRI ST 0020 ASMB User Publications H4UCT-R5AM Active & {;1
Managre Tesks D uments oo ® rofes 0 = History
Tasks ' ¢ [ oo |
All Statuses = | | Human Resources -
lask Mame wner & Status : Due +  Completed Date
R cive Tenlalive e Respane Dainat Rubsinson Complele ORjO1/2019 08/30,7019

Soned Tentelive O

Diana Robinson Complele 0R/012019 08/01/201%
Initiate Background Investigation/Security Clesrance Stephanie Carter Active 08/05/2019
Send Official Offer Casye Gabbard Active 09012019
Werify the New Hire Arrived For their First Day of Duty Dana Robinson Complete 09/30/2013 05/01/2019
Transmil Forms bo o0 L] D Active 11/0/2019
[

Image 11: Manage Tasks page with the page filtered to display the Human Resources tasks.
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13. To complete the transmission tasks, let’s open the Documents page first. If there are documents listed on this
page you will need to assign a document type to each document.
a. To assign the document type, click on “No Document Type Selected” next to each document.
b. Use the drop-down menu to select and assign the appropriate document type. The Transmission Status
for each document should now display Ready to Transmit or Ineligible for Transmission.
¢. Check the box next to each document then click the Don’t Transmit to eOPF button.

Note: Since this is a practice exercise, the new hire will not have an active Social Security Number (SSN).
Therefore, you will use the Don’t Transmit to eOPF button instead of the Add to eOPF Queue button in order to
complete this exercise without having to send files to the eOPF system through the Stage site.

(Contact your Office Administrator if your agency has access to test SSNs to transmit files to eOPF in Stage)

Active 4

USA Staffin g’ * Staffing Classification Recruit Admin Reports Search & 3ana Rabins
NEW HIRE: TAMMY BROWN ~
B overview Bl assignments B Questionnaires
lAMMYEfROWEJ AISMB User Publications III-|4UCITi3{5,f3\I\‘*1 e {;1

Manage lasks Forms & holes 0 =1 Histary

Documents 4

#  Document Type Document Mame Diocument Source

Received Transmission Status scheduled Transmit Dates Status Date Delete
L4 DG 15 Tamimy Builder resume Application 7/29{201% 14:21 EDT Ready Lo Transmil
# DG 05 Tammy Transcript Application Hf201% 1421 EDT Ready to Transmit
L DGAS Tamumy cover letter Application 7/29{2019 14:21 EDT Ready Lo Transmit
L 1My 214 nnza applicarion S0 1421 FI Readly o Transmit

Add to eOPF Quene Don't Transmit bo &P

A Docurnenl

Image 12: Documents page displaying document types and transmission buttons.

14. After clicking the Don’t Transmit to eOPF button, the documents are now in Elected Not to Transmit Status.

USA Stoffing® F.3 Staffing Classification Recruit Admin Reports Search _ B 2 DanaRobinson (STG)-ALL v
NEW HIRE: TAMMY BROWN

& 0
(-] Overview Assignments £/ Questionnaires
TAMMY BROWN Customer New Hire Number Status {\
TAMMYEROWN s00zevaHoocom  ASMB User Publications H4UCT-R5AM Active & J \
@ toes o & Hstony
Documents ' 4
Document Type Document Name Document Source Received Transmission Status Scheduled Transmit Date Status Date Delete

DG15 Tammy Builder resume Application 7/29/2019 14:21 EDT Elected Not to Transmit 9/1/2019 17:31 EDT

DG 05 Tammy Transcript Application 7/29/2019 14:21 EDT Elected Not to Transmit 9/1/2019 17:31 EDT

DG15 Tammy cover letter Application 7/29/2019 14:21 EDT Elected Not ko Transmit 9/1/2019 17:31 EDT

DD 214 DD 214 Application 7/29/2019 14:21 EDT Elected Not to Transmit 9/1/2019 17:31 EDT

Add Document

Image 13: Documents page displaying documents in Elected Not to Transmit status.
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15. Next, open the Forms page.
a.

Check the box next to each form that has a Transmission Status of Ready to Transmit.

b. Click the Don’t Transmit to eOPF button (you do not need to take action on forms that have a
Transmission Status of /Ineligible for Transmission).

USA StO'Fflng' '] statfing
NEW HIRE: TAMMY BROWN ~

[  Assignments B Questionnaires

A |’\"' Lustomer X X
ovnsitecsskiscoccn  ASMB User Publications

[lanage Tasks Documents
Forms 3

Form Mame
e

1 9 Employment Eligibility Verification

L4 OF 306: Declaration of Tederal Cmployment
W 4: Federal Tax withhelding Allowance Certificate

Batch Selected PDFs Add to eOPF Queus

Image 14: Forms page displaying transmission

Recruit Admin

ez Hire Mumnber

H4UCT-RSAM

Agency Mext Action

Complete
Complele

Complate

Don't Transmit ko eOPF

buttons.

Search

Transmission Status

Ready ko Transmit

Ready Lo Transmit

Ineligible Far Transmission

scheduled Transmit Date

= A

Status

Active & &

® notss D & History

Status Date

16. After clicking the Don’t Transmit to eOPF button, the forms are now in Elected Not to Transmit Status.

USA Staffing’ A starming
NEW HIRE: TAMMY BROWN «~

& ovenview [ assignments ¥ guestionnaires

\"‘| Customer 3 .
TA’?,I,T"YBFOWN corom  ASMB User Publications

IManage Tasks Documents Forms

Forms 3

Form Mame

Agency Mext Action

19: Employment Eligibility veritication

Complete

OF 306: Declaration of Federal Employment

W & Federal Tax Withholding Allowance CerLificate

Classification

Complete

Complete

Recruik Admin

M Hire Hurmbe

H4UCT-R5AM

Transmission Skarus

Elected Mot bo Transmit

Elected Mot to Transmit

Ineligible For Transmissian

Scheduled Transmit ate

Slalus
Complete (A“

Moles 0 & History

Status Date

912019 1741 EDT

912019 17:41 EDT

Image 15: Forms page displaying forms in Elected Not to Transmit status and Ineligible for Transmission status.
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17. Navigate back to the Manage Tasks page and ensure the page is filtered to the Human Resources tasks. The
Transmit Documents to eOPF and Transmit Forms to eOPF tasks now display today’s date in the Completed
Date column. Enter a completion date for any incomplete tasks. After all of the HR tasks are in complete status,
the record has updated to Complete status.

USA Stofflng s staffing Classitication 2ecrui Admin arts search _ B & DanaRobinson (STG)
NEW HIRE: TAMMY BROWN ~

& ovorview [ Assignments ¥ guestionnaires

Pl Hire Hurmber Status

OWN
- Complete

comiocoy  ASMB User Publications H4UCT-R5AM

Documents Forms ® Hotes 0

All Statuses - Hurman Resources
Task Name : Owner #  Stetus s | Due «  Completed Date

Receive Tentative Offer Response Dane Robinson Complete 08/01/2019 08/30/2013

send lentative Offer 1ana Rohinsen Complete /032019 OR/01/2019

nitiate Background Investigation/Security Clearance Stephanie Carter Complete 08/05/2019 083172019
send OFficial OFfer Casye Gabbard Complete 0%f01/2019 09/01,/2019
erify the Mew Hire Arrived For their First Day of Duty Dana Robinson

Complete 09/30/2019 09/01,/2019

Transmil Forms Lo eOPF Lori Dlavis Complete 11/30/2019 0901/2013

Iransmit [Mncuments fo eOPE 1ana Rohinson Complere 113002019 i fFne

Image 16: Manage Tasks page displaying all Human Resources Tasks in Complete status, and the record status is
Complete.

This concludes the lesson on Completing the Record.
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Notes for New Hire
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