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Agenda
1. Welcome

2. Current Focus & Upcoming Priorities
• Task API
• Selective Service System
• Activity Summary
• Data Inserts for New Hire Notifications

3. Special Topics

• State Tax Form Proposal
• Updated EOD Guidance
• Best Practices for Onboarding Political Appointees and other Senior Positions 

4. Recently Added Features 
5. Open Questions/Demos



USA Staffing Onboarding: 
Igniting Innovation Award Winner

Igniting Innovation Award: The one best innovation selected by the attendees.
Transformer Award: Innovation that repurposes existing solutions in new or 
different ways resulting in new or broadened applicability and uses.
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View USA Staffing Onboarding’s video submission here:
https://youtu.be/-1uZZhDUkYo

The American Council for Technology and Industry Advisory Council’s (ACT-IAC) 
annual Igniting Innovation 2020 Conference and Awards event identifies, 
recognizes, promotes, and connects the best innovations and innovators to 
improve services to citizens and government operations.

https://youtu.be/-1uZZhDUkYo
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Current Development Priorities

Activity Summary for Core System Users

Task API for New Hire Interconnection

Additional Onboarding Data Inserts

Updates to New Hire Document Management
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Send Data
Identify triggers for USAS to transmit new hire data to interconnected systems

Milestones
As key tasks are completed, these milestones are tracked as significant steps in the new 
hire’s journey

Receive Data
Interconnected systems transmit status updates and summary task info back to USAS

Display Results for HR Users
Detailed status updates are communicated to HR through dashboards, emails, and an 
expanded new hire interface

Communicate with Hiring Managers & New Hires
Both hiring managers & new hires get updates from a single, user-friendly system 
as milestones are reached

NHI Status
Updates

FY2021

In Development



USA Staffing

6

Upcoming Development Priorities

Activity Summary for New Hires

Implementation of System-wide Interconnections

Branding of New Hire Notifications

Improve New Hire Experience on Mobile Devices
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Selective Service/
USA Staffing

Interconnection 
Goal

Reduce duplicate data entry, 
improve data quality and 
improve transparency into the 
Selective Service verification 
process by sending new hire 
information via a data 
interconnection from USA Staffing 
to the Selective Service System 
(SSS).
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MVP: Initiate SSS verification through 
USA Staffing New Hire Interconnection (NHI)

Selective 
Service 
System

USA Staffing 
Onboarding

New Hire submits 
OF-306 to USA 
Staffing

USA Staffing sends
basic New Hire data from 
OF-306 to SS
• Name (First/M/Last/Suffix)
• Email
• SSN
• DOB
• Birth Country/State/County/City
• Organization

SSS initiates 
verification for New 
Hire based on data 
sent from USA Staffing

1 2 3

Selective 
Service 
System



9

Phase II: Send task results & status updates to USAS

USA Staffing 
Onboarding

New Hire, HR, & Hiring 
Managers track status of 
BI & other onboarding 
processes in single USA 
Staffing platform

USA Staffing captures 
status updates for HR, 
Hiring Manager, and 
New Hire to track

SSS sends status 
updates regarding 
New Hire’s verification 
to USA Staffing

456

HR/Onboarding

New Hire

Hiring Manager

Selective 
Service 
System
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Activity Summary Update
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Provide HR and Onboarding Users a snapshot of key 
onboarding items requiring their attention in USA 
Staffing.  

The Activity Summary will serve as a call to action for 
Users who may not otherwise be logged in to the system 
on a daily basis.

Planned capability:

Enhancements to improve 

how HR and other 

Onboarding users (e.g., 

personnel security, 

benefits, payroll, etc.) 

access USA Staffing by 

implementing an activity 

summary that will keep 

hiring staff and new hires 

“in the know” about tasks 

and statuses on a regular 

basis.

Keeping HR professionals 
and agency staff informed
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Phase I:  Will Include -

A.  Staffing and Onboarding Tasks

Deployed to Production July 24th

B.  New Hire Assignment and Forms

Currently in Development 

Phase II:  New Hire Tasks (Email to New Hires)

Phase III: Hiring Manager
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Frequency – Users can determine how often they receive the 
Activity Summary (i.e., never, daily, weekly, etc.)

Content – Users can determine which sections of content are 
included in the Activity Summary (i.e., tasks, new hire 
assignment/forms, etc.)

Deployed to Production July 24th

Timeline

Preferences
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Activity Summary Enhancements
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Made Activity Summary resilient

Added a unique tenant identifier to the email when subscribed 
in multiple tenants

Updated email text based on usability feedback 

Added online help content
https://help.usastaffing.gov/USAS/index.php?title=User_Preferences

https://help.usastaffing.gov/USAS/index.php?title=User_Preferences
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Present Sample Activity Summary Email
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Mockup of New Hire ContentPlanned Content

o Add New Hire Process Owner content
• Will list one section that consists of the 

new hires in which you are assigned as 
the process owner including any that 
were recently assigned to you. 

o Add New Hire Forms content
• Will list a section of new hires, in which 

you are assigned as the process owner, 
who have recently submitted forms 
ready for HR action.

• Will also list a section of new hires that 
have eOPF transmission errors, given 
you are the user who added the file to 
the eOPF queue. 

New Hire Content for Activity Summary
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Data Inserts

for New Hire Notifications
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o ‘Appointment Type’
• Populates the Appointment Type field displayed on the 

New Hire Questionnaires Position Information page.
• If new hire was audited from a certificate, this field will 

auto-populate from the Announcement > Appointment 
Type field.  User can edit if necessary. 

• If new hire was created from an Onboard New Hire 
request, user must manually enter this field. 

o ‘Not to Exceed’
• Populates the Not to Exceed field displayed on the New 

Hire Questionnaires Position Information page.
• If new hire was audited from a certificate, this field will 

auto-populate from the Announcement > Not to Exceed 
field.  User can edit if necessary. 

• If new hire was created from an Onboard New Hire 
request, user must manually enter this field. 

Data Inserts for Onboarding Notifications
In Development ~Production Release 11/13/20



USA Staffing

19

Data Inserts for Onboarding Notifications

Upcoming Data Insert Development

o Tentative Offer Response Due Date

o Official Offer Response Due Date

o Work Schedule

o Security Clearance

o Duty Location – Postal Code

o Current Date

o Additional Agency Contact
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USA Staffing State Tax Form Proposal
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Updated State Tax Forms are published by the USA Staffing 
Program Office each spring

Onboarding specialists manually add state tax forms to each 
new hire record based on the new hire’s state of residence

New hires complete state tax forms along with other automated 
onboarding forms

21

Current State Tax Form Process

1

2

3
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Pros & Cons of Current Process

• Confusion for New Hires 
Questionnaire items linked to state tax forms cause 
the most confusion to the new hires

• Not Part of Workflows
State tax forms must be added individually to new 
hires based on their specific location

• Delayed Response
There is no master site for all tax forms, and we don’t 
have an automated way to know when an updated 
form is published by state tax agencies

• Opportunity Cost 
High level of effort to update state tax forms each 
year means we aren’t building custom forms

• Electronically Completed & Signed
As an automated form, New Hires complete and 
sign state tax forms along with other forms

• Response Reuse for New Hires
Because state tax forms are built as automated 
forms, new hire responses to the questionnaire 
are automatically applied

+ -

-

-

-

+
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PDF versions of current year State Tax Forms will be stored on the 
USA Staffing Resource Center

USA Staffing will add a system task for Tax Form Document Upload 
with instructions that link new hire to collection of state tax form 
PDFs. Agency users can add this task to any appropriate workflows

New hires download, fill out, and upload state tax forms via 
document upload task

23

Proposed State Tax Form Process

1

2

3
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Pros & Cons of Proposed Process

• Manual Upload for New Hires
New hires must download, fill out, and upload state 
tax forms via a Document Upload Task

• No In-System Electronic Signature
Because these forms would be submitted as 
Document Uploads there would be no use of USA 
Staffing’s Electronic signature capability for New 
Hires or HR users

• New Hires have Complete Instructions
State tax form instructions add context to items, 
eliminating confusion for new hires

• One Doc Upload Task for all Workflows
A single ‘Submit State Tax Form’ document 
upload task can be added to all onboarding 
workflows, eliminating the need for onboarding 
specialist manual intervention for individual 
locations 

• Updated Forms Available Immediately
Because development work is not required to 
update forms, new versions will be available 
within hours

-

-

+

+

+
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Please click the link in chat or go to menti.com and enter code 

76 28 53 4

Let’s check in on Menti!
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Updated EOD Guidance
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Goal: to ensure the documents stored in eOPF are appropriate and adhere to eOPF’s
privacy and security controls

Updated EOD Guidance and USA Staffing Impact

Summary of Key Changes USA Staffing Impact
Removal of several Standard and agency-wide forms from 
eOPF instances

Complete by November 6

Confirmation that SF1152 cannot be electronically signed Complete

Update SF 181 and SF 256 to be certified on or after EOD To be implemented in Q1 FY21

Forms should only be transmitted to Permanent or Temporary 
folders from EOD system – limited use of virtual folders

TBD; Pending further clarification from 
EHRI

EOD system recertification TBD; Pending further clarification from 
EHRI
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Best Practices
for Onboarding Political Appointees and other 
Senior Positions 
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We’ll continue this topic in the same Menti we used before 

If you closed that window, just go to menti.com and enter code 76 28 53 4

Let’s head back to Menti!
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Recently Added Features
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Recently Added Features
• HR User who Completed Verify New Hire Arrived task name is 

displayed on Overview page
• Tags flow in from Vacancy to New Hire record
• Added the ability to preview attachments once a template is 

selected for use in the Preview Notification window from within 
a New Hire record

• Increased file size to 5MB for uploaded documents
• Ability to add Task Level notes
• Multi Item Multi Response (MIMR) details visible in Complete 

New Hire Questionnaire task
• View Documents Permissions and Permission Label changes
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• User who 
completed Verify 
New Hire Arrived 
task displays on 
Overview page

• Vacancy Tags on 
Settings page flow 
into the new hire 
record

Verify New Hire Arrived task completion and Vacancy Tags
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• Added the ability to 
preview attachments 
once a template is 
selected for use in the 
Preview Notification 
window from within a 
New Hire record.

• Updated File size to 
5MB for Attachments 
& Uploaded 
Documents

Preview attachments from Notification Template 
and Increased File Size
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Add Task Level Notes

When the Box is 
Unchecked, the Notes 
should populate on the 
Overview and 
Assignments pages

35
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Multi Item Multi Response (MIMR) Details Visible in Questionnaires
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When viewing a questionnaire listed under the Complete New Hire Questionnaire task, a View
button has been added to all entries in the Actions column. This allows the HR User to view the 
new hire's responses to multi item multi response questions. 
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Multi Item Multi Response (MIMR) Details Visible in Questionnaires
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After clicking the View from the Actions column, the new hire's responses to multi item multi 
response questions are viewable to the HR User.
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Permission Label changes and View Documents Permissions 
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• The Permission Profile 
Information page was updated 
to include “Onboarding 
Forms/Documents”

• Previously, this section only 
included “Onboarding Forms” 
even though the permission 
also applied to Documents 
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Permission Label changes and View Documents Permissions 
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The Document Name 
will not display as a 
hyperlink if the HR 
User does not have 
access to view the 
document’s 
permission category 
based on their 
permission profile
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Is there anything you’d like us to show you?

Is there anything you’d like to show the group?

Open Demo and Q&A
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USA Staffing Resource Center
Under the New Hire & Onboarding Resources section:
https://help.usastaffing.gov/USAS/index.php?title=USA_Staffing_Resource_Center

https://help.usastaffing.gov/ResourceCenter/index.php/Resources

Online Help
Search for information by Page and by Task
https://help.usastaffing.gov/USAS/index.php?title=Help_for_USA_Staffing_HR_Users

Future Questions?
Your USA Staffing Account Manager can assist in answering any questions 

and can include the applicable onboarding team member.

Resources and Contacts

Check out the Resource Center for 
recently updated documents such as:
• Onboarding Frequently Asked 

Questions 
• Creating Tasks and Workflows 

Quick Reference Guide

https://help.usastaffing.gov/USAS/index.php?title=USA_Staffing_Resource_Center
https://help.usastaffing.gov/ResourceCenter/index.php/Resources
https://help.usastaffing.gov/USAS/index.php?title=Help_for_USA_Staffing_HR_Users
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