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Great Government Starts Here® May 20, 2019

The Advisory Board meeting will begin shortly.

Please log in to Adobe Connect prior to calling in so your name is tied to
your phone number.

m Audio Conference Options:
| Connect My Audio...

» Dial-out [Receive a call from the meeting] — This is the preferred
method

* Dial-in to the Audio Conference via Phone o 1-800-832-0736

o Conference Room Number: 7563371
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o Once joined to the audio, follow the instructions to identify yourself

* Use Microphone (Computer/Device)

OFFICIAL USE NOTICE: This material is intended exclusively for use by USA
Staffing Customers and is not to be distributed without approval from the USA
Staffing Program Office. This communication may contain information that is
proprietary, privileged, confidential or otherwise legally exempt from disclosure. If
you have received this presentation in error, please notify the USA Staffing
Program Office immediately and delete all copies of the material.

Agenda

June System Downtime

Questions?

Use the Q&A feature in
Adobe to ask questions
during the meetin

Decommissioning Legacy
Mid-Year System Stats
Customer Satisfaction Survey
Communication Interviews
FY20 Pricing

Direct Hire Authority

N o A~ W
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8. National Park Service Onboarding Implementation
9. New and Upcoming Functionality

10. Consolidated Release Notes

11. Help Desk Best Practices

12. New and Updated Resources

13. Upcoming Events

June Downtime - Tentative

Presenter: Bridget Dongarra, USA Staffing Program Manager

22> OPM is tentatively planning to implement electrical power system
improvements at its primary data center in Macon, GA. These upgrades will
result in increased efficiency, safety, capacity, and most importantly, fully
redundant emergency power operability to enable maximum uptime.
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22> These upgrades will require a full shutdown of all systems (USAJOBS, USA
Staffing and USA Hire) for the duration of the maintenance window.

2> USAJOBS, USA Staffing, and USA Hire will be unavailable beginning at 5:00 PM

EDT on Friday, June 28th, and will be back online no later than 7:00 AM EDT
on Monday, July 1%,

22> In light of this planned downtime, the USA Staffing Production release

scheduled for June 29 has been rescheduled to June 22.
»D

OPM will issue formal communications confirming this downtime the week of May

27" Legacy Data Purging

All MP and DE vacancies with a last action date on or prior to 2/7/2016 have
been purged.

*  We have purged over 1 million vacancies and over 285 million documents from
Legacy.
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We began purging Legacy ACWA vacancies on May 15, 2019.

« Competitive vacancies marked as ACWA are purged 39 months after the last
date a Certificate was modified by a user. For example, Audit Date, Return
Date, Issue Date and Due Date.

« Merit Promotion vacancies marked as ACWA are purged according to the
purge configurations in the Admin area of the system.
(Admin >Preferences >Configurations>Purge)

« ACWA vacancies marked “Under Litigation” will NOT be purged.

Please continue reviewing vacancies marked as under litigation - our goal (s to only
have 39 months of data when Legacy fully shuts down.
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Legacy Decommissioning Plans

Legacy Onboarding Manager will be shut
down completely on August 1, 2019

Legacy HR User Accounts

« We will delete all Legacy user accounts with the exception of one
or two per office by September 30, 2019.

* Please provide the name(s) of the remaining users to your Account
Manager by August 1, 2019.

« The one or two remaining users will be responsible for retrieving any Legacy

data for their office(s).




Legacy Decommissioning Plans

Thinking ahead: Make a plan to receive Legacy
Data

« Legacy data will be provided in “flat” data files
optimized for filtering and sorting static data.

« Decide if you need applicant documents along with
flat data.

« Decide which office and file server will store and be
responsible for Legacy data.

The Legacy Decommissioning Checklist reflects current plans that may need
to change if security, privacy, or other concerns emerge.



https://help.usastaffing.gov/ResourceCenter/images/9/92/Decommissioning_Legacy_Checklist_v8_November_14_2018.pdf
https://help.usastaffing.gov/ResourceCenter/images/9/92/Decommissioning_Legacy_Checklist_v8_November_14_2018.pdf
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USA Staffing FY19 Mid-Year Stats

©

October 1, 2018 - March 31, 2019

70+ kR 13 941 288

Agencies using USA

Staffing 8, 563

All HR users
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1 73,441 Onboarding, Reporting, and

Agency Hiring Manager Applicant Flow Data users users

123,522
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Jobs

Announced 21 3,869

Certificates Issued

5,477,06

) L

171.290

A
4 Selections L made

Applications

received
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232,557

28e

Selectees sent to Onboarding

USA Staffing FY19 Mid-Year Stats

October 1, 2018 - March 31, 2019




o =m| 4,562
USA Hire JOAs

354 031

Onboarding forms and documents
electronically sent to eOPF

89

Foresee Score
Onboarding Manager

82

Foresee Score
Application Manager




i) OPM.GOV

e ) 99.75%
"= System Availability
98%

""""""""""""""""""" Satisfied with USA Staffing
USAJOBS vacancies represented by USA

Staffing | |
100%
Themes from Customer suggestions are
used to improve USA Staffin
FreeFormat : g
Questions
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* Account Management Model
* Customer Service

« Communication

« Partnership

* Responsiveness

¢ Customer-driven
requirements

 User Resources

« System Design

Knowledgeable staff / a7
really ernjoying the monthly
sprint reviews: [ts q great

addition to the services
offered- The timing of the

sprint reviews g/ves /e time
to review the stage notes

and conduct a general test

OF the major changes For

understanding. The sprint
reviews provide 17s/ghts /mto
some of the Outstanding
customer service and
partnering!  Cur account
manager and Cognos FOC go
above and beyond’/
understanding of changes that /
may ot have time to
thoroughly test- The Anowr
bugs document /s anotkher great
new addition-



changes that [ did not consider « Development cycle process

and  Hiring Manager Interface
« Enhancement request  Reporting/Cognos
process performance

emes from Free-Format Question

/mprove position * Applicant statuses c/zss/fcation (reed abiity * System defect

munication of" £D)- Flus, reed
the ability to track any changeNymade to FD by any user and

to produce a FDF version  C
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allow the HR classifier the ability to restore to original version r¥
needed-

« System stability
 Classification* Job Analysis

C U St omer /mprovements 17 Reports

performarnce, mcluding
gccess by nonkumarn

CO mmdun icatiO n Resources User7ype
Interviews

Which communication methods are effective and why?
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« Advisory Board meetings and recordings
« System Site Alerts/Banners

« Resource Center Materials

« Faster communication around known system defects and resolution

Which communication methods could be improved
and how?

« Resource Center Navigation

« Asynchronous communication with help desk




Thank you to those who participated in these interviews!

FY20 USA Staffing Pricing

Cumulative USA Staffing

User Quantity Volume Discount  Annual Cost Per User
1-35 0% $8,778
36-99 10% $7,900
100-399 20% $7,022
400-699 25% $6,584
700-999 35% $5,706
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1000-1999 45% $4,828

Available upon Available upon
2000+ request request

The USA Staffing license price is not increasing for Fy20
USAJOBS and USA Staffing stand ready to support

'r:'.: LY
o= -

Direct Hire Authority recruitment

w3
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Job Announcements Applicants Reporting

* Exclusive postings and the < Unified applicant experience < All agency data is in one data

ability to invite applicants to including the reuse of apply repository. Consolidated
directly do not require USAJOBS account and public notice to reporting is available for
use the documents for hiring and technologies. onboarding. MD715, Applicant Flow Data,
Applicants can Competency/Assessment

« Use agency standard make their resumes use,  Time-to-Hire,  and

workload metrics.
searchable.
processes to include

» Secure authentication single competency-linked assessments

and USA Hire sign-on process via assessments, if desired.

login.gov.
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USA Staffing includes recruitment flexibilities designed

to support the alternate Direct Hire application process
Many agencies use USA Staffing and USAJOBS for DHA, even if there is no requirement for public

notice.
Hiring Pathsi . By choosing the Internal Merit Promotion USAJOBS Announcement Type,
the announcement resides on USAJOBS as an Exclusive Posting and is

suppressed from public job searches.

% Exclusive posting

. Agencies can provide the direct announcement URL to applicants at virtual




link to the job posting on USAJOBS. to collect
applicant information and then key enter it
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Invite New Online Applicant

a n d I n - p e rso n J O b fa I rs * Filer Status for New Online Applicant *
-Select-
& First Name *
Defense Finance and Accounting Service

" Last Name *
IIIIIIIIIIIIIII Email *
VACANCY NUMBER ANNOUNCEMENT NUMBER | Filer Status for Key Entered Application *
10083785 IMP-10083785-19-KH
PAY PLAN / SERIES / GRADE POSITION TITLE -Select- Duration of Access (hours) to Online Application *

0

s

Name
First *
[ [ S I I Iy | Reopen

PIRRTTET TNV HR Users may invite applicants to apply for
a position by using USA Stafting to

Last (Family/Surname) *

I AR A A AN S S A B A A A A AN . . . .
generate a unique email invitation with the direct

Regular

HR Users have the ability to print a paper application
(Only the applicant receiving the email has

into USA Staffing.




access to this direct link.)
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USA Staffing Onboarding

National Park Service
Onboarding

Presenter: Angela J.
Tallant

Angela | tallant@nps.go
i
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USA Staffing Onboarding

END-TO-END
HIRING INITIATIVE
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USA Staffing Onboarding

United States Office of Personnel Management

End — To — End Hiring Initiative

Onboarding Implementation
workgroup

* Target the Tentative Job
Offer/Acceptance to Entry
On Duty portion of the
Hiring Process

* |dentify types of New Hires

» Develop Notification
Templates

* Create Tasks
* Create Workflows

* Qutcome was 6-7
workflows

* Finalized 3 workflows

The Roadmap - A Comprehensive / Integrated Set of Components

Workforce Planning
Set Strategic Analyze Develop C: Implement Plan Monitor / Maintain Evaluate / Measure
Direction (Human Supply & Demand Action Plan (Start of FY) Reconcile (Quarterly Reporting)
Capital Strategic Plan) (Continuous)
= Adjust Plan
% (6 mos prior to FY start) (As needed)
°
8 .
3 Recruitment
£ =
= Create Agency Select/ Traln  Create Recruiting / Identify  Develop Marketing Cultivate Relationships Identify Agency- Evaluate / Measure Adjust Plan
a Brand Recruitment Staffing Plans  Career Patterns  Strategies Bulid Network Specific Recruiting / Staffing (As needed /
Team (On-going) (On-Going) Recruitment Cycles Plans Marketing required)
(5 Days) Strategies
(6 mos prior to FY start) (6 mos prior to FY start) (On-Going)
Hmng Process (Applicant - 70 calendar days anager - 80 calendar days)
Validate Request Review / update Confirm Job Create and  Recelve Applications Evaluate Issue Selecting Official Tentative Initiate Official
Need Personnel Position Analysis and Post Job & Notify Applicants Applications Cert  Roview Application| Job Offer / Security Offer /
(1 Day) Action Description Assessment Opportunity (10 Days) & (15 Days) ! Notify  conduct Intervie: Acceptance Check Acceptance Entry on

(1 Day) (1 Day) Develop Strategy Announcement e Op:;:“w Applicants Check Referance: (3 Days) (10 Days) (2 Days) Duty
@ (5 Days) Including Announcement (1 Day) Select/ Return (14 Days)
- Career Patterns Cortificate
= (2 Days) (15 Days)
s
o
2
E
=
s
&)

!

Orientation



https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf
https://www.opm.gov/policy-data-oversight/human-capital-management/talent-management/end-to-end-hiring-initiative.pdf

National Park Service

USA Staffing Onboarding

Onboarding Workflows
4 ™
e Assign 1°t Workflow e Assign 3™ Final Workflow
* Send Tentative Offer rend , e Entry on Duty Forms
Letter * 7typesof 2 Workflows e HR Confirms EOD
* Type of accession —type
of workflow

e Assign 2" Workflow

¢ Send 2" Notification Letter
\ 15t Workflow P,
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USA Staffing Onboarding

Administration and Onboarding Development

* Templates* 2"¥ Notification — for each type of * Manage Notification Templates workflow
USA Stoff|n9® “ Staffing Recruit Admin Reports Search B 8 AngelaTallant v

ADMINISTRATION v )

Users & Permissions Maintenance Default Settings Libraries
2. A o,

Manage General Contacts Manage Customers Manage Announcement Default Settings Manage Position Descriptions

Manage Users Manage Tags Manage Assessment Default Settings Manage Announcement Items

Manage Permission Profiles Manage Vacancy Default Settings Manage Competency Networks
Manage Review Default Settings Manage Eligibilities

Manage New Hire Defaults

‘t Templates \ Workflow

Manage Announcement Templates Manage Tasks
Manage Assessment Package Templates Manage Workflows
Manage Instructional Templates

Manage Notification Templates

e 1°'Notification — Tentative Offer e Official Offer Letter
letter for each different types of * 4th Final Process — Benefits Form
accessions Reminder

* Workflow
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USA Staffing Onboarding

* Manage Tasks

* Variety of tasks for each
form, stage of
Onboarding, background
investigation verification
and etc.

e 1*Workflow

« 2"Workflow
* Manage Workflows
* Create Workflows

* Add Work Activities/Tasks
to each workflow
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USA Staffing Onboarding

USA Stoff|n9® & Staffing Recruit Admin Reports Search
ADMINISTRATION ~

£# Admin Home (> Workflows

Workflow Administration

Manage Workflows

Workflow Templates (17)

All Request Types v Include System Templates ¥/ Show Retired Templates

Offer Letter
2nd WorkFflow - Permanent Appointment - Full Benefits Eligibility
2nd Workflow - Permanent Appointment - Transfer, Reassignment, or Promotion
2nd Workflow - Rehire on Temporary Appointment - FEHB Only Eligibility
2nd Workflow - Temporary Appointment - FEHB Only Eligibility
2nd Workflow - Temporary Appointment - No Benefits Eligibility
2nd Workflow - Term/Temps 1+ yr & Pathways eligible for Full Benefits Eligibility
2nd WorkFflow-Permanent Appointment-internal to NPS Hire

3rd Workflow/Final - Entry On Duty Forms - HR Confirms EOD

Onboarding Workflows
« 3"Workflow

Onboarding

Onboarding

Onboarding

Onboarding

Onboarding

Onboarding

Onboarding

Onboarding

Onboarding

Published

Published

Published

Published

Published

Published

Published

Published

Published
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USA Staffing Onboarding

* New Hire Request is approved

« Onboarding process begins with the 1t Workflow — Tentative Offer Letter
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USA Staffing Onboarding

USA Stoff | n9® & Staffing Recruit Admin Reports Search
ADMINISTRATION ~

£ Admin Home (> WorkFlows

Workflow Administration

Workflow Templates (17)
All Request Types v Include System Templates ¥ Show Retired Templates
Name - Purpose $  Status $  Request Type ¢ Number of Task

1st Workflow - Tenative Offer Letter Onboarding Published 1

2nd Workflow - Permanent Appointment - Full Benefits Eligibility Onboarding Published
2nd Workflow - Permanent Appointment - Transfer, Reassignment, or Promotion Onboarding Published
2nd Workflow - Rehire on Temporary Appointment - FEHB Only Eligibility Onboarding Published
2nd Workflow - Temporary Appointment - FEHB Only Eligibility Onboarding Published
2nd Workflow - Temporary Appointment - No Benefits Eligibility Onboarding Published

2nd Workflow - Term/Temps 1+ yr & Pathways eligible for Full Benefits Eligibility Onboarding Published

2nd Workflow-Permanent Appointment-Internal to NPS Hire Onboarding Published

3rd Workflow/Final - Entry On Duty Forms - HR Confirms EOD Onboarding Published

2"Y Workflow

7 different types of 2" Workflows
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USA Staffing Onboarding

« Determine type of accession for New Hire.

« Assign workflow according to appointment type/level.
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USA Staffing Onboarding

USA StOff”‘]g@ Recruit Admin Reports Search
ADMINISTRATION ~

£ Admin Home > WorkFflows

o

Workflow Administration
Workflow Templates (17)
All Request Types v Include System Templates ¥/ Show Retired Templates

Name - Purpose $  Status $ RequestType ¢ Number of Task
1st Workflow - Tenative Offer Letter Onboarding Published 1

2nd Workflow - Permanent Appointment - Full Benefits Eligibility Onboarding Published 17

2nd Workflow - Permanent Appointment - Transfer, Reassignment, or Promotion Onboarding Published 15

2nd WorkFflow - Rehire on Temporary Appointment - FEHB Only Eligibility Onboarding Published 12

2nd Workflow - Temporary Appointment - FEHB Only Eligibility Onboarding Published 12

2nd Workflow - Temporary Appointment - No Benefits Eligibility Onboarding Published 10

2nd Workflow - Term/Temps 1+ yr & Pathways eligible for Full Benefits Eligibility Onboarding Published 17

2nd Workflow-Permanent Appointment-Internal to NPS Hire Onboarding Published 3

3rd Workflow/Final - Entry On Duty Forms - HR Confirms EOD Onboarding Published 2 ]
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USA Staffing Onboarding

Assign 3" Workflow

3" Workflow/ Final — Entry on Duty Forms — HR Confirms EOD
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USA Staffing Onboarding

S A s t Of f | n g® r 3 Staffing Recruit Admin Reports Search

DMINISTRATION +

£ Admin Home > workflows > WorkFlow: 1st WorkFlow - Tenative OFfer Letter

WorkFlow Name

1st Workflow - Tenative Offer Letter

WorkFlow Properties ‘WorkFlow Ad ies

Activities « 11

Task Name Task Rules Purpose Owned By

Initiate Background Investigation/Security Clearance 2 Onboarding Human Resources
Verify the New Hire Arrived for their First Day of Duty 2 Onboarding Human Resources
Send Tentative Offer 2 Onboarding Human Resources
Receive Tentative Offer Response 2 Onboarding Human Resources
Initiate Personnel Action in FPPS 2 Onboarding Human Resources
Receive Official Offer Response 2 Onbeoarding Human Resources
Send Official Offer 2 Onbearding Human Resources
Fingerprints/Bl Cleared-Continue to the Next NPS Process 2 Onboarding Human Resources
OF-306 Declaration of Federal Employment 2 Onboarding New Hire

Receive Background Investigation/Security Clearance Results 2 Onboarding Human Resources

Verify Background Investigation 2 Onboarding Human Resources
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USA Staffing Onboarding

USA Stofflng A Staffing Recruit Admin Reports Search

Angela Tallant v

ADMINISTRATION ~ ]

£ Admin Home &  Templates

Template Administration

Assessment Templates Announcement Templates Instructional Templates
Notification Templates (11)

Tentative Offer Tags Show Retired Templates:

Template Name Type Template Description Is Retired
1st Notificaiton - Tentative

OFffer/OF-306 (Includes Step Tentative OFfer ;:tt;\liiilgifétlon - Tentative OFffer consists of inviting the new hire to onboarding, and initiates the OF-306 process and includes step and salary on the tentative offer letter. Placeholders and
and Salary Placeholders) .

1st Notificaiton - Tentative

OFfer/OF-306 (Includes Step Tentative Offer 1st Notification - Tentative Offer consists of inviting the new hire to onboarding manager, and initiates the OF-306 process and includes step and salary on the tentative offer letter.
and Salary Placeholders) Placeholders and data inserts.
Temp 1040 Appt

g;sﬁgg?géon PLELEIG Tentative Offer 1st Notification - Tentative Offer consists of inviting the new hire to onboarding, and initiates the OF-306 process.

1st Notification - Tentative

Offer/OF-306 - Data Inserts - : L =2 3 7 < 3
Temporary 1040 Tentative Offer 1st Notification - Tentative Offer/OF-306 - Data Inserts - Temporary 1040 Appointment
Appointment

1st Notification - Tentative

Offer/OF-306 - Temporary Tentative Offer 1st Notification - Tentative Offer consists of inviting the new hire to onboarding, and initiates the OF-306 process. 1st Notification - Tentative Offer/OF-306 - Temporary 1040 Appointment
1040 Appointment
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USA Staffing Onboarding

1st Workflow — Tentative Offer Letter

Send Tentative Offer Letter
Templates > Notification Templates.

15t Notification — Tentative Offer templates for various accessions/levels of
hiring.
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USA Staffing Onboarding

Qb BB T U|X|= =k = Q
-
4
- Qi BB I U|K|= (e = Q
Dear FirstName  Last Name
Agency/Department Branch/Organzaion  'n  Duty Location - Gty Duty Location PayPan - Sen=ss - Grade
N3t Youw ollowing U
you may
ss Owner Name  u:
Process Owner Name
Agency/Department
Process Owner Emad
Process Owner Phone
H Onboarding Process Information - 1|
|
‘ System Details Links to Informational Video and Onboarding Website ‘
\ 1
|[@nboarding: T ask| [Tentative Offer URL: =~ New Hire Login URL v
4
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USA Staffing Onboarding

1%t Notification Letter pt. 1

1% Notification -Tentative Offer letter/OF-306 — Temporary 1040 accession

Data Inserts or Placeholders can be used.

Provide detailed information of the Onboarding process and steps to complete.
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USA Staffing Onboarding

| [Links to Informational Video and Onboarding Website

[Tentative Offer URL: New Hire Login URL

| [Onboarding Ma nformatio

ility if you work no more than a

I

ical Conduct for Emplo: emp

havior for subordin

vermnment e

d identifying p

1** Notification letter pt.2
15t Notification -Tentative Offer letter/OF-306 — Temporary 1040 accession
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USA Staffing Onboarding

Links to Information Video and Onboarding Website.

U A Stoffln9® -3 Staffing Recruit Admin Reports Search
ADMINISTRATION ~

£} Admin Home > Workflows

Workflow Administration

Workflow Templates (17)

All Request Types v Include System Templates # Show Retired Templates
Name - Purpose ¢ Status ¢  Request Type ¢+ Number of Task
1st Workflow - Tenative Offer Letter Onboarding Published 1

2nd Workflow - Permanent Appointment - Full Benefits Eligibility Onboarding Published
2nd WorkFflow - Permanent Appointment - Transfer, Reassignment, or Promotion Onboarding Published
2nd Workflow - Rehire on Temporary Appointment - FEHB Only Eligibility Onboarding Published
2nd Workflow - Temporary Appointment - FEHB Only Eligibility Onboarding Published
2nd Workflow - Temporary Appointment - No Benefits Eligibility Onboarding Published
2nd Workflow - Term/Temps 1+ yr & Pathways eligible for Full Benefits Eligibility Onboarding Published

2nd Workflow-Permanent Appointment-Internal to NPS Hire Onboarding Published

3rd Workflow/Final - Entry On Duty Forms - HR Confirms EOD Onboarding Published 2
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USA Staffing Onboarding

Assign a 2" Workflow

Assign a 2" Workflow by accession type.
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USA Staffing Onboarding

ET%kQOW<:>kolC>W - Permanent Appointment - Transfer, Reassignment, or Promotion

Activities 15
Task Name Task Rules Purpose
FIMS-2231 Fast Start Direct Deposit Form 2 Onboarding
Verify the New Hire Arrived for their First Day of Duty 2 Onboarding
W-4 Federal Tax Witholding Allowance Certificate 2 Onboarding
SF-144 Statement of Prior Federal Service 2 Onboarding
SF-181 Ethnicity and Race Identification 2 Onboarding
SF-256 Self-Identification of Disability 2 Onboarding
SF-1152 Unpaid Compensation of Deceased Civilian Employee Designation of Beneficiary 1 Onboarding
SF-2823 Federal Employees Group Life Insurance Designation of Beneficiary 1 Onboarding
SF-3102 Federal Employees Retirement System Designation of Beneficiary 1 Onboarding
TSP-3 Thrift Savings Plan Designation of Beneficiary 2| Onboarding
Add Beneficiary Form(s) 1 Onboarding
SF-2809 Employee Health Benefits Election Form 2 Onboarding
Receive Official Offer Response 1 Onboarding
All Payroll Form Information inputted into FPPS % Onboarding
All Benefits Form Information Inputted into FPPS 2 Onboarding
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USA Staffing Onboarding

2" Workflow — Workflow Activities

2"4Permanent Appointment — Transfer, Reassighment, or Promotion.

Note the ‘Workflow Activities’ are listed by Task Name.
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USA Staffing Onboarding

U S A S t Off' N 9 % Staffing Recruit Admin Reports Search _ B 8 AngelaTallant v

ADMINISTRATION ~ (]

£} Admin Home & Templates

Template Administration

Assessment Templates Announcement Templates Notificati mplates Instructional Templates

Notification Templates (24)

Custom ags Show Retired Templates:

Template Name Type Template Description Is Retired

2nd Notification - Permanent
Appointment - Full Benefits Custom

2nd Notification - Permanent Appointment - Full Benefits Eligiblity: recommended to send after the new hire returns the OF-306.
Eligiblity

2nd Notification - Permanent

Appointment - Internal to 2nd Notification - Permanent Appointment - Internal to NPS Hire - reduced workFlow For current NPS employees.
NPS Hire

2nd Notification - Permanent
Appointment - Transfer,
Reassignment, CLG, or
Promotion

Custom 2nd Notification - Permanent Appointment - Transfer, Reassignment, CLG, Promotion, or State to State Relocation: recommended to send after the new hire returns the OF-306.

'f'gr?’\[\jgrta;frmi\mgi‘rptﬂs‘-;ﬁ?n Gt 2nd Notification - Rehire on Temporary Appointment - FEHB Only Eligibility- this informs the new hire that they can leave all payroll forms/information the same without submittion of any new
EEHg Ont\i El?gplbi“‘t\ - forms, but they will need re-enroll in FEHB.

2nd Notification - Temporary

Appointment - FEHB Only Custom 2nd Notification - Temporary Appointment - FEHB Only Eligibility: recommended to send after the new hire returns the OF-306.
Eligibility

2nd Notification - Temporary
Appointment - No Benefits Custom

2nd Notification - Temporary Appointment - No Benefits Eligibility: recommended to send after the new hire returns the OF-306.
Eligibility

2nd Notification -

Term/Temps 1+ yr & ity ; i s . e o h

pathways eligible for Full Custom 2nd Notification - Term/Temps 1+ yr & Pathways eligible for Full Benefits Eligibility: recommended to send after the new hire returns the OF-306.
Benefits Eligibility
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USA Staffing Onboarding

2"d Notification Letter

Send 2" notification by accession type. This explains payroll forms, benefits.
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USA Staffing Onboarding

Qb E[|B I V| L [B]| = Q

Position Title Agency/Department
nd e .
2 Notification Iemp ate ‘
fo Bt B I U I Bl | = Q
d tfa . Helo  First Name Last Name
2nd Notification i ey o ke ORI, e e
Permanent Appomtment - -
Full Benefits E|Ig|b|lty (“
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2nd Notification Template Cont. B e s |
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hange in Employs . d
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al Employee Retirsment Syster ncludes an annuity program, Social Securlty, and a Thrift Sav

for this time toward

civilian retirement. call 1-8
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ecurity e

You earn Annual and Sick

fiers additional infc
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working at NPS
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2nd Notification - Permanent
Appointment - Full Benefits
Eligiblity
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34 Notification/Official Offer Templates

Notification templates - Official Offer Letter sent

Official Offer **Corre

Letterwith D\a:eholder; Official Offer Official Offer Correction Letter with Placeholders: Meant to be sent if corrections to the original official offer letter are needed.

Official Offer **Correcti

= p JF“ %ﬁfhdu Official Offer Official Offer Correction Letter with Placeholders - Temporary 1040 Appointment: Meant to be sent if corrections to the original official offer letter are needed.
App:intmént

Official Offer Letter with Official Offer Official Offer Letter- this will record the official acceptance of the position. ATTN: This letter will not warn you to input the Step, Projected EOD, etc...

Data Inserts

Official Offer
Data Inserts

Z lpo.rar_\, OFficial Offer Official Offer Letter with Data Inserts - Temporary 1040 Appointment - this will record the official acceptance of the position. ATTN: This letter will not warn vou to input the Step, Projected

1040 Appointment EOD, etc...
gl;r-;::-lw?dr:g Letter with Official Offer Official Offer Letter- this will record the official acceptance of the position. This letter will warn you to input the Step, Projected EOD, etc...
al Offer Letter with
lders - Temporary Official Offer Official Offer Letter with Placeholders - Temporary 1040 Appointment

1040 Appointment
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USA Stoff|n9® a Staffing Recruit Admin Reports Search
ADMINISTRATION ~

£ Admin Home > workFlows

o

Workflow Administration
Workflow Templates (17)
All Request Types v Include System Templates ¥ Show Retired Templates
Name - Purpose $ Status ¢  Request Type $ Number of Task
1st Workflow - Tenative Offer Letter Onboarding Published 11
2nd Workflow - Permanent Appointment - Full Benefits Eligibility Onboarding Published 17
2nd Workflow - Permanent Appointment - Transfer, Reassignment, or Promotion Onboarding Published 15
2nd Workflow - Rehire on Temporary Appointment - FEHB Only Eligibility Onboarding Published 12
2nd Workflow - Temporary Appointment - FEHB Only Eligibility Onboarding Published 12
2nd Workflow - Temporary Appointment - No Benefits Eligibility Onboarding Published 10
2nd Workflow - Term/Temps 1+ yr & Pathways eligible for Full Benefits Eligibility Onboarding Published 17
2nd Workflow-Permanent Appointment-Internal to NPS Hire Onboarding Published 3

3rd Workflow/Final - Entry On Duty Forms - HR Confirms EOD Onboarding Published

Assign the 3" Workflow

3"9Workflow/Final — Entry on Duty Forms — HR Confirms EOD.
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o - * = Required

Template Information
Template Name *

4th/Final Process - Benefits Forms Reminder
Template Description *

Reminds the new hire to sign and submit their benefit documents after EQD.
Notification Purpose * Notification Type * Owning Office *

Onboarding v Custom v NPS Administration v
Tags

NPS Administration | x National Park Ser
Subject Line *

Q b3 B I U|L|l= ||kl Q
Pending Time Sensitive Benefits Documents within USA Staffing Onboarding for the = Agency/Department |
4

Body Text *

Hello First Name  Last Name

This is the 4th and final process for Onboarding, and this email serves as a reminder to review, sign, and submit your benefits documents. Most benefits with the federal government are time sensitive, so please

access the USA Staffing Onboarding website at = New Hire Login URL ' to review your form(s) for accuracy, sign and submit the form(s) to Human Resources

Thanks

Process Owner Name
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4" Final Process — Benefits Forms Reminder

Reminds the New Hire to sign and submit their benefit documents after EOD.
FY18 Total New Hires in Onboarding — 6,953

New Hire Requests per Region-

Office New Hire Requests by Type
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Reports to support Onboarding

NPS New Hire Benefit Forms — New Hire (End of Day)

H s nboarding Process New Hire Form Number New Hire Form Ne: New H

|IM-1538-AMIS Process Owner SF 2817 Federal Employees’ Group Life Insurance Election Answer Required Questionnaire ftems Applicant Name Mar 18,2018 03/18/2018
| TSP1 Thrift Savings Plan Election Form Answer Required Questionnaire ltems Applicant Name Apr29 2018 04/28/2018
| SF 2809 Employee Health Benefits Election Answer Required Questionnaire tems Applicant Name Mar 3, 2019 03/03/2019
| SF 2817 Federal Employees' Group Life Insurance Election Answer Required Questionnaire ftems Applicant Name Mar 31, 2019 03/31/2018
IM-1538-BIBE Process Owner SF 2809 Employee Health Benefits Election Answer Reguired Questionnaire ttems Applicant Name Jan 21, 2018 01/21/2018
| SF 2817 Federal Emplovees’ Group Life Insurance Election Answer Required Questionnaire ftems Applicant Name Apr 29, 2018 04/29/2018

TSP1 Thrift Savings Plan Election Form Answer Required Questionnaire tems Applicant Name Apr 29, 2018 04/29/2018

Onboarding Requests Overview

New Hire Request Type

Additional Selection
Additional Selection
Additional Selection
Additional Selection
Additional Selection
Additional Selection
Additional Selection
Onboard New Hire

Additional Selection
Additional Selection
Additional Selection
Onboard New Hire

Onboard New Hire

Additional Selection

Maus Vannnau

eOPF Transmission Report

| Mational Park Service
| National Park Service
| Mational Park Service
| Mational Park Service
| Mational Park Service
| Mational Park Service
| National Park Service
| Mational Park Service
| Mational Park Service
| Mational Park Service

Alaska Region
Alaska Region AK-1537-AKRO
Alaska Region AK-1537-AKRO
Alaska Region AK-1537-AKRO
Alaska Region AK-1537-AKRO
Alaska Region AK-1537-AKRO
Alaska Region AK-1537-AKRO
AlaskaRegion AK-1537-AKRO
Alaska Region AK-1537-AKRO
Alaska Region AK-1537-DENA
Alaska Region AK-1537-DENA

New Hire Name

Applicant Name
Applicant Name
Applicant Name
Applicant Name
Applicant Name
Applicant Name
Applicant Name
Applicant Name
Applicant Name
Applicant Name
Applicant Name
Applicant Name
Applicant Name
Applicant Name

Annlinant Mama

First hame
First Name
First Name
First Name
First hame
First Name
First Name
First Name
First Name
First Name

New Hire Number

XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX
XXXXX-XXXX

VVVVVY VVVV

Middle Name
Middle Mame
Middle Name
Middle Name
Middle Name
Middle Mame
Middle Name
Middle Mame
Middle Name
Middle Name
Middle Mame

Last Name
Last Name
Last Name
Last Name
Last Name
Last Name
Last Name
Last Name
Last Name
Last Name
Last Name

New Hire Onboarding Process Owner

Process Owner
Process Owner
Process Owner
Process Owner
Process Owner
Process Owner
Process Owner
Process Owner
Process Owner
Process Owner
Process Owner
Process Owner
Process Owner
Process Owner

Drnrace Muamar

RRRRR-RRRR
RRXRR-KRRK
HRXRR-RRKK
HRKKK-KRKK
RRRRR-BRRR
RRRRR-KRRR
RRXRR-KRRX
HRXKR-KRKK
KEKRR-KKRK
RRRAR-KRRR
RRRRR-RRRK

Mar 31, 2013 12:00:00 &AM
Mar 31, 2013 12:00:00 AM.
Mar 31, 2019 12:00:00 AM
Mar 31, 2019 12:00:00 AM
Mar 31, 2013 12:00:00 &AM
Mar 31, 2013 12:00:00 AM
Mar 31, 2013 12:00:00 &M
Mar 31, 2019 12:00:00 AM
Apr 15, 2013 12:00:00 AM
Apr 15, 2013 12:00:00 AM.

DG 15
DG 05
DG 15
SF 1152
SF 1152
SF 2823
SF 2823
SF 3102
SF 3102
DGE1
OF 8

Document Rumbs

New Hire Request Status New Hire Projected Start Date

Complete

Selection Made

Complete 04/21/2019
Complete 04/14/2019
Selection Made 05/19/2019
Selection Made

Selection Made 05/19/2019
Complete 02/17/2019
Selection Made 05/19/2019
Selection Made 05/19/2019
Complete 05/12/2019
Complete 03/17/2019
Complete 02/03/2019
Complete 05/12/2019

Qalantinn Mada ARMONN1O

Document Name
Employment Applications and Resumes
Copy of School Transcripts
Employment Applications and Resumes

Unpaid Compensation of Deceased Civilian Employee Designation of Beneficiary
Unpaid Compensation of Deceased Civilian Employee Designation of Beneficiary
Federal Employees Group Life Insurance Designation of Beneficiary

Federal Employees Group Life Insurance Designation of Beneficiary

Federal Employees System Designatis ici

Federal 3 jstem D

Service Computation Date (SCD) Worksheet

Position Description

New Hire Actual Start Date

05/05/2019

04/22/2019
04/16/2019

02/19/2019

05/15/2019
03/18/2019
02/04/2019
05/14/2019

Apr1,2013 64
Apr1,2013 65904 P
Apr1, 2018 5:13:35 PM.
Apr1, 2013 65907 PM
Apr1, 2013514934 PM

Apr 15,2019 73

3300 P

(!

New Hire Arrival Verified Complete Date
05/05/2019

04/22/2019
04/16/2019

02/19/2019

| 1
05/15/2019
03/18/2019
02/04/2019
05/14/2019

Queued

Confirmed

Confirmed

Elected Not to Transmit
Confirmed

Elected Mot to Transmit
Confirmed

Elected Mot to Transmit
Confirmed

Confirmed

Confirmed
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Permission Profiles (7)
Onboarding User v All Levels
Profile Name User Type Profile Type :  Level
NPS New Hire Status - HM View Only Onboarding User Unpaid Custom
NPS Onboarding View Only Onboarding User Unpaid Custom
NPS Park Admin Onboarding - EOD Only Onboarding User Unpaid Custom
NPS Park Admin Onboarding - Full Access Onboarding User Unpaid Custom
Permission Profiles (4)
Human Resources User v All Levels onboarding| X
Profile Name User Type Profile Type ¢ Level
NPS Administrative Onboarding Human Resources User Unpaid Custom
NPS NSO Onboarding Only User Human Resources User Unpaid Custom
NPS Onboarding Only User Human Resources User Unpaid Custom

Onboarding Permission Profiles Profiles

* New Hire Status — HM

Custom Onboarding User Type View Only
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* Onboarding View Only e Park Admin — Full Access
e Park Admin —EOD Only

Custom Human Resources User Type * NPS NSO Onboarding Only User
Profiles * NPS Onboarding Only User

* NPS Administrative Onboarding
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Human Resources Reference & Training Onboarding Training Videos & Slides

USA Staffing Upgrade . . .
Onboarding Onboarding For HR Users covers the basic features of the Onboarding function in USA Staffing. USA staffing for Onboarding Users Training

USA Staffing for Onboarding Users

Use this Link for the login options. Other saved links sy cause you difficulty

Login.gov required for USAJobs and Onboarding Access
ith Acc posd theough Login gov - HR

Onboarding Orientation Slides and Notes (PDF 1 MB)

Onboarding User Orientation
G Onbosrding FAQs i
Covers basic user requirements, where to find help, and a process overview. USA Staffing New Hire Onboard
Onboarding Traiming Course
Create Additional Request: — . . o .
- s e Additional Requests covers how an HR User can forward multiple selectees from one cert on to the Onboarding New Hire area.

from

An Existing Certificate Create Additional Requests Slides and Notes (PDF 600 KB)

| onbositog fuaming ]
A slide from Onboarding Phase 2 [ ushstatting |

HR View

Onboardiﬂg Phase 1

Onboarding Phase 1 Slides and Notes (PDF 8 MB)

Covers creating a2 New Hire, inviting the new emp! to onboarding. assigning the OF 306 and
questionnaire, and sending notification emails to the employee.

Onboarding Phase 2 Slides and Notes (PDF 5.7 MB)

Onboarding Phase 2

Covers second notification and workflow. payroll and benefits
forms questionnaires, signing forms, uploading beneficiary forms.

)

Onboarding Training References
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* Know your support resources
e USA Staffing Resource Center



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

National Park Service

USA Staffing Onboarding

 National Park Service - Human Resources Reference & Training

e Variety of training videos
 Slides supporting each video

* Practice in USA Staffing Stage

* Inroles as HR and as an applicant

Click below to Find Your Park



https://sites.google.com/a/nps.gov/hr-reference-and-training/?pli=1
https://sites.google.com/a/nps.gov/hr-reference-and-training/?pli=1
https://sites.google.com/a/nps.gov/hr-reference-and-training/?pli=1
https://sites.google.com/a/nps.gov/hr-reference-and-training/?pli=1
https://sites.google.com/a/nps.gov/hr-reference-and-training/?pli=1
https://sites.google.com/a/nps.gov/hr-reference-and-training/?pli=1
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New & Upcoming
Functionality

Presenter: Jennifer Reaves, USA Staffing Business Analyst
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What We're Working on Now: * Customizable announcement

» Hiring Manager dashboard number defaults

« Add attachments to notification
templates

» Order applicants by application date
(per
DHA) What's Coming Next:

« Permission the “"Verify New Hire Arrived | * Certificate statuses
for First Day of Duty” task

« Additional New Hire dashboard filters

* Improvements to panel reviews

 Hiring Manager access to position
* Retire customers description library

 Add eligibility “bundles” to a vacancy * Archive position descriptions

 Hiring data warehouse

Feature Backlog and Glossary: https://go.usa.gov/A3C3



https://go.usa.gov/A3C3
https://go.usa.gov/A3C3

National Park Service

USA Staffing Onboarding
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New Consolidated Release Notes Format
— Coming June 1**

Presenter: Carrie Dever, USA Staffing Account Manager

« Compiles items by system area to help you quickly find when a
specific feature was released.

 (Consolidated Release Notes:
e Published in Online Help

* |tems categorized by system area

* Each item includes the production release number and release date

* All release notes are searchable across time




Help for USA Staffing HR Users

Help by Page
Help by Task
Release Items
USA Staffing Resource Center

—>

Release Items

e Alertltems-FY19
e Dashboard Items-FY19
e Requestitems-FY19

Best Practices for Submitting Help Desk

Tickets

Presenter: David Long, USA Staffing User Support Team

Provide All Pertinent Information When Submitting Tickets

* We strive to be responsive and in order to limit any delay in response, we
require actionable information in each ticket request
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* If a single issue affects multiple applicants or vacancies, these can be
combined into a single ticket in order to retain all facets of the issue in one
place

Using Special Characters

* Special characters, such as hyphens, colons, ampersands, etc., should be
not be used in either the Subject or Description areas of tickets as it will
cause errors

* These errors are caused by FootPrints not being able to interpret the
content you entered which prevents the program from updating your
ticket

* Normal punctuation used in sentences such as question marks and
periods may be used




USA Staffing Resource Center

Presenter: Shannon Hazelwood, USA Staffing Account Management Manager
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LD STy

Updated Resources li USV{AStaffmg search
* NOR Message Codes =
- May 4, 2019

OPM's Talent Acquisition System for Federal Agencies

M Navigation =
* Onboa rdlng Forms » Home USA Staffing Upgrade Resource Center
Ava | |a b I e Ll St - Sf;:c::ﬁ;jliﬁvacy Welcome to the USA Staffing Resource Center! This site provides important information and resources to support

your agency's implementation and use of USA Staffing. We have designed this site with agency leaders, Advisory

» Terms and Conditions of f 1 ¥ g
M ay 1 3 20 1 9 tas Board Members, and implementation teams in mind.
/ Us

* Product Summary — E%’ § t‘.— ,:!'

M ay 2 2, 2 O 1 9 RESOURCES TRAINING PRODUCTION STAGE

New Resources q%

) : A

¢ U SA H I re Tec h n I Ca I CURRENEATURES FUTURE FEATURES REPORTS & ANALYTICS  INTERCONNECTIONS
Set-up in USA
Staffing vignette — = - %

Ap ri | 1 8, 20 1 9 USA?!IRE CALENDAR COMMUNICATIONS ADDITIONAL INFO

USA Staffing Resource Center: https://go.usa.gov/A3C3



https://go.usa.gov/A3C3
https://go.usa.gov/A3C3

Best Practices in Assessment Questionnaire

Development: Online Training
« Estimated deployment late June 2019

« The newly refreshed course will contain information specific to the
Upgrade version of USA Staffing

« The course will contain 9 lessons covering:

« Researching the position

* Identifying and writing screen outs

* ldentifying competencies and writing ranking items

« Scoring

« Ensuring quality in your assessment process

» Federal Wage System jobs




» Users will complete an assessment at the end of this course

«  We will provide notification and registration instructions when the course
is available to users.

New DE Certification Program Pre-requisite
Courses

Category Rating Workshop
When: Monday, July 15, 2019
Where: Washington, DC
Cost: $410/person

90000
Adjudicating Veterans’ Preference anaaa

When: Tuesday, July 16, 2019
Where: Washington, DC
Cost: $410/person
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Basic Staffing

When: Tuesday, July 30 — Thursday, August 1, 2019

Where: Washington, DC

Cost: $650/person

The registration deadline is Wednesday, July 12 for all courses. All courses are available for

single agency on-site delivery, as well. For more information or to register contact
StaffAcquisition@opm.gov.
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USA Hire Workgroup June 13 and 27: Cognos Production Release
May 30: Cognos Production June 1 and 22: USA Staffing
Release June 6 and 20: Cognos Production Release June 7: USA
Stage Release Staffing Stage Release

Reporting & Analytics Workgroup
June 28-30: Maintenance Downtime
(tentative)

Questions?

For additional information, please
contact your Account
Manager.



