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Overview

This document provides an overview of USA Staffing for Hiring Managers or other subject matter experts. The USA
Staffing system allows HR users to connect and share information with Hiring Manager users who need to provide
feedback on work within USA Staffing. Through this interface, HR and Hiring Manager users can share notes, review
assessment and announcement information, review applicant documents, and collaborate on certificates/new hires all
within one system. How the system is utilized can vary by Agency and can be adapted to meet the needs of your Agency
and HR Office’s business processes.

Logging In

Your Agency’s HR Office will create an account for you to log into the USA Staffing system. Once an account is created,
you will receive a welcome email titled “Your New USA Staffing Account” containing the email address used to create
your account and information for establishing your password. Click on the link in the body of the email and follow the
on-screen prompts to create a password. Upon the first time logging in, you will be asked to accept the system’s Rules

of Behavior.
Your New USA Staffing Account  inbox x & | New Password
Requirements
usastaffingoffice@opm.gov 2:29 PM (35 minutes ago)  %¢ - :
to me ~ " Must be at least 12 characters
As a new system user, you will need to activate your account by creating a password. Once you complete this step, + Must not contain spaces

you will be able to access the system. The email address in your account is hiring_manager gov@gmail com

+ Must not contain invalid special
Click on the link below to create your new password: h -
hitps-//signin stage usastaffing. gov/iAccount/SetPassword?RecoverPassword=fd6c82{4-1e35-4796-bbf4- characters

06f20e509433&FE mail=1

+ Must match Confirm Password

If you are unable to open this link, follow these instructions to create your new password \, Must include 3 of the fDHOWing
1. Copy the text below 4 attributes:

06f20e509433&Email=1

2 Open a new browser window ’l, Upper case. A'Z
3. Paste the copied text into the browser's address bar.
Lower case: a-z

Numbers: 0-9

This link will expire in 24 hours. If you fail to use it within this time, you will have to request a new password reset link
on the USA Staffing login page https //stage usastaffing.gov/

C L s

Note: This is an automated email message. Please do not reply. Special characters:

USA Staffing® System #@$0’/°&*+=?:0{}[]"

Note: Asa new system user, you will need to activate your account by creating a password. Once you complete this
step, you will be able to access the system. You will only need to activate your account the first time you log in.
After the initial setup you will be able to access the system directly using your email address and password or by
using your Smart Card, such as the Personal Identification Verification (PIV) or Common Access Card (CAC). If you
have already activated your account and do not remember your password, you may click the “Reset Password” link
on the login page to reset it. If you have not logged into your account in more than 365 days, your account will be
disabled. Use the “Reset Password” link to reset your password and re-activate your account.
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Viewing Hiring Actions
Once logged in, you will be brought to the Hiring Actions List, which is your home page in USA Staffing. The Hiring
Actions page displays all hiring actions you have access to in USA Staffing.

On this page, you can view the Status of hiring actions for which you are the hiring manager. You may also initiate a new
hiring action request from this page if your Agency decides to use this functionality as part of their business process.

To open a Request, click the Request Number link which will take you to the Hiring Action Details page. If you would like
to see additional details about a request, click the arrow button ® next to the Request Number to display the
associated Reviews and Announcements. The Search box allows you to search for specific requests by the Position
Title, Request Number, or Selectee Name.

U S A S thf Ta QE’ Hiring Actions Reviews @ Help B3 Alerts Hiring Manager
Request Number Position Title Pay Plan-Series-Grade Locations Status Selected Applicant
m 00-002 Management Analyst FP-0343-2/3 Pending Recruitment  —
] 00-003 Management Analyst FP-0343-2 Pending Recruitment —
] 20150323-26022-BKC Firefighter G5-0081-T Pending Recruitment — é
o 20150324-44240 Human Resources Specialist G5-0201-11/9 Request Cancelled — A
From the Hiring Actions page, you can also click on Filters x
Reset
Change to apply Filters or Reset your list of Hiring i ~
Actions.
The filter options are: Position, Request Status,
Customer, Location, Requester, and Request Type. eSS °
CUSTOMER [-]
LOCATION o
REQUESTER [-]
REQUEST TYPE (-}
Additional Selection
Néw vacancy
Onboard New Hire
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Updated May 2020

A black bell icon ® nexttoa request number indicates that the request has active reviews. A red bell & jcon
indicates the presence of active reviews that are past the designated due date.

U S A S toff in gm Hiring Actions Reviews © Help 3 Alerts Hiring Manager +
Hiring Actions @ Request Hiring Action
Filters: Manager, Hilng X 0B01Series X 2210Senes X change Reset m

Request Number Position Title Pay Plan-Series-Grade Locations Status Selected Applicant
o 20200211-94635-NASATEST E Astronaut Test G5-0801-13/14 Houston, TX Active Recruitment —
(+] NAVAIR-DEMO E Test Position GS-2210-9 Washington Navy Yard, DC Active Recruitment — é
A

Requesting a Hiring Action

Requests are the beginning of the recruitment process within USA Staffing. A Request is equivalent to a Request for
Referral of Eligibles (SF-39) or a Request for Personnel Action (SF-52). Each Agency may use Requests in USA Staffing
differently; please refer to your HR Office for Agency specific business processes.

On the Hiring Actions home page, you will see all requests related to the Customer(s)/Office(s) to which you have been
assigned. Your HR Office may initiate the Requests, or if your Agency policy and permissions allow, you can create new
requests by following the steps below.

1. Toinitiate a new Request, click the Request Hiring Action button.

USA StOfflr’]g; Hiring Actions. Reviews

e ckrs @
i estor, HM ange Ressf arc}

Pay Plan-Series-Grade ions s Selected Applicant

FPO343-23 Pending Recruitment

FRO412 Pending Recrutment

G5-0081-7 Pending Recrutment

0 2013032624240 Human Resources Spacizlst ©5-0201-118 Reguest Cancelled

@ 2015080118737 Frogram Analyst 35-0343-13 Pending Recrutment g
©  20150002-40336LF Human Resources Specislist ©5-0201-11 Complete Charles Test Delta
A

2. On the Request Hiring Action page, select the appropriate Type of Hiring Request (New Vacancy, Additional
Selection, or Onboard New Hire), and enter the Request Number or click Generate to designate a USA Staffing-
generated number. Please check with your HR Office to determine your Agency’s policy on Request numbering
protocols. Each Request number must be unique and can only be used once. Valid characters include A-Z, 0-9,
and hyphen (-) and can be up to 100 characters.
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USA Sthfiﬂg“" Hiring Actions Reviews

Request Hiring Action

Type of Hiring Raquast Hiring Action Number + * = Required

Customer 1 - Linked to Office & . Hiring Manager

Position Information

Position Description Number Fasition Title Series Pay Plan Grades Specialties

‘Add From Library ‘Add Manually

Location Details

B Feedback

3. Select the Requesting Customer from the drop-down list. If you do not see the appropriate Customer to assign
to the request, contact your HR Office.

4. The Requester field displays the name of the user who initiated the request or the designated hiring manager.

5. If the position is interdisciplinary, choose Yes from the options provided. You may either select the PD
information by using the Add From Library option or enter the information by selecting the Add Manually
button. To add multiple positions associated with a single Request, repeat this step. This is typically used for
multi-grade/career ladder positions. If you are recruiting for multiple grades, each grade must have its own PD
number.

6. Do you want to recruit for a specific number of vacancies per duty location? If Yes, add your location. If No,
enter the number of vacancies in the Total Vacancies field. You can enter a numeric value or if you have more
than one Vacancy, you can use the words “Few” or “Many”.

7. Enter a City, Zip Code, County, Country, or Location Code in the Duty Location search field. The system will
automatically display a list of locations based on the information entered.

8. Under Position Settings select the required Security Clearance Level, designate if the position is a supervisory
position, select the estimated amount of travel required, select the sensitivity and risk level of the position,
select how the position sensitivity and risk will be determined, and check other boxes as appropriate.

9. Once the request is saved, Documents can be uploaded using the button at the top right section of the page.

10. Once saved, Notes can also be entered using the button at the top right corner of the page.
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11. Click Save to leave the Request in an Incomplete status for later review and submission or click Submit to HR to
finalize the Request and transmit it to the HR Office. Submitting the Request will forward the action to your HR
Office for review and action. All requests in an Incomplete status can be deleted prior to clicking Submit to HR.

Receiving and Accessing Reviews

Once HR has populated the information specific to your vacancy into USA Staffing and they have assigned you a task to
review, an email will be sent to you indicating you have a new Review to complete. You may either click the URL in the
email or log directly into the system.

Fri 5/31/2019 2:55 PM
usastaffingoffice@opm.gov
Review "Certificates for Program Analyst” is pending for Request 20190530-69495

Review Type: Applicant List
Review Name: Certificates for Program Analyst
Due Date: 6/30/2019

Vacancy Number: 10085765
Position Information: Program Analyst, GS-0343-13(Data Analytics)
Request Number(s): 20190530-69495

Click on the link below or copy and paste the URL into vour browser's address bar to access this Review.
https://stage usastaffing gov/HinngManager/ReviewA pplicantList/ViewR eview/6775/10085765 *tenant=0PM

If vou have anv questions, please contact Test HR at usastesthr@opm.gov or (202) 606-0000.

Note: This 1s an automated email message. Please do not reply.

USA Staffing® System

1. Select Reviews at the top of the page.
(URY.Y Stoffingﬂ Hiring Actions | Reviews

2. Each Review will have its own details and instructions regarding what actions to take during the review, the date
the Review must be completed by, and position information to which the Review is tied.

3. The Review Type column will identify which type of Review you have been assigned. There are three different
types of reviews that you may receive in USA Staffing:

e Job Opportunity Announcement (JOA) reviews can include the assessment, announcement text and/or
the announcement questionnaire for a recruitment. This is typically used to provide hiring managers an
opportunity to review and request changes to the recruitment before it is posted on USAJOBS.

e  Panel Reviews allow subject matter experts to receive a list of applicants, their documents, their
qualifications determination and their rating (when assessments were used) in order to make decisions
critical to the hiring process. This type of review is typically completed before a final Certificate of
Eligibles is issued to the selecting official to make an official hiring decision.

e  Applicant List reviews includes Certificate(s) of Eligible applicants who have been referred for selection
consideration. This is typically used by hiring managers and/or subject matter experts to review
applicants, determine which candidates should be interviewed, and make selection decisions.
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Reviewing the Announcement and Assessments

1. To open alJob Opportunity Announcement (JOA) review, click the blue hyperlink under the Review Name
column, and follow the instructions entered by your HR Office, if applicable.

USA Stoffir‘\g"" Hiring Actions Reviews

Reviews @ - Fmer T a m
Review Nams = Review Type s Position Title :  Other Reviewers Dus - RequestNumbers :
Job Cppantunity Announcament (JOA) Astronaut Test Show Reviewsrs 05/12/2020 20200211-84635-NASATEST
Applicant List Astronaut Test None 04152020 20200211-84635-NASATEST
Fanel Review Panal Review Astronaut Test None 05/16/2020 20200211-84635-NASATEST

2. When you open a review for the first time, the instructions your HR office entered will be visible. If you have
closed them and need to refer to them again, you can click the View Instructions button.

3. Inthe top right corner, the name of the HR Contact who sent you the review will be displayed. You can see their
phone number and email address by clicking on the information & icon next to their name.

4. If you have been given the permission to make changes, your edits will be tracked by a distinct color assigned by
the system. If other reviewers are assigned, you will be able to see their edits in other colors. After completing
your edits, be sure to click Save.

5. Once you have completed reviewing a section, change the Approval Status drop-down menu to reflect the
appropriate status, and click Next to proceed to the next review assignment.

e Incomplete: | have not finished the review.
e  Approved: | am comfortable with HR moving forward with the information provided.
e  Approved Pending Changes: | am comfortable with HR moving forward once the changes are made.

e Rejected: | do not approve of this information.

USA Stgfﬂng:‘ Hiring Actions Reviews. B3 Alerts Hiring Manager

) r(s) Due Retumed  HR Contact
Job Opportunity Announcement (JOA): JOA Review 202 8I5-NASATEST 09122020  NiA Hiring Manager @
Wy Assignmarts € ermneion | —ore o] oo —] o]
~ [ Announcement Questionnaire View only
~ [J Announcement Text Text changes and comments

B 1|[&)=

JOB TITLE: Astronaut Test
DEPARTMENT: Other Agencies and Independent Organizations

AGENCY: Office of Fersonne| Management

» Feedback

JOB ANNOUNCEMENT NUMBER: 20-CABL-10723456-20
SALARY RANGE: 510,000.00 to 520,000.00 / Per Yaar

OPEN PERIOD: Wednesday, February 12, 2020 to Sunday. March 1, 2020
SERVICE TYPE: Excepted

SERIES & GRADE: G5-0301-13/14

WORK SCHEDULE:
Full-Time

APPOINTMENT TYPE:
Permanent

.
4

Incomplete

Agproved

Approved Pending Changes

Rejected
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6. Asyou set the Approval Status for each Review assignment (i.e., Assessment, Announcement Questionnaire,
and/or Announcement Text) you will see a green check mark which indicates you have completed that
assignment. A red checkbox next to a Review assignment indicates the Approval Status is not yet complete.

USA Stoffingﬁ' Hiring Actions Revicws @ Hop [ Aerts P

Res Retuned KR Contsct

t Number(s)

Job Cpportunity Announcement (JOA): JOA Review 525-NAZATEST uau-z 2020 NA Hiring Manager )

pe— e | —orerzeer | e —] e ]

View arly

w | 45 BAnnouncement Questionnaire.

~ O Bannouncement Text Text changes snd comments

7. To view Instructions provided by the HR Contact and view Other Reviewers that are assigned to the review,
click on the appropriate box.

8. To view or add Documents to the Review, click on the drop-down list. To view Notes added by your HR Office or
add additional notes, click the drop-down list. Notes you save will be viewable to the HR office.

9. When all the Review assignments have a green check mark next to them, if your permissions allow, click the
Return to HR button to return the Review. If you do not see this option, you are finished when all Approval
Statuses are complete. Note: Changes cannot be made to reviews that have been returned to HR.

USA Staffin g'!: Hiring Actions Reviews @ Hoip = Hiing Maneger
o Opportunity £(IORY: JOA R o S fmem

4 fAssonsmant: Teating Interdinciplinary Tet chianges and commanty

[ Jannouncement Questicnnaire Texd changes and comments

[ Janncuncement Text Teod changes and comments
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Completing Panel Reviews

1. To open a Panel Review, click the hyperlink under the Review Name column and follow the instructions entered
by your HR Office, if applicable.

2. When you open a review for the first time, the instructions your HR office entered will be visible. If you have
closed them and need to refer to them again, you can click the View Instructions button.

3. Select the applicant list(s) you would like to review and click the Review Lists button.

US A 5 {' Df f in Q' Hiring Actions Reviews @ Help [ = Hiring Manager ~
g A Due Retumed Wi Contact

Panel Review: Panel Review 08302010 NA Hng Masager @

Select the slored ists below thal you wanl o review,
Stored List Ranking Lisy Status
55-0343-13-Ranking List Incomplels

@ Data Analtics

Now York, NY
£ Apglicants

4. Onthe Panel Review page, you can review applicant information, review documents, and add notes. You may
access an expanded view of the applicant record by clicking on the plus button 4 next to the applicants’
name. The following Contact Information is displayed: Email, Phone, Street Address, City/State/Country, and
Postal Code. If you prefer to review the applicant list in a hard copy format, click the Print button.

USA Sthﬂng" Hiring Actions Reviews @ Help [ Alrts  Hiring Manager «
) _ Request Number{s) Due Retuned  HR Contact
Panel Review: Astronaut Panel Review > View Lists 20200211-04835-MASATEST  05/27/2020 Ni& Hiring Manager [ ]
stored Lists @ Documenis -
[ Stored List: Gompstitve Merit Promation 1
Applicants Pay Plan Location Filters Specialties _
& GS-0801-13 Houston, TX Reasonable Aczommodaton m s o
[a] Applicant Name Documents Notes Rating Reviewed
o E ighet, Netson D) e)
[u} + Desver Marcus [€D)] iew P
o + Gurgich, Gerry [€D) e FP®
k-]
[u] + Mzzglz, Donna [€D)] iew F@ ]
2
[u} + Snskehouse, Janst [€D)] \iew P 8
[u} + Viyatt, Benjamin [€D)] iew P A

Back io Assignments
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5. If your permissions allow, you can recommend rating decisions for the candidates on the list by clicking the View
hyperlink for each applicant. Doing so will open the Rating Detail popup where you can enter a Minimum
Qualification Determination (e.g., eligible or ineligible) and/or a Rating Determination (score from 70 to 100).
Note: Your applicant ratings will only be viewable to the HR office, and cannot be seen by other panel reviewers.

Rating Details X
Rating Combination Original Min Quals Min Quals Determination Original Rating Rating Determination
0343-13-Data Analytics ELTE & b 78

o | o

6. Once you have completed reviewing all applicants on your list, change the Approval Status drop-down menu to
reflect Complete, and click Next to proceed to the next review assignment. The status for each completed panel
review assignment will be shown in green. If any assignments show an Incomplete status in red text, this
indicates the Approval Status is not yet complete.

Status: Complete A Next

Incomplete

Complete

Back to Assignments

7. When all assignments show a Complete status, if your permissions allow, click the Return to HR button to return
the Review. If you do not see this option, you are finished when all the Approval Statuses are Complete.

USA Staffing® Hiring Actions  Reviews © Help ) Alms  Hidng Manager v
. . Request Number(s) Cue Retumed HR Gontact
Panel Review: Panel Review GOOITLMEISNASATEST  OSNGEH0 Nk Hiing Manager @
Select the stored lists below that you want to review.
Stored List Appiicant List 1
A4
rs
Hetun lo HR Gancel

8. A pop-up box will display that says: All review assignments are complete. The review is ready to be returned to
HR. Clicking Return to HR will send the review back to HR and it will no longer be available for you or any other
Reviewers to make comments. This should only be done once you have reviewed all sections of the page.
Clicking Cancel will cancel any pending unsaved changes.
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Reviewing Applicant Lists

1. To open an Applicant List review, click the blue hyperlink under the Review Name column and follow the
instructions entered by your HR Office, if applicable.

USA S thf i ngw Hiring Actions Reviews © Help £ Alerts Hiring Manager

Review Name %+ Review Type 3 Position Title :  Other Reviewers Due ~  Request Numbers 4
JOA Review Job Opportunity Announcement (JOA) Astronaut Test Show Reviewers 05/12/2020 20200211-94635-NASATEST
Applicant List Astronaut Test None 05/15/2020 20200211-94635-NASATEST
Panel Review Panel Review Astronaut Test None 05/16/2020 20200211-94635-NASATEST g
JOA Review Job Opportunity Announcement (JOA) Test Position None 05/20/2020 NAVAIR-DEMO
A

2. Select the Certificate Number(s) that you would like to review and click the Review Lists button.

U S A S tOff in 9[3' Hiring Actions Reviews @ Help B3 Alerts Hiring Manager +
) : Request Number(s) Due Returned HR Contact
Applicant List: Astronaut 20200211-04635-NASATEST  055/2020  NiA Hiring Manager @

Select the applicant lists below that you want to review.

Certificate 20200507-CABL-002 Status

Competitive Merit Promotion Incomplete
G/J GS-0801-13 - Competitive Merit Promotion

Houston, TX

16 Applicants

Review (1) Lists Clear Selections

p Feedback

Retumn to HR Cancel

3. On the Applicant List page, you can review applicant records, review documents, document selection decisions,
and add notes based on the permissions you have been granted. If you prefer to review the certificate
information in a hard copy format, click the Print button.
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U S A S toff in g@' Hiring Actions Reviews © Help B Alerts Hiring Manager

N N . ) Request Number(s) Due Returned HR Contact
Applicant List:JAstronaut > View Lists 20200211-94635-NASATEST 05152020  NIA Hiring Manager @

Certificate 20200507-CABL-002 |

i, Cotaion osion 7% Speclts: | totes - |
List Name: Competitive Merit Promotion Location: Houston, TX Specialties:

O Applicant Name Rating Selection Decision Documents Notes Request Number Date Certified Interested
O + Barker, Jack 76 Selected @ 2020021-94635-NASATEST 51712020 ~ o g
[m] + Belson, Gavin 74 No Decision @ @ 5712020 P @y A
[m] + Bighetti. Nelson 75 No Decision @ 5712020 PO
m] + Chugtal, Dinesh 78 No Decision @ 5712020 (o o kg

4. Click the +icon to the left of the applicant's name to view additional information, such as their Contact
Information, Preferences, Eligibilities and Assessment responses, if available.

5. Click the Documents drop-down menu within the applicant’s row to review supporting documents, including
their resume.

List Name: Competitive Merit Promotion Location: Houston, TX Specialties:

Applicant Name Rating Selection Decision Documents Notes Request Number Date Certified Interested
] + Barker, Jack 76 Selected (0.) 20200211-94635-NASATEST 8712020 (ol ]
= + 2 Documents 81112020 F o A
[u] + 51712020 P&
[u] + 51712020 QY

Document Document

[u] + Name Type 51712020 QY
o + 202812020 14:07 EST 51712020 F®
[u] + 51712020 PO
[u] + 51712020 PO
[u] + 51712020 PO
[u] + 51712020 PO
[ T T SITI2000 Bt A

6. You can add notes for one or more applicants at a time by clicking in the box to the left of the applicant(s)'
name, or add/view notes for a single applicant by clicking on the drop-down list under the Notes column. You
can add Notes for the whole certificate by clicking on the Notes drop-down located in top right corner of the
Certificate. Notes you save will be viewable to other reviewers as well as the HR office. Along with the note, the
system saves the full name of the user who added the note, as well as the date and time the note was added.

Applicant Lists € Documents ~

[ Certificate 20200507-CABL-002 |

e S (otsvon fovmen T Spese [Pt J  toes |
List Name: Comgetitive Merit Promation Location: Houston, TX Specialties: Instructions Notes ~

o Applicant Name Rating Selection Decision Documents Motes Request Number Date Certified Interested

Make Selections

+ Barker, Jack 8 Mo Decision @ il amiz0z0 P @ w
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7. Click to toggle the icons to the right in each applicant’s row per your Agency’s policy.

Your HR Office will inform you of any business processes they have identified for using ~ &
these options. If no business processes have been identified, you may use them to
denote follow-up actions with a candidate, indicate whether you have reviewed the @

candidate, and/or designate candidates of interest.

8. To document a selection decision for an individual applicant, click on the No Decision hyperlink to pull up the
Selection Decision box. Choose the appropriate selection decision (Selected, Alternate Selection, Not Selected,
Declined/Withdrawn) from the drop-down menu.

Selection Decision X

Applicants
Barker, Jack (]

Decision

Select a Decision... .
Selected
Alternate Selection

Not Selected

Declined/\Withdrawn

9. For selected applicants, choose the Hiring Action Number that should be associated with the selection, and the
appropriate Duty Location, PD number, and series, if multiple ones are available. If the review settings allow
selections to be returned individually, you will receive a message asking if you would like to have the HR office
start onboarding for that applicant. Choosing Yes will send a notification email to the HR Contact letting them
know that a selection decision has been made, so they can begin onboarding the selectee.

Selection Decision x
Decision Immediate Onboarding x
Selected v

I Tl Do you want HR to begin onboarding this applicant immediately?

20190530-59495 v
Duty Location - You will still be able to make additional selections.

New York, New York County, New York v
Position Description Number Yes No

TEAREE D M I'm ready to hire this I'm still evaluating

) applicant. other applicants

Series

Management And Program Analysis -

m Cancel

10. To document selection decisions for multiple applicants with the same selection decision code, check the box to
the left of all appropriate applicant records and select Make Selections.
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Applicant List: Astronaut > View Lists

Applicant Lists o

D Certificate 20200507-CAEL-002 |
Applicants Pay Plan: G5-0801-13 Filters:
List Name: Competitive Merit Promotion Location: Houston, TX Specialties:
[m] Applicant Name Rating Selection Decision
O + Barker, Jack 76 Selected
4 + Belson, Gavin 74 Mo Decision
= + Bighetti, Nelson 7% No Decision
=4 + Chugtai, Dinesh 8 No Decision

11. When all selection decisions have been made, enter the outcome for each certificate using the Approval Status
(Incomplete, Selection Made, Selection Not Made) drop-down located at the bottom right of the certificate. If
multiple certificates were selected, you can use the Next button to navigate between certificates.

12. You can see any documents added by the HR office and upload additional documents to the Review, by clicking
the button in the upper right corner of the Applicant List.

13. Once selection decisions for all certificates are documented, click the It

button located on the
bottom right corner of the page. The status for each completed certificate assignment will be shown in green. If

any certificates show an Incomplete status in red text, this indicates the Approval Status is not yet complete.

14. When all certificate assignments are complete, and if your permissions allow, click Return to HR to return the
Review. If you do not see this option, you are finished when all the statuses are complete.

USA Staffin 9@' Hiring Actions Reviews @ Help 4 Alerts Hiring Manager
R R Request Number(s) Due Returned HR Contact
Applicant List: Astronaut 20200211-94635-NASATEST ~ 05/15/2020  NIA Hiring Manager @

Select the applicant lists below that you want to review.

Certificate 20200507-CABL-002 Status
Competitive Merit Promotion Selection

O 55-0801-13 - Competitive Merit Promotion Made
Houston, TX

16 Applicants

p Feedback

Return to HR Cancel

15. A pop-up box will display that says: All review assignments are complete. The review is ready to be returned to
HR. Clicking Return to HR will send the review back to HR and it will no longer be available for you or any other
Reviewers to make comments. This should only be done once you have reviewed all sections of the page.
Clicking Cancel will cancel any pending unsaved changes.
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Batch Printing Applicant Documents

1. To print multiple applicants documents at the same time from either a panel review list or a

certificate/applicant list, check the box on the top left of the grey bar to select all the applicant records at once.

Select Print Documents from the Apply Action drop-down menu located in the bottom left corner of the
applicant list.

() certificate 20200507-CABL-002

Applicants

Pay Plan: GS-0801-13 Filters:
List Name: Competitive Merit Promotion

Location: Houston, TX Specialties:

All 16 Applicant records are selected - Clear selected records
Applicant Name

Print Documents Make Selections Add Notes

Rating Selection Decision

2. Select all the appropriate documents type(s) and the order in which you would like them to be printed, then
click Print Documents.

Choose Document Types

Select all document types
¥ Cover Letter

¥ Resume

Choose document order
* Order by List Rank

Order by Last Name

Print Documents Cancel

3. You will receive a pop-up with a Confirmation message that reads: Batch printing in progress. When complete,
you will receive an alert; click the alert to download the file. Once your batch print is ready, you will see a new
alert in the Alert icon at top right side of the page. To open the batch print document, click on the alert.

© Help B4 Alerts
Confirmation

Alerts (14 X

A Batch printing in progress. When complete, you

Baitch Printing Complete
will receive an alert, click the alert to download the file.

®
1 minufe ago

Baich printing for Cerfificate number 20200507-CABL-002 is complete.
Click this alert to open the batch file.
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Hiring Manager Feedback Survey

The red Feedback button on the Hiring Manager screens allow Hiring Managers to answer a survey and submit
comments directly to the USA Staffing Program Office. This survey will be used to collect comments from Hiring
Managers across government who utilize Hiring Manager as part of the recruitment and selection process. Your input
will help us measure the effectiveness of the Hiring Manager tool and will also influence future changes to the system.

The survey is optional and can be completed by clicking on the button to the right of the page.

Additional Help

For questions or comments around the content of a Review assigned to you or for questions regarding the business
processes for your Agency, please contact your HR Office. To further clarify system processes and to troubleshoot issues

with system functionality, click the question mark icon in the upper righthand corner of the page to review
detailed information about the page currently open.

© Help B4 Alerts Hiring Manager

Request Hiring Action

If you need further assistance after reviewing the Online help or if you cannot access an area of the system due to your
permissions, please contact your local Human Resources Office.
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