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Overview

This document provides an overview of USA Staffing for Hiring Managers or other SMEs. The USA Staffing system allows
HR 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 are able to share notes, review announcement
information, review applicant documents, and collaborate on certificates all within one system.

The URL for USA Staffing is: https://usastaffing.gov/. USA Staffing works best in Google Chrome. Some functionality is
not available when using other browsers.
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https://usastaffing.gov

Logging In

Your HR Office will create an account for you. Once an account is created, you will receive an email with instructions on
activating your account. 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.

Password Requirements

e Must be at least 12 characters

* Must not contain spaces

¢ Must not contain invalid special
characters

e Must match Confirm Password

¢ Must not contain any four consecutive
characters from your email address or
poit & rew paiavord reset Ak oi The USA Staffing login jage MIpt//aas your full name

¢ Must include three of the following

four attributes: 0 Upper case: A-Z 0

Lower case: a-z 0 Numbers: 0-9 0
Special characters:
#@S%&*+=:(){}(]"

Note: 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. 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.

You also have the option to sign in with your smartcard once it has been registered. For instructions on registering your
smartcard, click here.

Requests

Requests mark the initiation of the recruitment process within USA Staffing. A Request is equivalent to a Request for
Referral of Eligibles (SF-39) or a Request for Eligible Personnel Action (RFE/SF-52). The IBC business process is for
Supervisors/Managers to initiate an RFE via Workforce Transformation Tracking System/Entry on Duty System
(WTTS/EQDS). Please refer to the WTTS/EODS Instructions for initiating an RFE. Your HR Office will use the information
entered in the Request to move forward with the recruitment action being requested.

Viewing Hiring Actions
Once logged in, you will see your home page titled Hiring Actions List. This page is where you can view the status of your
hiring actions.

From this page, you can use the Filter option to widen or narrow the results displayed in the table. You can filter on:
Customer, Requestor, Status, and/or Location. You can also use the Search box to search for specific requests by the Position
Title, Request Number, or Selectee Name.
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https://ibcnet.bc.doi.net/sites/default/files/systems/Instructions-to-Register-PIV.pdf

U S A S t Of f| N 9@ Hiring Actions Reviews @ Hep B4 Alerts Hiring Manager v

Hiring Acions @ v |

Pay Plan-Series-

Request Number - Position Title B Grade P Locations Status = Selected Applicant E

+ 20170501-50307 Human Resources Specialist GS-0201-11/9 San Antonie, TX Selection Made Frodo Baggins

+ 20170502-89579 Service Maintenance Mechanic WG-5801-8 San Antonie, TX Active Recuitment —

+ 20170515-46483 l Human Resources Specialist GS-0201-11/112/9 San Antonie, TX Selection Made Frodo Baggins

+ 20170516-69869 ‘ GS San Antonie, TX Request Cancellad —

ar 20170516-91026 HR Spedalist GS-0201-11 San Antonie, TX Pending Recruitment -

+ 20170517-29559 Surface Maintenance Mechanic WG-5801-10 San Antonie, TX Pending Recruitment —

+ 20170526-32461 Human Resources Specialist GS-0201-9 San Antonie, TX Incomplete —

+ 20190318-21605 Custodial Worker NA-3566-3 San Antonio, TX Selection Made Bobbie J Qutlaw

To see additional details about a request, click the " button next to the Request Number to display the associated reviews
and announcements. You can also click the Request Number hyperlink to open the request.

USA Stof f | N g':') Hiring Actions Reviews @ Help B4 Alerts Hiring Manager «

Request Number «  Position Title s Pay Plan-Series-Grade s Locations Status $ Selected Applicant #
+ 20170501-50307 Human Resources Specialist GS-0201-1179 San Antonio, TX Selection Made Frodo Baggins
+ 20170502-89679 Service Maintenance Mechanic WGE-5501-8 San Antonio, TX Active Recruitment -
E 2017051546483 @ Iluman Resources Specialist G5-0201-11112/8 San Antonio, TX Selection Made Frodo Daggins
Reviews @ Announcements @
= HR Specialist Certs Due: 5/30/2017 [ 100% | Human Resources Specialist
Status: Active
Open: 515/2017 Close: 5/15/2017 m
Job Control #: 3256282500 Announcement #: TX-10035145-
@ Certificate: 20170516-NWCU-001 Mo Selection Made Grades: G5-9, GS-11, GS-12 AF-17-001
Location(s): San Antonio, TX ANNOUNCEMENT
CLOSED
@ Certificate: 20170516-NWCU-027 Selection Made
@ Certificate: 20170516-NWCU-029 No Selection Made

Status: In Progress

* JAreview Due: 9/21/2017
Status: In Progress

+  HR Specialist G$-0201-09/11/12 JOA Due: 812202017 Kl

+ 20170516-69369 M GS San Antenio, TX Requesi Cancelled -
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The . icon next to a request number indicates that the request has active reviews. The | icon indicates active reviews
that are past the designated due date.

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 indicating you have a new Review to complete. You may either click the URL in the email or
log directly into the system.

[EXTERNAL] Review "Certificate - Contract Specialist, GS-1102-12" is pending for Request 20166900453 =

Inbox

usastaffingoffice@opm.gov Thu, Oct 25, 3:47 PM (16 hours ago)  $7 -

to carla_M_perez -

Review Type: Applicant List
Review Name: Certificate - Contract Specialist, GS-1102-12
Due Date: 11/17/2018

Vacancy Number 10006786
Position Information: CONTRACT SPECIALIST, GS-1102-11/12/13
Request Number(s): 20166900453

Click on the link below or copy and paste the URL into your browser’s address bar to access this Review
https-//stage usastaffing.gov/HiringManager/ReviewApplicantl istViewReview/243/10006786?tenant=DOI

If you have any questions, please contact Carla Perez at carla_M_perez@ibc.doiLgov or (563) 892-5773.

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

USA Staffing® System

Once logged in, you will see your Hiring Actions List. There are five icons that will be displayed on the top of the page:
Hiring Actions, Reviews, Help, Alerts, and Hiring Manager.

¢ On the Hiring Action page, you will see all requests related to the organization you have been assigned. Some
Requests could be assigned to others within your organization, so it is important that you keep track of those
specifically assigned to you.

* The Reviews Page is where you will conduct all work on announcements and certificates

e The Help icon displays detailed information related to the page currently open

e The Alerts icon is where you view system alerts for action related to your hiring action and reviews and describes
the task along with the date and time it was completed

¢ The Hiring Manger icon is where you can view or update your user information as well as change tenant or user
type. If you have access to multiple tenants, there is a drop-down list that allows you to change tenants.
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1. Start by clicking on the Reviews icon at the top of the page.

U S A Sthf Ta) 9“"' Hiring Actions Reviews @ Hep EA Alerts AICEALETEE o
Reviews © - Rt T = I

Review Name +  Review Type +  Position Title s Other Reviewsrs Due - Request Numbers = Progress

Test Panel Review Student Trainee - USA Hire Test Mona 0272812019 TESTING-USAHIRE-CONCURRENT-ANNOLUNCEMENTS “
Panel Rewview Test Panel Review Fet-Stage Regression Testing Show Reviewers 031032019 20190206-78344 “
Testing Cert Review Applicant List Dirsctor of Fun Mona 041232019 20190226-65735-0001 m
Certs Stage Testing 88 Applicant List Environmental Manager (Interdsciplinary) Mone 0573172019 20180503-63481
Announzement Review Job Opportunity Announcement (JOA] Testing Dirsclor Mone 06/30/2019 STAGE TEST-2019-05- W3 “

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

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) 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 Hiring Manager official to make an official hiring decision.

e Applicant List 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

1. To open alJob Opportunity Announcement (JOA) review, click the hyperlink under the Review Name column,

and follow the instructions entered by your HR Office.

USA S‘tC)'F'F“"]g‘E Hiring Actions Reviews

@ Help B Alerts 1 Carla Perez ~
Review Name £ Review Type s Position Title +  Other Reviewers Due - Request Numbers +  Progress
Certificate - Contract Speicalist, GS-1102-11/12 Applicant List CONTRACT SPECIALIST Show Reviewers 121012018 20186900546 “
| Review JOA Instructions - Civilian Pay Tech, GS-0544-05-20190211-4 | Job Opportunity Announcement (JOA) CONTRACT SPECIALIST None 04/30/2019 20186900546 “

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

In the 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 the ™ jcon next to their name.

Review Instructions

Hello,

The JOA is ready for your review. Please provide any edits, comments and your approval prior to the due
date

Below are links to the Hiring Manager Quick Reference Guide and the OPM Hiring Manager vignette. Both
links will provide information on how to

(1) Review and make edits to your JOA
(2) Return your JOA to HR

Hiring Manager Quick Reference Guide

https://youtu.be/h3hQDqU8cEM

4. If you have been given the permission to make changes, your edits will be tracked by a distinct color. You will be

able to see edits from other Reviewers in other colors, if they are assigned. After completing your edits, be sure
to click Save.
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5. Once you have completed reviewing a section, change the Approval Status drop-down to reflect the correct
status, as applicable, and click Next to proceed to the next review assignment.
* 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 (Add a note in the Notes section indicating why)

USA Staffin g"" Hiring Actions Reviews @ Hep Alerts Hiring Manager ~
Du Returned HR C: t
Job Opportunity Announcement (JOA): JOA Review wame A gveeE O

wy Assignments € I R T

~ ] Assessment: Testng Interclisciplinary Text cNanges and comments

-« B 1|[E] %

T Ve pEUTne © e A s U U s OF @ s it IR WIS U BRGRUTES.
-
DI have parormed ¢ er amployas.
ennzultad by atherwarkers ta 3ssist or train tham in daing this tazk bacauss of my axpartics.
Competzncy: Public Planning
12. Frepare bUdgetng and funcing documents-sresess o Mest & organizaton's envirenmental enginesring funding requrements.
A | have not hac educason, training, or experience in parforming this task.
B. | have had education or training in how to buthave n rmed it on the job.
C. I hava performed this task on the job. My wark on this task was maniton su r or senior employas to ensura compliance with proper procadures.
D. | have performed t f a job. | have periormed it independently an Ity without review by 3 supervisor or senier employes.
E. 1 am considered an expert in periorming this task. | 1ave supernvised performance of this 135k or am normally the PErsON WD IS CoNsulted Dy DMer workers 10 3ssist o trzin them In doing this task because of My expertise.
Competency: Oral Communication
13. Presant arigfings or conduct training or environmenta| togics.
-
4
I | i _ “
= ]
Agproved
v [ Announcement Questionnaire Aporoved Penting Changes anges and comments
Reected

~ [ Announcement Text Texl cnanges and comments

Save Retum fo HR

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

7. You can view documents added by the HR Office or upload additional documents to the Review by clicking the
Documents button in the right top corner of the page.

8. You can view notes added by the HR Office or add a note by clicking the Notes button in the right top corner of
the page. These notes will be viewable to the HR User.
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9. When all Review assignments have a green check mark next to them click

Return to HR (if your permissions allow) to return the Review to HR. If you do not have this permission, you are
finished when the all Review statuses are complete.

USA Stoff"'] gs Hiring Actions Reviews

@ Help B4 Aleris Hiring Manager

Job Opportunity Announcement (JOA): JOA Review

Due Returned  HR Contact
08302019 NA Hiring Manager @

T e R B

My Assignments

|| i QAssessment: Testing Interdisciplinary Textchanges and comments
~ N 7 BAnnouncement Quastionnaire

Tt changes and sommentz

~ | [ Jannouncement Text

Textchanges and comments

Return to HR Cancel

10. If there are multiple Reviewers assigned to this Review, you will receive a warning message indicating that a

return to HR will remove access for all assigned (Be Aware: Once the Review is returned, no other Reviewer can
make changes to the Review).

There are Reviewers with incomplete assignments
remaining. If you return this Review to HR, they will no
longer be able to access it. Are you sure you want to

return this review to HR without completing all
assignments?
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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.

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

USA Staffin 9E Hiring Actions Reviews © Help 3 Alerts Hiring Manager ~

. . Due Retumed HR Contact
Panel Review: Panel Review 06/302019  N/A Hiring Manager @

Select the stored lists below that you want to review

Stored List Ranking List Status

GS-0343-13-Ranking List
G// Data Analytics

New York, NY

6 Applicants

Incomplete

Review (1) Lists Clear Selections

10| Page



3. Onthe Panel Review page, you can review applicant information, review documents, and add notes. You may access

additional applicant information by expanding the row using the

the applicant list in a hard copy format, click the Print button.

USA Staffing’

Hiring Actions

Reviews

Panel Review: Panel Review > View Lists

button next to their name. If you prefer to review

Due
06/302019

B4 Alerts Hiring Manager

Returned HR Contact
MNIA Hiring Manager i

stored Lists @

3 stored List Ranking List

Documents ~

Applicants Pay Plan Location
B GS-0343-13 New York
NY

Filters

Specialties
Data
Analytics

Applicant Name

Vet Preference

E Thompson, Eva

+ Contact Information

+ Preferences o
+ eigiiiies ()

Bond, Eric
Wright, Maria
Blair, Adeline
Harris, Jessica

Tumer, Max

CPS - 10-point preference bas

-10-point preference base.

- 5-point preference based

- No Preference Claimed

- No Preference Claimed

- No Preference Claimed.

Status:

Incomplete

View Only

View Only

View Only

Back to Assignments

4. Click on the Notes drop down to input your rating qualification decision for each candidate on the list. Note: Your
applicant ratings will only be viewable to the HR Office, and cannot be seen by other panel reviewers.

5. Clicking the View hyperlink will allow you to open and view the Rating Detail, however, you will not be able to enter
or update ratings. You will need to follow Step 4 to add your qualification decision.

Rating Details

Rating Combination

Original Min Quals

0343-13-Data Analytics ELTE &

Min Quals Determination

Original Rating

78

Rating Determination

]
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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.

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 the all Approval Statuses are complete.

Reviewing Applicant Lists after the Certificate has been issued

1. To open an Applicant list review, click the hyperlink under the Review Name column, and follow the instructions

entered by your HR Office.

- ®
USA Staffing’ Hiring Actions  Reviews Help £ Alerts Carla Perez
Review Name B Review Type B Position Title B Other Reviewers Due -~ Request Numbers B Progress
I Certificate - Contract Speicalist, GS-1102-11412 I Applicant List CONTRACT SPECIALIST Show Reviewers 121012018 20136900546 “
Review JOA Instructions - Civilian Pay Tech, GS-0544-05-20190211-4 Job Oppartunity Announcement (JOA) CONTRACT SPECIALIST None 04/3012019 20186900546 “

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

US A S tof'ﬂ n g(E Hiring Actions Reviews & Alerts Hiring Manager v

R - g Due Returned HR Contact
Applicant List: Certificates for Program Analyst 06302019 NIA Hing Manager @

Select the applicant lists below that you want to review.

Certificate 20190530-NW-001 Status Certificate 20190530-NW-002 Status

GS-0343-13 - Ranking List I G5-0343-13 - Ranking List I
@ New York, NY @ Mew York, NY

6 Applicants 6 Applicants

Review (2) Lists Clear Selections
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3. Onthe Applicant List page, you can review applicant records, documents, document selection decisions, and add
notes based on the permissions you have been granted. A basic display of the applicant information is pictured

below. You may access additional applicant information by expanding the row using the =~ icon. If you prefer to

review the certificate information in a hard copy format, click the Print button.

USA Staffin gﬁ' Hiring Actions Reviews @ Help [ Alerts Hiring Manager +
. 2 . . . Due Retuned HR Contact
Applicant List: Certificates for Program Analyst > View Lists 06302019 N/A Hifing Menager @

Applicant Lists [ 2] Other Reviewers

0 certificate 20190530-NW-001 [ ) Certificate 20190530-NW-002
Apptants @
Location: New York, NY Specialties:
[m] Applicant Name Category Rating Vet Preference Decisi D Notes Request Number Date Certified Interested
— Blair. Adeline a0 MV - Mo Preference Claimed. No Decision @ @ 5/30/2019
+ Contact Information View Only
+ Preferences o View Only
+ Eligibilities o View Only
m| + Bond. Eric 78 CP -10-point preference base. No Decision @ @ 5/30/2019
] + Harris. Jessica 96 NV - No Preference Claimed Mo Decision C1 D) C1 D) 5/30/2019
O 4 Thompson, Eva 78 CPS - 10-point preference bas No Decision @ @ 5/30/2019
O + Turner. Max 90 NV - No Preference Claimed Mo Dedision M 'D g ') 5/30/12019
O + \Wright, Maria 96 TP - 5-point preference based Mo Decision @ @ 5/30/2019
Approval Status: Incomplete v Next

Back fo Assignmenis

4. Click the =~ icon to the left of the applicant's name to view their Eligibility and Assessment responses.
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5. Click the Documents drop-down within the applicant’s row to review supporting documents, including their

resume.

- ® . _ _ .
USA Stoff”’]g ‘ Hiring Actions Reviews © Help B3 Alerts Hiring Manager
. . . . . Due Returned HR Contact
Applicant List: Certificates for Program Analyst > View Lists 06/3072019 NIA Hiring Manager o
Applicant Lists [ 2] Other Reviewers
[ certificate 20190530-NW-001 ‘ ‘ O certificate 20190530-NW-002
o Location: New York, NY Specialties: Instructions Print Notes
O Applicant Name Category Rating Vet Preference Selection Decision Documents Notes Request Number Date Certified Interested
[m] + Blair. Adeline 90 NV - No Preference Claimed No Decision 1 e 5/3012019
O  + sonem K Documents o
96 Dr2019
- 78 02019
O + Thompsen, Eva Docament Document
Name Type
(m] | Turner, Max 90 /2019
" Resume 5/30/2019 18:02 EDT
m] i+ Wright, Maria 6 2015
v Next

6. You can read or add notes for individual applicants in each applicant’s row or for the certificate as a whole from
the Notes button at the top right. Click the Notes drop-down if you would like to read or input notes for other

Reviewer(s) and/or the HR Office. Click the = icon to add a new note, then click Save (Be Aware: once Notes are

added, they become part of the case file and cannot be deleted).

7. Click to toggle the icons to the right in each applicant’s row. You may use the icons to denote =
follow-up actions with a candidate, indicate whether you have reviewed the candidate,
and/or designate candidates of interest. V!E'}
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8. To document a selection decision for an individual applicant, click the No Decision hyperlink.

USA SJEC)'I:'I:lhglE Hiring Actions Reviews

@ Help

B3 Alerts 1 Carla Perez v

Applicant List: Certificate - Contract Speicalist, GS-1102-11/12 > View Lists

Request Number(s) Due
View all Requests 121012018

Returned HR Contact
NiA Carla Perez (i ]

Applicant Lists [ 2]

[ cerificate 20170602-J1MT-001 | | () Cerificate 20180327-JJMT-001
appiicants (@) Pay Plan: GS-1102-11 Filters:
List Name: GS-11 0211 MP Location: Lakewood, CO Specialties:

D Applicant Name Rating Selection Decision Documents Notes Request Number Date Certified Interested

m] + HORNBLOWER, HORATIO HORACE 94 I No Decision I @ 32712018 PO %

m] + Sullivan, James P a7 No Decision @ 302712018 P®

m] + \Waternoose, Henry J 100 No Decision @ 302712018 P®

O + ‘Wazowski, Mike 100 No Decision 272018 P @ e

O + \White, Snow 95 No Decision @ 302712018 PO

Approval Status: Incomplete v Next

9. The Selection Decision box will appear.

Selection Decision

Back fo Assignments

Decision

l Select a Decision..

Cancel
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10. Click on the Decision Code drop-drown to select your decision code.

11. Select “Selected” and the Request Number will be activated.

12. Select the FPPS Request Number from the Hiring Action Number drop down. Note: For multiple selections, you
will need to tie the appropriate FPPS Request Number to each selectee to ensure they are placed in the correct
organization code.

Selection Decision x

Decision Code

Selected v

Hiring Action Number

201 70727-69293 -

Duty Location

Jefferson County, Jefferson County, &...

Position Description Mumber

17-1234 -
Series
Human Resources Management v
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13. The FPPS Request Number is now tied to the applicant name allowing the selectee data to populate in the
WTTS/EQDS system.

SA Staffin g g Actions Reviews B Alerts 2 Carla Perez ~
" . (o i - N Request Number(s) Due Retumned HR Contact
Applicant List: Certificate - Contract Specialist, GS-1102-112/12 > View Lists 20186900546 08312019 NIA CarlaPerez @

(&) Certiicate 20171015-JIMT-002

e o 2
List Name: Comp Cert Location: Lakewood, CO Specialties: ol

] Applicant Name Rating Selection Decision Documents Notes Request Number Date Certified Interested
m} + HORNBLOWER. HORATIO HORACE 94 Selectad @ I 20186900546 I 10r8/2017 PO
m} + Sullivan, James P a7 Selected @ 20180013-58734 longi2017 P @
m} + Waternoose, Henry J 100 Not Selected @ 101802017 P @
m} + Wazowski, Mike 100 Not Selected @ 10rsi2017 P ®x
m} + White, Snow 95 Not Selected @ longi2017 M v

Approval Status: Incomplete v

Back fo Assignments
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14. 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 Selection Decision from the Apply Action
dropdown list at the bottom left of the screen. The audit code you select will be displayed when HR audits the
certificate. You must use one of the following Selection Decisions:

a. Selected
b. Alternate Selection
c. Not Selected

d. Declined/Withdrawn —You must provide HR documentation when using this code

Note: The Not Selected Not Contacted (NN) code is no longer available. We advise that you keep any vacancy
and interview notes for a minimum of 2 years in case an applicant complaint is filed.

USA StOff| ng‘i‘ Hiring Actions Reviews @ Help B9 Alerts Hiring Manager +

. - - . . Due Returned HR Contact
Applicant List: Certificates for Program Analyst > View Lists 06302018 NA Hiing Manager @

) Certficate 20190530-NW-001 | ‘ (& Certificate 20190530-NW-002

Applicants o Pay Plan: GS-0243-13 Filters: S Print e =
Location: New York, NY Specialties:

[m] Applicant Name ~ Category  Rating Vet Preference Selection Decision ~ Documents  Notes Request Number  Date Certified  Interested

Blair. Adeline 0 WV - No Preference Claime. Selected 20190530-69495 9302019 -]
E Bond. Eric 78 CP -10-point preference base. .. Mo Decision . 5/30/2019 o

Harris. Jessica 96 NV - No Preference Claimed. No Decision 51302019 | Q

Thompson, Eva 78 CPS - 10-point preference bas No Decision . 5/30/2019

Tumer Wax 90 NV - No Preference Claimed No Decision . 513012019

Wright, Maria 9% TP - 5-point preference based No Decision ; 5/30/2019

Apply Action Approval Status: | Incomplete

Make Selection Decision

Print Documents

Add Notes
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15. When all interviews have been conducted, as applicable, and selection decisions have been made, enter the
outcome for each certificate using the Approval Status dropdown. If multiple certificates were used, you can use

the Next button to navigate between certificates.

Applicant List: Certificates for Program Analyst > View Lists

? BA g g
Due Retumed HR Contact
06/30/2019 NIA Hiring Manager o

Applicant Lists [ 2 ]

D Certificate 20190530-NW-001 ‘ | I:I Certificate 20190530-NW-002
Aepicants @) ST
Location: New York, NY Specialties:
O Applicant Name Category Rating Vet Preference Selection Decision Documents Notes Request Number Date Certified Interested
o +  Blair, Adeline %0 NV - No Preference Claimed Selected €D) 20100530-60405 5302019 ol -}
B + Bond, Eric 78 CP -10-point preference base No Decision @ 5/302019 (]
& + Harris, Jessica 9 NV - No Preference Claimed No Decision @ @ 53012019 ol ]
B + Thompson, Eva 78 CPS - 10-point preference bas. . No Decision @ (1 ') 5/30/2019 (V]
=4 + Tumer. Max an NV - No Preference Claimed No Decision @ ( 1 _) 5/30/2019 (]
[ + Wright, Maria 96 TP - 5-point preference based .. No Decision @ ( 1 ') 5/30/2019 o
Apply Action - Approval Status: J Incomplete .

Selection Made
Selection Not Made

Back to Assignments

19| Page




16. Once you make your selection and you have documented your decision for all applicants, you will mark the
Approval Status as “Selection Made” from the drop down list.

(= Carla Perez v

N B . - . P— . . Request Number(s) Due Returned HR Contact
Applicant List: Review Certificate Instructions - Civilian Pay Tech, GS-0544-05 > View Lists 20136900546 0073002019 NA CataPerez @

Applicant Lists (2]

Cerfificate 20171018-JJMT-002 | [ Cerfiicate 20180327-JJMT-001

List Name: Comp Cert Location: Lakewood, CO Specialties: ol

D Applicant Name Rating Selection Decision Documents Notes Regquest Number Date Certified Interested
O + HORNBLOWER, HORATIO HORACE 94 Selected @ @ 20186900546 101182017 PO %
m] + Sullivan, James F 97 Selectad @ 20180913-58794 101182017 PO %
m] + \Waternoose, Henry J 100 Not Selected @ 101182017 P®%
m] + Wazowski, Mike 100 Not Selected @ 1os2017 FP@#%
D + White, Snow 9 Not Selected D) Tongzet? O

IApproval Staf I Selection Made -

Incomplete

Selection Not Made

Back to Assignments

17. If you are not going to make a selection from this list of applicants, mark the Approval Status as “Selection Not
Made” from the drop-down list.

Help B3 Alerts 3 Carla Perez ~

" - - . - . . . Request Number(s) Due Retumned HR Contact
Applicant List: Review Certificate Instructions - Civilian Pay Tech, GS-0544-05 > View Lists 20186300546 081302018 NiA CaaPersz @

Applicant Lists o

Certificate 20171018-JJMT-002 | | D Certificate 20180327-JJMT-001
oot e Locton: oo G0 spaas:
D Applicant Name Rating Selection Decision Documents Notes Request Number Date Certified Interested
O + HORNBLOWER. HORATIO HORACE 94 No Decision 312712018 PO %
O + Sullivan, James P a7 No Decision 312712018 P®%
O + Watamooss, Henry J 100 No Decision 312712018 P®%
O + Wazowski, Mike 100 No Decision 2712018 P %
] + \White, Snow 9% Mo Decision 2712018 e
Approval Status: | Incomplete T
Incomplete

Selection Made

Back to Assignments.
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18. Once selection decisions for all certificates are documented, click the Back to Assignments button. 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.

19. When all certificate assignments are complete, proceed with returning the Review to HR. The Return to HR
section below discusses this in detail.

Returning to HR

When all certificate assighments 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 statuses are complete.

USA Staffin g“ Hiring Actions Reviews @ Help [ Alerts Hiring Manager ~

" . N Due Retumed HR Contact
Applicant List: Certificates for Program Analyst 06302019 NA Hiring Manager @

Select the applicant lists below that you want to review.

Certificate 20190530-NW-001 Status Certificate 20190530-NW-002 Status
GS-0343-13 - Ranking List GS-0343-13 - Ranking List

O New York, NY . O New York, NY
6 Applicants 6 Applicants

Return to HR Cancel

If there are multiple Reviewers assigned to this Review, you will receive a warning message indicating that a return
to HR will remove access for all assigned (Be Aware: Once the Review is returned no other Reviewer can make changes to
the Review).

There are Reviewers with incomplete assignments
remaining. If you return this Review to HR, they will no
longer be able to access it. Are you sure you want to return

this Review to HR?
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Once you click on Return to HR, you will be presented with a screen that invites you to take the Chief Human Capital
Officer’s (CHCO) Management Hiring Process Satisfaction Survey (http://study.opm.gov/mss). You will have the option to
navigate to the link or bypass the survey, if desired.

Pleaze complete this bnef survey about your experience
with this hiring action to help improve the Federal
Government's hiring process.

http://study.opm.govimss
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http://study.opm.gov/mss

Documenting Approval/Adding Notes

Notes can be used in a variety of ways. You may wish to add Notes for other Reviewers or for the HR Office to see, or you

may also wish to add notes to a specific applicant (Be Aware: once Notes are added, they become part of the case file and
cannot be deleted.)

To document approvals to a Certificate/Applicant List, click the Notes tab (within the Certificate being reviewed) and insert
text in the Add Notes text box; click Save to save the note. Click on Notes to close.

Note: Since the system has easily viewable history of changes made to a certificate (who made which selection decisions,
who overrode selections decisions, who audited the certificate, who returned the review, and when all of these actions were
taken) and these actions are individually permissioned, digital signature functionality was not added.

. . . . N - . . Request Number(s) Due Returned HR Contact
Applicant List: Review Certificate Instructions - Civilian Pay Tech, G$-0544-05 > View Lists 20186900546 00302018 NiA Carla Perez o
Certificate 20171018-JIMT-002 | | B certiicate 20180327-JJMT-001
Applicants Pay Plan: GS-1102-11 Filters: S s
List Name: G3-1102-11 MP Location: Lakewood, CO Specialties:
Notes 1
O Applicant Name Rating Selection De(
ml + HORNBLOWER. HORATIO HORACE 94 No Decision ] e (oD AT 8572018 14:55 EOT
o7 Selections from this Cerlificate is approved.
[m] + Sullivan, James P ! No Decisicn
[m] + Wiaternoose, Henry J 100 No Decision
m] + Wazowski, Mike 100 No Decision
b
O + White, Snow o5 No Decision

Add Note

Two selection made from this certificate |

Save Cancel
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Batch Print Applicant Documents

1. To print multiple applicants' documents, 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 dropdown list.

U S A S tO 'F 'F | N 9: Hiring Actions Reviews © Help B Alerts Hiring Manager v

B - - - N Due Retumed HR Contact
Applicant List: Certificates for Program Analyst > View Lists 06/302019  N/A Hiring Manager @

Certificate 20190530-NW-001

Aevteants @ EEE
Location: New York, NY Specialties: ‘

All 6 Applicant records are selecled - Clear selected records

E Applicant Name Category Rating Vet Preference lecti isi Request Number Date Certified Interested

Blair, Adeline 90 NV - No Preference Claimed. Selected 20190530-69495 5/30/2019 m~ 0
Bond, Eric 78 CP -10-point preference base No Decision 5302019 &
Harris, Jessica 96 NV - No Preference Claimed No Decision 5/30/2019
Thompson, Eva 78 CPS - 10-point preference bas. . No Decision 5/30/2019
Turner. Max 90 NV - No Preference Claimed. No Deision 5302019

Wright, Maria 96 TP - 5-point preference based No Decision 5/30/2019

Apply Action Approval §tatus: | Selection Made

Make Selection Decision

Print Documents

Add Notes

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

Choose Document Types

Select all document types

¥ Resume

Choose document order
® Order by List Rank
' Order by Last Name

Print Documents
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3.  Once your batch print is ready, you will see a new alert in the Alert menu on the left side. To open the batch print
document, click on the alert.

USA Staffin gc Hiring Actions Reviews @ Help [ Alens Hiring Manager

Alerts 18 X
HR Contact

Applicant List: Certificates for Program Analyst > View Lists Hiring Manager o
Batch Printing Complete ® ———————

. . 38 seconds ago
Applicant Lists o Documents -
Balch printing for Certificate number 20190530-NW-001 is complete. Click

this alert to open the batch file.

Ceriificate 20190530-NW-001

Applicants ‘, Pay Plan: GS-0343-13 Filters: i
Location: New York, NY Specialties: Review Returned @
27 days ago

All 6 Applicant records are selected - Clear selected records Certs Stage Testing 28 for Vacancy 10084636 at 5/3/2019 19:43 EDT
Applicant Name Category Vet Preference Interested

NV - No Preference Claimed. 5 Review Recaliod ® - Q

28 days ago
Bond, Eric CP -10-point preference base.. B Q

Blair, Adeline

JOAZ for Vacancy 10081005 was automalically recalled on 522019 0:18

Harris, Jessica NV - No Preference Claimed. EDT

CPS - 10-point preference bas
Th son, E
omeson, Eva Review Retumed
Tumer. Max NV - No Preference Claimed. DTS

JOA1 for Vacancy 10081005 at 4/22/2019 13:22 EDT

Wright, Maria TP - 5-point preference based

Export Assessment Ratings completed.

Apply Action - 1 month aga

Export Stored List Completed, for Applicant List 1

Review Retumned
1 month age

Testinn Cert Review for Vacancy 10081005 at 41002019 1419 FNT ack to Assignments
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Filter Search Functionality

The Filter functionality within the system provides multiple options for you to easily access Customer, Requestor, Status,
and/or Location that have been assigned to you.

1. You can click Search and enter items through the logic fields.

2. You can click in the Search box near the magnifying glass and start typing the Request Number you are seeking.

3. You can click within the Search box in the Reviews Page to search for the Review Name, Request Number,
Vacancy Number, or Position Title you are seeking.

USA Staffing’

Hiring Actions Reviews 0 Help B4 Alerts 3 Carla Perez v

Hiring Actions @
Request Number

+ 2017041933463
+ 2017042427837
+ 2017042499276
+ 20170425-88823
+ 20170427-73200

+ 20170501-31105

M .

Position Title +  Pay Plan-Series-Grade +  Locations Filters i

Human Resources Specialist GS-0201-1112 Lakewood, CO
-
test2 65-0201-9 Lake, MI Status All Staluses .

Human Resources Specialist G8-0201-1112 Lakewood, CO

Apply
testing locations 3S-0006-9
Testing Instructional Template GS-0201-12 Boise, ID Pending Recruiment
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Additional Help

For questions or comments around the content of a Review assigned to you, or for questions regarding business
processes, please contact your HR Office. To further clarify system processes, learn about the USA Staffing Search
feature, and to troubleshoot issues with system functionality, click the Help icon to review detailed information about
the page currently open.

USA Staffing’

Hiring Actions

Reviews

© Hep

B9 Alerts Hiring Manager +

Hiring Actions @
Reguest Number -
+ 20170501-50307

+ 20170502-89679

ar 20170515-46483 M

+ 20170516-69869 ‘
ar 20170516-91026
+ 20170517-29559
ar 20170526-32461

+ 20190318-21805

Position Title

Human Resources Specialist

Service Maintenance Mechanic

Human Resources Specialist

HR Spedalist

Surface Maintenance Mechanic

Human Resources Specialist

Custodial Worker

Pay Plan-Series-
Grade

GS-0201-11/9

WG-5801-8

GS-0201-1112/9

GS

GS-0201-11

WG-5801-10

GS-0201-9

NA-3566-3

~ Filter

T

Locations

San Antonio, TX

San Antonio, TX

San Antonio, TX

San Antonio, TX

San Antonio, TX

San Antonio, TX

San Antonio, TX

San Antonio, TX

Q Request Hiring Action

Status

Selection Made

Active Recruitment

Selection Made

Request Cancelled

Pending Recruitment

Pending Recruitment

Incomplete

Selection Made

Selected Applicant e

Frodo Baggins

Frodo Baggins

Bobbie J Outlaw
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	Overview 
	Overview 

	This document provides an overview of USA Staffing for Hiring Managers or other SMEs. The USA Staffing system allows HR to connect and share information with Hiring Manager users who need to provide feedback on work within USA information, review applicant documents, and collaborate on certificates all within one system. 
	Staffing.
	 Through this interface, HR and Hiring Manager users are able to share notes, review announcement 


	The URL for USA Staffing is: . USA Staffing works best in Google Chrome. Some functionality is not available when using other browsers. 
	/
	https://usastaffing.gov


	Logging In 
	Logging In 
	Your HR Office will create an account for you. Once an account is created, you will receive an email with instructions on activating your account. 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. 
	Figure
	Password Requirements 
	Password Requirements 
	Password Requirements 

	• 
	• 
	• 
	Must be at least 12 characters 

	• 
	• 
	Must not contain spaces 

	• 
	• 
	Must not contain invalid special characters 

	• 
	• 
	Must match Confirm Password 

	• 
	• 
	Must not contain any four consecutive characters from your email address or your full name 

	• 
	• 
	Must include three of the following 


	four attributes: o Upper case: A-Z o 
	Lower case: a-z o Numbers: 0-9 o Special characters: #@$%&*+=?:(){}[]" 
	Note: 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. 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 accoun
	You also have the option to sign in with your smartcard once it has been registered. For instructions on registering your smartcard, click 
	here. 
	here. 




	Requests 
	Requests 
	Requests mark the initiation of the recruitment process within USA Staffing. A Request is equivalent to a Request for Referral of Eligibles (SF-39) or a Request for Eligible Personnel Action (RFE/SF-52). The IBC business process is for Supervisors/Managers to initiate an RFE via Workforce Transformation Tracking System/Entry on Duty System 
	(WTTS/EODS). Please refer to the WTTS/EODS Instructions for initiating an RFE. Your HR Office will use the information 
	entered in the Request to move forward with the recruitment action being requested. 

	Viewing Hiring Actions 
	Viewing Hiring Actions 
	Once logged in, you will see your home page titled Hiring Actions List. This page is where you can view the status of your hiring actions. 
	From this page, you can use the Filter option to widen or narrow the results displayed in the table. You can filter on: Customer, Requestor, Status, and/or Location. You can also use the Search box to search for specific requests by the Position Title, Request Number, or Selectee Name. 
	Figure
	To see additional details about a request, click the button next to the Request Number to display the associated reviews and announcements. You can also click the Request Number hyperlink to open the request. 
	Figure

	Figure
	The icon next to a request number indicates that the request has active reviews. The icon indicates active reviews that are past the designated due date. 
	Figure
	Figure


	Receiving and Accessing Reviews 
	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 indicating you have a new Review to complete. You may either click the URL in the email or log directly into the system. 
	Figure
	Once logged in, you will see your Hiring Actions List. There are five icons that will be displayed on the top of the page: Hiring Actions, Reviews, Help, Alerts, and Hiring Manager.  
	• 
	• 
	• 
	On the Hiring Action page, you will see all requests related to the organization you have been assigned. Some Requests could be assigned to others within your organization, so it is important that you keep track of those specifically assigned to you. 

	• 
	• 
	The Reviews Page is where you will conduct all work on announcements and certificates 

	• 
	• 
	The Help icon displays detailed information related to the page currently open 

	• 
	• 
	The Alerts icon is where you view system alerts for action related to your hiring action and reviews and describes the task along with the date and time it was completed 

	• 
	• 
	The Hiring Manger icon is where you can view or update your user information as well as change tenant or user type. If you have access to multiple tenants, there is a drop-down list that allows you to change tenants. 


	1. Start by clicking on the Reviews icon at the top of the page. 
	Figure
	2. 
	2. 
	2. 
	Each Review will have details and instructions regarding what actions to take during the review, the date the Review must be completed, and position information to which the Review is tied. Follow the instructions provided by your HR Office. 

	3. 
	3. 
	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: 

	• 
	• 
	• 
	Job Opportunity Announcement (JOA) 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. 

	• 
	• 
	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 Hiring Manager official to make an official hiring decision. 

	• 
	• 
	Applicant List 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. 





	Reviewing the Announcement 
	Reviewing the Announcement 
	1. 
	1. 
	1. 
	To open a Job Opportunity Announcement (JOA) review, click the hyperlink under the Review Name column, and follow the instructions entered by your HR Office. 

	2. 
	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 you need to refer to them again, you can click the View Instructions button. 

	3. 
	3. 
	In the 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 the icon next to their name. 
	Figure


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

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

	• 
	• 
	• 
	: I have not finished the review 
	Incomplete


	• 
	• 
	: I am comfortable with HR moving forward with the information provided 
	Approved


	• 
	• 
	: I am comfortable with HR moving forward once the changes are made 
	Approved Pending Changes


	• 
	• 
	: I do not approve of this information (Add a note in the Notes section indicating why) 
	Rejected




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

	7. 
	7. 
	You can view documents added by the HR Office or upload additional documents to the Review by clicking the Documents button in the right top corner of the page. 

	8. 
	8. 
	You can view notes added by the HR Office or add a note by clicking the Notes button in the right top corner of the page. These notes will be viewable to the HR User. 

	9. 
	9. 
	When all Review assignments have a green check mark next to them click Return to HR (if your permissions allow) to return the Review to HR. If you do not have this permission, you are finished when the all Review statuses are complete. 

	10. 
	10. 
	If there are multiple Reviewers assigned to this Review, you will receive a warning message indicating that a return to HR will remove access for all assigned (Be Aware: Once the Review is returned, no other Reviewer can make changes to the Review). 


	Figure
	Figure
	Figure
	Figure
	Figure

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

	2. 
	2. 
	Select the applicant list(s) you would like to review and click the Review Lists button. 

	3. 
	3. 
	3. 
	On the Panel Review page, you can review applicant information, review documents, and add notes. You may access 

	additional applicant information by expanding the row using the + button next to their name. If you prefer to review the applicant list in a hard copy format, click the Print button. 

	4. 
	4. 
	Click on the Notes drop down to input your rating qualification decision for each candidate on the list. Note: Your applicant ratings will only be viewable to the HR Office, and cannot be seen by other panel reviewers. 

	5. 
	5. 
	Clicking the View hyperlink will allow you to open and view the Rating Detail, however, you will not be able to enter or update ratings. You will need to follow Step 4 to add your qualification decision. 

	6. 
	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. 

	7. 
	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 the all Approval Statuses are complete. 


	Figure
	Figure
	Figure

	Reviewing Applicant Lists after the Certificate has been issued 
	Reviewing Applicant Lists after the Certificate has been issued 
	1. 
	1. 
	1. 
	To open an Applicant list review, click the hyperlink under the Review Name column, and follow the instructions entered by your HR Office. 

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

	3. 
	3. 
	3. 
	On the Applicant List page, you can review applicant records, documents, document selection decisions, and add notes based on the permissions you have been granted. A basic display of the applicant information is pictured 

	below. You may access additional applicant information by expanding the row using the + icon. If you prefer to review the certificate information in a hard copy format, click the Print button. 

	4. 
	4. 
	Click the + icon to the left of the applicant's name to view their Eligibility and Assessment responses. 

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

	6. 
	6. 
	6. 
	You can read or add notes for individual applicants in each applicant’s row or for the certificate as a whole from the Notes button at the top right. Click the Notes drop-down if you would like to read or input notes for other 

	Reviewer(s) and/or the HR Office. Click the + icon to add a new note, then click Save (Be Aware: once Notes are added, they become part of the case file and cannot be deleted). 

	7. 
	7. 
	Click to toggle the icons to the right in each applicant’s row. You may use the icons to denote follow-up actions with a candidate, indicate whether you have reviewed the candidate, and/or designate candidates of interest. 


	Figure
	Figure
	Figure
	Figure
	Figure
	8. To document a selection decision for an individual applicant, click the hyperlink. 
	No Decision 

	Figure
	9. 
	9. 
	9. 
	The Selection Decision box will appear. 

	10. 
	10. 
	Click on the Decision Code drop-drown to select your decision code. 

	11. 
	11. 
	Select “Selected” and the Request Number will be activated. 

	12. 
	12. 
	Select the FPPS Request Number from the Hiring Action Number drop down. Note: For multiple selections, you will need to tie the appropriate FPPS Request Number to each selectee to ensure they are placed in the correct organization code. 

	13. 
	13. 
	The FPPS Request Number is now tied to the applicant name allowing the selectee data to populate in the WTTS/EODS system. 

	14. 
	14. 
	14. 
	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 Selection Decision from the Apply Action dropdown list at the bottom left of the screen. The audit code you select will be displayed when HR audits the certificate. You must use one of the following Selection Decisions: 

	a. 
	a. 
	a. 
	Selected 

	b. 
	b. 
	Alternate Selection 

	c. 
	c. 
	Not Selected 

	d. 
	d. 
	Declined/Withdrawn – You must provide HR documentation when using this code 



	15. 
	15. 
	When all interviews have been conducted, as applicable, and selection decisions have been made, enter the outcome for each certificate using the Approval Status dropdown. If multiple certificates were used, you can use the Next button to navigate between certificates. 

	16. 
	16. 
	Once you make your selection and you have documented your decision for all applicants, you will mark the Approval Status as “Selection Made” from the drop down list. 

	17. 
	17. 
	If you are not going to make a selection from this list of applicants, mark the Approval Status as “Selection Not Made” from the drop-down list. 

	18. 
	18. 
	Once selection decisions for all certificates are documented, click the Back to Assignments button. 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. 

	19. 
	19. 
	When all certificate assignments are complete, proceed with returning the Review to HR. The Return to HR section below discusses this in detail. 


	Figure
	Figure
	Figure
	Note: The Not Selected Not Contacted (NN) code is no longer available. We advise that you keep any vacancy and interview notes for a minimum of 2 years in case an applicant complaint is filed. 
	Figure
	Figure
	Figure
	Figure

	Returning to HR 
	Returning to HR 
	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 statuses are complete. 
	Figure
	If there are multiple Reviewers assigned to this Review, you will receive a warning message indicating that a return to HR will remove access for all assigned (Be Aware: Once the Review is returned no other Reviewer can make changes to the Review). 
	Figure
	Once you click on Return to HR, you will be presented with a screen that invites you to take the Chief Human Capital Officer’s (CHCO) Management Hiring Process Satisfaction Survey (). You will have the option to navigate to the link or bypass the survey, if desired. 
	http://study.opm.gov/mss
	http://study.opm.gov/mss
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	Documenting Approval/Adding Notes 
	Documenting Approval/Adding Notes 
	Notes can be used in a variety of ways. You may wish to add Notes for other Reviewers or for the HR Office to see, or you may also wish to add notes to a specific applicant (Be Aware: once Notes are added, they become part of the case file and cannot be deleted.) 
	To document approvals to a Certificate/Applicant List, click the Notes tab (within the Certificate being reviewed) and insert text in the Add Notes text box; click Save to save the note. Click on Notes to close. 
	Note: Since the system has easily viewable history of changes made to a certificate (who made which selection decisions, who overrode selections decisions, who audited the certificate, who returned the review, and when all of these actions were taken) and these actions are individually permissioned, digital signature functionality was not added. 
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	Batch Print Applicant Documents 
	Batch Print Applicant Documents 
	1. 
	1. 
	1. 
	To print multiple applicants' documents, 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 dropdown list. 

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

	3. 
	3. 
	Once your batch print is ready, you will see a new alert in the Alert menu on the left side. To open the batch print document, click on the alert. 
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	Filter Search Functionality 
	Filter Search Functionality 
	The Filter functionality within the system provides multiple options for you to easily access Customer, Requestor, Status, and/or Location that have been assigned to you. 
	1. 
	1. 
	1. 
	You can click Search and enter items through the logic fields. 

	2. 
	2. 
	You can click in the Search box near the magnifying glass and start typing the Request Number you are seeking. 

	3. 
	3. 
	You can click within the Search box in the Reviews Page to search for the Review Name, Request Number, Vacancy Number, or Position Title you are seeking. 
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	Additional Help  
	Additional Help  
	For questions or comments around the content of a Review assigned to you, or for questions regarding business processes, please contact your HR Office. To further clarify system processes, learn about the USA Staffing Search feature, and to troubleshoot issues with system functionality, click the Help icon to review detailed information about the page currently open. 
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