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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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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 

• 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 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/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 
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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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. 
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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. 

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. 
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1. Start by clicking on the Reviews icon at the top of the page. 

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: 

• 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. 
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Reviewing the Announcement 
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. 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. 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. 

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: I have not finished the review 
• Approved: I am comfortable with HR moving forward with the information provided 
• Approved Pending Changes: I am comfortable with HR moving forward once the changes are made 
• Rejected: I do not approve of this information (Add a note in the Notes section indicating why) 

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. 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. 

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). 

9 | P a g e 



   
  

 
 

        
  

        
 
 

 

 

 

 

 

 

 

 

 

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. 
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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. 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. 
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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. 

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

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

9. The Selection Decision box will appear. 
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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. 
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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/EODS system. 
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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. 
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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. 
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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. 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. 
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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 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. 

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). 
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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. 
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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 

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






