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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 assessment and
announcement information, review applicant documents, and collaborate on certificates/new hires all within one
system. How the system is utilized can vary by Agency and can be adapted to meet the needs of your Agency and HR
Office’s business processes.

Logging In
Your Agency’s HR Office will create an account for you to log into the USA Staffing system. Once an account is created,
you will receive 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

ey oy, At e  Must be at least 12 characters
SOt Yoo B St Pt e  Must not contain spaces

A3 8 new systern user, you will need to activate your account by creating a passwerd. Once you complete this step, you will be able to access the system. The emi d Must not contain inva l Id S peda l
hirlngmanager2016@hatmall.com. c h aracters

U':m an Ii.'::;b‘: : Llrr.‘l.;;t.:;c:::n?mw f7RecoverPassword=ThiB3B0f-58:0-4062-a039-dec0a64 742 ° Must match Confirm Password

If you are unable to open this link, follow these Instructions to create your new password: ° M u St n Ot Co nta i n a ny fo u r CO n SeCUtive
L O, b et st e e o characters from your email address or
3 Pase the copied vert i the brovwser's s b, your full name

This link will expire in 24 hours. If you fail to use it within this time, you will have to request a new passward reset link on the USA Statfing login page httpe/fctag (] Must include three of the fO”OWing four
MNote: This is an automated email message. Please do not reply. attrlb utes:

USA Stoffng Sstem 0 Upper case: A-Z

O Lower case: a-z
0 Numbers: 0-9
0 Special characters:

H@S%&*+=2:(1{}H]"

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
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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.

Hiring Actions List

Once logged in, you will be brought to the Hiring Actions List, which is your home page in USA Staffing. This page is
where you can view the status of hiring actions for which you are the hiring manager, and also where you may initiate a
new hiring action request if your Agency decides to use this functionality as part of their business process.

7 ® o - -
USA Staffin Q Hiring Actions Welcome sign Out [3»
> - - ~ Filter T Request Hiring Action
Hiring Actions O 2
Hiring Actions
euvest . Position Title - Pay Plan-Series Grade - Locations Status o SEEEED R
Number Applicant
E 20170502-89679 Service Maintenance Mechanic WG-5801-8 San Antonio, TX Active Recruitment
Reviews
_ o ; Pending
20170517-29559 Surface Maintenance Mechanic WG-5801-10 San Antonio, TX
Recruitment
= 5Q- SHEET METAL MECHANIC p Edwards AFB X
Alerts 17MAR 188149 (AIRCRAFT) WG-3808-11 cA Active Recruiiment
2017031369191 Administrative Officer NF-1101-2 San Antonio, TX Pending
[ ] Recruitment
-
Profile
20170223-97261 IT Specialist 65-2210-11/9 San Antonio, TX Pending
Recruitment
e SQ-17JAN186467 PUBLIC AFFAIRS SPECIALIST GS-1035-12 MacDill AFB, FL Submitted
Help
20170501-50307 Human Resources Specialist GS-0201-11/9 San Antonio, TX Selection Made Fredo Baggins
E 20170307-44541 Human Resources Specialist GS-0201-11/7/9 San Antenio, TX Active Recruitment
Request 20170307-50774 Human Resource Specialist GS-0201-11/7/9 San Antenio, TX Selection Made Scott Davis
Assistance
20170307-15815 Human rescurce Specialist GS-0201-11/7/9 Robins AFB, GA Selection Made Eli King Tanner

From this page, you can click the hyperlink for an individual Request Number to see additional details. You can also use
the Filter option to widen or narrow the results displayed in the table. The filter options are: Customer, Requestor,
Status, and/or Location.

Receiving and Accessing Reviews

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

Updated May 2017 Version 313



usastaffingoffice@opm.gov
to me |~

0201-11/12 position.

https://stage. usastaffing. gov/Staffing/Review/ViewReview/

You have a new Review pending for Request DEMO-JD-201-11-12

79/10000237?Tenant=0PM

This review is due on 1/27/2016.

USA Staffing® System

If you have any questions, please contact Heather Stern at Heather Stern

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

X

6:20 PM (D minutes ago)

opm.gov or (202) 000-0000.

Click on the link below or copy and paste the URL into your browser's address bar to access this Review for the HR Specialist DEMO, GS-

u |
|

1. Select the Reviews icon from the left hand menu.

USA Staffing’

Reviews

Reviews &
Hiring Actions
Review Name
E FollowCHRA Business Rules - all
T three lists
I HR Specialist Certs
Alerts
Sheet Metal Mechanic Announcement
[ ]
-

Request
Assistance

Review Type 5

Applicant List

Applicant List

Job Oppertunity Announcement
(JOA)

Position Title

Logistics Managemen Specialist

Human Resources Specialist

SHEET METAL MECHANIC
(AIRCRAFT)

Other Reviewers

Show Reviewers

None

Nane

- Filter T

Due

02/27/2017

05/30/2017

05/31/2017

Request
Numbers

20170222

19308

20170515
46483

s
17MAR 188149

Progress

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

entered by your HR Office, if applicable.
3. The Review Type column will identify which type of Review you have been assigned. You may see an Applicant
List Review which includes list(s) of eligible applicants that have been referred for selection consideration, or a
Job Opportunity Announcement (JOA) Review which can include the assessment, announcement text and/or
the announcement questionnaire. A single Review may also contain multiple assighments (i.e., Assessment

Questionnaire, Announcement Questionnaire, and/or Announcement Text).

Reviewing the Announcement and Assessments

1. Click the hyperlink under the Review Name column to open the Job Opportunity Announcement (JOA) review,
and follow the instructions entered by your HR Office, if applicable.
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2. If you have been given the permissions to make changes, your edits will be tracked by a distinct color. You will
be able to see other Reviewer(s) edits in other colors if they are assigned. After completing your edits, be sure
to click Save.

3. Change the Approval Status drop-down to reflect the appropriate status, and click Next to proceed to the next
review assignment.

e Incomplete: | have not finished the review.
o 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.

Reviews sign out [
> . ) Due Returned HR Contact
Job Opportunity Announcement (JOA): Sheet Metal Mechanic Announcement 05/3172017 NIA o
Hiring Actions
My Assignments & View Instructions Other Reviewers
A~ [ Assessment: Sheet Metal Mechanic AC WG-3806-11 Textchanges and comments
Reviews
« B I bis
a aled|LEES) - Jrid
Alerts 7. Clean, lubricate, inspect, and perform miner adjustments to tocls and shep equipment according te established maintenance schedules.
A | know little or nothing about this.
° B. | have had study or training in this
- C. I have used my ledge or ability, but | have been closely supervised
T D. | have used my wledge or ability on my own, under normal supervision.
E._ | am consulted by other joumeypersgns in difficult situations, or | am called on to do unusually difficult jobs
0 Competency: Layout and Pattern Development (includes Geometric Projection and Triangulation)
Help 8. Use adwanced-andcemplex shop mathematics to calculate irmegular curves, angles, and pitch of metal surfaces

A. | know little or nothing about this.
E B. | have had study or training in this
Request ledge or ability, but | have been closely supervised
Assistance D. | have used my lledge or ability on my own, under nermal supervision
E. | am consulted by other joumeypersgns in difficult situations, or | am called on to do unusually difficult jobs

Approval Statuses | |ncomplete a m
Approved
v [ Announcement Questionnaire Approved Pending Changes anges and commenis
Rejected
v [ Announcement Text Textchanges and comments

.
|

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

5. Documents added by the HR office can be viewed, and additional documents can be uploaded to the Review by
clicking the Documents button in the right top corner of the page.

6. When all the Review assignments have a green check mark next to them, and if your permissions allow, click
Return to HR to return the Review. If you do not see this option, you are finished when the all Review statuses
are complete.
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sign out [

USA Stoffing@ Reviews

> - ~ Due Returned HR Contact
Job Opportunity Announcement (JOA): Sheet Metal Mechanic Announcement 053172017 NiA e

Hiring Actions
My Assignments &) View Instructions Other Reviewers

Textchanges and comments

v A Sheet Metal ic AC WG-3806-11

~ [ [/ §Announcement Questionnaire Textchanges and comments

Alerts | 4 JAnnouncement Text Textchanges and comments

Request
Assistance

Save Return to HR Cancel

7. 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.

Reviewing Applicant Lists

1. Click the hyperlink under the Review Name column to open the Applicant List review, and follow the instructions

entered by your HR Office, if applicable.

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

sign out [

USA SthflﬂCj Reviews

> ) ) L Due Returned HR Contact
Applicant List: HR Specialist Certs 053012017 NIA o
Hiring Actions
E Select the applicant lists below that you want to review.
Reviews Certificate 20170516-NWCU-001 Status Certificate 20170516-NWCU-027 Status
GS/0201/12 - Ranking List Incomplete GS/0201/11 - Ranking List Incomplete
@ San Antonio, TX @ San Antonio, TX
‘ 2 Applicants 5 Applicants
Alerts.
Certificate 20170516-NWCU-029 Status
O (GS5/0201/9 - Ranking List Incomplete
® San Antenio, TX
- 4 Applicants
Profile
Review (2) Lists lear Selections
Help
Request
Assistance
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3. Onthe Applicant List page, you can review applicant records, review documents, document selection decisions,

and add notes based on the permissions you have been granted. A basic display of the applicant information is

included on this page. 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 Staffing’
>

Hiring Actions

Request
Assistance

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

Applicant List: HR Specialist Certs > View Lists

Reviews

Due Returned
050302017 NIA i ]

HR Contact

Applicant Lists [ 2]

|:| Certificate 20170516-NWCU-001

|| I:'I Certificate 20170516-NWCU-027

Applicants &)

PayPlan/Series/Grade: GS/0201/11

Location(s): San Antonio, TX

[m] Applicant Name Rating Vet Preference Selection Decision Documents Notes Request Number Date Certified Interested
a3 cisi D) D 511612017
O Baggins, Frodo No Decision 1-) 0-) [}
O Duck, Daisy 95 No Decision :/; 2} snaizoT? \.
a WMouse, Milky a2 No Decision L/- E/- SM8201T7
Approval Status: | Incomplete v Next

Back to Assignments

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

resume.

USA Staffing’
>

Hiring Actions

Request
Assistance

Updated May 2017

Applicant List: HR Specialist Certs > View Lists

Reviews

Due Returned HR Contact
05/30/2017 NIA ()

Applicant Lists @

[ certificate 20170516-NWCU-001

| | ) Certificate 20170516-NWCU-027

Applicants &)

PayPlan/Series/Grade: GS/0201/11

Location(s): San Antonio, TX

Vewisiucions | P |

[m] Applicant Name Rating Vet Preference Selection Decision Documents Notes Request Number Date Certified Interested
u] Bagains, Frodo 93 No Decision 1 0.) 5116/2017 o
u} Duck, Daisy § Documents pr2017 ~ g
[m] Mouse, Milky 2017

)
Filter by Document Name: _

Document
LELS

Document
Type

Resume 52612017 17:0.

Back to Assignments
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6. Click the Notes drop-down if you would like to read or input notes for other Reviewers and/or the HR Office.

Click the + icon to add a new note, then click Save.

7. Click to toggle the icons to the right in each Applicant’s row per your Agency’s policy. Your
HR Office will inform you of any business processes they have identified for using these
options. If no business processes have been identified, you may use them to denote follow-
up actions with a candidate, indicate whether you have reviewed the candidate, and/or
designate candidates of interest.

-

0

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

Selection Decision box.

Selection Decision x
Decision Code
‘ Select a code.
Hiring Action Number
Select a request
Duty Location
Select a location
Position Description Number
Select a position
Series
Select a series

9. 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 drop-

down list.

10.

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 selected, you
can use the Next button to navigate between certificates.

USA Staffing’

Reviews

> ) . . . ) Due Returned HR Contact
Applicant List: HR Specialist Certs > View Lists 05702017 NIA o
Hiring Actions
E [ certificate 20170516-NWCU-001 | | [ cetificate 20170516-NWGU-027
Reviews i
Applicants o PayPlan/series/Grade: GS/0201/11 Location(s): San Antonia, TX View Instructions m
‘ [m] Applicant Name Rating Vet Preference Selection Decision Documents Notes Request Number Date Certified Interested
- " 93 cisi D) D) 51162017
Alerts = Baggins, Frodo No Decision :1- t/‘ ]
| =1 Duck, Daisy 95 No Decision :J EJ‘ 5162017 I~ &
& | =1 Mouse, Milky oz No Decision :/- E}w snaroTT
Profile
Help
E Apply Action Approval Status: Incomplete - Next
Make Selection Decision
Request
Assistance Print Documents
Add Notes
Back to Assignments
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11. Documents added by the HR office can be viewed, and additional documents can be uploaded to the Review by
clicking the Documents button in the right top corner of the page.

12. 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.

13. 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 the all statuses are complete.

H ® -
USA Staffing Reviews
> . ) L Due Returned HR Contact
Applicant List: HR Specialist Certs 057302017 NA P
Hiring Actions
E Select the applicant lists below that you want to review.
Reviews Certificate 20170516 -NWCU-001 Status Certificate 20170516 -NWCU-027 Status
GS/0201/12 - Ranking List Select GS/0201/11 - Ranking List Selectio
O San Antonio, TX lot O San Antonio, TX le
‘ 2 Applicants ~de 5 Applicants
Alerts

Certificate 20170516 NWCU-029 Status
O (G5/0201/9 - Ranking List g It
San Antonio, TX
- 4 Applicants

Request
Assistance

Retumn to HR

14. 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.

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?

Requests for Hiring Action

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 Personnel Action (SF-52). Each Agency may use Requests in USA Staffing
differently; please refer to your HR Office for Agency specific business processes.

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

USA Staffing’

Hiring Actions

.

Hiring Actions

Hiring Actions @

~ Filter T

Request Number = Position Title - Pay Plan-Series-Grade B
20170517-29559 Surface Maintenance hMechanic WGE-5801-10

SQ-17MAR 188149 SHEET METAL MECHANIC (AIRCRAFT) WG-3806-11

20170502-89679 Service Maintenance Mechanic WG-5801-8

SQ-17JAN186467 PUBLIC AFFAIRS SPECIALIST GS8-1035-12

a | Request Hiring Action I

Status = Selected Applicant =
San Antonio, TX Pending Recruitment —
Edwards AFB, CA Active Recruitment =
San Antonio, TX Active Recruitment -
MacDill AFB, FL Submitted =

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

USA Staffing’

Hiring Actions

>

Hiring Actions

Request
Assistance

Request Hiring Action

Type of Hiring Request Hiring Action Number *

New Vacancy v 20170526-32461

Requesting Customer * Requester *

Training Cfice Customer v

Is this an interdisciplinary postion? *
Yes

®No

Select a position description. *

Position Description Number Position Title

Generate

Series Pay Plan

Grades Specialties

Add From Library Add Manually

Do you want to recruit for a specific number of vacancies per duty location? *
Yes

®No

Select the duty locations where you want to recruit. *

City State Country

Total Vacancies *

County

Code

Add Location

Selectthe required Security Clearance level. * Is this a supervisory position? *

Not Applicable - No

Selectthe estimated amount of travel required. *

Not Required v

Submit to HR Save

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

4. |If the position is interdisciplinary, choose Yes from the options provided. You may select the PD information by
using the Add From Library option or enter the information by selecting the Add Manually button. To add
multiple positions associated with a single Request, repeat this step. This is typically used for multi-grade/career

ladder positions.
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10.

Indicate if you would like to recruit for a specific number of vacancies per duty location. If leaving this option
defaulted to No, enter the number of vacancies you wish to fill through this request in the Total Vacancies field.
Selecting Yes will allow you to enter specific values per location.

Add duty location(s) by clicking the Add Location button, identifying the appropriate search field(s), and clicking
the Search button. Mark the checkbox next to a location and click Add to include your selection in the Request.

Fill in the position settings from the Security Clearance, Supervisory Position, and Travel Required dropdown
menus as appropriate.

Once the request is saved, Documents can be uploaded using the button at the top right section of the page.
Note: Documents cannot be uploaded to a request after it has been submitted to HR.

Once saved, Notes can also be entered using the button at the top right corner of the page.

Click Save to leave the Request in an Incomplete status for later review and submission, or click Submit to HR to
finalize the Request and transmit it to the HR Office. Submitting the Request will forward the action to your HR
Office for review and action.

Additional Help

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

If you need further assistance after reviewing the online help, and if your permissions allow, you may submit a Help Desk
Ticket to the OPM USA Staffing Program Office by clicking the Request Assistance icon.

Updated May 2017

Hiring Actions Welcome, Maria Ahmad!  Sign Out [3*

USA Staffing’

> .. - ~ Filter T Request Hiring Action
Hiring Actions O &
Hiring Actions
=gt . Position Title - Pay Plan-Series Grade - Locations Status o S=Ed R
Number Applicant
E 20170502-89679 Service Maintenance Mechanic WG-5801-8 San Antonio, TX Active Recruitment
Reviews
20170517-29559 Surface Maintenance Mechanic WG-5801-10 San Antonio, TX Pending
Recruitment
= 5Q- SHEET METAL MECHANIC p Edwards AFB i
Alerts 17MAR188149 (AIRCRAFT) WGE-380e cA Active Recruitment
2017031369191 Administrative Officer NF-1101-2 San Antonio, TX Pending
[ ] Recruitment
-
Profile
20170223-97261 IT Specialist 65-2210-11/9 San Antenio, TX Pending
Recruitment
e SQ-17JAN186467 PUBLIC AFFAIRS SPECIALIST GS-1035-12 MacDill AFB, FL Submitted
Help
20170501-50307 Human Resources Specialist GS-0201-11/9 San Anteonio, TX Selection Made Fredo Baggins
E 20170307-44541 Human Resources Specialist GS-0201-11/7/9 San Antenio, TX Active Recruitment
Request 2017030750774 Human Resource Specialist GS-0201-11/7/% San Antonio, TX Selection Made Scott Davis
Assistance
20170307-15815 Human rescurce Specialist GS-0201-11/7/9 Robins AFB, GA Selection Made Eli King Tanner
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