DFAS USA Staffing Upgrade Desk Guide

Hiring Manager User

Updated June 2017 Version 111



Contents

L0 A =T o= TSP PRI 2
(oY =f=410 7= 21 | o PP PPPPPPPPPPPPPPPRE 2
T Lo ¥ =AY ot A Te T o TN ] PP PPPPPPPPPPPPPPPRE 3
RECEIVING @NA ACCESSING REVIEWS ..eeiiiiuiiiiiiciiiiee ittt st ee s sttt e e sttt e e e st taeesseateeeesstaeesssteeeesstaeessseaeessastaeessastaeessanseeessnsseeessnnes 3
Reviewing the ANNOUNCEMENT @NA ASSESSIMENTS . .eiiiiuiiiiiiciiie e ettt e seitee e st ee e seteeessarteeessastaeessastaeessastaeessastaeessasseeessnsseeessnnes 4
AT g Y- Y o o] [ Tor- Y ) A I ] PP URUPUPPRIN 6
2 Lol o S T [ B LYol U o V=T ol PP UUURRROt 9
TrOUDIESNOOTING LOGIN ISSUES.....eiieiieeieiiee ettt ettt steste st sttt et st ee et ese st steseesessassassesseseeseaeeseaaeeteses ssenessessessessesensersansaresseseenennenn 12
Vo o Lo T =1 I 1=1 o TP 112
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

Password Requirements

From: wsastaffingoffice @opm.gov <usastaffingoffice @opm.govs
sent: Friday, lanuary 8, 3016 8127 AM

To: hiringmanage rA01G@Aatmal com

Subject: Your New USA Staffing Azcount

As @ new system user, you will need to activate your account by creating a password. Once you complete this step, you will be able to access the system. The email address in your account is

hiringmanager 2016@hatmall.com.

Click on the link below to create your new password:
L11=i 4] stage.usastaffing govfAccount/SetPassword?R:

overPassword=Tbf8380f-58c0-4062-a039-dec0abdTedbd

1f you are unable to open this link, follow these Instructions to create your new password:

1. Copy the text below.

it tage usastaffing gov/Aecount/SetPassword?Recover Passy ThiB3B0f- SBe0-4062-2039-decOabd Fedbl
2. Open a new browser window.

3, Paste the copied text into the browser's address bar,

This link will axpire in 24 hours. If you fall 1o use it within this time, you will have to request a new password reset link on the USA Statfing login page hitpe:/fetage.ueastatfing gov).
Mote: This is an automated email message. Please do not reply.

USA Staffing® System

system’s Rules of Behavior.

Note: You will only need to activate your account the first time you log in

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:

0 Upper case: A-Z

O Lower case: a-z

0 Numbers: 0-9

0 Special characters:
H#@S%&*+=2:(){H]"

. 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.

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.

Welcome Sign Out E-’

Hiring Actions

USA Staffing’

> - - ~ Filter T Request Hiring Action
Hiring Actions @@ @
Hiring Actions
Heauest = Position Tile - Pay Plan-Series.Grade - Locations Status o SEmd R
Number Applicant
E 20170502-89679 Service Maintenance Mechanic WG-5801-8 San Antonio, TX Active Recruitment
Reviews
- . . Pending
20170517-29559 Surface Maintenance Mechanic WG-5801-10 San Antonio, TX
Recruitment
- SQ- SHEET METAL MECHANIC § Edwards AFB X
Alerts 17TMAR 188149 (AIRCRAFT) We-3806-1 cA Active Recriiment
2017031369191 Administrative Officer NF-1101-2 San Antonio, TX Pending
o Recruitment
-
Profile "
20170223-97261 IT Specialist 65-2210-11/9 San Antonio, TX Pending
Recruitment
0 SQ-17JAN186467 PUBLIC AFFAIRS SPECIALIST GS-1035-12 MacDill AFE, FL Submitted
Help
20170501-50307 Human Resources Specialist GS-0201-11/9 San Antonio, TX Selection Made Frodo Baggins
m 20170307-44541 Human Rescurces Specialist GS-0201-11/7/9 San Antonio, TX Active Recruitment
Request 20170307-50774 Human Resource Specialist GS-0201-11/7/9 San Antonio, TX Selection Made Scott Davis
Assistance
20170307-15815 Human rescurce Specialist GS-0201-11/7/9 Rebins 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.



You have a new Review pending for Request DEMO-JD-201-11-12 inbox « = B\

usastaffingoffice@opm.gov 6:20 PM (0 minutes ago) - v
tome [+
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-

0201-11/12 position.
https://stage. usastaffing. gov/Staffing/Review/ViewReview/379/10000237 ?Tenant=0PM

This review is due on 1/27/2016.
If you have any questions, please contact Heather Stern at Heather Stemn(@opm.gov or (202) 000-0000.
Mote: This is an automated email message. Please do not reply.

USA Staffing® System

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

. @ =
USA Staffing Reviews
> ) - Fiter T
Reviews € a
Hiring Actions
Review Name - ReviewType = Position Title - Other Reviewers Due . ﬁiqm":::s . Progress
FOHN'_CHRA Business Rules -all Applicant List Logistics Managemen Specialist Show Reviewers 02/27/2017 'D_‘ 0222 m
Reviews three lists 19308
I HR Specialist Certs Applicant List Human Resources Specialist None 05/30/2017 3245’;35 ” m
Alerts 0
Job Opportunity Announcement SHEET METAL MECHANIC PR SQ-
Sheet Metal Mechanic Al C it N 05/31/2017
nest Metal Mechanic Announcemen (J0A) ARCRAFT) one TMAR1E5140 m
[ ]
-

Request
Assistance

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 assignments (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.

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.
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.

. (] = Il
USA StO‘Fflﬂg Reviews sign out [
> . . Due Returned HR Contact
Job Opportunity Announcement (JOA): Sheet Metal Mechanic Announcement 05712017 NA Py
Hiring Actions
My Assignments € View Instructions Other Reviewers
E A [ Assessment: Sheet Metal Mechanic AC WG-3806-11 Text changes and comments
Reviews

“« B I =
A ==
Alerts 7. Clean, lubricate, inspect, and perform miner adjustments to tools and shop equipment according to established maintenance schedules.

A. | know little or nothing about this.

B. | have had study or training in this.

-_ C. | have used my knowledge or ability, but | have been closely supervised
D. | have used my knowledge or ability on my own, under normal supervision

Profile
E. | am consulted by other jgurmeypersons in difficult situations, or | am called on te do unusually difficult jobs
e Competency: Layout and Pattern Development (includes Geometric Projection and Triangulation)
Help 8. Use advanced and complex shop mathematics to calculate irmegular curves, angles, and pitch of metal surfaces
E A | know little or nothing about this
B. | have had study er training in this
Request C. | have used my knowledge or ability, but | have been closely supervised
Assistance D. | have used my knowledge or ability on my own, under normal supervision

E. | am consulted by other joumeypersons in difficult situations, or | am called on to do unusually difficult jobs.

Approval Statuses | |ncomplete a m
Incomplete

Approved

~ [0 Announcement Questionnaire Approved Pending Changes anges and comments
Rejected

w [J Announcement Text Text changes 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 assighment. 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.



USA Staffing’

Reviews

> Job Opportunity Announcement (JOA): Sheat Metal Mechanic Announcement

Due Rewmed  HR Conmact
DEALANIT M

L]

My Assignments &3

v [ Assessment: Sheat Metal Mechanic AC WG.I806.11
[ Announcement QuesScnnsice

Nlerts w [ Announcemant Texl

Regast
Assistance

Tert changes and cammens
et changes and conments

Taced changes and comments

I T

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.

L1

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

USA Staffing’

Reviews

>

Hiring Actions

Request
Assistance

Applicant List: HR Specialist Certs

Due Returned HR Contact
052012017 N/A i ]

My Assignments (3]
Select the applicant lists below that you want to review

©

Certificate 20170516-NWCU-001
(GS/0201/12 - Ranking List

Status

Incomplete
San Antonio, TX
2 Applicants
Certificate 20170516-NWCU-029 Status
GS/0201/9 - Ranking List Incomplete

San Antonic, TX
4 Applicants

Review (2) Lists

lear Selections

©

Certificate 20170516-NWCU-027
G5/0201/11 - Ranking List

San Antonio, TX

5 Applicants

Status

Incomplete

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 StOfﬂﬁg@ Reviews

> . . o . ) Due Returned  HR Contact
Applicant List: HR Specialist Certs > View Lists 05302017 NIA o
Hiring Actions
E ) Cerificate 201705 16-NWCU-001 ” ) certificate 20170516-NWGU-027
Reviews i
Applicants @) PayPlan/SeriesiGrade: GS/0201/11  Location(s): San Antonio, TX m
‘ =] Applicant Name ~ Rating Vet Preference Selection Decision ~ Documents ~ Notes  RequestNumber  Date Certified  Interested
Alerts u} Baggins, Froda 93 No Decision D] (or) 5182017 [}
u} Duck, Daisy 9% No Deision €D (o) 51162017 |~
[] az 511612017
- [m) Mouse, Milky No Decision 1) 0-)
Profile
Help
Approval Status: Incomplete v “
Request
Assistance

Back to Assignments

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

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

USA Stoffing‘ﬁ Reviews

> . . o ) . Due Returned HR Contact
Applicant List: HR Specialist Certs > View Lists 05302017 NA Py
Hiring Actions
E U Certificate 20170516-NWCU-001 | | |:l Certificate 20170516-NWCU-027
Reviews i
Applicants o PayPlan/Series/Grade: GS/0201/11 Location(s): San Antonio, TX View Instructions m
‘ [m} Applicant Name Rating Vet Preference Selection Decision Documents Notes Request Number Date Certified Interested
Alerts o Baggins, Frodo 93 No Decision 1 0~) 511612017 /]

[u} Duck, Daisy ¥ Documents pr2017 ~g

[ ] g bo17

Profile
Document Document
Name Type

0 tes Resume 5262017 170...

Help

Request
Assistance

Back to Assignments

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.

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- F\[E?

up actions with a candidate, indicate whether you have reviewed the candidate, and/or

designate candidates of interest.



8. To document a selection decision for an individual applicant, click 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. ..

Save Cancel

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
> N R o . . Due Returned HR Contact
Applicant List: HR Specialist Certs > View Lists 05/302017  NIA o
Hiring Actions
E [ Certificate 20170516-NWCU-001 || ) Certificate 20170516-NWCU-027
Reviews i
applicants (@) PayPlan/SeriesiGrade: GS/0201/11  Location(s): San Antanio, TX View Instructions m
‘ [m} Applicant Name Rating Vet Preference Selection Decision Documents Notes RequestNumber  Date Certified Interested
= 3 . \ 511612017
o & Baggins, Frodo No Decision 1) o) (]
& Duek, Daisy 5 No Decision D) (o) Sz ~ @
L J & Mouse, Milky 2 No Decision 1 0 shermT
- / /
Profile
Help
E Apply Action Approval Status: | Incomplete - Next
Make Selection Decision
Request
Assistance Print Documents
Add Notes
Back fo Assignments

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 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 the all statuses are complete.



USA Staffing®

Reviews

) . - Due Returned MR Contact
PP List: HR Sp list Certs 05302017 NA o
Sedect the applicant lists below that you want to review
Centificate 20170516-NWCUD0 Status Certificate 20170516 NWCUL0Z7 Status
G5/0201/12 - Ranking List i G5/0201 '
O SonAvtono 1x Net O San oo 7
2 Applicants

5 Apglicants

Status

Retum o 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?

Batch Printing Documents

1. Click the check box next to the individual applicants you want to print, or click the check box in the top row to

select all applicants on the certificate.



USA Staffin Q Reviews Welcome, Scott Harding!  Sign Out [ 3

- . . . Due Returned HR Contact
Applicant List: DEU CERT GS343-9 > View Lists 03152017 NA Judy Mintze o

[ certificate 201703 15-JJKA-001 |

Applicants (D PayPlan/Series/Grade: GS/0343/9  Location(s): View Instructions

E Applicant Name Vet Preference Selection Decision Documents Notes Request Number Date Certified Interested

O Doe. John TP - 5-point preference based.. No Decision @ 3152017
E Lamont, Tony NP - No Preference. No Decision @ 3152017
O Wilson, Sue NV - No Preference Claimed No Decision @ 3152017

Approval Status: Incomplete

Reguest
Assistance

Back to Assignments

2. Click on the Apply Action button that appears and select Print Documents.

Reviews Welcome, Scott Harding! Sign Out E—b
. . ) ) Due Returned HR Contact
Appllcant List: DEU CERT GS5343-9 > View Lists 03/15/2017 NIA Judy Mintze )
Hiring Actions
Applicant Lists ®
D Certificate 20170315-JJKA-001 |
Appiicants € PayPlan/Series/Grade: GS/0343/3  Location(s): View Instructions m
All 3 Applicant records are selected. Clear selected records
= Applicant Name Vet Preference ion Decision Notes Request Number Date Certified Interested
I Doe, John TP - 5-point preference based. . Mo Decision @ 3152017
I Lamont, Tony NP - No Preference Mo Decision @ 3152017
NV - No Preference Claimed i 3N5z2017
=41 Wilson, Sue Mo Decision @
Apply Acfion Approval Status: Incomplete - Next
Make Selecfion Decision
Request
Assistance Print Documents
Add Notes
Back to Assignments

3. Select the documents you wish to batch print and the document order. The click the Print Documents.



Choose Document Types

Select all document types

¥ Resume

Choose document order
* Order by List Rank
Order by Last Name

Print Documents

4. A message will appear confirming that the batch print report is in progress. Click OK to close the window.

5. Once the batch print report is complete, the alert icon will show a red number. Click on the alert icon to open
the alerts, and then click on the individual alert to open the documents in a PDF.

USA Staffin 9@ Reviews Welcome, Scott Harding!  Sign Out [ 3%
> Alerts (1 Due Returned  HR Contact
03/1522017 NiA Judy Mintze ()
Hiring Actions
Baich Printing Complete
Baich prinfing for Cerfificate number 20170315-JJKA-001 is complete. Click this alert io open the baich file.

Request Number Date Certified Interested

31572017
3152017

3152017

Incomplete d m

Request
Assistance

This s

Troubleshooting Login Issues

Action

Your activation email may have been sent to your junk folder, or caught in a
have a Review pending. firewall.

| have an email stating |




OR

| got my activation email
but the link in the email is
expired.

Please open a browser window and paste this in https://usastaffing.gov

Click reset password to establish your password.

Then navigate back to https://usastaffing.gov and sign in.

| keep resetting my
password but | still can’t
getin.

Accounts can only be reset once per 24 hour period. Please wait 24 hours
since your last attempt and then follow these steps:

Delete all temp files and cookies.
https://help.usastaffing.gov/USAS/index.php?title=Clearing your cache or t
emporary_internet files

Delete bookmarked URL (if you bookmarked it at all).
Close browser completely (all browser windows).
Open browser (preferably chrome).

Paste this in the window https://usastaffing.gov
Click reset password

Establish a password

Go back to https://usastaffing.gov

Login

Bookmark this URL for future use

When | try to log in with my
CAC | get an error message.

There is a known issue with the newer CAC. DoD changed a piece of the CAC
development a little over a year ago and USA Staffing can’t read the CACs
issued since that time.

They are working on a solution, but until that time, please sign in with your
email address and password.

Do accounts have
expiration dates? Will they
be shut down if not used?

Yes, accounts will become inactive after thirty days of inactivity.

To re-activate your account, go to https://usastaffing.gov
Click password reset
Reset Password

| can’t see some icons or
buttons on my screen. The
page is not displaying
properly

Compatible web browsers are Internet Explorer 9 or higher, (including
Microsoft Edge), Firefox, Chrome and Safari. Whenever possible, use Google
Chrome web browser instead of Internet Explorer (IE) as USA Staffing system
performs best in Chrome.

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. Additional resources can be found at
https://www.dfas.mil/careers/USA-Staffing-Upgrade.html.



https://usastaffing.gov/
https://usastaffing.gov/
https://help.usastaffing.gov/USAS/index.php?title=Clearing_your_cache_or_temporary_internet_files
https://help.usastaffing.gov/USAS/index.php?title=Clearing_your_cache_or_temporary_internet_files
https://usastaffing.gov/
https://usastaffing.gov/
https://usastaffing.gov/
https://www.dfas.mil/careers/USA-Staffing-Upgrade.html
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