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USAS - Time to Hire App 
Overview
Powered by the USAS Power BI service
and Talent Acquisition Analytics Group (TAAG)



Generating Time to Hire Data
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USAS Time to Hire app (in Power BI) reports on the hiring 
phases and milestones within USAS

Hiring phases and milestones:

The number of days from when the manager validates the hiring need against agency workforce, staffing, or 
recruitment plans (Hiring Need Validated Date) to the date the new hire Enters on Duty (Confirm EOD Date) Overall Time to Hire:

OPM | End to End Hiring Initiative

Standard Workflow: OPM 80-day hiring process roadmap

Hiring Phases and 
Milestones

Agencies can monitor hiring phases and milestones through standard or agency-specific workflows and 
tasks to identify potential bottlenecks in the process.

https://www.opm.gov/policy-data-oversight/human-capital-management/hiring-reform/reference/end-to-end-hiring-initiative.pdf


• When HR staff perform actions within USA Staffing, Time to Hire (T2H) data is 
automatically collected

• Overall time to hire is automatically calculated for each request

• Data output is reliant on the use of workflows and tasks, including:
o Identification of steps in the staffing and onboarding processes
oTracking task activation date, completion date, and owner (e.g., HR User, 

Hiring Manager, New Hire)
oDocumenting expected time to complete each milestone

• Data is provided to comply with OPM’s annual time-to-hire reporting mandates
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The Power BI Time to Hire Detail Report
Receives Data from USAS



Step 1: Data on hiring phases and 
milestones are only available if a Workflow 
and Tasks are set up appropriately

• A Workflow is a bundle of tasks that can be 
assigned at the same time and include 
established due dates for each task

• A Task is an assignment that must be 
completed by an HR User, Hiring Manager, 
Onboarding User, and/or New Hire to 
complete the staffing process.

• An agency can use a standardized 
workflow or create a custom 
workflow/task
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Populating Time to Hire Data: Workflow Setup

Create Workflow | USAS Help

https://help.usastaffing.gov/USAS/index.php?title=Create_Workflow


Step 2: Initiate a Request and assign a Workflow
• The Hiring Need Validation Date is the starting point for Time to Hire reporting

o The date is either:
 Identified by the HR User when creating the request; or
 Collected from an agency via an interconnection; or
 Calculated as 2 days prior to the Request Approval Date (system-generated)

• A Workflow is required to create a vacancy
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Populating Time to Hire Data: Assign a Workflow

Request | USAS Help

https://help.usastaffing.gov/USAS/index.php?title=Request


Step 3: Complete the Tasks
• As HR Users and Hiring Managers work through the staffing process, Tasks 

are completed and Time to Hire data is automatically populated
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Populating Time to Hire Data: Complete the Tasks

Task Overview | USAS Help

https://help.usastaffing.gov/USAS/index.php?title=Task_Overview


Step 4: Verify New Hire Entry on Duty (EOD)
• When the new hire successfully completes onboarding tasks and enters on 

duty, HR Users and/or Onboarding Users complete the "Verify the New Hire 
Arrived for their First Day of Duty" task, which completes overall time to 
hire measurement for the request
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Populating Time to Hire Data: Finish the Tasks

Task Overview | USAS Help

https://help.usastaffing.gov/USAS/index.php?title=Task_Overview


Custom Tasks won’t appear in the standard Power BI Time to 
Hire Detail paginated report. Other options include:

• USA Staffing’s Time To Hire API

• Custom Cognos reports

Future Power BI solutions are planned to support this need
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Custom Tasks Are Not Included in Report Output

https://developer.usastaffing.gov/Interconnections/DataAPIs/Documentation/Details?api=TimetoHireAPI


Viewing Data in USAS Time to Hire App 
(Power BI)
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• Data from USA Staffing is refreshed at least 3 times per day

• Goal is for more frequent refreshes

11

Power BI Refresh Expectations
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Power BI Paginated Report Format

• Intended for “fits-on-paper” memos/reports
• Effective for viewing a table/spreadsheet
• Offers on-the-fly filtering
• Permits data manipulation (Excel pivot, etc.)

Power BI Paginated Reports 
include:

 Exporting to Excel
 Scheduling
 Authoring (dataset access)



Access Power BI through USA Staffing:
https://www.usastaffing.gov    Reports  Power BI

13

Navigating to USAS Time to Hire App

Access roles:

 HR User

 Hiring Manager

 Onboarding User

For help, see related job aids on the Data Resource Center (DRC): 
https://developer.usastaffing.gov 

https://www.usastaffing.gov/
https://developer.usastaffing.gov/
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USAS Time to Hire is in the “Apps” area of Power BI
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USAS Time to Hire Detail Paginated Report

Output: Tabular data on hiring process milestones and overall time to hire for an applicant



These columns include:
• Overall Days to Hire (Hiring Need Validated Date)
• Request Info
• Vacancy Info
• New Hire Info
• Announcement Date Info
• Certificate Date Info
• New Hire Start Date Info
• Offer Dates
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USAS Time to Hire Detail Contains Over 40 Columns

Note: Custom Tasks are not available in this standard report (see previous section)
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USAS Time to Hire Detail: Show/Hide Parameters

Before a paginated report can be run, the Parameters must be set

Parameters are set on the Home tab of the report:
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USAS Time to Hire Detail: Select Parameters

Parameters:
1. Staffing Organization Name
2. Fiscal Year
3. Month
4. New Hire Series
5. Request Type
6. Vacancy Type
7. Request Number
8. Vacancy Number



19

USAS Time to Hire Detail: Pick Staffing Organization Name

1. Start by selecting the Staffing 

Organization Name

2. The search field can be used to narrow 

the results

3. Use “Select All” to select all options
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USAS Time to Hire Detail: Choose Parameters

Once Staffing Organization Name is set, the page will reload

Other parameters will be auto-filled with Fiscal Year, New Hire Series, Request, and Vacancy 
options

Proceed by making selections in all parameters

When all  required fields (including Vacancy Number) are filled,
the View Report button will be active 

NOTE: By default, all possible values (including nulls/No Value) are selected for Vacancy Type and Vacancy Number so 
that data for all new hires (including those not selected through a vacancy) is provided.



21

USAS Time to Hire Detail: View Report

Pressing View Report will generate the report
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Once the report has run, 
the first page will 
display.

The Home tab will 
contain several active 
buttons, including:
• Page select
• Search (text)
• Export
• Subscribe

USAS Time to Hire Detail: 
Searching and Pagination



Subscribing to Time to Hire Detail
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USAS Time to Hire Detail: Subscribe

Subscribe to reports | Microsoft Learn

https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator
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USAS Time to Hire Detail: Standard Subscription
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USAS Time to Hire Detail: Subscription Details
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USAS Time to Hire Detail: Send Now and Disable Schedule
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USAS Time to Hire Detail: Subscription via Email



Exporting Time to Hire Detail
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USAS Time to Hire Detail: Export Options



Time to Hire Best Practices

31



• Ensure workflows with the appropriate tasks are created and utilized for staffing 
and onboarding activities

• When using the OPM 80 Day Workflow, the standard Time to Hire reports capture 
key milestones

• When using custom workflows:
• Custom reports can be developed to capture key milestones
• Ensure each step/stage is created to eliminate gaps in time (i.e., one event is 

the end point of one step and the starting point of the next)
• Data is only reportable if actions and information are being completed 

within or entered in USA Staffing!
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Workflows and Tasks



• Standard Time to Hire reports 
measure the days to complete 
10 non-overlapping hiring 
phases.

• Each phase is to be completed 
by a specified party (e.g., HR, 
hiring manager).

• This helps to identify 
bottlenecks and efficiencies.

• Concurrent phases can also be 
identified to help pinpoint where 
a bottleneck or efficiency is 
occurring.

Clearly Defined Start and End Points for Hiring Phases

Phase 1 Request Approval JOA Review Sent (Earliest)

Phase 2 JOA Review Sent (Earliest) JOA Review Returned (Earliest)

Phase 3 JOA Review Returned (Earliest) Announcement Open Date

Phase 4 Announcement Open Date Announcement Close Date

Phase 5 Announcement Close Date Certificate Issue Date

Phase 6 Certificate Issue Date Certificate Review Returned Date (Earliest)

Phase 7 Certificate Review Returned Date (Earliest) Certificate Audit Date (Earliest)

Phase 8 Certificate Audit Date (Earliest) Tentative Offer Sent Date (Accepted or Earliest)

Phase 9 Tentative Offer Sent Date (Accepted or Earliest) Official Offer Sent Date (Accepted or Earliest)

Phase 10 Official Offer Sent (Accepted or Earliest) Entry on Duty



• Hiring Need Validation and Request Personnel Action Dates
• Ensure dates are accurate, especially if creating request numbers from a certificate using 

the Create Additional Requests button, to ensure accurate recording of the starting point 
for overall Time to Hire reporting

• Verify the New Hire Arrived for their First Day of Duty
• Ensure this task is completed, and completed in a timely manner as it is the end point for 

Time to Hire reporting

• Tags
• Appointing Authority and/or Mission Critical Occupation tags can be used to track different 

types of hiring (e.g., Direct Hire)
• Tags can be applied to requests, vacancies, and/or new hires

34

Accurate Dates and Tags



• Close Out Vacancies
• Complete all necessary steps (e.g., notifications sent, certificates 

audited, USAJOBS Job Status updated) are carried out to fully 
close out vacancies and requests and ensure robust reporting is 
available
• Ensures all relevant dates are available for Time to Hire reporting
• Only fully closed out vacancies are available for Applicant Flow Data reporting

• Identify Checks and Balances
• Standard and/or custom reports can be used to identify when 

best practices are not applied
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Close-Out Actions
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Closing Out Vacancies: Ensure All Certificates are Audited

Certificate Status Dashboard
Dashboard and tabular data displaying the status of issued certificates, including metrics identifying the 

number of certificates issued, audited and unaudited, unaudited certificates by days since issued, and 
certificate review status.

Team Content > USA Staffing Packages and Folders > Hiring Data Warehouse > Certificate
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Closing Out Vacancies: Send Notifications and Update USAJOBS Job Status

Vacancy Close-Out Report
Report to identify vacancies where some sort of action (e.g., updating USAJOBS Job Status, auditing 

certificates, sending applicant notifications) may be required to close out the vacancy.

Team Content > USA Staffing Packages and Folders > Hiring Data Warehouse > Vacancy



Exceptions, Caveats, and 
Considerations
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• Columns not yet supported in Power BI (refer to Cognos):
• Certificate Review Returned
• Certificate Returned to Certificate Audited
• Certificate Issued to Certificate Returned

• Visible parameters are truncated (showing only first selection in the report data)
• Request Numbers and Vacancy Numbers output

• Metrics for Updated Guidance and Reporting Requirements for Time to Hire Reporting not yet 
supported

• Excel: leading zeroes not carried over for Series

• Footer: Run Time displays in UTC 0 (time zone)
…Further details are available in the technical release notes

Exceptions, Caveats, and Considerations



https://developer.usastaffing.gov/Help/SubmitTicket

40

Questions, Help & Feedback

https://developer.usastaffing.gov/Help/SubmitTicket
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