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New Hire Training Exercise 3: Accessing USA Staffing Onboard as the New Hire

Now that you have completed the online portion of training for New Hire, it is time to log into the Training
environment of USA Staffing to practice what you have learned. Use this step-by-step guide to help you practice this
lesson. Retain your notes to assist you with other lessons.

You can access the entire practice training series on the USA Staffing Training Resources page at:

https://help.usastaffing.gov/ResourceCenter/index.php/USA_Staffing Training Resources.

This practice exercise will walk you through accessing the USA Staffing Onboard system as the new hire. Since you
will be taking these steps as the new hire, you will need to do the following before you begin:

o Complete New Hires Practice Exercises 1 or 2 to create a new hire record.

e Assign tasks to the new hire record.

e Send the Tentative Job Offer email notification to the new hire.

e Besure you have access to the e-mail account for the new hire selected from the certificate or the manual
record.

e Have access to the login.gov (for USAJOBS) account for the new hire. You will need to create a login.gov
account if the new hire does not have an existing account.

New Hire Name:

1. Check the email account you have created for the new hire to access the Tentative Offer email. Click the unique
access link in the email.

Congratulations on your selection for HR Specialist, GS-0201-7

usastaffingeffice@opm.gov
tome =

- U.S. Office of
- Personnel Management

Recruiting, Retaining, and Honoring a World-Class
Workforce to Serve the American People.

Dear Murphy Ericksen
Congratulations on your selection for HR Specialist, GS-0201-7.
Please respond to the tentative job offer by 02/11/2023

To respond to this offer, please use: https:/fonboard stage usastaffing, gow/?selectee=362 1b55%a-dedd-405e-a808-T7ace2d95d 3f&type=tentative

Image 1: The Tentative Offer e-mail received by the new hire.

2. After clicking on the unique link, you will be directed to the Tentative Job Offer response page.
3. Click Accept.
4. Click the Continue button on the Tentative Job Offer response page.



https://help.usastaffing.gov/ResourceCenter/index.php/USA_Staffing_Training_Resources

USA StOffln(j © Heip Center

Tentative Job Offer

To continue the onbeoarding process, the Office of Persennel Management needs you to complete additional actions in order to determine your suitability for the following
position

Position Title: Business Analyst

Pay Plan: GS

Series: 0201

Grade: 7

Duty Location: Kitsap County, Washington, United States
Salary: $50,000 Per Year

After reviewing the details of the offer you received in the email sent to murph_erickson@gmail.com, please indicate your acceptance of the conditions of employment by
electronically providing your response to the offer below. For questions regarding your offer, select the Request fo be Contacted option below or directly contact the
Human Resources point of contact identified in your offer

I, Murphy Erickson:
® Accept
O Decline

) Request to be Contacted

To continue the process, click Continue below. You will be prompted to log in to USAJOBS using Login gov, and then you will be able to complete onboarding tasks

©rTerms of Use © Privacy & Cookies

Image 2: Tentative Job Offer Response page.

5. After clicking the Continue button, you will be directed to the login.gov page for USAJOBS. As the new hire, click
the Sign In button and follow the system prompts to access your account.

If you do not have a login.gov account, click the Continue button. You will need to create an account to access
your Onboard account.
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Image 3: Login.gov page for USAJOBS.

6. Oncesigned in, you will be directed to the USA Staffing Onboard Welcome Page. Review the information on the
page and click Start to begin completing the assigned tasks.




Welcome O Tasks @ HelpCenter W Contact Us Logged in as: Murphy Erickson ~

Onboarding Progress = 0%
- U.S. Office of
= Personnel Management
]

Position Title: HR Specialist
Pay Plan-Series-Grade: GS5-0201-7

Recruiting, Retaining, and Honoring a World-Class Duty Location: Logan, Utah

Workforce to Serve the American People.

Welcome, Murphy Erickson

You have been tentatively selected for the position of GS-0201-7 HR Specialist with the Office of Personnel Management, User Support Online Help. Human
Resources requires that certain information be collected and verified prior to a formal offer being made; therefore, a number of tasks have been assigned for you to
complete. After you receive the formal offer from Human Resources, additional tasks will be assigned to facilitate a successful and timely entrance on duty.

The assigned tasks will provide you instructions on:

« Gathering your personal information

= Viewing, signing, and submitting various entrance-on-duty forms
Completing external actions required for the position for which you were selected
Completing required training courses

» Uploading required supporting documentation

If you have questions about your assignments, click the Help Center link at the top of the screen to access online help or contact one of the Human Resources contacts
listed on the Contact Us page

Click Start to begin the process
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Image 4: USA Staffing Onboard Welcome page.

7. Begin by clicking the Complete New Hire Questionnaire task link.

Welcome O Tasks @ HelpCenter W Contact Us Logged in as:  Murphy Erickson ~

Onboarding Progress 0%
- U.S. Office of
- Personnel Management

Position Title: HR Specialist
Pay Plan-Series-Grade: GS5-0201-7

Recruiting, Retaining, and Honoring a World-Class Duty Location: Logan, Utah

Workforce to Serve the American People.

= v =
Tasks O = Incomplete & = Complete

The tasks below have been assigned by Human Resources to communicate the required information and actions necessary for you to enter on duty. Click the Task
Name for each individual task to view the instructions provided by Human Resources and mark the task as complete. Some tasks have quick links that allow you to Start
or Continue working on the task. Note the due date for each assignment, and track your progress by referencing the completed date

Task Name Due Completed

O Complete New Hire Questionnaire

O w4 - Review, Sign, and Submit 0211712023

O 1-9 - Review, Sign, and Submit Form 02/18/2023

O OF-306 - Review, Sign, and Submit 03/03/2023

© Terms of Use © Privacy & Cookies ¥ USA gov

Image 5: USA Staffing Onboard Tasks page.




8. Afteryou have opened the Complete New Hire Questionnaire task, the Task Details page will display all
questionnaires associated with data fields to be completed. The information entered in the data fields are used to
automatically populate the onboarding forms assigned to the new hire.

Weicome O Tasks @HelpCenter W Contact Us Loggedinas: Murphy Erickson ~

Onboarding Progress = 0%
- U.S. Office of
= Personnel Management

Position Title: HR Specialist
Pay Plan-Series-Grade: GS5-0201-7

Recruiting, Retaining, and Honoring a World-Class Duty Location: Logan, Utah

WorkForce to Serve the American People.

= v =
Task Details QO =Incomplete & = Complete

Task Name
Complete New Hire Questionnaire

Task Instructions

The table below contains a list of questionnaires for you to respond to. Your responses to the questions within these questionnaires will be used to populate data onto the
farms which your Human Resources office has assigned to you through various tasks

Questionnaires To Complete
Questionnaire Name Status Action
O Biographic Information Incomplete
O Employment Information Incomplete m
0O Background Information Incomplete m

O Compensation Information Incomplete

Completion Date

© Terms of Use © Privacy & Cookies

Image 6: USA Staffing Onboard Tasks Details page.

9. After you have completed all questionnaires within the Complete New Hire Questionnaire task, click on the next
task listed to begin reviewing the details for the task.




Welcome O Tasks @HelpCenter W Contact Us Loggedin as: Murphy Erickson ~

Onboarding Progress = 100%
g U-S. Office of O
| Personnel Management

Pesition Title: HR Specialist
Pay Plan-Series-Grade: GS-0201-7
Duty Location: Logan, Utah

Recruiting, Retaining, and Honoring a World-Class
WorkForce to Serve the American People.

- v =
Task Details O = Incomplete (% = Complete

Task Name

Complete New Hire Questionnaire

Task Instructions

The table below contains a list of questionnaires for you to respond to. Your responses to the questions within these questionnaires will be used to populate data onto the
forms which your Human Resources office has assigned to you through various tasks.

Questionnaires To Complete

Questionnaire Name Status Action

(¥ Biographic Information Complete
& Employment Information Complete
(¥ Background Information Complete

& Compensation Information Complete

Completion Date

03/01/2023
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Image 7: USA Staffing Onboard Tasks page displaying the Complete New Hire Questionnaire task as Completed.

10. Click on the form name to begin reviewing the populated form.




Welcome O Tasks @ Help Center ¥ Contact Us Logged inas: Murphy Erickson ~

Onbearding Progress | 25%

- U.S. Office of O
- Personnel Management

Position Title: HR Specialist
- - ; Pay Plan-Series-Grade: GS-0201-7
Recruiting, Retaining, and Hor_!ormg a World-Class Duty Location: Logan, Utah
WorkForce to Serve the American People.

- v =
Task Details O = Incomplete (¥ = Complete

Task Name
QF-306 - Review, Sign, and Submit

Instructions

The OF-305 form is used by the security officer to determine your suitability for the position based on the information provided on the form. Please review the form below
to ensure your responses populated correctly and are accurate. When all information is accurate, sign and submit the form, as the applicant, to return it to Human
Resources.

Upon completion of the suitability review, the form will be returned to you. so that you can sign the form as the Appointee on the day you start or within 3 days prior to
your start date

NOTE: This task will remain active while Human Resources is performing the suitability review, after the Applicant signature is applied. After you apply the Appointee
signature, the task will be completed.

Form Name Next Action

O OF 306: Declaration of Federal Employment Review, Sign, and Submit Form to HR before First Day

Completion Date
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Image 8: USA Staffing Onboard Tasks Details page displaying the instructions for a form.

11. Once you have reviewed the accuracy of the information provided on the form, sign and submit the form. Then,
proceed with reviewing, signing and submitting all other assigned forms and ensure that you have completed all
other tasks. (Note: If you receive a message that you cannot sign a form until the start date, log into USA Staffing
as a HR User, open the record, and complete the Verify New Hire Arrived for First Day of Duty task).




OF 306: Declaration of Federal Employment
The form displayed below is read-only. If you need to make changes to any data displayed on the form, you must return to the appropriate
questionnaire and modify your response to the question(s) used to populate the form

Declaration for Federal Employment

{*This form may.

The information cobiected on this form is used 10 determine your acceptability for Federsl and Federal contract employment and your
envollment status in the Govemment's Life Insurance program. You may be asked 1o compiete this form at any ime during the hiing
process. Folow instructions that the agency provides. If you are selecled, before you are appointed you will be asked to update
your fespanses on this form and on other materials submitted during the application process and then 1o recertlly tat your answers
are true

AN your answers must be tuthtul and complete. A false statement on any part of this declaration or attached forms or sheets.
may be grounds for not hiring you, ormnmgymmyoumnmm you may be punished by a fine or
imprisonment (U.S. Code, titie 18, section 100

Either type your responses on tis form or print deary in dark ink. If you need sdditional space, sttach letter-size sheets (8.57 X 117).
Include your name, Social Security Number, and iem number on each sheet. We recommend that you keep a photocopy of your
completed form for your records.

Privacy Act

The Office of Personnel Management is authorized Lo request this information under sections 1302, 3301, 3304, 3326, and 8716 of
ttle 5. U. S. Code. Section 1104 of title 5 alows the Office of Personnel to delegat functions
to other Federal agencies. If necessary. and usually in conjunclion with another form or forms, this form may be used in conducting
an investigation to detemine your suabilty or your ability 1o hold a security diearance, and it may be disciosed to suthorized officisls
making similar, subsequent determinations.

Your Social Securty Number (SSN) is needed to keep our records sccurate, because ofher people may have the same name and
B o, Puble Low 104154 (Apri 26, 1996) asks Federal agencies to usa tis number 1o help identfy individuals in agency
records. Giving us your SSN or any oher information is voluntary. However, if you do not give us your SSN or any other information
requested, we cannot process your application. Incomplete addresses and ZIP Codes may also slow processing.

ROUTINE USES: Any disciosure of this record or information in this record is in accordance with routine uses found in System

Notics OPM/GOVT-1, General Personnel Records. This system allows diclosure of information to: training facilties; organizations

deciding ke for ve'memem Insurance, unempicyment, or hesih benefls:oficias i Bigaton or sdminisirve procsediogs where
ton of law of regulaton; Federal agencies

Teport and studies. oficias o abor ed by e of employees; Feders

Verify you are able to view the generated PDF form by clicking Confirm. If you cannot see the PDF form in the window above, please view

our online help to troubleshoot the issue.
e

Image 9: USA Staffing Onboard PDF form display page.

12. After you have completed all of the assigned tasks, the Congratulations! message will display indicating you have
completed the onboarding process in USA Staffing as the new hire. Click Close on the message and this Task
Details page to return to the main Tasks page.




Congratulations!
You have successfully completed all tasks currently assigned by Human Resources.

Note: Human Resources may notify you when additional tasks have been assigned at a later date. If this occurs, log in to the system and
complete all the newly assigned tasks

Image 10: USA Staffing Onboard Congratulations message.

13. The Tasks page will display green checkmarks next to all tasks indicating they are complete.

Welcome O Tasks @ HelpCenter ¥ Contact Us Logged in as: Murphy Erickson ~

Onboarding Progress = 100%
-DPM Us. Office of 1
-

Personnel Management

Position Title: HR Specialist
- - - Pay Plan-Series-Grade: GS-0201-7
Recruiting, Retaining, and Honoring a World-Class Duty Location: Logan, Utan
WorkForce to Serve the American People.

= v =
Tasks O = Incomplete & = Complete

The tasks below have been assigned by Human Resources to communicate the required information and actions necessary for you to enter on duty. Click the Task
Name for each individual task to view the instructions provided by Human Resources and mark the task as complete. Some tasks have quick links that allow you to Start
or Continue working on the task. Note the due date for each assignment, and track your progress by referencing the completed date.

Task Name Due Completed

& Complete New Hire Questionnaire 03/01/2023

& W4 - Review, Sign, and Submit 02/17/2023 03/01/2023

& 1-9 - Review, Sign, and Submit Form 02/18/2023 03/01/2023

& OF-306 - Review, Sign, and Submit 03/03/2023 03/01/2023
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Image 11: USA Staffing Onboard Tasks page displaying all tasks as Completed. If additional Forms or Tasks are assigned
to the New Hire record, the status bar will update the progress and no longer show as Complete.

This concludes the lesson on Accessing USA Staffing Onboard as the New Hire.




