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I T2H Data Collection

Agency Time to Hire:

1. T2H-1- From Hiring Need Validation to EOD:

* Time from when the manager confirms a hiring need to when the new employee begins work.

2. T2H-2 - From Hiring Need Validation to Tentative Offer:

* Time from hiring need validation to tentative offer being made.

3. T2H-3 - From Tentative Offer to EOD:

* Thisis the time between tentative offer being made and when the new employee begins work (EOD).

Applicant Time to Hire:

1. T2H-4 - From Application Submission to Tentative Offer:

* Thetime from when an applicant submits their job application to when they receive a tentative job offer.

2. T2H-5- From Application Submission to EOD:

* Thetime from when an applicant submits their job application to the day they start working.



I 2024 T2H Chart Template

Time to Hire (Oct 1, 2023 to Sept 30, 2024) T2H1 T2H2 T2H3 T2H4 T2H5

Time to Hire (T2H) 1:
Average number of T2H 1: Manager T2H 2: Manager

T2H 2: Manager
Validate Needto | T2H 3: Tentative

T2H 4: Application

T2H 3: Tentative | T2H 4: Application T2H 5: Application

. . . . Submitted to T2H 5: Application .
Mission Critical Occupations and Series 2R daysl per. 'T"e Validate Need to Valldatt_e IR Tentative Offer | Offer Made to Entry L TR S Subm_ltted & Tentative Offer | Submitted to Entry SR AT
from manager's hiring | Entry on Duty Total Tentative Offer on Duty Number of | Tentative Offer on Duty Number of
L . Made Number of on Duty . Made Number of on Duty .
need validation to Entry | Number of Hires Made . Hires Made . Hires
iy Hires Hires

Agencywide Time-to-Hire (excluding SES/appaintees):

0 O Os
0 e ey oy
0201 Human Resources Management
1102 Contracting
2210 Information Technology Management
SES Leadership (SES only)

Cybersecurity

Occupational Series Description
0391 Telecommunications (Cybersecurity)
0855 Electronics Engineering (Cybersecurity)
0854 Computer Engineering (Cybersecurity)
1550 Computer Science (Cybersecurity)

Agency or Sub Agency Specifc MCOs
Occupational Series Description

Agency Name
Date of this Report
Agency Point of Contact (POC)
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Modifying the Power Bl Report Output

Using the Time to Hire Detail for OPM Reporting

P | - ST



I T2H Detail Report (USA Staffing’s Power Bl) 2

Displays detail level data on the milestones of the hiring process and the
overall time to hire, with many more columns

QPM \ Time to Hire Detail

Organizations: Organization One, Organization three, Organization Two

Fiscal Years: 2024

Meonths: More than 10 Months Selected
Series: More than 10 Series Selected
Request Type: Onboard New Hire, Additicnal Selection, New Vacancy

Vacancy Type: Case Exam

Staffing Organization Name 5taffing Office Request Request Type Vacancy Vacancy Type Vacancy Announcement Announcement New Hire Name New Hire Number New Hire Creation New Hire Veterans Preference Status New Hire
Name Number Number Types Number Date Customer Name
Organization One Office A 20180731~ Additional 10273828 Case Exam DE DE-10273828-18-5C Bertram Gllfoyle HMEKT7-BLER 2/9/2022 NV - No Preference Claimed Customer 1 -
95905-0054 Selection Linked to Office A
Organization One Office A 20180731 Additional 10273828 Case Exam DE DE-10273828-18-SC Aubrey Aarone HTYY4-Y2P) 5/16/2023 SSP - O-point Sole Survivorship Customer 1 -
asanc_nnan Salaction —— Praf Linked to Office A
Organization fﬁ-‘ring Need Validation Date Application Originally Submitted Date Sent Tentative Offer Date New Hire Actual Start Date  Overall Days To Hire (Hiring Need Validated Date) Hiring Need Validation To Earliest Tentative Offer Sent N\imed Customer 1 -
Linked to Office A
Organization [0 12/15/2021 7/31/2018 2/9/202 11/6/2023 691 568med Customer 1 -
Linked to Office A
12/8/2022 7/31/2018 2/13/2024 432
12/8/2022 7/31/2018 10/11/202 10/10/2023 306
12/14/2022 7/31/2018 9/3/202 10/30/2023 320




Using Raw Data to Calculate Metrics - Steps
(Without Screenshots)

1. Runthe Power Bl Time to Hire Detail Report for all organizations needed.
Export/save to Excel spreadsheet format (XLSX).

2. Delete any rows above the column header rows. Identify any columns that
have been merged in the report output (e.g., Column A, B, C). Unmerge the
column's, ensuring data is not lost, then delete the empty columns.

3. Selectcell A1, then select Insert = Pivot Table. Press “OK” in the window that
appears to create the pivot table in a new worksheet.

4, Add “New Hire Pay Plan” as a Filter in the pivot table. Exclude SES/Executive
PPs using this filter.

5. Insert New Hire Series as Rows in the pivot table.



Using Raw Data to Calculate Metrics - Steps
(Without Screenshots Continued)

6. Insertthe following fields as Values in the pivot table twice:
* Overall Days to Hire (Hiring Need Validated Date) x2
* Hiring Need Validated to Tentative Offer Sent x2
» Tentative Offer Sent to Entry on Duty x2
* Application Originally Submitted to Tentative Offer Sent x2
* Application Originally Submitted to Entry on Duty x2

7. Forthefirst of each of the fields above, update the Value Field Settings to
Summarize Values by Average.

8. Forthe second of each of the fields above, update the Value Field Settings to
Summarize Values by Count.

9. Transcribe metrics and their associated number of new hires for required
series into the template spreadsheet for your agency.



Using Raw Data to Calculate Metrics - Step 1 (Run (@,
and Export)

* Login to Power BI, run the Time to Hire Detail report for your organizations.
* Once the Detail Reportis run, it can be exported.

All  TimetoHire TAAG

«  [yFile v > EBxport v [JView “/ (] » o ¥ Parameters (@ Subscribetoreport [ © search a o
@ Staffing O G Microsoft EXC”S!) | Fiscal Year 2024 Month January c<_-tru.)r',' March,..
Time to Hire & POF (pdf) Microsoft Cucel (xsx)
ries acan: No Value, Case Exam equest Onboard New Hire, Addit
Se Vi cy Type R Type
) Accessible PDF (.pdf)
Time to Hire Detail - - -
‘3‘ [®) Comma Separated Values (.csv) iIre Detall

Detail by Vacancy Number N : : -
Organiza @ Microsoft PowerPoint (.pptx) ation three, Organization Two

Detail by Request Number Fiscal Yeal & Microsoft Word (.docx)
. Months:
Time to Hire Job Aid =3 Web Archive (.mhtmi)
Series: M
Request 1 3 XML (i) nal Selection, New Vacancy

Vacancy Type: No Value, Case Exam

Staffing Organization Name Staffing Office  Request Request Type Vacancy Vacancy Type Vacancy A t A t New Hire Name New Hire Number New Hire Creation New Hire Vete
Name Number Number Types Number Date
Organization One Office A 20201216-41339 Onboard New Carrie Dever HAAAU-EIV3 12/16/2020 NV - No Prefere
Hire
Organization One Office A 20210219-43461 Onboard New teven ApexIRS HIQ5M-NVMA 2/19/2021 CPS - 10-point
Hire compensable st




Using Raw Data to Calculate Metrics - Step 2A
(Delete Rows)

* In Excel, delete all rows above the Column Headers. Some are hidden (row 8).

OPM

- - -
| Time to Hire Detail
3 7Organizations: Organization One, Organization three, Organization Two
3 |Fiscal Years: 2024
Months: More than 10 Months Selected

5 |Series: More than 10 Series Selected
g |Request Type: Onboard New Hire, Additional Selection, New Vacancy

Vacancy Type: No Value, Case Exam

7
@ Staffing Organization Name  Staffing Office  Request Request Type Vacancy Vacancy Type Vacancy A ement A ement New Hire Name New Hire Number New Hire Creation New Hire Veterans F
9 Name Number Number Types Number Date
Organization COne Office & 20201216-41339 Onboard Mew Carrie Dever HAAAL-BIVS 12/16/2020 NV - Mo Preference (
10 Hire
Organization One Office A 20210219-43481 Onboard New Steven ApexIRS HIQSM-NVIMA 2/19/2021 CPS - 10-point prefer
Hire compensable service|
11 disability of 30 percel
QOrganization COne Office A 20221027-26375 Onboard MNew Jessica Link HWXKS-SMIA 10/27/2022 NV - No Preference (
12 Hire
Organization One Office A 20221210-36210 Onboard MNew Bridget Dongarra HAYE3-INA3 12/10/2022
13 Hire
QOrganization COne Office & 20230921-63045 Onboard Mew Joyous FormsTester  HOBR3-ENUI 9/21/2023
14 Hire
Organization One Office & 20231026-35297 Onboard MNew Jessica Link HQHID-NUFS 10/26/2023
15 Hire
Organization One Office A 20231030-17150 Onboard New Jessica Verify HOB2D-5HTK 10/30/2023
16 Hire
Organization COne Office & 20231106-22532 Onboard Mew Jessica Link HLBGS-KSKB 11/8/2023 NV - Mo Preference (
17 Hire
Organization One Office A 20231228-4284% Onboard MNew Activity Brown HISLY-HB1N 12/28/2023
18 Hire

Time to Hire Detail

Data Dictionary ®




Using Raw Data to Calculate Metrics - Step 2B
(Unmerge Columns)

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View o Id entlfy merged COlu mns (| nClu d | ng
HRESEE Jn x| ==EHoe 8 |lcenem hidden column A) and Unmerge.
&~ e = = —
Pste g | BT U EY oA | === ==fBH]] 5% 9 Then delete empty columns.
Clipboard Font I Alignment Merge & Center
Al - £ Merge Across B C 0 E
== Merge Cells Staffing Search the menus
[ A O O D El] Organiza
Staffing Organization Name ing Offi Request B Ujerge Cells Organizat & Cut
2 e Number N ion One [® Copy
Organization One ce 20201216-4133% Onboard Mew Organizat
3 Hire ion One D Paste Options:
Organization One ce & 20210219-43461 Onboard New S, [©
Hire COrganizat E @ E&l
4 ion One Paste Special...
Organization Cne ce A 20221027-26375 Onboard Mew Organizat
\E; Hire ion One Insert
Organizat Delete
Check for merged or extra columns A - C, onone Clea Conterts
ion O
Q-S,and AU - AV (as labeled before on One_ Fomat el
. ; Column Width..,
0 Lig
deleting any columns). o Ore _
rganizat Hide
ion One _
Organizat Unhide




Using Raw Data to Calculate Metrics - Steps 3, 4,
and 5 (PivotTable)

ome Insert Draw Page Layout Formulas Data Rey In the PiVOtTable FieldS VieW add
TS el 1 Filters, Rows, and Values

% lcans él Screenshot ~

Pictures Recam
FA 30 hladale ,

PivotTables

A B c D E F G H 1 J K L M N o P Q R = )
1 [New Hire Popmmaliain) [~ PivotTable Fields v X
Tables ]
search Choose fields to add to report:
-] (A1)
Al - -ﬁf vIFP Search jol
LGS
LMIWG =
A B [] New Hire Name [«
£ 'r £ 'r u'r R [[] New Hire Number
s ing s ing 2= — [] Mew Hire Creation Date D
1 Orgar"za Name NIJI11|: [] New Hire Veterans Preference Status
— = =
Organizat Office A 20201 .
. Select Multiple tems } New Hire Pay Plan
2 |1on One 4 New Hire Series
L - =
Organizat Office A 20214 |
i T [T] Hiring NeegiValidation Date
1on One 16 (1330 — n s n (=]
17 |3705
3 12 |Grand Total Drag fields b en areas below:
i Filters Columns
20
MNew Hire Pay Plan -
21
22
23
24
= Rows Values
20 Mew Hire Series
27
28
29
30
31

Sheet1 Time to Hire Detail Data Dictionary O] [« |




Using Raw Data to Calculate Metrics - Step 6
(Setting Values)

PivotTable Fields v oox
Choose fields to add to report: Cp v
Search jo

Hiring Meed Validation To Earliest Tentative Off..
Hiring Meed Validated To Tentative Offer Accep...
[] Request Approval Te JOA Review Sent
[] JOA Review Sent To JOA Review Returned
[] JOA Review Returned To Announcement Open
Application Originally Submitted To Tentative O...
Application Originally Submitted To Entry on Duty I
[] Announcement Open To Close ]

\ [7] Announcement Close To Certificate Issued

Drag fields between areas belolg

Filters

Mew Hire Pay Plan A

Rows  Values
Mew Hire Series - Sum of Overall Day... =
Sum of Overall Day... = .
Add each twice

Sum of Hiring Mee... =

Sum of Hiring Mee... =

.

[] Defer Layout Update



Using Raw Data to Calculate Metrics - Steps 7 and 8
(Value Field Settings)

|| Announcement Lipes et taes L

[] Announcement C

Mowve Down -] Value Field Settings O ot

. Source Mame: Owerall Days To Hire (Hiring Meed Validated ...
Drag fields between ar ] [Hiring

Move to End Custom Mame: |Average of Overall Days To Hire (Hiring Meed Validated Date)

Filters Move to Report Filter
. summarize Values By  Show Values As
Mew Hire Pay Plan Mowve to Row Labels f

Summarize value field by

Maove to Column Labels

Choose the type of calculation that you want to use to summarize

W nfinad)

Sum
Count |

Average

Max k‘
Min

Product

Rows

@ ValueField seﬁiﬂgsr.\
A | Surn of Overall Ijﬁgr ~ |

Mew Hire Series

Surn of Owverall Days To Hire (Hiring Meed Validated Date)

ST O T T T

Sum of Hiring Mee... ~ [~ Number Format Cancel

[ Defer Layout Update




I Using Raw Data to Calculate Metrics - Step 9

Transcribe metrics into the spreadsheet template for submission

A B = D E F G H | 1 K
1 [New Hire Pay Plan (All} -
2
Average of
Application Average of
Count of Overall Average of Hiring Originally Count of Application Application
Average of Overall Days To Hire (Hiring Need Validation To Count of Hiring Need  Average of Earliest Count of Earliest Submitted To  Originally Submitted Originally Count of Application
Days To Hire (Hiring Need Validated Earliest Tentative  Validated To Tentative Tentative Offer SentTo Tentative Offer SentTo Tentative Offer To Tentative Offer Submitted To Entry  Originally Submitted To
3 |New Hire Series v Meed Validated Date) Date)2 Offer Sent Offer Accepted Entry On Duty Entry On Duty2 Sent Sent2 on Duty Entry on Duty2
4 0006 2.0 1
5 0007 123.3 3 9.0 -4.0 2
6 (0011 3.3 3 2.0 2 2.0 2
7 0017 3%4.0 1 37L.0 1
8 (0023 79.0 1 770 1
9 0201 447.3 11 219.1 & 261.6 8 1679.6 3 1488.0 8
10 0203 113.0 1 1.0 112.0 1
11 |0301 1091.0 1 2.0 1 1089.0 1
12 (0343 362.7 3 18.0 2 577.0 2
13 0650 14059.0 1 2.0 1 1407.0 1 0.0 1 1407.0 1
14 (1082 94.0 1 92.0 1
151111 649.0 1 2.0 1 647.0 1
16 |1330 12.0 1
17 (3705 10.0 1
18 |Grand Total 361.4 30 101.0 14 361.0 18 1399.7 6 1154.3 12
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Questions, Help, and Feedback

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

Help

Scoess frequently as

sh ar submit & help desk ticket

Submit Help Tleket

ouide specilic inormation which r

ach ol the questic

Irskrsclians: I ¢

cedder bo submit a ticket abaut your issue, pleasa respand o &

i b research and resalve y nitting, we will respond ta the tick email to wpdate you on a resolution

First Mame * Lasl Mame *

| First Mame Last Mams |

Email Address”

| cmail Address |

Flease enler any addiional reciplents whio should reosive 2 copy of this Srm submission. Separate miltiole email addresses with commas

| Ermail Addres: |

Please enler a subject for the probiem being encounbered. * Phone Number

Fhone Mumbse |

Select the area for the ssue of request. ”

Briwer il z

Identity the type of issue or request.” Specrty what the 1ssue or request ("

r

| Enhancernent Request

Prosdde your speciiic Cimcs Name

Hewr o
M
Other

Please enler a delailed descrption of the issue, inGluding informmaion S s T s ST S S R AT W TS WS
encountered, wh U EXpeC happen versus what achually happened, impact of the ssue, etc. After the ticket 1s oreated, please
respond with screenshols (do nod include P if applicable.*

| Office Name

LseSCripRion



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

Thank You
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