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New Hires Training Exercise 2: Manually Creating a New Hire Record

Now that you have completed the onlim®rtion of training forthe New Hiresarea, it is time to log into the Stage
environment ofUSA Staffing to practice what you have learned. thisestepby-step guide to help you practice this
lesson. Retain yourotes to assist you with other lessons.

This practice exercise willalk you throughmanuallycreating a new hire record.

You canalsoaccess the entire practice training ser@sthe USA Staffing Training Resources page at:
https://help.usastaffing.gov/USASUpgResCtr/index.php/USA_Staffing_Training_Resources

Before you begin this exeise:

1 Your Office Administrator will need to createboardingworkflows that you can assign to the new hire record.

1 Your Office Administrator will need to creaad entative Offer notificationemplatethat you can send to the
new hire.

1 Be sure you havecaess to the anail account for the new hire selected from the certificate.

1. Click theCreate Requedbutton on the New Hires tab of your dashboard.

U S A Stoff | a 9® N Staffing Admin Reports Search Dana Johnson (UAT) -ALL
DASHBOARD ~ (]

7 Tasks 4 Requests 13 New Hires

New i (7

Active v All Offices v All Customers v Allowners

Name Customer %+ Process Owner +  Status +  Start Date +  Active Tasks Logged In

Adams, Joy Marie ASMB User Publications Dana Johnson Active 4/4/2017 5 Yes

Apex, Steven Curtis ASMB User Publications Rory Morris Active 4/17/2017

Baconly, Barbara ASMB User Publications Lisa Robinson Active

Barrett, Karen ASMB User Publications Robyn Bachmann Active 5/1/2017

Box, Tiffany ASMB User Publications Dennis Harp Active
Brown, Tammy Renae ASMB User Publications Pete Bachrach Active

5/15/2017

Carter, Chris ASMB User Publications sherron Meadows Active

Image 1:New HireDashboard with the Create Request button highlighted.
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2. Complete the Request Information page.
a. Type orGeneratea Request Number
Select ERequesting Customdrom your dropdown list.
Leave theRequest Typ@asOnboard New Hire
Select ERequesterfrom the dropdown list.
Add aPosition Description Numbeof 1234.
Enter aPosition Title
Leave thePay PanasGS
Type and seledhe appropriatenumberin the Seriesfield.
Selectl2for the Grade. (You can either type directly in the box and Fessror select them from the
drop-down list.
j- Do ot addany Specialties
k. Change th@ravel Requiredo Occasional Travel
I.  Selecta security clearance level.
m. Press theSavebutton.

S@ "o ao0C
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« Request 20170409-28687

Request Number Customer Request Type Status

20170409-28687 ASMB User Publications Onboard New Hire Incomplete

Request Information Location Information New Hire B Documents 0 & Notes 0 a History

Request Information

Request Number * Requesting Customer * Request Type

20170409-28687 ASMB User Publications Onboard New Hire
Generate

Requester *

Damon Carter

Position Descriptions ' 1 Interdisciplinary

Position Description # Position Title Series Grade(s) Specialties

1234 Program Analyst Gs v 0343 - Management And Pro... v x 12

Position Settings

Travel Required Security Clearance Required

Occasional Travel v Public Trust - Background Investigation Supervisory Position

Image2: Request Information page completed as specified in the above steps.

3. Click the newly activad Location Information tab and complete the Location Information page.
a. IntheFind Locatiorbox, typeWashington D@nd selecWashington, District of Columbia
b. Enterlin theVacanciedield.
c. Click theAdd Locatiornbutton.
d. ClickSave
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4 Request 20170409-28687

Request Number Customer Request Type Status

20170409-28687 ASMB User Publications Onboard New Hire Incomplete

Request Information New Hire B Documents 0 @& Notes 0 & History

Set Number OF Vacancies By

Location

Find Location

Add Location

Locations 1

Vacancies City [ s Country :  County [ Code

1 Washington DC United States District of Columbia 20415

Image 3:Requesttab with the Location Informatiopagehighlighted.

4. Click the New Hirpageand complete tle request
a. Enter theFirst Name Middle NameandLast Name (andSuffixif applicable).
b. 9y (G SNJ i KEmsilPddress A NE Q a

c. Select theMonth of Birth andDay of Birth and . (You wll need to remember this
information).

d. ThePosition Description NumbelSeries Grade andDuty Locatiorwill automatically populate.

e. Select theOffice.

f. SelectManual Onboardingor the Workflow.

g. Click theApprove Requesbutton. (If the Approve Requesbutton does not display, clicRaveand

contact your Office Administrator on how to proceed user with a higher profile permission level will
have to approve the requept

USA St()fﬁmgL & Staffing Admin Reports Search _ B & DanaJohnson (UAD-ALL
REQUEST 20170409-28687 ~ & @

A Request 20170409-28687

Request Number Customer Request Type Status

20170409-28687 ASMB User Publications Onboard New Hire Incomplete

Request Information Location Information m B Documents 0 @& Notes 0 & History

First Name * Middle Name Last Name * Suffix

Chad Garcia

Email Address * Month of Birth * Day of Birth *

Chad.Garcia1900e@yahco.com 04 - April 28

Position Description Number * Series * Duty Location *

1234 v 0343 - Management And Program Analysis v Washington DC, District of Columbia, ...

Office * WorkFlow *

ASMB User Publications v Manual Onboarding

Image 4:Requestab with the New Hirepagehighlighted.
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5. The ApprovedRequest page will displaydased on the information you previously entered, this page will display
the Request InformationVacancy Created?osition DescriptionsPosition SettingsRequest Locationsand
New Hire Click theview New Hirebutton to open the new hire record.
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<4 Request 20170409-28687

Request Number

20170409-28687

Customer

Request Information

Request Information

Request Number

20170409-28687

Requester

Damon Carter

Vacancy Created ©

Vacancy Number Status Vacancy Type

Position Descriptions ' 1
Position Description Number Position Title

Program Analyst

Position Settings

Travel Required

Occasional Travel

Request Locations
Vacancies City

1 Washington DC

New Hire

First Name Middle Name

Chad

Email

Chad.Garcia1900e@yahoo.com

Position Description Number

1234

ASMB User Publications

Request Type

Onboard New Hire

Request Type

Onboard New Hire

Approved By

Dana Johnson

Workflow

Series

0343 - Management
Analysis

Security Clearance Required

Public Trust - Background Investigation

Country

United States

Last Name

Garcia

Office

ASMB User Publications

Series

0343 - Management And Program Analysis

USAJOBS Announcement Type

Status

Selection... -

B Documents 0

Requesting Customer

ASMB User Publications

Specialties

And Program

Supervisory Position

County

District of Columbia

Suffix

Duty Location

Washington DC, District of Columbia

Grade

12

Image5: The Approved Request page that displays the request details.

@ Notes

0 History

Rating Combination

Interdisciplinary

Location Code

20415
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6. After clicking theview New Hirebutton, you will be directed to the Manage Tasks page of the recétowever,

youwill need to navigate to the Overview page first to assign staff a®tifearding Process OwngrR
Contacts Benefits ContactsandPayroll Contacts These are the users who will manage the record.

USA Stoff|n9® ~® Staffing Admin Reports search & Dana Johnson (UAT) -ALL v
NEW HIRE: CHAD GARCIA ~ ()

@ Overview Assignments B Questionnaires

CHAD GARC'A Customer . . New Hire Number Status
CboARcmsootvatoocon  ASMB User Publications HRNKW-AJSC Complete Q

Onboarding Information Notification History @ Notes 0 & History

summary Contact Information

Supervisor/Manager Damon Carter v
Name Chad Garcia

Pay Plan-Series-Grade GS-0343-12 Onboarding Process Owner Dana Johnson ¥

Position Title Program Analyst HR Contacts * Rory Morris

Office ASMB User Publications

Benefits Contacts % Lori Davis

Customer ASMB User Publications

Payroll Contacts
Creation Date 4/10/2017 % Sherron Meadows

Start Date 4/13/2017
Request Number 20170409-28687

Tentative Offer Accepted 4/13/2017

Image 6: Overview page displaying the Contact imédion area to assign staff to the record.

7. After assigning contacts to the record, go to the Assignments whgee youwill begin managing theasksfor
the record.

USA Stofflng@) N Staffing Admin Reports Search aa Dana Johnson (UAT)-ALL +
NEW HIRE: CHAD GARCIA « o

@ Overview Assignments D’ Questionnaires

CHAD GARC'A Customer i i New Hire Number Status
CHAD.GARCIAT900E@YAHOQ.COM ASMB User Publications HRNKW-AJSC Active (A

Manage Tasks Documents Forms @ Notes 0 & History

Tasks 2

All Statuses v Human Resources

Task Name Owner :  Status Due ~ Completed Date B

Send Official Offer Dana Johnson Pending 04/22/2017

Confirm Entry on Duty Dana Johnson Pending 05/06/2017
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8. Filter the Manage Tasks page to display Mev Hiretasks. Click theAssign Workflowbutton to assign tasks
for the new hire to complete Remember, workflows are a group of tasks that can be assigned to the record at
one time and these taskhave preestablished due dateset by your agencfpr reporting purposes.

USA Stoffing® H Staffing Admin Reports S DanaJohnson (UAT) -ALL v

NEW HIRE: CHAD GARCIA ~ (2]

@ Overview Assignments B Questionnaires

Customer New Hire Number Status
CHAD GARCIA ASMB User Publications HRNKW-AJSC Active & Q

CHAD.CARCIAT900E@YAHOO.COM

Manage Tasks Documents Forms @& Notes 0 % Histmy

Tasks

All statuses v I New Hire

Task Name +  Owner ¢ Status B - Completed Date

Complete New Hire Questionnaire New Hire Active

Image8Y ! ySg KANBQA NBO2NR A& 2y GKS 'aaadayySyida dalo

9. Select the appropriate workflow and clithe Assign Workflowsutton on the popup (if you do not have any
workflows to select frominform your Office Administratothat workflows need to be creatgd

Assign Workflows

WorkFlow Name

Background Investigation Requirements

Benefits Forms

Employment Forms

Payroll forms

Standard New Hire Package

Assign Workflows

Image9:! ySg KANBEQa NBO2NR A& 2y GKS alyl3If8p ¢laia LI 3
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10. The tasks from the workflow are now assigned to the record. Erierealate for theComplete New Hire
Questionnaire Tasknd Save

Imagel0:! ySg KANBQa NBO2NR Aa 2y (GKS alyl3aS ¢Faia LI IS

11. Now you are ready to invite the new hire to the onboarding system. Clickrkielopeicon to initiate sending
the invitation.
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