Selectee/New Hire — Completing Onboarding Tasks associated with
the Tentative Job Offer

If the selectee accepts the tentative offer, they will be automatically redirected to the Login.gov screen.

USAJOBS

D LOoGIN.GOV

USAJOBS is using login.gov to allow
you to sign in to your account safely
and securely.

© First time here from USAJOBS?
Your old USAJOBS username and password won’t work.
Please create a login.gov account using the same email
address you use for USAJOBS.

Learn more.

| Signin |

Back to USAJOBS

The selectee/New Hire will sign in to their account to continue the process.

After clicking on “Sign in” and entering their email address and password, they’ll be directed to the
below screen. They’ll need to enter the one-time security code received on their mobile device and click
“Submit”.

OLOGIN.Goy B USAOBS

Enter your security code
We sent a security code to ™*-*-1942. This code will expire in
10 minutes.

One-time security code

= Get another code [0 Remember this browser
Don't have access to your phone right now?

Choose another security option

Cancel
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The selectee/New Hire will receive the below email notification once they’ve successfully logged into
their Login.gov account, which will sync with their onboarding record.

=] LV [Non-DaD Source] Onboarding Credentisls Registersd Successfully - Message (Plain Text) T E - O x
Bl 1Essae | MicAfeeE-mailScan  ADOBE PDF
~ D - -~ e
T Ignore x L_(i (Eﬂ (2 F2 Meeting Move to: 7 3 To Manager ¥ = | G > aa;) # Find C)\
€ = EJTeamEmail ¥ Done ) ) Related -
Sotunk- Delete  Rephy Feply Forward Bijhore | peplyseecie ' Create New < Mowe FPactions- Mok Cotegorie Follow Temsate | " " Zoom
Al . Unread = Up- -
Delete Respond Quick Steps [ Move Tags 5 Editing Zoom ~

Fri 3/8/2019 8:23 AM

usastaffingoffice@opm.gov

[Non-DoD Source] Onboarding Credentials Registered Successfully
To  Gray, Debra A CIV NG NGB (US)

@ We removed extra line breaks from this message.
We converted this message into plain text format.

All active links contained in this email were disabled. Please verify the identity of the sender, and confirm the authenticity of all links contained within the message prior to copying and pasting the address to a Web
browser.

Dear Eager Applicant,

Congratulations! You have successfully confirmed your identity and registered your USAIOBS account with your onboarding record in the USA Staffing® system. Your onboarding account in USA Staffing® allows you to
view and complete tasks that have been assigned to you as part of your onboarding process.

You may access your USA Staffing® onboarding account by navigating to Caution-https://onboard.stage.usastaffing.gov/. Once there, you will use your USAIOBS login credentials to access your onboarding account.
The USAJOBS username you registered with USA Staffing® is: debra.a.gray.civ@mail. mil.

Information about your new position is as follows:

Agency: Army National Guard Units

Position Title: Human Resources Specialist Pay Plan: GS Position Series: 0201
Grade: 9

If you have any questions please contact your HR Office.

Thank You!
USA staffing®

EsEsseEerEEEEESELRERRSERSERERELTS

Upon successful login (as noted above), the selectee/New Hire will be presented with the below screen
to begin the onboarding process.

Welcome O Tasks @HelpCenter W Contact Us Logged inas: Eager Applicant +

‘Onboarding Progress 0%
j NATIONAL GUARD %=

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

Welcome, Eager Applicant

You have been tentatively selected for the position of GS-0201-9 Human Resources Specialist with the Army National Guard Units, Pennysivania National Guard
Human Resources Office AR. 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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Once the selectee/New Hire clicks on “Start”, they will be presented with the below “Tasks” screen.

Welcome O Tasks @ HelpCenter ¥ Gontact Us Logged inas: Eager Applicant ~

Onboarding Progress | 0%

NATIONAL GUARD %=

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

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 he instructions provided by Human Resources and mark the task as complete. Some tasks have quick links hat 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 Gompleted

O Complete New Hire Questionnaire

O Complete PFO RM FM 7

O Gomplete Form 1 9 0312/2019

O Complete Form MN 1996-E to Include Proof of Citizenship Document 0312/2019

O Complete Form OF 306 (Including Print and Wet Signature) 03/12/2019

O Complete Form SF 144 0312/2019

O Upload Form | 9 Document for E-Verify Purposes 0312/2019

O Upload Form OF 306 with 1t Signature (Block 17a - Applicant) 0312/2019

O Obtain and Submit Fingerprints 03/18/2019

The selectee/New Hire will first click on “Complete New Hire Questionnaire”. Questions displayed
within the questionnaire are generated based on the forms assigned within the workflow selected by
HR. Answers provided to these questions will auto-populate the required forms. Additionally, as the
selectee/New Hire is answering questions, subsequent questions may be added or change based on the
response provided to the previously answered question. Notice that there is a Progress bar at the top of
the page. This will keep the selectee informed of their completion status. The tasks and due dates are
also established by the selected workflow.

When the selectee/New Hire clicks on “Complete New Hire Questionnaire” — the below screen appears.
They will click on “Continue” for the Biographic Information questionnaire to begin answering applicable
questions.

Welcome ~ OTasks @ HelpCenter W Contact Us Loggedinas: Eager Applicant ~

Onboarding Progress | 0%

) NATIONAL GUARD %=

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

= ¥ =
Task Details O =Incomplete & = Complete

Due Date 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
O Biographic Information Incomplete
O Employment Information Incomplete

O Background Information Incomplete

Completion Date
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After clicking on the “Continue” button for Biographic Information, the below screen displays.

(weicome O Tasks  @Help Center ¥ Contact Us Logged inas: Eager Applicant ~

Onboarding Progress | 0%

3 NATIONAL GUARD %==

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

) . . =1 lete (% =Complete  * = Required
Biographic Information O = Incomplete & = Complete equire

O Identity & Contact 0O Citizenship
LI

Enter your full legal name below. Your full legal name is required for the purpose of verifying your employment eligibility and performing a background investigation or
security clearance. For more information on legal name, please view the online help.

First Name *

Eager

Do you have a middie name? *
OYes

ONo

Last Name *

Applicant

Some information will auto-populate based on the selectee’s/New Hire’s profile. They will need to
verify the information and complete any other required fields that are blank. The selectee/New Hire will
click “Save and Continue” at the bottom of the page(s). Once the selectee/New hire completes the
Biographic Information questionnaire, they’ll notice a green check mark beside this entry. They will then
click on the “Continue” button for the next questionnaire (i.e., Employment Information) and continue
to complete the questionnaire.

Welcome ~ OTasks @ Help Center ¥ Contact Us Logged inas: Eager Applicant ~

‘Onboarding Progress | 0%

) NATIONAL GUARD*==

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

- %=
Task Details O = Incomplete & = Complete

Due Date 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

 Biographic Information Complete

O Employment Information Incomplete

O Background Information Incomplete

Completion Date
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Once the selectee has answered all questions for each of the New Hire Questionnaires listed (i.e.,
Biographic Information, Employment Information, Background Information) the Task Details screen will
display with a green check mark beside each of the questionnaires and the “Completion Date” field will
auto-populate with the date completed. You'll notice the progress bar at the top of the screen has
increased with the percentage of the onboarding process that has been completed. The selectee/New
Hire will click on the “Close” button at the bottom of the page.

Weicome OTasks @ HelpCenter ¥ Contact Us Loggedinas: Eager Applicant +

Onboarding Progress | 10%

NATIONAL GUARD %2 [

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

= ©=
Task Details O =Incomplete & = Complete

Due Date Task Name

Complete New Hire Questionnaire

Task Instructions

The table below contains  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
& Biographic Information Complete
& Employment Information Complete
(& Background Information Complete

Completion Date

0310812019

They will then be redirected back to the “Tasks” page. You'll notice that the “Complete New Hire
Questionnaire” now reflects the “Completed” date on this screen as well.

Welcome O Tasks  @Help Center ¥ Contact Us Loggedinas: Eager Applicant ~

Onboarding Progress | 10%

NATIONAL GUARD®== [

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

= Incomplete & = Complete
Tasks o P © P

The tasks below have been assigned by Human R to the required i 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 03/08/2019

0 Complete PFO RM FM 7

0 Complete Form 19 03/12/2019

O Complete Form MN 1998-E to Include Proof of Citizenship Document 03/12/2019

O Complete Form OF 306 (Including Print and Wet Signature) 03/12/2019

O Complete Form SF 144 03/12/2019

O Upload Form | 9 Document for E-Verify Purposes 03/12/2019

O Upload Form OF 306 with 1st Signature (Block 17a - Applicant) 03/12/2019

10 Obtain and Submit Fingerprints 03/18/2019
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The selectee will then click on the next task (i.e., Complete PFO RM FM 7). As displayed below, the Task
Details page for the selected Task appears. Each task will include “Instructions” for the selectee/New
Hire. As directed, the selectee/New Hire will need to complete the PFO RM FM 7 form, which was
attached to their Tentative Job Offer notification email, and upload the form back into the system.

Weicome O Tasks  @Help Center ¥ Contact Us Loggedinas: Eager Applicant +

‘Onboarding Progress  10%

) NATIONAL GUARD %=

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

Task Details

Due Date Task Name
Complete PFO RM FM 7

Instructions

Please complete Form PFO RM FM 7, upload and submit back to HR through the Onboarding system.

File Name Document Type Received Delete

No documents have been uploaded.

Add Document

Completion Date

Once the selectee/New Hire clicks on the “Add Document” button, they’ll be presented with the
window to choose the document for upload, which they’ll accomplish by clicking on the “Browse”
button. Once they’ve chosen their document, they’ll click on the “Upload Document” button.

AAdd Documents

Choose A Document

C:\Users\debra a gray\Documents\USA STAFFING UPGRADE\ONBOARDING

MANAGER\PFO RM FM 7 form for Eager Applicant.pdf ® g
select Type

PA Home Address Change

Upload Document

They will then be directed back to the “Task Details” screen which will reflect that the document has
been uploaded. They'll enter the “Completion Date” by clicking on the calendar icon, and then click on
the “Save and Close” button.

Welcome O Tasks  @Help Center ¥ Contact Us Loggedinas: Eager Applicant ~

‘Onboarding Progress 10%

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

Task Details

Due Date Task Name
Complete PFO RM FM 7
Instructions.
Please complete Form PFO RM FM 7, upload and submit back to HR through the Onboarding system.
File Name Document Type Received

PFO RM FM 7 form for Eager Applicant pdf PA Home Address Change & 3/8/2019 914 EST

Add Document

Completion Date
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They will then be directed back to the “Tasks” screen which will reflect that the task as been completed.

Weicome O Tasks @ Help Center ¥ Contact Us Loggedinas: Eager Applicant ~

NATIONAL GUARD 22 O

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

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 o 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 03/08/2019

& Complete PFO RM FM 7 03/08/2019

O complete Form 9 03/12/2019

O Complete Form MN 1998-E (o Include Proof of Citizenship Document 03/12/2019

O Complete Form OF 306 (Including Print and Wet Signature) 03/12/2019

O Complete Form SF 144 03/12/2019

O Upload Form | 9 Document for E-Verify Purposes 03/12/2019

O Upload Form OF 306 with 1st Signature (Block 17a - Applicant) 03/12/2019

O Obtain and Submit Fingerprints 03/18/2019

The selectee will then click on the next task (i.e., Complete Form |1 9). As displayed below, the Task
Details page for the selected task appears with applicable instructions.

wWelicome O Tasks ©Help Center ¥ Contact Us Logged in as: Eager Applicant ~

Onboarding Progress | 21%

NATIONAL GUARD %= O

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

il =1 lete ¥ = C let
Task Details O = Incomplete & = Complete

Task Name
Complete Form | 9

Instructions
Please review, validate, sign and submit Form 1 9.

Form Name Next Action

O 1 9: Employment Eligibility Veerification Sign and Submit Form

Completion Date
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When the selectee/New Hire clicks on the form, the form displays with populated information. The
selectee/New Hire will need to verify that they can view the form by clicking on the “Confirm” button.

Notice they also have options to print or save the form; this tool bar activates when the user hovers
over the center top part of the form.

1 9: Employment Eligibility Verification
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

Usc1s
Depar " Form I-9
U.S. Citizenship and Immigration Services

OMB No. 16150047
Espire: 03312019

P START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for emors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal o discriminate against work-authorized individuals. Employers CANNOT specify which
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue o employ

an individual because the documentation presented has a future expiration date may also consitute illegal discrimination

(Section 1. Employee Information and Attestation (Empioyees must complefe and sign Section 1 of Form I-9 no later
[than the first day of employmen, but not before accepting a job offer.)

Last Name (Family Name) First Name (Given Name) Middle Inital | Other Last Names Used (# any)
Applicant Eager N/A NA

Address (Street Number and Name) Apt. Number | City or Town state  [zIP Code

111 some Road Upthere Mo [11m

Date of Birth (mm/ddiyyy) Employes's E-mail Address Employee's Telephone Number

02/27/1991 (debra.a.gray.civ@mail.mil 703-555-5555

I am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

I attest, under penalty of perjury, that | am (check one of the following boxes):

B 1.2 citizen ot e unea states.

Verity 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 ne\p to troubleshoot the issue.

The selectee/New Hire is then presented with the option to Sign and Submit the form. After reviewing
and validating the form content, the selectee will click on the “Sign and Submit” button.

19: Employment Eligibility Verification
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

[Section 1. Employee Information and Azs e eaaaiais 51d sign Section 1 of Form -9 no Jater
than the first day of employment, but not before

Last Name (Family Name) First N Ofther Last Names Used (i any)

|Applicant Eager A NiA

[ddress (Street Number and Name) Apt. Number | City or Town State [ 2IP Code

111 Some Road Upthere MD nm

Date of Birth (mm/dd/yyyy) US. Social Security Number Employee’s E-mail Address Employee's Telephone Number
02/27/1991 [7]&]9]uebra.agray.civemail.mi 703-555-5555

1 am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

I attest, under penalty of perjury, that I am (check one of the following boxes):

[ 1. A citizen of the United States

(L] 2 A noncitizen national of the United Statss (See instructions)

(] 3 A fawil pemmanent resident_(Allon Regitration NumberUSCIS Nambery, /A

[ 4 An alien authorized to work until (expirafion ate, if applicable, mmiddlyyyy):
Some aliens may wiite "N/A” in the expiration date field. (See instructions)

Aliens authorized to work must provide only one of the following document numbers to complete Form 1-3:

00 Not Wrt In This Space
An Alien Registration Number/USCIS Number OR Form |-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number: /A
OR

2. Form |-84 Admission Number: N/A
OR

O 7Y

pmp—r—
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They'll then receive the below acknowledgement. If they agree, they will click on the “I Agree” button
to move forward.

| have reviewed the information for the form displayed and | consent that the information is accurate and true. By signing, as applicable,
and / or submitting this form electronically, | acknowledge my approval of the information being submitted. | understand that an electronic
signature is equivalent to signing the form. | understand there are legal implications if information has been stated fraudulently. | consent to
the electronic release of information as appropriate.

They will then be directed back to the “Task Details” screen. Notice the “Completion Date” auto-
populated. The selectee/New Hire will just need to click on the “Close” button.

Weicome O Tasks  @Help Center W™ Contact Us Logged in as: Eager Applicant ~

Onboarding Progress | 32%

ﬁ NATIONAL GUARD %2 O

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

= v =
Task Details O =Incomplete & = Complete

Task Name
Gomplete Form | 9

Instructions
Please review, validate, sign and submit Form | 9.

Form Name Next Action

& 19: Employment Eligibility Verification Complete

Completion Date

031082019

As they are re-directed back to the “Tasks” page, they’ll notice the advancement of the progress bar
reflecting completion of three tasks along with the population of the “Completed” date for the Form 1 9.
The selectee/New Hire will now move on to the “Complete Form MN 1998-E to Include Proof of
Citizenship Document” task by clicking on it.

Weicome  OTasks @ HelpCenter ¥ Contact Us Logged inas:  Eager Applicant -

Onboarding Progress | 52%

% NATIONAL GUARD %2 O

Position Title:  Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

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 03/0812019

& Complete PFO RM FM 7 03/0812019

& Complete Form 19 03/12/2019 03/08/2019

O Complete Form MN 1998-E to Include Proof of Citizenship Document 03/12/2019

O Complete Form OF 306 (Including Print and Wet Signature) 0311272019

O Complete Form SF 144 031272019

O Upload Form |9 Document for E-Verify Purposes 031212019

O Upioad Form OF 306 with 1st Signature (Block 17a - Applicant) 03/12/2019

O Obtain and Submit Fingerprints 03/18/2019
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As displayed below, the Task Details page for the selected Task (Complete Form MN 1998-E to Include
Proof of Citizenship Document) appears which includes specific instructions for the selectee/New Hire.

Weicome O Tasks ~ @HelpCenter ¥ Contact Us Logged inas: Eager Applicant ~

‘Onboarding Progress = 32%
NATIONAL GUARD %= O

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsyivania

Task Details

Due Date Task Name
03/12/2019 Complete Form MN 1996-E to Include Proof of Gitizenship Document

Instructions.

Please complete Form MN 1998-E that was included as an attachment to your Tentative Job Offer notification. Upon completion, please upload the
form within the Onboarding system to retum to the Human Resources Office (HRO). Once you've added the document, please click on the calendar
icon in the Completion Date field to enter the date completed

Proof of Citizenship: As identified on the MN 1998-E Form, proper documentation is required to verify proof of citizenship. As part of the MN 1998-E
package you submit, please include, upload and submit one of the following documents: Birth Certificate, Passport, Certificate of Naturalization, etc.

File Name Document Type Received Delete

No documents have been uploaded.

Add Document

Completion Date

Save & Close Close

The selectee/New Hire will need to access and complete the Form MN 1998-E from the Tentative Job
Offer notification email attachment. Once completed, the selectee/New Hire will click on “Add
Document” to upload their completed MN 1998-E form, along with the Proof of Citizenship document,
into the onboarding system. Upon clicking on “Add Document”, they’ll be presented with the screen to
choose their document.

Add Documents

Ghoose A Document
No il chosen

Select Type

Personnel Security Investigation Re[]

Upload Document
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Once the file has been selected, they will click on “Upload Document”.

Add Documents

Choose A Document

C\Users\debra.a.gray\Documents\USA STAFFING UPGRADE\ONBOARDING
MANAGER\Eager Applicant MN 1998-E form with Citizenship Document.paf ; :

select Type

Personnel Security Investigation Re[|

Upload Document

The file document displays as uploaded, along with the date and time in the Received column. The
selectee/New Hire also has the option to delete the uploaded document if an error was made on the file
uploaded. The selectee/New Hire will enter the “Completion Date” by clicking on the calendar icon.
They'll then click on “Save and Close”.

Welcome O Tasks @ Help Center WM Contact Us Logged inas: Eager Applicant ~

Task Details

Due Date Task Name
03/12/2019 Complete Form MN 1998-E to Include Proof of Citizenship Document

Instructions

Please complete Form MN 1998-E that was included as an attachment to your Tentative Job Offer notification. Upon completion, please upload the
form within the Onboarding system to return to the Human Resources Office (HRO). Once you've added the document, please click on the calendar
icon in the Completion Date field to enter the date completed.

Proof of Citizenship: As identified on the MN 1998-E Form, proper documentation is required to verify proof of citizenship. As part of the MN 1998-E
package you submit, please include, upload and submit one of the following documents: Birth Certificate, Passport, Certificate of Naturalization, etc.

File Name Document Type Received Delete

Eager Applicant MN 1998-E form with Citizenship Document.pdf Personnel Security Investigation Request & 3182019 9:33EST X

Add Document

Completion Date

Save & Close Close
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As they are re-directed back to the “Tasks” page, they’ll notice the advancement of the progress bar
reflecting completion of the Form MN 1998-E, along with the population of the “Completed” date. The
selectee/New Hire will now move on to the “Complete Form OF 306 (Including Print and Wet
Signature)” task by clicking on it.

Welcome O Tasks ~ @HelpCenter ¥ Contact Us Loggedinas: Eager Applicant ~

Onboarding Progress  43%

NATIONAL GUARD®z2 O

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

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 Questiennaire 03/08/2019

& Complete PFO RM FM 7 03/08/2019

& Complete Form 1 9 03/12/2019 03/08/2019

& Complete Form MN 1998-E to Include Proof of Citizenship Document 03/12/2019 03/08/2019

O Complete Form OF 306 (Including Print and Wet Signature) 0312/2019

O Complete Form SF 144 03/12/2019

O Upload Form | 9 Document for E-Verify Purposes 03/12/2019

O Upload Form OF 306 with 1st Signature (Block 17a - Applicant) 03/12/2019

O Obtain and Submit Fingerprints 03/18/2019

The “Task Details” screen displays with specific instructions.

weicome O Tasks @ Help Center ¥ Contact Us Logged inas:  Eager Applicant ~

Onboarding Progress  43%

NATIONAL GUARD®= O

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

= v =
Task Details O =Incomplete & = Complete

Task Name
Complete Form OF 306 (Including Print and Wet Signature)

Instructions.

Please complete, review/validate and print Form OF 306. To print the form, hover over the center of the form, towards
the top, and the print icon will display. At this point, the only signature required on this form is your wet signature in
Block 17a (Applicant's signature). Please DO NOT sign the form in any other blocks. Please bring the original
printed/signed form with you when you report for duty on your entrance-on-duty (EOD) date.

Form Name Next Action

O OF 306: Declaration of Federal Employment Review and Print Form

Completion Date
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When the selectee clicks on the form, the form displays with populated information. The selectee will
need to verify that they can view the form by clicking on the “Confirm” button.

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

Declaratio B8 ment*
(s form may aeg roioymen
GENERAL INFORMATION

1. FULL NAME (Provide your full name. If you have only initials in your name, provide them and indicate "Initial only”. 11 you do not have a middle name,
indicate “No Middle Name". If you are a “Jr. " "Sr. " etc. enter this under Suffix. First, Middle, Last, Suffix

-
OuE No. 32080182

# Eager Applicant (No Middle Name)
2. SOCIAL SECURITY NUMBER
#12345-6789
3b. ARE YOU A U.S. CITIZEN?

# Adlington. VA, United States

|3a. PLACE OF BIRTH (Include city and state or country)

4. DATE OF BIRTH (MM /DD / 1Y)

[X] YES [] NO (1"NO", provide country of citizenship) &

*0227/1901

§. OTHER NAMES EVER USED (For example, maiden name, nickname, etc)
+

6. PHONE NUMBERS (Include area codes)
Day 4 703-555-5555

+ Night 4
Selective Service Registration

If you are a male bom after December 31, 1959, and are at least 18 years of age, civil service employment law (5 U_S.C. 3328) requires that you
must register with the Selective Service Sysiem, unless you meet certain exemptions.
7a. Are you a male bom after December 31, 19597 [] ves
7b. Have you registered with the Selective Service System?
e, IF"NO," describe your reason(s) in item 16

Military Service

[X] NO af"NO", proceedto 8)
[7] YES (r-ves", procesdtas) || NO (1r"NO", proceed to 7e.)

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 hE\p o troubleshoot the issue.

They are then prompted to print the form, as this form requires a wet signature. They’ll do so by
clicking on the print icon at the top of the form. If desired, they can also save the file electronically by
clicking on the save icon. Once they’ve printed the form successfully, they’ll click on the “Form Printed”
button.

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 retumn to the appropriate
questionnaire and modify your response 1o the question(s) used to populate the form.

Declaratio| a8 |y ment*
(“This form may als¢ jmployment)
GENERAL INFORMATION

1. FULL NAME (Provide your full name. If you have only initials in your name, provide them and indieate “Initial only”. If you do not have  middie name,
indicate “No Middle Name"_If you are a “Jr.” "Sr. " etc_ enter this under Suffx. First, Middle, Last, Suffix)

Fom Aporoves
OB Mo, 32050122

# Eager Applicant (No Middle Name)

2. SOCIAL SECURITY NUMBER 3a. PLACE OF BIRTH (Include city and state or country)
4123456780 # Addington, VA, United States

3b. ARE YOU A U.S. CITIZEN?

4. DATE OF BIRTH (MM /DD / YYYY)

[X] YES [T] NO (i "NG", provide country of cifizenshin) %

*0227/1991

5. OTHER NAMES EVER USED (For sxample, maiden name, nickname, ctc)
+
4

6. PHONE NUMBERS (include area codes)
Day  # 703-555-5555

Nignt_4

Selective Service Registration

must register with the Selective Service System, uniess you meet certain exemptions.

7b. Have you registered with the Selective Service System?
7. If"NO." describe your reason(s) in item 16
Military Service

7a. Are you a male bom after December 31, 19597 [] ves

If you are a male bom after December 31, 1959, and are at least 18 years of age, civil service employment law (5 U.S.C. 3328) requires that you

[ NO (if"No", procesdto 8.)

[] YES (rvES" proceedo8) || NO (1f"NO", proceed to Tc)

Fom prnea
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They’ll then receive an acknowledgement statement to confirm they’ve reviewed and printed the form.
They'll click on the “l Agree” button.

I confirm that | have reviewed the accuracy of the information populated on this form and | have printed the form so wet signatures may be
applied or a third party can complete a portion of the form.

They’ll then be re-directed back to the “Task Details” screen. Notice the “Completion Date” auto-
populated. They'll just need to click on the “Close” button.

Weicome O Tasks @ Help Center M Contact Us Logged inas: Eager Applicant ~

Onboarding Progress | 54%

NATIONAL GUARD %2 .

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

- %=
Task Details O =1Incomplete % = Complete

Task Name
Complete Form OF 306 (Including Print and Wet Signature)

Instructions

Please complete, review/validate and print Form OF 306. To print the form, hover over the center of the form, towards
the top, and the print icon will display. At this point, the only signature required on this form is your wet signature in
Block 17a (Applicant's signature). Please DO NOT sign the form in any other blocks. Please bring the original
printed/signed form with you when you report for duty on your entrance-on-duty (EOD) date.

Form Name Next Action

& OF 306: Declaration of Federal Empioyment Complete

Completion Date

031022019

As they are re-directed back to the “Tasks” page, they’ll notice the advancement of the progress bar
reflecting completion of the “Complete Form OF 306 (Including Print and Wet Signature)” task, along
with the population of the “Completed” date. The selectee/New Hire will now move on to the
“Complete Form SF 144” task by clicking on it.

Welcome O Tasks  @Help Center ¥ Contact Us Logged in as:  Eager Applicant ~

Onboarding Progress | 54%

NATIONAL GUARD %= ]

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

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. Glick 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 fo Start
or Gontinue 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 03/08/2019

 Complete PFORM FM 7 03/0812019

 Complete Form 1 9 03/12/2019 03/08/2019

& Complete Form MN 1998-E to Include Proof of Citizenship Document 03/12/2019 03/08/2019

& Gomplete Form OF 306 (Including Print and Wet Signature) 03/12/2019 03/08/2019

O Complete Form SF 144 03/12/2019

O Upload Form | 9 Document for E-Verify Purposes 03/12/2019

O Upload Form OF 306 with 1st Signature (Block 172 - Applicant) 03/12/2019

O Obtain and Submit Fingerprints 03/18/2019
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The “Task Details” screen displays with instructions.

©telp Center ¥ Contact Us Loggedinas: Eager Applicant ~

Onbosrtingprgress (G
@ NATIONAL GUARD %= L]

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

Task Details O =incomplete & = Complete

Task Name
Complete Form SF 144

Instructions
Please review, validate, sign and submit Form SF 144.

Form Name Next Action

O SF 144: Statement of Prior Federal Service Sign and Submit Form

Completion Date

When the selectee clicks on the form, the form displays with populated information. The selectee will
need to verify that they can view the form by clicking on the “Confirm” button.

SF 144: Statement of Prior Federal Service
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 1o populate the form.

o e e o Bov e oo o . Waring o sisanrey b e viemiora s o]

ses. No credit can be allowed for any service thal iments, or using documents you know are
stantiated by valid and conclusive secondary evidence. ulent is punishable by fineimprisonment ~ (18

L
ODARNG USA Stafing 3. Govemmert g Oce 1596, 40476153901

Standard Form 144(Rev. 10/95) Page 2
Offce o Parsannsi Mansgement.
The Guide o Prosessing Personnel Actions
STATEMENT OF PRIOR FEDERAL SERVICE
To be Completed by Employee

T Name (Last, Pt Miadie mtan 2 Socil Secuy Number 3 D of i (Month. Dy, Yewr)

Applicant, Eager 123456789 02271591
B X v

el
[ves - 1. check hisBiock andsip o em & TiNo- 1Mo, check this ok and complete Hems 5 -5

T

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.

They are then prompted to sign and submit the form. The selectee/New Hire will click on the “Sign and
Submit” button. If desired, they can also print and/or save the file electronically by clicking on the
applicable icons at the top of the page.

SF 144: Statement of Prior Federal Service
‘The form displayed below is read-only. If you need to make changes to any data displayed on the form, you must retun to the appropriate
questionnaire and modify your response to the question(s) used to populate the form.

formed, was creditable for  feave accrual and reduction-in-force pur- C. Warning: Any submission may be investigated. Intentional faise
poses. No_credit can be allowed forany service tha palments, or using documents you know are

stantiated by valid and conclusive secondary evidence. 8 06 ulent s punishable by fine/mprisonment ~ (18
ingis applcable only if you are providing secondary evide

Ca
ODARNG USA Stffng 3. Govemmert emtng o 1596 4047613300

Standard Form 144(Rev. 10/95) Page 2
Offce o Perscnnel Management
The Guide to Processing Persomnel Actons
STATEMENT OF PRIOR FEDERAL SERVICE
To be Completed by Employee
T Name (Last First Miade tan T Souil Securty Namber 3 D of B (Vorin Doy, Vaar)

Applicant, Eager 123456789 022711991
D B

[X¥es - Ve, chck i bock and skip o e . ToiNo- 1o check s ock nd compiete ems 5 -5

TR,

Sign and Submit
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They'll then be presented with the below “Acknowledgement” statement. If they agree, they’ll click on
the “I Agree” button to move forward.

| have reviewed the information for the form displayed and | consent that the information is accurate and true. By signing, as applicable,
and / or submitting this form electronically, | acknowledge my approval of the information being submitted. | understand that an electronic
signature is equivalent to signing the form. | understand there are legal implications if information has been stated fraudulently. | consent to
the electronic release of information as appropriate.

Once they’ve clicked on “I Agree”, they’ll then be re-directed back to the “Task Details” screen. Notice
the “Completion Date” auto-populated. They’ll just need to click on the “Close” button.

Welcome O Tasks ~ @Help Center ¥ Contact Us Logged inas: Eager Applicant ~

Onboarding Progress = 65%
NATIONAL GUARD®= ]

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

Task Details O = Incomplete & = Complete

Task Name
Complete Form SF 144

Instructions
Please review, validate, sign and submit Form SF 144.

Form Name Next Action

( SF 144: Statement of Prior Federal Service Complete

Completion Date

0370212019

As they are re-directed back to the “Tasks” page, they’ll notice the advancement of the progress bar
reflecting completion of the Form SF 144, along with the population of the “Completed” date. The
selectee/New Hire will now move on to the “Upload Form | 9 Document for E-Verify Purposes” task by
clicking on it.

Weicome  OTasks @Help Center ¥ Contact Us Logged inas: Eager Applicant ~

Onboarding Progress | 65%

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

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 03/08/2019

& Gomplete PFO RM FM 7 03/06/2019

& Complete Form | 9 03122019 03/08/2019

& Complete Form MN 1998-E to Include Proof of Citizenship Document 0311212019 03/08/2019

& Gomplete Form OF 306 (Including Print and Wet Signature) 03/122019 03/06/2019

 Complete Form SF 144 031212019 03/08/2019

O Upload Form | 9 Document for E-Verity Purposes 0311212019

O Upload Form OF 306 with 1st Signature (Block 17a - Applicant) 03112/2019

O Obtain and Submit Fingerprints 03/18/2019
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The “Task Details” screen displays with specific instructions.

weicome O Tasks @HelpCenter W Contact Us Logged inas: Eager Applicant v

‘Onboarding Progress 65%
NATIONAL GUARD®= |

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

Task Details

Due Date Task Name
03/12/2019 Upload Form | 9 Document for E-Verify Purposes

Instructions

E-Verify is a United States Department of Homeland Security (DHS) website that allows businesses to determine the eligibility of their employees,
both U.S. or foreign citizens, to work in the United States.

Please refer to the Form | 9 List of Acceptable Documents page (page 3 of form). Please upload one item from List A, or a combination of one item
from List B and one item from List C. Once you've uploaded the document, please click on the calendar icon in the Completion Date field to enter
the date completed. Additionally, please bring the physical document(s) with you for verification on your entrance-on-duty (EOD) date/orientation

File Name Document Type Received

No documents have been uploaded.

Add Document

Completion Date

Save & Close

The selectee/New Hire will click on the “Add Document” button to upload the applicable document as
identified in the instructions. They’ll be presented with the “Add Documents” screen where they will
click on “Browse” to select their document.

Add Documents

Choose A Document
No file chosen

Select Type
Employment Eligibility Verification

Upload Document

Once the document is selected, they’ll click on the “Upload Document” button.

Add Documents

Choose A Document
CiUsers\debra a_gray\Documents\USA STAFFING UPGRADE\ONBOARDING
MANAGER\Eager Applicant PASSPORT .docx b .

Select Type

Employment Eligibility Verification

Upload Documes
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The “Task Details” screen displays showing that the document has been successfully added, along with
the date and time added in the Received column. The selectee/New Hire will then enter the
“Completion Date” in the bottom left of the screen by clicking on the “calendar” icon. Then they’ll
simply click on “Save and Close”.

Welcome O Tasks  @Help Center WM Contact Us Logged inas:  Eager Applicani

‘Onboarding Progress | 65%

NATIONAL GUARD %= ]

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Loeation: Annville, Pennsylvania

Task Details

Due Date Task Name
03/12/2019 Upload Form | § Document for E-Verify Purposes

Instructions

E-Verify is a United States Department of Homeland Security (DHS) website that allows businesses to determine the eligibility of their employees,
both U.S. or foreign citizens, to work in the United States.

Please refer fo the Form | 9 List of Acceptable Documents page (page 3 of form). Please upload one item from List A, or a combination of one item

from List B and one item from List C. Once you've uploaded the document, please click on the calendar icon in the Completion Date field to enter
the date completed. Additionally, please bring the physical document(s) with you for verification on your entrance-on-duty (EOD) date/orientation

File Name Document Type Received

Eager Applicant PASSPORT.docx Employment Eligibility Verification 3/8/2019 9:53 EST

Add Document

Completion Date

Save & Close Close
//onboard.stage usastaffing. gov/Home

As they are re-directed back to the “Tasks” page, they’ll notice the advancement of the progress bar
reflecting completion of the “Upload Form | 9 Document for E-Verify Purposes” task, along with the
population of the “Completed” date. The selectee/New Hire will now move on to the “Upload Form OF
306 with 1% Signature (Block 17a — Applicant)” task by clicking on it.

weicome O Tasks @Help Center ¥ Contact Us Logged in as:  Eager Applicant ~

Onboarding Progress | 76%

NATIONAL GUARD®= ]

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

=Incomplete & = Complete
Tasks o P © .

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 Centinue 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 03/08/2019

& Complete PFO RM FM 7 03/08/2019

& Complete Form | 9 03/12/2019 03/08/2019

& Complete Form MN 1998-E to Include Proof of Citizenship Document 03/12/2019 03/08/2019

& Complete Form OF 306 (Including Print and Wet Signature) 03/12/2019 03/08/2019

& Complete Form SF 144 03/12/2019 03/08/2019

& Upload Form | 9 Document for E-Verify Purposes 03/12/2019 03/08/2019

O Upload Form OF 306 with 1st Signature (Block 17a - Applicant) 03112/2019

O Obtain and Submit Fingerprints 03/18/2019
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The “Task Details” screen displays with specific instructions.

Welcome O Tasks @ Help Genter W Contact Us Logged in as: Eager Applicant ~

Onboarding Progress | 76%

NATIONAL GUARD %2 ]

Pesition Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

Task Details

Due Date Task Name
03/12/2019 Upload Form OF 306 with 1st Signature (Block 17a - Applicant)

Instructions
Please upload your completed Form OF 306 into the Onboarding system with your wet signature in Block 17a

(Applicant's signature). Once you've uploaded the document, please click on the calendar icon in the Completion Date
field and enter the date completed.

File Name Document Type Received

No documents have been uploaded.

Add Document

Completion Date

Save & Close

To upload the OF-306 with wet signature in block 17a (Applicant’s signature), the selectee/New Hire will
click on “Add Document”. The below screen then displays for them to choose their document.

Add Documents

Choose A Document

No file chosen Browse

Select Type
Declaration of Federal Employment

Upload Document

Once they click on “Browse” and select the appropriate document, they’ll click on the “Upload
Document” button.

Add Documents

Choose A Document

Ci\Users\debra.a gray\Documents\USA STAFFING UPGRADE\ONBOARDING
MANAGER\Eager Applicant OF 306 with Wet Signature.pdf ; i

Select Type
Declaration of Federal Employment

Upload Document
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They'll then be re-directed back to the “Task Details” screen, where the document will show under the
File Name column as uploaded, along with the date and time it was uploaded displaying in the Received
column.

welcome O Tasks ©Help Center ¥ Contact Us Logged in as: Eager Applicant ~

Onboarding Progress  76%

== .|

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsyivania

Task Details

Due Date Task Name
03/12/2019 Upload Form OF 306 with 1st Signature (Block 17a - Applicant)

Instructions
Please upload your completed Form OF 306 into the Onboarding system with your wet signature in Block 17a

(Applicant's signature). Once you've uploaded the document, please click on the calendar icon in the Completion Date
field and enter the date completed.

File Name Document Type Received Delete

Eager Applicant OF 306 with Wet Signature.pdf Declaration of Federal Employment & 3/8/2019 9:57 EST X

Add Document

Completion Date

Save & Close Close

The selectee/New Hire will then need to manually add in the completion date by clicking on the
calendar icon in the “Completion Date” field at the bottom left of the screen and then click on the “Save
and Close” button.

welcome O Tasks ©Help Center W™ Contact Us Logged inas:  Eager Applicant ~

Onboarding Progress  76%
== I

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

Task Details

Due Date Task Name
03/12/2019 Upload Form OF 306 with 1st Signature (Block 17a - Applicant)

Instructions

Please upload your completed Form OF 306 into the Onboarding system with your wet signature in Block 17a
(Applicant's signature). Once you've uploaded the document, please click on the calendar icon in the Completion Date
£oidomdmaoci - Sob ——qpjoted

o

o March 2013 V|

Su Mo Tu We Th Fr Sa Document Type Received Delete

2 |nature.pof Declaration of Federal Employment & 3/8/2019 9:57 EST X

Save & Close Close
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They are then re-directed back to the “Tasks” page, where the progress bar will show advancement
based on completion of the “Upload Form OF 306 with 1% Signature (Block 17a — Applicant), along with
the “Completed” date.

Welcome O Tasks  @Help Center W Contact Us Logged inas: Eager Applicant ~

Onboarding Progress 7%

NATIONAL GUARD 22 ]

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

= Incomplete & = Complete
Tasks u] p [ p

The tasks below have been assigned by Human R o the required i 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 03/08/2018
& Complete PFO RM FM 7 03/08/2019
& Complete Form 19 03/12/2019 03/08/2019
& Complete Form MN 1998-E to Include Proof of Citizenship Document 03/12/2019 03/08/2018
& Complete Form OF 306 (Including Print and Wet Signature) 03/12/2019 03/08/2019
& Complete Form SF 144 03/12/2019 03/08/2019
& Upload Form | 9 Document for E-Verify Purposes 03/12/2019 03/08/2019
& Upload Form OF 306 with 15t Signature (Block 17a - Applicant) 03/12/2019 03/08/2019

O Obtain and Submit Fingerprints 03/18/2019

The selectee/New Hire will now move on to the last task assigned, by clicking on the “Obtain and Submit
Fingerprints” task. They’ll follow the instructions/guidance displayed for completing this task.

Welcome O Tasks @ Help Center ¥ Contact Us Logged in as:  Eager Applicant ~

Onboarding Progress 7%
NATIONAL GUARD 2= (.

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

Task Details

Due Date Task Name
03/18/2019 Obtain and Submit Fingerprints

Instructions

Please review/follow the instructions/guidance for obtaining and submitting your fingerprints, which were included as
part of the "National Guard Security Requirements Information Sheet" document attached to your Tentative Job Offer
notification. Upon completion of obtaining and submitting your fingerprints as outlined in the "National Guard Security
Requirements Information Sheet" document, please enter the "Completion Date" below and click on "Save and Close".

Completion Date

a8

Save & Close Close
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As outlined in the instructions, once they’ve completed the task, they’ll enter the “Completion Date” by
clicking on the calendar icon, then they’ll click on “Save and Close”.

Welcome O Tasks @ HelpCenter W Contact Us Logged inas: Eager Applicant ~

Onboarding Progress | 87%

5 NATIONAL GUARD %2 ]

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

Task Details

Due Date Task Name
03/18/2019 ‘Obtain and Submit Fingerprints

Instructions
Please review/follow the instructions/guidance for obtaining and submitting your fingerprints, which were included as

part of the "National Guard Security Requirements Information Sheet" document attached to your Tentative Job Offer
notification. Upon completion of obtaining and submitting your fingerprints as outlined in the "National Guard Security
Requirements Information Sheet" document, please enter the "Completion Date" below and click on "Save and Close".

Completion Date
I &
0 March

© Privacy & Cookies + USAgov
©2013 Office of Personnel Management

This is 2 USA Staffing® System

The selectee/New Hire then receives the “Congratulations” page, as all assigned tasks have been
completed successfully. They’ll simply click on the “Close” button.

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.
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They’ll notice the Progress bar now reflects 100%, along with a green check mark beside it.

Welcome O Tasks @ Help Center WM Contact Us Logged inas: Eager Applicant ~

Onboarding Progress | 100%
NATIONAL GUARD %2 .

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Location: Annville, Pennsylvania

=Incomplete (& = Complete
Tasks o P © .

The tasks below have been assigned by Human Ry o the required 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 03/08/2019

& Complete PFO RM FM 7 03/08/2019

 Complete Form 19 03/12/2019 03/08/2019

(& Complete Form MN 1998-E to Include Proof of Citizenship Document 03/12/2019 03/08/2019

& Complete Form OF 306 (Including Print and Wet Signature) 03/12/2019 03/08/2019

& Complete Form SF 144 03/12/2019 03/08/2019

 Upload Form | 9 Document for E-Verify Purposes 03/12/2019 03/08/2019

(& Upload Form OF 306 with 1st Signature (Block 17a - Applicant) 03/12/2019 03/08/2019

(& Obtain and Submit Fingerprints 03/18/2019 03/08/2019

At this point, the selectee/New Hire is finished with all tasks that have been assigned to them so far.
They will now log out of the system by clicking on the drop-down beside their name in the upper right
part of the screen.

Log Out

Onboarding Progress  100%

(I — o

Position Title: Human Resources Specialist
Pay Plan-Series-Grade: GS-0201-9
Duty Lecation:  Annville, Pennsylvania

O =Incomplete & = Complete

Tasks

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 1ask 10 view INe instructions provided by Human Resources and mark ne task as complete. Some Lasks have quick links tnat allow you to Start
o Continue Working on the 1ask. Note he due dale for each assignment, and rack Your progress by referencing the completed date.

Task Name

Due Completed
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