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Introduction

The Adjudicator Data Entry Guide provides detailed procedures to Non-Employee
Identity System (NEIS) Adjudicators for entering and maintaining information in NEIS.
NEIS is the USDA system of record for Non-Employee information required for LincPass
enrollment. NEIS maintains Non-Employee information, Contract Information,
Contracting Company Information, Contract Assignments, and Adjudication information.

NEIS Adjudicator Role

The Adjudicator is the person reviews and records the results of background
investigations and adjudicates the Non-Employee in NEIS.

Step 1: Process Start
To be an Adjudicator in NEIS, you must:

1. Complete USAccess Adjudicator training
To complete USAccess training, log on the GoLearn Learning Management
System at: https://piv.golearnportal.org/

2. Be designated as a Adjudicator in USAccess and obtain a USAccess login
Notify your designated supervisor after completing USAccess training. Managers
should send requests for Adjudicator designation to the agency Role
Administrator. Once designated in USAccess, Adjudicators will receive a
USAccess login.

3. Complete NEIS Adjudicator training and successfully pass NEIS
Adjudicator test with a score of 80% or better
NEIS training is available on AgLearn under Item ID USDA-HSPD12-Adjudicator-
03. NEIS materials are also available at: http://lincpass.usda.gov/training.html.

4. Obtain a NEIS login
Submit a NEIS login request to your supervisor. Supervisors should send
completed NEIS login requests to the Agency Security Officer (ASO) for
processing. Once approved, you will receive a NEIS ID and password.

Follow your existing Agency process for initiating, processing and/or verifying Bls for
Non-Employees. The minimum requirement for HSPD-12 is a National Agency Check
with (Written) Inquiries (NACI).

Upon sponsorship in NEIS, the NEIS Adjudicator will be notified by the Sponsor (or
designee) that Non-Employee records are ready for Adjudication. Agencies must
determine the preferred method for notification (email, phone, etc.). Refer to the NEIS
Sponsor Data Entry Guide for detailed instructions on NEIS Sponsorship.
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Step 2: NEIS Adjudication Functions

A. Login Screen (Required)

USDA, united States Department of Agrieulture

oLl .
s National Finance Center .\\:\ ¥ / ANy
“'; A

— MHR

% OLUTIONS

‘ﬁ“_&‘_g ,k FROM HIRE TO RETIRE

(LY
WARNING

*gu are accessing = .S, Gevernment information system, which includes (1) this computsr, (2] this computer netwark, (3] 2ll computers connscted to this netwark, and [4) 2ll devices and
storage mediz attached to this netwerk or te @ computer on this network, This infermatien system is provided for .5, Government-authorized use enly.

* Unautherized orimproper use of this system may resultin disciplinary action, as well as civil and criminal penalties.

* By using this infarmatien syst=m, you undsrstand and cons=nt to the fallowing

ou have ne reasonzble expectatien of privacy regarding any cemmunications or data transiting or stered en this information system. At any time, the government may for any lawful

gQoWEMMMENt purpase maniter, intercept, search and ssize any communicatien or data transiting or stered on this infermation system,

* Any communications or data transiting or stered on this infermation system may be disclosed or used for 2ny lzwful srnmant purpese.

our consent is final and irrevecable, You may netrely en any statements or infermal policies purperting te provide you with any expecration of privacy regarding communicatiens an

this system, whether aral or writtzn, by your superviser or any other official, except USDA's Chisf Information Officer,

User ID: |jehnsmith
Password: [esssssssssss
Sign In |

Accessibilicy Statement | Brivacy Bolicy | Nen-Discrimination Statement | WS&.gow | Whits House

Figure 1: Login Screen

1. Open a web browser to the following address: https://icams.usda.gov.

2. The first time you log in to the system you will use your NEIS User ID and a
temporary password. Sign in to the NEIS System with your User ID and temporary
password. You will be prompted to change your password.

3. Enter your temporary password, and then your new password twice for verification.
You should follow USDA password guidelines when choosing your new password.
When completed, NEIS will say that your password was successfully changed. You
will then need to log out of NEIS and then log back in with your new password.

Forgot your password? Contact the USDA HSPD-12 Help Desk at 1-888-212-9309 or
USDAHSPD12HELP@DM.USDA.GOV.
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B. Start Screen (Required)

Enaee oo L)

Search:

ﬁ Non-Employee Processing

[= My Favorites
[ Employee Self Service ﬁ HEIS Reports E HEIS Adjudication Information

Yrorfercereirmimetration MNEIS Reporis NEIS Adjudication Information

> Non-Employee Processin —
i Rpep"orts g = DUNS/Company Report
— = Non Emp Current Contract Rpt
— NEIS Adjudication =5
Non Emplovee Roster

’% ENen Histery Centract Bot
. %EDD}OWHR s =l Period of Performance Report
= Warklist =| Process Adjudication Report

=l Process All Mon Empl Report
=l Process Sponsor Report

[ Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Figure 2: Start Screen

Once logged in, you will be directed to the main page of NEIS. Select the link for Non-
Employee Processing located in the navigational menu on the left to perform required
actions. You should have access to the following Non-Employee Processing functions:
0 NEIS Reports (all roles)
0 NEIS Adjudication Information

C. Adjudication Information (Required)

4. From the Non-Employee Processing menu, select NEIS Adjudication Information.

Eveow i 1R

Search: ﬁ Non-Employee Processing

[= My Favorites ﬁ MEIS Reports E HEIS Adjudication Information
[ Employee Self Senice NEIS Reports NEIS Adjudication Information

[ Waorlforce Administration = DUNSICompany Report

= Mon-Employee Processing = Non Emp Current Contract Rpt

[ MEIS Reports = Non Emplovee Roster

= T — Non History Contract Rpt
NEI;-MJ_udlcancrn =] Period of Performance Report
-~ Information =
[» EmpowHR Setup Tables =] process All Non Empl Report
(HD} =l Process Sponsor Report
[= Worklist

[: Reporting Tools

— Change My Passwaord

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Documentation

Figure 3: NEIS Adjudication Menu
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5. Use the search fields to locate the Non-Employee record.

MEIS Adjudication Information
Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value

Search by: |Hame thegin&w‘ithlicama

™ Include History [ Correct History [ Case Sensitive

Search | Advanced Search

Search Results
1-2 of 2
Hame EmpliD Social Security Humber
ICAMS.TEST 199703 X-x-0001
ICAMS TESTZ 199704 XC--0002

Figure 4: NEIS Adjudication Search Screen

6. On the Adjudication tab, select the Investigation Type and Status, and enter optional
information in the Notes field.

/' MEIS Adjudication

ICAMS. TEST EmplID: 192703

Adjudication Information

Investigation Status | Adjudication Date  Adjudicator Oprid
Type

FBI I.-"—'.|J|Jr-:|'v'ecl = | 03M6/2010 IMR100003

MAC
MACI
Secret
Top Secret

Figure 5: NEIS Adjudication Screen

¢ Investigation Type: Use the drop-down list to select the appropriate investigation
type. Options are FBI, NAC, NACI, Secret, and Top Secret.

e Status: Use the drop-down list to select the appropriate option. Options are Approved
or Not Approved.
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¢ Adjudication Date: This date is pre-populated to reflect when the data was entered
into the NEIS system. This field is masked and therefore does not permit data entry.
The Adjudication Date will default to the current date.

o Adjudicator OprID: This field is pre-populated as the NEIS OprID for the person
entering the adjudication information. This field is masked and therefore does not
permit data entry. The Adjudicator OprID will default to the NEIS Adjudicator’s
username.

Note: Selecting “Not Approved” in the Status field has serious
consequences in the HSPD-12 system, and will revoke a Non-
Employee’s access to USDA facilities and systems. Please be sure to
know, understand, and follow USDA business policy and standards for
processing adjudication information.

¢ Notes: This is an optional field for additional information about the adjudication.

Select the Save button.

To add another adjudication result, select the plus icon (+) to the right of the first row.
NEIS will display a new row. Enter the new data as in Step 3, then select the Save

button.
{ MEIS Adjudication Y
ICAMS TEST EmpliD: 199703 HOU-KA-0001
Adjudication Information customize |Find | 8 First [4] 12 or2 [ Last
Investigation Status Adjudication Date  Adjudicator Oprid Notes
Type
1|FBI =] |4pproved x| 031152010 MR100003 ftesting =l

2[nacl =l x| 03n1E2010 MR100003 | =

pproved
Mot Approved

| B zave | !.Q\Return to Search | Previous in List | +E| Mext in List | Update/Dizplay | = Include History | | [E# Correct History

Figure 6: Add Adjudication Results

Next Steps:

Non-EmpowHR Agency Adjudicators must finalize sponsorship by saving the Non-
Employee’s record in USAccess. Proceed to Step 3 for details on USAccess
Adjudication functions.
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EmpowHR Agency Adjudicators should proceed to Step 4, Enroliment and Activation.

Step 3: USAccess Adjudication Functions (Non-EmpowHR Agencies Only)

1. Onthe Log In screen, type in your user name in the User Name field. Type in
your password in the Password field and select the Login button.

General Services Administration

GSA

Wser Name *
Password

00001411 1 FEFERR RV
| iy fdrromnhilg

- -cum“t .
pus. 11 1S
EDS ASSURED Y™

Please LogIn

fgsa sponsor@der gsa lak

I-c-.-----

2. Type in the Non-Employee’s last name or Social Security Number. Type in the
Non-Employee’s birth date or select the calendar icon next to the Birth Date field
to choose a date from the calendar and select the Search button to begin.

ROLE:
Applicant Search

Search by

@ Lastname

Lastname

- gngd -

Birth Date

C Saci

al Security No.

| sMITH

|

|  01/12/09 =

3. When the search result appears, click on Edit Adjudication next to the

appropriate Applicant.

HSPD-12 — USDA LincPass
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Applicant Search

Search by*
@ Lastname O social Security Mo.
Lastname |user
. ar -
~gnd ~
Birth Date [o101/1580 |

Q000000026 USER TEST GUY 0150101980 xxx-xx-0026 REGISTEREDl Edit Adjudication I

0000000028 USER TEST Q1011980 wxoe-Kx-0028 000000002E@FEDIDCARD. GO REGISTERED Edit Adjudication

0000002259 USER TEST D1 01F1980 KHx-xx-2259 Q000002259 @FEDIDCARD, GOW REGISTERED Edit Adjudication

Q000000131 USER TEST 01011980 w0131 0000000131 @FEDIDCARD. GOW REGISTERED Edit Adjudication

4. Verify all required Biographic Data fields have current and correct information.
Red asterisks (*) indicate required fields. Note: If any of the information is
incorrect, missing, or needs updating, changes must be made in NEIS and not in
USAccess.

Applicant Enrollment

B Current Home Address

Bingraphic Data
address Data street Address 1 ‘555 Elm 5t | Street Address 2 | |

formation ity * ‘Washmgton | State ' |D\STRICT OF COLUMBIA V|

ip Code egsss | country’ |UMITED STATES v|

&) Beqin Date \ |@  Endpate [current |
Birth Place

city \ | state [NOT APPLICABLE v|
Country ‘ v

Alien Registration No. \ |

Crroion I v [ cra |

change Password?

ersion 1,0,0,55 Copyright & 2007 EDS,
All rights reserved,
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5. Select the FBI/NCHC and NACI Status results from the drop down menus and
click “Adjudicate” on the confirmation box. The system defaults to “Pending” for
NACI Status and FBI/NCHC and must be changed. The system may take a few
minutes to process the record and return a confirmation.

Adjudication

Mame USER, TEST
Birth Date 14171980

SSN 000002847
Place of Birth: HERNDOM, WA
Aliases

Record Background Check Results | Submit OPM-FBI Background Check Request

FEIHCHC PEMNDING  » Date 12062002 H

HACI Status PEMNDING  » Date 12062002 H

Comments

Update Adjudicate Cancel

6. When ready to adjudicate the record, a confirmation message stating “Are you
sure you want to finish?” will appear on the screen. Click “Yes”. The adjudication
process is now complete and an issuance request has been initiated.

Adjudication

Name MNon-Employee Name Birth City

Birth Date 01/01/1901 Birth State

SSN 122-45.6789 Birth Country USA
Aliases Confirmation Required

Record Background Check Results | Submit OPM-FBI Backg

Are you sure you want to finish?

FBINCHC IAF'F'ROVED VI
NACI Status IAF‘F‘ROVED 'I
C t
omments Yes m .
=
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Step 4: Enrollment and Activation

1.

Upon sponsorship in NEIS, Non-Employee(s) will receive email notifications and
instructions to schedule their enrollment. Note: For Non-EmpowHR agencies,
records must be saved in USAccess for email notifications to be sent.
The Non-Employee goes to an HSPD-12 enrollment station and enrolls for a
LincPass.

a. After enroliment and entry of a favorable fingerprint result in NEIS, the

LincPass is printed and shipped.

When the LincPass is printed and arrives at HSPD-12 activation station, the Non-
Employee will receive email notification and instructions to schedule their card
activation.
The Non-Employee goes to the HSPD-12 activation station to activate their
LincPass.
Process continues according to DM 4620-002.

For more information on HSPD-12 at USDA, visit http://lincpass.usda.gov/.

Contact the USDA HSPD-12 Help Desk:
Toll Free: 1-888-212-9309

Local: 703-245-7888

Email: USDAHSPD12help@dm.usda.gov

B Linc

simple. smart. secure.
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