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Non-Employee Identity System (NEIS)
Adjudicator Training

LincPass
simple. smart. secure.
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Introduction

Welcome to the Non-Employee Identity System (NEIS) Adjudicator training.
Identity management has become an important part of our homeland
security and it directly affects you.

Homeland Security Presidential Directive 12 established the criteria for an
interoperable, Personal Identity Verification (PIV) program within the federal
government.

Your role as an Adjudicator is vitally important to the security of the nation,
its assets, and its people. Each of us has an important personal role to fulfill
in the credentialing process. By establishing an identity verification chain of
trust, we will be working together to achieve a safer work environment and
homeland.

The USDA PIV Credential is called the LincPass. As an Adjudicator, you will
play a part in the process for Non-Employees to enroll for a LincPass so
they can access facilities and systems.
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The Adjudicator Role

The Adjudicator must be a U.S. Government official. The Adjudicator is assigned to this role by the

Agency Role Administrator in the USAccess portal. You must receive training and be certified before
you can be assigned the Adjudicator role.

The Adjudicator is the individual authorized to record or update the status of adjudication results for a

Non-Employee in NEIS. A favorable adjudication result will initiate the PIV credential issuance
process.
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Adjudication Procedures

The required background check for a PIV credential is a
National Agency Check with (Written) Inquiries (NACI) or other
Office of Personnel Management (OPM) or National Security
community investigation required for Federal employment.

A Federal Bureau of Investigation (FBI) National Criminal
History Fingerprint Check is part of the background check.

When the background investigation is complete and a
determination is made, the Adjudicator records the decision in
the NEIS system.
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Non-EmpowHR Agency Adjudicators

USDA Agencies who do not use EmpowHR will follow a slightly different process from EmpowHR
agencies to adjudicate Non-Employees.

When NEIS information is transmitted to USAccess, the GSA credentialing system, Adjudicators will
log in to USAccess to verify and save Non-Employee Adjudication information.

Non-EmpowHR Agency Adjudication in USAccess is covered in detail in Module C of this training.
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Adjudication Prerequisites

To begin Adjudication duties, you must meet the following requirements:

» You have completed the USAccess Adjudicator Training

»You have been designated as an Adjudicator in USAccess by your Agency Role Administrator.
»You have completed NEIS Adjudicator training and passed the NEIS Adjudicator test.

»You have been granted access to NEIS, and have a user ID and password.

»You have Background Investigation results for the applicable Non-Employee applicant.

»Non-EmpowHR Agency Adjudicators must have access to and a user ID and password for
USAccess.
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NEIS Adjudicator Training Modules
This training covers two processes of NEIS Adjudication:
Module A: Getting Started
Module B: Non-Employee Adjudication
Module C (Non-EmpowHR Agencies only): USAccess Adjudication

These modules will guide you step-by-step through the process to enter required information for
NEIS Sponsorship.
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Module A: Getting Started

User ID: DessicaF

Password:

L o T s

This 15 a United States Department of Agnculture computer system, which may be accessed and used only for official Government business (or
as otherwise permatted by regulation) by suthormed personmel Unauthonzed access or use of thas computer system may subject violators to
enrrunal, civil, andfor admarustrative action. All mformation on thas computes system may be intercepted, recorded, read, copled, and disclosed
by and to authonzed personnel for official purpose s, inchiding comanal investigations. Access or use of this computer system by any person,
whether authanzed or unauthonzed, constitules consent o these termes

teasssrsrssnsssessassnne AT A RN Gerrresssstsnssbersnsnns

Acceppibility Staterment | Brivacy Policy | Hon-Digerimination Statement | ElrgtGoy | White Hoyuge

Step A-1. Sign in to NEIS System with your User ID and Password.
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Module A: Getting Started

USDA

USDA
= Home | Workist | AddioFavories

Menu
Search:

[0

[ Wy Favorites
[ Employee Self Service
+ Non-Employee Processing
- NEIS Adiudication Information _
> Worklist e
[ Reporting Toals
- Ghange My Password
- My Personalizations
- My System Profile

- My Dictionary

Once logged in you will be directed to the main page of NEIS. The left-side menu links
you to the required processes.

Step A-2. Click on Non-Employee Processing, then select NEIS Adjudication
Information. This will direct you to the NEIS Adjudication main menu. From here you
can search for existing records or enter a new one.

Z United States Department of Agriculture
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Module B: Non-Employee Adjudication

The next few screens show you how to create a Non-Employee Adjudication

record in NEIS. Only a Federal employee may create or edit Non-Employee
Adjudication records in NEIS.

You must follow USDA business policy and standards for creating or editing
records in NEIS. USDA business policy can be found in the USDA
Departmental Regulation (DR) and Departmental Manual (DM) at
http://lincpass.usda.gov/ref lincpass.html.
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Module B: Non-Employee Adjudication

MEIS Adjudication

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

j Find an Existing Value %

[include History []Correct History

Search Results

1-2 of 2

EmpliD Social Security Number Name
AA1Z-ZETEST (blank) BULLOCK, SANDRA

AH 999-99-0999 H.AIDAM B-2

Step B-1. From the NEIS Adjudication main menu you can search for sponsored Non-
Employee records ready for adjudication. Use the drop down list to select one of the
available search criteria, enter the search terms and click "Search.”

Step B-2. Select the applicable hyperlink in the EmplID column from the list of search
results.
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Module B: Non-Employee Adjudication

{ MEIS Adjudication

HSIEH AIDAN EmpllD: 123255

= - - 2 = <z -
i atinn Infarmatjop Customize | Find | == First [4] 1 or 1 [* Last

nvestigation Btatus Adjudication Date  Adjudicator Oprid Notes

Approved  w J08/08/2008 MEIS0004 Testing

NecH B4

Secret
Top Secret
B-3

Step B-3. Investigation Type: Use the drop down list to select the investigation type.
Enter the highest clearance the Non-Employee has completed. Note: The minimum
requirement for HSPD-12 is a NACI. At a minimum, Non-Employees must complete and
submit paperwork for their Bl (or enter and submit via e-QIP) and complete a fingerprint
check to enroll.

Step B-4. Status: Use the drop down list to select the appropriate option: “Approved” or
“Not Approved” (also referred to as “Favorable” or “Unfavorable”).

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.
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{ MEIS Adjudication

HSIEH AIDAN EmpllD: 123255

Investigation Status Adjudication Date | Adjudicator Oprid otes
Type

E w|[approvea |~ |osmsrzoos B-5 | nEisooos  B-6 fresting

MAC

MACI
Secret
Top Secret

Step B-5. Adjudication Date: This field is masked and therefore does not permit data entry.
The Adjudication Date will default to the current date.

Step B-6. Adjudicator Oprid: This field is masked and therefore does not permit data entry.
The Adjudicator Oprid will default to the NEIS Adjudicator’s username.
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Module B: Non-Employee Adjudication

NEIS Adjudication |

HESIEH AIDAN EmpllD: 123255 WHH-HH-B8T65
Adjudication Information Customize | Find | B First [ 4 o1 M Last

WM Status Adjudication Date  Adjudicator Oprid MNotes

1|FBI Approved  w | 0B/0BI2008 MEIS0004 ‘Testing

Mot Approved

Step B-7. Add a New Row: If a Non-Employee obtains a higher level of clearance, you may
record it in NEIS in an additional row. To add a new row, click the plus sign button at end of
any row. Follow steps B-1 through B-6 to add the new clearance information.
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| NEIS Adjudication

HEIEH AIDAMN EmpliD: 123255 HHH-KK-BTES
Adjudication Information Customize | Find | i First [1] 12 o2 [¥] Last

Investigation Status Adjudication Date  Adjudicator Qprid | Hotes
T—“—e B-8

‘1|FEII v||.i'\|:||:|r0'v'el:l v|usmaxzuus MEIS0004 Testing =]
2 | NACI v ~ | 08/08/2008 MNEIS0004 =]

Approved
Mot Approved

B save | ,@ern to Search | +[E Previous in List | e | [=] Motify | Updﬂte.-'lilisplay| Zl Include History |
\——

Step B-8. Notes: Optional. This field can be used to enter in the adjudicator’'s name, agency,
actual adjudication date or other notes about the investigation.

Step B-9. Click the Save button. The NEIS Adjudication results have now been successfully
recorded for the Non-Employee.
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Module C (Non-EmpowHR Agencies): USAccess Adjudication

USDA

EmpowHR Agencies: Continue to Slide 24, Adjudication Procedures Summary

Non-EmpowHR Agencies:

The next few screens show Non-EmpowHR Agency Adjudicators how to use
USAccess to verify and save Adjudication information. Only a Federal employee
may adjudicate Non-Employees in USAccess.

Once the Non-Employee’s record has been submitted to USAccess, the

Adjudicator must log into USAccess to verify and complete Adjudication for the
Non-Employee.

You must follow USDA business policy and standards for creating or editing
records in NEIS. USDA business policy can be found in the USDA Departmental
Regulation (DR) and Departmental Manual (DM) at

http://lincpass.usda.gov/ref lincpass.html.
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Module C (Non-EmpowHR Agencies): USAccess Adjudication

Wsar Haime nsa sponsan@der. gsa lab -

Password | CLTTL R

C-2
L m

WERMING! THIS SYSTEM IS FOR AUTHORIZED LISE OMLY!

This is & U.5. General Services &dministration Federal Govemment
computer system that is "FOR OFFICIAL USE OMLY". This system is subject
to monitaring, Therafore, no expectation of privacy is to be assumed.
Individuals found performing unauthorized activities are subject to
disciplinary action incleding criminal prosscution

Ryt con o100 1 R L o il 1 b ET |
General Sarvices Administration ! AL
GSA romdy EDS ASSURED JOERY 1TV ™

Step C-1. On the USAccess Log In screen, type in your user name in the User
Name field.

Step C-2. Type in your password in the Password field and click the Login button.
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Search by

& Lastname € Social Security No.

| SMITH

| 01/12/09

Step C-3. Type in the Applicant’s last name or Social Security Number.

Step C-4. Type in the Applicant’s birth date or click on the calendar icon next to the Birth
Date field to select a date from the calendar and click the Search button to begin.

USDA 18
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Module C (Non-EmpowHR Agencies): USAccess Adjudication

358 BIMRRALrE0T 58 1D LI

Search

g Lt Naenia | First Namne | Blrfh Dote | Sl

Step C-5. When the search result appears, click on Edit Adjudication.
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Chick the Adjudicate button

Uedwin Adisdicain Cancel

Step C-6. Verify all required Biographic Data fields have current and correct information.
Red asterisks indicate required fields. Drop down lists are defaulted to Pending.
Approved must be selected to adjudicate applicant.

Note: If any of the information is incorrect, missing, or needs updating, changes must be
made in NEIS and not in USAccess.
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Chclk the Adjudicate button

Up-dain ‘ Adjmdicats | Cancel

Step C-7. When the search result appears, click on Edit Adjudication.
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Click the Yes button to confirm
the adudication.

Step C-8. Click on the Yes button on the confirmation box to confirm the adjudication.
The system may take a minute or two to process the record and return a confirmation.
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Module C (Non-EmpowHR Agencies): USAccess Adjudication

DA SRty Jia el Lo

The Adudication s completad

pedicwin

Step C-9. When the record has been successfully completed, “Adjudication Completed”
will appear on the screen. The adjudication process is now complete and an issuance
request has been initiated.

USDA | 23
Z United States Department of Agriculture



Jan e
;uH\

“guﬂ
”” K l"r

Adjudication Procedures Summary

Congratulations! You have just learned how to find, enter and
save records for Adjudication results.

Next Steps:

* Once adjudication results have been recorded, the records will
be processed in the USAccess credentialing system.

» The Non-Employee will receive an enrollment notification email
with a link to the GSA Scheduling Tool. The Non-Employee
should follow instructions in the email to schedule his/her
appointment.

* The Non-Employee will complete enrollment. Once completed,

the card will be printed and shipped.

» The Non-Employee will receive notification via email that the
LincPass is ready to be picked up and activated. The Non-
Employee will schedule his/her appointment using the GSA
Scheduling Tool.

*The Non-Employee will pick up and activate his/her own
LincPass.

USDA |
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Certification Test for the Adjudicator Role

You must pass the certification test to be
gualified for the role of NEIS Adjudicator. The
test consists of ten True or False questions
related to the NEIS Adjudicator role.

When you have completed the test, you will
receive a score and directions on how to
proceed with your role assignment.

You must score 80% or better to successfully
complete this course. If a passing grade is not

achieved, review the training and take the test
again.

Good luck!
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