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Welcome to the Non-Employee Identity System (NEIS) Sponsor 
training.  Identity management has become an important part of our 

Introduction

g y g p p
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 governmentfederal government. 

Your role as a Sponsor 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 a Sponsor, you 
will play a part in the process for Non-Employees to enroll for awill 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 Non-Employee Identity System (NEIS) is USDA’s secure and 
authoritative database for Non-Employee records.  Each Non-

Non-Employee Sponsorship

p y
Employee record is assigned to a Contract Information record.   

If the individual to be sponsored is does not perform under a contract, 
you must assign another unique identifier in the Contract ID/PIID field 
in NEIS when entering Contract Informationin NEIS when entering Contract Information. 

For more information on LincPass applicability, please see the excerpt 
below from USDA Departmental Manual (DM) 4620-xxx:

Specifically, PIV applies to all Employees (as defined in title 5 
U.S.C §2105 “Employee”) within a department or agency.  
Further defined by Executive Order (EO) 12968, “Employee” 
means a person, other than the President and Vice President, 
employed by detailed or assigned to USDA includingemployed by, detailed or assigned to, USDA, including 
members of the Armed Forces; an expert or consultant to 
USDA; an industrial or commercial contractor, licensee, 
certificate holder, or grantee of USDA, including all 
subcontractors; a personal services contractor; or any other 
category of person who acts on behalf of an agency as 
determined by the agency head.
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The Sponsor Role

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

Some of the data entry duties included in the Sponsor role may be delegated to a Non-Employee 
Ad i i t t b t th S t b th ffi i l t th i Li P ll tAdministrator, but the Sponsor must be the official person to authorize LincPass enrollment.

The following is an overview of the Sponsor’s duties: 

1. Initiating the sponsorship processg p p p
2. Entering Contract Information and Non-Employee records
3. Sponsoring Non-Employee records
4. Managing Contract Information and Non-Employee records

We will discuss these duties in more detail on the next slideWe will discuss these duties in more detail on the next slide.

4



Sponsorship Procedures

1. Initiating the sponsorship process: 
The Sponsor verifies that applicable Non Employees have beenThe Sponsor verifies that applicable Non-Employees have been 
identified for LincPass application and enrollment.  

2. Entering Company Contract and Non-Employee records:
The Sponsor performs initial data entry duties required for 
LincPass enrollment in the Non-Employee Identity System (NEIS). 

3. Sponsoring Non-Employee records:
The Sponsor validates the need for a PIV Credential to be issued 
to the Non-Employee and provides sponsorship to the Non-to the Non Employee, and provides sponsorship to the Non
Employee. 

4. Managing Contract Information and Non-Employee records:
This includes updating records with any new information, such as 

h i th P i d f P f ha change in the Period of Performance, name change, 
reprint/reissue, resending email notifications, and running reports.
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Non-EmpowHR Agency Sponsors

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

When NEIS information is transmitted to USAccess, Sponsors will log in to USAccess to verify and 
save Non-Employee information. 

Non-EmpowHR sponsorship is covered in detail in Module F of this training.  
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To begin Sponsorship duties you must meet the following requirements:

Sponsorship Prerequisites

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

You have completed the USAccess Sponsor training.

You have been designated as a Sponsor in USAccess by your Agency Role Administrator.  

You have completed NEIS Sponsor training and passed the NEIS Sponsorship test.

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

You know the contract to which the Non-Employee will be assigned.

Non-EmpowHR Agency Sponsors must have a user ID and password for USAccess.
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NEIS Sponsor Training Modules

This training covers the processes of NEIS Sponsorship: 

Module A: Getting Started

Module B: Finding or Creating a Contract Company Record

Module C: Finding or Creating a Contract Information Record

Module D: Finding or Creating a Non-Employee Information Record

Module E: Contract AssignmentModule E: Contract Assignment

Module F: USAccess Sponsorship

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

A-1

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

A-2

Step A-2. Once you are logged in to the system, you will be directed to the home page. 
Click the link for Non-Employee Processing on the menu to perform required actions.
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M d l B Fi di C ti C t t C R dModule B: Finding or Creating a Contract Company Record

The next few screens show you how to create a Contract 
Company record in NEIS (or verify that it is already in the system). 
Only a Federal employee, such as a Contracting Officer 
R t ti (COR) t dit C t t I f tiRepresentative (COR), may create or edit Contract Information 
records in NEIS.   

You must follow USDA business policy and standards for creating p y g
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: Finding or Creating a Contract Company RecordModule B: Finding or Creating a Contract Company Record

B-1

Note: Certain Non-Employees sponsored in NEIS may not be employed by a Contracting 
Company Do not create a Contracting Company record unless you have identified the

Step B-1. From the Non-Employee Processing menu, select Contract Company. You can 
find an existing company in the system or add a new one. 

Company.  Do not create a Contracting Company record unless you have identified the 
DUNS Number for the Contracting Company.  When entering Contract Company 
Information, DUNS is required.  
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M d l B Fi di C ti C t t C R dModule B: Finding or Creating a Contract Company Record

B-2 B-3

Step B-2. To find an existing company, click on the Find an Existing Value tab.  Enter the 
search terms to narrow your results. If no search terms are entered, the first 300 records will 
display.  Select the applicable hyperlink from the list of search results. 
Note: While “Company” is available as a search term, this field is masked on Contracting 
Company records. 

Step B 3 To add a new Contracting Company click the Add a New Value tab
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Step B-3. To add a new Contracting Company, click the Add a New Value tab.  



Module B: Finding or Creating a Contract Company RecordModule B: Finding or Creating a Contract Company Record

B-4

B-6
B-5

Step B-4. DUNS: Enter the DUNS Number for the Contracting Company.  The DUNS 
Number is a 9-digit unique identifier for the Company.  You may also enter a 9-digit +4 
number used to identify a specific unit within a larger entity.    
Note: A DUNS Number uniquely identifies a Contracting Company, therefore the system will 
check to ensure there is no duplication of DUNS numbers within the system.  

Step B-5. Company: This field is masked to prevent user data entry. 

Step B-6. Company Name: Enter the name of the Contracting Company and click Add.  p p y g p y
NEIS will direct you to a new page where you can add additional information.  The DUNS 
and Company Name will be populated on the detail page.  



Module B: Finding or Creating a Contract Company Recordg g p y

B-7
B-8

Step B-7. Contact Name: Enter the name of the point of contact for the Contracting 
Company in the following format: last,first.
Step B-8. Contact Phone #: Enter the phone number for the Contracting Company.  
Acceptable formats are as follows: 
9999999
999-9999
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9999999999
999/999-9999



Module B: Finding or Creating a Contract Company RecordModule B: Finding or Creating a Contract Company Record

B-9

St B 9 C Add E t th Add f th C t ti C U th

B-10

Step B-9. Company Address: Enter the Address for the Contracting Company.  Use the 
lookup function to enter the State, or key in the two-letter abbreviation.  

Step B-10. Click Save.
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Module C: Finding or Creating a Contract Information Record

Congratulations!  You have just learned how to find, enter, and save a 
Contract Company record in NEIS.  

The next few screens show you how to create a Contract Information record in e e t e sc ee s s o you o to c eate a Co t act o at o eco d
NEIS (or verify that it is already in the system). Only a Federal employee, 
such as a Contracting Officer Representative (COR), may create or edit 
Contract Information records in NEIS.   

You must follow USDA business policy and standards for creating or editingYou 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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M d l C Fi di C ti C t t I f ti R dModule C: Finding or Creating a Contract Information Record

C-1

C-2

Step C-1. From the left navigation menu select Contract Information to go to the Contract 
Information main menu.  From here, you can search for existing contract records or add a new record.

Step C-2.  To search for an existing contract record, select the “Find an Existing Value” tab.  Use 
the drop down list to select one of the available search criteria, enter the search terms and click 
“Search.”  Select the applicable PIID/Contract ID hyperlink from the list of search results.  If you do not 
see the PIID/Contract ID listed you may enter a new record (covered on the next slide)
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see the PIID/Contract ID listed, you may enter a new record (covered on the next slide).  



Module C: Finding or Creating a Contract Information Record

C-3

C-4

Step C-3. To add a new contract record, click the Add a New Value tab. 

Step C-4. You will be prompted to enter the PIID/Contract ID, Sub-Agency, DUNS, and 
Company Name.  Any information you enter will be populated on the next screen.  If you 
prefer, you can simply click the Add button to start with a blank record (covered on the next 
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slide).  When you have finished entering information on this screen, click the Add button.



Module C: Finding or Creating a Contract Information Record

C-6
C-5

Step C-5. Contract ID/PID: Enter the PIID/Contract ID.  

Step C-6. Sub Agency: Enter the Sub-Agency ID, or use the look up feature (magnifying 
glass) to select the Sub-Agency.  This is the Sub-Agency that is sponsoring the Non-
Employee
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Employee. 



Module C: Finding or Creating a Contract Information Record

C-7
C-8C 8

Step C-7. DUNS:  This field will be populated with information you entered in the last step.

Step C-8. Contract Expiration Date: Enter the Contract Expiration Date. This date is used 
to determine if a Contractor Employee is active on a contract, so it is important that this 
date is accurate.
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Module C: Finding or Creating a Contract Information Record

C-9

C-10

C-11

Step C-9. Notes: This field is masked and therefore does not permit data entry.

Step C-10. Delegated Staff: This field is masked and therefore does not permit data entry.

Step C-11 Click the Save button It may take a few moments to process
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Step C-11. Click the Save button.  It may take a few moments to process.  



Module C: Finding or Creating a Contract Information Record

C-12

Step C-12. Contract Company hyperlink: To view or edit information about the Contract 
Company, click this link.  You will be brought to a pop-up window.  If you make any 
changes, be sure to save.

23



Module C: Finding or Creating a Non-Employee Record

Congratulations!  You have just learned how to find, enter, and save a 
Contract record in NEIS.  

The next few screens show you how to create a Non-Employee 
I f ti d i NEIS ( if th t it i l d i th t )Information record in NEIS (or verify that it is already in the system). 
Only a Federal employee, such as a Contracting Officer Representative 
(COR), may create or edit Non-Employee Information records in NEIS.   

You must follow USDA business policy and standards for creating or p y g
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 D: Finding or Creating a Non-Employee Information Record

D-1

Step D-1 From the left navigation menu select Non-Employee Information This will direct you

D-2

Step D-1.  From the left navigation menu select Non-Employee Information.  This will direct you 
to the Non-Employee Information main menu.  From here you can search for existing records or 
enter a new one.   

Step D-2.  To search for an existing Non-Employee record, select the “Find an Existing Value” 
tab.  Use the drop down list to select one of the available search criteria, enter the search terms 
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and click “Search.”  Select the applicable hyperlink from the list of search results.  If you do not 
see the applicable Non-Employee listed, you may enter a new record (covered on the next slide).  



Module D: Finding or Creating a Non-Employee Information Record

D-33

D-4

D-5

Step D-3. To add a new Non-Employee record to the system, click the Add a New Value
tab. 

Step D-4.  EmplID and Empl Rcd Nbr:  Do not enter or change any information in these 
fields.
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Step D-5. Click the Add button.  You will be directed to a new Non-Employee Information 
record.  



Module D: Finding or Creating a Non-Employee Information Record

You will now learn how to 
enter the required data for a 
new Non-Employee 
Information record.  

The screenshot to the right 
shows a blank Non-Employee 
Information record.  The 
slides that follow will show 
small subsets of this recordsmall subsets of this record.  
Asterisks indicate required 
fields 

We will complete the record 
step-by-step, beginning at the p y p g g
top of the screen and working 
our way down to the bottom. 
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Module D: Finding or Creating a Non-Employee Information Record

D-66

D-7

Step D-6. Effective Date: Enter the effective date of contract performance or the date the 
record was entered into the system.
Step D-7. Social Security Number: Enter the Non-Employee’s 9-digit Social Security Number 
(SSN)
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(SSN).



Module D: Finding or Creating a Non-Employee Information Record

D-8

Step D-8. Name (First, Middle, Last, and Suffix): Enter the Non-Employee’s name in these 
fields.  If the Non-Employee does not have a middle name, leave this field blank.  Please note 
that Preferred First Name is masked and therefore does not permit user entry.

Note: You must enter the person’s name as shown on their government-issued ID, such as a 
driver’s license or passport. If the information does not match, the Non-Employee will have 
problems during the enrollment process

29

problems during the enrollment process.
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Module D: Finding or Creating a Non-Employee Information Record

D-9

D-10D-10

Step D-9. Alias Name: This field is masked and therefore does not permit data entry.

Step D-10. Date of Birth: Enter the Non-Employee’s date of birth (mm/dd/yyyy), or use the 
lookup function to select it from the calendar.  
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Module D: Finding or Creating a Non-Employee Information Record

D 11D-11
D-12

D-13

Step D-11. Gender: Click on the dropdown list to select gender. 

Step D-12. Business Email: Enter the Non-Employee’s business email address.  This 
will be used for enrollment notification. The applicant will not receive enrollmentwill be used for enrollment notification.  The applicant will not receive enrollment 
notifications if business email is entered incorrectly. If the Non-Employee does not have 
an email address, enter the email address for a Point of Contact who will coordinate 
enrollment activities, such as a Human Resources Manager or Security Officer.  

Step D-13. Country of Citizenship: Use the drop down list to select the 3-letter code for 
th N E l ’ C t f Citi hi
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the Non-Employee’s Country of Citizenship.



Module D: Finding or Creating a Non-Employee Information Record

D-14

D-17

D-16

D-15

Step D-14. RNO: This field is masked and therefore does not permit data entry.

St D 15 H di Cd Thi fi ld i k d d th f d t it d t t

Step D-16. Effective Date of Status: This field is masked and therefore does not permit 
data entry.

Step D-17 Non-Employee Status: This field is masked and therefore does not permit

Step D-15. Handicap Cd: This field is masked and therefore does not permit data entry.
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Step D 17. Non Employee Status: This field is masked and therefore does not permit 
data entry.



Module D: Finding or Creating a Non-Employee Information Record

D-18
D-19

Step D-18. Non-Employee Type: Use the drop down list to select the appropriate Non-
Employee type.

D 19

p y yp

Step D-19. Work Phone: Enter the Work Phone for the Non-Employee.
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Module D: Finding or Creating a Non-Employee Information Record

D 20 D 21D-20 D-21

Step D-20. Emergency Response Official (ERO).

C i Thi i l fi ld l li A id ifi d lCaution: This optional field only applies to an Agency-identified contractor-employee 
serving in an Emergency Response Official capacity.  Contact your Security Officer for 
more information.

If the Non-Employee has emergency response duties in the event of a disaster, check 
this option This designation will be printed on the Non-Employee’s USDA LincPass
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this option. This designation will be printed on the Non-Employee s USDA LincPass.

Step D-21. Notes: Enter the Non-Employee’s ERO title or duties in this field.



Module D: Finding or Creating a Non-Employee Information Record

D-22 D-23

D-24

Step D-22. Submitting Office Number: Enter the Submitting Office Number. 

Step D-24. Security Office Identifier: Enter the Security Officer Identifier.

Step D-23. OPAC/ALC Number: Enter the OPAC/ALC Number.
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Module D: Finding or Creating a Non-Employee Information Record

D-25

Step D-25. Birth Info: Click on the Birth Info Link to enter additional information. You 
will be redirected to another screen where you can enter the Non-Employee’s Birth 
Location.  Enter the City and State.  For Non-U.S., use the lookup function (magnifying 
glass) to select the three-letter country code, then enter the City.  When you are finished, 
li k OK
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click OK.



Module D: Finding or Creating a Non-Employee Information Record

D-27

D-26

St D 26 Wh fi i h d t i i f ti thi li k S

Step D-27. After saving, click the Address Info hyperlink at the bottom of the screen.  
You will be redirected to another screen where you will enter the Non-Employee’s 
Add I f ti

Step D-26. When you are finished entering information on this screen, click Save.
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Address Information.  



Module D: Finding or Creating a Non-Employee Information Record

D-28
D-29

Step D-28. On the Address Information screen, use the lookup feature (magnifying 
glass) to select the Country Code for the Non-Employee’s Home Address. 

Step D 29 Next click the Edit Address hyperlink
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Step D-29.  Next, click the Edit Address hyperlink.



Module D: Finding or Creating a Non-Employee Information Record

D-30

D-31

Step D-30. Enter the Non-Employee’s home address. Address 2 and Address 3 are 
optional. County is not required; however, this information is populated based on City 
and State selected.and State selected.

Step D-31.  When you are done, click the OK button to return to the Address Information 
screen.
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Module D: Finding or Creating a Non-Employee Information Record

D-32
D-33

Step D-33. Work Address: Enter the complete Work Address. 

Step D-32.  Now you will enter information on the Non-Employee’s Work Address.  Enter 
in the Country.
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Module D: Finding or Creating a Non-Employee Information Record

D-3535

D-36
D-37

D-38

Step D-35. City-Other: Use the lookup feature (magnifying glass) to select the City.

Step D-36. State: Use the lookup feature (magnifying glass) to select the State. 

Step D-37. Postal: This field is masked and does not allow user data entry. 

Step D-38. Geog Location Code: The information in this field will be populated based 
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on the City and State selected.  This field is masked and therefore does not permit data 
entry.  
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Module D: Finding or Creating a Non-Employee Information Record

D-39

Step D-39. Click the OK button to save information entered. If you click the Cancel
button, information on this screen will not be saved.  

After you click OK, you will return to the main Non-Employee Information screen.  Now 
the Non-Employee record is ready to be sponsored.
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Module E: Contract Assignment

Congratulations!  You have just learned how to find, enter, and save a 
Non-Employee Information record.  

The next few screens show you how to create a Contract Assignment in 
NEIS O l F d l l h C t ti OffiNEIS.  Only a Federal employee, such as a Contracting Officer 
Representative (COR), may create or edit Contract Assignments in 
NEIS.   

You must follow USDA business policy and standards for creating or p y g
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 E: Contract Assignment

E-1

E-2

Step E-1. From the left navigation menu, select Contract Assignment. This will bring you 
to the main Contract Assignment screen. 

Step E-2. Use the search criteria to find the contract to which the Non-Employee will be 

44

p p y
assigned. You can search by Company Name, DUNS, PIID/Contract ID, or Sub-Agency to 
help narrow your search.
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Module E: Contract Assignment

E-3

Step E-3. Click the hyperlink of the applicable PIID/Contract ID for which you are 
assigning Non-Employee records.  
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Module E: Contract Assignment

E-4 E-5

After selecting the PIID/Contact ID, you will be redirected to the Contract Assignment screen.  You will 
see that the PIID/Contract ID, Contract Expiration Date, and Company DUNS/Name (if available) are 
populated at the top of the screen.

Step E-4. EmplID: To assign the first Non-Employee to the contract, use the lookup feature 
(magnifying glass) to locate and select the Non-Employee’s record.  The Non-Employee’s name will be 
populated in the Name column.  

populated at the top of the screen.  

46

Step E-5. Assignment Date: Enter the Contract Assignment date.  The system defaults to the current 
date. 



Module E: Contract Assignment

Step E-6. Contractor Status: Select “Active” to show that this Non-Employee is active on this contract.  

E-6

NOTE: If a Non-Employee is assigned to multiple contracts, changing status on one contract will not affect 
status on other contracts.  However, Non-Employee status will be derived using the following rules: 

• Active on at least one contract = Active Non-Employee Status
• Suspended on ALL contracts = Suspended Non-Employee Status
• Terminated on ALL contracts = Terminated Non-Employee Status

Selecting “Terminated” has serious repercussions in the HSPD 12 system and will result in card
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Selecting Terminated  has serious repercussions in the HSPD-12 system and will result in card 
revocation and the Non-Employee will be immediately escorted from the facility.



Module E: Contract Assignment

E-9

E-7
E-8

Step E-8. Click the Save button. 

Step E-7. LincPass Required: Check this box to certify that the Non-Employee requires a 
LincPass.  This is the official act of Sponsorship in NEIS, and is only to be performed by the 
Sponsor. 
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Step E-9. Click the Card Shipping Information hyperlink.



Module E: Contract Assignment

E-10

E-11

Step E-10. Card Ship Addr Cd: Use the lookup feature (magnifying glass) to select the location 
where the card is to be shipped.  This code must be entered for each Non-Employee assigned to 
the contract.  The address information for the location you choose will be populated.   

Step E-11 Click the OK button to save the information

49

Step E 11. Click the OK button to save the information. 



Module E: Contract Assignment

E-12

Step E-12. To assign another Non-Employee record to this contract, click the plus sign button in the 
far right column of the first row Repeat Contract Assignment Steps 1 11 as needed

E-13

far right column of the first row.  Repeat Contract Assignment Steps 1-11 as needed. 

Step E-13. Remember to click the Save button when you have entered all necessary information on 
this screen.

Now, Contact your Agency Security Officer or Adjudicator to notify them that you have completed 
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sponsorship of Non-Employees for the contract.  It is time for the Adjudicator to complete the NEIS 
adjudication record for the Non-Employees assigned to the contract.   



Module F (Non-EmpowHR Agencies): USAccess Sponsorship

EmpowHR Agencies: While EmpowHR users do not need completeEmpowHR Agencies: While EmpowHR users do not need complete 
sponsorship in USAccess, the following information may be helpful for 
resending sponsorship notifications and requesting reprints/reissues.  For 
Sponsorship Procedures Summary, continue to Slide 65.

N E HR A iNon-EmpowHR Agencies: 
The next few screens show Non-EmpowHR Agency Sponsors how to use 
USAccess to verify and save Sponsorship information. Only a Federal 
employee, such as a Contracting Officer Representative (COR), may sponsor 
Non-Employees in USAccess.   p y

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 htmlhttp://lincpass.usda.gov/ref_lincpass.html.
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Module F (Non-EmpowHR Agencies): USAccess Sponsorship

F 1F-1

F-2

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

Step F-2. Type in your password in the Password field and click the Login button. 
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Module F (Non-EmpowHR Agencies): USAccess Sponsorship

F-3

F-4

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

Step F-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.  
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Module F (Non-EmpowHR Agencies): USAccess Sponsorship

Step F-5. When the search result appears, click on View Applicant to view Applicant’s 
Biographic Data.

F-5

54

g p
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Module F (Non-EmpowHR Agencies): USAccess Sponsorship

F 6

St F 6 V if ll i d Bi hi D t fi ld h t d t i f ti

F-6

F-7

Step F-6. 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. 
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Step F-7. Click NEXT to go to the next screen.
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Module F (Non-EmpowHR Agencies): USAccess Sponsorship

E-8 F-8

Step F-8. Verify all required Address Data fields have current and correct information.  

F-9

F 8

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. 

Step F-9 Click NEXT to go to the next screen
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Step F-9. Click NEXT to go to the next screen.



Module F (Non-EmpowHR Agencies): USAccess Sponsorship

E-6E-7

F-10

Step F-10. No action is required on this screen.  The NEIS Alias field is currently masked 

E-7

F-11

to prevent data entry, so information on this USAccess screen will not be populated. 

Step F-11. Click NEXT to go to the next screen.

5757



Module F (Non-EmpowHR Agencies): USAccess Sponsorship

E-6E-7

E-8

Step F-12. Click FINISH to save the record. USAccess will direct you to the Sponsorship 

E-7

F-12

information page. 
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Module F (Non-EmpowHR Agencies): USAccess Sponsorship

E-6E-7 F 13

Step F-13. Verify the following required fields have current and correct information. 
Note: If any of the information is incorrect missing or needs updating changes must be

E-7 F-13

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

• Agency
• Employee Type—should read “Contractor” or “Associate or Dignitary”
• Employee Status set to Active
• Work Email Address
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• PIV Card Required set to YES
• If the applicant is a Federal Emergency Response Official, button should be set to YES
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Module F (Non-EmpowHR Agencies): USAccess Sponsorship

E-6E-7

E-8
F-14

E-7

Step F-14. Some Non-Employees who do not have email addresses will provide the 
email of a supervisor who will coordinate enrollment activities.  If you are sponsoring 
multiple Non-Employees with the same email address, you must select No for 
Require Digital Signature and Encryption Certificates to ensure sponsorship is 
successful.

Cli k NEXT t th t
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Click NEXT to go the next screen.
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Module F (Non-EmpowHR Agencies): USAccess Sponsorship

E-6E-7

E-8

E-7

N t If f th i f ti i i t i i d d ti h t b
F-15

Step F-15. Click NEXT to go the next screen.

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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Module F (Non-EmpowHR Agencies): USAccess Sponsorship

E-6E-7

E-8

Step F-16. Click FINISH to save the record. USAccess will direct you back to the

E-7

F-16

Step F 16. Click FINISH to save the record.  USAccess will direct you back to the 
search page. 
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M d l F (N E HR A i ) USA S hiModule F (Non-EmpowHR Agencies): USAccess Sponsorship

Resending System Notifications

Resending System EmailsResending System Emails

Step F-17 Click on Sponsor Utility in the Applicant Search Screen Results

F-17

Step F 17 Click on Sponsor Utility in the Applicant Search Screen Results.
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M d l F (N E HR A i ) USA S hi

Click on the System Notifications tab. 

Module F (Non-EmpowHR Agencies): USAccess Sponsorship

Resending System Notifications

F-18

F-19

F-19

Step F-18. Click on the System Notification tab

Step F-19.  Click on Resend Email
• Sponsorship Complete- to have applicant enroll for LincPassp p p pp
• Credential Ready for Pick Up- to have applicant pick up credential 
and activate card. 
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Sponsorship Procedures Summary

Congratulations!  You have just learned how to find, 
enter and save records for: 

• NEIS Contract Company Information
• NEIS Contract InformationNEIS Contract Information 
• NEIS Non-Employee Information
• NEIS Contract Assignment
• USAccess Sponsorship

f fNow the record is ready for Adjudication Information to 
be entered by the Agency Adjudicator. 
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NEIS Reporting 
The Non-Employee Identity System (NEIS) Report Service allows NEIS users to check Applicant 
status to determine where Applicants are in the LincPass sponsorship and adjudication process. The 
report can also be used to troubleshoot issues with specific Applicant recordsreport can also be used to troubleshoot issues with specific Applicant records.
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NEIS Reporting 
Reporting Capabilities

DUNS/Company Report allows you to search for Contracting Companies and associated Contract Assignments.  

Non-Employee Current Contract Report allows you to view Non-Employees and active contracts to which they 
are assigned.  

Non-Employee Roster allows you to view Non-Employees in the system, their sponsorship status, Contract 
Assignments, and Contracting Company information.  ss g e ts, a d Co t act g Co pa y o at o

Non-Employee History Contract Report allows you to vie Non-Employees and their Contract Assignment 
History.

Period of Performance Report allows you to view contracts in the system, periods of performance and 
Contracting Company information.   

Process Adjudication Report allows you to view Non-Employee Adjudication status.

Process All Non-Employees Report allows you to view Non-Employees in the system, as well as information 
about their Sponsorship and Adjudication

Please refer to the NEIS and ASR Guide for more information and directions on 

about their Sponsorship and Adjudication.

Process Sponsor Report
The Process Sponsor Report allows you to view Non-Employee Sponsorship status.
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using this new reporting utility.



Next Steps 

Upon completion of sponsorship of Non-Employee records 
in NEIS (or USAccess for Non-EmpowHR users):

• Once adjudication results have been recorded in NEIS, 
the records will be sent to 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 p y
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
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•The Non-Employee will pick up and activate his/her own 
LincPass.
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Certification Test for the Sponsor Role

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

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

80% fYou 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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