Non-Employee ldentity System (NEIS)
Sponsorship Training
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Introduction

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

Homeland Security Presidential Directive 12 (HSPD-12) established
the criteria for an interoperable, Personal Identity Verification (PI1V)
program within the federal 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 a
LincPass so they can access facilities and systems.
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Non-Employee Sponsorship

The Non-Employee Identity System (NEIS) is USDA’s secure and authoritative
database for Non-Employee records. Each Non-Employee record must be
assigned to a Contract Information record.

T201

If the individual to be sponsored does not perform under a contract, you must i
assign another unique identifier in the PlIID/Contract ID field in NEIS when OL0
entering Contract Information. An example of another unique identifier the ?.:,::*
contract may be the MOU (Memorandum of Understanding) number. | ..
For more information on LincPass applicability, please see the excerpt below R <
from USDA Departmental Manual (DM) 4620-002:

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, 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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Non-Employee Status

Many different types of Non-Employees support USDA. In NEIS, there are five options to represent
the various Non-Employee types. Options include:

— Affiliates

— Contactors
— Fellows

— Interns

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

Some of the data entry duties included in the Sponsor role may be delegated to a Non-Employee
Administrator, but the Sponsor must be the official person to authorize LincPass enrollment.

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

1. Initiate the sponsorship process

2. Enter Contract Information and Non-Employee records

3. Sponsor Non-Employee records

4. Manage Contract Information and Non-Employee records

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

1. Initiating the Sponsorship Process:
The Sponsor verifies that applicable Non-Employees have been
identified for LincPass application and enroliment.

2. Entering Contract Information, Contract Company Information
(optional) and Non-Employee Information:

The Sponsor performs initial data entry duties required for
LincPass enrollment in 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-
Employee.

4. Managing Contract Information and Non-Employee records:
The Sponsor updates records with any new information, such as
changes in Period of Performance or name. The Sponsor may
perform other duties as needed, such as requesting card
reprints/reissues, resending email notifications, and running
reports.
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EmpowHR and Non-EmpowHR Agency Sponsors

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

EmpowHR Agency Sponsors:
EmpowHR Agency Sponsors will enter data into NEIS only.

Non-EmpowHR Agency Sponsors:

Non-EmpowHR Agency Sponsors will enter data into NEIS. When NEIS information is transmitted to
USAccess, the GSA credentialing system, Sponsors will log in to USAccess to verify and save Non-
Employee sponsorship information. A Non-Employee’s sponsorship status must be modified and
saved in NEIS before being modified in USAccess. This will ensure that the data will flow from NEIS to
USAccess.

Non-EmpowHR Agency Sponsorship is covered in detail in Module F of this training.
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Sponsorship Prerequisites

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

> USAccess:
* You have completed the USAccess Sponsor training.
* You have been designated as a Sponsor in USAccess by your Agency Role
Administrator.
* Non-EmpowHR Agency Sponsors must have a user ID and password for USAccess
(please note that this user ID and password will be issued after having been designated
as a Sponsor).

»  NEIS:
* 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.

> Non-Employee Information:
* You know the contract to which the Non-Employee will be assigned.
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NEIS Sponsor Training Modules

This training covers the processes of NEIS Sponsorship:
Module A: Getting Started (Required)
Module B: Finding or Creating a Contract Company Record (Optional)
Module C: Finding or Creating a Contract Information Record (Required)
Module D: Finding or Creating a Non-Employee Information Record (Required)
Module E: Contract Assignment (Required)
Module F: USAccess Sponsorship (Required if Non-EmpowHR Agency)

These modules will guide you step-by-step through the process to enter required information for
NEIS Sponsorship.
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Step A-1. Open a web browser to the following address: https://icams.usda.gov. A warning
screen will display. Click “I AGREE” to move to the next screen, which will have a login field.
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https://icams.usda.gov/

Module A: Getting Started (Required)

Lnted Gtetew Dapestmient of Agrcatue
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User I0: |;crn'_m|m A 2
Password: [essesssesens
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Step A-2. Sign in to NEIS with your User ID (Required) and Password (Required).
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Step A-3. Once you are logged in to the system, you will be directed to the home page. The
left-side menu links you to the required processes. Click the link for Non-Employee
Processing on the menu to perform required actions.

USDA | 12
Z United States Department of Agriculture




Module A: Getting Started (Required)

You should have access to all/some of the
following Non-Employee Processing functions
located in the navigational menu on the left,
depending on your role(s):

— NEIS Reports (all roles)

— Contract Company (data entry)

— Contract Information (data entry)

— Non Employee Information (data entry)
— Contract Assignment (Sponsors)

USDA
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[> My Favorites
> Employee Self Service
> Non-Employee Processing
> NEIS Reports
- Contract Company
- Contract Information

- Non Emplovee Information

—~ Contract Assignment

[> Worklist

[> Reporting Tools

- Change My Password

- My Personalizations

~ My System Profile

— My Dictionary

— EmpowHR Documentation
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Module B: Finding or Creating a Contract Company Record (Optional)

USDA

In NEIS, entering Contract Company Information is optional because not all Non-
Employees are contractors (for example, a person may be a volunteer or an affiliate).

While Contract Company Information is not required, it is recommended to enter as
much information as possible. This information can be helpful for reporting and
organizational purposes.

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 Representative (COR), may create or edit Contract Information
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.

s United States Department of Agriculture
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Module B: Finding or Creating a Contract Company Record (Optional)

US Dept of Agriculture

Search:
)
& My Favorites Contract Company

U Employee Self Senice Enter any information you have and click Search. Leave fields blank for a list of all values
' Non-Employee Processing

[/ Find an Existing Value | Add 3 New Value |

B-1 - Contract Company
= DN ACT INTOrManon
I'?‘u[l“-

Fad Assignment Company: begins with
Company Name: begins with +

DUNS: begins with »

oe Information

[ include History [#] Correct History [_| Case Sensitive

Search I Clear lw & save Search Criteria

- Em R niation Find an Existing Value | Add 3 New Value

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
DUNS Number for the Contracting Company. When entering Contract Company
Information, DUNS is required.

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.
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Module B: Finding or Creating a Contract Company Record (Optional)

Search:
|

[ My Favoriles

[ Employee Self Senice

' Non-Employee Processing

i NEIS Reports

- Contract Company

- Contract Information

- Non Emplovee Information

- Contrad Assignment

[ EmpowHR Sefup Tables

(HD)

[ Workiist

{* Reporting Tools

- Change My Password

- H! S',itgm plﬂdg

nlation

US Dept of Agriculture

B-2

B-3

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

Find an Existing Value

DUNS:
Company:
Company Name: begins with

begins with w

begins with v

[inciude History [~] Correct History [ Case Sensitive

Search ] Clear ]Biilc Search B Save Search Criteria

Find an Existing Value | Add 3 New Value

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.

Company records.

Note: While “Company” is available as a search term, this field is masked on Contracting

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

b My Favorites Contract Company

I Employee Self Service 7
Non-Employee Processing f Find an Existing Value Y Add a New Value \
> NEIS Reports

| — Contract Company B-4
— Contract Information
— Non Employee Information (Company: | || B-5
— Contract Assignment

> EmpowHR Setup Tables Company Name:| B-6
(HD)

> Worklist

> Reporting Tools Add

— Change My Password

i Fersonalizstions Find an Existing Value | Add a New Value

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 and does not permit data entry.

Step B-6. Company Name: Enter the name of the Contracting Company and click Add. 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.

USDA , 17
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Module B: Finding or Creating a Contract Company Record (Optional)

Contract Company

DUNS 1234567890

B-7 [*{:Dmpany Hame |A%A Staffing ]
Entered by MNEISUSRE1 JAMNE DOE
*Contact Name |Dne JrMr. John A

B-8 [*Cﬂr‘lt‘ac:t Phone # IE?'UEEE—EEEE ]

Step B-7. Contact Name: (Required) Enter the name of the point of contact for the

Contracting Company in the following format: [last name] [suffix],[prefix] [first name] [middle
name/initial]

Step B-8. Contact Phone #: (Required) Enter the phone number for the Contracting
Company. Acceptable formats are as follows: 9999999, 999-9999, 9999999999, 999/999-
9999

USDA | 18
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Module B: Finding or Creating a Contract Company Record (Optional)

N

*Address Line 1 |‘123¢ YELLOW DRIVE

B-9
Address Line 2| SUITE 300
*City |.&NN.&NDALE
*State e Q
Postal Code  |22003 )

B-10 B save -]._Q.Heturn to Seaaru:hl +[E Previous in Listl ] Nextin Listl E'q.AdtIl Updﬂt&fﬂisplﬂyl ] Include History | [EF Correct Hiztor,

Step B-9. Company Address: Enter the Address for the Contracting Company. Address
Line 1, City, and State are required. Use the lookup function to enter the State, or key in the
two-letter abbreviation. Address Line 2 and Postal Code are optional.

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

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
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 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.

USDA
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Module C:

C-1

Erieow i 11D

Menu =

Search:
)

[ My Favorites

[ Employee Self Service

[ Warkforce Administration
= Mon-Employee Processing
[+ MEIS Repars

I — Contract Information

— Maon Emploves Infarmaton
— Contract Assignment
[ EmpowHR Setup Tables

[ Reporting Tools

- Change My Password
— My Personalizations
— My Systern Profile

— My Dictionary

- EmpowHRE Documentation

Finding or Creating a Contract Information Record (Required)

US Dept of Agriculture

Home | Worklist

Add to Favorites | _Sign out

Mew Window | Help | hiEp

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

J Find an Existing Value Y Add a New Value

PIDIContract ID: | begins with [+ | |

Company:
Sub-Agency: kegins with Q
DU 5: begins with |« 1234567890 a,

Company Hame:| begins with AAA Staffing

[include History [#]Correct History [ Case Sensitive

Search | Clear |Elasi|: Search B Save Search Criteria

Find an Existing Value | Add a New Value

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.
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Module C: Finding or Creating a Contract Information Record (Required)

US Dept of Agriculture

Home | Worklist | _Add to Favorites Sign owt|

Menu —|

Search: Mew Window | Help | ,,
> My Favorites Cc:ntra.-.:.t Info o ]

[ Employee Self Service Enter any information you have and click Search. Leave fields blank
= Waorkforce Administration for a list of all values.

= Mon-Employee Processing

[ MEIS Reports (Find an Existing Value "{ Add a Mew Value \'nl

— Contract Company

— Contract Information . ) R 1

— Mon Ermplovee Information PliDIContract ID: | begins with . |

— Contract Assignment Company:

[ EmpowHR Setup Tables ;

(HD) Sub-Agency: hegins with _ (&'}
e DUNS: begins with [+ 1234567890 2
> Reporting Taols ' gins v : SN
— Change My Password Company Name:| begins with ARL Staffing
— My Personalizations ’

— Ly System Profile [ Tinclude History [l Correct History [ | Case Sensitive
- My Dictionary
- EmpowHR Documentation
\ Search | Clear |Elasi|: Search B Save Search Criteria
Find an Existing Value | Add a3 Mew Value

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 PlID/Contract ID listed, you may enter a new record (covered on the next slide).

USDA |
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Module C: Finding or Creating a Contract Information Record (Required)

Contract Info C-3

."/ Find an Existing Yalue i(' Add a New Value il

PlID'Contract
ID:

Company:
Sub-Agency: Q,
DUNS: &

Company
Hame:

Add

Find an Existing Value | Add a New Value

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
slide). When you have finished entering information on this screen, click the Add button.

USDA
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Module C: Finding or Creating a Contract Information Record (Required)

C-5
C-6

USDA

PID/Contract ID 123456789
*Sub Agency 01 & Office ofthe Secretary
DUNS I Q Contract Company
Contract Expiration Date IDT” 0/2008 [#1
Hotes | =
Customize | Find | i First El 1af 1 E Last
EmpiiD MName Date Granted By
L 07mgr2009 NEISUSR1 =

Bl save | ELReturn to Search | +[E] Previous in List | +E] Mext in List |

[E 2dd | Update.l'DispIa\,fl A2 Include History | [EF Correct History |

Step C-5. PIID/Contract ID: (Required) Enter the PIID/Contract ID.

Step C-6. Sub Agency: (Required) 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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Module C: Finding or Creating a Contract Information Record (Required)

PIID/Contract ID 123456784
*Sub Agency IFQ Office of the Secretary

C-7 DUNS I Q ‘ Contract Company

072009 [

C-8 Contract Expiration Date

Notes

Custamize | Find | i First E 1af 1 El Last
EmpliD Name Date Granted By
1 07082009 NEISUSR1 =1

B save | L\ Return to Search | +[E] Previous in List | 4[5 Mext in List | Es Add

Updatemisplayl 4 Include History | [E7 Correct History |

Step C-7. DUNS: (Optional) Enter the DUNS number. This field is defaulted to information
entered in the previous step but can be changed.

Step C-8. Contract Expiration Date: (Required) Enter the Contract Expiration Date. This
date is used to determine if a Non-Employee is active on a contract, so it is important that
this date is accurate. If Expiration is reached, all Non-Employees associated with the
contract will be set to “TERMINATED?” by the system automatically.
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Module C: Finding or Creating a Contract Information Record (Required)

C-9

C-10

C-11

USDA

PlID/Contract ID [123456709]
“Sub Agency I':” S Office ofthe Secretary
DUNS | Q Contract Company

Contract Expiration Date ID?H 02008 [5

07082009 NEISUSR1

L\ Return to Search | +[E] Previous in List | +[E] Mext in List | E add | UpdateDizplay | J Include History || (57 Carrect History

Step C-9. Notes: (Optional) Enter any notes or comments into this field.

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

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

26

Z United States Department of Agriculture



Module C: Finding or Creating a Contract Information Record (Required)

USDA

PIID/Contract ID [123456709]
*Sub Agency I':I1 2 Office ofthe Secretary
DUNS | Q IContra-::t Company C-12
| |
Contract Expiration Date ID?H 02008 [5
Hotes ;l
Customize | Eind | H First E 10of 1 E Last
EmpliD Hame Date Granted By
L 070820049 NEISUSR1 El

Bl save | L\ Return to Search | +[E] Previous in List | +[E] Mext in List | E add | UpdateDizplay | J Include History | [EF Correct History |

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.

Z United States Department of Agriculture
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Module C: Finding or Creating a Non-Employee Record (Required)

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

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

USDA |
Z United States Department of Agriculture
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Module D: Finding or Creating a Non-Employee Information Record (Required)

»)

[ My Favortes Non Employee Information
[ Employee Seif Semnvice Enter any information you have and click Search. Leave fields blank for a list of all values.

= Non-Employee Processing ”~ P e e Ay
b NEIS Reports / Find an Existing Value | Add 3 New Value | \
- Contract Company
D-1 T || Searchby: |EmpiD R POPne W)
o]0 P T W3NS IR ... Company
s By RET Include Hist
I EmpowHR Setup Tables = ' Empl Red N D-2
(HD) EmpliD
I* Workfist Search | agName
' Reporting Tools Social Security Number
~ Change My Password S.W‘fe"@'_ .
atis s NN I HNEW VU
- My Petsonalizations ind an Existing varoe - K J

- My System Profile
My D

L on

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. You may search by Company, Empl Rcd Nbr,
EmplID, Name, Social Security Number, or Sub-Agency. Enter the search terms 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).

USDA
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Search:

[= My Favarites

[ Employee Self Service

[= Waorkforce Administration

= Mon-Employee Processing

[- MEIZ Reports

— Contract Company

— Contract Information

— Mon Employee Information

— Contract Assignment

[ EmpowHR Setup Tables
(HD)

[= Worklist

[ Reporting Tools

US Dept of Agriculture

Non Employee Information

{ Eind an Existing Value ff’ Add a New Value Y

EmpliD: MEW
Empl Rcd Nbr: i

Add

Find an Existing Value | Add a Mew Value

D-4

D-5

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

Step D-4. EmplID and Empl Rcd Nbr: These values are pre-populated and are not
editable.

Step D-5. Click the Add button. You will be directed to a new Non-Employee Information
record.
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Module D: Finding or Creating a Non-Employee Information Record (Required)

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 record.
Asterisks indicate required
fields.

We will complete the record
step-by-step, beginning at the
top of the screen and working
our way down to the bottom.

l Non Employee Info

*Effective Date

Social Security Number

[ &

EmpliD:

I

“firstName: |

“LastName: |

Name:

NEW

Middle Name: |

Suffix:

Preferred First I
Name

Alias Name
*Date of Birth
Gender
*Business Email

*Country of Citizenship
RNO:

Handicap Cd

Non Employee Status

Work Phone

EmplRcd#: 0

l j’

[ a
[
[

Effective Date of status |05/06/2010

I Active j‘ *Non-Employee Type

[

| jv

USDA

Emergency Response Official [~ Notes l

Submitting Office Number

Security Office Identifier

Birth Info

BSa--eI

| OPAC/ALC Number

—

Addr: Inf

—

E‘w‘«ddl 2 U;caze:‘Dsc‘ayl Z) Include History | [E# Correct History I

Z United States Department of Agriculture
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D-6
D-7

USDA

Non Employee Info |

Name: O'SHEA-LAMOTHE LAURAZ EmpliD: 179543 EmplRcd#: 0

Data Control

“Effective Date p711072009 |50

Social Security Number 779-66-0000

*First: LAURA Middle: Z
Last: 'O'SHEA-LAMOTHE Suffix: v
Name: O'SHEA-LAMOTHE LAURA Z

Pref First Name

Step D-6. Effective Date: (Required) Enter the effective date of contract performance or the
date the record was entered into the system.

Step D-7. Social Security Number: (Required) Enter the Non-Employee’s 9-digit Social
Security Number (SSN).

Z United States Department of Agriculture
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LAURA

O'SHEA-LAMOTHE
O'SHEALAMOTHE LAURAZ

Pref First Name

Alas Name

Step D-8. Name (First, Middle, Last, and Suffix): Enter the Non-Employee’s name in these
fields. First and Last is required. Middle and Suffix are optional. Please note that Preferred First
Name is masked and therefore does not permit data 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 enroliment process.

USDA | 33
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Step D-9. Alias Name: This field is masked and therefore does not permit data entry.

Step D-10. Date of Birth: (Required) Enter the Non-Employee’s date of birth (mm/dd/yyyy), or
use the lookup function to select it from the calendar. Note: If the applicant was born in 1950 or
prior, please be sure to enter the full four-digit year (19xx) when keying in the birth date. If you

enter two digits for the year, e.g. 9/12/50, the system will default to 20xx (2050 instead of
1950).

USDA |
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*Country of Citizenship RL
RNO:

Handicap Cd

Effective Date of status

Non Employee Status *Non-Employee Type !niem v

Step D-11. Gender: (Optional) Click on the dropdown list to select Female, Male, or
Unknown.

Step D-12. Business Email: (Required) Enter the Non-Employee’s business email
address. This email will 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 a Security Officer.

Step D-13. Country of Citizenship: (Required) Click on the magnifying glass icon to
select the 3-letter code for the Non-Employee’s Country of Citizenship.

USDA
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Module D: Finding or Creating a Non-Employee Information Record (Required)

Gender Female Y,
*Business Email laura@abcd. gov
*Country of Citizenship IRL 2

D-14 1| ruo:

D-15 Handicap Cd
D-16 M ctatie I

Non Employee Status *Non-Employee Type Intemn v
Work Phone

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

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

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

Finding or Creating a Non-Employee Information Record (Required)

D-17

*Business Email laura@abcd.gov

*Country of Ciizenship RL 2
RNO:
Handicap Cd
Fiective Date of status
[ Non Employee Status *Non-Employee Type Intern =
Work Phone

Step D-17. Non-Employee Status: This field is read-only and therefore does not permit
data entry. The system will automatically display the value of “Active” on the day the
record is created. On the next business day and thereafter, the system will automatically
display “Terminated” if the record is not associated with an active contract.
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Module D: Finding or Creating a Non-Employee Information Record (Required)

Geondor (Female v
[
|

*Business Email \laura@abcd.gov

*Country of Citizenship |IRL |Q
RNO:

Handicap Cd

REERCS IR CE
Effective Date of status | |

Non Employee Status
Work Phone

D-19

Step D-18. Non-Employee Type: (Required) Use the drop down list to select one of the
following Non-Employee types: Affiliates, Contractor, Fellow, Intern, or Volunteer.

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

Effective Date of status I:I
Hon Employee Status Non-Employee Type

Work Phone |

D-20 Emergency Response Official [] Notes D-21
Submitting Office Number | | OPACIALC Number | |
Security Office Identifier | |
Birth Infa Address Info
Step D-20. Emergency Response Official (ERO). (Optional) 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.
Caution: This optional field only applies to an Agency-identified Non-Employee serving
in an Emergency Response Official capacity. Contact your Security Officer for more
information.
Step D-21. Notes: (Optional) Enter the Non-Employee’s ERO title or duties in this field.
USDA 39
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Module D;

D-22

D-24

Finding or Creating a Non-Employee Information Record (Required)

Emergency Response Official ] Notes |

Submitting Office Number EIDPA{ZIAL{Z Humber D-23

Security Office Identifier

Birth Infa Address Infa

& save ‘ 2\ Return to Search ‘ +] Previous in List | UE | By Add

| ] Incluge History

Step D-22. Submitting Office Number: (Optional) Enter the Submitting Office Number.

Step D-23. OPAC/ALC Number: (Optional) Enter the OPAC/ALC Number.

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

USDA
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Module D: Finding or Creating a Non-Employee Information Record (Required)

Security Office Identifier |:|

Address Info

D-25 (Bithnic)
Bl save ‘ =\ Return to Search | +[ Previous in List | +E | Es Add | JE Include History
Addl Birth Info
Birth Location:  [Publin
Birth State [ Q
Birth Country  |RL U jreland
)4 | Cancel |
Step D-25. Birth Info: (Optional) 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, click OK.
USDA 41
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Module D: Finding or Creating a Non-Employee Information Record (Required)

Submitting Office Number

Security Office ldentifier

OPACIALC Humber

D-26 | Birth Info D-27 | Address Info

B save | [=] Motify |

E} Add Update/Dizplay | & Include Hiztery E# Corrsct History

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

Address Information.

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 home

USDA
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Module D: Finding or Creating a Non-Employee Information Record (Required)

Address Information

D-28 [ Country: USA Q United States ]

Address: D-29| Edit Address l

Step D-28. Country Code: (Required) On the Address Information screen, enter the
Country Code or use the lookup feature (magnifying glass) to select the Country Code
for the Non-Employee’s Home Address. The Country field defaults to USA but can be
changed.

Step D-29. Next, click the Edit Address hyperlink to edit the Home Address.
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Module D: Finding or Creating a Non-Employee Information Record (Required)

Edit Address

Country:

Inited States Change Country

D-30 ﬁﬂddress 1
Address 2

Acdldress 3.

\City:

6453 D WEST 58TH 5T.

APT. 13

EAST LANSING =gtate: | M Q, Michigan *Postal; 54312

County:

D-31 ' ] i Cancell

Step D-30. Address 1, Address 2, Address 3, City, State, Postal, and County: Enter the Non-
Employee’s home address. Address 1 is required. Address 2 and Address 3 are optional. City, State,
and Postal are all required. County is optional.

Note: The home address entered here must match the US-issued address on I-9 documentation. The
address cannot be a foreign address. If the information does not match, the Non-Employee will have
problems during the enroliment process.

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 (Required)

D-32 Country - Other: USA Q. United States
D-33 Work Address: 1234 EAST ST
Address Line 2. SILITE 100
City - Other: LANSING Q,
State - Other: M QL
Postal: 489222 Building #: QL
Geog Location Code: 262700037 Room Humber: 122
oK Cancel

Step D-32. Country: (Required) Now you will enter information on the Non-Employee’s
Work Address. Enter in the Country Code or use the lookup feature (magnifying glass) to
select the Country. The Country field defaults to USA but can be changed.

Step D-33. Work Address and Address Line 2: (Optional) Enter the complete address
into Work Address and Address Line 2.

USDA | 45
Z United States Department of Agriculture




=

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

Country - Other: USA|C, United States
Vork Address: 1234 EAST 5T
Address Line 2: SUITE 100
D-34 City - Other: LAMSIMNG 9]

D-35 State - Other: M 2

459222

Building #: Q) Dp-37

Geoq Location Code: 22700037 Room Humber: 122

D-36

DK | Cancel |

Step D-34. City-Other: (Optional) Enter the City or use the lookup feature (magnifying glass) to select the
City.

Step D-35. State: (Optional) Enter the State Code or use the lookup feature (magnifying glass) to select the
State.

Step D-36. Postal: (Optional) Enter the Postal code into this field.

Step D-37. Building #: (Optional) Enter the Building # or use the lookup feature (magnifying glass) to select
the Building #.
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Module D: Finding or Creating a Non-Employee Information Record (Required)

D-38

USDA

Country - Other: USA Q United States

Work Address: 1234 EAST 5T

Address Line 2: SIUITE 100

City - Other: LAMSING &}

State - Other: M o]

Postal; 489222 Building #: Q

Geog Location Code: 262700037

oK Cancel

Room Number: (122

Step D-38. Geog Location Code: The information in this field will be populated based
on the City and State selected after being saved. This field is read-only and therefore

does not permit data entry.

Step D-39. Room Number: (Optional) Enter the Room Number.
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Module D: Finding or Creating a Non-Employee Information Record (Required)

Country - Other: USA Q. United States

Work Address: 1234 EAST 5T

Address Line 2: SUITE 100

City - Other: LANSING Q,

State - Other: Al Q

Postal: 4589222 Building #. Q,
Geog Location Code: 252700037 Room Number: |122

D40} [ OK |]Eance| |

Step D-40. Click the OK button to save information entered. If you click the Cancel
button, information on this screen will not be saved.

Now the Non-Employee record is ready to be sponsored.

Notes: After you click OK, you will return to the main Non-Employee Information screen.
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Module E: Contract Assignment (Required)

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. Only a Federal employee designated as a Sponsor, 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
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.

USDA
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Module E: Contract Assignment (Required)

USDA

E-1

Search:

©)

[+ Wy Favarites

[ Employee Self Sernvice
Waorkforce Administration

= Mon-Employee Processing

[- MEIZ Repors

— Contract Company

— Contract Infarmation

— Contfract Assignment

[ EmpowHR Setup Tables
(HD}

[» Warklist

[ Reporting Tools

— Change My Password

— My Personalizations

— My Systemn Profile

— My Dictionary
— EmpowHR Documentation

Contract Assignment

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

[ Find an Existing Value

( Pinicontract in: |

Company:
Sub-Agency:
Company Name:

Q
Q

\l:llncludeHistDr'_.' [¥] Correct History [ Case Sensitive

~

J

Search | Clear |Elasi|::Ee:3rt:h B save Search Criteria

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

Search Results
Only the first 300 results can be displayed. Enter more information above and search again to reduce the

number of search results.
View All (| 1-100 of 200 [p] Last

PlD/Contract ID

Sub-Agency DUNS

E-3 00AA12345678 01
| 00BB12345678 02 (blank) (blank)
Step E-3. Click the hyperlink of the applicable PIID/Contract ID for which you are
assigning Non-Employee records.
USDA 51
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USDA

0-?

Module E: Contract Assignment (Required)

Contract Assignment
pPlD/Contract ID  00AA12345678 Contract Expiration Date  09/30/2011
DUMS [ select
De Select All
E-4 E-5

Contract Assignment Customize | Find | First 4] 1 of 1 [¥] Last

DOE.JANE

987654
MARIE

10142009 E?J ‘ | ‘Card Shipping Infermaticn

B savs | &\, Return to Search | +[5] Previous in List | +E] Mext in List | Update.-'l:lisplayl &2 Include History | [EF Correct Histor

F‘*E L] i Name Eﬁss;nment Date i *Contractor Status EHCE?:; Card Shipping Information

Note: After selecting the PIID/Contact ID, you will be redirected to the Contract Assignment screen.
You will see that the PlID/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.

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

USDA

Contract Assignment
PlD/Contract I O0AA12345678 Contract Expiration Date  09/30/2011
DUNS [ select

De Select All

Contract Assignment Customize [Find | #  First [4] 4 o5 4 [ Last
’7 *EmpliD Hame *Assignment Date §*Contractor Status | Card Shipping Information
DOE JANE : -
987654 i =
‘ ‘ &} ‘HARIE ‘1[”"14."2[”]9 [#] _ Card Shipping Infermation

E save | £\ Return to Search | +[E| Previous in List | +E| Mext in List | Up:lats;'l]isplayl A Include History | [EF Correct Histor

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

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

revocation and the Non-Employee will be immediately escorted from the facility.
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Module E: Contract Assignment (Required)

Contract Assignment
PlIDIContract I 00AA12345678 Contract Expiration Date  09/30/2011
DUNS [ select
E-7 De Select All

- . - |
Customize | Find | B

Contract Assignment

E-8

S\ Return to Search | +E Previous in List | +E] Mext in List |

First 4] 10f1 [¥] Last

B = ; = JLincPass - .
EmpliD Hame Assignment Date Contractor Statu Required ICard Shipping Information
‘ 1‘ og7es4  |q  DOEJANE ‘10;14;2009 5 ‘Adive v] ard Shipping Information
17 o

Updata-'l]isplayl Jl Include Higtory | [EF Correct Histor

I Bl zave

Step E-7. LincPass Required: Check this box to certify that the Non-Employee requires a

Sponsor.

LincPass. This is the official act of Sponsorship in NEIS, and is only to be performed by the

Step E-8. Click the Save button.

Step E-9. Click the Card Shipping Information hyperlink.

USDA

Z United States Department of Agriculture

54



Module E: Contract Assignment (Required)

E-10

USDA

Card Shipping Information

Card Ship Addr Cd: || &)

Card Ship Header

Look Up Card Ship Addr Cd

Address Line 1

Cancel |

Search Results

Wiew All 1-100 of 190 [] Last
Office Id { Orgunit ID} Address Type Official Title Office Symbol

10002 SHP LISDA - Independence Ave LISDA

10004 EHF LSDA- River Road APHIZ

100045 SHP LISDA - Baltimore Ave LISACcesS

10010 SHP DiE - Savannah River LS Dept of EnergywBadige Office

Step E-10. Card Ship Addr Cd: Use the lookup feature (magnifying glass) to select the location
where the card is to be shipped. The system will open a new page that displays five columns of
data that can be sorted by street address. This code must be entered for each Non-Employee

assigned to the contract. The address information for the location you choose will be populated
(shown on the next slide).
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Module E: Contract Assignment (Required)

Card Shipping Information

Card Ship Addr Cd: | 10005 ., USDA- Baltimore Ave

Card Ship Header US&ccess
Address Line 1 10300 Baltimore Ave
Address Line 2

City Belisville

State MDD Postal 20705 Country 1S4
Code

E-11

Step E-11. Click the OK button to save the information.
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Module E: Contract Assignment (Required)

Contract Assignment
PlD/Contract I O0AA12345678 Contract Expiration Date  09/30/2011
DUNS [ select

De Select All

Contract Assignment Customize | F|nd| First (4] 10f1 [ Last

’7’1“7 Hame *Assignment Date |*Contractor Status Iém':ﬁ?:j Card Shipping Information
COE, JAME
987654 i o
‘ ‘ Q ‘f-.'l-’-".RIE ‘ 101412008 =) . Card Shipping Infermatien i
E-13
& save ' £\ Return to Search | 18 Previous in List | +[E] Mext in List | Upl:lﬂte.-'Displayl & Include History | EF Correct Histor

Step E-12. To assign another Non-Employee record to this contract, click the plus sign (+) symbol in
the 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.

Note: Now, Contact your Agency Security Officer or Adjudicator to notify them that you have
completed 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.

USDA
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Module F: USAccess Sponsorship (Required for Non-EmpowHR Agencies)

USDA

EmpowHR 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.

Non-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.

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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USDA

“n:ol'ﬂr_l

EDS ASSURED

Please Log In

F-1

gsa sponsongdev gsa lab

-

~WIARNING! THIS SYSTEM IS FOR AUTHORIZED USE ONLY!

This Is a U.5, General Sarvices Administration Federal Govarnment
comguter system that is "FOR OFFICIAL USE ONLY", This

no expectation of privac be assumsad
Individuats found performing unauthorized activities are subject to

F-2

ta monitaring, Thare

stem s subjact

disciplinany action including criminal prosacution

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: USAccess Sponsorship (Required for Non-EmpowHR Agencies)

pplicant Search

F-3 Search by’
@ Lastname € Social Security No.
| sSMITH
| 01/12/09 3
F-4

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

Step F-4. Type in the Non-Employee’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:

USDA

ROLE: SPO! ‘
Applicant Search fedidcard.gov Logou

Search by
@ Lastrame € Social Security No.
Lastame [ SMITH

Last Name | First Name | Birth Date | Social Security | Email

IR View Applicant

Step F-5. When the search result appears, you will be presented with the option to view
the Non-Employee record or edit the sponsorship. Select View Applicant to view the
Non-Employee’s Biographic Data.

Z United States Department of Agriculture

USAccess Sponsorship (Required for Non-EmpowHR Agencies)
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v ~16Wly
: A
£DS ASSURE

11000000006432 Ftedidcard. gov (Sponsor) Logo

Blographic Data
Address Data

Alas Informabon
Save ’ [ DOE [

| : [orezi1e03

| Joen . | sam

| 0 {WHTE
[OTED STATES i
| JOHN DOE@USDA GOV

[012.345.6789
__

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.

Step F-7. Click NEXT to go to the next screen.
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USDA

30 1 DR e\ 1 o fe ) 0 ) A l
e £DS ASSURED JOETTY™

Current Home Address
Bographec Data

Address Data Sereet Address 1° 123 Green Rd

Alas Information

Fairfax 2 VIRGINIA
22553 8 UNITED STATES

Save

Current

NOT APPLICAELE

Step F-8. Verify all required Address 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.

Step F-9. Click NEXT to go to the next screen.
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Step F-10. No action is required on this screen. The NEIS Alias field is currently masked
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.
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Sfedidcard gov (Sponsor) Logout

Sogyaphx Data
Address Data Click the Finish button to save the applicant record,

Akas Informabon

Step F-12. Click FINISH to save the record. USAccess will direct you to the Sponsorship
Search page.
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ROLE:
Bponsor Applicant

onsorship Information

[CEPARTMENT OF AGRICULTURE

'CONTRACTOR -
[ =
Contract Number |
Lo
User Princpal Naeme c
| 1200035
Card Information
PV Card Required “ c
Smart Card Type |STANDA CE =
Law Enforcement | =]
I =
3 |UNITED STATES £14 3

Reguere Digital Signature
and Encrypton Certficates

PV Card Type

Federal Emerpency
Response OfMcial

Agency Text

| DEPARTMENT OF AGRICULTURE

| ACTIVE

|

| John.doe@usda.qoy

[

e N
[CONTRACTOR
e N

Step F-13. Verify the following required Sponsorship Information fields have current and
correct information. 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

* PIV Card Required set to YES

« If the applicant is a Federal Emergency Response Official, button should be set to YES

66
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Sledidcard . gov Logout

Sponsorship Information
Shipping Address el [CEPARTMENT OF AGRICULTURE Sub agency |DEPARTMENT OF AGRICULTURE  »]
Save Employee Type * ‘CONTRACTOR ~ Emotoyee Status - [AcTIvVE =
Agency Rank | = Emgioyea 1D |
Contract Number [ Work Emat | John.doei@usda.gov
€ Syt : :
User Princpal Name c Agency Person 10 |
[ 1200035

Card Information

P ’ »
PIV Card Required # CN l ;:E ;ﬂllll!cmolllll & of ¥ l

Smart Card Type [STANDARD DUAL MTERFACE - PIV Card Type | CONTRACTOR
- feer ol Emerpency : :
Low Enforcement | =} A Otcial @ Yes CN
Agency Reke | 3] AeencyTent [ X
Card Hoader [UNITED STATES GOVERNMENT -
x 1

o [ conc
N

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

Sledidcard . gov Logout

Sponsorship Information

Shipping Address el [CEPARTMENT OF AGRICILTURE Sud agency |DEPARTMENT OF AGRICULTURE ]
Save Employee Type * ‘CONTRACTOR ~ Emotoyee Status - [AcTIvVE =
Agency Rank | = Emgioyea 1D |
Contract Number [ Work Emat | John.doei@usda.gov
@ Syt ; .
User Princepal Name e Agency Person 0 |
[ 1200035
Card Information
PIV Card Required # yes O
Smart Card Type [STANDA TERFACE
Law Enforcement |
Ageacy Ruobe |
Card Hoader |UNITED STATES GOVERNMENT
x 0

o [ conc
N

Step F-15. The PIV Card Type should be consistent with the Employee Type. The PIV Card Type
will be printed on the non-employee’s LincPass. If the Non-Employee is a Contractor, the PIV Card
Type will state “Contractor”. All other types of Non-Employee’s such as Affiliates, Volunteers, or
Fellows will have the PIV card Type state “Associate or Dignitary.”

Click NEXT to go the next screen.
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’
o)
A

|FEDEX STANDARD

E

Sale  [DISTRICT OF QOLLABA B

S [USDA- ROEPEIDENCE AVE 4
[ SwestAddess? |

I S l

l Courery I

|

F-16

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

Step F-15. Click NEXT to go the next screen.
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ponsor Applicant Bfedidcard.gov Logout

Sponsor Info

Shippng Address
Save [ =

I” Request Card Reissue/Renewal

I Request Card Reprint

Click the Finish button to save the sponsorship record,

[¥ Resend Credential Defivated E

Destroy PIV Card Confirmation Required

Are you sure you want to finish?

s | [ F-17
Yes | o |

Step F-16. Click FINISH to save the record. USAccess will direct you back to the
search page.
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Module F: USAccess Sponsorship (Required for Non-EmpowHR Agencies)

Resending System Notifications

Applicant Search

Search by’
@ Lastname € Social Security No.
Lastname | doe

~Or~

Social secunty No,
~and -~
Birth Date 01/01/1980 |
[earch | et
" 1D Last Name Email
1000000060 Doe John 01/01/1980 ;)2(;9)0( John.doe@usda.gov

12001000000062@fedidcard.gov Logout

Status ‘

IO  View Applicant Edit Sponsorship | Sponsor Utility

Step F-17 Click on Sponsor Utility in the Applicant Search Screen Results.
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Module F: USAccess Sponsorship (Required for Non-EmpowHR Agencies)

Resending System Notifications

Sponsor Utilities

F-19 Card Actions |||E'y-5tern Motifications | I

aponsorship Complete Resend Email I

Credential Ready for Pick Up Resend Email |

Step F-18. Click on the System Notification tab

Step F-19. Click on Resend Email
» Sponsorship Complete: to have applicant enroll for LincPass
* 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
Sponsorship results.

Next Steps:

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

* Now the record is ready for Adjudication Information to be entered by the
Agency Adjudicator, and the non-employee can enroll.

*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.

+ After enrollment and entry of a favorable fingerprint result in NEIS, the
LincPass is 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.
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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 records.

US Dept of Agricutture
oI IR
Menu =

Search: i henu > Non-Employee Processing =
®|
|/ NEIS Reports
D My Favorites g
b Employee Self Sevice hESziReports
Non-Employee Processing E DUNS/Company Report Non Emp Current Contract Rpt
v NEIS Reports = DUNS/Company Report Nan Emp Currert Contract Rpt
- DUNSICampany Report
— Mon Emp Current
Contract Rpt = Non History Contract Rpt = Period of Performance Report
Man History Contract Ryt NEIS Petiod of Performance Report

- Mon Employee Roster
- Non History Contract Rpt
— Petiod of Performance

Report E Process All Non Empl Report Process Sponsor Report

- Process Adjudication
Report
- Process All Non Empl
Report
- Process Sponsor Report
- Contract Company
— Contract Information
- Non Emplotee (nformation
~ Contract Assignment
[» EmpowHR Setup Tables
HD)

Process All Non Empl Report Process Sponsor Report
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NEIS Reporting

DUNS/Company Report allows you to search for Contracting Companies and associated Contract Assignments. You may
search by Sub-Agency. The report may be generated in HTML, PDF, or XLS format.

Non-Employee Current Contract Report allows you to view Non-Employees and active contracts to which they are
assigned. You may search by Sub-Agency and Display Name. The report may be generated in HTML, PDF, or XLS format.

Non-Employee Roster allows you to view Non-Employees in the system, their sponsorship status, Contract Assignments,
and Contracting Company information. You may search by Sub-Agency, EmplID, and Non-Employee Type. The report may be
generated in HTML, PDF, or XLS format.

Non-Employee History Contract Report allows you to view Non-Employees and their Contract Assignment History. You may
search by Sub-Agency and Display Name. The report may be generated in HTML, PDF, or XLS format.

Period of Performance Report allows you to view contracts in the system, periods of performance and Contracting Company
information. You may search by Sub-Agency and Contract Expiration Date. The report may be generated in HTML, PDF, or
XLS format.

Process Adjudication Report allows you to view Non-Employee Adjudication status. You may search by Sub-Agency. The
report may be generated in HTML, PDF, or XLS format.

Process All Non-Employees Report allows you to view Non-Employees in the system, as well as information about their
Sponsorship and Adjudication. You may search by Sub-Agency. The report may be generated in HTML, PDF, or XLS format.

Process Sponsor Report
The Process Sponsor Report allows you to view Non-Employee Sponsorship status. You may search by Sub-Agency. The
report may be generated in HTML, PDF, or XLS format.

Please refer to the NEIS and ASR Guide for more information and directions on using this new
reporting utility; htip:/lincpass.usda.gov/docs/NEISUsingASRGuide V1.pdf
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http://lincpass.usda.gov/docs/NEISUsingASRGuide_V1.pdf

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.

You must score 80% or better to successfully

complete this course. If a passing score is not
achieved, review the training and take the test again.

Good luck!
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Begin the Test

You may now begin the test. Please
visit the AgLearn web site to take the
certification test for the role of NEIS
Sponsor.
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