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NEIS REPORT INTRODUCTION

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.

Please note: You must be a designated role holder in NEIS to access the report service. If you
require access, please consult your Agency Security Officer (ASO).

ACCESSING NEIS REPORTS

Step 1. To access this report, log in to NEIS (https://icams.usda.gov/) and log in using your
NEIS user name and password.

Step 2. Select Non-Employee Processing, then NEIS Reports.

Step 3. Select the report you wish to run.

[ NEIS Reports
MNEI= Reports

[> My Favorites

aichs
= Non-Employes Processing

== DUNS.Company Report E==] Non Emp Current Contract Rpt =
~ MNEIS Hepors ’El DUNEZompany Report =i Maon Emp Current Cortract Ryt Hon Employee Roster

—DUNSICompany Repart

Contract Rpt
— hon Emploves Roster
— Mon History Contract Ript
— Period of Performance
Report === Process All Non Empl Report === Process Sponsor Report
— Process Adiudication L Process All kon Empl Report ] Process Sponzor Report
Eeport
— Process All Mon Empl
Eeport
— Process Sponsor Report
— Contract Company
— Contract Information
— hlon Employee [nfarmation
— Contract Assigniment
[ EmpowHR Setup Tables
e

Hon History Contract Rpt === Period of Performance Report F=| Process Adjudication Report
2 Mon History Contract Rpt L ! MEIS Period of Performance Report | Process Adjudicstion Report

Figure 1: Accessing NEIS Reports

CANNED REPORTS

NEIS provides eight different canned reports. Each report allows you to filter results by Sub-
agency and some additional fields depending on the report. Three export formats are available:
html, .pdf, and .xIs. To sort report results, select the .xIs format. You may need to turn off pop-
up blockers before running reports.

A. DUNS/Company Report

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




USDA NON-EMPLOYEE IDENTITY SYSTEM (NEIS) AND
e APPLICANT STATUS REPORT GUIDE

Esapcn EIFR

Search:

[ My Favorites Z Bunctl Duns

[» Employee Self Service
on-Employee Frocessing UserID MNEISMGOT

== MEIS Reports
Suh-ngencylm Q

T =10 n-1018

Contract Rpt
— Mon Employee Roster
— Mon History Contract Rpt Format
— Period of Performarnce Type
Repart
— Process Adjudication

— Erorg Sl tloe B ]

Figure 2: DUNS/Company Report

Step 1. Select DUNS/Company Report from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies.

Step 3. Select the format type and then click the Print button.

B. Non-Employee Current Contract Report

The Non-Employee Current Contract Report allows you to view Non-Employees and active
contracts to which they are assigned.
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[> My Favorites

[ Employee Self Service

=~ Mon-Employvee Processing
= MEIS Reports

= Mon Emp
Contract
op Rrste
— Mon History Contract Rpt
— Period of Performance
Eepart
— Process Adjudication
Eeport
— Process All Mon Empl
Eeport
— Process Sponsor Repor
— Contract Company

{ € Runctl Crnt Cont

UserID MNEISMGO7

[

Name

Sub-Agency l_ C_ Display | 2 ]

Format I vI Print | l

Figure 3: Non-Employee Current Contract Report

Step 1. Select Non Emp Current Contract Rpt from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies.

Step 3. To search for a specific Non-Employee, use the lookup function next to the Display

Name field.

Step 4. Select the format type and then click the Print button.

C. Non-Employee Roster

The Non-Employee Roster allows you to view Non-Employees in the system, their sponsorship
status, Contract Assignments, and Contracting Company information.
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of Agriculture

Menu

Search:

[> Wiy Faworites freBuncitianempl

[ Employes Self Service

= Mon-Employee Processing User ID MEISMGOT

= MEIS Reports 7
— DUMES/Company Report Suh-ngenwl_q EmpllD I Q Hon-Emplovee Type |_O\

= Mon Emp Current
S LTI AL L THETT

— Mon Employee Roster

= NOf A0 COMTacT Format

— Period of Performance Type
Fepaort

— Process Adjudication
Eeport

— Process All Maon Empl
Eeport

— Process Sponsor Report

=)

Figure 4: Non-Employee Roster

Step 1. Select Non Employee Roster from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies.

Step 3. To search for a specific Non-Employee, use the lookup function next to the EmplID
field.

Step 4. To search for a specific Non-Employee type, such as Contractor or Affiliate, use the
lookup function next to the Non-Employee Type field.

Step 5. Select the format type and then click the Print button.
D. Non-Employee History Contract Report

The Non-Employee History Contract Report allows you to view Non-Employees and their
Contract Assignment History.
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Search:

[> Wy Favarites £ RunctiEen Conks

> Employes Self Service
= Mon-Employes Processing User ID HEISMGOT
= MEIS Reports , -
— DUNSICompany Report Sub-Agency| O\ Display | Q
— Mon Emp Currant Hame
Contract Rt \

bl D] = 1712

— Mon History Contract Rpt

Eeport

— Process Adjudication
Eeport

— Process All Mon Empl
Eeport
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Format
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=

Figure 5: Non-Employee History Contract Report

Step 1. Select Non History Contract Rpt from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies.

Step 3. To search for a specific Non-Employee, use the lookup function next to the Display
Name field.

Step 4. Select the format type and then click the Print button.
E. Period of Performance Report

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

Search:

[> My Favarites e RImctFertary:y
[ Emplovee Self Service

= Mon-Employee Processing User ID HEISMGOT

= MEIS Reports

— DUMNSICompany Report Suh-Agenwl Q Luﬁ_tra-:_:l Mext 120 Ll
Expiration
— Mon Emp Current
Contract Rt Date Last 30

— Mon Employee Roster
3 i = = et 30

Format I HTML A I Mext B0

Type

— Period of Performance
Report
— Process Adjudication

Eepaort
— Process Al TNEg EFnl

Figure 6: Period of Performance Report

Step 1. Select Period of Performance Report from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies.

Step 3. To search for contract expiring within a specific date range, use the drop down list next
to the Contract Expiration Date field.

Step 4. Select the format type and then click the Print button.

F. Process Adjudication Report
The Process Adjudication Report allows you to view Non-Employee Adjudication status.
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Search:
b My Favarites { Z Runctl Pres Adju
[ Employee Self Serice
= Non-Employee Processing User ID MEISMGOT
= MEIS Repors
— DUNSICompany Report Subagency| 2 ]

— Mon Emp Current
Contract Bt

— Mon Employes Raoster
— Man Histary Contract Bpt Format | HTML "I l Print |
— Period of Perfarmance Type
= Adjudication FOF
4 HLE

— Frocess All Moo Efp

Figure 7: Process Adjudication Report

Step 1. Select Process Adjudication Report from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies.

Step 3. Select the format type and then click the Print button.
G. Process All Non-Employees Report

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

US Dept of Agriculture

iy Favarites { Z Runctl Prcs all
Employee Self Service
Mon-Employee Processing UserID NEISMGOT
= MEIS Repors

— DUMNSICompany Report Suh-ngencyl Q

— Mon Emp Current
Contract Rt

— Maon Emploves Raoster

— Mon History Contract Rpt Format Print | l

— Period of Petfarmance Type

Bepaort
— Process Adjudication

— Process All Mon Empl

Report

Figure 8: Process All Non-Employees Report
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Step 1. Select Process All Non Empl Report from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies.

Step 3. Select the format type and then click the Print button.

H. Process Sponsor Report
The Process Sponsor Report allows you to view Non-Employee Sponsorship status.

Erape oo TR

Menu =]
Search:
b My Favorites { Z Runctl Prcs Spon
[ Employee Self Service
= MNon-Employee Processing UserID MEISMGOT
= MEIS Reports
- DUNS/Company Report sub-agency] |
— Mon Emp Current
Contract Rpt

— Mon Employvee Roster
— Mon History Contract Rpt Format Print | I

— Period of Performance

Report e
— Process Adjudication
Report
— Process All Mon Empl
Feport
] — Process Sponsor Repor/)

— Copiract Company

Figure 9: Process Sponsor Report
Step 1. Select Process Sponsor Report from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies.

Step 3. Select the format type and then click the Print button.

SORTING THE REPORT RESULTS

If you would like to sort the report results, choose the .xls format and select the print button to
export the report. Below is an example of the DUNS/Company Report in .xIs format.
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AT 8 [ ¢ [ B0 T E]J F [ 6 [T w T v T & T kW [ L [ M [ N [ 0 ]
L NEIS Agency Maintenance

2 DUNS/Company Report

3 Eun Date: 7/31/2009 13:10:3% PM
4 |Sub Agency: DA - Departmental Administration

5 | Conpany [Duns Num [PID/Conirart | Assi Dt [Expire Di_|[Name Last Name Firsi Name [Middle Name [Emplid
(& [AND 12345676541 8i20i2009] 61142033 [DOE JOHN DOE JOHN 179521
,7, |AND 12345676 541 WOL200% | E11452033 | TEST, SHOLA FAIL TEST SHOLA FAIL 179518
| B [cFC 260819202| DA 122456729 i20i2009| 2/10/2013[FONTANELLLULVSSES | FOHTANELLD ULYSSES |1 179567
ERE] 260819202| DA 1 23456720 7i20i2000] 2i10/2013]GOSSLING, TALTA H GOSSLING TALLL [H 179566
jm CFC 260819802 [T 1 23456789 2002009 | 80,2013 HALIFAX SEMUEL GERALD HALIFAX ANUEL |GERALD 179565
11 [cFC 260819802 DA 123456789 7i20i2009|8/10i2013INDIGO.RUBY F INDIGO RUBY F 179564
(12 [CFC 260819202[ DA 1 23456720 3i20i2000]2110i2013 [JONES OUINCY E 'ENES OUINCY [E 179563
13 Tere 260819202 DA 123456780 3120/2009] 80201 3[KITCHINGS PETERL D [KITCHINGS PETER D 179562 -
14 [cFe 260819802 DA 123456789 3i20/2009] 81072013 |LANCASTER OLIVIA CHLOE  |LANCASTER OLIVI:  |CHLCE 179561
15 [CFC 260819202[ D 1 23456720 Fil6i2000] 8110/2013[MCGEADY.NICHOLAS B MCEEADT HICHOLAS [B 1709547
16 [CFC 260819202 DA 1 23456750 Fi62000] 80100201 3[NOKTA MICHELLE & NOKIA MICHELLE [A 179548
17 [cFe 260819802 [T 1 23456789 2009 | 8102013 |0'SHES LTAMOTHELATURS 7 O'SHEA-LAMOTHE |LATURA Z 179543
18 |cFe 260819202| DA 1 23456720 3i13i2000|8/10i2013 [PERKING KYLE VANCEY FEEEINS KVLE VANCEY 179542
BENGES] 260819202 DA 1 23456730 Fi17i2009] 80100201 3[OUINT ANILLA JEHNA ¥ OUINTARILLE JENNE X 179541
20 [cro 260819802 [T 1 23456789 W2009 | 810,2013 |[ROBINSON JKE WALKER. ROBIMSORN IKE 'WALKER 179540
21 [cre 260219202| DA 123456720 3i17i2009] 2110/2013[SAMPRAS HANNAH ¥ SAMPRAS HANHAH [V 179539
(22 [CFC 260819202[ DA 1 23456720 Fi1i2000] 2i10i2013] TATAKLGEORGE U TATAKI GEORGE |1 179533
,23 CFC 260819802 [T 1 23456789 2009 | 810,2013 | TESTE TEST T. TEST 179519
24 [cFC 260819802 DA 123456789 i1%i2009|8/10/2013[UNDERWOOD,FAYE TATIANA |UNDERWOOD FAYE TATI&NA |OLD

25 [cFC 260819202| DA 1 23456720 Fi17i2000] 801002013 [TAUGHAN EDWARD S A UGHAN EDWAED |5 12345677200
2B [oFe 260819202 DA 123456730 TH2009] 8 0:201 3 [WINKLE SMITHSON DAPHNE F_|WINKLE-SMITHSON |DAPHNE [R 179538
_2 CFC 260819802 [T 1 23456 78S THH2009 | 81002013 | XIAN CARTOS QUINN XIAN CARIOS  |QUINK 179535
2B CFe 260819202 DA 1 23456720 Fi17i2000] 800201 3[YATES BARBARS FENELOPE  [VATES EAREARS [FENELOPE 179532
VR 260819202 DA 1 23456720 Fi13i2000] 80100201 3[ZWEIGHAFT ANDREW OSCAR |ZWENSHAFT ANDREW |OSCAR 179530
730 | 123 456789 2002009 | 2002017 | AGATN SHOLA AGAIN SHOLA 179527
=il 123 234566777 456780 7i20i2000] 712002017 [AGAINSHOLA AGAIN SHOLA 179527
|3 DU AYTIIVY. TA - Trall DEI VIVE AUE1IVY

| 34 [Conmpany [Duns Num [PIID/Contract | Assiznment Dt [Expire Dt [Name |Last Name [First Name [Middle Name [Fmplid
Ea 1] [VINES | 3702000] 74312008 [ TEST.SHOLA FAIL |TEST [sHOLA  [FAIL I 179518
B 1] [ymnis [ 771i2009] 763112009 [TESTR TEST |TESTR [tesT — ] [ 179519
4 4 » nl TX2WEVVO3HG318INRQRXTW _Z_NEIS_D <]

—

Figure 10: Sorting the Report Results

You will be prompted open or save the report in a location of your choosing.
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APPLICANT STATUS REPORT INTRODUCTION

The Applicant Status Report allows Agency Sponsors, Adjudicators, Security Officers, and
Report Viewer role holders to check Applicant status in the USAccess system in order to
determine where Applicants are in the LincPass issuance process. The report can also be used
to troubleshoot issues with specific Applicant records, as it will highlight areas that require
editing before an Applicant’s card can be issued.

Please note: You must be a designated role holder in USAccess to access the report. Please
consult your agency’s Role Administrator if you require access.

ACCESSING APPLICANT STATUS REPORT

Step 1. To access this report, go to the Reports portal
(https://gsa.identitymsp.com/reportsportal) and log in using your USAccess user name and
password.

Step 2. Select your role, then the “Applicant Status Export Format.rpt” report. Click the Select
Report button to run the report.

Select A Role

SPONSOR

Select An Agency
DEPARTMENT OF AGRICULTURE |

Select A Report to View
Role Assignment Report_rpt
|

Applicant Status_rpt
Applicant Status Export Format.rpt
Bulk Upload Information.rpt

()

Figure 11: Selecting the Applicant Status Export Report

10
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Step 3. On the next screen, leave all selected defaults and click the Show Report button to
return all USDA applicant records to the screen.

Applicant Status Export Format.rpt
DEFPARTIMENT OF AGRICULTURE DEPARTMENT OF AGRICULTURE

v

Agency

USDA - DEPARTMENT OF AGRICULTURE LISDA - DEPARTMENT OF AGRICULTURE

Subagency

| L

Show Report
Advanced Search

[THIS REPORT WILL BE DOWNLOADED AS A CSV FILE ONLY.

Figure 12: Selecting the Agency and Sub-agency

Step 4. Alternatively, you can click the Advanced Search button to apply filters to the report
prior to running it. The next section details how to apply the advanced filters.

NOTE: Itis highly recommended that you use the Advanced Search features to limit
results to at least your agency. Because USDA has tens of thousands of applicants in
the system, the processing time can be extremely long if filters are not applied to limit
the data set returned.

11
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ADVANCED SEARCH CAPABILITIES

The Advanced Search will allow you to filter through the reports by Sub-agency, Sponsorship
Status, Enrollment Status, Adjudication Status, and Issuance Status as well as by specific
applicant names.

Home > Search Criteria 12001000000062@fedidd
Search By @ Enrollment ID  Names

Enrollment ID I

Last Name I Optienzl, Enter at lzast 2 charactars to szarch on

Filtered =
Applicants ﬂ

Parameter Page 1 Show Report m

Sponsorship Search Options

Date of Birth | | (MMDD YY) Optional, Leave blank to sslect ANY dats

Sub-agency Abbreviation |ﬁ~.NY j

Sponsorship Status |ANY ;I Sponsor ID |

Employment Status Iﬁ.NY j Work Email Ir‘-‘«.f\JY j
Federal Emergency Response Indicator |F~.NY j UPN I,&.NY ;]
Enrollment Search Options

Enrollment Status Iﬁ.I‘JY j Duplicate Check Status If-‘xNY L!
Document Referral |ANY j

Adjudication Search Options

Adjudication Status [ Anry =

FBI/NCHC Status [Any =] FBI/NCHC Adjudicator ID |

NACI Status IANY j NACI Adjudicator ID I

Issuance Search Options

Issuance Status |ANY j

Parameter Page 1 Show Report m

Figure 13: Report Filters

12
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A. Applicant Name Filters

The Applicant Name filter allows you to search on specific applicants. You can search for a
single applicant or multiple applicants at a time.

Last Name I m

L

Filtered
Applicants

Figure 14: Applicant Name Filter
Step 1. Type in the applicant’s last name in the Last Name box and then hit the Search button.

Step 2. Select the Applicant’s name from the Filtered Applicants box and then click the “>”
button to move the name to the right-hand box. All names in the right-hand box are the ones
the report will search on.

B. Sponsorship Search Option Filters

The “Sponsorship Search Options” allow you to filter the report on various Sponsorship related
fields.

Sponsorship Search Options

Date of Birth | | MM/DBAYYY) Optional Leave blank to select ANY date

Sub-agency Abbreviation IANY _v_j

Sponsorship Status !ANY j Sponsor ID I

Employment Status |AHY j Work Email |AI-IY _vJ
Federal Emergency Response Indicator ]ﬁ.l‘JY ;i UPN IAHY ;l

Figure 15: Sponsorship Filters

Available Filters:

o Date of Birth: use this to search on a particular birth date.

o Sub-agency Abbreviation: use this to find applicants from a particular agency.

e Sponsorship Status: use this to find sponsored and incompletely sponsored applicants
as well as applicants that have been terminated (i.e. due to retirement, separation from
USDA, LincPass terminated) or whose LincPass has expired.

o Employment Status: search for applicants by HR employment status.

e Work Email: search for applicants who have (“Provided”) or do not have (“Missing”) an
email address with their record.

e Federal Emergency Response Indicator: find applicants who have or do not have the
FERO designation.

e Sponsor ID: search for applicants associated with a Sponsor by using the Sponsor’s
PID.

o Work Email: search for applicant by his/her work email address.

e UPN: search for applicants who have (“Provided”) or do not have (“Missing”) a UPN
assigned to their record.

13
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C. Enrollment Search Options Filters
This filter allows you to search for applicants by enroliment status and flag status.

Enrollment Search Options
Enrollment Status Iﬁ.NY __'_] Duplicate Check Status Iﬁ‘.NY o

Document Referral L’-‘«.I-JY _v_i

Figure 16: Enrollment Filters

Available Filters:
o Enroliment Status: use this filter to find applicants who have enrolled (“Complete”) or not
enrolled yet (“Incomplete”).
o Document Referral: use this filter to find applicants who have enrolled but have an I-9
document referral flag ("YES”) or do not have one (“NO”).
e Duplicate Check Status: use this filter to find applicants who have enrolled but have a
biometric duplicate check flag:
0 Unknown — generally the applicant has not enrolled yet
o0 Duplicate Cleared — the SO has already reviewed and cleared the flag from the
applicant’s record
0 Duplicate Confirmed — the SO has already reviewed the record and verified this
was a duplicate record
o0 Duplicate Found — there is a flag on the record that has not been reviewed yet
0 No Duplicate Found — the applicant enrolled and there were no flags

D. Adjudication Search Options Filters
This filter allows you to search for applicants based on their adjudication status. You can
search on the overall status or by the individual background check statuses.

Adjudication Search Options

Adjudication Status | Arry =

FBI/NCHC Status [ Arry 'r| FBI/NCHC Adjudicator ID |
NACI Status [Any x| NACI Adjudicator ID |

Figure 17: Adjudication Search Filters

Available Filters:

e Adjudication Status: use this filter to find applicants based on the overall adjudication
status.

o FBI/NCHC Status: use this filter to find applicants based on just the FBI Fingerprint
Check status.

o NACI Status: use this filter to find applicants based on just the NACI status.

e FBI/NCHC Adjudicator ID: search for applicants associated with an Adjudicator by using
the Adjudicator’s PID.

o NACI Adjudicator ID: search for applicants associated with an Adjudicator by using the
Adjudicator’s PID.

14



USDA NON-EMPLOYEE IDENTITY SYSTEM (NEIS) AND
e APPLICANT STATUS REPORT GUIDE

E. Issuance Search Options Filters
Use this filter to find applicants based on the card issuance status.

Issuance Search Options
Issuance Status l:’-‘-.MY =

Parameter Page 1 | Show Report m

Figure 18: Issuance Search Filter

Options for this filter are:
e Active: applicants with activated LincPasses
o Card Delivered: applicants whose LincPass has been delivered but has not been
activated yet
Card Printing in Process: applicants whose LincPass is currently in the printing process
e No Status: applicants whose have not completed all of the issuance criteria yet and the
LincPass has not gone to printing
e Terminated: applicants whose LincPass is now terminated
Suspended: applicants whose LincPass is now suspended

VIEWING THE REPORT RESULTS

Once all your filters have been placed (if you applied filters), click the Show Report button to
run the report. You will be prompted to download the report to a CSV file if more than 250
records are returned.

imh,:'é!r
scotyaiaaRgl i
¥
|
EDS ASSUREL

1000300L000 150G

Home > Parameters > Report Viewer 12001000012323@FEDIDCARD. G
Click DOWNLOAD to download the report in CSV file format or BACK to return to the Parameter Screen

]
DOWNLOAD BACK

Figure 19: Download Report to CSV

Click the Download button to download the report to your computer. You will be prompted to
save the report in a location of your choosing.

NOTE: When downloading a full report the information will not be in real-time. There is a
24hr delay with the information to improve performance of the Applicant Status Report.
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TROUBLESHOOTING APPLICANT RECORDS

Once you have opened and saved the report you can now open it on your desktop to sort
through and troubleshoot Applicant records. Use the following field legend as a guide to the
fields available in the report. This legend describes the report fields, as well as how to interpret
red highlighted areas. Red highlighted areas indicate information that must either be supplied or
edited before the Applicant’s record can be fully processed and the card issued.

Freld Legend

licant Information

Applicant Last Mams
pplicant Fir, =

Applicant Middle Name

pllc:ntSan}.

COE - ~pp||cant Ciate of Birth

Work Email - Applicant Work El'1a|| if "MISSING" the Sponser must provide the email address before card issuance can occur

Hame Email - -|::|:||c=ntr| me Ehazil

Sponsorship Information
Sponsorship Status - Applicant Spensership Status, if "INCOMPLETE" the Sponsor must complete the applicant spansorship

sorship Create D = Applicant Sponsership record was created
arship Last U plicant Spensership recar lz=t i
if the Applicantis a Federal Emergency Resp Official
S5ING" the Sponsor mus s UBN card issuance can soour

the &pplicant PIV craden = mziled 2 ard printing

ployment status {ac r SUSpP

ation Category e applicant's category For the spensaring sgency [contractor, employes, =tc.]
quired - If ¥ES, a card is required for this appllcant

Zone 4 - ency Specific Text - Text printsd on the cardin Zone 4

Zone 17 gency Specific D Text printed on the card in Zane 17

Zons 5 -Rank - The rank code for this applicant printed en the card in Zone 5

Sub-agency Abbreviation - codes used for agencies that 2o not have sub-agenciss but want to have something ko sort applicants on

Enroliment Information
Enrellment Status - IF "INCOMPLET! E" the Applicant must appearin pe reen, far enrellment
Enrzllment Create Date - Date the Applicant Enrallment record was creats

Enrollment Las Iast

|: € - Date the Applicant Enrollment recen
zrral - If "YES" the Security Officer must rev
ck Status - DUPLICATE CLEARED - flagg

confirms duplicake - ne action required: "DUP LICATI - applicant recard has
DUPLIC OUND - appllcant rec as not E=I'I flagged 25 2 ._upﬁcate no action required
Enrcllment ID - The applicant's uniqus identifisr numbsar

-9 documeants
tion requirzd; "DUPLICATE COMFIRMED'- applicant record has been
ed as a pe t=nt|cn duplicats - security officer actien required; MO

=d
v and approve the applicant-pr:
aigﬁllcantr zcord has been clzz

Cigcument B
Duplicats

Ad judication Information

cation Status - Applicant Adjudication Status, if "INCOMPLETE" or "NO STATWS" the Ad}udfcator must provide the applicant adjudication
cation qtatus 1-|::|:||cenl: ation Status, if "DENIED" the zpplicant's FEI/MCHC or MACT status has been set to REJECTED
3 .pplicant Adjudicatien record was created
cation Last 'Jp_at= - Dats the Applicant Adjudication record was last medified
'\CHC ‘FEI - Status for the Maticnal Criminzl Histery Check
M&CT - Status for the Mational &gency Check with Inquiries

Issuanl:e Infnrmatmn

Issuance Creats Dat— pllcant Issuance record was created
Izzuancs plicant Issuance record was lzst modifisd
Card Des ca destroyed, YES or NO
CMS Card I ard serial numbar

Card ID - Issuznece [D for thiz card

FASC-N - Federal Agency Smart Credential Mumber

Figure 20: ASR Legend

Additionally, see the “Gap Analysis Using the Applicant Status Report” guide on the USDA
HSPD-12 website’s “Training” page for more instructions on conducting gap analysis.

HELP RESOURCES

For technical issues with accessing/generating the ASR, please contact the USAccess Help
Desk at 866-493-8391 or usaccess.helpdesk@eds.com.

USDA LincPass website: http://lincpass.usda.gov

For USDA HSPD-12 questions or questions about instructions in this guide, please contact the
USDA HSPD-12 Help Desk:

PH: 888-212-9309

Email: hspd12@ftc.usda.gov
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