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USA Staffing® Certificate Reporting App

Certificate reporting supports the timely completion of key steps
within the selection process, which facilitates coordination of
applicant reviews, hiring manager selections, and certificate audits

among HR Teams.



What is a USA Staffing® Certificate?

A list of applicants referred to a hiring manager for consideration. The list of referred applicants
have been identified as eligible for a specific position based on their qualifications and the criteria
defined in the job announcement. One or more certificates may be issued for a specific vacancy,
and each certificate may have differing criteria (e.g., applicant eligibilities, locations, grades)."
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https://help.stage.usastaffing.gov/USAS/index.php?title=Certificate_Information
https://help.stage.usastaffing.gov/USAS/index.php?title=Certificate

I Certificate reporting is in the “Apps” area of Power Bl
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https://developer.usastaffing.gov/Training/PowerBI/JobAids

I Certificate Status Report: Over 30 Columns

Output columns include:

* Certificate Info

* Announcement Number

* Vacancy Number

* Vacancy Pay Plan-Series-Grade
* Days Since Issued

» Certificate Totals
* Selected
* Referred
* Hired
* Declined/Withdrawn

Certificate Status

Data ltem/Metric
Announcement Number

Certificate Audited By
Certificate Audited?

Certificate Issue Date
Certificate |ssuer

Certificate Number
Certificate Review Due Date

Certificate Review Mame
Certificate Review Sent Date

Certificate Review Status

Certificate Status

Certificate Total Hired
Certificate Total Referred

Certificate Total Selected

Certificate Final Audit Complete Date

Cartificate Total Wetarane Hirael

Description
The unique identifying number associated with an announcement.

The name of the USA Staffing user that audited the certificate.
Flag indicating if the certificate was audited.
The date the most recent audit of the certificate was completed.

The date an applicant list was issued as a certificate.

The name of the individual that issued the certificate.

The unique identifying number associated with a certificate.

The date the applicant list review is due for completion by the
reviewer(s).

The name of the applicant list review entered by the user.

The date the applicant list review was sent to the reviewer(s).
The current status of the applicant list review (e.g., Not Sent,
Active, Auto Recalled, HR. Recalled, Returned).

The status of the certificate (e.g., Issued, Issued - Under Review,
Returned - Tentative Selection, Complete - Selection Made) to
show the progress of a certificate through its lifecycle.

The number of applications on a certificate with an audit code of
‘Selected' and an audit return status of 'Hired'.

The number of unique applications referred on at least one
certificate.

The number of unique applications with an audit code of
‘Selected.

The numbar of annlicaticn vbrnittad b indinddnale havina bhaon




I Certificate Status: Parameters and Sorting

Staffing Organization Name = Required v Staffing Office Name Vacancy Customer Name
Certificate Issuer Vacancy Series Vacancy Grade
From Certificate Issue Date Required (MM/DD/YYYY) To Certificate Issue Date Required (MM/DD/YYYY]
Parameters: Default Sort Order of Output:
1. Staffing Organization Name » Staffing Organization Name
2. Staffing Office Name » Staffing Office Name
3. Vacancy Customer Name » Vacancy Number
4. Certificate Issuer > Certificate Number
5. Vacancy Series
6. Vacancy Grade
7. Certificate Issue Date Range



I What are Certificate Metrics?

* Certificate Metrics are calculated data points on the total
number of applications referred on a certificate and total
number of unique applications in various statuses (based
on Return Status, Audit Code, and Veteran status).

 Each metric uses defined criteria to determine the status of
applications on a specific certificate.




I Certificate Status Report Metrics H

e

Cert. Total Referred Count of unique applications referred on a certificate.

Cert. Total Hired Count of unique applications referred on a certificate where the audit code is
Selected and return status is Hired.

Cert. Total Selected Count of the unique applications referred on a certificate where the audit code is
Selected.

Cert. Total Declined Withdrawn Count of the unique applications referred on a certificate where the audit code is
Withdrawn from Consideration, Declined Position, Declined Salary/Grade,
Declined Location, Decline Interview/Assessment, Declined During Negotiations,
Accepted Another Position with Agency, or Failed to Reply.

Certificate Info | USA Staffing Help



https://help.stage.usastaffing.gov/USAS/index.php?title=Certificate_Information

Certificate Status Report Metrics (Veterans)

Certificate Metrics for Veterans use claimed veterans’ preference to determine veteran status unless the
claim has been adjudicated (in which case the adjudicated preference is used). If the Vacancy is not set to
collect veteran preference info, each veteran-specific Certificate Metric will be “0” (zero).

I

Cert. Total Declined Withdrawn Count of the unique applications referred on a certificate where veterans preference is
Veterans not NV nor NP and the audit code is Withdrawn from Consideration, Declined Position,
Declined Salary/Grade, Declined Location, Declined Interview/Assessment, Declined
During Negotiations, Accepted Another Position with Agency, or Failed to Reply.

Cert. Total Referred Veterans Count of the unique applications referred on a certificate where veterans preference is
not NV nor NP. Total Veterans Referred counts only those with a Certificate Application
Veterans Preference Code of CP, CPS, SSP, TP, XP, or XPD.

Cert. Total Selected Veterans Count of the unique applications referred on a certificate where veterans preference is
not NV nor NP and the audit code is Selected.

Cert. Total Hired Veterans Count of the unique applications referred on a certificate where veterans preference is
not NV nor NP, the audit code is Selected, and the return status is Hired.


https://www.opm.gov/fedshirevets/current-veteran-employees/veterans-preference/
https://www.opm.gov/fedshirevets/veteran-job-seekers/vets/

Referred Applicants by Certificate Report: 21 Columns

£)PM | Referred Applicants by Certificate

Data ltem/Metric Description

Certificate Application Audit Code The code associated with the selection decision made by the hiring manager.

Certificate Application Audit Date The date the selection decision made by the hiring manager is validated by the HR. user,
Certificate Application Certified Date The date the application on the certificate was certified.

Certificate Application Eligibility The adjudication status (Claimed, Eligible, Ineligible) of the eligibility claimed by an application on a certificate.
Certificate Application Eligibility Claimed The eligibility claimed by an application on a certificate.

Certificate Application First Mame The first name of an applicant referred on a certificate.

Certificate Application Last Mame The last name of an applicant referred on a certificate.

Certificate Application Marked as Flag indicating whether or not the application has been marked as a favorite on a certificate.
Certificate Application Marked for Flag indicating whether or not follow-up is necessary to complete the application review process.
Certificate Application Middle MName The middle name of an applicant referred on a certificate,

Certificate Application Mumber The unique identifying number associated with an application on a certificate.

Certificate Application Priority The priority description of the application on a certificate.

Certificate Application Rank Order Mumerical ranking indicating the application's place on a certificate.

Certificate Application Rating The rating received by an application on a certificate.

Certificate Application Return Status The status of an application on a certificate as marked by the HR. user after auditing the hiring manager's decision.
Certificate Application Veterans The code indicating the veterans preference for the application on the certificate.

Certificate Issue Date The date an applicant list was issued as a certificate.

Certificate Mumber The unique identifying number associated with a certificate.

Staffing Office Marme The name of the office managing the staffing process.

Staffing Organization Mame The name of the organization managing the staffing process.

Vacancy Mumber The unique identifying number associated with a vacancy.




I Referred Applicants by Certificate: Parameters and Sorting %—

Staffing Organization Name Required e

Certificate Number <Mo Selection> E

From Certificate 1ssue Date Required (MM/DD/YYYY

Staffing Office Name Vacancy Mumber <No Selection= R

Eligibility Claimed Eligibility Adjudicated

To Certificate Issue Date . Required (MM/DD/YYYY,

Parameters:

N W e

Staffing Organization
Staffing Office

Vacancy Number (optional)
Certificate Number (optional)
Eligibility Claimed

Eligibility Adjudicated
Certificate Issue Date Range

Default Sort Order of Output:

» Staffing Organization Name
» Staffing Office Name
» Vacancy Number
» Certificate Number
» Certificate Application Rank Order
» Certificate Application Name (Last Name,
then First Name, then Middle Name)



Caveats and Considerations

* Certificate reporting in Power Bl



Caveats and Considerations

* For all Certificate reports:
 Cancelled Certificates aren’t displayed

* Certificate Locations data (as seen in Cognos Cert. Overview
Report) is not yet implemented

» USA Staffing® Review data (as seen in Cognos Certificate
reports) is handled with the Power Bl Review Detail report
(Review app)

* For the Referred Applicants by Certificate Report:

* Certificate Application Veterans Preference Code column
displays the veterans preference code and text description



Questions, Help, and Feedback



Questions, Help, and Feedback

Submit Help Ticket | USA Staffing Data Resource Center
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https://developer.usastaffing.gov/Help/SubmitTicket

Thank You
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