Non-Employee Identity System (NEIS)
New Features and Updates
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USDA _
Z United States Department of Agriculture



J.H.-n'! '~' l "

u:

. I
“ ! u"-'i\’i b

(RN \ “f{; -fh h

Introduction

The Non-Employee Identity System (NEIS) has been upgraded to
include new features, including:

» Addition of a Contract Company Information page

New Contract Information features, including DUNS Number

Unmasked fields on the Non-Employee Information page

New Contract Assignment search criteria

Reporting capabilities

This presentation will review the new features and updated
functionalities.
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US Dept of Agriculture

Worklist

Main Meny >

® ﬁ Non-Employee Processing

[ My Favorites
r-Emptoyee-Seff-Semce—
E ] gEES Reports Contract Company = Contract Information

L = L — 1S Reports Coniract Company Contract Information
- Contract Company IE DUNSICompany Report
- Contract Information = Non Emp Current Contract Rpt
- Non Emplovee Information ! Non Emplovee Roster

Va2 Non Employee Information Contract Assignment

b ﬁfﬂ)disl Non Employee Information Contract Assignment

[ Reporting Tools

~ Change My Password

- My Personalizations

- My System Profile

- My Dictionary

= EmgowHR Documentation

Once you are logged into NEIS, you will be directed to the home page. Click the link for
Non-Employee Processing on the menu to perform required actions.

You will see that the Home page has changed slightly. New links include NEIS Reports
and Contract Company.
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New Feature: Finding or Creating a Contract Company Record

NEIS users can now add information about Contract Companies in NEIS
(or verify that it is already in the system).

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.

Only a Federal employee, such as a Contracting Officer Representative
(COR), may create or edit Contract Assignments in NEIS.

You must follow USDA business policy and standards for creating or 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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New Feature: Contract Company Record

US Dept of Agriculture
Exeow IR )
b My Favorites Contract Company
> Employee Self Service 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 a New Value |

= Contract Company

LUTITall IIITUIIIIﬂUII - o

- Non Emplovee Information DUNS: | begins with v,l

— Contract Assignment Company: ’begins with + [
> EmpowHR Setup Tables —_—

(HD) Company Name:’ begins with v I
L Wonast [Jinclude History (7] Correct History [ Case Sensiti
> Reporting Tools ry orrect History ase Sensitive
— Change My Passwaord
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation Find an Existing Value | Add a New Value

Search | Clear |Basic Search B Save Search Criteria

Step 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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New Feature:
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Search:

|®

[> My Favorites
[ Employee Self Service
Non-Employee Processing
[ NEIS Reports
0 a O Dd
— Contract Information
— Non Emplovee Information

Contract Company

US Dept of Agriculture

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

— Contract Assignment

> EmpowHR Setup Tables
(HD)

> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

- EmpowHR Documentation

2 { Find an Existing Value [\ AddaNewValue |, 3
DUNS: | begins with + |
Company: ‘begins with + |

Company Name: begins with v.[

[Jinclude History Correct History []Case Sensitive
Search | Clear l Basic Search [E Save Search Criteria

Find an Existing Value | Add a New Value

Step 2. To find an existing company, click on the Find an Existing Value tab. Enter the
search terms to narrow your results. If no search terms are entered, the first 300 records will
display. Select the applicable hyperlink from the list of search results.

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

Step 3. To add a new Contracting Company, click the Add a New Value tab.
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New Feature: Contract Company Record

US Dept of Agriculture |

Evpow IR

|®

- My Favorites Contract Company

| Employee Self Service
== Mon-Employee Processing ||'( Eind an Existing Value ‘;f’ Add a New Value ".I
[» MEIS Reports

|| — Contract Company ]
| . DUNS:
— Contract Information 4 | |
— Mon Emplovee Information Company: |
i — Contract Assignment
| EmpowHR Setup Tables Company Name:|
{HD)
[ Worklist
|> Reporting Tools Add
|— Change My Password
| — My Personalizations Find an Existing Value | Add a New Value

Rl St e e D] =

Step 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.
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New Feature: Contract Company Record

US Dept of Agriculture
| 1y Favorites Contract Company
|- Employee Self Semvice
I~ Non-Employee Processing / Eind an Existing Value | Add a New Value ‘|
[* MEIS Reporis
— Confract Information = | |
— Mon Emplovee Informationd (5§ Company: | |
| — Contract Assignment ]
- EmpowHR Setup Tables 6_ Company Name: | ]
(HD}
| [ Worklist
|- Reporting Tools Add
|— Chanae My Password
| — My F'EFSU”EL“EE;JIDHS Find an Existing Value | Add a New Value

Step 5. Company: Do not enter information in this field. While Company appears on
this screen, it is masked (“grayed out”) on all data entry screens.

Step 6. Company Name: Enter the Contracting Company Name and click Add. This field
allows 30 characters. You may enter letter, numbers, and special characters as needed.

Once completed, 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.
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New Feature: Contract Company Record

US Dept of Agriculture

USDA
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Menu =

Search:

| &

> My Favorites

- Employee Self Service
Non-Employee Processing
> NEIS Reports
— Contract Company
— Contract Information
— Non Emplovee Information
— Contract Assignment

> EmpowHR Setup Tables

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Contract Company

Ll L

DUNS 321457892

*Company Name |ABC Staffing

Entered by

*Contact Name |Smith,Jane ]

*Contact Phone # |876/456-7893 |

*Address Line 1 |1O NORTH CAPITOL AVENUE

Address Line 2 lSUITE 300

*City |WASHINGTON
~State [oc Q

Postal Code |20009

Save s Add l Upda!eJ'D'splayI ZJ Include History | [E# Correct History |
e sy e =, e e e s e, e — o= e e S o= om

Step 7. Contact Name: Enter the name of the point of contact for the Contracting Company.
You must enter it in the following format: last,first.

Step 8. Contact Phone #: Enter the phone number for the Contracting Company.
Acceptable formats are as follows:

9999999
999-9999
9999999999
999/999-9999
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New Feature: Contract Company Record

FEnaccow E AR

Menu =)
Search:
|

> My Favorites
> Employee Self Service
- Non-Employee Processing

> NEIS Reports
— Contract Company
— Contract Information
— Non Emplovee Information
— Contract Assignment

> EmpowHR Setup Tables

— Change My Password
— My Personalizations
— My System Profile

(HD) Entered by
> Worklist
> Reporting Tools *Contact Name |Smith..lane

US Dept of Agriculture

Contract Company

DUNS 321457892

*Company Name |ABC Stafling

*Contact Phone # |876!456—7893

— My Dictiona
— EmpowHR Documentatio

*Address Line 1 l10 NORTH CAPITOL AVENUE

Address Line 2 |SUITE 300

*City |WASHINGTON

*State IDC Q

Postal Code 20009

Er Add I Update!DisplayI ZJ Include History I [E# Correct History I

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

Step 10. Click Save.
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Updated: Finding or Creating a Contract Information Record

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

The next few screens show changes made to the Contract Information
pages in NEIS. 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.
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Updated: Finding or Creating a Contract Information Record

b My Favorites Contract Info

[ Employee Self Service Enter any information you have and click Search. Leave fields blank for a list of all values.
< Non-Employee Processing
> NEIS Reports
— Contract Company

— Contract Information

— Non Emplovee Information
— Contract Assignment

I EmpowHR Setup Tables
(HD) Sub-Agency: | begins with v |

> Reporting Tools DUNS: | begins with v (321457892 Q ]

— Change My Password Company Name:] begins with v HABC Staffing

— My Personalizations

— My System Profile [Jinclude History Correct History [ Case Sensitive

— My Dictionary
— EmpowHR Documentation

| EmpowHR Documentation Search ]

/ Find an Existing Value Y Add a New Value

PHIDIContract ID:| begins with v ||

Company: S wit I

Clear I Basic Search &) Save Search Criteria

Find an Existing Value | Add a New Value

To search for an existing contract record, select the Find an Existing Value tab. You can now search
for Contracts by DUNS or Company Name in addition to PlID/Contract ID and Sub-Agency.
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Updated: Finding or Creating a Contract Information Record

US Dept of Agriculture

|®

> My Favorites Contract Info

> Employee Self Service (

I~ Non-Employee Processing / Eind an Existing Valug " Add a New Value Y
> NEIS Reports \

— Contract Company

— Contract Information

— Non Employee Infoermation

— Contract Assignment —

© EmpowHR Setup Tables Sub-Agency: | |Q
(HD) .

W that DUNS: |321457892] |

[> Reporting Tools Company Name:| ABC Staffing

— Change My Password

— My Personalizations

— My System Profile Add

— My Dictionary

— EmpowHR Documentation

=

PliD/Contract ID: |

Company: |

Find an Existing Value | Add a New Value

To add a new contract record, click the Add a New Value tab. You will be prompted to
enter the PlID/Contract ID, Sub-Agency, DUNS (lookup function), and Company Name.

Data entry is not required on this page. If you prefer, you can select Add to start with a
blank record (covered on the next slide).

When you have finished entering information on this screen, click the Add button.
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Updated: Finding or Creating a Contract Information Record

USDA

PIID/Contract ID |123456789)
*Sub Agency ID1 Q Cffice ofthe Secretary
[DUNS | Q ] Contract Company
Contract Expiration Date IU?” 0/2009 [
Notes :l
Customize | Find | i First E 1of 1 E Last
EmpliD Name Date Granted By
1 07/08/2009 MNEISMGOT =

B save | S\ Return to Search | +[E] Previous in List | +[5| Mext in List | S Acldl | Update.fDisplayl &l Include History | [E7 Correct History |

Note: Any information you entered on the previous screen will be populated on this screen.

DUNS (optional): Use the lookup function (magnifying glass) to find the DUNS Number.
The DUNS Number is a 9-digit (or 9-digit +4) unique identifier for the Company.

If you looked up the DUNS in the previous step, this field will be populated.
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Updated: Finding or Creating a Contract Information Record

PIID/Contract ID |123456789)
Sub Agency ID1 Q Cffice ofthe Secretary
DUNS | Q Contract Company
Contract Expiration Date IU?” 0/2009 [
Notes :l
Customize | Find | i First E 1of 1 E Last
EmpliD Name Date Granted By
1 07/08/2009 MNEISMGOT =

B save | S\ Return to Search | +[E] Previous in List | +[5| Mext in List | S Acldl | Update.fDisplayl &l Include History | [E7 Correct History |

Contract Company (optional): To view or edit information about the Contract Company,
click this hyperlink. You will be brought to a pop-up window. Be sure to save any changes
you make.
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Updated: Finding or Creating a Non-Employee Record

The next few screens show changes to the 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.
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Updated: Finding or Creating a Non-Employee Information Record

Non Employee Info kY

Name: O'SHEA-LAMOTHE LAURAZ EmpliD: 179543 Empl Rcd#: 0
Data Control fiew A -irst 14 4 of 1 L2l Last
*Effective Date @Eﬂ EHE
: Social Security Number |765-23-0987 \
The screenshot to the right Name
*First: lLAURA ‘ Middle: .Z }
shows a Non-Employee irs | iddle: _
Information record. “Last: |O'SHEA-LAMOTHE | suix: I |
Name: O'SHEA-LAMOTHE ,LAURA Z

Pref First Name I ‘

Fields and hyperlinks that

have been unmasked or Alias Name l \
changed are circled. None of *Date of Birth 0912011977 |
the new/updated fields are (Gender [Female ™
required to save a record. P il laura@abcd.gov
*Country of Citizenship i"j'-_} Q
The slides that follow wiill RNO:
show changes to this page. Handicap Cd
Effective Date of status |
Non Employee Status t *Non-Employee Type Intern >
Work Phone | |
Emergency Response Official [] Notes |
Submitting Office Number l OPAC/ALC Number L
\ Security Office identifier |
Birth Info Address Info ]

Save | JSAReturnto Search | +[E Previous in List | +[5] Nextin List §+Add| Z Updat | Zl Include History | [ Correct History
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Updated: Finding or Creating a Non-Employee Information Record

[ Gender [Female v/ J
*Business Email laura@abed.gov |
»Country of Citizenship |IRL |Q
RNO:
Handicap Cd
Effective Date of status |77/ , |
Non Employee Status e *Non-Employee Type | Intern v
Work Phone | ]|

Gender (optional): Click on the dropdown list to select the Non-Employee’s Gender
from the drop-down list. This is not a required field.

Work Phone (optional): Enter the Work Phone for the Non-Employee. This is not a
required field. Acceptable formats are as follows:

9999999

999-9999

9999999999

999/999-9999
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Updated: Finding or Creating a Non-Employee Information Record

Moh Employee Status IAE”“E ] *Non-Employee Type I Intern B
KWDrk Phone | \
Emergency Response Official r Notes |
Submitting Office Number | OPACIALC Number |
kSecurity Office ldentifier I— j
Birth Infa Address nfo
& zave | L\ Return to Search |+ Previous in List | +E Mext in List | [Es Add | UpdsteDizplay | &l Include History | [5# Coarrect History

Investigation (optional): All investigation fields have been unmasked. None of these
are required fields.

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

*  Submitting Office Number: Enter the Submitting Office Number.

* OPAC/ALC Number: Enter the OPAC/ALC Number.

» Security Office Identifier: Enter the Security Officer Identifier.

USDA | 19
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Updated: Finding or Creating a Non-Employee Information Record

Security Office |dentifier I:I

[ Birth Infa ] Address Info

Bl save | [=] Motify | Es Add Update/Display | & Include History | [EF Cerrect Hizstory

ddl Birth Info

Birth Location:  |Publin

Birth State | Q

BirthCountry  FL U jreland

0]24 | Cancel |

Birth Info (optional): Click on the Birth Info hyperlink to enter additional information.

You will be redirected to another screen where you can enter the Non-Employee’s Birth
Location (covered on the next screen).

USDA |
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Updated: Finding or Creating a Non-Employee Information Record

Addl Birth Info

Birth Location: __|Publin
Birth State | Q

Birth Country ||R|— U reland

Dk | Cancel |

Birth Location (optional): Enter the Birth Location (City) for the applicant.

Birth State (optional): Use the lookup function (magnifying glass) to find the Birth
State for the applicant. Leave this field blank for Non-U.S. locations.

Birth Country (optional): This field defaults to USA.

Use the lookup function (magnifying glass) if you need to change the Birth Country to a
Non-U.S. location. This will bring you to a separate screen where you will locate the
Country Code (covered on the next slide).
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Birth Country: Select the three-character
Country Code for the applicant’s Birth
Country.

To narrow the list of options, enter the first
few letters of the Birth Country you wish to
select. You may search by Country (three-
character country code) or Description
(country name).

Note: Not all three-character country codes
reflect the country name as listed in NEIS
(Example: the three-character country code
for Chad is TCD). You may find it easier to
search by Description (country name).

Once you have selected the Birth Country,
Select OK on the Birth Country page. You
will be redirected to the Non-Employee
Information record.

Updated: Finding or Creating a Non-Employee Information Record

Look Up Birth Country
/Search by: | Description vlhegins Withlch \

uanced Lookup

Look Lp |

Search Results
1-4 of 4

Description Country
Chad TCD

Chile CHL

A
Z United States Department of Agriculture

Zhina ZHR
wriatmaa Island CHR /
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Updated: Finding or Creating a Non-Employee Information Record

Security Office dentifier I:I

Birth Infg [ Address Infg ]

Bl save | [Z] Motify | By Add

Llptlﬂtsl

Country -Other:  [USA|CL uUnited States
Work Address: | |

Address Line 2: |

City - Other: |

|
State - Other: [ =
Postal: Building #: [ =
Geog Location Code: Room Humber: | | /

Ok | Cancel |

Work Address (optional): Click the Address Info hyperlink at the bottom of the Non-
Employee Information screen. You will be redirected to another screen where you will

enter the Non-Employee’s Work Address Information. Work Address Information is not
required.

USDA | 23
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Updated: Contract Assignment

The next few screens show changes made to the Contract
Assignment screen in NEIS. Only a Federal employee, such as a
Contracting Officer Representative (COR), may create or edit Contract
Assignments in NEIS.

You must follow USDA business policy and standards for creating or
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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Updated: Contract Assignment

| My Favorites Contract Assignment
| Employee Self Service Enter any information you have and click Search. Leave fields blank for a list of all values.

b NEIS Reports [ Find an Existing Value |

- Contract Company
- Contract Information \

— Non Emplovee Information garch by: | PlID/ContractiD v begins with| ‘
= Contract Assignment [Jinclude Hist Company Name y
> Empo efup Tables DUNS
(HD) PlID/Contract ID
b Worklist Search I Ad Sub-Agency
[> Reporting Tools
- Change My Password
~ My Personalizations K E-2 /
- My System Profile
- My Dictionary
- EmpowHR Documentation

Contract Assignment Search Criteria: Use the search criteria to find the contract to
which the Non-Employee will be assigned. You can search by Company Name, DUNS,
PlID/Contract ID, or Sub-Agency to help narrow your search.

USDA | 25
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Updated: Contract Assignment

USDA

Contract Assighment
PlD/Contract ID 1224 Contract Expiration Date  03011/2010
[ DUNS 321457692 ABC Staffing ] I select

De Select All

Contract Assignment

Customize | Find | 58 First [ 1.2 02 [ Last

*EmpliD Hame *Assignment Date *S(t:autnlgactm :;l':clf;?:; Card Shipping Information
1|[1ro518 Q. |PAsSTJCE [patzmo O |fave =] [T Card Shipping Information
2([179530 Q EEEIE'NS'JAMES [o7mazons ) ([actve =] | Card Shipping Information

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

Select: To check LincPass Required for all applicants on a contract, check Select. To de-select
LIncPass Required, uncheck the Select box.

Z United States Department of Agriculture
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New Feature: 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 Agricuture

:l.::"fi’.."f. l'.DR Home: Wiarkiz Adid o Favori
Menu il
Search: Main Menu = Non-Employes Processing =

®| )
|/ NEIS Reports
[+ My Favotites L
I Eriployes Self Service NEIS Reports
2 Nor-Emiployee Pracessing = DUNS/Company Report = Non Emp Current Contract Ryt =
~ [EIS Reports E DUNSCompany Report Man Ermp Currert Contract Rpt Non Emplayee Roster
— DUNSCompary Report
— Mon Ermp Current
Contract Ryt Non History Contract Rt Period of Performance Report Process Adjudication Report
- Man Emplovee Rostar I bl History Contract Rt | HEIS Period of Performance Report | Process Adjudication Report

— Mon History Contract Rpt
— Petind of Petformance
Report E Process All Hon Empl Report E Process Sponsor Report
- Process Adiudication Process Al Mon Empl Report Process Sponzor Report
Report
— Process All Mon Empl
Report
— Process Sponsor Repart
— Contract Compary
— Contract Infarmation
= Mon Employee Infortmation
- Contract Assinntment
[» EmpowHR Setup Taklas
HO
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New Feature: NEIS Reporting

USDA

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

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

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

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

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

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

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

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

Please refer to the NEIS Reports and ASR Guide for more information and directions
on using this new reporting utility.
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