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1.0 Background

The National Aeronautics and Space Administration (NASA) Shared Services Center
(NSSC) is responsible for providing in-processing guidance and support to
employee/applicant(s) published in the Workforce Transformation Tracking System
(WTTS). The NSSC'’s In-Processing Team consists of caseworkers who provide
identified employee/applicant(s) with a single NSSC Point of Contact (POC) throughout
their on-boarding process, increasing both the degree of communication and the
individualized counseling they will receive based on their specific employment type prior
to their entry on duty (EOD) date. The caseworker will be the employee/applicant’s
single NSSC POC throughout the duration of their in-processing. However, for
relocation inquiries, the employee/applicant is referred to NSSC Travel. Using the
Published Gains Report in the WTTS and within the prescribed timeframe, the
caseworker will identify, contact, counsel and in-process the following appointment

types:

New Hire
Reinstatement
Reassignment
Transfer

Reemployed Annuitant
Conversion

EODS is a secure Web-based tool which provides functionality to validate, track, and
report the status of the completion of a new hire’s in-processing forms. As applicable,
only beneficiary forms, Optional Form (OF) 306, Declaration for Federal Employment,
Standard Form (SF) 61, Appointment Affidavits, and Form 1-9, Employment Eligibility
Verification require the employee/applicant to print the form in EODS once they have
been submitted in the system. All other forms are electronically signed by the
employee/applicant and submitted in Entrance on Duty System (EODS) to be reviewed
and approved by the NSSC’s In-Processing Team.

In accordance with Personnel Bulletin 2008-35-SG, dated December 19, 2008, Centers
are required to publish actions 10 business days before the EOD date (where the EOD
is set at least 10 business days after the selectee accepts the job offer). This will ensure
new hires receive information needed to access EODS and complete their forms in
sufficient time prior to their start date. Additionally, this will ensure the NSSC’s PAP
Team has sufficient time to process new hire personnel actions in accordance to the
Submission Schedule. For records published less than 10 business days from the
employee/applicant’s EOD, Centers are encouraged to contact the NSSC In-Processing
Team to inform them of the published employee/applicant(s). This will ensure the
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employee/applicant is counseled appropriately prior to their EOD, provided pre-
employed drug testing, if applicable, and complete the required in-processing forms.

2.0 Purpose

To provide benefits counseling, counseling on in-processing forms and systems
associated with the employee/applicant’s integration to their new position prior to
entering on duty.

3.0 Applicability/Scope

The NSSC In-Processing Team provides in-processing services to all
employees/applicants published in the Gains Report of WTTS. The NSSC In-
Processing Team consists of Service Providers (SP) and Civil Servants (CS), who
provide oversight to the in-processing activity, with the duties including the following:

(1) Monitoring, approving, accepting electronic forms, and ensuring forms are
current. Recommending updates to the Employee Orientation Web site, EODS,
and WTTS as necessary.

(2) Assisting and monitoring a selected employee/applicant with completing the
necessary forms for in-processing using EODS and/or Employee Orientation
Web site as needed.

(3) Ensuring that employee/applicant forms are electronically accessible and ensure
that key information needed by the NSSC’s Personnel Action Processing Team
(PAP) is received for processing actions.

(4) Ensuring that all required documents are received and imported in the electronic
Official Personnel Folder (eOPF) and perform quality review on the received
and/or completed package.

4.0 Privacy Information

All participants involved must ensure protection of all data covered by the Privacy Act.
5.0 Records
In-Processing forms and supporting documentation that is received during the

employee/applicant’s in-processing is included in the Human Resources Master
Records Index.
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6.0 Cancellation/Supersession of Previous Documents

This revision will supersede Revision 2.0.
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IN-PROCESSING
Step 1 Step 2 Step 3 Step 4
Publish Gain Identify from WTTS, Access EODS and Complete and
(Employee/ Contact, Counsel, » Verify Contact and > Submit In-
Applicant) in WTTS and In-Process Background Processing Forms
Employee/Applicant Information
NSSC (SP) In- . .
Center/HQ HRO Processing Team Employee/Applicant Employee/Applicant
Step 5 Step 6 Step 7 Step 8
Process New Hire Complete and Send Send FEHB Perform Quality
Action and Establish In-Processing Forms > Reminder » Review of Case and
eOPF Close Work Ticket
NSSC (SP) In- i
NSSC (SP) PAP Team Center/HQ HRO Processing Team NSSC (SP) In
NSSC (SP) eOPF Team NSSC (CS) In- Processing Team

Processing Team

Roles & Responsibilities

In-Processing

Step 1 Center publishes gain in WTTS. Center HRO should
ensure
Center Human Actions (e.g., recruiting and staffing, etc.) are = employees/applicants are
Resources Office (HRO)  executed at the HRO, including: published in WTTS at
e Selecting the necessary form(s) via least 10 business days
Publish Gain in WTTS WTTS using the forms checklist before their EOD date.

located under the Employment tab for = This will ensure ample
the employee/applicant based on their = time is given for NSSC In-

appointment type Processing Team to

e Providing any necessary supporting counsel the
documents to NSSC by attaching employee/applicant on
them on the Notes tab in WTTS, by their forms, benefits and
encrypted e-mail (nssc@nasa.gov), provide pre-employment
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In-Processing

from a secured fax (866-779-6772), or = drug testing, if applicable,
by mail to the Attention: In-Processing | prior to their EOD.
Team at the following address:

Centers may refer to

NSSC Personnel Bulletin 2008-
Attn: In-Processing Team 35-SG for additional

C Road, Building 1111 information on publishing
Stennis Space Center, MS 39529 applicants at least 10

business days in WTTS
before their EOD date.

When sending
documents to the NSSC,
Center HROs should use
the NSSC Form 46,
Human Resources (HR)
Cover Sheet (See
Appendix A). This form
may be accessed by
going to
http://nssc.nasa.gov/in-
processing.

When uploading
documents to WTTS after
the employee/applicant’s
EOD, please notify the
NSSC (SP) In-Processing
Team.

Prior to publishing the
Gain in WTTS, please
ensure the Gain Type is
selected in WTTS. As
applicable, please
provide the Offer Letter,
SF 75, Request for
Preliminary Employment

Output: A timely, complete, accurate Data, and Resume as
published Gain in WTTS. soon as available.

Step 2 When a gain is published in WTTS, NSSC SP = All contact between the
In-Processing Team Caseworker creates a employee/applicant and

NSSC (SP) In-Processing = NSSC Service Request (NSR) and contacts Caseworker is

Team the employee/applicant. documented in the NSR.
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Roles and Responsibilities

In-Processing

Tips/Notes

Identify Gain from WTTS,
Contact, Counsel and In-
Process
Employee/Applicant

Step 3

Employee/Applicant

Employee/Applicant logs in
to EODS, verifies contact
and background
information

NSSC (SP) In-Processing Team completes
the following:

e Sends Drug Testing Requirements as
applicable using a NSR to the NSSC
(SP) Drug Testing team for action;

¢ Sends benefits presentation to the
employee/applicant based on their
appointment type prior to the
employee/applicant attending the
benefits counseling session;

e Counsels the employee/applicant
based on their appointment type for
both general in-processing needs
(including, but not limited to EODS
forms completion, financial disclosure
and/or drug testing requirement) and
benefits options available to them;

e Assists the employee/applicant as
needed and maintains communication
throughout their in-processing; and

¢ Monitors forms completion in the
EODS module within WTTS and
ensures that the appropriate
documents are sent to NSSC for
processing and placement into the
eOPF.

Output: Employees/applicants are identified,
contacted, counseled and in-processed.
Once the Center publishes a Gain in WTTS,
the employee/applicant will receive two
system-generated e-mails containing
information on accessing EODS. The
employee /applicant verifies pertinent
background and contact information.

New Hires will be
scheduled to attend a
Benefits Overview
Teleconference. As
needed, additional
benefits counseling will
occur.

All other appointment
types (Reassignment,
Transfer, and
Conversion) will receive
one on one benefits
counseling. Prior to
attending the one on one
benefits counseling
session, the
employee/applicant will
receive a benefits
presentation based on
their appointment type.

The Caseworker contacts
the employee/applicant’s
Center if no response is
received after three
attempts are made to
contact the
employee/applicant.

A valid e-mail address
must be entered by the
Center into WTTS in
order for the
employee/applicant to
receive the system-
generated EODS
notifications.

Reassignments moving
from Center to Center will
not receive EODS e-
mails. NSSC (SP) In-
Processing Team will
contact the
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In-Processing

Roles and Responsibilities Tips/Notes

employee/applicant upon
the Center publishing
them in WTTS and
provide the necessary
counseling.

Throughout the
employee/applicant’s in-
processing, he/she
receives EODS
notifications via e-
mail. These notifications
include, but are not
limited to, notification that
forms have been

Output: Employee/applicant accessed EODS | approved and notification

and verified contact and background when forms have been
information. rejected.
Step 4 The selected employee/applicant is The employee/applicant
responsible for accessing EODS and will bring their Form [-9,
Employee/Applicant completing all required forms within the Employment Eligibility
appropriate timeframes specified. Verification, OF 306,
Complete and Submit In- e Employee/applicant will follow Declaration for Federal
Processing Forms instructions in EODS on what forms Employment, and SF 61,
must be brought to their Center for Appointment Affidavit to
processing and what forms must be their Center on their first
mailed, faxed, or scanned to NSSC day.
for processing. In accordance with the

Guide to Personnel
Recordkeeping policies,
Designation of
Beneficiary forms require
a wet signature and must
be mailed to the NSSC at
the following address:
NSSC

Attn: In-Processing Team
C Road, Building 1111
Stennis Space Center,
MS 39529

Form 1-9s should not be
sent to NSSC and are
maintained at the Center.
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Roles and Responsibilities

In-Processing

Tips/Notes

Step 5

NSSC (SP) PAP Team
NSSC (SP) eOPF Team
Processes New Hire’s
Accession

Establish eOPF

Step 6

Center HRO

Complete and Send In-
Processing Forms

Output: Employee/applicant completes,
submits, and sends required/optional forms to
NSSC for processing and placement in their
eOPF.

NSSC (SP) PAP Team has all appropriate
documents to process the accession action
through the Federal Personnel Payroll System
(FPPS).

NSSC (SP) eOPF Team imports all required
documents into the employee’s eOPF.

Output: Employee FPPS record is created.
eOPF is completed.

The Center will complete and fax, scan and e-
mail, upload to the Notes tab in the WTTS
record, or mail the following forms to the
NSSC:

e OF-306

e SF-61

Output: Center completes and sends
required/optional forms to NSSC for
processing and placement in their eOPF.

Original forms (excluding
designation of beneficiary
forms) may be scanned
or faxed to:

NSSC
Attn: In-Processing Team
1-866-779-6772

nssc@nasa.gov

NSSC (SP) eOPF Team
receives all required
eOPF documents.

Original forms (excluding
designation of beneficiary
forms) may be faxed or
scanned to:

NSSC

Attn: In-Processing
1-866-779-6772
nssc@nasa.gov
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Roles and Responsibilities

In-Processing

Tips/Notes

Step 7

NSSC (SP) In-Processing
Team

NSSC (CS) In-Processing
Team

Send Federal Employee
Health Benefit (FEHB)
Reminder

Step 8

NSSC (SP) In-Processing
Team

Perform Quality Review of
Case and Close NSR

If the employee has not elected benefits in 30
calendar days from their EOD, the NSSC (SP)
In-Processing Team reminds the employee of
their eligibility to elect benefits. If the
employee has not elected benefits between
45 to 59 calendar days, NSSC (CS) In-
Processing Team notifies the employee via
the Human Resources Messaging Employee
System (HRMES).

Output: Employee reminded of their benefits
election.

Quality Review of the Case includes, but is
not limited to, the following:

e Ensuring that the PAP Team has all
appropriate documents to process the
accession action in FPPS.

e Ensuring all received documents
required for eOPF were imported
appropriately.

¢ Ensuring that all in-processing
questions or concerns shown by the
employee/applicant were answered
appropriately.

Output: Employee FPPS record is created.
eOPF is completed. Completed in-processing.

If the employee has not
elected FEHB 60
calendar days from their
EOD, the NSSC (SP)
Benefits Team auto
declines the employee’s
enrollment on the SF
2809, FEHB enroliment
form, changes the FEHB
code from ZZX (Pending)
to ZZY (Declined) in
FPPS, and the NSSC
(SP) eOPF Team imports
the SF 2809 into the
eOPF.

NSSC (SP) In-Processing
Team will send a NSR to
the NSSC (SP) eOPF
Team to import all
required documents.
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RE-EMPLOYED ANNUITANT IN-PROCESSING

Step 1 Step 2 Step 3 Step 4 Step 5
Publish Gain Identify from WTTS, Access EODS and Complete and Submit Request Employee/
(Employee/Applicant) Contact and Counsel Verify Contact and In-Processing Forms Applicant’'s OPF/
in WTTS on Required Background eOPF from NARA
> » - » -
» Paperwork » Information P »
Empl / .
Center HRO NSSC (SP) In- Amplgyeti Employee/ NSSC (SP) In-Processing
Processing Team pplican Applicant Team
NSSC (SP) eOPF Team

|

Step 6 Step 7 Step 8 Step 9 Step 10 Step 11
Review OPF/eOPF to Code and Release Establish eOPF Complete OPM Form Complete and Send Perform Quality
make determination action with the 1482 In-Processing Forms Review and Close
on benefits eligibility appropriate benefits > to NSSC —» Ticket
and retirement 1 and retirement codes [P P
NSSC (SP) In- NSSC (SP) NSSC (SP) NSSC (SP) In-Processing Center HRO NSSC (SP) In-
Processing Team PAP Team eOPF Team Team Processing Team

NSSC (SP) Benefits Team

Roles & Responsibilities

Re-Employed Annuitant In-Processing

Step 1 Center publishes gain in WTTS. Center HRO should
ensure employees/
Center HRO Necessary actions (e.g., recruiting and applicants are published
staffing, etc.) are executed at the Center in WTTS at least 10
Publish Gain in WTTS HRO, including: business days before the
e Selecting the necessary form(s) employee/applicant’s
via WTTS using the forms EOD date. This will
checklist located under the ensure ample time is
Employment tab for the given for the NSSC In-
employee/applicant based on their | Processing Team to
appointment type. counsel the
e Providing any necessary employee/applicant on
supporting documents to the their forms, benefits and
NSSC by uploading them on the provide pre-employment
Notes tab in the WTTS record, by  drug testing, if applicable,
encrypted e-mail with the subject prior to their EOD.
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Re-Employed Annuitant In-Processing

line listing the name of the Centers may refer to

employee (nssc@nasa.gov), from  Personnel Bulletin 2008-

a secured fax (866-779-6772), or 35-SG for additional

by mail. information on publishing
applicants at least 10
business days in WTTS
before their EOD date.

When sending
documents to the NSSC,
Center HROs should use
the NSSC Form 46, HR
Cover Sheet (See
Appendix B).

When uploading
documents to WTTS after
the employee/applicant’s
EOD, please notify the
NSSC (SP) In-Processing
Team.

Prior to publishing the
Gain in WTTS, please
ensure the Gain Type is
selected in WTTS. As
applicable, please
provide the Offer Letter
and Resume as soon as

Output: A timely, complete, accurate available.

published Gain in WTTS.
Step 2 NSSC (SP) In-Processing Team counsels  NSSC (SP) In-Processing

re-employed annuitants on required in- Team creates a NSR to
NSSC (SP) In-Processing processing paperwork, excluding Benefits  the NSSC (CS)
Team Entitlements. Retirement/Benefits

Team and relates it to the

Identify Gain from WTTS, original in-processing
Contacts and Counsels on NSR. NSSC (CS)
required in-processing Retirements/Benefits
Paperwork Team counsels the Re-

employed Annuitant on
their Benefits
Entitlements, documents
the NSR with the
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Re-Employed Annuitant In-Processing

Roles and Responsibilities Tips/Notes

information regarding
their Benefits
Entitlements, information
necessary for the
completion of the Office
of Personnel
Management (OPM)
Form 1482, Agency
Certification for Status of
Reemployed Annuitants
for Federal Employees’
Group Life Insurance
(FEGLI), as applicable
and information needed
for NSSC (SP) PAP to
code the personnel
action. NSSC (CS)

Output: Re-employed annuitant is Retirement/Benefits
counseled on required in-processing reassigns the NSR back
paperwork excluding Benefits Entitlements. = to NSSC (SP) In-
Processing.
Step 3 Once the Center publishes a Gain in A valid e-mail address
WTTS, the employee/applicant will receive = must be entered by the
Employee/Applicant two system-generated e-mails containing Center into WTTS in
information on accessing EODS. Once the  order for the
Employee/applicant logs in to = employee/applicant logs into the system, employee/applicant to
EODS, verifies contact and he/she verifies pertinent background and receive the system-
background information contact information. generated notifications.
Throughout the

employee’s in-
processing, he/she
receives EODS
notifications via e-mail.
These notifications
include, but are not
limited to, notification that
forms have been
approved and notification

Output: Employee/Applicant accessed when forms have been

EODS and verified contact and rejected.

background information.
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Re-Employed Annuitant In-Processing

Roles and Responsibilities

Tips/Notes

Step 4

Employee/Applicant

Complete and Submit In-
Processing Forms

Step 5

NSSC (SP) In-Processing
Team

NSSC (SP) eOPF Team

Request employee/applicant’s
OPF/eOPF from National
Archives and Records
Administration (NARA)

Step 6

NSSC (SP) In-Processing
Team

Reviews OPF/eOPF to make
a determination on the
benefits eligibility and
retirement for benefit's

The selected employee/applicant is
responsible for accessing EODS and
completing all required forms within the
appropriate timeframes specified.

o Employee/Applicant will follow
instructions in EODS for which
forms must be brought to their
Center for processing and which
forms must be mailed to the NSSC
for processing.

Output: Employee/applicant completes,
submits, and sends required/optional forms
to the NSSC for processing and placement
in their eOPF.

NSSC (SP) In-Processing Team creates a
NSR and assigns it to the NSSC (SP)
eOPF Team to request the
employee/applicant’s Official Personnel
Folder (OPF) from NARA, if applicable.

Output: OPF/eOPF requested from NARA.

NSSC (SP) In-Processing Team creates
and assigns a NSR to NSSC (CS)
Retirement/Benefits Team to provide
information necessary for the completion of
the OPM Form 1482, Agency Certification
for Status of Reemployed Annuitants for
Federal Employees’ Group Life Insurance,
as applicable, and determine benefits
eligibility and retirement code.

The employee will bring
their Form 1-9,
Employment Eligibility
Verification, OF 306,
Declaration for Federal
Employment, and SF 61,
Appointment Affidavit to
their Center on their first
day.

Form 1-9s should not be
sent to the NSSC and are
maintained at the Center.

Original forms (excluding
designation of beneficiary
forms) may be faxed or e-
mailed via encryption to:

NSSC

Attn: In-Processing Team
1-866-779-6772
nssc@nasa.gov

NSSC (SP) In-Processing
Team creates a NSR to
NSSC (CS)
Retirement/Benefits
Team and relates it to the
original in-processing
NSR. NSSC (CS)
Retirements/Benefits
Team counsels the Re-
employed Annuitant on

RELEASED - Printed documents may be obsolete; validate prior to use.




NSSC
Service Delivery Guide

NSSDG-3000-0001

Revision 3.0

Number

Effective Date:

August 1, 2014

Expiration Date: August 1, 2017

Page 18 of 34

Responsible Office: Human Resources Services Division

SUBJECT: In-Processing

Re-Employed Annuitant In-Processing

Roles and Responsibilities

Tips/Notes

counseling

Step 7

NSSC (SP) PAP Team

Codes and releases action
with the appropriate benefits
and retirement codes

Step 8

NSSC (SP) eOPF Team

Establish eOPF

Output: NSR assigned to NSSC (CS)
Retirement/Benefits Team for retirement
and benefits eligibility, counseling, and as
applicable, information for completion of
the OPM Form 1482.

NSSC (SP) PAP Team codes and releases
the re-employed annuitant action with the
appropriate benefits eligibility and
retirement codes.

Output: Action Coded and Released.
Upon the release of the re-employed
annuitant action, the employee’s eOPF
becomes available for the NSSC (SP)
eOPF Team to import all required
documents into the employee’s eOPF.

Output: Employee FPPS record is
created. eOPF is completed.

their Benefits
Entitlements, documents
the NSR with the
information regarding
their Benefits
Entitlements, information
necessary for the
completion of the OPM
Form 1482, Agency
Certification for Status of
Reemployed Annuitants
for Federal Employees’
Group Life Insurance, as
applicable and
information needed for
NSSC (SP) PAP to code
the personnel action and
reassigns the NSR back
to NSSC (SP) In-
Processing.

NSSC (SP) eOPF Team
receives all required
eOPF documents.
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Re-Employed Annuitant In-Processing

Roles and Responsibilities Tips/Notes

Step 9

NSSC (SP) In-Processing
Team

NSSC (SP) Benefits Team

Complete OPM Form 1482

Step 10

Center HRO

Complete and Send In-
Processing Forms to NSSC

Step 11

NSSC (SP) In-Processing
Team

Perform Quality Review of
Case and Close NSR

NSSC (SP) In-Processing completes the
OPM Form 1482, if applicable.

NSSC (SP) In-Processing creates a NSR
to NSSC (SP) Benefits for benefits
processing and certification of the OPM
1482, if applicable.

Output: Re-employed Annuitant’s benefits
entitlements are processed.
The Center will complete and fax, scan
and e-mail, upload to the Notes tab in the
WTTS record or mail the following forms to
the NSSC:

e OF-306

e SF-61

Output: Center completes and sends
required/optional forms to the NSSC for
processing and placement in their eOPF.
Quality Review of the Case includes, but is
not limited to, the following:

e Ensuring that the NSSC (SP) PAP
Team has all appropriate
documents to process the
accession action in FPPS.

e Ensuring all received documents
required for eOPF were imported
appropriately.

e Ensuring that all in-processing
questions from the
employee/applicant were
answered appropriately.

NSSC (SP) eOPF is
provided the certified
OPM Form 1482, if
applicable and benefits
forms for import.

Original forms (excluding
designation of beneficiary
forms) may be faxed or e-
mailed via encryption to:

NSSC

Attn: In-Processing Team
1-866-779-6772
nssc@nasa.gov

NSSC (SP) In-Processing
Team will send a NSR to

the eOPF Team to import
all required documents.
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Re-Employed Annuitant In-Processing

Output: Employee FPPS record is
created. eOPF is reviewed. Completed in-
processing.
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REINSTATEMENT IN-PROCESSING

Step 1 Step 2 Step 3 Step 4 Step 5
Publish Gain Identify from WTTS, Access EODS and Complete and Submit Request Employee/
(Employee/Applicant) Contact and Counsel Verify Contact and In-Processing Forms Applicant’'s OPF/
in WTTS on Required Background eOPF from NARA
> » - » -
» Paperwork » Information > »
Empl / .
Center HRO NSSC (SP) In- Amplgyeti Employee/ NSSC (SP) In-Processing|
Processing Team pplican Applicant Team
NSSC (SP) eOPF Team

|

Step 6 Step 7 Step 8 Step 9 Step 10
Process Accession Establish eOPF Complete and Send Send FEHB Reminder Perform Quality
In-Processing Forms Review and Close

to NSSC > Ticket

] ] ]
NSSC (SP) PAP NSSC (SP) Center HRO NSSC (SP) In-Processing NSSC (SP) In-
Team eOPF Team Team ) Processing
NSSC (CS) In-Processing Team

Team

Roles & Responsibilities

Reinstatement In-Processing

Step 1 Center publishes gain in WTTS. Center HRO should
ensure employees/
Center HRO Necessary actions (e.g., recruiting and applicants are published
staffing, etc.) are executed at the Center in WTTS at least 10
Publish Gain in WTTS HRO, including: business days before the
e Selecting the necessary form(s) employee/applicant’s
via WTTS using the forms EOD date. This will
checklist located under the ensure ample time is
Employment tab for the given for NSSC In-
employee/applicant based on their | Processing Team to
appointment type. counsel the
e Providing any necessary employee/applicant on
supporting documents to the their forms, benefits and
NSSC by uploading in WTTS, by provide pre-employment
encrypted e-mail (nssc@nasa.qov) drug testing, if applicable,
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Reinstatement In-Processing

with the subject line listing the prior to their EOD.

name of the employee, from a

secured fax (866-779-6772), or by = Centers may refer to

mail. Personnel Bulletin 2008-
35-SG for additional
information on publishing
applicants at least 10
business days in WTTS
before their EOD date.

When sending
documents to the NSSC,
Center HROs should use
the NSSC Form 46, HR
Cover Sheet (See
Appendix B).

When uploading
documents to WTTS after
the employee/applicant’s
EOD, please notify the
NSSC (SP) In-Processing
Team.

Prior to publishing the
Gain in WTTS, please
ensure the Gain Type is
selected in WTTS. As
applicable, please
provide the Offer Letter
and Resume as soon as

Output: A timely, complete, accurate available.
published Gain in WTTS.
Step 2 NSSC (SP) In-Processing Team reviews
the employee/applicant’s OPF/eOPF to
NSSC (SP) In-Processing determine the retirement and benefits
Team eligibility for benefits counseling and
counsels reinstatements on required in-
Identify Gain from WTTS, processing paperwork and benefits.
Contacts and Counsels on
required in-processing Output: Reinstatements are counseled on
Paperwork required in-processing paperwork and
benefits.
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Reinstatement In-Processing

Step 3 Once the Center publishes a Gain in A valid e-mail address
WTTS, the employee/applicant will receive = must be entered by the
Employee/Applicant two system-generated e-mails containing Center into WTTS in
information on accessing EODS. Once the  order for the
Employee/Applicant logs into  employee/applicant logs into the system, employee/applicant to
EODS, verifies contact and he/she verifies pertinent background and receive the system-
background information contact information. generated notifications.

NSSC (SP) In-Processing
Team will contact the
employee upon the
Center publishing them in
WTTS and provide the
necessary counseling.

Throughout the
employee’s in-
processing, he/she
receives EODS
notifications via e-mail.
These notifications
include, but are not
limited to, notification that
forms have been
approved and notification
when forms have been

rejected.
Output: Employee/applicant accessed
EODS and verified contact and
background information.
Step 4 The selected employee/applicant is The employee will bring
responsible for accessing EODS and their Form 1-9,
Employee/Applicant completing all required forms within the Employment Eligibility
appropriate timeframes specified. Verification, OF 306,
Complete and Submit in- e Employee/applicant will follow Declaration for Federal
processing Forms instructions in EODS for which Employment, and SF 61,
forms must be brought to their Appointment Affidavit to
Center for processing and which their Center on their first

forms must be mailed to the NSSC | day.

for processing.
Form 1-9s should not be
sent to the NSSC and are
maintained at the Center.
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Reinstatement In-Processing

Roles and Responsibilities Tips/Notes

Step 5

NSSC (SP) In-Processing
Team

NSSC (SP) eOPF Team

OPF/eOPF from NARA

Step 6

NSSC (SP) PAP Team

Processes Accession

Request employee/applicant’s

Output: Employee/Applicant completes,
submits, and sends required/optional forms
to NSSC for processing and placement in
their eOPF.

NSSC (SP) In-Processing Team creates a
NSR and assigns it to the NSSC (SP)
eOPF Team to request the
employee/applicant’s Official Personnel
Folder (OPF) from NARA or previous
agency as applicable.

Output: Employee/applicant's OPF/eOPF
requested.

NSSC (SP) PAP Team has all appropriate
documents to process the accession action
in FPPS.

Output: Employee FPPS record is
created. eOPF is completed.

Original forms (excluding
designation of beneficiary
forms) may be faxed or e-
mailed via encryption to:

NSSC

Attn: In-Processing Team
1-866-779-6772
nssc@nasa.gov

NSSC (SP) eOPF notifies
NSSC (SP) In-Processing
when the OPF/eOPF is
received. NSSC (SP) In-
Processing reviews the
OPF/eOPF for retirement
code determination and
benefits eligibility and
documents the New Hire
NSR.

If the service history is
complex, NSSC (SP) In-
Processing creates a
NSR to NSSC (CS)
Retirement/Benefits to
determine retirement
code and benefits
eligibility.
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Reinstatement In-Processing

Roles and Responsibilities Tips/Notes

Step 7
NSSC (SP) eOPF Team

Establish eOPF

Step 8

Center HRO

Complete and Send In-

Processing Forms to NSSC

Step 9

NSSC (SP) In-Processing
Team

NSSC (CS) In-Processing
Team

Send FEHB Reminder

Step 10

NSSC (SP) In-Processing
Team

Perform Quality Review of
Case and Close NSR

NSSC (SP) eOPF Team imports all
required documents into the employee’s
eOPF.

Output: eOPF is completed.

The Center will complete and fax, scan
and e-mail, upload to the Notes tab in the
WTTS record or mail the following forms to
the NSSC:

e OF-306

e SF-61

Output: Center completes and sends
required/optional forms to NSSC for
processing and placement in their eOPF.
If the employee has not elected benefits 30
calendar days from their EOD, the NSSC
(SP) In-Processing Team reminds the
employee of their eligibility to elect
benefits. If the employee has not elected
benefits between 45 to 59 calendar days,
NSSC (CS) In-Processing Team notifies
the employee via HRMES.

Output: Employee reminded of their
benefits election.

Quality Review of the Case includes, but is
not limited to, the following:

e Ensuring that the NSSC (SP) PAP
Team has all appropriate
documents to process the
accession action in FPPS.

e Ensuring all received documents
required for eOPF were imported
appropriately.

NSSC (SP) eOPF Team
receives all optional
documents.

Original forms (excluding
designation of beneficiary
forms) may be faxed or e-
mailed via encryption to:

NSSC

Attn: In-Processing Team
1-866-779-6772
nssc@nasa.gov

If the employee has not
elected FEHB 60
calendar days from their
EOD, the NSSC (SP)
Benefits Team auto
declines the employee’s
enrollment on the SF
2809, FEHB enrollment
form, changes the FEHB
code from ZZX (Pending)
to ZZY (Declined) in
FPPS, and the NSSC
(SP) eOPF Team imports
the SF 2809 into the
eOPF.

NSSC (SP) In-Processing
Team will send a NSR to
the NSSC (SP) eOPF
Team to import all
required documents
received.
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Reinstatement In-Processing

Ensuring that all in-processing
questions from the employee were
answered appropriately.

Output: Employee FPPS record is
created. eOPF is completed. Completed
in-processing.

Tips/Notes
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GOALS

Initiating

Office/Entity

Deliverable (Output)

Receiving Office/Entity

Center HRO Posted Selected NSSC through WTTS NSSC must have at least
applicant information in 10 business days to work
WTTS the automated In-
Processing package with
the employee/applicant.
Center HRO Attaching supporting NSSC (SP) In-Processing The established
documents in WTTS Team and PAP Team submission deadline for
Center HR Offices is on
the Friday one week prior
to the pay period of the
effective date of the
action.
NSSC (CS) In- | Re-employed Annuitant Re-employed Annuitant Three business days from
Processing Benefits Counseling receipt of the NSR for the
Team Initiated Re-employed Annuitant
NSSC (SP) In- | Reinstatement Benefits Reinstatement Three business days from
Processing Counseling Initiated publish in WTTS for the
Team Reinstatement
NSSC (SP) In- | Employee/Applicant Employee/Applicant No more than three
Processing Contact Initiated Contacted business days after the
Team record has been
published in WTTS
NSSC (SP) In- | Center HRO NSSC (SP) In-Processing NSSC (SP) In-Processing
Processing Team Team will follow up with
Team the applicable Center HRO

a total of three times for
required eOPF documents
not received prior to
closing the NSR and
elevating a NSR to NSSC
(CS) eOPF to follow up
with Center HRO
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SYSTEM COMPONENTS

Existing Systems

IT System Title IT System Description Access Requirements IT System Interfaces

Remedy NSSC internal work NSSC TechDoc
tracking system

TechDoc Electronic library NSSC Remedy

FPPS Agency payroll and Internal and External Web Access (for
personnel system NSSC Customers eGOV successor

system), data
warehouse, NASA
Automated Awards
System (NAAS),
Ethics Program
Tracking System
(EPTS)

WTTS Captures vacancies, tracks | Internal and External EODS and the
recruiting requirements NSSC Customers electronic Position
and activities, captures Description System
information on employees (ePDS)
prior to entering on duty

System for Learning management Internal and External EPTS

Administration, NSSC Customers

Training, and

Educational

Resources for

NASA (SATERN)

OPM’s eOPF Paperless Official User Role; System FPPS
Personnel Folder (OPF) Administration Role

EODS System to assist the new User Role WTTS, Secure

hire process and maintain Server for retention
forms and retrieval

EPTS EPTS for all NASA OGE Internal and External FPPS, SATERN,
Form 450 and OGE Form Web-based Time
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278 NSSC customers and Attendance
Distribution System
(WebTADS), and
Access Launchpad

ePDS Creation, maintenance, Internal and External WTTS
and storage of NASA NSSC Customers
Position Descriptions

New Systems

IT System Title IT System Description Access Requirements IT System Interfaces

N/A N/A N/A N/A
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CUSTOMER CONTACT CENTER STRATEGY

Each activity requires a clearly defined Contact Center strategy which answers the
question, “Who will answer the call and handle the request?” and defines the escalation
parameters for the activity. Because of the varied nature of the NSSC’s activities and
volume of transactions, each activity has a unique Contact Center strategy. Refer to the
NSSC Customer Contact Center Service Delivery Guide for the Contact Center strategy
concerning this activity.

RELEASED - Printed documents may be obsolete; validate prior to use.



NSSC

Service Delivery Guide

NSSDG-3000-0001

Revision 3.0

Number

Effective Date: August 1, 2014

Expiration Date: August 1, 2017

Page 31 of 34

Responsible Office: Human Resources Services Division

SUBJECT: In-Processing

APPENDIX A — ACRONYM LIST

ACRONYM DEFINITION
CS Civil Servant

EOD Entry on Duty

EODS Entrance on Duty System

ePDS Electronic Position Description System

eOPF Electronic Official Personnel Folder

EPTS Ethics Program Tracking System

FEGLI Federal Employees' Group Life Insurance
FEHB Federal Employees' Health Benefits

FERS Federal Employee Retirement System

FPPS Federal Personnel Payroll System

HR Human Resources

HRMES Human Resources Messaging System

HRO Human Resources Office

NAAS NASA Award Automated System

NARA National Archives and Records Administration
NASA National Aeronautics and Space Administration
NSR NSSC Service Request

NSSC NASA Shared Services Center

OF Optional Form

OPF Official Personnel Folder

OPM Official of Personnel Management

PAP Personnel Action Processing

POC Point of Contact

SATERN Systems for Administration, Training, and Educational Resources
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ACRONYM DEFINITION

SF Standard Form

SP Service Provider

WebTADS | Web-based Time and Attendance Distribution System
WTTS Workforce Transformation Tracking System
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APPENDIX B = NSSC HUMAN RESOURCES COVER SHEET

NATIONAL AEROMAUTICS AND SPACE
ADMIMISTRATION

MASA SHARED SERVICES CENTER
STENNIS SPACE CENTER, M5 33523-6000

Human Resources Cover Sheet

D Print Blank Form * Indicates Required Fields MSS5C Fax: BE6-TT9-6T772
Section 1. Contact Information
*{a. MASA Center *{b. Package Type Date
| H [+| osr262014
1c. Check *{d. Ctr HR | Employee Last Mame *{e. First Name *1f. Phone No.
[[] for Employee
Use | I | |

Section 2. These items must be sent by mail:

[] ?b. SF 2823 - Designation of Beneficiary - FEGLI
[ 2e SF 3102 - Designation of Beneficiary - FERS
[] 2d. SF 2107 - Application for Inmediate Retirement - FERS
[ 2e. 5F 2801 - Application for Inmediate Refirement - CSRS

[ ] 2a. SF 1152 - Designation of Beneficiary - Unpaid Compensation of Deceased Civilian Employee

| 2. Other (Specify) |
Section 3. These items may be sent by fax, mail, or electronically (with encryptfion):

[] 3a. WF 692 - Position Description Cover Sheet

[ ] 3b. OF 306 - Declaration for Federal Employment (2 pages)
[ ] 3c. Resume

[ ] 3d. Educational Data Form

[] 3e. Transecripts / diploma / letier conferring degree from university
[ ] 3. SF 50 - Notification of Personnel Action

3g. SF 61 - Appointment Affidavits

3h. 5F 75 - Request for Preliminary Employment Data
[ ] 3i. SF 144 - Statement of Prior Federal Service

[ 3j. SF 181 - Ethnicity and Race Identification

[] 3w SF 256 - Self - Identification of Disability

[] 31.5F 2809 - Health Benefits Election - FEHE

[ 3m. SF 2817 - Life Insurance Election - FEGLI

[ ] 3n.TSP 1 - Thrift Savings Plan Election Form

[ 3o. Military supporting documentation

3p. Other (Specify)

3q. Other (Specify)

[ 3r. Other (Specify)

[ 3s. Other (Specify)

[ 3t Other (Specify)

[ 3u. Other (Specify)

Comments

Total number of

pages are
automatically

updated & includes

this

NSSC-Form-0046:

1

MEEC-Fom-004E 372014 PREVIOUS EDITIONG ARE OBS0LETE
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APPENDIX C - WTTS/EODS FORMS BY APPOINTMENT TYPE

New Hire (i
Denesis)

not efigibie or

Transfer

Re-emploved Annuitant (2)

(1)

(2)
3)

(4)

For reinstated employees’ benéefits, if the employee returns to work after a break
in service of less than 180 days, the employee will automatically be enrolled in
the same coverage they had before they left their prior position. The employee
will have to qualify to elect other coverage (Open Season, physical exam or life
event). Any previous waiver of coverage remains in effect.

When the employee returns to work after a break in service of 180 days or
more, the employee will automatically be enrolled in Basic (even if previously
waived) and the same Optional insurance (if applicable) they had in their prior
position. They can elect any type of Optional insurance or increase the multiples
of the Optional coverage within 60 days of returning to service. If they do not
submit an election of Optional insurance, they will get back whatever Optional
insurance they had before separating and will be considered to have waived any
other optional insurance.

For retirees that return to work for the Federal government, benefits vary
depending on the type and length of appointment.

In accordance with the Guide to Personnel Recordkeeping, Designation of
Beneficiary forms require a wet signature and must be mailed to the NSSC.

At the Center’s Security Office discretion, the OF 306 may be required to be
completed for Reassignments and Conversions.
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