
Hiring Manager 
completes the ITD 
exemption form 

sends to ITD alerting 
them of New Hire 

and computer needs

Hiring Manager 
makes Selection

New Hire passes 
IT Security Test 

New Hire government email 
credentials and equipment are available

Processing
-----------
Process 

Accession in 
EmpowHR 

Add Govt email
into two (2) 

EmpowHR fields

Employee receives 
the eAuth Invite 

during their first work week

Personnel Security
------------
Sponsor 

Employee in 
EmpowHR

Employee receives 
HSPD12 Invitation for 

Linc Pass 
ENROLLMENT 

during first work weekEmployee receives the 
eAuth Credential

Employee’s Enrollment 
appointment

Employee receives 
HSPD12 invitation to 

ACTIVATE 
their Linc Pass

Personnel Security 
----------

Adjudicates
Employee in 
EmpowHR

Linc Pass is printed 
and is sent to the 

Credentialing Center
to be checked In

HRD needs: 
Fingerprint Cards/Live Scan

HRO 1197
Resume

Transcripts
Government Email Address

Test returned 
and scored by ITD 

AgLearn

WebTA
Contact LCT to 

have EIN 
added

eOPF Profile 
---------

Built after the 
BEAR file runs
(pay period)

HRD sends list of 
New Hire Names to 

ITD asking for emails 
to be created

Prior to EOD Date

EEMS
(eAuth Portal)

US Access
(Linc Pass)

Concur
Contact FATA 
to have EIN 

added

EIN Needed 
for Access

Employee 
Personal Page 

(EPP)

Hiring Manager 
directs New Hire 

to obtain 
Fingerprints via 
the fingerprint 

card or Live Scan

Fingerprints/Live Scan and HRO 1197 
are sent to HRD Minneapolis MN

At the Activation 
appointment the 

Employee is 
provided with their 

Linc Pass card
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