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MRP USA Staffing - New Hire Day One Guide 

Effective: July 20, 2021 

Overview: 

This guide is to assist you, as the New Hire, with completing the day one onboarding tasks and forms. 
Every New Hire is unique in terms of what forms are collected on the first day of your new position. The required 
forms collected depends on your prior employment history and your appointment type. You may not need to 
complete any day one forms. Please review your USA Staffing Onboarding record to see what day one tasks, and 
forms are assigned to you. 
 
If you have forms to complete, please wait for the New Employee Orientation Onboarding Buddy to let you know 
when you can log in to complete the day one tasks. Once the Onboarding Buddy has indicated you can log in, you 
can log in to your USA Staffing Onboarding record to complete your assigned day one tasks and forms. The day 
one system tasks and may include the completion of the SF-256, SF-181, OF-306, SF-61, and I-9 forms. These tasks 
must be completed on your first day of work and should be completed in the Onboarding system.  You can log in 
and out of the Onboarding system as needed. 
 See Appendix A for browser compatibility 
 See Appendix B for instructions for clearing your browser history 

 

Day One Onboarding System Tasks: 

Step 1   The Onboarding Buddy will let you know once you can log in to your Onboarding record to complete the day one 
tasks. The Onboarding Buddy needs to unlock your day one forms in the system. Once the forms are enabled, you 
can proceed to Step 2.  
Note: If you are already a current APHIS or AMS employee, you might not have any system tasks to complete on day 
one. 

Step 2 Log in to your Onboarding record using your USAJOBS account.  
1. Log in to your personal email account. 
2. Locate your Day One notification is sent via email with the subject line, IMPORTANT Final Offer USAS 

Onboarding Task Instructions for (your name). 
3. Use the Onboarding link listed in the notice. 

                    Your login information is: (Your email address) 
     USA Staffing Onboarding Link: (Your Onboarding link) 

4. Most likely, you will need your cell phone to access the Login.gov verification code. 
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Step 3  Review your incomplete task(s). The red circle icon next to the task indicates a task status is incomplete. 

 
Review the task titled, Complete New Hire Questionnaire, and verify that the Biographic, Employment, and 
Verification Questionnaires are complete. Complete any remain questions in these sections now if needed. 
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Step 4 Complete the I-9 task: 
1. Click on the task name, Complete I-9 (Employment Eligibilty) 
2. Click on the Form Name, I-9 Employment Eligibility Verification. 

 
3. Review page one of the I-9. Note: If you are not able to view the form, you can review the responses in the 

questionnaire to verify your name, SSN, date of birth, address, and your response to U.S. citizenship.  
4. If everything looks correct, you can click Confirm. *Use both scroll bars to locate the Confirm button.

 
5. Click Sign and Submit. 
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6. Click I Agree.  

       
7. You have completed the I-9 task. Click Close to return to the next task.

 

Step 5 Complete the SF-181 task: 
1. Click on the task name, Complete SF 181 (RNO Data) 
2. Click on the Form Name, Complete SF-181: Ethnicity and Race Identification.  

 
3. Review the form. Note: If you are not able to view the form, you can review the responses by opening the 

Complete New Hire Questionnaire task, in the Biographic Questionnaire to verify your responses to the self-
identify race and ethnicity questions.  

4. If everything looks correct, you can click Confirm. *Use both scroll bars to locate the Confirm button.  
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5. Click Submit after EOD. 

 
6. Click I Agree.  

 
 
 
 
 



6 
 

 
7. You have completed the SF-181 task. Click Close to return to the next task. 

 
Step 6 Complete the SF-256 task: 

1. Click on the task name, Complete SF 256 (Disability) 
2. Click on the Form Name, SF 256: Self-Identification of Disability. 

 
3. Review the form. Note: If you are not able to view the form, you can review the responses by opening the 

Complete New Hire Questionnaire task, in the Biographic Questionnaire to verify your responses to the self- 
identify disability questions.  

4. If everything looks correct, you can click Confirm. *Use both scroll bars to locate the Confirm button.  
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5. If everything looks correct, you can click Sign and Submit. 

 
6. Click I Agree.  
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7. You have completed the SF-256 task. Click Close to return to the next task. 

 
Step 7 Complete the OF-306 task: 

1. Click on the task name, Sign and Submit OF-306 
2. Click on the Form Name, OF-306: Declaration of Federal Employment 

 
3. Review the form. Note: If you are not able to view the form, you can review the responses by opening the 

Complete New Hire Questionnaire task, in the Biographic Questionnaire to verify your responses to 
Background Information questions.  
 
*NOTE for OF-306 updates: If you review the OF-306 form and need to update any responses to the criminal or financial questions, 
you will need to complete a new OF-306 form outside of the Onboarding system. To complete a new OF-306 form, click the link 
here: https://www.opm.gov/forms/pdf_fill/of0306.pdf  Complete (hardcopy or PDF) all the questions and return to the Onboarding 
Buddy.  Be sure to sign and date by the Appointee Signature 17 b. line. 
 
 

https://www.opm.gov/forms/pdf_fill/of0306.pdf
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4. If everything looks correct, you can click Confirm. *Use both scroll bars to locate the Confirm button.  

 
5. If everything looks correct, you can click Sign and Submit. 

 

 
 

6. Click I Agree.  
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7. You have completed the OF-306 task. Click Close to return to the next task. 

 
Step 8 Complete the SF-61 task: 

 
1. Click on the task name, Complete SF-61 (Oath of Office) 

 
2. Click on the Form Name, SF 61: Appointment Affidavits.  

 
3. Review the top portion on the SF-61. Note: You will need to read the oath of office to the Onboarding 

Buddy when requested. You can refer to this task after you submit the form in the system to view the oath 
of office language if needed.  
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4. If everything looks correct, you can click Confirm. *Use both scroll bars to locate the Confirm button. 

  
5. Click Sign and Submit. 

 
 

6. Click I Agree.  
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7. You have completed the SF-61 task. Click Close to return to the next task. 

               
STEP 9 Notify the New Employee Orientation Onboarding Buddy that you have completed your USA Staffing day one forms. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



13 
 

APPENDIX 

Appendix A: Browser Compatibility  

USA Staffing requires HTML5 compatible browsers including current versions of:  

 Chrome 
 Edge 
 Firefox 

The Online Application and Onboarding interfaces support current versions of: Chrome, Firefox, Edge, 
and Safari. 

Appendix B: Clearing your cache or temporary internet files 

Edge: 

Press Control (Ctrl), Shift, Delete (Del) on your keyboard. 

1. Select All time from the Time range drop-down list. 
2. Check Browsing history. 
3. Check Download history. 
4. Check Cookies and other site data. 
5. Check Cached images and files. 
6. Click Clear now. 

Firefox: 

1. Click Open Menu (three horizontal lines on the right side of the toolbar). 
2. Click Options. 
3. Click Privacy & Security. 
4. Under Privacy & Security, click Clear Data. 
5. Ensure Cookies and Site Data, and Cached Web Content, are checked. 
6. Click the Clear. 

Chrome: 

1. Click the Chrome menu on the browser toolbar (three vertical dots on the right side of the 
toolbar). 

2. Click More Tools. 
3. Click Clear browsing data. 
4. In the dialog that appears, select the check-boxes for the types of information that you want to 

remove. Make sure Browsing history, Download history, Cookies and other site and plugin data, 
and Cached images and files boxes are checked. 

5. Use the drop-down list at the top to select the amount of data that you want to delete. 
Select beginning of time to delete everything. 

6. Click Clear Browsing Data. 
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Safari: 

1. Click History on the top menu bar. 
2. Click Clear History button. 
3. Choose All History from the drop-down. 
4. Click Clear History. 

If the browser you are using is not identified on this page, please search for "Clearing my cache" on your 
browser help page or search the internet to find browser-specific instructions. 

 


