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INTRODUCTION

The Applicant Status Report allows Agency Sponsors, Adjudicators, Security Officers, and
Report Viewer role holders to check Applicant status in the USAccess system to determine
where Applicants are in the LincPass issuance process. The report can also be used to
troubleshoot issues with specific Applicant records, as it will highlight areas that require editing
before an Applicant’s card can be issued.

Please note: You must be a designated role holder in USAccess to access the report. Please
consult your agency’s Role Administrator if you require access.

ACCESSING APPLICANT STATUS REPORT

Step 1. To access this report, go to the Reports portal
(https://gsa.identitymsp.com/reportsportal) and log in using your USAccess user name and
password.

Step 2. Select your role, then the “Applicant Status Export Format.rpt” report. Click the Select
Report button to run the report.

Select A Role
Select An Agency

DEPARTMENT OF AGRICULTURE

Select A Report to View

Role Assignment Report.rpt
Applicant Status_rpt

Applicant Status Export Format.rpt
Bulk Upload Information_rpt

Select Report

Figure 1: Selecting the Applicant Status Export Report
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Step 3. On the next screen, leave all selected defaults and click the Show Report button to
return all USDA applicant records to the screen.

Applicant Status Export Format.rpt
DEPARTMENT OF AGRICULTURE DEPARTMENT OF AGRICULTURE

Agency

USDA - DEPARTMENT OF AGRICULTURE USDA - DEPARTMENT OF AGRICULTURE

Subagency

Show Report
Advanced Search

THIS REPORT WILL BE DOWNLOADED AS A CSV FILE ONLY.

&
g

Figure 2: Selecting the Agency and Sub-agency

Step 4. Alternatively, you can click the Advanced Search button to apply filters to the report
prior to running it. The next section details how to apply the advanced filters.

NOTE: Itis highly recommended that you use the Advanced Search features to limit
results to at least your agency. Because USDA has tens of thousands of applicants in
the system, the processing time can be extremely long if filters are not applied to limit
the data set returned.
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ADVANCED SEARCH CAPABILITIES

The Advanced Search will allow you to filter through the reports by Sub-agency, Sponsorship
Status, Enrollment Status, Adjudication Status, and Issuance Status as well as by specific
applicant names.

Last Name I m

Filtered

=
R
Applicants n
[t

Sponsorship Search Options

Date of Birth WD ptional. Lasve blank te select &

Sub-agency Abbreviation IS—.NY '-'I
Sponsorship Status |AN‘|' -I

Employment Status I;‘-HY vI
Work Email |»’4.I1\' 'vl
Federal Emergency Response Indicator |r"-.ll‘l' 'I

uUPN [AnyY -]
Enrollment Search Options

Enrollment Status |y-“ll\' vl

Document Refarral IAFI\' 'I
Duplicate Check Status I"‘”"' ;l

Adjudication Search Options

Adjudication Status Iﬁ

FBI/NCHC Status [any— =]

[ nact status [any =]

Issuance Search Options

Issuance Status | ANy |

ACTIVE
CARD PRINTING IN PROCESS
CARD DELIVERED
DESTROYED

SUSPENDED

TERMINATED

MNO STATUS

Figure 3: Report Filters
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A. Applicant Name Filters

The Applicant Name filter allows you to search on specific applicants. You can search for a
single applicant or multiple applicants at a time.

L ast Nam#a I m

Filtered
Applicants

Figure 4: Applicant Name Filter
Step 1. Type in the applicant’s last name in the Last Name box and then hit the Search button.

Step 2. Select the Applicant’s name from the Filtered Applicants box and then click the “>”
button to move the name to the right-hand box. All names in the right-hand box are the ones
the report will search on.

B. Sponsorship Search Option Filters

The “Sponsorship Search Options” allow you to filter the report on various Sponsorship related
fields.

Sponsorship Search Options

Date of Birth |7| [MM/DD vy ) Optienal, Leave blank to select ANY dats
Sub-agency Abbreviation m

Sponsorship Status [;‘lll\r‘_z}

Employment Status i,&llY—E]

Work Email W_E

Federal Emergency Response Indicator m

uPN [av— =]

Figure 5: Sponsorship Filters

Available Filters:

o Date of Birth: use this to search on a particular birth date

e Sub-agency Abbreviation: use this to applicants from a particular agency.

e Sponsorship Status: use this to find sponsored and incomplete sponsored applicants as
well as applicants that have been terminated (i.e. due to retirement, separation from
USDA, LincPass terminated) or whose LincPass has expired.

o Employment Status: search for applicants by HR employment status

e Work Email: search for applicants who have (“Provided”) or do not have (“Missing”) an
email address with their record

o Federal Emergency Response Indicator: find applicants who have or do not have the
FERO designation

¢ UPN: search for applicants who have (“Provided”) or do not have (“Missing”) a UPN
assigned to their record
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C. Enrollment Search Options Filters
This filter allows you to search for applicants by enroliment status and flag status.

Enrollment Search Options

Enrollment Status | ANY -
Document Referral |»‘*!{\' "|
Duplicate Check Status [AnY :]

Figure 6: Enrollment Filters

Available Filters:
o Enrollment Status: use this filter to find applicants who have enrolled (“Complete”) or not
enrolled yet (“Incomplete™).
o Document Referral: use this filter to find applicants who have enrolled but have an I-9
document referral flag (“YES”) or not (“NO”)
¢ Duplicate Check Status: use this filter to find applicants who have enrolled but have a
biometric duplicate check flag:
0 Unknown — generally the applicant has not enrolled yet
0 Duplicate Cleared — the SO has already reviewed and cleared the flag from the
applicant’s record
o0 Duplicate Confirmed — the SO has already reviewed the record and verified this
was a duplicate record
o0 Duplicate Found — there is a flag on the record that has not been reviewed yet
0 No Duplicate Found — the applicant enrolled and there were no flags

D. Adjudication Search Options Filters
This filter allows you to search for applicants based on their adjudication status. You can
search on the overall status or by the individual background check statuses.

Adjudication Search Options

Adjudication Status ANY -
FBI/NCHC Status ANY o
NACI Status ANY b

Figure 7: Adjudication Search Filters

Available Filters:
¢ Adjudication Status: use this filter to find applicants based on the overall adjudication
status
e FEBI/NCHC Status: use this filter to find applicants based on just the FBI Fingerprint
Check status
o NACI Status: use this filter to find applicants based on just the NACI status
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E. Issuance Search Options Filters
Use this filter to find applicants based on the card issuance status

Issuance Search Options

Issuance Status ANY j

Figure 8: Issuance Search Filter

Options for this filter are:
e Active: applicants with activated LincPasses
e Card Delivered: applicants whose LincPass has been delivered but not activated yet
e Card Printing in Process: applicants whose LincPass is currently in the printing process
e No Status: applicants whose have not completed all of the issuance criteria yet and the
LincPass has not gone to printing
Terminated: applicants whose LincPass is now terminated
e Suspended: applicants whose LincPass is how suspended

VIEWING THE REPORT RESULTS

Once all your filters have been placed (if you applied filters), click the Show Report button to
run the report. You will be prompted to download the report to a CSV file.

P __1nuﬂouwul 0 1100107 F

} 0ty 1111000 ||

G SA General Services Administration % o A - |
! EDS ASSUREL

10000000 00 Jil-}llll!!.‘frll!.

Home > Parameters > Report Viewer 12001000012323@FEDIDCARD.G!
Click DOWNLOAD to download the report in CSV file format or BACK to return to the Parameter Screen

DOWNLOAD

Figure 9: Download Report to CSV

Click the Download button to download the report to your computer. You will be prompted to
save the report in a location of your choosing.




SDA
aall APPLICANT STATUS REPORT GUIDE

TROUBLESHOOTING APPLICANT RECORDS

Once you have opened and saved the report you can now open it on your desktop to sort
through and troubleshoot Applicant records. Use the following field legend as a guide to the
fields available in the report. This legend describes the report fields, as well as how to interpret
red highlighted areas. Red highlighted areas indicate information that must either be supplied or
edited before the Applicant’s record can be fully processed and the card issued.

Field Legend

Applicant Information
Lzst MNzmez - Applicant Last Name
First Mame - Applicant First Name
Middle Mame - Applicant Middle Nams
SuFﬁx Applicant Suffix
DOE - &pplicant Date of Birth
Work Emall Applicant Werk EMail - if "MISSING" the Sponsor must provide the emzil address before card issuznce can sccur
Home Email - l—ppllcantH me EMzi

Sponsorship Information

rship Status, if "INCOMPLETE" the Sponsor must complsts the applicant sponsership
Applicant Sponscorship rec was created

Applicant Spensorship rec 2z lzst modifizd

if the 1—|::|::||cant iz 2 Federzl Em R

MISSING" the Sponsor must pro
55 - Address whers the Applicznt BIV credentizl
pllcants employment status [zctive, terminated, susp
ion Cat-;cr?
- IfYES, a card i

Spoenscrship Status - Applicant Si
Spensorship Creats Dats - Dats
Spensorship Last Update - Date

flicial

= card issuance can sccur
card printing

. futurs)
pllcantscat-;cr? or the sponsering sgency [co ntractar, employes, stc.)
=d for this zpplicant

Zone 3 w Specific Text- Te on the card in Zone 4
Zones 17 ency Specific Data - Text printed on the card in Zens 17
Zone 5 - Fani srankc rthis applicant printed on the card in Zone 5

Sub-zgency ‘-bbr—'-llatlvl'l - codes used for agencies that do not hawe sub-agencies but want te hawe something to sort applicants on
Enrollment Information

Enrcllmant Status - If "INCOMPLETE" the Applicant must appearlnp rson for enrcllment

Enrcllmant Creatz Dats - Dats th_l—ppllcantEnrvllm ntre
Enrgllment Last Update - Dat
Document Referral - If "YES" and approw = appllcant provided I-9 documents
Duplicate Check Stztus - DUR LICJ—TE CLEARED licant recs rd hzz been clezred
confirmed a5 a duplicate - ne action required: I:IUF'LIL;."-\> E FSEIND - applicant recerd has b——n flagged as 2 potentien duplicate - security officer action required; NO
DUPLICATE FOUND - appllcantr cord has not been flagged as 2 ’uplﬁ!cat= - no action requirad

Enrcllmant ID - The applicant's unique identifier number

Adjudication Information
ication Status - Applicant

- Applicant

e Date - Date
udicatic nLastUp ate - Date
MCHC/FEI - Status for the Matio nalCrlmlnaIHlst,r‘ Check
MACI - Status for the Mationzl Agency Check with Inqulrl H

dicatien Status, if "INCOMPLETE" or "NO STATUS" the Adjudicator must provide the applicant adjudication
icaticn Status if "DENIED" zpplicant's FEL/MCHC or NACI status hzs been set te REJECTED

was created
was last modified

Issuance Information

Tszuznce Status - Status of the cradentizl, if "CARD DELIVERED" the Applicant must zppearin person for card pickup and activation
I=zuznce Crezte Dats - Date the Applicant [ssuance record was creatad

Issuznce Last Update - Date th licant [ssuance d was last modified

Card Destroyed - Has the card estroyed, YES or MO

CMS Card ID - Card serizl numbs
Card ID - Iszuznce ID for this card

FASC-M - Federal Agency Smart Cradentizl Number

o

actisn required; "DUPLICATE CONFIRMED”- applicant record hzs been

Figure 10: ASR Legend

Additionally, see the “Gap Analysis Using the Applicant Status Report” guide on the USDA
HSPD-12 website’s “Training” page for more instructions on conducting gap analysis.

HELP RESOURCES

For technical issues with accessing/generating the ASR, please contact the USAccess Help
Desk at 866-493-8391 or usaccess.helpdesk@eds.com

USDA LincPass website: http://lincpass.usda.gov

For USDA HSPD-12 questions or questions about instructions in this guide, please contact the
USDA HSPD-12 Help Desk:

PH: 888-212-9309

Email: hspd12@ftc.usda.gov




