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Introduction 

The MAP Offer Management process is the automation of the stages that a selected MAP 

candidate goes through, from being selected off of a cert, to being onboarded and going through 

e-Orientation. The process is based on a workflow of “stages,” each of which requires an action 

from an appropriate processor, such as a TSA HR Specialist, an HR Access Service Center 

employee, a MAP offer team member, and the candidate himself (or the Help Desk acting at his 

request). Although the process is a single automated workflow, with data flowing from each 

stage to the next, it uses several different tools and interfaces and requires some external 

actions from the TSA Drug, PerSec, and Pre-Hire. The process as a whole always makes it 

clear what stage a candidate is in so that there is visibility into the hiring process at all times. 

This guide describes all of the stages and actions required in the process of MAP Offer 

Management.    

How to Use this Guide 

This document is a step-by-step instruction set for TSA HR Specialists and Approvers that 

focuses only on the TSA-processed stages required for completing the MAP Offer Management 

process. It is designed to familiarize you with the new automated process surrounding the MAP 

Offer Management interface. It should be used by anyone who is part of the TSA MAP hiring 

team. Use the table of contents to identify the stage you want to work, and follow the 

instructions in that section. Each stage begins by telling you who is supposed to work that 

stage. You will need to have the appropriate specified privileges in order to work that stage.  

Note: The stages in MAP Offer Management that do not appear in this guide are worked by the 

Recruitment and Hiring team in the Shared Service Center. Instructions for those steps are in a 

separate processing guide. 

Requesting an Account 

To access and use the MAP Offer Management Interface you must have an HRAccess account 

and appropriate permissions. To request an account you must fill out a Systems Access 

Request and Authorization Form.  

New users can obtain an account request from the HCInsight Portal under the Announcement 

section or by contacting the TSA-HRAccess Help Desk via email: HelpDesk@TSA-

HRAccess.com or by telephone: 877-TSA-7990.  

Existing RPA users may need to update their account and request explicit authority to use the 

MAP Offer Management Interface. An account request form can be obtained from the HCInsight 

Portal under the Announcement section. The link is listed as System Access Authorization. 

mailto:HelpDesk@TSA-HRAccess.com
mailto:HelpDesk@TSA-HRAccess.com
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Important Concepts  

The automated MAP Offer Management process is comprised of stages. At each stage, you can 

update the status of the candidate, and you can advance the candidate to the next stage, as 

appropriate. 

The MAP Offer Management process is a role-based process. Permissions have been 

established for each of the roles defined in this guide. Only employees with the appropriate 

permissions can work the stage of the process. 

MAP Offer Management Workflow  

This section describes the phases of processing for MAP Offer Management.  Note that MAP 

Offer Management still requires some actions on the part of persons who are not using the MAP 

Offer Management interface, such as the candidates themselves and the TSA drug testing 

process.   

The MAP Offer Management process begins with creating a VA and posting it in the RPA 

system and in Monster Government Solutions (MGS): 

 

Qualified candidates appear in a cert sent by MGS. At that point the RHSC uses the MAP Cert 

Selection tool to select a candidate from the cert. The rest of the MAP Offer Management 

process is shown below: 

VA is created, approved 

and posted in RPA. 

Vacancy is posted in MGS 

with matching Requisition 

ID/Vacancy ID 

Vacancy data flows into 

Hiring database 

Candidate data flows 

into Hiring database 

Candidates apply to vacancy 

on USAJobs. 
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MAP Offer Management goes through the following stages:  

Preliminary: MAP Cert Selection Tool – Worked by the Recrutment and Hiring Service Center 

(RHSC). Here candidates are selected and their data flows to the Selected for Hire Stage.  

Please Note: Position change actions originally initiated after November 8, 2011, are processed 

through the MAP Offer Management Interface (OMI).  After selecting candidates from the 

Certificate of Eligibles (Cert) in the Monster Hiring Portal, your selections will not appear in MAP 

OMI until they have been reviewed and authorized by a Recruiting and Hiring Service Center 

(RHSC) specialist. This evaluation process may take up to 48 hours to complete, depending on 

whether there are any special circumstances involved with validating the selection. If your 

selected candidates do not appear in MAP OMI and the Cert is not returned to you for correction 

48 hours after you submit your candidate selection, please contact the HRAccess Help Desk for 

assistance at 1-877-872-7990. 

Please also note that if a position change action was originally initiated prior to November 8, 

2011, it will be processed through the manual work stream, instead of the automated work 

stream described in this guide. 

MAP Offer Management (MAP OM) Stages 

Candidates are processed  
at Selected for Hire and  

Approve stages. 

TSA HR Specialists 

MAP OM   
Selected for Hire / Approve 

MAP OM  
Tentative Job Offer 

Process and extend  
TJO  stage. 

HRAccess 
MAP Job Offer Team 

TJO 

Pre - Hire/BI Stage 
SSC 

Process Pre-Hire/BI, if applicable 

Drug Test Stage 

OHC Drug Test  
Coordinator 

Process Drug, if applicable. 

MAP OM  
Final Job Offer  

Process and extend  
FJO stage. 

HRAccess 
MAP Job Offer Team 

MAP OM  – 
Onboarding 

Onboarding 
candidate's stage 

TSA HR Specialists 

FJO 

Candidate data  
flows into RPA 

Candidate data  
flows into RPA 

Process the TJO, if  
applicable 

Candidate/Helpdesk Candidate/Helpdesk 
Process the FJO.   

TSA -- 
HRAccess - 
Candidate - 

* Internal candidates are typically extended the FJO and bypass the TJO unless a drug test is needed. 

  

* 

Candidate Dashboard  

External Entities   

1 1 2 2 3 3 

3a 4 

7 7 9 9 

5 5 

6 6 

External candidate 
data flows into  

eOrientation  

7a 8 

MAP OM Process Overview 
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Selected for Hire Stage – Worked by TSA HR Specialists. 

Approve Stage – Worked by TSA HR Specialists. 

Tentative Job Offer Stage – Worked by the MAP Offer Team of RHSC. 

Candidate Dashboard – Worked by the candidates or the Help Desk on their behalf. 

MAP Pre-Hire Stage – Worked by the RHSC. 

MAP Drug Stage – Worked by RHSC. 

Final Job Offer Stage – Worked by the MAP Offer Team of RHSC.  

Final Offer Wizard – Worked by the candidates or the Help Desk on their behalf. 

Onboarding Stage – Worked by TSA Airport/HR Specialists. 

Onboarded Stage – End of processing. 

Post-MAP Offer Management Processing – Worked by the MAP Offer Team of RHSC: 

RPA Appointment Request 

eOrientation QA 

Multi-Band, Multi-Location 

Certs coming over from MGS that are designated with multiple pay bands or multiple locations 

will be displayed accordingly and managed in the Cert Selection Tool 

Multiple Pay Bands 

A candidate may appear on a single VA with two certs, indicating two separate bands. The 

candidate will only accept the TJO associated with the higher band. 

Multiple Locations 

A single candidate who has multiple locations on a cert coming over from MGS will have each 

location processed separately. The cert team will have the option to select a single location and 

associate it with the candidate as a single vacancy. Candidates will move forward on the hiring 

path separately for each location and appear on the Candidate Dashboard separately for each 

location. 

Foreign Locations 

Certs coming over from MGS that are designated with foreign locations will be displayed 

accordingly in both the Cert Selection Tool and in the Candidate Dashboard.  
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Accessing MAP Offer Management  

MAP OM is accessed through RPA on HCInsight. Open My Views and select RPA from the 

menu. Alternatively, use this URL to go right to RPA: 

https://rpa-hraccess.tsa.dhs.gov/metastorm/default.aspx 

When the RPA window opens, click on the Query icon and select IHS MAP Offer Management 

from the grid: 

 

 

The Hiring Candidates display page appears.   

Using the Hiring Candidates Display Grid  

As the page initially appears, the system loads candidate information for whatever airport (hub 

or spoke) is accessible to you, the logged-in user. These accessible offices appear in the Office 

dropdown list. You can select from the list: 

 

The vacancy announcements for the selected office now appear in the Vacancy Announcement 

drop-down list box.  

Note: At this point you can click Search to retrieve candidate data based on the selected Office. 

The Office field is the only one required for you to Search.  

Alternatively, you can select from the Vacancy Announcement or Certificate Name drop-down 

lists and then click Search to retrieve candidate data based on all three values you selected: 

Click the Query icon 

Select IHS MAP Offer Management 

Select an Office Click Search 

https://rpa-hraccess.tsa.dhs.gov/metastorm/default.aspx


  

 

Using the Hiring Candidates Display Grid  Page | 6  
 

 

The candidates for the selected office (and VA or Cert Name, if you selected them) appear in 

the grid, 12 to a page: 

 

 

 

 

 

The Stage Filter 

You can filter the grid so that only candidates at a selected stage will appear. Simply select the 

stage from the Stage drop-down list and click search: 

  

Contact will 
display Y if 
the candidate 
requested a 
contact at the 
TJO stage.  

The total number of candidates in the grid 

The current 
stage of the 
hiring process  

Is an action required by 
you, the logged-in user? 
Y = Yes, action is required 
N = No action required 

The date the 
current stage of 
the hiring process 
was entered 

Optionally, 
select a VA 

Optionally, select a Cert Click Search 

Click here to filter out all 
stages except the one you 
select. Then click Search. 

Click here to sort the 
display grid by any of 
these columns. 

If grid has more 
than 1 page, use 
the arrows on left 
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Sorting 

You can sort the display by any of the columns. Simply select a column from the Sort By drop-

down list, as shown above. 

Action Buttons 

Three action buttons will appear above the grid. Each of them acts on the candidate selected 

from the grid.  

Select a candidate by clicking on his row: 

 

View Candidate Details/Status 

The View Candidate Details/Status is button available for all user roles at every stage of the 

MAP OM hiring process. Click it to see the RPA Appointment Form of the selected candidate. 

The form is read-only. 

Process Candidate 

If the candidate you select has a Y under the Action Required column, the Process Candidate 

button appears. Click it to process the selected candidate. Then see the instructions in the next 

section, Selected for Hire Stage. 

Audit Trail 

RPA keeps an audit trail of hiring milestones for all candidates. Click the Audit Trail button 

(shown above) to see the audit trail of the selected candidate: 

Click here to see 
the audit trail of the 
selected candidate 
Approve  

Click here to see the RPA 
appointment form of the 
selected candidate 
Approve  

If the selected candidate has a Y 
in the Action Req field, click here 
to process. 
Approve  
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Now that you are familiar with the Candidates Hiring Display grid, you are ready to work a 

candidate through the hiring stages. 
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Selected for Hire Stage  

Who works this stage: TSA HR Specialists 

To work a candidate in the Selected for Hire stage, open the Stage drop-down list, 

select Selected for Hire, and click the Search button. The grid fills with all the candidates that 

are in the Selected for Hire stage of the specified Vacancy Announcement and office: 

 

Please Note: Position change actions originally initiated after November 8, 2011, are processed 

through the MAP Offer Management Interface (OMI).  After selecting candidates from the 

Certificate of Eligibles (Cert) in the Monster Hiring Portal, your selections will not appear in MAP 

OMI until they have been reviewed and authorized by a Recruiting and Hiring Service Center 

(RHSC) specialist. This evaluation process may take up to 48 hours to complete, depending on 

whether there are any special circumstances involved with validating the selection.  If your 

selected candidates do not appear in MAP OMI and the Cert is not returned to you for correction 

48 hours after you submit your candidate selection, please contact the HRAccess Help Desk for 

assistance at 1-877-872-7990. 

Please also note that if a position change action was originally initiated prior to November 8, 

2011, it will be processed through the manual work stream, instead of the automated work 

stream described in this guide. 

1. Select a candidate by clicking anywhere on that row. Note that the candidate you select 

should have a Y under the Action Required column. 

Select the stage: 

Selected for Hire  

Select a candidate 
(click on a row)  

Click the Process 
Candidate button 

Click the Search 
button 
Approve  
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2. Click the Process Candidate button to proceed. 

Note: If you want to see the RPA Appointment Form for the selected candidate, click the 

View Candidate Details/Status button. 

3. The Selected for Hire details page appears, containing the data for the selected 

candidate: 

 

4. The candidate’s personal information is pre-filled and appears grayed out, as shown 

above, which means it can’t be edited. The candidate’s contact information is also pre-

filled, however those fields are white, which means they can be edited. Update any of 

the candidate’s contact information, if necessary. 

Data fields that are 
shaded cannot be edited   

Data fields outlined in 
red must be filled in or 
require your input 

Add comments 
here  

All other data fields 
can be edited 

Manage 
attachments here  

Select EOD 
date here 

FLSA Category is 
pre-filled from VA 

Open the Salary 
Tool here 
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5. Select whether Pre Hire and/or a Drug Test are required by clicking the appropriate 

radio buttons. 

6. The NOA field may already be filled out based on the candidate’s profile. However, if the 

box is empty, or you want the NOA drop-down list to contain all NOA codes so that you 

can select a different NOA: 

a. Click the Display All NOAs check box 

b. Type a comment and click Add Comments, 

c. Click Display All NOAs again  

d. Select the appropriate NOA from the NOA drop-down list. 

7. Appointment Type, NTE Days, and Duty Location are pre-filled and cannot be edited. 

8. Note: The Dept ID and the Org Struc Code will be populated only if the VA is single-

location. These fields will be left blank if the VA is multi-location or if the candidate is on 

a multi-location cert. If the VA is multi-location, you will need to enter either the Dept ID 

or the Org Struc Code. 

9. Click on the Proposed Effective/EOD Date drop-down list and select a date. The 

selected date will be an EOD for internal hires, or a Proposed Effective Date for external 

hires.  

10. Add any comments that you want to become part of the hiring record by typing in the 

comment and clicking either the Add Comments to General Notes Below button or the 

Add Comments to Part D Remarks Below button. General Notes become part of the 

candidate’s permanent employment record, while Part D (of the Appointment Form) 

comments remain only on the Appointment Form.  

Attachment Control 

11. Documents can be attached to the candidate’s record at any stage in the hiring process. 

Attached documents are listed in the lower right of the Candidate Details section, 

beneath the Comments area (see figure above). 

Note: Do not attach locked documents or ones that need passwords. 

12. To attach a new document, click the Plus button and use the Browse dialog box to 

select the document to attach. 

13. To view an existing attachment, click on the file name and click the Open button. 

14. To delete an existing attachment, click on the file name and click the Delete button. 

 

Plus Button – 
click to add an 
attachment 

Delete button – click to 
delete existing attachment 

Open button – click to 
view existing attachment 
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Points of Contact Details 

At the bottom of the page is a section called Points of Contact Details: 

 

15. Update any existing Point of Contact by clicking to select the row. The system will 

display data from the selected row and allow you to edit any of the fields. When 

finished updating, click the Update button. 

16. To create a new Point of Contact that does not already exist, click on the Role drop-

down list and select one of the listed roles. A new line will appear. You will not be 

allowed to create a contact in a role that already exists. 

17. Type the required first name, last name, and email address for the role you selected, 

then click the Update button. 

The Salary Tool  

At this stage (Selected for Hire), there will be no salary information appearing in the Candidate 

Details. Use the Salary Tool to process the salary associated with this candidate. It calculates 

an adjusted salary for the offer, based on the recommended salary and the COLA for the 

selected state and city, and the LEAP, if applicable. 

The Salary Tool works with the following business rules: 

• Presents an appropriate Calculation Type from the candidate’s employment profile 

(Internal/External, New/Current Pay Band) and disables all other Calculation Types. 

• Displays candidate data as read-only if the candidate’s SSN is found in the NFC 102 

table. 

• Pre-fills all data fields from the VA in read-only mode. The only editable data field is the 

Salary Recommendation. The default recommended salary for the Reassignment 

calculation type is the candidates current basic pay. 

• Prompts and prevents moving forward if the Salary Recommendation salary is outside of 

the pay band’s minimum/maximum. Exceeding the minimum or maximum will need OHC 

approval as well as manual intervention. 

Click here after editing a 
field to save your changes 
delete existing attachment 

Click here to add a 
role that doesn’t 
already exist 

Click here to add a contact 
that doesn’t already exist 
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• If the Salary Recommendation is above the minimum pay, you are prompted to attach 

the pertinent 1153 (which can be generated by the Salary Tool as a PDF). 

To open the Salary Tool, click on the Salary Tool button to the right of the Pay Details fields: 

 

The Calculate Salary page appears: 
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The example above is for New Hire and Conversion. The other three calculation types are very 

similar and are covered in the instructions below. 

1. Enter the employee’s current basic pay (New Hire/Conversion only). 

Note: Internal candidates (Promotions, Voluntary Demotions, and Reassignments) have 

their current salary pre-filled. 

The employee data is already 
filled in if the candidate’s 
profile is Internal   

The Calculation Type is 
already selected for you 

These values are auto-
filled from the VA 

Enter the recommended 
base salary – it must be 
between the minimum and 
maximum for the pay band 

The pay band and its 
minimum and maximum 
salary is auto-filled from 
the VA  

The rest of the values will 
be calculated, including 
the employee’s final 
adjusted salary 

Scroll down and click 
the Submit button  

You can refer to 
these management 
directives about 
setting pay   
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2. Enter the recommended salary. The system checks that it is within the specified pay 

band and then calculates and displays the Proposed New Salary, based on Adjusted 

Salary + COLA + LEAP. 

Note: If the recommended salary is greater than the minimum for the pay band, the 

system requires that you attach a form 1153. You will receive an error pop-up when you 

click Submit.  

3. Promotions and Voluntary Demotions only: Optionally, you can enter a percentage 

change and the system will calculate the recommended salary. Reassignments will 

automatically have the recommended salary filled with their current salary. 

4. For Voluntary Demotions only: Select one of the four check boxes that justify the 

recommended salary.  

5. For Reassignments only: If the recommended salary is greater than the minimum for 

the pay band, the system requires that you attach a 1153 for the NOA of 721 – 

Reassignment. However, current policy does not require an 1153 in this case, so you 

can attach a blank document when prompted by the system to attach the 1153. This will 

allow you to continue to process the candidate. 

6. The system calculates and displays the Proposed New Salary, based on the 

employee’s new state and city.  

Note: If you specify a recommended salary outside of the range of the specified pay 

band, you will receive an error pop-up. 

7. Click the Submit button to add the salary data to the candidate’s record.  

 

8. You return to the Selected for Hire page. 

9. Optional: View Salary Calculation work sheet – After submitting the salary data, 

return to Salary Tool and click the View PDF button that now appears at the bottom of 

the Salary Tool: 

 

 When the PDF appears, you can save it locally or print it. 

10. Optional: View Form 1153 – from the Selected for Hire page, click the View 1153 

button at the bottom of the Candidate details section: 
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If you see a dialog with a yellow background, click on the Options drop-down menu and 

accept the condition to proceed: 

 

When the PDF appears, you can save it locally or print it, get the required signature, and 

attach it using the Plus sign icon in the Manage Attachments panel. 

Finishing the Selected for Hire Stage 

After you have completed all the data in the Candidate Details, Hiring Manager Details, and run 

the Salary Tool, you can use the buttons at the bottom of the page to save your work, decline 

the candidate, or submit to the next hiring stage: 

 

Submit for Approval 

Click the Submit for Approval button to move the selected candidate to the Approval Stage 

Decline 

You can decline a candidate at any stage of the hiring process. To decline a candidate, first click 

on the Declination Reason drop-down list in the upper right of the page, and select from the list of 

reasons: 

 

Then type in an explanatory comment and click the Add Comment button. Finally, click the 

Decline button. The candidate will be taken out of the hiring process. 

Save  

You can save your input data at any time by clicking the Save button. The candidate will remain in 

the current stage and you will return to the Candidate Display grid. 
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Cancel 

You can exit the Candidate for Hire screen without proceeding further by clicking the Cancel 

button. None of your input will be saved and you will return to the Candidate Display grid. 

Approve Stage  

Who works this stage: TSA Approver 

When candidates have been processed through the Selection for Hire stage, they appear in the 

Approve stage in the Candidate Display Grid, as shown below. They are now ready for approval 

by a TSA employee with the role of TSA Approver.   

To work a candidate in the Approve stage: 

1. Open My Views and select RPA from the menu. When the RPA window opens, click 

on the Query icon and select IHS MAP Offer Management from the grid. 

2. From the Candidate Display Grid, open the Stage drop-down list, select Approve, 

and click the Search button. The grid fills with all the candidates that are in the 

Approve stage of the specified VA and office: 

 

3. Select a candidate for whom action is required by clicking anywhere on that row. 

4. Click the Process Candidate button to proceed. 

5. The Approve candidate details page appears, containing the data for the selected 

candidate: 

Select the stage: 
Approve  

Select a candidate 
(click on a row)  

Click Process 
Candidate  

Click the Search 
button 
Approve  
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6. If necessary, make any changes to the Pre Hire, Drug Test, or NOA fields, which can be 

edited, along with the candidates’ contact information. All other shaded fields are in 

“read only” mode and cannot be edited.  

7. Add any comments that you want to become part of the hiring record by typing in the 

comment and clicking either the Add Comments to General Notes Below button.  

8. If any data from the VA or the Salary tool needs to be revised or corrected, first click on 

the Return to Initiator Reason drop-down list in the upper right of the page, and select 

from the list of reasons. 

9. Then type in an explanatory comment and click the Add Comment button. Finally, click 

the Return to Initiator button. The candidate will be returned to the initiator. 

10. To move the candidate to the next hiring stage, click the Submit to Offering Team 

button. The candidate data moves to the Temporary Job Offer stage. 

Note: At this point MAP Offer Management processing moves to the Recruitment and Hiring 

team of the Shared Service Center (RHSC) until the candidate is ready to be Onboarded. The 

The Salary Tool is 
available in read-only 
mode 

Pre Hire, Drug Test, 
and NOA can be edited 

Data fields that are 
shaded cannot be edited   

Candidates’ contact 
information can be edited 
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intervening RHSC steps are described in the MAP Offer Management Processing Guide for 

RHSC. 

The final TSA stage, Onboarding, is described next.  

Onboarding Stage 

Who works this stage: Airport/HR Specialists 

After the candidate has accepted the Final Job Offer preview, the candidate will arrive at the 

Onboarding stage, an internal process. To work a candidate in the Onboarding stage, open the 

Stage drop-down list and select Onboarding. The grid fills with all the candidates that are in 

the Onboarding stage of the specified VA and office: 

 

1. Select a candidate by clicking anywhere on that row. 

2. Click the Onboard Candidate button to proceed. 

3. The Onboarding candidate details page appears, containing the data for the selected 

candidate: 

Select the stage: 
Onboarding 

Select a candidate 
(click on a row)  

Click 
Onboard 
Candidate 
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4. If you need to make changes to the candidate’s contact information or to their EOD or 

Orientation dates, edit the appropriate fields. 

5. Click the Onboard Candidate button to proceed. 

Note: Alternatively, you can click the Decline or No Show buttons. Both buttons will 

prompt you to select a declination reason from a drop-down list. 

6. After you have clicked the Onboard Candidate button, the candidate moves to the 

Onboarded stage, and the Candidate Dashboard displays a check mark above the Final 

Offer stage and a star over Welcome to TSA! The Application Status will display Hired! 

when the EOD/Effective date is reached. 

You can edit the 
candidate contact fields   

You can edit 
the EOD date 

You can edit the Orientation date 

Click here to proceed. 
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Onboarded Stage 

After the candidate completes the Onboarding stage and is hired, the candidate data moves to 

the Onboarded stage: 

 

At this stage, the candidate data is all “read only” and cannot be changed. 

This stage marks the end of processing in the MAP Offer Management Interface. 

 

 

 




