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RECEIVING THE E-MAIL

 Manager receives email from the Human 
Resources (HR) Portal indicating pending 
certificates requiring action.
 Email message will contain the following link to 

the HR Portal:
– https://hr.nasa.gov
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https://hr.nasa.gov/�


HR Portal Email Notification
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Manager navigates 
to HR Portal via link



HR Portal Home Page
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To access STARS 
Community, click the 

Supervisors & 
Leaders tab



Supervisors and Leaders Page
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To access Hiring 
Certificates, click the 
STARS Community 

tab 



Accessing Hiring Managers Inbox
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To access Managers 
inbox, click the 

Hiring Certificates 
tab 



Hiring Managers Inbox
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To view a certificate (.pdf version) click the 
“View” link

NOTE:  Your certificates will display on this 
screen until the expiration date is reached.



CERTIFICATE
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Hiring Managers Inbox
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To review or approve the certificate click the 
“Sign” link



eSignature Form
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Forms with prior 
actions will pre-
populate with the 
last actions recorded



eSignature Form
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Manager documents actions by clicking 
radio buttons, check boxes if interviewed, 

and provides remarks as appropriate



eSignature Form
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Manager selects one of two radio buttons:
1. My signature finalizes the actions indicated on this 

Hiring Certificate
2. Additional signatures are required before this Hiring 

Certificate is final
Please Note: Application defaults to “My signature 

finalizes the actions indicated on this 
Hiring Certificate"



eSignature Form
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If additional review or approval is required, Manager 
selects “Additional Signatures are required before 
this Hiring Certificate is final.”  Certificate can be 
forwarded multiple times for higher level approval 
(ex. Section Head, Branch Head and OUM)

REMINDER:  All certificates for supervisory 
positions must be electronically forwarded to the 
Equal Opportunity Officer for concurrence/signature 
(after OUM level signature).



eSignature Form
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Input area is exposed giving manager an area to type 
in the email address of next manager required to sign



eSignature Form
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Manager clicks “Sign Cert” button



Hiring Manager’s Satisfaction Survey
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The Hiring 
Manager’s 

Satisfaction Survey* 
will open in a new 

window

* Please provide your feedback regarding the process used to fill your 
vacancy. Should you choose not to provide comments, you may return to 
the manager’s inbox by closing the survey window.



Hiring Manager’s Satisfaction Survey
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After completing the Hiring 
Manager’s Satisfaction Survey, 

click “Submit survey” 



Satisfaction Survey Recorded
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Window displays 
showing Hiring 

Manager’s 
Satisfaction survey 
has been recorded



Hiring Managers Inbox
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Return to the Hiring 
Managers Inbox and 

refresh screen. 
Status will now show 

as “Signed”
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