User guide

For hiring managers and HR advisors running a staffing process in Attest.
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About Attest

Attest supports one staffing process at a time, from the Statement of Merit Criteria (SOMC) to
the final Assessment Summary Report. Everything for a process lives in one staffing file.

¢ File number — six digits (for example 000101), assigned by Attest when you create the
file. It appears in the workspace and on exports.

e Process number — the official competition number (for example 26-DEMO-IA-000101),
entered in Process details. Once set, it is shown in the header instead of the file number.

A typical process moves through four stages: Design (SOMC and Assessment Guide), HR sign-
off, Run process (screening and assessments) and Report.

Note: Attest is an assessment aid. Keep the records your department designates (for
example accommodation files and official correspondence) in the systems it requires.

Signing in

English  Frangais

*o
%/ attest
Signin
Corporate email (@canada.ca or .gc.ca)

name@canada.ca

Password

Forgot your password? Ask your system administrator to
reset it.

Unauthorized access is prohibited.

HE‘|P and support: contact your system administrator.

Attest — SOMC, Assessment Guide (methods + plan), application screening, and assessment results (drafting aids).
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e If your department uses single sign-on, choose Sign in with your organization account
and use your usual work credentials (and multi-factor authentication, if required).

e Otherwise, sign in with your Government of Canada email and password. The first time,
you will be asked to replace the temporary password an administrator gave you.

e Use English / Frangais at the top right, before or after signing in. Your choice applies to
every page.

e For security, you are signed out after 30 minutes without activity (your department may
set a different limit). A warning appears two minutes before; choose Stay signed in to
continue. Sessions also end after 8 hours.

Your dashboard

After signing in you see My staffing files: the files you own and the files colleagues have
shared with you. HR advisors and administrators see every file.

Staffing dashboard Shiote dtail>
Search files... [ Show closed
My staffing files
PROCESS NUMBER POSITION GROUP AND LEVEL STAGE LAST UPDATED
#000102 Policy Analyst EC-05 [ Design ] 2026-10-23 Detals @
26-DEMO-IA-000101 Program Officer PM-04 [ Assessing ) 2026-10-23 Detaits w
2 of 2 file(s) shown
» How a staffing file works
File details and actions
— Select reference —
— Select reference — hes Refresh list
Analytics overview
0,
1 3 50%
ACTIVE PROCESSES APPLICANTS IN REVIEW OVERALL PASS RATE

e Select afile to see its details and actions: open it, share it, make a copy (criteria and guide
without applicants) or delete it.
¢ Create new staffing file starts a new process in the SOMC Builder.
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¢ Afile that has applicants cannot be deleted: it is a staffing record. Close it instead (see

Closing a file).

When a file is open, the dashboard shows its status, the process readiness checklist and an

applicant status table that follows each candidate through every assessment.

26-DEMQ-1A-000101

PM-04
Advertised — published )
competition )
Advisor-approved (SOMC locked
for users)
Switch file...
3 4
Design HR sign-off Run process Report
DESIGN

v SOMC Builder
v Process details
v Assessment Guide

— Split view (SOMC +
Guide)

HR SIGN-OFF

SOMC:

Advisor-approved (SOMC locked for
users)

Continue — Reference Ch

» Priority clearance

Attest - User guide

Process status: Active

Close & archive when the process is finished. This stamps the closure date, records time-to-staff, and
freezes a final statistics snapshot for reporting.

Close & archive process

Process readiness checklist
STEP

SOMC has essential qualification lines

SOMC marked complete in the builder

Process number assigned

Assessment methods and guide plan rows (Q+A /
scaring)

Assessment guide marked complete

Applicants imported from PSRS PDF

Written exam schedule and contact settings

Interview schedule and contact settings

STATUS

s
Complete

W
Complete

'3
Complete

v
Complete

'3
Complete

(O Pending
w
Complete

'
Complete

7/8 complete

DETAIL

6 qualification line(s)

26-DEMO-1A-000101
Methods set for 4 criteria; plan rows for 4 scored

method(s)

Use Screening — Import applicants from PSRS PDF

Schedule and contact saved

Schedule and contact saved

Open

Open

Open

Open

Open

Open

Open

Open
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o z z ™ ; :
Advertised — published ) Assessment methods and guide plan rows (Q+A / v Methods set for 4 criteria; plan rows for 4 scored Open
\ competition /) scoring) Complete method(s)
Advisor-approved (SOMC locked Assessment guide marked complete v Open
for users) Complete
Switeh file... Applicants imported from PSRS PDF (©Pending  Use Screening — Import applicants from PSRS PDF Open
0—0 —:
esigh Hisgnoff.  Hith pracess Report Written exam schedule and contact settings v Schedule and contact saved Open
Complete
DESIGN F g
Interview schedule and contact settings v Schedule and contact saved Open
B Complete
v SOMC Builder R
i Show 8 item(s) that don't apply to this file
v Process details
s j .
Assessment Guide Applicant status
— Split view (SOMC + NAME APPLICATION REF. SCREENING WRITTEN EXAM INTERVIEW  REFERENCES  DISPOSITION
Guide) Martin, Elise $900001 v Complete v Pass v Pass v Pass
Okafor, Daniel 5900002 ~ Complete v Pass v Pass v Pass
HR SIGN-OFF
SOMC: Nguyen, Linh S900003 ~ Complete x Fail (D Pending (D Pending
Advisor-approved (SOMC locked for Haddad, Rania 5900004 ~ Complete (O Pending (O Pending (D) Pending (=]
users)
Tremblay, samuel 5900005 x out /A N/A /A

Continue - Reference Checks

» Priority clearance

5 applicant(s) from PSRS PDF

SOMC, Assessment Guide (methods + plan), application screening, and assessment results (drafting aids).

The workspace

Every module of an open file is listed in the left-hand menu, grouped by stage. The progress
bar at the top of the menu shows where the file stands.

e Design: SOMC Builder, Process details, Assessment Guide, and a split view showing the

SOMC and Guide side by side.

¢ HR sign-off: the approval status of the SOMC and of the Guide.
¢ Run process: Screening, Written exam, Interview, Reference checks, Other assessments

(when the Guide uses a practical test or standardized testing), the staffing dashboard and

the Correspondence log.

e Report: the Assessment Summary Report.

Modules that are not available yet show why (for example, “waiting for HR approval”).
Continue at the bottom of the menu takes you to the next step. For advertised processes,

record the priority clearance number in the menu before screening.
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Process details

Enter the information about the process once, here: process number, process type (advertised
or non-advertised, with the rationale for non-advertised), closing date, area of selection,
poster link, board chair, HR advisor and sub-delegated manager. Other modules, letters and
the Assessment Summary Report reuse it.

Attest  Staffing action: 26-DEMO-IA-000101 Newstaffing file | ( Dashboard | [ Help |

26-DEMO-1A-000101

FILE STATUS (@UNELTeE I R e A I SR 7 of 8 readiness steps complete

PM-04 P .
s 5 | Applicants imported from PSRS PDF |
r'/Adver:ised — published \ L J
\_competition 7
Advisor-approved (SOMC locked
for users)
Switch file... Everything about this staffing process in one place. These details appear on screening reports
and the assessment summary. Changes save automatically.
3 4
Design HR sign-off Run process Report
Identification
DESIGN
_ e . )
+ SOMC Builder Process number How is this position being staffed?
26-DEMO-IA-000101 Advertised — published competition
v Process details Change in SOMC Builder
v Assessment Guide Process file number Closing date
o 2026-09-30
— Split view (SOMC +
GUIde) Poster URL
https://example.gc.ca/jobs/26-DEMO-IA-000101
HR SIGN-OFF
SOMC:

Advisor-approved (SOMC locked for
users) Advertisement and area of selection

Statement of Merit Criteria

The SOMC Builder is where you define what “qualified” means for the position. Criteria are
written and approved before anyone is assessed against them.
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26-DEMQ-1A-000101

PM-04

Advertised — published \.
(\cumpetition ’)

Advisor-approved (SOMC locked
for users)

Switch file...

3 4

Design HRsignoff  Run process Report
DESIGN

v SOMC Builder

v Process details
v Assessment Guide

— Split view (SOMC +
Guide)

HR SIGN-OFF

SOMC:

Advisor-approved (SOMC locked for
users)

Continue — Reference Checks

» Priority clearance

SOMC Builder

Essential Qualifications

Minimum qualifications assessed for screening and further assessment (education,
competencies, personal suitabilities).

Education

Predefined Custom Entry

Type to filter predefined options...

— Select from list —

ENGLISH
Secondary school diploma

Experience

Predefined Custom Entry

Type to filter predefined options...

— Choose a classification group first —

=l

L cencar L pictionar

FRENCH
Diplédme d'études secondaires

experience, knowledge, abilities,

1. Choose the occupational group and level. This filters the predefined criteria offered to

you.

2. Add criteria under each heading: essential qualifications, asset qualifications, official

language requirements, conditions of employment and operational requirements. Pick

predefined wording where possible.

3. If you write your own wording, it goes to an administrator for approval and is marked as

pending until then.

4. For a process with several streams, choose which stream each criterion applies to; use
Edit to change it later. A criterion with no stream setting applies to every stream.

5. Your work is saved automatically. When the SOMC is ready, mark it complete and submit it

for HR review.

complete.

Attest - User guide

decision, score, exam answer or reference response), that criterion can no longer be
removed. Attest shows which criteria are protected. This keeps the assessment record

Protected criteria: Once applicants have been assessed against a criterion (screening
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Assessment Guide

The Assessment Guide sets out how each criterion will be assessed: the method (application,
written test, interview, reference check, practical test or standardized testing), the questions,
the expected answers and the scoring.

26-DEMO-IA-000101 < Assessment Guide  Expand All Collapse All

PM-04
Advertised — published -‘\- - s
&umpe(i“on ) Qualifications
‘Advisor-approved (SOMC locked Select assessment methods on each line (below scoring), then complete the guide fields for each method.
for users)
CODE QUESTION EXPECTED ANSWER — ASSESSMENT CRITERIA NOTES
Switch file...

& A ¥ Jump to a criterion (6) Hide details

Design HRsignoff  Run process Report

® Secondary school diploma
DESIGN

® Experience coordinating program activities with partners
v SOMC Builder

® Knowledge of program evaluation methods
7 Process details Ability to communicate effectively in writing
® Judgement

v Assessment Guide ® Working effectively with others

— Split view (SOMC +
Guide) EDUCATION

Secondary school diploma

HR SIGN-OFF Dipléme détudes secondaires

SOMC:

Assessed through the candidate application and résumé / CV only (Meet or Does not meet).
users)

APPLICATION / DEMANDE D'EMPLOT

Continue — Reference Checks

Application and résumé / curriculum vitae - Demande et curriculum vitae (CV)

» Priority clearance Qual. code Notes (EN) Notes (FR)

Eriia

e For each criterion, select the assessment methods, then complete the question, expected
answer and pass mark for each method.

e Suggested questions come from your department’s Q+A catalogue. Questions an
administrator has not yet reviewed are hidden, or shown marked [Draft - not validated] if
your department allows it. Read drafts carefully before using them.

¢ You can propose your own question and answer for the catalogue; an administrator
reviews it.

e Complete the barrier and bias attestation, mark the Guide complete and submit it for HR
review. Export to Word if the board wants to review it by email.
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HR sign-off

An HR advisor reviews the SOMC and the Assessment Guide. Screening, the written exam and

the interview open only when both are approved. That is expected, not an error.

e An approved SOMC is locked. To change it, ask HR to return it to you for changes.

e If HR requests changes, their comment appears on the file; make the changes and submit

again.

Screening

Screening checks each application against the essential qualifications.

Display name Application ref (optional) Stream
26-DEMO-1A-000101 ¢
e.g. Jane Dae Internal or PSRS ref = v Add
PM-04
Cdveﬂised — published \\
competition
B /) PSC application review 5 of 5 shown

Pick an applicant, set Pass or Fail for each criterion (keyboard: P = pass, F = fail, N = next applicant),

then record the final decision. For two-stream competitions, use S1 /52 on the applicant row to

Switch file... .
review each stream.
o ° e w Find applicant
Design HRsign-off  Run process Report
Name or PSRS ref...
DESIGN
 SOMC Builder Martin, Elise

5900001

v Process details
Stream

Criteria: (GUESRY]

v Assessment Guide

Select an applicant from the list to start
Okafor, Daniel screening.

5900002

— Split view (SOMC +
Guide)

Stream

Criteria:

SOMC: - .
Advisor-approved (SOMC locked for
users)

Nguyen, Linh
Continue — Reference Checks 5900003

HR S5IGN-OFF

Straam

» Priority clearance

Save now

1. Import the bulk application PDF exported from the Public Service Resourcing System, or

add applicants one at a time. Applicants already in the file are skipped.

2. Select an applicant. Their answers appear next to each criterion. Set Pass or Fail for each

criterion (keyboard: P = pass, F = fail, N = next applicant) and add a note when you screen

someone out.

Attest - User guide
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3. Record the final decision (screened in or out). For a two-stream process, review each
stream separately (S1/ S2).

Decisions are saved automatically. Use Export CSV to keep a copy of decisions outside Attest if
your department requires one.

Written exam

Only applicants screened in for the relevant stream appear here.

management, 1 nNave Tne plLeasure TO INTOrM you TNat you meet Thne Screening requirements Tor STreams L

26-DEMQ-1A-000101 < Copy email text ‘ Word invitation ‘

PM-04

Advertised — published )
Enmpetmon / scoring — candidate responses

Advisor-approved (SOMC locked
for users)

Switch file...

o—0—© 2

Design HRsign-off  Run process Report

- Okafor, Daniel - 5200002 m { Scoring PDF ] | Download exam

¥ Online Exam Portalstrict integrity

DESIGN
Generate a secure public link for this candidate. Copy/paste is blocked and tab switches are

+ SOMC Builder recorded.

7 Process details

v Assessment Guide
¥ Ready-to-send invitation
— Split view (SOMC +
Generated from your schedule and contact settings and this candidate’s qualifications. Edit the

Guide)
letter under Admin — Written exam invitation. Copy into your mail client or download the Word
invitation.
HR SIGN-OFF
SOMC: Subject: Written exam invitation — 26-DEMO-IA-000101 — Streams 1 and 2
Advisor-approved (SOMC locked for
u3ers) (La version frangaise suit la version anglaise.)
Continue — Reference Checks Okafor, Daniel
CHDICAT- €alartinan Drarnace Mimhar- 38 NCMA TA AASTAHT

» Priority clearance Save now

e Set the exam schedule and contact person. The bilingual invitation for each candidate is
generated from these settings; copy it into your email or download the Word version.

¢ Online exam: generate a secure link for a candidate. The link works for that candidate
only and expires after the exam window. With strict integrity, copy and paste are blocked

and leaving the exam tab is recorded.
e Score answers against the expected answers in the Guide. Scores and pass or fail results

feed the Assessment Summary Report.
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Interview

Schedule the board, send invitations generated from your settings, and record scores and
notes for each candidate and criterion. The interview questions come from the Guide.

TOr 3assessment at The Written exam ang TO 1nV1Te You TO an 1NTerview. Ine 1nTerview wWillL De up 10 bu

26-DEMQ-1A-000101 < Copy email text [ Word invitation W

PM-04

Advertised — published 23
%umpetition ’)

Advisor-approved (SOMC locked
for users)
Switch file...
- Okafor, Daniel - 5900002

o—0—© 2

Design HRsign-off  Run process Report

Scoring key — interview responses

¥ Invitation email

DESIGN
Copy this text into your mail client or download the matching Word invitation.

v SOMC Builder
Subject: Interview invitation — 26-DEMO-IA-000101 — Streams 1 and 2

v Process details

(La version francaise suit.)

v Assessment Guide Okafor, Daniel

— Sp||t view (SOMC + Subject: Selection Process Number: 26-DEMO-IA-000101
& Position Title: Stream 1 and Stream 2
GUlde) Group and Level: PM-04

Official Language Requirement: Various language requirements (see poster)
Position Location: Various locations (see poster)

HR SIGN-OFF
SOMC: Hello,
Advisor-approved (SOMC locked for
users) I am writing on behalf of Example Department management to inform you that you met the requirements
for assessment at the written exam and to invite you to an interview. The interview will be up to 60

Continue — Reference Checks Copy email text Word invitation

» Priority clearance save now

Reference checks

Add referees for each candidate. Either record the referee’s answers yourself or choose
Generate public link to send the referee a secure questionnaire. Responses appear for review

once submitted.
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Attest Staffing action: 26-DEMO-IA-000101 R Tl Newstaffingfile | | Dashboard || Help |

26-DEMO-IA-000101

FILE STATUS (GUWMELTEERLITL I G EISE MO 7 of 8 readiness steps complete

| Applicants imported from PSRS PDF |

PM-04

=

{ Advertised — published ‘.‘
\_competition 7

Advisor-approved (SOMC locked
for users)

Switch file...

Reference check guidance Show details

DESIGN Referee: Rriley supervisor for Martin, Elise [ Generate Public Link

v SOMC Builder
Title Phone Email
v Process details ‘
Manager riley@example.com

v Assessment Guide ) o
¥ Referee responses (review after submission)

— Split view (SOMC + ; ;
Part 1 — relationship

Guide)
Direct supervisor
HR SIGN-OFF %~
SOMC: Key strengths (from referee)

Advisor-approved (SOMC locked for
users) — Select candidate — v Add referee save reference checks

Other assessments

If the Guide uses a practical test or standardized testing, this module appears in the menu.
Record each candidate’s result for the criteria assessed by that method.

Correspondence log

Keep track of what was sent to each candidate and when: invitations, reminders, screen-out
notices, regret letters and informal discussion offers. Record the date, delivery method and
any response.
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26-DEMQ-1A-000101

FILE STATUS (EIVMERIEETIGNEL R Mg DI CLRCIGTEISY 7 of & readiness steps complete

PM-04 ;
| Applicants imported from PSRS PDF J
Advertised — published 23 .
competition ’)
Advisor-approved (SOMC locked
for users)
Switch file...
How to use the correspondence log
3 4
Design HR sign-off Run process Report
DESIGN 4 correspondence entr(y/ies)
v SOMC Builder FeRPLRTE
APPLICANT STAGE USED DATE SENT
v Process details
Martirr, It Intervie 10/16/2026
v Assessment Guide
8, 2 Okafor, Wr Written
— Split view (SOMC + T0/053/2026
Guide)
Martiry, wr Writter S—
HR SIGN-OFF
SoMC: Tremix: 3 SCreev 10/D3/2026

Advisor-approved (SOMC locked for
users)

Continue — Reference Checks

» Priority clearance

Show details

DELIVERY SUBJECT  RESPONSE RECEIVED NOTES

Emadl ‘ Remove J
“ .

mm/ddyyyyy B

Emait mm/ddryyyy B ‘ R J
Emad mm/ddryyyy O ‘ Foeriicia |
Email ‘ Remove |

mm/ddryyyy O y

Note: Accommodation details are not recorded in Attest. Handle them through your

department’s accommodation process.

Assessment Summary Report

The Assessment Summary Report brings every result together: screening, written exam,
interview, references and other assessments, per candidate and per criterion.

Attest - User guide
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26-DEMQ-1A-000101

PM-04 Search by name
Advertised — published B
(\cumpetition ’)
Advisor-approved (SOMC locked
for users) NAME
Switch file... T
Written PDF
: o
Design HRsign-off  Run process Report Interview PDF
DESIGN
Okafor, Daniel

Written PDF

v SOMC Builder

Interview PDF

v Process details

Nguyen, Linh
v Assessment Guide Witten POF
. ’ Interview PDF
— Split view (SOMC +
Gu |de) Haddad, Rania
Written PDF
HR SIGN-OFF Interview PDF

SOMC:

Advisor-approved (SOMC locked for Tremblay, Samuel
L=8es) Written PDF

Continue — Reference Checks

» Priority clearance

CANDIDATE
EMAIL

elise.martin@example.com

daniel.okafor@example.com

linh.nguyen@example.com

rania.haddad@example.com

samuel.tremblay@example.com

[ Screen-in only  All strearns

SUBSTANTIVE G&L

SCREEN IN/OUT

SCREEN IN/OUT

IN

IN

IN

IN

out

Default order

K3

810

710

510

e Filter by name or stream, or show only screened-in candidates.

W

WRITTEN EXAM

A4

810

7110

5/10

WRITTEN TEST IN/JOUT K3

IN 9/10
IN 710
outr
out

P5

8/10

710

e Record each candidate’s final disposition (for example fully qualified, partially qualified,

not qualified or withdrew).

e Export to Excel or PDF. Exports carry the security marking for Protected B information.

Closing a file and records retention

When the process is finished, open the file’s dashboard and choose Close & archive process.

This records the closure date and time-to-staff and freezes the final statistics. A closed file is

read-only for everyone; its owner can reopen it if needed, which clears the closure date and

frozen statistics.

Applicants’ personal information is kept for the period set by your department’s retention

schedule, then disposed of by an administrator. The process itself (criteria, guide and statistics)

remains.
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Sharing a file

To work on a file with colleagues, open the file’s actions and choose Share with colleagues.
Add their Government of Canada email; they must already have an Attest account.
Collaborators can work in every module; only the owner (or an HR advisor or administrator)
can manage collaborators, close or delete the file.

s 3

Share this staffing file X

Add colleagues so they can open this file to help review or run a large
competition. They will see it in their dashboard list with the same
module access you have (subject to workflow locks).

owner: jordan.manager@example.gc.ca

Assign or transfer the file owner (HR advisors and administrators)

name@canada.ca Assign owner

2 Keep the previous owner as a collaborator

Collaborators

alex.advisor@example.gc.ca ‘ Remove ‘

Colleague email

name@canada.ca m

Government of Canada email only (@canada.ca or .gc.ca). They must
already have an Attest account.

HR advisors and administrators can also assign or transfer the owner, for example when a
manager changes jobs. A file without an owner is visible only to HR advisors and
administrators until one is assigned.

HR templates

The HR templates page lists your department’s own forms (Word, Excel or PDF), such as local
checklists or letters, for download. Invitations, exams, scoring guides and reports are
produced by Attest itself, so this list may be empty.
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What candidates and referees see

e Candidates and referees never sign in. They receive a secure, personal link that works only
for their exam or questionnaire and expires.

e Each page opens with a privacy notice explaining how their personal information is used,
in both official languages.

e The written exam page shows the instructions, the time remaining and the questions;
answers are saved as the candidate works.

Good habits and troubleshooting

e Saving — most pages save automatically. A status message confirms each save; if it
reports an error, do not close the page until it is resolved.

e “Cannot be modified” or locked messages — the SOMC is approved or the file is closed.
Ask your HR advisor.

e Acriterion cannot be removed — applicants already have results for it (see Protected
criteria).

¢ A file is missing from your list — ask its owner to share it with you, or ask HR to assign it
to you.

e Signed out unexpectedly — sessions end after inactivity; sign in again. Saved work is
kept.

Administrators: see the Administrator guide.

Guide updated 2026-10-23.
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