USA Staffing

Great Government Starts Here®

Referral Training Exercise 2: Issuing a Certificate

Now that you have completed the online portion of training for Referral, it is time to log into the Stage environment of
USA Staffing to practice what you have learned. Use this step-by-step guide to help you practice this lesson. Retain your
notes to assist you with other lessons.

This practice exercise will walk you through issuing a certificate and sending applicant notifications. Issuing a certificate
requires you to have a vacancy that has applicants. If you already have vacancy that is ready to review applicants and
issue a certificate, complete the information below. If not, you can access the entire practice training series on the USA
Staffing Training Resources page at:

https://help.usastaffing.gov/ResourceCenter/index.php/USA Staffing Training Resources .

You will then need to complete the Request, Vacancy, Assessment, Announcement, and Application (or Key Entering an
Applicant) exercises before proceeding with this exercise.

My Request Number:

My Vacancy Number:

If possible, you may want to work with others in your office to get additional applicants added to your vacancy. We
suggest having 6-10 eligible applicants in your practice vacancy before proceeding with this lesson. If you need to add
some applicants without creating a USAJOBS account for each, you can download Applicant/Referral: Exercise 1 from
the USA Staffing Training Resources page.

1. Gointo your Vacancy Number. There are several ways to access a Vacancy Number:
a. If you know your number, you can type it directly in the Go To box at the top of the page and click Enter.
b. If you have recently gone into this Vacancy Number it will show up in your dashboard drop-down list.

Once in your Vacancy, navigate to the Applicant Overview tab. If the Applicant Overview tab does not automatically
display, use the + to select Applicant Overview.
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Image 1: Vacancy Case File page with the Applicant Overview and + tabs highlighted.

2. Check for merge applicants. Merge applicants will have a Resolve Now button next to the applicant name on the
Applicant Overview page. If your vacancy has any applicants marked as merged applicants, click the Resolve
Now button to resolve the potential merged records. If not, continue to step 3. For additional information see
online help at: https://help.usastaffing.gov/USAS/index.php?title=Resolving potential applicant matches .

Note: Since this is a test scenario, if you have merge applicants we recommend selecting the Consider as Separate
Records button at the bottom of the page in order to keep as many test records as possible for your certificate.
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Image 2: Sample Applicant Overview page with merge applicants. The records that need resolution have a Resolve
Now button to the left of the applicant name.
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3. From Applicant Overview click the Create List button.
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Image 3: Applicant Overview page. The Create List button is located in the upper-right quadrant of the page.
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4. Your applicant List will open in a new tab.
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Image 4: Applicant List as it first appears when you arrive on the page.
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5. Select a Certificate Type from the drop-down list. (The page will refresh with filter options.)
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Image 5: Applicant List with the Certificate Type option expanded.

6. Select the Rating Criteria and Filters appropriate to your certificate. You may want to check with your agency to
see if they have any established procedures for Certificate Types in your organization.

a.

b
C.
d

Make sure to include a CTAP/ICTAP Well Qualified Score if your list is Category Rating.
If your announcement had multiple locations, select only one from the filters.

Other filters vary based on your announcement.

If desired, try to add an Advanced Criteria by clicking on the + next to Advanced Criteria.

Note that as you select options your list of Applicants automatically refreshes. Once you have your filters applied, give
your list a name by clicking the Save List button at the bottom of the page or the Edit icon next to the name at the top.
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Image 6: Applicant List with filters applied as specified in the instructions above.

7. Next, review your applicants. Begin by reviewing an applicant’s documents.
a. Click on the number in the Documents column to view the documents.
b. Click on the Document Name to open that document.
c. Click on the number of documents again to close the Documents box.

Note: Since you are working in a test site, not all applicants may have associated documents. Key entered applicants

may not have loaded documents.

Image 7: Applicant List with an applicant’s document area expanded. The applicant has several documents.

8. Click the + next to an applicant to open the Rating, Assessment, and Certificates tabs for an applicant.
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Image 8: Applicant List with an applicant record expanded to show his Rating, Assessment, and Certificates tabs. The
tabs appear below the applicant’s name.
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9. Verify Eligibilities for the applicants by clicking the drop-down list next to each claimed eligibility and selecting
Eligible or Ineligible. If you select Eligible, the ? icon on the shield will change to a check-mark. If you select
Ineligible, the Eligibility will be removed from this page. To re-add the eligibility, click the + to the right.

ina® P Staffing Recruit  Admin Reports Search = & RobynBachmann (STQ)-ALL ¥
affing

VACANCY 10083084 ~ & @

& Vacancy 10083084 [ Assessment Package 4 Announcement 21 Applicant Overview d  Reviews 2% Applicant List: Category Rating Boulder GS-09

Applicant List Name Last Updated By Last Updated
Category Rating Boulder G509 Robyn Bachmann 4/2/201916:21 EDT
E’A

& @& Notes 0 & History

Certificate Type Applicant List (14) & S“"”’A“"““t‘””””m""’r © Adudicated @ Claimed A\ overridden

Category Rating ¥ Filters: Best Qualified (90) Boulder, Colorado 9 0343 Eligibles
Certificate Grade Advanced Criteria:

9

Name Rating | Category Vet Pref RSC Documents Eligibility Notes App Received
Rank B
Y = Adams, Joy 100 Best PS @~ AA 4. 30%DV @ ~ 0~ 4/1/2019 12:55 Fe
®) Rating (exclude Veteran Points) Qualified EDT
AgencyEmp @ » | | CTAP @ =

Priority Order It % abilitles @ ~

CTAP/ICTAP Well Qualified Scare s

85

Eligible

o Cotegoryvating s resessment Conteates netigble
P i [me= |
Rating Details
®) Top Category Ratlngs 9

Rating N Final . Augmented . Cert

Order i ¢ | Minimum Qualifications Ratng ¢ Cetesory Rating * | Avallability

® Name

03433 ELTE - You are tentatively eligible for this series/grade combination based on your self-rating of 100 Best Qualified 110.0000 Eligible

Tie Breaker your qualifications. (90)

i + Applicant, Test, 100 Best NV AA 2. 30%Dv 9 A Emp @ 0~ 4/2/201911:23 r@
Filters SR Qualified SIS EDT

) AP 9 Status ¥

Action

Image 9: Applicant List with an applicant’s Eligibilitity being adjudicated as explained above.

10. Mark an applicant as ineligible.
a. Click the + next to an applicant record.
b. Click the Rating Details button.
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Image 10: Applicant List with the Edit icon highlighted for an applicant. The Edit icon is located on the Ratings tab next to
the Minimum Qualifications.
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c. Onthe Rating Details page, use the Minimum Qualification drop-down to change the applicant from
ELTE (eligible) to the ineligible code, 1QID. Ineligible codes begin with the letter “1”.
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Image 10b: Rating Details page.

d. Save and Close when done.

11. Once you have finished reviewing your applicants and making changes, Refresh your list by clicking on the green
circle icon at the top of the page. Note that the applicant you previously rated 1QID is now removed from the
list.
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Image 11: The Applicant List. The Refresh button is located in the upper-left quadrant of the page.

12. Now save your list using the button at the bottom of the page. Once saved, issue the certificate by clicking the
Issue Certificate button at the bottom of the page.

USA Stoffing’-' ~ staffing R Admin  Reparts  Searc B = 2 cooovoeeasaon v

VACANCY 10083084 « = @

W vacncy 10083088 My Assomzment Fackage 4 Announcoment sl crviow ant List: Categery Rating Boulder £5.00

Applicant List Hame La: g La
Category Rating Boulder G509 Robyn Bachmann 4/2/2019 16:40 CDT
[E4
& & Moles 0 & History
A kiFi - . e Sl Applicativn Number . . N
Certificate Type H applicant List (12) & 9 peludiszd @ cleres 2 owmezen
Categary Rating . gy | P sestquallfied ino) Boukder, Colorade o 043 Elglbles
Certificate Grade Advanced Criteria;
s
Hame Rating Category Vet Praf RSC Docoments, Fligibility Motes App Rersived
* Adans, Juy 100 Best s W Al 4 v swmny W oy Emp W D~ 4112019 12:55 (=¥
& {excluee Veteran Fintz) Qualified = V¥ Agencykma FD
Statuz T
Graer
CTARVICTAP Wiell Gualificd Score i . P .
a5 + B ell, Keten 2] gn.l_ﬁ B e Al 5 . wsiy W Agency bmp W 0= Ei;_a_.mwi 37 =K
ualifie
® Cotegory Rating Fules Statu: W
T Method
Joves, Jussic 1 L = Aa S, B § . 41/2099 10; =)
® 7op Coteooey * s, Jessica o B ] 3 igarcy brp @ stans W 0 /1201 1030 =T
Ores
o Heame + i Mil, Astrid LR} :“.Ilﬁcd il an z v wuov ¥ Agency Cmp 9 0~ 4L:l 91139 =X
ual
|& Breaker status W
- R Staffing, Iehn ur et ) an 6 v %OV ¥ Agency Emp ¥ o - 4119 12:37 Fa
Filters iy i : e P
Disahilities W sratis W
+ Tearhier, 91 Hest e a8 2 v Stus W o =X
Erglish Guallficd = .
+ Teddy, TIFFamy 41 Dozt — A 7. Sratus @ b 4j1/2019 13:36 (=¥
T Qualified i Satu DT
+ Arena, Cass [ Best ny A 2 Sets @ 0. A0S 1332 1
Qualified T
+ Jets, Todd L+ Best v a4 1. o 422019 10551 (=11
Quialified FOT
+ Dawald, Clars 9% Fest ' Al . w Disabilitios @ Status W o 4170192 14:14 =y
Qualified EL
& . Hu Ic'.“'-ur-.cd Ny as 3 - 30%0V W Dbabilitie: ¥ [ =X ]
Jweighit Kur! ual
+ Shart, Robbiz fx Bezt Wy i . ey Emp @ Status @ Be a0 123 18
Qualified Agercy Emp Status ot

Unavailables

applicacion Date

Anpication Date

Image 12: The Applicant List. This button is located in the lower-right quadrant of the page.
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13. Once the certificate has been issued, the certificate will display as Processing on the Certificates tab. Click the
Refresh button on your browser or navigate to another system page and back to the Certificate page to view the
newly created Certificate Number. Click the Certificate Number to access the certificate.

[T —

20190404-JU-001

Image 13: Certificates tab with one certificated listed.

14. Your certificate will open in a new tab. Click the Certificate Information tab.
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Image 14: Certificate.

10| Page



15. On the Certificate Information page:
a. Un-check any Display Preferences you don’t want your Hiring Manager to view for this certificate. Check
with your agency’s procedures to determine what you should be allowing Hiring Managers to view for

each certificate type.
b. Either type instructions or use the gear icon to pick Select Instructions if your agency has instructions

templates.
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Image 15: Certificate Information page.
Now that you have a certificate you will want to notify your applicants.

16. Go to the Applicant Overview page. Click the Send Remaining button under the type of applicant Touchpoint

Notifications that you want to issue.

Note: The system will automatically send the Application Received touchpoint for all applicants that have applied
online. (Based on the Vacancy> Settings page.) Since this is a test environment and you may have Key Entered
applicants, you may need to start with the Application Received touchpoint first if it is not displaying as 100%. If
Application Received is at 100%, you can begin with the Notice of Results.
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Image 16: Applicant Overview page. The notification buttons are in the upper-right quadrant of the page.

17. The Choose Notification Template pop-up will display a list of all Notification templates for that touchpoint. In

this scenario the type is defaulted to Notice of Results since we selected Send Remaining from Notice of Results.

If you do not have any options or the options that you have are not what you need, you will need someone with
adequate permissions in Stage to create a template. For detailed instructions for creating a notification template
see: https://help.usastaffing.gov/USAS/index.php?title=Creating a notification template . Remember, when

creating a notification template the Notification Type will control which touchpoint the template is associated

with.

Select the template you want to use by clicking on the Template Name.

Choose Notification Template

Notification Templates (2)

MNotice of Results A Tags
Template Mame - | Type

MOR Publications Group Motice of Results
Seasonal Recruitment NOR Motice of Results

%+ | Template Description H

MNOR Template for Publications Group

Template for seasonal positions.

Image 17: Choose Notification Template. The Notice of Results type is defaulted.
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18.

The Preview Notification page will display a preview of the notifications. You can use the navigation buttons on
the lower-right side of the screen to navigate to applicant previews.

Preview Notification

To  Hudson, Jeremy <jeremy.hudson@va.gov> Barrett, Karen <usastrainingus@gmail.com=
Kingston, Teresa <tkingston@fakeemailaddress.com= Acres, Kona <acres.kona.2018@gmail.com=
Acres, Kasey <kathryn.acres@opm.gov>  [vicDaniels, Alyria <alesia72@gmail.com=
Arena, Cass <cassareenamk@gmail.com> Barbie, Una <unabarbie12@gmail.com=
Apex, Steven <stevenapex123@gmail.com= Brown, Tammy <tammy.brown1900e@yahoo.com>
Carter, Chris <chris.carter1900e@yahoo.com> Garcig, Quinn <quinn.garcia1900e@gmail.com>

Jameson, Lance <LanceJameson@testemail.coms>
Reply To | John Miller1800e@yahoo.com

Subject | Notice of Results for Announcement DEST-10077303-19-RB

Dear Jeremy,

This is a record of your application for Federal Employment in the occupation shown above. This notice provides
information contained in your record as it appears in the files of the Servicing Office shown above. Your qualification and
any veteran preference claims are subject to venfication

1-10f13 n 2 3 4 5 6 7 > »>
Send Noftification

Image 18: Preview Notifications for Notice of Results.

19.

20.

21.

If the text of the notifications is not correct or not what you want to send, you, or someone with sufficient
permissions in the Stage environment, can modify the text of the templates in Admin. Here are instructions:
https://help.stage.usastaffing.gov/USAS/index.php?title=Editing a notification template

When ready, click the Send Notification button. Important Note: Before sending the notifications make sure
that all e-mail addresses in your applicant list are appropriate to send notifications to. Even in the Stage
environment, the system will send the notification letter when you press the Send Notification button. You will
not be able to recall these messages. It would not be appropriate to send letters to real applicants or agency
employees not involved in testing this site. Make sure any e-mail addresses that receive a notice are aware that
this is for practice only. If in doubt, skip this step. You will still understand how this process works by setting it up
to this point.

Now that the notices have been sent, the Touchpoint Notifications Sent section will update. If all applicants have
received a notification, the percentage will show 100% and the Send Remaining button will not display.
Repeat the process for any other types of notifications not yet at 100%.

This completes the lesson on creating a certificate.
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Notes for Referral

14 |Page



