USA Staffing’

Great Government Starts Here®

Referral Training Exercise 1: Key Entering an Applicant

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 key entering an applicant. Key entering an applicant requires you to have an
announcement that is complete and has been released to USAJOBS. If you already have an announcement that is ready,
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/USASUpgResCtr/index.php/USA Staffing Training Resources . You will
then need to complete the Request, Vacancy, Assessment, and Announcement exercises before proceeding with this
exercise.

My Request Number:

My Vacancy Number:

1. Go into 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. You can locate your request in the Requests tab of your dashboard. Once in your request, there is a
direct access link under the Vacancy Created section.
c. If you have recently gone into this Vacancy Number it will show up in your dashboard drop-down list.

2. 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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3. From the Applicant Overview page click Add Applicant.
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4. On the Add Applicant page type the first or last name of the applicant you will be adding or enter an e-mail

address. The system will search your organization for matches. Since we are creating a new test applicant, click
the Add New Applicant link at the bottom of the search results.

Add Applicant

Find Applicant

Jameson|

First Name Middle Name Last Name Suffix Email

Add New Applicant

a. Complete the Add Applicant page to create the applicant record. All fields on this page are required.
i. Select a Reason for Key Entering Application. Do not select Late since that will make the
applicant ineligible. All other options will allow you to create an active application.
ii. Complete First Name and Last Name fields.
iii. Use caution when entering an e-mail address. If you select a real e-mail address it may receive
applicant notifications so do not use a real applicant e-mail address.

iv. Make up the Month and Day of Birth and Last 4 digits of SSN fields.
v. Save when complete.

Add Applicant

Reason for Key Entering Application *
Reqular

First Name *
Lance

Last Name *

Jameson

Email *

Lanceamesong@iesiemail com

Manth and Day of birth in MM/DD format *
02

Last 4 digits of 55N *
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5. You will begin in the Application tab of the record. Complete all required fields on this page. Remember that this
page will contain different options depending on how the vacancy was established. When complete, Save.

USA Staffing’

VACANCY 100043632 ~

B Veisniy 1000431 B Ausrammend Packege

Announcement Questionnaire Responses (22 ltems)

Biographic Information g1

3 \ vt rice aend tyDe of dischaigel
Preferences i
Chooss Locetions
o ot b 1 st Vo sl s b
o ey oy ¢
#  douker w Uniked States Boulder County 0200013
so0 Antoni 1 Unked sta ar Cunit g
L v Uniked States skhax County 10900600

3|Page



6. Next complete the Assessment tab. Once complete, Save.

Staffing’

ACANCY 1000436

0 1usiciok enceen rimssahy Pamss mab el rearied

Assessment Questionnaire Responses (8 ltems)

Program Analyst 10004363 ¢

atio andfor eperivece that you possess thal

emaistrsbes your ablity to perfonm Progeam Ansbystwork ot

snpedience |emivabint bl lnsst the

e e
+ b managers,
2 fob anatyss, reswing apptos

S0 Lo o iy boarad
ties pravding HIt comsu ank/advisery sena
hutans; niduct

apervsors, erployees, and
aif

i or e (W acadenic ywars of oy
w pibical wciene, birine s adein

watherly higher level g

anagen

g lalsee relar

Wribe ML b

a1 mateials such as

1 hae education,

Bt had e it enthe

v s i

v oy by o i of senior sroplopee Lo et complisnce wilh proge: procsdan

s

8y and resrmally withool rrvies by & supervivar o senie smployes

® | s convdered an sxpert in pertn

i thit btk | have supervised parficmance of b bask or = normally B peson whe s consited by other worker to suist or

srvg Ehis bask hscmine of my sz

wiribe operational proceduces govern:ng recr

tment and clacement processes For an HE progeam oc office

harve et hise ¢ ducstion, b

sirsg, ¢ Eperience in porfarming this taik

e had scucation e trainiag in Biow bo perfarm Hls sk, But have ot et parfore

D pesfosired ik tank

ek ¢

P ved clovely

e torpliance wilh progs: pres e

Iaver e e i ek o

it of ok U

o cfcamed B mctenerdently

partarming this btk 1 huswe

rrally with wr v emplyee

rvised perfnrmance of thit bask - o narmelly te person wha i conmited by other workers b st o train

wing this batk becaine of my Facertise

Expilain aally how Hiz elated laws, regulntians, precedents, and practioes are applied oc isterpreted [e.g., 0 e

nt or rganizatinpal inguin that
sy harve Lol Impicstions)

e cbanilly

ol ui

D i ik Lank s el i of i ok Hhuve e Torimed I i

i revd

i PTET R —————

mance of Ehiu Lask o

Tl thor e rin whes . rasnes

£t an HR-relsted hriefing and/ar training workshop tailone

tn & specific sudinnce

I have no

had e:ducntion, braising o exserience i pertonming
1 have had ecucation e

k
nine in pesfiorming the ks, Bat have notvet performed it on the job
® | havee performed this task o

he job. 44 wark o thi

ervicor of sensor employee bo ensore compliance with proger

1 havee pra b Ehis Easik i m rioslas it of a jeds

e e

m Eoyde et a8 rpet 6 perbrerng this Lok

nelly e furrson wha o

B by ot wirker o sttt or rain e i seing this ba

v ob g age e

Consult with cent

smagers srelfor subject matter sxperts bo di

gies Fur & recrulbment o staffing initiative.

haree not

education, raming. of expenience in pertorming s tash

1 have had education o Bralning in how to perform

2k, but nave not yet performsed 1t o the jon
hawe pestormed this task on the job. 1y werk on 5

by 2y

ervisor or censor employee bo erduce Compllance with prog: p
ety and normaly wit

W 1 havve peafomaed Hii Lask a5 8 regulas it of & jobs |

Beviee by as0peVED B senio employee.

T ]

e

ik i e sty L vt s B vl by il Bt sl Am

i Herre e cisng Ehis Lok e of oty eaetine

Iematovs couse al action to sccoemmenste the re

sent fitalfieg needs of 8 ¢ustome,

had educabion, traising. o7 espes

ence in perborming bhis tash.
educabon oot

ikae) 1 B £ perform s tack, but have not et performed it on the job

have parfoamied ik task on the |ob. 1o wes

B 3 SUDETVET Or Sen'or BDLTYSE o ertave compilinge with proger procedires

It pes o i s s a regulas part of & jobe Ehive el

imepecdel

8y and e Tl ittt eevienn Ly @ Supervisor o sénss enployee.

skl e sl B

Lk Lo aume o sty wagoibine.

ally P fomvs o wehas

1 Hhit bk Bt oy e tine:

4|Page



7. Next you will need to upload documents to the applicant record. To do this, click the Documents button at the
top of any page in the applicant record.
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8. Use the Choose File button to browse to locate a test document. Note: Use caution when uploading test
documents to the Stage environment of USA Staffing. Since this is a test site, do not upload any documents that
contain Personally Identifiable Information (PIl) or sensitive data.

a. The File Name will automatically populate based on the file you select.

b. Select a Document Type from the drop-down list.

c. Check the Show to Hiring Managers box if you want this document to be viewable by the Hiring
Manager when you send the certificate for review.

d. When ready, press the Upload button.

e. To exit the Documents area, click the Documents button again.
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This concludes the lesson on Key Entering an Applicant.
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