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APPENDIX B – SAMPLE ASSESSMENT TEXT FILE 
Management Analyst (Business Advisor) 
GS-0343-9/11 
 
FACTOR: Minimum Qualifications 

1. For the GS-09: Do you have at least one year of specialized experience at or equivalent to 
the GS-07 grade level or pay band in the Federal service? Specialized experience is 
defined as experience that is in or directly related to the line of work of the position and 
has equipped you with the particular knowledge, skills, and abilities to perform 
successfully the duties of the position. Specifically you must have experience analyzing 
business management activities; experience presenting reports to management on 
findings and making recommendations for solutions; knowledge of the methods and 
sources for gathering and analyzing data and information on the internal environment, 
market conditions, and best practices; knowledge of a wide range of management 
theories, and business management concepts, principles, and practices; skill in the use of 
Microsoft Excel to manage information; or master’s or equivalent graduate degree or 2 
full years of progressively higher level graduate education leading to such a degree or 
LL.B. or J.D., if related. 

A. Yes 
B. No 

 
2. For the GS-11: Do you have at least one year of specialized experience at or equivalent to 

the GS-09 grade level or pay band in the Federal service? Specialized experience is 
defined as experience that is in or directly related to the line of work of the position and 
has equipped you with the particular knowledge, skills, and abilities to perform 
successfully the duties of the position. Specifically, you must have experience assisting 
management in the design and implementation of business plans that focus on areas of 
marketing, sales, client relationship management, infrastructure, meeting success 
measures, and implementing key improvement initiatives; experience providing 
consultative services to assist managers in identifying, defining and solving business 
problems; experience developing and analyzing stakeholder relationships and action 
planning to meet the organization's customer satisfaction targets; knowledge of program 
analysis and evaluation techniques applied in strategic planning, business planning, and 
best practices in business operations; or Ph.D. or equivalent doctoral degree or 3 full 
years of progressively higher level graduate education leading to such a degree or LL.M., 
if related. 
 

A. Yes 
B. No 

 
FACTOR: Knowledge of a wide range of management theories, and business management 
concepts, and principles. 
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INSTRUCTIONS: For each task in the following group, choose the statement from the list below 
that best describes your experience and/or training. Darken the oval corresponding to that 
statement in Section 25 of the Qualifications and Availability Form C. Please select only one 
letter for each item: 
 

A- I have not had education, training or experience in performing this task. 

B- I have had education or training in performing the task, but have not yet performed it 
on the job. 

C- I have performed this task on the job. My work on this task was monitored closely by 
a supervisor or senior employee to ensure compliance with proper procedures. 

D- I have performed this task as a regular part of a job. I have performed it independently 
and normally without review by a supervisor or senior employee. 

E- I am considered an expert in performing this task. I have supervised performance of 
this task or I am normally the person who is consulted by other workers to assist them in 
doing this task because of my expertise. 

3. Provide advisory services for the development, and implementation of business plans that 
focus on marketing, sales, client-relationship management, infrastructure, meeting-
success measures, and implementing key improvement initiatives. 

 
4. Establish and maintain effective customer relationships in a business environment to 

facilitate strategic goals, programs and organizational performance. 
 

5. Collaborate effectively with personnel internal and external to an organization in order to 
accomplish work assignments. 

 
FACTOR: Knowledge of the concepts, techniques and methodologies of management analysis. 
 

6. Makes detailed analyses and studies of operational business activities, including 
procedures to identify and resolve problems. 

 
7. Analyze and evaluate the effectiveness of program operations in meeting established 

goals and objectives. 
 

8. Gather and analyze data to determine cost-effective methods to achieve identified 
business goals. 

 
9. Use various methods to gather, analyze and evaluate information regarding business 

management functions, processes and principles. 
 

10. Prepare recommendations for improving processes and procedures based on customer 
requirements and/or preferences. 
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11. Makes recommendations that may involve procedural modifications to increase 
effectiveness of existing programs, systems or actions required to process new and 
unanticipated workloads. 

 
12. Develops and presents reports to management on findings and conclusions about 

problems studied. 
 

13. Use Microsoft Excel to create, edit, retrieve, or manipulate data, files, or other 
information. 

 
14. Apply project planning and project management techniques and practices. 

 
FACTOR: Ability to provide customer service and work with senior level management. 
 

15. Advises and supports middle and senior level management carrying out various 
management-related processes. 

 
16. Provides timely, professional customer service. 

 
17. Provide technical advice and guidance to managers and employees on all phases of 

program operations. 
 
FACTOR: Ability to communicate both orally and in writing. 
 

18. Communicate effectively in order to establish relationships, obtain information; prepare, 
present, explain, justify, and influence the acceptance of findings, reports, and 
recommendations. 

 
19. Express information (e.g., ideas and facts) to individuals or groups, effectively taking into 

account the audience and nature of the information (e.g., technical, sensitive, 
controversial. 

 
20. Formulate written products in a suitable form for top level policy decisions. 

 
21. Prepares concise, well-reasoned, analytic reports and makes presentations to and 

conducts briefings for management and policy officials. 
 

22. Make clear, convincing oral presentations. 
.
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APPENDIX C – NOR MESSAGE CODES 
Code Description 

EL You are eligible for this specialty and grade. 
ER Your eligibility for this grade is for research positions only. 
ES You are eligible for this specialty and grade based on your claim that 

you will complete the required education in the near future. If you are 
selected for a position, you may not begin work until you prove to the 
hiring agency that you have completed your education. 

IA You did not pass the written test. 
IAM Ineligible – Application Missing  

(As advertised, applications received without all completed forms will 
not be considered.) 

IB You are not qualified for this specialty at the grade/salary level that you 
desire. You may want to reapply for consideration for positions at 
lower grade levels. 

IC Your application does not show that you meet the minimum 
training/education requirements for this specialty and grade. 

ID You do not meet the minimum education and or experience 
requirements for this specialty and grade. 

IE Your application does not show that you have the length of specialized 
experience needed for this specialty and grade. 

IF Your application does not show that you have the required level of 
knowledge, skills, and abilities for this specialty and grade. 

IFAA To be considered for this position, an applicant must attain a passing 
score on our online assessment tool. Unfortunately, you did not receive 
a passing score on the assessment. 

IFM Ineligible – Forms Missing 
(You did not submit the required forms as specified in the 
announcement.) 

IG You did not respond to official correspondence. 
IH Civil Service competitive examinations are open only to citizens and 

nationals of the United States of America. Federal agencies can hire 
non-citizens under certain conditions. Further information regarding 
 
employment of non-citizens is available at www.usajobs.gov under 
Frequently Asked Questions (FAQ) and How to Apply. 

IJ Your application does not show that you meet the minimum age 
requirements for this position. 

IK Your application shows your age exceeds the maximum limits 
established for this position. 

IM You did not take the test required for this specialty and grade. 
IO No determination of your eligibility could be made because you left the 

exam room without completing the written test. 

http://www.usajobs.gov/
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Code Description 
IP You did not pass the oral interview required for this specialty and 

grade. 
IQ Your application does not show that you possess the license required 

for this specialty and grade. 
IRM Ineligible – Resume Missing (You did not submit the required resume 

as specified in the announcement.) 
IS You did not obtain a sufficiently high score on the written test. 
IW Your application does not show that you have the required specialized 

skills needed for this specialty and grade. 
IX Your eligibility for this occupational specialty and grade has been 

inactivated at your request. 
IY Your application does not show that you have the required typing 

and/or stenography skills needed for this position. 
IZ We cannot establish your eligibility for this specialty and grade because 

we are closed to receipt of new applications at this time. 
MB Your rating includes 5-point vet preference. To receive 10 points 

preference you must submit a Standard Form 15 along with the required 
proof. The forms are available from your OPM Service Center. When 
proof is received, you will be notified that 5 additional points have been 
added to your rating. 

MC The results shown on the enclosed Notice reflect the highest scores you 
have achieved on the written test you have taken for this occupation. 

MD The information shown on this Notice supersedes all information you 
received in earlier Notices from this examining office for this 
occupation. 

MG You selected one or more geographic codes that were closed at the time 
you applied. The geographic codes shown on the enclosed Notice are 
the open locations you selected. 

MK The results shown on the enclosed Notice reflect the most recent scores 
you have achieved on the assessments for this position. 

ML Your rating(s) takes into account your claim of superior academic 
achievement for your undergraduate coursework. Should you be 
selected for a position, you will be required to provide the hiring 
agency with the proof of your superior academic achievement before 
you report to work. 

MM You are eligible based on your indication that you will complete the 
required education in the near future. If you are selected for a position, 
you may not begin work until you prove to the hiring agency that you 
have completed your education. 

MN The change(s) you requested has been made and incorporated into your 
record. 

MO Some Federal jobs for this occupation are filled by direct application to 
the hiring agency. To find out which agencies are accepting 
applications, contact the USAJOBS Web site at: 
http://www.usajobs.gov 

http://www.usajobs.gov/
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Code Description 
MR Your application indicates that you will not accept the salary for this 

specialty at this grade. We have rated your application for the highest 
open grade associated with this specialty. 

NR We have not reviewed your qualifications for this specialty and grade. 
However, we have accepted your application and will review it when a 
job exists which matches your availability and skills. If upon later 
review we find that you are ineligible, we will notify you. 
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APPENDIX D – OPM FORM 1203-FX 
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APPENDIX E – LIST OF RECORD STATUS CODES 
These are the Record Status Codes for applicant records in USA Staffing. 
 

Code Description 
AA Eligible for Certificate, and not currently out on any 

certificate/referral list 
AC On Career Certificate 
DP Duplicate Processed 
DU Duplicate Unprocessed 
EX Eligibility Expired 
HA Hired from a Temp/Term Certificate 
HC Hired from a Temp/Term Certificate and on a Career Certificate 
HH Hired from a Career Certificate 
IN Ineligible for Certificate 
PE Pending Error correction in the Applicant Record 

PF 

Pending Form. This means that one or more required documents 
were not received, or are mismatched. You can view documents 
received by checking the Supporting Documents page in the 
Applicants record. The Mismatched Documents page contains 
faxed applicant documentation that could not be matched to an 
applicant record. 

PI 

Pending Rating. Code is used internally and should not appear 
when viewing a record. If it does appear, it means an automated 
process failed and the reason needs to be determined by a 
technician. Submit a ticket to the Help Desk. 

PJ 

Pending Assessment Component Review. There is an error in 
one of the assessment components – probably the rating criteria 
for the questionnaire. To clear this code, you must fix the error 
in the assessment component. Then re-rate the applicants who 
have the PJ code. 
Example: The VIN is for grades 9, 11, and 12. The Assessment 
Plan is constructed in such a manner that an applicant is rated 
qualified for grade 9 and 12, but unqualified for grade 11. The 
system detects this as a condition that does not make sense, and 
codes the record as PJ to alert you. 

PL 

Pending Additional Components. This means that one or more 
required assessments have not been completed or the results 
have not been properly matched with the applicant record. To 
clear this code, enter ratings for all required assessments and/or 
clear any mismatches that appear on the Mismatched 
Assessment page. If a manual rating is involved, you must enter 
the rating on the Assessments of the Applicant page. 
For more details, see Assessment Matching. 
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Code Description 

PQ 
Pending Quality Review. To clear this code, review the 
application as appropriate, and then select Re-rate in the 
applicant’s record. 

PR Pending Rating User Initiated (This code is not used in USA 
Staffing for the Web, effective August 2004.) 

SS Suspended Status 
TA On a Temp/Term Certificate 
TC On a Temp/Term Certificate and on a Career Certificate 
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APPENDIX F – CONFIGURATION CHOICES BY CATEGORY 
The sections below provide details on the configuration choices you can make in each Category 
and how they affect system processes. 
 
Applicants 

In the Applicants category, the configurations apply to all Vacancies (Staffing Actions) for the 
Organization, Office, Customer, or Vacancy indicated by the Preference Level. 

Description of Configurable Item Values Accepted Results 

At which level do you wish to apply 
Veterans’ Preference adjudication? 

Application (Vacancy)  
  
  
Applicant 
(Organization) 

Requires veterans’ preference 
adjudication for each vacancy. 
 
Requires initial veterans’ 
preference adjudication to all 
subsequent vacancies across the 
Organization. 
 

Enter the maximum number of geographic 
locations allowed per application. 

Unlimited 
– OR – 
1–20 

This value sets the limit on the 
number of locations for which an 
applicant may apply on a given 
application. 

Require responses to all assessment 
questions? 

Yes/No When Yes is selected, all 
assessment questions will be 
mandatory and applicants will 
not be able to submit their 
application unless they have 
responded to all questions. Note: 
This configuration should not be 
used for vacancies containing 
Administrative Careers with 
America (ACWA) assessments 
since applicants must be 
permitted to skip questions in 
this particular assessment 
questionnaire type. Agencies 
with the authority to administer 
ACWA assessments in their USA 
Staffing office(s) should ensure 
this configuration is set to No at 
the Vacancy preference level for 
ACWA vacancies. 
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Archive 

In the Archive category, the configurations apply to Merit Promotion Vacancies (Staffing 
Actions) for the Organization, Office, Customer, or Vacancy indicated by the Preference Level. 

Description of Configurable Item Values Accepted Results 

Enter the number of months that Merit 
Promotion VINS should be retained before 
being purged. The value entered must be 1 
through 999. 

1-999 Indicates the number of months 
Merit Promotion VINs will be 
retained in the Archive database 
before being purged from USA 
Staffing. This does not apply to 
VINs marked as Under Litigation 
in the Vacancy area. 

 

Assessment 

Description of Configurable Item Values Accepted Results 

Enable questions with multiple response 
selections. 

Yes/No When Yes is selected the agency 
can use Multiple Answer 
Multiple Response questions in 
their Assessments. 

 

Batch Print 

In the Batch Print category, the configurations apply to all resumes and supporting documents of 
applicants in the USA Staffing system. 

Description of Configurable Item Values Accepted Results 

Indicate the number of pages in a Batch 
Print file 

50 
100 
150 
200 

Controls the print file sizes. 
(Users will receive an email with 
report retrieval instructions.) 
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Correspondence 

In the Correspondence category, the configurations apply to all correspondence letters generated 
by USA Staffing for the Organization, Office, Customer, or Vacancy indicated by the Preference 
Level. 

Description of Configurable Item Values Accepted Results 

Enter the number of days after receipt of 
application to generate the first notice to 
submit missing application materials. 

Do not generate. 
– OR – 
The number of days 
elapsed before letter is 
produced. 

Produces a first applicant notice 
requesting applicants to complete 
the application process by 
submitting the required 
documents, e.g., resume, 
transcripts, vet preference (DD-
214), etc. 

Enter the number of days after receipt of 
application to generate the second notice 
to submit missing application materials. 

Do not generate. 
– OR – 
The number of total 
days elapsed since 
receipt of application 
before the second letter 
is produced. 

Produces a second applicant 
notice requesting applicants to 
complete the application process 
by submitting the required 
documents, e.g., resume, 
transcripts, vet preference (DD-
214), etc. 

Enter the number of days after receipt of 
application to generate the final notice to 
submit missing application materials. 

Do not generate 
– OR – 
The number of total 
days elapsed since 
receipt of application 
before the last letter is 
produced. 

Produces a third and final 
applicant notice requesting 
applicants to complete the 
application process by submitting 
the required documents, e.g., 
resume, transcripts, vet 
preference (DD-214), etc. 
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Rating 

In the Rating category, the configurations apply to all Vacancies (Staffing Actions) for the 
Organization, Office, or Customer indicated by the Preference Level. Users should not alter the 
default Rating values without consulting with technical support. 

Description of Configurable Item Values Accepted Results 

In what order should USA Staffing apply 
screen-outs when a test is involved? (IJ = 
Failed Minimum Age, IK = Failed 
Maximum Age, IA =Failed Written Test) 

IJ, IA, IK 
IK, IA, IJ 
IJ, IK, IA 
IA, IJ, IK 
IA, IK, IJ 
IK, IJ, IA 

When the screening process 
includes a minimum age, a 
maximum age, and a test, this 
configuration determines which 
one code will show up on a 
Notice of Results (NOR) for an 
ineligible applicant. 
Practical applications for this 
feature include scenarios like 
these: 
If an applicant is found to be 
under the minimum age and also 
fails the test, IA would be the 
preferred NOR code because 
although the applicant may 
eventually reach the qualifying 
minimum age, they cannot 
qualify until they pass the test. 
If an applicant is over the 
maximum age and fails the test, 
IK is the preferred NOR code 
because, although they may want 
to re-take the test, they will never 
be eligible because they are 
already over the age limit.  

Choose a rating range Default 
ALJ 

Used exclusively for 
Administrative Law Judge 
positions 

For multiple-grade VINs, allow applicant 
ratings to be higher at the higher grade 
level(s) than at the lower grade level(s). 

Yes/No This feature is only accessible in 
USA Hire vacancies 
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Referral 

In the Referral category, the configurations apply to all Vacancies (Staffing Actions) for the 
Organization, Office, Customer, Vacancy or Certificate indicated by the Preference Level. 

Description of Configurable Item Values Accepted Results 

Enter the number of days for the default 
time standard of auditing returned 
certificates. 

1–30 days Controls the number of days 
before a certificate is due for 
audit. 

Enter the number of days for the default 
time standard of returning certificates. 

Numeric value 
representing the number 
of days 

Controls the number of days 
within which a certificate must 
be returned from the hiring 
official. 

Enter the number of days after a request is 
received that certificates should be issued. 

Numeric value 
representing the number 
of days 

Controls the number of days 
before a certificate is considered 
delinquent for reporting 
purposes. 

Use office category rating set to define 
vacancy categories for all competitive 
vacancies? 

Yes/No Pre-populates categories for 
Competitive vacancies when Yes 
is selected. 
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Reports 

In the Reports category, the configurations apply to all Vacancies (Staffing Actions) for the 
Organization, Office, Customer, Vacancy, or Certificate indicated by the Preference Level. 

Description of Configurable Item Values Accepted Results 

Enter the mailbox address for applicant 
replies to emailed correspondence 

Valid email address Notifies agency of undeliverable 
email notifications to applicants. 

Send Acknowledgement Email to 
applicants? 

Yes 
No 

Permits notification to applicants 
after completing the online 
questionnaire. 

Enter the number of days past to purge 
stored reports and stored exports. 

Numeric value 
representing the number 
of days 

Controls the number of days 
before stored reports and stored 
exports are purged. 

Indicate which rating or score to display 
on applicant Notification Letters. 

None 
Raw Score 
Minimum Qualifications 
Rating 
Augmented Rating 

Controls the display of applicant 
rating(s) on Notification Letters. 

Display applicant address and phone 
number on the Ranking List? 

Yes 
No 

Controls the display of applicant 
address and phone number on the 
Ranking List. The certificate 
selection criterion determines the 
address displayed. 

Tag name request on certificates? Yes 
No 
  

Controls the display of “Name 
Request” title on the certificate 
under the name of the requested 
applicant. 

Display the name of selectee(s) on 
Disposition Letter for Merit Promotion 
Certificates? 

Yes 
No 
  

Permits the name of selected 
applicant(s) to display on 
Disposition Letters sent to non-
selected applicants. 

Indicate which rating or score to display 
on applicant Referral Letters. 

None 
Augmented Rating 
Minimum Qualifications 
Rating 
Raw Score 

Controls the display of applicant 
rating(s) on Referral Letters. 

Which envelope to be used for applicant 
correspondence? (This affects page 
layout. See Help.) 

OPM CON 158-89-6 
WE 14075 

Determines layout of reports 
mailed in window envelopes. 

Hide referral information statement and 
body text on disposition letters when MI 
audit code is used 

Yes 
No 

Yes—when this configuration is 
set to Yes, the system will hide 
the following information on 
disposition letters of applicants 
coded as MI: Referral Type, 
Appointment Type, 
Specialty/Grade, Promotion 
Potential, and Locations.  
No—when this configuration is 
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set to No, the system will show 
the following information on 
disposition letters of applicants 
coded as MI: Referral Type, 
Appointment Type, 
Specialty/Grade, Promotion 
Potential, and Locations. 
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Selection Manager 

In the Selection Manager category, the configurations apply to all questionnaire responses of 
applicants certified for a particular VIN in the USA Staffing system. 

Description of Configurable Item Values Accepted Results 

Display Narrative Responses in Selection 
Manager 

Yes 
No 

Permits the Selection Manager 
user to view and print applicants’ 
narrative responses to the 
assessment questionnaire. 

Display Questionnaire Responses in 
Selection Manager 

Yes 
No 

Permits the Selection Manager 
user to view and print the 
applicants’ responses to the 
assessment questionnaire (not 
including the narrative 
responses). 

Designate Which USA Staffing User Will 
Appear as a Help Contact for Certificate 
Notifications 
 

User Who Issued the 
Certificate 
User Who Created the 
Certificate Ordering 
Criteria 
Announcement Internal 
Contact 
Announcement 
External Contact 
Do Not Include 
Contact in Message 

The name of the user selected 
in this configuration item will 
be included in the certificate 
notification email sent to 
selecting officials. For 
example, if you need 
additional information 
concerning the list of 
applicants or selection 
procedures, contact Dennis 
Harp (202) 606-0000. 

Designate Which USA Staffing User Will 
Receive Notification That a Certificate Has 
Been Returned 

User Who Issued the 
Certificate 
User Who Created the 
Certificate Ordering 
Criteria 
Announcement Internal 
Contact 
Announcement 
External Contact 

The user selected for this 
configuration item will receive 
an email notifying them when a 
certificate is returned to HR for 
audit. 

Designate Number of Days After Which 
Past Due Certificates are Recalled from 
Selection Manager 

1, 2, 3, 4, 5, 7, 30, 60, 
90, 120, 180, and 365. 

This value controls the number 
of days before a past due 
certificate is removed from 
Selection Manager. After the 
specified number of days, past 
due certificates will no longer be 
available in Selection Manager. 
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APPENDIX G – TAG DESCRIPTIONS 

TAG Type Text Displayed TAG Description 

Accepted/Required Docs 

All applicants are required 
to submit the following 
supporting document 
type(s), e.g., Resume. 
Applicants may also submit 
the following supporting 
document type(s), which 
may not be required for all 
applicants, e.g., Transcript. 

This TAG will indicate the 
accepted and/or required 
documents based on the 
selections made on the 
Vacancy>Supporting Documents 
page. 

Agency URL 

This TAG displays the text 
hyperlinked to the agency 
Web site, e.g., PBGC is 
dedicated to protecting 
America’s pensions 

This TAG links users to the URL 
on the Announcement> 
Announcement page. 

Announcement Number 

This TAG displays the 
announcement number, e.g., 
PBGC-173460-PN. 

This TAG refers to the 
Announcement No item on the 
Announcement>Announcement 
page. 

Appointment Type 

This TAG displays the 
appointment type, e.g., 
Career/Career Conditional. 

This TAG refers to the 
Appointment Type item on the 
Announcement>Announcement 
page. 

Beginning Grade 

This TAG displays the 
number of the starting grade. 
For instance, GS-7 is 
displayed as “07.” 

This TAG refers to the lowest 
grade checked on the 
Announcement>Specialty/Grade 
page. 

Beginning Salary 
This TAG displays the 
minimum salary in currency 
format, e.g., $60,000.00. 

This TAG refers to the Minimum 
Salary item on the Vacancy> 
Position Information page. 

Closing Date 

This TAG displays the 
closing date in day of the 
week, month, day, and year 
format, e.g., Wednesday, 
December 15, 2010. 

This TAG refers to the Closing 
Date item on the 
Announcement>Announcement 
page. 

Contact Email 

Displays the email address 
of the external contact on the 
announcement. 

This TAG refers to the email 
address listed on the User Record 
on the Administration>User 
Maintenance>User Edit page. 

Contact Name 
Displays the full name of the 
external contact on the 
announcement. 

This TAG refers to the name 
listed on the User Record on the 
Administration>User 
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TAG Type Text Displayed TAG Description 

Maintenance>User Edit page. 

Contact Phone 

Displays the phone number 
of the external contact on the 
announcement. 

This TAG refers to the phone 
number listed on the User Record 
on the Administration>User 
Maintenance>User Edit page. 

Customer 

Displays the customer name 
as indicated on the 
Announcement page. 

This TAG refers to the customer 
name indicated on the 
Announcement>Announcement 
page. 

Customer Address 

Displays the customer’s 
address, including street, 
city, state, and zip code, 
e.g.,1200 K Street NW 
Washington, DC 20005 

This TAG refers to the address 
listed on the Customer Record on 
the Administration> 
Customer Maintenance> 
Customer Edit page. 

Customer Phone Number 

Displays the customer's area 
code and phone number. 

This TAG refers to the phone 
number listed on the Customer 
Record on the 
Administration>Customer 
Maintenance>Customer Edit 
page. 

Duty Locations 

This TAG displays duty 
locations and number of 
vacancies as indicated on the 
Location menu item. 

This TAG indicates the duty 
locations listed on the 
Announcement>Locations page 
when the Show Selected 
Locations Only box is checked. 

Ending Grade 

Displays the number of the 
maximum grade. For 
instance, GS-7 is displayed 
as “07.” 

This TAG refers to the highest 
grade checked on the 
Announcement> 
Specialty/Grade page. 

Ending Salary 
Displays the maximum 
salary in currency format, 
e.g., $90,000.00. 

This TAG refers to the Maximum 
Salary item on the Vacancy> 
Position Information page. 

Link to Full Questionnaire 

Displays the following: 
View Occupational 
Questionnaire. 

This TAG links users to the text 
of the entire occupational 
questionnaire in Application 
Manager. 

Link to Questions Only 
Displays the following: 
View Assessment 
Questions. 

This TAG links users to the 
assessment questions in 
Application Manager. 

Number of Questions 
This TAG displays the 
number of assessment 
questions. 

This TAG does not function at 
this time. 

Office This TAG displays the 
office name. 

This TAG refers to the office 
name indicated on the Office 

https://applicationmanager.gov/Questionnaire.aspx?ID=2960950&PreviewType=Questionnaire
https://applicationmanager.gov/Questionnaire.aspx?ID=2960950&PreviewType=Questionnaire
https://applicationmanager.gov/Questionnaire.aspx?ID=2960950&PreviewType=Assessment
https://applicationmanager.gov/Questionnaire.aspx?ID=2960950&PreviewType=Assessment
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TAG Type Text Displayed TAG Description 

Record on the Administration> 
Office Maintenance>Office Edit 
page. 

Office Address 

This TAG displays the 
office address, including 
street, city, state, and zip 
code,  
e.g., 1200 K Street NW  
Washington, DC 20005 

This TAG refers to the address 
listed on the Office Record on the 
Administration>Office 
Maintenance> Office Edit page. 

   

Opening Date 

This TAG displays the 
opening date in day of the 
week, month, day, and year 
format, e.g., Wednesday, 
December 15, 2010. 

This TAG refers to the Opening 
Date item on the Announcement> 
Announcement page. 

Organization 

This TAG displays the 
Organization name. 

This TAG specifies the 
organization listed on the Office 
Record on the 
Administration>Office 
Maintenance>Office Edit page.  

Pay Plan 
This TAG displays the Pay 
Plan, e.g., GS. 

This TAG indicates the pay plan 
selected on the Vacancy>Position 
Information page. 

Position Title 

This TAG displays the 
position title, e.g., Auditor. 

This TAG shows the text typed in 
the Position Title box on the 
Vacancy>Position Information 
page. 

Promotion Potential 

This TAG displays the 
promotion potential. For 
instance, GS-12 is displayed 
as “12.” 

This TAG indicates the number 
typed in the Promotion Potential 
Grade box on the 
Announcement> 
Specialty/Grade page. 

Salary Period 

This TAG displays the 
salary payment frequency, 
e.g., Annually. 

This TAG refers to the selection 
made from the Salary box on the 
Vacancy>Position Information 
page. 

Series 

This TAG displays the four 
digit occupational series, 
e.g., 0511. 

This TAG indicates the series 
selected on the Announcement> 
Specialty/Grade page. 
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TAG Type Text Displayed TAG Description 

Text-Questionnaire 

This TAG displays the full 
questionnaire text in the 
body of the vacancy 
announcement. 

The source of this TAG is the 
questionnaire on the 
Announcement>Questionnaire 
page. 

VacancyID 

This TAG displays the 
vacancy identification 
number. 

This TAG refers to the number 
located under VacancyID on the 
Vacancy>Position Information 
page. 

Work Schedule 

This TAG displays the work 
schedule type, e.g., Full 
Time, Part Time, Shift 
Work, etc. 

This TAG indicates the work 
schedule selected on the 
Announcement> 
Announcement page. 
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APPENDIX H – USA STAFFING® ACTION TRIGGERS FOR 
STATUS UPDATES ON USAJOBS 
Notification touch points 
 

Status Title USA Staffing Trigger Status Definition 

Received 

Application is submitted and 
rated by USA Staffing. The 
application’s Record Status Code 
(RSC) changes to something 
other than PF. 

Application “package” is 
complete. Questionnaire and 
“required” documentation is 
received. 

Application Incomplete 

Application is started but not 
submitted (PC status) or 
application is submitted but 
missing required documents (PF 
status). 

Application “package” has not 
been completed. Applicant failed 
to complete electronic process or 
did not submit “required” 
documentation e.g., resume, 
transcripts, etc. 

Application Status Not Available 

Applicants have not completed 
the transition from USAJOBS to 
Application Manager. 

Applicants have not transitioned 
to Application Manager to begin 
the application process, therefore 
no applicant record has been 
established. 

Not Referred t 

When Notification Letters or 
Referral Letters are sent, those 
applicants who were eligible for 
consideration but not referred to 
the selecting official will receive 
this status. 

Applicant meets minimum 
qualification requirements but is 
not determined to be among the 
best qualified, so is not referred 
for selection consideration. 

Referred  

When Notification Letters or 
Referral Letters are sent, those 
applicants who have been 
referred to selecting official will 
receive this status. 

Applicant’s name was referred to 
the selecting official for further 
consideration. 

Ineligible – “Who May Apply” 
Requirements Not Met 

When Notices of Results 
(NORs), Notification Letters, or 
Referral Letters are sent, those 
applicants with a Record Status 
Code of IN and an ineligible 
code of IH (Non-Citizen) will 
receive this status. 

Applicant successfully applied 
but is a non-U.S. citizen. This 
code would only apply if the 
citizenship was collected in the 
application process and required 
for the position. 

Minimum Qualification 
Requirements Not Met 

When NORs, Notification 
Letters, or Referral Letters are 
sent, those applicant with a 
Record Status Code of IN and 
any of the following ineligible 
codes will receive this status: IA, 
IB, IC, ID, IE, IF, IJ, IK, IQ, IW, 

Applicant does not meet the 
qualification requirements of the 
position: lacking education, 
specialized experience, age, test 
results, area of consideration, 
time in grade, etc. 
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Status Title USA Staffing Trigger Status Definition 
or IY. 
 
Applicants with a Record Status 
Code of IN and any of the 
customized Organization or 
Office specific ineligible codes 
applied to their record will also 
receive this status. 

Ineligible – Application 
Incomplete 

When NORs, Notification 
Letters, or Referral Letters are 
sent, those applicants with a 
Record Status Code of IN and 
any of the following ineligible 
codes will receive this status: 
IAM, IFM, or IRM. 

Applicant failed to submit 
“required” documents. 

Not Hired 

When Disposition Letters are 
sent after certificate is audited, 
applicants with a Record Status 
Code of AA, IN, or SS will 
receive this status. 

Certificate audit indicates 
applicant was not selected and 
was not referred on any 
additional certificates. 

Hired 

When Disposition Letters are 
sent after certificate is audited, 
applicants with a Record Status 
Code of HA, HC, or HH will 
receive this status. 

Certificate audit indicates 
applicant was selected with a 
return status of Hired. 

Declined Appointment 

When Disposition Letters are 
sent and the applicant is audited 
as Declined and the Record 
Status is set to Inactive, 
applicants will receive this status. 

Applicant was offered the 
position but declined the offer. 

 



 

 

APPENDIX I – USA STAFFING® REFERENCES 
USA Staffing URLs: 

• Live USA Staffing : https://usastaffing.opm.gov 

• Live Selection Manager: https://selectionmanager.usastaffing.gov 

• Training USA Staffing: http://usastraining.opm.gov 

• Training Selection Manager: http://usastaffing2.opm.gov/ 

• Fax Cover Sheet: http://staffing.opm.gov/pdf/usascover.pdf 

• Occupational Questionnaire – OPM Form 1203-FX: 
http://www.opm.gov./forms/pdf_fill/OPM1203fx.pdf 

• USA Staffing Help Desk (FootPrints): https://eshelp.opm.gov 

• USA Staffing Resource Center: 
http://help.usastaffing.gov/USAStaffing/index.php/USA_Staffing_Resource_Center 

• USAJOBS URL to locate job announcements (including Internal Merit Promotion): 
http://www.usajobs.gov/GetJob/ViewDetails/XXXXXXXXX 

o XXXXXXXXX is the Control Number for the vacancy announcement that the user 
received when the vacancy was released to USAJOBS. 

Fax Numbers: 

• Fax Number for applicant documentation: 1-478-757-3144 

Questions/Comments: 

• You may contact the USA Staffing Help Desk via FootPrints, https://eshelp.opm.gov. To 
access FootPrints initially, you will need to create an account by selecting the New Users: 
Sign Up Here link and filling out the New User Registration information. When you create a 
Footprints account, enter your email address in lowercase only. 

https://usastaffing.opm.gov/
https://selectionmanager.usastaffing.gov/
http://usastraining.opm.gov/
http://usastaffing2.opm.gov/
http://staffing.opm.gov/pdf/usascover.pdf
http://www.opm.gov./Forms/pdf_fill/OPM1203fx.pdf
https://eshelp.opm.gov/
http://help.usastaffing.gov/USAStaffing/index.php/USA_Staffing_Resource_Center
https://eshelp.opm.gov/
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