VERSION 1001 = 02.06.2010

New System Features and
Enhancements

Vacancy

Assessment Information Page — The following date fields have been added to the
Assessment Information page. These dates will be used in the calculations for the Hiring
Timeliness reports as part of the End-to-End reporting:

* Date of Validation of Hiring Need — date the need to hire is validated. This
happens outside of the system when the hiring manager first establishes the need to
fill the position and the vacant position is confirmed. This is considered the
starting point of the 80-day time-to-hire calculation.

* Position Description Review Date — date the review of the position description is
completed for this hiring action.

* Job Anaysis/Assessment Confirmation Date — date the job analysis and
assessment is confirmed for use with this job announcement.
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Referral

Ordering Criteria Page — A new Refer Method, Selected Applicant Flags, was added to
the Merit Referral List and Non-Traditional certificate types. This new refer method
allows usersto create lists of candidates by identifying specific applicant flags associated
with that candidate' s record. Applicant Flags may be applied to candidates by linking
them to specific assessment questionnaire responses or by manually assigning them in the
applicant record. The Applicant Flag(s) selected on the Ordering Criteria page serve as a
filter for that list (shown below). Any eligible applicants marked with one of the flags
selected on the Ordering Criteria page will appear on the Stored List.

Stored List Page — A new page has been added to the Referral section named Stored
List. This new page will facilitate the process of reviewing applications and applying
qgualifications and eligibility decisions. Also, these changes to the Referral area
incorporate expanded functionality for utilizing Applicant Flags. Specifically, the system
will allow users to refer eligible applicants by possession of an applicant flag and
incorporate these flags in the application review process.
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The Stored List page displays the candidates that meet the criteria established on the
Ordering Criteria page. A tentative list of applicants is created when the Preview
Certificate button is selected. You can continue to use the Stored List page as you do
now by printing the ranking list, reviewing, and making eligibility determinations directly
in the applicant’s record. The new Stored List page provides added functionality that
allows users to perform several applicant maintenance functions directly from this screen.
Once users have refreshed and finalized the Stored List, they can select the Issue button
to create the certificate. Users will be able to perform the following applicant
maintenance functions from the Stored List page:

* Adjudicate Veterans Preference — clicking on an applicant’'s Veterans
Preference rating will take you to the Vet Preference page of the applicant’s
record where you can adjudicate the vet preference, Save the changes, and
click the Back button to return to the Stored List page. Click the Refresh
button for this change to take effect.

e Override Applicant Ratings — clicking on the override field next to an
applicant’s rating will allow you to apply an ineligible code. Please note that
any rating overridden in the Stored List page will affect an applicant’s
eligibility for that specialty and grade. Once you have overridden the
applicant’s eligibility for this specialty and grade and Save, the system will
automatically reload the Stored List page and that applicant will not longer
appear on the list. To revert the ineligible rating to its origina rating, the
Override box can be un-checked directly on the applicant’s record and the
applicant will be reverted to the original eligible record status code. When the
Refresh button is selected on the Stored List page, the applicant will be placed
back on thelist.
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* Adjudicate CTAP/ICTAP Eligibility — clicking on an applicant’s
CTAP/ICTAP rating will take you to the applicant’s Application Information
page, where you can adjudicate their eligibility, Save the changes, and click the
Back button to return to the Stored List page. You will then see the change
reflected on the Stored List.

e Based on your eligibility determinations Applicant Flags can be turned on or
off by checking or un-checking the boxes. This will not affect the applicant’s
assessment responses.

* View available supporting documents by clicking the 4 sign next to the
applicant’s name. You will then be able to open the documents in a new
window.

* Refresh list to apply changes such as, Vet Preference adjudication.

* |ssue Certificate — the system will automatically close the Stored List screen
and move the applicants to the Certificate page.

* Amend list to add or remove applicants from list — no change to the current
system functionality.

e Sort list by clicking on any column. For example, in the picture below the
Stored List is sorted by clicking the 30% Disabled applicant flag column.

* Return the list to certification order (if sorting was done) by clicking the Reset
Order button at the bottom of the screen.

* Print Ranking List — no change to the current system functionality.

* Batch Print Documents — no change to the current system functionality.
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Certificate Audit Page — The following date fields have been added to the Audit pagein
USA Staffing and the Agency Document Viewer (ADV) systems. These dates will be
used in the calculations for the hiring timeliness report as part of the End-to-End Hiring

Model:

* Tentative Offer — date that the tentative job offer is extended and a tentative
acceptance is made, pending favorable security review.

* Investigation Initiated — date that the security investigation is formally
initiated.

» Official Offer — date that the formal offer is made after either a successful
investigation or the agency makes an interim clearance decision while
investigation is pending. Thisfield was renamed from Job Offer Date.
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Administration/Reports

DEU Workload Report — Expanded functionality of DEU Workload Report to improve
accuracy by counting only competitive certificates, sort results by pay plan (NSPS vs.
non-NSPS), and sort results by ranking method (traditional rating vs. category rating).

*These enhancements are related to recent reporting requirements changes for our DoD customers.
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The following chart explains the various sorting functionalities for the DEU Workload
Report as well as their respective outputs if/when these sorting options are selected.

Functionality e
Soecie  Deserton

System will automatically separate and
compile relevant data fields for all

Output

Tota of 2 Sub-Reports

Produced:

Sort Resultsby | audited “ Competitive” certificates that "
- 1.  Competitive Non-
Pay Plan have a Career /Career Conditional, NSPS Activit
Term, or Temporary appointment type cuvity
’ . 2. 2. Competitive
by the advertised Pay Plan NSPS Activity
Total of 2 Sub-Reports
System will automatically separate and Produced:
compile relevant datafields for all o .
Sort Resultsby | audited * Competitive” certificatesthat | = COMPetitiveActivity

Ranking Method

have a Career/Career Conditional, Term,
or Temporary appointment type by the
Ranking Method utilized

Utilizing a Traditional
Ranking Method

2. Competitive Activity
Utilizing a Category
Rating Ranking Method

Sort Results by
Pay Plan

AND

Sort Results by
Ranking Method

System will automatically separate and
compile relevant data fields for all
audited “ Competitive” certificates that
have a Career/Career Conditional, Term,
or Temporary appointment type by both
the advertised Pay Plan AND the
Ranking Method utilized

Tota of 4 Sub-Reports
Produced:

1. Competitive Non-NSPS
Activity Utilizing a
Traditional Ranking
Method

2. Competitive Non-NSPS
Activity Utilizing a
Category Rating Ranking
Method

3. Competitive NSPS
Activity Utilizing a
Traditional Ranking
Method

4. Competitive NSPS
Activity Utilizing a
Category Rating Ranking
Method

Neither

*This will
remain the
system’s default
sorting option

System will automatically separate and
compile relevant data fields for all
audited “ Competitive” certificates that
have a Career/Career Conditional, Term,
or Temporary appointment type

Tota of 1 Report Produced:

1. Competitive Activity
* No distinctions will be
made regarding Pay Plan or
Ranking Method utilized
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80-Day Hiring Model Reports — Added the following new reports to the Reports >
Referral Area and the Administration > Exports Area. This functionality will become
available during the week of February 8, 2010.

e Office Timeliness Hiring
e Organization Timeliness Hiring

The Office Timeliness Hiring Report and the Organization Timeliness Hiring Report will
display the milestone dates for applicants marked as hired for an Office or Organization
respectively. Timelinessis measured in the number of calendar days between the Date of
Validation of Hiring Need and the Enter on Duty Date. The Report Criteria requires the
following fields:

e Job Release Type — select one or more of the following types: Competitive, Merit
Promotion, and/or Internal Merit Promotion.

e Appointment Type — select one or more appointment type(s) displayed here.

e Choose Date to Filter By — select one of the following dates to filter report by,
Tentative Offer, Official Offer, or Enter on Duty Date.

e Start — must select start filter date.
e End-—must select end filter date.

e Sort By —select one of the following sorting options, Customer, Filter Date, or
Last Name.
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The following is an example of the Office Timeliness Hiring Report. The top portion of
the report will summarize the report criteria used.

Office Timeliness Hiring Report Report Date: 1/28/2010

For Office of Personnel Management, Testing Office

Release Type = COMPETITIVE.MERIT, OFFICIAL is between 1/28/2010 and 2/1/2010, Appeintment Type = Careen/'Career Conditional,

Sorted by: CUSTOMER

Salectes Name Vaeaney ID Cartficate ID Val ofHAngNesd  Opening Date  lssuzDate  Tentatve Offer  Officlal Offer Time to Hire
(Cabendar Days)

Customer PP-Genes-Grade Posilion Titke Wacancy Created Closing Date Augit Date Inwstgin. Date Enter on Duty

Air Force Electronic Systems

SPAT, JACK. 108582 MT-10-5LM-0151250 1102108 0112510 01728110 U270 0120 52
‘A Foroe Elestronic Systems CS0201 08 FR Spec OIS0 260 TiZE0 TIZI0 [=LaHT
EIGHT. EHOLAY, 103582 MT-10-5LM0151350 110208 112510 0172510 01270 012810 52
‘At Foroa Electronic Systems 5020108 PR Spee TIZS10 TI7ZE0 TZE0 TVZI0 T0T0
MEADOWS, SHERRON, L 103577 MT-10-5LM0151450 0172810 0172810 01728110 01210 012810 5
‘i Force Electronic Syems G520 Testng 012820105LM 012810 [ TZE0 OUZE10 02010
MEADOWS, SHERRON. L 103475 MT-10-5LM-0149050 1212708 02210 01726110 0173010 o300 a7
‘i Force Electronic Systams G5-0001-12 g SN OTZI20T0 12110 [ e Tz [0

Customer Average 56.50

Total Office Average 56.50

Far Official Use Only Page 1 OF 1

The Time to Hire represents the number of calendar days between the Date of Validation of Hiring Need and the Enter on Duty Date.

Application Manager

Pending Error (PE) Records Correction — PE records occur mostly as a result of a
mismatch between the applicant’ s name and the SSN on record. We have applied a series
of editsto Application Manager which will help reduce the number of Pending Error (PE)
records created by account sharing and duplicate accounts. Once applicants are redirected
from USAJOBS to Application Manager, they will be presented with a new Welcome
screen as displayed below. Here applicants verify if they are logged into their account
and proceed with their application or go back to USAJOBS to create their own account.
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When the applicant proceeds to their application package they will no longer have the
ability to change their name on the Biographic Data page of the questionnaire. Instead
the system will display the Applicant’s Name at the top of the page and a new button
labeled Change Name will alow them to change their name.

If the Change Name button is selected, the system will present the following
warning/confirmation message. If the applicant proceeds to change their name, al
previously submitted applications will be changed with the new name.

“?) Changing your name will replace the names on all previously submitted applications. Are vou sure wou wank to do this?

l Ok H Cancel ]

The system will then require the applicant to enter their Social Security Number (SSN) to
confirm a name change in Application Manager. Once the SSN has been confirmed, the
Name fields will display for the applicant to enter the name change.
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System Corrections
Staffing Area

Announcement Locations — An edit was added to the "number of vacancies' area. The
edit of characters in the "number of vacancies' area is now limited to 4 characters such
as, 9999 or "Many". The maximum number of vacancies that USAJOBS will accept is
99909.

Reports Area

Customer Labels Report — Deleted Customers will no longer erroneously appear on this
report.

Administration Area

L ocations — Locations with a state code of AS (American Samoa), FM (Micronesia), MH
(Marshall Islands), and MP (Northern Marianas) would not show up in the nationwide
duty combo box when selecting those state codes. Due to alogic defect in the code, when
a user build a location with one of the 4 state codes, these USAJOBS locations did not
appear in the drop down nationwide list to map them to. This caused problems on
USAJOBS because it would be mapped incorrectly so applicants doing location searches
would never find the jobs.
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