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SECTION 3 — ADMINISTRATION

Administration Overview

Template Libraries
Maintenance
Preferences

Data Retrieval

The Administration area of USA Staffing contains the following sections, each of which enables
system configurations to meet the agency’s needs:

Template Libraries. Basic templates are provided at the Global level. These templates
contain basic information and should be viewed as a starting point when developing
Organization or Office level templates to meet your agency’s needs. Global templates can be
copied to the Organization or Office levels, as appropriate, and then refined further to meet
the needs of your organization. OAs and others with the appropriate permission profile can
copy and modify these templates.

Maintenance. This work area maintains records related to customers, users, offices,
permission profiles, and workgroups.

Preferences. You can customize system-configuration options, applicant correspondence
default text, certificates, applicant flags, NOR messages, and rating codes (designated as such
by the OA or other authorized users).

Data Retrieval. This feature allows you to import information, typically ratings for a
customized assessment process, or export applicant information in the form of a comma-
separated variable (.csv) file that can be easily converted to a spreadsheet format.

Many of the Administration settings are defaulted and apply across the Organization and/or
Office levels. When appropriate, these defaults can be changed for the office, specific customers,
vacancies, or, in some cases, at the certificate level.
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e Case File Documents
e Default Scales

The Template Libraries section is a holding area that stores the content of your job
announcements and assessment questionnaires. Templates are reusable sets of content for
announcements, questionnaires, and default scales. The creation and maintenance of templates is
independent of any VIN. When a VIN and an announcement are developed, the system will
prompt you to select the appropriate template from the Template Libraries. Announcement
templates are often set up to accommodate Delegated Examining Unit (DEU) or Merit
Promotion procedures, or perhaps both procedures through one announcement. In some cases,
series-specific or specialty area templates may be developed. In addition to providing
consistency across multiple announcements, templates save the user time and effort. Please note
that templates are not associated with any VIN until the user selects that template in the Staffing
area.

There are three levels of templates. These levels are restricted to those who have appropriate
permission levels. Permission levels are a way of controlling who can access templates to make
changes. The template levels available in USA Staffing are:

e Global. The USA Staffing Program Office maintains templates at this level and they are
available to all users. These are not agency specific and are generic in content and format.
These templates can be copied to the Organization or Office level and customized as needed
by the agency.

e Organization. Organization Administrators can copy from the Global level and produce
content (announcements and questionnaires) that can be used by the various offices within
the organization. This Organization layer allows agencies to create and organize the
announcement and questionnaire content specific to their needs. This approach saves time
and effort and allows the agency to provide consistent or similar content across the various
components or offices using the system. Users with an Organization Administrator profile
and USA Staffing Program Office support personnel can make alterations at this level.

e Office. OAs and/or users with the appropriate permission profile can create and maintain
templates at this level. Office members without appropriate permission profiles can see these
templates but cannot modify them in the template library.

Note: If you have access to more than one USA Staffing Office, you may see different Office
level templates for each one. Office level templates cannot be copied directly from one office
to another. Remember, the Organization level allows for sharing of templates across offices
within the same organization. To share an Office level template with another office, it would
need to be moved up to the Organization level and saved. Once saved at the Organization
level, it can be copied from there and saved to the other office.

When standard users create a job announcement, they can select announcement and/or
questionnaire templates, and attach these to the VIN. Standard users can then modify the
templates linked to the VIN and the original template will remain intact.

Administration — Template Libraries 3-4



USA Staffing® Version 1401

Announcements

STAFFING | REPORTS | ADMIN | LOGOUT

| | GO | ADVANGED |Testmg Office M
i 1 ] 1 I 1 1
Templates MNew Save Copy Delete Cancel

Template Libraries Please select Global. Organization, or Office to continue.

OGlohal Templates

O Organization M
+ Questionnaires
O Office
Default Scales
Name:

Maintenance |

Preferences

Data Retrieval

Image Based Form

[J sort Location By State

I 1
Previous Next

To access the Announcement Templates, do the following:

o Select the Administration button on the top navigation bar.
e Click the Template Libraries button on the left menu bar.

e Select Announcements to access the Announcements Templates page.
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o Select one of the radio buttons labeled Global, Organization, and Office, and the system will
display all templates available at the selected level in the Templates drop-down list.

STAFFING | REPORTS | ADMIN | LOGOUT

| | GO | ADVANCED |Test\ng Office M
i 1 ] 1 ﬁ I 1 1
Templates New Save Copy Delete Cancel

Template Libraries Please select Global. Crganization, or Office to continue.

© Global Templates

—— . @] Organization | M
uestionnaires O Office
Default Scales
Name:

Maintenance |

Preferences

Data Retrieval

Image Based Form

[J Sort Location By State

I 1
Previous Next
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o Select a template to view and the page will load and display all of the data fields associated
with that template. You can review announcement template content by selecting the plus sign
next to Announcements on the left menu bar. A new template can be created based on this
template.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANCED | ‘Testing Office M

—  ® =" 8 R
fremplatelibtaries Please select Global, Organization, or Office to continue.

O Glabal Tl

O Orgarnizati ;
H Questionnaires Sty Accountant GS-0510 M
@ Office
Default Scales
Name:

Maintenance

|Accountant G5-0510 |

Preferences

Image Based Form Template Level:
Data Retrieval | n 303-FX ‘Oﬂ'me M [ Sort Location By State

E-Oveniew

..Social Security Mumber
[.]..Vacancy Identification Number
.- Title of Joh

. Biographic Data

& [¢] E-Mail Address
& []Work Infarmation
- [#] Employment Availability
& [¢] Citizenship

(- [ Background Information

&1 [] Other Infarmation

e Click the Copy button to produce a copy of the previous template.

i\ "
.

HOT TIP! If you open a template, make changes to it, and click the Save button,
you will be changing the original template, not creating a new one, even if you change
the name. If you want to create a new template from an existing template, first open the
template and make a copy of it, name it, and save. Then make modifications to create a
new template.
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e The name of the new template will display as “Copy of [the name of the selected template]”
in the Name field. Highlight the Name field and change the template name to something
more suitable. Make sure the name is unique and provides other users with enough
information to ensure the template is utilized appropriately.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANCED | [ esting office v]
O T I—I e |

Please select Global, Crganization, or Office to continue.

Template Libraries

i~ Announcements

O Glohal Templates

C Organization s — =
+ Questionnaires g Copy of Accountant GS-0510 | ]

@ Office

Default Scales

Name:

SR A ccountant 535-0510

Maintenance

Preferences

Image Based Form Template Level:
Data Retrieval | loree: @ O Sort Location By State
Global ]
Overview Qrganization
: Office

..Social Security Mumber
[.]..Vacancy ldentification Number
@-Title of Joh

w-Biographic Data

el E-Mail Address

.- ] Work Information

- [#] Employment Availability
.- [¥] Citizenship

-] Background Infarmation

[[] Other Information

The Template Level defaults to Office. Those with appropriate permission can change this to
the Organization level.

If the Sort Location By State box is checked, duty locations will be arranged alphabetically by
state when they appear in the job announcement and the online questionnaire. If this box is not

checked, locations appear in location code (numeric) order, making it difficult for applicants to

sort through multiple locations.

Once a template is selected the bottom half of the page will list the headings of all the main items
and sub-items. You can control which items appear in the online application. The copied version
may already have the appropriate fields selected and changes may not be necessary. To include
an item or sub-item, check the box to its left to add it to the questionnaire. Note that a sub-item
will not display on the questionnaire if the item it is under is unchecked.
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To remove an item or sub-items, do the following:

STAFFING | REPORTS | ADMIN | LOGOUT

[ | | GO | ADVANGED | [ Testing office [
i | ] 1 ] 1 ] 1
Templates Save | Copy Delete Cancel

Template Libraries Please select Global, Organization. or Office to continue
. ) O Organization Accountant GS-0510-7/11 b’]
H Questionnaires @ 0off
ice
Default Scales
Name:

Maintenance
|Accountant GS-0510-7111 |

Preferences

Image Based Form Template Level:
Data Retrieval : O Sort Location By State
| Office [1]

m=-Overview

m-Social Security Number
m-Vacancy ldentification Mumber
E-Title of Job

=-Biographic Data

LEM

... [v] Address 2
... [w] Address 3

[w] State

Country
- [#] Telephone Number
.. [] Contact Time
- []Fax Mumber
i..[¥] Fax Extension
- [#] E-Mail Address

Removing Items

e Click the box to the left to remove the checkmark for that item. The item will be removed
from the questionnaire along with all of its sub-items.

Removing Sub-ltems

e Click the plus sign to the left of an item to expand it to show the associated sub-items.

e Choose the sub-item to remove/suppress by clicking on the checkmark next to it.

e For example, click the plus sign next to Biographic Information to display the sub-items.

Scroll down and remove the checkmarks beside Fax Number and Fax Extension, then save.
Once they have been unchecked, these fields will not display in the online questionnaire.
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e Click the Next button when you are finished with the Templates page. This will save your
work and take you to the Overview page. It will also expand the Announcement menu on the
left menu bar so that you can select other pages.

All remaining pages of the Announcement area work the same way as the corresponding pages
in the Staffing area, except for Preview. The Preview function in the Templates area will not link
to USAJOBS. The Preview page will display the text of your job announcement but will not
include vacancy-specific information. Remember, templates are not associated with any VIN at
this point. A template must be selected in the Staffing area and released to the USAJOBS Web
site before the Preview function will work.

Note: The Overview, Duties, Qualifications, How to Apply, and Benefits/Other sections of the
template correspond directly with these same areas on USAJOBS. The information entered on
the various pages and sub-sections will appear exactly as it is entered on the template. Please
ensure your text is formatted properly, is grammatically correct, and does not contain excess
HTML code.

Note: Programming experience is not necessary to understand the use of HTML code in USA
Staffing. This coding method is used to format announcement templates as well as
announcement-specific content developed in the Staffing/Administration areas.

When cutting and pasting text from a Word document, you may have problems with the
formatting or possibly exceed the number of characters permitted in that section of the
announcement due to excess HTML coding. Character limits are based on the total number of
characters contained in that field, not on the actual word count. To view all characters in a given
text box; select the HTML view at the bottom of the text box. (See example below.) This will
display the text and the HTML code. USA Staffing uses HTML coding to present the
announcement text properly in the USAJOBS on-line environment. If the HTML code is not
correct, the announcement may not display properly.

<P style="MARGIN: Oin Oin 10pt" class=MsoNormal=As an accountant, you will:<?xml:namespace prefix = o ns = "um:schemas-  [*
microsoft-com:office:office” /=<0 p=</op=</P>

<P style="TEXT-INDENT: -0.25in: MARGIM: Oin Oin Opt 0.5in; msodist: 10 levell fo1" class=MsolistParagraphCxSpFirst=<SPAN
style="FONT-FAMILY: Symbal; mso-fareast-font-family: Symbaol: mso-bidi-font-family: Symbol"><SPAN style="mso-list
Ignore"=-<SPAM style="FONT: Tpt Times MNew Roman™=&nbsp:&nbsp:&nbsp:&nbsp:&nbsp:&nbsp:&nbsp:&nbsp
</SPAN=</SPAN=</SPAN=Analyze and reconcile accounts and prepare balance shests <op=<fop=</P=

<P style="TEXTINDENT: -0.25in: MARGIM: Oin Oin Opt 0.5in; mso-ist: 10 levell fo1" class=MsolistParagraphCxSpMiddle=<SPAN
style="FONT-FAMILY: Symbal: mso-fareast-font-family: Symbol: mso-bidifont-family: Symbol"><SPAN style="mso-list
Ignore"=-<SPAM style="FONT: Tpt Times New Roman™=&nbsp:&nbsp: &nbsp:&nbsp:&nbsp; &nbsp; &nbsp: &nbsp
</SPAM=</SPAN=</SPAN>Analyze cost accounting reports, status of fund reports, and other financial reports in order to prepare
summary statements. <o:pe=</op=</P>

<P style="TEXTINDENT: -0.25in: MARGIM: Qin Oin Opt 0.5in; msodist: 10 lavelt fo1" class=MsolistParagraphCxSpMiddle=<SPAN
style="FONT-FAMILY: Symbal; mso-fareast-font-family: Symbaol: mso-bidi-font-family: Symbol"=<SPAN style="mso-list
Ignore"=>-<SPAM style="FONT: Tpt Times MNew Roman™=&nbsp:&nbsp:&nbsp:&nbsp:&nbsp:&nbsp:&nbsp:&nbsp
</SPAN=</SPAN=</SPAN=Validate a variety of accounting data that is entered into schedules and accounts <op=</op=</P>

<P style="TEXTINDENT: -0.25in: MARGIM: Oin Oin Opt 0.5in; mso-ist: 10 levell fo1" class=MsolistParagraphCxSpMiddle=<SPAN
style="FONT-FAMILY: Symbal: mso-fareast-font-family: Symbol: mso-bidi-font-family: Symbol"><SPAN style="mso-list
lgnore"=-<SPAM style="FONT: Tpt Times New Roman™>&nbsp:&nbsp: &nbsp:&nbsp:&nbsp: &nbsp; &nbsp: &nbsp
</SPAN=</SPAN=</SPAN=Maintain accounts by reviewing documents to verify accounting data. enter data into the system, and
</ISPAMN=</SPAN=</SPAN=Reconcile accounts by comparing account balances with related data to assure hd

L Design (EIHTML
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To minimize formatting problems in your announcements, take the following precautions:

e When cutting and pasting from a Word document, use the Clean Word Formatting button
located above the text box. (See example below.) This feature will clean most of the
imported (copied and pasted) HTML code within the text.

USA Staffing'ﬁi STAFFING | REPORTS | ADMIN | LOGOUT

| | o apvanceo | Testing Office v
B | I
Duties New | Save ‘ L.opy Delele | Cancel ‘
Template Libraries
USAJobs Section
— Anncuncements
p|Major Duties
Owervigw
_ BIUmxszEEEEEEE*ﬂLﬁQW
LRl CTR—
‘ vl vl v|A-
How to Apply Font Siz |Clean Ward Formattlng"g Style e
As a Human Resources Specialist, you are a valued member of a dynamic team of human resources consultants. You use your
Benefits/Other knowledge ta help management apply cutting-edge recrutment strategies to attract highly-qualified individuals. Mast impartantly, you
are in a pivotal role from day one and your work has visible impact on the agency’s ability to accomplish its mission. Typical work
Questionnaire assignments include
- Conducting and/or advising hiring officials on the development of job analyses on a wide variety of complex positions using
Preview research. interview. observation. and analytical techniques
«+ Developing rating and ranking factors, and if necessary, selective factors, and advising on the development of crediting plans or
+ Questionnaires other assessment criteria for use in the evaluation of qualified applicants
« Developing multiple recruitment strategies utilizing various hiring flexibilities and authonties
Default Scales = Preparing vacancy/job opportunity announcements. receiving applications, determining applicant eligibility. rating and ranking
candidates. and referring candidates for selection
Maintenance . . . . . . , . . . . ;
= Advising hiring officials on candidates’ eligibilities and entitlements (e.g. recruitment incentives. highest previous rate, grade and
Preferences step) ) » L ) ) .
- Interpreting and providing authaoritative guidance on HR laws. regulations, policies. and procedures to managers, employees. and
Data Retrieval applicants
» Troubleshooting and developing solutions to the most difficult and complex recruitment and retention problems while ensuring
statutory and regulatory compliance; and
04 Design |E| HTIL

e Avoid copying text from an existing announcement posted online or from an online source
and then pasting directly into your announcement. This will frequently result in problems.
The Clean Word Formatting button may not remove all excess code in these cases.

e If you must copy text from an online source, paste it into the HTML view of the item editor.
Pasting the copied text into the HTML textbox eliminates any excess code brought over from
the original source from which you copied the text and allows you to format the copied text
directly in USA Staffing.

e If working with large amounts of text, you could also paste it into Notepad or Word and save
it as a plain text file; saving it as a plain text document will strip most of the excess code.
Then copy and paste the plain text version into the text box in USA Staffing.

e Please ensure you are as consistent as possible with your font choices. Remember when you
cut and paste, the font style of the original document will carry over into the announcement.
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If your template format is Arial and you cut and paste text in Times New Roman, the
announcement will reflect the two different fonts when published to USAJOBS. Highlight
the section of text and change the font as appropriate using the Font drop-down list.
Templates with various fonts and/or excess HTML code will not look professional and will
require each user who pulls the template into their vacancy to make modifications. Please
ensure any templates developed are free of excess HTML and are consistent in formatting,
font styles, and sizes. The USAJOBS Web site’s default font is Verdana.

Overview in the Announcement Template

The Overview page contains three sections as described below. Collectively these three sections
or fields are the Overview page of the USAJOBS announcement. This is where you input and
manage the information that will appear in the Overview section of your announcement when
published to USAJOBS.

- ® STAFFING | REPORTS | ADMIN | LOGOUT
USA Staffing

Template Libraries

— Announcements
owe
Duties
Qualifications
How to Apply
Benefits/Other
Questionnaire
Preview
+ Questionnaires

Default Scales

Overview

|| 6o | Apvanceo [Testing Office [-]

USAJobs Section

}| Job Summary-Agency Marketing Statement

Job Summary

&l |KeyRequirements (Max Length: 75, Max Entries: 10)

i Insert Key Requirement |

Maintenance

Preferences

Data Retrieval

B I U % ¥ EEEESEZZTEE 2B 9@

BE=00EEY e Y

| Font vl Size vl Formatting vl Style
nsert agency approved Employment Branding or Marketing Statement here__

v

A

Example: The US Office of Personnel Management is the lead Human Resources agency for the Federal government. As such, it is
seeking highly skilled individuals to lead this effort into the future.

Ld Design |EIHTML

Administration — Template Libraries 3-12



USA Staffing® Version 1401

The Overview template page contains three sections:

e Job Summary-Agency Marketing Statement (not required). This statement is limited to
1,500 characters and briefly markets your agency to potential applicants who read your
announcement. This section does not have its own heading on USAJOBS but appears as the
first paragraph in the Job Summary section. If you leave this item blank, USAJOBS will
move up the Job Summary text so that it does not appear that text is missing.

e Job Summary (required). This section permits up to 2,500 characters and is intended to
provide applicants with a general idea of what the job is about, so they can decide whether to
read the job announcement further.

e Key Requirements (required). You can modify, add, or delete up to ten key requirements.
They appear in bullet form at the bottom of the Overview page.

To work on any of these three sections, select the name from the table at the top of the page. The
selected section will have a black arrowhead in the column to the left. The corresponding text
box will appear on the lower portion of the page. Place the cursor in the text box and enter the
information.
Selecting Key Requirements will refresh the page to display current key requirements and
provide a button at the bottom the page to add or insert a new requirement. Existing key
requirements can also be modified.
To add a key requirement, do the following:
e Open Key Requirements by selecting the plus sign.
e Click the Insert Key Requirement button and a blank row will appear.
e Type the new key requirement.
e Click the Save button.

Note: Check your spelling and grammar; there is no spell check capability in this field.
To modify a key requirement, do the following:
e Click the plus sign to expand the item view.
e Select the row you want to modify.
e Type your changes. Remember: These lines have a 75-character limit.
e Click the Save button.

To delete a key requirement, do the following:

e Click the plus sign to expand the item view.
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e Select the row of the requirement you want to delete.
e Click the Delete button at the top of the page.

e Click the Save button.
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Duties in the Announcement Template

USA S.taffing STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANCED | |Testing Office tl

I | (|
DUties E

USAJobs Section

Template Libraries

— Announcements
p|Major Duties

Overview

B 7 U =& % x° b R2ER 9

Qualifications 2 ¥ : -0 @ g ¥

i— e—
i= =
i— =

How to Apply | Font vl Size vl Formatting 4 | Style A ‘Av
As a Human Resources Specialist, you are a valued member of a dynamic team of human resources consultants. You use your
Benefits/Other knowledge to help management apply cutting-edge recruitment strategies to attract highly-qualified individuals. Most importantly. you
are in a pivotal role from day one and your work has visible impact on the agency's ability to accomplish its mission. Typical work
Questionnaire assignments include:
- Conducting and/or advising hiring officials on the development of job analyses on a wide variety of complex positions using
Preview research, interview, observation, and analytical technigues
» Developing rating and ranking factors, and if necessary, selective factors, and advising on the development of crediting plans or
+ Questionnaires other assessment criteria for use in the evaluation of qualified applicants:

Developing multiple recruitment strategies utilizing various hiring flexibilities and authorities:
Preparing vacancy/job opportunity announcements. receiving applications. determining applicant eligibility. rating and ranking
candidates. and referring candidates for selection:

Default Scales

Maintenance = Advising hiring officials on candidates’ eligibilities and entitlerments (e_g. recruitment incentives. highest previous rate. grade and
Preferences step). N o _ N
e = Interpreting and providing authoritative guidance on HR laws. regulations, policies. and procedures to managers, employees. and

Data Retrieval applicants:

— Troubleshooting and developing solutions to the most difficult and complex recruitment and retention problems while ensuring
statutory and regulatory compliance; and
Developing short- and long-range staffing plans to meet current and forecasted mission requirements, turnover and recruitment
projections, and changes in mission-critical competencies

L Design ([EIHTML

The Duties page is where you manage the text that will appear in this part of the job
announcement when published to USAJOBS.

To add text in the Duties page, do the following:

e The template may have placeholder text. This placeholder text is typically in red or in
brackets and is not intended to remain in your announcement. This serves as your reminder to
replace this text with the duties of the position you are announcing.

e Highlight and delete the text.

e Type your own text.

e Click the Save button.
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Qualifications in the Announcement Template

The Qualifications page is where you manage the text that will appear in this part of the job
announcement when published to USAJOBS. There are four sections on this page:
Qualifications, Education, Requirements, and Evaluations. Collectively these four sections or
fields are the Qualifications page of the USAJOBS announcement.

® STAFFING | REPORTS | ADMIN | LOGOUT
USA Staffing”’

| | I GO ADVANCED | |Testing Office El

USAJobs Section

Template Libraries

— Announcements o
p Qualifications

Education

Overview
Reguirements
Duties Evaluations
Qualifications
DALY B 7 Uz »x SE=E=SEZEE 0B 9@
£ RE
Benefis/Other sEEEEWEY
X X | Font vl Size vl Formatting vl Style vév
Questionnaire — : - -
[You must meet all qualification requirements by the closing date of this vacancy announcement.
Preview
+ Questionnaires
Default Scales

Maintenance

Preferences

Data Retrieval

L& Design [EIHTML

To add or modify content for these sections, do the following:

e Click the name of a section in the table at the top of the page. The selected section will have
a black arrow in the column to the left. For example, in the screen shot above, the selected
row is Qualifications . This field holds a maximum of 8,000 characters.

e Highlight the text, delete it and type in your text.

e Click the Save button.

e Repeat these steps for the remaining sections. The Education section is not a required field
for USAJOBS. This section can be left blank.
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How to Apply in the Announcement Template

The How to Apply page is where you manage the text that will appear in this part of the job
announcement when published to USAJOBS. There are three sections on this page: How to
Apply, Required Documents, and What to Expect Next. Collectively these three sections or
fields are the How to Apply page of the USAJOBS announcement.

USA Staffinglm STAFFING | REPORTS | ADMIN | LOGOUT

| \ | GO | ADVANCED | |Testing Office ["]

How to Apply New

Template Libraries

USAJobs Section

— Announcements
p | How to Apply
Oveniew Required Documents
Whatto Expect Mext
Duties

Qualifications
How to Apply e
L -TOwmeY

Benefits/Other ‘ Font v| Size v| Formatting v| Style

e M

viA:

To apply for this position. you must provide a complete Application Package which includes:

1. Your Résumé

2. A complete Occupational Questionnaire

3. Additional Required Documents {see Required Documents section below)

The complete Application Package must be submitted by 11:59 PM (EST) on TAG Closing Date

To begin the process, click the Apply Online button to create an account or log in to your esttlng USAJOBS account. Follow the
prompts to complete the occupational questionnaire. Please ensure you click the Submit My Answers button at the end of the process.

Questionnaire

Preview

+ Questionnaires

Default Scales

Mote: To check the status of your application or return to a previous or incomplete application, log into your USAJOBS account, select
Application Status, and click on the more information link under the application status for this position

Maintenance

FPreferences To fax supperting documents you are unable to upload, complete this cover page http.//stafiing opm. gowpdffusascover pdf using the
ollowing Vacancy ID TAG VacancylD. Fax your documents to 1-478-7567-3144.
Data Retrieval If you cannat apply onling:

1. Click the following link to view and print the occupational questionnaire TAG Link tc

2. Print this 1203FX form to provide your response to the occupational questlmmalre http A opm.goviforms/pdfiimage/ocpm1203fc pdf.

and
3. Fax the completed 1203FX form along with any supporting documents to 1-478-757-3144. Your 1203FX will serve as a cover page for
sour fax transmission.

03 Design (EHTKL

To add or modify content for these sections, do the following:

e Select the section name on which you want to work in the table at the top of the page. The
section selected has a black arrow in the column to the left. For example, in the image above,
the How to Apply section is selected.

e Type your text in the text box on the bottom half of the page.

e Click the Save button.

e Repeat these steps for the remaining sections.
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Note: It is very important that the How to Apply section provides accurate instructions for
the applicants. The USA Staffing Program Office has provided How to Apply instructions in
all of the Global templates. The Required Documents section should outline the document
types selected on the Supporting Documents page of the VVacancy. The instructions should
describe the document types necessary for applicants to apply successfully, i.e., who should
submit transcripts, SF-50s, or Veterans documentation.

Benefits/Other in the Announcement Template

The Benefits and Other Information page is where you manage the text that will appear in this
part of the job announcement when published to USAJOBS. There are two parts, Benefits and
Other Information. Collectively these two sections are the Benefits and Other Information page
of the USAJOBS announcement.

STAFFING

| REPORTS | ADMIN | LOGOUT

Qualifications
How to Apply
CQuesticnnaire

Preview

| | | Go | ADvANcED |Testing Office ["]
& ¥ B _— \ TR
Benefits | Save ‘ |Canc.e||
Template Libraries
USAJobs Section
— Announcements » Benetts
Overiew Other Infarmation
Duties

B I U= % £ EEEE y Ry e

we M

LX -0 wBY
| Font vl Size vl Formatting vl Style vév

Waorking for OPM offers a comprehensive benefits package that includes. in part, paid vacation, sick leave. holidays, life insurance
health benefits. and participation in the Federal Employees Retirement System. [Insert agency specific benefitsfflexibilities that may be
attractive to a new professional, e.g., student loan repayment, recruitment or relocation incentives. flexible work schedule. etc] The

following VWeb address is provided for your reference to explore the major bensfits offered to most Federal employees. To find out more

click here http-/www usajobs gowEl/benefits as

+ Questionnaires

Default Scales

Maintenance

Preferences

Data Retrieval

L Design [EIHTML

To add or modify content for these sections, do the following:

e Click the section name on which you want to work, in the table, at the top of the page. The
section selected has a black arrow in the column to the left. For example, in the image, the

Benefits section is selected.
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e Type your text in the text box on the bottom half of the page.
e Click the Save button.
e Repeat these steps for the remaining section.

TAGs

TAG is a programming code that directs the system “To Automatically Get” the specified data.

Throughout the various sections of the announcement, each text box has editing tools that can
help you format the sections. The Insert drop-down list includes TAGs that can be used to
incorporate VIN-specific information within the announcement template.

TAG items, such as Vacancy ID and Closing Date, represent data elements that the system can
automatically populate with VIN-specific information. Below are some examples of commonly
used TAGs:

e TAG: Announcement Number. When this TAG is inserted in the announcement template,
the system will show the announcement number entered on the Announcement Information
page for any VIN that uses this template.

e TAG: Vacancy ID. When this TAG is inserted, the system will show the six-digit VIN
associated with the job announcement that uses this template.

e TAG: Link to Full Questionnaire. When this TAG is inserted in the How To Apply section
it will appear as a link in your announcement that, when clicked, will display the full text of
the assessment questionnaire. This is useful for applicants who may want to review the
questionnaire content before applying, but is primarily directed toward those applicants who
want to complete the 1203-FX Form C and fax their responses rather than apply online.

e TAG: Closing Date. When this TAG is inserted, the closing date will appear in the
announcement. When you extend an announcement and click the Update USAJOBS button,
that change will reflect the new closing date.

The available TAGs are displayed in the screen shot on the next page.
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USA Staffing’

STAFFING | REPORTS | ADMIN | LOGOUT

| | | ADVANCED

Template Libraries

— Announcements

Cwverview

Duties

Qualifications

How to Apply

Benefits/Other

Questionnaire

Preview

+ Questionnaires

Default Scales

How to Apply
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Cancel

USAJobs Section

p How to Apply

Required Documents
What to Expect Mext
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Preferences

Data Retrieval
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To apply for this position, you must
1. Your Résumé

2. A complete Occupational Questi
3. Additional Required Documents

The complete Application Package
To begin the process, click the App
prompts to complete the occupatio

Mote: To check the status of your a
Application Status, and click on the
To fax supporting documents you a
following Vacancy ID TAG Vacanc
If you cannot apply online:

1. Click the following link to view an
2. Print this 1203FX form to provide
and

3. Fax the completed 1203FX form
your fax transmission.

Accepted/Required Docs
Agency URL
Announcement Number
Appointment Type
Beginning Grade
Beginning Salary
Closing Date
Contact E-mail
Contact Name
Contact Phone
Customer
Customer Address
Customer Phone Number
Duty Locations
Ending Grade
Ending Salary
Link to Full Questionnaire
Link to Questions Only
Number of Questions
Office
Office Address
Online Questionnaire
Opening Date
Organization
Pay Plan
Position Title
Promotion Potential
Salary Period
Series
Text-Questionnaire
VacancylD
Work Schedule

tion Package which includes:

ection below)

9 PM (EST) on TAG:Closing Date.

n account or log in to your existing USAJOBS account. Follow the
nsure you click the Submit My Answers button at the end of the process.

vious or incomplete application, log into your USAJOBS account. select
r the application status for this position.
ete this cover page http://staffing.opm.gow/|
0 1-478-T57-3144.

dffusascover.pdf using the

estionnaire TAG:Link to Full Questionnaire,
pational questionnaire http://www opm.gov/forms/pdfimage/opm1203fx pdf,

ocuments to 1-478-757-3144. Your 1203FX will serve as a cover page for

O Design [EIHTML

To insert a TAG, do the following:

In the text box, place your cursor where you want the TAG to appear.

Use the Insert drop-down list to select the TAG you want to insert.

When inserted into templates, the notation is TAG: Field Name. For example, TAG:
VacancyID or TAG: Closing Date will display after you insert them. At this point, they do
not contain any data, because they are not associated with a VIN. Once the template is used
for an announcement, these fields will populate with the appropriate data for that VIN and/or
job announcement.
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To delete a TAG, do the following:
e In the text box select the TAG.
e Press the Delete key on your keyboard.

Questionnaire in the Announcement Template

The items listed on the Questionnaire page are a combination of mandatory fields and the items
checked on the Announcement Templates page under Template Libraries. On this page, you can
add or modify instructions that appear before these items, and, in some cases, input questions and
responses that will appear in the questionnaire. If the data item is not selected on the Templates
page, it will not appear on the Questionnaire page.

These data fields will determine the information collected from the applicants when they apply.
This information typically captures basic biographic information, citizenship status, minimum
grade acceptable, locations, vet preference, etc.

Note: The information collected in your questionnaire creates the applicant record within USA
Staffing. This information is used to sort and order applicant names in the referral area when you
produce certificates.

USA S'taffing'fﬂ STAFFING | REPORTS | ADMIN | LOGOUT

| | | SO ALVANGED | |Testing Office i"'
I _ I i R R

Section Name Show Section

Template Libraries

— Announcements 2l | social Security Number

i Item Name Show Online Mandatory
| Social Security Mumber

Duti
i Vacancy ldentification Number

Qualifications Title of Job

Biographic Data
How to Apply E-Mail Address

Employment Availability

Benefits/Other

Citizenship
Lowest Grade

Veteran Preference Claim
Praview Dates of Active Duty - Military Service
Oceupational Specialties

+ Questionnaires Geographic Availability

EEEEEERERERERR

Transition Assistance Plan
Default Scales

Maintenance

Prefarences

Data Retrieval

Insert ltem Edit ltem Insert Response
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These are your options on the Announcement Template Questionnaire page:

Items and Responses. To see the items and responses associated with a section, select the
plus sign to the left of that section. The image on the next page shows that the Citizenship
row has been expanded to reveal the item. This item has been further expanded to show the
response choices that are offered to the applicant.

Show Section. A check in the Show Section box (far right column) means the section and
any selected sub-sections will appear in the online questionnaire. If the section is mandatory
or selected on the Templates page, this defaults to checked. To remove an optional section,
go back to the Templates page and remove the checkmark for that section.

Show Online. The Show Online check box means that item will appear in the online
questionnaire. If the item is mandatory or selected on the Templates page, this defaults to
checked. To remove an optional item, go back to the Templates page and uncheck that item.

Mandatory. A check in the Mandatory box means that the applicant must provide a response
to that item in order to move to the next page of the online questionnaire. If an applicant tries
to proceed without providing a response to the mandatory item(s), the system will not move
to the next page and will highlight that item to indicate a response is required.

Note: This control has no effect if the applicant submits a paper application 1203-FX (Form
C) via fax.

Insert Item. Items typically do not need to be inserted in the templates. When the item is
checked on the Templates page, the field comes with the item already loaded. You may want
to change the name of the item or add instructions, questions, or responses to that item.
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USA Staffingp STAFFING | REPORTS | ADMIN | LOGOUT
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Template Libraries

Section Name Show Section
— Announcements | .Sncial Security Mumber
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Item Name Show Online Mandatory
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Qualifications Title of Job

| Biographic Data
How to Apply | E-Mail Address

| Employment Availability
Benefits/Other | Citizenship

Lowest Grade

‘Questionnaire

TestLocation

Preview ‘Veteran Preference Claim

Dates of Active Duty - Military Service

+ Questionnaires Service Computation Date

Cccupational Specialties
Default Scales 1
Geographic Availahbility

ol kR REREERERR

Maintenance Transiticn Assistance Plan

Preferences

Data Retrieval | —————— [

Insert ltem I | Edit ltem Insert Response

e Edit Item. To edit an item follow these steps:

0 Select the plus sign next to the Section Name you want to edit. The example above shows
the Vacancy Identification Number section opened.

0 Select the plus sign next to the Item Name and then click anywhere in that row. An arrow
to the left of the name shows the Item selected.

o0 Click the Edit Item button at the bottom of the page. The Item Editor page will appear.
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LOGOUT
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Questionnaire
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|Testing Office
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Cancel

Description

|Vacancy Identification Mumber
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| Font v| Size ) | Formatting & Style 3 Av
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How to Apply
Benefits/Other
G Design [EIHTML

Questionnaire k

Preview Show Online

Request Narrative from Applicant

+ Questionnaires

Default Scales

0 Insert the Vacancy ID TAG.

o Click the Save button.

e Insert Response. For questions you create that are not a standard part of the Form 1203-FX
template, you can create multiple response options. To do this, follow these steps:

0 Select the row of the item to which a response is to be added. An arrowhead will appear

to the left of the name to show that the item has been selected.
Click the Insert Response button. This will create a new response row below the item.

Select the Code cell to activate it and type in the code you want to assign. The code must
be the same number of characters as the 1203-FX (Form C). Please review the form prior
to assigning a code for that item.

Select the Response cell to activate it and type in the response value you want to assign.
The response text is what the applicant will see when completing the application.

Questions and Responses You Can Modify. The following items allow you to add to the
questionnaire responses that permit the user to check one or more response boxes:

e Languages
e Miscellaneous Information

e Special Knowledge
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e Personal Background Information

Items with Yes/No Responses. The following items have response types that are Yes/No. The
responses cannot be changed, but the text of the item itself can be modified for a variety of uses.

e Other Employment Questions (under Employment Availability)
e Background Information

Preview in the Announcement Template

The Preview page displays the content of the job announcement. This page gives you an
opportunity to review formatting, grammar, fonts, and sizes. You can click the Print button to
print the announcement text. This announcement template is not associated with a VIN, so you
will not have the capability to view the text in the USAJOBS format (Preview USAJOBS) and
TAGs will not display VIN specific information.

USA affingrq STAFFING | REPORTS | ADMIN | LOGOUT
| \ | GO | ADVANCED | |Testlng Office ["I

Template Libraries Announcement Number USAJOBS Control Number

— Announcements

0
Overview Preview USAJOBS

Duties

Qualifications TR
Print

How to Apply

Benefits/Other

[Insert agency logo. optional]
« Are you motivated to research. think critically, and solve human resources problems?

+ Do you have a passion for providing guality customer senvice?
= Would you enjoy working on a team to design and implement innovative recruitment programs?
« Do you have a desire to advise management on strategic options for filling positions?
If you have experience providing staffing and placement services and are interested in continuing your career with [INSERT AGENCY

Questionnaire

+ Questionnaires

MAME] this job is for you! Join us in an exciting opportunity to create strategic and innovative solutions to manage our greatest asset,
human capital. YWe want creative problem solvers and trusted partners who are able to provide options and expertise to managers
seeking to recruit and retain highly qualified employeses in a variety of positions. [Insert information to attract your targeted talent pool(s)
including agency's branding/marketing/mission and work environment aspects e.g. telework, work schedules and other flexibilities. For
Preferences help. go to hitp/fwww opm govheaaf_resource_center/careerpattemns/ or to your agency’s assigned OPM Human Capital Officer.]
Great Benefits Package: paid vacation. sick days, holidays. health and life insurance and an excellent retirement package!

Default Scales

Maintenance

Data Retrieval
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Questionnaires

When you select the Questionnaire option under the Template Libraries menu, the system will
present the Advanced Search page for Assessments. From this page, you can either search for an
existing assessment or create a new assessment by clicking the New button.

The Advanced Search page provides various options to help you locate existing assessment
questionnaires created within the office or in other offices within the organization.

STAFFING REPORTS | ADMIN | LOGOUT

Advanced Search [Testing Office vl
LookIn: [ASSESSMENTS [+] E
Assessment Owner Assessment Name Rating Method ACWA

|Elancal Santiago [V] | | | [V] | [V]

Assessment ID Wacancy 1D Position Title

| | ‘ ‘ | | Template [ Show Copies

[0 Show Retired Assessments

Series Specialty Grade
|0511| |

O Interdisciplinary [0 Complete

| Go ‘ Partial Search [0 Organization
) Library

You can search for existing assessments using the following search fields. They can be used in
combination to narrow the number of assessments that will be retrieved.

Search Field Required Information Result

Name of the user who
* Assessment Owner created the assessment
template

Assessments created by that
user will display

Enter the name of the Assessments w/that name or

Assessment Name assessment variation of that name will
display
Rating Method Select KSA, Task Based, AII_ assessments using this
etc. rating method will display
* Assessment ID Enter the assessment ID ;jl’_hat assessment will
isplay
Assessment attached to that
*
Vacancy ID Enter VIN VIN will display
. Assessments w/that title or
Position Title Esr;tgstrzgrﬂﬂe used for variation of that title will
display

All assessments created

* 1 .
Series Enter series of assessment with that series will display
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Search Field Required Information Result

All assessments with that

* Grade Enter the grade o
grade will display

* N o All interdisciplinary

Interdisciplinary Check Interdisciplinary assessments will display

* Template Check Template A!I as_sessment templates
will display

Show Copies Check Show Copies Copies of templates will
display

* Complete Check Complete C_omplete templates will
display

* ACWA Check ACWA ACWA assessments will
display

Leave this box checked if
you do not have exact
information, such as author
name and series

Will display results with
partial information such as
series and ACWA

* Partial Search

Templates developed in

* Organization Library Check Organization Library | other office within the
organization will display
Check Show Retired Retired assessments will

Show Retired Assessments

Assessments display

*Indicates search fields frequently used. Narrow the search criteria to avoid searching the
database for multiple assessments. For instance, if you search just 0201 as the series, your results
may include many assessments. If you search 0201 and Author’s User Name, and check
Template and Complete, the results will yield all 0201 assessment templates created by that user
that are in Complete status.
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The Assessments Advanced Search page will display assessment results in a table below the
search screen. The example below used the Assessment Owner, Template, Complete, Series, and
Organization Library search criteria.

- ® STAFFING | REPORTS | ADMIN | LOGOUT
USA Staffing
Advanced Search | Testing ofice v]

= i (@ i aan R

Look In:  [ASSESSMENTS v ‘Dancel|
Assessment Owner, Assessment Name Rating Method ACWA
|El|emca| Santiago "| ‘ | | "| ‘ "|
Assessment D Vacancy ID Position Title

| | | | | | [0 Template [ Show Copies

O show Retired Assessments

Series Specialty Grade
|0510 | | | ‘ | O Interdisciplinary [J Complete
T
| Go | Partial Search  [] Organization %
Library
Rating " 2 Creation
Name Owner Assessment D Vacancy ID Series Template Complete ACWA Interdisc.
Method Date
Blanca l. 1172011
510-11 Accountant 195966 KS4-Based 107935 0510 N Y N N
Lrountan Santiago o ase 5:49:15 PM
Blanca l. 100372011
Accountant GS-7/11 PD1234567 195807 KSA-Based 107641 0510 N B N N
<5220 gantiago £:32:02 P
Accountant G5-7/11 Blanca l. 61672012
199524 KSA-Based 110114 0510 N ¥ N N
PD1234567MAMR Santiago = 8:37:41 AM
Blanca l. 10i26/2010
5S-0510-7/11 A tant 193259 KSA-Based 104709 0510 N i N N
EalE Santiago ase 30316 P
r—
lManual Assessment 107935 E”an_ca : 195889 KS4-Based 107937 0510 N N N N jﬂ' 1rol
Santiago 6:59:27 PM
Blanca l. 11H72011
i | A t 107935 195964 KSA-Based 107935 0510 N N N N
S Santiago a8 5:10:52 P
peeEy
Written Test 107935 E”an_ca . 195890 KSA-Based 107937 0510 N N N N 11_'1?"011
Santiago 6:59:28 PM
Blanca l. 11H72011
Written Test 107935 195965 KSA-Based 107935 0510 N N N N
Santiago 5:21:07 PM

The Open link allows users with the appropriate permission profile to open the assessment
template and modify the content. Not all users can create and modify assessment templates. You
must have the appropriate permission profile to develop or modify templates. Typically, OAs
have permissions to develop and alter templates. Assessment components created in the library
are not linked to a VIN. This gives you the capability to build assessments beforehand or create
them as needed and have them available for future use.

Note: Once a template is attached to the VIN, a standard user can alter the assessment. The
assessment linked to the VIN is a copy of the original template. The original template will
remain intact and available to other users, regardless of changes made to that copy at the VIN
level.
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Creating a New Questionnaire Template

The Advanced Search page also allows you to start a new questionnaire template. Again, the
ability to create templates may be restricted by your system permission profile.

STAFFING | REPORTS | ADMIN | LOGOUT

Advanced Search

Look In |ASSESSMENTS

[v]

Assessment Owner: Assessment Name Rating Method

|Tesling Office

B
[ 1 i 1
| New Save Copy Delete Cancel

ACWA

| [l | ||

[¥] v

Assessment 1D Wacancy ID Position Title

| | | | |
Series Specialty Grade

| | | || |

I Go I Partial Search [ Organization

Library

O Interdisciplinary [0 Complete

[0 Template [J Show Coples

O Show Retired Assessments

To create a new questionnaire template, click the New button at the top of the Assessments
Advanced Search page. The Assessment page is the first page of the assessment template. The
Library button may be used to find an existing template. Once a template is selected from the
library, a copy of the original template is created which can be modified to fit the position being

advertised.

USA Staffing’

STAFFING | REPORTS | ADMIN | LOGOUT

| | | Go | AI:W&NCED.i

Assessment

B
0 | ] 1 I I
Save Copy Delete | Cancel

|Teating Office

Template Libraries Assessment ID Assessment Name

195727 |

| Library

+ Announcements

— Questionnaires Type Assessment Owner

|Assessmem Ouestinlmaire["_l |Elal1ca |. Santiago

- Assessment

Rating Method

Specialty/Grade [KsABased ~ Ointerdisciplinary ACWA
Questionnaire Builder i 0

Complete Test
Rating Criteria Retire Assessment
TR IR DTSN Upload New Case File Document ]

Upload Document
[ Browse... | |
Default Scales _ 2 <
Show in SM [

Maintenance

Preferences

Next

Data Retrieval
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Assessment ID. Once the assessment name is entered and saved or a copy of an assessment is
imported from the library, the system will automatically assign an assessment ID number. Make
a note of the ID number; it will make searching for it easier.

Assessment Name. The Assessment Name field holds up to 30 characters and must be unique.
The assessment naming convention is important. Name your assessment so you, and more
importantly others, can find it easily from among the many that may have a similar name.
Consider using these elements when assigning a name to your template: series and grade, the
organization’s acronym, and the PD number. Example: GS-0510-7/11 ASMB PD1234567

The series and grades are both key attributes, while the organization/component acronym and the
PD number provide clarity for users who are considering using the questionnaire in their
announcement. The assessment may be the right series and grade, but that alone does not make it
suitable for your job announcement. Consult with your OA for naming convention guidance.

Type. Leave the assessment type as Assessment Questionnaire (the default) when building an
online questionnaire in the system or select the appropriate type from the drop-down list.

e Assessment Questionnaire — This is a self-report form that the applicant completes online or
on paper using the 1203-FX (Form C) and faxes for processing. Typically, applicants
respond to questions about their level of experience by choosing from a list of possible
experience levels. This is the predominant type of assessment when developing templates.

Assessment Owner. This drop-down list initially shows the user who creates the assessment
template. If appropriate, another user can be designated as the owner by selecting his or her name
from the list. This is used for work ownership tracking and reporting purposes.

Rating Method. Select the rating method from the drop-down list. Your choices include the
following:

e KSA-Based — The KSA-Based rating method is based on the evaluation of valid and
measurable knowledge, skills, and abilities or competencies. Scoring is based on valid
benchmark questions and responses for each KSA or factor as well as determining whether
applicants meet minimum qualification requirements. This method is used for white collar
positions. Scoring is based on the sum of the factor values or the total response points
divided by the number of questions for each factor. This score is then transmuted into a score
from 70 to 100.

e A-C-E (Rating Method I11) — The A-C-E or Quality Level Rating procedure/method, used for
white-collar positions, combines an applicant’s total qualifying experience and
education/training into a single quality level rating; for example, A level = 90, C Level = 80,
and E Level = 70. This also provides the opportunity to assign additional points, by using
job-related competencies/KSA. For Level A, up to 10 additional points can be assigned, and
for Levels C and E, up to nine additional points can be assigned.
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e Task-Based — This rating procedure, used for white collar positions, is used to determine
minimum qualifications and ranking based on the total of all the benchmark/question
response values. The total response values are transmuted from a raw score to a 70 to 100 if
needed.

e Job Element — This examining procedure is for blue collar (wage grade) positions and based
on prescribed job elements for the position. The scoring structure requires an applicant to
meet the 2-point level for the screen-out element and possess an average of 2 points for all
elements. The scoring scale is fixed from 0 to 4 points for response values.

e Written Test — This scoring/rating method is based on written test results in combination with
one of the methods above to determine minimum qualifications. Typically written tests are a
separate component and combined with a Minimum Qualifications questionnaire.

Interdisciplinary. Check this box if the position is interdisciplinary (classified to more than one
series). This checkmark enables the system to accept more than one series in the Specialty/Grade
page of the assessment. When this assessment type is indicated, the system links the series to the
USAJOBS announcement and a copy is posted under each series for search purposes.

ACWA. This box is checked automatically if the position is covered under the Administrative
Careers With America (ACWA). These ACWA assessment templates are provided in the library
if the agency is approved to use them. Approval to utilize the ACWA assessment method is
requested and granted from a separate area of OPM and is not part of the USA Staffing Program
Office. Contact the USA Staffing Help Desk if ACWA guidance is needed.

Complete. A check appears in this box automatically after the assessment has been tested.
Assessments cannot be modified if there is a check in this box. To modify an assessment marked
as Complete, remove the checkmark, modify the assessment, and re-test it. If there is no check in
this box and it is grayed out, the assessment must be tested. Once testing is completed, the
checkmark is assigned indicating this assessment is ready for use. You cannot release your
announcement to USAJOBS if the assessment is not in Complete status. Un-checking the
Complete box when an announcement is live will result in applicant not being able to
apply/respond to the questionnaire.

Test. To test the assessment, click the Test button on either the Assessment page or the Rating
Criteria page. Questionnaire type assessments cannot be put into production and used to rate
applicants until they have been tested and the Complete box is checked. This test performs very
basic checks to help you determine whether the rating process will work as you intended.
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- Announcements
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Source
Specific
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Questionnaire Builder
Rating Criteria
Case File Documents

Default Scales

[ | | eo | apvancep | Testing omce v
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Assessment ID
195727

Assessment Name

|GS-DSWD-?-’11 PD1234567

|
Library

Type
|Assessment Questionnaire M

Assessment Owner

|Ellanca |. Santiago

Rating Method

|KSA-EIased M [interdisciplinary Cacwa
[ I i 1
Complete Test Notes
[JRetire Assessment
Upload New Case File Document — |
Upload Document
Show in SM [

Mext

0,

HOT TIP! The Upload New Case File Document section allows you to upload

case file documents for an assessment template; for example, a position description or
job analysis. Documents uploaded here are listed in the Template Libraries >
Assessment > Case File Documents Page and will undergo a virus scan.

Note: As part of the assessment development process you must annotate source information used
to develop the assessment. Source documentation is necessary for each assessment developed.
There are three source information pages that must be completed: Source Info, Specific Info, and

Preparation.
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Source Info

The Source Info page is where the source(s) or information used to develop the assessment and
how you used them is documented. Accurate documentation is important to reconstruct and
demonstrate validity if the assessment method is later challenged. At least one principal source
must be identified on the Source Info page in order for the assessment component to be tested or
marked Complete so that it can be used to rate. For each source that you use on this page, select
in the Source column whether the source was a principal or supporting contributor of the
information used.

To indicate source, follow these steps:

e Click once in the box under the Source column adjacent to the applicable description row.

e Select either Principal or Supporting on the source drop-down list. Remember, you must
have at least one principal source or the assessment is incomplete. You may have one
principal and one or more supporting items. To view or modify the notes later, you must

select the Source by clicking on its row.

e Add documentation notes in the Remarks box for the Source selected.

e Click the Save button once you have entered the information.

- ® STAFFING | REPORTS | ADMIN | LOGOUT
USA Staffing
| | | 6o | Apvancen | Testing omee I~
- 1 - - -
Template Libraries SR Description
+ Announcements HR Manager competency and task data.
» PRINCIPAL SME's (supervisors, incumbents or other job knowledge expert) provided job information to preparer for assessment
— Questionnaires : development (specify the number and type of SME's in REMARKS).
SME job information collected by agency and provided to preparer for assessment development (specify the number and type
— Assessment of SWE's in REMARKS).

SUPPORTING Agency provided position descriptions andfor narrative descriptions of job reguirements.
Other sources of job information such as professionaltrade associations, occupational studies and academichrade schools.
SUPPORTING Existing assessment information
Specific I . .
Classification and/or qualification standards

Telephone conversations with agency persannel or others who have infarmation about job requirements.
Other

Preparation

Histal
v Remarks

Consulted five SME's, including incumbents and the supervisor of the position.

Specialty/Grade

Questionnaire Builder

Rating Criteria

Case File Documents
Default Scales

Maintenance

Preferences

Data Retrieval
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Specific Info

The Specific Info page captures more specific information about the resources used to develop
the assessment. Accurate documentation is important to reconstruct and demonstrate validity if
the assessment method is later challenged. Follow these steps:

e Place a check in the box for each description that reflects the specific information source
used to develop the assessment.

e Click the Save button.

e Click the Next button at the bottom of the page.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANCED |Testing Office tl
[ | [ |
Template Libraries Selected Description

+ Announcements List of tasks, duties, work behaviors, or work products that describe the job requirements.
IF A description of how the impertance of this job information was determined.
I~ Questionnaires Alist of KS4&'s required to meet the job requirements
[F] Definition of each KSA interms of cbservahble behaviors.
— Assessment
. Linkages showing the relationship of KSA'S to important job requirements
Source > Job analysis evidence supparting each examining competencyfactor used to evaluate the education and work experience of ‘

applicants.

Jok analysis evidence supporting the level of descriptions for each examining competencyfactor and the rationale for scoring
procedures.

Preparation

a

History Previous Next
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Preparation

The Preparation page is where you further document the sources you used to develop the
assessment. Accurate documentation is important to reconstruct and demonstrate validity if the
assessment method is later challenged. Follow these steps:

STAFFING | REPORTS

| ADMIN | LOGOUT

Template Libraries

+ Announcements
— Questionnaires
— Assessment
Source

Specific

g

| | GO | ADVANCED | |Testing Office
I 1 I 1
Preparation MNew Save Copy Delete Cancel

Selected Code

Description

Jdoh infarmation was collected and analyzed by preparer to develop a new assessment tool (new rating competenciesifactors

and level descriptions are based on job analysis rather than on existing qualification competenciesfactors, assessment

tools, etc).

Development of a new assessment tool based on HR Manager competency and task data.

Wodification of an existing assessment tool involving changes in some rating competenciesifactors or level descriptions
(although seme new job information may have been collected, the assessmenttool is primarily based on an existing

assessment tool)

Iodification of an existing assessment tool (same rating competenciesifactors and level descriptions used with only minor

changes in wording or format).

Previous

e Select the radio button for the description that reflects the source of information you used to
develop the assessment.

e Click the Save bhutton.

e Click the Next button at the bottom of the page.
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History Information

The History Information page provides development information such as:
e Assessment ID

e Assessment Name

e Date Created

e  Owner

Used to Rate. This box indicates whether the assessment was used to rate applicants previously.

STAFFING | REPORTS | ADMIN | LOGOUT

| | GO  ADVANCED |Testing Office M
3 3 &3 E3 £

Template Libraries Development Information Assessment 1D
195727
T Announcements
— Questionnaires Assessment Name Date Created Used to Rate
GS5-0510-7/11 PD1234567 9/26/2011 2:50:04 PM
— Assessment
Owner Phone No Extension
Source BSANTIAGO (202)606-0000
Specific . ' . '
Previous Next
Preparation
Specialty/Grade

Questionnaire Builder

Rating Criteria

Case File Documents

Default Scales
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Specialty/Grade

On this page you can add the specialty/grade for an assessment template by following these
steps:

e Click the Series button by using the drop-down arrow. Use the scroll bar to locate the series.

STAFFING | REPORTS | ADMIN | LOGOUT

[ | | 0 | ADVANCED | | Teeting office v
] | M 1 | I
Specialty/Grade

Template Libraries - E Speciaty

=+ Announcements

Series

[ Siicsiontanes i *|%GD- Safety, Health. and Physical and Resource Protection - | "l
+ Assessment
Questionnaire Builder
Rating Criteria ( I ( |

Previous MNext

Case File Documents

e Click the Specialty button and type in a specialty code and name.
e Click the button again to add more specialties.
e Click the Grade button and type in a grade. Click the Grade button again to add more grades

for the specialty. To add grades for a different specialty on your list, select the specialty first
and then add the grade.
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STAFFING | REPORTS | ADMIN | LOGOUT

| | co | apvanceo }

|Testing Office

Specialty/Grade

Template Libraries o m Speeialty m

+ Announcements

— Questionnaires 7 |
Bl 0510 - Accounting

I | [ - |
- -1

Series

Case File Documents

Default Scales

Maintenance

+ Assessment Specialty Code speciaity
Specialty/Grade || (= oot Accountant
| Grade
Questionnaire Builder |__”_“
a7
Rating Criteria ;09
*

3

Preferences

f T
Previous

Data Retrieval

I |

Note: You must enter a complete set of Series + Specialty + Grade or the record will not

Save.

e Click the Save button.

e Click the Next button at the bottom of the page.
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Questionnaire Builder

The Questionnaire Builder page is where assessment content is managed. The Questionnaire
Builder page and the Item Editor allow instructions, questions, responses, and narratives to be
included as part of your questionnaire. Responses can be customized per question or they can be
in the form of a default scale. What items are actually included in your assessment will vary from
position to position. These questions and responses will be the assessment portion of the online
application when applicants apply via USAJOBS and will also display in your job announcement
by using the Link to Full Questionnaire TAG. The Questionnaire Builder page is pictured below
as it would appear before information is added.

USA S.tafring"ﬁ‘ STAFFING | REPORTS | ADMIN | LOGOUT

| | | eo | apvancep | resting omce []

Competency/Factor

+ Announcements —_— B S e I
| Import Document | | Add Factor ‘ Add ltem |

— Questionnaires

Template Libraries

+ Assessment

|
| HR Manager [ | Mext |

Specialty/Grade

E@i’ﬁﬁﬁmﬂaixe Birﬁde;

Rating Criteria

You can use the controls on the bottom of the Questionnaire Builder page to take the following
actions:

e Add Factor. You can add factors (competencies/KSAS).

e Add Item. You can add items that are associated with a factor. Items are instructions,
questions, default scales, or a narrative text box.

e Import Document. Properly formatted text documents allow the assessment questions and
responses to be imported. The Preview page, mentioned below, displays the assessment
questionnaire properly formatted for import.

e Preview. The Preview page displays the questionnaire format, to include factors,
instructions, questions, responses, default scales, and narratives. This preview is the same
format required for the assessment import process.

¢ HR Manager. HR Manager can serve as a resource or starting point when you develop
assessment tools from scratch. HR Manager will identify appropriate competencies, tasks,
benchmarks, and questions by series and grade. It is provided as a tool to assist you with your
questionnaire development.
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()

HOT TIP! A factor is the name of a competency, job element, or a KSA
(knowledge, skill, ability). Most questionnaires use questions that relate to factors to
show their job relatedness. Factor names do not normally appear in the actual

guestionnaire, but it is possible to have them appear by inserting the names as
Instructions.
To build a questionnaire from scratch, take the following steps:

e Add Factors:

0 Click the Add Factor button at the bottom of the page. This will take you to the
Competency Factor page, and a new row will be added to the top of table.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | Go | Apvanceo | | Testing office vl
B f |
Questionnaire Builder
Template Libraries Competency/Factor

+ Announcements

| T [ —
Import Document Add Factor Add ltem

— Questionnaires :

+ Assessment

[i | | Il 1|
Previous HR Manager
Specialty/Grade Y
Questionnaire Builder

Rating Criteria

0 In the new row under the Competency/Factor heading, type in the name of the factor.

0 While you are on the Competency Factor page, click the New button to add additional
factors.
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USA Staffing STAFFING | REPORTS | ADMIN | LOGOUT

| | i GO | ADVANCED | |Testing Office L\LI
rom—1 : |
Competency;‘Factor Save Copy Delete ancel
Template Libraries Gompetency/Factor
i+ Announcements WMinimum Gualifications (Screen-Cut) - ¥
) ) Basic Requirement (Screen-out) =
— Questionnaires |
Education Level “~ v
T Assessment Professional Certification A
Specialty/Grads Accounting Concepts, Policies and Laws - Applies knowledge of generally accepted accounting princip -~ v
Audit Readiness- Document processes and implement necessary controls to provide credibility, visibi LA
Questionnaire Builder ) o ) v
Automated Accounting: Skill in using an automated accounting system to process accounting data, pro
Rating Criteria Communication: Ability to communicate effectively orally and in writing. =
Verification and acknowledgment of the accuracy of all questionnaire answers -~
Case File Documents
*|\ “A v
Default Scales

o0 When you are finished adding factors, click the Save button. The factors will display on
the Questionnaire Builder page.

USA S‘taffing ] STAFFING | REPORTS | ADMIN | LOGOUT
| | i GO | ADVANCED | |Testing Office |"]

e | e R

Competency/Factor

Template Libraries

+ Announcements Ninimurm Gualifications {Screen-Ou

Basic Requirement (Screen-out)

— Questionnaires Education Level

Professicnal Certification

+ Assessment

Specialty/Grade

'~ Questionnaire Builder l Communication: Ability to communicate effectively arally and in writing

Verification and acknowledament of the accuracy of all questionnaire answers.

Rating Cnteria

[ | [ | ( e ——
{iase File Docmments . Preview . Import Document | I Add Factor J Add ltem |

Default Scales

O —_— |
s HR Manager Next

Maintenance

Preferences

e Add Items:

Note: An item is an instruction set, question (may contain custom responses), default scale
response, or narrative included in the questionnaire. All items are associated with a factor.
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0 Select the column to the left of the Competency/Factor name. An arrowhead to the left of
the name shows the item selected.

® STAFFING REPORTS ADMIN LOGOUT
SA Staffing : g

| | | Go | Apvancep | |Testing Office |"}
T—— e |

Competency/Factor

Template Libraries

T Announcements # | Minimum Qualifications (Screen-Out

# | Basic Requirement (Screen-out)

[l #| p|Education Level

| Professional Ceification
+ Assessment [T R

Specialty/Grade | Audit Readiness- Document processes and implement necessary controls to pravide credibility. visibi

| | Automated Accounting: Skill in using an automated accounting svstem to process accounting data, pro
Questionnaire Builder | Communication: Ability to communicats effectively orally and in writing

Verification and acknowledament of the accuracy of all questionnaire answers.

Rating Criteria

] e — 1 [
Case File Documents Import Document | Add Factor Add ltem |

Default Scales

Maintenance | Previous HR Manager Neaxt

Preferences

0 Click the Add Item button at the bottom right corner of the page. This will take you to the
Item Editor page.

STAFFING |

USA Staffing

I ‘ | GO | ADVANCED | |Tes|ing Office V|
= fi | I i If il

Description

REPORTS | ADMIN | LOGOUT

Template Libraries Factor/Competency

Question ™ Education Level
+ Announcements

— Questionnaires i e s ZIEEE @R ™

2 = 0.0 &8s ¥

|Ar
Font bt [ Size & I Formatting N | Style "|A

+ Assessment

Specialty/Grade l

Questionnaire Builder

Rating Criteria

Case File Documents

Default Scales
) @ Design [EHTHML
Maintenance
Preferences Question Type 8 Use Scale
= [Allow a Single Response Selection "1
Data Retrieval
Code

Response
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0 On the Item Editor page, you create and modify the items that are part of the
questionnaire. Here are the types of items you can work with on this page:

- Questions. The system defaults to Questions. To enter a question, leave the default
Question set and add text to the box on the lower portion of the page.

- Responses. Once the question text is entered, click the New button at the bottom of
the Item Editor page.

- Question Type. The system defaults to Allow a Singe Response Selection. Multiple
Answer/Multiple Response Assessment Question Types is included in the drop-down
list at the bottom of the page.

Note: Default scales are not used with minimum qualifications or other screen-out questions.
These responses are typically customized to fit the position or screen out requirements. Repeat as
necessary to include all required response types as appropriate, i.e., experience, education,
combination of education and experience, and a response that allows the applicant to indicate
they do not have either the education or experience described.

Multiple Answer/Multiple Response Assessment Question Types. The multiple answer,
multiple response question type allows applicants to select all applicable responses to a specific
question. This question type is intended to collect multiple, specific pieces of information about
applicants’ experience. Multiple response questions can be used with KSA and Task-Based
assessment questionnaire types. This question type can be used with rating factors and cannot be
use with screen-out factors.

Applicant Flags. These allow a specific response to be flagged. When an applicant selects that
response, a flag is assigned to that applicant’s record. That flag will appear next to the
applicant’s name on the certificate. Typically, flags indicate some positive attribute of the
applicant.
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- ® STAFFING | REPORTS | ADMIN | LOGOUT
USA Staffing
| | | GO | ADVANCED |Testing Office "|
. ™ | e R
Template Libraries Description Factor/Competency
+ Announcements
— Questionnaires B 7ruais I EE=EEcs=Eh a@age
W= 00'HY
+ Assessment -
‘ Font e Siz | Formatting Style 5 A
Specialty/Grade
Rating Criteria
Case File Documents
Default Scales
. Ld Design |E HTML
Maintenance
Preferences Question Type M use Scale
|AHDw a Single Response Selection "|
Data Retrieval

Narrative. You can insert a narrative response question and its corresponding answer box.
Typically, you would have a multiple-choice response question immediately preceding the
narrative one. If narratives are used in your questionnaire and you allow applicants to apply
using the 1203-FX Form C the announcement should outline how the applicant should submit
narrative responses if they are faxing their responses and not applying online.

Instruction. The instruction item is used to provide direction to the applicant about how to
complete or respond to some aspect of the questionnaire. If you want the system to display the
name of the factor before the related questions, you can create an instruction with the factor
name. This instruction/factor name will display to the applicant when they complete the
guestionnaire.

Default Scales. To apply the default scale to the rating factors, follow these steps:

e Select the column to the left of the factor where you want the default scale to begin. An
arrowhead to the left of the name shows the item selected.

e Click the Add Item button.
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e The Item Editor page opens.

|| GO | ADVANCED

STAFFING

| REPORTS

| ADMIN | LOGOUT

|Tes:ing Office

| @

Template Libraries
+ Announcements
— Questionnaires
+ Assessment
Specialty/Grade
Rating Criteria
Case File Documents

Default Scales

Maintenance

Preferences

Data Retrieval

[ | D i 1 1 1

Item Editor
Description Factor/Competency
Question v Education Level
B I U#s o x ESEEECSEE @9 o
L =-00vaHY
Font ¥l size IFcrmaﬂmg bt Style V}A'
3 Design [EIHTHL
Question Type _UUse Scale
[Allow a Single Response Selection b’
Code Response

e Using the Default Scale Template drop-down list, select the appropriate response scale.

e Apply Scale To — Select the last question in the drop-down list to which you want to apply
the scale. The system will automatically load this response scale to all questions.

e Click the Save button.

The picture below is Questionnaire Builder with factors and items added. On this screen, the plus
signs have been opened to show the items associated with the second factor and the responses

associated with

question 4.
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- ® STAFFING | REPORTS ADMIN | LOGOUT

USA Staffing
| | | GO | ADVANCED | ‘Testing Office l"l
c e e - e .
Questionnaire Builder

Template Libraries

Competency/Factor
=+ Announcements Bl | Minimum Qualifications (Screen-Out)
=l p|Basic Requirement (Screen-guti
— Questionnaires
Item Text

iy
Assessment To qualify for this pesition you must meet one of the basic requirements described below. (You MUST

= A review the Required Documents section of the vacancy announcement to identify documents that may be
Specialty/Grade T required to verify your claim. Failure to submit required documents by the close ofthe announcement

, may resultin an Ineligible rating.)
‘Questionnaire Builder
Code

Rating Criteria

Response

Completion of all requirements for a bachelor's dearee in accounting from an accredited college or university; or a
» degree in arelated field such as business administration, finance, or public administration thatincluded or was
t supplemented by 24 semester hours in accounting. The 24 hours may include up to @ hours of creditin business
law

Case File Documents

Default Scales A combination of education and experience: at least 4 years of professional accounting experience (at least one

year must be equivalent to the journeyman level) or an equivalent combination of professional accounting

Maintenance B experience, college-level education, and training that provided professional accounting knowledge AMD 24
semester hours in accounting/auditing courses OR a certificate as a Cerified Public Accountant or Certified
Preferences Internal Auditor.
| do not meet any of the above requirements.
Data Retrieval c
Bl |Education Level
Bl |Professional Cerification
Bl | Accounting Concepts. Policies and Laws - Applies knowledae of genarally accepted accounting princip
|
=
=
=

(
Import Document Add Factor | Add ltem ‘

T — e———| [ —
| Previous | | HRManager ‘ | Ned |
L || K |

Rating Criteria in Assessment within the Questionnaires Template

The Rating Criteria page is where you set up the rating process for the assessment. Factors are
designated as Screen-Outs, Rating, or neither, and values associated with the individual
responses. USA Staffing is very flexible and allows you to specify for each combination of
factor/specialty/grade whether or not points from the factor will be taken into account in arriving
at a score and whether the factor will be a screen-out factor. The system provides shortcuts to
keep your effort to a minimum.

Below is an explanation of how you can use the settings on the Rating Criteria page on the
Assessment menu to make USA Staffing do what you want it to do with screen-out and rating
factors.

Screen-Out Factor. A screen-out factor is used to determine basic eligibility. If the applicant
does not meet this basic eligibility, the applicant is “screened out” from further consideration for
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that specialty and/or grade. If you set a factor to be a screen-out, you must also set a minimum
qualifying (MQ) value. The MQ value is the value or points an applicant must receive for their
response to the screen-out question(s) to be considered eligible. The MQ value is the average
response value for the questions under the factor. You also need to specify an ineligible code the
system will assign to the applicant record if they do not get the MQ value. This ineligible code
will show on the Notice of Results for an applicant who scores below the MQ value. In Wage
Grade jobs (or where Job Element Examining is the method used to rate), you would set up one
or more screen-out factors to determine if applicants pass or fail the screen-out element of the
Job Element rating plan. Normally the screen-out factor is the Ability to Perform the Duties of
the Position Without More than Normal Supervision. In Job Element Examining, screen-out
factors are also used as rating factors.

Rating Factor. A rating factor is one whose points are used to help arrive at the applicant’s
score. Each possible response to the questions associated with the factor has a point value.

Example:
e Establish a scale of 5 possible responses.
e Set the point values in a range from 0 to 4.

Screen-Out and Rating Factors. If you set a factor for screen-out and for rating, USA Staffing
will take both of the following actions:

e Use the factor to determine if the applicant is eligible based upon meeting the minimum
qualifying value.

e Use the point value for each response to questions associated with the factor in arriving at the
applicant’s score if eligible.

Screen-Out Factors, Not for Rating. When you set a factor for screen-out but not for rating,
USA Staffing will use the results of the question only to determine if minimum qualifications
have been met. The system will not include the points in calculating the applicant’s score.

Multiple Questions in Screen-Out Factors. When you have multiple questions associated with
a screen-out factor, the points from the applicant’s responses are averaged. If this average
exceeds the minimum qualifying value, the applicant is not screened out even if one or more
responses may be below the minimum score. It is useful to have multiple questions that get at
different aspects of a factor.

One Grade Example. For a professional position at the GS-9 level, an applicant needs to
possess certain basic educational background, i.e., a degree in a specified field, a specified
number of semester or quarter hours, and additional education or experience (or a combination of
both). You can do the following:

e Set the factor to be a screen-out factor.
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e Set the minimum qualifying value to 2.
e Ask two Yes/No questions:
0 Do you have this type of education?

o Do you have this type of additional education or experience or a combination of
education/experience?

e Set the value of a Yes response to 2 and the value of a No response to 0.

In this case, these are the four possible outcomes based on an applicant’s responses. See chart
below.

. Responses to Questions
Possible - —
Outcomes Basu; Value Spemghzed Value Total Average
Education Experience
Case No. 1 Yes 2 Yes 2 4 2
Case No. 2 Yes 2 No 0 2 1
Case No. 3 No 0 Yes 2 2 1
Case No. 4 No 0 No 0 0 0
FORMULA

Minimum Qualifying Value (2) x Number of Questions for the Factor = Total Response
Value Needed to Qualify

Note: In this example, both questions must be answered Yes for the applicant to qualify.
Two Grade Example. For a professional position at the GS-9/11 level, an applicant must
possess certain basic educational background, i.e., a degree in a specified field, a specified
number of semester or quarter hours, and additional specialized education or experience (or a
combination of both) for the grade levels. You could do the following:
e Set the first factor to be a screen-out factor.
e Set the minimum qualifying value to 2.
e Create a Basic Qualification—Education Yes/No question (i.e., Question 1):

o0 Do you have this type of education?

0 Set the value of a Yes response to 2 and the value of a No response to 0 for both grades.

e Create a second factor to be a screen-out factor.
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e Create two Additional Qualification—Education/Experience Yes/No questions (one for each
grade level).

(0}

education/experience? (Question 2)

education/experience? (Question 3)

Do you have this type of additional education or experience or a combination of

Do you have this type of additional education or experience or a combination of

0 Set the value of a Yes response to 4 and the value of a No response to 0 for GS-9 for
questions 2 and 3.

0 Set the value of a Yes response to 4 and the value of a No response to 0 for GS-11 for
question 3 only.

FACTOR 2 — SCREEN-OUT

Questions o) Crens
Response/Value Response/Value
Q. 2. GS-9 Additional Yes=4 Yes=0
Education/Experience/Combo | No =0 No=0
Q. 3. GS-11 Additional Yes=4 Yes=4
Education/Experience/Combo | No =0 No=0

In this case, these are the four possible outcomes based on an applicant’s responses:

Responses to Questions

Factor 1 Factor 2
Q. 2. Q. 3.
GS-9 GS-11
Additional Additional
Education/ Education/
Possible Q. 1. Experience/ Experience/
Outcomes | Education | Value | Total | Average Combo Value Combo Value | Total | Average
Case No. 1 Yes 2 2 2 Yes 4 No 0 4 2
Case No. 2 Yes 2 2 2 Yes 4 Yes 4 8 4
Case No. 3 No 0 0 0 No 0 Yes 4 4 2
Case No. 4 No 0 0 0 No 0 No 0 0 0
FORMULA

Minimum Qualifying Value (2) x Number of Questions for the Factor = Total Response
Value Needed to Qualify

For the above example, the minimum qualifying value for Factor 1 has been set to 2 and is

applied to both grades. To pass this screen-out, the applicant must answer Yes.
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The minimum qualifying value (screen out) for Factor 2 has been set at 2 for both grade levels.
In this example, the response for qualified applicants has been set at 4 for the GS-9 level
(Question 2). Likewise the qualifying response has been set at 4 for the GS-11 level

(Question 3).

If the applicant answers Yes to Question 2 and No to Question 3, the applicant qualifies at the
GS-9 level. If the applicant answers Yes to both Questions 2 and 3, the applicant qualifies for
both grade levels. Similarly, if the applicant answers No to Question 2 and Yes to Question 3, the
applicant qualifies for both grade levels.

To pass the screen-outs at the GS-9 and GS-11 levels, the applicant must answer Yes to Question
1 and answer Yes to questions 2 or 3.

To qualify at the GS-9 level, the applicant must answer Yes to question 1 and answer Yes to
question 3 to qualify at the GS-11 level.

In other words, an applicant who is qualified at the GS-11 level based on their response to
Question 3 will also qualify for the GS-9 level.

The Rating Criteria page has two views, depending on whether you prefer to see all the

information grouped by specialty or by competency/factor. By default, when you get to the
Rating Criteria page, information is grouped by specialty.

The picture below shows the Rating Criteria page with one specialty and three grades.
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USA Staffinglm STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANGED | [ resting office [
3 A I i
| Save Copy Delete Cancel
Template Libraries T 0
— Group By: & SpecialtyO Competency/Factor
+ Announcements
e =l specialty : 001 Accountant
+ Assessment Grade . Min. Qual.
Factor - Used Rating Screen Out Inel. Code
A Value
Specialty/Grade Winimum Qualifications (Screen-Out) O 2 IE
% i - Basic Requirement {Scregn-out) il 2 [n]
uestionnaire Builder
Education Level O
R ing Criteria i Frofessional Certification O
Accounting Concepts, Policies and Laws - Applies 0
Case File Documents knowledge of generallv accepted accounting princip
o7 Audit Readiness- Document processes and implement 0
e S necessary contrals to grov.ld.e creFllblllbt visibi
ti g.l't t : t'gdlt N
Maintenance accounting system to process accounting data, pro
e Communication: Ability to communicate effectively arally 0
Preferences and in writing.
— Werification and acknowledament of the accuracy of all
Data Retrieval guestionnaire answers. = = 0
———— Minimum Gualifications (Screen-Cuty [F] 2 IE
Basic Requirement i Screen-out) | 2 D
Education Level [F]
Professional Cedification O
Accounting Concepts, Policies and Laws - Applies
S O
knowledae of generallv accepted accounting princip
09 Audit Readiness- Document processes and implement
necessary controls to provide credibility, visibi 4 = 0
Autormated Accounting: Skill in using an automated
accounting svstem to process accounting data, pro 4 4 o
Communication: Abilit to communicate effectively orally
[v]
and in writing. = = =
Verification and acknowledament of the accuracy of all
fuestionnaire answers. o o o
Minimurm Gualifications (Screen-Cut) O 2 IE
Basic Requirement {Scregn-out) O 2 D
Education Level O
Professional Certification O
knowledae of generallv accepted accounting princig
11 Audit Readiness- Document processes and implement
[v] [v]
necessary controls to provide credibilitv, visibi 4 4 o
Sy z e s O
accounting svstermn to process accounting data, pro
Communication: Ability to communicate effectively orally
and in writing. o 4 o
Verification and acknowl
fuestionnaire answers. = 4 0

Regardless of the view you select (Group By: Specialty or Competency/Factor), there are three
actions you can take on this page:

o Enter values as appropriate for Used, Rating, Screen-Out, Minimum Qualifying Value, and
Ineligible Code.

e Enter the appropriate point values for each of the responses to the questions.
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e Test the assessment component.

To view the Rating Criteria information for a competency/factor, click the plus sign.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANGED | |Testmg office i"l
F i i g i
M i funlsd Bl

Template Libraries D
Group By: O Specialty ® Competency/Factor Test
[

+ Announcements

e Zl (3 questions) (3 questions)

+ Assessment Grade

Specialty ~ . Used Rating Screen Out Min. Qual. Value Inel. Code
Specialty/Grade 07 O 2 iD
s By 001 Accountant g O 2 D
uestionnaire ouider
11 O 2 D

| Rating Criteria # (1 question) (1 question)

Case File Documents

£l Education Level (1 question)

Default Scales 2 I ]
&l Professional Certification (1 question)

Maimenance # Accounting Concepts, Policies and Laws - Applies knowledge of generally accepted accounting princip (6

Preferences quastions)
% Audit Readiness- Document processes and implement necessary controls to provide credibility, visibi (&
Data Retrieval questions)
£ Automated Accounting: Skill in using an automated accounting system to process accounting data, pro (&
questions)

# Communication: Ability to communicate effectively orally and in writing. (8 questions)

&l Verification and acknowledgment of the accuracy of all questionnaire answers. (1 question)

These are the steps to take on the Rating Criteria page.

e On the first row of the table, showing the first specialty/grade combination, enter the
appropriate values for the items listed below:

0 Used. The system puts a check in this box by default to indicate that the factor is going to
be used as part of the assessment process. If you want to prevent the factor from being
used for a certain factor/specialty/grade combination to assess applicants, select this box
to remove the check and turn off the factor.

0 Rating. The system puts a check in this box by default to indicate that the factor is going
to be used as part of the numeric score.

0 Screen-Out. Place a check in the box if the factor will be used as a screen-out in the
assessment. If this box is checked, you must also supply a value in the Min. Qual.
(Minimum Qualifying) Value box and an Inel. (Ineligible) Code.
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0 Minimum Qualifying Value. In the Min. Qual. column, enter the number of points an
applicant must attain on this factor to pass the screen-out. Below this number, the
applicant will be considered ineligible. To specify a minimum qualifying value, first
make sure there is a checkmark in the Screen-Out box; then select the Min. Qual. Value
box and type a number.

o0 Ineligible Code. In the Inel. Code column; select from the drop-down list the code you
want the system to assign when an applicant is ineligible on account of failing the screen-
out factor you are working on. To do this, make sure there is a checkmark in the Screen-
Out box and a number in the Min. Qual. Value box. Then select the Inel. Code box.
When the drop-down selection arrow appears, use it to find the appropriate code, then
select it. (See Appendix C for the list of NOR Message Codes.)

STAFFING | REPORTS | ADMIN | LOGOUT

| | LaCO ALVANCED |Testing Office [V]
" P 1 | I
=

‘ I
| Test |

Template Libraries

Group By: O Specialty @ Competency/Factar

+ Announcements

— H H ~
CumsiaTETEE 2l (3 questions) (3 questions)
+ Assessment _ Grade . .
Specialty « . Used Rating Screen Out Min. Qual. Value Inel. Code
Specialty/Grade o7 [l 3 D
Qusstionnaie Build 001 Accountant 08 O 2 D
uestionnaire oullder
kil O 2 D
(1 question) (1 question)
Cowe Pl Drsineiis El Education Level (1 question)
Default Scales . L .
El Professional Certification (1 question)
Malrendnce El Accounting Concepts, Policies and Laws - Applies knowledge of generally accepted accounting princip (8
Preferences questions)
El Audit Readiness- Document processes and implement necessary controls to provide credibility, visibi (&
Data Retrieval questions)
£l Automated Accounting: SKill in using an automated accounting system to process accounting data, pro (6
nuestinns) [v]

Competency/Factor

Questicn gext Minimum Qualifications (Screen-
=1 From the descriptions below, selectthe letter that corresponds to the highestlevel Out)
Specialty: 001 Accountant
Response Grade: 07
BA I have ane vear of Specialized experience equivzlentto atleast e GS-5 gra ~PPIY Values To:
6B | have successfully completed one full year of graduate level education in a -

6C | do not possess the full amounts of experience and education as are desc

[ l
5D | have successfully completed all ofthe requirements for a bachelors degre | Apply ‘
[de

| do not meet any of the above requirements

[l I | |2

e For every question in the questionnaire, enter in the number of points you want the system to
assign to each possible applicant response for the grade you are working on. To do this,
follow these steps:
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o0 Select the plus sign to fully expand the tree view for the factor/specialty/grade you are
working on.

0 Select the first factor for the grade.

o0 Select the plus sign next to the question for which you want to assign point values.
0 Select the box to the left of the response and type in the number of points.

o Click the Save button.

O Repeat this step for all responses for all questions for the factor/specialty/grade you are
working on. Do one grade at a time.

e Click the Save button.
e Repeat the first three steps for each grade covered by questionnaire.

e Select the next factor from the Factor selection box. Repeat the first four steps for each
factor.

Alternatives: Apply Values To

If your assessment covers multiple specialties or grades, then you will need to determine whether
or not the values you assign to the responses for a particular question for one specialty/grade
combination should be used for the same question in other specialty/grade combinations. If they
should, then you can use shortcuts to apply the values to the responses for entire groups of
questions.

To speed up the process of the completing the Rating Criteria page, the following alternatives are
available at the Apply Values To drop-down list:

e Question — Grade. This is the default setting if no other option is selected. This means that
the system will apply the response values for this question only at this grade level. You can
use this option to reset back to the default if you select one of the other options and then
change your mind.

e Question — All. This will apply the response values for this question to this same question at
all grades and specialties to which this question is linked.

e Scale — Grade. This will apply the response values in this default scale to every question
using this scale at that grade.

e Scale — All. This will apply the response values in this default scale to all questions that use
this scale for all specialties and grades.

To use one of the alternatives, follow these steps:
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e Make sure the Response Value table is still displayed for a question for which you have
already entered response values.

e Select the appropriate option from the Apply Values To drop-down list at the bottom right of
the page.

e Click the Apply button.

USA S.taffing'm STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANCED |Testing Office M

| (|
Seee

Template Libraries ) I 1
S Group By: O Specialty ® Competency/Factor Test
+ Announcements
— Questionnaires El Education Level (1 question) [~]
=+ Assessment 2l Professional Certification (1 question)
Specialty/Grade El Accounting Concepts, Policies and Laws - Applies knowledge of generally accepted accounting princip (8
questions)
CQuesti ire Build . Grade . =
uestionnaire Sulider Specialty « . Used Rating Screen Out Min. Qual. Value Inel. Code
Rating Criteria o7 O
001 Accountant 09 [F]
Case File Documents 1 0O
Bk Serlles Bl Audit Readiness- Document processes and implement necessary controls to provide credibility, visibi (6 3
questions)
Maintenance Bl Automated Accounting: Skill in using an automated accounting system to process accounting data, pro (6
questions)
Preferences
D Bl Communication: Ability to communicate effectively orally and in writing. (6 questions)
Data Retrieval
Bl Verification and acknowledgment of the accuracy of all questionnaire answers. (1 guestion) L
P
NG Text Competency/Factor:
Accounting Concepts, Policies and
=7 Apply professional knowledge of accounting laws, regulations, policies, standards  Laws - Applies knowledge of
generally accepted accounting
Response princip
0A I have not had education, training or experience in performing this task, but Zpe;laltug; 001 Accountant
rade:
18 | have had education or training in performing the task, but have not yet perfi
2C | have performed this task on the job. My wark on this task was monitered cl Apply Values To:
3D | have perfarmed this task as a regular part of 3 job. | have performed it inde _Scale.- Al ¥
E | am considered an expert in performing this task. | have supervised perforr QUESUDH - Al
CQuestion - Grade
[«] u | [2] |scale - Grade
Hl s Apply knowledge of department accounting and reporting procedures sufficientto p [Scale - All
Hoa Initiate correspondence providing analytical details or recommendations required to
210 Knowledge of financial management or accounting systems, system objectives, op i .
Hon Process avariety of accounting transactions in conjunction with the general ledger. Apply
] 12 Compare findings of multiple time periods to identify and report on trends.
[l i | m
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e When you finish selecting all the factors, test the rating criteria by clicking the Test button at
the top of the page.

STAFFING | REPORTS | ADMIN | LOGOUT

|:}
| R
3

Template Libraries [
S APHESUSP Group By: O Specialty ® Competency/Factor

+ Announcements

|Testing Office

— Questionnaires #l (3 questions) (3 questions)
+ A t
SSESSMEn # (1 question) (1 question)
Specialty/Grade

El Education Level (1 question)

Questionnaire Builder

&l Professional Certification (1 question)
# Accounting Concepts, Policies and Laws - Applies knowledge of generally accepted accounting princip (8
Case File Documents questions)
El Audit Readiness- Document processes and implement necessary controls to provide credibility, visibi (8
Default Scales questions)
El Automated Accounting: Skill in using an automated accounting system to process accounting data, pro (6
Maintenance questions)
Preferences E Communication: Ability to communicate effectively orally and in writing. (6 questions)
Data Retrieval # verification and acknowledgment of the accuracy of all questionnaire answers. (1 question)
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Testing the Assessment

The assessment must be tested and verified before it can be linked to an announcement, used to
rate applicants, and released to USAJOBS. To test the assessment, the system will create
fictitious applicants and you add questionnaire responses to confirm that the screen-outs and
rating questions are working as expected. Follow the procedures below.

e Click the Test button on either the Rating Criteria page or the Assessment page. The Test
Assessment page is shown below.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANCED | |Testmg Office i*’l
f I | B : [ | | |
o | | Canci

Template Libraries I

1 ] I |
Randomize | | Clear All | ‘ Rate All |

+ Announcements Applicant:

Applicant 01 IV

+ Questionnaires

Default Scales Question Response

Maintenance

Preferences

Data Retrieval

e R S I S R R

The questions in this table correspond directly to the questions in your assessment. If you created
14 questions in your assessment, you will see 1-14 in the Question column. Keep in mind, if
your assessment has minimum qualification questions or screen-outs, you will enter the letter of
a qualifying or disqualifying response for that question. You must ensure the screen-out and
rating questions work as intended.

Follow these steps to complete the test process:

e Enter lettered responses in the Response column for Applicant 01. You can type these one at
a time, or you can click the Randomize button to have the system generate responses for you.

e Create more than one test applicant for each screen-out response scenario to ensure your
assessment is working properly. For example, if your assessment is for grades 9 and 11, you
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can create a test applicant that should be rated eligible for the 9 and ineligible for the 11, a
test applicant that is eligible at the 9 and the 11, and perhaps a test applicant that is ineligible
for the 9 and the 11 grade levels.

Remember, if the Randomize feature is used, responses are randomly generated for that test
applicant. You may change screen-out responses to ensure you have a test applicant for each
of the grade level scenarios as outlined above.

A completed test applicant is shown below.

STAFFING | REPORTS | ADMIN | LOGOUT

| GO | ADvANCED | | Testing office v
| 1 I |
Test Assessment | sae | | Delete | Cancel |
Template Libraries ] S
i Rate"\” I
+ Announcements Applicant: ) o )
Applicant 01]¥]
+ Questionnaires £p l
Default Scales Question Response
Maintenance 1 D
2 C
Preferences
3 c
Data Retrieval 4 A
5 B
3] A
7 B
8 o
9 B
10 A
£ B
12 A
13 A
I | I
Previous Next

Click the New button to add additional test applicants. Enter the responses as appropriate.
You can switch from one applicant to another by using the Applicant drop-down selection
box.

Click the Rate All button. The system will rate your test applicants and create a Test Rating
Summary Report. The report will preview in a separate window. (If you do not see it, look
for this page on the desktop toolbar.)
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Below is an example of the Rating Summary Report with two test applicant records.

Testing Office

[Assessment [D:

TEST RATING SUMMARY REPORT

193807

001
001
001

Assessment Name: Accountant GE-7/11 PD1234367
Raring Method: E5A-Based
SSN Name
000-00-01 Applicant 01
Specialty Code  Grade Eaw Score Final Rating Min Quals Rating
001 07 9 87 EL
001 09 1 87 EL
001 1 9 87 EL
88N Name
000-00-02 Applicant 02
Specialty Code  Grade Raw Score Final Rating Min Quals Rating
001 07 IE
001 e D
001 1 D
SEN Name
00-00-03 Applicant 03
Specialty Code  Grade Raw Score Final Rating Min Quals Rating

IE
IE
D

Review test applicant ratings to ensure the assessment is working as expected. Are applicants
rated eligible or ineligible as expected? Are eligible applicants given scores appropriate to
their responses? If not, return to the Rating Criteria page, correct the response values, and re-

test the assessm

ent.

When the test has run successfully, close the Preview screen and click the Next button. You
will receive the dialogue box below.

s

Message from webpage

=]

9P ) Mark: this Assessment Compleke?

2)

Click. Ok if Test applicants rated correckh:,

Warning: This test does not assure that the
raking criteria for this assessment is set up properly,

Users should confirm the accuracy of this test before proceeding,

| ok

l [ Cancel

|

Click OK. This will mark your assessment as complete.
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Assessment

Once your assessment has successfully been tested, you will be directed back to the Assessment
page. There will be a checkmark in the Complete box. Do not uncheck this box unless you plan

to revise the assessment. If the Complete check is removed, you must re-test the assessment.

STAFFING | REPORTS | ADMIN |

LOGOUT

| ‘ GO | ADVANCED '|

M .
" < ® R | ®
New Save Copy Delete Cancel

|Test|ng Office

Assessment
Template Libraries Assessment ID Assessment Name
195727 |GS-[]51[]-?F11 PD123456789 |
+ Announcements A
L Typ Assessment Owner
| 55e55ment |Ellanca |. Santiago [‘LI
Rating Method o
Specialty/Grade | \Based Interdisciplinary ACWA
Questionnaire Builder i T 0 T
¥ Complete Test Notes
Rating Criteria [IRetire Assessment .
el B Upload New Case File Document I |
- ' Upload Document
Default Scales ) Show in SM [
Maintenance
I 1
Preferences Next

"\ "
.

HOT TIP! The Retire Assessment checkbox on this page allows you to deactivate
assessment templates so they are no longer used. Based on your permission profile, you
may be able to search for retired assessment templates and activate or deactivate
assessment templates. To deactivate an assessment template, open the assessment
template, check the Retire Assessment box, and click Save. To reactivate an assessment
template and make it available for future use, uncheck the Retire Assessment box and
click Save.

Import Document in Questionnaire Builder

If you prefer to work with a word processor, you can create the questionnaire text in Notepad or
Word and import the document into the system. This way team members and/or subject matter
experts (SMESs) can draft questionnaires even if they do not have access to USA Staffing.

To use the Import Document function, you must follow these guidelines:

e The questionnaire to be imported must be in a single file.

Administration — Template Libraries 3-60



USA Staffing® Version 1401

e The file must be saved in plain text file format with the UTF-8 Encoding option selected.

e Each part of your questionnaire text document must be preceded by an identifier placed at the
start of a line with a hard return. This must also be on the first line of your text file so that
USA Staffing knows what it is. You can find a sample assessment text file in Appendix B.

0 Precede each competency/factor with “FACTOR:”
0 Precede each set of instructions with “INSTRUCTIONS:”

0 Default Scales. For each item in your default scales (your A-E responses), use a capital
letter followed immediately by a dash, then one or more spaces and the text of the item.

If you want to add instructions before the default scale, insert INSTRUCTIONS: and then the
instructional text.

0 Question Type Items. Precede each question item with a number followed immediately
by a period, then one or more spaces and the text.

o0 Custom Responses. Precede each response item with a capital letter followed
immediately by a period, then one or more spaces and the response text.

o0 For an example of a properly formatted import document, see Appendix B.
To import a document, follow these steps:

e Click the Import Document button on the Questionnaire Builder page to display the Process
Document page.

STAFFING | REPORTS | ADMIN | LOGOUT

[ | | co ADVANCED | | Testing office v

Competency/Factor

+ Announcements R e T —
I Import Document | | Add Factor | Add ltem |

— Questionnaires

Template Libraries

+ Assessment

| I |
Previous | HR Manager | MNext
Specialty/Grade - = L _ L il

Questionnaire Builder

Rating Cnteria
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e In the text entry box under Select File To Process, either type the full path and file name, or
click the Browse button and follow the dialogue instructions. (See a sample text file in
Appendix B.)

USA Staffinglm STAFFING | REPORTS | ADMIN | LOGOUT

‘ | | GO | ADVANCED |Testing Office M

[ 1
3 £3 &3 B3

Select File To Process

H:\Documents\Sample Assessment Accountant.|_Browse.. [

Template Libraries

Process

- Announcements

+ Questionnaires

Question Format: Response Format: Default Scale Response:

Maintenance

Instructions: Competencies/Factors: Narratives:

Preferences INSTRUCTIONS: FACTOR: MNARRATIVE:

Data Retrieval

e Click the Process button. The document file will be read into USA Staffing and loaded into
the Questionnaire Builder. The Questionnaire Builder page will be presented to you for your
review.

e Click the Save button.

e Continue to work in Questionnaire Builder or click the Next button to go to the Rating
Criteria page.

U SA = |ng STAFFING | REPORTS | ADMIN | LOGOUT
‘ | | G0 | MWANCED.i \Testing Office |"]

0 [
Questionnaire Builder HE

Competency/Factor

Template Libraries

Winimum Qualifications (Screen-Cut)
Basic Requirement (Screen-out)
Education Level

+ Announcements

— Questionnaires

Professional Certification
+ Assessment

Accounting Concepts, Policies and Laws - Applies knowledae of generallv accepted accounting princip

Specialty/Grade | Audit Readiness- Document processes and implement necessary controls to provide credibility. visibi

 Questionnaire Builder |

Rating Criteria

| ¥ ofthe accuracy of all
] | B | |
Case File Documents Preview I Import Document | j Add Factor | Add ltern

Default Scales

[ l [ | 0 |

Preferences

Communication: Ability to communicate effectively arallv and in writing.

R o o o o - R A £

uestionnaire answers

erification and acknowledament
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Case File Documents

This page is where you can upload documents, such as supporting assessment templates and
rating materials. Once a document is added, the system populates the table with the following
information:

e File Name. This is the name assigned to the document before being uploaded.
e Linked To. This is the assessment template to which the document is associated.

e Added By. This is the full name of the USA Staffing user who uploaded the case file
document.

e Date Added. This is the date the case file document was uploaded to the system in
MM/DD/YYYY format.

e Notes. The gray icon under this column indicates there are no notes entered for the case file
document. Once a note is added, this icon will turn yellow. The note(s) will be included with
the case file document in the Case File Documents page of the Vacancy section when the
assessment template is selected.

e Show in SM. When this box is checked, the system is set up to send a copy of the case file
document and accompanying notes to Selection Manager when the template is used in a
vacancy and a certificate is issued.

USA Staffing"ﬂ STAFFING | REPORTS | ADMIN | LOGOUT

| | | Go | ApvANCED | ‘Testing Office M
f | EE B g | (R

Case File For: Component 195727 - Auditor GS-5/11

Template Libraries

+ Announcements

. . File Name Linked To Added By Date Added MNotes Showin SM
— Questionnaires
| Job Analysis A tant 53-
e e sssessment- Auditor GS-511  Blanca Sanfiage 11132012
+ Assessment 0510.docx

Display Deleted [
Specialty/Grade isplay Delete

Questionnaire Builder

Previous | Next

Rating Criteria

Default Scales

e Display Deleted. For record purposes, deleted case file documents are retained in the system.
When this box is checked, the system will display any deleted documents in the Case File
table. The following three columns are added to the table to identify deleted documents:
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0 Is Deleted? — Deleted documents are identified by a Yes.

0 Deleted By — This is the full name of the USA Staffing user who deleted the case file
document.

o0 Date Deleted — This is the date the case file document was deleted from the system in
MM/DD/YYYY format.

To upload a case file document:

Click the New button. The page will refresh and display the Upload New Case File
Document form.

The Link New Case File Document to field defaults to Assessment. This field is inactive
(grayed out).

Click the Browse button next to the Select File to Upload field. The file size must be 3MB or
less and the acceptable formats are non-encrypted JPG, PDF, TXT, RTF, DOC, DOCX, and
WPD. Once you have selected the file, it will appear in the Select File to Upload field.

Click the Upload Document button.

To delete an uploaded case file document, select the case file document you want to delete by
clicking anywhere on its row and click the Delete button.

To add notes to a case file document:

Click the icon under the Notes column next to the case file document for which you want to
enter notes. A Notes window opens.

Click the New button.
On the Add Note form, enter the Subject and Note text.

Click the Save button. The note is added to the table. Once the note is saved, you can edit or
delete it by clicking the note entry on the table.

Click Close Window on the top right. The icon under the Notes column for that particular
case file document will turn yellow and the number of notes added will display in the icon.

Note: When the Show in SM box is checked, the case file document and accompanying note(s)
will display in Selection Manager when the template is used in a vacancy and a certificate is
issued and sent.
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Default Scales

When you are creating a questionnaire in the Questionnaire Builder, you can use any existing
default scales you see in the Template Libraries. Available scales appear in a drop-down list on
the Item Editor page of the Questionnaire Builder.

Depending on your permission profile, you may be able to create or edit default scales that can
be used by others in your Office, or across your Organization. Only OPM users in the USA
Staffing Program Office can create or edit default scales at the System level.

When users are creating questionnaires, they can use any of the default scales. The system copies
the scale into the questionnaire.

At that point, the user can modify the scale, but the changes made while working on a
questionnaire in the Staffing area pertain only to the questionnaire in which they are made. The
original remains unmodified in the Template Libraries. To modify the default scale in the
Template Libraries, you must have the appropriate permission profile, and you must make the
modifications in the Template Libraries in the Administration area.

The default scales in the Template Libraries do not have rating criteria (points) assigned to them.
You must assign the points on the Rating Criteria page after you select the default scale while
you are working on the Questionnaire Builder.

USA Staffin g ® STAFFING REPORTS | ADMIN | LOGOUT

| | GO | ADVANCED |Testmg0fﬁce ["]

Template Libraries

+ Announcements Hl system

1 Organization
+ Questionnaires | Office

M

To get to the Default Scales page, do the following:

e Click the Administration button at the top navigation bar.
e Click the Template Libraries button on the left menu bar.
e Select Default Scales under Template Libraries.

When you first arrive at the Default Scales page in the Template Libraries, the tree view display
of all the existing scales will be collapsed and show only the three levels at which default scales
are managed in three categories:
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e System. Templates stored at this level are available to all users when they are creating
questionnaires. These templates can only be created, modified, or deleted by OPM staff in
the USA Staffing Program Office.

e Organization. Templates stored at this level are available to all users in the same
Organization and all Offices of the Organization.

e Office. Templates stored at this level are available to all users in the same Office only.
To create a default scale, do the following:

e Select the category where you want to add the scale. (Remember that only OPM staff in the
USA Staffing Program Office can select the System category.) The cell will have a slightly
darker border when it is selected.

e Click the New button. Two rows will be added: one for Name and Description and one for
Response.

STAFFING | REPORTS | ADMIN | LOGOUT

| | QGO ADVANCED |Testmg Office |Vl
g ] [

Template Libraries

+ Announcements # system

=l Organization
+ Questionnaires
Name Descriptinn
# Typing Mumber of Waords per minute
Maintenance
|
Preferences
Code Response

Data Retrieval

A Flease Enter Your Response Information

# oOffice

o Select each of the Name, Description, and Response cells and type the appropriate
information needed.
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To modify a scale, do the following:
e Double-click the cell you want to modify.
e Type the new content for that cell.

e Repeat the first two steps for any other cells you want to modify.

e Click the Save bhutton.

USA affingm STAFFING | REPORTS | ADMIN | LOGOUT
| | | GO | ADVANCED | [ Testing office vl

[ | - [ | | |

Template Libraries

+ Announcements # System

=l Organization
+ Questionnaires

Name Description
Default Scales # Default Test7/28 Instructions: Use this scale to answer the following questions

For each task in the following group, choose the statement from the list below that best describes your

Maintenance =l General Schedule Modified X R
experience andlor training
Preferences Code Response
Data Retrieval A I have not had education, training, or experience in performing this task.
B | have had education or training in performing this task, but have not yet performed it on the job.
o | have perfarmed this task on the job. My work on this task was monitored closely by a supervisor or seniaor

employee to ensure compliance with proper procedures.
| have performed this task as a regular part of a job. | have performed itindependently and normally without
review by a supervisor or senior emplayee.

| am considered an expert in performing this task. | have supenised pefformance of this task or am nor

# Office

To delete either an entire scale or a response, do the following:

e Select the row you want to delete.

e Click the Delete button, and click OK to confirm.

e Repeat the first two steps for any other rows you want to delete.

e Click the Save button.
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Check Your Skills — Create an Announcement
Template
Take 30 minutes to practice creating a new announcement template.

Create an announcement template for your office by doing the following:
1. Click the Administration button.

2. Click the Template Libraries button.

3. Select Announcement.

4. Click the New button.

5. Give your announcement template a name.

6. Write down your announcement template name:

7. From the Template level drop-down list, select Office.

8. Click the Image Based Form drop-down list and select Form: 1203-FX. A list of possible
required items from the applicant will appear at the bottom of your screen. As a default, each
item will have a checkmark.

9. Review this list of possible requirements and delete or keep the checkmarks as appropriate.
10. Click the Next button to go to the Overview page.

11. Enter the Overview statement.

12. Click the Save button.

13. Select Duties.

14. Enter the duties in the Text Editor box.

15. Click the Save button.
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©

Check Your Skills — Create a New Assessment
Template

Take 30 minutes to practice creating a new assessment template.

Create a new assessment template for a multiple-grade vacancy by doing the following:

1.

2.

10.

11.

12.

13.

14.

15.

16.
17.

Click Administration on the top navigation bar.
Click the Template Libraries button.

Select Questionnaire.

Select Assessment.

Click the New button.

Enter the assessment name in the text entry box.

Make a note of your Assessment ID:

Click the Save button.

Click the Next button. On the Source Information page, click in the box before
“Classification and/or qualification standards” and select PRINCIPAL.

In the Remarks box enter (type) “This is a GS-201-9/11 training assessment to be used only
for training.”

Click the Next button again. You will now be on the Specific Info page.

Check the box next to “A description of how the importance of this job information was
determined.”

Click the Next button again. You will be on the Preparation page.

On the Preparation page, for the purpose of this exercise, select any one of the four displayed
items.

Click the Next button. You will be on the History Information page annotating the
Assessment ID, Assessment Name, Date Created, Author and the Phone No.

Select Specialty/Grade on the left menu bar.

Click the Series button at the top of the page.
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18.
19.
20.
21.
22,

23.

Select the series from the drop-down list.

Click the Specialty button and enter the specialty.

Click the Grade button and enter the grade.

Click the Grade button and enter the second grade.

Click the Next button to go to the Questionnaire Builder page.

Create your questions by importing a document. Ask the Instructor for the file name and
path.

24. Add Factors and Items.

25.
26.

27.

Click the Next button to go to the Rating Criteria page and see the factors.
Select Rating or Screen-Out for each factor, as appropriate.

Click the Save button.

Share your thoughts with the class on challenges.
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Maintenance

e Customer Maintenance

e Customer Edit in Customer Maintenance
e Contacts in Customer Edit

e User Maintenance

e User Edit in User Maintenance

e Office Maintenance

e Permission Profiles

e Standard Permission Profiles

e Permission Profiles: An Overview for Users
e Workgroup Maintenance

Customer Maintenance

If your permission profile gives you access, you can use the Customer Maintenance pages to add
new customer records, view, edit, or delete information about customers and contacts.

STAFFING | REPORTS | ADMIN | LOGOUT

| || Go | Apvancep |

Customer List

Template Libraries M Display Deleted

Maintenance

Customer Name Address
 Customer Maintenance  {ill i
ATT and TB HR Office 1310 G Street NW
User Maintenance
Office Maintenance Administrative Law Judges Program Do Mot Send Wail
Permission Profiles
Air Force Electronic Svstems 523 5 Main Street

Waorkgroup Maintenance

|Testing Office |"]

I I (B

State .ﬁgEﬂl’.‘.}‘ Name Organizatinn Name
Alcohol and
DC Tobacco Taxand Department Of The Treasury

DG

Trade Bureau

Office of

Fersonnel

Management

AirForce

EIemgm:;_ S Department of U.S. Air Force
Readiness

Command

Other Agencies and Independent
Organizations
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To access the Customer Maintenance page, do the following:
e Click the Administration button on the top navigation bar.
e Click the Maintenance button on the left menu bar.

e Select Customer Maintenance.

This page lists all customer records for your Office.

Note: Customers are not individuals; they are components or offices within your organization or
agency.

On the Customer Edit page, you can do the following:

e Open a customer record by selecting the customer’s name.

e Create a new customer record by clicking the New button.

e Edit an existing customer record, including adding or changing contact information.

e Delete a customer record not associated with a VIN.
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Customer Edit in Customer Maintenance

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANCED |Testlng Office H

0 | 0 |
Template Libraries

Customer Name
; Contacts
Maintenance | |
Customer Maintenance
Employer Type

User Maintenance Federal _

Office Maintenance CPDF Organization
|Department of U.S_ Air Force M

Permission Profiles

CPDF Agency

Waorkgroup Maintenance | 1w M
ing
Address1 City State
Preferences | | | | | M
Data Retrieval [ﬁddressz | |Zip | |C°untrv |

Address3
| |
Phone Ext Fax Ext

Email

When you click the New button or the customer’s name while you are on the Customer List
page, the Customer Edit page opens.

To create or modify a customer record, do the following:

e In the text entry box under Customer Name, enter the name of the customer as you want it to
appear in the system.

e Choose the appropriate Employer Type. It defaults to Federal.

o Select the appropriate designations that identify the agency from the CPDF Organization and
CPDF Agency drop-down lists. These selections will work with USAJOBS to place any
announcements using this customer under the appropriate organization/agency when posted
to the Web site.

e Fill in all applicable Address fields that pertain to the customer record.

e Click the Contacts button to view or modify contact records associated with the customer
record you have displayed.
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Note: There may be different addresses and phone numbers for each contact you add, so it is
possible for you to have contacts whose addresses differ from the address in the customer

record.

e Click the Save bhutton.

Contacts in Customer Edit

Contacts are individuals who are associated with customers. Contacts can be assigned to more
than one customer. A contact can be assigned to a specific request in the Referral area and
receive the certificates electronically. Contacts assigned to a Request will receive an email with
the link to Selection Manager where they will be able to view, print, and make selection

decisions.

Note: USA Staffing does not allow for duplicate USA Staffing or Selection Manager accounts.
Please check that an account does not already exist for the contact before creating a new one.

Template Libraries

Maintenance
User IMaintenance
Office Maintenance
Permission Profiles

Waorkgroup Maintenance

Preferences

Data Retrieval

Customer Edit

| | GO | ADVANCED

STAFFING |

|Testing Office

! | |
New

| LOGOUT

Customer Name

|USA Staffing Program Office

| Contacts |

Employer Type

CPDF Organization

|OiherAgencies and Independent Organizations

CPDF Agency

|Administrati»‘e Conference of the United States

]

Address1 City State
[1900 E st nw | [washington | |oc-DisTRICT oF coLumBia [
Address2 Zip Country

| [20415 |

Address3

Phone

Ext

|2025050000

Email

e Within the customer record select the Contacts button in the upper right corner of the screen.

The page will refresh to display the Contact List (all contacts) for that customer.
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USA S'taffinglm STAFFING | REPORTS | ADMIN | LOGOUT

| | | 6o | ADVANCED \Testing Office t]

[i I [ 1
=@ e
|

Template Libraries

I
Maintenance
Customer Maintenance
UserName FirstName Ml LastName PositionTitle Phone Email
User Maintenance
Qpen WANDASLEE WWanda 5 Lee HR Specialist (202)606-0000 WANDALEE@OPM.GOV
Office Maintenance ;
Open MROBERTSOM Melissa Robertson HR Manager (202)606-0000 MELISSAROBERTSOMN@OPM.GOV
Dt Beies Open ESANTIAGD Esmeralda J Santiago HR Assistant (202)606-0000 ESMERALDA.SANTIAGC@OPM.GOV
Open JASMITH1 Jin A Smith HR Specialist (202)606-0000  JILLSMITH@OPW.GOY
Waorkgroup Maintenance Open DKWATTS Debhie K Watts HR Specialist ~ {202)606-0000 DEBBIEWATTS@OPM.GOV
[J Display Disabled [ pisplay Deleted

e Click the New button on the Contact List page.

USA S'taffinglm STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANCED |Testing Office M

Contact Edit

To create a customer contact. enter the user's official agency email address {i.e.. ending with gov.. mil, .edu. or .org). DO NOT enter
personal email addresses. as they will not be accepted. If the user already has an account with the email address, you will be able to

Template Libraries

Maintenance ) o
assign him/her to your customer

Customer Maintenance ;
Email

|Ji|| Smith@opm gov
Allow Selection

Office Maintenance WManager Access?

User Maintenance

Permission Profiles [ 1

Workgroup Maintenance

e Enter the contact’s email address and check the Allow Selection Manager Access? box.
e Click the Next button.

e When the Next button is selected, the system verifies this email address has not been
previously used to create a contact account. If no account exists, the next page will display
the email address and ask for the user name and the contact’s full name.
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STAFFING | REPORTS | ADMIN | LOGOUT

1 ©

|Tesling Office

Template Libraries

Maintenance

Customer Maintenance

User Maintenance

Office Maintenance

Permission Profiles

Workgroup Maintenance

Contact Edit

DEIEte

Email
Jill.Smith@0PM._gov

User Name

Last Name

First Name Middle Initial

Previous

i 1

Enter the user name.

Click the Next button.

Enter the full name of the contact: last, first, and middle initial if applicable.

STAFFING | REPORTS | ADMIN | LOGOUT

M

‘Testlng Office

Template Libraries

Maintenance

Customer Maintenance

User Maintenance

Office Maintenance

[i 1| [i 1|
Delete

Contact Edit
Email Name
Jill.Smith@opm.gov Jill A Smith

Customer
USA Staffing Program Office

Allow Selection Manager A

ccess? Use this Customer's address data for this contact?

_ Address1 City State
PSS PR |1E-£‘£‘ E St NW | | Vashington | |:: DISTRICT OF COLUMBIA |
Waorkgroup Maintenance Address2 Zip Country
| | o | |
Address3
Preferences | |
Phone Ext Fax Ext
Data Retrieval |2[]2EIUBUUUU| | ‘ | | | ‘
[ 1| [ 1
Previous MNext

Enter the contact’s phone number.
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e The contact should have Selection Manager access. This access is granted by checking the
Allow Selection Manager Access? box.

e Ensure that the customer’s address is appropriate for this contact. If the Use this Customer’s
address data for this contact? box is unchecked, the address fields will be enabled to allow
edits.

e Click the Next button.

e The Contact example below shows the contact as assigned to the Automated Systems
Management Branch customer. The contact’s position title can be added on this page.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | AbvaNncED [ Testing Offce [v]

Contact Edit B3 Comea|

Template Libraries

Maintenance Email User Name

[ILLSMITH@OPNLGOV | [AshimHA |

User Maintenance

Last Name First Name Middle Initial

Offce Maintenance
Permission Profiles Title
|HR Specialist |
Workgroup Maintenance
Office Name Permission Profile
Preferences USA Stafiing Program Office Do Mot

ManagerHiring Official Certificate View

Use
Data Retrieval

Add Customer
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The contact can be assigned to more than one of your customers.

e Click the Add Customer button to assign another customer to this contact.

USA Staffing”’

STAFFING | REPORTS | ADMIN | LOGOUT

| | GO | ADVANCED ‘ |Testing Office

1 ©

Contact Edit Cren |

Template Libraries

R Select a Customer to assign to the contact's account.
Maintenance

User Maintenance

Office Maintenance

Permission Profiles

Workgroup Maintenance

e Select the customer from the drop-down list. Click the Next button.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANGED | |Testing Office

]

Contact Edit B3 sy

Template Libraries Email User Name
JILL. SMITH@OPM.GOV JASMITH1

Maintenance

Customer Maintenance Customer
Automated Systems Management Branch

User Maintenance

. [0 anlow Selection Manager Access? Use this Customer's address data for this contact?
Office Maintenance

. Address1 City State
Permission Profiles P =
[1200 E St W | [Washington | [pc-pistRicT OF coumaia [~]

Workgroup Maintenance Address2 Zip Country
Series Maintenance L\ddress?: | |_ — | | |

Preferences | |

5 Phone Ext Fax Ext
Data Retrieval |(202}606—0000 | | | | ‘ |

Previous

e Check the Allow Selection Manager Access? box.
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e Leave the Use this Customer’s address data for this contact? box checked, or uncheck this

box to enter a different address.

e Click the Next button.

STAFFING |

REPORTS |

ADMIN |

LOGOUT

ADVANCED |

Contact Edit

|Testing Office

2

Cancel |

Template Libraries

Maintenance k
Email

User Name

|JILL.SI\¢‘IITH@OF‘I\.‘LGO\.Ir

Customer Maintenance

B I 1
E
I

User Maintenance
Last Name

Office Maintenance

First Name

Middle Initial

Permission Profiles Title

|HR Specialist

Waorkgroup Maintenance

Series Maintenance Customer Name

Preferences

Branch

Data Retrieval USA Staffing Program Office

Permission Profile

Automated Systems Management ]

ManagerHiring Official Certificate View

ManagerHiring Official Certificate View

Second customer is assigned to contact’s record.

This contact will be able to receive certificates when the customer assigned to this contact’s
record is assigned to a VIN, i.e., Automated Systems Management Branch and USA Staffing
Program Office. If the customer is utilized, then the contact can be assigned on the Request
Information page. Once the certificate is issued and status is changed to Sent to Customer, this
contact will receive an email notifying them that the certificate is ready for their review. When a
new contact is assigned to a certificate for the first time, they will receive a system-generated
email notifying them that a certificate is available for their review. This email will contain their
user name and URL to log into Selection Manager. However, the first time they log in, it is
important to explain the procedure and provide the necessary login related information. A Hiring
Manager quick-start guide is also available on the Selection Manager log-in page.

0,

HOT TIP! USA Staffing inactivates customer contacts’ access if they have not
logged into the system in 365 days as of October 8, 2011. Access is removed on the 366"

day of inactivity. Customer contacts can be reactivated by recreating their account.
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User Maintenance

The User Maintenance page stores the records of all users within your organization as well as
those of USA Staffing support personnel. On this page you can view and modify information in
user records within your organization, as well as manage the permissions levels of users. The
extent to which you can view, add, modify, and delete users and their permission profiles
depends on your permission profile.

Users can make limited changes to their own records, including changing their passwords.

To get to the User Maintenance page, do the following:
e Click the Administration button on the top navigation bar.
e Click the Maintenance button on the left menu bar.

e Select User Maintenance.

- ® STAFFING | REPORTS | ADMIN | LOGOUT
USA Staffing

| | SO SADVANCED |Testing Office l"]
i = IR I il 0

ABCDEFGHIJKLMNOPOQRSTUVYWXYZ

Template Libraries

Maintenance
UserName FirstName MI LastName PositionTitle Fhone Email

s GEETEIE Open JUNSER John T Unser (202)506-0000  JOHN.UNSER@OPM.GOV

[ Display Disabled [ pisplay Deleted

Office Maintenance

The User List page shows all users for your Organization.
The following functions are available on this page:

e New. Click this button to add a User. This will take you to a blank User Edit page, so you
can enter the required information.

e Open. To modify a User Record, select the letter of the last name for which you are
searching. User names are listed, alphabetically, by last name. Click the Open link to the left
of the user name you want to modify. This will take you to a User Edit page where you can
modify the user’s information.

e Display Disabled. By default, the User List only shows users who are active. To display
users whose accounts have been disabled, select the Display Disabled check box.

0 Users may be disabled (temporarily) if they have attempted too many unsuccessful
logins.
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o Display Deleted. To display users whose records are marked for deletion, select the Display
Deleted check box.

Note: Individual user records are not permanently deleted if the user is associated with any
VINs, assessments, or certificates previously issued. Once a user record is deleted, that frees up
that license key to be used with another user.

User Edit in User Maintenance
To create a new user account:

e Click the New button at the top of the User Maintenance (User List) page.

USA S_taffing'm STAFFING | REPORTS | ADMIN | LOGOUT

[ | | Go | apvanceD | [Testing Office v

[ |
De‘E‘te

User Edit

Template Libraries To create a user. enter the user's official agency email address (i.e.. ending with gov., mil, _edu. or .org). DO NOT enter personal email
P addresses. as they will not be accepted. If the user already has an account with the email address. you will be able to assign him/her to
Maintenance
your office.
Custemer Maintenance ;
Email
i David. Ulrich gov
| - = @Dpln go\
. I 1
Office Maintenance Next

Permission Profiles

e Enter new user’s email address.

e Click the Next button.

STAFFING | REPORTS | ADMIN | LOGOUT

USA Staffing”’

Template Libraries

Maintenance

| | | S0 L ADVARCEEL |Testing Office M
e LT e

Email
David Ulrich@opm.gov

Customer Maintenance
Office Maintenance
Permission Profiles

Workgroup Maintenance

User Name

‘dulrich

Last Hame

First Name

Middle Initial

I 1
Previous

Next
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e Enter the user name.

To create a new user account, you must create a user name according to your agency’s
guidelines. The following rules are typically applied when creating user names:

o First initial, middle initial, followed by the first eight characters of your last name, for a
maximum of 10 characters; for example, JTJOHNSON.

e Enter the last name, first name, and middle initial, if applicable. Write user names in sentence
case (first initial capitalized with the following letters in lower case). DO NOT USE all
CAPS or ALL lowercase. For example, Smith, Jill is correct; SMITH, JILL and smith, jill are
not.

e Click the Next button.

USA Staffinglfﬁ STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO ADVANCED | ‘Testing Office ["I

Template Libraries Email User Name
5 David_Ulrich@opm.gov dulrich

Maintenance @opm.g

Customer Maintenance Available Licenses
|Testing Office IVI
User Maintenance !
I 1 I 1

Office Maintenance Previous | Next

Permission Profiles

e Assign the license to the appropriate office. If you have more than one office in your
organization, those offices will be listed.

When entering new user records, it is important to properly select the license key. If your office
is part of a larger organization using the system, you will see multiple offices in the Available
Licenses drop-down list. The drop-down list defaults to the first office, alphabetically.

Note: Ensure you assign all new license keys to the appropriate office.

e Click the Next button.
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STAFFING | REPORTS

| ADMIN |

LOGOUT

Maintenance

David Ulnch@opm.gov

dulrich

| | | GO | ADVANCED [ Teeting office v
I ‘! [
Template Libraries Email User Name

Customer Maintenance

User Maintenance

Office
Testing Office

Office Maintenance

Permission Profile

|Standard User

1

Adhoc Display

Viewer >

Permission Profiles

[[] Use this Office’s address data for this user?

Allow Ad Hoc Access? Support User?

Waorkgroup Maintenance

Address1 City State

‘1900 E St MW | |‘u"JaShmgtDH | |DC -DISTRICT OF COLUMBIA [v]

Address2 Zip Country
Preferences | |2[]415 | |US}'—'\ |
Data Retrieval Addressl

|
Phone Ext Fax Ext
[(202)506-0000] \ | | | | |
I I 1

Previous | | Mext

Assign the Permission Profile. Make selection from the drop-down list. This list will display
all system profiles and any created at your organization or office levels.

Select Adhoc Display. Options are No Adhoc Access, Viewer, and Plus.

Use this Office’s address date for this user? The purpose of this section is to specify which
address to use when contacting the user. You have already assigned the user to at least one
office, perhaps several offices. Now specify the address to use for contacting the user.

0 To specify an address other than one of the offices to which you assigned the user, do the
following:

- Uncheck the Use this Office’s address data for this user? box.

- This will allow you to edit the form. If the address information is already present, you
can modify it. If the form is blank, type in the information.

If Viewer or Plus Adhoc Display is assigned, click the Allow Ad Hoc Access? check box.
Enter user’s phone number. The phone number is important as this screen is often used by

support personnel to find a user’s contact information. The email address and phone number
will also display in the announcement when this user is selected as an external contact.
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e Click the Next button.

STAFFING | REPORTS | ADMIN | LOGOUT

| ‘ GO | ADVANCED | |Test|ng Office H
User Edit

Template Libraries

Maintenance

Customer Maintenance

Email

User Mame

I || l I | | l
|

[

User Maintenance

Office Maintenance

Permission Profiles

Waorkgroup Maintenance

|DAVID.ULRICH@OF'M.GOV |IZ'_'LF'I=C:H |
Last Name First Name Middle Initial
Title .
[FR Specialst Adhoc Display
Viewer [¥]

Preferences

Data Retrieval

Office Name

Permission Profile

Ad Hoc Access Support User

Testing Office

Standard User

Add Office

e Enter new user’s title.

e Click the Add Office button to assign additional access to this user’s account if appropriate.

e Provide the new user with their user name. The first time a new user accesses the system they
will be required to use the Forgot Password link on the login page to create a password.

0,

HOT TIP! USA Staffing inactivates users’ access if they have not logged into the

system in 90 days. Access is removed on the 91° day of inactivity. Inactivation occurs at
the System level. This process does not affect support users. Users can be reactivated by
recreating their account.
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Office Maintenance

Each organization that uses USA Staffing may have multiple offices, and each office will have
its own record that contains the office’s address, phone, fax, email information, and office code.
The phone, fax, and email fields are not required.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANCED ‘Testing Office t]

[ | | | [ | | |

QOrganization

Template Libraries

Maintenance ‘
‘ | MMew

Customer Maintenance

User Maintenance

Office N
Ic.e e
‘Testmg Office |

Permission Profiles

Address1 City State
‘EUU Testing | |F'h\|ade|phia | |F'A - PENNSYLVAMIA M

Address2 Zip Country
‘Testing Room | |21235 | |USA |

Workgroup Maintenance

Preferences
Address3

Data Retrieval ‘Roum 4 |

Phone Ext Fax Ext
\.;202]555-0000 | | | ||;2021555-5049 | \

Email

Fiscal Year Beginning Month Office Code

To get to the Office Maintenance page, do the following:

e Click the Administration button on the top navigation bar.
» Click the Maintenance button on the left menu bar.

o Select Office Maintenance.

The Office address, phone, and email information entered on this form will be used on system
output that includes or requires a return address, such as:

e Notices of Results sent to applicants
e Notification Letters sent to applicants

e Benchmark reports
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e User-initiated Correspondence Letters, Cancellation Letters, or Disposition Letters
e Automatically generated correspondence

e Assessments

Permission Profiles

When adding users to USA Staffing, you must assign them a permission profile. The permission
profile selected controls what areas that user can access and/or modify.

Only users with Organization or Office level permission are able to perform the task of assigning
permission profiles.

Standard Permission Profiles

To get started, you can simply assign each of your users to one of the standard system permission
profiles. You can add new profiles that give you more flexibility once you understand the system
functionality and the capabilities/limitations of the standard profiles.

The standard permission profiles built into USA Staffing are the following:

ORGANIZATION ADMINISTRATOR
Intended for primary person or persons in Agency or Organization who oversee USA
Staffing use across entire organization; has unique rights as Administrator at the
Organization and Office levels to establish other users, manage all options affecting entire
Organization, and manage templates throughout Organization.

PARAMETERS
Selection Manager: No Access
Applicants: Organization Access
Assessments: Questionnaire Template Developer
Customer: Office Access
Office: Organization Access

Permission Profiles:

Organization Access

Preferences: Organization Access
Referral: Certificate Access

Templates: Organization Access
User: Organization Access
Vacancy: Organization Access
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OFFICE ADMINISTRATOR
Intended for primary person or persons in an Office who oversee USA Staffing use
across entire Office; has rights as Administrator at the Office level to establish other
Users, manage all options affecting entire Office, and manage templates throughout
Office.
PARAMETERS
Applicants: Organization Access
Assessments: Questionnaire Template Developer
Customer: Office Access
Office: Office Access
Permission Profiles: Organization Access
Preferences: Office Access
Referral: Certificate Access
Templates: Office Access
User: Office Access
Vacancy: Office Access

STANDARD USER
For typical users. Has access a fully trained user would typically need and want in order
to perform all normal staffing functions at the full performance level.

PARAMETERS

Selection Manager: No Access
Applicants: Organization Access
Assessments: Questionnaire Template User
Customer: Office Access
Office: Office Access
Permission Profiles: View Only Access
Preferences: Office Access
Referral: Certificate Access
Templates: Office Access
User: View Only Access
Vacancy: Office Access

Administration — Maintenance 3-87



USA Staffing® Version 1401

Permission Profiles: An Overview for Users

Below is some information about permission profiles for users.

Definition. A permission profile is a set of permissions that control access to system areas. It can
be applied to a group of users.

Standard Permission Profiles. USA Staffing comes with the following system-level permission
profiles:

e The Organization or Office Administrator profile conveys very broad access to all parts of
USA Staffing, including global features that affect the entire organization or office and the
ability to manage the permissions of other users.

e The Standard User profile is intended for most users who work in USA Staffing to perform
routine examining work.

e The Standard User - Limited Access profile is intended for users who work in USA Staffing
to perform routine examining work but that are not authorized to change assessment
questionnaire responses in applicant records. Users with this permission level can still review
and update applicant information.

e The Manager/Hiring Official Certificate View (Selection Manager) profile provides limited
permissions to managers and their assistants who will be accessing Selection Manager to
review qualified candidates who are referred to them.

Why Permission Profiles Are Important. All users are assigned a permission profile. If you
have permission to connect to another office, you can work with its data; you will also have a
separate permission profile there. The permission profile controls what you can do in USA
Staffing.

Your Permission Profiles. Your USA Staffing Administrator can tell you which permission
profile is assigned to you for each office to which you are assigned. Users cannot view or edit
their own permission profiles. Once you are told the profile name, you can see what permissions
are part of your profile by consulting the Permission Profiles page. To get there, click the
Administration button on the top navigation bar. Then select Maintenance and Permission
Profiles on the left menu bar.

How Permission Profiles Are Managed. Users who have permission profiles that include
settings for the Permission Profiles page are at either the Organization or Office level and can
create new profiles. They can also change existing offices’ profiles or add ones other than the
standard profiles built into USA Staffing. Standard system level profiles are controlled by the
USA Staffing Program Office.
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Workgroup Maintenance

Instead of assigning all of the work in USA Staffing to individuals, you can assign work to
workgroups made up of any number of people. The Workgroup page is where you will assign
individual to a workgroup. Individuals can only be assigned to one group at a time.

To add a workgroup, do the following:

e Click the New button to add a new row to the Workgroup List.

e Select the new row and type the name for your workgroup. The form will expand to show
you a list of potential members.

e Place a checkmark in the Member box to add the named individual to the workgroup.

e Click the Save button.

The picture below lists all potential workgroup members. The list appears when you add a new
row and type a name for your new workgroup. (See the second step above.) Workgroups are not
required in USA Staffing.

STAFFING | REPORTS | ADMIN | LOGOUT

| | GO | ADVANCED | [ esting office v
I 0 1 ] 1
WOTkngUp |_|5t | MNew ‘ Copy Delete | Cancel |
Template Libraries
Workgroup Name Deleted
Maintenance ;
101110 Blue
Customer Maintenance 101110 Red
101110 Yellow
User Maintenance x| | |
Office Maintenance
FirstName Mi LastName Member
Permission Profiles - e
STRESSAB ABSTRESS Ll
STRESSAC ACSTRESS ¥
Test ADS Ll
STRESSAD ADSTRESS ]
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Preferences

e Configurations

o Default Text

e Applicant Flags

o NOR Messages

e Category Rating Sets

e Manager Messages

Many processes in USA Staffing have default configurations or text. These options can be

controlled at the Office, Customer,

Vacancy, and, sometimes, Certificate levels. The global

settings in the Administration area serve as defaults for your Office or Organization. If the
preference is not applied at the Customer and Vacancy levels, the Office settings will be applied
by default. This feature makes it possible for USA Staffing Administrators to control the global

default settings.

USA Staffing’

Template Libraries

Maintenance

Preferences

Configurations
Default Text
Applicant Flags

NOR Messages
Category Rating Sets

IMlanager Messages

Data Retrieval

| | | GO | ADVANGED

STAFFING | REPORTS | ADMIN | LOGOUT

|
Testing Office i"]
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It also gives individual users the flexibility to override the default settings for specific situations.
For the Configurations and Default Text settings, the system will apply the information
hierarchically according to the order below:

e Certificate

e Vacancy
e Customer
e Office

e Organization
For example, if the setting is at the Office level, you may make specific changes in the default

text for a specific vacancy. Changes made to a specific vacancy will not override the default text
at the Office level for other vacancies.

Configurations

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANGED | |Testlng Office k]
[ I (I 1|

Template Libraries

Category Apply to Preference Level
Maintenance Applicants _ ORGAMNIZATION _
Preferences Preference For
Program Office Only Security
Configurations
Val
Default Text Item Description aue

‘Appllcatlon (Vacancy) M

Applicant Flags P | 4t which level do you wish to apply veteran's preference adjudication? |

Enter the maximum number of geegraphic locations allowed per application.

NOR Messages Require responses to all assessment questions?

Category Rating Sets

Manager Messages

Data Retrieval

The picture above shows the Configurations page. These are several actions you can take on this
page.

Category. Choose from the selection menu under Category the process for which you want to
modify the configuration:

e Applicants

e Archive
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e Batch Print

e Correspondence

e Rating
e Referral
e Reports

e Selection Manager
Apply to Preference Level. Choose the level to modify:

e Organization

e Office
e Customer
e Vacancy

e Certificate

Item Description. The Item Description table gives you all of the configurable items for the
category you selected. The black arrow in the first column of the table identifies the row for the
item you have currently selected.

Value. The Value field always changes when you select a different row on the Item Description
table of configurable items so that it reflects the type of response appropriate for the item
selected on the table.

Set Preferences. To set preferences, do the following:

e Choose a category by clicking on the Category drop-down list and selecting on a category.

e Choose a preference level by selecting the Apply to Preference Level drop-down list and
clicking on a level.

e If you select Customer or Vacancy, the system will present the Advanced Search page where
you can search for the customer name or vacancy ID.

e Select the configurable item by clicking on its row on the table under Item Description.

Enter or select your desired value. (See Appendix F for Configuration Choices by Category.)
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Default Text

The USA Staffing system provides default text for correspondence or documentation generated
by the system. The defaults can be modified by those users with the appropriate permissions, as
required by your Office or Organization.

The impact of these modifications will depend on the level at which they are made.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADvANCED ‘Testing Office ["]
I W D @ TR

Template Libraries Category Apply to Preference Level
INaiNtenance |Acknou\;ledgement Email ["] ORGANIZATION
Preferences Preference For

Program Office Only Security
Configurations

ftem Description

. Body Text
Applicant Flags b Body
MOR Messages Configurable Text
This message acknowledges the answers vou submitted for the Jjob announcement shown shove. We
will @s3se33 your gualifications based upon the answers yvou provided and any other documents

Category Rating Sets

v submit that are reguested in the announcement. When our evaluation is completed, we will
notify vou of the results with another e-mail message.
Manager Messages

Remember, submitting your answers MAY NOT complete your application package. Many

Data Retrieval SNNOuncements a&lso reguire the submission of supporting documents, such as & resume,
transcripts and Veterans Preference documentation, if appropriate. To ensure you receive
consideration for this position, read and follow the instructions in the job announcement

carefully.

If you would like to check the status of this or any other USA Staffing application, log into
your Application Manager account here: http://applicationmanager.gov

Thank you for applying to this position.

Note: Changes made at the Organization, Office, or Customer levels will NOT affect current
VINs. You must make changes at the VVacancy or Certificate levels for an immediate effect.
Changes made at the Organization, Office, or Customer levels will take effect when new VINs
are created after the change has been made.

When new organizations start using the system, the Organization level settings are the basic
setup configurations. Once settings are made to the Office level, the Organization settings are no
longer applicable.

e Changes that you make at the Office level are applicable to this level only and will be the
initial text for any new lower level component (Customer and Vacancy).

e Changes that you make at the Customer level are applicable to this level only and will be the
initial text for any new lower level component (Vacancy).
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e Changes that you make at the VVacancy level are applicable to this level only.

To change default text, do the following:

e Select the text document that you want to modify from the Category drop-down list. The text

documents you can choose include the following:

(0]

o

o

(0]

Acknowledgement Email

Application Manager (You can customize the message on the Thank You page at the end

of the online application.)
Availability Letters
Cancellation Letters
Certificate of Eligibles
Correspondence Text
Disposition Letters
Electronic Certificate
Geographic Availability Letter
Letters

Notice of Results
Notification Letter
Overdue Notices

Rating

Referral Letters

Welcome Page

e Select the Preference level from the drop-down list to which you want your text changes to
be applied: Organization, Office, Customer, Vacancy, or Certificate. The Certificate level

may not be available for all categories.
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e From the table of configurable items (headed by Item Description), select the item you want
to change. The current default text for your selection appears in the Configurable Text box
below the table, on the bottom half of the page.

STAFFING | REPORTS | ADMIN | LOGOUT

| | so Apvancen | resingone 5
TR |
3 B3 E3 3
Template Libraries Category Apply to Preference Level
Maintenance ‘Disposition Letters M CERTIFICATE
Preferences i T
Select
Configurations Preference For

MT-11-B15-0196250
Default Text

Applicant Flags Item Description

Selection Made (Competitive)
MNOR Messages X .

Selection Made (Merit Promotion)
b Unused Certificate (Competitive)

Unused Certificate (Merit Promation)

Category Rating Sets

IManager Messages Opening Letter Statement

) Closing Letter Statement
Data Retrieval
Referral Information Statement (Competitive)

Referral Information Statement (Merit Promation)
Unused Cerificate (Category Rating)
Referral Information Statement (Category Rating)

Selection Made (Category Rating)

Configurable Text

The hiring office has decided not to fill the position at this time.

e Enter the appropriate text in the Configurable Text box.
e Click the Save button.

e Repeat these steps for each type of default text you want to modify.
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Applicant Flags

Applicant flags are ways of flagging/marking individual applicant records. Applicant flags can
highlight either a distinction or desirable attribute. Applicant flags are commonly used to indicate
that an applicant is Pending Completion of Education or perhaps eligible for a special
appointment authority.

If a flag has been set for a given applicant, it will appear in the following places:

e Inthe applicant record

e On the referral list or Certificate of Eligibles, along with text that describes the meaning of
the flag

Below is a description of the options on this page.
Setting Applicant Flags. Applicant flags can be set in two ways:
e A user can manually turn on a flag for an applicant.

e USA Staffing can automatically turn on a flag on the basis of responses the applicant gives to
a questionnaire.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | Go | apvanceo | [ Testing Office v]
f B e
Applicant Flags e
| 2% | =C

Template Libraries Category

Maintenance # system

#| Crganization
# oOffice

Preferences

Configurations
Default Text

| MOR Wessages
Category Rating Sets

Manager Messages

Data Retrieval

Setting Up Automated Applicant Flags in Preferences. The applicant flags are displayed in a
tree view format. You can expand the tree by selecting the plus sign. Applicant flags are
available at three different levels, System, Organization, and Office.

The System level flags are created and managed by the USA Staffing Program Office and are
available to all users. They cannot be modified by users. The Organization and Office level flags
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can be created and modified by users who have the appropriate permission profiles. The picture
on the next page illustrates the expanded view of the Office level flags.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | Go | apvancep | | Testing offce ]
I 1
Applicant Flags | new W s Copy
Template Libraries Category
Maintenance ' # system
# Organization
Preferences "
2 Office
Configurations oy
Name Description
Default Text
0150 Series 150
NOR M
SRS 0401 Series 401
Category Rating Sets
Manager Messages 0403 Series 403
Data Retrieval
0410 Series 410
1301 Series 1301
3.5 or better grade point average 3.5
30% or more Disabled Veteran 30% or more Disabled Veteran
*

You can create, modify, and delete flags on this page:
e Create a flag by following these steps:
0 Select the category level for which you want to create a new flag.

0 Click the New button at the top the page. A new blank row will appear under the Name
and Description column headings.

o0 Enter the flag name and description in the new blank row.
o0 Click the Save button.
O Repeat the above steps to add more flags.

e Modify a flag by following these steps:
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(0}

(0]

Expand the level that the flag is on by clicking its plus sign.

Select the row that contains the flag you want to modify.
Enter the flag’s new name or description.
Click the Save button.

Go back to the top of the page.

e Delete a flag by following these steps:

(0}

(0]

Expand the level that the flag is on by clicking its plus sign.

Select the row that contains the flag you want to delete.
Click the Delete button at the top of the page.

Click the Save button.
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NOR Messages

NOR message codes are codes that appear on the Notice of Results (NOR) for a given applicant.
These codes advise applicants of their eligibility or ineligibility for each specialty and grade.
These NOR messages can be used in the Assessment area under Rating Criteria when selecting
an ineligible code for screen-out factors. They may also provide special rating messages to help
explain an applicant’s status in the hiring process. Users can apply customized message codes to
individual applicants and can develop customized codes to supplement the ones built into USA
Staffing.

There are four types of NOR message codes:

e Eligible
e Ineligible
e Message
e Not Rated

NOR message codes appear in three places:
e Inthe applicant’s record

e Inthe NOR for the applicant (This is the only correspondence that uses the NOR message
code.)

e On the Notification Letter (optional)

NOR message codes can be set two ways:

e A user can manually set a NOR message code for an applicant.

e USA Staffing can automatically assign NOR message codes to applicants based on their
responses to screen-out questions on the questionnaire. These codes are assigned in the
Assessment area under Rating Criteria.

To access the NOR Message page, do the following:

e Click the Administration button at the top navigation bar.

o Click the Preferences button on the left menu bar.

e Select NOR Messages.

NOR message codes are displayed in a tree view format. You can expand the tree by selecting a
plus sign. NOR message codes are available at three different levels (see picture below).
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STAFFING | REPORTS | ADMIN | LOGOUT

| | | SO ADVANCED | |Testing Office iv]
I i | I 1 1] 1
NOR MESSBQES | New ‘ Save Copy Delete | Cancel |

Template Libraries Category
Maintenance | system
Preferences N Grpizatg
A Office
Configurations E = Eligible | = Ineligible M = Message M = Mot Rated

Default Text
Applicant Flags
Category Rating Sets

IMlanager Messages

Data Retrieval

System level messages are provided by the USA Staffing Program Office and are available to all
users. They cannot be modified by users. (See Appendix C for a list of all NOR Message Codes.)

The Organization and Office level messages can be created by users with the appropriate
permission profiles.

Create a NOR Message Code. To create a NOR message code, do the following:

o Select one of the rows: Organization or Office. (Note that you can only select a category with
the tree view completely collapsed. If you have already expanded one of the categories by
clicking a plus sign, click either the Save or the Cancel button to restore the collapsed view
before attempting to select a category.)
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STAFFING | REPORTS | ADMIN | LOGOUT

[ | | co | apvancep | | Tecting offce ]
f ] il B I ] 1

Template Libraries Category
Maintenance ';I ;,)"Stem
=zl Organization
Preferences -
_ Code Description
Configurations !
Samiliz IAF] You are ineligible due to an incomplete application package
Applicant Flags
ICA Inactivated by Certificate Audit
Category Rating Sets
Manager [Messages DX Ineligible decument submission
Data Retrieval
IFS Ineligible failed security background investigation
A You are not eligible for consideration because you did not complete the required USAJOBSAssess assessment

battery.

# Office

E = Eligible | = Ineligible M = Message N = Mot Rated

e Click the New button at the top of the page. A new blank row will appear under the Name
and Description column headings.

e Inthe new blank row, type in the new NOR message code in the Name column and the
description in the Description column. The requirements for NOR message codes are the
following:

0 Message codes must start with one of these four letters:

E = Eligible

I = Ineligible
- M = Message

N = Not Rated

o The code can be a maximum of four characters.
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0 The description should explain the code meaning because it will display to applicants on
any correspondence sent to them.

e Click the Save button at the top of the page.

e Repeat the above steps for any additional NOR message codes you want to create.
Modify a NOR Message Code. To modify a NOR message code, do the following:
e Expand the level that the NOR message code is on by clicking its plus sign.

e Select the row that contains the NOR message code you want to modify.

e Enter the NOR message code’s new name and description.

e Click the Save button.

e (o back to the top of the page.

Delete a NOR Message Code. To delete a NOR message code, do the following:

e Expand the level that the NOR message code is on by clicking its plus sign.

e Select the row that contains the NOR message code you want to delete.

e Click the Delete button at the top of the page.

e Click the Save button.

Administration — Preferences 3-102



USA Staffing® Version 1401
Category Rating Sets
On this page, users with at least OA permission can create a pre-defined set. This Category
Rating Set will be used for competitive vacancies created after the category rating set is
established.
To create the category rating set, follow these steps:
e Click the New button. The system will add a new row.
e Enter the Title and Cut-Off Rating.
e Repeat these two steps to add additional categories. The set must contain at least two
categories.
Note: The cut-off rating for the highest quality category cannot be greater than 100 and the

lowest quality category cannot be less than 70.

STAFFING | REPORTS | ADMIN | LOGOUT

USA Staffing”

[ | | e | ADVANGED | Testing office ¥

Maintenance

Preferences .BQStO.LIC-IIIerd el

Well Qualified 80

Configurations # "

Default Text
Applicant Flags

NOR Messages

Category Rating Sets

IManager Messages

Data Retrieval

Template Libraries Title Cut-Off Rating
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Manager Messages

The CHCO Manager Survey message is available under all USA Staffing offices to facilitate the
collection of this survey data. On this page, you can utilize or modify the default message or
create a custom message to be presented to selecting officials through Selection Manager when
they return certificates electronically. Please note that managers must navigate to see multiple
messages by selecting the numbers at the bottom of the Messages page in Selection Manager;
therefore, you may want to limit the number of messages you create and choose to display for
each certificate.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | Go | ADvANCED | ‘Testing Office M
[ r | : i | ] T

Template Libraries O System Select an Existing Message
Mainitenance gg;#:;izaﬁﬂn |CHCO Manager Satisfaction Survey L"]
i Message Title Certificate Types
Canfigurations |CHCO IManager Satisfaction Survey | Cumpgtm\;g
@ Display After Every Certificate O Compstitive Merit Promation
Default Text C Display Once Per Request CIMerit Referral List
O ron-Traditional
Applicant Flags Starihae . End Date [l category Reting
(3u00 ¥ [ &
MNOR Messages Indefinite
Category Rating Sets B 7 U % & E===ITFiIE AR 9«
L =00 vmEmY
|Font ¥ size vl Formatting b Style V!Av
Data Retrieval You are invited to complete the CHCO Management Satisfaction Survey. This brief survey is designed to
AS5e55 your experience with your recently-returned recruitment action and your satisfaction with the Federal hiring
process.
Flease take a few minutes to complete the survey by clicking on the link below:
http://study.opm.gov/mss
At the completion of the survey is a confirmation page. Please print this page for your records.
@ Design |[E HTML

On this page, users with the appropriate permission can create, modify, and store messages at the
Organization or Office levels.

To create a new manager message, follow these steps:

e Select the Organization or Office radio button, depending on whether it will be available to
all users under your Organization or only users under your Office.

e Click the New button.
e Enter the Message Title.

e Select one of the two options listed for display frequency:
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o Display After Every Certificate — Choose this option to display the message/survey after
each certificate returned.

o Display Once Per Request — Choose this option to display the message/survey only after
the first certificate returned for each request.

Enter or select Start Date from the calendar.

Enter or select an End Date from the calendar. You can also check the Indefinite box if you
want to display this message indefinitely.

Select all of the appropriate Certificate Types for this message to be presented to the
selecting official.

Enter and format your message in the text box and click the Save button.

To modify an existing message, follow these steps:

Select the Organization or Office radio button based on the level the message was originally
created under.

Select the message you want to modify from the Select an Existing Message drop-down list.
Make necessary changes.

Click the Save button.

Note: After managers return a certificate through Selection Manager they will be presented with
any active messages applicable for that certificate. Managers would need to click the numbers at

the bottom of the page to see additional messages.

Selection Manager

Messages

Posttion Title Location

HR Specialist (V1101)

Vacancy
105474

Certificate Number Grade
MT-11-B15-02007 S0 12

Specialty
Human Resouces Specialist

CHCO Manager Satisfaction Survey

HOME

MY ACCOUNT |

Washington DC Metro Area, DC

BATCHDOCS | LOGOUT

You are invited to complete the CHCO M Satisf:

retumned recruitment action and your satisfaction with the Federal hiring process.
Please take a few minutes to complete the survey by clicking on the link below:

http://study.opm.gov/mss

At the completion of the survey is a confirmation page. Please print this page for your records.

2 n Finish

tion Survey. This brief survey is designed to assess your experience with your recently-

Displaying: 3 -3 of 3
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®

-

Check Your Skills — Set Preferences

Take 15 minutes to work individually practicing setting preferences for default text. Be ready to
share the assignment if asked.

Change the default text for a Category by doing the following:

1.

2.

9.

Click the Administration button.

Click the Preferences button.

Select Default Text.

From the Category drop-down list, select Correspondence.
Select Correspondence Text.

Select Customer from the Apply Preferences drop-down list.
Find your customer.

Select Body of Correspondence, Letter 1 to see the configurable text at the bottom of the
screen.

Edit the text.

10. Click the Save button.
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Data Retrieval
e Exports

e Ad Hoc Reports

The Data Retrieval pages of the Administration area give you the ability to manage exports,
written tests, and ad hoc reports.

Exports

The export feature of USA Staffing provides raw applicant data in the form of a text file that can
be analyzed or manipulated in another application, such as Excel, Access, or SPSS.

STAFFING | REPORTS | ADMIN | LOGOUT

[ | |; ADVANCED | Testing Office [v]

[ 1l
Exports Stored Exports

Template Libraries Select Export:

|Appllcant Counts by Geo Location M

Maintenance

Preferences Export Description:
] This export displays the location code. name of city and state and the total number of applicants that chose the specific
Data Retrieval location. This export requires a specific VIN.

[Delimited Text File [

Ad hoc Reports

Export Criteria:

Vacancy ID | |

|
Run Export

Reminder: All users are required by the USA Staffing Rules of Behavior to properly handle PIl data that has been downloaded or prinfed.

Please access the Help area and view the Rules of Behavior.
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Announcements by Owner. This export can be used to generate a listing of announcements by
Owner(s). Data can be selected by either announcement open date or close date.

Applicant Counts by Geo Location. This export displays the location code, the name of city
and state, and the total number of applicants who chose the specific location. This export
requires a specific VIN.

Applicant Data for Rating Import. This csv file is formatted for use in Assessment Rating
Import. It includes all PL applicants in the Vacancy. Importing the file will make PL applicants
IM (you did not take the test required for this specialty and grade). Any ineligible rating code can
be used in place of IM.

Applicant Lists by RSC. This export displays the Last Name, Middle Initial, First Name,
Record Status Code, and SSN of all applicants in a VIN by the selected Record Status Code(s).
This export requires a specific VIN and Record Status Code.

Applicant Narratives Export. This export displays the Applicant ID, Item ID, Narrative
Description, and Narrative Text. This export requires a specific VIN and the eligibility begin and
end dates.

Applicant Responses. This export displays the applicant location selection and how many
applicants responded to a specific question. This export requires the VIN, eligibility begin and
end dates, and question number.

Assessment Data Export. This export displays applicant assessment component scores. The
data is a summary of the results of the assessments delivered by the system and/or scored in the
Assessor Module.

Certificates by Owner. This export can be used to generate a listing of certificates by Owner(s)
and referral status.

Complete Applicant Record Export. This export displays the applicant’s information
contained in their record for a specific VIN. This export requires a specific VIN, specific or all
SSNs, and the eligibility begin and end dates.

Completed Tracking Numbers by Audit Date. This export details relevant announcement and
certificate information for all audited selectee's tied to tracking numbers meeting the user-
specified office and date range values.

Discrete Applicant Geos. This export displays the applicant’s SSN, Name, Record Status Code,
and the Locations they have selected. This will include the location code, city, and state. This
export requires a specific VIN. Users can select Eligibles Only or All Applicants.
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Document Type Export. This export works in conjunction with the Complete Applicant Record
Export to identify applicant records. It displays the applicants’ supporting documentation
identification information listing the document types and receipt dates. Users can select the type
of documents to include.

Generic Applicant Data. This export displays the applicant’s generic information. This export
requires the VIN, eligibility begin and end dates, and Record Status Code. Users can also include
a specific location code. If the location code is blank, the export will include all locations the
applicants specified.

Generic Certificate Data. This export displays the applicant’s generic certificate information.
This export requires the VIN, certificate number, and eligibility begin and end dates.

Office Hiring Timeliness Export. This export will display the hiring milestone dates for
applicants marked as Hired for your office. Applicants may be filtered by job posting types and
job offers. Results may be sorted by customer office name, applicant name, or filter date.

Organization Hiring Timeliness Export. This export will display the hiring milestone dates for
applicants marked as Hired for your organization. Applicants may be filtered by job posting
types and job offers. Results may be sorted by customer office name, applicant name, or filter
date.

Pending Completion Applications. This export displays all applicants in Pending Completion
(PC) status. This export requires the VIN and eligibility start and end dates.

Summary Counts by Spec/Grade/Location. This export displays the total count of applicants
who have responded to a specific miscellaneous item. This export requires the VIN, eligibility
begin and end dates, and the specific miscellaneous item.

USAJOBS Demographic Information Export. This export displays aggregate data for
applicants who answered the voluntary USAJOBS demographic data questions. Specifically, the
export shows counts of applicants who applied, were rated qualified, and selected, broken down
by race, ethnicity, and gender.

USAJOBS Demographic Source Export. This export displays raw data for applicants who
answered the voluntary USAJOBS demographic data questions. Specifically, the export contains
applicants’ race, ethnicity, gender, and recruitment source information. Note: This export
contains no personally identifying information to link responses to applicants.

To export data using the Exports page, do the following:

e Click the Administration button on the top navigation bar.

e Click the Data Retrieval button on the left menu bar.

e Select Export under Data Retrieval.
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o Select the report you want to export from the drop-down list under Select Export. In the
example on the next page, we have selected Complete Applicant Record Export.

e Leave the defaults for File Type and Delimiter. (The ~ key is to the left of the 1/! key, and
you will enter this in Excel later.)

e Enter the VIN.
o Select the eligibility start and end date range.

e Click the Run Export button.

STAFFING | REPORTS | ADMIN | LOGOUT

| | | GO | ADVANCED Testing Office M

Exports Stored Exports

Template Libraries Select Export:

Maintenance ‘Complete Applicant Record Export M

Preferences Export Description:
This export displays the applicant’s information contained in their record for a specific VIM. This export requires a specific
Data Retrieval - - .

VIN, specific or All SSMs and the Eligibility Begin and End Dates

Ad hoc Reports ‘Del\mited Text File M

Export Criteria:

Vacancy ID | |

SSM

e te 7ol | Show List I
Start: 10/2/2011 -

End 10/2/2011 v

[FIMask SSM

|
Run Export

Reminder: All users are required by the USA Staffing Rules of Behavior to properly handle Pil data that has been downleaded or printed.
Please access the Help area and view the Rules of Behavior.

e Go to Stored Export and locate the report.
e Select the report to open.
o Select “Save As” and save the report as a text file (with a file extension of .txt).

e The file can be imported into Excel and manipulated as needed.
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Ad Hoc Reports

On USA Staffing, ad hoc reports are managed through the use of Oracle Discoverer® software.

About Oracle Discoverer®. Oracle Discoverer® is a tool that lets you run queries and retrieve
data that are available in the USA Staffing system and are not accessible in the standard reports.

Discoverer presents the results of your ad hoc queries in workbooks and worksheets, similar to
those found in Microsoft Excel.

There are two levels of users of Discoverer. Viewer users can open existing workbooks and
worksheets and view the results of the triggering queries. Plus users can use the Discoverer

Wizard to create workbooks and worksheets, save them for reuse, and share them with other
users.

Below is more information about these two user levels that will help you determine the type of
user you want to be if your Administrator gives you a choice.

Viewer. When you connect to Viewer, you have a simple Web page display with a limited
number of options. This user interface provides report options that are clearly labeled and offers
most users reporting capabilities without the need for in-depth training.

You can switch to other worksheets contained in the open workbook by selecting their names on
the Worksheets list in the upper left corner.

Here is a list of what you can do in Viewer:

e Change to a different worksheet or workbook.

e Rerun the query with different parameters, such as a different VIN.

e Change the appearance of the spreadsheet in certain ways, such as turning row numbers on
and off or changing how many rows are displayed at one time, by selecting Presentation

Options.

e Export the data to other common file formats, including Excel spreadsheets and HTML,
which you can save on your local drive and email to others.

e Print the report.
e Change the table layout, such as rearranging or hiding columns.
e Use Online Help to learn more about the features.

Plus. See Supplemental Ad Hoc reporting information.
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Check Your Skills — Section Summary

Take 3 minutes to work individually.

Use a whole sheet of paper and write down a review question on Section 3 for someone else to

answer. Make sure your question is challenging but represents something you learned about the

Administration area of USA Staffing.

Take 12 minutes to participate with the whole class in a group review activity.
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