USASTAFFING/APPLICATION MANAGER

USAStaffing
Applicant Information

USASTAFFING —OPM'S AUTOMATEDHIRING TOOL FOR FEDERALAGENCIES ' L]

Today, we are going to talk about the use of USAJOBS and Application Manager for filling all vacancies
within DLA.

This new process will replace the system currently used, which is called the Automated Staffing Program
or ASP.

DLA recognized the pressing need to replace their existing recruitment system and simplify the
application process for job seekers. USAStaffing may look familiar to some of you because we are
already using it for vacancies open to the public.
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Introduction to USAJOBS

USAJOBS is the official job site of the U.S. Federal Government. In USAJOBS you can:

| Create an Account

| Look for a Job

| Be Informed

Application Prr

USAJOBS is the official job site of the U.S. Federal Government. In USAJOBS you can:

Create an Account, which allows you to build and store up to five distinct resumes, create and save job
searches to receive automatic notifications, and apply for jobs or save them to review later.

It also allows you to Look for a Job
- You can search by Agency, Occupation, Grade or Location, just to name a few.

- View jobs available to the general public and those available to status candidates (for example
Federal employees, veterans, person with disabilities)

- Apply to all DLA and other Federal Agency’s vacancies.
Plus, you can Be Informed

There are several tools within USA jobs that will help you learn how to use USAJOBS by accessing their
tutorials

- Learn about the federal hiring process.

- Learn about special hiring programs.

DLA USASTAFFING BRIEFING: JULY 2010



USAJOBS Main Page

www.USAJOBS.opm.gov

wech Jobs My Account Info Center ] SIGN IN OR CREATE AN ACCOUNT

USA]OBS

'WORKING W FOR AMERICA"

i-,".h.u: (keywo wrds) . ][ here: (cr -_.__-'.t ate ¢
Search Jobs »

First Time Visitors Why Work for America?  Special Hiring Events

Individuals with Disabilities Yeterans Sudents Senior Executives

Application Process

To apply for jobs, you must have a USAJOBS account. Start by accessing www.usajobs.opm.gov. To
begin, SIGN IN or CREATE AN ACCOUNT if you have not already done so.

We do recommend that you get your account established now in lieu of waiting until you see a vacancy
you are interested in applying for.
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Create an Account

Form Sections: Parsonal Information | Agcount Information rrent Goal | Ctipenghip Staty
® Required information

Personal Information

ry/Province - SELECT - w)

-
& Postal/ip
® Country us ~
" umbers - SELECT - vl
-SELECT-  |w]
- SELECT v/

Be advised that only one account can be created for each email address. Be sure the
email account you use is only accessible by you and the email account is properly
secured.

Account Information Iog

Use between 4 and 20 characters

Your password must o

Application Process

To create an account, you must enter some basic Personal Information into the Form Sections.
Make sure the spelling and information is accurate and you enter the required data, which is asterisked.

The system will ask you to input an email address to receive email notifications. Please note the system
will only allow you to build one account per email address. If you share your email account with another
individual, you will need to set up separate email addresses to create an account. Free email addresses
may be set up by using web sites such as www.yahoo.com or www.hotmail.com.

On this screen, you will have to establish a user name and password. We recommend you write it down,
because there is a configuration requirement which may not be easy to remember. Keep your password
in a safe place because if you forget it, you will be required to develop a new one.
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USAJOBS - My Account Area

L P ———————— =] Dl s @Coment - [lsskea
My Account -
WORLN j 08 AMERICA Reeniadebi > Advanced Sawchr [starutisnst Basech.

My Account Highlights from USAJOBS

i

Current Goal.

#{ Saved Jobs »
Edit Profile  »

' Saved Documents

[ Application Status

ClickResumeto expand | s . Reswmes «

\or Saved Searches a

] B g rteret

Application Proc

Once you've filled out the basic profile information and created an account, click on ‘Resumes’ to
expand this field. You will have the option to Build a New Resume or Upload a New Resume. If you
already have a resume in USAJOBS, you will be able to view, edit and delete from this location.

In your USAJOBS account you can:

e Build or upload a new Resume - If you choose to upload a resume, you can save your
ASP Resume to a word document and upload it at this screen. If you decide to build a
new resume, you'll see that they ask for similar information that was required in ASP.
Bottom line - complete the information in it’s entirety. Ensure you accurately describe
your duties, but don’t just copy and paste your position description into your resume.
You can save up to five different resumes, which allows you to tailor your resume for a
specific job. We encourage you now to go into USAJOBS and either build or upload a
resume. (As an additional note, we also want you to know that you will be able to
access your ASP resume through the end of 2010).

e Create Saved Searches - This allows you to tailor what jobs, locations, series you
would like to be notified of when they are opened. You can also save and edit entries at
any time. USAJOBS will also notify you when a saved job is closing 3 days before it
closes.
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* Review any Saved Jobs - The system will allow you to save jobs of interest in this

section. You can go back and apply at a later date.

* Upload and save Documents - Similar to current ASP requirements, current DLA

employees do not need to submit supporting documentation unless the job
announcement requires a specific document that you do not have on file. This is
required to support your application and may include a DD214, college transcripts, SF50,
VA Letter, just to name a few. The system will allow you to save a maximum of 5
documents. You can load documents at any time so they are available when you are
ready to apply for a job. One document can include more than one page.

e Plus, you can check your Application Status - This section will be discussed a little later

in the briefing.
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Search Jobs

Welcome Applicant! | Sign out

s B = 0
RICA" Erovge Jobgy > Ad ced/Inteenptional Search > (J é--—-—-

—lccount =" Highlights from USAJOBS
Applicant Three
Current Goal:

Looking for an internship, entry level job,
Last login: 2/16/2010 or just want to explore the possibilities

open in the government to the country’s

young people? Check out the brand new

Laov/studentiobs/,
From here an find inl ation on
Edit Profile » Governmentwide hining programs for
S E— students, entry level employment upon
gradutation, and additional opportunities
including apprenticeships, cooperatives,
fellowships, grants, internships, and
scholarships.

\‘f‘_ Resumes 7
| Saved Jobs

S+ Job Search Agents

" Saved Documents «

{ Application Status a

Management website
for Federal joba and employmaent information

To search for jobs, you can go to the Search Jobs area located at the top left of this screen or you can

Search Jobs directly from this page by using the Keyword and/or Location options at the top right of the
screen.

There are several different options on how you can search for jobs. The search engine we found to be
the easiest is Advanced/International Search, as you can see on the next slide.
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Advanced/International Search

Search Jots

uswoss ==

Advanced and Interational Search v

Ty L a
Lt Lppicast gty B
i e you & corvent or Former Feedersl crvs eployee mba hokds ar beld o
7] _,'!J,'.T."f pan-lemper ey pppontmeal
1) oy
i Rt T I 10 4 O .
HIRING REFORM i Read this section carefully
Fiw e ¢ emm== and make your selection.
Lt
a3 | o 5] e

For example, you can search by job announcement number, position title, series, geographical location
or agency. DLA will be listed under the Defense, Department of.

Please note: It is important to review all information in the Applicant Eligibility section. Your selection
here will determine which jobs you will see.

Click ‘Search for Jobs’ to continue to the next screen.
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Job Search Results

WL
Fe B2 Vew Faovertss Tok heb &
Qe - Q- x] 3] B o Soreenm @0 5 S0 (3
adess [ ] ters (oo ch usats govfieah P ——p 3 2 - ] Bl |ieks & cowet « [N sela
Search Jobs My Account r -
P— Click to save
Search Nevults F30073000.  Bage) (12325 SAR2 manze  Megeielis currentsearch
g | dah Simac o taciias Zakier || b : criteria
A42010 [T Specialat (SYSADMIND G- 2210 interior, Office of the 5-CO-Labewand $105.211 00  ALL 3 Ut 0
£} Se !

vou Added ... @
42010 Park Guide

10 PUBLIL
10 PUSLICAFEAIRS SPECIALIST Reline Your Results

»Salary

10 Erearam Yechaician (C0) Agricutture, Farm Service  US-MT-Cirgle §24,930.00+ ¥ Grade

o » Dccupations

» Agencies

* Student Jobs

» Senior Execulive Jobs
goste ¢r  §100,000.00+ ¥ Posting Date

»Work Schedule

» Tenure

#Exclude These "
o

47010 Asseciate General Counsel for
Doerativns & Enforcement

Application Process

This screen shows you a list of all open jobs that match your search criteria.

Notice you can click on ‘save job’ under each job title to save the job to your “Saved Jobs” section in
your account.

The Current Search menu located on the right side of the screen tracks your current search and provides
filters that allow you to further refine your search results. You can remove and add filters to expand or
narrow your search.

Once you have refined your search results, you can click ‘Save this search and e-mail me jobs’ to receive
e-mail notifications when jobs matching the search criteria open.

To open the job announcement, click on the job title.
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Search Jobs

Info Center

Job Announcement - Apply Online

Welcome Applecant! | Sign out

WORKING® FOR AMERICA®

* Back to Search Resyts | OVERVIEW | DUTIES | QUALIFICATIONS & EVALUATIONS

Job Title: AUDITOR (CONTRACT AUDIT)
Depariment: Department Of Defense
Agency: Defense Contract Audit Agency

Job Announcement Number: PH-RS-170287
SALARY RANGE:

38,790.00 - 50,431.00 USD /yaar

29, 2009 to Saturday

OPEN PERIOD:

SERIES & GRADE: G5-051

USA|OBS o i —

| BENEFITS & OTHER INFO

| HOW TO APPLY |

Go to section of this Job: R

Clickto
Apply

Share Job »

Send Mail to:
P

&% Branch

iy us sonnel Management
POSITION INFORMATION:  Full TimeCareer/Career Conditional 00 Arch Stree
Philadelphia, PA 19106

PROMOTION POTENTIAL: 12
DUTY LOCATIONS: ‘fl"_t.ioll','.,duw locations - ghek here for

WHO MAY BE CONSIDERED: United States Ciizens

JOB SUMMARY:
DCAA auditors bave the opportunity to provide a unique service to

usa

Questions about this job:
t Branch
4

Phone: {215}
Email: phalad PM.QOV

Control Number: 1663558

their country while gaining an unprecedented level of expertise. DCAA
provides accounting and financial advisory services for contracts and
subcontracts to the Department of Defense and other Federal
agencies. With DCAA, vou have the opportunity to audit large scale,
high visibility Defense contracts. An inclusive and employee-friendly
work environment, challenging assignments, specialized training, rapid

Once you've located a job you are interested in, review the entire job announcement, including all the
tabs across the top of the announcement.

Once you have reviewed all tabs and determined that you are interested in this position, click print
preview to print a copy of the vacancy announcement to use as a reference when editing your resume.

When you are ready to apply, click the Apply Online button.
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Select Resume and Attachment(s)

. Search Jobs
USAJOBS i"" st (keywords ] [Where: (city, state or zip codd °
WORKING @ FOR AMERICA® ke sk dxanced/Iotarnations] Search >

Please Note: If yo
required documen

are resubmitting or updating a previous apphication you must re-submit all

Apply Online to the fellowing job

Job Title:
Agency:
Job Location: RS

ONTRACT AUDIT
act Audit Agency, Department Of Defense

Resume - Select one of your stored resumes to send
Select

Attachment(s) - Select one or more of your attachments to send

Select
DD-214
SF-50

Apply for this position now!.» m
-t

Application Process

After you click Apply Online, you will have the option to select a resume and any supporting documents

to be linked to your application. If you have created more than one resume, please ensure you select
the most appropriate one for the position you are applying for. If you need to update an existing
resume, you can go to “My Account” to edit your resume.

Please Note: If you are updating a previously submitted application, you must re-submit your Resume
and all applicable supporting documents. All current DLA employees would not be required to provide
supporting documents when applying for internal merit promotion vacancies. However, if you are
applying for a vacancy that is open to “All U.S. Citizens”, you will have to provide all supporting
documents. Make sure you submit documents to your HR Servicing Team in a timely manner even if you
are not currently applying for a job, to ensure your personnel file is up-to-date.

After you click Apply for this position now!, USAJOBS will direct you to Application Manager.

11
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Application Manager

%p[icationﬁManager _ [ e |

Welcome to USA smfﬂng@ Application Manager

Existing Account? Log In Here:

i User Name: Application Manager is an official U.S
: Government System. You are authorized to use
Password it subject to Terms and Conditions
Unauthorized use of this system or its
| information could result in criminal prosecution

Eorgot User Name or Password Problems Logging In?

Create an Account:

Create one now - It's fast, convenient and easy to use all these Application Manager features!
Check out our Quick Stant Guide.

Create an Account

! i} s ing Application Man

Application Process

If you already have an Application Manager account, you can log in by entering your user name and
password. If you don’t already have an account, you can create one.

Please note that after you first access Application Manager from USAJOBS, your accounts will become
linked and you will not be required to login to Application Manager when directed from USAJOBS in the
future. If you have previously accessed application manager, you will no longer see this screen. Instead,
you will be automatically directed to begin the application process.

12
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Create an Application Manager Account

&l;\)plication“Manager . [ el |

Create an Account

Be advised that only one account can be created for each email address. Be sure the email account you use is
| only accessible by you and the email account is properly secured.

Before you create an account, it is important to verify that you do not already have one on file. Creating a duplicate
account will keep you from completing the application process at a further step.

Please enter your email address. You will be able to check multiple addresses.

Email: Check for account

No account(s} found for. applicantnihree@opm.gov

[ I'm done checking for accounts ]

This is a U.S. Government System.
100

Application Process

Enter your email address to check if you have an account. Once you’ve verified you don’t have an
account, click “I'm done checking for accounts” to proceed. Follow the screen prompts to create an
Application Manager account.

Remember, if you share your email account with another individual, you will need to set up separate
email addresses to create an account.

13
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Application Manager

Vacancy 10: 207966

Biographic information
Elgibility Information
Other information
Assessment Questionnaire

Section 1

Section 2

Section

Section 4

Section §

Section 6

Section 7

Section &
Relse Documents
Upload Documents
Submit My Answers
View/Print My Answers

Application Proc

Application Manager

[1iar I it e | i |

Job Title: AUDITOR (CONTRACT AUDIT) User: applicantnthree
Announcement Number: PH-RCS-207966 USAJOBS Control Number: 16563560

Applicant Name: APPLICANT N THREE | Change Name
Mext :; Save

| Social Security Number
Social Security Number  Why is this required?

Retype Soctal Security Number

Name
First Hame

Middie Initial

Last Name

Mext ] Save }

The first time you access Application Manager, you will be required to enter your Social Security Number
and your Full Name. It is extremely important that you enter this information accurately and that it
matches the information provided in USAJOBS.

If you do not enter the correct SSN, it will affect your consideration for this and future applications.

Click next to continue through the screens.
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BiographicData - Eligibility Information

Application Manager

s W imporars s [ v | Lot

Vacancy ID: 207966 —

SHogmpive Ifonmeton Job Titie: AUDITOR (CONTRACT AUDIT) User: applicantnthree
Eholimty informetion Announcement Number: PH-RCS-207965 USAJOBS Control Humber: 1563550
Other Information

[ Applicant Name: APPLICANT N THREE

Assessment Questionnaire

! Click save if youneed to exit and
et complete at a later time
Section 2 Next

Section 3

Section 4 (

Section 5 Biographic Data

Stcllon.s - == - g .

Section 7 All biographic information is required, except for your telephone number
and the contact time.

Section 8

ReUse Documents

Address
1900 E StNW

Upload Documents
Submit My Answers

View/Print My Answers

tion Proc

The Biographic Data will be pre-populated with the information you entered in your USAJOBS account.
You will need to review this information for accuracy. You may also need to complete a few more
informational pages before you begin your Assessment Questionnaire.

The menu on the left tracks your progress as you complete the application.

15
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Assessment Questionnaire

Application Manager

tmportant Unks ] Hep ] Logat

Vacancy ID: 207966

Biographic Infermation Job Tithe: AUDITOR (CONTRACT AUDIT) User: applicanintnres
LR Mor—n Announcement Number: PH-RCS-207956 USAJOBS Control Number: 1653560
Other information

o Applicant Hame: APPLICANT N THREE | Change Name |

Section 1

Section 2 | previcus | | mext | | save |
Secton 3

Section 4 f .

") section s Section 5 Total Questions in this Assessment: 8
Secnon & 5. Think about an exampls thal best represents your expenente 3nd capability in the afea of
Section 7 Interpersonal Skills. For e following set of acinibies requanng Inbérprsonal Skls, choose

the ONE example that best cOMesponds to the ype of acthity represented by your gwn
e personal example
Relise Documents O A Promote with kiey indhiduals of groups 10 discuss resulls,
Upload Documents plans, Sugg 18rms ot

Submit My Answers OB Establish and maintain ongoing working relationships with extemal groups andior

ViewPrint My Answers iy indtaduals to gain B cooparation and acceptance of studies findings
recommendations, aic

L€ Collaborale with ofhers of work on teams lo accomplish work-elated acihibes
Namate

Please provide a brief namative descripbion of your expenence performing the hpe of work
described in numbaer 5.

Previcus | | Next | | Save

The Assessment Questionnaire is divided into sections.

The assessment questions are job specific and change for each job announcement and position.

Pay attention to what they are asking you, we no longer provide you the desired skills like we did in ASP.
Instead, you have to review the questions to determine what knowledge, skills and abilities you have
that are required for the position in order to answer each question. Your answers here will need to be
supported in your resume.

The initial rating you receive is based on your answers to the questionnaire. To determine if you are
best qualified for a job, a review of your resume and supporting documentation will be made by an HR
specialist and compared against your answers to the questionnaire.

Make sure to follow all instructions carefully, as errors and omissions may affect your rating. We
recommend you do not overstate or understate your level of experience and capability. Your responses
to the questionnaire are subject to evaluation and verification at a later time in the process.

16
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ReUse Documents

b §

Vacancy 10: 207966

| Biographic information
Bigibility Information
Other Information
Assessment Ouestionnaire
" Sectont
Section 2

Section 7
Section §
Relse Documents
Upiosd i}o(um-“
| Submit My Angwers

ViewPrind My Angwers

tion Proc

+ " "Application Manager

[ios l oo J s

i

Job Title: AUDITOR (CONTRACT ALDIT) User: apphcantrithree
Announcement Number; PH-RCS-207956  USAJOBS Control Number: 1653560

Applicant Name: AFPLICANT N THREE | Change Name |

Previous et

ReUse Documents

Documents in Application Package for Vacancy:207966

Document Type| Received Source

S PM USAJOES Amaiting Rl

Resuma

271672010 3:16:35 P USAJOES Aralting Retrieval from USRJOBS Auditor

You do not have any documents avadable fof re-use. Clck Nea 10 continus

Previous Nead

This screen displays the documents you selected for this application. The status will be “Awaiting
Retrieval from USAJOBS”. Once you submit your application, the system will retrieve the documents.

Once you have uploaded documents directly into Application Manager, these documents will be
available for re-use in a table located on the lower part of this same screen.

17
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Upload Documents

Application Manager

Vacancy I0: 207966

Beographe: Information
Elgiblity Infosmation
Other Informaton
Assesament Questionnaire

Section 1

Secton 2

Section

Section 4

Secton §

Sechon §

Section T

Sechon &
Relse Documents
Upload Documents
Submit My Anvwers

ViewPrint by Answers

tion Proc

| Job Titke: AUDITOR (CONTRACT AUDIT

| | 2 Click "Browse™ 12 locale a file and dick “Open”
| toamachit

s W oo ks ] v Lozt

User: appbcantiniree
Announcement Number: PH-RCS-207855  USAJOBS Control Number: 1553560

Applicant Name: AFPUCANT NTHREE | Change Name

Previous | Next

Upload Documents

1. Select Document Type: Miscelaneous ~)

C'Documents and Set [ Browse.. |

3. Click "Upload™ | upload

Uploaded Documents move rom Riecehed-Pending Virus Sean 10 Frocessed within 1 hour

| | Fased Documents may take 2-3 0ays 10 30pear a5 Frocessed

Documents On File

IEISEM U Arating Retreval from USAICES

Bezume 162010 31635 PM U
Understanding This Table:

Documents on e table above with 3 Stalus of Processed have been successiully received and alached lo your applicalion. no
further action on hem is required. Uploaded Documents move from Received-Pending Virug Scan 1o Processed wilhin 1 hour
Fared documents may take 2-3 days 10 appear as Processed UISAJOBS porfiolo documents are retneved afler you press he
“Submit Uy Answers” button, Please §-8 hours for USAJOBS portfolio documents 1o be retieved from USJAOBS. f we are
unablé 1o refrieve poriolio documents, you will be notfed at !ie email address in your Application Lianager profile

JOBS Asaiting Retrieval from USAIOES A

This section allows you to upload documents that may not be in your USAJOBS account. However, we

highly encourage you to upload all documents you may need into USAJOBS up front so they are always

available for use. Any document uploaded in Application Manager will only be saved in your Application
Manager Account. It will not flow to USAJOBS.

You can select a document type from the dropdown box, click browse to locate a file, and click upload to

attach the document. The system will confirm the upload was successful and the document will be

placed in the Documents On File table.

Documents uploaded in this area will be available in the Re-Use Documents section for any future

applications.

18
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Upload Documents

Upload Documents

1

1. Select Document Type Miscellaneous v
120 ;::I:::n‘:;ltmwse to locate a file and click "Open’ C\Documents and Sett

2, Click “Upload”

Uploaded Documents move from Recelved-Pending Virus Scan 10 Processed within 1 hour
Faned Documents may take 2-3 days to appear as Processed
Documents On File

Qualifications 2/16/2010 5:16:33 PM USAJOBS Awaiting Retrieval from USAIOBS SF-30 DOD
Resuma 2/16/2010 5:16:35 PM USAJOBS Awaiting Retrieval from USAICBS Auditor
Understanding This Table:

Documents on the table above with a Status of Processed have been successfully received and attached to your application; no
further action on them Is required. Uploaded Documents move from Recenved-Pending Virus Scan 1o Processed within 1 hour.
Fared documents may take 2-3 days o appear as Processed. USAJOBS portfolio documents are retrieved after you press the
“Submit My Answers™ button. Please allow 6-8 hours for USAJOBS portfolio documents to be retrieved from USJAOBS. f we are
unable to retrieve portfolio documents, you will be notified at the email address in your Application Manager profile

Document Upload and Faxing Tips:

= The "How to apply” section or tab in the Job Announcement contains 3 list of the required supporting documents for this

position
+ Forimportant details about Document Uploading and Faxing, click Help [Then, if you need a Fax Cover Page, click here

)

[Erewuus] | Next ]

tion Prot

This section provides a Fax Cover Page for documents you are unable to upload.

The cover page is pre-populated with the information required for the fax to be processed for this
specific vacancy. The fax number is provided in the How to Apply section of the announcement.

It is important to remember that faxed documents must have this cover page with the correct
information filled in, or your documents cannot be associated with the application. In fact, we
encourage you to submit all documents electronically to avoid the possibility of your documents being
misdirected or never received, which would result in an incomplete application.

Keep in mind all supporting documents MUST be submitted by the closing date of the announcement.

Additionally, we’d like to point out that if you apply for the same job more than one time the last
resume received will be the one reviewed for qualifications.

19
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Submit My Answers

Application Manager

¥ Vacancy ID: 207966
Biographic Information
Eligibility Information
Other Information

ool imporars s | i

|| Job Title: AUDITOR (CONTRACT ALIDIT) User: applicantnthree
.| Announcement Number: PH-RCS-207966 USAJOBS Contral Number: 1653580

=
Hame: APPLICANT N THREE  |Change Name |

Section 1

Section 2

Section 3

Section 4

Section §

Section 6

Section 7

Section 3
Relse Documents
Upload Documents
Submit My Answers

ViewiPrint My Answers

tion Prot

'| Submit My Answers

In order for your answers 1o be processed and for you to be considered for the position, you must
click the Suomit My Answers button below.

After you click Submit My Answers, provide any required Supporting Documents and be sure the
Applicaton Package Stalus page shows all steps are complete

Review options below if you are not

readyto submit your application at
g:::ri;? Not ready?, this time.

Subemit My Angwers _\ Your work s0 far has been saved but not Submitted. You can
W retum here to Submit it when you are ready

What would you like 1o do next?

* Work on this Application Package some more, LUise the
Navigation Box in the upper left to go to the pant you want to
Work on or review.

+ Work on a different Application Package. Go 1o
Application Manager Main
| Main
* Leave Application Manager
Logout

Once all required questions have been completed, you will be able to click the “Submit My Answers”

button to submit your application. You
be received!

If you have skipped any of the required

must select “Submit My Answers” or your application will not

sections, you will receive a warning to go back and complete

them before you can submit your answers.

DLA USASTAFFING BRIEFING: JULY 2010
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Confirmation Message

Application Manager
. = [ Heio |

| Vacancy ID: 207966

| .F!II.‘GIIP Documents

Upload Documents

View Print My Answers Confirmation of your Submission to USA Staffing® Application Manager
|

# Thank you for g your for the job ement as detailed below. Your submission
has been received and processed. You may wish to print this page for your records

g your may not complete your application package. Many job
announcements also require the submission of supporting documents such as a resume, transcripts
and Veterans' Preference documentation, if appropriate. To ensure you recetve consideration for this
position, read and follow the instructions in the announcement carefully

If you have questions concerning this position of the application process, please contact the person
identfied in the job announcement

Submission Details

Job Titte: AUDITOR (CONTRACT AUDIT)

Job Announcement Number, PH-RCS-207966
Vacancy Identification Number (VIN). 207966
USAJOBS Control Number. 1663560
Submission Date and Time: 2/17/2010 9:42.27 AW
MName: APPLICANT N THREE

Application Manager User Name: applicaninthree

After you have logged out of Application Manager, if you would like to return Iater to check the status of this
or any other USA Staffing® application, access the URL below.
hitps:iapplicationManager.gov

Application Proc

Once you click the “Submit My Answers” button, you will receive an on-line confirmation message at the
email address you provided when you created your account.

You may log out or return to USAJOBS at this point.

21
DLA USASTAFFING BRIEFING: JULY 2010



USAJOBS - Application Status

i Application Status +

Initial Last USEIOES
ort e Application Uploaded
Application  Job Summary th Application " Dgcurnent
Date alus  ypdate tatus
Status
2/16/2010 AUDITOR (CONTRACT Active 2/19/2010 Application Uploaded &
AUDIT) Recaived Retrieved

Defense Contract
Audit Agency Job
Announcement
Number: PH-RCS-
207966

Pay Plan: GS-0511/09
Location: US-VA-
RADFORD

MNotification Settings

Application Process

The Application Status Area of your USAJOBS account serves as the main source of information for the
status of your online applications. You may use the more information link located under the Application

Status column to learn more about the status of your application or view correspondence sent to you by
the hiring agency. USAJOBS provides email notifications if your application or uploaded document
status changes. This link takes you directly into the Details Tab of Application Manager for the selected
Application Package, which we will see on the next slide.
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Details Page

™ ~

user applcantnihree

g}eplicationﬁangger £ T

A
Application Package Status: Complete
Job Title: AUDITOR (CONTRACT AUDIT)
I y Identification ber: 207566 Closing Date: Saturday, August 28, 2010
| Announcement Number: PH-RCS-207966 Contact: Phdadelphia Services Branch - (215)861-3074

USAJOBS Control Number: 1663560 Miew Announcement
! Applicant: APPLICANT N THREE
| [ change My Answers | [ add D | [update Information | [ view/Print My Answers |

Most infarmation below pertains lo the most recend version of your Application Package. (Explain This

Details | Checklist

Assessments

Status Name Date Submited Due Date
Complete Assesamant Questionnsire
Documents

Status Document Type

Yiaw Processed Qualifications USAI0BS

Yian  Processed Resume usaloes
sy Processed Macellanecus Upload P :2‘8 AN SF-50.pdf
Messages

Message Type Date Emailed Date Printed

View Agkngnledgemant Latier 2/17/2010 9144:07 AM

Application Package History

Date Submitted
igw Comolete 2/17/2010 9142127 AM

From the Details Page you can:

*  View the Job Announcement

e Change your Answers*

*  Add Documents*

e Update Biographic Information

e View/Print Your Answers
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Remember...

STEP 3: Complete
Assessment STEP 4: Check your
Questionnaire in Application Status
Application Manager before and after the
and submit all closing date of the
required supporting job announcement

documents online
\ A\

STEP 1: Carefully
review Job STEP 2: Create
Announcement and USAJOBS and
instructions Application Manager
provided in the How Accounts
to Apply section

Application Process

So to recap everything that has been presented:

As you see in Step 1, carefully review the Job Announcement and instructions provided in the How to
Apply section in USAJOBS. Again, we encourage you to print the announcement if you plan to apply for
the vacancy, as it contains important information such as the questionnaire, vacancy announcement
number and HR Specialist’'s name and phone number. If you have any questions pertaining to the
vacancy announcement, feel free to contact the HR Specialist.

As you see in Step 2, we recommend you create USAJOBS and Application Manager Account before you
apply for a vacancy as this will allow you to become more familiar with the system before applying for a
job.

In step 3, you will need to complete the Assessment Questionnaire in Application Manager and submit
all required supporting documents online.

And finally, in step 4, you will need to Check your Application Status before and after the closing date of
the job announcement.
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Additional Resources

DLA Human Resources Website: www.hr.dla. mil

USA Staffing Application Manager: www.applicationmanager.gov
USAJOBS: www.usajobs.opm.gov

Human Resources Specialist Listed in the Vacancy Announcement

Technical Assistance: http://www.usajobs.gov/contactus.asp

Application Process

In closing, the following resources are available to you. . .

The DLA Human Resources Website is a valuable tool that can provide you with information relating to
DLA vacancies and other helpful information.

The USA Staffing Application Manager is the tool you can use to track your own application, check
status, review any correspondence sent to you and most importantly, complete the on-line Assessment
Questionnaire.

The USAJOBS Website is the tool to view DLA vacancy announcements, create resumes, upload
documents, and apply for positions. Plus, you can find helpful tutorials under the “Info Center” tab for
using different areas of USAJOBS.

Remember, the Human Resources Specialist listed in the vacancy announcement is always there to
answer any questions you may have pertaining to the announcement.

If you need Technical assistance, please use the OPM web address provided on this slide.
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