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ADMINISTRATOR RESPONSIBILITIES

Having an administrator at each location helps to minimize lost production
time, frustration and damage to electronic data. The administrator can
serve as a liaison between the developer and the end users and ensure that
communication between the developer and the users is clearly shared.

The administrator of the database program is responsible for:

e Assisting users at their location with basic end user technical
support

e Database maintenance

e Generating and creating queries and reports

e Ensuring data integrity

e Communicating system updates to the end users

e Working with the developer to correct any system problems

e Backing up the database file on a daily basis

e Setting up and maintaining site-specific data

e Adding and Deleting Users

The administrator of the database should be able to make queries in
Microsoft Access, work well with co-workers, monitor the system or data
integrity and understand the process-flow of the database system.
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DATABASE SET UP PROCEDURES

In addition to the delivery of the database file, each office, site information
and its users need to be established in the database shell prior to its use by
the end user. The administrator of the system will need to make sure as
organizational changes happen (such as the change in a department name),
the database is updated to reflect the most current, accurate information.

ADDING/EDITING OFFICE INFORMATION

The office information is added or edited by clicking the administrator menu
button on the main form

52 Tracking System Main Menu

Administrator MR
Reports Menu \
: ui

L ;

Add/Edit Departments
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On the Add/Edit HR Teams Form complete the data fields as listed below.
Both the Post Card Image and Letter Image are .bmp files created to show
the return address. If this needs to be changed, the new images need to be
created and inserted into the record.

E3 HR Teams _l_l- m| il
TeamlD _u Post Card Image Letter Image:

TeamMarne Aberdeen Area Office DEPARTHENTOF Indian Health Service

HEALTH 2 HUKMAN SERYICE | Marthem Plains Fegional Human Resa
- IO HESL TH SERWICE Lherdeen Area Office

-

Aberdeen ArealH.S. =

PG RTHERMPLAING FEGIORA
[B05) 226-7553

HLMEN FESOLIRCES OFFICE B 5 Foom 30
=B 115 dth Ave SE

ABERDEEM .FER OFFICE
FEDERAL BUILDING
15 4¥AVESE Payghd 309

Record: HI‘II 1 P|>||He| of 2

Images

If an additional team (or HR office) needs to be added click on the * buttgn
and enter another team

E3 HR. Teams
TeamlD _ Post Card Image Letter Image

TeamM ame Aberdeen Area Office DEPARTHENT OF

HEALTH &HUKAN SERYICE Flainz Regional Human Rezol
BamS Lupervisor NORTHERNPLIMNS FEGIONA N £ erm Buiing

IMD1 ik HEAL TH SERVICE Lhepdeen Area Office
HLROM FESOURCES OFFICE
tberdeen freal HS. - 115 4 dwenue SE Foom 309
MEBERD EER 0. FEA OFFICE Sherdeen, D 57401
[B05) 226-7553

FEDERAL BUILDIMG
15 aMIVESE ROOME0G
115 dth Ave SE
Room 3039

Record: HI 1 || 1k IHIP-*-I of 2

If team data changes simply find the appropriate team and change the data
fields. Example: The office Supervisor changes — simply choose a different
employee from the team supervisor field.
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ADDING/EDITING EMPLOYEE INFORMATION

The employee information is added or edited by clicking the administrator
menu button on the main form

**Note this is not making the employee a user of the system but adding
them as a person to have 52’s routed to them. Adding them as a user of the
program is a separate function.

52 Tracking System Main Menu

Cloze Program

Followed by the Add/Edit HR Employees Button from the Administrator
Menu

Administrator Menu

Administrator Menu

&dd/Edit Departments
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On the Add/Edit HR Employees Form complete the data fields as listed
below

Employees

=lall=F =Wl (AutoMNumber)
TeamlD

First Mame

Last Mame

Title

Grade -

Location

Depanrment

Fhone Mumber

Ermail

Team EQOD Date

Date Emplovee Left Tearmn

Record: I4| 4 II 42k !H |He| FF 4z

If an additional employee needs to be added click on the * button and enter
another employee

Team ID is the Name of the HR team (or office) the employee belongs to.
Team EOD date is the date the employee became a member of the HR
office.

If Employee data changes simply find the appropriate employee and change

the data fields. Example: The employee’s phone number changes — simply
type over the phone number for that employee and make the changes.

ADDING/EDITING DEPARTMENT INFORMATION

The department information is added or edited by clicking the administrator
menu button on the main form
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52 Tracking System Main Menu

Check 52 Status
Issue a 52 Mumber
Foute 5 52
YWiew My Warkload

Wiew 52 Log

Cloze Program

Followed by the Add/Edit Departments Button from the Administrator
Menu

Administrator Menu

Administrator Menu

Add/Edit HR. Employees &dd/Edit Departments

Add/Edit HR. Teams

On the Departments Form complete the data fields as listed below
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Departments

DeptiD Auto umber]

Record: I4| 1 || 47z |p| |He| i[ 47z

If an additional department needs to be added click on the * button and
enter another department

Although the names for each field may differ by organization the order of
the fields indicates the hierarchical structure. Service Unit is 1%, then
Division 2"9, Department 3™ and SubDivision is last. The text entered into
the Department field will be what appears in your drop down lists for the
52’s and announcements.

If department data changes simply find the appropriate department and
change the data fields. Example: The department’s admin code changes —
simply type over the admin code for that department and make the
changes. If departments are abolished and new ones are established, click
the deactivate check box on the abolished department and enter the new
department. This retains historical data without allowing new 52s to be
entered in the old department.

DELETING RECORDS

Deleting data from a relational database system is discouraged for a number
of reasons. First, the purpose of the database system is to maintain a record
of historical data. If data is deleted, so is the history. Second, relational
database systems tie data together in separate tables to lessen data entry
and provide efficient storage of data. Sometimes deleting data from one
table causes data in another table to be either deleted or “lost”.

There are instances where mistakes take place and it is appropriate to
delete data. Just be sure that the data that is being deleted is supposed to
be deleted and has no derogatory effects on other data within the database
system.
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Deleting records of data is a task that should only be done by the
administrator. The forms are designed to allow data entry and editing, but
not record deletion. To delete a record, the administrator should go directly
to the table and delete the appropriate record.

MAINTENANCE PROCEDURES

Although database systems are efficient places to store large amounts of
data and help to consolidate information, they too need some extra
attention to ensure that the database continues to function properly. These
maintenance procedures include:

e System Back up

e Compacting and Repairing
e Data Audits

DATABASE BACK UP

Backing up the database program is one of the most important
administrator role. Any form of electronic data must be backed up.
Regardless of the format, data can become corrupt for a number of reasons:
electrical failure, server failure, network interruptions etc. Performing daily
back ups helps to preserve the users’ work and ensure data integrity. Itis
strongly suggested that the database file is backed up on a daily basis and
at least 1 weeks worth of copies are retained at all times.

To back up the database, simply locate the database file on your
server/computer, right-click on the file, choose copy and paste it to another
location. Make sure the file is being copied to another location
(server/computer). Do NOT just create a file in the same location and dump
the back up copies init. If the database file is in the same location as all the
back up copies and that computer crashes, both your database and the back
ups will be lost.
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*The database file is the file with the .mdb extension. It is probably called
52Central.mdb

COMPACTING AND REPAIRING

Compacting and Repairing a database is a built-in feature that comes with
Microsoft Access, and it needs to be done on regular basis (suggest at least
1 time per week). Compacting and repairing the database complies the
data and keeps the file size down. To perform the Compact and Repair
function, only one administrator can be in the database system and all other
users need to be logged out.

To compact and repair the database, choose Tools > Database Utilities >
Compact and Repair Database...

alzlx

| e g gow oert Fgme: Eecorcs | [k Wrdcss leb _
| 1ates - w - g IEEEEETEN | o || iR T M BB G).
Securiy O

53 Wt king Systiem Main Mens

52 Central

4 52 Mumber

Wik My Workioad

The main form will disappear, and reappear once the compact and repair
has finished. This process should take less than 1 minute.
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*Suggestion — make a back up copy prior to performing the compact and
repair function — this allows you to retain a copy incase any problems arise
from the compact and repair function.

DATA AUDITING

Data Auditing is also a very important function of being a database
administrator. 52Central has been created with numerous flexibilities to
allow each site the ability to enter the data into the system. The data that
goes into the system is the data that comes out. If data entry mistakes are
made, and are not corrected, the reports delivering data will also have
mistakes on them.

The administrator should be periodically checking the data contained in the
system for integrity. This can be done manually and by running queries or
questioning report results.

END USER ACCOUNTS

Adding employees to the system under the Add/Edit HR employees form
does not create end user accounts to work through the system. The HR
employees are used to route 52’s to and end users are allowing users to
access the database system.

ADDING/DELETING USER ACCOUNTS

To add or delete a user from the database file:

Click Tools > Security > User and Group Accounts
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Close Program

The following box appears...

To add a user, click New

Uems | Groups | Change Lagen Passrcid |

s [ 3|
p | [ Cowetn | [t et |

Bovislobole Getngri: Merrber O :

o ther EZEN
e P

o] o |

Enter the user name (as you want it to appear) in the Name box. The
Personal ID is a unique ID given to each user that can have no spaces.
The format used for users in 52Central has been First initial — last
name — office

Example: JSmithPAO
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Click OK

a0
Uems | Groups | Change Lagen Passrcid |

I::m: IE j

o (= T

Grop Manbership
Aol Grougri: Micwrdser OF:

o
/ L cars <o Riwranm

Prirk Lbesrs andd Groups I

[ |

Next, select the name of that user from the user drop down box.
Then select their level of security. There are 4 levels to choose from.

e Users — No permission to access the database (everyone
has this role automatically)

e ERLR — Permission to enter 52 data, run reports, and
create queries. No permission on entering staffing or
applicant data

e SuperUser — Permission to enter all data, run all reports
and create queries

e Admins — Full permission to the database file, including
the ability to modify system objects, compact & repair,
and design new objects (IT ISSTRONGLY SUGGESTED
TO ONLY HAVE ONE USER AT EACH LOCATION WITH
THIS ROLE & FOR THAT USER TO HAVE A PASSWORD)
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Highlight the appropriate security group (or role) and click Add, then
click Apply.

SETTING OR CHANGING PASSWORDS

Initially, user accounts that are established are created without
passwords. To set a user password, the administrator should log in as
the user immediately after creating the user account and establish
the password.

To set a user password or change one, double-click the icon provided
for logging into the database file

S52Central bat

MS Access will prompt you for a user name and password

Type in the user name and password required for that account (if it is
a new account there will be no password). Then Click OK.

Navigate to the User and Group Passwords option by clicking Tools >
Security > User and Group Accounts

IBaier nd lurcasp Actounts T2
Ustrt | Groups | Change Lagen P
e
hare: [T |
e (= T
Graup Merber ship
Srwalabsl Groagri: Merrbser O
oo ]
e o Rprainm |
or | ceed |

Last Updated 7/20/06 18



Click the Change Logon Password Tab

P e
0
Upeis | Groups mmpﬁml
L hiares: Drends Fargel
i OMPasoweed: |
Mew Pussword: |
‘ ey I—
|

i
'
|
‘ ok | Cancel

In the “Old Password” box, type the password used to log in under
the user name listed (if it is a new account this will be blank). Then
type in the new password in the “new password” box, and retype the
new password in the “verify” box. Then click OK.

If you are simply clearing someone’s password, then find the user
name from the users drop down box and click clear password.

03

Uems | Groups | Change Lagen Passrcid |

e
hare: [ =

.. [ oetetn | [ oo bt |
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THE DATA PROCESS FLOW

52Central has been developed to match how the internal SF-52 process
progresses from beginning to end. While following that process flow, the
database program captures data that is essential to reporting for all levels of

HR employees and Management.

The program is intended to minimize duplication, maximize efficiency and
provide consistency to all users. It is important that the process is followed
from beginning to end in order to provide concise, accurate reports.
Although there have been some check-points created in the system to
ensure that data is valid and accurate, there are also parts of the system that
have been left with flexibility to meet the needs of each office. Thus, the
data that is entered by the HR staff is the data that will be reported. Itis
important that data is reviewed on a regular basis to ensure that things are
being captured accurately as they occur.

The following flow chart represents how the process/data should flow
through the program.

Request for
processing or
lassification?

Processing

Route to HR staff
member who will
process the action

HR Staff member
processes the

» request and
finalizes data in
52Central

Processing

Action falls off the
worklist in 52Central

HR staff member
processes the
request and
finalizes data in
52Central

Action falls off the
worklist in 52Central

Classification Raute to HR staf giﬂﬁiﬁ'ﬁ? S action fo
Member who will ) .
do the and datg is Rcrunmgnt or
Classification entered into rocessing?
52Central
Recruitment
Action is either
continued by the
current HR staff <
member or routed on
to begin recruitment
4
Vacancy closes and HR Applicants are logged Vacancy is HR Staff member
staff member begins to into 52Central under advertised creates the Vacancy
review the applicants [«— the appropriate  <4— and «— | document and enters
and work on the Announcement applications the Vacancy data into
certificate Number are coming in 52Central

Y

Applicants are
rated & placed on

»| Certificate is sent

the certificate
accordingly

to selecting official

Certificate is
returned by the
selecting official

Action falls off the
worklist in 52Central

Is there a
selection?

Finalize data in |

52Central

Send letters to all
applicants

Make the Job offer
and record EOD

data
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Readvertise

Finalize data and
readvertise or
cancel 52?

Cancel 52

Action falls off the
worklist in 52Central
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ENTERING SF-52 INFORMATION

To enter SF-52 information for the requests received in HR, Click on “Issue a
52 Number” from the Main Menu

52 Tracking System Main Menu

52 Central

Administrator Menu
Feparts Menu

Yiew 52 Log

Cloze Program

The following data entry form will appear

Assagn 52 Tracking Sumber
Lasl 32 1 lvued
[ Assign a 52 Number to a HRequest

Drate Creared: | N Date Recaned: |GG Fosiion Humber: -
552 Tracking Number [N 7 Code

auil = Dlaln Vacald -
e o I

Cunmenl or Fast Emplongee Mamn
Fremat = | asthlame, Frstiame

Seracn Linil o Budogel Tracking Mumbie —

Complete all data elements, click thesave button, and click “Route 52”.
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ROUTING A 52 TO AN HR EMPLOYEE

Routing 52’s can be done either from the main menu or from an HR
employee’s workload. To route a 52 from the main menu, click on “Route a
521’

52 Tracking System Main Menu

Administrator Menu
Feparts Menu

Select 527 to Assign
|

Route 52

Choose the appropriate 52 number from the drop down list and click on
“Route 52”

Next, you choose a HR employee to route the SF-52 to.
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It is very important to route the 52 to an HR Employee. If there is no
employee assigned to a 52, other features of the program will not function
properly. Not assigning an employee to a 52 is like envisioning a paper 52
coming into the Human Resources office and sitting on a desk with no one
logging it in or taking responsibility for working that action.

After routing the 52 to an HR employee, the action will be in their workload

and they can either work on that action or re-route it to someone else.

Last Updated 7/20/06
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VIEW/WORK A HR EMPLOYEE'S WORKLOAD

Viewing or working a HR employee’s workload is done by clicking “View My
Workload” on the Main Menu.

52 Tracking System Main Menu

52 Central

Administrator Menu
Feparts Menu

Yiew 52 Log

Cloze Program

Next, select the office and name of the employee for the workload you
would like to access.

Workload by Employee

View an Employee's Workload

Work with My Pending Workload

List (VIEW ONLY) my actions where:

Classification data is Pending/Incomplete |

Pending/Incarplete Mon-Recruit 525

OC Yacancy Data is Pending/Incomplete |

NON-0C Yacancy Data is Pending)Incomplete

Then, click “Work with My Pending Workload”
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Search for 52 Humber: |05-0061 seanch |

eafsnn # Date/Tene Raquassed Dase Craatad Deste Racarstd Postion Nurmbar  EHRP Empl ID

12/16/04 02/20i0 02721103 ooozzrsa) |
Hame. Firsthame

Ortficial Posison Tk [Nllr::l~Prnl:l'll'ulru'r.l'F’h,-!.:: 1A Adsislang Fany Flan 1i
Organizational Tide [ [ a5 [oewo [ 11 [FTeiod

Duty Location [For Totien =]  Depastment [Clinical Services |
Tenung |Pr~rrnnnrn| Fudl Tirne j NTEDur&h'nnl J I:anll
[vineme W this will b filled
||r||:||||r¢:.|_'r?.|"l.:1'|:|'|'|1|'|:|||||'|:I Hﬁ-ﬁﬁ“ﬂri::‘fmlﬂﬂlﬂ wu“u Ir E::_I_rl_'::::’I:Ij'l.Em_:
00/2405Iancther Sel. Cert to be issued 1t EE% T NCkigad L
Date Cancaled [ | £l
Daln Morwgomerd Cabe Management
. wibs Contacted for  Rasponded vith  Clamification
Classhicstion dction Flequned  documents iogubed documents Complebed Mot
[Standard FO exsts = | [ | versans rcesHun-s.Hm
> szs:mnml Bl | mpehirras 5 | P—— whiy b this in iy weoebload? those

@ L] T o lniles] of 67 iFamedd

The workload form shows the number of actions currently assigned to the
employee in order by 52 Number.

The HR employee assigned to this action is responsible for completing all
applicable fields of data on this form and either processing the action or
forwarding it on to another HR employee who will complete the rest of the
process. If the action listed above is an action that just needs to be
processed and recruited for, the completion of the gray areas of this form
and the field “Non-Recruitment Personnel Action Processed Date” will
finalize the action and remove it from the employee’s workload.

Actions that are routed incorrectly or require re-routing can be moved from
an employee’s workload by clicking “Re-Route 52” and a one-page summary
of 52 related information can be printed from this form by clicking “52-
Status Report”

SEARCHING FOR A SPECIFIC 52 WITHIN MY WORKLOAD

To locate a specific 52 within an HR employee’s workload, quickly, a
search feature has been added to the workload form.
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Otficial Prosson Tk [Murse FracitionngFrysscian Assmsian Fany Flan i
- [ G5 0610 I n FTE104
Organizational Tide [ I

Duty Location [For Totien | Depasment [Clinical Services El
Tenung |Pnnnnnml Fudll Tirne 'j MTE Duratian | J Coand I

[eAlxi] H Reciu, Date Vacated nAg0E Ly upen conlirsus,
ariginad Selipcten dechnpd Eﬁm EEEEEEEEEE chock (nbox |
0024/ 05lancther Sel. Cert to be izsued ! E% OC ARnGUncement &

[Standard PO ensts =] | | 2R |ML1:-.SHur|ls.'I'|.l'|'.l2

Ve Buslaked Viers Puslated O
2 Statuss Repart i | Mmﬂﬁl mummmmurl r.mel

Becord: 14] 4] J e o] of 87 (Fltmeed)

Simply click in the “Search for a 52 Number field and click the “Search”
button at the top of the form. Then, enter the 52 number you are searching
for in the pop-up box that appears.

CEITTEE—— Iix
Frd | el |

Fird Whati  [24-120 =l Hqu} |

ook ez et =

i [inate Fieie = Horg »a

If the 52 number you entered is in the workload you are currently looking
at, it will take you directly to that action. If not, you will receive the
following message.

1
Pwcrosenaccers x|
\j) Pacroaalt Actiss firishad semching the reconds, The sasnch Rim we ot faund,

=

COMPLETING CLASSIFICATION DATA

Classifcation data is entered on the blue portion of the workload
form.
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Search for 52 Humber; i seanch |
astng # Date/Tene Roquasted Date Croated Deate RBecorsed Posiion Numbar  EHBE Empl 1D
12/16/04 02/20i0 02721103 ooozzrsa) |
. - P
Ortficial Posison Tk [Nllr!il"prﬂlil'll'll:lrll'rllF’fr,-’!.x:IHI'I ASGEIAN Fany Flan i
_ | G5 DE10 I 1" FTE104
Organizational Tide [
Duty Location [For Totien z|  Deparment [Clinical Services |
Tenung |Pr~rrnnnrn| Fudll Tirne j MTE Dursticn | J I:anl I
l“_bi"
mrnert i Rgcru, l:lmvmaﬂ 1160 [ — = Parsonnad Acion
ariginad Selipcten dechnpd ““u = -I.:;.-.- =
00/2405Iancther Sel. Cert to be issued Eﬁm Eﬁ' T AR
Dl Mariagrrnend  [abe Managesnerd
e Contacaed for Mm Claasificaion
e 8o A tion Fleguned b Complebed  Notis
[Standard FO exsts = | | 2R |~1L1:- SHarms, 1102

52 Sttt Repot pahrrals O P—— g those I

Becord: 14] 4] J e o] of 87 (Fltmeed)

The classification Action Required box is where the type of
classification is entered. Is it a standard PD? New Classification? Etc.
Date Management was Contacted for documents and the date
Management responded with documents gives the HR employee the
ability to notate that they are waiting on Management to supply
additional information or documentation. The Classification
Completed box is for the date the classification is fully completed.
Use the Notes box to indicate any type of status information
pertaining to the classification of this 52.

Once the classification is completed, the action should be either Re-
Routed, put into Open Continuous or Announced.
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ANNOUNCEMENTS & APPLICANTS (NON-OPEN CONTINUQOUS)

ANNOUNCING A 52 FROM THE WORKLOAD

Announcing a 52 could be either moving that 52 into the open-continuous

announcements log or creating a new vacancy announcement that will be
advertised.

H
Search for 52 Humber; Emﬂ seanch |

SFE2 Mumiber  Job Raod Par Dt/ Twne R sied Date Craatgd Dste Bacarstd Postion NHurbar  EHRP Empl 1D
1216/04 0&/20/00 003 00022753
-, - ,'.‘Jnrp- ru Mg
Ortficial Prosson Tite [Nur::r*Prnl:l'll'u:lru'r.l'F’h,-!.:: ian Aghisiang Iﬁlﬁ_ Im_ [J_Q_b_@_m
Organizational Tide [ 0610 FTE104
Duty Location [For Totien =|  Deparment |L‘I|n-cu| Senices |
Tenung |Pr~rrnnnrn| Fudl Tirne j MTE Dursticn | J I:eu\l I
W ihis: weill b filledd
mment i Fecmt, Date Vacated IT g curlinusus, r Parsonnil Achon
ariginad Selipcten dechnpd Ii ““u _ eard Chaia
0024/05 ancther Sel. Cert to be issued Eﬁmﬁﬁ O ARDOUnCEment & s ERIE
Date Cancaled [ | £l
Daln Morwgomerd Cabe Management
it Coniscied for Responded Clartifcainn
Clagsihicstion Action Fleguined b e b Hotes
[Standard FO exsts = | [ 2R |~1L1:- SHarms, 1102
2 Sxptut Repert \unmm | \unmmoc | P I Wity i this in iy weorkbosd? I Chose I
mecord: M| a | § b [eales] of 87 (Fleeed) ‘\

To create a vacancy announcement or edit an existing one click on “View
Related Announcements”. If this 52 has already been announced, a box will
appear showing the vacancy information.

Related Announcements
anncID: I a

ESZ#: |05-n|:|51
annchlumber: |AO-MF‘F‘-DS-4?-FT-I

Edit Announcement

Close |

Record: HI 1 II 1k IH IHEI af 7 (Filkered)
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The only option you are given is to edit the existing announcement.
Clicking the “Edit Announcement” button brings you to the Vacancy
Announcement data entry screen. Here you can enter the vacancy data
and tie the 52(s) to the announcement.

If the 52 you are viewing from your workload has not been announced (or
tied to a vacancy in the database) the Related Announcements form will
appear with the message “52 has not been announced” and a button
appears allowing the user to enter a new vacancy announcement.

Related Announcements

AnncID: I—l 52 has “ot
E52#: [ been

Annchumber:
DateAnncOpen: A““ouncec‘

DatesnncClosed: Enter Announcemment

X

Record: 14 ] 4 | 1 [ w1 ]84 ] of 1 (Fitered)

*Note if there is more than one record appearing (ex. Record: 1 of 2 instead
of 1 of 1) that means the same 52 is being used on more than one
announcement that is not canceled.

ENTER THE VACANCY ANNOUNCEMENT

The vacancy announcement data can be entered by either clicking the
“Enter Announcement” or “Edit Announcement” buttons shown above, or
by navigating to the Announcements form from the main menu as shown
below.

From the main menu, click “Staffing Menu”
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52 Tracking System Main Menu

52 Central

Check 52 Status
Issue a 52 Mumber
Foute 5 52
YWiew My Warkload

Wiew 52 Log

Cloze Program

From the Staffing Menu, click Choose the Vacancy Type. (In this case,
choose Standard Vacancies)

Staffing ienu

Staffing Menu

™ Standard vacancies

r Open Continuous Yacancies

Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Print Back Side of Post Card

Wigw Meeded Probation Period
a0 daws ko Review Letters

Print Al Checked Documents
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Then Click on “Enter A Vacancy”

__ Staffing Menu

Select the Service Unit Select the Yacancy

v

r Open Conkinuous Vacancies

Enker & Yacancy
Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

Print All Checked Documents

The Vacancy Announcement Data Entry form appears
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B Announcement Datgp EI

Vacancy Data Last Announcement

Announcemant Murmber I!]m MNumber Uszed
INP-OB-FB—DEU—DG—DEE

Announcement Title Line |

AnncTvpe: I - I

Annc Complete Dt| Open | Clo=ing Dt | Cert Isgsued Dt | Cert Returned Dt | Reissue Reason

Record: 14] 4 || 1 b |k es] af 1
Open Until Filed [~ USAJobs Numberl Cancel Announcement [

Selecting Official |

Comments

Huperlink to % acancy Document: I

Office |zsuing Announcement !Aberdeen area Office =1
52's to he advertised

Whork on Y acancies |
Close |

Record: HI 1 || 1343 _k |H |H9| of 1348

Enter in the data elements requested. If the announcement was advertised
using QuickHire, enter the QuickHire Vacancy Number in the
Announcement Number field. This will allow us to tie information from
QuickHire to the data captured in 52Central.

Also, it is very important that the “52’s to be advertised field be completed.
You will not be able to work the announcement without 52 data.

The Hyperlink to Vacancy Document field allows the HR user to link the
actual vacancy document (from a separate file) to the database using a
hyperlink, if the vacancy document is stored in a file location that all users
can access it. This can be very useful in organizing the vacancy documents.
A report can be created to create a “library” of all past vacancy documents
with this information. To create the hyperlink, right-click in the hyperlink
field and move your mouse to Hyperlink > Edit Hyperlink and click on Edit
Hyperlink
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D Uit Filed [~ USAJchn Hl.d:." Cancel Arnourcement [~
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Lot o dheplay: | SereiiTiy,..
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E-pal Reidress

For example if you want the link to appear as : Secretary GS-318-4/5 that is
what you would type in the Text to display box.

Next, enter the file path of the vacancy document to be linked in the “Type
the file or web page name” box, or you can click on Browse for: “File”
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Clicking “Browse for: File” allows the user to navigate through windows to
locate the file without typing the file path. Locate the file to be linked and
click OK.

FE
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Then click OK on the Insert Hyperlink box.

Inserl Hyperhnk ."EI
Tet o dsplarz [ 1. 1.1 52 Conkr ol rach ScroenTiy,..
Typan th Filg or Wieds guage ravn:
[ e o
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Once you have completed entering the vacancy announcement data close
the form and wait for the applicants to come in.
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ENTER APPLICANTS

From the main menu, click “Staffing Menu”

52 Tracking System Main Menu

52 Central

Cloze Program

From the Staffing Menu, click on “Enter an Application”

Staffing Menu

Staffing Menu

™ Standard vacancies

r Open Continuous Yacancies

Enter an Application

' Check Applicant Status
Generate Applicant Post Cards

Print Back Side of Post Card
Wigw Meeded Probation Period
a0 daws ko Review Letters

Print Al Checked Documents
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Enter the Applicant information in the following form. The date received is
defaulted to today’s date, and the Announcement numbers are populated
for you. The basic applicant information is the same for open continuous
applicants and non-open continuous applicants.

Enter Applicant Information

Portland Additional
App Info Letter

Close

Recard: 14 4 | | o101 b | ear#| of 9101
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WORK THE VACANCY ANNOUNCEMENT (NON-OPEN CONTINUOUS)

After the vacancy announcement closes and all the applicants have been
entered, it's time to begin reviewing the applications and preparing the
certificate. To work a vacancy announcement begin with clicking “Staffing
Menu” from the main menu.

52 Tracking System Main Menu

52 Central

Administrator Menu
Feparts Menu

Cloze Program

From the Staffing Menu, click Choose the Vacancy Type. (In this case,
choose Standard Vacancies)

Staffing ~ienu

q Staffing Menu

[ standard vacancies

r Qpen Continuaus Yacancies

Check Applicant Status
Generate Applicant Post Cards

Wiew Needed Probation Period
90 days ko Review Letters

Print &ll Checked Documents
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Then Select the Service Unit and Vacancy you want to work with.

Staffing Menu

Select the ¥acancy

Select the Service Unit

r Open Conkinuous Vacancies

Enker & Yacancy
Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Print Back Side of Post Card
Wiew Needed Probation Period
90 days ko Review Letters

Print All Checked Documents

Staffing Menu

Wacancy Type

¥ Standard vacancies

Staffing Menu

. N i Select the Yacanc
I Open Continuaus Yacancies Select the Service Unit L

Area Office
Stand,ar{\-'acancy Opkions

ook on Yacancy

[Print Mulkiple Reparts

Enker & Wacancy

Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Print Back Side of Post Card

Wigw Meeded Probation Period
a0 daws ko Review Letters

Last Updated 7/20/06
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‘Wwhark on Yacancy - QuickHire
Wiew 52 Routing Sheet

Wiew Applicant Repork

Wigw Certificate

Wigw F.ating Sheets

Wiew Fecord of Werbal Contact
Wiews Apointment Docs Checklist - Portland
Select letbers ko View/Prink
Wigw ITAS Sheet

Wiew Benefits Summary Sheet
‘Wiew E-Induction Merno

HH3 Transfer Mema

HHS Transfer Checklisk

Create Probationary Period Letter

52 Routing Sheet
Applicant Report by Annc,
Certificate

Rating Sheets

Werbal Contact Sheets

Appointment Docs Checklist -
Portland

Letters

ITAS Sheet

Benefits Summary Sheet
E-Induction Memo

HH3 Transfer Meamo
HH3 Transfer Checklist

Print Al Checked Documents

Close Menu
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Applicant
name and
address

here

E3 Work Applicants for this Announcement x|

AnncNumber:IAO-MPP-US—ID?-AO Announcement Title Line:lSafel:y Engineer {ABDS12) Date File Audited/Closed Out I
Annc Complete Dt| Open Dt | Closing Ot | Cert Issued Dt | Cert Returned Dt | Reissue Reason Comments: Cancelled [~
L 04706 0449006 050306
*

Recard: MI 1 Mﬁl of 1 ‘iew or Print Documents | Close |
Application Received |053"I R/0B Application Tupe | IP DD214 101630 licenze S5 I— Incomplete
—  Applicant [Sally |J ohes s - r - r r
Address |123 Main St : Day Phaone:
Edit Ty [Fosebud Shate y=n Evening Phone:
< Qualifizatians Summary | Refer / Selectl Selection Datal Letter Datal

— Reason for Rating Application Ineligible
Education ez I E Eligible? IND J 437 Scholar? IND 3 ReEmployment Priarity? [rfa = I
From To Major. Type of Degree, Year Sem Hours Ok Howrs Tech Weeks Selective Factar Met? m
I I I i} I 0 I a [T Lacks Specialized Experience
[T Lacks General Experience
™ Mo BIA 4432 With spplication
™ Eligible, But Did Mot Rank High Enough
Years  Maonths [ Does Mot Mest Education Requiremerit:
TotalEducation [ | I Lacks & Copy OF Current License
e — ™ application Was Incomplete
[~ Received After Closing Date
" . _ Grade/ Howrsh  GenExp SpecExp B L P P e M
From To Title Series and Grade Salany  Week Monthz Months ppraisa
|_I I I 0 I 0 0 ™ Lacks Time in Grade
™ Outside Area of Consideration
[~ Other
Gualifications Determination andjor reason
for rating applicant ineligible
Gen Exp s/ onths Spec Expris/Months

<Record: 14 <] z r|>|i>*!of2>

As you begin to work the announcement, and the applicants that have
applied for the vacancy — notice at the bottom where it shows record
number 2 of 2 you can use the left and right pointing arrows to navigate
through the applicants. Pay attention to the Applicant name and address at
the top of the screen to ensure that you are entering information on the
correct applicant.

Using the tabs on this form, you will be able to rate the applicant, refer the
applicant on the certificate, choose the selectee, and generate applicant
letters for each applicant. You can work one applicant at a time, or you can
rate each one, enter referral data on each one and so on. Itis the
preference of the user. For the purposes of this manual, we will work one
applicant from beginning to end.

RATE APPLICANTS

When you begin to rate the applicants make sure you mark yes or no for
each applicant that applied in the “Rate?” box. Reasons someone would not
be rated would be, Non-Indians when there are qualified Indian Preference
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B9 Work Applicants for this Announcement x|
AnncNumber:IAO-MPP-US—ID?-AO Announcement Title Line:lSafel:y Engineer {ABDS12) Date File Audited/Closed Out I
Annc Complete Dt| Open Dt | Closing Ot | Cert Issued Dt | Cert Returned Dt | Reissue Reason Comments: Cancelled [~
3 04MTHE 041906 050006
*
Record: 14] < || 1 v | ]es] of 1 Wigw or Prink Documents | Close |
Application Received |053"I R/0B Application Tupe | IP DD214 101630 licenze S5 I— Incomplete
Applicant [S ally |J ohes - r - r r
Caomments: S
Always Address |123 Main St D'ap Phaone:
mark Edit App | City [Rossbud State [SD | Zip: [57570 Evvening Phane:
“Yes” or Qualificatians Summary | Fiefer / Select | Selection Data | Letter Data |
“Nofirst R for Rating Application Ineligibl
- eason for Rating Application Ineligible
7 - 7 I = I ? I vI
Education e E Eligible? [No 437 Scholar? [No ReEmployment Priarity? [rfa - I
From To Major. Type of Degree, Year Sem Hours Ok Howrs Tech Weeks Selective Factor Met? [a = I
I I I i} I 0 I a [T Lacks Specialized Experience
[T Lacks General Experience
™ Mo BIA 4432 With spplication
™ Eligible, But Did Mot Rank High Enough
Years  Maonths [ Does Mot Mest Education Requiremerit:
Total Education | | I Lacks & Copy OF Current License
Expericnce ™ application Was Incomplete
= [~ Received After Closing Date
Grade/ Howrsh  GenExp SpecExp I Lack F isal
From To Title Series and Grade Salany  Week Monthz Months e [RBEE: (AR = e e
I I 0 I 0 0 ™ Lacks Time in Grade
™ Outside Area of Consideration
[~ Other
Gualifications Determination andjor reason
for rating applicant ineligible
Gen Exp s/ onths Spec Expris/Months

Applicants, Late applications etc. Give the reason for not rating or
qualifying them in check boxes to the right and /or the “Qualifications
Determination” box. This will make the system generate a rating sheet for
them even if they were not “rated”.

Record: |<|<|| 2 >|>||He| of 2

On the applicants you are rating, begin to enter the education and
experience from their application into the blue Education and Experience
boxes. 52Central will calculate the total education and convert months of
experience into years and months. *52Central does not take into account
hours per week in calculations. The HR specialist will need to determine the
total number of months that are being credited (taking into account hours
per week) for both general and specialized experience. The only calculation
this program makes is adding all the months entered in each column and
break them into months and years.

Once the education and experience have been entered, and the HR
specialist has made their qualification determination, mark the applicant
eligible (or not) in the “Eligible?” box, and the additional data to document
why or why not the application was eligible. If other or Incomplete are
chosen, be sure to document why in the memo box for qualifications
determination or reason for rating applicant ineligible.
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REFER APPLICANTS AND VIEW VACANCY DOCS

Once you have entered the rating information, click on the “Refer

Applicants” tab to enter what part of the certificate each applicant is being
referred on. For each applicant that is to be referred, you will need to click
the “Refresh Referral Information” button to display the form to enter their

referral information.

E5 Work Applicants for this Announcement

Annchumber :IAO-MPP-D&-ID?-AO Announcement Title Vi B12)

Annc Complete Dt Open Dt | Closing 0| Cert Issued Dt | Cert Returned Dt | | Reissue Reason

Comments:

Date File Audited|Closed Out I

Cancelled [~

x|

041706 049806 0509/0

il
*

Record: |<| 1 || 1k |>||He| of 1

Yiew ar Print Documents | Close |

Application Received |05f’1 B/0E

Applicant
Address

Application Type |

Sally |J ones

123 Main St

Comments:

IP DD214 101630 license S5l Incomplete
r - r I [ r

Day Phone: I

i | City [Rosebed State [SD | Zip: [57570
Qualifications Summary_Refer / Select DS election Datal Letter Data I

Evening Phone: I

Refresh Referal Information | 4

Refer In Part [Grade| Source | Score |[Manual Sort Order] DEU | VetsPref:| DEUCode:

| Selected?

0.0 0 ] 1" O

Mot Referred

Record: |<| 1 || zk |>||He| of 2

Select Part 1,2,3,4 or Not Referred from the “Refer In Part” box. And
complete the row with the other data requested, accordingly. If the
applicant is referred in multiple parts or at multiple grades, simply add

another row of data for each time the applicant is to be referred. There is

no limitation. Their name will appear on the certificate, in the appropriate

parts, 1 time for each row listed.

When you are finished entering the referral information for each applicant,

itis time to issue the certificate and generate the rating sheets.

**Do not forget to enter the “Date Certificate Issued” date. This will be

needed get the certificate to print properly.

Last Updated 7/20/06
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To view and print the vacancy documents click “View or Print Documents”

and choose the documents you would like to view or print. (this will take
you back to the Staffing Menu)

B3 Work Applicants for this Announcement

Anncr\lumber:IAO-MPP-DE-ID?—AO Announcement Tite Line:|Safety Engineer (ABO812) Date File Audited|Closed Out I

Annc Complete Dt| Open Dt | Closing Dt | Cert Issued Dt | Cert Returned Ot | Reissue Reason Camments: Cancelled [~
0447106 0419108 050906

i
*

Record: |<| 4 || 1k |>||He| of 1

Wigw or Print Documents

Application Received IDE.-"‘I B/06 Application Type I IP DD214 101630 license col l— Incampl
Applicant |SE|II3,I |J ones Camments: - r . r r
Address | 123 kain St Day Phone:
Edit App | City [Rosebud | State IF Zip: W Evening Phane: [

Qualifications Summary  Refer / Select | Selection Data | Letter Data |

Refresh Referal Information |

Refer In Part [Grade| Source | Score [Manual Sort Order] DEU [ VetsPref:| DEUCode:
0.0 =

| Selected?
O

Record: |<| 4 || Z e |>||>*| of 2
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Staffing Menu

¥ standard Yacancies
Select the ¥acancy
D—l\-"IPP—IJE—llII?—AD

|Print Multiple Reports

Select the Service Unit
Aberdeen Area Office

r Open Conkinuous Vacancies

Standard Yacancy Cptions

‘Work on Yacancy

Enker & Yacancy

Enter an Application

Check Applicant Status

Wwhork on Yacancy - QuickHire
Yiew 52 Routing Sheet

Wigw Applicant Repart

Wiew Certificate

Wiew Rating Sheets

52 Routing Sheet
Applicant Report by Annc,
Certificate

Rating Sheets

werbal Conkack Sheets

Generate Applicant Post Cards Yiew Record of Yerbal Contact

Wigw Apointment Docs Checklist - Portland
Select letters to Wiew/Print

Wiew ITAS Sheet

Yiew Benefits Summary Sheet

Wigw E-Induction Mema

HH3 Transfer Memo

HHS Transfer Checklist

Appointment Docs Checklist -
Portland

Letters
ITAS Sheet

Benefits Summary Sheet

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

E-Induckion Memo
HH3 Transfer Memo
HHS Transfer Checklist

p
-
-
~
-
-
-
~
-
-
-
~
pa
-
-

Create Probationary Period Lekter

Print All Checked Documents

Close Menu

From here, you can choose from a variety of vacancy documents:
Certificates, Rating Sheets, Record of Verbal Contact, Applicant Report (or
listing), etc. Choosing from the left column will open the document and
allow you to print... using the check boxes on the right, prints multiple
documents, without opening them for viewing.

Examples of the documents are listed below.
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Rating Sheet

Sanedter (uanber  Tedh
Hnme  Here  Wiedn

Frrown T Tearintinm
[Eacela: Degee 1095 [ 10 i 0

Toad  Yems hlands
Eiwaio| 4+ | 0

EIPQI’IQI’IGQ
EXFERIFNLCE
Gruds Hours! Gon Pap Spacap
From To Tile Bmpier and Fimd s Bukary W Mlonths Lknths

[ [ IT Specitist [Geo T [ o [ 2 |

G P Spack
] 1] 2 2
Ellgl:ula mEmi l:fl'marrt Pnl:-rlt'l'?
Ragnon(1] For Rading applleation neliglbls

Salacd va Facor Mat

O Lachr Speciallzed Etparancs Oappieation e 1 neomplate
[ Lachr Genaral Ecpsrsnca O Recalwd &ter Cloning CB kb
[ Ho Bl 4452 0l applicaton [JLach Recent Performa nze Appralial

O Engible, Eut Od Mot Rark Hgh Enough CJLacks Time In Grads
O Down Mot Meet Education Requirement O Outeids Area ofConildera ion
O Lachr & Copy ofcumsent Licens O otier

glifcaions Determ| radon andior reasan forral ng a pplleant inall gols

|naTifind af 32 TAYLL

77 Qualification Rating Sheet
L &
ot
wacancoy #WHSU-05-100-Informaion Technology Specialist G5-2210-72M1
Jdason Begay S5N: 095-76-5432
Indian Preference Applicant
Refer In Part Grade Refer fis Score DEU “Wets Pref
1 07 Chanmw LewarCmis 0 O S
1 03 Ex¥r igumant n O S
1 11 Proctien ] 0 1S
Education
ENLCATION

T amid Trlle of Raber S00E WPy HR SpecilEt & d

Simahme of Baber Deate:
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Certificate Page 1

CANDIDATE REFEREAL ROSTER

Da e Cerification |ssued Announcement Number Cerification Dusto Human Resounces
April 21, 2005 W RS U-05-100 Mz 24, 2005

Position: Infommation Technology Specialist 65-2210-79/11

Humber of Vacancies

1 Informaion Technology
Permanent Full Time

INSTRUCTION TO THE SELECTIHG OFFICIAL
The carudidates belomr e refamed for cawideration hfilligthe postio lited abome . Voumrymabe woax selection from Part T Part IT, Part T,
or Part IV, Budian Preference slighks are iderdified IF A IMDLAH PREFEREN CE ELIGIELE IS EEFEREED M AV PART OF THE
FORML, FOTT CAMHOT SELECT A HOM MDA,

SELECTING OFFICIALS ARE RESFOMEIBLE FOR COMDUCTING REFEREMCE CHECKS - REFEREMCE CHECKS MUST EE
COWDOUCTED OW THE TENTATIVE SELECTEE.

PARTI

The cawdidge s yame s lkeed v alphabeticalonde roe o ke beey @Eiked "bez tqealed oude rtie MeritP omotos PEypocedies. Thelr
Fpplicatbs avdappEkak are atacied. P ka3se consbertie candikiaes' qracations, vteukw Myorwkl aid comp ek 3d e ks tm
WEkly the tme Imithdicated aboue. NOTE: 3 eBlhed grade cardidate ke d below aed & eot se kected yorm 1 2tat3e ol r g asoes 1or -
zelecton and the reasons maztbe pproved by the Senbhg Person ee [OWE: rbewne anoter promotor candidak ke kcedTom Pl

Grade Harme Indizn Praference
PARTIT
Tie lel.lllgqlamel:lappbalt yotrated and @eked wnde rtie MeritPromotor PEyae ek med vor cos s ide @ton . (Ildba‘beSDll::eLatml.eb
Grade Nare Indian Preferenca Source
11 Feran Jamm Promintinh
11 Heller Harahk Heammrmeant
na Feran Tammn R amrmment
nr Feran Tammn Chanees ta e Cirade
PART IIT

PHS Comm ks by Copz candid3k £ who goplkd ongh thl uacascy 3 et iceme vt 3nd ae retered 0 ooz bde gtion §ede 1 tie Comm bz owed
Comps Personie |Syrtem .

Nare Indizn Preferenca Fi=m k

PART IV
Erce ped Sembc: M itExam ilig E gtk 3pdér Com petitue Seuke: CUllSenb: Regiekr Elgbk appkatois 3k atboied. Rk of 3aid
ek @NE FI'QTEI'EIMEFFIHS|II'I'IEK|IQESEEGTDI)

Grade Name Score DEU “a's Praference Indizn Pradference
Sigrature of Certifyng Official : Date:

Parsornel Officer or Designes
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Certificate Page 2

SELECTION

NOTETO SELECTING OFFICIAL:

Do miot commit this position or notify non-selected candidates until szlection has bean revewed bythe issuing ofice.
Please retum this cartid cate and all supporting documents to Himan Resources 3z soon asthe selection is made. IF
YOU HAWE ANY QUESTIONS PLEASE CONTACT THE FOLLOWIMG STAFFING SPECIALIST:

Angie Murphoy

FIMC - Informaion Technology HGESES 000EE7 34
05-0257 ice: Mews

Selecter Name: Grade Fropozed EOD:

Reference Check Werificaion: Thisisto certify that | hawe conduded r&f erence checks on the sdedes.

Signature: Date:

Rernarks [F cerificate is retumed unused, please write justification]:

Selecting Official : Date:

SELECTING OFFICIAL

THE SELECTING OFFICIAL MAY MAKE 8 DOMIONAL OR ALTERMNATE SELECTIONS FROM THE ROSTER WATHIM 30
Co LEMDA R D0'YS FROM THE DATE OF THIS CERTIFICATE, PROVIDED:
1. THE ORIGIMAL SELECTEE DECLINEDTHE POSITION, OR

2. ADDITIONAL POSITIONS 8 RE ESTABLISHED OR BEECOME WA CANT WATH THE SAME TITLE, SERIES, & ND GRADE
ANDAREIMTHE SAME GEOGRAPHICAL LOCATION &5 THE POSITION ANHOUNCED, AND HOWE THE S ME
QU LIFICETION REQUIREMENT 5, & ND

3. AMINDIAN PREFEREMCE CAMDIDATE 15 OM THE CERTIFICATE.
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Certificate Page 3 (memo to the Selecting Official)

-P.II-T *,,‘m'rm.
g:'z@ ﬁtﬁ CANDIDATE REFERRAL ROSTER ;"P
2 E 5
&e. 1.131:"‘: \%*"thm

Date:  Thursday, April 21, 2005

Ta: Jirn Jones

From:  Angie Nhophy
Subject: Candidate Beferral Roster

Attached iz a Candidate Referral Roster for the position of Trforration Technology
Specialist G5-2210-79011. Tlds weter is effecttve the date of this mermorandura and

will expire on 552172005,

If som need additional firee beyord this date to cormplete your selection, please cortact
me at. Failure fo do so will resultina cance lation of this roster, bythis office, and any
selec ionis) rade beyond fhis expiration date willbe void.

The candidate(s) selected will recefre offizial notification of s lection andior offer of
appointinent frorn the Haraan Resources Office. The contents of fhis roster st be
safeguarded under the Ient Promotion Procedure s contained in Itern V, Responsibilities
B.13.

Attachments
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Certificate Page 4 (Information for the Selecting Official)

INFORIVATION FOR. THE SELECTING COFFICIAL
INTERVIEWS

Inferviews are niot required but selecting officials are encouraged to inte rview, whe never feasible, all
candidates on the cerbificate.

EZPIRATION DATE OF CERTIFICATE

The expiration date of merit promotion certificates is 30 days following the date 1ssued. & certificate
rnayhe extended an additional 15 calendar dase with the appeoval of the Human Resowces Officer or
desiznee .

SELECTION OF CANDIDATES.

Selection of candidates is 4 premgative of the selecting official only. This is different than an official
offer of employnent which is doxe by the Hurnan Resources Office in the role as an agent for the
selecting official

HCH-SELECTION OF CANDIDATES BY THE SELECTING CFFICTAL

Selecting officials rnay decide not to make a selection frorn the roster of candidates presented for
consideration. & decisior, for exaruple, mayhe made (1) not to £ill the position at that tirne, (2 to
cancel or abolish the position, or (3) to wadvertize the posifion in an effort to identify additiozal
candidates. Such decisions must, of course, be for sound management purposes and not to
circurment the spirit or letter of the Indian Freference recpuirement. When a position is readvertised,
all applicants are antomatically considered under the new announcernent. A position may notbe
reabvertised for 120 daye if there were three or more gualified and available Indian candidate s
identified throngh the previous anmounce ment. Howevwer, a readkertiserne nt within 120 days is
allowrdble if it is justified in writing and approved by the Director, IHS or his designes.

iBeference Indian Health TWiannal Ch 7-3, TI9 01-04, dated Ivkrch 14, 2001)
REFERENCE CHECEKS
Since the supervisor is the selecting official and has a vested inferest in the employee selected, it is

the responsibility of the selecting official to ohtain references on the candidate of his or her choice.
Atleast two references are desirable including at least the imrediate supervisor and one other.

RHRN | B N

With the documents generated, it's time to put the certificate and applicant
package together and send it to the selecting official.
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Verbal Contact Sheets — used for the supervisor to document that the
candidates were contacted.

>y INDIAN HEALTH SERVICE - HUMAN RESOURCE S
ﬂ";;s/?;"ﬁ RECOHED OF VERBAL CONT ACT UNDER AQ-BMFP06-107-A0

NAME: Joe James
POSITION: Safety Enginecr (AB0S12)
CERTIFICATION DATE:

SELECTING OFFICIAL-PLEASE COMFPLETE THE FO LLOWING

T¥FE OF CONVERS ATION: [J TELEPHONE JINTEEVIEW O UMaAvAILARLE

DATE OF COMVEERS ATIOIT

I THE CANDIDATE [0 m1TERES TED ATWAILARLE DATE:

O o T IMTERESTED EEASOI:

DO ES THE CANDIDATE WANT TO EE FEMOVED FEO M THE CERETIFICATE? Oye Omo

IFYES COMPLETE THE FOLIO WING:

WILL ATPIICAMNT ACCEPT:

A PAFRT TIME EMPLOYMENT Oy Ono
E. TEMPOEARY ERFLOYMENT [JvEs [no
C. WILLOMNLY ACCEFT ENPLO YIEMNT AT

D WILLOMLY ACCEPT SALAFY AT
E. WILLONLY ACCEFT GEADE IEVEL

WEFEE FEEFEEEN (E CHECES CONDTUCTED OI7 THIS AFPLICATTYT Ores Oma
ADDITION AL COMMERNTS:
SIGHATUEE OF SELECTING O FFICLAL: DATE:

X0 | RN I R

Last Updated 7/20/06
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WHEN THE CERTIFICATE COMES BACK FROM THE SELECTING OFFICIAL

When the certificate comes back from the selecting official, the Specialist
needs to enter the selection information, issue the letters to the applicants
and close out the vacancy file.

ENTER THE SELECTION DATA

To enter the selection data, go back into the work a vacancy announcement
option from the staffing menu. From the Main Menu click Staffing Menu

52 Tracking System Main Menu

Close Program

From the Staffing Menu, click Choose the Vacancy Type. (In this case,
choose Standard Vacancies)
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Staffing ~ienu

Staffing Menu

™ standard Yacancies

r Open Conkinuous Vacancies

Enter an Application

Check Applicant Status

Generate Applicant B

Print Back Sj4e of Post Card
#eded Probation Period
7 days ko Review Letters

Print All Checked Documents

Then Select the Service Unit and Vacancy you want to work with.

Staffing Menu

(i
Select the Service Unit Select the Vacancy

e I

Enker & Yacancy
Enter an Application
Check applicant Status
Generate Applicant Post Cards
Print Back Side of Post Card

Wiew Needed Probation Period
a0 days ko Review Letters

Frint All Checked Documents

After the light-blue options appear, select “Work on Vacancy” Then click OK
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Staffing Menu

¥ standard Yacancies
Select the ¥acancy
D—l\-"IPP—IJE—llII?—AD

|Print Multiple Reports

Select the Service Unit
Aberdeen Area Office

r Open Conkinuous Vacancies

Standard Yacancy Cptions

‘Work on Yacancy
Enker & Yacancy

Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Wwhork on Yacancy - QuickHire

Yiew 52 Routing Sheet

Wigw Applicant Repart

Wiew Certificate

Wiew Rating Sheets

Wigw Record of Werbal Contact

Wigw Apointment Docs Checklist - Portland

52 Routing Sheet
Applicant Report by Annc,
Certificate

Rating Sheets

werbal Conkack Sheets

Appointment Docs Checklist -
Portland

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

Letters
ITAS Sheet

Benefits Summary Sheet

Select letters to Wiew/Print
Wiew ITAS Sheet

Yiew Benefits Summary Sheet
Wigw E-Induction Mema

HH3 Transfer Memo

HHS Transfer Checklist

E-Induckion Memo
HH3 Transfer Memo
HHS Transfer Checklist

p
-
-
~
-
-
-
~
-
-
-
~
pa
-
-

Create Probationary Period Lekter

Print All Checked Documents

Close Menu

Make sure to enter the “Date Certificate Returned to HR on the next screen.

Navigate to the selected applicant by using the navigation arrows at the
bottom, left-hand corner. Then Click the “Refer/Select” tab, and check the
“Selected?” check box on the referral row in which the applicant was
selected.
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E Work Applicants for this Announcement

nnncwumber:|no-MPP-Ds-10?-no Announcement Title Line:|Safet;Eﬂ§ﬁermB.k2)

Annc Complete Dt| Open | Closing Ot | Cert Issued D{| Cert Returned Ot | \ Reizsue Reason

Date File Audited|Closed Out I

Camments: Cancelled [~

044706 0449806 050906

*|v

Record: |<| 4 || 1k |>||He| of 1

Yiew or Print Documents | Close |

Application Feceived |US;"UB;’UB

Applicant
Address

Edit App | City

Application Type |OF-512

e

|V ames

PO Box 111

Rosebud

State |SD Zip: |5?5?D

Comments:

IF DD214 101630 license

PAS, OF306, SFS0 attached.

T EEE i

D ay Phone: I[BDS] 7473263
Evening Phone: I[BDE] 310-7963

Qualfications Summary { Refer / Select [Belection Data | Letter Data |

Refresh Referal Information |

Refer In Part |Grade| Source | Score |Manual Sort Order] DEU [VetsPref:| DEUCode: | Selected?
E] =12 Reassignrr 0.0 o O [w
* 0.0 A % O

Record: LI;II 1 v e e of 2

x|

Next, click the Selection Data Tab. **Note - The only applicant that needs

information entered on the “Selection Data” tab is the applicant who has
been selected.
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B Work Applicants for this Announcement

AnncNumber:IAO-MPP-DS-ID?—AO Announcement Title Line:lSafel:y Engineer {ABDS12)

Annc Complete Dt| Open | Closing Dt | Cert Issued t | Cert Returned Ot |

X

Date File Audited|Closed Out I

Reissue Reason Camments: Cancelled [~

041706 04M19806 030906

ia
*

Record: |1| 1 || 1k |>||He| of 1

Wiew or Print Documents | Close |

Address PO Box 111

Edit App | City [Rasebud State [SD

Zip: |5?5?D

Qualifications Summary | Refer / Select (Selection Data} Letter Data |

Application Received |05£DBIDB Application Tupe |DF-812 lE' DD|_214 1?3330 licenze S ST InIC_ompIete
Applicant |Joe |J ames R
Comments: |PA5, OF308, SFA0 attached.

Day Phone: I[BDS] F4T-3263
Evening Phone: I[EDS] 310-7969

Refresh Selection Data | g

Selected Into 52: Im ;'
D ate Job Offered I 06/01 /06
Date Job Offer Accepted I 06/01/06

OPFF Request Nesded? Mo =

OPF Requested From |

Date OFF was Received I
Date OPF was Combined I

ITAS Setup Information

SCh:
AdminCode:
CheckOne:

Date OPF was Hequestedl Approving Official;

Timekeeper:
Haurly R ate:
PayBasis:

Leawve Categon:

Effective Date

I 0B/25/06

52Camments:

Record: |<| 4 || 1k |>||He| of 2

Feleaze date approved.
Final app't. pending Travel
Order.

Personnel Action Rrocessed:

Choose the 52 they were selected into

from the drop down menu

“SelectedInto52”. When this occurs the
gray box to the right will show 3 data
fields from the 52 data (Effective Date,
52Comments, and Personnel Action
Processed) these are the same data
fields that appear in the workload form
for each 52. The effective date is the
EOD of the selectee and it NEEDS to be

filled in.

Last Updated 7/20/06
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Also complete the Date Job offered & Date Job offer accepted. The OPF
request information and ITAS information are optional. If your office uses
those features, complete the data as applicable.

CREATE & PRINT APPLICANT LETTERS

Once the selection has been made, it's time to send letters to the selectee
and the rest of the applicants.

Click on the “Letter Data” tab from the Work Applicants form.

B3 Work Applicants for this Announcement 1'
AnncNumber:IAO-MPP-D&—ID?-AO Announcement Title Line:lSafety Engineer (AB0S12) Date File Audited/Closed Out I
Annc Complete Dt| Open Dt | Closing Dt [ Cert Issued Dt | Cert Returned Dt | Reissue Reason Commenks! Cancelled [~
> 04A706  OM19M06 050306
*
Recard: 14| < || 1 e of 1 Wigw ar Prink Documents | Close |
Application Received IDE.-"DS.-"DB Application Type ID F-B12 IE' D|D_2‘| 41 DI‘I_BSEI licensze coM [Eodmeoans InICEmplete
Applicant [Joe |J aMmes _
Comments: |PAS, OF 306, SF50 attached.

Address |P0 Box 111

Edit &pp | City |Hosebud StateISD Zip: |57570

Qualifications Summar_l,ll Refer / Selectl Selection [Gta  Letter Data |

Day Phone: I[BDE] T47-3263
Evening Phone: I[BD5] 310-79649

Letter Letter Trame—

=] e/me on-Select Letter Data

N
™ our&pp Was Mot Congsidered due to IP

[T “ouwere refered but not selected

™ “our &pp did not mest the qualiicationz of the job
-

-

-

Select Letter Information: (complete ™ ‘withdraw

only if this applicant was selected) i
(it temp] NTE Datel F Decline
Rescind Thiz announcement has been canceled

Appt Type [Career Conditional Appointment = | Vour App was incomplele

g:ﬁ:}lml;r": D;P::’?:Lt,lfﬂ $62,519.00 ™ Mo License was attached
Reparting Date — Mo Resume or OF-612 was not received
Mo OF-308 was received
Transcripts were not submitted
Driver's license was not attached

Your App was received after the closing date

Feport To |Marty LaRoche
Travel Contact Mame [ Troy Bad Moccasin . W Travel
Travel Contact Phone |[B05) 226-7217

celine

Selective Service form was not attached
SF-50 was not attached

k.54 responses were not attached

Indian Child Pratection Form was naot attached
Lacks Hours PerWeek or Months/ears

Mo Typing Proficiency Statement

Your &pplication iz being kept on File

A 10-Paint VYeteran was selected

Other |

Due on or before
[T Appointment Docs are enclosed Report to Duty
™ Curent License
™ Immurization
13
" SFes

 Record: |4|4|| 1 >|>||>*|0F2

R e A A

Required Clearances
[T cuall [T Medical Exam
[T Suitabiity ™ Drug Screen

o

Use the navigation buttons to move to each applicant

Select the type of letter from the drop down menu. Ifitis a letter to the
selectee, fill out the “Select letter Information as applicable. If itis a letter to
an applicant who was not selected, choose “Non-Select Letter” From the
drop down menu and check the box that states the reason for non-selection
from the Non-Select Letter Data on the right hand side.
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Once you have completed the letter information, click on the “View or Print
Documents” button to view the letters.

Staffing Menu

¥ standard Yacancies
Select the Service Unit Select the Yacancy

r Open Conkinuous Vacancies
Aberdeen Area Dffice D‘MPP-UE-IU?-AD

Standard Yacancy Cptions

|Print Multiple Reports

‘Work on Yacancy

Enter A& .
MUBT A ¥atancy Work on Yacancy - QuickHire 5z Routing Sheet

"o
-
" Wiew 52 Routing Sheet applicant Report by Annc.,
" Wiew Applicant Report Certificate

Check Applicant Status " Yiew Certificate Rating Sheets
e
e
.
(.

Enter an Application

Wiew R.ating Sheets Verbal Contact Sheets

Wiew Record of Yerbal Contact Appointment Docs Checklist -
Portland
Letters

ITAS Sheet

Benefits Summary Sheet

Generate Applicant Post Cards

Wigw Apointment Docs Checklist - Portland
Select letters to Wiew/Print
Wiew Needed Probation Period Wiew ITAS Sheet

90 days to Revisw Letters Yigw Benefits Summary Sheet

Wigw E-Induction Mema
HHS Transfer Memo HH3 Transfer Memo

Print Back Side of Post Card

E-Induckion Memo

HHS Transfer Checklist HHS Transfer Checklist

Create Probationary Period Lekter

Print All Checked Documents

Close Menu

Choose, “Select letters to View/Print” then click OK.

Next you will see a list of the letters to be generated. Click on “View Letters”

I Letbers B b prinked

Ageplec srd LitEer o bee S Send? Date of Letber =
i T Cunent Emgicyee Geiect Letter's 12 [T
J T Min 5 s Leter b ]

ey Lettirs ﬂ

Only the letters with a check in the “Send?” box will appear. The letters will
generate into 1 document and here is 1 example of a select letter and 1
Non-Select letter
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fﬂ"":au %
i DEPARTMENT OF HEALTH & HUMAN SEEVICES Public: Health Service
‘b‘i Inian eaty Terdies
'E\‘-'ln“ Morhen ang “ea0 el Beran Seaiunees Ao

Sbardean s oflea

Frderzl BLidiry

A5 Auenwe T Pawr TH
hLbordcen, 52 503N

Fure 1, 2008

Joe James

PO Box 111
Rosebud 8D 57570

Fe: AQ-MPP-08-107-40 - Safety Engiveer 55 2300-12 - Aberdeen Arwea Office

Dear Joe James:

Congratlations, this letter corfitns your selection for the following position with the Indian Health Seprice:
Safty E ngineer (ABIE]Z}-Ah evdeen Area Office Divizion of Facilities B anagpnend

Permanent Full Time HTE Drate: A
Career Comnditional Appoindmwend Tonr Effective Date 1s: 06525706
Salary $B8,51900

Feport To: Mary LaRoche on
[IDlease complete the e ose d appodiert docmrerts sl rebon then to this off e, priorto yor effe ctite date.

Faihme to do so coald canse 4 delar i proce saihg ynIr appoiibmerd.
B o are entitled o Trawe 1 avd br traneportation of hensehold goods. Cordact Troy Bad Dloce asin et (6057 226-
T217 for details,

The followring domuvents are required on or before your report to duty:
[ Copre of Currert Licerse O 1-2vrith enployiert elizbiine docanetation (Se 19 for detaik)

O tmmmization Fec ord [0 sF&5 fhaesticrmaire for Hore Senctive Pocitione and SF-27 Fingerprid Card
Touremployment 15 subject to the following clearmnces:

[ Completion of satisfactony e dic al e xamivation [ Conpletion of satisfactory doug soeering

O Erploanert Snitahiliy Clearane e

O ke srarue e of CHACT backgromd fmrestization for Child Care worbers . Titdl yoox fmrectigation has beety
ckared, o rmst work: withitcthe cight andmder fhe aiperddon of 4 staff persomn who has cleared their CHACT

Oree again, congratilations on your rew appoibnent. We look forerand o you wodking wath the Indian
HealthService. Fyon have any questons, feel free to contact me or oy office at (505) 226-7553.

Sincerly,

Trepr Bad Moccasin
Human Eesanmces 5 pecialist (Placement)
[805) L26-7217

Enclosmies
Ce:

RN | I R
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i DEPARTMENT OF HEALTH & HUMAN SERVICES Public: Health Service
‘b‘i InBan eaty Terics
h\‘-ﬂw Mahen ahs ca0wl Bewan -exiunes o

Lbaiean M=z e

Federl Buidiry

0 H uenae 7 Pa1 TH
Lbodcen. 52 w3

Faly 18, 2006

Sally Tomes

1253 Main 5t
Fosebud, 3D 57570 @

Fe: AO-MPP-08-107-40 - S afety Engineer 55 205-12 - Aberdeen Area Office
Dear Sally Jones:

Thank o for your intewest in eraployraent with the ndian Health Service . Unfortunate Iy, sou were
ot selected for this position for the following reasonis):
O our application was not considers d because there were qualified Indian Preference applicants
who subrnitted a forr BIA-4432, docurme nting their eligibliltyfor Indian Pre ference
O our application was re ferred to the Selecting Official, however, you wers not selectsd
M Pased upon your application, you do not me et the qualifications required bythe vacancy
anhoune erne nt.
O% our application was received after the closing date of the vacancy announcement.
O1Dne o MWlanage ment's de cision, this vacarc wannouncetnent has been cance led,
U our application was incoraplets because you failed to sibmit the following docuraents that
were requited by this wacancy announce ment.
Orn-restricted Profiss ional Licers e or Certificate (]S elective Service Fonn

OoF-512 ar Remne O 5F-50, Persormel dction
OoF-308, Declaration for Federal Employment [JES4 Harative Respomes
Oollege trars cripts O PL-A30 Form, Indian Clild Protection (THS
ODriver's License Addendum)
Ol Hemrs Per Week cr Months and Tears for U Statemert of Typing Proficiercy
eachjob
Oother

Ol This office is not actively recruiting for the position wou listed on your application.
Ol 10-Foint Veteran was selected for this announe exoe ut

We encourage wou to apply for fufure wacancies. If you hive anyouestions, please contact me at (605)
226-7553.

Sincemrly,

Tror Bad Moccasin
Human Eesanrces 5 pecialist (Flacement)

4| <] el |">-|_| 4]
CLOSE OUT 52 AND VACANCY DATA

The final step to closing out a vacancy is to review the hard copy Vacancy
file, and process the appointment. Once those things occur enter the date
appointment processed on the select Applicant tab and enter the “Date file
audited and closed out” at the top of the Work Applicants form. This will
make the 52 fall off your workload. *(If you do not use the OPF request
data)
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B3 Work Applicants for this Announcement x|

AnncNumber:IAO-MPP-DS-ID?—AO Announcement Title Line:lSafel:y Engineer {ABDS12) Date File Aygdited|Closed Out I
Annc Complete Dt| Open | Closing Dt | Cert Issued t | Cert Returned Ot | Reissue Reason Comments:

041706 04M19806 030906

ia
*

Record: 14 4 | 1k et e of 1 Yigw ar Print Documents | Close |
Application Received |05£DBIDB Application Tupe |DF-812 IP DD214 101630 license Incomplete
55N |504-88-84DS
Applicant |Joe |James rr LI r

Comments: |PA5, OF308, SFA0 attached.

Address PO Box 111

Edit App | City |Hosebud State |50 Zip: |5?5?D

Qualifications Summary | Refer / Select (Selection Data} Letter Data |

Day Phone: I[BDS] F4T-3263
Evening Phone: I[EDS] 310-7969

Refresh Selection Data | g

Selected Into 52: Im = . i
= ITAS Setup Information Ellizetiye Dkt

D ate Job Offered I 08/01/06 I 08/25/06
Date Job Offer Accepted I 06/01/06 SCD:

AdminCode: 52Camments:
OPF Request Needed? Ma > ChackOne: —;[ Felease date approved.
e ———— Final app't. pending Travel
Date OPF was Hequestedl Approving Dfficial Order,

OPF Requested From | Timekeeper:
Hourly Rate: $0.00 =
Diate OPF was Recsived I— PayBasis: —;[
D ate OFF was Combined I Leawve Categon: 0 I

Record: |<| 4 || 1k |>||He| of 2

REISSUE IT?

If an announcement needs to be reissued to solicit additional candidates,
the easiest way is to go to the vacancy announcement, edit the
announcement number if you choose, and add an additional row of dates
to the vacancy dates. This way all the applicants that applied for the
position remain in the announcement and only the additional applicants
need to be entered and rated.

From the Main Menu, click on “Staffing Menu”
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52 Tracking System Main Menu

52 Central

Cloze Program

From the Staffing Menu, click Choose the Vacancy Type. (In this case,
choose Standard Vacancies)

Staffing ~ienu

q Staffing Menu

[ standard vacancies

r Qpen Continuaus Yacancies

Check Applicant Status
Generate Applicant Post Cards
90 days ko Review Letters

Print &ll Checked Documents

Then Select the Service Unit and Vacancy you want to work with.
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Staffing Menu

Select the Service Unit Select the Yacancy

IV ‘Standard Vacancies

r Open Conkinuous Vacancies

Enker & Yacancy

Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

Print All Checked Documents

After the light-blue options appear, select “Work on Vacancy” Then click OK

Staffing Menu

Staffing Men

¥ standard vacancies
select the Service Unit Select the Yacancy
Area Office

Stand}r{\facancy Gptions |Print Multiple Reports
fﬁv'ork on Yacancy

Work on YWacancy - QuickHire 52 Routing Sheet

Yiew 52 Routing Sheet Applicant Report by Annc,
Wigw Applicant Repart Certificate

Wiew Certificate Rating Sheets

Wiew Rating Sheets Yerbal Contact Sheets
Wiew Record of Yerbal Contact Appointment Docs Checklist -
Yiew Apointment Docs Checklisk - Portland Portland

Select letters to Wiew/Print LetesrE

Wiew ITAS Sheet e it

Yiew Benefits Summary Sheet Benefits Summary Shest

Wigw E-Induction Mema
HHS Transfer Memo HH3 Transfer Memo

r Open Conkinuous Vacancies

Enker & Yacancy

Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

E-Induckion Memo

HHS Transfer Checklist HHS Transfer Checklist

pu
-
~
-
-
-
~
-
-
-
~
pa
-
-

Create Probationary Period Lekter

Print All Checked Documents

Close Menu
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Simply add another row of dates to this announcement and make any

necessary notations in the comments box on the upper-right side.

B Work Applicants for this Announcement

AnncNumber:IAO-MPP-US—ID?-AO Announcement Title Line:lSafel:y Engineer {ABDS12)

Annc Complete Dt| Open Dt | Closing Ot | Cert Issued Dt | Cert Returned Dt |

Date File Audited/Closed Out I

Reissue Reason Caomments: Cancelled [~

id
*

041706 044906

030906

Record: |1|{|| 1 >|>||He| of 1

Wiew or Print Documents | Close |

Application Received |053"I R/0B

Application Type |

Applicant |Sally

Johes
I Caomments:

Address |123 Main 5t

Edit &pp City |Rosebud

Qualifizatians Summary | Refer / Selectl Selection Data | Letter Datal

State IS o] Zip: |5?5?D

IP DD214 101630 licenze SSNI— Incomplete
r r I r

Day Phaone:

Evening Phone:

? -
Education — I ﬂj

Eligible? IND 'I 437 Scholar? IND 'I

From To Major. Type of Degree, Year

Sem Houwrs (b Hours  Tech Weeks

[ of

Experience

Total Education

Grade/  Hoursh

" From To Title Series and Grade Salany  Week

1

I

Gen Exp s/ onths

Record: |<|<|| 2 >|>||He| of 2

Spec Expris/Months

Reason for Rating Application Ineligible
ReEmployment Priarity? [rfa - I

Seleckive Factor Met? [Mia 'I
[T Lacks Specialized Experience
[T Lacks General Experience
™ Mo BIA 4432 With spplication
™ Eligible, But Did Mot Rank High Enough

l_ Does Mok Meek Education Requirement:

™ Lacks A Copy OF Current License
™ application Was Incomplete

[~ Received After Closing Date

™ Lack Recent Perfarmance Appraisal
™ Lacks Time in Grade

™ Outside Area of Consideration

[~ Other

Gualifications Determination andjor reason
for rating applicant ineligible

X

ANNOUNCEMENTS AND APPLICANTS (OPEN CONTINUQUS)

Open Continuous announcements are handled a bit differently than

advertised vacancy announcements, both in the office’s internal process
and in this database program. First, the open continuous announcements
need to be established in the database program, then the applicants apply

and then multiple certificates are issued from each open continuous

announcement.

The first step is to create the vacancy announcements.

ENTER THE VACANCY ANNOUCEMENT

From the Main Menu, click on “Staffing Menu”
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52 Tracking System Main Menu

52 Central

Cloze Program

From the Staffing Menu, click on the Vacancy Type “Open Continuous
Vacancies”

Staffing Menu

Staffing Menu

™ standard Yacancies

r Open Continuous Yacancies

Enter an Application
Check applicant Status
Generate Applicant Post Cards
Print Back Side of Post Card

Wiew Needed Probation Period
a0 days ko Review Letters

Frint All Checked Documents

Next, Click “Enter A Vacancy”
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Staffing Menu

™ standard Yacancies
Select the Yacancy

¥ ‘Open Conkinuous Yacancies | _

Enker & Yacancy
Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

Print All Checked Documents

ES Open Continuous Announcement Data 5[

Vacancy Data Last OC
Announcement
Announcement Humber m
Announcement Title Line | IPR-EF;JEBTBQEU[ERPSJ

AnncType: I - I

Date Annc Completed | Date Annc Open | Date Annc Closed

Record: I1| L || 1k |H|H6| of 1

USalobs Mumber
Comments
Hyperlink to % acancy Document; |
Office |z3uing Announcement |.~'-\I:ueru:|een Area Office |

Record: Hl 1 II a3k |H |He| of 83

The opening date for the OC Announcement will be the beginning of the
Fiscal Year (or Calendar year if you start your announcement numbers over
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then). And the Closing date will be the end of the Fiscal year. This is not
the date the certificate is issued. Itis the date you start accepting
applications for the announcement.

There will only be one announcement number entered for an open
continuous announcement. There may be several rows of opening and
closing dates. There will be multiple certificates issued for each OC
Announcement. Generally if you have 10 Open continuous
announcements each year, you will only have 10 records listed here.

Once the Announcements are entered your applicants can begin to apply.
The applicants are keyed just like all other applicants (except you should use
the OCA location choices on the applicants). See Enter the Applicants PG
39

*Notice that the 52’s are not entered in the Vacancy data. The 52’s will be
entered for the certificates being issued.
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PRE-RATING THE APPLICANTS

As open-continuous applications are received, we should be providing an
initial rating and notice of results to each applicant — regardless if there is a
vacancy to be filled or not. When the applicants are pre-rated, creating a
certificate is simple — you just add them to the cert in the part of the cert
where their application is to be referred under.

To view the applicants that need to be pre-rated click on the Staffing Menu

From the Staffing Menu, click on the Vacancy Type “Open Continuous
Vacancies”

Staffing Menu

™ standard Yacancies

r Open Continuous Yacancies

Enter an Application
Check applicant Status
Generate Applicant Post Cards

Print Back Side of Post Card
Wiew Needed Probation Period
a0 days ko Review Letters

Frint All Checked Documents

Next, Choose the vacancy you would like to work with from the “Select the
Vacancy” drop down menu.
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Wacancy Type

™ standard Yacancies

¥ ‘Open Conkinuous Yacancies |

Enker & Yacancy

Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

Staffing Menu 'T

Staffing Menu

Select the Yacancy

Print All Checked Documents

Staffing Menu

Staffing Menu
Cert#

Wacancy Type

™ standard Yacancies

v Open Continuous Yacancies

Prink Back Side c-
Yiew Needed pfobation Period
a0 days b4 Review Letters

Select the Wacancy

BE-MPP-05-03-BE <

O Wacancy Opkions

View Applicants that Need to be Rated
Wiew All Applicants ‘Wwith R.ating Details
Wiew Apps that are Qualified

Preview all Pre-Rating Sheets

Wiew Motice of Results

Creste Mew Certificate

{Print Documents or Wark On

{Existing Certificate
Create Probationary Petiod Letter
Wigw Certificate for CertlD

Wiew Rating Sheets For CertlD

Wiew Werbal Contact Sheets for CertID
Wiew Applicant List For CertID

Yiew Applicant List For Yacancy

Wigww ITAS Sheet for CertID

Wigw E-Induction Mema

HH3 Transfer Mamo

HHS Transfer Checklist

Wiew Benefits Summary Sheet

Clalalele]

slalalelelale e le N le !

Close Menu

|Print Multiple Reparts

E
#
E
E
E

B
#
E
E
B
E

52 Routing Sheet
Applicant Report by Annc,
Certificate

Rating Sheets

Werbal Comtack Sheets

Appointment Docs Checklist -
Portland
Letkers

ITAS Sheet

Benefits Summary Sheet
E-Induckion Memo

HHS Transfer Memo

HHS Transfer Checklist
Applicant Report By CertlD

Frint All Checked Documents

Close Menu

Then, click the “View Applicants that Need to be Rated” button.

Applicants will appear in the pre-rating screen until their initial rating has
been completed. Enter the date of Rating (default to today) and the name
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of the person who did the Pre-Rating, then begin entering their work
preferences and the expiration of their License (if applicable).

Lnter Applicant Information

View tis Apccants Nokce of Rles | View This Agghcant's Preflaing Shest | oo | o |

Date o Forcenaed | [Chocurment Bicireaid [IFC021 4 | flecysnsse | [101 B30 [D 80 Phene
Fell Appy TTAENE [EETETER (= Ar r r [l G

IHI‘.-MH-'J.HJ.H-BL I |
f‘r;c-&nﬂ;é: Fsted Oy [Vesmele |BrewrrGhasten | Eve Phone
r f_r—_l [E vahley i ¥ ] [F1H 423 2eh?
[Focre | e
Woork Predersnoes ]mem|mmm[
' II: D60E Anesthesickny [ II: 0610 Ambulsbory Cars N Application Expiralion O
thmmn F:t:mﬂ e I et GenerslFracuice | Lienns® Bxpation
I™ oe0? Frergency Medicnes | |1 0610 Discharge Plarner I™ 0650 Cral Surgeun
I D602 Fariy Practice I D610 Errgency ::"‘5‘“'3"'“"'"'”
r L] r ¥ Ll o
Pomemme |Cbwenc , ||FERe | Lo |re
™ 0602 Heurchogy ™ 0610 MesSical/Surgical I oo Frosthodorkist ™ Term Fhee
I oend oo I 0610 Neonatal ™ Fll Tre
I o pthakvclogy I 0G0 Nurse Anssthatist " | Ebeemtent [ s
™ 0602 Critopedcs ™ 0610 Hurse Consultant r I Part Time
I e Pediaknics I L0 Merss Practikioner I Col pack O
™ 0602 Prevesitatives Care I 0610 Hurse Speciskst I Rotating Shilts 08
™ 08ng Pepchiabey ™ 0610 OR-GYM I Days o
I e Radsokeay I 010 Operating ResmiRecoveny I raghes o
™ 0602 Surgesy ™ D610 Padistrics ™ ‘Weekends o8
™ 080 Lieckngy ™ 0610 Progeesshe Cone -
| 1T 0 Popctatry
™ 0610 Qualiy Assrarcn
I 0GL0 Ressanch
™ 0610 Supsrvisory Burss
I 010 Ukilizakion Revies
Reecord: 14 4 | Tk e rs] of 1 (Fitened)
Next, move on to the Location Preferences Tab. Choose the locations in
which the applicants would like to apply to. There is an unlimited number
of locations that can be added. This list of locations is populated based
upon the Service Units listed in the Service Units Table.
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EniLer Applicant Informaton

iew s gkt Busos of Fenls | Vi i fatmsanis Foefatog S | Rebesh | Cloee |
Frconnd | [Cocumont Recomend |IF"||I'I'.I?1-1||I|r.|"n-'m||1l'.|IE'Iﬂ||:'WH‘ﬂ'-E ]
EdtApp AN [Uthen r r r |BI:-HI-"I-'4.I-'I-I.E!-HI-_
Irecnplele [ ezt [ErmeLibuston I
r =l vy [Comaiz ]
[Faira= ol T |
Wink Prafemmnoms | Losotion Preforercess | appbean Rati |
B|  locotion: =
AnerTiEn T
Beslool et
Ft Tedlsr
Herer T
LT S E]
It TRedgsen
Lowwer Drke
Shsseton x
Record: 14| 4 T e wles]of 1

Recerd: H |4 [ 1 rnfes] o 1 (Fiened)

Next Move to the Applicant Rating Tab

Enter Applicant Inlesmation

i thir Apphconts Notice of Pievdks | Ve This Agpcant's Prefaing Shest | [Fici| _Cone
Taedf Fecsived JlDccimen Recoved @DZH[! conzs |n1sg ore
gy | TR E] (R 3|
Incomplets Pisted Nﬂmla ]I]lmGholmn I T
r =3 [F@ robiey Ha [Comments | 3] Lokl
[Faeeae W [ I

Edcation \ Cligiile: - Sehwiar 0
|r_ Froem: Ta Magor, Type of Degres. vea Sem Hous O Hous  Tech Weeks ?M J ?rﬂ —!
L ' L_ull___ull__1 mmn-&huﬂm

Relrpkvient Prisrky?
ahmrmmﬁ |
™ Lacks Specisived Experince
Tami  Hordn
o e NN I Lacks Generdl Experience.
TetlE I po DA 44202 Wieh Applkestion
- — - I Excomet bt Mt e i Fosepuin sl .
Limis! Hazth Lenk [
Fromm  To  Titls Gedes and Gisds Salay  Wesk il e thsim:ﬂwm
| — — — — —0 - I R e Ayeniat

Grades Qualified For

Record: 14 o || L e lee] of 1 (Pitered)

This is where the qualifications for the applicant are entered, The main
thing that needs to be entered is the “Eligible?” box — this is what allows
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them to be added to a cert. If they are Not Eligible, they will not be able to
be added to a cert.

Enter the education and or experience that is used to determine applicant
qualifications. Then determine if they are eligible or not. If they are not
eligible, use the check boxes on the right to mark the reason, or hand-write
your reason in the Qualifications Determination box at the bottom right-
hand corner. If they are eligible, use the Grades qualified for and score
boxes on the bottom left-hand corner to list all grades they are qualified for
and willing to accept plus their score, if they were ranked. If no ranking was
done, leave score at O.

You can generate their pre-rating sheets by clicking the “View This
Applicants PreRating Sheet” button.

s this Agphcants Notics of Revdks | : View This Agghcarts Preflofing Shest | | o

Doe i rent B IF)E02E1 4| e ree ] [107 630 [y Phore
iy | AR TAHAT (D 1T T T il EEFE T (T -1
[Eve Florm |

Incomplete | Pisbed [Vemele [Bvoware it | T
r [Cet =] BT [Comments | =
[Fasein W [ |
ok Praf | Lescation praf Apgicack Rt |
| Clighla? fuo -] 437 Scholar? o -
[ From Ta Mot Type of Dagres. Tea Sem Houn O Houn  Tech 'weeks
for Rating Application

r [ [ o[ [ v L EERE

Waay  Mond
s I Lacks Generdl Expernce
| LeE I oo DBA 44002 Wit Aeplcation
- — - I Eocoet bt Mt cht mtors ouimntrl .
Gisks  Womih Ganksp Spechap
Fromm  To  ThlsSedes snd Giads Salwy  Week  Murthe  Morits I Wacks & Cepy OF Curvent Licerese
Il.l [ [ [ [ il il 5 ™ sppboation Was Ingompiste
™ Lack Recent Performarce Aporsisal
I waschs Tima in Grads
F Cusichy Anes of Cirriicher alion
ToerE o Wi HGrre 5 e £ o VoMt Cher
Grades Qualilad For ?MGWMWWM

[ O I | I T

Last Updated 1/24/06 71



jj‘gf;g Qualification Rating Sheet
g. et
g @
Vacancy # BE -MPP-04-09-BE -Dental Offier/Supv Dental Officer
Applicant Jones SSN: 123-456768
Non-Indian Preference Application Expires: 07:24/06
Rated Higiblefor the folowing Grades:
o7
09
10
11
12
Education
EDVCATION
Sernester [uarter  Teth
From To  Descrimbion Hows  Hours  WWeels
B Dertal o [ o ] o
Total Years Nomths
Ed].l.tailm‘li 0 i 1]
Experience
EXFERIENLCE
Grale Hoos' Gen Exp Sper Exp
Joon To  Tale Series and Graje Salary  Wed: hlorfhs hofhs
| | [Dreital Officer [ge-12[ a0 | o [ 168 |
Gen, mixmiam;_ Spex Ernf(xaﬂ'!mm;
0 1} 1 4
Elighle ReErnployrnert Pricrity?
h Re=son For Rating A pplicstion el gt e 437 Sholar? [ |
Selective Factor Met
[JLacks Specialized Experierce [ pplication Was Incormplete
[JLacks General Experience [ Leck Recert Pefomnance & ppraisal
[ Does Mot Mest Education Requiraments [] Lacks Time in Grade
[JLacks & Copy OF Currerit License [ Out=zide Areaof Consideration
[ cther
Gl ifications Determnirati on andior reason for rating applicant ineligbl=

CHANGING PRE-RATING DATA

If you need to change/update the Pre-Rating data (an applicant updates
their application or additional information is received) With the
Announcement Number listed on the Staffing Menu, Click on “View All
Applicants with Rating Details”
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Staffing Menu

™ standard Yacancies e e
Select the ¥acanc

V¥ Open Continuous Yacancies i Cert#
BE-MPP-05-03-BE - m

|Print Multiple Reports

o]
i
=
o
o
w
2
1
-
o
sl
o
=]
3
)

View Applicants that Need to be Rated
Yiew All Applicants With R.ating Details [E 52 Routing Sheet

View Apps that are Qualified # Applicant Report by Annc,
Preview all Pre-Rating Sheets ® Certificate

Yiew Motice of Results B
Create Mew Certificate

{Print Documents or Wark On

{Existing Certificate

Create Probationary Period Letter

Wiew Certificate for CertID

Yiew Rating Sheets For CertlD # ITAS Shest

Yiew Yerbal Contact Sheets for CertID % Benefits Summary Sheet
Wiews Applicant List For CertID # E-Induction Memao

Wiew Applicant List For Yacancy % HHS Transfer Memo

Wiew ITAS Sheet for CertID

Wigw E-Induction Mema

HHS Transfer Memo # Applicant Report By CertID

HHS Transfer Checklist Print &ll Checked Documents

Wiew Benefits Summary Sheet

Enker & Yacancy

Enter an Application

Check Applicant Status Rating Sheets

# Werbal Conkack Sheets

Appointment Docs Checklist -
Portland

Letters

Clalelel. 2o le

Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

#® HHS Transfer Checklist

ke telelelale e e lele

Lnter Applicant Information

Wiew this Apglcants Noice of Flents | Wiew This Appicant's Prefioing Shest | Rehesh | | Cicao
Diate of Fgbng Hoecaenied |I Macurnient Becired | |II-'||I 10214 ||I||:|'.'|::|:||'I m HHI“DMM |
_Edit gy | [ wazme TS [Utheer A r r r B meens o [deMFPOHREE =]
Ir-cn:mp-lele: Fsted Oy = |BrewrrGhastan | Eve Phone
C "I E_ﬂﬂ'fﬂkpﬁd Commeniz | (1A 423267
[Fatnn [m— [
Work Pralerences | Locaton Freferences | apphcant Ratng |
™ 0602 Auwmstisichogy ™ 0610 Ambnlsbory Care Applcation Expiration O
I 002 Chemcal Ceperdkercy | |1 0610 CommunkyfPublic Heskh I™ 0680 Frafnfinlist
I™ 0602 Ear Hiose Throat I™ 0610 Disbtes I ocon Generalpracce | Lieens® Explation
I™ oe0? Frergency Medicnes | |1 0610 Discharge Plarner I™ 0680 Cral Surgeun
T D6 Farndy Practics ™ D610 Crrgency I™ oesn Crthadarkist
™ D602 Gesnew sl Proschice ™ 0610 bereive Care I oo Pecodontics (i —— o
™ 06 internal Medkrine: 1™ 0610 Makrmal Child Heaith I” 0650 Perindontics ™| Tarrgscrany I esen
™ 0802 Hewehogy ™ 0610 MedicallSurgical I vot Prosthedontist ™ Term Fhee
I oend oo I 0610 Neonatal ™ Fll Tre
I oo Opthakrology I 0G0 Nurse Anssthatist I Intermatent I s
™ 0602 Crihopedics ™ D610 bhurse Consutank ™ Part T
I™ e Pedistrics I oL brse Practitiones I ol pack 0k
™ 0602 Prevesiative Cars ™ 0610 Nurse Speciskst ™ Rotatirg Shilks o8
™ 08ng Pepchiabey ™ 0610 OR-GYM I Days o
I i Rdeobey I D10 Opersting RoomiRecovery I maghes v
™ 0602 Surgesy ™ 0610 Pedistrics ™ Weshends 08
™ 080 Lieckngy ™ 0610 Progeesshe Cone
™ o610 Pepctiatry
™ 0610 Qualiy Assrarcn
I 10 Research
™ 0610 Supervisory Hures
™ 0610 Lelization Resies

Rocord: 4|4 [ U ¢ Lenlre] of 1 (Ftomed)

The same forms you see for Pre-Rating will appear, but now you see every
applicant for this vacancy whether or not they have been Pre-Rated. You
can locate the applicant you need to update using the navigation buttons at
the bottom of the screen, and may updates as needed. You may want to
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change the Date of Rating, and Rater, even the application received date (if

updates to the application are received). This will change the Pre-Rating

and Notice of Results. Then you can send the applicant an updated Notice
of Results Letter.

NOTICE OF RESULTS

The Notice of Results for each Vacancy Can be sent from the same screen,

by clicking the “View this Applicants Notice of Results” button.

Lnber Applicant Information

iew this Applcants Moice of Mlemdts J

Wiew This Appicant's Prefioing Shest |

Feish | _cio |

Date ol [Forcena=d ] [Dcairneent Buciread [IFC021 4 | flecysnsse | [101 B30 [D 80 Phene
Felit App |—H*"Lmnm ; r r r r B meens o [deMFPOHREE I |
I-r:-c-n:;mﬂ;n; Fsted Oy = |BrewrrGhastan | Eve Phone
r |' .I ﬁﬂ?{hhﬂﬁd P ] [&15] 4292267
[Fatnn [m— [
Work Praferences | Location Praferences | appbcant Ratng |
™ 0602 Auwmstisichogy ™ 0610 Ambnlsbory Care Applcation Expiration O
I 002 Chemcal Ceperdkercy | |1 0610 CommunkyfPublic Heskh I™ 0680 Frafnfinlist
I™ 0602 Ear Hiose Throat I™ 0610 Disbtes I ocon Generalpracce | Lieens® Explation
™ 080 Emergoncy Medicie | |1 0600 Discharge Plarrer I™ 0220 Cral Surgeon
T D6 Farndy Practics ™ D610 Crrgency I™ oesn Crthadarkist
™ D602 Gesnew sl Proschice ™ 0610 bereive Care I oo Pecodontics (i —— o
™ 06 internal Medkrine: 1™ 0610 Makrmal Child Heaith I” 0650 Perindontics ™| Tarrgscrany I esen
™ 0802 Hewehogy ™ 0610 MedicallSurgical I vot Prosthedontist Term Fhee
I oend oo I 0610 Neonatal ™ Fll Tre
I oo Opthakrology I 0G0 Nurse Anssthatist I Intermatent I s
™ 0602 Crihopedcs ™ 0610 Nurss Consutant T ™ Part T
I 060 Prdiskrics I 010 Merss Proctiiorer T ol Back ok
™ 0602 Prevesiative Cars ™ 0610 Nurse Speciskst ™ Rotatirg Shilks o8
™ 08ng Pepchiabey ™ 0610 OR-GYM I Days o
I i Rdeobey I D10 Opersting RoomiRecovery I maghes v
™ 0602 Surgesy ™ 0610 Pedistrics ™ Weshends 08
™ 080 Lieckngy ™ 0610 Progeesshe Cone -
] 1T 600 Peychiatry
™ 0610 Qualiy Assrarcn
I 10 Research
™ 0610 Supervisory Hures
™ 0610 Lelization Resies
Reecord: 14 4 | Tk e rs] of 1 (Fitened)
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fﬂ"":au .
i DEPARTMENT OF HEALT H & HUMAN SERVICES Public Health Servce
‘bq wlan leakh Service
'E“w Hokim 1'ars Kogcha Hunay Bsousss O

"ha'dh A%3 R
Frdrd BLikirn
115 H Levenus "T Bron 207
Updh, Sl w0l
Tuly 18, 2006

Vennelle Brown-Ghoston
529 Yolkley R4
Hashwille, TH 37207

Fe: BE-MFPP04-05-BE - Dertal OffierfSupy Dental Cfficer

Dear Vemnelle Broan-Shoston

Thank ywoa for your interast in employrnent with the Indian Health Sermcae. This 15 wour notics of application esults |

bl Yaur application for this wacaney has been rated elizible. ¥our application aras received on 80402008 and
will expire on 1204520065, Your applicationwill be reféred to the selecting officialls ) for consideration as
varancles avise, for pos itoms where wour application meets the qualifications . UTpon the expiration of your
application, if yor wishto be comsidered for further vacancies, won will reed to re-subnat your application

package.
Fonr application for fhus wacaney has been rated elizble for the followring: Vets Preforernce:
Grade(s)y Ranldng Score Location(s)
oy Hib Beloott
ile] Hia Wimebazo
11 Hia, Hewr Tonam

[ Your application for this position has heen mted inelighle. Ifwon wish o be considered for fitawe
vacancies, wou will need to reapply. The mason your applicationwas mted inelizible is shownbeloar:

Selective Fartor Met?

[ Lacks Specilized Expericnce [ Applicatice Was B ormplete
[ Lacks Ceneral Experisnce [ Lacks Tine & Grade

O Does Hot Ble et Education Fequiermente [ Chiteide fres of Consideration
O Lacks & Copy Of Current Lic ence [ Cther

Ifvon have ary questions regarding your application, please feel fiee to contact oar office.

Sincerely,

Ty Eal Moccasin
Hurman Fesonrces 5 pecialis t(Placement)
(605 Z26- 7217

RN | I R

There is a 2™ letter that generates allowing an applicant to specify different

locations and specialties they would like to be considered for. The listed

locations are generated from the Service Units table listed in the database.
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i DEPARTMENT OF HEALT H & HUMAN SERVICES Public Health Servce
‘bq wlan leakh Service
'E“w Hokim 1'ars Kogcha Hunay Bsousss O

Faly 18, 2006

Vennelle B warn-Ghoston
529 Vaolkley Rd
Hashville, TH 37207

"ha'dh A%3 R

Frdrd BLikirn

115 H Levenus "T Bron 207
Updh, Sl w0l

Fe: BE-MFPFP04-05-EE - Dental OffierfSupy Dental Cfficer

The Specialities and Praferences can be chosan for your work prefences. §oyou would li ke to request
additiona Specidties and or Preferences, please make your changes on this document and return it to our

office.

#2Hot all listed Specidties are recruited for through this Open Cortinuous Announczment . Please rder to
the wacancy announcement listed inthe Re: line of this noticeto werif y the specialties cowvered undarthis

WacENCy announcernent.

Al Servce Units
yon sentlhprek B s, they
e o yOu Tk te ropder lcation s

Nurses
[Josi0 M e specakst
[Jos10 M ee Prctbon

Dertists
[ os=0 Geveral P @ctics
[ os=0 Pedodon tics

O Aberde e
0 B¢ kot [ o510 Emenge woy [ o5z Peridon tics
O FtTotes [J D10 M dicals argical [] D50 Proeth odon st
[ Hew Town [Jos1008-G¥N [Josz00@ise gent
] 1A b v B
O FtThompeoi [Jos102aty sezi@ice [] D520 Exdodon tist
[ Lawer Brike [J D510 Dizchang: Fiw e [ De&0 O koo st
O ke [ 0510 RISty Reukw
0 WakpaE
0510 Mk nalChid He alt
O\khe Earty Dmmnhm Medice CHicers
T
g:::“”ge O [] D502 General P @ctis
D510 Comm 1 sbgPablic Hea
[ iz ke EIJSHJN D"'r ot [] be02 Fam by P @ctc:
O Resebnd toe Covniay [ D502 Interial Me diclie
0O McLangh I [] D510 Hr Be Suestietet [ sz Svigery
0 Bem |l Trba | Stes
O Rep c1y [ D610 Ope @tieg RoomRe coue i [ D502 ke ethechokog
O Red Lake [ D510 Spe i brony Narse (] D52 Py bty
O Eagk Bnte ] D510 vk oz e C:are [ D502 Ped atrice
O Ftvaes 010 Am ba oy Care
O Cars Lake U i []oenz2 P eues B@tue Care
0510 Hecuatal
O wiageer i [ D502 O ithopedics
0O &l Locath s [] 0510 Pediatrics [ ostz Radiot
O] Sart Dakot Ok [ 0610 Reseamh w
O Wb e sot Qi ly [] 0602 0 pth aim cleagy
O Horth Caketa o iy [ D510 Progre szbe Cane ] sz Urokogy

10510 Poyci ety [J De02 Ear Moz e Thoat

[ osn2 oB-GvH

1 MEM? Fmoa o eoe Mad ko

CARE | I R

Appointment Types
[ remane vt Emplyment

[ Tem Empimyment
O Temporany Em plyme it

Work Schedule Types
[CJFanTme

[JrartTme
[ v m te st

Shift Tyvpes
Ocatiack ok

DRDE‘IIQSN‘B Ok
[ bayz 0K

[ Kkt 0K
CJueekends O K

Hiring Flans
] ESEP - Erce pe dSe ke

CIMPR - Merk Prom otbo
CJDEU-Dekgakd Ecam k g
[0 P HS - Comm Ez b ee d Cops

WORK THE CERTIFICATE

When a manager calls for a certificate from Open Continuous, the first thing
that needs to occur is to begin working the certificate by reviewing all of
the available applicants. There are 2 ways to review the applicants

1) Go through all the ratings as show in the how to change an

applicants pre rating data in the section above

2) Click the button “View Apps that are Qualified” from the OC Menu
and a query will display the names of the qualified applicants for that

vacancy.
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2! ey PeeQualifie diypps @ Select Queey

Qualifiad?

Applicant
Appheanl
Applicant
Appheanl
Applicant
Appheanl

Jomes Applicant
Joris Applicant
Jomes Applicant
Joris Applicant
Jomes Applicant

Jonis

mecord: ] a [ 7 e lmlee] ok s

Tes
Yo
Tes
Ves
as
Yes

DE-PP-04-C3-DE
EE-MFPI4I{8-EE
BE-MPP-04-09-BE
EBE-MPP-04-[13-EE
BE-MPPO4-08-BE
EBE-MPP-04-[13-EE

BE-MPP.04.02-EE
BE-MPFP-04-059-BEE
EE-MPP-04-12-EE
BE-MPP-04-059-BE

BE-MPP-04--BE
BE-MFPI4{8-EE

Fi Totten
Mg Towm
‘Winnebago
Fi Tolten
My Tirwm
Winrigbago

Fi Totten
Mirer Torwm
‘Winmebago
F1 Totten
Herer Tewm
Winninbago

Notice how it repeats for each grade level and location... this allows you to
sort by grade or by location simply click on the column you want to sort by

5]

and click the or the

il

which way you want to sort).

button on the top menu bar (depending on

After you have the names of the people you want to put on the certificate...

it’'s time to issue the cert.
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ISSUING AN OPEN CONTINUOUS CERTIFICATE

From the Staffing Menu, click on the Vacancy Type “Open Continuous
Vacancies”

Staffing Menu

™ standard Yacancies

r Open Continuous Yacancies

Enter an Application
Check applicant Status
Generate Applicant Post Cards

Print Back Side of Post Card
Wiew Needed Probation Period
a0 days ko Review Letters

Frint All Checked Documents

Next, Choose the vacancy you would like to work with from the “Select the
Vacancy” drop down menu.
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i
Staffing Menu

™ standard Yacancies

Select the Yacancy

¥ ‘Open Conkinuous Yacancies |

Enker & Yacancy

Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

Print All Checked Documents

Then Click on “Create New Certificate”

Staffing Menu

™ standard Yacancies
Select the Wacancy Cert#

v Open Continuous Yacancies
BE-MPP-05-03-BE <

Enter A Yacancy View Applicants that Need to be Rated
Yiew All Applicants With Rating Details I 52 Routing Sheet
View Apps that are Qualified & Applicant Report by Annc,

Preview all Pre-Rating Sheets % Certificate
Check Apglicant Status Wiews Motice of Results % Rating Sheets

i ; 5 g?it; e CE;rtIfIC:;E: EE % Verbal Conkact Sheets
Gzenerate Applicant Post Cards {Prink Documents ar work On ) -
Existing Certificake ;‘DPET;E“BW Docs Checklist

Create Probationary Period Catter Ll
Wigw Certificate for CertlD

Yiew Rating Sheets For CertID # ITAS Sheet
Yiew Yerbal Contact Sheets For CertID g Benefits Summary Sheet
Wiew Applicant List For CertID ® E-Induckion Memo

Yiew Applicant List For Yacancy F HHS Transfer Memo
Yiew ITAS Sheet For CertID

Wigw E-Induction Mema
HHS Transfer Memo # Applicant Report By CertID

HHS Transfer Checklist Print All Checked Cocuments
Wiew Benefits Summary Sheet

Next enter the Certificate Issued date (today hopefully) then choose the
52number you are using for this certificate. Enter the name of the selecting

|Print Multiple Reparts

Enter an Application

Print Back Side of Post Card

Wiew MNeeded Probation Petio
90 days ko Review Letteps

# HHS Transfer Checklist

slalalelelale e le N le !
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official (this appears on a memo to them so type it how it is to appear on
their memo).

Open Continuous Certificate

OCACertID 0C Announcement
|Auh3Number) |BE—MPP—EI4—09—BE

< Selecting Official: | />

|75 for this Certificate

@ =)

Record: 14| | v ]

| Date Cert Cancelled: I
Refer Aglicants on this Cert Close |
Record: 14| 4 152 b [eile] of 192
Next, Click “Refer Applicants on this Cert”
Cerbilly Apyplic anl
MCACErE T [ AnmsmancEment Dt Cert Tssned Date Cert Rehurnied Date Cert Caneelled
[ 706 EEMFP-0A-UEE 7| [ orhans
Gende [ =
_ Apphcants to Rele Rieler in Pt Rietennd st Souce [ sppbcalie) Scoee SentDider DEU VetsPred  DEUCode Selected?
| o T O AR SR | SRS S ) S | M-
T T2 =] [Vt ettt ] 08 [4 = = oo | o = =
L[ 1050 = [Wemmwehs Diorrhiton, | 206 4 =1 -] oo | L e =r
" | . | =] [ Wi =] | ZlW
Rl i
(oo |
Create Letwers |
Preview Leters

Record: 1] 0 | T 10 (0
Becord: 1] | T bk [e#] of 1 {Fikered

From the “Applicants to Refer” drop down menu, choose the applicant(s)

you want to refer. Enter the applicant once for each grade level and/or part

of the cert they will be referred on. Enter the Grade Referred at, part
referred in and Source (if applicable) etc.
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Now you can view the Cert, rating sheets, verbal contact sheets etc. Click
on “View/Print Additional Docs” from the bottom right-hand corner. This
will take you back to the staffing Menu

Staffing Menu

™ standard Yacancies

Select the ¥acanc
|7 Open Continuous Yacancies i Cert#
BE-MPP-04-09-BE -

|Print Multiple Reparts

o]
M
=
"
In}
[
=
1
=
o
=
o
=}
=
n

View Applicants that Need to be Rated

Yiew &ll Applicants With Rating Details # 52 Routing Sheet

View Apps that are Qualified & Applicant Report by Annc,
Preview all Pre-Rating Sheets ® Cerkificate

Wiew Motice of Results =
Creste Mew Certificate

Print Docurnents or Waork On
Existing Certificate

Create Probationary Petiod Letter
Wigw Certificate for CertlD

Wiew Rating Sheets For CertlD
Yiew Yerbal Contact Sheets For CertID # Benefits Summary Sheet
Wiew Applicant List For CertID # E-Induction Memao

Yiew Applicant List For Yacancy F HHS Transfer Memo
Yiew ITAS Sheet For CertID

Wigw E-Induction Mema
HHS Transfer Memo # Applicant Report By CertID

HHS Transfer Checklist Print All Checked Cocuments
Wiew Benefits Summary Sheet

Select your Certificate number from the “Cert#” box in the upper right-hand
corner. In the Left Green Box, you may individually view any of the
necessary documents, certificate, rating sheet etc. then you can print them
after viewing. Or, you can choose, “Print Documents or Work on Existing
Certificate” from the left-hand green box, and then check multiple
documents you would like to print from the right-hand green box. This will
print them all without opening them for viewing.

Enker & Yacancy
Enter an Application

Check applicant Status Rating Sheets
# Verbal Contack Sheets

Appointment Docs Checklist -
Portland
Letkers

# ITAS Sheet

Clalelele Nalel

Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
a0 days ko Review Letters

# HHS Transfer Checklist

slalalelelale e le N le !
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The Cert pgl

ARIVEIIEFAA I L WEL AL IREAY T LIS

Date Certification ls=sued Announcement Humber Certification Due to Human Resowces
January 20, 2006 BE-MPP-04-09-BE-457 Februans 19, 2006

Position: Dental Offier/Supw D ental Officer
Humber of Vacancies
1 Hursing
Permanent Full Time

INSTRUCTION TO THE SELECTING OFFICIAL
The ¢ atudidates belonar are ref emed for corwsideration i fillivg the postion listed ahomre . Yonirey ke yonr selection frorm Part T, Part IT, Part I,
or Purt T, Frdisn Preference e ighles sre iderd§ied. [FAH THDIAH PREFERFENCE ELIGIELE I3 FEFEFFED I AV PART OF THE
FORLL ¥ OT CAMHOT SELECT &4 HON-IHMDLAH.

SELECTING OFFICIALS ARE RESPONSIELE FOR CONDUCTING REFERENCE CHECKS - REFERENCE CHECKS MUST BE
COMDUCTED OM THE TENTATIVE SELECTEE.

PART I

The candidstes’ rames listed in alphabatical order below hawve been Anked "best quaified” under the hdet Promation Aan procedures. Their
applications and appraisals ane attached. Pleasss considerthe candidaes’ qualifcations, interiew if wou wish and complete and reum this fom
within the time limit indcated abowe. HOTE: K a retmined grade candidate islisted bdow and is not szlected, wou must stake wour reasons or non-
selection and the reasons must be approved oethe Senicing Personne Oficer betore another promation cardidae is selected fom Part |

Grade Hame Indian Preference
PART IT
The following qualifed applicants not rated and Anked underthe bzt Promotion Plan are reemed for considerstion. (hdcate Source: Lateral; ete.
Grade Hame Indian Preference Sowrce
09 Jores. Auwnlicant ] Reassisrmmert
o7 Jores. Annlicant O charee tn Lower Cieade
PART IT

PHS Commisson Cops canddates who gpplied thmugh this wvacaneyannouncement and are reemed for consideration underthe Commissioned
Corps Persornel System.

Hame: Indian Preference Rank

PART IV
Esrzpted Serice bzt Bxamining Bigible andfor Competitive Sericz Cihvi Senice Register Bigible applications are attached. (Fule of3 and
“witeran's Preference applies in making a sdection)

Grade Hame Score  DEU Vet's Preference Indian Prefarence
09 Jores. Ammlicant Elighle O M 0
o7 Jores. Avmlicart Eligble U M O
Signad e of Certifying OFficial: Dae:
(=] (TP o P iy
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Cert Pg 2

SELECTION

NOTETO SELECTING OFFICIAL:

Do miot commit this position or notify non-selected candidates until szlection has bean revewed bythe issuing ofice.
Please retum this cartid cate and all supporting documents to Himan Resources 3z soon asthe selection is made. IF
YOU HAWE ANY QUESTIONS PLEASE CONTACT THE FOLLOWIMG STAFFING SPECIALIST:

Angie Murphy

FIMC - Informaion Technology HGESES 000EE7 34
05-0257 ice: Mews

Selecter Name: Grade Fropozed EOD:

Reference Check Werificaion: Thisisto certify that | hawe conduded r&f erence checks on the sdedes.

Signature: Date:

Rernarks [F cerificate is retumed unused, please write justification]:

Selecting Official : Date:

SELECTING OFFICIAL

THE SELECTING OFFICIAL MAY MAKE 8 DOMIONAL OR ALTERMNATE SELECTIONS FROM THE ROSTER WATHIM 30
Co LEMDA R D0'YS FROM THE DATE OF THIS CERTIFICATE, PROVIDED:
1. THE ORIGINAL SELECTEE DECLINEDTHE POSITION, OR

2. ADDITIONAL POSITIONS 8 RE ESTABLISHED OR BEECOME WA CANT WATH THE SAME TITLE, SERIES, & ND GRADE
ANDAREIMTHE SAME GEOGRAPHICAL LOCATION &5 THE POSITION ANHOUNCED, AND HOWE THE S ME
QU LIFICETION REQUIREMENT 5, & ND

3. AMINDIAN PREFEREMCE CAMNDIDATE 15 OM THE CERTIFICATE.
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CertPg 3

e
_3-@-@% CANDIDATE REFERRAL ROSTER f“#
2 E

: . 1%5%. ? U

Diate: Friday, Tatmaarsy 20, 2006
Tao: Selecting Official JTones
From:  TroyBad Moccasin

Subject: OpenContirnions Catuli date R eferral B oster

Attached iz a Candi date Beferral Roster for the position of Dertal Off erSupe D ental
Officer. This roster is effective the date of this memorancm and will expire on
219/2008.

If wou need additional tite beyond this date to complete your selection, please contact
e at (605 226-7217. Failure to do so will resultina cancellation of this roster, brthis
office, and arwy selections) made beyord this expiration date will be woid

The candidate 9 selected will receive official notification of selection andfor offer of
appointiment from the Human Fesoarces Office. The contents of this roster must be
safeguarded wnder the Menit Promootion Procedures containied inltem V, Responsibilities
B13

Attachmetts
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Cert Pg4

[MFORRS TION FOR. THE SELECTING COFFICTAL
IMTERVIEWS

Interviews are not required but selecting officials are encouraged to interview, whe never feasible, all
candidate s on the certificate.

EXPIRATION DATE OF CERTIFICATE

The expiration date of merit promotion certificates is 30 days following the date issued. & certificate
mayhe extended an additional 15 calendar dase with the appeoval of the Human Fesowres Cificer or
desigree.

SELECTION OF CANDIDATES.

Selection of candidates is a premgative of the selecting official only, This is different than an official
offer of emplosyraent which is done by the Hurnan Fesources Office in the role as an agent for the
gelecting official

MOM-5ELECTION OF CAWDIDATES BY THE SELECTING CFFICTAL

Selecting officials may decide not to make a selechion frorm the roster of candidates presented for
consideration. & decisior, for exarple, masybe made (1) not to £ill the position at that tirne, (2) to
cancel or abolish the position, or (3) to wadvertise the position in an effort to identify additional
candidates. Such decisions roust, of course, be for sound maragement purposes and not to
circurreent the spirit or letter of the Indian Preferetce recuirerment. When a position is readvertised,
all applicants are autormatically considered under the new atmouncernent. & position may nothe
reachertised for 120 dass if there were three or more qualified and available Indian candidates
identified fhrongh the presvious announcement. Howewer, a readvertiserne nt within 120 days is
allowable if' it is justified in writing and approseed by the Director, IHS or his designee.

(Reference Indian Health Ilarmal Ch 7-3, TH 01-04, dated Ivkrch 14, 20013
REFERENCE CHECES
Since the supervisor is the selecting official and has a vested interest in the ermployee selected, it is

the responsibility of the selecting official to obtain reference s on the candidate of his or her choice.
Atleast tao references are desirable including at least the immediate supervisor and one other.

TARE | I Rl
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Rating Sheet

L2

223

5
":‘.';. -_h'*'

Deborah Cocco

Qualification Rating Sheet

Cert Number: 124

“acancy # OE-HHC C-04-01- OC- CLINICAL MURSE

SSH: a7F-a0 4777
Mon-Indian Praf erence
RekrinParf  Grade e Tar A1 Boors  DEU Weln PreT
q 10 o 5| P
Eduoaion
ILOCATION
Semaster Cuartar  Tech
Frorn To  Tiewrint inn Honee  Honre ks
R T HA G
| BEH, SA9RE [ e [ o ] w ]
Tota|  Years hhnths
Tdu catisn 1 I 1]
Eperienone
EXAETEIFACE — S
Frade  Houre Gan Enp SpecEayp
Fro  To  Til Barirand Brads Zabirp  Whak Elenthe Msnthe
0] 0704 [Bs g el Huove, Foezmnoy-Dept | 40 | 0 [+ |
en Hog ¥ millonche |BpecEng Trilenthe
0 [0 | 3 [10

O LaoHc Bpealalized Experienoe

|:| LaoHc General Experienoe

[0 Wo Bl 4482 wath spplloanton

O Eigible, ButCid HotRank High Enough

O laohc s Copy of Cumrentlioen &

Fo Em ployment Priont?

PFeamn For Raing opplioadon Ineliglble

Beleotve Faoior Met :I

O ppiinaton W s Inoomp e

[ Reaelwed ofter Cio dng Cate

[l aoh Reoent Perimmanoe op pral @i
OLaghsTime In Srade

O ooec Mot Meet Edupadon Reguirements [Joutdde orea o fCond deration

Oother

@ualfioation c Cetsrminadon andior reamn ©irradng applioant insliglble:

Fudificouna Siwmdaida for 35-61 0, Choicl Muias [Emeigeacy Do )
K35-c 61 dcuciid
b, Errdbond

Maramand T baof Ratar HXEOE. LEE

Supenlssry Human Rezounee Specalz|

B omotu monf Fater

Fhuixday, Fshiumy 24 200

With the documents generated, it's time to put the certificate and applicant

package together and send it to the selecting official.

WHEN THE CERTIFICATE COMES BACK FROM THE SELECTING OFFICIAL

When the certificate comes back from the selecting official, the staffing
specialist needs to enter the selection information, issue the letters to the

applicants and close out the vacancy file.
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ENTER THE SELECTION DATA

To enter the selection data, go back into the work a vacancy announcement
option from the staffing menu. From the Main Menu click Staffing Menu

52 Tracking System Main Menu

52 Central

Close Program

From the Staffing Menu, click on the Vacancy Type “Open Continuous
Vacancies”

Staffing Menu

Staffing Menu

™ standard Yacancies

r Open Conkinuous Vacancies

Enter an Application
Check Applicant Status
Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

Print All Checked Documents
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Next, Choose the vacancy you would like to work with from the “Select the

Vacancy” drop down menu.
Staffing Menu

Staffing Menu

Select the Yacancy

¥ ‘Open Conkinuous Yacancies | _

™ standard Yacancies

Enker & Yacancy
Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

Print All Checked Documents

From the Staffing Menu, left-hand green box, click on “Print Documents or
Work with on Open Continuous”. Then choose your Cert# in the upper
right-hand corner, and Click OK
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Staffing Menu

™ standard Yacancies
Select the Yacancy Cert#

i Open Conkinuous Vacancies

|Print Multiple Reports

View Applicants that Need to be Rated

Yiew All Applicants With R.ating Details [E 52 Routing Sheet

View Apps that are Qualified # Applicant Report by Annc,
Preview all Pre-Rating Sheets ® Certificate

Yiew Motice of Results B
Create Mew Certificate

Print Documents or Work On

Existing Certificate

Create Probationary Period Letter

Wiew Certificate for CertID

Yiew Rating Sheets For CertlD # ITAS Shest

Yiew Yerbal Contact Sheets for CertID % Benefits Summary Sheet
Wiews Applicant List For CertID # E-Induction Memao

Wiew Applicant List For Yacancy % HHS Transfer Memo
Wiew ITAS Sheet for CertID

Wigw E-Induction Mema
HHS Transfer Memo % Applicant Report By CertID

HHS Transfer Checklist Print All Checked Cocuments
Wiew Benefits Summary Sheet

Enker & Yacancy

Enter an Application

Check Applicant Status Rating Sheets

# Werbal Conkack Sheets

Appointment Docs Checklist -
Portland

Letters

Clalelelelele

Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

#® HHS Transfer Checklist

ke telelelale e e lele

Open Continuous Certificate =

Date Cert Date Cert T =
OCACertID 0OC Announcement Isstiod Returned 52' for thiz Certificate

[putohiumbery [pE-MPP-na-05-8E -] | | 3l =]

Selecting Official: l

record: 14| <] PN (71

Date Cert Cancelled: I
Refer Applicants on this Cert | Close |

Pecord: 14/ 4 [ 192+ [bi]r e of 192

Enter the Date Cert Returned, and click on “Refer Applicants on this Cert”

Check the “Selected?” box on the row of referral information that the
applicant was selected from. Then click Refresh
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Cerbilly Apyplic anl
NCACEFE T O Anmsimncement
[ 706 EEMFP-0A-UEE 7|

Date Cert Tssued

I 07 /18,06

Date Cert Reburned
I 0F20,/06

Dabe Cert Cancrelled

_ Applcants o Rele Rk Pa Bingia Seace fl sogieate ngSowe Suqie DU VeisPodl  DEUCode  Seleced?
>|—m_rrm|—r—_u—[—_n— [ ol 1 -r
T T2 = |Vt e bt 4 = uo| | o = =P
T 7050 =1 [Femete rovmrinoston | 706 |4 =] ;| a0 | ol e =] | _|FK~
" || [ =] =] [ i e |
Selectee Name: [Vermelle Brown-Ghosto
Grade Selected st
et vtz ] S ITAS Set up Information
L r seoe
OFF Request Neadedt: [ Pl CheckDine Create Letiers |
Cate OFF was Boquested: [~ Appeeig Dificial l— Preview Letters I
OFF equested From: [ Teesieoper [
[te OFF was aceresd: [ HowleRse [ s000
Date OFF was Combaned; I_ Pt asic 'ﬁ VigrfiPik, Euicitional Cicxcs I
taveCaingoy [ 0]
mecord: M| o J[T 1 ok eafre] of 2
Record: W0 |7 1 b [ui[es] of 1 (Ftered)
The Selection data will appear in the box at the bottom, left-hand side of the
screen.
For the selectee, check the choose the Effective Dee

52 they were selected into from the
drop down menu “Selected Into 52”.
When this occurs the gray box to the
right will show 2 data fields from the 52
data (Effective Date, 52Comments, and
Date Processing Completed) these are
the same data fields that appear in the
workload form for each 52. The
effective date is the EOD of the selectee
and it NEEDS to be filled in.

| 03/15/04

B2Comments:

Also complete the Date Job offered & Date Job offer accepted. The ITAS
information are optional. If your office uses this feature, complete the data

as applicable.

CREATE & PRINT APPLICANT LETTERS

Once the selection has been made, it's time to send letters to the selectee
and the rest of the applicants.

Click on the “Create Letters” button on the right side of the screen
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Certify Applicants

Date Cert Issued Date Cert Returned Date Cert Cancelled
CertID I 70E  Announcement IBE'MPP'D4-09-BE J | 07/18/06 | 07/20/06 I
I IP DD214 license 101630 Incomplete
Vermelle [Brown-Ghoston Eomments r r r r r
529 'okley Rd =
Hashile Fr— e Edi 4pn | IS L
Letien Lt DD Non-Select Letter Data
\|\ ;I I 0741808 ™ “Your App Was Mot Considered due to IP
Select Letter Information- (complete ™ Youwere referred but not selected
only if this applicant was selected) ™ Withdraw I ‘Your App did not meet the qualifizations of the job
[if terp) NTE Date I ™ Decline I Your App was received after the closing date
= ™ Rescind I This announcement has been canceled
#pptTipe I _I ™ “Your App was incomplete

g:ﬁ:ﬁb‘r: D;P:::LE% [ NoLicenss was attached
Fieparting Date [ NoResume or OF-512 was not received
Biemat T [T NoOF-308 was received
———— ™ Tranzcripts were not zubmitted
Travel Contact Name I Travel [T Driver's licerse was not attached
Travel Contact Phone [T Selective Service form was not attached
celine [ SF-50was not attached
[ KS& responses were not attached
Ciue on or before [T Indian Child Protection Form was not attached
™ appointment Dacs are enclozed Fepart to Dty ™ Lacks Hours Per week or Monthe/vears
[T Curert License ™ Mo Typing Proficiency Staterment
Required Clearances ™ Immurization ™ *our Application is being kept on File
I” ChaCl I Medical Exam 19 ™ A 10-Point Veteran was selected
™ Suitabiity [~ Drug Sereen SFO5 I Other I

Record: I<| i || 1Lk |>| |H9| of

\

Use the navigation buttons to move to each applicant

Select the type of letter from the drop down menu. Ifitis a letter to the
selectee, fill out the “Select letter Information as applicable. If itis a letter to
an applicant who was not selected, choose “Non-Select Letter” From the
drop down menu and check the box that states the reason for non-selection
from the Non-Select Letter Data on the right hand side.

Once you have completed the letter information, click on the “Close” button
and Choose “Preview Letters” from the Certificate Screen.
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Cerbilly Apyplic anl
MCACErE T [ AnmsmancEment
[ 706 EEMFP-0A-UEE 7|

Date Cert Tssued

I 07 /18,06

Date Cert Reburned

| 072006

Dabe Cert Cancrelled

Appbcants b Fiele

Geade Harusd
Fieder it Pt Riefennd &1 Souce (f sppbcabie]  Rarking Scwe Son (ider DEU Vets Poed  DEUCode:

e

Selcied?

I

[ 1w =] [wemmede B Gncaton. | 705 [+ =07 =] oo [ ol lpv =II[ =
T T2 =] [Vt ettt | 18 |4 = =] o | o = =
T 7050 =1 [Femete rovmrinoston | 706 |4 B = o0 | sl e =
J - — =1 [ ol =

Do M [ermelle Brown- Gihosto

Grade Selached st E
BHHI'MSI:I Dk Hire
:m:ubml r

OFT Raguest Neaded?: |

ITAS Set up Informathon

seoe
i e [7

Chechiline

(Dale OFF mas Bagueited; Appeirvreg Oifaal I

CFF Raquested From:
Dt OFF wedts RaCaad:
Date OFF wras Combred;

mecord: W) o [T 1 e |wiee|of o

Becord: 1] | T b [ [e8] of 1 {Fitered

Create Leters |

Wwwml

LR

Next you will see a list of the letters to be generated. Only the letters where
the “Send?” box is checked will appear. Click on “View Letters”

Select Letters ko be printed

Applicant

Letter to be Sent

Send? Date of Letter =

w

|Edward Hooper Il |New Employee Select Letter

9 |

£/18/2004

|Terence Harnel

|N0n-8 elzct Letter

v | £/13/2004

John W arfield

Mon-Select Letter

=

6/18/2004

Jagdizh Chabra

Mon-Select Letter

v

£/18/2004

View Letkers |

Close |

L«

The letters will generate into 1 document and here is 1 example of a select
letter and 1 Non-Select letter
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i DEPARTMENT OF HEALTH & HUMAN SEEVICES Public: Health Service
‘b‘i Inian eaty Terdies
'E\‘-'ln“ Morhen ang “ea0 el Beran Seaiunees Ao

Sbardean s oflea

Frderzl BLidiry

A5 Auenwe T Pawr TH
hLbordcen, 52 503N

Fure 1, 2008

Joe James

PO Box 111
Rosebud 8D 57570

Fe: AQ-MPP-08-107-40 - Safety Engiveer 55 2300-12 - Aberdeen Arwea Office

Dear Joe James:

Congratlations, this letter corfitns your selection for the following position with the Indian Health Seprice:
Safty E ngineer (ABIE]Z}-Ah evdeen Area Office Divizion of Facilities B anagpnend

Permanent Full Time HTE Drate: A
Career Comnditional Appoindmwend Tonr Effective Date 1s: 06525706
Salary $B8,51900

Feport To: Mary LaRoche on
[IDlease complete the e ose d appodiert docmrerts sl rebon then to this off e, priorto yor effe ctite date.

Faihme to do so coald canse 4 delar i proce saihg ynIr appoiibmerd.
B o are entitled o Trawe 1 avd br traneportation of hensehold goods. Cordact Troy Bad Dloce asin et (6057 226-
T217 for details,

The followring domuvents are required on or before your report to duty:
[ Copre of Currert Licerse O 1-2vrith enployiert elizbiine docanetation (Se 19 for detaik)

O tmmmization Fec ord [0 sF&5 fhaesticrmaire for Hore Senctive Pocitione and SF-27 Fingerprid Card
Touremployment 15 subject to the following clearmnces:

[ Completion of satisfactony e dic al e xamivation [ Conpletion of satisfactory doug soeering

O Erploanert Snitahiliy Clearane e

O ke srarue e of CHACT backgromd fmrestization for Child Care worbers . Titdl yoox fmrectigation has beety
ckared, o rmst work: withitcthe cight andmder fhe aiperddon of 4 staff persomn who has cleared their CHACT

Oree again, congratilations on your rew appoibnent. We look forerand o you wodking wath the Indian
HealthService. Fyon have any questons, feel free to contact me or oy office at (505) 226-7553.

Sincerly,

Trepr Bad Moccasin
Human Eesanmces 5 pecialist (Placement)
[805) L26-7217

Enclosmies
Ce:

RN | I R
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DEPARTMENT OF HEALTH & HUMAN SEEVICES Public: Health Service
% Inian eaty Terdies
Ftran

Morhen ang “ea0 el Beran Seaiunees Ao
Sbardean s oflea

Frderzl BLidiry

A5 Auenwe T Pawr TH

hLbordcen, 52 503N

Faly 18, 2008

Sally Jomes
123 Mainst
Fosebud, 5D 57570

Fe: AQ-MPP-08-107-40 - Safety Engiveer 55 2300-12 - Aberdeen Arwea Office
Dear 5ally Jones:

Thank o for your infeest in ermployrnent with the Indian Health Service . Unfortunate Ly, 3o were
ot selected for this position for the following reasonis):

OV our application was not considered because there were qualified Indian Preference applicants
who subrnitted a form BLA-4432, docurmenting their eligibliltyfor Indian Preference

O our application was referred to the Selecting Official, however, you were not selectsd

BB ased upon your application, you do not me et the qualifications required bythe vacaney
ANMohe etne vt

O our application was received after the closing date of the vacancy announcement.

ODne o MWanage ment's de cision, this varare wannouncetment has been cance e d,

U our application was incoraplete because you failed to submit the following docureents that
were recpuired by this wac ancy announce ment.

O1rn-restricted Professional licers e or Certificate [ Selective Service Fom

OoF-812 o Resme O 5F-50, Persommel &ction
OoF-308, Declaration for Federal Employment [ K54 Nawative Resporses
Oellege tramscripts O PL-630 Formm, Indian Clild Protection (THS
ODriver's License Addendum)
OlHomrs Per Week cr Months and Tears for U Statemert of Typing Proficiency
eachjob
Other

Ul This office is not actively recruiting for the position wou listed on your application.
Ol & 10-Point Vete ran was selected for this announe ere nt

We encourage wou to apply for fubure wacancies. If yom havve anyouestions, please contact me at (603)
226-7553.

Sincewly,

Tror Bad Moccasin
Human Eesanmces 5 pecialist (Placement)

W 2 o] Al
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CLOSE OUT 52 AND VACANCY DATA

The final step to closing out a vacancy is to review the hard copy Vacancy
file, and process the appointment. Once those things occur enter the date
appointment processed by the selectee information. This will make the 52
fall off your workload. *(If you do not use the OPF request data)

Ceerbilly Agaplic anl s

ALt 0 0 Annaimcement Dake Cert Issed Dake Cert Returned Date Cert Caneelied
[ 706 EEMFP-0A-UEE 7| [ orhans [ o7=zome
Geade Horesd =
_ hpplcants to Rele Reder in Pt Reetened 21 mtw Scoe Sent Dider DEU MM CEUCude. Selected?
FI[ 1w =] [vemele Bien Gncaten. | 7 [+ =|[or [ -1 oo ol r
T T2 =] [Vt ettt | 18 |4 = =] il olC e =] ==
V050 =] || veneds DiormGtrsiten, | 70 |4 B = a0 | sl e =
" =1 [ =] =] [ i e ||
Bl i e [vermelle Brown- Ghosto L2u
| Effectrs Date
Grade Sebected w5 ITAS Set up Information ———
Sebected oo 52: [TEREER =] Direct Hire
e Joh Cffrrnd: I— - SCD I O et
OFF Request Neadedi: [ | Cheechine: Create Leters I
(Dale OFF mas Bagueited; Appeirvreg Oifaal i Preview Lethers I
OPF Rquested From: Tenehienper |
Dustes OPT vt Racaivid: Ml gt | $000
Date OFF was Combired: Pl asit i * - : VigrfiPik, Euicitional Cicxcs I
Learen Catngary. [ o=] (T [ Buckon

Record: 1 < | 1k | ew] of 1
Becord: 1] | T b [ [e8] of 1 {Fitered

CANCEL THE CERTIFICATE (NO SELECTION)

If a Certificate needs to be canceled due to no selection or for any other
reason, simply find the correct OCA CertID Number and enter the date the
certificate was canceled in the Date Cert Canceled box

From the Staffing Menu, click on the Vacancy Type “Open Continuous
Vacancies”
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Staffing Menu

™ standard Yacancies

r Open Conkinuous Vacancies

Enter an Application

Check Applicant Status

Generate Applicant Post Cards

Print Back Side of Post Card
Wiew Needed Probation Period
90 days ko Review Letters

Print All Checked Documents

Next, Choose the vacancy you would like to work with from the “Select the
Vacancy” drop down menul.

staffingMens
Staffing Menu

™ standard Yacancies

Select the Wacancy

¥ ‘Open Conkinuous Yacancies |

Enker & Yacancy
Enter an Application
Check applicant Status
Generate Applicant Post Cards
Print Back Side of Post Card

Wiew Needed Probation Period
a0 days ko Review Letters

Frint All Checked Documents
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From the Staffing Menu, left-hand green box, click on “Print Documents or
Work with on Open Continuous”. Then choose your Cert# in the upper
right-hand corner, and Click OK

Staffing Menu

[ standard vacancies e
Selec e Yacanc

¥ ©pen Continuous Yacancies i Cert¥#
BE-MPP-04-00-BE -

[Prink Mulkiple Reparts

o
i
=
o
o
w
2
]
-
(o]
o
o
=]
3
n

Wiew Applicants that Meed to be Rated
Wiew All Applicants With Rating Details # 52 Routing Sheet

View Apps that are Qualified # Applicant Report by Annc.
Preview all Pre-Rating Sheets % Certificate

Yiew Motice of Results B
Create Mew Certificate

Prink Docunents o Wark On

Existing Certificate

Create Probationary Period Letter

‘Wiew Certificate for CertID

Yiew Rating Shests For CartID B ITAS Shest

Yiew Yerbal Contact Sheets for CertID % Benefits Summary Sheet
Wiew Applicant List For CertID # E-Induction Memao

Wiews Applicant List For Yacancy T
Wigw ITAS Sheet for CertID

Wigww E-Induction Memo

HHS Transfer Memo # Applicant Report By CertlD

HHS Transfer Checklist Print &ll Checked Dacuments
Wiews Benefits Summary Sheet

Enter & Wacancy

Enter an Application
Check Applicant Status Rating Sheets
& Werbal Conkact Sheets

Appointment Docs Checklist -
Portland

Letters

Clalalelele e

Generate Applicant Post Cards

Print Back Side of Post Card

Wiew Needed Probation Period
90 days ko Review Letters

HH= Transfer Mamo
® HH3 Transfer Cheacklist

alalelelelalele e o le!

Open Continuous Certificate e

Date Cert  Date Cert 3 o
OCACertID 0OC Announcement Issued Returned 52's for this Certificate

[putchiurmbery [pE-MPP-04-03-8E - | | M =

Selecting Official: l

record: 14| | v

[ate Cert Cancelled: I

Refer Applicants on this Cert | Close |

Record: 14 4[] 192 b [eilo] of 192

Here OR:
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Her

OCACErE T 00 AnisnimncEment Dt Cert Tssned Dt Cert I!rhl'nrd Cert Cane
[ 706 EEMFP-0A-UEE 7| [ orhans [ o7=a
Appbcants b Fiele [Riedes i Pt Eﬂ*‘ml Sousce (i sppbcabde]  Ranking Scome Son Dider DEU MPT{ Sescaed?
FI[ 1w =] [vemele Bien Gncaten. | 7 [+ =l =] [ o\l ffav r
T T2 =] [Vt ettt ] 08 [4 = = el o = =F
T 7050 =1 [Femete rovmrinoston | 706 |4 B = o0 | sl e =
" =1 [ =] =] [ i e ||
e P [Vermelle Drown-Ghasto _
Grade Selscted at: 3 ITAS Set up Informathon
Seleschedd Irko 52: [ - irect Hre w
Dt Joh Offered: » sco: [
- L e | _Imu
OFF Risquest heededi: | CheckDine _ Creawmleters |
(Dale OFF mas Bagueited; Appeirvreg Oifaal I Preview Lethers I
OPF Rquested From: Tenehienper |
Dustes OPT vt Racaivid: Ml gt | $000
Date OFF was Combaned; Pt asic i = Vv Prind, Aujcitionsl Dexcx I
Loaren Caingery | =
Ancord: 14« | T ueeof 1

Becord: 1] | T bk [e#] of 1 {Fikered

Enter a Cert Canceled date in the “Date Cert Canceled” box. This cancels the
certificate, but does not cancel the 52. The 52 should only be canceled if
the manager wishes to no longer fill that position. The cert should be
canceled if there is no selection. If both the cert and the 52 need to be
canceled, you will need to follow this procedure with going into your
workload, locating the 52, and putting in a canceled date.
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BUILT-IN REPORTS

There are several reports built-in to 52Central for the convenience of all
users. These reports are consistent for each user and set up in a pre-defined
format. In addition to the documents that are printed with the Certificate
and sent to the selecting official, 52Central can help to evaluate workload,
timeframes, action status and much more. All reports that are created
(other than the certificate documents) will be accessible from the Reports
menu of 52 Central.

52 Tracking System Main Menu

52 Central

Close Program

Just click on Reports Menu to access the system-wide reports.

Reports Menu

52Central Reports Options Filter Report Data
g Yiew Dverall Reports

{+ Recruiting Report " all Pending Recruit 525 "AkA Staffing Repart” @ By aTeam

" Mon OC 52 Timeframes Between 2 Dates " Emplovee Contact Information ® By an Individual Employee
™ Mon OC Recruitment: Timeframes Bebween 2 Dates  © Check status of a 52 - view routing sheek ® By SEI‘iEfS .

" Maon OC Certificates Issued Between 2 Dates " Wiew Pending OFF Requests ® By Service Unit

" Mon OC Positions Advertised Between 2 Dates ¢ Under Conskruction ® View Queries I can Filter
" Non OC Certificates Issued and Mot Returned to HR € Under Construction

" Non OC Timeframes ko Tssue Certificates ¢ Under Conskruction

¢ OC Recruitment Timeframes Between 2 Dates ¢ Under Construction

¢ Mon OC Certs that Meed to Be Issued

" 0C Certs Issued and Mot returned to HR:

" all 52 Mot Advertised or Pending OC Certs
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The reports available from this menu have the ability to be filtered by
Overall data, HR Team, Individual Employee, Series, and Service Unit. You
will be prompted for filter criteria, if you choose any option other than
“Overall Reports”.

In addition, there are queries (in a spreadsheet format) which the user is
able to sort, filter and place in excel.

Reports Menu

52Central Reports Options Eilter Report Data

@ Yiew Overall Reports
437 Schalars Hired @ Bya TF—'-E'“? )
# By an Individual Employee

# By Series

ol

52s Log

DEL Hires

Direct Hires

Mew Employess

Meed 90 Day SUPY/DEU Letter

Vice Dates that need to be cleaned up

IUnder Conskruction

5 i T e i B B T

Undet Construction

The next few pages of this section will display examples of how reports will
look.
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Timeframes Reports

Average Timeframes - All SF32 Activity (non OCA) Between 1'1/00 and 1/1°06

Agprovel Clsy Remuit Cet FTowlDays Selacion Dapsio Daeysfrom
doys days  deys  deys e days gffer Selection fo
Awrage Timaframes for Overdll 5F-52 Activiy (Non 024 mjmfﬂ L EGn
(i days) i 1763 TI61 603 5149 1449 120 115

Timeframes - All SF 52 Activily (non QCA) Between 1/1/600 and 171706
HR Team or Office:  Phoenix Indian Medical Center

-4

Dtz SF324  Jpbh JobCode  Anpoumoswment Type agf deticw av FPP-fevies- Clemiflondon ] o s - -,lg Effecive

Recetved Regt  @ED T ber Aetion Code Grade et g F o= Ff B E %,E e E Dawe
st ER vl 8 fed gk gl SHT e

V00T 03172 0305 P36 FO5-05L Exquit- Hew Rosian GEAE 1015 New Chasiad 326 ]

IVI03 03173 00306 P3R4 PROE-053 Fequit- Mew Roaien CEHE10-11 Hew Chagiad 330 ]

02NNA OGS Q0T PX3M2E P4 1652 Erauit- Posfion bhankd  CEIE10-1112  Wew Chasfad: 7 i3 26532

DWTNA 04T DML PX3EE POS-054 Fxuit- Postion thantd  LIG-AT48-07 Mew Chasiad 1 B S S 8T 12 0 21 02NENE

DFGEINA  DAGAR Q1P AT FEO5-073 Fequit- Posion thantd  GE41671-12 New Chagiad 7 0 3

DAMENA  0A3AY  QEEEY  PNAME P -7 Fequit- Postfon Yhantd  CE-0610-4M112  Siendard PO vl 3 1 1 2 8 55 37 femin

0ARONA 04395 QME1E) P32 Fxauit- Posion thantsd GEAALT2 New Chasiizdon 1 [

OSENA  DAATE 014601 Pxaa0d Fequit- Postion hantd  GE-G 100910 Sienderd PO erih ] [13 0110M5

NS 0430 HEH Puznng Fequit- Pesien Whenid CEL -0 Sknderd Flexnh 2 1 T8

UIENA  DAE19  0M5IRL P30 FibI- 122 Requit- Postfon hantd  GE0ETHM1 Siendard FOerah 1" [ 185

OGRONA AR Q1S3M P Fequit- Postion thenkd  GE2Z10-12 Siendard FOsvih ] [

OTENA 043 Q15T PXEITE PREO% 153 Fequit- Poiivn ‘hsntd  CE-30-MEKT Fedesapion 4 ] B2 13 6 0 10NENe

URRONA  DAEA 0SSR P46 PS040 Requit- Posion bl R 1011 Sindard FOexah 7 2 1 LT S (R | 1 NENE

UTENA  DAGAS  015ETE P51 Pk 142 Fecuit- Postion henkd  GEI63 158 Siendard FOsvih ] 161 Wi 7 b 23 1N

UTRENA  DAETE Q16T P3040 FaE0% 147 Fequit- Postion Whantd  GEAE10-1112  Sienderd POerih 5 2 @ 1 M6 2 temeNg

UTEONA DAY Q16HE  PXIENN Fequit- Postion henkd  CE0610-TH  Shnderd FDexih H 3 10104

D3MENA  0ABEE 01634 P57 PS043 Recuit- Posion hantsd GEE7EL Eadenaipi ] 9 27 1 134

DENA  DABES  QIGAB PGS P4 1552 Exquit- Poion bt GE520-06 Sinndard PO it 5 14 55 18 if RS 6 11Rand

DEIMNA  0AESE  016aR Fequit- Poaien thantsd GE0610- Hew Chagiad H

DEHENA  DAESE 0BRSS PWIESA Fhkn4 154 Fecuit- Postfon hantd  UIGSER643  Siendad FOevih H [ - 75 LA 16 1imand

DMTNA 04K 0ITEB PSSR P4 160-2 Fxauit- Postion thentd  GEETOEET  Sienderd FOavid 20 [ - S | RIS R 1 RENE

OEITNA 04611 QIGTEY  PX1EE1 FAKI-1T5-2 Fequit- Postion Whantd  LIG-SE66-03  Sinderd POerih 5 1 &N il "3 1 RN

UERENA  DAEEE 0T PR FRES0TS Feauit- Posffon bl GE5ES-11 Hew Chasfimdon 1 03

DERONA  DAE26 QITOR  PCIET P08 169 FErauit- Postion thentd  GERTS05  Sienderd FOavih ] 5 30 14 om0 32 e
Thursday, May 13, 205 Frpe I a1l
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Recruiting Report

172511

g‘é‘f‘“ #, Phoenix Indian Medical Center Recruiting Report g‘é‘f‘“ #,
Thursday, February 24, 2004
2 # e 2 #
5. 189 5. 189
LOGATION RECRUITING  POSITION Job  SERIESTGR ADE APPONTMENIF VAGANGY CLOSING STAFFHRS SHECTED HD
REPORT Gode SCHHNILE H# DATE  PROGESSOR
STATUS
PINMG ROSTER  COMTACT PXI3TS 13596255 PERMAMENT FULL  PMOS-037 120304 5.PANELS
SENT REFRESENTATIV TIME PERDING [PIiC)
E
PIMC ROSTER.  NEDICAL P-8073 336756 PERMAMENT FULL  PMOS-043  12/6/04 5. PANELS
SENT RECORD TIME PERDING [P
TECHMICI Ak
PInaC ROSTER. CLUSTODIAL PRIZET WG-3566-03 PEFMAMENT FULL  PhH05-043 007 5. PAMELS
SENT MORKER TIME PERDING [P
PInC ROSTER LEAD SLPPLY PH31%2  G5-2005070%  PERMINMENT PULL - PRAOS-050 011945 5. PAMELS
SEMT TECHNICI A1 TIVE PENDING [PIMC)
PIiC ROGSTER ITSPECIALIST PHISE  G5-22108M1 PERMBMENT PULL  PRADS-038-2 012405 | MAMAGEMENT
PERD MG [BPPSIN
PIniC RCSTER CONTRCT PRI G5.0962040506 PERMINENT PULL - PREOS-0ST 012405 5. PAMELS
SENMT REFRESENTATIV PERDING [PIC)
E
P RCSTER. CONTRCT PHI3TS  G5-096205/06  PERMINENT PULL - PRAOS-05T 012445 5. PARELS
SENT REFRESENTATIV PERDING [P
E
PIMG ROSTER  MOMAGEMERT — PX 350343841  PERMAMENT FULL  PMO4-180-3  0128/5 L.BOTORE
SENT ARD PROGRAM TIME
BROLYST
PIMC ROSTER  SURY, PRI 135085813 PERMAMENT FULL  PMO4179-2 015105 5. PANELS
PERDIMG BIOMEDICAL TIME PERDING [PIiC)
EMGINEER
PIhaC ROSTER. SUPERVISORY PX3135  GS51410-11 PEFMAMENT FULL  PhH0S-056 020145 5. PAMELS
PERDIMG LIERAR A TIME PERDING [PIiC)
[WEDICAL)
PIhaC ROCSTER. SECURTY PX13E3  GS-005504 PEFMAMENT FULL - PRHDS-0342 020345 A, WURPHY
PEMD MG GUBED TINE
PIMC ROGSTER RESPIRATORY PHIOM 35065108 PERMBSMENT PULL  PRADS-0243 020742 5. POMELS
SEMT THERAPIST TIME PErRDIRMG [P
Certificates that were issued
SEALTL o
.64 Certificates Issued Beteween 1/1/00 and 1/1/06
BOQR
g8 2
Total: 166
HR Team or Ofhce: Unassigned
AnncHumber:  HHCC-04-44 Annc Tide:  Medical Support Assistant
Date Opened: Date Closed, Cett Issued: Cert Returned: Reizsued? QUF Canceled
12101104 121404 010805 02103105 o 0 O
AnncHumber:  PXIHS 04142 Annc Tide:  Public Health Educator
Date Opened: Date Closed, Cett Issued: Cert Returned: Reissued? QUF Canceled
09/09/04 09522004 09i30/04 09r30/04 o 0 O
Date Received SFS2 Mumber  Wice: Positian: JobCode:  Position Mumber.  Selectes Effective Date
05M 2004 05-06E5 Mewy Puklic Health Educator G5- Karen Kimkber 1043104

AnncHumber:  PXIHS05-39-1

Date Opened: Dste Closed: Cert |ssued:

Annc Tide:  Cook
Cert Returned: Reissued? OUF Canceled MRE-announcedPreviously open 120704-12/20/04

020105 O20705 021405 vee O O
ate Received SFS2 Mumber  Wics: P ozition: JobCode:  Position Mumber:  Selectes Eflective Date
1141 604 05-07585 Cook WG-5 00032483
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Certificates that Were Issued and Not Returned to HR

AL e
348 % Certificates Issued and Not Returned to HR
= &
5 A :
Total: 12
HR Team or Office: Phoenix Indian Medical Center
anncHumber: PM-05-026 Annc Title:  Information Technology Specialist (APPSW), G5-221013
Date Opened: Date Closed: Certlssued: Cert Returned: Reizsued? OUF Canceled
1002704 111704 11524004 Mo o
Date Received SF52 Mumber  MWice: Position: JobCode:  Position Mumber:  Selectes E ffective Date
0915104 04-561 Gray, James Infonm gion Techrology Px3079 00024055
Spedalist (APPEW)GE-2210-
13
AnncHummber:  PM-04162-2 Annc Title:  Chief Qutpatient & Benefits Coordinator,GS 67111
Dats Opened: Date Clossd: Certlssued: Cert Returned: Reissusd? OUF Cenceled Teferto 04-5131n old detsbase
1102404 11022104 11s20/04 Yes o
[ate Recaived SFS2 Mumber  Wice: Pasition: JobCode:  Postion Mumber:  Selectes Effective Date:
07 0E104 04-519 Thompson, Bre  Supetvisory Health System PH3094 000254490
Spedialist GE0671-9M1
AnncHumber:  PM-AO5037 Annc Tilee Contact Representative GS-962-5/6
Date Opened: Date Closed: Certlssued: Cert Returned: Reissued? OUF Canceled
1122104 1200304 120404 Mo 0o d
Date Received SFS52 Mumber  MWice: Position: JobCode:  Position Mumber:  Selectee Effective Date:
1104104 05-0118 Burgess, Melind  Contact Representative G5- PH137S 00026635
Q52518
AnncHumber:  PM05-043 Annc Title:  Inpatient Coding/Data Entry Technician
Date Opened: Date Closed: Certlssued: Cert Returned: Reizsued? OUF Canceled
12204 1201604 1253004 Mo o
Date Received SFS52 Mumber  MWice: Position: JobCode:  Position Mumber:  Selectes E ffective Date:
0518104 04-554 Motris, Alex Medical Record Technician P-8073 00026226
GEETSH
AnncHumber:  PM05-049 Annc Title:  Custodial Worker WG -3566-3
|| Date Opened. Date Closed: Cert [ssued.  Cert Returned:  Reizsued?. OUF Csanceled
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CREATING QUERIES
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RELATIONSHIP DIAGRAM

The following image displays a picture of all table relationships within the
52 Central database program.
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TABLE AND FIELD DEFINITIONS

tbI52Annc

- ties 52’s to each vacancy announcement. A dual primary key is used
to allow multiple 52’s to be attached to 1 vacancy announcement.

Field Name | Definition

AnnclID Unique identifier for each vacancy announcement entered
(autonumber)

ES2# The number assigned by HR to each SF 52 (text box)

tblAnncDates

- Data is tied to tblAnnouncements and shows the significant dates

for each vacancy

Field Name Definition

AnncDatelD Unique identifier for each vacancy announcement
entered (autonumber)

AnnclID The identifier of the announcement these dates

are tied to

DateAnncCompleted

Date the Vacancy Document was completed (date)

DateAnncOpen

Date the Vacancy Announcement Opened (date)

DateAnncClosed

Date the Vacancy Announcement Closed (date)

DateCertificatelssd

Date the certificate was issued (date)

DateCertificateRtdtoHR

Date the certificate returned to HR with or without
selection being made (date)

ReissueReason

Combo box for documenting the reason for
vacancy reissue — options are No selection, No
qualified applicants, applicant declined, selection
made — alternative vacancy, Management put
position on hold, 120-day Freeze

tbl90DayLl etters

- table containing tracking data for probationary review letters.
Records in this table prompt that the HHS-315 needs to be completed
1 year after selection of certain applicants

Field Name Definition

90DaySentID Unique identifier for each selectee that needs an HHS-315

completed before their probationary period ends (prompt
at 90 days)

ApplD The ApplD of the selectee needing the HHS-315

Date90DaySent | Date the 90 day follow up letter was sent to the selecting

official with the HHS-315 form

Last Updated 1/24/06
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tblAnnouncement

table containing data elements specifically related to each

vacancy.
Field Name Definition
AnnciID Unique identifier for each vacancy announcement
entered (autonumber)
AnncNumber Number Assigned by HR to each Vacancy (text box)

AnncTitleLine

The Title series grade and any other comments to be

Reissyed

visible on a vacancy bulletin or listing (text box)

AnncCanceled

(date)

AnncComments

Box for HR comments related to the vacancy
announcement (Memo field)

MPPAudit&CloseOut
T

Date the MPP File was audited and closed out (date)

OpenContinuous

Check box to determine if the announcement is an
open continuous announcement; this is defaulted to
—1 (yes) when an announcement is entered on the
open continuous announcement form (Yes/No)

SelectingOfficial

Name & title (if applicable) of person who is to
receive the certificate and make the selection (text
box)

AnncHyperlinkDOC

Field used to create the external hyperlink to the
actual vacancy document (hypertext)

TeamlID

Name of the office announcing the vacancy — auto
populated from the teams table with drop down of
the team name appearing

OTFilled

Check box to indicate if the announcement was open
until filled (The closing date will be blank until the
cert is requested by management)

USAJobsNum

Text box that shows the USAJobs Control Number
for this vacancy

QHNumAppsIP

The total number of applications received for a
QuickHire Vacancy Announcement that were Indian
Preference

QHNumAppsNIP

The total number of applications received for a
QuickHire Vacancy Announcement that were NOT
Indian Preference

AnncType

Type of vacancy, MPP/ESEP, DEU, or MPP/ESEP/DEU
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tblAppRcvdPC

- table showing which applicants received post cards and when

Field Name

Definition

PostCardSentID

Unique identifier for each Post Card sent (autonumber)

AppID

Unique identifier for each application logged into the
system (number)

DatePCSent

Date the Post Card report was run and a Post Card was
generated for the application (date)

tblApps

- table showing data elements relating to each application that has
been received and logged into the system

Field Name Definition

AppID Unique identifier for each application entered
(autonumber)

DateAppRcvd Date the application was received in HR (date)

Anncid The announcement number the application was
submitted for (combo box generated from the
announcements table)

SSN Applicant SSNin - - format (text box)

AppFName Applicant First Name (text box)

AppLName Applicant Last Name (text box)

AppAddress Applicant Address (text box)

AppCity Applicant City (text box)

AppState Applicant State (text box)

AppZip Applicant Zip Code (text box)

AppDPhone Applicant day time phone in(__)__ - format
(text box)

AppEPhone Applicant evening phone in(__) - format
(text box)

DocType Main format of document that was received for
application purposes i.e. Resume;OF-612;CIB;Other
(text box)

IP Indian Preference (BIA 4432) form received (Yes/No)

DD214 DD214 received (Yes/No)

SelectiveService

Selective Service form received (Yes/No)

License

License received (Yes/No)

101630 PL 101-630 form received (Yes/No)

AppComments Comments related specifically to this application
(memo field)

incomplete Checkbox to notate if the application is received

WithdrawApp

90Day -t
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reguired-

DateAppDeactivated

Date in which an application is removed from the
active applicant pool — used mostly for Open
Continuous, but also if an applicant states they no
longer wish to be considered for a vacancy

DeactivateReason

Reason why an application was deactivated

ProbStart

Start Date of a DEU/DH or Supv/Mgr Probation
Period

ProbLtr

Type of probationary letter sent to a new employee.
Either DEU/DH or Supv/Mgr

tblApps_OCdata

- table containing the descriptors of what an applicant wants to apply

for under the open continuous, including their license expiration,
shifts and specialty preferences

Field Name

Definition

0602 General Practice

Yes/No field indicating the applicant’s specialty

0602 Family Practice

Yes/No field indicating the applicant’s specialty

0602 Internal Medicine

Yes/No field indicating the applicant’s specialty

0602 Surgery

Yes/No field indicating the applicant’s specialty

0602 Anestesilology

Yes/No field indicating the applicant’s specialty

0602 Psychiatry

Yes/No field indicating the applicant’s specialty

0602 Pediatrics

Yes/No field indicating the applicant’s specialty

0602 Preventitive Care

Yes/No field indicating the applicant’s specialty

0602 Orthopedics

Yes/No field indicating the applicant’s specialty

0602 Radiology

Yes/No field indicating the applicant’s specialty

0602 Opthamology

Yes/No field indicating the applicant’s specialty

0602 Urology

Yes/No field indicating the applicant’s specialty

0602 Ear Nose Throat

Yes/No field indicating the applicant’s specialty

0602 OB-GYN Yes/No field indicating the applicant’s specialty
0602 Emergency Yes/No field indicating the applicant’s specialty
Medicine

0602 Neurology

Yes/No field indicating the applicant’s specialty

0602 Chemical
Dependency

Yes/No field indicating the applicant’s specialty

0610 Nurse Specialist

Yes/No field indicating the applicant’s specialty

0610 Nurse Practitioner

Yes/No field indicating the applicant’s specialty

0610 Emergency

Yes/No field indicating the applicant’s specialty

0610 Medical/Surgical

Yes/No field indicating the applicant’s specialty

0610 OB-GYN

Yes/No field indicating the applicant’s specialty

0610 Quality Assurance

Yes/No field indicating the applicant’s specialty

0610 Discharge Planner

Yes/No field indicating the applicant’s specialty

0610 Utilization Review

Yes/No field indicating the applicant’s specialty

0610 Maternal Child
Health

Yes/No field indicating the applicant’s specialty
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0610 Diabetes

Yes/No field indicating the applicant’s specialty

0610 Community/Public
Health

Yes/No field indicating the applicant’s specialty

0610 Nurse Consultant

Yes/No field indicating the applicant’s specialty

0610 Nurse Anesthetist

Yes/No field indicating the applicant’s specialty

0610 Operating
Room/Recovery

Yes/No field indicating the applicant’s specialty

0610 Supervisory Nurse

Yes/No field indicating the applicant’s specialty

0610 Intensive Care

Yes/No field indicating the applicant’s specialty

0610 Ambulatory Care

Yes/No field indicating the applicant’s specialty

0610 Neonatal

Yes/No field indicating the applicant’s specialty

0610 Pediatrics

Yes/No field indicating the applicant’s specialty

0610 Research

Yes/No field indicating the applicant’s specialty

0610 Progressive Care

Yes/No field indicating the applicant’s specialty

0610 Psychiatry

Yes/No field indicating the applicant’s specialty

0680 General Practice

Yes/No field indicating the applicant’s specialty

0680 Pediatrics

Yes/No field indicating the applicant’s specialty

0680 Pedodontics

Yes/No field indicating the applicant’s specialty

0680 Periodontics

Yes/No field indicating the applicant’s specialty

0680 Prosthodontist

Yes/No field indicating the applicant’s specialty

0680 Oral Surgeon

Yes/No field indicating the applicant’s specialty

0680 Endodontist

Yes/No field indicating the applicant’s specialty

0680 Orthodontist

Yes/No field indicating the applicant’s specialty

Licsense Expiration
Date

Date the applicant’s License will expire

CallBackOK

Yes/No field indicating the applicant’s work

preferences

RotatingShiftsOK

Yes/No field indicating the applicant’s work

preferences

Yes/No field indicating the applicant’s work

DaysOK preferences

Yes/No field indicating the applicant’s work
NightsOK preferences

Yes/No field indicating the applicant’s work
WeekendsOK preferences

Yes/No field indicating the applicant’s work
APTPerm preferences

Yes/No field indicating the applicant’s work
APTTerm preferences

Yes/No field indicating the applicant’s work
APTTemp preferences

Yes/No field indicating the applicant’s work
WSFT preferences

Yes/No field indicating the applicant’s work
WSPT preferences
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Yes/No field indicating the applicant’s work

WSINT preferences

Yes/No field indicating the applicant’s rating
ESEP preferences

Yes/No field indicating the applicant’s rating
MPP preferences

Yes/No field indicating the applicant’s rating
DEU preferences

Yes/No field indicating the applicant’s rating
PHS preferences

tblApps_OCgrades

- table containing the grades and ranking scores an applicant has
been rated eligible for

Field Name Definition

OCGradelD Unique Identifier for each row of grade data
ApplID ID number of the applicant

OCARatelD ID number of the rating these grades tie to
Grade Grade the applicant qualifies for

Score Ranking Score if ranked — blank if not

tblClassification

- table containing the classification data elements related to each SF-

52 request

Field Name

Definition

ClassificationID

Unique identifier for each record of classification
data entered (autonumber)

ES2#

The number assigned by HR to each SF 52 (text
box)

ClassificationAction

The type of classification action that is required.
Categories are as follows:

PD On File — a PD that has already been classified
and used by your office

Standard PD Exists — an HIS wide standard PD is
being used

New Classification — Classification of a PD that
does not currently exist

Desk Audit — Conducted a desk audit

PD Amendment — Amend an existing PD
QuickClass PD Exists — Using a PD from
QuickClass

Redescription — Redescription of an existing PD

DateContactMgt

If Management needs to supply supporting
documentation — when management was
notified
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DateRespondMgt

If Managmenet needs to supply supporting
documentation — when that documentation was
received (only to be completed if there is a value
in DateContactMgt)

DateClassCompleted

Date Classification has completed the
classification portion of the personnel action

ClassificationComments

Comments regarding the classification of a
personnel action

tblDepartments

- table containing department information for each service unit and

admin code
Field Name | Definition
DeptD Unique identifier for each department entered (autonumber)
ServiceUnit | Text Box showing the Service Unit that has this department —
drop down is populated from tblServiceUnit
Division Highest Department Higherarchy after the Service unit
Department | 2"? highest department hierarchy after the Service unit
SubDivision | 3" highest department hierarchy after the Service unit
AdminCode | Administrative code or EHRP Dept ID
Deactivate | Yes/No remove a department from the active list of
departments
tblE52
- table containing data elements specifically related to each SF-52
request
Field Name Definition
ES52# Unique identifier for each vacancy announcement
entered (autonumber)
HHSReq# Job Requisition number from EHRP
PersonResquesting# | Person requesting the action or “requester” in EHRP
Date#Requested Date the personnel action was requested
Created Date the personnel action was created (required)
Received Date the personnel action was received in HR

(required)

PositionNumb

8 digit position number from EHRP

EmpliD 8 digit EMPLID from EHRP

Title Official Position Title (required)

OrgTitle Organizational Position Title

ServiceUnit Service Unit where the position is located (required)

DeptID Department within the service unit where the
position is located — indicated by a drop menu
populated from tbiDepartments (required)

PP Pay Plan (required)
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Series Occupational Series (required; 4 digits)
Grade Grade(s) of the position (required)
Tenure Position Tenure ex. PFT, TFT, PPT, TPT, INT etc.

(required)

I[fTempDuration

If the Tenure is Temporary; then show this is the
duration of that temporary appointment. NTE __
Months/Days/Years

ActionCode Type of Action; either Recruit — New Position,
Recruit — Position Vacated, or the Action codes from
EHRP (required)

ReasonCode The Reason Code from EHRP

ViceorRegarding

Who was the previous or current incumbent of the
position described in the personnel action

IfRecruitVacatedDate

If Recruit-Position Vacated is the reason code;
indicate the date the position was vacated here

Can# The Common Accounting Number used to fund the
position

Canceled Date the personnel action was canceled (if
applicable)

52Comments Comments pertaining to this personnel action

EffectiveDate EOD of selectee or the Effective date of all other
type of personnel actions

JobCode PD Number or Job Code from EHRP

PersActionProcessed

Date the Personnel action was processed ( only
applicable if the action is not for recruitment)

EHRPorPaper

Was the 52 received through EHRP or by Paper

ServiceUnitNum

Tracking number submitted by the requesting
service unit

OCVacancy (Yes/No) check box to indicate whether or not this
52 will be used to fill an OC vacancy

LinkDoc Hyperlink field used to join external documents to
the 52 (i.e. scanned copy ; document justification
etc.)

OCANNc If this 52 is going to be filled by Open Continuous,

enter the most likely announcement number that
will be used to fill this 52

tbIES2Assignment

- table containing data that displays the routing history of each SF-52

in the program

Field Name Definition

E52AssignID | Unique identifier for each person a SF-52 has been routed to
(autonumber)

EmployeelD Employee assigned the action (populated by
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tbIHREmployees)

DateAssigned | Date this employee was assigned this action

E52# 52 number of the action

tbIHREmployees
- table containing data elements specifically related to each employee
in the Human Resources Office

Field Name Definition

EmployeelD Unique identifier for each employee entered (autonumber)
TeamID Team the employee is assigned to ( populated by tblTeams)
EEFName Employee First Name

EELName Employee Last Name

EETitle Employee position title

EEGrade Employee Grade

EELocation Employee’s physical location i.e. city

EEPhone Employee’s direct phone number

TeamEODDate | Date the employee was hired (on this team)

TeamVacDate | Date the employee left

UserlD N/A — built in for web based upgrade in the future

Password N/A — built in for web based upgrade in the future

accesslevel N/A — built in for web based upgrade in the future

Email e-mail address of the employee

Dept Department of HR the employee works in, ex. Client
Services, Strategic Programs, or Workforce Relations

Website Y/N for if this employee should be listed in the National HR
website

tblLetterHistory
- table containing data elements specifically related to each letter that

is sent to an applicant

Field Name Definition

LetterHistiD Unique identifier for each letter that is sent to the
applicants

LetterID ID number or name of the letter to be sent (populated
from tblLetters)

AppID ID Number of the Applicant that is being sent the
letter

AnnclD ID Number of the Announcement that this letter
applies to

DateoflLetter Date of the letter

NTEDate NTE Date of the Selectee (only if it is a temporary
employee select letter)

Send? Check box used to tell the program to batch print this
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letter for this announcement

PPGradeStep Pay Plan — Grade — Step of the selectee (if thisis a
select letter)
Salary Salary of the selectee written as $99,999.00 per

annum or $99.99 per hour (if this is a select letter)

ReportingDate

Date the selectee should report to their duty station (if
this is a select letter)

ReportTo Open text box used to describe the exact location a
selectee should report o on their first day of work

Returndocs Date that the selectee should have the appointment
documents turned in

ccline The cc line of the letters that go to the applicant —

memo field

AppNotConsidered

Yes/No check box of the non-select letter that
indicates that the applicant’s application was not
considered due to Indian Preference

ReferredNotSelect

Yes/No check box of the non-select letter that
indicates that the applicant was referred to the
selecting official, but was not selected

Quals

Yes/No Check box of the non-select letter that
indicates that the applicant did not meet the
qualifications of the job

AfterClosingDate

Yes/No Check box of the non-select letter that
indicates the application was received after the closing
date of the vacancy announcement

AnncCanceled

Yes/No Check box of the non-select letter that
indicates the announcement has been canceled

Incomplete Yes/No Check box of the non-select letter that
indicates the application was incomplete
License Yes/No Check box of the non-select letter that
indicates the application lacked a license
Resume Yes/No Check box of the non-select letter that
indicates the application lacked a Resume
OF306 Yes/No Check box of the non-select letter that

indicates the application lacked the OF-306

Transcripts

Yes/No Check box of the non-select letter that
indicates the application lacked a copy of their
transcripts

Driverslicense

Yes/No Check box of the non-select letter that
indicates the application lacked a copy of a drivers
license

SelectiveService

Yes/No Check box of the non-select letter that
indicates the application lacked the selective service
form

SF50

Yes/No Check box of the non-select letter that
indicates the application lacked the SF-50
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Ksa

Yes/No Check box of the non-select letter that
indicates the application lacked KSA responses

630

Yes/No Check box of the non-select letter that
indicates the application lacked the Indian Child
Protection form

Other

Yes/No Check box of the non-select letter that
indicates the application lacked other documents with
a blank to write in what was lacking

Othertext

75 character text box to explain other

KeptOnFile

Yes/No Check box of the non-select letter that
indicates the application will be kept on file

HrsPerWeek

Yes/No Check box of the non-select letter that
indicates the application lacked Hours per week or
months and years of experience

TypingProf

Yes/No Check box of the non-select letter that
indicates the application lacked a statement of typing
proficiency

10PtVet

Check Box added to indicate if an applicant was not
selected because a 10-Pt Veteran was selected

TravelContactNM

Name of the person to contact for questions regarding
travel arrangements

TravelContactPH

Phone number of the person to contact for questions
regarding travel arrangements

Appt Type

Drop down menu to select the type of appointment
being used to hire the selectee: career conditional,
career competitive, excepted, term

NeedLicense

Check box to indicate that the selectee needs to bring
in a copy of their license prior to reporting to duty.

Immunization

Check box to indicate that the selectee needs to bring
in their immunization record prior to reporting to duty

19 Check box to indicate that the selectee needs to bring
in an 19 form and eligibility to work documentation

SF85 Check box to indicate that the selectee needs to bring
in a completed SF85 prior to reporting to duty

FEHB Check box notifying the selectee that they are eligible
for Health Benefits

FEGLI Check box notifying the selectee that they are eligible
for Group Life Insurance

Retirement Check box notifying the selectee that they are eligible
for Retirement Benefits

TSP Check box notifying the selectee that they are eligible
for TSP

SickLeave Check box notifying the selectee that they are eligible

for Sick Leave

AnnualLeave

Check box notifying the selectee that they are eligible
for Annual Leave
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COBenefits Check box notifying the selectee that they are eligible
for benefits in the commissioned corps

Travel Check box notifying the selectee that they are eligible
for travel and or moving allowances

CNACI Check box notifying the selectee that their
appointment is subject to CNACI Clearance

Suitability Check box notifying the selectee that their
appointment is subject to suitability clearance

MedExam Check box notifying the selectee that their
appointment is subject to a successful medical exam

DrugScreen Check box notifying the selectee that their
appointment is subject to clearing a Drug Screen

ApptDocs Check box notifying the selectee that their
appointment documents are enclosed and they need
to complete the documents on or before their report
to duty

Decline Y/N box — checked if the applicant declined

Withdraw Y/N box — checked if the applicant withdrew their
application

Rescind Y/N box — checked if the job offer to the applicant was
rescinded

tblLetters

- Table containing the name of each letter available

Field Name Definition

LetterID Unique identifier for each letter (autonumber)

LetterName Name of each letter

tblIOCAS52Cert

- Table containing data that ties the certificate to each 52

Field Name Definition

OCA52ID Unique identifier for certificate and the 52 that goes with it
(autonumber)
OCACertID ID number of each certificate

OCAE52Num | 52 number that goes with the certificate

tbIOCAAppLocation
- Table containing data regarding Open Continuous applicants’
location preferences

Field Name

Definition

LocationChoicelD

Unique identifier for each location
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AppID The applicant that chose this location

LocationID Location chosen

TeamlID Which HR office does the staffing for this location
tblIOCACert

- Table containing

data pertaining to the Open Continuous certificate

Field Name Definition

OCACertID Unique identifier for each certificate (autonumber)
OCAANNcID The announcement that each certificate is for
OCACertlIssdDate Date the certificate was issued
OCACertReturnedDate | Date the certificate was returned to HR

OCASelectingOfficial

Name of the Selecting Official

OCACertCanceled

Date the Certificate was canceled

tblOCALetterHistory

- table containing data elements specifically related to each letter that
is sent to an applicant in Open Continuous

Field Name Definition

LetterHistiD Unique identifier for each letter that is sent to the
applicants

LetterID ID number or name of the letter to be sent
(populated from tblLetters)

AppID ID Number of the Applicant that is being sent the
letter

CertID ID Number of the OC Certificate that this letter
applies to

DateoflLetter Date of the letter

NTEDate NTE Date of the Selectee (only if it is a temporary
employee select letter)

Send? Check box used to tell the program to batch print
this letter for this announcement

PPGradeStep Pay Plan — Grade — Step of the selectee (if thisis a
select letter)

Salary Salary of the selectee written as $99,999.00 per

annum or $99.99 per hour (if this is a select letter)

ReportingDate

Date the selectee should report to their duty
station (if this is a select letter)

ReportTo Open text box used to describe the exact location
a selectee should report o on their first day of
work

Returndocs Date that the selectee should have the
appointment documents turned in

ccline The cc line of the letters that go to the applicant —

memo field

AppNotConsidered

Yes/No check box of the non-select letter that
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indicates that the applicant’s application was not
considered due to Indian Preference

ReferredNotSelect

Yes/No check box of the non-select letter that
indicates that the applicant was referred to the
selecting official, but was not selected

Quals

Yes/No Check box of the non-select letter that
indicates that the applicant did not meet the
qualifications of the job

AfterClosingDate

Yes/No Check box of the non-select letter that
indicates the application was received after the
closing date of the vacancy announcement

AnncCanceled

Yes/No Check box of the non-select letter that
indicates the announcement has been canceled

Incomplete Yes/No Check box of the non-select letter that
indicates the application was incomplete
License Yes/No Check box of the non-select letter that
indicates the application lacked a license
Resume Yes/No Check box of the non-select letter that
indicates the application lacked a Resume
OF306 Yes/No Check box of the non-select letter that

indicates the application lacked the OF-306

Transcripts

Yes/No Check box of the non-select letter that
indicates the application lacked a copy of their
transcripts

Driverslicense

Yes/No Check box of the non-select letter that
indicates the application lacked a copy of a
drivers license

SelectiveService

Yes/No Check box of the non-select letter that
indicates the application lacked the selective
service form

SF50 Yes/No Check box of the non-select letter that
indicates the application lacked the SF-50

Ksa Yes/No Check box of the non-select letter that
indicates the application lacked KSA responses

630 Yes/No Check box of the non-select letter that
indicates the application lacked the Indian Child
Protection form

Other Yes/No Check box of the non-select letter that
indicates the application lacked other documents
with a blank to write in what was lacking

Othertext 30 Character text box to explain ‘other’

KeptOnFile Yes/No Check box of the non-select letter that
indicates the application will be kept on file

HrsPerWeek Yes/No Check box of the non-select letter that

indicates the application lacked Hours per week
or months and years of experience
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TypingProf

Yes/No Check box of the non-select letter that
indicates the application lacked a statement of
typing proficiency

TravelContactNM

Name of the person to contact for questions
regarding travel arrangements

TravelContactPH

Phone number of the person to contact for
questions regarding travel arrangements

10PtVet Check Box added to indicate if an applicant was
not selected because a 10-Pt Veteran was selected
Appt Type Drop down menu to select the type of appointment

being used to hire the selectee: career conditional,
career competitive, excepted, term

NeedLicense

Check box to indicate that the selectee needs to bring
in a copy of their license prior to reporting to duty.

Immunization

Check box to indicate that the selectee needs to bring
in their immunization record prior to reporting to duty

19 Check box to indicate that the selectee needs to bring
in an 19 form and eligibility to work documentation

SF85 Check box to indicate that the selectee needs to bring
in a completed SF85 prior to reporting to duty

FEHB Check box notifying the selectee that they are eligible
for Health Benefits

FEGLI Check box notifying the selectee that they are eligible
for Group Life Insurance

Retirement Check box notifying the selectee that they are eligible
for Retirement Benefits

TSP Check box notifying the selectee that they are eligible
for TSP

SickLeave Check box notifying the selectee that they are eligible

for Sick Leave

AnnualLeave

Check box notifying the selectee that they are eligible
for Annual Leave

COBenefits Check box notifying the selectee that they are eligible
for benefits in the commissioned corps

Travel Check box notifying the selectee that they are eligible
for travel and or moving allowances

CNACI Check box notifying the selectee that their
appointment is subject to CNACI Clearance

Suitability Check box notifying the selectee that their
appointment is subject to suitability clearance

MedExam Check box notifying the selectee that their
appointment is subject to a successful medical exam

DrugScreen Check box notifying the selectee that their
appointment is subject to clearing a Drug Screen

ApptDocs Check box notifying the selectee that their

appointment documents are enclosed and they need
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to complete the documents on or before their report
to duty

Decline Y/N box — checked if the applicant declined

Withdraw Y/N box — checked if the applicant withdrew their
application

Rescind Y/N box — checked if the job offer to the applicant was
rescinded

tblOCALocations
- Table containing the list of OCA locations an applicant can apply for

Field Name

Definition

OCALocationID

Unique identifier for each open continuous location for
the applicants to select from (autonumber)

OCALocChoice

Name of the Open Continuous Location choices

TeamlID

The HR team that recruits for this location

tblOCARateEducation
- table containing rating data pertaining to open continuous

applicant education

Field Name Definition

RateEdID Unique identifier for each education element entered
(autonumber)

ReferrallD ID number of the Applicant Referral data this education is
tied to

From Beginning date of education

To Ending date of education

Description Description of the education i.e. BS, PHD etc.

SemHours Number of Semester Hours

QuarterHours | Number of Quarter Hours

TechWeeks Number of weeks of Technical School

tblIOCARateExp
- table containing rating data pertaining to open continuous
applicant experience

Field Name Definition

RateEdID Unique identifier for each experience element entered
(autonumber)

ReferrallD ID number of the Applicant Referral data this experience
is tied to

From Beginning date of the experience

To Ending Date of the experience

Title Position title

GradeSalary Grade or salary
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HoursPerWeek

Number of hours per week

GenExpMonths

Number of general experience months

SpecExpMonths

Number of specialized experience months

tblIOCAReferral

- table containing data pertaining to the open continuous applicant’s
ratings & whether or not they were determined qualified

Field Name

Definition

OCAReferrallD

Unique identifier for each time and applicant
was referred (autonumber)

OCAAppID

The ID number of the Applicant

OCACertiD

The ID number of the Certificate

OCAQualifiedYN

Was the applicant qualified Yes/No

OCAQualsDetermination

The reason the applicant was or was not
qualified

Rate

Was the applicant Rated Yes/No (not for
reporting purposes — used to tie rating data
together)

OCASelectiveFactor

Check box to show that the applicant was
rated ineligible because they did not meetthe
selective placement factor

OCANQLacksSpecExp

Check box to show that the applicant was
rated ineligible because they lack specialized
experience

OCANQLacksGenExp

Check box to show that the applicant was
rated ineligible because they lack general
experience

OCANQNo04432

Check box to show that the applicant was
rated ineligible because they did not attach a
BIA4432

OCANQQualifiedRankLow

Check box to show that the applicant was
rated ineligible because they qualified but
ranked too low

OCANQDoesNotMeetIOR

Check box to show that the applicant was
rated ineligible because they did not meet the
education requirements

OCANQLackLicense

Check box to show that the applicant was
rated ineligible because they did not submit a
copy of a current license

OCANQAppIncomplete

Check box to show that the applicant was
rated ineligible because their application was
incomplete

OCANQOther

Check box to show that the applicant was
rated ineligible for reasons other than listed in
the check boxes
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OCANQRcvdLate

Check box to show that the applicant was
rated ineligible because their application was
received after the closing date

OCANQLackPerf

Check box to show that the applicant was
rated ineligible because they did not submit a
recent performance appraisal

OCANQArea

Check box to show that the applicant was
rated ineligible because they were outside of
the area of consideration

OCARPC

Text box to indicate whether or not the
applicant is CTAP, ICTAP, Lost Consideration or
N/A

tblOCAReferralDetail

- Table containing data that pertains to the open continuous
applicant’s referral and selection

Field Name

Definition

OCAReferralDetaillD

Unique identifier for the details of each
applicant referral (autonumber)

OCAReferrallD

ID number of the Referral data for the applicant

OCAReferInPart

The part of the certificate the applicant was
referred on

OCAReferGrade

The grade they were referred at

OCAReferAs

How were they referred (i.e. reassignment;
transfer etc.)

OCARankingScore

If they were ranked — the ranking score

OCADEU

Were they referred under DEU — Yes/No

OCASelected?

Were they selected — Yes/No

OCASelectedinto52

What 52 were they selected into

OCAJobOffered Date the Job was offered
OCAJobOfferAccepted Date the Job offer was accepted
OCAProcessingCompleted | Date the appointment was processed (In EHRP)
OCAOPFRequestNeeded | Is there an OPF request Needed Yes/No
OCADateOPFRequested Date the OPF was requested
OCAOPFRequestedFrom | Where was the OPF requested from
OCADateOPFReceived Date the OPF was received
OCADateOPFCombined Date the OPF was combined and filed away
OCASCD SCD of the selectee (ITAS Sheet only)
OCAAdminCode Admin code or EHRP Dept ID (ITAS Sheet only)
OCACheckOne FLSA or Exempt (ITAS Sheet only)

OCAApprovingOfficial

ITAS Time card approving official (ITAS Sheet
only)

OCATimekeeper

Timekeeper number (ITAS Sheet only)

OCAHourlyRate

Hourly Rate (ITAS Sheet only)
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OCAPayBasis

Per Hour or Per annum (ITAS Sheet only)

OCAIfPartTime

Number of hours per week to work (ITAS Sheet
only)

OCADirectHire

Check box to indicate if Direct Hire Authority
was used to Make the selection

tblRateEducation
- Table containing rating data pertaining to applicant education

Field Name Definition
RateEdID Unique identifier for each education element entered
(autonumber)
ReferrallD ID number of the Applicant Referral data this education is
tied to
From Beginning date of education
To Ending date of education
Description Description of the education i.e. BS, PHD etc.
SemHours Number of Semester Hours
QuarterHours | Number of Quarter Hours
TechWeeks Number of weeks of Technical School
tblIRateExp
- Table containing rating data pertaining to applicant experience
Field Name Definition
RateEdID Unique identifier for each experience element entered
(autonumber)
ReferrallD ID number of the Applicant Referral data this experience is
tied to
From Beginning date of the experience
To Ending Date of the experience
Title Position title
GradeSalary Grade or salary
HoursPerWeek | Number of hours per week
GenExpMonths | Number of general experience months
TechWeeks Number of specialized experience months
tblReferral

- Table containing data pertaining to applicant’s rating & whether or
not they were determined qualified

Field Name

Definition

ReferrallD

Unique identifier for each time and
applicant was referred (autonumber)
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ApplID The ID number of the Applicant
AnncID The ID number of the Announcement
QualifiedYN Was the applicant qualified Yes/No

QualsDetermination

The reason the applicant was or was not
qualified

Rate

Was the applicant Rated Yes/No (not for
reporting purposes — used to tie rating data
together)

SelectiveFactor

Check box to show that the applicant was
rated ineligible because they did not
meetthe selective placement factor

NQLacksSpecExp

Check box to show that the applicant was
rated ineligible because they lack
specialized experience

NQLacksGenExp

Check box to show that the applicant was
rated ineligible because they lack general
experience

NQN04432

Check box to show that the applicant was
rated ineligible because they did not attach
a BIA4432

NQQualifiedRankTooLow

Check box to show that the applicant was
rated ineligible because they qualified but
ranked too low

NQDoesNotMeetIOR

Check box to show that the applicant was
rated ineligible because they did not meet
the education requirements

NQLackLicense

Check box to show that the applicant was
rated ineligible because they did not
submit a copy of a current license

NQApplncomplete

Check box to show that the applicant was
rated ineligible because their application
was incomplete

NQOther

Check box to show that the applicant was
rated ineligible for reasons other than
listed in the check boxes

NQRcvdLate

Check box to show that the applicant was
rated ineligible because their application
was received after the closing date

NQLackPerf

Check box to show that the applicant was
rated ineligible because they did not
submit a recent performance appraisal

NQArea

Check box to show that the applicant was
rated ineligible because they were outside
of the area of consideration

RPC

Text box to indicate whether or not the
applicant is CTAP, ICTAP, Lost
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| Consideration or N/A

tblReferralDetall

- Table containing data that pertains to the applicant’s referral and

selection

Field Name

Definition

ReferralDetaillD

Unique identifier for the details of each applicant
referral (autonumber)

ReferrallD

ID number of the Referral data for the applicant

ReferInPart

The part of the certificate the applicant was referred
on

ReferGrade

The grade they were referred at

ReferAs

How were they referred (i.e. reassignment; transfer
etc.)

RankingScore

If they were ranked — the ranking score

DEU Were they referred under DEU — Yes/No
Selected? Were they selected — Yes/No
SelectedInto52 What 52 were they selected into
JobOffered Date the Job was offered
JobOfferAccepted Date the Job offer was accepted
ProcessingCompleted | Date the appointment was processed (In EHRP)
OPFRequestNeeded | Is there an OPF request Needed Yes/No
DateOPFRequested Date the OPF was requested
OPFRequestedFrom | Where was the OPF requested from
DateOPFReceived Date the OPF was received
DateOPFCombined Date the OPF was combined and filed away
SCD SCD of the selectee (ITAS Sheet only)
AdminCode Admin code or EHRP Dept ID (ITAS Sheet only)
CheckOne FLSA or Exempt (ITAS Sheet only)
ApprovingOfficial ITAS Time card approving official (ITAS Sheet only)
Timekeeper Timekeeper number (ITAS Sheet only)
HourlyRate Hourly Rate (ITAS Sheet only)
PayBasis Per Hour or Per annum (ITAS Sheet only)
IfPartTime Number of hours per week to work (ITAS Sheet only)
tblTeams

- table containing
Field Name Definition
TeamID Unique identifier for each HR office

(autonumber)

TeamName Name of the HR office

TeamSupervisor

Supervisor of the HR office (populated from
tbIHREmployees)
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HRDivision Area office or region name
OfficePhone Main office Phone Number
OfficeAddress1 Address line 1

OfficeAddress2 Address line 2

OfficeCity City of the office

OfficeState State of the office

OfficeZip Zip of the office

PClmage Post Card return address image
Ltrimage Letterhead address image
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