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Introduction

Welcomel!

This Manager User Guide was prepared to
assist you when working in the
Department’s Automated Hiring system.
Our system is integrated with the
USAJOBS Recruitment One-Stop
Initiative, which allows positions to be
posted and applicants to apply for all
government jobs in one central location.



Introduction Continued

If you are reviewing this presentation, that
means you have a position to fill. This
guide, coupled with advice and counsel
from your HR Specialist should result in
successfully recruiting for and selecting
the best qualified candidate for your

vacancy.




Purpose

his Manager User Guide was developed
to provide guidance on the use of various
components of our automated hiring

system (l.e., Question Library, Vacancy
Review, Certificate Review).



"
Hiring Management Log-in
Your HR Specialist will provide you with the web address,
User ID and Password.

Hiring Management
monskcers

ou have requested a secured page.
Please login.

User ID: |

|
Password: L

Maximum System Inactivity Time:

A period of Inactivity may cause yvou to be aumomatically logged out of the system. Inactivity may be defined
as anything other than subimitting a form by clicking a subimit button of requesting a new page by clicking a
IInk. Dnue 1o security purposes your session will expire if yvou exceed the Maximum System Inactivity Time.
ou will NHOT bhe notified prior 1o logowut if this is about to cccur. To prevent your session from exXpiring you

may click a submit buiton or click a link.

our Maximum System Inactivity Time is displayved upon login to the system. If yvou feel you require extra
time to complete processes please contact your System Administrator (david.bachrach@monster.comj to

adjust your Maxinum System Inactivity Time.




Welcome Page

From this point, the user may choose to select questions to be used in the vacancy,
review a vacancy or review any certificates that he/she has access to.

iri Legend | 3 Hel
lelng Management Welcome Alfonso Soriane, Aug 6, 2006 .‘ Logout | DHelp
monster’ Maximum Syste activity Time: 60 minutes
Data Admin Home { Q Y y Review " Certificate Review |
Question Selection Vacancy Review Certificate Review
« Create/Edit List of Questions for HR Specialist « Preview “acancy + View Open Certificates

« Yiew Question Chaoices « Preview Vacancy and Questions « Wiew Applicant Data
* Weight Questions
« Send the Guestion List via Email




" J
Question Selection
This section allows you to electronically search and select
guestions for submission to HR. From your Welcome Page

select the “Question Selection” tab.

Hiring Manageme

Welcome Alfonsoe Soeriano, Aug 6, 2006
monster’

" Data Admin Home 'y Question Selection (| Vacancy Review | Certificate Review |

O I'IEﬂl.iﬂl:l)_ Category |- Quantinrls)_ Selection | Additional Request ) Email }

Organization Seleciion

Flease Select Organization

ok U5 Departrment of Commerce




.'.C_

licking on the Organizational Name “U.S. Department of
Commerce” will open the question library and selection can
begin.

Hirl ng Management Welcome Alfonso Soriano, Aug 6, 2006
monster’

" Data Admin Home | Question Selection |  Vacancy Review | Certificate Review

Urganizatiun Selection Drganizaﬁmﬂ_ Category |- Qu-antiuns)_ Selection | Additicnal Request . Email ]

Please Select Crganization

wh( .S, Department of Commerce ‘_




Hiring Management

-

After clicking on the “U.S. Department of Commerce,” this

Screen appears.

Welcome Alfonso Soriano, Aug 6, 2006
monsker’

Va ~ w o,

Data Admin Home 'y’ Question Selection ||  Vacancy Review 'y Certificate Review

(@ Legend | @Logout | (B Hel
Maximum System Inactivity Time: 60 minut

Category Selection Organization) | Category) | Questions )| Selection } (Additional Request) | Email |

4. Retum to Organization Selection _

&

i U.S. Department of Commerce

Load List: |—Please Select List Name— v| GO

Last Saved: | |

NOTE: You cah review aif subcategories within a categons by clicking on question iconL2l nesd to the categony.
Figase choose at feast one categons and click "Wexd ==" bution

O ’i? 0000-General

O ’? 0020-Cornrnunity Planner

[l ’i? 0030-Security Specialist

O ’i? 0031-Fire Fighter

O ’i? 0053-Palice Officer

O ’i? 0132-Intelligence Operations Specialist
O ’? 0201-Hurnan Resources Specialist

F ’i? 0201-Personnel Mgmt/Officer-Personnel Mgmt Specialist/Officer
O ’i? 0301PMS-Program Mgt. Spec.

O ’i? 0318-Secretary (0OA)

[ § 0343-MNOAA

O ’? 0510-Accountant

% [RN2-Frnineering Trehnician

<< Previous | MNexf >> J

<< Previous

-

MNext >>

2| (][] [w] [] [] [] [3] [0] [0] [0] [s9] [9]

|
=

|




You should now be able to see all of the occupational series
(now referred to as Categories) which have been entered into
the question library. Within these categories are

subcategories.

lelng Management Welcome Alfonso Seriano, Aug 6, 2006 (O Legend | @Logout | OHelp
monster’ Maximum System Inactivity Time: 60 minutes

" DataAdminHome " Question Selection ' VacancyReview | Certificate Review

1. Retum to Organization Selection

@%@Eﬁ?@@l@(ﬁﬁ@m \ Organization)- Category | Questions || Selection |- Additional Request) Email |

<< Previous | Next >>
wh U.S. Department of Commerce
Load List | —Flease SelectList Name— % GO

Last Saved:

NCOTE: Yau can review ail subcategorias within a category by ciicking on queshion icon Ll next to the categony.
Piaase chooae at least one calegony and click "Wext ==" bution

0% (000-Genetal

| »

mk3 0020-Cammunity Planner
mk3 0080-Security Specialist
0% 0081-Fire Fighter

o¥ 0083-Police Officer

("""' "1? M32Intelligence Operations Speciallg <
T
k3 g Erialist

0% 0201-Personnel Myrmt/Officer-Personnel Mymt Specialist/Officer

mk3 0301PM3-Program Mat. Spec.
mk3 0318-Secretary (DA

0% 0343-N0AA

mk3 0510-Accountant

[

™ @ AT-Frnineering Terhnician
<< Previous | Next >> J

''To see the

guestions,
available, the
user will
check the
category
name and hit
the “next”
button at the
bottom of the
screen.
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Click the “Expand All” button to see a listing of

subcategories.

Hiring Management

Welcome Alfonsoe Seriano, Aug 6, 2006
monster”

Data Admin Home -\ Question Selection f’ Vacancy Review Y Certificate Review \j

(D Legend | @ Logout | @ Help

Maximum System Inactivity Time: 60 minutes

Question Listing Organizati -_-)_ C y)-_Questi )_ Selection ) (Additional Request) | Email }

4. Retumn to Category Listing J

ul U.S. Department of Commerce
List Name: List Mot Saved
Last Saved:

NOTE: You can review the full question texd and choices of the chosen question by clicking on question icon next to the question.
Each of the categories may he expanded Dy choosing the pils jcon (+) jocated next to the categony. This functionalill also exists for each subcategony.

’i? 0132-Intelligence Operations Specialist

<<Previous | Next >> J

Expand All |

Filter Ques{ions_’l

Save
<<Previous | Next >> |
” —d
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" J
To see the question responses, click the “?” to the right of

the questions”. When finished, select “Next”. Additionally,
the user may choose to “Save” to save the question list.

iri M m Legend
lelng anage ent . Welcome Alfonso Soriano, Aug 6, 2006 . © Legend | ®L—OQE
monsier Maximum System Inactivity Tin
Data Admin Home 'y Question Selection 'y Vacancy Review 'y Certificate Review |

4. Return to Categon

M@ﬂlﬂ@ \ Organizaﬁnrﬂ_ Calngury)_ Queslions)_ SQIacliun)_Addiﬁonal Rneques:/-_ Email )

== Previous

wlk U.S. Department of Commerce
List Mame: List Mot Saved

Last Saved:
E d All Filte t
NOTE: You can review the full question text and choices of the chosen guestion by clicking on question Jcon hexst o the question. Xpan d ifter Ques
Each of the categories may be expanded by choosing the plus Jocon (+) located next to the categony. This funclionality also exisls for each subcategorny.

E| ¥ 01 32-Intelligence Operations Specialist
E| ? 0S-Office of the Secratary
—.'D Yh ZA-1V Do vou have at least 1 vear of specialized experience which is equivalent to at least next lower grade (GS-127 (See "Qualifications" for the definition of specialized experience).

] A Do yvou have experience recognizing and evaluating all sources ofintelligence information likely to impact trade, economic, and science and research programs?
1AM Do yvou have experience in the planning and presentation of intelligence andfor threat analysis briefings for senior management officials?

O AA
] Ay Do you have experience working under tight deadlines and responding to ad hoc, immediate turn-around reguests for intelligence support?

] Ay Do vou have experience critically analyzing all-source intelligence information and assisting with the development of formal threat assessments?

] A Do you have experience in federal, military or civilian counterintelligence activities?

] A Do you have experience editing a wide range of written security products such as policies, procedures, standards, memaoranda, manuals, and reports?
O Have you successfully completed training in effective writing?

O Have you successfully completed counterintelligence training?

R Have you successfully campleted training in delivering effective presentations?

Save

12




"
If you choose to save the question list, this screen will
appear. You must enter in a list name and click “Save”. This

will save the list for use again in the future. |

I Legend Hel
lemg Managemem Welcome Affongo Soriana, Aug 18, 2006 (tegend| @Logout Ot
monster’ Maximum System hactivity Time: G0 minutes

" DafaAdminHome | QuestonSeecton | VacancyRevew | Ceicate Reiew |

D @f 0132-ntelligence Operations Specialist

: T 05-0ffce ofthe Secretary
i
: @ el L ; kil A Do you hae 3 least 1 yiear of specialized experience which is eguivalentto atle

et e prade (G3-1

Selechions il be savect a3 part of the curen Joauee s, one was reviousy oaceel The savee it o uestions wil e avaleblefor 20 s o e e fwas st savedd J ot e el el i) el ol e

— i . i) Diyou hiave ipenznce in e planning and presentation of intelliyence andior threat andksis origfngs for senii
|.ISI "‘"“e: IPracﬂce LISd | Name YUU”m the i) Dyou hiave eipenance developing and implementing policies and pracedures tased anfgreat infarmation t s
|.d‘5[ SﬂV&d: il Doyou have experience working under ight deadiines and responding 1o ad hoc, immedialg fum-around reques

Cancel ' i MDuynuhaveexpenencetrmcallyanalyzmgaH-suurcemtelligenceinfurmamnandasswsting ith the developme:
/ . A

i) Dinyou hiave eipenance in federal, milany or ciilian counterintelligence activties?

i) Diyou hiave eipenance ediing & wide range of written secunty products such as policies, profdures standard
ki Have o successfly completed training in efiective uriting?
ki Have o successfuly completed counterintellinence taining?
ki Have o successfly completed training in deliering efiective presentaiong?

Save )

<«<Previous ( Next>» )
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You'll see your List Name and the selected gquestions.
Click “Next”.

Hiri M m Legend Hel
Irlng anage ent Welcome Alfonso Soriano, Aug 15, 2006 . @ Legend | @_L—OQ_O—M | ®_4EE
monsker’ Maximum System Inactivity Time: 60 minmutes
Data Admin Home 'y Question Selection | Vacancy Review ) Centificate Review

4 Retum to Category Listing

M@:ﬁ:ﬂj@ \ Organiz.alion)L Camgory"k Qunllions} Selection ;L Additional Rneqnesl/; Email J]
<< Previous | MNext >>
ul U.S. Department of Commerce
List Mame: Practice List
Last Saved: 08-13-2006
Expand All | Filter Questions |

NOTE: You can review the full question text and cholces of the chosen question by clicking on guestion fcon next o the gquestion.
Eagch of the categories may be exppanded by choosing the plus jcon (+) Jocated next o the categony. This funclionalily also exists for each subcategony..

E| ¥ 0132-Intellinence Operations Specialist
[-1 ? 0S-0Office of the Secretary

yh ZA-Iv: Do you have atleast 1 year of specialized experience which is equivalent to at least next lower grade (35-12)7 (See "Qualifications” for the definition of specialized experience).

|v

Fry Do you have experience recognizing and evaluating all sources of intelligence infarmation likely to impact trade, economic, and science and research programs?

1 AA Lo vou hawve experience in the planning and presentation of intelligence andior threat analysis briefings for senior management officials?

[ A# Dovou have experience developing and implementing policies and procedures based on threat infarmation to safeguard specific Department-level programs and mission activities?
1 Ak Do you have experience warking under tight deadlines and respaonding to ad hoc, immediate turn-around requests for intelligence support?

1 AA Lo vou hawve experience critically anahzing all-source intelligence information and assisting with the developrment of formal threat assessments?

[ Af D0vou have experience in federal, military or civilian counterintelligence activities?

1 Ak Do you have experience editing a wide range of written security products such as policies, procedures, standards, memaoranda, manuals, and reports?

1K Hawve you successfully completed training in effective writing?

[] ¥} Have you successiully completed counterintelligence training?

R Hawve you successfully completed training in delivering effective presentations?

Sawve

<< Previous Next>> | )
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"
Your questions are presented with leading numbers.
These numbers can be used when “filtering” (more on
filtering to come) for specific questions. Click “next” to
send your selection to HR.

Hiri M m Legend Hel
Irlng anage ent . Welcome Alfonso Soriano, Aug 15, 2006 ) @ Legen |®L_ogo_ut I ®_—EE
monskter Maximum System Inactivity Time: 60 minutes
Data Admin Home 'y Question Selection | Vacancy Review (  Centificate Review

‘4. Retumn to Question Lisfing

\ Organization) Category |- Qucstiona)_ Selanion)_.hddiﬁonil Request)— Email )

<< Previous Next >>
ol U.S. Department of Commerce
List Name: List Mot Saved
Last Saved:

Intelligence Operations Specialist
Office of the Secretary
[§D11 Y- Z&8-: Do you have at least 1 year of specialized experience which is equivalent to at least next lower grade
[G5-12)7 (See "Qualifications” for the definition of specialized experience).
1. Yes
2. No
(302) AA- Do you have experience recognizing and evaluating all sources of intelligence information likely to impact trade,
economic, and science and research programs?
1. | have not had education, training or experience in performing this task.
2. | have had education or training in performing this task, but have not yet pedormed this task on the job.
3. | have performed this task on the job with close supervision from a supervisor or senior employee
4 | have performed this task as a regular part of the job, independently and usually without review by a
" superisor or senior employee
5 | have supervised performance of this task andfor | have trained others in performance and/or am normally
" consulted as an expert for assistance in performing this task.

Print

<< Previous | <_ Next>> >

15



H
on '[HIS screen, you can request that the HR office add a Title,

KSAs, and additional questions not found in the library.
Check with your HR Specialist to make sure that your request
IS consistent with internal office policies (i.e., Position
Description, Job Analysis, Vacancy Templates). Complete
then click “Next”.

lelng ManaSE| T Ient Welcome Alfonsoe Soriane, Aug 15, 2006 B © Legend '@F—“Q”—“t I ®H4€IE
monskter” Maximum Systemn Inactivity Time: 60 minutes
Dat dmi me y* Question Selection ' Vacancy Review 'y Certificate Review
4. Return to Organization Selection
Additional Requested A 9 "3 Request) | Email )
ewvi
Title:
[ Include Choices
vi J <—

16



" J
Now you should see your questions (with filtering

numbers), the List Name and date it was saved. Click
“Next”.

lelng Management Welcome Alfonso Seriano, Aug 15, 2006 @ Legend | @Logout | DHel
monskter’ Maximum System Inactivity Time: 60 minut

Data Admin Home y” Question Selection (  Vacancy Review | Certificate Review

4. Retumn to Question Listing |
Organizéiim?’;-_. Cahgory}_ dﬁestions)_ Bnlm:tion)_#dﬂiﬁmﬂ Request | Email J

<< Previous | Next >>
ul U.S. Department of Commerce

o List Name: Practice List
ast Saved: 05-15-2005

Intelligence Operations Specialist
Office of the Secretary
(301 ¥h-ZA-I%: Do you have at least 1 year of specialized experience which is equivalent to at least next lower grade
(GS-12)7 (See "CQualifications” for the definition of specialized experience).
1. Yes
2. Mo
(302) AlL-Do you have experience recognizing and evaluating all sources of intelligence information likely to impact trade,
economic, and science and research programs?
1. | have not had education, training or experience in performing this task,
2. | have had education or training in performing this task, but have not yet performed this task on the job.
3. | have performed this task on the job with close supervision from a supervisor or senior employee.
| have performed this task as a regular part of the job, independently and usually without review by a
" supervisar or senior employee,
| have supervised performance of this task andfor | have trained others in perfarmance andfor am normally
" consulted as an expert for assistance in performing this task,

Print

<< Previ aic Next >>)
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Select your HR Specialist’'s name. If you want to retain a
copy of the Email Question Selection sent to HR for your
records, in the “cc” box, type in your complete e:malill
address. In the “FROM” box, YOU MUST TYPE IN YOUR
COMPLETE E:MAIL ADDRESS for the system to send the
listing to HR. Click “send” to forward the questions. This
completes your submission to HR.

I Ilrlng I lanagEI nent Welcome Alfonso Soriano, Aug 15, 2006 ~ @lLegend| ®Q?LMGIO®ME
m me: minntes

" Data Admin Home 'y il Revi Ty Certificate Review ™

#. Return to Question Listing

18



To later access your list, from the screen below, click the
“Load List” drop down and select your saved list name.
Click on “Next” and you can now resume the question
selection process and submit to HR.

Hiring Management

monster’

(@O Legend | &) Logout | @ Hel

Welcome Alfonsoe Soriano, Aug 15, 2006
Maximum System Inactivity Time: 60 minu

Data Admin Home

"y~ Question Selection

Category Selection

Vacancy Review

7" Certificate Review |

4. Retumn to Organization Selection _

\\ OrganizalionjL Cangory} Queslions} Selection ) Additional Request) | Email |

Load List:

ul U.S. Department of Commerce

Practice List

<< Previous MNext =>

GO

Last Saved:

NOTE: You can revie
Flease choose at fea,

O¥ 0000-General
3 0020-Commul
0080-Securit
0081-Fire Fig
0083-Police
0132-Intellige
0201-Hurnan
0201-Fer:
0301 PMS-Pr
0318-Secreta
0343-MNOAA,
0510-Accoun
MNANZ-Frninad

o

N i A
e

TEEL:

N
gt

N
g

1000000 OOO0O

o
u

Amandalluestions
Boowah

CBEJ1

Firefighter
GG-1531

IT

lce Cream

Intel. Training Demo
LE list

LE list2

LK Testing Qs

List Mot Sawed

kW GACCT

Fat's Questions
Faolice Officer
Practice Lisst

Practice List 2
FracticeList

Test

TestSawe 7 27

jp list B/3/6
law_enfarcement_mlk
mary_list

moates
rmichelle041106

By elicking on queshion Jocon next to the categony
putiorn

I»

Specialist/Officer

2] (][9] (][9] [] [9] [s0] [0] (0] [] [ 0] []

|4

=< Frewoﬂ Mext >>
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Additional Functionality within the
Question Library

Selecting questions from multiple series —
referred to as categories.

Using the Filtering option.

20



"
Multiple Categories
In some instances you may need questions from more than
one category, e.g. Budget and HR. From this screen select
Instead of selecting one category, select multiple categories,
then click “Next”.

lelng Management Welcome Alfonso Soriane, Aug 15, 2006 © Legend | @ Logout | @Help
monster’ Maximum System Inactivity Time: 60 minutes

[ Data AdminHome | Question Selection ' Vacancy Review | Certificate Review |

4. Retum to Organization Selection "]

\ _Clrganizaliarb']. _Cangorv}_ Queslions)_ Snlncﬁon)_nddiﬁmal Rlequesl/-_ Email )

<< Previous | Next ==

uli U.S. Department of Commerce
Load List: |~Please Select List Name-— | (GO

Last Saved: |10

NOTE: You can review ail subcategories within a category by clicking on queastion lcoh hext to the categohy,
tizast ohe categony and ciick "Wext ==" button

0000-Genewal

|»

% 0020-Commuity Planner

| ",!',J 0318-Secratary JOA)
3 0343-MOAL
% 0510-Accougftant

MAN?-Foednrerinn Terhnician _k
=< Preﬁaus@

[
[}
2
T
o
5
i)
e
a
L}
w
ol
=
1)
wr
%3]
0
1]
=h
ok
=
2] (3] [3] [9] [3] [9] [0 [9] [ 3] [ 9] [ 3] [ 9] [ ]

=
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" J
This screen allows you to expand the guestions in each

category by either a) clicking on the plus sign on the left of
the category or b) clicking on “expand all.”

L d Hel
lelng Management Welcome Alfanso Seriano, Aug 15, 2006 @_Egﬂl@@go_ul] @Help
monster’ Maximum System Inactivity Time: 60 minutes
Data Admin Home | Question ion ' VacancyReview | Centificate Review |

4 Retum to Category Listing (1
@ﬂ_"@@@[ﬂ M%@] \ Organizalion)'\.. Calauury)- Questions |- Selection - Additional Request - Email | E X p a n d

<<Previous = | Next>>

i US. De-pamnem of Commerce j AI I " O p e n S

List Name: List Mot Saved

Last Saved: null

T T ) up the
N subcategor

les and
makes all
guestions
In the
o D category

avallable 22

i./ 0132-Intelligente Operations Specialist
i'.l 0201-Human Resources Specialist




The category/subcategory is listed at the top followed by the

guestions.

Select the guestions you would like to use in your

vacancy, then click “Next”.

Hiring Management

L d
Welcome AHonso Soriano, Aug 15, 2006 @ Legend | @Logout | (

monster’ Maximum System Inactivity Time: 60
" Data AdminHome | Q “{_ Vacancy Review Certificate Review )
1. Retumn to Category Listi
Il-f@:ﬁm_@ \ Organizalinn/')_ Camgnry)__f‘ i )_ Sel )_ Additi 'annesl/-_ Email )

01332-
Intelligence
Operations
Specialist

¥

Ll %
]

[<]

N

A
N
MC
N
N
N
N

NOTE: ¥ou can review the full queshion fext and choices of the chosen question by clicking on question jeon hext fo the question.
Fach of the categories may be expanded by choosing the pius jcon (+) Jocated next to the calegorny. This funchionalily aiso exists for each subcategony.

o

0201-Human Resolrces Specialist
0201-Empl & Class-Employment & Classification - Basic quals, arade 11

<< Previous MNext :

Wl U.S. Department of Commerce
List Name: List Mot Saved
Last Saved: 08-15-2006

Expand All | Hilter Questions |

Do you have 52 weeks of specialized experience equivalent to grade 9 in the federal service.

I can cut a melon in 100 pieces

Have you successiully completed any formal training courses in Custormer Service within the last five years?

Have you used judgement and ariginality to develop innavative solutions to HR issues where guidance is conflicting ar entirely lacking?
Have you provided advisory services to managers an all matters pertinent to position classification and position management?

Have you provided advisory services to managers on all matters perinent to recruitment and staffiing?

Hawe you provided advisory senices to managers on all matters pertinent to pay administration and compensation?

Do you have experience creating vacancy announcements in aweh based automated vacancy announcement system such as Quick Hire, RESUMIX, or USAIOBS?

Fim

el e v L e

Save

PR,

<< Previous. K Next >> | )
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You'll see your questions presented with leading numbers.
These numbers can be used when “filtering” for specific
guestions. Click “Next”— you’ll be back to the e-mail screens.

lelng Management Welcome Alfonso Sorianc, Aug 15, 2006 O Legend | ©®Logout | DHelp
monster” Maximum System Inactivity Time: 60 minutes

Data Admin Home | Question Selection | Vacancy Review | Certificate Review |

4. Retumn to Question Listing

\\ Organizaijon)_ Camgory}'_ Questions )_ _Sslal:tiun )_ Additional anuesy_ Email )

<< Previous | Next >>

ul U.S. Department of Commerce
List Name: List Mot Saved

Last Saved: null

Intelligence Operations Specialist
fice of the Secretary
N M- ZA-1: Do you have at least 1 year of specialized experience which is equivalent to at least next lower grade
(55127 (See "Clualifications” for the definition of specialized experience).
1. Yes
2. Mo
Ah- Do you have experience recognizing and evaluating all sources of intelligence information likely to impact trade,
economic, and science and research programs?
1. I have not had education, training or experience in performing this task.
2. I have had education or training in performing this task, but have not yet performed this task on the job.
3. I have performed this task on the job with close supervision from a supervisor or senior employee.
| have performed this task as a regular part of the job, independently and usually without review by a
" sUperisar or senior employee.
| have superised performance of this task and/or | have trained others in performance and/or am normally
“consulted as an expert for assistance in pedforming this task.

Print

<< Previous | Next >> J -‘_—
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Using the Filter Function

This is a new function for managers. It is a powerful search
tool and will help avoid repetition in the question library.

iri Legend H
lelng Management Welcome Alfonse Soriano, Aug 15, 2006 O Legend | @Logout | D
monster’ Maximum System Inactivity Time: 60 mini
" DataAdminHome | Question Selection | Vacancy Review | Certificate Review |
4. Retum to Organization Selection
%,’; \\ Organization)- Calﬁgury}- Questions }-| Selection | Additional Request)-| Email

<< Previous | Next »>

uh U.S. Department of Commerce

Last Saved: '

NOTE: You can raview aif subcategories within a categony by clicking oh question icon L2l next to the category.
Flease choose at least one categony and click "Wext ==" button

0 i} 0000-General

N ? D020-Cammunity Planner

O i,} D0BO-Security Specialist

N ? 00B1-Fire Fighter

O Ji,» 00B3-Puolice Officer

O ? 0132-Irtelligence Operations Specialist

0 J!"’ 0201-Human Resources Specialist

H ? 0201-Fersannel Mgmt/Officer-Persannel Mamt Specialist/Officer |
O i,} D301PMS-Program Mat. Spec.
O ? 0318-Secretary (OA)

0 i,» 0343-NOAA

O ? 0510-Accountant

™ 4 [AN2-Fnnineering Tachnirian

<< Previous | Next>>

To clear any
previous filters,
leave “Please
Select List Name”
In the Load List
block. Select the
categories you
wish to search
then click “Next”.
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" J
A screen showing your selections will appear. Now click “filter
guestions.” You could click “expand, but you don’t have to.

The filter will search for you. Click “next.”

lelng Management Welcome Alfonso Soriano, Aug 15, 2006 O Legend | @Logout | @Help
monster: Maximum System Inactivity Time: 60 minutes

" Data AdminHome " Question Selection | Vacancy Review | Certificate Review

4. Retum to Category Listing

@I- M@'ﬂ:ﬂ@ \ Organizal.inrﬂ- Calegory}'—_ﬂunslions}_ Selaction)-ﬁ.ddiﬁmal Ruequeslj-_ Email )'|

<< Previous | Next >> |

al U.S. Department of Commerce
List Name: List Mot Saved

Last Sawved: 07-28-2006
E d All Filte ti
; Bucioet L= eebebinices of the chosen question By clicking on question icon next to the question. =L 4

categories may be expanded by choosing w5 Jcon (+) Jocated nexd to the categons. This functionalily also exists for each subcategory.

'i,’ 0132-Intelligence Operations Specialist
¥ 0081-Fire Fighter
¥ 0083-Police Officer

Save

<<Previous | Next > | ‘_—
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To begin identifying your filter criteria, click “select field.”

Hiring Management
monster’

[ DataAdminHome ) Question Selection | VacancyReview | Certificate Review

Welcome Alfonso Soriane, Aug 15, 2006

(D Legend | @) Logout | )Help
Maximum System Inactivity Time; 60 minutes

Filter Criteria SaveFiter | Load Filter |

£ Retum to Question Listing |

Fiease seiect Fiter Criteria

Filter Field{s)

e
‘Equals V‘

]

Remove

Apply |

Cancel |
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Your options are listed. “Question Text” is recommended.
You can then search for questions with specific words.

I . Legend | () Logout | (?)Hel
lemg Managemem Welcome  Alfonso Soriana, Aug 15, 2006 . ®_9_|®_9_u|®_E
monster’ Waximum System Inactivity Time: 60 minutes
" DataAdminHome | Question Selection | VacancyReview | Certficate Review |
Filter Fields
Piease seiect one ofthe foffowing fiter fieicls Cancel Selectiun_ J
| Question D
| Gategary
| Subcategoy
| Question Type
| Quesfion Teu
| Choice Text
| Question Status
Cancel Selection J
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Under “Operator”, pick “Contains the text” and put your term
In “Filter Value (s).” For this example we used the word
“security”. In some cases, you may need different forms of a
word such as “Budget” and “Budgetary”. Click “Apply”.

lemg Management Welcome Alfonso Soriano, Aug 135, 2006 D Legend | ©Logout | (@Help
monster’ Maximum System Inactivity Time: 60 minutes

[ Data Admin Home Y Question Selection Y Vacancy Review Y Certificate Review \

_t Retum to Question Listing

Filter Criteria Saafiec ) LosdFllec )

Please select Fifter Crieria

Insert Row
N e
Filter Field{s) Operator Filter Value(s) | logical | opion |

Select Field ' Question Text Cortaing the text v ‘securﬂy ‘ Remo'.re

Equals
Greater Than pply | Cancel |
Less Than

Greater Than orEqual To
Less Than ar EqualTo

Cortaing the text

Mot Equal
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You'll see that only questions with your key word (security)
appear. Make your selections, click “Next” and you’ll be back
to the question selection/submission process.

ir Legend Hel
lelng Management i Welcome Alfonso Seriane, Aug 15, 2006 ) O Legend |®_L_og!o_ut | ®_—EE
maonster Maximum System Inactivity Time: 60 minute:
" DataAdminHome | Question Selection | VacancyReview | Certificate Review

1. Return to Category Listing Y O u aI S O
<<Previous | | Next>> h ave th e

wl U.S. Department of Commerce -
List Name: List Mot Saved O ptl O n tO

Last Saved: 07-28-2006
E d All Filte fi
NOTE: You can review the full question text and choices of the chosen question by cliciing on question icon L] nextto the question. xpand Ay | Fiter Questions S aV e t h e S e
Each ofthe Categories may e expanded by choosing the s leon (+) located nextto the categony: This iunctionafily also exists for each subcategon.

E i.' 0132-Intelligence Operations Specialist u eSti O n S aS
‘; 05-Office ofthe Secretary q

B “!‘.' [081-Fire Fighter .
‘; General Questions-General Questions reVI O u S Iy

] @1 0083-Police Officer p
? NIST-NIST

[-] § 0s-Office ofthe Sectetary d escri b ed .

m Do you have experience obtaining and verifving information, evidence, and facts in order to initiate and conduct a security investigation?
——

@I- Mm@ \ Organizalim\)'_ Camgory)_ Qusslions)_ Selection )_Mdiﬁml anueslj-_ Email

|»

m Do you have experience respanding to and following up on security complaints?

DI #4 Have you responded to calls or alarms involving & crime ar security incident?

m Doyou have experience obtaining and verifiing infarmation, evidence, and facts in order o inifiate and conduct a security investigation?
T #4 Do you have experience responding to and following up on security complaints?

m Have you responded to calls or alarms involving a crime ar security incident?

mk Do you have experience obtaining and verifiing information, evidence, and facts in order to iniiate and conduct a security investigation?

Save

<< Previous | Next>> ‘—

30



H
i# youlre !aml‘lar WI'[H your “favorite” questions, this is where

you can use the question number to search for specific
guestions. Select field “Question ID”, then “Equals” then
Insert the number. Resume the question selection process.

g Mgenen
Mortey

Welime Afins Sorons, Aug 1,205

F

Fier Felds

17

 Daahintone | Costn ot | Vheen | oy

Ol Lo Oy~ Hirng Management
e Sysem acty i 0 e

Pl setonec e g e

Gancel Selcfion y

Gance! Selcfion ]

Welcome - Alfonso Soriana, Aug 15, 2006
manster’

N

" Deaddmintome | QuesonSeketion | Vacny Revew | ConfaeRevew

Filer Critera SaveFiter | LoadFier |

Please selertFire Cileria

il i) File Ve
Sol il | Qi sl

he e A
——
Select F@ Eques x.:>

Apgly || Canel |

T el
]




"
Now that you are familiar with the Filter option, you can add
Multiple Filter Terms: Refer to the above screen, but now
click on “insert row.” You identify “select field”, “operator”,

and “filter” values for each additional row.

Hiring Management
monster

Welcome Alfonso Soriano, Aug 13, 2006

" DataAdminHome | Quesion Skecion | VacaneyReview | Cerficae Revew |

0 s Lo e

Maximum System macivity Time: 60 minte

Filter Criteria Save Filter J Load Filter J

£ Retum to Queston Listng J

Flease select Fier Creria

Select Field | GUesfion Te

Select Field | (Ueshion Tex

Cottens te fext

¥

Fler Feldg) Filer Velueg

securty

Ao ¥

Cottens te fext

¥

g

Oplion

Remove

Remove

ﬂ A}]p'y fl Cannel ;‘

You'll have the
options of either
a) clicking “apply”
(you'll get a list of
guestions
properly filtered)
or clicking “save
filter” (a copy of
your filtered
guestions will be
saved: you can
go back and add
other filtered
values to the list).
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I Vacancy Review

This section allows you to review the announcement and
authorize your HR Specialist to release the posting to
USAJOBS. From the welcome page select the Vacancy
Review tab.

(D Legend | @ Logout | @ Help

Hiring Management

elcome

Alfonso Soriano, Aug 15, 2006

maonster” Maximum System Inactivity Time: 60 minutes
" Data Admin Home {__Question Selection |~ Y] Certificate Review
Question Selection ie Certificate Review
o Create/Edit List of Questions for HR Specialist i ACancy o View Open Certificates
+ “iew Cuestion Choices + Preview “acanc y and Cuestions « Yiew Applicant Data

* YWeight Questions
« Send the Question List wia Email
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" J
Your HR Specialist will provide you the announcement
number. Enter it, select your view options, and click “go”.

lelng Management Welcome Alfonsoe Soriano, Aug 15, 2006 @ Legend | ®Q9°—“t| @Help
monster’ Maximum System Inactivity Time: 60 minutes

" Data Admin Home " Question Selection 'y  Vacancy Review | Certificate Review

Asterisk (%) indicates & required fieid
% Announcement Number: |OSY—EDDE—DDEEI {@

O Announcement Only

—. ® Announcement and Guestions
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Review your announcement! If required, contact your HR
Specialist at the conclusion of your review.

iri Legend Hel
lelng Management Welcome Alfonso Soriano, Aug 15, 2006 © Legend | ©®Logout | ©Hel
monster: Maximum System Inactivity Time: 60 minut

" Data AdminHome | Question Selection )y~ V. y Revi (" Certificate Review |

Asterisl (%) indicates a required field,

% Announcement Number: [O5Y-2006-0023 GO

e View Oplions  p e ;

O Annauncemant Only

@ Announcement and Gluestions

Announcement Number: O35Y-2006-0029
Vacancy Description: 2006-Jaint-3 JP

Open Period: 2006-05-01 TO 2006-05-05
Series/Grade: ZA - 0080 - 04 /05

Salary: $90,000.00 - $130,305.00
Promotion Potential: A -05

Hiring Agency: OFFICE OF THE SECRETARY

Duty Locations:
FEW vacancy(ies) in Washington OC Metro Area, DC
FEW vacancy(ies) in Suitland
Contact Information: Jonathan Perez, 202-482-5567 Jperezi@doc. gov
Additional Information:
Who Hay Applwy:
A1)l gualified US citizens.

Job Summary:

The Department of Commerce Office of Security enhances nationwide

programmatic security services, which ultimately aid in the

Department 's overall ability to identify and respond to threats to =
personnel, assets, and operations thus creating a more secure work

environment for all. Specifically. five major security-related

programns are working together to reduce the terroris=m and espionage '\\\H_-—ﬁ’/
rizks and increase emergency management effectiwveness throughout the
Department .

In this role., the incumbent will prowvide policy and guidance to both
0SY and the Department. The duties will include overseesing the




Certificate Review

This section allows you to electronically review and make
a selection from your certificate of eligibles.
From the welcome page select the Certificate Review tab.

lelng Management Welcome Alfonso Soriane, Aug 13, 2006 (O Legend | @ Logout | (Help
maonster’ Maximum System Inactivity Time: 60 minutes

| Data Admin Home | Question Selection |  Vacancy Rvﬁl&r | Certificate Mew |

Question Selection acamncy Review Certificate Review
+ Create/Edit List of Cluestions far HR Specialist o Preview Yacancy o View Open Certificates
+ Yiew Question Choices ¢ Preview Yacancy and Questions o View Applicant Data
+ ‘Weight Cuestions
+ Send the Question List via Email
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" J
Your HR Specialist will provide you the announcement
number and password. Enter them, and click “go”.

Hiring Management
monster’

Welcome Alfonso Seriano, Aug 13, 2006

" DataAdminHome '/ QuestionSelection | VacancyReview | Certificate Review |

(D Legend | @ Logout | @ Help
Maximum System Inactivity Time: 60 minutes

Announcement Number: ‘OSY—2DEIE-DDZEI

Password: ‘""""|

‘GD
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Your certificates will be listed. Click on the certificate number
you would like to view.

Hiring Management

Legend Hel
Welcome Alfonse Seriano, Aug 15, 2006 O Legend | @ Logout | @ Help
monster’

Maximum System Inactivity Time: 60 minutes

Data Admin Home | Question Selection | Vacancy Review | Certificate Review |

Yacancy Details
Announcement Number 05Y-2006-0029
Position Title : 2006-Joint-3 JP

Sefectihe certificate to review by clicking an the cettificate number. An active certificate ia a cettificate whose status is equalto "Doen” [nactive certificates have a status of "Closed” ar "Audited”. Any cerificate where
the Expiration date /s after the current date s considerad "Closed”

Certificate Listing 4. Retum to Vacancy |
otatus Certificate Grade,"Band 5 Expiration Date Sentto HR
05Y-2006-0029-DEU 11 Suitland 2006-08-04 2006-11-02
09Y-2006-0029-LK Suitland 04104 2006-07-24 2006-10-22

Result 1-3of 3

Page 10of 1 Show results per pa
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From here, you can click on the applicant name to see the
entire application, or the “view” under a specific column.

lelng Management Welcome Alfonso Soriano, Aug 15, 2006 @ Legend | ®Logout | @Help
monster’ Maximum System Inactivity Time: 60 mimnes

/" DataAdminHome { Question Selection | VacancyReview | Certficate Review |

Certificate Details

Vacancy: C5Y-2006-0029 2006-Joint-3 JP
Certificate Number: 08Y-2006-0029-Lk

Location: Suitland

Grade/Band(s): 04i04

Announcement Type; DELEGATED ExAMIMING

Click an the appiicant name to review alf data or click an the fink inthe column of the data vou wish o review. If selecting mutiple applicants for a vacancy, use the Selection Ranking column to priontize vaur choice
{al by putting & numiber. (Do hot assign the same numier to muitinie appiicants) Uae the SAIE aption fo retain Your selections without submiting fo AR When vour selection(sl is complete press SUBMIT TO HA.

Available Applicants 1. Retum to Certificate Listing |
Applicant Name Grade/Band | Personal Core Vacancy Documentation] Selection Dispaosition
Data Questions Data Ranking
]

5
MKMP, MIEHP 04 view view view views view ‘A—Selec:ted v|
LPPESAA, LOVISE 04 vigw view vigw viE e |2 ‘ ‘ FR-Failed to Reply v|
JPNFS, JONATHAN 04 vigw view vigw view Vi | ‘ ‘—Seledadispnsitiun e v|

Result 1-3of 3

Page 1of 1 Show results per page. APPLY

Save  Submitto HR |
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Depending on what you selected, you'll see the entire
application or the specific area you chose to view. Click “Return
to Applicant Listing” when you complete your reviews.

Hiring Management

Welcome Alfonso Soriano, Aug 15, 2006
monster’

Data Admin Home Y Question Selection Y Vacancy Review

Y Certificate Review \

Vacancy:
Certificate Number:
Location:
Grade/Band{s):
Announcement Type:

(D Legend | @ Logout | (D Help
Maximum System Inactivity Time: 60 minutes

Certificate Details

0SY-2006-0029 2006-Joint-3 JP
OSY-2006-0029-LK

Suitland

04/05

DELEGATED EXAMINING

>

N

Applicant: MEMNP, MEMP, B

1. Retum to Applicant Listing )

Personal Data
Address:

Street Address 1:
Street Address 2:
City:

State:

Zip Code:

Plus 4:
Phone Number:
Email Address:
United States Citizen
Veteran Preference:
Start of Service:
End of Service:

2850 LOCHMESS LANE

CHES BCK
D
20732

301-855-5730

MEMETEETAWGEHOTMAIL. COM
B es

MY

1990-08-23

1991-08-23

Number

-

[ T VI TS R - P

11

Core Question Responses

Question Text

Are you a veteran who was separated from the armed forces under hanorable canditions atter completing an initial continuous  Yes

tour of duty of 3 years {may have been released just short of 3 years)?

Are yau a current Federal employee?

Are you a current Federal employee sernving under a Veterans Recruitment Appointment (YRAY appointment?
Ifvou are a current Federal employee, by what agency and arganization are you employed?

Ifyou selected "Cther, please enter the agency and organization.

Ifvou are a Federal employvee, underwhat type of appointment are yau currently serving?

Ifvou selected "Other”, please enter your current appaintment type.

Ifyou are MNOT currently serving in the competitive service as a permanent career ar career conditional Federal employee, are
you eligible for reinstaternent?

Ifwou are, ar ever were, a Federal civilian emplaoyee, please indicate the pay plan ofthe highest grade level 'pay band you held:
Ifvou selected "Other”, please enter the Pay Flan.

Ifwou are, ar ever were, a Federal civilian emplayee, please indicate the highest grade levelipay band you held that corresponds | am not, nor have | ever been, a Federal civilian employee

to the pay plan you identified in Question number 9 ar 10,

Guestion Response

Mo

fes

| am not a current Federal employvee
Ma Answer

| am not a Federal employee

Mo Answer

Mot Applicahle

| am not, nor have | ever heen, a Federal civilian employee
Mo Answer

L~
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Then make your selections: using the drop down to get your

codes (Disposition). Use numerical ranking (i.e., first choice
IS “1”) to identify a second applicant if the first declines.

lelng Management Welcome Alfonso Soriano, Aug 15, 2006 O Legend | @Logout | DHelp
maonster' Maximum System nactivity Time: 60 minutes

Data Admin Home Y Question Selection Y Vacancy Review Y Certificate Review \

Cerificate Details H
08Y-2006-0028 2006-Joint-3 JP CI ICk “Save” to

Vacancy:
Certificate Number: 05Y-2006-0029-LK
Location: Suitland ke e p yo u r WO r‘k

GradeBandis): 4i05

Announcement Type: DELEGATED EXAMINING an d re '[u rn to | t

Click on the appiicant name to review ail data or cfick on the fink in the column of the data you wish to review. Jf seiecting mullinie appiicants for 8 vacancy, yse the Selection Ranking column o prioribize vour choice
{s) by putting & numier. (Do not assign the same number to multinle apoiicants) Use the SAVE oplion to retain vour seiections without submitting to HR. When your sefection(s) is compiete press SUBMIT TO HR. I I 1 k
ater, or clic

Available Applicants A Rotum o erfcts Listng ) “Submit to HR”

Applicant Name Grade/Band Vacancy Resume |Documentation| Selection
5 Data Questions Data Ranking 1
T to send it to

MKNP, MKNP iew view view igw WiEw |T | |A—Se|eded v|
HR now.

LPPESAA, LOUISE 04 e wlew view e g |2 | | FR-Failed o Py v

JPHFS, JONATHAN 04 iew view view iew vigw | | |—Se|edadispositi0n i v|

Resuft 1-30f 3

Show results per page. APPLY

_ Save | Submitto HR | !
\\_

41



"

If you click “Submit to HR,” this is what you’ll see.

Welcome Alfonso Soriano, Aug 15, 2006

Hiring Management
monster’

Data Admin Home Y Question Selection Y Vacancy Review Y Certificate Review \I

(© Legend | @ Logout | (DHelp

Maximum System Inactivity Time: 60 minutes

Asterisk (%) indicates a required fiaid

* To: ‘

(Muitinie adcresses may
he entered Hut muost
separated By semicoions)

* Selection Official Name:‘ ‘

* Selection Date: Selectthe date
August v |[15 v 2006 v
% Options: | Flease Select v |
Comments:
(Maxirmum 1000
characters)

Cancel J Send J
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" J
Complete this form — making sure the e-mail address is
correct -- click “Send”. To retain a copy for your records,
Insert your email address. Your HR office may also require
you to sign a hard copy of your selection certificate.

lelng Management Welcome Alfonso Soriane, Aug 15, 2006 O Legend | @ Logout | @Help
monster’ ' Maximum System Inactivity Time: 60 mimtes

(_DataAdmin Home |  Question Selection | Vacancy Review | Certificate Review |

A

Asterisk (% ) indicates a required field,

% To:

Muitipie addrasses may I
be enferact but must
sepatatadt Dy semicoions)

* Selection Official Name: |

* Selection Date: Selectthe date R
August ¥[[15  w|(2006 ||
S Sipens: i--Seleu:tiDn[s) completed v?
Comments: Please Select .
(Maximum 1000 | cho notwish to select any of the candidates
characters) | do notwish tafill this position atthis time

Please refer additional names

Selection(s) completed |
{Other- See Comments. F Q —
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Once you send it to us, this is what we will see. Your HR
Specialist will proceed according to their office policy.

New Merna || Reply = || Reply To All = || Farward ~ || Detete || Follow Up ~ || Folder = || Copy Into New ~ || chat = || shaw Thread || Toals ~ |

admin@quickhire_com To |rmaddox@daoc.goy
081 5/2006 03:10 Phd fela]
boo
Subject |Cert of Eligibles Ready for ReviewSelection

Dear Human Resources,
The following Certificate of Eligibles has been completed by Joe Blow on August 15 2006 and is ready for your review:

Certificate #: OST-Z006-0029-LE

Title: O8T-2006-0029
Grade/Band: 04/08

Location(s) : Suitland

Aotion: Zelectionis) completed
Comtnents : Test

Please log into HR Department of Commerce Career Opportunities View My Certificates at https://training.guickhire.com/doc to view the
manager's selection(s) and comments.

This message was sent from an automated system that cannot receiwve e-mwail. FPlease do not reply to this message.



Questions? Please contact your servicing HR specialist for
more detail on any of the information provided.

We thank you for your consideration and look forward to
working with you to ensure that this new upgrade of ACES is
a resounding success!

45



	Introduction
	Introduction Continued	
	Purpose
	Hiring Management Log-in�Your HR Specialist will provide you with the web address,  User ID and Password.�
	Welcome Page�From this point, the user may choose to select questions to be used in the vacancy, review a vacancy or review an
	Question Selection�This section allows you to electronically search and select questions for submission to HR.  From your Welc
	After clicking on the “U.S. Department of Commerce,” this screen appears:
	Click the “Expand All” button to see a listing of subcategories.
	You’ll see your List Name and the selected questions.  Click “Next”.
	Your questions are presented with leading numbers.  These numbers can be used when “filtering” (more on filtering to come) for
	Now you should see your questions (with filtering numbers), the List Name and date it was saved.  Click “Next”.  
	To later access your list, from the screen below, click the “Load List” drop down and select your saved list name.  Click on “
	Additional Functionality within the Question Library
	This screen allows you to expand the questions in each category by either a) clicking on the plus sign on the left of the cate
	Vacancy Review�This section allows you to review the announcement and authorize your HR Specialist to release the posting to U
	Certificate Review�� This section allows you to electronically review and make a selection from your certificate of eligibles

