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Part 1. USAJOBS “My Account”

“My Account” in USAJOBS is the area within USAJOBS where applicants begin the application
process. For VA, Application Manager, which is a feature associated with USA Staffing, is the
internal application system that applicants are seamlessly transferred to Application Manager
after completing the first steps of the application process through USAJOBS. That is where they
will complete and submit their application(s).

My Account

Functions within USAJOBS USAJOBS

My Account

Highlights from USAICBS »

At My Account, the applicant has the option to do
several things:

e Create or upload a résumé o

e Setup ajob search query s :

e Assemble an application ke 0 QD

e Upload supporting documents | i

e Edit account profile information —
Résumés
My Account allows the applicant to view, delete,
rename, edit or upload existing
résumés. The applicant can also create B Resumes
a. neW résu mé uslng Résu mé Builder, USAJOBS' Resume Builder allows you to create a uniform resume that provides all of

. , , the information required by government agencies. Instead of creating multiple
Appllcants are urged to use Resu me gszuﬂrzlgz;:ui\r;:;?nt formats, you can build your resume once and be ready for all
Builder to ensure their résumés contain o
all the required information (i.e. start VT e it | Dl | Sane B e o1
and end month/year). If applicants Source: Bt with USAI0RS Resume Builder
upload résumés, they need to Check the Resume 2: test Status: Not Searchable
View | Edit | Duplicate | Delete Make Searchable

document to make Sure a” thls ;‘;:lr::t: ;jlflfgtish EESiJugEES Resume Builder
information is included.
'Creat'lng the résume in Résumé Builder T et o3 e e oo e 2
is a simple 4-step process:

1. Identify basic information

2. Describe experience

3. List education and training

4. Save (either for later or in the USAJOBS searchable candidate database)

Applicants can store up to five different résumés; these can be created through Résumé Builder
or uploaded.

Note: Personal, uploaded résumés cannot be larger than 3MB.

Notice that one of the résumeés listed in the illustration above is identified as searchable, while
the other is not. This means that the first résumé can be viewed in the USAJOBS résumé bank.




The résumé bank is a large pool of saved résumés that recruiters can browse online when looking
for applicants. The second résumé was marked “Confidential” when the résumé was built. It is
not included in the résumé bank. The second résumé will still be completely visible to the
manger when submitted for a specific vacancy announcement.

Job Search Agents Cresti Job Search Agat
Applicants can also create job search agents. In the : ,
agent, the applicant specifies what type of job they
are interested in applying for, the duty location, etc.
Applicants can build up to ten of these searches.

Then, whenever a job is posted that is a match of At -

what the applicant has entered, an email is HhchS

automatically sent to the applicant with a link to the PicounSudps i Fnmce

vacancy’s announcement. Copmi. Patent and Trodemrk v
OCCU ional se“‘es 0 Anis € ol for Muon) ia rlricmp salarhane

Note: Internal merit promotion postings cannot be c7m : :

- 8925 . Able Qeamanrr'amenarre]
found in searches through USAJOBS. 00 - oo Bdgs nd Fisiac .

Application Tracking
My Account tracks applications that were submitted by clicking the “Apply Online” within the
last 18 months.

Save Jobs

The “Saved Jobs” feature allows applicants to save links to announcements that are of interest.
When applicants want to refer back to the announcement, they simply click on the link listed in
their account.

To save a link, the applicant simply clicks the “Save job” link at the USAJOBS search list. After
the link has been saved, the pale gray “Save job” changes to “Saved” in bold type.

Saved Documents " Saved Documents

Using the “Saved Documents” feature, o e e
applicants can upload several documents to e

their account to submit with applications. Up tond 2 e Document &

to ten documents such as the DD-214, SF-50,

H Browse... |

SF-15, transcripts and others can be stored in ease enter o name fo this attachment (100 characters mo)
the account. I

[ upload
Note: The Size I im it for these uploaded You have saved 0 of 5 possible documents.

documents is 3MB. To avoid too-large files,
applicants should save documents in PDF (Adobe Acrobat) format.

Uploading is a simple process of choosing the file category that will be uploaded (such as DD-
214), browsing the computer for the saved file, assigning a name for the saved document, and
clicking “Upload.”




Now the applicant is ready to find a vacancy for which online applications are accepted.

4, Search Jobs

4, My Account < Info Center

SIGN IN OR CREATE AN ACCOUNT

Search Jobs

Keyword 'r\l ’\ISAJQE‘C%,,

[what: (keywerds) | [Where: (city, state or zip codd °
"WORKING dvanced/Int >

Erovze Jobz = & srnztionzl Search

<MM5"R!‘ ‘OVERVIEW ‘ DUTIES | QUALIFICATIONS & EVALUATIONS | BENEFITS & OTHERINFO | HOW TO APPLY

Department of Veterans Affairs

‘Gm to section of this Job: v ‘

Agency Information:
Office of the Coordinator
PLEASE DO NOT MAIL/EMAIL
APPLICATIONS

APPLY ONLINE OR FAX ONLY
Thank you, DC 20210
UNITED STATES

Job Title: Voluntary Services Specialist
Department: Department Of Veterans Affairs
Agency: Department of Veterans Affairs

Job Announcement Number: DVA-02-HAZ99321

SALARY RANGE:
OPEN PERIOD:
SERIES & GRADE:
POSITION INFORMATION:  Full TimeAgency Employees Only

DUTY LOCATIONS: 1 vacancy - Washington DC Metro Area, DC
WHO MAY BE CONSIDERED: Facility Employees Only

73,100.00 - 95,026.00 USD fyear
Monday, November 09, 2009 to Friday, May 14, 2010
GS-0301-12

Part 2: Applying to a Vacancy

When a vacancy of interest is found on USAJOBS, applicants simply click “Apply Online” to
begin the online application process. If not already signed into their USAJOBS account, they

will be asked to do so.

The first screen the applicant sees is
one that lists all supporting
documents that are saved within their
My Account. Any of these saved

USAJOBS =

Plaace Note: If you are resy
decuments!

sbmiting

Apply Online to the following job:

Job Announcement Number: Wy 13-8M5-524065
l

7] whars:

or updating a previcus apphication you must re-submit all requirad

documents may be “highlighted” and o

“selected” for submission with the oy O

current application package they are s o MR g PO
putting together. Mf#m E—
Then the applicant clicks on the

“Apply for this Position Now” A et

button at this screen. After clicking
this button, the applicant is taken to
Application Manager to complete the
Questionnaire and submit the
required application materials.

Note: Files selected for an application in the USAJOBS My Account automatically transfer to
Application Manager. The applicant can also select files to attach while in Application Manager.

SELECT
TRANSCRIPTS (Mason Transcrpts)

Flelds below with an asterisks (*) are reguired.

1 have praviewed my resums . The selected document ing

with this appheation.

tudes the information 1 wish to provide




Options for Applying

Applicants may apply electronically or by faxing their application materials. Applicants should
be strongly encouraged to apply electronically. The process is much easier, more secure, and
less prone to error than faxing materials.

e Fax materials do not have the same image quality, must be verified by the OPM
processing center manually, can become separated from each other, and are more likely
include errors in the Vacancy Identification Number (meaning the document cannot be
matched up with the announcement).

e Status notifications are more limited.

e USAJOBS allows applicants to store documents such as the DD-214, SF-50 and
transcripts in their online account. Copies can then be easily attached to applications
whenever needed, instead of locating and uploading the files again.

Facility Computer Workstations

Where possible, facilities should establish a computer workstation (preferably a personal
computer with an all-in-one printer/scanner/fax or the equivalent) in each HRO or other secure
area for use by employees applying for USA Staffing recruitments. Employees should use the
workstation during non-duty work hours (break, lunch, etc.). The workstation is intended to
assist current VA employees with the transition to a new application system. The computer
system should not be used for personal purposes unrelated to the USA Staffing application
process.

Tip: These workstations may also be used by HR Staff or employees to access e-Quip, VetPro,
e-OPF, and/or other HR automated programs. In fact, a computer already being used for these
purposes may be converted into a consolidated workstation so that the computer may also be
used for USA Staffing.

Tips for Faxing Materials

e Use only the OPM Form 1203-FX as a coversheet - do not use an additional cover sheet.

o If requesting the OPM Form 1203-FX via phone, press 1 after the introduction on the
recording, then listen for instructions to request the form.

e Applicants may submit multiple documents for the same vacancy announcement using
one cover page.

e |f the applicant has uploaded documents using Application Manager, the applicant
SHOULD NOT FAX the same documents to the Processing Center.

To verify that uploaded documents have been processed, inform the Applicant to wait one hour
to ensure they have cleared the virus scan.




Part 3: Application Manager
When in Application Manager, applicants are %pli‘cation !Manager" A
provided full terms and conditions of use of

Application Manager. To move forward with

Welcome to USA 5tafﬁng® Application Manager

the appl |Cat|0n proceSS, appl |Cants must CI |Ck Click Accept and Proceed to accept the Full Terms and Conditions of Use and continue with the application process.

“Accept and Proceed.”

Once in the system, the questionnaire is Full Terms and Conditions of Use

Application Manager powered by USA Staffing® is a U. S. Govemment information system to be used only in the

d isp I ayed With i n the navi gation bOX at the Ieft Of manner authorized. You are authorized to use this system'’s menus, controls, and features to do any and all of the

following as a job applicant or potential job applicant, subjectto any limitations that may be imposed, such as due

the Screen , tO gu i de the appl icant th roug h the dates and deadlines, or any requirementthat a particular assessment be completed personally by the job applicant

« Prepare, complete, and submit packages, . and other
I H t' « View, print, modify, and save questionnaires and assessment responses and documents.
app |Ca |0n process- + View the status of application packages you have in progress and correspondence addressed to you
You are prohibited from accessing or attempting to access this system or records it contains to access information

about anyone who has not given you permission to do so, because the data and documents on this system include
Federal records that contain sensitive information protected by various Federal statutes, including the Privacy Act, 5

If an assessment questionnaire is marked as “All R

You are also prohibited from attempting to access, view, upload, change, or delete information on this system in any

responses are req u i red "’ Appl icants Wi I I See a manner not consistent with and supported by its own menu optiens and controls, even if that information pertains to

you. You are not permitted to modify the system, deny access to the system, accrue system resources for unauthorized
use, or otherwise misuse this system, and if you do so, or try to do so0, you may face criminal, civil, or administrative

red Required message when they skip an

Ifyou use this system, that will be construed to mean you understand and agree to abide by these terms and

assessment questi on constitutes unconditional consent fo review, monitor, record, audit, and take action by all authorized government and

law enforcement personnel.

Questions in the assessment questionnaire are often presented in more than one page (shown as
“sections” in the Navigation Box). The applicant clicks Next as each page is completed. The
applicant’s work is saved when Next or Previous is clicked.

Note: Information is not always saved when the applicant selects an item in the Navigation
Box.

Tip: Applicants may want to leave and come back to the Questionnaire at a later point in time,
before the application is submitted. When in USAJOBS My Account, click on “Application
Status.” At the far right column, applicants can click “more information...” which will take
them automatically to the unfinished questionnaire.

View Hidden Applications
Search:
Showing 1 to 2 of 2 entries Show | 10 E entries
Details Organiza tion Job State Close Date Last Apply Last Updatey | Status 2]
Hide Human Resources Assistant Department Of Open 07/18/2013 07/12/2013 07/12/2013 Application
Job Number:W\W-13-BMS-924085 Veterans Affairs, Status Not
Pay Plan: GS5-0203-06/07 Veterans Affairs, Available
Location: US-New York-Syracuse Veterans Health
Administration
Hide Supervisory Human Resources U.5. Agency for Open 07/12/2013 o07/11/2013 07/12/2013 Application
Specialist International Received
Job Number:ANS20990 Development more
Pay Plan:  GS-0201-14/14 information...
Location: US-District of Columbia-
Washington DC
Showing 1 to 2 of 2 entries

At the “Upload Document” page, the system will display the documents that were brought over
from the USAJOBS My Account. The “Upload Document” page allows the applicant to copy
electronic files (such as a PDF copy of a transcript) to Application Manager. The uploaded files
will be added to the applicant’s package for that vacancy.




Tips to keep in mind:

e Applicants should keep a copy of their SF-50 (Notification of Personnel Action), DD-214
(Certification of Discharge from Military Service), and transcrlpts in their USAJOBS

account then the documents will
always be easy to locate and attach to
an application.

e |f the Application package is later
changed or updated, the applicant
must return to the “Submit My
Answers” page and complete that
step again.

To fully complete the application process, the
applicant must click the “Submit My
Answers” button.
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Instead of displaying the “Ready to Submit” option, the system will inform applicants that
required items are missing and will not allow applicants to submit their answers if the following

situations occur:

- Narrative responses marked as required, are not completed by the applicant. The applicant

must return to those items to complete the required narrative responses. (Application
Manager will identify the section in which narratives have not been completed.)

- Assessment questionnaires marked as “All responses required”, are not completed by the
applicant. The applicant must return to any unanswered questions to complete the
questionnaire. (Application Manager will identify the section in which answers to

questions have not been completed).

For USAJOBS My Account tutorials and guides, please visit:
http://www.usajobs.gov/ResourceCenter

VA USA Staffing Program Office has also created these additional resources:

- Applying Online with USAJOBS and Application Manager Pamphlet
http://www.va.gov/ohrm/joblistings/apply usa staffing.pdf

- Uploading Documents Aid
http://www.va.qgov/OHRM/joblistings/uploading-and-using-documents-online.doc



http://www.usajobs.gov/ResourceCenter
http://www.usajobs.gov/ResourceCenter
http://www.va.gov/ohrm/joblistings/apply_usa_staffing.pdf
http://www.va.gov/OHRM/joblistings/uploading-and-using-documents-online.doc
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