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Section 1 - Introduction

1.1 What is the Advanced User Guide?

This advanced user guide provides information on three features available in
Monster Government Solutions’ (MGS) Hiring Management system: Category
Rating, Phasing, and Filtering and Data Mining. This guide, coupled with the
application of statutory requirements, should result in successfully recruiting for
and selecting the best qualified candidate for your vacancy.

1.2 Purpose

This user guide provides information to HR Specialists on using advanced
features for recruitment announcements. This guide is prepared to assist you
when working in the Department’'s Automated Commerce Employment System
(ACES). 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 centralized location.

1.3 Benefits of using these advanced features

e Category Rating provides the flexibility to assess and select from among
applicants in the highest quality group without regard to the rule of three.

¢ Phasing allows for a multi-level assessment of applicants.

e Filtering and Data Mining are quick ways to identify applicants based on
specific vacancy information.
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Section 2: Category Rating Vacancy Builder
NOTE: Category Rating applies to DEU certificates only.

This guide provides information on using the Hiring Management automated
system to build a vacancy announcement and evaluate candidates for positions
announced under Category Rating. As a reminder, this information must be
used in conjunction with the Department of Commerce (DOC) guidance on
Category Rating. The purpose of Category Rating is to increase the number of
eligible candidates from which a selecting official can choose while preserving
veterans preference rights.

2.1 Four areas to be addressed in Category Rating
In the Vacancy Builder itself, there are four areas that require deviation from a

standard announcement. In Step 1 of the Vacancy Builder, select “Category
Rating” from the scoring options.

Legend | Logout | Help

Hiring Management Linda Kirton, Dec 12, 2006

monster: Maximurm System Inactivity Time: 60 minutes
Home T Vacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Ulililyﬁ

VYacancy Home == U 8. Department of Commerce == 51 Office ofthe Secretary == 51 CFO & Assistant Secretary for Administration == 51
Office of Security == Security Specialist == Step 1

VACANCY DETAIL: Step 1- Announcement Information
Asterisk { + ) indicates a required fleld
0S-0SY-2007-0005, Security Specialist ZA-0080-11l, 0004 JP LK TEST ONLY (0080 Security Specialist )

Created By: LKIRTOM Movd, 2006  Last Updated By: LKIRTON  MNov 9, 2006

' Organization U5, Depattment of Commetce
Department: 51 Offica of Security | Select Department
' Announcement#:  03-038Y-2007-0005

" Position Title: Security Specialist ZA-DNR0I, D004 JP LK TEST ONLY

LS 0080 Security Specialist | Selsct Serias

Scoring Option: O General Schedule © Wage Grade & Categary Rating >,

* Opening Date: =
11/09/2006 MM!DDIYWY
* Closing Date: =
1110/2006 MMIDDNYYY
* Applicant Eligibility: & Public O status (Government Wide)
O Imternal {Not Visible on USAJOBS) C mternal (Visible on USAJOBS)
' Duty Location(s): Assign Duty Locations Options
* To select alocation from a list, click .
s To find a location, enter a full or partial location code and click .
Dty Location Code: Duty Location Description: * # of Positions: Options
0330 Mantgomery County, ML | maryland (D) 1 Remove
* PayPlan: ZA v
' PayType: ANNUALLY v

* Grade and Salary Edit Grades

Range(s):
Use Grade Association: []
Grade Salary Low Salary High
03 $54,272.00 $84,550.00
* Promotion N7 e
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In Step 2 of the Vacancy Builder, you are required to describe the category
and define how applicants will be evaluated in the Evaluation block under the
Qualifications and Evaluation tab. In addition, you will need to explain how
Veterans Preference is applied.

T I '6 T T |u6\-l TTCTTG Linda Kirion, Dec T2, 2006
monster Waimum System Inactivit Time: 60 minutes

Home | Vacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Ulilily\

Vacaney Home == L5, Depadment of Commerce == 41 Office of the Secretary == 41 CFQ & Assistant Secretary for Administration == 41
Office of Security == Security Specialist == Step 1 == Step 2

VACANCY DETAIL: Step 2- Announcement Text

0S-0SY-2007-0005, Security Specialist ZA-0080-l, 0004 JP LK TEST ONLY (0080 Security Specialist }
Created By: LKIRTOM Nov3 2006 Last Updated By: LKIRTOM Moy 8, 2008

<<PREVIOUS ][ Cancel |[ NEXT» |

Position Description Identifier

Template Options:

Please Selectthe Template fram the list and click onInsert From Template
~Flease Select— v link,
- ANDIOR -

and click on Upload From File link

Pleage Selectthe File:
Recruitment One Stop (ROS) (Not Posted)

Recruitment One Stop (ROS) (Not Posted)
Please note thatthe text length i= an approximation due to the possible inclusion of special characters

Overview 1 Duties Qualifications and Evaluations Y How to Apply Info Y Benefits and Other info \

Education:

| Length
If you seek to meet the minimm gualifications for the position at | 4 insertFrom Template
[P N
Applicants wust weet all qualification reguirements by the closing A <« Insert From Template

date of thiz announcement. y
A4 Upload From File

This position reguires the ability to obtain and maintain a Top

* Bvaluations:

| Length
(Atleast 1 character(s)) I

Category Rating 4 Insert From Template
This vacancy employs category rating. The category rating system is
an alternative to traditional numeric rating, ranking and selection
procedures. Applicants vho meet the basic qualification requireme
tated in the vacancy announcement will he further ewvaluated

A4 Upload From File

* Qualifications:

| Length
{recommended length hetween 1 and 5000 character(s)) I

Hotice to 3tatus Applicants (see below for the definition of (ol <« InsertFram Template
status): Applicants for vacancies announced under the agency's MNerit
hzsignwent Program wust weet all time-in-grade and qualification
requirements by the closing date of this announcement.

hdditionally, as a status aspplicant, to gualify for this position A

A4 Upload From File

«PREVIOUS || NEXT> |
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The following information is a sample of what is described above.

Category rating is an alternative to traditional numeric rating, ranking,
and selection procedures. Applicants who meet the basic qualification
requirements stated in the vacancy announcement will be further
evaluated against job-related criteria and placed in one of three predefined
categories rather than by assigning individual numeric scores. These
categories are "Gold" (best qualified), "Silver" (highly qualified) and
"Bronze" (qualified). Within each category, preference eligibles who
submit proper documentation will be listed at the top of the category.
Basically qualified disabled veterans who submit proper documentation
will be listed at the top of the "gold" category.

The categories are described as follows:

Highly proficient with an overall comprehensive level of
knowledge, skills and abilities of the job based on a complete review of
experience, education, and training as described by answers to the
guestions and resume. Generally candidates scoring 90 and above will
meet the Gold requirement.

Competent in the position with an overall accomplishment level
of knowledge, skills and abilities of the job based on a complete review of
experience, education, and training as described by answers to the
guestions and resume. Generally candidates scoring between 80 and
89.9 will meet the Silver requirement.

An overall basic level of knowledge, skills and abilities of the
job based on a complete review of experience, education, and training as
described by answers to the questions and resume. Generally candidates
scoring between 70 and 79.9 will meet the Bronze requirement.
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In Step 6 of the Vacancy Builder, select the “Categories” for your announcement.
Per DOC guidance, the categories: Gold, Silver, Bronze, and their associated
scoring ranges have been predefined and uploaded into Hiring Management.

lelng Management Legen.(l| Logout | Help

Linda Kirton, Dec 12, 2006
monster’ Mapdrmurm System Inactivity Time: 60 minutes

Home | Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y UIiIilyw

Wataney Home == U.S. Department of Comimerce == 51 Office ofthe Secretary == 51 GFO & Assistant Secretary for Administration == 51
Office of Security == Security Specialist == Step 1 == Step 2 == Step 3 == Step 4 == Step 5 == Step 6

VACANCY DETAIL: Step 6- Phasing, Tracking, and Netification Information
Asterisk (1) indicates a reguired field.
0S-0SY-2007-0005, Security Specialist ZA-0080-1ll, 0004 JP LK TEST ONLY ( 0080 Security Specialist)
Created By: LKIRTON Moy 9, 2008 Last Updated By: LKIRTON Mov 9, 2006
<«PREVIOUS | [ Cancel | [ NEXT »

PHASING:
(Phases cannot be edited once a job has been posted)

Phase Name: —Selecta Phase— || AddPhase

Category Rating:
Atleasttwo cateqories must existwith the combined score range covering 70-100. The applicantwill be placed in the highest category
where the 3] to the minimurn score of the category

Add CatRating

ategory Name:| —Selecta Category— %

Category Name Minimum Score Possible Maximum Score Possible Options
Gold 90 100 Edit
Remove
Silver 80 a0 Edit
Remove
Bronze 7 80 Edit
Remove

. Announcement Type:| DELEGATED EXAMINING v [ Add Announcement Type ]

Announcement Type: DELEGATED EXAMINING Remove
TRACKING INFORMATION:

Request Number: O5v-06-092

Date Received in HR: |1%/22/2008

Date Approved to Recruit: 09/22/2008

Requesting Official; Rick Duncan

Standing Register Inventory: (This radio button may not be changed after the vacancy has been opened.)
) Yes (The following two fields may not be changed ifthe vacancy has
applicants.)

+ Number of days for expiration:

Notify Applicants

@ No

Documents for Auto-Request:

Selert Narnments
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In Step 7 of the Vacancy Builder, it is highly recommended that you list the
number 115 as the Well Qualified Score under Vacancy Settings to ensure
applicants are not pre-identified as well qualified.

H M Legend | Logout | Help
|r|ng anagement Linda Kirlan, De¢ 12, 2006
monster’ Maximum System Inactivity Time: 60 minutes

Home | Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y UliIilyW

Yacaney Home == L1.5. Depariment of Commerce == 41 Office ofthe Secretary == 51 GFO & Assistant Secrefary for Administration == 51
Office of Security == Security Specialist== Step 1 == Step 2 == Stap 3== Step 4 == Step 5 == Step fi == Step 7

VACANCY DETAIL: Step 7- Administrative Settings
Asterisk () indicates a required field

08-05Y-2007-0005, Security Specialist ZR-0080-1ll, 0004 JP LK TEST ONLY ( 0080 Security Specialist)

Created By: LKIRTON Mov 9, 2006 Last Updated By:  LKIRTON Now 8, 2006
«PREVIOUS | Finish ][ Cancel ]

VACANCY SETTINGS:
Well Qualified Score: 1150

Web Admin Password: passward

0 Anplicants cannat appear on multiple open certificates.
EXTERNAL JOB BOARD INTERFACE(S):

[ Send to UAlabs
USAJobs User Name:

USAJobs Password:

USAJobs Control Number:

HR MANAGEMENT OPTIONS:

" HR Manager: Jonathan Perez v

* Selecting Official: Jonathan Perez v
* Best Qualified Designator: Jonathan Perez v

If 2 selecting official will determine the BQ applicants, select NA far Nat Applicable.

<« PREVIOUS

0 Anprave this vacancy
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2.2 Category Rating Applicant Manager

After the vacancy closes, the HR specialist will review the applicants based on
category, rather than numerical score. Sorting is completed alphabetical by
category, rather than score. If you choose to sort by Veterans Preference,
applicable veterans will be listed at the top of their respective category, with any
basically qualified disabled veteran being listed at the top of the “Gold” category.

In Applicant Manager, the basic functionality is the same as reviewing any other
case file. Use the filters and data mines to review the applicants for the specific
certificate you are issuing. You should review and verify each applicant to make
sure they are in the correct category.

H. - M Legend | Logout | Hel
|r|ng anagement Crystal Kearney, Dec 12, 200
monskter Maximum System Inactivity Time: 60 minute

Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility
Vacancy | Applicant

Applicant Manager Haome == LS. Department of Commerce == Office of the Secretary == CFO & Assistant Secretary for Administration ==
Office of Security == Security Specialist == O5Y-2007-00332:2007-Eval - Category Rating == SA-DOC-0004 == Applicant Listing

[N Return to Yacancy

r Staging Area Applications Listing Y Certs Listing

(_Filter | ( Data Mining Staging Area Details

[N Correspond [§ Change Statuses [§ Reset Statuses Staging Area #: SA-DOC-0004

|__AII Applicant Data Report |__Applic:anl Listing Report Create Date and Time: Dec 12, 2006 11:23:34 Al

Created By: CKEARM
Status: Open

I Ineligible Applicant Report

|_Generate Job Certificate | Request Documentation

I DEU Count

All Grades | 04 | 05 |
Current Grade: 04

Sort by: | Category -

Status Name Category
Name
@ NEW CPS MAN, SPIDER Gold
@ NEW NV WASHINGTON, ALPHA Gold
@ NEW NV WASHINGTON, DELTA Gold
@ NEW NV WASHINGTON, GAMMA Gold
@ NEW NV WOMAN, CAT Gold
@ NEW SPCL NV CLINTOMN, EPSILON Silver
@ NEW NV WASHINGTON, EPSILON Silver
@ NEW NV LINCOLMN, ALPHA Beanee




After a preliminary review by Human Resources (HR), all candidates who are in
the Gold, Silver, or Bronze categories may be forwarded to the Subject Matter
Expert (SME) for final review.

Once the SME has validated that the candidates are in their correct category, HR
will identify those to be referred and issue a certificate as appropriate. If there
are less than three candidates in the “Gold” category, you may choose to merge
the top two categories to create a “new” category. Basically this means you will
be referring candidates who may be in the Gold and/or Silver categories.

NOTE: Hiring Management does not currently have the functionality to
“create and name” a new merged category, therefore, since the screen will
show “BQ” next to gold and silver applicants, you must include a memo for
the record clarifying that you merged the top two categories for this
certificate. In addition, since the certificate will list the categories of
“Gold” and “Silver”, you will need to inform the selecting official of the
merged category scenario.

Category Rating Manager Certificate Review

Managers will review the certificate and finalize their selection as they would any
other certificate.

3.k ”
CQ’Mnnce ser Gulkle



Section 3 - Phasing

Phasing is a functionality which allows the user to create a job posting for which
the applicant will be scored not only on the vacancy announcement questions but
also on additional assessment criteria. For example, phasing allows an applicant
to have 60 percent of his/her score based on how he answered the Vacancy
Questions and 40 percent of his score to be based upon how he/she performed
on a Structured Interview.

This guide provides information on using the Hiring Management automated
system to build a vacancy announcement and evaluate candidates where
multiple assessments will be used.

3.1 Phasing Vacancy Builder

In the Vacancy Builder itself, there are two areas that require deviation from a
standard announcement.

In Step 2 of the Vacancy Builder under the Qualifications and Evaluation tab in
the Evaluation box, you must describe how an applicant will be evaluated for this
position. For example, the text below describes one situation:

“You will be rated based on your qualifications for this position as evidenced by
the education, experience, and training you report relative to this position which
show the degree to which you possess the knowledge, skills, and abilities listed
on this vacancy announcement. If you are determined to be basically qualified,
you will be invited to a panel interview. Your total score will be based on your
self-certification (your responses to the vacancy announcement questions) and
points received during the interview process”.

T . 11
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{ Overview 7 Duties | Qualifications and Evaluations | How to Apply Info | Benefits and Other info |

Education:

Generally there is no substitute for experience at this grade.
Howewer, applicants possessing a Masters' Degree in & field directly
related to this position must submit transcripts to receive
consideration based on this education.

+ Spellingl

' Requirements:
2t least 1 character(si

If wou are claiming l0-point weteran's preference, vou must submit a
copy of your DD-Z214 "Certificate of Release or Discharge from hotive
Duty"which indicates the type of discharge you receiwved, or other
proof ofeligibilitcy, &= well as 3F-15 "Application for 10-Foint
Weteran Preference,™ plus the proof required by that form,

o Spellingl

* Evaluations:
ch

If wou are determined to be basically gqualified, wou will be inwvited
to a panel interview. FTour total score will ke bhased on your self-
certification (your responses to the vacancy announcement

questions) and points received during the interview process.

v Spellingl

' Qualifications:
{recommended length between 1 and 5000 character{s))

Frade 09: Qualifving experience for the G3-9 lewvel includes one year
of specislized exXperience at least edquivalent to the G5-7 lewvel
which

iz inor directly related to the line of work of the position to be
filled and which has equipped the applicant with the particular

J Spellingl
~All Spelling |

[§ Length

- |nser From Template

- pload From File

[§ Length

-+ |nsert From Template

-4 Uplaad Fram File

§ Length

-+ [nsert From Template

-« Upload From File

|_Length

- |nser From Template

- pload From File

<PREVIOUS ||  Sawveand Preview || NEXT >>

In Step 6 of the Vacancy Builder, select the “Phases” you want to use for this
vacancy. Once selected, the Percentage from Total, Maximum Score Possible,
and Minimum Score Possible can be edited using the Edit, Save Phase, or
Remove options.

Phases can be scored either of two ways: Scored or Pass/Fail. If the phase type
is “Scored”, the user must enter the following numerical amounts:

Percentage from Total: This is the percentage that the score will count
towards the total score.

Maximum Score Possible: This is the maximum score that any applicant
can receive when applying to this phase of the vacancy.

N 0 R
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Minimum Passing Score: This is the minimum score that any applicant
can receive and still be eligible for the position when applying to this
phase of the vacancy.

Required Vacancy Questions is always the first phase used to rate
applicants. The default percentage for Required Vacancy Questions is
25% when using multiple phases.

For example, the vacancy announcement questions phase can be worth 50
percent of the total score and the interview phase can be worth 50 percent of the
total score. Therefore, if an applicant scores 90 on the vacancy questions their
score for that phase equals 45 (i.e. 90 x 50%). If the applicant scores 80 on the
interview their score for that phase equals 40 (i.e. 80 x 50%) for a total score of
85.

If the Phase is Pass/Fail, you have the ability to designate a definitive status
code if an applicant fails to meet the requirement. For example, as shown below,
we used “Interview” as our second phase with a “score” required to be between
60 and 100. If an applicant scores lower than 60, you can direct Hiring
Management (later in the process) to code the applicant as “DQ” based on not
meeting the minimum requirement for that phase. CAUTION: If you use this
option, ensure that statutory and regulatory requirements are not violated. For
example, since CPS and CP applicants flow to the top of the certificate as long
as they meet the basic qualifications, they must not be disqualified “DQ” if they
fail to meet the criteria used for phasing.

e T A 13
N R
vanee User Guide




Legend | Logowut | Help
retha maddox, Dec 12, 2006
monskcer Maximum Systerm Inactivity Time: 60 minutes

[ Home | Yacancy Y Y Y Reporks Y Y Litiliky -\

wacanoy Horme == LS. Department of Commerce == Office ofthe Secretary == CFO & Assistant Secretary for Administration == Office of
Hurman Resources Management == Lead Hurman Resources Assistant == Step 1 == Step 2 == Step 2 == Step 4 == Step 5 == Step 6

Hiring Management

Question Library Applicant Manager User Manager

WVACANCY DETAIL: Step 6- Phasing, Tracking, and Notification Information
Asterisk {«) indicates a reguired field.
OHRM-2007-0054 , Lead Human Resources Assistant {Phasing) { 02031 Lead Human Resowurces Assistant §
Created By: RMADDOX Dec 12, 2006 Last Updated By: RMADDOX
<< PREVIOUS ||

Sawe and Prewiew ] [ Sawve ] [ Cancel ] [ MNE>XT »>> ]

PHASING:
(Phases cannot be edited once a job has been posted.)

~ Add Fhase

Phase Name: Mote: Percent From Total must equal 100.

Evaluation Percentage From Maximum Score m Score

Phase Name Type Total Possible Options

REGQUIRED WaiC AN CY Scored 60.0 100.0 Edit

QUESTIOMNS

Interviews Scored 40.0 100.0 60.0 Edit
Remowve

+ Announcement Type: | DELEGATED ExAMINING ~| L Add Announcerment Type

Announcement Type: DELEGATED EXAMINING Remowve
TRACKING INFORMATION:
Request Number: 0S-06-9393
Date Received in HR: |10/01/2006 MR Dy
Date Approved to Recruit: | 10/01/2008 TR D™

Requesting Official: | Fietha
Standing Register hwentory: (This radio button may not be changed after the vacancy has been opened.)

) Yes (The following two fields may not be chanoged ifthe vacancy has
applicants.)

+ Number of days for expiration:
Notify Applicams
@) Mo

Nocuments for Ldo-Reouest:

3.2 Phasing Applicant Manager

Once a position is announced and all applications are received, you will
screen when you go into the Applicant Manager for multiple grade positi

see this
ons.

Click on a grade to see complete applicant information and buttons for phasing

options.

FirD.
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Legend | Logout | Hel

Hiring Management retha maridox, Dec 12, 200

monster: Maximur Systern Inactivity Time; 60 minute

Home Y Yacancy Y Ruestion Library Y Applicant Manager Y Reports Y User Manager Y Utility
Vacancy | Applicant

Applicant anager Home == LS. Department of Commerce == Office ofthe Secretary == CFO & Assistant Secretary for Administration ==
Office of Huoman Resources Management == Lead Human Resources Assistant == OHRM-2007-0049:Lead Hurman Resources Assistant
{Phasing) == 84-D0QC-0003 == Applicant Listing

L Return to Yacancy

|‘/ Staging Area Applications Listing Y Certs Listing

|_Filter | [ Data Mining Staging Area Details

| Comezpond |[ Change Statuses || Reset Statuses Staging Area #: SA-DOC-0003
|.:Eenerale Job ‘Certilicate ) Create Date and Time: Dec 12, 2006 3:14:18 PM
{ DEU Count Created By: RMADDOX

I— Status: Open

All Grades | 07 | 08|
Current Grade: All Grades

Sort by: | Mame w

Name On a mulitiple grade position this first screen
P BACCA, CHEW shows a list of applicants. Click on a grade to
see complete applicant information and buttons
P ADAMS, ALPHA for Phasing options.
cps ADAMS, DELTA
NV WAN, OBIE
XP ADAMS, EPSILON
NV CLINTON, ALPHA
cp VADER, DARTH
NV LINCOLN, ALPHA
CPS SOLO, HAN

All applicants will now be listed based on their responses to the vacancy
announcement questions AND listed in weighted score order. In addition, note
the “Phasing” option buttons.

R ) Shac”. | 5
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Hiring Management retha maddox, Dec 12, 2006
monster Waxirmum Systermn Inactivity Time: B0 minutes

Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility
Vacancy | Applicant

Applicant Manager Horme == U8, Departrment of Commerce == Office of the Secretary == CFO & Assistant Secretary for Administration ==
Office of Hutnan Resources Management == Lead Human Regources Assistant =» OHRM-2007-0049:Lead Human Resources Assistant
(Phasing) == SA-DOC-0003 == Applicant Listing

|_Return to Yacancy

( Staging Area Applications Listing Y Certs Listing

(_Filter | (_Data Mining Staging Area Details

[_Correspond | Change Statuses || Reset Statuses Staging Area #: SA-DOC-0003

|_All Applicant Data Report || Applicant Listing Report Create Date and Time: Dec 12, 2006 3:14:18 PM
Created By: RMADDOK

|_Ineligible Applicant Report

Status: Open

|_Export Data || Import Data |[ View All Phase Results

|_Generate Job Certificate |_Fequest Documentation

L DEU Count

All Grades | 07 | 08 |
Current Grade: 07

Sort by: | Total scare v @]

Status Name Score

@ NEW TP BACCA, CHEW 60,00/ 100,00
@ NEW SPCL TP ADAMS, ALPHA 58.13/ 100.00
/@ NEW SPCL CPS ADAMS, DELTA T
/& NEW SPCL XP  ADAMS, EPSILON 56.08 10000
[G@ NEW SPCL NV  CLINTON, ALPHA 56.83/ 100.00
@ NEW CP  VADER, DARTH 56.11/ 100.00
/& NEW NV LINCOLN, ALPHA 55.82/ 100.00

To add the scores for the additional phases, you must export the current data
onto a spreadsheet, transfer the phase scores to the spreadsheet, and import the
spreadsheet back to the Hiring Management system. The Hiring Management
system will calculate the score for each additional phase, compute the overall
score, and list the applicants in final score order.

To complete this process, follow the steps noted below. Click on the “Export

Data” button, select additional applicant fields, and click “Next”. The elements
you “check” in the highlighted area below will determine the spreadsheet format.

7 16
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Hiring Management

monster’

Legend | Logout | Help
retha maddox, Dec 12, 2006
Maximum Systern Inactivity Time: 60 minutes

( Home Y Yacancy Y

Question Library Y Applicant Manager

Announcement #:
Position Title:

OHRM-2007-0049
Lead Humman Resources Assistant (Phasing)

Y Reports Y Uszer Manager Y Uility W

Series: 02030

Staging Area: SA-DCC-0003

Grade: a7

( General Export Options Y Yacancy Question Rezponses W

Applicants to Export for Grade:
® Al Applicants

O Al Eligible Applicants

O Allwell-Qualified Applicants
(2 Al Best-Qualified Applicants

Additional Application Data:

[ middle Initial
[Caddress []vet Pret
CIEmail [“]Total Score
mal
ClPhone # [¥] status Code
ane

[ ineligible Reasons
[#] Priarity Eligibility g

Sorting options:

@ Mame

2 Social Security Number
O imported Phase Scores

[“IPhase scores

Seties Applied To

Grades Applied Ta
[JLacations Applied Ta

[ Date and Time of Application

Upan clicking the Mext button, the data to he exported will be displayed. To save exported data, selectthe Save function fram your browser,
narmally located on the File menu. Onece vau have saved this data to a file, to return ta the previous pages, use the Back hutton on the
hrowser,

o
| | ¢ e ,h X/
ACESAdvance User Gulde

Once you click “Next” the dialog box appears with options for opening or saving
the spreadsheet which contains the exported data.

17




H. N M Legend | Logout | Help
|r|ng anagement retha maddox, Dec 12, 2006
monskter Maximum System Inactivity Time: 60 minutes

( Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility \|

Cancel

Announcement #:  OHRM-2007-0049

Position Title: Lead Human Resources Assistant (Phasing)

Series: 02030

Staging Area: SA-DOC-0003

Grade: ar

r General Export QPN gyl t] @ ponses W

Applicants to Export for Gra
@ Al Applicants
) All Eligible Applicants @ etz aulEsy

O #wel-aualified Applica Type: Microsoft Excel Worksheet, 712 bytes

Do you want to open or save this file?

O Al Best-Qualified Applica From:  trainingl . quickhire, com

Additional Application Data

CIwiddle Initial B [ oeer ][ Seve ] [ Cancd

Dl address Alwayz azk befare opening this type of file dTo

O Email bd To
CIPhone # “while files from the Internet can be uzeful, some files can potentially liediin

Priarity Eligikility @ harm wour computer. [F you do not trust the source, do not open or e of Application

save this file. What's the risk?

Sorting options:

@ Narne

O social Security Number
O Imported Phase Scores

Upon clicking the Mext button, the data to he exported will be displayed. To save expaorted data, selectthe Save function fram your browser,
narmally located on the File menu. Onee you have saved this data to a file, to return to the previous pages, use the Back button on the

hrowsear.

This is the data you see when exporting the document based on the elements
that you selected. Note column “L” list the raw score from the vacancy questions
and column “J” reflects the weighted scores for each candidate.

& B G D E F G H J K L i} N 0 @
Lead Human
OHRM-2007- | Resources
1 | 1620049 Assistant 0203L 7
REGQUIRED
WET TOTAL WACANCY Phase-  Series - Grades - Grades -

2 |ID  LAST MAME |FIRST NAME | SSM TAP ICTAP SPECIAL PREF SCORE |STATUS QUESTIONS Interviews |0203L |07 (03]
3 |23 ADAMS ALPHA 000-01-0012 70 i P 58.13 HEW 95.88 * H i

4 1286 ADAMS DELTA 000-01-0018 80 b CP3 57.55 MEWY 95.92 A A b

5 287 ADAMS EPSILOM 000-01-0020 85 X P 56.98 MEWY 94.96 H * X

6 264 BACCA CHEW 125-12-1234 75 LIS B0 HEWY 100 * S X

7 |2B8 CLINTON ALPHA 000-01-0023 B2 i i\ 56.83 HEW 0472 * H i

B 273 LINCOLN ALPHA 000-01-0001 58 Ny 55.82 MEWY 93.04 ke A b
MZEE SOLD HAN 126-12-1234 95 S CPS 54.82 MEWY 91.36 I _|X *

10263 WADER DARTH 124-12-1234 93 CPp S6.11 HEWY 93.52 * S X

Under the “Score” column (column E) input scores for each of the candidates.
Note: If more than one additional phase is used, these steps will need to be
repeated.

% &
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A B © D H I J K L M N ] P
162 OHRM-2007-0049 Lead Humz0203L

D [LAST NAME FIRST NAKSSM CTARICTAP SPECIAL WVET PREF TOTAL STATUS Phase-REQUIRED Phase-Intel Series Grades Grades - 08
283 ADAMS ALPHA  000-01-0012 i3 TP 58.13 NEWY 96.58 X X X

286 ADAMS DELTA  000-01-0018 X CPs 57.55 NEWY 95.92 X X X

287 ADAMS EPSILON 000-01-0020 X XP 56.98 NEWY 94.96 X X X

264 BACTA CHEW  125-12-1234 TP B0 NEWY 100 % ® X

288 | CLINTOMN ALPHA  000-01-0023 X MY 56.83 NEWY 94.72 X X X

273 UNCOLN ALPHA  000-01-0001 M 55.82 NEWY 93.04 X X X

265 S0L0O HAMN 126-12-1234 CPS 54.82 NEWY 91.36 X X

263 WADER DARTH  124-12-1234 CP 56.11 NEWY 93.82 X X X

Once you save the spreadsheet containing the additional phase scores to your
desktop, click the “Back” button to import the data into Hiring Management. Click
“Back” button again when finished.

H-r . M LEgen | LUy | Help
Il’lng anagement retha maddaox, Dec 12, 2006
monster Maxirmurm Systern Inactivity Time: 60 minutes

( Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility \]

Cancel

Announcement #:  OHRM-2007-0049

Position Title: Lead Human Resaurces Assistant (Phasing

Series: 0z03L

Staging Area: SA-DOC-0003

Grade: o7

( General Export Options Y VYacancy Question Responses W

Applicants to Export for Grade:
® Al Applicants

(Al Eligible Applicants

O allwell-Qualiied Applicants

O pll Best-Gualified Applicants

Additional Application Data:
[ Middle Initial [¥]Phase scores

[¥]vet Pref
% cori )
g.;ddr?ss ] Total Score zerljs AiplllgddT:
mal Status Code aces AppIEC 1o
CIPhone # [ Locations Applied To

[ineligible Reasans

Priority Eligibility [J Date and Tirme of Application

Sorting options:

@ Marmne

( Social Security Mumber
(#) Imported Phase Scores

Upan clicking the Mext button, the data to be exported will be displayed. To save exported data, select the Save function from your browser,
narmally lacated on the File menu. Once you have saved this data to a file, to return to the previous pages, use the Back button on the
hrowser.

]
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H. . M Legend | Logout | Help
Irlng anagement tetha maddom, Dec 12, 2006
monskter Maximum System Inactivity Time: 60 mindtes

Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility

Vacancy | Applicant

Applicant Manager Home == LS, Department of Commerce == Office of the Secretary == CFO & Azsistant Secretary for Administration ==
COffice of Human Resources Management == Lead Human Resources Assistant == OHRM-2007-0045:Lead Human Resources Assistant
(Phasing) == S8A-D0C-0003 == Applicant Listing

| Return to Yacancy

|" Staging Area Applications Listing Y Certs Listing

(_Filter | ( Data Mining Staging Area Details

(_Correspond || Change Statuses || Reset Statuses Staging Area #: SA-DOC-0003

{_All Applicant Data Report | Applicant Listing Report Create Date and Time: Dec 12, 2006 3:14:18 PM

|_Ineligible Applicant Report CIERtEd BRI EI G

e T S ChE
|_Export Data |[ Import Data || ase hesults

|_Generate Job Certificate | _Request Documentation

& DEU Count

All Grades | 07| 08 |
Current Grade: 07

Sort by: | Tatal score w

Status Name Score
G NEW TP BACCA, CHEW LT
@ NEW SPCL TP ADAMS.ALPHA 58.13/ 100.00 Note: Until you click the "Import Data"
£ NEW SPCL CPS ADAMS, DELTA ) button you will see only the weighted score
57.55/100.00 from the vacancy announcement
. questions.
[G2 NEW SPCL XP  ADAMS, EPSILON 56.98/ 100.00
G2 NEW SPCL NV  CLINTON, ALPHA 56.83 100.00
(@ NEW CP  VADER, DARTH 5611/ 100.00
(B NEW MV LINCOLN, ALPHA R

[@ NEW CTAP CPS SOLO,HAN

RA ©20 A nin

" L o ﬁ | 20
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Click the “Import Data” button.

Legend | Logout | Help

Hiring Management retha macioox, Dec 12, 2006

monster’ Maxirmurm System Inactivity Tirme: 60 minutes
( Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility W

Cancel

Amnouncement #: OHRM-2007-0049
Position Title: Lead Human Resources Assistant (Phasing)
Staging Area: SA-DOC-0003
Grade: 07

Phase Name: Select Phase

Maximum Score: 0.0 Once you click "Import Data" you will see
Minimum Score: 0.0 this screen. Complete all required
Applicant Status Code for | _Solact 2 Status Code— v information. Click "next".
Failures:

File to impert:

Once you click “Next”, you will see that the applicants have been reordered by
their total score which will include scores from both evaluation phases.

Office of Human Resources Management == Lead Human Resources Assistant == OHRM-2007-0049 Lead Human Resources Assistant
(Phasing == SA-DOC-0003 == Applicant Listing

| Return to Yacancy

( Staging Area Applications Listing Y Certs Listing

|_Filter | | Data Mining Staging Area Details

(_Comrespond |( Change Statuses | Reset Statuses Staging Area #: SA-DOC-0003

I_AII Applicant Data Report || _Applicanl Listing Report Create Date and Time: Dec 12, 2006 3:14:18 PM

Created By: RMADDOX
Status: Open

. Ineligible Applicant Report

[ Exzport Data /| Import Data I__\!"iewI All Phase Results

(_Generate Job Certificate | _HRequest Documentation

L DEU Count

All Grades | 07 | 08 |
[ ade: 07

Sort by: | Total scare 3

Status Hame Score

@ NEW CP  WADER. DARTH 93.31/ 100.00

[ NEW CTAP CPS SOLO.HAN 92.82/ 100.00

@ NEW NV LINCOLN, ALPHA L TG

@ NEW SPCL XP  ADAMS, EPSILON 20,98/ 100.00

G NEW TP  BACCA, CHEW 90.00/ 100.00

@ NEW SPCL NV CLINTON, ALPHA 89.63/ 100.00

@ NEW SPCL CPS ADAMS, DELTA 29.55/ 100.00

/Z@ NEW SPCL TP ADAMS, ALPHA 26.13/ 100.00

<< < [11 > »> Page 10of 1 Applications 1-8of 8

lump to page: show | 20 | |results per page. | “Pply

Fo e
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ACESdvance User 6




HR can now conduct a final review of all the applicants, remembering to sort
appropriate certificates by Veterans Preference.

To see each applicant’s individual phase scores, you can click on “View All
Phase Results”.

lelng Management Legend | Logout | Help

retha maddoy, Dec 12, 2006
monster Maxirmum System Inactivity Time: 60 minutes

|'f Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility w

Applicant Manager Home == LS. Department of Commerce == Office ofthe Secretary == CFO & Assistant Secretary for Administration ==
Office of Human Resources Management == Lead Human Resources Assistant == OHRM-2007-0049:Lead Human Resources Assistant
(Phasing) == SA-DOC-0003 == Applicant Listing

View All Phase Score Results

[ Return to Applications Listing

Announcements COHRM-2007-0049

Paosition Title: Lead Human Resources Assistant (Phasing)
Staging Area: SA-DOC-0003
Grade: oy
Total Phase Phase
Applicant Status Score  Phase Name Percentage Status Phase Score Phase Date

YADER, DARTH  [@ 93.317

100
REQUIRED VACANCY B0% vy 93.527100 MNov 9, 2006
QUESTIONS
Intendew 40% v 93100 Dec 12, 2006
S0L0, HAM @ 928y
100
REGUIRED VACANCY B0% v 91.36/100 Mov 9, 2006
QUESTIONS
Interview 40% v 956100 Dec 12, 2006
LINCOLN, ALPHA @ 91.0%
100
REQUIRED VACANCY B0% vy 93.04/100 Dec 12, 2006
QUESTIONS
Intendew 40% v 85100 Dec 12, 2006
ADAMS, EPSILON (@@ 90.93f
100
REGQUIRED VACANCY B0% v 94.96/100 Dec 12, 2006
QUESTIONS
Interview 40% v 856100 Dec 12, 2006

fall> At o s
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Section 4 - Filtering and Data Mining

Working with an applicant pool in Hiring Management will often require the use of
the Filtering and Data Mining features or a combination of both. Using these
features allows the user to limit their applicant pool to defined criteria. Some
examples may be identifying non-competitive eligibles, VRA eligibles, and/or
extracting candidates for specific grades and/or locations. After applying your
Filtering and/or Data Mining results to an applicant pool, the user can then make
status changes that correspond to that groups’ eligibility or skill.

Additionally, “Filtering” can be utilized to make mass status changes in Hiring
Management. By grouping applicants into smaller, more manageable data sets
by either, last name or score, the user can make mass status changes much
more efficiently. (See filtering examples below)

This guide provides information on using the Filtering and Data Mining
functionality in the Hiring Management system.

4.1 Filtering and Data Mining Operators and Logic

As mentioned, Filtering and Data Mining is used to identify candidates for review
for specific vacancies. Candidate information that may be used in Filtering
and/or Data Mining includes:




One use for Filtering is to identify applicants by Veterans Preference. Data
Mining refers back to specific questions the HR specialist selected and imported
into the vacancy announcement. For example, the applicant may be asked
whether or not they are applying for the grades 7 and/or 8. Another example is
whether or not they are applying for the Baltimore or Washington D.C. duty
locations.

NOTE: In order to Data Mine on grade, location, and/or series, there must be a
guestion created by the HR specialist and imported into the announcement. For
example: a multiple choice/multiple answer questions can read “Select all the
locations you are applying for”, then you can mine on those answers. If during
the building of an announcement, the HR specialist includes multiple grade,
locations and/or series, in step 1 the Hiring Management will automatically ask
the applicant to make a selection. However, those responses are not available
for data mining. The “Operators” and “Logic” defined below explain how to use
this functionality.




4.2 Filtering Applicant Manager

To begin applying the “Filter”, go to Applicant Manager, and select the grade for
which you will issue a certificate for, and click the “Filter” button.

H- . M Legend | Logowut | Help
|r|ng anagement retha maddox, Dec 14, 2006

monster Maximum Systern Inactivity Time: 60 minutes

Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility
Vacancy | Applicant
Applicant Manager Home == .S, Departtment of Commerce == Office ofthe Secretary == CFO & Assistant Secretary for Administration ==
Office of Security == Security Specialist == O5Y-2006-0028:2006-Joint-3 JP == SA-DOC-0002 == Applicant Listing
| Return to YWacancy
—— — T =
Staging Area Applications Listing Y Certs Listing
Filter )/ | Data Mining Staging Area Details
|_Coffespond |( Change Statuses /[ Reset Statuses Staging Area #: SA-DOC-0002
I._AII Applicant Data Report I,\_Applicant Listing Report Create Date and Time: Dec 14, 2008 2:14:10 P
I Ineligible Applicant Report EETEeER AN
- Status: Open
|_Generate Job Certificate |_Hequest Documentation
I DEU Count
All Grades | 04 | 05 |
Current Grade: 04
Sort by: | Total score A4
Status Name Score
wWo NEW TP  DSCFE. LK 92.22/ 100.00
wo NEW  SPCL TP LPPESAA,LOUSE 91,11/ 100.00
@ NEW SPCL NV MKNP, MKNP 28.99/ 100.00
@ NEW SPCL TP  ADAMS, ALPHA 87.78/ 100.00
@ NEW NV JPNFS, JONATHAN 24,44/ 100.00
@ NEW CTAPSPCL NV MGSAA, SPECIAL 24,44/ 100.00
@ NEW SPCL ¥P  PMNC, PATRICIA 24.44/ 100.00
[ NEW CPS RDDV, RDDV 79.89/ 100.00
b’ | 25
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From this page you will select your field, operator, and the filter value.

H. . M Legend | Logout | Help
II"Ing anagement retha maddox, Dec 14, 2006
monster Maximum System Inactivity Time: 60 minutes

|/ Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility \|

Select Filter Criteria

|_Insert Row |[ Save Filter || Load Filter

Option Filter Fieldis) Operator Filter Value{s) Logical

Remaove ‘ Select Field Illquals e

For example, if you want to identify any Veterans Preference candidates in the
filter field select “Veterans Preference”, choose “greater than or equal to” in the
operator field, and “20-TP-VET” in the filter value field. Then click “apply”.

H. . M Legend | Logout| Help
Iring anagement retha maddoy, Dec 14, 2006
monster Maximum System Inactivity Time: 60 minutes

( Home Y Yacancy Y Question Library Y Applicant M anager Y Reports Y User Manager Y Utility \]

Select Filter Criteria
o

| _Insert Row |( Save Filter |( Load Filter

Option Filter Field{s) Operator Filter Value(s) Logical

Remove ‘eterans Preference Select Field Greater Than or Equal To

e A | 26
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Once you click “Apply”, you will see the following screen showing only the
veterans at the grade you initially selected and the words Filter Applied is in red.

H. . M Legend | Logout | Help
Irlng anagement retha maddox, Dec 14, 2006
monster Maxirum Systern [nactivity Titme: 60 minutes

Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y Uszer Manager Y Utility
Vacancy | Applicant

Applicant Manager Home == LS. Departrment of Commerce == Office ofthe Secretary == CFO & Assistant Secretary for Administration ==
Office of Secutity == Secutity Specialist == QEY-2006-0029:2006-Jaint-3 JP == SA-DOC-0002 == Applicant Listing

|_Feturn to Yacancy

( Staging Area Applications Listing Y Certs Listing
|_Filter | | Clear Filter /[ Data Mining Staging Area Details
[_Correspond |[ Change Statuses /[ Reset Statuses Staging Area #: SA-DOC-0002
{_All Applicant Data Report | Applicant Listing Report Create Date and Time: Dec 14, 2008 2:14:10 FM
|_hlneligible Applicant Beport Created By: RMADDOX
- Status: Open

|_Generate Job Certificate | _Request Documentation
I__DEU Count
All Grades | 04| 05|
Current Grade: 04 (Filter Applied)
Sort by: | Total score A
Status Name Score
wo NEW TP DSCFE LK 92,23/ 100.00
wo NEW SPCL TP LPPESAA, LOUISE 91.11/ 100.00
[@ NEW SPCL TP  ADAMS. ALPHA 87.78/ 100.00
[ MEW SPCL XP  PMNC, PATRICIA 8444/ 100.00
@ NEW CPS RDDV, RDDV 76,89/ 100.00

< < [1] » 2> Page 10of 1 Applications 1-50f 5

Jump to page: show | 20 ¥ |results per page. Apply

If you have additional filters for this certificate, you can insert a row for each
additional data element. Be sure that you select the correct logic to apply the
filter (see the logic table above).

#
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H- . M Legend | Logout | Help
Iring IManagement retha maddax, Dec 14, 2006
monster Maxirnurm Systern Inactivity Tirne: B0 minutes
|'/ Home Y ¥ 4 Y Question Library Y Applicant Manager Y Reports Y User Manager Y Ultility \]
Select Filter Criteria
(@\Save Filter I__Load Filter
St Filter Field{s) Operaton Filter Value(s) Logical

Remove “eterans Preference Select Field Greater Than or Equal To 20-TRYET A
Remove SelectField Equals hd

And ¥

Once you have completed all of your filters and have defined your list of
applicants, you can always click on “Filter” to see exactly what criteria was used.
This is very helpful if another HR specialist has to review your files.

e A | 28
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4.3 Data Mining Applicant Manager

To begin applying the “Data Mining” feature, go to Applicant Manager, select the
“Grade” that you will issue a certificate for, and then click the “Data Mining”
button.

H. + M Legend | Logout| Help
lrlng anagement rethia maddo, Dec 15, 2006
monster Maximum System Inactivity Time: 60 minutes

Home Y Yacancy Y RQuestion Library Y Applicant Manager Y Reports Y User Manager Y Utility
Vacancy | Applicant

Applicant Manager Hame == U5 Department of Commerce == Office ofthe Secretary == CFO & Assistant Secretary for Administration ==
Office of Security == Security Specialist == 03Y-2007-0041:2006-Joint-3 JP == SA-DQC-0001 == Applicant Listing

I Return to ¥Yacancy

|‘f Staging Area Applications Listing Y Certs Listing \|
(_Filter | [ Data Mining Staging Area Details
(_Correspond || Change Statuses /[ Reset Statuses Staging Area #: S5A-DOC-0001
I__AII Applicant Data Aeport I__Applicant Listing Report Create Date and Time: Dec 13, 2006 3:04:29 AM
| Ineligible Applicant Report HEEER RO
- - Status: Open
|_Generate Job Certificate |_Request Documentation
|_DEU Count
All Grades | 04 | 05|
Current Grade; 04
sort by: | 1otal scare A
Status Name Score
we NEW SPCL CPS ADAMS,DELTA SR
wa NEW SPCL NV CLINTON, EPSILON 90.00/ 100.00
[ NEW SPCL CP ROOSEVELT, BETA 28.89/ 100.00
@ NEW NV  CARTER, BETA 27.78/ 100.00
[@ NEW SPCL NV CLINTON, ALPHA 20.00/ 100.00
< ¢ [1] > > Page 10f 1 Applications 1-5of 5

Jump to page: show | 20 ¥ results per page. | ARl

Once you click the “Data Mining” button, this is the screen you will see and from
which you define your mining criteria. For example, in this case we will identify
all the candidates who wanted to apply to a specific location. We will data mine
on the vacancy announcement questions that asked for location preference.
Once you create a Data Mining definition, click “Next”.

i _ ""\...4'-\ & |
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Legend | Logout| Help

Hiring Management fetha maoox, Dec 15, 2006

monster’ Maxirmurn Systerm Inactivity Tirme: 60 minutes

|/ Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility \|

Applicant Manager Home == LLS. Department of Commerce == Office of the Secretary == CFO & Assistant Secretary for Administration ==
Office of Security == Security Specialist == O5Y-2007-0041:2006-Joint-3 JP == SA-DOC-0001 == Applicant Listing

Cancel

Vacancy: | 05Y-2007-0041

Staging | SA-DOC-0001
Area:

(& Create A New Data Mining Definition.

O Load A Saved Data Mining Definition. | — Mo sawved definitian —

_h MEXT »>

From this screen, click the “Add” button in the question criteria block. Once you
click “Next”, you will have to complete the following steps below.

Legend | Logout | Help

Hiring Management retha maddox, Dec 15, 2006
monster Maximum Systemn Inactivity Time: 60 minutes
r Home Y Yacancy Y Question Library Y Applicant M Y Reports Y User Manager Y Utility W

Applicant Manager Home == LS. Department of Commerce == Office of the Secretary == CFO & Assistant Secretary for Administration ==
Office of Security == Security Specialist == 05Y-2007-0041:2006-J0int3 JP == SA-D0C-0001 == Applicant Listing

Cancel

Vacancy: | O8Y-2007-0041
Area: | SA-DOC-0001

Statistics: Shiow Answer Statistics

Location{s): | add

—Select Location— v

Add
Question criterig

Question
Criteria:

ndicated with an asterisk (*) are required for an applicant to be considered in the result set.

| Cuestion Operator Choice Option

MEXT >>

R
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Select the appropriate grade, or you can select “all grades” because we identified
the grade 4 at the beginning of this “mining” process. Then click “Add” to identify
the question to data mine on. Then click “Next”.

lelng Management Legend | Logout| Help

retha maddox, Dec 15, 2006
monster Maximurn System Inactivity Time: B0 minutes

( Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y Uszer Manager Y Utility W

Applicant Manager Home == LS. Department of Commerce == Office of the Secretary == CFO & Assistant Secretary for Administration ==
Office of Security == Security Specialist == O5Y-2007-0041:2006-Joint-3 JP == SA-DOC-0001 == Applicant Listing

Cancel

Select Questions For Mining

04

05

- All Grades e Da you have expetience abtaining and verifying information, evidence, and facts in order to initiate and
conduct & security investination?

Add [T 55-9 Choose the one answer that best describes your education and experience.

Add Af Do you have experience monitoring & secured area?

Add A4 Do wou have experience responding to and following up on security complaints?

Add AM Do you have experience using a handgun?

Add A4 Have vou responded to calls or alarms invaling a crime or security incident?

Add M8 You may he considered under one, two or all three options listed below. Please choose the option(s) in
ME which you want to be considered under.

hich duty station are you applving for?

- Core
Questions

ﬁ. MNEXT 2>

FIor
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Once you click “Next” you will see the screen with the selected question and
possible choices. Click “Add” next to the desired choice (in this case “Suitland”)
for your vacancy then click “Next” again. You will see the following screen
identifying your selection. To add this data mining information click “add
Criteria”.

H. . M Legend | Logout | Help
|r|ng anagement retha maddox, Dec 14, 2006
monsker Maximurn System Inactivity Time: G0 minutes

( Home Y Vacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility ﬁ

Applicant Manager Home == .S, Department of Commerce == Office of the Secretary == CFO & Assistant Secretary for Administration ==
Office of Security == Security Specialist == 0SY-2007-0041:2006-Jaint-3 JP == SA-DOC-0001 == Applicant Listing

Cancel

Define Mining Criteria
CQuestion 10of 1

Which duty station are you applying for?

|:| Mandatory Lnswer Cholce W Suitland, MD Add Criteria

1. Add [4] Washington, DC
2. Add [4] Suitland, MD

Question Qperator Choice option
[ «PREVIOUS \{| | NEXT>> |

After you have added your criteria click “Next” on the following two screens to
confirm your selections. Then you will see the Data Mining results screen
showing those who met your criteria. From this screen you have the option to
save your Data Mining definition for future use or click “Done” if you are finished.

Siardehs XA T 32
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H. R M Legend | Logout | Help
Iring IManagement retha maddox, Dec 15, 2006
monskter Maximum System Inactivity Time: 60 minutes

f Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility W

Applicant Manager Home == LS. Department of Comimerce == Office of the Secretary == CFO & Assistant Secretary for Administration ==
Office of Security == Security Specialist == OSY-2007-0041:2006-Joint3 JP == SA-DOC-0001 == Applicant Listing

Cancel

Data Mining - Review Results
Export Vacancy: | 0SY-2007-0041, 2006-Jaint3 JP

Staging | 5A-DOC-0001
Area:

MINING CRITERIA:

1. ALL GRADES Q: “Which duty station are you applying for?
A1.: Answer Chaice Suitland, MD

MINING RESULTS:

A
Applicant Name  Grade Applied Score Confidence 1 Locations

CLINTOM, EPSILON 04 X 90.00 100.00 X Washingtan DC Metro Area, DC
Suitland

CLINTOM, EPSILON 05 X 90.00 100.00 X Washington DC Metro Area, DC
Suitland

ROOSEVELT, BETA 04 X 88.89 100.00 X Suitland

ROOSEVELT, BETA 04 X 88.89 100.00 X Suitland

ADAMS, GAMMA 05 X 84 .44 100.00 X Suitland

CLINTOM, ALPHA 04 X 80.00 100.00 X Washingtan DC Metro Area, DC
Suitland

CLINTOM, ALPHA 05 X 80.00 100.00 X Washington DC Metro Area, DC
Suitland

e
<< PREWIOUS DOMNE l |} Sawve Mining Definition ]

Once you click “Done”, you will be taken back to the Applicant Manager screen
showing that the Data Mining has been applied. You'll note that there are only

three applicants listed on the screen once the Data Mining definition (those who

applied to Suitland at the grade 4) is processed.

B . . R
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H. . M Legend | Logowut | Help
|r|ng anagement retha maddox, Dec 15, 2008
monster Maxirmurm Systerm Inactivity Tirme: 60 minutes

Home Y Vacancy Y Question Library Y Applicant Manager Y Reports Y User Manager Y Utility
Vacancy | Applicant

Applicant Manager Home == U.5. Department of Carmmerce == Office ofthe Secretary == CFO & Assistant Secretary for Administration ==
Office of Security == Security Specialist == QSY-2007-0041:2006-Joint-3 JP == SA-DOC-0001 == Applicant Listing

| Return to Yacancy

|/ Staging Area Applications Listing Y Certs Listing
|__Fi|ter [ Data Mining |__Cleal Mining Staging Area Details
|_Correspond |( Change Statuses || Reset Statuses Staging Area #: 5A-DOC-0001
|__AII Applicant Data Heport |__App|icant Listing Report Create Date and Time: Dec 13, 2006 3:04:29 AM
| Ineligible Applicant Report HEEEIEE RUADDEHR
- - Status: Open
|_Generate Job Certificate | _Request Documentation
[ DEU Count
All Grades | 04| 05 |
Current Grade: 04 {Mining Applied)
Sort by: | Total score w
Status Mame Score
wa NEW  SPCL NV CLINTON, EPSILON 90,00/ 100.00
[ NEW SPCL CP ROOSEVELT, BETA 29,29/ 100.00
/@ NEW SPCL NV CLINTON, ALPHA 80,00/ 100.00
¢ < [1] » 2> Page 1of 1 Applications 1-3of 3

Jump to page: show | 20 ¥ |results per page. | APRly

The example above demonstrated how to filter (Veterans Preference) and data
mine (duty location). These features could be combined and/or expanded on to
include additional criteria for your specific certificate, however the basic steps
remain the same. The example below reflects the final results of both of the
exercises above. We filtered on Veterans Preference to only see those who are
Veteran Preference eligible, and then we data mined on location to see only
those who applied to the Suitland duty location. In this case, one candidate met
both the Filtering and Data Mining criteria. Keep in mind that any recruitment
activities must comply with all statutory requirements and departmental and
bureau policies.
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H i ri ng M anagement Ledgend | Logout | Help

retha maddox, Dec 15, 2006
monsker Maximurn Systern Inactivity Time: 60 minutes

Home Y Yacancy Y Question Library Y Applicant Manager Y Reports Y Uszer Manager Y Utility
Vacancy | Applicant

Applicant Manager Home == L5, Department of Commerce == Office of the Secretary == CFO & Assistant Secretary for Administration ==
Office of Security == Security Specialist == O8Y-2007-0041:2006-Joint-3 JP == SA-00OC-0001 == Applicant Listing

I Return to Yacancy

|‘/ Staging Area Applications Listing Y Certs Listing
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