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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 
 

• 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. 

 
• 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.   
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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.   
 

 

  
 
 
 
 

 



 
 
 
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:   
GOLD:  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 
questions and resume.  Generally candidates scoring 90 and above will 
meet the Gold requirement. 

 
SILVER:  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 
questions and resume.  Generally candidates scoring between 80 and 
89.9 will meet the Silver requirement. 

 
BRONZE:  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.   
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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. 
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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.   
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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.  
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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”.     
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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. 
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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.   
 

 



 
 
 
3.2 Phasing Applicant Manager 
 
Once a position is announced and all applications are received, you will see this 
screen when you go into the Applicant Manager for multiple grade positions.  
Click on a grade to see complete applicant information and buttons for phasing 
options. 
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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. 
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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. 
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Once you click “Next” the dialog box appears with options for opening or saving 
the spreadsheet which contains the exported data. 
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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.  
 

 
 
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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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. 
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Click the “Import Data” button.  
 

 
 
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.  
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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”.   
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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: 
 
Filtering 
 
A user may use the following filter 
criteria: 
 

• Applicant is Special   
• Applicant is CTAP   
• Applicant is ICTAP   
• Applicant is United States 

Citizen   
• Custom Applicant Status   
• System Applicant Status   
• Veterans Preference  
• Score   
• Last Name   
• First Name   
• Social Security Number   
• Category Name (if a Category 

Rating Vacancy)  

Data Mining 
 
A user may define their own Data Mine 
based on:  
 

• Core Questions 
• Vacancy Questions 
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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 
question 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. 
 
Operators 
The Operators are used directly in conjunction with the Filter Values.  Filter 
Values appear based on the field selected.  For example, if the user would like to 
see all applicants who have Veterans Preference, they would choose the 
“Custom Applicant Status” field, the “Operator” Greater than or Equal to, and the 
“Filter Value” of 20-TP VET.  See examples for more details. 
Equals Will show all applicants who exactly match the criteria 
Greater Than / 
Less Than 

Will show all applicants who exceed or fall below the set 
criteria 

Greater Than or 
Equal To / Less 
than or Equal To 

Will show all applicant who exceed or fall below the set 
criteria and WILL include applicants that meet the exact 
criteria as well 

Contains the Text Will show all applicants whose response to a number, LA or 
SA question meets the defined criteria 

Not Equal Will show all applicants who DO NOT meet the exact criteria
 
Logic 
Logic allows the user to join multiple filter criteria together.  The logic that is 
chosen will have a direct impact on the results.  See examples for more details. 
And Using “And” as the criteria join will require the result set to meet all 

criteria defined by the user.  For example, to see all BQ applicants with a 
score of 95 the user will join the two criteria with “And”. 

Or Using “Or” as the criteria join will allow the result set to contain one or 
more of the criteria, but will not require the result to contain all criteria as 
it does with “And”.  For example, to see applicants with a status code of 
BQ or a score of 95 will require the use of “Or”.  Using “Or” will show 
applicants with a score of 95 OR a status code of BQ, the result will also 
include applicants who meet both criteria.   
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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. 
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From this page you will select your field, operator, and the filter value.   
 
 
 

 
 
 
 
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”. 
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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.  
 

 
 
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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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. 
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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. 
 

 
 
 
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”. 
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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. 
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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”.    
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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”. 
 
 

 
 
 
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.   
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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.  
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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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