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From this login screen managers and/or selecting officials will now log into the
HR Application with a designated guest or assigned password to preview
vacancy announcements and review online certificates.

HR will provide the login credentials to the managers and /or selecting officials
via email.
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Once a manager or selecting official is logged in they will see a homepage.

From this point, the user may choose to preview a vacancy announcement or
review any certificates that he/she has access to.
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Announcement Number: TSA-BEDO-2007-0004

VWacancy Description: Master Transportation Security Officer - (BDO)™
Open Period: 2008-09-08 TO 2005-12-09

Series/Grade: SV o 1802 - F

Salary: $32,196.00 - $48,3465.00

Promotion Potential: =W - F

Hiring Agency: Transportation Security Administration ([TSA)
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In order for a manager to preview a vacancy built by an HR Specialist, the
manager will click the “Vacancy Review” tab and enter the vacancy
announcement number. The user may choose to view just the vacancy or
the vacancy and assessment questions.
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In order for a user to begin using the Certificate Review functionality, they must
click on the “Certificate Review” tab. This will present the user screen where
they must enter the Announcement Number and the Online Certificate Key

provided by the HR Specialist and then Click “GO”.
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After selecting “GO” the user will be presented with all certificates that pertain to
that recruitment. There may be multiple certificates per recruitment. All certificates
that have been issued will be listed on this screen.

In order to view the details of the certificate the user will click on the “Certificate
Name”. The certificate name will become a hyperlink when the user scrolls over
with their mouse.
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After selecting the certificate for review, the user is presented with the applicant
listing. From here, the user can click “view” under the various field names. Any

“view” link may be clicked to view that information. By clicking the applicant’s
name the user will see the entire applicant profile.
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If the user selected “Applicant Name”, they would see the application in this
format. Scrolling down will provide all information included with each individual
application. The user can use their browser functionality to print this form - if
necessary, but recommend printing only information for the selectee(s).
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After reviewing all applications, the user MUST then assign a “Disposition”
(the action taken on each applicant) and MAY also indicate their “Selection
Ranking” (the order in which HR is to make tentative job offers). Annotate
with disposition status codes ALL certificates linked to the announcement.
Click “SAVE” to ensure that candidate dispositions are retained and then click

the “SUBMIT TO HR” button.
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After clicking “Submit to HR”, the “To:” line auto-populates with the
RHSC@tsa-hraccess.com email address. The user then enters their name,
selection date, options®, and any comments (e.g., “Pls note selections are
ranked”). Clicking “Send” will send an email to HR.



mailto:RHSC@tsa-hraccess.com
mailto:RHSC@tsa-hraccess.com
mailto:RHSC@tsa-hraccess.com

. . . . RACCCSS
Online Certificates-Email Received Th™H

Message (Plain Text)

i Eile Edit Miew Insert  Formak  Tools  Actions  Help

gaReply | SEReplotoal | i Forward | o g | = | v | 55 LG X | e - 9 - A | @) = E!

From: admin@QuickHire, com Sent:  Thu 9¢11/2008 5:40 FM
To: MacBean, Scott
o

Subject:  Cert of Eligibles Ready For ReviewSelection

Desr Humsn Resources,

The following Certificate of Eligibles has been completed by Selecting COfficial on September 03 2008 =and is ready for your review:

Certificate #: EAST-Z005-0057—4

Title: EAST-2005-0057F

Grades Band: [=1]

Location(=s) : Washington DC Metro Ares, DO

Action: Selection(s) completed

Comments: Insert Comments Here.

Please log into HR Client Services' PREP System View My Certificates at https:d/eval.guickhire.com/prep to wiew the manager's selection(s) and comments.
This message was sent from an automated System that cannot receive e-mail. Please do not reply to this message.

Once the email is received in HR, the HR user can then click the link or simply
log into the HR Admin portion of Hiring Management to view the selections
made by the Manager and/or Selecting Official.
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