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Introduction
The search tools, Field Job Analysis Tool (JAT) Search and Headquarters Standard Job Description (SJD) Search, are now available on the HRAccess Portal (https://hraccess.tsa.dhs.gov). Making these tools available on the HRAccess Portal allows users to access them without logging in to the secure HCInsight Portal. Links to the search tools can be found in the Hiring Manager Tools menu on the HRAccess Portal.

How to Use this Guide
This guide is designed for users that need to access and view JATs or SJDs to request a Vacancy Announcement. It describes how to access and use the Field JAT Search and Headquarters SJD Search tools on the Public Website. This guide provides instructions for accessing the Public Website and the search tools, and using the two search tools: Headquarters SJD Search and Field JAT Search.
Accessing Public Website
To access Public Website, you must have Microsoft Internet Explorer (IE), Version 11 installed on your computer. 
To access and use either the Field JAT Search or Headquarters SJD Search tools: 
1. Open a web browser (IE). 

2. Enter the following URL: 
https://hraccess.tsa.dhs.gov/hraccess
(Use Ctrl+D to add this page to your IE Favorites.)
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The Hiring Manager Tool menu on the Public Website contains links to both the Field JAT Search and Headquarters SJD Search tools.
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Instructions for accessing and using the Field JAT Search tool are provided in the Field JAT Search section. 
Instructions for accessing and using the Headquarters SJD Search tool are provided in the Headquarters SJD Search section. 

Field JAT Search
To access and use the Field JAT Search tool: 
1. Click the Field JAT Search link in the Hiring Manager Tools menu on the Public Website  web page. 
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The Field JAT Search tool appears. 
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The content of this JAT Library is applicable for Field use only.

Click here to download JAT Search User Guide.
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The Field JAT Search tool provides two different search methods:

· Advanced Search
· Browse Entire Catalog
The following sections provide instructions for using the different search methods. (Click on a method above to view instructions for a particular method, or scroll down.) 

Perform an Advanced JAT Search

To perform an Advanced JAT Search:

1. In Search Options, click the Advanced Search radio button. 

2. In Sort Results, select how you want the results to be sorted. Results can be sorted by Series Title, Series, or Category. 

3. In the Advanced Search box, enter one or more of the following search criteria: 
· Series Title

· Series

· Category
Manually enter a Series Title or Series, or select a category from the Category drop-down list. 

In the example below, Administrative Support is selected from the Category drop-down search criteria drop-down list, and Series is selected from the Sort Results by options.
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4. Click the Search button, and results matching your search criteria are returned, as shown below. 
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Search results provide some information including, the Title, Series, Category, Band, and a brief Series Description. 
Click the More link in the Series Description column to view the full Series Description. 
Click the Download link to view and save the full JAT in PDF format. 
Note: A JAT is a required attachment when creating a Vacancy Announcement in the RPA system. 
Browse the Entire JAT Catalog

To browse the entire JAT catalog:
1. In Search Options, click the Browse Entire Catalog radio button. 

2. In Sort Results, select how you want the results to be sorted. Results can be sorted by Series Title, Series, or Category. 

In the example below, Series is selected from the Sort Results by options.
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3. Click the Search button, and the entire catalog of JATs is returned. 
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Search results provide some information including, the Title, Series, Category, Band, and a brief Series Description. 

Click the More link in the Series Description column to view the full Series Description. 

Click the Download link to view and save the full JAT in PDF format. 

Note: A JAT is a required attachment when creating a Vacancy Announcement in the RPA system. 

Headquarters SJD Search
To access and use the Headquarters SJD Search tool: 
1. Click the Headquarters SJD Search link in the Hiring Manager Tools menu on the Public Website web page. 
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The Headquarters SJD Search tool appears. 
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The content of this SJD Library is applicable for Headquarters use only.

Click here to download SJD Search User Guide.

The "cover sheet” or "JSC" Job Specific Criteria is for use by Program Offices to document any position-specific characteristics (e.g., specialized experience, unique
requirements, additional job duties, technical competency requirements) that are not appropriately captured in the Standardized Job Description. This "addendum”
will be certified by the Program Office and submitted with the Standardized Job Description and RPA. A Cover Sheet is not necessary in all instances, only when
additional information related to a particular job s required. Any information provided on the cover sheet should be appropriate for the series and pay band of the

position.
Click here to download the cover sheet
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The Headquarter SJD Search tool provides two different search methods:

· Advanced Search
· Browse Entire Catalog
The following sections provide instructions for using the different search methods. (Click on a method above to view instructions for a particular method, or scroll down.) 

Perform an Advanced SJD Search

To perform an Advanced SJD Search:

1. In Search Options, click the Advanced Search radio button. 

2. In Sort Results, select how you want the results to be sorted. Results can be sorted by Series Title, Series, or Category. 

3. In the Advanced Search box, enter one or more of the following search criteria: 

· Series Title

· Series

· Category
Manually enter a Series Title or Series, or select a category from the Category drop-down list. 

In the example below, Administrative Support is selected from the Category drop-down search criteria drop-down list, and Series is selected from the Sort Results by options.
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4. Click the Search button, and results matching your search criteria are returned, as shown below. 
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Search results provide some information including, the Title, Series, Category, Band, and a brief Series Description. 

Click the More link in the Series Description column to view the full Series Description. 

Click the Download link to view and save the full JAT in PDF format. 

Note: A SJD/JAT is a required attachment when creating a Vacancy Announcement in the RPA system. 

Browse the Entire SJD Catalog

To browse the entire SJD catalog:
1. In Search Options, click the Browse Entire Catalog radio button. 

2. In Sort Results, select how you want the results to be sorted. Results can be sorted by Series Title, Series, or Category. 

In the example below, Series is selected from the Sort Results by options.
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3. Click the Search button, and the entire catalog of SJDs is returned. 
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Search results provide some information including, the Title, Series, Category, Band, and a brief Series Description. 

Click the More link in the Series Description column to view the full Series Description. 

Click the Download link to view and save the full JAT in PDF format. 

Note: A SJD/JAT is a required attachment when creating a Vacancy Announcement in the RPA system. 

Download a Job Request Cover Sheet
If any position-specific characteristics, such as specialized experience, unique requirements, or additional job duties, are not captured by the SJD, you can add missing characteristics using the Job Request Cover Sheet. The Job Request Cover Sheet addendum must be certified by the Program Office and submitted with the SJD and Request for Personnel Action. This addendum is only necessary when position-specific characteristics are missing from the Standard Job Description. Any information provided on the cover sheet should be appropriate for the series and pay band of the position.
To download a Job Request Cover Sheet: 

1. Click the here link to download the Job Request Cover Sheet. 
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Click here to download SJD Search User Guide.
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requirements, additional job duties, technical competency requirements) that are not appropriately captured in the Standardized Job Description. This “addendum”
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additional information related to a particular job s required. Any information provided on the cover sheet should be appropriate for the series and pay band of the
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Click here to download the cover sheet.
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2. An MS Word version of the Job Request Cover Sheet is downloaded to your computer. 

3. Fill out all the information on the addendum. The addendum must be certified by the Program Office and submitted with the SJD and Request for Personnel Action.

