Chapter 7 - Generating a Referral Certificate and
Referral Certificate Package

The Air Force Candidate Referral Certificate is designed to create certificates based on assigned
Tracking Codes. To create a Referral Package or generate a Referral Certificate the first step is to go to
the Reports > Options area on the main menu.
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Note: When accessing the Reports menu, an attempt to generate a Certificate or a Package without
completing the required Certificate Options Dialogue window will cause the following dialog box to
appear.

CPDS5GenRep Error
|f tracking codes have been azzigned for the reguizition then zelect the codes to be reported using the options dialog for
requigition: 217585 - O0APRIMTO0200E216078, else assign tracking codes and then use the options dialog.

General
This tab is ‘read only’ and shows information that has been imported from the Resumix Requisition.
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Options

This tab is used to add or modify information for the certificate.

Make sure to change
the Expiration Date
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Certificate Types

This tab is used to select which candidates will appear on the certificate based on Tracking Codes and
the order in which the list of names will appear. The candidate must have been assigned the Tracking
Code(s) selected for the certificate to appear on the certificate. Note: A separate referral certificate will
generate for each Tracking Code that is selected. The only exception to this is the “Certificate of
Eligibles” used for DEU referrals.

Select Sort Order: Candidates can be sorted either by last name or by rank.

Select Attachments: Civilian Referral Briefs can only be selected when the Certificate Type
Is Internal

Select Certificate Type: Certificate Type is determined by the option selected under ‘Select
Certificate Type’.

Track Code/Description: All the Tracking Codes assigned on the Candidate Referral
Roster (CRR) will be listed here. Select the code(s) to use to generate a Referral Certificate(s).
In the example, certificates will be generated on those individuals with Tracking Codes of “RFC” and
“RFP”.
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NOTES:

» Civilian Referral Briefs: Only available for internal candidates. This feature will not be used
when an External certificate is selected.

» Resume Text: (All external candidates).
» CONUS AEP: (Used ONLY for all internal CONUS positions - screen defaults to this selection)
(Once External Certificate type is selected, the CONUS AEP box will be unselected as the AEP report
is not included with external certificates.)
» Hawaii AEP: (Use for positions located in Hawaii).

RESUMIX/CPDSS User’s Guide to Filling Jobs 7-3
AFPC/DPCXT, Revised June 2004



The Notes and Remarks tabs are used to add additional information for the position or candidates on the
referral certificate.

NOTE: Information typed in either of these areas will be displayed in either the Notes or Remarks area of
the certificate. The maximum number of characters for each of these areas is 500 and a maximum
number of lines is 5.
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Generating a Referral Certificate/Package

When the certificate options area is complete, the Referral Certificate or Certificate Package may be
generated. To produce only the certificate, select Reports > Certificate.

To produce the entire package (Certificate(s), AEP Reports, Resume Text or Career Briefs) select

Reports > Generate Package from the main menu or use the Generate Package button.

Sample of Internal Referral Certificate Package:
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Tracking Code(s)
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Civilian Referral Brief

CiVILIAN REFERRAL BRIEF |cnrrznt== of-17.Feb-2004

FOR OFFICIAL UAE OHLY,COHTAIHI IHFORE ATIOH GUEJECT T PRI AC Y 0CT OF 1674 03 AREHDED. PROTECT ACCORD IH ALY,

Name: WO | SSN:[—

DUTYPHOHE: (303713334434 WoRK puTY LoGATIoOnN: U5 A F Academy, El Pasao, GO
PR -BERIES -GRADE: UG - 6BOT - 05 TITLE: MATERIALS HAMDLER
OFF. 3B EOL: LGLCC cPoH: Q002 MATERIALS HAMDLER. 32051 AFOB.AFPR
ORGAHIZATION: Lo GISTICS READINES BFOE 391003 USAF ACOADEMY ACD, O
OT.BTART POAH = 250 T -1 008 g0 {60 CT-{084 OT.LaaT PRON Gz )]-BR-1902
EXP TYPE: Federal Cinil 5 ernice dUPU LEVUEL: & acq CATEAaaRw: ** oMo Data= ** Aacq LEVEL - ** <Nao Data= **
£33GH EFFECTNE PT: 25-0CT-1993 n3gaH 3TATUA: fActve Assignmernt Demo EE - Demo FP:
SHILLY - MEY M KX Materals Handling ! $tock Handling PERGEMWTAG E- 35,00 MONTHE:22.00
SKILLZ: MEY 'M LE M aterials Handling | F reight Checking FERCENTAG E- 33.00 MONTHS:z22.00
SKILLZ2: FKH Sales Store Clerk
EXFERIENCGE HISTORY:
Start Dt End Dt. PP-SERSGR  Title
Eap Typa Supw Laval AGQ Gatagory ACQ Lawal
Command Deme BE Dema PP
H-M AR-2002 28-FEB-2003 G5 -087h-04 Medical Records Technician Total Months Experence: 11.03
Federal Cinil Service Mon-5 upenisory # 2Mo Datas ** ** Mo Datas **
BCD - AirForee Academy oMo Datax #* #% <o Datas #*
Skill:BJS Medical Resords TechC Ik Perientage: 55 Morths: 6.07
Skill2: BJT P CPX Medical Clark ! Data 5 ystems Support Percentage: 45 Morths: 496
25-0CT-1998 30-MAR-2002 NG - BAOT - 05 M aterials Handling Total Months Experence: 41.20
Federal Cinil 5 ervice Mak-5 upenisory *= 2Mo Datas ** ** Mo Datas **
ACD - AirFarce Academy ol Datas ** **<MNo Datas **
Skilld: ME YW WEX Materials Handling ! Stock Handling Percentage: 35 Morths: 1442
Skill2: ME W ! WLE Materials Handling ! F reight Checking Percentaye: 35 Morths: 1442
Skill3: FEH Sales Store Clark
01-MAR-{998 24-0CT-1998 G5 -06875-04  Medical Records Technician Total M onths Experence: T.77
Federal Cinil Service Mon-5 upenisory = 2ho Datas ** ** Mo Datas **
ELM - AF Elem erts [OTHER]) *aHao Datax ** **<No Datar **
Skild: B IS Medical Records TechiC 1k Fercentage: 100 Months: T.77
21-APR-1991 28-FEB-1998 WG - 6940 - 03  Materials Expediting Total Months Experence: 82.35
Federal Cinil 5 ervice Mark-5 upenisory *= 2Mo Datas ** ** Mo Datas **
** <No Data= ** #*<Mo Data= **  **<No Datar **
Skilld: MME M aterials Expediing Fercentage: 100 M onths: 82.35
03-JUN-1930 20-AFR-1981 WG - 3840 - 07 Bt Mech Parts Rpr Totel Months Experense: 10,33
Federal Civil 5 ervice MNon-5 upehnisary = 2Mo Datar = = 2Mo Datar **
LG - AF Logistics Com mand [Historical] =Moo Datar **  ** <Ho Data= **
Skild: NRF Bift Mech Parts Rpr Percentage: 100 M onths: 10,38
16-0UG-1937 02-JUH-1990 WG - 32535 - 07 Preudraulic Systems M echanic Total Months Experence: 33,38
Federal Civil 5 ervige Non-5upetnisory = 2Mo [atar & = Mo Datar **
LG - AF Logistics Com mand [Historical) # Mo Datar **  *#* <Ho Datas **
Skill1: W XE Freudraulic Sys Mech FPerentage: 100 M onths: 33,58
24-MAY- 193 T 15-0UG- 1887 G - 3250 - 05 P newdradlic Systems Mechanic Total Months Experense: 2.74
Federal Civil 5 ervice MNon-5 upehnisory #* 2Mo Datar ** # 2Mo Datar **
LG - AF Logistics Com mand [Historical] =Moo Datar **  ** <Ho Data= **
Skilld: WXE Freudraulic Sys Mech Fercentage: 100 Months: 2.74
0z2-FEB-1937 Z2-MAY-1928T G - 8253 - 07 P reudraulic Systems Mechanic Total Months On Detail: 271
Cretail MNon-5upetnisary #* 2Mo Datar ** # Mo Datar **
Lo G - AF Logistics Com mand [Historical) # ol Data: **  *#* <No Datas **
Skilld: W XK Freudraulic Sys Mesh Fersertage: 100 Months: 271
2B-MAY-1935 Z2-MAY- 19237 NG - 2806 - 08 5 heetMetal Mechanic Total Months Experense: 23,94
Federal Civil 5 ervice MNon-5 upehnisory #* 2Mo Datar ** # 2Mo Datar **
LG - AF Logistics Com mand [Historizal) # Mo Datar **  *#* <Ho Datas **
Skilld: LU S heet M etal M echanic Fercentage: 100 M onths: 25,94
1B-0 CT-1924 23-M Y1925 NG - 3808 - 05 5 hest M etal M echanic Total Months Experense: T.22
Federal Civil 5 ervice MNon-5upetnisary #* 2Mo Datar ** # Mo Datar **
Lo G - AF Logistics Com mand [Historical) # ol Data: **  *#* <No Datas **
Skilld: LU S heet M etal M eshanis Ferientage: 100 Months: 7.32

CAREER PROG RAM REG ISTRATION:

**<No Data Available: **
APPRAISALS: Date Ratina Factors
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AFFIRMATIVE EMPLOYMENT INFORMATION
CERTIFICATE MUMBER: 0200 1Ful 1}
TYPE OF CERTIFICATE: Framctan Consideration

TITLE: WECHAMICAL EMGINEER

FAY PLAN - SERIES - GAADE: G3-0830-12
The encirsad efeiral camifeabads] hag ihe Talrsing megraaestaion

1 HIEFANIC MALEE

Tewmoy Save lecsl gask doribs calegorise e ben

DEFHITHHHE:
DISAELED (MON-TARGE Ve Pedssns with mresdic al disalility ¢odes grester (han 05 a6 degieved i 5F P56 with
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DISAHLED (TARGE T GROUPE permem wilh madical daabiliby codes 15, 17 @E AF ;23,24 (HUKD Kk 26 and X238
PR SsG EXTREMITIES ) B4-84 (PARTIAL PARALYSIE . T1-T8 (COMPLETE PARBLYEE K EF cCONLLEIVE
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Sending the Package Electronically

e Select the Open Envelope, _l the following screen will appear.
e Select Acrobat Format (PDF) as the Format.
e Select Exchange Folder as the Destination. Click <OK>.

|
F L
-
Bcrobat Format [FDF) E
o= — Cancel I
Dizk. file vI

Dizk file
|Micrnsnft b il [FAAP |

e The Select a Folder Window will display indicating your exchange profile name. Select your
mailbox folder and click <OK>.

il S clect & Folder =4 ||
.
Frofile : 1
i T orns ~rhike » [ o _I |
|— Folder: | P I
Select a Folder or an Address Book:
i T | T o A bk L
—5 =1 FA Silbo= - A bite s T O s

Foderm Spestems
FAns S ECafF A
Fublic Folders

The certificate and all of the identified attachments will flow to your exchange inbox.
Select Inbox and click <OK>.

Frofile - {
r T onw " hite ! H’ O
| Carmcel

Folder:
rMailboH - wArhibe s Cive D PR S Sl miboe

Sel=ct s Folder or an Address Book:
=1 T o A hite
A= b ailbos - warhite o Tine DP TR
[ Calendar
[ Contacts
1 Deleted lkems
= Drafts
——
— Jourmal
=3 Motes
o Outbos
1 Sent lterms
=3 Ta=k=
CEl =B kModern Systems
1L B kAy SEFF
= B Fublic Faolders

At this point the document may be open for final review or to add any other required
documents/instructions, and forward to the CPF and/or selecting official based on internal procedures for
that CPF.
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e Or Select Microsoft Mail (MAPI) as the Destination. Click <OK>. This allows the user to send the
email directly to the manager or intended person. Using the MAPI procedure the user can cut and
past text information into the message area of the e-mail. E-mail must be open to use this method.

Export x|

I.-'l'-.l:rc-bat Format [FDF) LI
Cancel I
Destinalior:
Diisk file =

Diizk. file
E xchange Folder

s B Microzoft b ail [MAR]] |

NOTE: The certificate or certificate package generated will be “Read Only.”
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Return of the Referral Certificate

Once the manager has made a selection(s), the certificate must be returned via e-mail, hard copy form by
fax, mail or hand-carried. When the completed certificate is received, the CRR should be updated to
reflect the tracking codes the manager has assigned to the certificate: Selected, Declined, Referred Not
Selected, etc.

CEPTFES VRS TIG LS IT0E (H EX [Pl 1§ Db b Pioe pimsed Svifuisis Saoimriert Slss | ]
i Vips A laew  Teed  deprbs Sak
T 1 TR
Mﬂl - Sgency Disgectons [DF] l oK, |
A |l Doiwwdicesuyies O gl (001
FEElRan FEEaAI |2 DEL Cwcineara (DO Carinl |
i1 ] DEL ManfAefenal  Hotsos of Faamng (DEL - 8F)
Entay Giade: [T Porden Tl || 5 ) DEL Fsbsaad
W kgt (1]
Tracking 41 Lagaoy oMo U
gk a4l P + (3 WerdFsiensl (KA
i =t WS sl
AFL ] A . (715 PME - Pisisrsd Mal S slscisd
FFT iy A 11— bem Dusadbed il
AFC 3 B 0 N5 Dftes Dschnsd £}
AFL i = 1 E
Al = C
BFC ) c o |5 ] Rt Esdnd [RE]
AFE E 5 +- gl Nefensl e (M)
AiE= B i ! il ) Fedarial Soemial Placeysend (REFY
AFF= 5 M I | =g SelsoaonSE| (D58
:;‘E‘ :Iil : : :I_‘. [¥34, . Eaipcied [Fror gack obechon p b datr o
: Yo BEL — Falgcian
AFF= 12 H E ="
1A L - I e SEP - Ssbscton and PLS Rasinchon
A&L~ 14 H
ABC " M

NOTE: Remember tracking codes only flow automatically to Resumix when one of the following
occurs:

e Certificate Generation
e Certificate Package Generation
e Roster Archived

Any subsequent tracking codes applied to the CRR such as Selected and Non-Selected must
be manually sent to Resumix. To send the Tracking codes to Resumix click the “Send Tracking” button
Or Actions > Send Tracking code from the menu. L
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Hiring the Applicant — Updating Resumix

Once the effective date has been established, the staffing specialist has to update Resumix with the
following information:

Step 1: Open the Resumix requisition being filled. (Follow the guidance in Chapter 3, Selecting an
Existing Requisition.)

Step 2: Click the Tracking tab.
Step 3: Select the Candidate Activity tab.

L
t] Act]
et

LotMame | FlMame | LastActions | Lesl Shavas [ Caie [

;ILIEﬂ | Tracked FIFC o CLG Consdersion 141 27200
iJ Trached RFC o CLG Conaderaien 17127200,

Step 4: Click on the selected applicant. The Tracking Activity for that applicant is now viewable.

Crvmreiesy | Dl

Irachk B5 arlinenia I I

=1 il Tiaok s Caradaiates

b | oy
| Susius | Cornimeits |
3 1Z0E00E BORGE . Tiscked el and
11275004 17280 Timck &d FFC ol CLG Cone cbsi stann
b

rrack to Gandidate | | m wes

=l Tesched Canchclsiss _-:n'hr | Aetheite |
= U P N
|'l'l'ﬂ¢|¢'|l Aglheity LICG | 1= 1] s
| cton | Staha | Commeriz [
§ 70 202004 %0856 . Tracked bl rnasl
F3 1203008 12586 . Tracked BFC %ol CLG Consadersinn
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Step 6: The Tracking Activity — Add box appears. Comments added in this area will be visible in the
tracking activity window for the candidate.

T 1mckreg Sactravsy - &dd

sction | -] | Qi I
=]

Btatus | Cancel |
(=115 |I.'_"'-'.'3|:||:|a 2 A0l P
Ciarmrisnks

| |

Y i

Step 7: Using the drop down menu select “Decision” as the Action.

B

—Tracking Activity - Add

Status Cancel I

Date |1.l'2?.l'2004 2:32:07 Pl

Comments

—
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Step 8: The “Status” field must be completed; however, it is dependent on several different factors.

I ek g Scireiy - Sdd

acticn [EEENGIA - | [ Do |

Blubuas -

ancel |
Comtm 17272008 23207 PM \ When finished -
o mm eein Click OK

o N

Review the chart below for the appropriate Status code.

Candidate Currently in DCPDS Status = \L
Currently a Permanent Air Force Yes Internal Accept
Employee (Tenure =1, 2)

Currently a Temporary Air Force Yes External Accept

Employee (Tenure = 0)

Currently a DoD employee (Tenure Yes and appointment action | External Accept

0,1,2,3) processed utilizing the

Interagency Transfer request

procedures.
Currently serving on an Overseas Yes Internal Accept
Limited Appt or Term Appt (Tenure =
3)
Not Currently a Federal Employee No Accept
Currently a Federal Employee No Accept

Decision/Accept

IMPORTANT!!! The staffing specialist will use the Decision/Accept Tracking Code only when hiring a
candidate that is not currently in the DCPDS database. If filling a vacancy with an employee currently in
the DCPDS, Decision/Internal Accept or Decision/External Accept should be used. Failure to follow
these instructions will result in employees having duplicate DCPDS records.

When the Decision/Accept Tracking Code is selected in Resumix, a new Applicant record is created
in DCPDS to be used in the appointment process.

When the Decision/Accept Tracking Code is used, the system automatically
» Changes the applicant’s status to Hired,
» Changes the position status to Filled, if only one (1) vacancy exists, or
» Decreases the Number of Openings by one.

Note: These automatic actions do not occur when you use the Internal Accept or the External Accept
Tracking Code. You must change these fields manually.
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Step 9: Notice the new entry on the Tracking Activity screen for the candidate selected. A similar entry
is added when you use Internal Accept or External Accept.

¥ X 2 = ] =]

(rweienw | D [N Custom | Motes | Resume Search | intensate Resumes |

Track |0 Cansldpe || m | Resume Summary
- A TecerCosdse | [ O | Aot |
~t: PR e— =TT
1l O
ml R | Action | stae | Conwreniz |
il §3 2006 1504 v Fracked [
m K A4 202004 30405 P Selacicn  SEL Selackon
| 1 2n2so00e w5028 Trackad AFF Fuamobon Conaali
el §2 241222004 110020 484
C 3 1104 2 sT N
13 2122004 355 3Pw

EXAMPLE: Shows difference between Decision/Accept above and Decision Internal Accept,
below.

Fsqustion Sunrsay - OUFEBNTTESTIZN06 frooim Soxevw [ |WyFoiies |

CPREEERET R

W|wl|umw-nﬁ|w| EEO | RequisAc nisrasts |

Trackia Feg I [PAFERINTTESTAZ 240298 E =

3 1 TiackedReguiors | Requistion Achty | Offes -
7.0 MFEBMTTESTT |

= olse

| Zetion T — | Cormrenia |

[t
t; LA 4195 PH DOecnmn < Irbamal dpaoepit ’

Select a candidate in the left window. Candidate’s tracking activity can be viewed in the right window.

T

I <~ ||

rrr-:ur-m:ﬂ:l i
Ersde | scion | sesm | Cowmeres |
2RI 35159 FM Tasched Harisl
B 24 10110 AN Tiached RCF VA& 10 Corpara

f5 21004 11 3P Taackmd 5EL -5 uhection

88 2 004 152 4T P Toackesd R s

B 2t 111 00 P [racmion, Az

HE 2o 3 27 al Tusoksd RN -y

$5 2nivamd 1 aN Tesched RI0-30%
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Tracking Activity:

I 22004 B:20eA0 AM

pency Ohjecion

RESUMIX/CPDSS User’s Guide to Filling Jobs 7-15
AFPC/DPCXT, Revised June 2004



Timching Ackvily - Add -

Arfian .uﬁllulnllhl

it

Siahpr |

lankl
Dla  JCAR-Time aftor Cormp Appl For
CPP-Carear Prog Ferals. Brn | |
Cofnms P E-Carser Frog Ferodhy-13m
LCE-Lat ks Comp Edabus
LRC-Lacks Reguirsd Caoca
P Ewe i Waw E &
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EXAMPLE: The below candidate activity shows when the selection was accomplished, when the
applicant accepted the position and when an offer of employment was extended (with a pending
relocation benefit).

S 0 |

Tracking Antivltyr:leq FlElIn @ Eé'
Date | Acton | Shatus | Comments |
{3 2/10/2004 1:50:51 PM Tracked Marual

{3 210/2004 3:04:05 PM Selection SEL -Selection

§13 212/2004 950:28 AM Tracked RFP -Promotion Considersi...

iﬁ 222004 17:08: 23 AM Tracked RFC 4ol CLG Congideration

ﬁ 34172004 8:44:57 AM Decision Accept .

{3 3/5/2004 2:15:22 PM Offer Oifer Pending AElocalion qmm—

§3 212/2004 35533 PM Tracked RFC Aol CLG Consideration

§53 212/2004 10:55:02 &M Tracked RFP -Promotion Considersi..

iﬁ 2M1/2004 37443 PM Tracked RFC 4ol CLG Consideration

fg 2M10/2004 2:38:48 PM Tracked RFC /ol CLG Consideration

Step 10: Update the Resume Summary for the selected candidate. Select the Resume Summary

button. .EI
Step 11: The Resume Summary window will appear. Select the Custom tab.
' Resume Summary -]

s E E R EE

guenriew] Detail I ﬂtsluw] Tracking -] ﬂnd'esl EEO I Reguisition Inieregtsl

Group |GENERAL |

Custom Field Text Date number 2l =]

[FERM-Ofice Symbol [EnPD =| [ =

[FERM-0rg Struc 1D ]p.ENPD = |

|PERM-PAS [wE1MFDFY = |

|PERM—F‘P |Gs = | |

|PERM-SER |oao 2| |

|Appaintment Type |14 = | |

|Riating of Recerd |s =2 [

[5CD Civilian | & 71211973 “ |

|scO Leave | B |[71zna73 - |

|sco RIF | B [71211973 =

[Social Secunty Numper | S| [

[EEEIE |ax 2| |
@aniraunn =l & [sin00s ﬁ :‘
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Step 12: Under the General group, locate Resume Expiration cuswin neiu. Change the Resume
Expiration custom field to:

Position Candidate Selected For... Action to be Taken .......
Temporary Position (Tenure = 0) Change the date to current date.
Permanent/Term/Overseas Limited Delete the resume expiration date.
Position (Tenure = 1, 2, or 3)

NOTE: Only external applicants will have resume expiration dates.

Step 13: THIS STEP IS ONLY TO BE USED IF AN EXTERNAL CANDIDATE IS SELECTED FOR A
PERMANENT/TERM/OVERSEAS LIMITED APPOINTMENT (TENURE = 1, 2, or 3). Prior to
completing this step, you must make sure the DCPDS applicant record has flowed into DCPDS.

1) Under Resume Summary tab, select History tab.

2) Place a check ¥ in the Available block.

3) Change the source code to INTERNAL.

Requisiion Summary - DAANTESINTI23281030 Resume Summary-M[ | |

4 i =1 =1

gven.riewl Detail  History |Iracking I Qustuml ﬂutesl EED I Requisitian Imerestsl

Status
Current |Received [ W lvailable > To change:
l oo ’ 1 - Click on the folder.
Date Description 2 - Select I nternal
[11126/2000  |Received = from the list.
3- Click Select
button.
4 - Click the Change
To button. Current
source should read
~| Internal.
~Source
Current [INTERNAL Change To ||INTERNAL E‘
Date Code Description
[11/26/2000  [INTERNAL |Internal Emplayee Resumes i‘

Under Resume Summary tab, select the Notes tab.
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Insert the following note: Source code changed to internal - placement into permanent position on (enter
date).

Dvewiew' Detail | Tracking | Custo esume Search | Interested Resurmes

Source code changed to Internal - placement into a permanent position on 02-08-04.
Recruiter! Test: 2182004 12:28:30 Fi

Click the Save E button.

Step 14. To close a requisition. Open the Detail tab in the requisition; then select the Administrative
tab.
a. Change the Status to the appropriate response by opening the drop down menu and
selecting the appropriate status (e.g., Filled/Cancelled/Returned/etc.)
b. If there is more than 1 opening, manually change the number of openings; if there was only
1 opening, the system automatically will change the Filled field to 1 and the Remaining field
to 0,.

[omen 2008 Budgstad | =

[Fined [z Lecaion [OFFUTT AF 8.1 34RFY ]

Shat 151500 =

Click the Save E button.
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