Chapter 3 — Creating and Maintaining the
Resumix Requisition

Recruiter’s Desktop Window

Use this feature to create requisitions.

Hecruiter s Dresktop

Menu — FEile Edit Requjs\iticun Resume  Personal Help  Resumix
Bar —
Requisition
Menus Flesu .| To open a Requisition:
F'ersnna}\ - Click Requisition on Menu Bar:
ﬁ.dmlnlstratlnr\ Requisition
Help \
Navigation Qﬁ
Bar - Frequently Azked
Questions or
r.? - From the Navigation Bar, click
- the Requisition Menu.
Contentz
About
tlobs DO NOT USE AT
THIS TIME.
Ty e Resou hiter
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Requisition Menu

Hequizition

~

Search

NEW Create a new requisition.
SELECT Select an existing requisition from
alist.

SEARCH Search for an existing requisition.

Requisition Window

A requisition identifies and defines job openings or opportunities.

Let's review the Title Tab, Tool Bar, and Tabs that appear in a Requisition Window.

Title Tab ——

ToolBar ——

Tabs —_—

CrampwiEre -T-uﬂdng| Cuglom | Moles | Resums Search | Interssted Resumes

g o | Desaiveri |

— Title Tab: Identifies the requisition currently open.

» Note: All requisition names must follow the naming convention found in
Chapter 2 of the User’s Guide to Posting External/Internal Vacancy
Announcements located at:

http://www.af pc.randol ph.af.mil/dpc/staffing/qui des/quides.htm

Tool Bar:

RESUMIX/CPDSS User’s Guide to Filling Jobs 3-2
AFPC/DPCXT, Revised June 2004


http://www.afpc.randolph.af.mil/dpc/staffing/guides/guides.htm

SEIEFEFIEER  E

Tool Bar:
Button..... Enables you to..... Or Use Button on
Tool Bar........
w
- New: Create a new D
Hew Ltk requisition.
Options *»  Dpen Ctrl+0
Help b Cloze Open: Open an
- existing requisition. E,,”|
. Save Clrl+5 The system will
| Sewm e display the
R N Requisition Search
(_ Dename Screen. If you know
' Delete _the full name, type it
in. If you know part
Frint Chl+P of the name, type
E i the first few
=mal characters followed
by a wild card “ *“.
Options>: Allows the user to Close: Closes the
create vacancy current window. )(
announcements and referral
ce_rtlflcates_. (W_e d_o not use Save: Saves the
this functionality in =

Resumix.)

Help>: Contains various help
topics and most frequently ask
guestions.

requisition under the
current name
displayed in the Title
Tab.

Save As: The
ability to copy an
existing requisition
and save under a
different name. This
feature will be used
frequently in lieu of
the Rename option.

Rename: Renames and
replaces the requisition. This
function will rarely be used.
We will use the “Save As...”
in most instances.

(We will not use

this functionality

in Resumix.)

Delete: Deletes the
requisition.

Note: If candidates are
tracked to the requisition, it
cannot be deleted.

_
Print: Print the Note: Since

requisition overview CPDSS has
by choosing Print, electronic archiving,
Current, and thereis no

Overview from the
dialog box.

requirement to print
the overview.
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E Email: Send -

mail.

Select an Existing Requisition

If the requisition was created by the Request for Personnel Action (RPA) in DCPDS, the requisition
number will be the same as the RPA number.

1. From Recruiter's Desktop, choose Select. (If the requisition number is unknown or you would
like to search requisitions by Recruiter, Base, etc., choose Search.)

— Eilkgdit Reguisition Resume Personal Help  Resumix

o \Heguisitil:nn I

To open a Requisition:
- Click Requisition on Menu Bar
and choose Select:

Bequizition [

Hew

Select
Search

or

- From the Navigation Bar, click
Select on the Requisition Menu.

Resume

Perzonal

Adrniniztration

Help

Haotlobs, com

Interactive Resource Center
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—[pen Requizition

Search ID Type part of the
60| < Requisition
name and use
K2151-1 - the wild card
Find )
OOBZMADT 4238 WG EA04-6 - (Example-*
006Z5C023384 Select | OIMARA4A?).
O0BZSC023384-MNKO394-1]
0OROWEXTOSE5392 29365 Al |
995ESV107735 P—— | Find — Searches for
Q96ZMS1 0957 4 the information in the
9OEZP 029286 Search ID area
MJ-0962-(-006Z)40091 61 Mine | Select — Opens
MK-0862-1-006ZIA009161 MyOpen | highlighted
YWG-GA07-6-006ZMADDAES5 requisition.
MISLIMMER-CARBOMN-55-189-2 '
(2)SUMMER-CANMNON-G5-188-2 All T[,i!ﬂo'aysa”
1 requisitions.
-O0JULEXTOT 486322427 2-5 Cancel — Closes
-00MAYESTO4TET 3221 264-2 search window.
-SLIPP2
00--0BRYY Mine — Displays only
=] operator’ srequisitions.
My Open — Displays
only requisitions
2. Locate the requisition ID in either of two ways: currently open by the
e Scroll the list using the scroll bar; operator.

e Inthe Search ID field, type the Requisition ID, and click “Find”.

3. Click on the requisition to display (highlight).

4. Click <Select>.

5. The Requisition Window will display. Most of the information on the requisition will
already be filled out. However, there are several fields that require information for the

Vacancy Announcement and CPDSS to process correctly. See User's Guide to Posting
External/lnternal Vacancy Announcements, at

http://www.af pc.randol ph.af.mil/dpc/staffing/guides/guides.htm

for required data input.
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DETAIL Tab

When creating a new requisition, start with the Detail tab. This main tab consists of three
minor tabs: Administrative, Job, and Department.

Administrative _Tab: The Administrative Tab consists of the Recruiter's
name, Status of the position, date needed, CPO HR representative, number of openings,
posting status, location, shift information and history status and date of the requisition.

Crereew | Dolail | Tran:Iﬂng| ':usr-:ﬂ'-] hlul:asl Rasume Eearnnl Interested Ewasumus| |
Manually type
Adrminisirathoe | Job | Department | the number of
l positions being

Recruiter Dpenings filed if more

- S = | thanl.
Status [Faten = Total |

Diate Meeded [1772008 Fite |
HR Rep | =] Remaining | Do not check until
requisition is
Hi=iory complete and the
vacancy
Btabus Dale < | announcementis
[Pending 172004 100 = Post & ready to post.
ONCE CHECKED
[open [tr7r2004 Budgeted | || N eTve a—
|Filled |1.|1mm:.. Lacaticon [Jl-'-l.ll THAF B | SARFY j UNCHECK.
Bhitt |15t Shif =]
&

The following summarizes the fields and options on the Administrative Tab:

Recruiter: Specify the recruiter’s (staffing specialist's) name from the list of people identified as
recruiters. (Mandatory)

Status: Specify if the position has been Canceled, Filled, on Hold, Job Filled By Other Means,
Open, Pending, Query, or Returned. Pending is the default when a new requisition is created. The
Status must be changed to Open to post an announcement (mandatory for Vacancy
Announcement). To close the requisition when the position has been filled or cancelled, change
the Status to: Filled, Job Filled by other Means, Canceled, or Returned.

Date Needed: This will automatically flow from the Request for Personnel Action (RPA) in the
Modern DCPDS or can be input manually. The date format is as follows MM/DD/YYYY,
07/15/2003.

HR Rep: (Leave Blank) In order for this field to be functional, ALL Human Resources Reps must
be built in the system up front and maintained on a continuous basis, which currently is not done.
The system does not allow you to manually type a name.

Openings: Specify the Total number of openings for the requisition. The Resumix system
calculates the Filled and Remaining Opening fields automatically. (Mandatory for Vacancy
Announcement)

» Note: The Resumix system enables multiple job openings on a single requisition. This
reduces the number of requisitions that have to be created in the system.
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History: (View Only) The system automatically tracks changes made to the requisition status.

Post:
Voice Response System (IVRS) and AFPC Employment Website.
Announcement)

Insert a check mark to create a Vacancy Announcement to be posted to the Interactive
(Mandatory for Vacancy

» Note: Do not check the “Post” field until the requisition is ready for posting the
Announcement to the WEB/IVRS. Once checked, DO NOT UNCHECK as the
applicant/employee will no longer be able to access the vacancy or the status

of their self-nomination if the checkmark is removed.

Budgeted: (Leave Blank)

Location: Specify the job location of the position being filled. This field will automatically flow from
the RPA when integrated with the DCPDS or you may select the appropriate location from the drop

down list. (Mandatory for Vacancy Announcement)

Shift: Specify the appropriate work shift of the position.

Job Tab: The Job Tab consists of job information, job description information,
recruitment KSAs and any other pertinent information to be posted to the vacancy announcement.

| ecaution Surray - DUANTESINT 122261030 |
b e 11 15 1 ) 6 i

Ot -Tia':lrqu | Custom | Mate | Resume Search | it Resumes |

Adminisieative - Degartmeng

Caada [p218006 ﬂ THe [SECRETARY =
ee [ LeaveBlank =] cwss [ |
EED Type [ =] Sear |77534-35702

Descrphion

If Changing
Code, See
Warning
Below

THIS POSITION 15 TO BE FILLED A5 & TEMPORARY PROMOTION NTE 2 Davs
PATHOUT FLURTHER COMPETITION
DFEN TO CARRENT PEREAMNENT AR FORCE ENFLOYEES LOCATED AT QFFLUITT AFE, ME

THLPADLALS GELECTEL

DIUTIEE
Tha primary purpas of this posiion iz o sevwe as e peinciple sssistant pederming vanous clerical and admin
of o arganzadon Perfaming ofice arlamad on suppgan using rmelipke sulomalsd programs and safwan Suc
spraadshaeis, and graphcs in support of ha charnical and adminsaTse wors Tha osiom i oaled inoa mal
subordin s proups which differ from aach ather ¢ fonchions, relationships with oiher o
adminsiraliva reauireenanis. Thers & & svsam of farmial T
sibinrdin g wnits, and @ fmal pogees=s feEdating sysam wieich is S0
sachatary Poregend s & wide vanshy of ndcuimng &nd soes noind Cuiming oo ms s pomd

e s o A e s et e L e ke s et R e e B s sekaat e e s el e daordile. Dl

d

Note: Copy and paste
the KSAs, or manually
type them. Use the “Ctrl
C” and “Ctrl V" keys to
accomplish the cut and
paste functions.

Note: If your base uses
the DoD Core Doc
application this
information will flow
from the job description
in DCPDS.

» Note: When posting announcements, ensure the information in the Description
area has been checked for content, spelling, and grammatical errors. To spell
check the information typed in the description area, place your cursor at the

beginning of the description block, click the {;r button and accomplish any
necessary corrections prior to saving. Information placed in this block will post to
the Web and IVRS for applicants to view. This description is also used to build
the job analysis, which identifies the Resumix skills that will be used to rank and

rate external applicants.
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Code: This is the Occupational Series of the position being filled. The 4 digit OCC Series code
will flow from the RPA in DCPDS and populate this area. IVRS requires 8 digits in this field.
(Mandatory for Vacancy Announcement). THIS MUST BE CHANGED TO ONE OF THE 8 DIGIT
CODES FROM THE DROP DOWN MENU IN ORDER TO FLOW TO IVRS.

Warning: If there is any information in the Description area, before you select your
Occupational Series, highlight and copy all the information in this block ‘Ctrl C'. After selecting
your Occupational Series go back to the Description area and press ‘Ctrl V' to paste the
information back into this area. If you do not follow these procedures, once the Occ Series is
selected, the Description Information will be deleted.

|
1. Click on the open folder [ buttonto open the Select Job Window.

Code  [09BBODO3 El

2. Type the Occ Series of the position being filled followed by a wild card “ * ”. Click
<Find>. Use the Scroll bar to find the title of the position. If the title is too long to
see, place your cursor on the line between the Job Code and Description and move
completely to the left. Now place the cursor on the line at the end of the Description
and move completely to the right. Use the horizontal Scroll bar to move to the left
and right.

3. Click on the appropriate title. Click <Select>.

F]
Place cursor on the line between Job
Code and Description and drag to the left
if you cannot see the full title.
e JEbeS B Bt plai =
‘- | LT [
L .
Decrancn [ | Place cursor on the line and
LRI :
. {4 FI AMATTVE EMPL DAMENT D L drag to the right.
(o nacaders Dokiag
, =] N
Seach :':I Fozazton || e =)
- ke B [eeripion .
104 H [ T ]
14 e =
|EI l]_l:-em!r\hm B
1E1 LAFFIRMATIVE EMPLOVMENT AND EQLML EMPLOVMENT © el =
HE1 LREERTANT FEREDRMEL FFICER
E1 ay | CHIEF TR REEDPURTE FROGRAMMES Tl Fimd
E: - | GHIEF PE RS ORMEL DPERATIOMNS A5ERIGT
1H Eet NCL_ASIRCATION AndD EMFLOWVEE 1 —ICI'KE
Aeume I 1065 F CWLEMFERS0RMEL FULICY At
Prrconsl i IEFECTR, PERSOhHEL
i 1 EE: AR ETAF P S8 ECLL ST
Hedp: iH |EMFLIVEE [EVELCFMENT ARD FEREIPNEL ETARANG
- 1EMFLIVEE FELATINS 00 DERELOPFMERT EFECILE
i IEMFLOYEE RELATIIMNS M0 FEREDHAEL STAFRlG 5P
_ Heollobwoom | I | ECHUAL EMPLOVIERT S0 STRITI0 SPECIALIST
Intaract=w Fiesmece Conbe H I | EXECUTIE DIRECTOR
s H I H_ LR R ESOUISC E M SE MENT SPE O ST R E e
Ee—— i | A FESOURTEE GFAICER WA}
Fadps I TSR] FESCLRC IS 5P EOsLIST
i | HUMA FESOURCER 3P ECIMLEST ICLESERRECSUNTPLY
—, ISR RESOURCES 5P EOALIST JOLESEF ICRTION]
m - | HU FESOURCER 3P ECIMLEST [EMPL & LABDR RELe
e —— IR RIS RS 9P TOAUST BAMPLOTEE DEAEFIT:
| HUS FESOURTCEE 3P ECUMLEST ISP OSMATHN EYETE
R [ R ESCURCE S 57 ECUSLIST MILITART & HICHMY
Fosesl |||} s F BSOS EE 35 ECURLIST peiLITAR Y}
Ferwedom ||| B FESCURCE S SR ECURIST IFECRTTMEHT & FLY
Het | LG 0 RELATIOHE: AHO EsPLOTEE RELATIANE EPECIa »
Hozieks. o
i | 4] ]

If you still cannot view the entire title, select the title that matches closest to the job. Save the

e
b

Requisition then go to the Requisition Search Screen and search for the Requisition.
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Type in the Requisition ID and select the Find Button E The “Requisition Match” List will
populate and here you will be able to see the Title’s full text. If the incorrect title is selected, repeat
the previous steps until the correct title is selected. (Note this is a temporary fix until a more
permanent solution can be accommodated.)

Rliguisihon Scrmsaty - DALNTESINT 12291090 |

ERREEEER B

Crerviesy el |Tracl-:|n-;'| Cuslnm' Motes | Resume Euﬂ:hl Intarested H'nsun'ﬁ]
Adminishnative ek |l:'anarh'nan1|

code  [0318000Z & Title [ |5 TANCE MANAGEME
Tvne | Leave Blank .| Class [F =]
EED Tyoe |C =] Batay [17534-357%

Filf Tige  SECLARITTY AZRSISTANCE MANAGEMENT SFECMLIET

st riptinn

THIS PCSITION IE TOBE FILLED AS A TEMH  RARY PROMOTION NTE 60 DAYS. INDMDUALS SELECTED WAy BE
WITHOUT FURTHER COMPETITHIN

OPEX TO CURRENT FERMENENT &R FOR| | EMPLOYEES LOCATED AT OFFUTT 4FB, ME

Type: Leave Blank

EEO Type: P = Professional, A= Administrative, T =Technical, C = Clerical, O = Other, and B =
Blue Collar (PATCOB). Automatically populates when occupational series is selected from the
drop down menu. (Mandatory for Vacancy Announcement)

Title: The system will automatically populate the job title when the Code (Occ Series) is selected.
You will not be able to view the full title, in the title block, when the job title is longer than 28
characters. The full title is located directly below the EEO Type and Salary blocks. You cannot
create new titles. (Mandatory for Vacancy Announcement) For AFPC Personnel Only: If the
title you are searching for is not listed in the drop down menu, you must enter the required title
information into the Resumix_Titles database which is located at Q:\Common\Titles. For IPCs:
Send an e-mail request to Tom Wood or Marjorie Roberts.

» Note: If the Job Title has a prefix of Supervisory, Lead, Deputy and/or a
suffix of Office Automation, Stenography, Stenography/Office Automation,
Typing, Data Transcriber, Data Transcribing, Foreman, Leader, Helper,
Worker, or Supervisor, go to the Custom field Tab under the General Group
select Prefix Subject Matter and/or Post Subject Matter to complete the
title.

Class: Work Schedule of the position. (Mandatory for Vacancy Announcement)

B= Baylor Plan P= Part-Time

F= Full-Time Q= Part-Time Seasonal

G= Full-Time Seasonal R= Part-Time On-Call

H= Full-Time On-Call S= Part-Time Job Sharer

I= Intermittent T= Part-Time Seasonal Job Sharer
J= Intermittent Seasonal Y= Not Applicable

Salary: Enter the Salary Range of the position (up to 15 characters) example: 35000-58000
(Mandatory for Vacancy Announcement)

» Note: Do not use special characters such as dollar signs ($), spaces, commas, or
periods between the salary amounts. For FWS positions, convert the hourly rate to an
annual salary (Hourly Rate x 2087 Hrs = Annual Salary).
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Description: Use the description workspace area to store a detailed description of the job and the
recruitment KSAs. The KSAs must be copied and pasted or manually typed into this area. The
information will only flow if the COREDOC is built in the DCPDS and is attached to the RPA.
(Mandatory for Vacancy Announcement)

» Note: This area is very important. To spell check the information typed in the
description area, place your cursor at the beginning of the description block, click

the .{-;.a’ button and accomplish any necessary corrections prior to saving.
Information in this area is the description of the duties that will be posted to the
IVRS and the Web. If you have misspelled words and/or incorrect grammar, it
will be posted to the Web for the world to see. Be very carefulllll You may create
your information in a “Word Doc”, run Spell Check then place your description
data in the Description area.

» Note: This is also the area used to create your job analysis, if one is not already
available for use in filling this job in CPDSS.

Department Tab: (Leave Blank) This tab specifies department and manager information.

» Note: In order for this functionality to work, ALL of the managers in the Air Force
would have to be built into the system. The system does not allow manual typing of
names. For this reason, the Department tab will not be used.

Repision Suwsay - ILSHTESNT 122261090 |
uJEISIEIEIE RS

imerie=  Cariall I Iri:h'ul Lusdim | H:Il:-:l Wi e Dl eS| Inler el Meiuarse

sy | o
I i D | \El

Mam i |

N &

Lot am [ o

Firsl bame |

Fhone |

Emadl

W&l Blap

I
Fax |
|
I

Exiilireg
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Tracking Tab

The Tracking tab identifies the candidates that have been tracked to the requisition. This tab
shows the candidates’ name, action, status, and date. The information in this tab is what IVRS will
voice back to the candidates. Tracking candidates is extensively explained in Chapters 6 and 7.

owerae | Detail Guskom | Meles | Resume Search | infenesied Resumes

ta cananie | |

I

mmﬂ | | v | |
o Tracked Candisales B £l o4
j EF
| EF Layiblares | FustHare | Ladtéiction | Lad Sisks | Datm
| §F MR Tuachesd Fopn - A
i B 18R T rackesd Rl - 2
i8R T racked Fra0-30% amam
18RI Trached Fe30-30% 2
BFI Tiachd R0 3% 2z
Bi Tinchad R0 3% 21

Candidate Activity Tab: The Candidate Activity Tab shows the Last Action, the Tracking Code
assigned and the date assigned to each candidate for this particular requisition.

P Surasay - A EESTEST 08 |
< T | RS v | 2o |
2 B Trackid Candaans r T
| BRI
| BRI LactHase | FictHame | Laoiiction | Laxl Sisks | Dam |
| BIFi ol Tesckesd Fial -3 TN
Lol Bt Edpn Trscked PN -0 PR
] Tracked GE g 1 anm
-] Teacked A3 A% ZEm
5] Teasied A3 -0% =/
I B Tracied A3 -3k 21/

Tip: Use your arrow down key on your keyboard to view each applicant’s Tracking Activity

The following table summarizes the fields on the Activity tab.

Item

Trarkto Candidate ’
o]

Last/First Name

Enables you to...
Track a candidate to the requisition.
We Do Not Use. This area will automatically be
updated from the CPDSS CRR. (After the selection is
made there is additional information that needs to be
updated in this section. (See Chapter 7)
Schedule interviews.  This button invokes the
Microsoft Schedule+ or Microsoft Outlook application.
These applications work independently of the
Resumix system. Note: We Do Not Use.
Last/first name of candidate.

Last Action View the most recent tracking action

Last Status View the most recent status.

Date View the date of the most recent action and status.
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Overview of Tracking Activity Window:

w| x| o] =] B] o &
crarviow | Dot [ < vstorn | Mowes | Resuene Search | Inwmesied Fasumss |

- tisate | |

JII<— Resume Summary Extend Offer

Delete Action

S | ] 7 | |

I BR) _De
L T — izl el
j B _I_Irl%
| BRI Disie | scton [ Stsas | Cowmana

5 BRI § % 2502004 35151 FH Tiached Harnsal — —
| Bag 8 202004 101101 2K Tiachad FLLF 4F, 10 Conpara New Action Edit

H 21 1 I 3P Tischad SEL -5 mhaction
Button Enables you to...

Resume Summary - Access the identified candidate’s resume summary.

New Action - Allows new tracking codes to be added. Multiple tracking codes
may be added by clicking the New Action button.

New Extend Offer - Allows HR specialist to extend an employment offer to a
candidate utilizing the email address which is provided on the candidate’s
resume. NOT BEING USED AT THIS TIME.

Edit Action - Allows changes to an existing tracking code.

Rl = |o R

Delete Action — Clears tracking information on the tracking code that has
been selected.
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CustomTab

The requisition Custom tab enables you to identify other information pertinent to the job being
filed. Information on completing the Custom tab can be found in the User’s Guide to Posting
External/Internal Vacancy Announcements located at:

http://www.afpc.randolph.af.mil/dpc/staffing/guides/quides.htm

Let's review the different data types available on this tab.

Area Enables you to enter...
Group The top level in which fields are organized.
Field The specific custom field within a group.
Text Up to 30 alpha-numeric characters.
Date Dates in the following format m/d/yyyy, 08/23/1999
Numeric Whole numbers limited to nine digits
oL Add a new custom field.
— Delete a custom field.
¢.|n Cancel all changes made and revert back to last
saved.
j Drop down menu.
= Whenever you see an open folder, a menu exists.
—_ You must select from the menu unless the system
notifies you of a specific field not to be used.
RESUMIX/CPDSS User’s Guide to Filling Jobs 3-13
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Add a new
Fimgumiton Summany - SETHMAZEITES | custom field. Delete a
Crvarvioy | Daotail | Tracking |IEEEERN| riotes | Resume Seanh | nierested Resumss | | leJ_s}gm
ield.
T —1=—1 Drop down menu
Cumtom Fisld Tud Dt rHumbsr = = =i
Cancel all
changes made
and revert back to
last saved.



http://www.afpc.randolph.af.mil/dpc/staffing/guides/guides.htm

Group Field

To select a Group, click the drop down menu button i

|

e

There are multiple groups in which fields are stored. Depending on the Group you select, the
custom fields available under that Group will be different.

For example:

GeneR =

ACC-Career Level
ACC-Critical Position
ACQ—F‘ngram Type
ACG-Special Assignment
Adency GroupiSubelement
Ann Open Date

Ann Close Date
Elargaining IJnit Status

Conditionsofuop 2l =l A

ﬁ _ - - -
Jnn Conditions
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Adding/Deleting Custom Fields L _
Use the button to add a field.
_ Use the ='| button to delete a field.
| X| D B =] = E |
Use the button to cancel all
cxarview | Dotail | Truzking [JEHERT| Hotes | Rosumne Bsarce | Intorassd Resumes | changes and revert back to last saved.
s [ -
Custom Fiekd Diae wovear  H =l

Ted
|A|1||l’_'\r_|¢I||I_'\.;|I|¢I - | | =N ERrA et | '| (=1
w
1. Click the Field arrow and choose a field from the list.

2. In the Text, Date, and/or Numeric fields, enter values by using one of these
methods:
|
e Click the open folder [ (if it exists) to the right of the field and select from the
list.
e Type the information if no list is available.

3. To add another field under this group click the New/plus button P .
» Note: The field that you specified in step 2 is automatically entered in the new
line.
4. To change the Field, repeat steps 2-3.
5. To change the group, repeat steps 1-2.

6. Toremove a line, click the line and then click the Delete/minus ='| button and Yes.

7. To revert to the last-saved version of the information, click the Cancel h| button
then Yes.

8. Repeat this process until you have added all of your fields.

» Note: Much of the data will automatically populate to the requisition from the DCPDS.
Review the fields that are appropriate to your requisition.

Multiple Value Custom Fields
Some custom fields may have multiple values.

Chmmrwl Cretail | Tracking - Fotes | He=ums Euarrh] Irerested Resumes l

Group | onditions of Job =
Custom Feeld Toxk [ i Husmiber il d ﬂ
[Job Canditions [z Ex= | = [
|_Il.'-l.| Condilions ;”I:'II:' Exr= | 5 | =
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Sample of Custom Fields under General with Information Selected:

E

Mutes | Resurve Search | Inkarested Resums |

X| | = 3 = 4mt
Creemder | mn|'rmunn

o A |

Customn Fieid Taxt Date rumeer 2 = A1
[ann open Cate = &= [l = =8
fnn Ciose Date | B [1regon = =0
rurrml | e | -| T B
foratei el | * ol 0B
e P I :
o Fe e o[ -
| 0zt Subject Wamar f- ofice Automation e | = e
fainurca Post {7 Extemail Teeno Announ B | | -
fTargal Gradaisval | " . 5P

I Tip — Remember, you can review all custom fields selected under the Overview tab under
Requisition.
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Tab - Notes

The Notes tab enables you to enter notes. The User's Resumix System Login ID, date and time

stamp appear every time information is entered or edited and then saved E in the Notes area.

Dy | Dialad | Tracuing | Cuslim Pagume Bserch | Fdaresiad Masumas |

PP HURDER 0Z3WayOr 200000000565
HOWEMOICE S0 2008 473 M

Note: Notes that are part of the Requisition will automatically transfer to the CPDSS Notes
area during the import of candidates from the Resumix Match List. Ensure you check your
notes for content, spelling, and grammatical errors. To spell check the notes, place the

cursor at the beginning of the notes page, click the spell check button ,@r located on the
toolbar and make any necessary corrections._Once the note becomes a part of CPDSS
(CRR Properties Screen, Additional Information box) the information cannot be
removed.
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Tab — Resume Search

The Resume Search tab enables you to create a resume search to find matching resumes based
on the Self-Nomination Number.

To create a resume search, click <Create New Search>.
Biwpima Seaich - TESTRECTITE768

':r-wer-v| l:.‘laii||| TriL’-HIﬂEIl Cusb:lrn| Moles _ Inderesied Resumes

[ Link o M Sarch Hreah L |

Linktosearch | [TESTREC1376768

Sedecl a Reswrme Search:

_ Link to Rssum Saarch |
S013190%

CHSLIMMER-CANNON-G5-188-
(N} SBEMEFO7A403-ED SEARC
[} 99EMEF 073403 TEMP SEAF
{N) QBEMEFOTS403-VETIENOR
(MESEMEFOTA403-TERFVET &
-D04VDP 01 TE23-ICTAP-NC-EL-
f1FFRFXTARIAKAI TN

Note: Although you can link your search to a requisition, we will not be using this function.
If there is a requisition in the “Link to Search” field, do not worry about it at this time. The
system will display the last resume search name (Search ID) that was opened.

Copying a Requisition Under a New Name

The original requisition number created from the DCPDS RPA should always be used for the
External Announcements. You may need to copy your requisition if recruiting from other sources
(e.g., Internal, DEU, etc.). Follow the naming conventions in the User's Guide to Posting
External/Internal Vacancy Announcements located at:

http://www.afpc.randolph.af.mil/dpc/staffing/guides/quides.htm

1. Choose Menu > File > Save As.

New  Cu
Optionz »  Open Cirl+0
Help 3 LCloze
Save Ctrl+5
SEIVBES h_
Eename
Delete
Print Ctril+P
Email
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2. The Requisition — Save As window opens.

00OCTINTOO0004216545

3. Click OK.
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Tab - Overview

The Overview tab enables you to review your requisition information and make sure your
requisition is complete. The Requisition Number will match the RPA number if flowed from
DCPDS. For the naming convention when recruiting multiple ways, refer to the User’s
Guide to Posting External/lnternal Vacancy Announcements located at:
http://www.afpc.randolph.af.mil/dpc/Staffing/Guides/Guides.htm

_

w | | || B] 2| | - 3

- Detail | Tracking | Custom | Mates | Resume Search | interested Resures |

Rearranges the following
Track Candidate || L 1 Admin I Job | Trackind | information and moves it to
| the top of the Overview:
04JANTESINT 123281090 Admin — The recruiter,
status, history, number of
mﬁlﬂm ! openings, post, budgeted,
Eha:us: r. Flad' A Nocation, and shift information.
:Eﬁ.f:.ar: Wi Job — The job information —
Budgnlu.l:l' type, title, class, and salary
Sht | 1stShit plus a job description.
Post ‘fas . i
Locabon:  OFFUTT AF 6.1 S8RFY I NEBRAS Tracking - The candidate
name, actions, status, and
Status History date information.
AT004 101414 A Pending
a0 Cpan
AF262004  Fillad
12004 Tracked RFC -vol CLG Conzidaraion
12004 Tracked RFC-vaol CLEG Considaraion
12004 Tracked RFC-vol CLEG Considaraion
12004 Tracked RF G -vaol CLEG Considaraian
12004 Tracked RFC -vol CLEG Considaraion
12004 Tracked RFC-vol CLEG Considaraion
12004 Tracked RFP -Promodion Considerstion
Ll 12004 Tracked Manual
12004 Tracked Manual
12004 Tracked RFC-vol CLEG Considaraion
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Custom

Field Text Date Humeric
Ann Qpen Date 117r2004

Ann Close Date 172952004

Format 2
Grade/Level G

Fay Basis A

Fay Plan G5

Fost Subject Matter A - Office Autarmation

Source Post 3 External Temp Announcement

Target GradefLevel B

Temp Emplovment by

Req Geo Location 7y

Area of Consideration o1

EEQ Statement GO0

Haot to Apply a1

CPM Geo Location nz4z

Cther Information 400

Part Tirme ar Job Share [

Fay Benefits and Work Schedule 200

Fay Benefits and Work Schedule 230

Post OFM es

Student Employment Opport [ - Mot Student Oppaort
Who hlay Apphy 5 - Status

Duration Hours F - Full Time {more than 32
Duration Appointment T - Tempaorary

Hotes

RPAMUMBER D2MAYBF20000000835652
HOWARDCA: S/2002002 2:06:43 P

Joh

Code: 03120002

Title: SECLURITY ASSISTAMNCE MARNAGEMERNT SPECIALIST
Type:

Class: F

Salary: 27534-357496

EED: c

Description:

THIS POSITION |5 TO BE FILLED AS A TEMPORARY PROMOTION MTE 60 DAYS. INDIMIDLIALS Si

FURTHER COMPETITICMN.

OPEM TO CURREMNT PEEMAMENT AR FORCE EMPLOYEES LOCATED AT OFFUTT AFB, ME.

DLTIES:

The primary purpose of this position is to serve as the principle assistant pedorming various cleric
the organization. Performing office automation support using multiple automated programs and sc
spreadsheets, and graphics in support of the clerical and administrative wark, The position is locz
subaordinate groups wehich differ from each other in terms of subject matter, functions, relationships
administrative regquirements. There iz a systerm of formal internal procedures and administrative ¢
subordinate units, and a farmal pragress reporing system which is sufficiently complex ta require

secretary. Prepares awide variety of recurring and some nonrecurring correspondence, repors, o
finalizes caorrespondenceldocuments prepared by others in handwritten ar electronic drafts. Revies
outgoing carrespondence, materials, publications, regulations, and directives. Receives telephom
nature ofthe calls or visits. Maintains supervisor's calendar, coordinates meetinds arrangements,
conferences. Performs clerical and administrative swork in suppaort of the officeforganization. Uses
waried functions to produce a wide range of documents that often regquire complex formats, such as
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Creating a Requisition Outside of DCPDS

The following steps are for those users not operating in the DCPDS or have an urgent need to
create a requisition from scratch.

This functionality should be used only when DCPDS is down for an extended period of time.
Be cautious about using this capability, your audit trail is compromised when DCPDS does not
create the requisition.

Step 1: From the Recruiter’'s Desktop:
Recruiter's Deskbtop

Filz Edit Requisition Resume Personal Help Resumisx

R equisition V_ |

>To create a Requisition:
- Click Requisition on Menu Bar:

Bequizition

Select
) “New”
%
Search
or
\From the Navigation Bar, click
New on the Requisition Menu.
Fezsume
Ferzonal

Administration

Help

Hotlobs. com

Interactive Resource Center

Step 2:,The Requisition window appears. Select File > Rename.

Surenasy - SMITHMAZE 20 |
hd B ST 5 =1 T &)
[y ] Cuestom | Moles | Fasums E:Hrl:hl Interested Resumes |
Cpkicns B Opan
Halp * Clasa partrru.-rt]
ree S N -] | OV
st =] el [
Disda e Filled I
HR Rep Brinit ;' Famaing I
]
His 0y
Blatus Daks
F“em:lng [FEFOT =] Fost [
Busdgeied | =|
N Location | E
shitt | =|
=]
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STEP 3. The Requisition Rename window appears. The New Name must follow the
naming conventions found in the User's Guide to Posting External/Internal Vacancy
Announcements located at:

http://www.afpc.randolph.af.mil/dpc/staffing/quides/quides.htm

|=

" p—— : You may need to use the
| __— last 6 digits of the Resumix
Oid pame  [ERITHMAZST 20 — = assigned number. Refer to
ow Mama IIH.IH-III SwaTO1 3456 T i) Cancel the User’'s Guide to Posting
External/Internal Vacancy
Announcements.

\

Click OK.

STEP 4: The new Requisition name will now appear on the Requisition Window.
Complete all mandatory and optional data fields in the requisition using the User’'s Guide to
Posting External/Internal Vacancy Announcements located at:

http://www.afpc.randolph.af.mil/dpc/staffing/guides/quides.htm

Oy ey - Tracking | Custorm | Mates | Resume Search | Interested Resumes

_ Joh |Department|

Recruiter  [Smith, Mary ~Openings

=
Status IF'ending j Tatal I 1
Date Meeded | Filled I n
HR Rep | j Rermaining |—1

—Histary
Status Date
Pending nzeizons ] Fost ™
Budgeted | j
] Location | ;I
Shift | =]
hd
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