Chapter 3— E-mail Setup/OPM/USA Jobs Vacancy
Announcement Email Template

Step Action
#
1 E-mail Setup

Your e-mail account must be set up in accordance with the following procedures;
otherwise, the OPM vacancy announcement template will require re-formatting before
forwarding to the OPM USAJOBS website.

A. From the Desktop select the Microsgft Outlook icon.
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B) Once you have opened Outlook, go to your Inbox. On the top menu bar you will then

select the Tools item. Then under the Tools it@options.
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C) Under the Mail Format tab, you will need to set “Send in this message format:” to
Plain Text.

N ]

Preferences I rail Servicepelling I Security I Other I Delegates I

Message Format

Choose a Format For outgoing mail and change advanced setkings.

Send in this message Format: —|Plain Text j

- _ ~ [HTML
Use Micrasoft Ward ta edit &-Mriceosoft Outlook Rich Text

™| Send|pickures fram bhe Intetn

Stationery and Fonks

and add backgrounds ko wour messages.

% Ilze skationety to change waur defaulk Fonk and skyle, change colors,

Ilse this stationery by defaulk; j If you are
unable to
change your
Signature settings you

Aukomatically inchude wour signature or attach an electronic business will need to
card (wiCard) ko oukgoing messages. put in a work

Shatinners: Ficker,.. |

Use this Signature by default: I«::Nu:une:b j order to your
systems

Signature Picker. .. | administrator

Ik I Cancel | Ay

¥ | bonit wse whenreplving ar farwarding

Note: You will also have to set your fonts to Courier 10 pt. To do this, click on the “Fonts...” button.
If you have a signature set for your e-mail you will need to make sure that the “Don’t use when replying or
forwarding” block is checked.
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D) You will then see the Fonts window below. Select the “Choose Font...” button for all

three selections,
“When composing a new message”, “When replying ayd fofwarding:” and “When

composing and reading plain text”.

—Message Fonts
% When composing a new message: /

IlEI pt. Courier

When replving and Forwarding:

IlEI pt. Courier Choose Fontk... I‘r

When composing and reading plain bext:
IlEI pt. Courier Choose Font. .. +

International Fonts. ..

—Stationery fonks

Some Skationeries have fonts associated with them. Yoo
can choose ko alwaws use wour Fonts instead of the ones
specified in the Stationery.

' Use the Fonk specified in Stationery {if specified)
" Use my Font when replying and Forwarding messages

i Always use my fonks

(a4 Cancel

Select “Courier”, “Regular” and “10”, and then hit the OK button.
Font EHEH I

Font style: Size:

- IH eqular |1 n} oK I
!! Courier Mew Italic 12 Cancel
15

W Desdemona 1 |Bald
Fidedsys Bald Italic
% Eootlight r;1T Light
T George = = =
— Effects — Sample
[ Stikeout
™ Underline BcEl g e
LColor:
|-.-'1'«utu:| ;l Script:
|W’estern ;I

Note: OPM will not accept the e-maill if it is not exactly like the template format.
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Step Action
#
OPM Vacancy Announcement Email Template Setup
2

The OPM vacancy announcement template will be e-mailed to the Staffing Specialist
that created the requisition or who is listed as the recruiter in Resumix. See display
below of how this e-mail will look.
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A) Double click on the e-mail file. When the file comes up it will look like the template below.
Once this E-mail file appears; select the Eorward button from the top menu option. This will
create a Forward Screen so that the e<mail can be forwarded.

k -—

ﬁl'n-rlH -—rﬂ-ﬁlll HEM ﬂl*hl-hli-n-

ssss ETIHT OF LIHMOENCENENT TENPLATE =e==

PSER MAFE (M BOLLITIM BOARS| 1 AFPC DFCTD

ol TTRE: F

TIEEMT ERFLOTEENT (FPIKTEMITLES: H

JSOTLY PDSITION BT TILLER &S PIFT-TIME OF 208 FELRET H
FUILLC; X

|ETATEE

INTEFMALY

RIOECY ANTOTUCERINT HIMEER: CIFERIZISHE
MFATIONLL SEBIES: D001

jocCHPATIONAL SIFFIS: I

[ TITLE: ELINTEMANCE EUNLIENENT MSALTIT

TNCLTIE IF DNFOREATICON TECTNTLAGT SEAFCI M

[FEREFUL PAY FLUM: 35

FiT TIPL &

EimiEin =TieTiec sabbPy¥- 1927
ELTTADY BALERT: 7500
BEFTNMING GRADE 12

EHFING GRinE: 13

[FROBCTLON POTENTIAL:

[P EMEMG DATE @NFNR/WENE:- 0372340001
[SLOBCRG DATI N Ep samds 03 08¢ 3000

LOZATION 1 - WDMEER OF WACANCIES: oo
LOCATION 1 - LOCATEOW HARED: Merheclands Od
[LOCATION 3 - DOTY LOCATION COOE: 1580

[LOCATION 2 - HUMEER OF WACLHCIER |CPTIONAL]
LOCATION 3 - ROCATEDN WAAD (DETIOMAL) ¢
JLOCATION 2 - BETY LOCATION COOE |oFTLOHIL):

LOCATION 3 - NOMBER OF WACANTTED [OFTIONML] :
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B) Inthe “To... address block”, type in the following address: job.entry@jobentry.opm.gov
In the Subject block: Delete the text FW:
You will want to leave just the capital A in the Subject Block.

B Gl ew (et Fyws lob At b
et DG L BRI M) b o KT,
il | || AN FIEESEERiIT—,

wamn START OF AMACUNCEAERT TEHPLATE weam
E?Hgg [OR BULLETIR BOWRD)  AFPC DFECTD A = Add

F
DENT EMFLCOTHENT CEPORTANITIES: ¥
FOSITIOH BE FILLEDY AE PART-TIHE OR J0E SEARE

LCERCY EMFLOTEES ORLT
IHTERHAL - AMGEMCT PAGE CHLY

RGERECY SHROURCERENT thh.ﬂ' FAFERGIL Edh
CIEATIORAL SERIES. [l

CUFATIORAL SIFFIE T

08 TITIE. ERVIROHEENTAL ENCINEERE (COEFLIARCE]
INCLOCE 1IF LFFUFAATION TECHROLOGY SEARLH: N

FEDERAL FAT FLAR o5

T TYFE: &
MIHIMUM STARTING ERL&RT 3J83E1
EAXIHIN SALARY: €2523

TI08 = AFFUINTEENT: E

LHG DATE FF-E@-F0ed: 42-018-2004
CLIFSLHG DATE S 3R-RRel. @2-78°1004

1 - MUMEER OF VRCAHCIES. 00l
LOCATION 1 - LOCATION WAHE: Ninct AFH ard Hainat
1 = DUTT LOCATION CODE. DISE

TI0H I = NUMEER OF TACARCIES (OFTIOHAL)
LOCATION & - LOCATION HAHE (CFTIOHAL
TI0H I = DUTY LOCATION CODE (OFTICHAL Y

3 R Y e e O TR
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C) Next you must remove the Original Message address information. See below the highlighted area that
must be removed. You can click and highlight this area and then hit the Delete key.

(5 P A-SBrne Tomplae - Fessage (Ran Tedt)
e Ed Vew [rest Forew [oos A Help

Dy ety | yRaphta il | wlPogerd o5 O w07 2 e o gl D)

ﬂ Thin rawvsgs hay actra rebrasks. Toremssa, dick bara

Fram: Sak: Tum 217130 1

DELETE TEXT

==== ETART OF AHNDIWCEMENT TEMFLATE ====

ISER HAME [OH BOLLIETIN EOARD): AFPC DECTD

FAEENCED

JOE TYFE

ETIDENT EMFLOTMENT CEFORTUNITIES: N

COIID FOSTITIOH EE FITIED AS PART-TIME OF J0B SHARE: ¥
ETELIC

ETATIE

AGENCY EWFLOTEES DHLT

[HTERHAL — AGEHCY FAGE CHLY

AGEHCY AHHOIUHCEHWENT HUMEER: O4FEEISLS44
CCCUPATIONAL SEEIES: 0919

CCCOPATIOHAL SUFFIX: I

JOE TITLIE: ENVIETHWMENTAL ENGINEEE [COMFLIANCE)
[HCLIDE IH IHFORMATION TECHNOLOCY SEARCE: §

FECERAL FAY FLAH: S

FAY TIFE: A

HIHIHIOH STARTING SATARY: 1431t
HAXIHUN SALaRT: 52513
EEGIHHING GRADE: 07

EHLING GRADE: 11

FRCHOTION FUTENTIAL

CIFATIOH - HOOES: F

DIORATICH - AFFOLINTHENT: E

CEEHIHG: DATE #¥-FF-F8FF:. 01-13-2004
CIOSIHG DATE #3-38-R888 071-74-7004
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D) The screenshot below shows what the final e-mail product should look like. In the To Block,
you should see the address job.entry@jobentry.opm.gov

Do not enter any data in the “cc” line
In the Subject Block: there must be a capital A

The body of the e-mail must start with the first character of the template which is the
====START OF ANNOUNCEMENT TEMPLATE ====

NOTE: All of these items must look exactly like the attachment below, otherwise, the e-malil
will reject at OPM.

Click the Send button to send the vacancy announcement template to OPM.

Be [ Fgret ook o bee
= HE I B8 B ' b r tices, O T SJAlE 1D

Toy: | fidsntrogagberire aon g
o ||

Subjed: |4

REELRE {OBE 33
RERABE OOBE 4:
BERIBE {OFE 51
wenm EHD OF BRTHCERAENT TEAFLATE =ea=
mess HEJIH FOLL WAC Y ssssssssssssns

[Wecancy Arsouncassnt Boshec: O4FEBIELS9S

Opexing Dater O2/L0I004
Cloaing Tacem: O 0242004

Pozizion: INVIPOTEENTAL ENGIRIER [OOEFLIARCE)
I5-0810=07711

Balary: §38311 per pear - SEISE3 per gEAT

fruty Locstton: 1 vecsncy At
Hipor AFE and Mizoc areas Morth Dakota B

Appitoatioma will be scoepted from: Open to che General Fublic, No line may _excee_d 70
Posirion to be filled Throogh Delegsted Exsminirg (0ED| aucher & Characters, |nclud|ng

spaces.

Ltteacion Interagency Carssr Transition Ae=siscsnce Program [ICTAEE)

kppliEancs:
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E) If the template is not accepted by OPM, you will be notified by e-mail similar to the one
shown below. This particular reject is letting us know that the Closing Date was not greater
then the Opening Date

% F: & - Message (Plain Text)

Fle Edt View Inset Fomat ool Actions  Help Type: & quesl

Coreny Gonevtodl WEFowed S ¥ DX 4 -9 & @

{0 You replied an 7J27/2004 %:04 M, Click here:to find al related messages
This messane has extra bne breaks, To remove, dick here,

Fom — T Sent: Tue 7/27/2004 9
To

(T

Subiect: P A

Vacancy announcenent failed with the following errors:
- 0771972004 - Clozing date must be greater than opening date.

Original email 1z found below.

=== START OF ANWOUNCEMENT TEMPLATE ===-

USER WANE (ON BULLETIN BOARD): wxxx

PASSUORD: weex

J0B TYPE: F

STUDENT EMPLOVMENT (OPPORTUNITIES: N

COULD POSITICN BE FILIED &S PART-TINE OR JOB SHARE: N
PUBLIC: X

STATIS:

AGENCY EMPLOVEES ONLY:

INTERWAL - AGENCY PAGE ONLY:

AGENCY ANNOUNCEMENT NUMEER: 04FEB363636
OCCUPATIONAL SERIES: 0850

OCCUPATIONAL SUFFIY: Z

JOB TITLE: ELECTRICAL ENGINEER

INCLUDE IN INFORMATION TECHNOLOGY SEARCH: §

FEDERAL PAY PLAN: G5

PAY TYPE: 4

HININMUM STARTING SALARY: 59302
HAXIMUN SALARY: 77036
BEGINNING GRADE: 12
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F) If the template is accepted by OPM, you will be notified by a similar e-mail as shown in the
sample below. Notice the OPM control number that was sent back to us, 179977. You will need
to keep track of this number in case you wish to make a change or delete thg vacancy
announcement from the OPM USAJobs website.

% Re: & - Message (Rich Text)

Bl Edt Vew st Fomat Toos Acions Help Type & questic

w8 L RR R0 BY LY oo [7,  Corertiew - AB T

i

il

1T
-+
i
e
i

Ftam. . |n0h0dg@monster.com
Ta.., .
. ||

Subject: |Re: ]

y
\
flacancy announcetent (Title [DIAGNOSTIC RADIOLOGIC TECHNOLOGIST]: OPN control mmber {[173977]) pricessed successfully

- (info) added 0.k

Original email is found below,
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G) Do not make any changes to the data above the ==== END OF ANNOUNCEMENT
TEMPLATE ==== line.

FYI: There may be instances that require changes in location, opening/closing dates, etc.

Ensure the changes are made VERY CAREFULLY since the text in the template is
character sensitive.

If you want to add any more information to the announcement, you must add it below at the
appropriate area. NOTE: No line of data can exceed 70 characters.

B [ Yen jewt ok Jwk ddwes  lel
e | R | L DB YR e (O] %

foy. | |obumiraictenizaonam
|

=t ||=.

=

FERIAFE COBE 31
FERRFE CORE 41
FEMARK CORE 4:

Jeme= EHD OF KOECENENT TENPLATE ===e >

wmind EECIN FILL VACARNCTY o i b e e

varanry linouncesast Husber: D4FID1ELE4G

fpetlby Date: O2716,/2004
Clowioy Dacerp OF34/2004

Famiticn: EBNIECHRINTAL THGIUMEERE [(DOMFLLINCE])
A2 DEiD-07411

Talarys §3011L ger pear - 962337 per pear

bury Lacsrios) © wapsssy AT

Bipot AFR mnd Binot areas Borth Jekica EO No line may exceed 70 Characters,
¢ including spaces.

Agplloat ions Mill BbE accspied Ifckc Cfsdhn Lo L isnefel Fiblie,
Fasicion to be filled creoegh Delegaced Exssining (DEU) mmchozity

iskantson [pterageacy Ceaceer Teeesmiticos lazizbtancs Progres [ICTAR
ASpJLERRES !

Note: Users of the OPM Template (A Message) email process may receive rejects from
OPM indicating format errors. Although it may appear to be a problem, it is actually due to
users being upgraded to Microsoft Outlook 2002 (XP). The instructions on the following
pages show how to remove default settings or to fix templates if already received.
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Email Setup/OPM Template (“A” Message) for Outlook 2002 Users

Outlook 2002 users must follow the instructions below to correctly format the OPM Template (A Message):

Step

Action

1

To determine the current version of Outlook that is installed on your computer, Click <Help> and then
<About Microsoft Outlook>

If you see “Copyright® Outlogk® 2002,” then you will need to follow the next step (If you are not
currently using Outlook 2002 yNu may continue as usual).

O bbb - Macrvsilt Duathok ﬂm

' T Mmook Cutlesi Halpy 71 -'fii'ﬁ.ﬂli m «| .
homte ficedaitent [
INwhai The?  ShatF)

Sevuch ln= Outian Fired e

Thaas darvi il i 02 G i L g,

Dathocd § Disdeted bewa
Taday & Orads
'ﬁh 1]
@ 3 doumnadl
i Plotes
nbex 1) 2 Ditben

53 Gerd h=w
. BE
+ 5 Tkt Indsr

& 4 TICIETE BER

Carsla
g5 TCEETS LD

a % ) Maba - KFFC

Contacti

A

1 (8 Mo SFF00
| 3 S Duback Tode + B
| 4 Calerdis
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Step

Action

Click <Tools>, <Optiqns>, <E-mail Options...>, then remove the M check mark in the box “Remove
extra line breaks in plain text messages” if one is present and click <Ok>. This will ensure that all new
OPM Templates will bg received in the correct format.

5 9 TICEETS BEING
T TICKETS CLOSE

induds andindent ariginel meszage tesk -] E

AFPC/DPCXT, Revised June 2004 14




Step Action

3 Open the template (A Message), click on <Format> then uncheck <Unwrap Text) or you may click on
the highlighted yellow box <Extra line breaks in this message have hfen removed. To restore, click
here>. You may now forward the template to OPM.

2= A - ™Mecuae [Plain Text)

Fie Edt View |roft | Fomer | Yook  Actions el .

€. Bay  fl Feoii o a) - - BIG,
i e T e, A o ey

€ vou Forwarded this messagl I relsted messages.

Eztr i Baraabss in his masg =1
Fiom. " ————— T
Tay job.sritryillichentry

’:I.:r A <i-'i Urswap Test

ss=ss START OF AMNOL

USER NARE (0N EBULL]

FASZUCHED : —

JOB TYPE: F

STUDENT E]l.F'L.EI'fEENT:!_-.-J

COULD POSITION BE FICCEr R FPERT=TIAE UE U SHARE: N
FUBLIC:

STATOS: X

AGENMCY EMPLOYEES OMNLY!

INTEENAL - AGENCY PRACE CRILY:

AGENCY ANNOUNCENENT NUABER: 015URAIO0ZS564
QCCUPATICHAL SERIES: D36

DCCUPATIONAL SOFFIX: I

JOB TITLE: OFFICE AUTOMATION CLEERK

INCLODE IN INFORHATION TECHMOLOGY SERRCH: N
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