Applying for MK EPO Screening

A CG PSC DESK GUIDE

lof 13 5/27/2010 Rev. 1.0



RECORD OF CHANGES

Date Received
Page Numbers

Date Changes Printed Name and Signature
Changed
No. Date Entered
1 5/27/10 7 5/27/10 CWO Garofalo

20f 13 5/27/2010 Rev. 1.0




Applying for MK EPO Screening Guide

Purpose . . . . .
P This instruction will document the Direct Access procedures required to apply
for an MK EPO screening.
Procedure Follow the steps below:
STEP ACTION
Note: These instructions assume that you are logged in to Direct Access and are
looking at the Home page. If you need assistance with Direct Access please
contact your local computer administrator.
1.
From the Home page click Self Service.
PeopleSoft.
Home
K & Develop Warkforce
@ Administer Warlforce
& Compensate Employees
@ Self Service ‘.__.____
@ FPeopleTools
2. )
Click on Employee then Tasks.
PeopleSoft.
Home = Self Senvice = Employee
T & 8
<) Develop Worldorce @ Applicant | O Tasks fem—
< Administer Workforce f ; @ View
w2 Compensate Employees I._d EMBN . & Profile
(a Self Senice © Manager T, ‘
o PeopleTools
30f 13 5/27/2010 Rev. 1.0




Click on Create e-Resume.

Pp—

Home = Self Senvice = Employee = Tasks

i/ '

o Applicant [O Tasks Languages
[O Emplovee O View IMemberships
< lanager & Profile

Email Addresses

Emergency Cantacts
Home and Mailing Address

Fhone Mumbers

Allotments

Direct Depasit

WW-4 Tax Infarmation
State Tax Infarmation

Create e-Resume
Review My Resume

Annual Screening Questionnaire
Schedule Drills

TDY Qrders
Eeserve Orders
All Duty

Thrift Savings Plan

Result: You are presented with the View Job Postings page.
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Click on Position Source then choose Command Screening for the drop down
list.

Fepibmli e
& Home

Home = Self Service = Employee = Tasks = Create e-Resume

Click here to display
View Job Postings . the drop down list

Enter your search criteria then click Search

Search Criteria

-,,_—I o
Position Source; | Active Duty PCS | Select a Posttion Seurce Code
Position: Active Duty PCS Select a Position Mbr or leave blank for all
Dept Type: |Advanced Training Select a Type or leave blank for all
CWQ -= LT Board
Department: | Career Extension Select a Dept or lsave tlank for all

State; [OANRRRL SOIGRNNG... . Select a State or leave blank for all
First Tour Jr. Officer Assign

Job Family: |Integration Select a Job Family or leave blank for all
PCTS Appointment

Job Code: RPA Appaintment Select a Jobcode or leave blank for all
Accomplishment| Reserve Cpportunity Select an Accomplizshment or leave blank for all
SELRES PCS
Competency: [yvarrant Appaintment Select a Competency or leave blank for all
Keyword(s): Optional
[ Include positions NOT on shopping list Aiihl |

Position City State Job Title

Job Title
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Enter MK in the Job Family field then click the yellow Search Button.

ERgpeoatl e
= Home

Home = Self Service = Emplavee = Tasks = Create e-Resume

View Job Postings

Enter your search criteria then click Search

Search Criteria
Position Source: | Command Screening Iﬂ Select a Position Source Code
Position: Select a Position Nbr or leave blank for all
Dept Type: g Select a Type or leave blank for all
Department; ﬂ Select a Dept or leave blank for all
State: ﬂ Select a State or leave blank for all
Job Family: MK ﬂ "‘_ Select a Job Family or leave blank for all
Job Code: ﬂ Select a Jobcode or lzave blank for all
< ] Sz 'y i = o -
Accom Do NOT imcude :.I-ct anﬂnccompllahm,.nt or leave blank for all
Col positions not ShODDEd. j Select a Competency or leave blank for all
Keywi oF Optional
Include positions NOT on shopping list ﬂ! o —

Jobcode Dept Position City State Job Title
Job Title

Result: The MK EPO Screening Panel position is displayed at the bottom of
the page.

Note: The below screen shot is the bottom of the page shown in the previous
step.

Under Job Basket on the right of the screen place a check mark in the box
then click the yellow button Add Selected Job to Basket.

L trmamme e e s s meam gy = —_—

View All First [4] 1014 [®] Last

Position
Position City State Job Title Status Source JobReq# Job Basket

CGPERSONMNEL

KA COMMAND ARLINGTON VA MK EPO Screening Panel Open Cmd Screen 134196 [¥]
Add Selected to Job Basket View o ki % ¥
_addSelededio lohBasket | - yiew Job Bastet Click here to place
‘\ a check mark.

Result: It seems like nothing happened but if you noticed the check mark on
the right has been removed as the job has indeed been added to the Job
Basket.
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Click on View Job Basket.

FROp e ...
& Home

View Job Postings
Enter your search criteria then click Search

Search Criteria
Position Source: | Command Screening v] Select a Position Source Code

Position: | Select a Position Nbr or leave blank for all
Dept Type: ﬂ Select a Type or leave blank for all
Department: g Select a Dept or leave blank for all
State: ﬂ Select a State or leave blank for all
Job Family: | MK ﬂ Select a Job Famity or leave blank for all
Job Code: ﬂ Select a Jobcode or lzave blank for all
Accomplishment; g Select an Accomplishment or leave blank for all
Competency: g Select a Competency or leave blank for all
Keyword(s): Grtona!
(] Include positions NOT on shopping list iﬂl

State Job Title

CG FERSOMNMEL , )
A G WA s
MK COMMAND RLIMNGTON MK EPO Screening Panel

| Add Selected to Job Basket | (iew Job Basket

Result: The Job Basket page is displayed.

8.
Click on Apply for Jobs in Basket.
PeopleSoft.
= Home = Worklist
Home = Self Senvice = Employee = Tasks = Create e-Resume
View Job Postings
Job Basket
Here is the list of the jobs you have currently selected in your job basket.
First [4] 1 of 4 [B] Last
Position Desc Job Code
MK EPO Screening Panel CG PERSONMEL COMMAND MK EI
Apply for Jobs in Basket | Return to Jok Postings
Result: The Apply for Jobs page is displayed.
Note: Job Code will default to MKZ1,; this applies to all MK1, MKC, MKCS
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Ensure you go through all steps 1 through 13.

ettt p
2 Home

Home = Self Service = Emplovee = Tasks = Hr Resume Add Emp (Hidden)

Apply for Job

DPROGEEOECOHI®®

Your Online Resume

Review your information on the following pages and update anything which has
changed oris incarrect. Move hetween the pages by clicking on the Mext and
Previous buttons at the bottomn of each paage. Alternatively click the circled numbers
above to return to completed pages.

If you change your resume the date will be recorded and any new jobs yvou apply far
will use the new information. Jobs you applied for previously will continue to use the
old infarmation. This is because recruitment decisions may have already been made
hased on the original informatien you supplied.

When you reach the last page click the Submit button to confirm any changes and to

apply for any jobs in your basket.
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10.

On step 12 of the E-Resume process enter the Employee ID of the Endorser in
the text box provided.

Note: An endorsement is required. DO NOT place a check mark in the No
Endorsement Required check box.

E e [ ——
% Home

Home = 2elf Service = Employee = Tasks = Hr Resume Add Emp (Hidden)

Apply for Job

CRAOEEOOAOWO® ®

Preferen_ces ' Enter Employee ID of Rt

IMove the positions from your Jab Basket in vour pref Endorser here sition in the Jah
g The position will

Bask ow button next to
DQ NOT Check sitions can be del d then added again
this box.

DR ViewAll  First (€] 1074 [¥] Last
Position Position Desc  Department Del Position Descr

MK ERPC CG PERSOMMEL KA E.‘ 3 P

Screening Panel  COMMAND ! 4
Transfer to Convey Career Intenticns Delete Selected Positions |

Previous | Mext
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11.

While still on step 12 of the E-Resume process click the yellow arrow
pointing to the right to move the MK EPO Screening Panel position to the
right.

el B o
¢ Home

Home = Self Service = Emplovee = Tasks = Hr Resume Add Emp (Hidden)

Apply for Job

D2ROEEOEOMOH® ®

Preferences

IMove the positions from your Job Basket in your preferred order. (Even if there is only one positicn in the Job
Basket). Use the YELLOW right arrow button next to the position to move the job to the right . The position will
be added atthe end of your list. Fositions can be deleted from the Job Preference Order and then added
again to re-sort if necessary. -

Enter the Endorser Emplid: A0 1al

[ Mo Endorsement Required

View irs act | Pref X :
aiakol viewAll First [ 1011 [B] Last Cetin viewall  First (€] 1061 [¥] Last

Position Position Desc  Department Job Code Add
MK EPQ Del Position Descr

CG PERSONNEL .
COMMAND MK B 10

Screening
FPanel

—
Click here to

maove position
to the right

Transfer to Convey Career Intentions Delete Selected Faositions I

Previous | Mexdt
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12.

Notice how the MK EPO Screening Panel position is shown on the right of
the page, this indicates that it is the number one job in the basket.

Now click on the yellow Next button.

PO B ...
% Home

Home = Self Service = Emplovee = Tasks = Hr Resume Add Emp (Hidden)

Apply for Job

DPROEEOEPWM® ®

Preferences

Move the positions from your Job Basketin your preferred order. (Even if there is only one position in the Job
Basket). Use the YELLCW right arrow button next to the position to maove the job to the right . The pasition will
be added atthe end of your list. Positions can ke deleted from the Job Preference Crder and then added again
to re-sortif necessary.

Enter the Endorser Emplid: ﬂ
[] Mo Endorsement Required

pot ket LG ViewAll  First @ 1014 [ Last

Position Position Desc Del Posifinn  Noccr

MK EPO CG PERSOMMEL MK EFQ Screening Panel
Screening Panel  COMMAND —

Transfer to Convey Career Intentions Delete Selected Positions |

Previous l —_— Mext
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13.

When you are satisfied that everything is correct click the Submit button.

FEOpiEDdL B
@& Home

Home = Self Service = Emplovee = Tasks = Hr Resume Add Emp (Hidden)

Apply for Job

0161610161 C1OIO1OI DXV BE
Submit Resume

If you wish to review your information use the previous and nest links, ar click the step
numbers above, to navigate through the pages. When you have checked your
infarmation click the Submit button below to send us your resume.

Certain parts of your resume can be updated after submission, such as your email
address, hutthe rest cannot be changed because the information in your resume may
ke used in the candidate selection process and as such will be assumedto bhe a
snapshot of your position atthe time of submission. If your resume information
changes significantly in the future, and you wish to apply for more jobs, you will be
required to submit a new resume.

T R —

You will be notified by email when we have received your resume.

The cempany iz not rezponzitle for the verification of data provided and shall not be liable for
any errorg, factual transcripticn or otherwize, contained in the information posted.

Freviaus ]

14.

If you forget to enter the Employee ID of the endorser you will get the
following message. Go back to step 10 of this guide (Or step 12 of E-Resume
Process) to correct the problem.

Windows Internet Explorer

! 'E ‘You have not entered an Approver Emplid or selected that you do not want an endorsement. (20130,30)
- ‘You have not entered an approver emplid or you have not checked that you do not want an endorsement. If you
want your E-Resume to be endorsed you MUST enter an approver emplid.
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15.

After pressing the Submit button you should see the following page.
Click the yellow OK button.

REORElts P —
& Home

Home = Self Service = Emplavee = Tasks = Hr Resume Add Emp (Hidden)

Apply for Job
Submit Confirmation

Resume Submitted Successfully

I P ——

Result: Your E-Resume is displayed for easy printing if desired.

End of
Document. Congratulations! You are done applying for MK EPO Screening.
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