Candidate Application Creation and Maintenance Slide 1 of 58

Candidate Application
Creation and
Maintenance




eCareer

Candidate Application Creation and Maintenance Slide 2 of 58

You will be able to:

Learning Objectives

Define new terms related to candidate application

creation and maintenance

Search for job postings in eCareer
Submit an application

View the status of an application

Withdraw an application

Manage your favorite job postings in eCareer

—
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Candidate Application Process

B Candidates search for job posting vacancies in eCareer

B Candidates can apply to the vacancies

e Candidates can also use information in their candidate profile when
applying for vacancies

B Candidates can view the status of their applications

Application
Submitted

Candidate
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Candidate Application Process (continued)

B Candidates can withdraw their applications

B Candidates can save job postings to their Favorites, and
apply to those postings at a later time

Application
Submitted

[ —
C~T

Candidate
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Apply to Job

=} BSP Session - Microsoft Internet Explorer 1= x|
Fil=  Edit Wiew Fawvorites Tools Help | -"‘le.

T = ; Al ——
eBack = § i; - |® ’,.—_..: r'h ‘ ‘/'._jSearch ‘-E:':L\E"Favorites @| [::v Lj,;, (= ] E' .'ﬁ
Address I@ http:,l',feagnmnsuS?Q.usps.gov:EiDDD,l’sap(bDllbiZjPTY1MCZkPWlpbg==),l'bc,l'bsp,l'sap,l'ZHRRCF_MF\IN,l’home.htrn?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app:hrrcj G0 |Links =

Exit El

Personal Pages

These are vour personal pages. You can enter and update vour data here. You are given support during the job search and can sawe interesting wacancies in your

fawvorites list,
>y

Career Dpportunities
. 1_“| pp

The system assists you in your job search, vou can add
employment opportunities that interest you to your favorites,
You can also apply for jobs directly online,
Search for Jobs
L Favarites
L] ' i Applications

Candidate Profile

The candidate profile contains your resurne and your job
preferences, If vou do not release this data, only vou have
access to it

Candidate Profile

Data Overview

Personal Settings

Yaou can tailor your pages to suit yvour personal requir
This includes defining your preferred date format, decimal
display, the language you prefer to work in, and the display
forrmat for data overviews,

Personal Settings

Click “Search for Jobs”

**For step-by-step instruction, refer to the “Apply to Job” &
e work instruction.**
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43 BSP Session - Microsoft Internet Explorer =1=1 =]
Fil= Edit  ‘“iew Favorites Tools  Help | l‘;.
@ Back - I.Q = \ﬂ @ ,_:j ;] Search ‘-E'i? Favorites -6‘3 | [’ = k_;'.- (=3 J E -ﬁ

Address I@ http:,l',feagnmnsuS?Q.usps.gov:SDDD,I’sap(bDlIbiZjPT‘."IMCZkPW1pbg==),l'bc,l'bsp,l'sap,l'ZHRRCF_MAIN,I’the.htm?BspCIient=65tl&BspLanguage=EN&rcF5pId=99El1&app=hrrc;| G0 | Links **

E | Crone

©2005 USPS All rights reserve

work instruction.**

Exit El
Search for Jobs | . k h =
start Search
Personal Pages > Search for Jobs 2 . C I C Start Searc
Are you looking for a new challenge
You can find a large number o oyrient opportunities in our database, s0 go ahead and take a look at our wacancies.
[ start Search| [Reset| [Save Search]| Netes on Search
Search Queries
| search Query [-- Mo search query saved ...[¥]
Full Text Search
| search for |
| Search Method |One word { OR ) |V|
Search Criteria for Employment Opportunities
| Functional Area -- Select -- [«]
adrninistrative/Clerical —
Custorner Service
Crelivery =]
[ Hierarchy Lewvel -- Select -- [=]
administrative/Clerical (Mon-Supervisory EAS) ]
Entry Level Management {Up to EAS 18)
Manaaernent Intern/Management Trainee [=]
lees ¥*EQr Step-by-step instruction, refer to the “Apply to Job”
p-bYy P , pPply =l
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Apply to Job (continued

4} BSP Session - Microsoft Internet Explorer _{&] x|
Fil=  Edit \Wiew Fawvorites Tools Help | "Jr
) - ¢ &) DO " o T2 %" — B
@ Back - -\Hj - | [ S Search &;\f‘ Favaorites %‘3 | = =4 I EI ﬁ

Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDEIEI,l'sap(bDllbiZjPT‘f1MCZkPW1pbg==),|'bc,l'bsp,l'sap,l'ZHRRCF_MAIN,I'hUme.htm?BspCIient=65!3&BspLanguage=EN&rcFSpId=99Ell&app=hrrcll Go | Links **

[]

Exit
Search for Jobs
Are you looking for a new challenge at our company?

vou can find a large number of employment opportunities in our database, so go ahead and take a look at our vacancies.

1. Click Box [ to select the

desired job posting &

I Search Criteria

Search Result: 18 Hits

P 2 Application -
=

M Functional & = Job Posting % Published & Country % Favorite & £
| | _from
W . [ |
...J. iﬁﬁﬂ’&tﬂ-’ﬁﬂﬂéf’&m"ﬁﬁﬁiﬁﬁﬂeﬂﬁaﬁs................................‘ﬂﬁﬂz.-’zﬂﬂ?’l.ﬂg.‘?.......I.ND'..................

o Bl administrative/Clerical  HCS004730% SECRETARY (FLD) STATEM TSLAND MY EAS - 17 12/03/2007 USA Mo
e 8 0 AAMIPIST IR ATIAR2® © SACREP ALY TPATRR P AN OERL YL MOANIPITNGOCCC00000GPTRLAFOOGR P OOOOCOOOONN000000000000000000

|:||:| PageE'on ElEl

| adriinistrative/Clerical SECRETARY [FLD) STATEM ISLAND MY EAS - 12 NCS0047174 [ 11/28/2007  USA Mo
| administrative/Clerical SECRETARY [FLD) STATEM ISLAND MY EAS - 12 NCSO047173 K 11/28/2007 USA Mo
2| Aadministrative/Clerical SECRETARY (FLD) STATEM ISLAMD WY EAS - 12 NCSO047168 G 11/28/2007  USA Mo
U administrativesClerical SECRETARY [(FLDT STATEM ISLAND MY EAS - 12 NCSO047165 L 1172852007  USA Mo
| Aadministrative/Clerical SECRETARY [FLD1 STATEM ISLAMND MY EAS - 12 NCSO0047155 C 1172872007 US4 Mo
O administrative/Clerical SECRETARY [FLD] STATEM ISLAND MY EAS - 12 NCSO0047153 B 11/28/2007  USA Mo
| Administrative/Clerical SECRETARY (FLD) STATEM ISLAMD WY EAS - 12 NCSO0047149 A 11/28/2007  USA Mo

[ Add to Favorites 7 Delete from Favorites |

[apply / Display application |

Return to Search

é| Diane

©2005 USPS All rights reserve

R

**For step-by-step instruction, refer to the “Apply to Job”
work instruction.**

2. Click Apply/Display Application

Apply I Dizplay Application
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Parts of a Candidate Application

B There are fourteen tabs that make up a candidate application:

©2005 USPS All rights reserved.

Notes

Communication Data

Work Experience

Education

Training

Special Skills/Associations
References

Attachments

Method of Access
Job-Related Questionnaire (Ex: Secretary)
Eligibility

Summary of Accomplishments
Data Overview

Submit Applications
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Notes Tab

a BSP Session - Microsoft Internet Explorer » |5' |5|
File Edit ‘iew Favorites Tools  Help | -'f'

— = = — — e . - ==
@ Back - '\J - \ﬂ @ “ul | P ) Search ‘-E,\f‘ Favorites %‘3 | = _’I E ﬁ
Address @ http:.l'p'eagnmnsuS?Q.usps.gov:BDDD,l'sap(bDllbiZjPT‘rIMCZkPW1pbg==),|'bc,l'bsp,l'sap,l'ZHRRCF_MnIN,l'home.htm?BspCIient=650&BspLanguage=EN&rcFSpId=9901&5pp=hrrcj Go | Links **

Cea | =

Application Wizard

Personal Pages = Search for Jobs = Application wizard

¥You are applying for the following vacancy:

| Job Posting MCE0047309 SECRETARY (FLD) STATEN ISLAMD NY EAS - 12

vou are applying for the following vacancy:

I Application Wizard I 1

» 2 Communication Data - 3 Work Experience 4 Education - 5 Training j%‘p A 3 [ =

[ Cornrnunication Data |G

Motes on the Application Wizard
On the following pages, you can apply for the vacancy you have selected. The application wizard guides vou through all topics in this process step by step. In the
Application Wizard's menu, the vellow arrow shows you where you currently are and the green checkrnark where you have already stored data,

The resume you created with the '"Candidate Profile' will be part of your application. Therefore you should review it to be certain that it is complete and up-to-date,
and cormrnunicates the information that you want the review committee to know about vou,

We may require additional infarmation from you. In this case, complete the questionnaires contained in the menu. You cannot submit your application without
answering the mandatory guestions,

After you have entered all the necessary data, you can submit your application. As long as vou have not yet submitted your application, you can exit the application
wizard at any timme and continue with your application later. vour application is visible to us only after vou have subritted it.Zubrmit Application

1. Review the instructions displayed before
proceeding with filling out the application

**For step-by-step instruction, refer to the “Apply to Job”
- work instruction.**
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Communication Data Tab

B This tab allows you to edit the e-mail address you
want to receive communications

e Defaults to your USPS address, if you have one
e You can use a personal e-mail address, if preferred
B This tab includes other communication data, but it
feeds from the Human Capital Enterprise System
(HCES) and must be edited from within HCES
e Telephone

e Permanent Address

e Temporary Address
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Communication Data Tab

_l&] x

File Edit Wiew Favorites Tools  Help | T
@Back - .\;g - |ﬂ @ :j ‘ ;j Search “E":\? Favorites %} .‘" u;.- E ] E ﬁ

Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll Ga | Links **

/3 BSP Session - Microsoft Internet Explorer

Exit El
Application Wizard L=
Personal Pages = Search for Jobs = Application wWizard Mews Entry
You are applying for the following vacancy:
IJDb Posting MNCS50047309 SECRETARY (FLDY STATEN ISLAND MY EAS - 12
TYou are applyving for the following wacancy:
I Application Wizard I 1 Motes : (o LR Nl 3 Work Experience ~ 4 Education 5 Training j)} 23 0 =]
n Motes || Work Experience u
How can we contact you?
In addition to the data vou hawve already entered, we require some more information so that we can contact you. Please provide an email address to receive
correspondence relating to your application. Use Employee Self Service to submit any changes to your telephone or residence address, q
E-Mail . - \\'
| E-mMail [LaurenJ.Gabler@usps.gov —_‘ | . \\ de‘ au ‘
Telephone - (ma‘_\o ES -
| Private ‘ \n.‘ 0 m HC ’ ’
| Business "YO s -
I Mobile . -
| Preferred Contact Telephone Number Private |= ‘ s ’
Address

Permanent Residence Address
I Street

I Stre

leew  **EQr step-by-step instruction, refer to the “Apply to Job” =

©2005 USPS All rights reserve Work i nStru Ctio n l**
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Work Experience Tab

B This tab allows you to enter work experience related data
Including:
e Start date of employment/job
e End date of employment/job
e Employer
e City/State where the job was located
e Country
e Job Title of the job held
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Work Experience Tab

-"aBSP Session - Microsoft Internet Explorer & ﬂ
Fil= Edit View Favorites Tools  Help | !'.u'

@Back - I\Q - |ﬂ @ _;:] ;] Search \;:L{ Favorites €3| {" H_:'_,,., E _,] E “ﬂ

Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll G0 | Links **

Exit El
Application Wizard
Personal Pages = Search for Jobs = Application wizard
You are applying for the following vacancy:
IJCIb Posting MNCS50047311 SECRETARY (FLD) STATEN ISLAMD MY EAS - 17
vou are applying for the following vacancoy:
I Application Wizard I 1 Motes 2 Communication Data =l work Experience b 4 Education 5 Training }'} I:“:"E“El
El communication Data || Education 3
What is your work history?
List wour current and previous positions, details {30 davys or longer), for the past 15 vears. Use the description to provide an overview of your duties {1500
Character Limit), Additional work experience can be included in the Summary of Accomplishrments. -
- \
Work Experience — _‘ u\“
i Start Date =  End Date = Emplover City Country g Job Title \N'\ de a‘
Mo data on work experience currently available ’ - a“-\on d\da"e
EI-)Fsseloferoi-]] mﬁo“‘ﬂ can
\ v oufl 3
froM file -
PO
\ -
For additional Work Experience -
]
- ||

click New Entry | New Entry | \ -

**For step-by-step instruction, refer to the “Apply to Job”
e (E1 DTS work instruction.**
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Work Experience Tab (continued)

-"aBSP Session - Microsoft Internet Explorer e ﬂ
Fil=  Edit ‘“iew Favorites Tools Help | 'i“.

Qe - Q- 1x] Bl W

/'::l Search ‘-‘;:\? Favorites -6‘3 | [:' u__;n

ve—

=

Address I@ http:,l',feagnmnsuS?Q.usps.gov:EiDDD,l'sap(bDlIbiZjPT’f1MCZkPW1pbg==),l'bc,l'bsp,l'sap,l'ZHRRCF_MAIN,I’the.htm?BspC|ient=6SD&BspLanguage=EN&rcFSpId=9901&app:hrrcj {ea] | Links **

Exit [=]
Application Wizard
Personal Pages > Search for Jobs = application wizard
You are applying for the following vacancy:
IJDb Posting MCS0047311 SECRETARY (FLDY STATEM ISLAND MY EAS - 17
You are applying for the following vacancy:
I Application Wizard I 1 HMotes 2 Communication Data B3 b 4 Education 5 Training ::S} I:“:“E"El
Kl communication Data || Education 3
What is your work history?
List your current and previous positions, details (30 davs or longer), for the past 15 years. Use the description to provide an overview of your duties (1500
Character Limit), Additional work experience can be included in the Surmmary of Accomplishments,
Data
| Emplayer * |
| start Date MM/DD | End Date [Mr/oD A
| Sountry * |-- Select -- [=] | Region * -~ Mo Selection Fossible - |=
I ity * I
| Functional Area |-- Select -- [=]
| Hierarchy Level |-- Select -- [=]
| 10b Title * [ |
| Description * .
Fill in information, then click Save Save

P Y

| Position Ty !

[ Save [ Ca

©2005 USJ

f;g;‘| Done

S Al YIS TESEIVEU.

1

work instruction.**

**For step-by-step instruction, refer to the “Apply to Job”
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Education Tab

B This tab allows you to complete education data
Including:
e Start date of when you started the education program
e End date of when the education program was completed
e Name of Institute
e City where you received the degree
e Country where you received the degree
e Education Level

e Highest Grade/Certificate
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Z} BSP Session - Microsoft Internet Explorer

é| Done

Education Tab (continued)

=18 |
Filz=  Edit Miew Fawvorites Tools  Help | ."."'

@Back - '\m; - |ﬂ @ _;:] ‘ /:] Search “g'n'\? Favorites €;| If’v H__:'_H_,, E _,] E “3

Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll G0 | Links **

Exit El
Application Wizard

Personal Pages = Search for Jobs = Application wizard

You are continuing your application for the following vacancy:

| 1ob Posting MCS0047309 SECRETARY (FLDY STATEM ISLAMD MY EAS - 12

vou are applying for the following vacancoy:

IApplicatiun Wizard I 1 HMotes 2 Communication Data :

: 3 wWork Experience 4 Education .5 I:“:"E“El
n Education || Special Skills # Associations u

What training courses have you participated in?

List wour most recent and relevant training {15 yvears maximum). Ensure to prowide the timeframe, training facility and course name. Additional relevant training can
be included in the Summary of Accomplishments section,

Training

i Start Date % End Date = Mame of Training Facility

Course Mame
Mo Training Data

[=]=]'Fage| ofsfof-]-]

For additional Education History,
click New Entry New Entry B

**For step-by-step instruction, refer to the “Apply to Job”

©2005 USPS All rights reserve Work i nStru Ctio n I**

Slide 16 of 58
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Education Tab (continued)

/3 BSP Session - Microsoft Internet Explorer - =] =]
File Edit Wiew Favorites Tools  Help | ."."
@ Back -~ | ; -~ |2 ’,.—_,: ,_::J ‘ )._j Search \;'\L{ Favorites %} | [': - k;., = ] E .'3
Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll Go | Links **

Exit El
Application Wizard
Personal Pages > Search for Jobs > Application Wizard
You are continuing your application for the following vacancy:
IJDb Posting MCSO0047309 SECRETARY (FLDY STATER ISLAMD MY EAS - 12
You are applving for the following vacancy:
I Application Wizard I 1 Motes 2 Communication Data 3 Work Experience IS Education 5 Training >>v DDE“E'
n work Experience || Training u
What is your educational background?
List vour educational history. Following each institution listed, vou have the option of providing a list of the courses you completed in your major field of study,
Data
| mame of Institute * [
| start Date MDD T | End Date MM/D D
| Country * |-- Select -- |v| | Region * [-= Mo Selection Possible -- | =
[ city * [ |
| Education Type * [-- select -- [=] | Education Level * [-- zelect -- [=]
| Field of Education * [-- select -- [=]
[ subject | |
| Cescription
. . . . . SE."H'E ||
Fill in information, then click Save =
| Save | iZ:
*E tep-by-step instructi fer to the “ ly to Job”
or step-by-step instruction, refer to the “ Apply to Jo

cons [ E1DETE work instruction.**
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Training Tab

B This tab allows you to enter any training that you've
completed including:

e Start date
e End date
e Name of Training Facility

e Course Name
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Training Tab (continued)

=18 |
Help | =

Z} BSP Session - Microsoft Internet Explorer

Fil=  Edit View Fawvorites Tools
@Back - I\Q - |ﬂ @ _;:] /L]Search \;:L{ Favorites €3| {" H__:'_,,., E _,] E “ﬂ

Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll G0 | Links **

Exit El
Application Wizard

Personal Pages = Search for Jobs = Application wizard

You are applying for the following vacancy:

| Job Posting MCS0047311 SECRETARY (FLDY STATEM ISLAMD MY EAS - 12

vou are applying for the following vacancoy:

IApplicatiun Wizard I 1 Motes 2 Communication Data

3 Work Experience
n Education || Special Skills # Associations u

4 Education : 5 I:“:"E“El

What training courses have you participated in?

List wour most recent and relevant training {15 yvears maximum). Ensure to prowide the timeframe, training facility and course name. Additional relewant training can
be included in the Summary of Accomplishments section,

- -
Training

def aull

] Start Date =  End Date =

= Mame of Training Facility C-:-uv.lame
Mo Training Data

- . \N
- on
[Z]=] Page[ ofefo [=]=] ma\\

[ MNew Entry | \“‘OY Y Ca
=~ ' from \foémﬂ\e -
For additional Training History, \

click New Entry New Entry \ =~ -

>
o
o
®,
®
| P

E | Done

©2005 Usrs A ingiiis 1eseive

**For step-by-step instruction, refer to the “Apply to Job” -
work instruction.**
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Training Tab (continued)

_1&] x|

Z} BSP Session - Microsoft Internet Explorer
| &

Fil= Edit View Favorites Tools  Help

> DRG0 SE
@Back - |ﬂ @ Cnl ‘ P Search 3. Favarites €3| e = |..¢"-‘T ] :F .3
Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll Gl:l |Link5 i

Exit El

Application Wizard

Personal Pages = Search for Jobs = Application wizard

You are continuing your application for the following vacancy:

| 1ob Posting MCS0047309 SECRETARY (FLDY STATEM ISLAMD MY EAS - 12

vou are applying for the following vacancoy:

IApplicatiun Wizardl 1 Motes 2 Communication Data 3 wWork Experience 4 Education .5 I:“:"E“El

n Education || Special Skills # Associations u

What training courses have you participated in?
List wour most recent and relevant training {15 yvears maximum). Ensure to prowide the timeframe, training facility and course name. Additional relevant training can

be included in the Summary of Accomplishments section,

Data
| start Date [Mm/DD | End Date [Mm/DosrrrE

| Training Facility | |

| Course Mame | |

[ Save [ Cancel |

Fill in information, then click Save Save

**For step-by-step instruction, refer to the “Apply to Job” -
By work instruction.**

©2005 Usrs A ingiiis 1eseive
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Special Skills/Associations Tab

B This tab allows you to list any special skills or associations

B Example:

©2005 USPS All rights reserved.

1.

20 Years of HR Experience

2. Expert in Microsoft suite
3.
4. Excellent typing skills

Strong Excel background
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Special Skills/Associations Tab (continued)

_l&] x

/3 BSP Session - Microsoft Internet Explorer
| &

eCareer

File Edit Wiew Favorites Tools  Help

= | N = & o ’ N LI AL — ] 4
@Back ~lGd = |ﬂ @ ‘) /._jSearch “E,_\{ Favorites €3| [.:}_.v == E ] E .ﬁ -
Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&B?guaE=EN&rcFSp‘q§9901&5‘=hrrcll Ga Links **
Exit

- = il deter

Application Wizard ) n \\ ) [+]
Personal Pages = Search for Jobs = Application wWizard ’ \n_‘ OYma“'\O Y Caﬂd\da“‘e ‘
-

| Job Posting SECRETARY (FLDY EAS - 12 STATEN ISLAND NT NCS0047339 ‘ "Y 0 PY 0“\\6 - o)
-
-

You are continuing your application for the following vacancy: ‘

TYou are applyving for the following wacancy: ’

-

ssociations [#] S ReferencesL I '5 attachrnents 9 Method of Access - 10 Sample Jab-Related Questionn

I Application Wizard III W Special Skills /A A

nTraining || References u

What are your Special skills fAssociations?

rou have the option of providing a list of your special skills and associations.

1. Expertin Microsoft Suite El
2. SAP certified in Human Resources module
3. Excellent typing skills

Click Save Save after entering
any skills/associations |

A .
——— **For step-by-step instruction, refer to the “ Apply to Job”
work instruction.**

©2005 Lllor'o At giiis 1eseIvEU,
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References Tab

B Candidates enter references on this tab

B Candidates can enter more than one reference
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References Tab (continued)

/3 BSP Session - Microsoft Internet Explorer _1&] x|
Fil= Edit View Favorites Tools  Help | l'.u"

. o - A, @ M : N N e— ] ':' 2
@ Back -~ [ = |X ’,ﬁ,: Tul | 2~ Search &Er\{ Favorites %} { e = ] F 3
Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll Go | Links **

Exit El

—a

[+

Application Wizard

Personal Pages > Search for Jobs > Application Wizard

You are continuing your application for the following vacancy:

| Job Posting MCS50047309 SECRETARY (FLDY STATEM ISLAND MY EAS - 12

You are applving for the following vacancy:

I Application Wizard I!I 6 Special Skills / Associations p7 8 attachrments 9 Method of Access 10 =ample Job-Related Questionn

n Special Skills / Associations || Attachments u

Who are your references?

List vour references, Following each reference listed, provide name, title and telephone number,

References

1k

] Marne = =it Pha
Mo References Data

[=]=] Page| ofefa|-[=]

| Mew Entry |

N

For additional References,
click New Entry [ NewEntry |

L MFor step-by-step instruction, refer to the “Apply to Job” =
work instruction.**
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References Tab (continued)

_[= x|
-

~} BSP Session - Microsoft Internet Explorer

-

Fil= Edit Wiew Favarites Tools  Help

@Back - l\;g - \ﬂ @ ,_::J | /':j Search \i? Favorites €}| [':v k_;, r:i _’I E .ﬁ

Address I@ http:,l',l'eagnmnsuS?‘Q.usps.gov:BDDD,l'sap(bDllbiZjF‘TY1MCZkPW1pbg==),|'bc,l'bsp,l'sap,l'ZHRRCF_MAIN,I'hUme.htm?BspCIient=650&BspLanguage=EN&rcFSpId=9901&app=hrrcj Go | Links **

Exit El
Application Wizard =
Fersonal Pages = Search for Jobs = Application Wizard
¥You are continuing your application for the following vacancy:
IJob Posting MCS0047309 SECRETARY (FLDY STATEM ISLAND MY EAS - 12
You are applying for the following vacancy:
I Application Wizard Ill 6 =pecial Skills £ Associations »F 8 Attachrents 9 Method of Access _5- 10 =ample Job-Related Questionr

n Special Skills # Associations || Attachments u

Who are your references?

List wvour references. Following each reference listed, provide name, title and telephone number.

Data
| Marme [ |

| Title [ |

| Phone Mumber | |

[ Sawe Cancel

Enter information, then click |
Save | Save |

**Eor step-by-step instruction, refer to the “ Apply to Job -
SR work instruction.**
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Attachments Tab

B Candidates can also attach files as part of your
candidate profile

B Example:

e Candidate Work Samples

e Certificates
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Attachments Tab (continued)

-"aBSP Session - Microsoft Internet Explorer e ﬂ
Fil=  Edit  Miew Fawvorites Tools  Help | {."

@Back - l\mj - \ﬂ @ _;:] /::' Search ‘_E_’.'“‘n\_{ Favorites €3| If’v L_;_,, E _,J E ﬁ

Address I@ http:,l',feagnmnsuS?Q.usps.gov:EiDDD,l'sap(bDlIbiZjPT’f1MCZkPW1pbg==),l'bc,l'bsp,l'sap,l'ZHRRCF_MAIN,I’the.htm?BspC|ient=6SD&BspLanguage=EN&rcFSpId=9901&app:hrrcj {ea] | Links **

Exit [=]
Application Wizard =
Personal Pages > Search for Jobs = application wizard
You are continuing your application for the following vacancy:
IJDb Posting MCS0047309 SECRETARY (FLDY STATEM ISLAND MY EAS - 17
You are applying for the following vacancy:
I Application Wizard I!l 6 Special Skills / Associations 7 References il Attachments 9 Method of Access 10 =ample Job-Related Questionr
Kl references || Method of Access [3
Do you want to complete your data by adding attachments?
If vou have been asked to provide additional information for this application, you can upload documents here. -
Attachments — - \
M Docurment Title % Attachrment Trgaes . de‘wL;guage

There are no attachrments currently stored \,\l \\\

fo —— | n \ e
||n|-|:|d|.n:taai:1ne:tlol — " \ﬂ‘OYma"\%Y Cand\da"

0 .
N \ from Y profi€ | = =
-
For additional Attachments, click \ - — -

Add Attachment | Add Attachment

L‘

**For step-by-step instruction, refer to the “Apply to Job” -
Sl work instruction.**
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Attachments (continued)

/3 BSP Session - Microsoft Internet Explorer (=] x|
Fil=  Edit W“iew Favorites Tools Help | .‘f

@Back = IS ;I - |» ’,.—_,.: ,_::J | /"._jSearch ‘-‘;:\? Favorites €3| [':v L_;,, E | J E .ﬁ
Address I@ http:,l',feagnmnsuS?Q.usps.gov:EiDDD,l’sap(bDlIbiZjPT’f1MCZkPW1pbg==),l'bc,l'bsp,l'sap,l'ZHRRCF_MAIN,I’the.htm?BspCIient=6SD&BspLanguage=EN&rcFSpId=9901&app:hrrcj G0 | Links **

Exit El

]

Application Wizard

Personal Pages = Search for Jobs > Application Wizard

You are continuing your application for the following vacancy:

| 1ob Posting MCS50047309 SECRETARY (FLDY STATEN ISLAND MY EAS - 12

You are applying for the following wacancy:

I Application Wizard Ill 6 Special Skills / Associations ¥ References R Attachrments 9 Method of Access _5- 10 =ample Job-Related Questionr

Kl references || Method of Access [

Do you want to complete your data by adding attachments?

If you hawve been asked to provide additional information for this application, you can upload docurnents here,

Data

| attachment Type [-- select -- [=]

| Language |English | =

| File | || Browse. .

| Document Title |

Save Cancel

Click Save Save
after attaching afile

L. TFor step-by-step instruction, refer to the “Apply to Job” =
work instruction.**
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Method of Access Tab

B Complete the Method of Access question on this
tab on how you’'re currently accessing the internet
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Method of Access Tab (continued)

<} BSP Session - Microsoft Internet Explorer _15] x|
File Edit \View Fawarites Tools Help | !‘.-"

Back - I\Q = |ﬂ @ _;“J ) Search \;}{ Favorites €3 If’v L___.:_,, E _'] F ﬁ
s k "

Address @ http:,f,feagnmnsuS?Q.usps.gov:EiDDD,l'sap(bD1IbiZjF‘T‘.’1MCZkPW1pbg==),l'I:uu:,l'bsp,l'sap,l'ZHRRCF_M.C\IN,I'home.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=990I&app=hrrcj {e{a] | Links **

Exit El
Application Wizard =
Personal Pages = Search for Jobs = application Wizard
You are continuing your application for the following vacancy:
IJDb Posting SECRETARY (FLD EAS - 12 STATEM ISLAND MY NCS0047339
vau are applying for the follawing vacancy:
I Application Wizard I“ & Special Skills / Associations 7 References 8 Attachrments B Method of Access 10 Zample lJob-Related Questionn

n Attachments | Sample Job-Related Questionnaire — Admin u

Duestionnaire

Method of Access

Please complete the following question, 1. Complete the ques‘“on na| re

From where are you currenthy accessing the internet ?

il 2. Click Save Save

Home

Family/Friends

m 0O 0

Library

School
ok

Other Public Access

@io W6 Bi6

Other

—===——  **For step-by-step instruction, refer to the “Apply to Job”
ol BIOTE work instruction.**
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Job Eligibility Tab

B Complete the Job Eligibility questionnaire related to
the vacancy on this tab
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Job Eligibility Tab (continued)

/3 BSP Session - Microsoft Internet Explorer _1&] x|
| &

File Edit Wiew Favorites Tools  Help

@Back - '\J - |ﬂ @ _:] ‘ /._F} Search R;n'\? Favorites €;| :f" “‘_-'*_..—“ r_:j _J E' ﬁ

Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll Go | Links **

Exit El
Application Wizard 1. Check all answers that pertain =

Personal Pages > Search for Jobs > Application Wizard .
to your skill set

You are continuing your application for the following vacancy:

| Job Posting MCS50047309 SECRETARY (FLDY STATEM ISLAND MY EAS - 12

You are applving for the following vacancy:

I Application Wizard I!I 6 Special Skills / Associations 7 References 8 Attachments 9 Method of Access Sample Job-Related

Kl rethod of Access || EAS ELIGIBILITY -2 (8

Duestionnaire
Sample Job-Related Questionnaire — Admin

Think about your education, training and experience. Review the statements below. For each statement, indicate your highest level of attainment or select the option {
educatian, training andfor experience in that area.

Do you have a current certificate of proficiency for typing a minimum of 35 words per minute ? (To be current, the certificate must have been obtained within the last 2 years).

* Mo entry

e 2. Scroll to the bottom of the
Knowledge of USPS Board of Governors presentation requirements. * queStionnaire and CIiCk Save

* Mo entry SE..'IrE

{7 I have no training or education in this knowledge area.

7 I have rduratinon andfar traininn in this knnwledne area. bt have nat annlied the krnwledne in work nre & fask.

I ha

- *For step-by-step instruction, refer to the “Apply to Job
o 1D work instruction.**
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Eligibility Tab

B Complete the Eligibility questionnaire related to the
vacancy on this tab
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Eligibility Tab (continued)

/) BSP Session - Microsoft Internet Explorer 18] x|

File Edit View Favarites Tools Help | |';'

@Back - '\_,; - |ﬂ @ _-_:] ‘ /.:: Search H;E"Favorites €}| fv H;;_ r_:j _] E ‘3

Address I@ http:p’,l'eagnmnsuS?Q.usps.gov:BDDDIsap(bDlIbiZjPT‘f’IMCZkF‘W1|:|bg==]l,l'bc,l'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?Bs|:|CIient=65D&BspLanguage=EN&rcFSpId=99ElI&app=hrrcj GO | Links **

. Exit El
Application Wizard 1 Complete a” queS'[IOnS

Personal Pages > Search for Jobs = Application Wizard

You are continuing your application for the following vacancy: 2 . SC ro I I to th e b Otto m Of th e
| Job Posting MCS0047309 SECRETARY (FLDY STATEM ISLAMD MY EAS - 12 q u eStI O n n al re an d CI | C k Save o

¥ou are applying for the following vacancy: | Save |

[+]

I Application Wizard I!l B8 EAS ELIGIBILITY -2 12 =ummary of Accomplishments 13 Data Overview 14 =Submit Application

n Sample Job-Related Questionnaire - Admin | Summary of Accomplishments u

Duestionnaire

EAS ELIGIBILITY -2

The area of consideration on the posting refers to an organizational structure that has a defined delivery service area, such as District-, Area- or Service-VWide.
If the position for which you are applying is posted Service-Wide, then all postal emplovees may apply to it.

If the position for which you are applying is posted either District-Wide OR Area-Wide, your current permanent work location where you physically repaort to work

Carefully read the statement=s below and check the one that be=st describes the posting for which you are applying, and your current permanent work location (where you phy:
* Mo entry

" The position for which I arn applying is posted District-Wide, AMD my current permanent work location (where I physically work) is located within the delivery servig |
" The position for which I arn applying is posted Area-Wide, &MD my current permanent work location (where I physically work) is located within the delivery service

" The position for which T arn aoolving is oosted Service-Wide

. **For step-by-step instruction, refer to the “Apply to Job”
A work instruction.** ficld ]

I arr
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eCareer

Summary of Accomplishments Tab

B Enter accomplishments on this tab as required for
the job posting

B Used to enter additional qualifications pertaining to
the job posting (maximum of 6,000 characters)
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Summary of Accomplishments Tab (continued)

/3 BSP Session - Microsoft Internet Explorer _1&] x|
Fil= Edit View Favorites Tools  Help | l'.u"

= — — A = 50 _ - ~ = . _—
@ Back -~ [ = |X ’,ﬁ,: Tul | 2~ | search &Er\{ Favorites %} { e E ] F ﬁ
Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll Go | Links **

Exit El

[+

Application Wizard

Personal Pages > Search for Jobs > Application Wizard

You are continuing your application for the following vacancy:

| Job Posting MCS50047309 SECRETARY (FLDY STATEM ISLAND MY EAS - 12

You are applving for the following vacancy:

I Application Wizard JJ| 11 EAS ELIGIBILITY -2 & Summary of Accomplishments [+

- 13 Drata Overview - 14 Submit Application EEDDE

Kl Eas ELIGIRBILITY -2 || Data overview 3

What can yvou tell us about your qualifications?

Prowvide a description of your qualifications and accomplishrents demonstrating you possess each of the requirements stated on the job posting, These accomplishments
mavy have ococurred in warious settings (6000 Character Lirnit).

[=]
1. Enter any additional
accomplishments here
as related to the
posting
2. Click Save | save | B
**For step-by-step instruction, refer to the “Apply to Job”
[{&] Done

©2005 USPS All rights reserved. W O r k i n St r u Ct i O n L] **



eCareer

Candidate Application Creation and Maintenance Slide 37 of 58

Data Overview Tab

B Allows users to see all the tab information on one
screen

B Can be used as alast review before submitting your
application
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Data Overview Tab (continued)

=12
File Edit Wiew Favorites Tools Help |l'.|'

@Back - "«;g;l - |ﬂ @ q_;‘] | ;] Search \;1? Favorites €3| [’v

Address @ http:j,feagnmnsuS?g.usps.gov:EiDDD,l'sap(bDllbiZjF‘T\"IMCZkPWI|:|I:ug==:l,l'bc,l'bsp,l'sap,l'ZHRRCF_M.C\.IN,I'the.htm?Bs|:|CIient=65D&BspLanguage=EN&rcFSpId=990l&app=hrrcll et | Links **

imerts m\‘

Application Wizard

Personal Pages = Favorites = Application Wizard

You are applying for the following vacancy:

| 1ob Posting SECRETARY (FLDY EAS - 12 STATEM [SLAND MY NCSO0048055 W3S

Tou are applying for the following vacancy:

I Application Wizard [J|| 11 EaS ELIGIBILITY -2 :

12 Summary of Accomplishments

El curnrnary of Accomplishrments || Submit Application |G

% B Save a Copy ; @_] ﬁ Search

| & [ seet ol

e

o

p 14 Submit Application

:

«n @ [1z5% - @ | Bk | e B B

= |} wre

Exit

Y 1 =

Candidate Overview

CANO15 CANOLS

No data on telephone numbers available
CANOD15@usps.gov

Work Experience
USPS Headquari
04/14/2004 - 0¢

A A ctratitra i

1
=]

ne

& A

United States Postal Service

Review the information
displayed on the screen

work instruction.**

1

]

o **For step-by-step instruction, refer to the “ Apply to Job”
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Submit Application Tab

B You can send your application for submission on
this tab

B If you submit your application, you can not make
additional changes without withdrawing the
application
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Submit Application Tab (continued)

-"aBSP Session - Microsoft Internet Explorer & ﬂ
Fil= Edit View Favorites Tools  Help | !'.u'

S B 26 hes b OB EE
@Back - |ﬂ @ IS Search 3. Favarites €3| e = |..¢"-‘T ] :F .3
Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll Gl:l |Link5 i

Exit El

R EEiatEeE R T R A s El

Personal Pages > Search for Jobs = Application Wizard

You are continuing your application for the following vacancy:

| Job Posting MCS0047309 SECRETARY (FLDY STATEM ISLAMD MY EAS - 12

You are applyving for the following vacancy:

IAppIicatinn Wizard Ill 11 EAS ELIGIBILITY -2 - 12 sSummary of Accomplishments 13 Data Overview R FN Submit Application EEDDE

Ml Data Overview |

You can now submit your application.

Thank you for applyving for one of our wacancies. We will check vour application material carefully and then get in contact with you.

Click Submit L=ubmit|tg submit your application

**For step-by-step instruction, refer to the “Apply to Job”
e (E1 DTS work instruction.**
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Viewing Your Application Status

B Candidates can view the status of their applications at any
point during the eCareer process

®m This will tell you at what stage your application currently is in
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Viewing Your Application Status (continued)

43 BSP Session - Microsoft Internet Explorer == =]
File  Edit View Favorites Tools  Help | .",'
= - o > irs M ’ | > T = ] :' o
@ Back -» | x ’,.—_,: ‘gl ‘ P Search \m{ Favorites %} [_-:3‘ b | = |l ] :I: .3
Address IE http:,l',l'eagnmnsuS?g.usps.g-:-v:BDDD,l’sap(bDlII:-iZjPT‘f'IMCZkPW1|:-I:u;==]I,I'I:--:,I'I:-sp,l'sap,l'ZHRRCF_MP.IN,I’hu:-me.htm?Bs|:-CIient=65D&BspLanguage=EN&rcFSpId=99D1&5|:-|:-=hrrc;| Go | Links **
Exit El
Personal Pages
These are your personal pages, You can enter and update yvour data here. You are given support during the job search and can save interesting vacancies in your
faworites list,
- wl Career Dpportunities r a 4 Candidate Profile ]
= The system assists you in your job search. You can add il ! The candidate profile contains your resume and vour job
employment opportunities that interest you ta your favarites, preferences. If you do not release this data, only you have
ou can also apply for jobs directly anline. h access to it
Zearch for Jabs | Candidate Profile
L 1 I Eavorites . Data Overview
i Applications L .
Personal Setting
You can tailor your page suit your personal requirements.
This includes defining your ferred date format, decimal
display, the language vou pre o work in, and the display
format for data overviews,
Personal Settings
Click “Applicati ”
ic pplications
*E tep-by-step instructi fer to the “ Vi Applicati
or step-py-step Iinstruction, rerer 1o tne lew Application
1 - T **
Status” work instruction.

l_ ,— l_ l_ l_ |3 Local intranst

2005 U] Done
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Viewing Your Application Status (continued)

4} BSP Session - Microsoft Internet Explorer

_1=3

3
| &

Fil= Edit Wiew Fawaorites Tools  Help

) . A Y 4,5 . ; Iy AN (e— ]
@Back - '\J_) - | ’,‘—,.: Tl | A~ ! Search ‘-E':_\{ Favorites €j| [T 5= (= _I EI ‘3
Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDEIEI,l'sap(bDllbiZjPT‘f1MCZkPW1pbg==),|'bc,l'bsp,l'sap,l'ZHRRCF_MAIN,I'hUme.htm?BspCIient=65!3&BspLanguage=EN&rcFSpId=99Ell&app=hrrcll Go | Links **

Exit El

Appleations e 1. Click BoX to select the desired job posting

Do you want to see an o

rview of your applications up to now?

These are vour applicatio
still open. Questions ab

status can be directe

to date. vou can check the status and withdraw or delete applications. You can resubmit a withdrawn application as long as the posting is
an 'Ineligible’ or 'Mot Minimally Qualified' status can be directed to the HR Shared Serwvice Center. Questions about a 'Not Recommiended’

o the Rewiew Committee chairperson, or a 'Mot Selected’ status to the selecting official.

Number of A ications: 6

Date of &

= Aprlicatan Status = Process Step =  Additional Information =
047005 SECRETARY (FLD] STATEM ISLAND MY E&S Draft application Entry
ozting MCS0045503 Draft Application Entry
[Posting MCS0045527) SECRETARY [FLD 0&/07/2007 In Process Prescreening
[ Elfj:_szuu:ut?ac:g SECRETARY (FLD) STATEM ISLAMD MY EAS 12/04/2007 b e Bre fiecrine
) r:uizsomsglo SECRETARY (FLDY STATEM ISLAND WY EAS 10/02/2007 Withdrawn application Entr

J 31330045934 SECRETARY (FLD) STATEM ISLAMD MY EAS 10/02/2007 Mot Selected

I_"_l Page|_1iu:uf1 |_||_|

Continue £ Dis

lication [ Delete 7 withdraw |

2. Note the status of
your application

3. Click Apply/Display Application | Apply / Display Application

W**For step-by-step instruction, refer to the “View Application _ =
Status” work instruction.**
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Viewing Your Application Status (continued)

a BSP Session - Microsoft Internet Explorer & ﬂ

Fil= Edit View Favorites Tools  Help | -

N
@Batk o r . o @ S %} -2 ] El ﬂ
s &) el | 2y o Il B v = B = B R (6
Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll Gl:l |Link5 i

Exit El

Application

Personal Pages = Applications = Application

IJDb Posting MC5004730% SECRETARY (FLDY STATEN ISLAND WY EAS - 12
| application from 12/04/2007 .
| Status In Process

Keys and Tabs must be identified (Example: write "Press Enter key” instead of "Fress Enter” E|

and *Click My Life tab” instead of *Click My Life”, respectively)
& user action, such as typing in a field, should be identified as a “field”

I Provide examples similar to a work instruction. If a transaction reguires an entry, state what entry
should be placed and provide an example. See below.

[=]
Questionnaire = gﬁmpleted =
Method of fAccess 12/04/2007
Sarmple Job-Related Questionnaire — Admin 1z/04/2007
EAS ELIGIBILITY -2 12/04/2007

E":l PageE of 1 DD

1. You can click alink to review
how you answered the
guestionnaire

**For step-by-step instruction, refer to the “View Application
e (E1 DTS Status” work instruction.**
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Withdrawing Your Application

B Candidates can withdraw their application if they no longer
want to be considered for a vacancy
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Candidate Application Creation and Maintenance

Withdrawing Your Application (continued)

<} BSP Session - Microsoft Internet Explorer

File=  Edit View Faworites Tools Help

_1&] x|

| -

P

O © =A%

! Search \il_,;‘ Favorites g‘; | fL': -

Address I@ http:,f,feagnmnsuS?Q.usps.gov:EEDDD,I'sap(bD1IbiZjF‘T"r'1MCZkPW1pbg==),l'bc,l'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspClient=650&BspLanguage=EN&rcFSpId=9901&app:hrrc:l G0 | Links **

Personal Pages

faworites list,

Career Opportunities

~ |

Search for Jobs
Fawvorites
Applications

Personal s

Tou can tailor your
This includes defining
display, the language yo
format for data overviews,
Personal Settings

The system assists you in your job search. You can add
ermployrnent opportunities that interest vou to vour favorites,
rou can also apply for jobs directly anline.

es to suit vour personal requirements,
ur preferred date format, decirmal

[«]

Exit

These are your personal pages. You can enter and update your data here. You are given support during the job search and can save interesting wacancies in your

Candidate Profile

The candidate profile contains your resume and yvour job
preferences. If vou do not release this data, only you have
access to it

Candidate Profile

Diata Owerview

F a '!
e
refer to worl in, and the display

Click “ Applications”

**For step-by-step instruction, refer to the “Withdraw

Application” work instruction.**

J@"l Done

©2005 Usr o Al iigins 155eIvEu.

l_ ,— l_ l_ l_ |&J Local intranet
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Withdrawing Your Application (continued)

/3 BSP Session - Microsoft Internet Explorer _1&] x|

Filz=  Edit ‘“iew Fawvorites  Tools  Help | "J'

) ; : A Y o : : o |
@ Back - 4 ~ |% ’,ﬁ,: Tul | 2~ ! Search &.'.'/\{ Favorites %} f 4 g |
Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll Go | Links **

Exit El

Spplicatons 1. Click Box to select the desired job posting

Personal Pages > Applications

Do you want to see an ovegffiew of your applications up to now?

These are your applications date. vou can check the status and withdraw or delete applications, You can resubmit a withdrawn application as long as the posting is
still open. Questions aboutdin 'Ineligible’ or 'Not Minirnally Qualified' status can be directed to the HR Shared Service Center. Questions about a 'Not Recommended’

status can be directed t e Review Committee chairperson, or a 'Not Selected’ status to the selecting official. ]

Date of &

2 = g i x o

] < application = Status = Process Step = Additional Information =
u 00S SECRETARY (FLDY STATEM ISLAMD WY EAS Diraft application Entry
U poffing MCSO045503 Ciraft Application Entry
= sting MCS0045527) SECRETARY [FLD) 06/07,2007 In Process Prescreesning
E MCS004720% SECRETARY (FLD) STATEM ISLAMD MY EAS 15/04/2007 Iribreo Prescreening

-1z

M< S0046910 SECRETARY (FLD] STATEM ISLAND MY EAS ; -
B e 10/02/2007 withdrawn application Entry
J MCS0046934 SECRETARY (FLDT STATEM ISLAMD MY EAS 10/02/2007 Mot Selected

=2
[=l=FPage] 1fefa]-]=]

[ Continue / Display Application | [Delete / withdraw |

2. Note the status
of your application

3. Click Delete/Withdraw Delete\Withdraw

**For step-by-step instruction, refer to the “Withdraw
cens (VR Application” work instruction.**




Slide 48 of 58

Candidate Application Creation and Maintenance

eCareer

Withdrawing Your Application (continued)

=18 x|

2} BSP Session - Microsoft Internet Explorer
TS
| &

File Edit Wiew Faworites Tools Help

= — Y = e ] 2y z = —_— ! 1
@Back = '-Q_“Q = |ﬂ @ gl j_\JSearch \E,-'\{ Favarites €3| [-::\_.v = |".-.1r _.J :F .ﬁ
address @ http:,f,feagnmnsuS.‘-"Q.usps.gov:BDDD,l'sap(bD1IbiZjF‘T‘f‘1MCZkF‘W1pbg==),l'bc,l'bsp,l'sap,l'ZHRRCF_M.ﬂIN,l’home.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=990l&app=hrrcj etal | Links **

Coa ] [

Applications
Do you want to withdraw your application?

Read the docurnent on our application policy carefully before yvou withdraw yvour application,

I have read the document on the application policy and confirm that I want to withdraw my application. Application Policy

[ Confirm | [ Cancel |

Confirm

1. Click Confirm

**For step-by-step instruction, refer to the “Withdraw
Application” work instruction.**

©2005 USPS All rights reserve
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Managing Your Favorites

B Candidates can save job postings to their favorites if they like
the job posting they see, but are not ready to apply

B Saving ajob posting to your favorites saves you time in that
you don’t have to search for it again
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Managing Your Favorites (continued)

3 BSP Session - Microsoft Internet Explorer _18] x|
File  Edit WView Faworites Tools Help | li,u"

- &) - [ j :‘l @ S i A ' :| 3
@ Back & » = ﬂ_;j | P Search “z,\g" Favarites g‘} L.'-—“ =] = ] F .3
address I@ http:,f,feagnmnsuS?Q.usps.gov:EEDDD,I'sap(bD1IbiZjF‘T"r‘1MCZkPW1pbg==),l'bc,l'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspClient=650&BspLanguage=EN&rcFSpId=9901&app:hrrc:l =] | Links **

Exit El

Personal Pages

These are your personal pages. You can enter and update your data here. You are given support during the job search and can save interesting wacancies in your
favorites list,

" Candidate Profile

Career D ortunities
| -

The systerm assists you in your job search. vou can add
ermployrment opportunities that interest yvou to vour favorites,
vou can also apply for jobs directly online,

! The candidate profile contains vour resume and vour job
preferences. If vou do not release this data, only you have
access to it

_f"

Search for Jobs Zandidate Profile
f } | Favarites Data Overview
i Applications '

Personal Settings

You can tailor your pages to suit vour personal requirernents, CI I C k b Sear C h fo r J O b S"

This includes defining vour preferred date farmat, decirmal
display, the language vou prefer to work in, and the display
format for data overviews,

Personal Settings

**Eor step-by-step instruction, refer to the “Manage
e BLOSTE Favorites” work instruction.**
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Managing Your Favorites (continued)

“} BSP Session - Microsoft Internet Explorer == =]
Filz  Edit Miew Favorites Tools  Help | .'f
@ Back = | ’_ ) -~ \ﬂ @ _;:] ;] Search \;:‘\L,;‘ Favorites %‘3 | [L’ - H# = I E “3
Address I@ http:,l',l'eagnmnsuS?‘Q.usps.gov:BDDD,l'sap(bDllbiZjF‘TY1MCZkPW1pbg==),|'bc,l'bsp,l'sap,l'ZHRRCF_MAIN,I'hUme.htm?BspCIient=650&BspLanguage=EN&rcFSpId=9901&app=hrrcj Go | Links **
B
Search for Jobs 2. Click Start Search | Start Search B
Personal Pages = Search for Jobs
Are you looking for a new cha ge at our company?
You can find a large numb employment opportunities in our database, so go ahead and take a look at our vacancies.
[ Start Search| [Reset| [Save Search| Dotes on Search
Search Queries
| Seareh Queny ot seerch ueny saved 1. Enter search terms
Full Text Search
| Search for |
| Search Method [One word { OR ) [=]
Search Criteria for Employment Opportunities
| Functional area srneleetis El
Administrative/Clerical i
Customer Service
Delivery El
[ Hierarchy Level -~ gelect -- [=]
Administrative/Clerical (MNon-Supervisory EAS) [
Entry Level Management (Up to EAS 18)
L e daa e b - /i
*E tep-by-step instructi fer to the “M
_— or step-by-step instruction, refer to the “Manage L

Favorites” work instruction.**
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Managing Your Favorites (continued)

-"aBSP Session - Microsoft Internet Explorer & ﬂ
Filz=  Edit Miew Fawvorites Tools  Help | '1'

@Back - '\_,] - |ﬂ @ _::] ‘ /.:__} Search R;nt{ Favorites €;| f’v L“:“_-F it:‘.‘i _.] E' 3

Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll G0 | Links **

- - - - Exrt E
search for Jobs 1. Click BOX to select the desired job posting
Are you looking for a new challenge at our company?
vou can find a large nu er of emnployment opportunities in our database, so go ahead and take a look at our vacancies.
I Search Criteri [m]
Search Re
M % Job Posting %  Published &  Country =  Favorite = E’Eﬂlcatmn =
w
[ ] rninistrative/Clerical Posting MCS0045503 0671272007 US4 Mo
£ Adrinistrative/Clerical MCSO0047311 SECRETARY (FLD) STATEM ISLAND MY EAS - 12 12/03/2007 US4 Mo
| Administrative/Clerical MCSO047309 SECRETARY (FLD) STATEM ISLANMD MY EAS - 12 12/03/2007 US4 Mo 12/04/2007
U administrative/Clerical MCS50047307 SECRETARY (FLD] STATEM ISLAND MY EAS - 12 11/27/2007 | USA Mo
U Administrative/Clerical SECRETARY (FLD] STATEMW ISLAMD MY EAS - 12 WCSO04717E J 1172842007 US4 Mo
2| Administrative/Clerical SECRETARY (FLD) STATEM ISLANMD MY EAS - 12 MCS0047174 1 1142842007  USA Mo
U Administrative/Clerical SECRETARY (FLD] STATEM ISLAMD MY EAS - 12 WCSO0047173 K 1172842007 US4 Mo
| Administrative/Clerical SECRETARY (FLD] STATEM ISLANMD MY EAS - 12 WCS0047170 H 1142872007 US4 Mo
| Administrative/Clerical SECRETARY (FLD] STATEM ISLAND MY EAS - 12 WCS0047168 G 1172842007 US4 Mo
U Administratives/Clerical SECRETARY (FLD] STATEM ISLAMD MY EAS - 12 WCSO047166 F 1172842007 US4 Mo
[E[=] Pagel 1fof2[=]=]
Aadd to Favorites / Delete from Favorites Iy / Display application 2 I I k Ad d t F t /D I t f
' e 2, Clic o Favorites/Delete from U

~ Favorites [ Addto Favorites / Delete from Favorites |

**Eor step-by-step instruction, refer to the “Manage
e (E1 DTS Favorites” work instruction.**
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Managing Your Favorites (continued)

a BSP Session - Microsoft Internet Explorer & ﬂ

Fil= Edit View Favorites Tools  Help | "J,

S ; = N = ). : ; 2 A ] :' 3
@ Back =~ |5 J - (% ’,g: Cnl ‘ P Search 3. Favarites %} | B = _.] F 3
Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll G0 | Links **

Exit El

Search for Jobs
Are you looking for a new challenge at our company?

vou can find a large nurmber of emplovment opportunities in our database, so go ahead and take a look at our vacancies,

The system displays the message, g

I Search Criteria [m]
“Data saved successfully.”
.
Search Result: 18 Hits
M Functional Area =  Job Posting = Published 5 Country = Fawvorite = E’Eﬂication =
w
[ ] . Administrative/Clerical . 0671272007 usa Mo
[ administrative/Clerical MCS0047311 SPCRETARY (FLL) STATEM TS| ANMD MY EAS - 12 12/03/2007 US4 Tes
| Administrative/Clerical HCSO047309SECRETARY (FLD) STATEM ISLAND MY EAS - 12 12/03/2007 US4 Mo 12/04/2007
U administrative/Clerical MCS500473gF SECRETARY (FLD] STATEM ISLAND MY EAS - 12 11/27/2007 | USA Mo
U Administrative/Clerical SECRETAHY (FLD] STATEM ISLAMD MY EAS - 12 WCSO047176 J 1172842007 US4 Mo
2| Administrative/Clerical SECREJFRY (FLD STATEM ISLANMD MY EAS - 12 MCS0047174 1 1142842007  USA Mo
U Administrative/Clerical SECHETARY (FLD] STATEM ISLAMD MY EAS - 12 WCS0047173 K 1172842007 US4 Mo
| Administrative/Clerical ETARY (FLD] STATEM ISLAND MY EAS - 12 NCSO047170 H 1142872007 US4 Mo
| Administrative/Clerical CRETARY (FLD STATEWN ISLAND MY EAS - 12 NCSO047168 & 1172842007 US4 Mo
U Administratives/Clerical SECRETARY (FLD] STATEM ISLAMD MY EAS - 12 WCSO0047166 F 1172842007 US4 Mo
[Z][=] Page] 1|of2
[ add to Favorites / Delete Favorites | [ Apply / Display application | ||

Drata saved successfully

[Return to Search |
**Eor step-by-step instruction, refer to the “Manage
e (E1 DTS Favorites” work instruction.**
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Managing Your Favorites (continued)

B Candidates can choose to apply at a later date up to the
posting close date if the job posting was saved as a favorite
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Managing Your Favorites (continued)

/3 BSP Session - Microsoft Internet Explorer _1&] x|
Fil= Edit View Favorites Tools  Help | l'.u"

O RNEd o e e e
@Back & x e ﬂ_;j ‘ P Search \L‘_\{Favorltes %} [_-_:F == = ] F .3
Address I@ http:,l',l'eagnmnsuS?Q.usps.gov:BDDD,I'sap(bDlIbiZjF'T"r'1MCZkPW1pbg==),|'bc,|'bsp,l'sap,l'ZHRRCF_M.C\IN,I'the.htm?BspCIient=65D&BspLanguage=EN&rcFSpId=9901&app=hrrcll Gl:l |Link5 i

Exit El

Personal Pages

These are your personal pages. You can enter and update your data here. You are given support during the job search and can save interesting vacancies in your
favorites list.

" Candidate Profile

Career O ortunities
- _“| pp

The systemn assists you in your job search, Wou can add
employment opportunities that interest you to your favorites,
You can also apply for jobs directly online,

! The candidate profile contains yvour resume and vour job
preferences. If vou do not release this data, only vou have
access to it

_f"

Search for Jobs Candidate Profile
f i ] Favaorites Data Overview
L Applications .

Personal Settings

o suit your personal requirements.
eferred date farmat, decimal
to work in, and the display

You can tailor your page
This includes defining vour
display, the language vou pre
format for data overviews,
Personal Settings

Click “Favorites”

**For step-by-step instruction, refer to the “Manage
Eoee Favorites” work instruction.**

©2005 Usrs A ingiiis 1eseive
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Managing Your Favorites (continued)

_1=] =

Fil= Edit Wiew Favarites Tools  Help | T

@Back - .‘-;; - \ﬂ @ _:j ,.._jSearch \i? Favaorites €3| .‘La' a# E _’I E “3

Address I@ http:,l',l'eagnmnsuS?‘Q.usps.gov:BDDD,l'sap(bDllbiZjF‘TY1MCZkPW1pbg==),|'bc,l'bsp,l'sap,l'ZHRRCF_MAIN,I'hUme.htm?BspCIient=650&BspLanguage=EN&rcFSpId=9901&app=hrrcj Go | Links **

~} BSP Session - Microsoft Internet Explorer

Exit El
Favorites 1. Click Box to select the desired job posting
Personal Pages > Favorites
Do you want to apply for one of the bookmarked job postings?
on this page, vougfan see all the vacancies you bookmarked as interesting during the search.
Favorites
M ional Area 2  Job Posting 2  Published 2 Country 2 Application from =
| | inistrative/Clerical MCS0047005 SECRETARY (FLD STATEM ISLANMD MY EAS - 12 11/07/2007 sa
£ administrative/Clerical HCS0047211 SECRETARY (FLD STATEM ISLAMD MY EAS - 12 12/03/2007 Usa
[E]=] Page] 1jeof1 [~]=]
[ &apply / Display application | [ Delete

2. Click Apply/Display Application [#pely /Display Application

3. Continue the application process

**Eor step-by-step instruction, refer to the “Manage
Favorites” work instruction.**
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Learning Objectives Review

You should now be able to:

Define new terms related to candidate application

creation and maintenance

Search for job postings in eCareer
Submit an application

View the status of an application

Withdraw an application

Manage your favorite job postings in eCareer

—
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