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Introduction

NASA's STaffing And Recruiting System (NASA STARS) is a suite of applications that support NASA’s business process of filling positions.  These applications are:

· Resumix, a COTS application for processing resumes and requisitions

· Resume Builder, a custom web application developed to support the entry of resumes and applying for announced positions

· Vacancy Announcement Builder, a custom web application developed to support the building of vacancy announcements

· Weighting and Referral Tool, a custom web application developed to support an enhanced rating process and the building of referral certificates

· Archive Tool, a custom web application developed to support the archiving of case files 

· Crystal Reports, a COTS application used to develop custom reports for NASA STARS

· Microsoft Word is used to develop custom letter templates for NASA STARS

This guide is designed to help the staffing specialists who use NASA STARS to understand where to go if a problem or question arises, and who is responsible for performing certain tasks.  This is not another user manual.  You will have available to you a number of documents that describe the various NASA STARS applications.  Those documents are:

· Resumix Documentation

· Using Operator’s Desktop

· Using Recruiter’s Desktop

· Resumix System Administration

· Resumix Database Administration and Data Dictionary

· Resumix Training

· Student Guide to Using Operator’s Desktop

· Student Guide to Using Recruiter’s Desktop

· Student Guide to Resumix System Administration

· NASA STARS User Guide

· NASA STARS Desktop Guide 

The documents that will be of most value to you are the “Using Recruiter’s Desktop” and the “NASA STARS User Guide”.

The “Resumix System Administration” and the “Resumix Database Administration and Data Dictionary” will be of value to the Center Super Users (see definition below).

Who's Who

NASA STARS User - this typically refers to the Center staffing specialist who use the various NASA STARS applications.  Other users include applicants who use the Resume Builder, and hiring managers who access the certificates generated by the Weighting and Referral tool.

Center Super User - this is the staffing specialist at your Center who served as the Resume Management Project team lead and attended the full series of training at the Resumix 'HotJobs University'.  This highly trained person most likely lead the implementation of NASA STARS at your Center, and worked directly with other personnel in the Agency responsible for implementing NASA STARS.

NASA STARS System Administrator - this is the Agency focal point for advice and assistance.  Located at MSFC, this individual reviews all change requests, adds / deletes users, adds local grammar, oversees the Resume Operations Center (ROC), and performs other coordinating functions for the overall system.

Integrated Financial Management Program (IFMP) Competency Center (IFMPCC) - this is a central support organization located at MSFC responsible for systems operations (e.g., servers, database administration, backups, etc.), software installations, and technical troubleshooting.  The IFMPCC maintains liaison with each Center's information technology support organizations (e.g., ODIN).

Human Resources (HR) Steering Committee - these are the Agency 'functional owners' responsible for approving changes to resume management functional requirements and business processes.  Changes to NASA STARS which impact baselined requirements or processes are reviewed and approved by this Committee.  This Committee consists of the HR Directors from each Center, and is chaired by the Agency Director of Personnel and Personnel Policy (Code FP).

NASA STARS Program Manager - this is the Agency focal point for coordinating matters which require the attention of the HR Steering Committee.  Located in the Office of Human Resources and Education, NASA HQ / Code F, the NASA STARS Program Manager works closely with the NASA STARS System Administrator and the Center Super Users to coordinate changes, resolve disputes, and perform any other actions which impact NASA STARS.

HotJobs.com - the company that sells and maintains Resumix.

WorkForce Technologies - the company that developed and maintains the NASA STARS web-based extensions.

User Information

This guide delineates user information into Technical Aspects and Functional Aspects.

Technical Aspects address technical concerns and the party or parties responsible for implementation of software enhancements or problem resolution.  Although the ultimate ‘responsible party’ may be the NASA STARS Systems Administrator or IFMPCC, end users should first seek support from their Center Super User, and/or their Center IT organization for local connectivity or system problems.  The Center Super User may already be aware of the problem and may have identified a resolution to your problem.

Functional Aspects address application or data issues that typically affect all Centers.  If an application is not working correctly for you, it generally will not be working correctly for everyone else.  You should first work with your Center Super User to verify that the application is not working correctly.  If a problem is identified and verified, it will be referred to the NASA STARS System Administrator through your Center Super User.

Use of Resumix

Technical Aspects

Resumix Performance


Performance issues may include:  access to Resumix from Citrix; user id and/or passwords forgotten or not accepted by the application; Resumix screens frozen or locked up; unusually slow and/or no response from Resumix, such as a search query, retrieval of a requisition, retrieval of a resume, etc.; or any other abnormal system response.  You should report Resumix performance issues to your Center Super User who will work with the NASA STARS System Administrator and the IFMPCC for resolution.

Resumix Releases


Resumix periodically issues releases to update (including new grammar releases), enhance, and/or fix problems with their product.  The NASA STARS Systems Administrator will review the release notice and determine the effect and/or impact of that release on NASA’s implementation of Resumix and NASA STARS.  It may be necessary for the NASA STARS Systems Administrator to contact each Center Super User to get their feedback on the proposed release.  Further, any updates to NASA STARS that impact baselined requirements or processes will also be reviewed and approved by the HR Steering Committee.

The NASA STARS Systems Administrator will work with the IFMPCC and Resumix to receive and test the release, as well as plan for the installation.  The NASA STARS Systems Administrator will also notify the NASA STARS Program Manager and the Center Super Users of the release’s effective date.

The IFMPCC will be responsible for receiving the release by either downloading the release or receiving the release from Resumix via the appropriate media.  The IFMPCC will install the release by the agreed upon effective date (usually during one of the scheduled maintenance windows).  After the update has been made, the NASA STARS Systems Administrator, supported by the Center Super Users, as necessary, will test and verify that the release has been made and that NASA STARS is operating correctly.

Functional Aspects

System Configuration


A standard Resumix configuration has been developed to support the NASA business process at all Centers.  Configurable items include custom data fields for resumes and requisitions, pull down menus, and custom grammar.  A configuration document, “NASA Resumix 6 Configuration”, itemizes the various configuration items and their values.  This document covers:

· Resumix general configuration

· Use of standard Resumix data fields for the requisition and resume functions

· Use of custom data fields for the requisition and resume functions

· Menus for standard and custom data fields

· Tracking actions and status codes

Changes to the configuration of Resumix affect all Center users, and could also potentially affect the functional requirements or business processes.  Any request for changes to the configuration of Resumix should be made to the NASA STARS System Administrator through your Center Super User.  Change requests must include a description of the change and a justification for the change.

The NASA STARS Systems Administrator will review your request and may solicit comments from the other Centers to assess the impact of your change.  As necessary, the NASA STARS Systems Administrator may forward the change request to the NASA STARS Program Manager who will coordinate with the HR Steering Committee for review and approval of the change.

If approved, the NASA STARS Systems Administrator will make the change and notify all Centers of the final determination and the effective date of the change.  If disapproved, the NASA STARS Systems Administrator will notify you, provide the reason for the disapproval, and suggest other alternatives, if possible.

Local Grammar

Technical Aspects

None.

Functional Aspects


Grammar is the key that allows Resumix to extract the appropriate skills from an applicant’s resume.  Resumix is installed with a knowledge database based on years of experience and other client’s requirements.  During the startup of NASA STARS, NASA’s unique requirements for grammar were reviewed and 'local' grammar was added using Resumix’s Customizer to update the knowledge database.

There will be instances when staffers will identify additional requirements for grammar updates as they process and review job requisitions and resumes.  Individual staffers should notify their Center Super User of any grammar updates that they believe are required.

The Center Super User then notifies the NASA STARS Systems Administrator with any supporting extraction rules.  The NASA STARS Systems Administrator will then coordinate any grammar requirements with the other Centers for any additional extraction rules.

The NASA STARS Systems Administrator enters all grammar requirements and supporting extraction rules into Resumix using the Customizer.

Note:
Grammar updates only affect resumes processed after the grammar update has been made.  Resumes currently in the database are not updated by any grammar updates.  For this to happen, the Resumix Re-extractor must be run.  The Re-extractor function re-extracts skills from existing resumes after new grammar updates have been committed.  The Resumix performance will be degraded while the Re-extractor is running. Because of this, Re-extractor is run in non-prime time or over a weekend, if the resume database is large.  Any requests to run re-extractor should only be made to the NASA STARS Systems Administrator.

Extensions

Technical Aspects


To support the NASA business process, four web applications have been developed using NASA specific requirements.  These applications are:

· Resume Builder

· Vacancy Announcement Builder

· Weighting and Referral Tool

· Archive Tool

All four extensions are web based and accessed via your web browser.  The Resume Builder is available to applicants for submitting resumes and applying to specific job announcements using the Quick Apply function.  The other applications are for staffing specialists' use as part of the NASA STARS system.

Since the extensions are web applications, end users may experience responsiveness and/or accessibility issues that are a function of the web and not the application.  The end user should first access a web application other than these extensions.  If that application is also unresponsive, the problem is more likely a web issue (or browser / computer problem).  However, if the issue does not appear to be web related, or if other problems exist, such as the application not operating properly, correct data not being displayed, etc., the Center Super User should be notified.  The Center Super User will elevate unresolved technical issues to the IFMPCC.

The Vacancy Builder uses a single user id and password assigned to NASA for posting vacancy announcements to OPM’s USAJobs.  This user id and password are built into the Vacancy Announcement application and does not require the user to enter them to submit a vacancy announcement to USAJobs.  OPM will notify the NASA STARS Systems Administrator if an issue arises with the posting of NASA vacancy announcements.

Applicant problems and/or questions about the Resume Builder should be made by the applicant to the IFMPCC through the following email address:  helpdesk.msfc@msfc.nasa.gov, as referenced on the Resume Builder login page.
Functional Aspects


Any problems with functionality and/or enhancements to the extensions supporting the staffers should be made to the NASA STARS Systems Administrator through your Center Super User.

The applicant should address any problems with functionality and/or questions about the Resume Builder to the IFMPCC via email, at helpdesk.msfc@msfc.nasa.gov, as referenced in the Resume Builder.

Reports

Technical Aspects


Several standard Agency reports have been developed using Seagate Crystal Reports.  Additional Center specific reports were identified and developed during the roll out of NASA STARS.  The reports are compiled as executables and installed on the Citrix server.  The reports are not editable from the Citrix server.  When an end user runs one of the reports, he/she will be prompted to enter data, such as a date range or an effective date of the report.  Headquarters personnel who can view data from all Centers will be prompted to enter a specific Center or they can select all Centers.

Performance concerns or errors should be made to the IFMPCC through the Center Super User.

Functional Aspects


Some Center specific reports were also developed whose requirements were identified during the implementation of NASA STARS.  Any new requirements for Center specific reports should be made to the NASA STARS Systems Administrator.

The NASA STARS Systems Administrator will verify any business rules and/or selection criteria, notify the NASA STARS Program Manager, and send the report requirements to the IFMPCC.  The IFMPCC is responsible for building, testing, and installing the report into the report module on the Citrix server. 

Letter Templates

Technical Aspects


Various letters can be produced from Resumix using data contained in the Resumix database and the mail merge function of MS Word.  MS Word templates can be developed for letters, such as non-select letters, vacancy announcement cancellation letters, offer letters, etc.  Instructions on how to prepare MS Word template letters for Resumix are contained in the Resumix System Administration manual.  Knowledge of the Resumix database and configuration of Resumix are required to know what data is available and where it is stored.

Functional Aspects


Instructions on how to print letters from Resumix are contained in the Resumix Recruiters Desktop manual and the NASA STARS User Guide. 

The MS Word templates are stored on the Citrix server at:  
N:/Program Files/Resumix/Letters/<center name>.  Each Center can have their own templates or use system wide common templates stored under the N:/…/NASA Wide directory. Letter templates can be copied from the NASA Wide directory, modified as required, and stored in the Center’s directory.  Creating letter templates is a straight forward process using the instructions in the Resumix System Administration manual and the NASA STARS User Guide

Training

Technical Aspects 

None.

Functional Aspects


Full series (or week-long) training was provided to all Center Super Users prior to the NASA STARS roll out.  During roll out, Resumix provided recruiter training to all users and the NASA STARS implementation team provided business process and extension training to all users on-site at each Center.

As personnel turn over and new personnel arrive who require access to NASA STARS, they will require training.  Your first source of training should be from in-house sources using the training material received from the vendor and the NASA STARS implementation team during the Center rollout.  If needed, Centers can send new users to formal Resumix training.  For such cases, the Center is responsible for all costs of such training, including training fees and travel.  Contact the NASA STARS System Administrator for the latest Resumix course schedule, course rates, and place of training.

System Maintenance

UserID / Password Administration
All of the NASA STARS applications, except for the Resume Builder, use the Resumix user account to verify users.  As a procedure, the Citrix and Resumix accounts will be set up using the same user ID and password.  This will minimize the number of user IDs and passwords that have to be remembered by individual users.

When a new user has been identified, the Center Super User notifies the NASA STARS System Administrator of the name and account information for the new user.  The NASA STARS System Administrator notifies the Citrix System Administrator and Resumix DBA that a new account needs to be set up and ensures that the user ID and password for both accounts are the same.  The NASA STARS System Administrator will add the new user to Resumix ensuring that the user is assigned the appropriate user class with the required privileges and setting the Login data field to the user’s login user ID.  The NASA STARS System Administrator will then notify the Center Super User when the accounts have been set up.

Note: 
The user can change their password in Resumix at any time but this will not change their Citrix password.  All of the other NASA STARS applications that use the Resumix user account for verifying users will also be changed.

ROC Issues 

The Resume Operations Center (ROC) is staffed Monday through Friday from 8:00 a.m. to 4:30 p.m., Central Standard Time.  They are responsible for processing all resumes within eight operational hours of receipt.  This involves the receiving, sorting, scanning, and verifying all resumes received via paper; and verifying all resumes received via the Resume Builder extension.  Additionally, the ROC will generate and mail response notifications within eight operational hours of processing resumes received via paper.

All communications between the Center and the ROC should be made through the NASA STARS Systems Administrator.  If there are any issues with the processing of resumes, notify your Center Super User and they will notify the NASA STARS Systems Administrator.

In the normal business process, you should not be receiving resumes.  You should refer applicants to the NASA web site for guidance and instructions on how to submit resumes to NASA.  There may be instances when you may receive resumes that need to be processed.  Generally, these applicants should be instructed to use the Resume Builder or mail their resume to the ROC.  In emergency situations, the Center HR office may FAX or email a resume to the ROC, since you have no way of scanning them yourself.  FAXing resumes to the ROC is not recommended since FAXes are typically very low resolution  and the extraction of data from a FAXed resume may be degraded.

For emergency situations, coordinate with your Center Super User to FAX that resume to the ROC using the highest resolution possible supported by your FAX machine with instructions for immediate processing.  Mail the original resume to the ROC for proper processing (make a copy for yourself, if required).

System Requirements

Resumix’s minimum recommendations for the Recruiter’s workstation are contained in Table 1 below:

Table 1. Resumix Minimum Recommendations for Recruiters Workstation

OS
Windows 95 (SP1 or higher), Windows 98, Windows NT Workstation 4.0 (Service Pack 4) or Windows 2000

Browser
Internet Explorer 4.01 or higher; Netscape Communicator 4.6 or higher

Monitor 
17” or greater VGA for infrequent users, frequent users should have at least 19” monitors supporting 1024 x 768 resolution

Printer 
Laser printer supported by Windows (Local or network) 

Troubleshooting Guide

Given the complexity of the NASA STARS system, numerous things can happen that prevents a user from accessing a specific function or being able to perform a specific action within a NASA STARS application.  Sometimes it is not readily apparent to the user exactly what is wrong and/or what application or function is not operating properly.  There are also numerous people involved in managing and controlling NASA STARS, which makes it difficult to determine who to contact in those instances when the user is having problems accessing and/or using NASA STARS.

Figure 1 below shows a technical overview of NASA STARS and all of the communication entities involved to access the various NASA STARS applications.

Figure 2 below shows the hierarchy of support available to a NASA STARS user.

Figure 1. NASA STARS Technical Overview
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Figure 2. NASA STARS User Support
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The following discussion will explain how you can get help if you are experiencing problems with NASA STARS.  We can not discuss every possible problem that you may experience but we can discuss basic types of problems and what you can do to help diagnose the specific problem and where to go for assistance.

Problems with your workstation:

· If you are experiencing problems with your workstation and/or local applications, such as e-mail, browser (Internet access), Word, Excel, Access, etc., contact your local technical support just as you do now.

Problems with the NASA STARS Applications:

· Your first point of contact is your Center Super User.  You should always contact your Center Super User, as they need to know of all problems related to the NASA STARS application.  They may also be familiar with your specific problem and can give you immediate assistance.  In order to ensure that multiple persons are not asking the same question and potentially interpreting the answer in different ways, the NASA STARS Center Super User should generally be the sole point of contact to other Center Super Users, the IFMPCC, and the NASA STARS Systems Administrator.

· The first thing that you can do is try to determine if the problem is local, such as with your workstation or LAN.  Are your co-workers experiencing the same problem?  If not, then the problem may be your workstation.

· If the problem is unique to you and/or your workstation (your co-workers are not experiencing the same problem), the problem may be a local communications between your workstation and LAN or it may be a configuration problem with your workstation.  Either you or your Center Super User should contact your local technical support to help resolve your problem.

For example:  You can not access the Citrix Server to run Resumix but your co-workers can.  This may be either a communications problem between your workstation and your LAN or a configuration problem with your workstation and the installation of Citrix.

· If your co-workers are experiencing the same problem, then the problem is not your workstation but it may be a communications problem with your LAN.

Do you have access to other network applications, such as e-mail, Internet, etc.?  If you do not, the problem may be your LAN and you or your Center Super User should contact your local technical support to help resolve your problem. 

If you do have access to network applications, then the problem is most likely outside of your local technical support capability.

· Your Center Super User will need to take over the resolution of your problem.  A couple things that your Center Super User can do to narrow down the possible list of problems:

Contact other Center Super Users to see if they are experiencing the same problem and, if so, have they reported it.

Contact the IFMPCC and report the problem and inform them if other centers are experiencing the same problem, if known.  The more information about the problem that you can pass on to the IFMPCC help desk, the better chance they have in identifying and fixing the problem.

Help Desk Availability Windows

The IFMPCC provides sustained Operational Support and Maintenance for the applications being implemented as part of the IFM Program. (See Appendix B for information on reference documents available which support the IFMPCC).  In support of IFM applications, the IFMPCC provides a Help Desk, which operates Monday through Friday, from 7 a.m. to 7 p.m., Central Standard Time (CST) for problem resolution.  Additionally, applications support is available 7 x 24.

The phone number for the IFMPCC Help Desk is 256-544-5700.

Applicant Problems

Center HR personnel may get calls from applicants about how to submit resumes.  Applicants should be referred to the NASA Jobs web page at http://www.nasajobs.nasa.gov and to the Resume Guide, accessible from the ‘how to apply’ section of NASA Jobs.  Applicants are encouraged to use NASA’s Resume Builder for creating and submitting resumes.  External applicants (non-NASA employees) should be reminded that they cannot submit a resume to NASA unless they are applying for a specific vacancy.

If an applicant is reporting a problem with using the Resume Builder, the applicant should usually submit their problem to the IFMPCC using the email address provided on the login page to the resume builder.
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