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NASA Resumix 6 Configuration

General Configuration

1.
Resume Search Limits: 1000

2.
Requisition Search Limits: 200 (default)

3.
Duplicate Resume: Identification Number

4.
Source Codes – Operator Function

_ARC
Ames Research Center

_DFRC
Dryden Flight Research Center

_GRC 
Glenn Research Center

_GSFC
Goddard Space Flight Center

_HQ
Headquarters NASA

_HQIG
Headquarters NASA Inspector General

_JSC 
Johnson Space Center

               _KSC
              Kennedy Space Center

_LARC
Langley Research Center

_MSFC
Marshall Space Flight Center

_SSC
Stennis Space Center

COLLEGE RECR
College recruiting

NEWSPAPER/JOURNAL
Newspapers or professional journals

COMMERCIAL WEB SITE
Commercial Web sites

NASA JOBS
NASA web page jobs information

OPM JOBS
OPM USAJOBS information

JOB FAIR
Job fair recruiting

EXPEDITE
For manual emergency processing

OTHER
Other

5.
Source Codes on Resume Builder

COLLEGE RECR

NEWSPAPER/JOURNAL

COMMERCIAL WEB SITE

NASA JOBS

OPM JOBS

JOB FAIR

OTHER

6.
Requisition Number Format

Field
Definition
Menu
Use

Requisition Number
Number assigned to requisition.  Personnelist will rename from default identification number 
N/A
Format: Center ID (2 characters), FY (2 characters), D/C/B/N (DEU, CPP, Both, Notice) (1 character), vacancy announcement builder generated number (up to 4 characters), # that the local center determines (up to 23 characters).  Centers may use letters and/or numbers in their part of the numbering system.

Example: JS|01|D|1234|444444

Center ID codes are:


AR - Ames


DF – Dryden


GR – Glenn


GS – Goddard


HQ - Headquarters


IG – Inspector General


JS - Johnson


KS - Kennedy


LA - Langley


MS - Marshall


SS - Stennis


NA - NASA-wide








7.
Requisition Standard Fields (No other standard fields used)

Detail Tab

Administrative Tab

Field
Definition
Menu
Status

Recruiter
Staffing Specialist name – menu created in user administration
Recruiter name, first and last.  Use mail stop field for center ID code.
REQUIRED

Budgeted
Not used
N/A
N/A

Location
NASA Center location 
ARC

DFRC

GRC 

GSFC

HQ

HQ_IG

JSC 

KSC 

LARC

MSFC

SSC


OPTIONAL

Shift
Work Shift
Use Resumix standard menu
OPTIONAL

Date Needed
Date action requested
None
OPTIONAL

HR Rep
Used to denote team lead or super user
N/A
N/A

Job Tab

Field
Definition
Menu
Status

Code
Occupational series – create menu
Will build from list of NASA series
REQUIRED 

Title
Position Title 
Position title of above series; some title generic
REQUIRED 

Type
Pay Plan– create menu
GS

WG

WL

WS
REQUIRED 

Class
Grade
Numerical menu – 01 to 18
REQUIRED 

Salary
Salary range
N/A
OPTIONAL

EEO Type
Not used
N/A
N/A

Description
Abbreviated description of duties
May build some generic descriptions
OPTIONAL

Dept Tab

Field
Definition
Menu
Status

Number
Not used 
N/A
N/A 

Name
Not used
N/A
N/A

Manager
Not used
N/A
N/A

8.
Custom Fields

Requisition Custom Fields

General Group

Field
Definition
Menu
Status
Enabling

Position Description Number

None.  Text field
REQUIRED
Text enabled

Date disabled

Numeric disabled

Manager Name
Used to generate header information on referral list.
None.  Text field
REQUIRED
Text enabled

Date disabled

Numeric disabled

Organization Name
Used to generate header information on referral list.
None.  Text field.
REQUIRED
Text enabled

Date disabled

Numeric disabled

Date SF-52 Received
Date request to fill is received in staffing office
None – Date field
REQUIRED
Text disabled

Date enabled

Numeric disabled

Position Title
Actual position title.  Will be used for referral list extension.
None  - Text field
REQUIRED
Text enabled

Date disabled

Numeric disabled

Req_Appointment Type
Type of appointment
Text field:


Permanent


Temporary


Term
REQUIRED
Text enabled

Date disabled

Numeric disabled

Position Sensitivity
Clearance required
Text Field:


Top Secret


Secret


Non-sensitive


Non-critical sensitive (added 7/2/01)
OPTIONAL
Text enabled

Date disabled

Numeric disabled

Drug Test Required

Yes/No menu
OPTIONAL
Text enabled

Date disabled

Numeric disabled

9.
Announcement Group

Position Type
Whether position is in competitive or excepted service
Text field:


Competitive Service


Excepted Service
OPTIONAL
Text enabled

Date disabled

Numeric disabled

Announcement Group (Assigned to Requisition)

Announcement Number
Vacancy announcement number.  NASA employees.  When searching for NASA inventory, will use the word INVENTORY instead of an announcement number
None – text field


OPTIONAL

Not a required field in Resumix, but must be completed after announcement is issued.
Text enabled

Date disabled

Numeric disabled

Announce Open Date/Status
Date Field. 

Text field used to denote whether case or open-continuous. 

(Added 7/5/01)

(Title change 10/11/01)
Text field:


Case Examining


Open Continuous
OPTIONAL

Not a required field in Resumix, but must be completed after announcement is issued..
Text enabled

Date enabled

Numeric disabled

Announcement Closing Date
Date field used only if announcement is case examining

Revised 10/11/01 to match configuration.

OPTIONAL
Text disabled

Date enabled

Numeric disabled

Announcement Type
Whether announcement is for competitive promotion, delegated examining, both CPP and DE, or a recruitment notice.

(Numeric field removed 7/5/01) (Removed Inventory from menu 7/5/01)
Text field:


CPP


DEU


Both


Notice
OPTIONAL 

Not a required field in Resumix, but must be completed after announcement is issued..
Text enabled

Date disabled

Numeric disabled

Recruitment Bonus 

Text field:


Yes/No/Maybe menu
OPTIONAL
Text enabled

Date disabled

Numeric disabled

Mobility Required
Whether selectee is subject to mobility requirements.
Text field:


Yes/No menu
OPTIONAL
Text enabled

Date disabled

Numeric disabled

Relocation Expenses

Text field:


Yes/No menu
OPTIONAL
Text enabled

Date disabled

Numeric disabled

10.
Referral/Close file Group

Referral/Close File Group (Assigned to Requisition)

Date Referral List Issued
Date sent to manager. Automatically populated by referral tool.
None – date field
OPTIONAL
Text disabled

Date enabled

Numeric disabled

Date Referral List Returned

None – date field
OPTIONAL
Text disabled

Date enabled

Numeric disabled

Date Referral List Audited

None – date field
OPTIONAL
Text disabled

Date enabled

Numeric disabled

Archive Case File
Information for archiving extension (Deleted 1-7-02) Date will be captured in Weighting and Referral Tool.
Text field


Yes/No menu
OPTIONAL
Text enabled

Date disabled

Numeric disabled

Scheduled EOD
Date selectee is scheduled to report for work (Used to generate local CPP Summary Report)
Date field
OPTIONAL 
Text disabled

Date enabled

Numeric disabled

11.
Resume Custom Fields

General Group

Field
Definition
Menu
Status
Enabling

Veteran Preference
Will flow from source code on resume builder.  For paper resumes, mailroom personnel will input.
Text field:


10 Point/30% Comp


10 Point/Compensable 

10 Point /Disability


10 Point/Other


5 Point


None

Revised 4/23/01

Edited 10/11/01 to  match configuration
REQUIRED
Text enabled

Date disabled

Numeric disabled

Employment Category
Special program or authority to appoint. 
(Revised 10/11/01) NOT USED.  Replaced by custom fields VRA, VEOA, Disability, ICTAP_CTAP.


Text field:





Res_Current Appt Type
Whether applicant is on permanent or temporary appointment
Text field (use Appointment Type menu)


Permanent


Temporary 


Term
OPTIONAL
Text enabled

Date disabled

Numeric disabled

Current Grade
Applicant current grade if in Federal service. Added 4/23/01
Numeric field.


Grade Menu
OPTIONAL
Text disabled

Date disabled

Numeric enabled

Competitive Status
Whether applicant is current career-conditional or career employee.
Text field:


Yes/No Menu
OPTIONAL
Text enabled

Date disabled

Numeric disabled

High Grade Held_Perm
Highest pay plan and grade on a permanent appointment in Federal service 
Text field


Pay Plan 

Numeric field


Grade menu, 01-18.
OPTIONAL
Text enabled

Date disabled

Numeric enabled

HGH_Perm Start 
Start date of highest grade on a permanent appointment 

(Revised 10/11/01 to match configuration)
None.  Date field.
OPTIONAL
Text disabled

Date enabled

Numeric disabled

HGH_Perm End 
End date of highest grade on a permanent appointment field will be left blank if applicant is still on the position

(Revised 10/11/01 to match configuration)
None.  Date field.
OPTIONAL
Text disabled

Date enabled

Numeric disabled

Separation Incentive/Date
Information on whether applicant has previously received a monetary incentive to leave the Federal service
Text field:


Yes/No menu

Date field


OPTIONAL
Text enabled

Date enabled

Numeric disabled

Current NASA Employee
Will flow from source code on resume builder.  For paper resumes, mailroom personnel will input.
Text field


Yes/No menu


REQUIRED
Text enabled

Date disabled

Numeric disabled

Accept Temp Appt
For open continuous availability.  Will determine later if should be split into 2 fields.
Text field:


Yes/No menu
OPTIONAL
Text enabled

Date disabled

Numeric disabled

Accept Term Appt
For open continuous availability.  Will determine later if should be split into 2 fields.
Text field:


Yes/No menu
OPTIONAL
Text enabled

Date disabled

Numeric disabled

Accept Part Time
For open continuous availability

(Deleted 10/11/01)




Test Score
Test scores. (Added 7/5/01)
Text field (Test Name menu)


Clerical 


Contracting 

Date

Numeric field
OPTIONAL
Text enabled

Date enabled

Numeric enabled

VRA
Employment eligibility category

(Added 10/11/01)
Text Field

     Yes/No
OPTIONAL
Text enabled

Date disabled

Numeric disabled

VEOA
Employment eligibility category

(Added 10/11/01)
Text Field

      Yes/No
OPTIONAL
Text enabled

Date disabled

Numeric disabled

ICTAP_CTAP
Employment eligibility category

(Added 10/11/01)
Text Field

      Yes/No
OPTIONAL
Text enabled

Date disabled

Numeric disabled

Disability
Employment eligibility category

(Added 10/11/01)
Text Field

      Yes/No
OPTIONAL
Text enabled

Date disabled

Numeric disabled

Resume Builder
Flag to show resumes received through resume builder
Text field


Yes/No menu


OPTIONAL
Text enabled

Date disabled

Numeric disabled

12.
Geo Location Availability Group (Assign Resume)

Geo Location Availability Group (Assign to Resume)

Field
Definition
Menu
Status
Enabling

Geographic Location Avail
For open continuous availability.  Applicants may have multiple entries
Text field:


ARC


DFRC


GRC 


GSFC


HQ


HQ_IG


JSC 


KSC 


LARC


MSFC


SSC


OPTIONAL.  Applicants may have more than one.
Text enabled

Date disabled

Numeric disabled

Quick Apply Group (Assign to Resume)

Field
Definition
Menu
Status
Enabling

QA Ann Nbr/Date/Grade
Vacancy announcement applied for, lowest grade applied for, and date received.  For NASA employees submitting only for inventory, will use the word INVENTORY in the announcement number field.  All other applicants must have announcement number to be accepted.
Text, numeric and date fields. No menu for announcement number and date.

Grade level menu for grade



REQUIRED.
Text enabled

Date enabled

Numeric enabled

QA Method
For data on how quick apply received.  ROC will enter only date received and a numeric code on paper QAs. This field will not be seen by the Recruiter user group.(Added 7/2/01)
Text field: no menu

Numeric:

1 - Resume Builder

0 - Other
OPTIONAL
Text field enabled

Date field disabled

Numeric field enabled

Corrected 4/24/01

13.
Tracking Actions and Status

Action
Status

Referred
CPP-Comp

ICTAP
CTAP

DEU-Comp

Non-Comp

Outstanding Scholar

VRA

Special Authority

Referred for Rating (Added 4/23/01)

Not Referred
NR-General Experience

NR-Specialized Experience

NR-Area of Consideration

NR-TIG

NR-NHQ

NR-Education

Decision (Note: Resumix has other default tracking status codes assigned to this tracking action code, but these are normally not used in the NASA process)
Accept (standard)

Decline (standard)

Decline-Geographic Location

Decline-Took Too Long

Decline-Money (Offer)

Decline-Cost of Living

Decline-Relocation Benefits

Decline-Other Benefits

Decline-Work Not Interesting

Decline-Bonus (None/Too Small)

Decline-Other/Unknown

14. Users and Privileges

a. User setup

Fields used are Name, Role, and Mail Stop.  Mail Stop is used for Center ID code:

AR - Ames


DF – Dryden


GR – Glenn


GS – Goddard


HQ - Headquarters


IG – Inspector General


JS - Johnson


KS - Kennedy


LA - Langley


MS - Marshall


SS - Stennis

b. Privileges

User Group
Privileges

Operator



Operator Admin
Create source codes and assign priorities


Processing
OCR and extract resumes


Resume Input
Scan and process resumes


Exception Handling
Handle problem resumes and duplicates


Verify
Review and correct information


Response Letters
Print response letters and labels


Resume
Access the resume summary


Resume Custom Fields
View custom tab


Geographical Location custom field (Resume)
View and input


QA Ann Nbr/Date/Grade custom field (Resume)
View and input


QA Method
View and input (added 7/2/2001)

Super Operator



All operator privileges



Resume delete
Delete or Alpha a resume


All individual resume custom fields
View and edit

Recruiter



Resume Search Edit
Edit information in resume search, delete and rename


Resume
Access the resume summary


Resume Edit
View and edit Detail tab, change source, save


Resume Custom Fields
View the custom tab


Individual Resume Custom Fields (except QA Method)
View and edit


Resume Folder
View and add to contents


Resume Notes
View and edit


Requisition Lookup
Lookup requisitions


Requisition
View and edit contents, search, access New, Select and Search in Requisition window


Requisition Edit
View and edit contents


Requisition Custom Fields
View custom tab


Individual requisition custom fields 
View and edit


Requisition Notes
View and edit


Tracking
Track requisitions to resumes; view and edit


Processing
OCR and extract resumes


Resume Input
Scan and process resumes


Exception Handling
Handle problem resumes and duplicates


Verify
Review and correct information


Response Letters
Print response letters and labels

Super User 



All Recruiter privileges



Resume Delete
Delete resumes


Resume Search Delete
Delete information in a resume search


Requisition Delete
Delete requisition

System Administrator



All Operator privileges



All Recruiter privileges



DB Administration
Create job and department records, customize fields and menus


User Admin
Create, edit, and delete user classes and user accounts.


Customizer
Access Customizer and Re-extractor
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