USAJOBS

Profile Screenshots for USAJOBS Fast Track PRA
Submission (as of 7/13/2016)

Purpose:

USAJOBS intends on making minor changes to the USAJOBS Profile for an upcoming release. The changes
included in this submission focus on implementing plain language, eliminating extraneous fields and implementing
web form design best practices. USAJOBS believe the outlined changes will greatly improve the Profile user
experience be eliminating ambiguity and streamlining the web form. None of the changes alter the intent of a
question or request new information from USAJOBS account holders. USAJOBS believes that all of the outlined
changes are non-substantive therefore should be submitted through the Fast Track Process. A more robust PRA
submission will be submitted for the USAJOBS Profile in September 2016 in preparation for its approval expiration in
March 2017.

Document Instructions:

At the top of every page is a label that indicates what section of the Profile has been screenshot.

Profile: Contact Information Tab

Every change is identified with a red bracket with a red arrow pointing to a call out with explanation of the change.
Each change is labeled with a Change Type that have been explained in the glossary below. There are only five
Change Types outlined in this submission.

User Name
Form Design Change:
The Username field will be editable atall times.

Glossary of Profile Change Types:

Below is an explanation of the types of changes that are taking place in the USAJOBS Profile.

Field(s) Moved: The field moved label means that an input form, label and related help text have been moved to a
different section of the USAJOBS.gov website. The field will still exist but it has just changed locations.

Change in Dropdown Options: The selection options in a dropdown have changed or been deleted.
Form Design Change: The form design change label is usually associated with user interface design changes. This
could include combining input fields or adding dependencies to existing input fields. The requested information is

not changing intent, just being displayed differently.

Extraneous Field Removed: An input form field has been removed because the question is no longer valuable to
the job seeker, USAJOBS system or hiring authority.

Text Change: The text change label indicates that the question or statement has been altered to improve
understanding or plain language. The intent of the questions or statements does not change, just how it is phrased.



Profile: Contact Information Tab

& My Account

Contact  Eligibility  Demographics  Account  Other

& Profile

B Resumes

Q, saved Searches
Q Inbox

85 Saved Jobs

2] saved Documents

(# Application Status

Profile

Contact Information
@ Completed

Legal Name @
Peter Toohey

= |
Address © Al fleids are required unless otherwise noted

Address 1

1459 N. Scott St. ‘

Address 2 optional
Country

United States hd ‘
Postal Code

City/Town

| Arlingeen ‘

State/Territory/Province

[ g v

Telephone @

Telephone type (1)

Mobile v ‘

Telephone number (1)

617-584.5420 ‘

Fields Moved:

In current state, selecting the “Edit Name” button would bring a
user to the Account Maintenance tab where they could change
five name related fields. These fields will be moved from the
Account Maintenance tab to the Contact Information tab. The
five fields:

e Prefix

. First Name

*  Middle Name

. Last Name

*  Suffix.

These fields will now be exposed on the Contact Information tab.

| }

Telephone type (2)

Form Design Change:

The Extension fields will only appear if the user selects “Other”
from the Telephone Type field. Mobile numbers do not have
extensions so the field is unnecessary if the user selects that field.

Extraneous Fields Removed:

The three fields associated with Telephone 3 will be removed
from the USAJOBS Profile. There is no programmatic need to
collect three telephone numbers so the field is being removed to
streamline the user experience.

Select hd ‘
Telephone number (2) Optional
) }
Telephone type (3) =
Select v ‘
Telephone number (3) Optional
| i <
Ext
=
Email
Primary Email Address -
- &
Secondary Email Address
E

What is your email format preference? @
CEu
) Text
Same email praviders block HTML messages. Select *Text" to ensure your emails go through
Be advised that only one account can be created for each email address. Be sure the email account you use s only
accessible by you and the email account is properly secured.

Field Moved:

The Primary and Secondary Email Address fields will be moved to
the Username & Password section of the user account. The fields
will be exposed, no longer requiring the selection of the “Edit
Email” button in order to make changes.

Extraneous Field Removed:

The email format preference option will be removed from the
USAJOBS Profile. This question is no longer necessary since
USAJOBS intends to launch responsive emails that adapt to
browser limitations.




Profile: Hiring Eligibility Tab

& MyAccount Contact  Eligibility  Demographics  Account  Other

& Profile

[B Resumes

Profile
Hiring Eligibility
@ Completed

The following Hiring Eligibility Questions will help federal staffers determine if you are eligible for competitive or non-
competitive jobs with the government.

(2] saved Dacuments

[ Application states All fields are required unless otherwise noted

1. Are you a U.S. Citizen?
(O vee @ mo

I you snswersd no o the sbovs qusstion, pleass provids your country of citizsnship.

Country of citizenship

‘ ~Select v

elect the statement that best applies for your Selective

ice registration status.

") 1am afemale, and thersfore | am exempt from registering
with the Selective Service.

@) 1am a male born on or after January 1, 1960 and | have
registersd for the Selective Service.

() 1am a male born on or after January 1, 1960, and | have not
registersd for the Selsctive Service, but | have sn spproved
exemption.

(2) 1am a male bor on or after January 1, 1960, and | have not
registersd for tha Selsctive Service
(") 1am a male born befors January 1, 1960 and therefors | am
exempt from resistering with the Selsctive Servics.

3. Are you a Veteran of the UL.S. Armed Forces or are you eligible

ference? ~

® Do you claim Veterans' Preference?

Ne, | do not claim Veterans' Preference

0-point Sole Survivorship Preference (SSP)

5-point preference based on active duty in the U.S. Armed
orces (TP)

() 10-point prafersnce bazed on s compensakle srvice

connected disability of at least 10% but less than 30% (CP)

10-point prefersnce based on s compenzable ssrvics

connected disability of 20% or more (CPS)
() 10-point preference for nen-compensable disshility o

Purple Heart [XP)

10-point praference bazed o widow/widowsr or mother of 3

deceased veteran, or spouse or mother of a disabled veteran (XP)

 Are you a veteran whe was separated from the armed farces
under honarabls conditions sfter complating sn initis|
ars (may have been

released just short of 3 years) [VEOAI?

continuous tour of duty of at least 3 y

Military Start/End Dates:

® 1fyou are 3 Veteran of the U.S. Armed Forcss, pleass indicats the start and nd dates of your military ssrvics.

For military members with a separation date in the near future, please enter the Start Date and select the
Future/T8D Release Date checkbox. If you have a break in service, please add your additional service dates.

Text Change:
In the Eligibility tab of the Profile, the copy on of the third

question has changed to be more inclusive. The intent and radio
options for the question are the same but the wording of the
question has changed. The new question copy is below:

“Have you served in the U.S. Armed Forces or are you a family
member eligible for derived preference?”

Form Design Change:
The input forms for Start Date and End Date have been

redesigned into three inputs for Month, Day and Year. This
change reflects web form design best practices and will enhance
the user experience. When Military Dates are added, they will
also be displayed in a cleaner and simpler design.

Staré Date
P
Y
End Date
() Future/TBD Relesse Date
Add Date
, —
Veterans' Document Upload:
When claiming ysterans’ preference, preference eligibles must provide a copy of their DD 214, Certificate of
Release or Discharge from Active Duty, or other acceptable documentation. Applicants claiming 10 point
preference will need to submit an SE- plicstion for 10-point Veterans' Prefersnce.
For current service members who have not yet been discharged, a certification letter of expected discharge or
release from active duty within 120 days under honorable conditions is required at the time of application. Ensur
your documentation reflects the character of discharge.
Veteran Document 1: s DD-214-DD214
— View |Delete Date Uploaded: 11/23/2015
Please enter a name for this attachment{100 characters max)
L
-

Document Type @

| DD-214 ~ |

Files must be less than 23mb and can be in one of the following formats: GIF, JPG, JPEG, PNG, RTF, POF, or Word
(DOC or DOCK).

Field Moved:

The request for Veteran Documentation has been moved to an
alert at the top of the Eligibility tab of Profile. This alert is
triggered when a user indicates that they are a veteran in their
Profile and saves their information on the Eligibility tab. This
new design approach streamlines the eligibility form and ensures
that only users that indicate that they are a veteran, receive a
request to upload veteran documentation.




Profile: Hiring Eligibility Tab Continued

4. Please select the statement below which best reflects your
federal employment status [if applicable). @

|l am not and have never been a federal civilian employes.
@ | am currently a federal civilian employes.

| am a former federal civilian employee with reinstatement

eligibility.

| am a farmer federal civilian employes but do not have
reinstatement eligibility.

# By which Federal agency and organization are you currently
employed?

Zelect Department:

Department of Defense - Dept. of the Army - ‘

ZelectAgency:

Army Tank-Automotive and Armament Command [TACOM v

® Are you a current federal civilian employse serving undera
19

Vetersns' Recruitment Appointment ?
() ves No

# |ndicate the pay plan, series, grade level/pay band of the highest
permanent graded position you ever held as a Federal Civilian
Employee. (Question does not apply to members of the armed
forces covered under Title 10.)

Pay Plan:

‘ G5 -General Scheduls - ‘

Occupational Series:

| 0017 Explosives Safety Series e |

Highest Pay Grade:

[ ]

* Have you accepted a buyout from a Federal agency within the
past 5 years?

Yaz Na

Special Hiring Options @

agencies will reguire documentation of eligibility prior to your appointment.)

| Veterans Recruitment Appainiment (VRA)

1 307 or More Disabled Weteran

| Disabled veterans who have completed a VA training program
] Military Spouse

| terain former overseas employees

| schedule & Disabled

select from among the special hiring authorities listed below for which you are eligile. (Please note that

[
Optional

identification of eligibility for any special hiring autherity is entirely voluntary, and you will not be subject to any
adversa treatment If you decline to provide it If you do not wish to volunteer this information a: this time, you
may still choose 1 apply for jobs, 2s they are announced, under any of these special hiring authorities for which
you are eligible. if you volunteer to provide information here about the special hiring autherities for which you
belleve you are eligible, then agencies whe are searching fer petential applicants o hire under ene of these
autherities may be able to locate your resume through USAJOSS and Invite you to apply. Otherwisa, this
information will be retained In the USAJ0BS database and not disclosed. For information on each of the special
hiring options below, please review the definitions on our Soecial Hiring Sotiens page.

Form Design Change:

The “Select Department” and “Select Agency” dropdowns have
been combined into one dropdown labeled “Department &
Agency.” The new dropdown component uses the same data set
but has the options to search and scroll through all of the
department and agency results. This new dropdown component
enhances the user experience.

AN

Field Moved & Text Change:

The “Special Hiring Options” section of the Eligibility tab has
been retitled “Unique Hiring Paths” and moved to the newly
labeled Preferences tab of Profile. The checkbox options
available do not change and the content does not change.




Profile: Account Maintenance/Account Information Tab

Please Note: Account Information and Account Maintenance are the same tab in Profile. When a user selects to edit information on the Account
Information tab, the tab name changes to Account Maintenance automatically. The change is confusing to users but should be remedied by
exposing all of the fields under the new Username & Password section.

& My Account
| - Profile
[3) Resumes
Q, saved Searches
& Inbox
&S saved Jobs
() Saved Documents

[ Application Status

Contact Eliglbility Demographics Aceaunt Other

Profile

Account Inf ion ]'
@ Completed

User Mame

Pazsword

Motification Settings
Motification Alerts enable you to stay informed of changes to your application siatus.

Select the items that you would like wo be notified of via your primary emall. You may edit your preferences and
unsubscribe at any time.

When Jobs | have started an application for have closed.
When jobs | have saved are scheduled to close in three calendar days.

When the status of an application 've submitted changes.

“

Account Delete

Please note that deleting your account will alse delate all associated documentation with your account
Including apglication histery, resumes, saved searches, and all ezher materials. This eperation cannot be
undone,

I understand and wish to Delete My Account.

Text Change:

The Account Information tab of Profile has been renamed
Username & Password to reflect the information actually
collected on the tab. Username & Password is now found at the
account level navigation and not within the Profile.

Form Design Change:
The Username field will be editable at all times.

Form Design Change:

The Password field will be editable at all times and broken out
into three fields so it can be changed easily without selecting a
button:

e Current Password

e Password

*  Re-Enter Password

These fields already exist in the Profile but they are only viewable
in a pop-up.

Fields Moved:

All three notification checkboxes still exist in USAJOBS but they
have been relocated to the feature related to the notification.
The notification checkboxes for closing applications and changing
application statuses have been moved to the Application Status
section of USAJOBS. The Saved job closing notification has been
moved to the Saved Jobs section of USAJOBS.




Profile: Account Maintenance/Account Information Tab

Please Note: Account Information and Account Maintenance are the same tab in Profile. When a user selects to edit information on the Account
Information tab, the tab name changes to Account Maintenance automatically. The change is confusing to users but should be remedied by
exposing all of the fields under the new Username & Password section.

& My Account
| & Profile
& Resumes
Q) Saved Searches
& Inbox
B Saved Jobs
@ Saved Documents

(& Application Status

Contact  Eligiility ~ Other  Demographics  Account Maintenance

Profile
Account Maintenance} <

All fields are required unless otherwise noted

Brefix Optional

Text Change:

The Account Maintenance tab of Profile has been renamed
‘Username & Password’ to reflect the information actually
collected on the tab. Username & Password is now found at the
account level navigation and not within the Profile.

(

First Name

b s

‘ Peter

Middle Name

Optional

Text Change & Field Moved:

This field has been moved to the “Contact Information” tab of
Profile and been relabeled to “Title.” The field is no longer a
dropdown, rather an open text field where the user can enter any
value.

Last Name

‘ Toohey

Suffix

Optional

(

=]]' <

Primary Email Address

petertoohey@excella.com

Field Moved:

These fields have been moved to the Contact Information tab of
Profile because they better align with the personal information
being collected on that page.

Secondary Email Address

Optional

User Name

ptochey24

Usemame must be between & and 20 alghanumeric characters, must contain at least one letter (i.e. can't be all numbers), and may anly

contain the following special characters: underscore]_), ampersand(&], and period(}.

Password
Fraeet Change Password

To help remember and protect yoN p
Knowing this information can help you quickly reset

Password Question 1

ersonal *hints” by selectingthree different Password Questions and answers|
=2 cCount USing our automated account resetting tool.

[ What is the name of the city/town where you were born?

Field Moved:

This field has been moved to the Contact Information tab of
Profile. The field is no longer a dropdown, rather an open text
field where the user can enter any value.

<

Form Design Change:

The change password functionality is currently a pop-up that
houses three fields: Current Password, Password and Re-enter
Password (see screenshot below). These three fields are now
exposed (not in a pop-up) on this page.

Passwaord Answer 1

Newton

Password Question 2

[What was the name of your first school? =]
Password Answer 2
Franklin
Passward Question 3
[wnat was your high school mascot? =]

Password Answer 3

‘ Tiger

\

Change Password

Complete the following fields to change your passwerd.

All fields are required unless otherwise noted
Current Password

This screenshot is the
Password

current state pop-up of
‘ | the three password reset
fields. These fields will
no longer appear ina
‘ | pop-up.

Re-enter Password:




Profile: Other Tab

Contact Eligibility Demographics Account Other

Profile

Text Change:

oth er}
@ Completed

The following questions are optional and can be used by Agency officials to identify applicants with skill sets and
preferences approgriate for their job or work emvironment. Including this information will provide recruitars with
additional detail on the type of position you are seeking. It will not exclude your resume from consideration. Your
responses will also be used to help increase the relevance of your search resuits.

1. Are you willing to travel?
Yes [ | Ne

If yes, what percentage of duty time will you travel?

2. What type of work are you willing to accept? @
Al

Permanent

Temparary

Term

Detall

Pl Presidential Management Fellows
Recent Graduates

Internships

Telewark

Summer

|

|

|

| Seasonal
|

| Multiple Appointment Types
|

Intermittent

3. What type of work schedule are you willing to acoe|

All

Section heading will be changed from “Other” to “Preferences.”
This change is to add clarity to the purpose of this section.

Text Change:
Instructional text changed to:

“The following questions are optional. This information is used if
your resume is searchable. If you've made your resume
searchable, this information helps agencies match your work
preferences with the job opportunities they’re looking to fill.
Learn how to make your resume searchable.”

. Full Time = ~
PartTime
Shift Work:
Intermittent
Job Share

Mulziple Schedules

4. What s your highest career level achieved? @

Mid-Career Professional W

5. Are you willing to relocate?
)
B es Mo
k’/

6. Please select your desired work lecation(s).

¥iou have sslected:

United States-Virginia - Alexandria County
United 5ates-Virginia - Arlington County
United 5tates-Virginia - Fairfax County

Fields Moved:

There are no content changes for questions #2 through #5 but the
order of the questions will be changed. Specifically questions #2 and
#3 will be moved below question #6.

United 5tates-District of Celumbia - All District of Columbia ~

m Car el

Form Design Change:

The desired locations question and data set will remain the same
but the user interface interaction will change. The new
interaction will be an input field with autocomplete that displays
a scrollable list for the user to select their location. The new user
interface component is a much more usable option for selecting
multiple desired locations.



https://www.test.usajobs.gov/Help/how-to/account/documents/resume/searchable/
https://www.test.usajobs.gov/Help/how-to/account/documents/resume/searchable/

