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Contractor-provided tips on using the system:

Once logged into the system, the last bullet under the main menu within the Classification Module provides step-by-step instructions for creating all position types. 

Browser tip: 

If you encounter problems in using your Netscape Internet browser, switching your browser to Internet Explorer usually solves the problem.  If you have a choice between Internet browsers, Internet Explorer is preferred.  Optimal system settings can be found at the initial screen prior to signing onto the system. 
Navigation tips:
1. To navigate the system, click on the word text rather than the red button.
2. You must follow through to the “save” step in order for your data to be retrievable in your personal position files folder.  

3. Saved files are not saved to your hard drive.  They are saved to a central ADS server.

4. A timing out window box will pop up when you have been in the system for 50 minutes.  You must hit enter to continue with the process.  

5. Don’t use the back button.  Instead use the main menu radio button, or other program associated radio buttons.  

6. If the system freezes, use the “refresh” button for Internet Explorer, or “reload” button for Netscape.

7. The system should “white out” or “blink” when your prompt for action is processed.

8. Be sure to read “tips on using this program” located under the main menu.

9. Holding the CTRL key while clicking/selecting with the mouse will allow you to select/deselect more than one data element in a given field.

Helpful hints that apply to the individual stages of PD development
1. Select search criteria

· Use of ALL search criteria fields will narrow your search.  Best to start with the NCC and then add additional duties by searching on the OPM series and making use of the word search.

· The word search does not search for position or organizational working titles.

· If you get a message stating, “We are unable to find any duties that match your search criteria”, please note that your search criteria for a job category may be in conflict with another of your data fields. 
· To build a Career Ladder PD, the selection of more than one grade is required.

· To build a Supervisory PD, the reporting level is the highest grade (journeyman-level)

2. Search for duties

· Each duty is annotated with a white check box and will end with an OCC, grade (but not on career ladder PDs), NCC pop-up, and comment button.

· A complete listing of OCC can be viewed on the OPM website, beginning with page 13, at http://www.opm.gov/fedclass/gshbkocc.pdf
· Red dots ([image: image1.png]


) will indicate that the duty has been tailored for NASA specifically.  The content will be ordered as follows: NASA specific, government-wide, and then other client specific content. 
· Choosing the “search for additional duties” tab takes you back to the initial search screen, but saves the original duties selected.

· Specialized Career Ladder searches surface only major duty areas, not specific duties.  Duties for each grade selected appear once the file has been saved.

3. Add duties to the position 

· This step condenses all of the selected duties.

· If duties are removed or added, the remaining selected duties are maintained.

4. Classify position

· The system begins to TENTATIVELY classify the position.

· When assigning a percentage of work for each major duty area, the total must add up to 100%, but no more than.

· The percentage of work will impact the grade-controlling duties by assigning the predominant duties with the higher percentage of work.

5. Accept classification

· Review NCCs to determine the “best” definition selection (link to NASA AST website: http://www.nasajobs.nasa.gov/nscs/
· PATCO stands for Professional, Administrative, Technical, Clerical, and Other

· This TENTATIVE classification is not final.  The “edit” and “modify” steps will allow for changes to the PD.  

· The FINAL PD package will be reviewed by Human Resources for final approval/classification.  

6. Name and save file

· Suggested Naming Convention: “d113HRS”  (d=draft, 113=org code, HRS=working title)

· Select the green help button to view those characters which are not acceptable in the naming convention.  

· The file can be renamed at a later point.

7. Preview document package

· “Position-specific” documentation generated by the system includes:  Position Description, Position Information, PD Cover Sheet, Evaluation Statement, and Performance Plan.  Note:  the Performance Plan is not to be construed as an approved system, and therefore is to be used as a resource for planning purposes since NASA has adopted the Pass/Fail Performance System. 

· Universal documentation (applicable to all positions) generated by the system includes Core Competencies and a Training and Development Guide.  

8. Position Information data field fill-ins

Once you have saved your document and chosen “View Document Package”, which appears just after the congratulatory screen, the “Position Information” screen is generated.  It contains information that populates both the PD cover page (SF692) and the PD.  

Since this screen contains data fields that the HR Specialist would normally complete, the HR Specialist will request a signed PD cover page once all fields have been completed.  For review and approval purposes prior to receipt by the Human Resources Management Services Office (HRMSO), the PD generator need only attach a copy of the unsigned PD cover sheet to the PD.    

-------------------------

The following is a listing of ALL fields under the Position Information screen.  The fields that should be completed by the manager prior to the submission of the document package to HR are annotated with an “X”.  Other helpful notes are also provided.

	DATA FIELD
	SHOULD COMPLETE
	OTHER NOTES

	File Name
	
	System automatically populates based on what the PD creator named the file.  

	Agency Position Number
	
	HR Specialist to complete

	OPM Functional Code
	
	HR Specialist to complete

	Reason for Submission
	X
	

	Status of Position (viewable only by HR)
	
	HR Specialist to complete.  Once the PD has been saved to the APF, the system returns to the Position Information screen so that this new field can be changed from “proposed” to “established”.  

	Explanation (show any positions replaced)
	X
	Reference other PD#

	Other Reason for Position Description
	if applicable
	(e.g. Accretion, Promotion, Reassignment) 

	Organizational Level
	
	Automatically defaults to this field

	Employing Office Location
	X
	Select from drop down 

	Duty Station
	X
	

	OPM Certification Number
	
	N/A

	Fair Labor Standards Act
	
	HR Specialist to complete

	Financial Statements Required
	
	HR Specialist to complete

	Subject to (Identical Additional) IA Action
	X
	Say “yes” if this is to replace a PD for which multiple incumbents are currently on. 

	Service Type
	
	HR Specialist to complete

	Position is
	X
	Select from drop down 

	Sensitivity
	
	HR Specialist to complete (based on submission of SLD form-Sensitivity Designation)

	Competitive Level
	
	HR Specialist to complete

	Organizational Code
	X
	PD Generator’s immediate org code

	Random Drug Testing Position
	
	HR Specialist to complete  (based on submission of TDP form-Drug Testing)

	Appointees Subject to Random Drug Testing
	
	see above

	Classified/Graded by
	
	System automatically defaults to PD generator’s name.  HR Specialist will change field to official signing PD

	Name and Title of Official Taking Action
	
	see above

	Organizational Title of the Position (if different from official title)
	if applicable
	

	Name of Employee (if vacant, specify)
	X
	

	Department, Agency, or Establishment
	
	Must read “NASA”

	Second Subdivision

Third Subdivision

Fourth Subdivision

Fifth Subdivision
	X
	The system automatically populates, one line above this field, the Center level designation (GSFC).  So, this line is in fact the address as it would appear after NASA, Goddard Space Flight Center.

	Name and Title of Immediate Supervisor
	X
	Insert name of Official signing PD

	Name and Title of Higher-Level Supervisor
	if applicable
	

	Cover Sheet Remarks
	if applicable, enhance
	HR Specialist, at a minimum, inserts the Projected Promotion Potential (PPP).  Can also insert “See next page for continuation.”  You can cut and paste from another document into this field. (SPELL CHECK SOON TO BE ADDED TO THIS FIELD).

	Introductory Statement for Position Description
	if applicable, enhance
	The system automatically populates this field with the abbreviated NASA Classification Code (NCC) definition based on the selection made during tentative classification.  It can be enhanced to capture the organization’s function, or specific project information, etc.  YOU CAN CUT AND PASTE FROM ANOTHER DOCUMENT INTO THIS FIELD (SPELL CHECK SOON TO BE ADDED TO THIS FIELD).  


Other Significant Facts

Select all applicable instances.  Any selection(s) made will be positioned after the Factor Levels at the end of the PD.

	DATA FIELD
	OTHER NOTES

	Medical/Physical Requirements
	

	Position and Travel Requirements

	Travel Requirements
	

	Language Proficiency Required
	

	Licenses and Certifications
	The positive education requirement is the last selection.  Note:  The HR Specialist will edit PD Factor Level 1 to include the statement, “The incumbent must possess a bachelor’s degree in an appropriate field of engineering, physical science, or mathematics”.

	Other Position Requirements
	It is preferred that you not build in the selection “Performs Other Duties as Assigned”.  

Select “Incumbency Allocation” if submitting an accretion document package

	NASA Additional Duties and Responsibilities

	Contracting Officer Technical Representative Duties
	Builds in duties related to contractor oversight.

	Facility Manager Duties
	

	Intern Duty Statement
	

	Export Control Duties
	

	OSHA Duties
	


9. Edit statements in PD 

· Edits are changes to selected major duty areas or text for the immediately viewable PD only.  Edits to build in more specificity can be made to text with the exception of that which is grade-controlling text.  Factor levels can also be edited.  Factor 1 must be edited to include any positive education requirements and standard KSAs.  (Not:  Edits to the Factor Level descriptions should be communicated to the HR Specialist.)

· If NECESSARY edits are too great, then a comment or the suggestion of a new duty should be submitted on line.  This should be addressed with your HR Specialist first, and if deemed necessary, the System Administrator will change your role to “tester” in order to allow for the submission of a comment.

· Multi-discipline positions will be classified based on the higher percentage of work.  Factor levels for such positions will only address the primary classification, so the factor levels must be edited to address the secondary classification.

· The option to “cut and paste” from a word text application is available at this step.  It can be utilized to draft and spell check text prior to inserting into the text fields.

· Adding additional duty statements not generated by the system will have no impact on the grade.  In order to add additional duty statements, hit return until your cursor is positioned to begin a new paragraph at the end of any duty statement (the last duty generated is suggested) and insert your new duty by copying it from another word text application, or by typing it directly into the text box.  Creating a major duty area title in all caps will help to make a distinction between the inserted duty and the system- generated duties.  

10. Save PD

· This is a re-saving (overwriting) or re-naming step.

11. Modify PD 

· This stage adds or removes a previously selected major duty.  The process to modify repeats the process beginning with step 1.  

· Bear in mind that modifying the PD may reclassify the position

12. Print PD

· Verify your print options when in Internet Explorer as follows:

(Select file, print, options, and choose the 2nd selection: “only the selected frame”)
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