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Application Training Exercise 1: Creating a Login.gov and Test USAJOBS Profile

Now that you have completed the online portion of training for Application, it is time to practice what you have

learned. Use this step-by-step guide to help you practice this lesson. Retain your notes to assist you with other
lessons.

Applying to a job requires a Login.gov account, completed USAJOBS profile, and a released USA Staffing
announcement. If you already have a Login.gov and USAJOBS account in the test environment, you can skip this
practice exercise and proceed directly to the second exercise.

To access the entire practice training series on the USA Staffing Training Resources page at:
https://help.usastaffing.gov/ResourceCenter/index.php/USA Staffing Training Resources

Creating a Login.gov account and Test USAJOBS Profile
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Image 1: USAJOBS test environment page.

2. Click Sign In at the top of the page.
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Image 2: USAJOBS page with Sign In button highlighted.

3. Onceyou click Sign in, you will be directed from USAJOBS to Login.gov. Click on Create an account.
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Image 3: USAJOBS Login.gov account page.
4. Ifyou already have a Test USAJOBS account: Enter the email address used in your USAJOBS account and Sign in.
This will allow the system to automatically link your existing USAJOBS account with your login.gov account.

If you do not have a USAJOBS account: Select Create an account, next enter your email address and click

Submit after you have read and accept the Login.gov Rules of Use.
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Image 4: Login.gov Start Creating an account page.

5. You will receive an email from Login.gov to confirm your email address. To proceed, open the email and click on
the Confirm your email address button. If your email receives messages in plain text mode, copy and paste the
URL appearing below the button instead.
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Image 5: Sample login confirmation page from e-mail.

6. Once you click the Confirm link the page will indicate that your e-mail has been confirmed and prompt you to
create a password. Once you have entered a password, click Continue.
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Image 6: Create password page of Login.gov.

7. Next, you will be prompted to secure your account. When selecting Text or voice message, you must have
immediate access to the phone number you use as the next step will require you to input a confirmation code sent
to the phone. When ready, click Continue.
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Image 7: The Secure your account page of Login.gov.

8. Once you receive the call or text, enter your one-time security code and click Submit.
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Image 8: Enter your security code page of Login.gov.

9. You have now successfully created your Login.gov account. Continue to USAJOBS.
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Image 9: Account creation success page of Login.gov.

10. Ifyou registered an e-mail address that already had a USAJOBS account: Your account will now be linked.

If you registered an e-mail address that does not have a USAJOBS account: You will now complete your USAJOBS
profile. To continue with an incomplete profile, click Create Profile.
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Image 10: USAJOBS main profile page for an incomplete applicant.

11. Let’s complete your Profile, click on Complete Profile:




Let's complete your profile

To apply to jobs, you need to create a profile. We'll walk you through a few steps to collect some information about you.
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Image 11: USAJOBS main page. This page allows applicants to complete their profile.

12. Complete your name, address, and other contact information. Complete the Citizenship section. Complete the
experience page describing your current and previous Federal Service, and your Military Service. Click Create my
profile.
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Contact Information

First name

| |
Last name

| |
Street address

| |
Street address 2 tional

| |

Country

| United States

Postal code

City

State, territory or province

Alabama e ‘

Telephone number

Telephone type

Citizenship

Are you & U.S. Citizen or National?
Yes

No

Please select the statement that best applies to your Selective Service registration status.

Registered
1am a male born on or after January 1, 1260, and | have registered.

Exempt from registering

Iam a female, and therefore | am exempt from registering.
1am a male born before January 1, 1960 and therefore | am exempt from registering.
1am a male born on or after January 1, 1960, and | have not registered, but | have an approved exemption

Not registered
1am a male born on or after January 1, 1960, and | have not registered.

Federal Service

Please select the statement below which best reflects your federal employment status.
Iam currently a federal civilian employee

1am a former federal civi

n employee with reinstater

1am 2 former federa 1 employee but do not have rei
Not a federal employee

1am not and have never been a federal civilian employee.

Military Service

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

Mo

Image 12: Contact information contains Name, Address, and Phone number fields. Citizenship section contains
information about your citizenship and selective service registration. Federal Experience reflects your federal
employment status. Military Service captures if you served in an Armed Forces or are a family member eligible for
preference.




13. Now your USAJOBS profile is complete.
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Image 13: Profile Complete page with button to Finish Profile.

14. Complete the other profile sections. Once ready, click the Documents link at the top of the page to add
documents to your profile.
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Image 14: Applicant profile page.




15. On the Documents page, follow the system prompts to either Upload or Build a resume. Once the resume is
added to an account, you can view it using the View button.

IMPORTANT NOTE: Do not upload an actual applicant’s resume to this test site or upload any documents with live
Personally Identifiable Information (PIl) including SSNs or other sensitive information. If needed, create a test
document on your computer, save, and upload that to the account.
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Documents

Q Get noticed by recruiters--make your resume searchable
If you make your resume searchable, your profile is automatically searchable too. Make sure your profile is updated! Recruiters can match your background with the jobs they're

looking to fill.

Resumes (1/5) Other (1/10)

| 1do not want recruiters to see my resume or profile. Do not make my resume or profile searchable.

Test Resume.docx
Uploaded 06/28/23

X Delete

() searchable

Make your resume searchable

* Only Word documents, text-based pdfs, text files and resumes
created using cur Resume Builder tool are searchable.

o » If your profile is complete, your profile will also be searchable.
* Recruiters may contact you directly about possible jobs.
Upload or build

resume . - -
Do not include the following in your resume

* Classified or government sensitive information
* Social Security Number (SSN)

Photos of If
Uploaded documents must be * otos oT yourse

less than 5MB and in one of the * Personal information, such as age, gender, religious affiliation, etc.
following document formats:
GIF, JPG, JPEG, PNG, RTF, TXT, Additional Help

PDF or Word (DOC or DOCX).

What should | include in my resume?

How to make your resume and profile searchable.

Image 15: Resumes page of the applicant’s Profile.




16. Next, click on the Other section for Documents and upload sample supporting documents for your test applicant.
Again, be sure your sample documents do not contain actual applicant information or PIl.
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Q Your profile says you are or were a federal employee.

We recommend you upload your SF-50. Many jobs require the SF-50 to verify your federal service.

Upload Documents

Resumes (1/5) Other (0/10)

Document examples: DD-214, SF-15, SF-50, OF-306, Transcripts.

Do not include in documents
» Classified or government sensitive information
* Social Security Number (SSN)

o * Photos of yourself

Upload document * Personalinformation, such as age, gender, religious affiliation, etc.

Additional Help

Where can | find forms that may be necessary when applying?

What types of documents might | need to provide?

Uploaded documents must be
less than 5MB and in one of the
following document formats:
GIF, JPG, JPEG, PNG, RTF, TXT,
PDF orWord (DOC or DOCX).

Image 16: Other Documents page with Other highlighted.

17. Now your test applicant is ready to apply to a job! Please proceed to the second exercise.

This concludes the first lesson on Application.




