
Individual Activity

1. Create the Exam Plan p.7
2. Create and Release the Job Posting. p.7
• Include (3) supplemental questions (create new job specific questions directly on the posting) 
3. Create the following Evaluation Steps:
• Supplemental Questionnaire (scored) p.14 
• Training and Experience (pass/fail) p.16
5. Apply for the position online as an Applicant p.17

   http://agency.training.governmentjobs.com/washingtontrng
6. Input (3) paper applications (Insight - HR user) p.23
7. Screen/Move your applicants through your evaluation steps (1) & (2). p.25
8. Assign Applicants to Subject Matter Experts (SME’s) for Review – in evaluation step 3

Training & Experience. (Use your username as the SME). p.26
9. Review applicants as a SME –change disposition (assign scores). (SME role) This part must

be completed in the OHC. p.27
10. View your SME scores (Insight - HR user). p.28
11. Add an Oral Exam (interview) Evaluation Step. p.29
12. Set up an Oral Exam schedule. p.31
13. Schedule all of your candidates for Oral Exams. p.32
14. Send an Oral Exam Scheduling notice to candidates. p.33
15. Screen/Move your applicants through your Oral Exam step by entering in scores. p.34
16. Add your applicants onto your Eligible List. p.35
17. Apply Veteran’s Preference to eligible applicants. Veteran’s Preference User Guide.
