Page 1 of 11

2011 Forest Service
(AVUE) Application Instructions

Go to https://www.avuedigitalservices.com and click on the red “SIGN
UP!” link if you do not already have an AVUE account set up.

avuecentral The fastest and easiest way to find and apply for federal employment
Home Search for Jobs Federal Hiring Tools .
By signing up you are indicating that you have read and agres

“The Fastest and Easiest Way to Find = *°"™ ™™=

nd Apply for Federal Employment.” | | Loain

— Harvard University, John F. LeeciD
Kennedy School of Government

GET STARTED WITH ¥YOUR JOB SEARCH.

NEW FEATURES ON AVUE CENTRAL L R LS T s o

Create your own job search based on features you select yourself.

Which jobs are the closest fit to what you've done? Clidk on Match My
Resume; Only certain locations where you are willing to work? Click on
Match My Location; Your Field of Interest in school is your passion? Clidk
on Search by Field of Interest. Already know the announcement numbser
for the perfect job? Paste it in the Google Search and GO!

Try them all and lat us know what you think by joining a community forum
and posting your comments.

GET THE JOB YOU WANT

' Opportunities For * Current Federal Employees Start
Veterans Here

' Recent Graduates * Executive Positions In The Federal

Looking For A Job Government Federal Hiring Tools
Tip= and tricks to help you ace the
application and interview!

* Returning Federal * New To Federal Employment
Employees

* Experienced Federal Contractor Search for Jobs

Cur database of government jobs
is updated frequently.

Need Help?

Assistance in logging in and using
this site.

If you already have an AVUE account you can enter in your User ID and Password
and click on “LOGIN.” Then go to the “Career Portfolio” Step on page 3.
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Enter your information into the fields and click on ‘“‘Save This Information” NOTE:

® Make sure you record your user name and password - you will need it in order to
log back in.

¢ If you do not already have an email account, you will need to set one up- click on
“No Email Address?” and sign up with one of the free providers.

avuecentral .

Favorite book?
SUMMERJOB

Summer
Yob
1234 Main Street

Anywhere

Calfomia

United States of America

log out
help

avue central .- find and apply
Home Inbox JobSearch JobCart Career Porifolio = My Network Community —AvueWiki
Thank You For Registering!

If you received 3 "Reference Code” for this site, please enter that code in the space provided below. If not, please choose the most appropriate
selection from the list.

If ather, please specify

Optimal Browser Settings

The following browser settings are recommended for the best performance while using Avue Digital Services.




Page 3 of 11

Click on “Career Portfolio” at the top of the screen.

log out

avue CeNIral e fastest and easiest way to find and apply for federal emp nalp

Home Inbox | Job Search Job Cart Career Portfolio My Network = Community | AvueWiki

x| Prefie Avater SumMmer Job

Recommended Vacancies This user has not entered an
About Me” statement from the preferences tab

If you complete the criteria on the Jobs Profile tab at the right, Avue wilillirovide Recommended Vacancies to help

start your job search.

FPreferences | Jobs Profile | Talent Communities

| Your Visibility is set to:

Jobs | Have Applied For

To view the details of the application you submitted for a specific position click on the job title. IFthe status is

Incomplete” click “Complete Application” in the Action column. Hiring Process

To withdraw from consideration for a position you have applied for checked the “Withdraw” box. Ifthe boxis Veterans Preference
chacked, your application will not be considerad for that vacancy. The box must be checked prior to the "Closing
Date” of the vacancy.

Federal Benefits

Prepare for Success

Toview all applications scroll to the bottomn of the page and select "Redisplay all jobs | have ever applied for
Avue Index

S == =SS OSSN =T I E RS
Search returned no results | VT
i B _ letwor

Request a Colleague

m View All Colleagues

— Send Private Message

Saved Searches

My Jobs more =
e | e | ou ]

Search returned no results

AFFILIATES
FEDERAL HIRING TOOLS JOBS NEED HELP?

Confirm / Fill out the required information and click “Save This Information” to
move on to the next page.

log out
ay to find and apply for federal employment neip

avuecentral e fastest and oa

Home | Inbox Job Search JobCart Career Portfolio = My Network Community =~ AvueWiki

Instructions Career Portfolio

Personal Information

Please enter your information below. Click on the link called 'race and national origin identification’ for definitions of the

categories. Fields marked with an asterisk (*) are required Work History
Eligibilities
References

Personal Information Other Considerations
Additional Information

My Career Experiences  Ja

Additional Skills | Have

Summary of Experience

“First ame, Middle Initial  [§ymmer | Training Courses | Have Taken

T ) Details About My Education

Licenses & Certifications | Have

Awards, Community Service, and Other Notable
Aspects About Me

Security Clearances & Passport Information
Related to Me

“Last Name Job

“Address 11234 Main Street

'Anywhe\ e

s 35
State/Province California My Military Service

Other State (if applicable) | Attach Résumé and Supporting Documents
*Country United States of America Apply For Jobs

Other Country (if My Profile
applicable) o
*ZIF/Fostal Code (91234

“Daytime Phane Number 1234567891
Evening Phene Number

Cell Phone Number

Pager Number

Instant Notification
Address

Fax Number
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Select the appropriate items on the “Personal Information” page and click “Save
This Information” at the bottom of the page. Remember to use the “Ctrl+Click”
feature (hold the “CRTL” button down on the keypad while clicking the left button
on the mouse) to select more than one option.

nEtructions.

Flaase POIEE 1007 BrEIENNEE T 0T BDRICENN 1D B SOTITETE Personal Information

References
Personal Information -
Other Considerations

sditionsl Information
My Career Experiences ol
haditional Skills | Have

Summary of Experience

Training Courses | Have Taken

Details About My Education

Licenses & Certificstions | Have

Arabian Peninsula
Caribbean
Certral America

Awards, Community Service, and Other
Hotable Aspects About Me

Security Clearances & Passport Information
Central Asia Related to Me

Cuba Uy Military Service

Language Attach Résumé and Supporting Documents

Apply For Jobs
English Wy Profile
Spanish
American Sign Language
Spanigh Sign Language
Abkhaz
Aceh

kasns
Time Limit &
Permanent - Na Time Limit

Temporary
Tem

Work Schedule

Full Time
Part Time
I

[On-Cal

Save This Infommation

log out

avuecentral . t way to find and apply for federal employment help
Home | Inbox Job Search JobCart Career Porifolio My Network Community AvueWiki

Instructions Career Portfolio
Personal Information
Work History
Eligibilities
References

Please indicate your preferences for your application to be considered.

Personal Information
Other Considerations

Additional Information

Language My Career Experiences m
Additional Skills | Have

Language Oral Proficiency Written Proficiency Listening Proficiency
English w Summary of Experience

Training Courses | Have Taken

m m Details About My Education

Licenses & Certifications | Have

Awards, Community Service, and Other Notable
Aspects About Me

Security Clearances & Passport Information
Related to Me

My Military Service

Attach Résumé and Supporting Documents
Apply For Jobs

My Profile

AFFILIATES

FEDERAL HIRING TOOLS NEED HELP?
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Continue to go through the options provided on g0t
the column to the right to set up your profile... : nelp

On the “Work History” page click on “Add a
non-federal position” if you have not worked for
the federal government, or click on “Add a
federal position” if you have worked for the
federal government. Fill out all the information
(be specific and use the spell-check!) and click
“Update” to move on.

Be sure to include supervisor’s name and phone
number.

Continue to input all your previous (paid and/or
non-paid) work experience in the “Work
History” pages and click “Save This
Information” when you have finished.

Career Portfolio

Personal Information

Work History
Eligibilities
References

Other Considerations

Additional Information

My Career Experiences m

Additional SKills | Have

Summary of Experience
Training Courses | Have Taken
Details About My Education
Licenses & Certifications | Have

Awards, Community Service, and Other Notable
Aspects About Me

Security Clearances & Passport Information
Related to Me

My Military Service
Attach Résumé and Supporting Documents
Apply For Jobs

My Profile

¢ Fill out the information on the “Eligibility to
Apply” pages and click “Save and Continue” to
move on.

¢ On the “References” page, fill out the information requested and click ‘“Add a Reference”
to input another reference, then click “Save and Continue.”

¢ Look over the “Other Considerations” page and fill out the relevant information. Click
“Save and Continue.”

e Use the “Additional Information” page to type in any information you feel may be
helpful (use spell check), then click “Save this Information.”

¢ Add your educational experience in the “Details About My Education” page. Click “Add”
to enter more schooling, or “Save This Information” to move on to the next page.

¢ Continue on through all the other remaining options that are applicable to you, including
the pages for: Training, Certificates, Awards, Passport Info, Military Service, etc. and
remember to save any changes you have made to your profile.

After completing your profile, click on the awecentral -

He inbox Jot r Portfolio My Network

“Apply for Jobs” link to begin searching for
jobs. (You can also search from the Home Page

by clicking on “Job Search”) ﬁ
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There are several ways you can search for jobs on this page...some of the easiest
methods are included below:

¢ On the “Match my Location” Tab, click on a State you are interested in and click
on “Find Jobs” - or -

¢ On the “Search by Filters” Tab (shown), enter in the announcement number,
click on “Add” and click on “Find Jobs” - or —

¢ On the “Search by Filters” Tab, enter in the series (Ex: “0462”), click on “Add”
and then also the pay grade range (Ex: 02 to 05), click on “Add” and then click on
“Find Jobs”

avue central

Home | inbox (

Filter Search

Code

After you have made your search selections, an alphabetical job vacancy listing by
title will appear showing the announcement number, job title, pay band, series, etc.
and will display a box to the left side of the listing. Check the box next to the jobs
you are interested in to place them in your “Job Cart” for applying to later.

log out

avue central e et a ay to find and apply for federal employment [

Home Inbox (1) Job Search JobCart CareerPorffolio My Network Community AvueWiki

Instructions Search Filters

Filter Enabled Remove
Series

0462

Grade Range

02-05

To view the vacancy announcement for a specific job, elick en the link under the “Job Tile” heading.

To apply online for positions and use a base profile you have already created, select those with the A&
10go. These positions are powered by Avue Digital Services (ADS). ’ Save As

The icon by a position title indicates you have already begun, or may have completed, the application
process. To see complete information about the status of your application or to complete an unfinished

application, click on the position title, or look in "Jobs | Have Applied For" on your home page. m
For positions that cannot be applied to anline using Avue Digital Services, you can view the vacancy

announcement by clicking the link under the “Job Title” heading. Follow the "How to Apply” instructions in the

VACANEY ANNOUNDement very carefuly.

Vacancy Search 1 to 15 of 84 @ printerfriendly 5 exportto Bncel

) e S e

Forestry Aid

Mutiple FS locations Cannot Determing

GEN-DT

Forestry Aid

Hutiple FS locations Cannot Determing

Forestry Aid
(Fire)

Hutiple FS locations Cannot Determine




Page 7 of 11

After placing a check by all the jobs you are interested in, click on “Job Cart” at the
top of the screen to view all of the jobs you placed in the cart. Then select the job
title you want to apply for to start the application process...

(EXAMPLE) Click on the Forestry Aid (Fire) GS-0462-03 job listed in the “Vacancy”
column...

log out

avue central . et help

Home  Inbox (1) JobSearch JobCart Career Porffolio My Network Community  AvueWiki

Instructions x| Prefie ivater SUMMer Job
This user has not entered an
About Me” statement from the preferences tab

To apply for a job in your car, click on the Vacancy tille il st below. On the next screen, select Apply Now from the right

hand menu to begin your application. The Apply Nov: opt|

f: available for those postions with the Avue Logo 19. These
positions are powered by Avue Digital Services (ADS).

Preferences | Jobs Profile | Talent Communities

Your Visibility is set to:

Job Cart 1o 12f 17 @ rerieny 8 oo oo

Hiring Process

FederalBenefits
D UsSFs Muttiple FS locations Prepare for Success

Avue Index

D Virtual Resume:
4 None Salary: $27,990.00 - USFS Muttiple FS Locations
Ann # null
My Network
D Forestry Technician
19- Nome  Salary: $31,315.00 - $31,315.00 USFS  Mutiple FS Locations Request a Colleague
Ann #: null
View All Colleagues
I:l Forestry Technician (Fire Dispatch) Send Private Message
4- None Salary: $21,315.00 - §21,215.00 USFS Muttiple FS locations
Ann #: null
My Jobs >
0 Foren Tocviclan e Engine Speraio)
A none Salary, 00- 0.00 USFS  Muttiple FS locations
Ann # null
D Forestry Technician (Helitack)
A None  Salry 00- 00 USFS  Mutiple FS locations
! Ann # null
D Forestry Technician (hotshot/handcrew)
19- None  Salary: 527,99 00 USFS  Mutiple FS locations

Ann # null

The following “Announcement Summary” screen will appear when you click on each
job. On the right side of the screen you will also find a full job description,
qualifications, relevant info, legal notices, and the Public Notice Vacancy
Announcement to use as a reference.

log out
way to find and apply for federal employment help

Home Inbox(1) JobSearch JobCart CareerPorifolio My Network Community —AvueWiki

Job Paosting Information
USDA Forest Service Summary
Full Job Description
Qualifications

Forestry Aid (Fire), 65-0462-03

Other Relevant Information
ANNOUNCEMENT NUMBER: OCRT-482-3-FIRE-DT APPLICATION DEADLINE: Legal Notices
JOB LOCATION:  Multiple Locations LOCATION NOTES: Multiple FS locations

Public Notice Vacancy Announcement

SALARY RANGE: [in: 24933.0 - Max 24933.0 OPEN DATE: 1211212010
Application Process
TIME LIMIT:  Temporary WHO MAY APPLY: US Citizens Email This Job to a Friend
HUMBER OF VACANCIES: MNumber PROMOTION POTENTIAL: 0
WORK SCHEDULE:  Full Time O T

NOTES:

Positions may be filled as a temporary appointment up to 6 months or as a notto exceed (NTE} 1 year which can be
extended 1 additional year

Hourly wage as shown is for Albuquerque, NI (RUS). Specific wage rate will vary by location and may be higher or
lower than the amount shown en the vacancy anneuncement

DUTIES:

Serves on crews performing duties in fire prevention and suppression. Performs prescribed burning crew duties in

order to reduce fuel hazards and disease, while protecting wildlife. Assists with fire dispatch through operation of

radios, telephones, and other necessary equipment o exchange information for fire weather and other forest
uppression actiitie
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Read through the description and click on “APPLY NOW”

(NOTE: To save all the jobs listed in your shopping cart permanently for future viewing
you will need to repeat this process and click on each job you are interested in and then
click on “Apply Now” — This will only save your applications for viewing and revisions,
IT WILL NOT ACTUALLY SEND THEM until you click on “SEND APPLICATION”)

The following screen will appear with instructions.

log out
v to find and apply for federal emplay: heip

avuecentral . fsest and casies

Home Inbox (1) JobSearch JobCart CareerPorifolio MyNetwork Community AvueWiki

Instructions op

Return To Main Menu

Welcome! Please raview the following instructions prior to beginning your application Mandatory

* Personal Information
* Eligibilities
id (Fire), G5-0462 * Basic Qualifications

* Technical Qualifications

Announcement Number: OCRT-462-3-FIRE-DT

Title, Series, Grade:

Forestry
-02

Closing Date: None * Wark History

* Education

* Applicant Information
* Send Application

To complete the application, please click on the menu items on the right side of the screen and fil in the information
as requested. The items with an **" beside them are mandatory items. You will not be able ta certify your application Optional

until thase items are complete. The mandatory itens will change color once completed
References

All application materials must be totally free of any classified information.

If you have already created your persenal profile that information was copied into this vacancy when you clicked on
| N If you have already created your personal profile, the application process should take about 30 minutes
to complete, as all of the information thaf i ur personal profile was copied into the application for this Attach Résumé and Supporting Documents
| vacancy when you clicked on "Apply N Relevant Information

You will be taken through the screens in the same order they appear on the menu. This does not mean you need to Military Information
enter new infermation, though you may do so if you wish. If you are satisfied with the content of that item (Work
Histary, for example), scroll to the end of the screen and click “Continue.” This has the effect of electronically “stapling OICRCOGSKIGTations

that part of the profile to the application for this specific position.

Ifyou choose to make any changes to the fallowing menu items: Work History, Education, References, Attach Instructions
| Resume and Supporting Documents, or Additional Information, check the "Update Personal Prafile” box atthe bottom
| of these screens. This will update the information in your base profile as well as for this vacancy. If you do not place

| a checkin the box, the information will be used for your application to this vacancy only This Application

Ifyeu do not currently have a personal profile, the process may take a couple of hours to complete, depending on how b Posting Information

| much information you choose to place in your profile and what can be copied and pasted from other documents. Summary

Full Job Description

Additional Information

Required Documents

‘You can begin the application, leave it and return to complete it at any paint prior to the Closing Date. Be sure you
| save whatever screen itis you are working in before you exit the system

| Qualifications
Before you certil ur application you will want to re w all of the information you have entered. To do this, please go

| to the section Iabeled View and Print on the right menu. Select “Thi plication.” To print this information, use the

L Print” link onthe screen You can yse vourbrowsers printer butvoy mav gef exira pages showing justihe frame of Leqal Notices

Other Relevant Information

Read through the instructions and then navigate through all the options on the right side of
the screen. Ensure you enter or update all mandatory information pertaining to your work
history, education, contact info, etc. Ensure it is complete!!!

log out

avuecentral .- and easi find and apply for fi help

Home Inbox (1) JobSearch JobCart CareerPorffolio My Network Community =~ AvueWiki

. lication Process \
Instructions Aopl

Return To Main Menu

Welcome! Please review the following instructions prior to beginning your application Mandatory

* Personal Information
* Eligibilities
d (Fire), G5-0462 * Basic Qualifications

Announcement Humber:

Title, Sevies, Grade:

* Technical Qualifications

Closing Date: None * Work History

* Education
* Applicant Information

* Send Application

To complete the application, please click on the menu items on the right side of the screen and fill in the information
as requested. The items with an *** beside them are mandatary items. You will not be able to certity your application Optional

until those items are complete. The mandatory items will change color once completed.
References

All application materials must be totally free of any classified informatien.

If you have already created your personal profile thatinfermation was copied into this yacancy when you clicked on

Additional Information
‘Apply Now.” If you have already created your personal profile, the application process should take about 30 minutes

to complete, a5 all of the information that you have in your personal profile was copied into the application for this Attach Résumé and Supporting Documents
vacancywhen you clicked an "Apply Now Relevant Information

You will be taken through the screens in the same order they appear on the menu. This does not mean y
enter new information, though you may do so if you wish. If you are satisfied with the content of that item i
History, for example), scroll to the end of the screen and click “Continue.” This has the effect of electronically “stapling’ OliEhConsdcTations

that part of the profile to the application for this specific position.

If you choose to make any changes to the following menu items: Waork History, Education, References, Atach Instructions
Resume and Supporting Documents, or Additional Information, check the “Update Personal Profile” box at the bottom
ofthese screens. This will update the information in your base profile as well as for this vacancy If you do not place

a check in the box, the information will be used for your application to this vacancy only This Application

If you do not currently have a personal profile, the process may take a couple of heurs to complete, depending en how b Posting Informatior

| much information you choose to place in your profile and what can be copied and pasted from other documents Summary

Full Job Description

u need to Military Information
"

Required Documents

‘You can begin the application, leave it and return to complete it at any point prior to the Closing Date. Be sure you
save whatever screen it is you are working in before you exit the system

Qualifications

Before you certify your application you will want to review all of the infermation you have entered. To de this, please go
to the section labeled View and Print on the right menu. Select "This Application.” To print this information, use the
Print" link on the screen You canuse vour browsers printer butvoy may get extra pages showing justihe frame of Leqal Hotice:

Other Relevant Information
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TIPS:

¢ Fill out any missing or new information required on each page and save before
moving on to the next section.

e All of the red categories on the right must be filled out in order to apply!

¢ Do not sell yourself short when you select what items accurately reflect your paid
and unpaid (volunteer) experience.

e Truthfully answer all the “Quality Group Factors” questions.

e Look over the work history and education information you previously
entered and add or edit information as appropriate.

BE SURE TO GO THROUGH ALL THE MANDATORY & OPTIONAL ITEMS,
filling in all that apply

NOTE: When you see an “Update Personal Profile”’ box, be sure it is checked before
you save your information if you want your profile to be updated with the
information you entered into your application. (This will ensure that any changes to
your personal profile are saved for future applications.)

UPDATE PERSONAL PROFILE o

NOTE: After entering any information ALWAYS save and update by finding and
clicking on the ‘“‘Save this Information” Icon before moving to the next option!!!

Sawve And Continue

Going through all the mandatory

options on the right column will take
time, but after an option is saved it
stays in your profile like an electronic
application/resume that is re-

. . * Technical Qualifications
submitted each time you apply. ﬁ o
*Work History

* Education

* Personal Information

* Eligibilities

* Basic Qualifications

* Applicant Information

* Send Application
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After entering in and polishing all your work history and contact info, be sure to
indicate where you want your application to go by selecting your locations...

Click on “Applicant Information” (if you are not taken there automatically)

Under “Preferred Location” — click on “Select Locations”

avue CeNEral o rastost and asiest way ta find and apply for fedaral employment

Home | Inbox (1)

Instructions

Job Search Job Cart  Career Porffolio

Please indicale your preferences for your application fe be considered

Applicant Information

—

Preferred Location

SELECT LOCATIONS

None Selected

log out
help

My Network = Community = AvueWiki

Return To Main Menu

Mandatory

* Personal Information
* Eligibilities
* Basic Qualifications

* Technical Qualifications

* Work History

* Education
* Applicant Information
* Send Application

Optional

References

Additional Information

Attach Résumé and Supporting Documents

Relevant Information

Military Information

TO BE CONSIDERED FOR LOCAL POSITIONS - Click on California, select any or
all of the locations listed below, and click “add” after selecting each location.

Then Click Save.

Immediately after clicking “Save,” the other screen will appear and you will have to
again click on “Save and Continue,” after filling in the other blocks.

wiashingon
Maontan
Gregan
idsho
Wycming
i
Utan
Catorado
cal
Artzan
B Mrico
HawlAlaska serto ke

Morth Dakots  Minnesota Maine:
v
e
wnsconsin
South Dakata P
Wachigsn 0
s ’
o o | Pennsylbania-
Indiany Mo 0
Hlinois Washington DG pE
et
Wansas | Mizzourl GO rginta .
e o
Nerm Garaiina
asanema b
South
Arkanzae
Alabama
Messiszippi S
Taxas

Loulsiana

Floriga

CANCEL | CLEARALL

BISHOP, CA

INDEPENDENCE, CA
JUNE LAKE, CA

LEE VINING, CA

LONE PINE. CA
IMAMMOTH LAKES. CA
TOMS PLACE. CA
TOPAZ. CA

Please choose the preferred g ai
{Use CTRL+Click to select ry
BISHOP, CA
BLAIRSDEN, CA
BOULDER CREEK. CA
BOULEVARD. CA
BRIDGEPORT, CA »

an one iter
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Now you have essentially completed your application. But you’re not done yet.

® You can now click “This Application” on the left to review your application and
make any last minute changes.

¢ When you are satisfied with your product, click “Send Application”.

e Read through the “Application Review” page to make sure you do not have any
errors, (all errors need to be corrected on your application before you continue
and send it for processing). Also read the “Recommendations” and “Reminders”
sections and make adjustments if necessary. (Ideally they will all read: “nothing
was detected”)

e Now click on “continue and send application” at the bottom.

® C(lick “OK” to certify your application and send it for posting.

® You will need to complete the information on the “Applicant Certification” page.

e (lick the box that you certify you’ve told the truth on your application

¢ (lick on “Save and Submit Application” at the bottom of the page.

e Honestly fill out the questionnaire.

e Verify that AVUE has received your application by checking your email.

* You will need to repeat this process for any other announcement numbers you are
interested in applying for.

e Be advised that there is no way for module leaders to determine if your
application is in, until they request a list of names from AVUE.

® You can apply for the same job as many times as you would like, the most recent
application that you submit will be the one that is displayed on the list.

* You will need to update your application every 60 days or else it becomes
inactive. You will receive an email notification prior to that time.

e [f you have problems submitting your application, there is an AVUE “help”
feature that you can use. Click on “help” to access the feature. There is an email
contact that is located on the help page where you can get technical assistance if
you have additional questions.



