
Copyright ©2012 Economic Systems Inc. (EconSys). All rights reserved. 

 
1 

 
 
Quick Guide for FHR Navigator 

Vacancy Announcement Manager Module  
Ver. 2, 9/2013 

Contents 
Vacancy Announcement Manager Module in FHR Navigator ...................................................................... 2 

Overview of Features ................................................................................................................................ 2 

Vacancy Announcement Templates ......................................................................................................... 2 

Create a Vacancy Announcement Template ............................................................................................ 2 

Manage Notify Email ................................................................................................................................. 3 

Rich Text Editor Feature ............................................................................................................................ 3 

Individual Vacancy Announcements ............................................................................................................. 4 

Creating Vacancy Announcements through Vacancy Announcement Manager ..................................... 5 

Vacancy Announcement Overview Page .................................................................................................. 6 

Vacancy Announcement Duties Page ....................................................................................................... 6 

Vacancy Announcement Qualifications & Eval. Page ............................................................................... 7 

Vacancy Announcement Benefits and How to Apply Pages ..................................................................... 8 

Post a Vacancy Announcement on USAJOBS ............................................................................................ 8 

Amend or Cancel a Posted Vacancy Announcement ................................................................................ 8 

Viewing/Managing Applicants ...................................................................................................................... 9 

Applicant List ............................................................................................................................................. 9 

Individual Applicant Pages ...................................................................................................................... 10 

Certificates .................................................................................................................................................. 11 

Reports ........................................................................................................................................................ 11 

 



Copyright ©2012 Economic Systems Inc. (EconSys). All rights reserved. 

 
2 

Vacancy Announcement Manager Module in FHR Navigator 

The Vacancy Announcement (VA) Manager Module is a component of FHR Navigator, an enterprise HR 

system that automates Federal human resources management.  VA Manager makes it easy for HR users 

to create vacancy announcements using customer defined templates, post them to USAJOBS, and then 

receive applicant resumes and attachments electronically through the module. VA Manager does not 

include the Recruitment Request, Rating and Ranking of Applicants or Certificates, which are a part of 

the Federal Hiring Management (FHM) Module. 

Overview of Features 
 Draft Vacancy Announcements using rich text formatting 

 Ability to post  Vacancy Announcements to USAJOBS 

 Preview Vacancy Announcements before posting to USAJOBS 

 Copy Vacancy Announcements 

 Create and Manage Vacancy Announcement Templates 

 Allow Applicants to submit resumes and other documents online 

 Update applicant status and email applicants  

Vacancy Announcement Templates 
The customer may define as many vacancy announcement templates as needed to make it easier to 

create an announcement. Users can enter standard text into a template to describe agency 

information, benefits, and contact information.  The ability to create and modify templates can be 

provided to all HR Staffing Specialists or restricted to specific individuals, as defined by the 

customer. 

 

Create a Vacancy Announcement Template 
1. Select ‘Manage Templates’ from the left side menu. 

2. Under the Actions, select the ‘New Template’ link.  
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3. Make sure that you enter a Template Name that is unique. Each template requires a name. The 

template cannot be saved until a name is entered. 

4. You may enter information into any of the fields for your template. Normally, you would enter 

information into the Overview, Benefits and How to Apply tabs. 

5. On the Overview tab, you must enter information into the Job Summary block if you want it to 

appear on USAJOBS. This area is typically used to describe your agency. While the agency area is 

optional, it is not editable when creating an announcement. The purpose is to allow some 

standardization and control over how your agency is presented to applicants. 

6. Based on you agency’s policy, you can set up a minimum days range in the Open Period fields. 

When a user creates an individual announcement, the system will display open and close dates 

based on this range. The user can modify this when creating an individual vacancy 

announcement. 

Manage Notify Email  
1. By clicking on the ‘Manage Vacancy Email’ link from the left side menu, users can configure a list 

of email addresses that will automatically receive a link to the USAJOBS Vacancy Announcement 

once it is posted. 

2. To add an email address, enter the email address and click the 'Add' button. If there is more 

than one e-mail address, separate each by a comma. 

3. When creating an individual vacancy announcement, the user can deselect any of these email 

addresses on the How To Apply page. 

Rich Text Editor Feature 
1. Some of the Vacancy Announcement pages (Template and Individual) display a Rich Text Editor. 

This editor allows the user to control font size, format and color, add bullets, and indent or 

center paragraphs. The editor also includes a spell check function. 

2. The user can open any document and copy & paste text from the document into the text box. 

3. The editor provides an easy method to insert HTML links.  Highlight the text that will be the link, 

click on the link button, enter the web address (URL) and then click OK. 



Copyright ©2012 Economic Systems Inc. (EconSys). All rights reserved. 

 
4 

 

 

Individual Vacancy Announcements 

FHR Navigator includes two ways to create a vacancy announcement: through VA Manager or through 

the Federal Hiring Management (FHM) Module. Both processes will post the job to USAJOBS and will 

allow applicants to use their USAJOBS resume and attachments to apply for jobs.  Creating the 

announcement through the Federal Hiring Management (FHM) Module allows the HR user to 

incorporate the Vacancy Statement and Applicant Questionnaire from the PD+ module. Applicants then 

can be required to answer the job related questions prior to submitting the application.  
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Creating Vacancy Announcements through Vacancy Announcement Manager 
1. Before creating the individual Vacancy Announcement, make sure that a Template was created. 

You can check this by clicking on the ‘Manage Templates’ link from the left side menu under 

Vacancy Announcement.  

2. Click on the ‘Create Announcement’ link on the left side menu. 

3. Select one of the Announcement Templates from the drop down list. Depending on the 

template you select, almost all fields could be pre-filled. 

4. By clicking on ‘Create’, the user can begin working on a draft vacancy announcement. 

5. To edit an announcement, click on the tabs, ‘Overview’, ‘Duties’, ‘Qualifications & Eval.’, 

‘Benefits’, and ‘How to Apply’ to jump to any section. Use the ‘Quick Save’ buttons to save your 

work periodically. Use the ‘Validate’ buttons to save and validate each section. Once all the 

sections are valid, the announcement can be posted to USAJOBS.  

6. Click on ‘Preview’ to see the announcement as it will appear when posted on USAJOBS. 

7. At this point, the Announcement has been created. An Announcement is considered a draft until 

it is posted on USAJOBS. All drafts can be edited or deleted as needed until they are ready for 

posting, but once posted, they cannot be deleted. 

8. A list of all Vacancy Announcements that have been created can be viewed by clicking on the 

‘Vacancy Announcements’ link from the left side menu. The list can be shortened by using the 

Filters section. 

9. After you have posted your job, any applicants can be viewed by clicking on the link under the 

‘#Apps’ column. 
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Vacancy Announcement Overview Page 
1. The Vacancy Announcement pages display in a tabbed format, similar to the format of USAJOBS. 

The system automatically generates a unique announcement number, which the user can 

modify as long as it does not duplicate an existing number. 

 
  

2. The Overview page has links to the GS and Wage Schedule Pay Tables. 

3. Under the More Info section (upper right menu), the user can Preview the announcement, Post 

it on USAJOBS, or make a Copy.  

4. Once posted, the user can then view the actual announcement that is posted on USAJOBS by 

clicking on ‘View on USAJOBS’. This view will not be immediate, since USAJOBS delays the 

posting until the validation is completed. 

5. After the announcement is posted, the user can Amend, Copy, or Cancel it. 

Vacancy Announcement Duties Page 
1. The Vacancy Announcement Duties page displays a Rich Text Editor. This editor allows the user 

to control font size, format and color, add bullets, and indent or center paragraphs.  

2. The user can open any document and copy & paste text from the document into the text box.  

3. The editor also includes a spell check function. 
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Vacancy Announcement Qualifications & Eval. Page 
1. The Qualifications & Eval. page allows the user to enter information related to minimum 

education and experience requirements as well as how an applicant will be evaluated. 
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2. The Qualifications & Eval. page includes a Lookup to access the Qualifications Statements table.  

These statements were developed using the OPM Qualification Standards and the OPM 

Classification Standards. 

  

Vacancy Announcement Benefits and How to Apply Pages 
1. The Benefits and How to Apply tabs are normally populated from the Announcement Template, 

although the HR user can modify these if needed.  

2. Each of the tabs validates certain fields that are required for the job to be posted to USAJOBS. 

The system alerts the user if these are not completed. 

Post a Vacancy Announcement on USAJOBS 
1. To post an announcement on USAJOBS, you must have a draft announcement that is valid 

according to the posting rules that USAJOBS requires.  

2. To validate a draft, use the ‘Validate’ buttons on the bottom of each section to make sure it will 

be accepted by USAJOBS. If the section is not valid, a message will appear which indicates what 

information is missing or needs to be corrected.  

3. Once the announcement is valid, click the link to ‘Post on USAJOBS’. If the announcement is not 

valid, it will not be posted and an alert message will appear to indicate that it is not valid.  

Amend or Cancel a Posted Vacancy Announcement 
1. Once a Vacancy Announcement is posted to USAJOBS, it appears read-only, but if changes are 

required, you can amend the announcement.  

2. Open the appropriate announcement and click the link to ‘Amend’. 

3. The announcement will now be editable and will appear as a Draft in the list of announcements. 

Make the required changes and use the ‘Quick Save’ and ‘Validate’ buttons to save and validate 

your work.  
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4. To see the version history of an amended announcement, click on ‘Amend History’. 

5. To post your changes back to USAJOBS, click ‘Repost ’. 

6. Canceling an announcement will remove it from USAJOBS. The system will automatically display 

the Update Status and Correspond window so that applicants can be notified of the 

cancellation. All Applicants status will be updated to 'Announcement Cancelled' on USAJOBS. 

Viewing/Managing Applicants 

The VA Manager module is fully integrated with USAJOBS so that applicants can use their USAJOBS 

resume and attachments to apply for jobs.  Once an applicant submits an application from USAJOBS, the 

applicant information can be viewed in VA Manager. 

Applicant List 
1. By clicking on the ‘Applicants’ link under the More Info section of the specific Vacancy 

Announcement or by clicking the ‘# Apps’ link in the Vacancy Announcement list, the Applicant 

list displays. 

2. From this Applicant list, the user can filter the applicants by Grade, Location, and Special 

Eligibility types; the user can also search for an Applicant Name.  The list can be sorted by 

clicking on one of the column headings. The Vet Pref column will display applicants in the 

appropriate veterans’ preference order (CPS/CP, XP, TP, NV).  

3. Clicking on the Applicant Name will take the user to the Individual Applicant pages. 

 
4. Scoring data will not display on the Applicant List since VA Manager does not include the PD+ 

Applicant Questionnaire. 
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5. Applicant Status and Correspondence can be updated from the list; to update multiple 

applicants, click the top left box above the names, which will check all applicants. Then select 

the new status  and select whether or not to edit/send an e-mail. 

6. Most of the Applicant Statuses listed match the ones that are listed in USAJOBS. By changing an 

applicant’s status here, it will also update the Application Status page in USAJOBS. 

7. When changing an Applicant’s Status, you have an option to send an e-mail correspondence. 

The system will display a generic e-mail template that the user can modify prior to sending to 

the applicant. 

 

Individual Applicant Pages 
1. When the user clicks on the Applicant Name from the Applicant List, there are three applicant 

pages that can be viewed by clicking on the appropriate tab; Personal Information, Eligibility & 

Status, and Uploaded Documents. 

2. Data as well as uploaded documents are imported from the applicant’s USAJOBS account; you 

can change the information by clicking on the ‘Changes Needed to Original Submission?’ box. 

This opens up the fields for editing. You can still View Applicant's Original Submission, which is 

retained in the system.  

3. You can document applicant eligibility on the Eligibility & Status tab; this includes determining 

which applicants meet Minimum Qualifications and Screen Outs (MQ/SO) as well as those 

applicants who will be certified. 

4. When you make changes to the Eligibility & Status page, make sure you click on ‘Save’ before 

clicking on the’ Update Status or Correspond’ button. 

5. You can view and upload additional documents on the Uploaded Documents tab. Applicants 

may have up to 10 attachments along with a Resume. 
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Certificates 

Certificates cannot be generated in VA Manager. The may be generated and routed to selecting 

officials in the Federal Hiring Management (FHM) Module. 

Reports 

There are several reports available under the Reports Menu item.   

1. Announcements Applied To  

List all vacancy announcements applicants have applied to. Can search by applicant name and 

date applied date range. 

2. Vacancy Announcements Closing Report  

This report lists all open vacancy announcements that close within a date range and is ordered 

by soonest-to-close first. It also includes additional filters such as occupational series, title, 

grade, and others. 
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