
QUESTIONNAIRE 
BIOGRAPHICAL INFORMATION 

For every vacancy 
announcement you apply for 
you will have to provide this 
information.   
Notice on the left as you 
progress  providing your 
information the various 
sections the  section you are 
in will be blue.   
The Vacancy ID (VIN #) is at 
the top. 
Click NEXT when each page is 
completed.  If you cannot 
finish the click Save, when you 
return the system will bring 
you back to where you left off.    



QUESTIONNAIRE 
BIOGRAPHICAL INFORMATION 

Continue to fill in the 
information. Click NEXT.   As in 
USA JOBS Account, profile and 
building your resume, if you 
are unable to complete your 
questionnaire click SAVE.  
When you return the system 
will bring you back to where 
you left off. 
When the page is complete 
click NEXT 
 



QUESTIONNAIRE 
ELIGILBILITY INFORMATION 

LOWEST GRADE:  Choose the 
lowest grade you wish.   
Click NEXT when finished. 
 



QUESTIONNAIRE 
ELIGIBILITY 

Sometimes the vacancy 
announcement will have multiple 
grades 7,9, 11.  Each grade will have 
different requirements; different 
months of experience, different KSAs.   
Please indicate the lowest grade you 
will except. 



QUESTIONNAIRE 
OTHER 

EMPLOYMENT AVAILABILITY;: 
Fill out AVAILABILITY DATE:  
Must put in some date. 
Click NEXT 
 



QUESTIONNAIRE 
AREA OF CONSIDERATION 

Area Of  Consideration 



QUESTIONNAIRE 
MILITARY MEMBERSHIP 

Military Membership 
 



QUESTIONNAIRE 
MILITARY RANK 

Minimum and Maximum 
Rank. 
 



QUESTIONNAIRE 
COMPATIBILITY 

Compatibility 
 



QUESTIONNAIRE 
SECURITY CLEARANCE 

Some positions require a 
security clearance.  The 
applicant is responsible to 
ensure they provide 
documentation with their 
application to verify the 
clearance.  The Air Force RIPS 
states the clearance.  Army 
PQRs have a code.   
 



QUESTIONNAIRE 
GENERAL EXPERIENCE 

General Experience.  Continue 
click NEXT when page is 
completed. 
 



QUESTIONNAIRE 
SPECIALIZED EXPERIENCE 

Specialized Experience.  Most 
GS position has education as 
substitution for some 
experience.  In order to 
receive credit for college 
education it is the applicant’s 
responsibility to provide a 
copy of their college 
transcript.   
 



QUESTIONNAIRE 
KSAs 

Questions on Knowledge, skills and 
abilities 
 



QUESTIONNAIRE 
KSAs 

When page is complete click 
NEXT 
 



QUESTIONNAIRE 
REQUIRED DOCUMENTS 

Required Documents.  Here is 
a question to remind the 
applicant to upload their 
documents and where. 
 



QUESTIONNAIRE 
TWO GRADE POSITIONS 

Here is a question to give the applicant 
a second chance to answer the multi-
grade question.  As stated earlier you 
choose which answer is best for you.  If 
you are selected for the lower grade, 
management may promote you to the 
higher grade or target with out 
reapplying.   



QUESTIONNAIRE 
REUSE DOCUMENTS 

REUSING DOCUMENTS:  The first box is 
what is included in the Application 
package.  The list below is documents 
that have been used in other 
Application Packages. 
 



QUESTIONNAIRE 
REUSE DOCUMENTS 

Click under ADD TO APPLICATION 
PACKAGE the document to be added  
and click RE-USE DOCUMENT. 
 



QUESTIONNAIRE 
REUSE DOCUMENTS 

The reuse document will 
appear in DOCUMENTS IN 
APPLICATION PACKAGE FOR 
VACANCY ANNOUNCMENT 
(VIN#) 



QUESTIONNAIRE 
UPLOADING DOCUMENTS 

Uploading  Documents:  Scan 
the document to your desk 
top, name the document.  
UPLOAD DOCUMENTS : 
PLEASE ENTER A NAME OF 
THIS ATTACHMENT.  
DOCUMENT TYPE Drop Down 
choose one.   BROWSE:  
Choose Desktop; Find your 
document choose the 
document.  Click UPLOAD 
 



QUESTIONNAIRE 
UPLOADING DOCUMENTS 

Once uploaded the document 
will appear in the box. 
 



QUESTIONNAIRE 
SUBMITTING MY ANSWERS 

Review your answers and  
Click SUBMIT MY ANSWERS. 
 



QUESTIONNAIRE 
SUBMITTING MY 
ANSWERS 
The system will provide a 
notice if they did not upload 
documents or if questions 
were not answered in the 
questionnaire. 
 



QUESTIONNAIRE 
SUBMITTING MY ANSWERS 

This will appear to provide the 
applicant confirmation of 
their submission.  At this page 
the applicant may Up-Load 
Documents, Re-Use 
Documents, and View-Print 
Answers to questions. 
 



QUESTIONNAIRE 
SUBMITTING MY ANSWERS 

Here are your answers. 
Go to Faxing APPLICATION. 
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