
The Federal Hiring 
Process Using  
USAJOBS & 
Application Manager



USAJOBS & APPLICATION 
MANAGER OVERVIEW

Per the Office of Personnel Management (OPM) and Hiring Reform 
guidelines, individuals must use USAJOBS & Application Manager to 
apply for Idaho Army and Air National Guard Technician positions. 
Implementation date is June 1.

USA Jobs is where applicants find open positions and create their 
resume.

Application Manager (which is linked to USA Jobs) is where applicants 
go to physically apply for the position they found in USA Jobs.  



USAJOBS Main Page
To apply for jobs you must have a USAJOBS account.  To begin, SIGN IN or CREATE AN ACCOUNT if 
you have not done so already.

https://www.usajobs.gov/

http://www.usajobs.gov/
https://my.usajobs.gov/Login.aspx
https://my.usajobs.gov/Account/Account.aspx
http://jobsearch.usajobs.gov/browse.aspx
http://jobsearch.usajobs.gov/advanced.aspx
http://www.usajobs.gov/firsttimevisitors.asp
http://www.usajobs.gov/whyworkforamerica.asp
http://www.usajobs.gov/hiringevents.asp
http://www.usajobs.gov/individualswithdisabilities.asp
http://www.usajobs.gov/veterans.asp
http://www.usajobs.gov/studentjobs/
http://www.usajobs.gov/seniorexecutives.asp
http://www.usajobs.gov/sitemap.asp
http://www.usajobs.gov/contactus.asp
http://www.usajobs.gov/help.asp
http://recruiter.usajobs.gov/
http://www.usajobs.gov/privacy.asp


To create an account, 
you will need an:

-Email address (use 
the same email 
address for 
Application Manager)

-User name



-Once an account has been made, 
you will receive a message in your 
email. Click on the link in the email 
to activate your account. 

-Fill out basic personal and account 
information.

-Incorrect information can affect 
your consideration for the positions 
you apply for.



Sign in with the email/username and 
password that you just created. 



From here you can: 
-update your personal profile
-Create/upload a resume
-View saved jobs
-Review letters from prior jobs
-Upload/view saved documents
-Check application status



-Another good way to view all of the Idaho Army 
and Air National Guard Technician positions is to 
visit http://inghro.state.id.us/Jobs.htm. 
All of the vacancies are linked directly to USA Jobs 
so that you may apply online.  

-You can search for open jobs 
by job title, agency name, state 
etc. 

http://inghro.state.id.us/Jobs.htm


Once you’ve located a job you are 
interested in, reviewed the job 
announcement and the How to 
Apply instructions, click the Apply 
Online button.



Check the appropriate 
boxes to show that 
you have reviewed 
your resume, 
attached your 
demographic 
information and that 
all information 
submitted is accurate.



Application Manager
With Application Manager you can:

• Work on, submit, and track your application packages.

• Check the status of each application package (e.g., not submitted, Waiting on 
Human Resources Specialist Action, etc.)

• View and print your Assessment Questionnaire responses and any of the 
documents submitted with an application. 

• Review any correspondence sent to you by the USA Jobs system.

• Review and update your personal information at any time (You may also do this 
on your USA Jobs account page).



USA Jobs will automatically take 
you to Application Manager.

Click Accept and Proceed

Application Manager is a separate Federal 
system from USAJOBS.  It is used by 
Federal agencies to collect online 
applications and assessment information 
for open positions.



-If it is your first time 
using Application 
Manager, you will need 
to create an account.

-After you first access 
Application Manager 
from USAJOBS, your 
accounts will become 
linked and you will not 
be required to login to 
Application Manager 
when redirected from 
USAJOBS.



-Follow the screen 
prompts to create an 
Application Manager 
account.  Before you 
create an account, it is 
important to verify that 
you don’t already have 
one on file. 

-Enter your email 
address to check if you 
have an account.  Once 
you’ve verified no 
accounts are found, 
click I’m done checking 
for accounts to 
proceed.

https://applicationmanager.gov/LoginCreate.aspx?VacancyID=207966
http://eshelp.opm.gov/RoboApi.asp?project=AppMan001&context=2


-If you do not enter the 
correct SSN, it will not link 
your USA Jobs and 
Application Manager 
accounts, and will affect 
your consideration for all 
positions that you apply for.



-The Biographic Data will be pre-
populated with the information you 
entered in your USAJOBS account.  You 
may need to complete a few more 
informational pages before you begin 
your Assessment Questionnaire.

-The menu on the left tracks your 
progress as you complete the application.



-There will be a few questions that you 
will be required to answer that will be 
specific to the position you are applying 
for.  You will have to answer the 
questionnaire each time you apply for a 
different position.  



These are examples of some of the questions 
that you may be required to answer.



-Review this screen 
carefully, and compare it 
with the Required 
Documents section of the 
announcement.  

INCOMPLETE 
APPLICATIONS WILL NOT 
BE CONSIDERED, AND 
LATE DOCUMENTS 
CANNOT BE ACCEPTED!



-This section allows you to 
upload any additional 
documents that may not 
be uploaded to your 
USAJOBS profile.  

-Like your USA Jobs profile 
page, you will select a 
document type, browse, 
and attach the document. 
The system will confirm 
the upload was successful 
and the document will be 
placed in the Documents 
On File table in Application 
Manager.  

Click Next when all documents are 
uploaded



-YOU MUST CLICK SUBMIT MY ANSWERS OR YOUR APPLICATION WILL NOT BE 
RECEIVED.

-If you have skipped any of the required sections, you will receive a warning to go back and complete 
any missed section before you can submit your answers.  



-Once you click the Submit 
My Answers button, you 
will receive an on-line 
confirmation message. 

-This message will also be 
sent to the email that you 
provided when setting up 
your USA Jobs account.

-You may log out or return 
to USAJOBS at this point.

https://www.applicationmanager.gov/Application.aspx?VIN=207966
https://www.applicationmanager.gov/Application.aspx?VIN=207966
https://www.applicationmanager.gov/Application.aspx?VIN=207966
https://www.applicationmanager.gov/Application.aspx?VIN=207966


If you choose to return to the USA Jobs website, you can look under “Application Status” to see information for 
the position you applied for.  You can also call the human resources office and speak to a Human Resources 
Specialist about your application.  If you do call, be ready to provide your name and the Job Announcement 
number of the position you applied for.



If you click on “more information”, it will take you directly to into the Details Tab of Application Manager.
From the Details Page you can:

• View the Job Announcement 

• Change your Answers*

• Add Documents*

• Update Biographic Information

• View/Print Your Answers

• Review Status of your Assessment and 
Documents.  

• View Messages sent by Hiring Agency

• View Application Package History

* Changing and resubmitting Answers or adding 
documents is permitted during the open period 
only. Once the announcement is closed these 
features are no longer available.





You may visit USA Jobs Resource Center.  There, you can find tutorials for using 
different areas of USA Jobs and information about Federal Employment, 
applying for federal jobs, and job search, among others.



Human Resources Office 
Contact Information

TSgt Yvonne Howard
(208) 422-3343

yvonne.howard7.mil@mail.mil
SGT Kylianne Lowe

(208) 422-3349
kylianne.k.lowe.mil@mail.mil

*?*?*?*Questions*?*?*?*
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