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Click here to initiate a Click to view short video
new classification tutorials for this screen.

Click here to request Concierge
Services for assistance in
designing, developing, and
documenting positions.
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Click here to create a new
position (PD) or copy one.
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Click here for LiveChat help or
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to leave a help message.
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Click here to request Concierge
Services for assistance in
designing, developing, and
documenting positions.

As you select duties,
the classification of
your position will
appear here.

Click these icons to move up or down a

Click to view short video grade in a career ladder.

tutorials for this screen.

Click here to save. There are
also save buttons at the
bottom of every work screen.
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Position

Classitcaio e - Click here to flip to the

e document view and see all the
documents created for your

position.

Position Filters
Fil Enabled

ing options that begin with the words you insert in this field. Glick on the tide to add. Glick the + symbol to 30d tite play Major Duty Areas (MDAS)
with the selection made. Puta check in the box or baxes of the duties for the position and click "Ok "The system assigns equal percentages to esch selected MDA to total 100%. Peroentages can

3."Add Task™ - Click = again to select tasks for ach MDA Note the grade levels associsted with each. Select the desired tasks and click "OK"
4. Repeat this process until you have the duties and tasks for the position isentified

Click "Save Information” atthe bottom of the sereen and ol

is now green.

Compare the Duties
-

FD (Lek) and your Working D (Right.
+ P (Left) to the Working PD (Right). Gontent draged to your "Working PD" is now saved as part of that document

Click on the "Major Duties & Tasks” icon to retum fo the previcus sereen.
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As you select titles
and duties for your
position, related
information will
appear here in the
Position Filters.

These tabs lead you
to special features
or types of positions
such as for creating
career ladders and
supervisory jobs.

ency. such as & regionsl office, center, or major field installation. (GS Grade: 12) X

&5 & regional office, eenter, or msjor field installation. (GS Grade: 12) X

When you pick a job
title, you will also
select major duty
areas and tasks
associated with that
title.

Percentages of time
for each major duty
area can be
adjusted here.

Click here for LiveChat help or
to leave a help message.

As you build your position, you
will see the text of your
documents developing in these
tabs — just click on the tab to
open and close. To edit the
text, click on the text and a
pop-up box will display that
will allow you to edit.
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