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RECEIVING THE E-MAIL

= Manager receives email from the Human
Resources (HR) Portal indicating pending
certificates requiring action.

* Email message will contain the following link to
the HR Portal:

— https://hr.nasa.gov



https://hr.nasa.gov/�

HR Portal Email Notification

This message has extra line breaks,

From: MSFC-IEMP -STARS (EBmail.nasa.gov Sent Wed 2/16/2011 6:30 PM
Ted Meguire, Tommy M. (MSFC-ISS0)[EAST]

Ce

Subject: NASA STARS Certificates Available

Please be advised that you have received one or more hiring certificates in your NASA STARS inbox.To access your Hiring Certificate g
Summary:

[1] Go to the HR Portal at] https://hr.nasa.gov
[2] In the top navigation, .
[3] From the left navigation, cli
[4] €lick on Hiring Certificat

2upervisors & Leaders
STARS Community

From this portal page, you will to view and sign or forward all unexpired certificates that you have received.
MASA's Human Resources community
certificate, you will be taken a
take a moment to complete the ST

itted to continual process improvements. After you have signed and/or forwarded your hiring
ally to an on-line survey so you can provide your feedback on the hiring process. Please
ing Manager's Satisfaction Survey and help NASA improve your Staffing and Recruiting System.




HR Portal Home Page

[ b |
HRY L Human Resources Portal My Custom Pages ~ | NASA Center - | Password Manager

Enter Search Terms Here Search * Advanced

. e ‘1 - - :
Latest HR News B

MASA Competitive Placement
Plan

orce Planners Business Support My Workspace Dashboards & Reports

.Systems Launcher -

# Common Tools

Status of Workforce Ti. ~fion Activities

Hiber This whitepaper covers NASA's no “fnrce

IR ORI | < <t Tansiton Lisison Offce
2010 FEGLI / NEBA to better facilitate and coordinate these o#~-
jifamatinn 07/10/10 » Download this whitep..,

Merit System and Prohibited

Practices

orrono

2010 Long Term Care -
Insurance Workplace Award
0710710 [N

NASA Telework-Program
07H10/10

b Employment

Employees Supervisors & Leadg
3 Meed information on Manage tin#®
| pay, leave, or awards? @attendance, positions

=== and competencies for

| Benefits ™\ Pay

HR Offices
p Training & Competency

your employees.

i Management

Dashboards
Efficient and
streamlined access to

Webtads
W MASA's system for
recording time and

Enroll in courses,
schedule, and

... participate in training : =
online. Who to Ca“

Reset

5] Manage Passwords

o human capital data. v, attendance.

Click to begin

(O Human Capital Assistance




Supervisors and Leaders Page

L™ I
HR\+' Human Resources Portal

Enter Search Terms Here

My Custom Pages - | NASA Center - | Password Manager

b |

Develop My Employees

Evaluate & Reward My
Employees

Fill a Vacancy

Help My Employees

Labor/ Management Relations
Manage My Positions

Manage 5taff Availability

= NOPS Demographics
Displays

= NOPS Activity Displays

» NOPS Management Displays

= STARS Community

WICN AL

The Workforce Information
Cubes for MASA (WICN ) are

ePD5 SA
wf Create and maintain my
organization's position

" V
Info on position

E classification, pay

- -H topics, & workforce
planning.

Review 2 my

emplove

. develop

Manage Staff Availability

Info for attendance &
leave, emergency
preparedness, & work
schedules.

ning and

5
Review and app
timesheets.

1

HASA Jobs

5 Resources for finding
M and applving for HASA

[ Hiring & Employment

[¢ Benefits & Pay
[ Training & Competency
[¢ Management

‘=] Manage Passwords

';Quicl'c[inks i R




My Custom Pages ~ | HASA Center - | Password Manager

Supervisors manage people and things in

order to accomplish the work of their organi-
zations. Your hu.—an resource management
responsibilities inel. ‘anning, organizing,
Evaluate & Reward My and controlling the worn ~moloyees; P g

Develop My Employees

Employees selecting appraising, trainin,
promoting, counseling, and dis.

employees; ensuring that employes.
HEIP MY Emplﬂ?&es stand job standards. pn=i*-

Labor/ Management Relations [NECCIERL L O
reviewing the work o |

Fill a Vacancy

Manage My Positions
Manage Staff Availability

Welcome
» MOPS Demographics
Displays

Hiring & Employment
» NOPS Activity Displays & il

. Create and maintain my
+ HOPS Management Displays )= Creanization’s position o,
“rwr- - descriptions (PDs). g o [¢ Training & Competency

Benefits & Pay

¥ STARS Community

NASA Jobs Management
_— T | Info for attd a— Resources for finding
: ] x- classification, pay I leave, emergency
WICH ~ . topics, & workforce . preparedness, & wark i
planning. schedules. Quicklinks &
References For
Supervisors

Hiring Certificates

‘o Manage Passwords

The Waorlkforce Information
Cubes for NASA (WICH) are
tools that provide an overview




Hiring Managers Inbox

Supervisors & Leaders
Landing Page

Develop My Employees

Evaluate & Reward My
Employees

Fill a Vacancy

Help My Employees

Labor/ Management Relations
Manage My Positions

Manage Staff Availability

» NOPS Demographics
Displays

= NOPS Activity Displays

» NOPS Management Displays

» STARS Community

HRY+ Human Resources Portal

| My Custom Pages ~ | MASA Center - | Password Manager

Welcome to your NASA STARS inbox. The information found here includes your hiring certificates. Information will remain available an
this page until the expiration date of your hiring certificates. For questions concerning your hiring certificates, contact your point of contact

in Human Resources.
Hiring Cerificate Summary

Number Job Title Expires Status
=2 GS-D806-15

H MS10C0020-35952H-2 AST, Aero Matls 01-07-2011 5-15-2011 HNew Wiew

g Certificate Summary Legend

New It is new...
Signed It was signed...
Forwarded It was forwarded...




CERTIFICATE

|§ Bookmarks

- ’ NASA - Marshall Space Flight Center
& g
e COMPETITIVE PLACEMENT PLAN CERTIFICATE
e MEDECOIA1-29855C-1 Title: — . . Series/Giade: Certificate 2.
B chavers, Supv AST. Mission Operations Integration GS-0801-15 MS08C0161-29859C-1
(Organization: [Vacancy #: [Date Issued:
I Crerors o B, Ener Dir. Mission Operations Lab. EO10 MS08C0161 05/27/2008
HE. Representative: (Contact Info: Expiration Date:
[ Echols, Camille Velvet 256-544-7520 06/09/2008
E huzar,
& Hagopian, The following candidates are provided to be considered for the position identified above. You may select any
applicant whose name appears on this certificate. Once you have made your selection, click on the link below to
& Hood PP PP v ¥

electronically provide your decisions to the Office of Human Capital. As an alternative approach, you may print

& sohnston this certificate. mark Action code "A" opposite the selectee's name and obtain all required signatures before

Bl Manis, returning to the Office of Human Capital. NOTE: Please do not make a job offer or arrange a release date for your
(5 Pattersan, selected candidate. Sign and return this certificate electronically at this address
® rhodes, https://ifmpmsfcl8.ifmp.nasa.gov/ESIG/form/MS08C0161-29859C-1
B sellers, Name [Org Code [Present  |X = Infer- |(Remarks)
3] Stacy, lor Agency|Grade  [|viewed
Chavers, EO10 |GS-14
Chenevert. PhD, P.E. ET40 |GS-14 [
Echols. - EO03 |GS-14
HUZAR. EV80 |GS-14
Hagopian. EV92 |GS-14
Hood, VP52 |GS-14
Johnston. ED20 |08-14
Manis, ____ EO10 |GS-14
Patterson. EO03 |GS-15 (On temporary promotion)
Rhodes. EVol |GS-14
Sellers. EO03 |GS-14
Stacy, . EO03 |GS-15 (On temporary promotion)
[Candidate(s) Fecommended for Selection:




Hiring Managers Inbox

- .
HrY) + Human Resources Portal | My Custom Pages ~

|
MNASA Center = | Password Manager

Enter Search Terms Here Search Advanced

|
l-loma| Slmerﬁsnrsﬂ:Leadels }hmmﬂesmﬂmslwwmplmrs' &ElmssSwt‘Mmeiﬁpaue‘ Dashboards & Reports
| | | | |

Supervisors & Leaders
Landing Page

Develop My Employees

Evaluate & Reward My
Employees

Fill a Vacancy

Help My Employees

Labor/ Management Relations
Manage My Positions

Manage Staff Availability

» NOPS Demographics
Displays

= NOPS Activity Displays
» NOPS Management Displays

» STARS Community

Hiring Certificates
\__—_j

—
A » =

Hiring Certificate Summary Information
Welcome to your NASA STARS inbox. The information found here includes your hiring certificates. Information will remain available on

this page until the expiration date of your hiring certificates. For questions concerning your hiring certificates, contact your point of contact
in Human Resources.

_ s ey
Hiring Cerificate Summary
Number Job Title Expires Status i Sign

= G5-0806-15

H MS10C0020-35952H-2 AST, Aero Matls 01-07-2011  05-15-2011 HMHew Wiew |E[sign

ng Certificate Summary Legend

New It is new...

Signed It was signed...
Forwarded It was forwarded...




eSighature Form

MASASTARS eSignature Form

The fellowing candidates have been feund qualified for the pesition identified below and are eligible for selectien. You may select any applicant
whese name appears on this certificata, Once you have made your selectien, use the radic butten to the left of the applicant's name te decument
the selection, indicate applicant{s) not selected, or applicant{s) thatdecline Pleaseindicate the applicants interviswed, & comments section is
provided to add cemments, as required, Please ensurethatall erganizatienal approvals are obtained before electronically returning your certificate

to the Office ef Human Capital Te electronically send yourdecisions, click on the "Sign Cert" button at the bottom. Pleasedo not makeajob
offer er arrange a release date foryour selected candidata

MaSA - Marshall Space Flight Center
MON-COMPETITIVE REFERRAL LIST

Titles

Series/Grade: Certificate:
AST, Aero Matls G5-0806-15 MS510C0020-35952N-2
Organization: “Wacancy: Date Issued:
EM40 MS10C002Z0 01-07-2011
HR Representative: Contact Info: Expiration Date:
Tripp. [1a 256-544-4110 05-15-2011
Action
Selected Org Code P Check if
Mot Selected i or Agency SeERE Interviewed SErenE
ApplicantDeclined
Osnoap O rogg, Kemmit G5-14 a

OsnZap O
OsnZap O
Csnap O
CsnZap O

OsnKDap O pice, Oregano G5-14 a

Comments:

(O] My signaturefinalizes the actions indicated an this Hiring Certificatz

) Additional Signatures are required before this Hiring Certificatz is final,

Sign this certificate by entering wour email address and pressing the button.

I, Brenda Arlene Parker, certify this selection document | | Sign Cert

After pressing the buttan, plea'sewai't'félr;‘:he nest pageto load hefore clos.ing "p'OLII'hi'OWSEI'.




eSighature Form

eSionature Form

Vacancy: Date Issued:

MS10C0020 01-07-2011
Contact Info: Expiration Date:
256-544-4110 05-15-2011

Action

Selected Org Cade Checkif

Not Selected P or Agency FimmiaiEs Interviewed SrreE

Applicant Declined

Osoap O Froge, Kemit G5-14 a

OsnDan O Gilmore, Happy G5-14 a .

Osi@ap © | Mouse, Minnie GS-14 O

OsKDap O Traveler, Elbert 14-4 a3

Osi®an O Newton, Figgie 14 il i

OsHoap O | Spice, Oregano GS5-14 O

Comments:

© My signature finalizes the actions indicated on this Hiring Certificata

) Additional Signatures are required before this Hiring Certificatz is final,

Sign this certificate by entering wour email address and pressing the button,

I, Brenda Arlene Parker, certify this selection document | | Sign Cert

Afterpressing the buttan, plea-sewai;fﬁr;ti'lené&pagetu load bla:ﬁ.areélus_ing'fnul:h-ruwser.

10



eSighature Form

(O] My signature finalizes the actions indicated on this Hiring Certificata

) additional Signatures are required before this Hiring Certificate is final,

Sign this certificate by entering wour email address and pressing the butten,

I, Brenda Arlenz Parker, cartify this selection dacumant | Sign Cert

After pressing the butten, plEESEWEitFﬂr the next page-t.u load before clus_ingvuurlzi-r—uw5er.

11



eSighature Form

Action

Selected

Mot Selected
Applicant Declinad

Cs®ap O
Csidap O
OsnZap O
Csnoap C
Osn2ap O
CsN2ap O

Comments:

) Additional Signatures are required before this Hiring Certificatz is final

Sign this certificate by entering yvour email address and pressing the button.

I, Brenda Arlens Parker, certify this selection document sign Cert

Afterpressing the button, pleasewaitforthe next paget.u load before closing your browser.



eSighature Form

Comments:

alizes the actions indicated on this Hiring Certificate

& additional s are required before this Hiring Certificate is final,

Please enterthe email address(s) of the next supervisor| s} needed to sign this certificate:

Sign this certificate by entering your email address and pressing the buttan,
I, Brenda Arlene Parker, certify this selection document ' || Sian Cert

Afterpressing thE|JIJ1.'I:I:II1,|:I|EEI-5EWIE.Iit'|'-I:IFt|'IE.I'I.Eﬂ't pagétﬁ load before closing your browser,

13



eSighature Form

Comments:

Sign this certificate by entering your email address and pressing the bu

I, Brenda Arlene Parker, certify this selection document I | Sign Cert

Afterpressing thEhIJttI:II'I,FI|EEI-E_E;;EIit'FGFt|'IE next page ta load befarz closing your bkesesm—_

14



Hiring Manager’s Satisfaction Survey

Satisfaction Survey

Please answer all questions and comment where appropriate.

Name {optional):
Certificate Mumber

Howmany jobs hawve you filled through NASA STARS?

1. I actively participated in reviewing the applications listed on the Certificatz of Eligibles [refzrral list).

O\"ESI‘{}

2. I actively participated in interviewing applicants,

OYESI‘\'.O‘

2. I actively participated in selecting the final candidata

O\"esl‘{}

4, Onascaleoflte 5, with 1 being Not Satisfactery and 5 being Cutstanding, howwould you rate the degree tef
the applicants on your referral list matched the qualification requirements to successfully perform the duties ofthe
position?

Nor Satisfactory— 1 2(}4 50' Du{}aﬁ& O

5. 0Onascaleoflte S, with 1 being Not Satisfactery and 5 being Cutstanding, howwould you rate the quality of the
advice you received from the human resources office?

Not Satisfactory— 1 24 50 DuQ?m{} O

&, Do you feel thatthewvacancy anneuncement and the skills used adequately reflected the duties and responsibilities
of yourwvacant positien? Ifthe answeris No, please comment below.

O\"ESI‘{}

| used of maximum 4000 characters

7. Diid you, or a subject matter expert selected by you, participatein selecting the skills to be used in rating
applicants?

O\"ESNO‘

8. Were there skills available in MASA STARS to match the requirements of your position? Ifthe answeris Mo, please
comment below.

O Yes I‘{}Dun'ﬁ(}luw

15



Hiring Manager’s Satisfaction Survey

P UL L D L DL LG LS L S S S LU L IS SRS S PEF S ELLIG AL LSS, S a ] e

enhancements, etc?

QYESI‘Q

11, Ifyou have used any of the flexibilities, which do you believe to be the most benefit to NASA in cbtaining highly
qualified applicants? Please indicate below

used of maximum 4000 characters

12, Do you believe the current flexibilities fully meet MASA's needs in attracting and hiring the best and the brightest?
If Mo, please explain below

OYESI’\D

used of maximum 4000 characters

13. Ona scaleofite S, with 1 being Mot Satisfactory and 5 being Outstanding, how satisfied are you with having the
infermation that is needed te make effective decisiens regarding yourworkforce staffing requirements. Ifyou respend

ed of maximum 4000 characters

Submit survey

16



- DX

- - ;
@-{;_}" &l v & |4 %] | IE
File Edit ‘Wiew Fawaorites  Tools  Help

W e [@NASA-NASA Jobs - STARS |_| B~ B - o - [Chpage » @ Toos »

Your responses have been recorded.
Thank you for participating in NASA StaRS Hiring Manager's survey.

You may close this window/tab.




Hiring Managers Inbox

R | |
% + Human Resources Portal : My Custom Pages ~ MNASA Center - l Password Manager
Enter Search Terms Here Search Advanced

}kxne;Eq\gﬂwees Supervisors & Leaders [ 785 ces Workforce Planners Business Support My Workspace Dashboards & Reports

mation

Sup®Q@isors & Leaders
Landi

formation found here includes your hiring certificates. Information will remain available on
iring certificates. For questions concerning your hiring certificates, contact your point of contact

Develop

Evaluate & Re
Employees
Fill a Vacancy Sra

Help My Employes
01-07-2011  05-15-2011

Mana¥

Manage 5ta

» NOPS Demogre
Displays

» NOPS A
> b

» STARS Community

Hiring Certificates
e

Hiring Certificate Summ

New
Signed It was signed...
Forwarded It was forwarded...

It is new...
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