Job Aid to create SF 39 in Quick Hire:

NOTE:  Before beginning you may want to gather the following information to complete your 

SF 39:  1) SSN of Name Request; 2) Agency Request #; 3) Date SF 52 initiated; 4) FJOB Control #; and 5) Selective Factor if used.

1. Go to Applicant Manager.  Locate your vacancy.  Click on the plus sign next to vacancy announcement # to view the Staging Area (SA).
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2. Your screen will look like the picture below.  Notice there are only two tabs at the top (i.e., Select Organization & Vacancies).  To have your list of eligibles appear you need to double click on the SA to view applicants.
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3. Once the list of applicants appears (on the Applicant Hiring View tab).  Right click on Staging Area (highlighted in blue below).  You will receive a pop up window – Select “Generate Final Job Cert.”
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4. Select Location – click “OK” 

5. You will see the following screen:
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6. Click on arrow next to “Certificate Type.”   Select – SF39 Certificate
7. Click on arrow next to “Certificate Template.”  Select - Bethesda DE Cert w/SO signature
8. Click on arrow next to “Announcement Type.”  Select – DEU
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9. For “Certificate #” enter - DE-1.   (NOTE:  DE-1 for the first DE cert for this vacancy–if you are creating 2 DE certs then the # would be DE-2.)
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10. Click on the arrow next to “Vet Pref.”  Select either Veteran’s Preference or Prioritize 10point/CPs (“Prioritize 10point/CPs” is the default). (NOTE:  This decision will depend on series & grade level of vacancy).  

Make a note of the expiration date--you will need this when filling out the SF 39.  

For DEU certs, always sort by score (default).
Click the appropriate grade level in the “Grades” box.  Your screen will look like the following:
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11. Click to uncheck boxes for SSN, Address, and Phone (these items should not be on the certificate).  

Depending on your individual case, select either “Refer all BQ Applicants” (which is the default) or you might want to “Limit list to 2 applicants” (i.e., 2 CPS vets at top of cert).   
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12. If you have a Name Request, click on arrow next to “Name Requests.”  Select the SSN of the applicant you wish to name request.  
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13. Click on the “>>” to move the SSN of your Name Request over to the box on the right.  

(NOTE:  If you have multiple name requests, click on the up or down arrows next to this box to prioritize their order.)
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14. Select “OK”.  Your SF 39 will appear. (Instructions for completing the SF 39 form will be posted soon). 
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15. After you enter appropriate information on the SF 39 click the Preview button to preview certificate:
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Click the “Close” button at top of the preview screen to return to the SF 39.

16. If you click the “Print” button you will receive the following message: 
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Clicking “Print” will also allow you to save the document to your desktop if you desire.  If you are sure you are ready to save the certificate, click “Yes.”  If not, click “No” and make any changes or to cancel this process.

17. Once you return to the SF 39, if you click the “Save” button you will see the following message:
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If you are sure you are ready to save the certificate, click “Yes.”  If not, click “No” and make any changes or to cancel this process.

18. Print the SF 39.  This will save your list of eligibles you just created, and the screen will return to the Staging Area.  

19. You will need to generate another SF 39/list of eligibles if you have multiple grade levels.  Repeat steps 3 to 19 above for each grade level SF 39/list of eligibles you need to create.

20. Now you are ready to send an email to the manager letting him/her know the certificate(s) is ready and available for them to view on the web.  Include in the email to your manager instructions to go to the following URL to view the certificate:  https://jobs.quickhire.com/scripts/hhs.exe/admin.  Provide your manager with the vacancy announcement number to enter as the USERID; also provide your manager with the password that you entered in Step #8 of Vacancy Builder.   (NOTE:  if you did not assign a password at the time you created your vacancy announcement, go to “Edit Vacancy” under Vacancy and you can enter it now).

