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Once logged into Enterprise, click the Launch Pad link in the upper right corner.  
Select and click Selecting Official. 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

 
 

Click the Question Selection link. 
 

 
 
 
 



 
 
 
 

 
 

Click the US Geological Survey link. 
 
 
 
 
 



 
 
 
 

 
 
 

Click the Show Filter link. 
 
 
 
 
 



 
 
 

 
 

Click the Category drop down menu.  Select the appropriate Series.  If you would 
like to limit to a specific KASOC Category, click the Sub Category drop down menu 
and select the appropriate KASOC Category.  Once you have entered your 
selections, click the Apply Filter button. 
 
 
 
 



 
 
 
 

 
 

The questions that meet your requirements are now displayed. 
 
 
 
 
 
 



 
 
 
 

 

 
To select questions for your announcement, please check the boxes located to the 
left of the Category/Sub Category column. 
 
 
 
 



 
 

To save a list, click the Bulk Actions drop down menu and click Create List.  Click 
the Apply button and a screen will appear for you to enter a List Name (Example: 
Michelle April 2017).  Click the Submit button to save the list.  At the top of your 
Question Selection screen, you should receive a green highlighted message that 
your list was successfully created. 
 



 
 
To add additional questions to a saved list, click the Bulk Actions drop down menu.  
Select Add to Existing List and click the Apply button.  When the Add to List window 
appears, click the drop down menu and highlight the appropriate list and click the 
Submit button.  At the top of your Question Selection screen, you should receive 
a green highlighted message that questions have been successfully added. 



 

 

To email these questions to your servicing HR Specialist, click the Bulk Actions 
drop down menu.  Click the Email Question Selection and click the Apply button. 
 
 
 



 
 

Please click the “To” drop down menu to select the name of your servicing HR 
Specialist.  Enter your email address within the CC distribution line in order to 
receive a copy.  Enter a Subject and click the Send button located at the bottom of 
the screen. 
 

 



 

 

 
At the top of your screen, you should receive a green highlighted message for a 
successful email transmission. 
 
 



 

 
 
To view an existing list, click the View List drop down menu.  Highlight the 
appropriate saved list and click the Apply Button. 
 

 



 

 
 
Your saved list of questions will appear and you will have multiple options available 
on this screen.  You will have the ability to email this list to your servicing HR 
Specialist, print the entire question list, delete individual questions or delete the 
entire question list. 



 
 

 
 
This completes the review of manipulating through the Question Library.  To go 
back to the main Question Selection screen, click the Question Selection cookie 
crumb located at the top of the screen. 


