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Accessing the 
SO Module



 From the Home Dashboard the user will 
click on the Launch Pad and select 
“Selecting Official”
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 This will bring the user to the “Selecting 
Official” module 
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Pages in the SO 
Module



My Assigned Certificates 
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• “My Assigned Certificates” is where the Selecting 
Official/Hiring Manager will see certificates that are 
assigned to them directly



Question Selection 

• The “Question Selection” page allows the Selecting Official 
to easily Review, Perform Question Selection, Email 
Question Selection, Search, and Filter Questions 
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Vacancy Review 

• “Vacancy Review” gives a Selecting Official the ability to attach 
documents, and preview a vacancy via Hiring Management and 
USAJOBS

• The SO must be provided the Announcement Number in order 
to review the vacancy

• Once they are provided the Announcement Number they will be 
able to search for that specific vacancy only
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Actions within the 
Certificate 



Print Applicant Information (Bulk Actions)

• Selecting Official has the ability to Print Applicant Data Reports 
with the following criteria:
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Print All Applicant Data Report

• The output will be a PDF report of the criteria you selected:
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Applicant Detail View 

• Applicant Detail View offers the Selecting Official a seamless and 
easy to use view of the Applicants Details
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Applicant Detail View (Continued)

• The Selecting Official can also leave their detailed feedback on 
the candidate
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“How To” Information

• Under “Actions” in the top right corner the Selecting Official has 
access to a brief “How To” guide 
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Dispositions

• The Selecting Official will make their Dispositions on the 
certificate prior to submitting the certificate 
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Submitting the Certificate 
• Once the Selecting Official has reviewed the certificate 

they will submit their selections/additional requests back to 
HR 
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Thank You


