[bookmark: _GoBack]WTTS Frequently Asked Questions (FAQs) – Requesting Office

· Why is it important to begin the hiring process in WTTS?
· Receiving a Login Error?
· How do I reset/change my password in WTTS?
· How do I unlock my password?
· How do I create a WTTS action?
· What is the WTTS ID?
· Can I create a WTTS action for an interdisciplinary position or multiple grade position?
· How do I update a WTTS action?
· How do I copy a WTTS action?
· What does the (#) Required for Publishing mean?
· What does the red asterisk (*) mean?
· How do I perform a Search?
· What are the vacancy announcement fields for?

[bookmark: 1]Why is it important to begin the hiring process in WTTS? 
The hiring process begins when a manager identifies a need to fill a position either as a result of a loss of an employee or due to a newly established position. WTTS provides the ability for managers and HR staff to track and monitor hiring activities through the various stages of the hiring process (e.g., projected vacancy, RFE generation, vacancy announcement, certificate issuance, etc.).

Receiving a Login Error?
If you've entered your UserID and password twice and still get a "login" error; check your UserID and password in FPPS. It may be time to change your FPPS password. Click the Verify/Change Password on the WTTS login page. You will be directed to the FPPS Change Password Utility screen. If you continue to have problems, contact your local SPOC.

How do I reset/change my password in WTTS? 
Your password for WTTS is the same as your password for FPPS. Therefore, when you change your password in FPPS, it automatically changes your password in WTTS.

How do I unlock my password? 
[bookmark: 5]To have your password reset, please contact your FPPS Security Point of Contact (SPOC).
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How do I create a WTTS action? 
To create a WTTS action, Click "Fill Vacancy" located on the top WTTS Menu Bar and complete the information on the screen. Up to 15 positions can be posted to be filled through the same action (e.g., Term Appointment).

What is the WTTS ID? 
This is a system-generated number that identifies the record. This field is also used to link information with other systems such as FPPS and automated vacancy announcement systems (AVAS).

[bookmark: 31]Can I create a WTTS action for an interdisciplinary position or multiple grade position? 
Yes. For example, if the job is a GS-0525 05/07/09 enter the following:
    Occ Series 1: Select 0525 from the table; Advertised Grade 1: Select 05
    Occ Series 2: Select 0525 from the table; Advertised Grade 2: Select 07
    Occ Series 3: Select 0525 from the table; Advertised Grade 2: Select 09
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How do I update a WTTS action? 
Click on the Edit [ E ] icon located under the Tools column (first column of the In-work Gains screen).

How do I copy a WTTS action? 
Click the Copy Icon [ C ] in the Tools column beside the WTTS action to copy, then follow screen instructions. Everything on the Position Info and Create Hire Action screens (excluding the FPPS transaction number) is copied into the new WTTS action. The new "copies" will be on the In-work Gains report.
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What does the (#) Required for Publishing mean? 
Fields identified with "#" are fields that require information input. The information required is generally data that is needed by FPPS and your Automated Vacancy Announcement System.
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What does the red asterisk (*) mean? 
These fields require information input before a record's Hiring Progress Indicators can reach 100%.
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[bookmark: 12]How do I perform a Search? 
Select "Search Gains" from either the Reports section on the WTTS Dashboard or the Reports dropdown on the WTTS Menu Bar.
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[bookmark: 10]What are the vacancy announcement fields for? 
[bookmark: 14]The vacancy announcement number will display once the vacancy has been announced. These fields are also used to make multiple selections from the same announcement.
