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Agency Guide to the Management and Applicant Information Resource System
Purpose of the Agency Guide

The purpose of this document isto provide agency users of MAIRS with an introduction to the system. This
document includes:
descriptions of the items on the menu bar that are beneficial to agencies,
explanations of common symbols and graphics used in the system,
detailedinformation regarding the certification process such as:

e requestingcertificates

e certificate mail merge process

e postingonline certificates, etc.
directions on how to find valuable applicant information such as:

e an address,

e work history, education, training

e classesappliedfor,

e applicant’sresponsesto eligibility and rating questions,

e exam schedulinginformation,

e scores,

e registersand certificatesan applicantis on,

e and helpful reference information.

MAIRS, while providing a wealth of useful applicant, register, certificate and reference information, isalso
very complex and can seemintimidatingat firstglance. However, the systemis actually very easy to
navigate when looking for needed information or to accomplish a variety of tasks. Related MAIRS functions
are logically grouped under several menu items, accessible from the menu bar on the Main Menu. Agency
users are encouraged to first read thisintroductory document, and then to spend some time exploring the
system by examining each menu item, as well as the many sub menus.
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MAIRS Logon Procedure

Mairs. Ink

Double-clickonthe MAIRS icon (see above) which should be located on the user’s desktop. The ‘Logon’
dialogbox shown below should appear.

MAIRS --Management and Applicant Information Resource Syst...

MAIRS - Management and Applicant
Infarmation Resource System
Logon

| Logan | | Change Pagsword | | Cancel |

Enter your ‘mainframe’ userid (the same userid used to access SAMII, etc). Then enter your password.
Press ‘Logon’ or press the ‘Enter’ key on the keyboard. The MAIRS main menu window should appear.

& MAIRS Management and Applicant Information Resource System |Z||E|E|

Application  JOA  Scheduling  Certification  Reference Information  Miscellaneous  Window  Help

T
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MAIRS Logon Procedure (cont’d.)

If the MAIRS main menu window does not appear but the following error is generated, you may not have
access to MAIRS. Have your agency’s MAIRS security contact send a requestto OA ITSD to have your

UserlID added to the MAIRS security group.

x|

TIRMO30E: Application failed - Updates have

1 backed oul
TIEMETIE: Unknown ermar accessing serve

QE. Save to -»

I o hern.msg

If the following error is generated, the UserID is invalid or has been revoked. A UserlD will be revoked
after four (4) unsuccessful password attempts. At that pointit becomesnecessaryto have the UserlD
reset. The usershould contact theiragency MAIRS contact person to have their UserID reset.

x|

TIRMO30E: Application failed - Updates have been backed ou
TIRMIOZE: Security: |rvalid User 1D

ak. Save to - I-::'xerr. msq
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MAIRS Logon Procedure (cont’d.)

A Users password will expire every 31 days (justas it does with SAMII). To change a password, click on
‘Change Password’ located at the bottom of the MAIRS logon window. The password rules are included on
the ‘Change Password’ screen as shown below. Once you have created your new password and reentered
it for verification purposes, click ‘OK’.

Change Password

Type in your new password, press the TAB key.
Fetype your new password where it zays:
Werify Mew Pazzward | then click on OF. buttan.

Change Pazzword

Mew Pazaward: | |

Werify Mew Passward:

RACF PASSWORD RULES
1. Pazswards will expire after 31 days.
2. Pazswards must contain bebween ¥ and B characters. At least
one of the characters must be alphabetic [4-F), and at lzast one

character must be numernc [0-3). Alphabetic characters also
include the national characters: #, $, and (=)

3. BACF will nat allove a uzer ta re-uge their last 32 pagswards.

4. BACF will revaoke a uzer id after 4 consecutive unsuccessiul
pagzward attempts.

Cancel
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Common Menu Buttons

Each window in MAIRS displays some or many of the ‘pushbuttons’ shown below. Pressinga ‘pushbutton’
will cause MAIRS to performa specificaction such as savinga data change, searching for information,
copying data, or deletinginformation

v

Copier — copies data from one place to another

Diskette — Saves new or changed information.

EI Door — Returns to the previous window or exits MAIRS if on the main menu.

History — Accesses historical information.

Home — Will return to the MAIRS main menu.

MESH — Accesses MESH (Merit Employment Service History) data, if any, for an applicant.

Magnifying Glass — Inquires/Searches forinformation.

B

Missouri — Accesses an applicant’s availability.

=

Refresh — When viewing historical data, will restore window to current data.

Note — Used to view or create notes (Only accessible by Division of Personnel Staff).

i Magnify/File — Search for other applications or for all positions at a ready to schedule status by
applicant.

¥| Down Chevron —Will move down to display the next page of data withina listing.

2| Up Chevron — Will move to the ‘top’ of a listing of displayed data.

||||| Trash Can — Willresultinselected data beingdeleted.
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Common Menu Buttons (cont’d.)

Blank Paper — Used to create a new data item.

D Button — De-selects (unselects) adata item.

Envelope — Will access an applicant’s name and address or create mailinglabels dependingon
which window accessed from.

E Plus Sign — Will display a listing of data for selection, such as class titles, etc.
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The MAIRS Main Menu

Access to MAIRS begins with the Main Menu. The system’s functionality is grouped into six broad categories, as
shown below (Application, JOA, Scheduling, Certification, Reference Information and Miscellaneous).

MAIRS Management and Applicant Information Resource System

Joa 3cheduling  Certification  Reference Information  Miscellaneous

Window  Help
Applicant &vailabilicy
Applical i

Applicant E and E Review
Application Listing
Application/Register History

[Data Entry »
Exam Hiskory

Positions By Applicant

Positions Pending Reaister additions
Search By MamefLast 4 of 550

Search By Status

Special Accommodations Review
Special Programs

Special Program Listing

The menu bars of many of the windows in MAIRS contain the element, Related Topics, which enables a user to
quickly ‘jump’ between one type of applicant information to another. For example, while using the Applicant Review
sub-menu item accessed from the Application menu item, a user can view an applicant’sregister information simply

by selecting Related Topics on the Applicant Review window and then clicking on Registers by Applicant (see
below).

W Applicant Review:

Actions  Letkers BEEEERNGW=N Reports  Window  Help

I] @ Applicant Availability
Applicant Characteristics

Applicant Exam Schedule

i MOTES: M
SSM [poooo E:carn Hiskory
I: g y Applicant |
Statuz | Active Current MESH Data Statuz Change Date  03/10/2008
Addresz
[123 AN T DwiN |
Ciw [JEFFERSON CITY | state [MO |
Zip [68101 | Country | v
E-mail &ddress |

Last Update Date 08/21./2009

By PHILBERT
Applications
Official Residence E&Se
c Date Recvd  App Ind Type
ty |COLE
i 03/10/2008 2 M MO ADD
State 04/03/2002 1 N

@) Ves O Mo
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The Application Menu

The Application menuitem, as suggested by the name, is a mechanism to access almostany data related to
an applicant’s applicationand is the MAIRS gateway to almost any information regarding an applicant. This
is the part of MAIRS from where application data are entered, viewed, processed, and searched.
Information about any applicant, such as availability foremployment, responses to online eligibility and
rating questions, application history, positions applied for, applicant’s name and address, etc., can be
located in most windows by simply enteringthe applicant’s social security number (SSN). In almost all
windows, with very few exceptions, the SSN must be entered including the dashes and precedingzeroes, as
shown here: 999-09-9999. Searchingfor application-related information canalso be initiated fromthe
Application menu.

B MAIRS Management and Applicant Information Resource System

el [=lafa g 108 Scheduling  Certification  Reference Information  Miscellaneous  Window  Help

Applicant Avwvailabilicy
Applicant Review
Applicant E and E Review

Application Listing
Application/Register Hiskory

Daka Enkry 4
Exarn Hiskory

Positions By Applicant

Positions Pending Register Additions
Search By MamefLast 4 of 558
Search By Sktatus

Special Accommodations Rewview
Special Programs

Special Program Lisking

10
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Applicant Review

A very useful sub-menu itemfor tracking the progress of an application is Applicant Review. From this sub-menu

item, data on all of an applicant’s applications can be accessed and viewed, as well as information regarding each
individual position on each application.

% Applicant Review

Actions  Letters  Related Topics  Reports  Windomw  Help

D= & [ElE &k

35N | 000-00-0130 Mame TEST, JUSTF HOTES: N
Statuz | Active w Statuz Change Date 03042008
Address
123 ANTWHERE
City [TEST TOwWN State [pM0
Zip [12345 | Countty | UNITED STATES v

E-mail Address | justftestizaal.cam

Last Update Date 0310/2008

By PHILEERT
Applications
Official Rezidence EaSe
Date Recwd App [td Type
Coaunt
o 03042008 4 ¥
State |MO 030/2003 3 M MO ADD
0302003 2 M
02/22/2008 1 M
Frimary Phone Secondary Phone Authorized TaWark In LISA

(®) Yes {IMo

To display basic applicant data, enter the applicant's SSN then press the 'Inquire’ icon on the toolbar, or press the
‘Enter’ key on the keyboard. Displayed information includes name and address, applicant status, official residence
information, primary and secondary phone numbers, current applications, and authorizationto work in the USA. An
applicant’s previous names may be viewed by pressing the ‘History’ icon. Applicant availability, exam scheduling,
exam history, register, and MESH data may be accessed via the Related Topics item on the Applicant Review menu
bar. If an applicant has registered with the EASe (Electronic Application System), a user can request a printable
report of the applicants’ application information by clicking the Reports item on the Applicant Review menu bar and
then clicking on ‘Applicant Information’. A “Y” under the ‘EASe Ind’ indicates that the applicant submitted the
application online. An “N” indicates a paper application. Attimes, you may encounter an application that indicates
“NO ADD” under the ‘Type’ of application. These records (applications) have been created by the Division of
Personnel for internal use only and are not used to determine anapplicant’s eligibility.

11




Agency Guide to the Management and Applicant Information Resource System
Application Review

MAIRS users can also view data regarding a specificapplication by accessing the Application Review
window. Information regarding the status of the application, the job classifications associated with that
application, felony/misdemeanorinformation, veterans/parental preference information, whetheran
applicant has everbeendischarged from employment, and information regarding an applicant’s education,
training, internships, certificates/licenses, work history, etc. can be found.

 Application Review

Actions Letters Reports  Window  Help
=E=e BM o
S5M 000-00-0130 Marne TEST.JUSTF
&pplication Mumber 4 ] Motes M Regular Application [ Priet Lestter Eaze Apply Ind
E Cit
Date Recsived 03/10/2008 ey
07 Exam City
Status Application Completed - High School Completed Ind
Status Lhg Date 031872008 Highest Grade Completed
Felary Indicatar izdemeanor Indicator
Ove on || Ove ©
Dizcharged/4sked To Resign Weteran Pref Foints
@0 Os5 Q10 Updated:
Mumber OF Tests 2 [] Parental Pref Score
[]waive Time Limit [] 5 pecial Accommodations Updated
Date Entered P Clazz Title
FROEATION AND PARDLE as JlIPY Updated:
03A10/2008 FROBATION AMD PAROLE ASE =&
Updated: 03/10/2008
< >
¥
Azzign Position ] [ Detaill ]
[ Remove ]

The user would simply double-click on the desired application date in the ‘Applications’ box inthe lower
right corner of the Applicant Review window (previous page) to display the Application Review window
(shownabove). A usercan alsosearch for other applications with the same job classification by selectinga
job class on the Application Review window and then clicking ‘Search’ (file/magnifying glass) on the
Application Review toolbar. If applicable, a user could evenview an applicant’s Merit Employee Service
History (MESH) by clickingthe “M” on the toolbar. Ifan applicant has registered with the EASe (Electronic
Application System), a user can request a printable report of the applicants’ applicationinformation by
clickingthe Reports item on the Application Review menu bar and then clickingon ‘Applicant Information’.

12
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Application Review (cont’d.)

Users can also search for otherapplications that contain the same job classification by clicking on the job
classification title onthe Application Review window and then clicking the ‘Search’ button (filing cabinet
with magnifying glass) (see previous page).

B Application Search Results

Application Ma. [Date Recerved
K] 0502/ 2005: -

2h 03/13/2008

41 05/14/2007
42 06/20/2007 %

Cancel

According to the Application Search Results window, there were four applications that contain the job
classification of Probation and Parole Assistant|. By selectinga specific‘Application No.” and clicking ‘OK’,
that specificapplication and job class are displayed onthe Application Review window.

13
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Application Class Detail

The Application Class Detail window provides a multitude of information regarding the job class applied for. The
user can find information regarding the position status (eligible, pending information, ineligible online, ineligible-lack
experience, etc.) as well as the position history, MESH (Merit Employee Service History) data if applicable, whether
the applicant is currently on the open and/or promotional registers, whether the class is currently open or closed
(open or promotional), test and final score information, specialty codes assigned, the reviewing analyst if appropriate
(if an applicant applied online, the applicants ID may be displayed rather than the reviewing analysts’ name).

o Application Class Detail

Actions  Letters  Related Topics  Window  Help

= ol

Class Tie Index Mo, 5118 Other Register
PROBATION AND PAROLE ASSISTANT | Type
Open Fegister [] Pramational Register
Shatus Eligible w Statuz | Pending Processing w
Status Chy Date 031042008 Status Change Date
Currently on Open B egizter Currently o Prom Register
) Mo Addition D ate ) Mo Addition D ate
ives E «piration [ ate OYes E xpiration D1 ate
Date Entered 0341042008 Open Class Pramotional Class
Schedule Priorty Code Open Date  01/03/2007 Open Date
Cloze Date Cloze Date
Frint Matification v
Test Ak /P Specialtiez
O aM wintten Test Date
O FM Performance Test Date ||
) No Fref Open Final Score 850
From Final Score
[ CEPAR-house
[ M

Reviewing Analyst 00309248

Accessing information specific to a job classification is as simple as double-clicking on the desired job class on the
Application Review window (previous page). This brings up the Application Class Detail window shown above. This
applicant is currently not active on the register for Probation and Parole Assistant I. The job class has been opened

since January 3, 2007 on an open competitive basis. It has never been announced promotionally as evidenced by the
lack of an open or close datein the ‘Promotional Class’ field.

Other information can be obtained by selecting Related Topics from the Application Class Detail menu bar.

14
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Applicant E and E Review

Anothersub-menuitem found under the Application menu is the Applicant E and E Review item. With this
item, a usercan view the eligibility and rating responses of an applicantthat applied online fora particular

job classification.

# MAIRS Management and Applicant Information Resource System

el [eEli g J08  Scheduling  Certification  Reference InFormation  Miscellaneous  Window  Help

Applicant Availability
Applicant Review

Applicant E and E Re

Application Lisking
Daka Entry

Exarn Hiskary
Positions By Applicant

Search By Skatus

Special Programs
Special Program Listing

Application/Fegister History

Paositions Pending Register Additions
Search Bw Mame/Last 4 of 550

Special Accommodations Rewview

15
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Applicant E and E Review (cont’d.)

To view an applicant’sresponses to the eligibility and rating questions presented online, enterthe SSN of
the applicantand thenclick ‘Inquire’ or press the ‘Enter’ key on the keyboard. Clickon the application date
of the application that contains the job classification you are inquiringabout, and then click on the job class
in the ‘Title’ box. The applicant’sanswers are displayed on the right side of the window.

Answer Types: L = Eligibility
E = Education
X = Experience

pplicant E and E Review

Actions NECELERENEEN Feport  WWindow  Help

¢ !

S5M | 000-00-0130 Mame TEST,JUSTF

Application Class Detail
IIIIIIIII -| rl n.:

Application Sequence Anzwer [uestion Anzwer
D ate MHurmnber Tupe Murnber Arzwer Walue
03/10/2008 L 1 1 70
0341072008 3 EAndE Score E 1 1 35
03M10/2008 2 850 E 2 2 1]
0242272008 1 Y 1 4 44
= 2 2 3

Title
FROBATION AMD PAROLE ASSISTANT |

FROBATION AMD PAROLE ASSISTAMT I

Score Exam

A user has the option of printing a report of the applicants’ answers to eligibility and rating questionsfor
specificjob classifications by selecting Report from the Applicant E and E Review menu bar. A specificjob
classification must be highlightedin order for the Report optionto be enabled. While all of the applications
are displayed and all of the job classifications associated with each application are available for selection,
not all job classifications have been converted to the online application process; therefore, selecting certain
job classifications may result in no answers beingdisplayed on the window.

A user can access the actual web questionsfor a specificjob class by selecting the Related Topics menu
item from the Applicant E and E Review menu bar and then selecting Web Questions (see next page).

16
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Web Questions

The Web Questions window allows a user to view the questions and choices for any job classification that has been
implemented online through EASe.

¥ Weh Questions
Actions WEENGREN Report  Window  Help

i u Class List Ref
D Applicant E and E Review

Clazs Tite  PROBATIOM AMD PARDLE ASSISTAMT |

[uestion Type Eligibility hd

Gluestion Mo 1 wieb Choices

Cuestion Fleaze check the box that best describes vour qualificationz. [check only ong)

010307

When accessing the Web Questions from the Applicant E and E Review window, the job classification selected on
the Applicant E and E Review window will appear when you open Web Questions. The user can select which
question they want to view by selecting ‘Eligibility’, ‘Education’ or ‘Experience’ from the ‘Question Type’ drop down
box. There will only be one ‘Eligibility’ question per job class. Ifa job class only has a written examination
component, there will be no ‘Education’ or ‘Experience’ questions. If ajob class has an Education and Experience
component, there will be two ‘Education’ questions and two ‘Experience’ questions. To view a specific ‘Education’ or
‘Experience’ question, the user would enter the question number in the ‘Question No.’ field (i.e. if you want to view
the first ‘Education’ question, enter a ‘1’ in the ‘Question No.’ field). Inorder to view the web choices (responses
available to applicants) for a particular question, click “Web Choices’ on theright side of the Web Questions window.
The “Web Choices List” will appear. To view a complete web choice, double click on the choice you wish to view.
When finished viewing the choices, close out of the window. A user canalso print a report of the questions for a
particular job class by selecting the Report item from the Web Questions menubar. A word document of the
questions will be created and displayed at which point the user can print. Further details can be found on pages 136-
139

17
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Application/Register History

The Application/Register History window providesthe user with a history of an applicant’s register
statuses for a particular job classification. Information regarding the registertype, registerstatus change
date, final grade, availability type and the number of extensions the applicant has been granted is also
available.

& MAIRS Management and Applicant Information Resource System

Pl ([=lafe g 108 Scheduling  Certification  Reference Information  Miscellaneous  Window  Help

Applicant Avwvailabilicy
Applicant Review
Applicant E and E Revigw
L Application Lisking

Daka Enkry [ 3
Exam Histary

Positions By Applicant

Positions Pending Register Additions
Search By MamefLast ¢ of 550

Search By Status

Special Accommodations Rewview
Special Programs

Special Program Lisking
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Application/Register History (cont’d.)

To access an applicant’sregister history, select Application/Register History from the Application menu.
Enter the SSN of the applicantin questionand then click ‘Inquire’ or press ‘Enter’ on the keyboard. Access
to a particular job class is gained through the selection of the appropriate application date and then the
specificjob class the useris inquiringabout. Informationregarding that particular job class is then
displayedinthe ‘Register History’ box. By clicking on a class title that has a register history, user’s can print
a report of that history by selectingthe ‘Report’ option from the menu bar.

2 Application/Register History

Actions WHEEERNGEEN Report  Window  Help
Applicant Review
ﬁ Exam History By Applicant i
l
35N |000-00-0130 Mame TEST,JUSTF i
Applications
4 [13/10/2008 L
Agency 3 03102008
o 2 03/10/2008
DOrganization 1 02/22/2008
Prozition
Title Open Statuz
FROBATION &ND PAROLE 85515 ELIGIELE E
FROBATIOM AMD PAROLE ASSISTANT Il ELIGIBLE
< >
¥l
Feaister History
Type Status Statuz Change Final Availlibility Mo,
Date Grade Type Ext
0 WO LOMGER ELIGIELE 03/10/2008 8h.0 ] B
o ACTIVE 03/10/2008 8a.0 ]
T ol

The Applicant Review and Exam History By Applicant windows can be accessed from the Related Topics
item on the Application/Register History menu bar.

19
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Exam History/Exam History By Applicant

As the window name implies, users are able to view an applicant’s exam history. Information available
wouldinclude the exam date, attendance, scores and preference points. The Exam History By Applicant
window can be accessed by choosing Exam History from the Application menu.

# MAIRS Management and Applicant Information Resource System

Evulel(fw=w g 1i0d,  Scheduling  Certification  Reference Information  Miscellaneous  Window  Help

Applicant Availability

Applicant Rewview

Applicant E and E Review

Application Listing

ApplicationfRegister Histary

Data Enkry 4
Exam Histary

Paositions By Applicant

Positions Pending Reagister Additions
Search By MamefLast 4 of 55M

| Gearch By Status

Special Accommodations Review
Special Programs

Special Program Listing
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Exam History/Exam History By Applicant (cont’d.)

Enter the SSN of the applicantin questionand click ‘Inquire’ or press ‘Enter’ on the keyboard. Each of the
job classifications thatan applicant applied for will appear in the ‘Title’ box. By selectinga job classification
from the ‘Title’ box, the exam history of that specificjob classification will appearin the lower portion of
the Exam History By Applicant window. If no information appears, that applicant was eitherdetermined
ineligible forthe job class or they have not completed the necessary examination process. Keepinmind
that “Examination” could referto eitherthe written/performance/oral process or the Education and
Experience (E&E) rating process. Therefore, if the information displayed does not contain an examination
date, it istypicallyan E&E process. A user can identify the numberof times an applicant was scheduled or
appliedfor ajob class and the scores they received. They can also identify whetheran applicant was
absent from an examination and/or isreceiving veterans or parental preference points.

B Exam History By Applicant

Actions NEEEEGRGEETEN Report  Window  Help

f

Certificate History
Current MESH Data
Reqisters By &pplicant |

SEN |TTTTTNE

Title
Current
ACADEMIC TEACHER | e
ACCOUNT CLERE |
ACCOUNT CLEREK 11 Yeterans Pref Score &
ACCOUMTANT I
ACCOUNTIMG AMALYST NI
ACTIWITY AIDE |
ACTIITY &IDE I
ADMINISTRATIVE OFFICE SUPPORT ASSISTANT
CaPITOL POLICE COMMUNICATIONS OPERATOR b
Exam Wi Final  PromFinal  ‘writen E/E Oral Perf Vet Pref Prnt
Date sbs Wdr Shithnd  Score Score Score Score Scare Score Pref
070742007 N 0.0 0.0 0.0 (A1) 0.0 0.0 1] 1]
01./05/2008 N 1] oan 1] oo oan 1] 1] 1]
03/08/2008 N 0.0 0.0 0.0 (A1) 0.0 0.0 1] 1]

A complete report of an applicant’s exam history (see next page) can be accessed from the Report item on
the menubar. The Certificate History, Current MESH Data and Registers by Applicant windows can be
accessed from the Related Topics item on the menu bar.
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Exam History/Exam History By Applicant (cont’d.)

- ReportDate:-August-21,-2009 -+ STATE-OF-MISSOURI -+ Paget 1
-+ —+ Offi f:Administration]
-+ -+ Division-of Personnelf]
-+ Management-and-Applicant Information Resource SystemT
=
Exam-HistoryT
L

TEST,-JUST-A -+ SEN--#EE_FEOOO0T
1234 FIFTH-5TT
ANYWHERE - MO--650009
-

- EXAM — WRITTEN+ E&E — PERF - ORAL - ‘FINAL: — PROMT
CLASS N DATE —+ ABS—+ WD -+ SCORE -+ SCORE -+ SCORE -+ SCORE + YP— PP —+ GRADE — FINAL-sY
c -
ACCOUNT-CLERE T ..o Tttt 03-08-2008 0. Y ..omis S TR S TR S ST S EO SPTRIES SURIIF SO S P 1
ACCOUNTCLERKT.. Y LAOT-03-2008 Y on —+. : DU ¥ DU ¥ : okt h -
ACCOUNTLCLERKI.. LAOT-07-2007 e Y o =+ =+ ... .
c
ACCOUNTANT I oo T 03-08-2008 = Y . omo S ek TODL S ST S EOUO ST SO SO S P S 1
c
ACTIVITYAIDET...
ACTIVITY-AIDE-
ACTIVITYAIDET...
T
ACTIVITVAIDE T .o Bt e B ST ST SR ... TG0
T

ADMINISTRATIVE OFFICE-SUPPORT-ASSISTANT..
ADMINISTRATIVE OFFICE-SUPPORT ASSISTANT.
ADMINISTRATIVE OFFICE-SUPPORT-ASSISTANT..
ADMINISTRATIVE OFFICE-SUPPORT-ASSISTANT...
ADMIMISTRATIVE OFFICE-SUPPORT-ASSISTANT...

L4
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Positions By Applicant

If an agency user were interested inidentifyingall of the job classificationsthat an applicantapplied for,
they could do so by selecting the Positions By Applicant item from the Application menu.

% MAIRS Management and Applicant Information Resource System
Ofale(=lal g 108 Scheduling  Certification  Reference Information  Miscellaneous  Window  Help

Applicant Ay ailabilicy
Applicant Review

Applicant E and E Review

] Application Listing

ApplicationfF.egister Hiskary

Daka Entry [ 3
Exam Hiskary

Positions By Applicant

Positions Pending Reqgister Additions
Search By MamefLast 4 of 55M
Search By Skatus

Special Accommodations Revigw
Special Programs

Special Program Lisking
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Positions By Applicant (cont’d.)

To access all of the positions an applicant has applied for, simply enterthe social security numberin the
space provided on the Positions By Applicant window.

“¥ Positions by Applicant

Actions  Related Topics  wWindow  Help

Q& I

S5 | 000-00-0130 Mame TEST.JUSTF
_ Eaze L
Class Title Ind Application Date
: ACADEMIC TEACHER | 2] 034104 2004
ACADEMIC TEACHER | M 03/10/2008
UMEMOWHN M 02/22/2008
PROBATIOM AND PARDLE ASSISTANT I i 03A0/2008
PROBATIOM AND PARDLE ASSISTANT | i 03A0/2008

The applicant information will automatically appear after enteringthe last digit of the SSN. Itis not
necessaryto click ‘Inquire’. Once the Positions By Applicant informationis displayed, a user can view more
detailedinformation about a specificjob classification by double clickingon a ‘Class Title’ at which point the
Application Class Detail window for that job class will be displayed. The user can verify an applicant’s
eligibility forthe job class as well as current registerinformation, whetherthe job class is open or closed for
recruitment, any specialty codes assigned, examand score information, etc. (See page 14 for further
details regarding the Application Class Detail window.)
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Applicant Search By Name/Last 4 of SSN

One beneficial function of MAIRS is the ability to search for an applicant with only limited information. The
Applicant Search By Name/Last 4 of SSN window is a good place to start and can be accessed from the
Application menu.

% MAIRS Management and Applicant Information Resource System

ffalel (=100 g 108 Scheduling  Certification  Reference Information  Miscellaneous  Window  Help

Applicant Availability

Applicant Feview

Applicant E and E Review

Application Listing

Application/Reaqister Hiskory

Daka Entry [ 3
Exam Hiskary

Positions By Applicant

Positions Pending Reqister Additions

Search By MamnefLast 4 of S50

Search By Skatus

Special Accommodations Review
Special Programs

Special Program Lisking
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Applicant Search By Name/Last 4 of SSN (cont’d.)

To performa search, inputthe applicant’s last name, and first name if available, in the ‘Applicant Name’
field. Acomma must separate last name from first name. Click ‘Inquire’ or press the ‘Enter’ key. Names of
applicants that meetthe search criteria will appear in the ‘Name/SSN’ box.

OR
To search by the last four digits of an SSN, enterthe last four digitsin the ‘Last 4 of SSN’ field. Click ‘Inquire’
or pressthe ‘Enter’ key. Generally, there will be more than one applicantwith the same last four digits.
Therefore, it isimportant to match other identifyinginformation of an applicant when usingthis search
option (i.e.last four digitsand name match).

k3 Applicant Search By Hame/lLast 4 of S5H
Actions Related Topics  Window  Help

a, @

Applicant Wame [ Exact Match
or

Last 4 of S5M:

Mame 55M

TEST.JUST A 000-00-0011 s E
TEST.JUSTE 00o0-00-0082
TEST.JUSTC 987-65-4321
TEST.JUSTD 000-00-0133
TEST.JUSTE 000-00-0132
TEST.JUSTF 000-00-0130 ﬂ
TEST.JUST G 000-00-0131 4

The Related Topics item inthe menu bar can provide access to specificinformation regardingan applicant
such as availability information, certificate history, MESH data, etc. This can be done by selectingan
applicants’ name from the list, clicking Related Topics and thenselectingthe area of informationyou are
interestedin.
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The JOA Menu

The JOA (Job Opportunity Announcement) menuitem providesthe opportunity to view an agency’s job

opportunity announcements at various stages (status’s) of completion. Agencies may also requestto open
positions for recruitmentfrom the JOA menu.

% MAIRS Management and Applicant Information Resource System

Application PPN Scheduling  Certification  Reference Information  Miscellaneous

&,I J0A Agency Request |

Window  Help
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JOA Agency Request

Agencies can submit and review on-line requests for positions to be opened for recruitment by selecting the Agency
JOA Request item under the JOA menu.

# Agency JOA Request
Actions  Window Help

4

Status Code | EXNMIG— J0 Number |0

Clazz Title JOA& Request Mo JOA Mo Date Requested
CLAIMS ExaMINER FO05 13395 08A12/2009 - E
SOIL SCIEMTIST IW 004 9296 0aA2/20049
SOILSCIEMTIST I 7004 9295 0g/A2/2009
SOIL SCIENTIST NI 7004 9896 08A2/2009
SOILSCIEMTIST I FO04 9296 0841242009
CLAIMS SUPERVISOR 1IN FO03 13392 08/05/2004
CLAIMS SUPERVISOR I o0z 13392 084052009
DESIGN EMGIMEER 11 F0m 13391 084042009
MAIMTENANCE WORKER | 000 13230 0g/03/2004
MAIMTEMAMCE WORKER Il F000 13290 084032009
DEVELOPMENTAL ASSISTANT I E999 12360 07/24/2009
< > ﬂ

Information available includes the class title of the position, the JOA request number (internal MAIRS number), the
JOA number (published JOA number), the date the announcement wasrequested and the status of the JOA. JOAs
may be searched by any of the following statuses:

All
Initial Entry
Agency Review
Ready for DOP Review
Under Review
Approved to be Announced
Not to be Announced
Completed

Select the desired status from the drop down list and then press ‘Inquire’ on the tool bar. If the user knows the JOA
number, they can accessthat JOA by entering the ‘JOA Number’ in the space provided and pressing ‘Inquire’.

Details of a JOA request may be viewed by simply double clicking on the desired ‘Class Title’. The Create/Update JOA
Request window (see next page) will appear. The Create/Update JOARequest window provides specific details
regarding the JOA request for that ‘Class Title’.

Agency Users can also requesta JOA by pressing ‘New’ (sheet of paper) on the toolbar. A Create/Update
JOA Request window will opento allow the user to enter specificinformation regardingthe JOA they are
requesting (see nextpage).
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Create/Update JOA Request

B Create/Update JOA Request E|
Statuz Chg Date
JOA Request Mo 7007 Status Code | |ikal Entry
05842142003
Class Title [ Eligibles Recruited

. Fecommended Recruitment Period
Location of Yacancoy

Agency 00 () Open Continuous

(&) Minimum Time

Organization | 2350 () Other

Recruitrment Activilies

[ Courties | i
(%) Metwarking

() Newspaper Advertizements

Announcement Type Wacancy Count O Mane
.. O Other Other Text
{(®) Open Competitive Cunent
) Promotional Announcements Meeded
Anticipated

{(#) Usual Distribution

O ot

R equester
Name MAIRS] Examination Components
{(®) Use Current
Tit'E M.":"-'HS."'E.":".SE ﬂDM'N OEstainsha’Ehange
Fhone | (573)522-8663 | E/CText | |Exam Components
‘ Ok ‘ ‘ Additional Comments ‘ ‘ DOP Review ‘ Cloze ‘

The ‘Location of Vacancy’ will automatically be generated with the users Agency/Org. information as well
as the ‘Requester’ information when accessing a new Create/Update JOA Request window. The user
should complete the other fields on the Create/Update JOA Request window. Ifselectingthe
‘Promotional’ optionunder ‘Announcement Type’, the user should designate whetherthe promotional
opportunityis ‘Department Wide’ by checkingthe box indicated. If ‘Department Wide’is not checked, only
those applicants currently employedinthe ‘Organization’ indicated under ‘Location of Vacancy’ will be
allowedto apply. If ‘Department Wide’ is checked, any applicant employedinthe ‘Department’ indicated
under ‘Location of Vacancy’ will be allowed to apply. Once all of the necessary fields are completed (i.e.
counties, announcementtype, vacancy count, recruitment period, recruitment activities, etc.), setthe new
JOA Requestto the desired status (Agency Review, Ready for DOP Review, etc.), then press ‘OK’ to save the
information. Press ‘Close’ to exit out of the Create/Update JOA Request window.
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The Scheduling Menu

A variety of applicant exam schedulinginformation may be found under the Scheduling menuitem.
Examples of the type of schedulinginformationinclude exams, dates, times, locations and exam status
which can be found by selecting the Applicant Exam Schedule option from the Scheduling menu. Other
items within the Scheduling menu, all of which are utilized by the Division of Personnel, include exam
scheduling management, exam scoring and monitoring.

& MAIRS Management and Applicant Information Resource System

Window  Help

Applicant Rescheduling
Class Priority Scheduling
Examn Boollets Meeded
Exarn Dekail Review
Exam Rejeckions

Examn Schedule
Reqgister Rejections
Schedule Manager
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Agency Guide to the Management and Applicant Information Resource System
Applicant Exam Schedule

The Applicant Exam Schedule window provides written exam schedulinginformation about an applicant.
Such informationincludes current applications and classes, the exam booklet code, exam scheduling status,
the type of exam, as well as the date, time, city and location of the exam.

o Applicant Exam Schedule
Actions  Related Topics  Window Help

S5N | 000-00-0011 Mame  TEST.JUST &
Search Test Date

Booklet
Code
[3/10,/2008  APPLICATICIN ACCOUMNT CLERK | AE E

ApplD Date Recvd Eligible Clasz Titlles

04/03/2003  APPLICATION

Status Date Type Cla==s Title
READY TO SCHEDULE W ACCOUNT CLERKI

To access an applicant’s examinformation, enterthe SSN in the field providedto listthe applicant's
applications and the dates they were received. Selectthe desired applicationinorder to listthe classes
associated with that application. Selecta class to display exam schedulinginformation such as the status,

type, time, city and location of exam. A search can also be done by enteringa specificexam date inthe
field provided.

EXAM STATUSES
Ready to Schedule —Applicant has been determined eligible and is ready to be scheduled for an
examination.
Awaiting Exam Scores — Applicant has been scheduled for the examination.
Awaiting Final Grade — Applicant has taken the examination but the final grade has not been computed
yet.
Ready to Print — The grade notice is ready to be sent to the applicant.
Completed — The examination process is completed.

To display all positions an applicant is ready to be scheduled for, click ‘Positions Ready to Schedule’
(file/magnifying class) located on the toolbar.
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The Certification Menu

The Certification menu, inadditionto the on-line certificate request capability, also consists of the means
to examine existing certificates using a variety of criteria, as well as investigate the lists of applicants on any
selected register. One of the most excitingcomponents of MAIRS is the on-line entry, review and
processing of certificates. Career progression promotions may also be requested on-line. The Certification
menu, as shown below, also provides access to an applicant’s certificate history, current registersand
disqualificationinformation; and displays applicants on any register. Only those areas of benefit to agency
users are described in this guide.

T MAIRS Management and Applicant Information Resource System [Z||E|E|

Application 104 Scheduling NeEGEEEEEGN Feference Information  Miscellaneous  Window  Help

E,I Applicants Already Appointed

Career Prag

Certificate Hiskary
Certificate Request
Disqualification
Disqualification Listing
Cutstanding Certificates
Recompute Final Score
Reqister By Applicant
Reqister Lisk

Request Exclusion

Request Exclusion Listing
Woid Regisker
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Agency Career Progression Request

Agencies can submit a career progression request online by selecting Career Progression from the

Certification menu (see previous page) to display the Agency Career Progression Request window shown
below.

& Apency Career Progression Request
Actions Related Topics  Window Help

T

Status Code |Initial Review w| Name

Hame Agency
LAMBERT. APRIL K. SOCIAL SERVICES-OPERATIMG IMITIAL EMTRY E

Clicking ‘New’ (sheet of paper) on the tool bar of the Agency Career progression Request window shown
above will display the Create/Update Career Progression Request window (see next page).
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Agency Guide to the Management and Applicant Information Resource System
Agency Career Progression Request (cont’d.)

Completion of the Create/Update Career Progression Request window is necessaryin order to gain
approval by the Division of Personnel foran employee’s career progression. It may be necessary for the
agency to contact the Division of Personnel/Certification Unit to establish an employee recordin MAIRS
before proceeding.

B Create/Update Career Progression Request E|
Location Entry Date | 08/24/2003
Agency 300 OFFICE ADMIMISTRATION-O0FER Status Code
Organization | 2350 | DIv OF PERSOMNEL Initial Fievievs v

Statuz Chg Date  08/24/2009
Contact

Phane | (57315228563

Perzon |DOP
Employes
33N poo-o0-0011 Mame

Current

Title

Pozition Contral Mo

Propozed

Title

Pozition Contral Mao. Eff Date

’ Ok, ] ’DEIF' Nu:utes] ’.-’-‘-.ssu:uciated Eriteria]

The ‘Location’ and ‘Contact’ data defaultto the Users identifyinginformation. Enterthe social security
number of the employee inthe ‘Employee’ box. In the ‘Current’ box, selectthe employee’s currentclass by
pressingthe ‘Plus’ (+) to the right of ‘Title’. This will display the Class Title List window (see next page).
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Create/Update Career Progression Request/Class Title List (cont’d.)

The user can search for the appropriate ‘Class Title’ by entering the first few characters of the title for
which they are searching and then clicking ‘Search’. Selectthe class title from the liston the left. It should
appearin the ‘Selected Titles’ box onthe right. If you’ve selected the wrong title, highlight the class titlein
the ‘Selected Titles’ box, click ‘Remove’ and then select the correct class title from the liston the left. Once
you have selected the appropriate class title, click ‘Ok’.

¥ Class Title List

Class Title ArCC

Pogition Mumber l:l

MHurnber Title Selected Titles

0415 ACCOUMT CLERK | - ﬂ ACCOUNTING AMALYST |
0416 ACCOUMNT CLERKII E
0417 ACCOUMNTANT | y
0413 ACCOUNTANT I

015 ACCOUMTANT Il

1089 ACCOUNTING AMALYST |
1468 ACCOUMNTING ANALYST Il

1076 ACCOUMNTING ANALYST Il

1793 ACCOUMTING SPECIALIST |

1734 ACCOUMTING SPECIALIST II

1795 ACCOUMTING SPECIALIST NI

0832 ACTRITY AIDE | b

£ |

|
| %
3
[l
| %
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Create/Update Career Progression Request (cont’d.)

The class title will appear inthe ‘Current’ box. Fillin the current ‘Position Control No.” for that employee.
Likewise, complete the informationinthe ‘Proposed’ box, but also enterthe proposed effective date of the
career progression into the ‘Eff Date’ box.

M Create/Update Career Progression Reguest rg|

Laocation Entry D ate 03/24/2009

Agency OFFICE ADMIMISTRATION-O0FER Status Code

Organization | 2350 DIV OF PERSOMMEL Iritial Fesview w |

Statuz Chg Date  08/24/2009
Contact

Phone [[573)522.8863 |

Perzon |DEIF'

Employes

55N | ooo-o0-0011 Mame | TEST,JUSTA

Current

Title  ACCOUMTIMNG AMALYST |

Pogition Contral Mo, | |

Propozed
Tite  ACCOUMTING ANALYST I
Position Contral Mo, |234234 | Eff Date | 03401/2003

’ (]S ] ’DDF‘ Nu:utes] ’.ﬁ.aanciated Eriteria]
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Agency Guide to the Management and Applicant Information Resource System
Create/Update Career Progression Request (cont’d.)

Agencies must indicate the basis for the requested career progression promotion. This isdone by pressing
the ‘Promotion Basis’ button located at the bottom of the Create/Update Career Progression Request
window (see previous page).

B Promotion Basis £ |

The pramotion represents a nomal career pragression from a
o
clazz in which the employee holds or has held regular status,

[Under thiz itern, progreszsion to the next higher level in an
eztablizhed occupational job senes agency staffing plans,
patterns in filing pozitions or abzence of an established
occupational job zenes for the higher clagzs are taken into
conzideration. ]

[ The employes haz been in an approved trainee aszignment in
the pozition for which career progreszsion promotion iz propozed.

The employes has zpecific experience and/or training, not

[] normally poszeszsed by other job applicantz, which renders
career progression promation to be in the best interest of the
ztate, as shown by

[ FRead Comments...

Selectthe statementthat bestappliesthen press ‘OK’ to return to the Create/Update Career Progression
Request window.
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Create/Update Career Progression Request (cont’d.)

Once the requestis completed, setthe status from “Initial Review” to either “Agency Review”, for further
review by the agency; or set the status to “Ready for DOP Review”, forreview and approval by the Division
of Personnel. Press ‘Ok’ and then ‘Close’ to exitthe Create/Update Career Progression Request window.

M Create/Update Career, Progression Request rg|
Location Entry Date 08/24/2009
figency OFFICE ADMIMISTRATIOM-OPER Status Code
Orgarnization | 2350 DY OF PERSOMMEL Initial Review V|
Statuz Chg Date  03/24/2009
Contact
Phone |[B73)522-8663 |
Person |DEIF'
Employes
33N | 000-00-0011 Name |
Current
Title  ACCOUNTING AMALYST |
Pozition Control Mo, | |
Propozed
Title  ACCOUNTING ANALYST I
Pozition Caontrol Mo, |234234 | Eff Date |09/01/2009
’ Ok ] ’DEIF' Nu:utes] ’ Azzociated Criteria ]
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Certificate History

The certificate history of an applicant can be viewed by selecting Certificate History from the Certification
menu. Informationwillinclude the certificate number; agency; organization; certificate date; register
addition date; certificate type; class title; county; and the current status of any certificate the applicant has
appeared on.

& MAIRS Management and Applicant Information Resource System

Application 104 Scheduling BN Reference Information  Miscellaneous  Window  Help

._é’-jl Applicants Already Appointed

Career Progression

Certtificate Request
Disqualification
Disqualification Lisking
Cutstanding Certificates
Recompute Final Score
Reqister By Applicant
Reqiskter Lisk

Request Exclusion
Request Exclusion Listing
Void Reqgisker
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Agency Guide to the Management and Applicant Information Resource System
Certificate History (cont’d.)

Enter the SSN in the field provided. The user can view the certificate history of an applicant by ‘Agency’,
‘Current Certification’, ‘Class Title’ and/or ‘Certificate Action’. Checkingthe ‘Current Certificate’ check box
will display only those certificates that have not been audited by the Division of Personnel.

¥ Certificate History

Actions  Related Topics  Report  Window  Help

a0 &

55N | 000-00-0011 M arme

Agency I:I [ Current Certificate

Class Title

Certificate Action
Certificate  Agency Org  Certificate Date Register add  Cert

MHumber [rate Type

0311121 650 SEOD  OB/26/2003 01 /27/2008 ] ACTIMITY AIDE NI ” E
0210951 650 SEOD  0OB/2342003 01 /27/2008 ] ACTIMITY AIDE NI — | 1=
0331 B30 FUOD  06/20/2008 01/27/2006 ACTIMITY AIDE NI =

580 0502/ 2003

ADMIMNISTRATIVE OFFICE SLIPPORT &
HUMAN RELATIOMS OFFICER |

CAPITOL POLICE COMMUMICATIONS C
CAPITOL POLICE COMMUMICATIONS C
ADMIMISTRATIVE OFFICE SUPPORT &

93 2932 0442342003 0341042007
0303473 $2 2020 0440342003 061942007
0307307 $2 2030 03/24/2003 061942007
0306562 996 2100 02/06/2003 12/06/2007

| > ﬂ

oooo

|
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Certificate History (cont’d.)

Double clickingon a specificcertificate (see Certificate History window on previous page) will display

information such as the requestingagency/org., the certificate action, vacancy county and the final score of
the applicantas shown below. Exitthe Additional Information window by clicking ‘OK’.

B i dditional Information E'
Mame P
Requesting
Agency 580 HEALTH & SEMIOR SERVICES-OPER

Organization 4101 BUDGET SERVICES & AMALYSIS

Certifizate

Action  UMUSED

Wacancy County COLE Final Score a5.0

Ok
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Certificate Request

Agenciescan view a list of existing certificates, as well as create new certificates by selecting Certificate
Request from the Certification menu.

% MAIRS Management and Applicant Information Resource System

Application 124  Scheduling BeEREiEGN Reference Information  Miscellaneous  Window  Help

._é’-jl Applicants Already Appointed

Career Progression

Certificate History
&q
Disqualification
Disqualification Listing
Cutstanding Certificates
Recompute Final Score
Reqister By Applicant
Reqister Lisk
Request Exclusion

Request Exclusion Lisking
Void Reqgister
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Agency Certificate Request

The Agency Certificate Request window enablesan agency to search and list existing certificatesina
variety of ways. All of an agency’s certificates can be listed; or, certificates may be searched and listed by
selectingthe desired status and class title. Anindividual certificate may be listed by simply enteringthe
requestnumber (i.e.0606724) in the Request No. box at which point a Create Update Certificate Request
window will automatically appear (see next page). To initiate othersearches press ‘Inquire’ onthe tool bar.
Information listed includes the class title, certificate request number, county where positionislocated,
status of the certificate, the certificate entry date and the certificate expiration date. The actual certificate
requestcan be viewed by double-clicking onthe desired certificate. This will again open the Create Update
Certificate Request window (see next page).

e Agency Certificate Request

Actions  Sort wWindow  Help
-
Statuz | Al w Igraore Trial Certificates
Class Title
Agency Request Mo
Organization
Clazz Title Agy Org Request County
Mo

MURSIMNG &55ISTANT I 212 4530 10010583 PHELPS - E
CHILDREM'S SERVICE WORKER I 896 2375 10010588 JACKSOM
STOREKEEPER | 931 3962 1001086 RAMDOLPH
OFFICE SUFPORT ASSISTAMT [CLERICAL) 931 3965 10010583 WASHIMGTOM
SUPPLY MAMAGER | a1z 2090 1001051 LAWREMCE
ACCOUMTAMT | 780 2400 1001048 COLE
MAIMTEMAMCE WORKER 11 B50  HADD 1001045 ST, LOUIS CO.
OFFICE SUFPORT ASSISTAMT [KEYBOARDIMG) E50  SLOO 1001043 ST.LOUIS CO.
PROGRAM SPECIALIST Il [MEMTAL HEALTH| B50 2300 1001042 ST.LOWIS CITY
CHILD SUPPORT SPECIALIST 8386 2300 1001041 COLE

COQK Il 931 399 100037 PIKE

SPECIaL EDUCATION TEACHER 111 BE0 Ha00 1001032 ST.LOUISCO. ™
< » ¥
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Create Update Certificate Request

M Create Update Certificate Request E|
Request Mo 1001065 Entry Date [ Trial Certificate
Statuz w Statuz Chg Date
Certificate Type Pazition Type
Requestn

4 o [] Reinstatement I Full Time
&

gency | [ open [] Rreemploy [ Part Time

Org I:l Promation I:‘ Tranzfer I:‘ Temparary
[] Agency wide [ 5ummer

Class Titl
Murmber OF Y acancies 0 Propozed Pay Rate Q.00
Mumber of Candidates 0 Premium Fay Rate 0.00 Differentials

Certify To Score 0o DOF Received

] Provisional Suthorized Certificate Sant

Provigional Mot duthorized
[ Provisional Not Autharize Certificate Clozing

[ Fregister Exhausted [] Additianal Candidates

] Register Exhausted/Provizsional Not Authorized

Creation of a certificate request begins by pressing ‘New’ button (sheet of paper) on the Agency Certificate Request
toolbar (see previous page). The Create Update Certificate Request window shown above will appear. Entering the
requested information, selecting the desired certificate status, most commonly ‘Ready for DOP (Division of
Personnel) Review’, and pressing ‘OK’ will generallyresult in the certificate statusautomatically being set to
‘Generate Eligibles List’. At that status a search of the MAIRS database begins for applicants who meet the criteria
enteredon the certificate request. If there are any remarksin the ‘Remarks’ section of the request, if the position
type is temporary and/or summer, or if the request involves a register thatis coded for specialties, the certificate
status will remain at ‘Ready for DOP Review’ and the eligibles list will not be generated. Once DOP reviews the
certificate request and everything is in order, they will set the status to ‘Generate Eligibles List’ at which time the
eligibles list will be generated. With the exception of some of the larger registers, providing a listing of eligibles
typically takes less than a minute.

Following are step-by-step instructions for requesting a certificate:

1. Select the Certificate Request item from the Certification menu on the menu bar to display the Agency

Certificate Request window.
2. Click on the ‘New’ icon on the tool bar. The certificate number is automatically assigned by the system.

3. MAIRSwill automatically set the status of the certificate to ‘Initial Entry’ as the new certificate request is
being created.
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Create Update Certificate Request (cont’d.)

M Create Update Certificate Request E|
Request Mo 1001065 Entry Date [ Trial Certificate
Status w Statuz Chg Date
Certificate Type Pazition Type
R equestin

H | [ Reinstatement I Full Time
A

gency | [Jopen [ Reemploy [ Part Time

Org D Promotion I:l Tranzfer I:‘ Termpararn
[ Agency wide [ Summer

Class Title
Murnber Of W acancies n Fropozed Pay R ate Q.00
MHumber of Candidates 0 Premium Fap Rate 0.0o Differentialz

Certify To Score 0.0 DOP Recaived

[] Provisional Authorized Cerificats Sant

Provizional Mot Authorized
[ Provisional Not Authrize Certificate Clozing

[ Register Exhausted [ Additianal Candidates

[] Register Exhausted/Provisional Mot Authorized

4. If the certificate isa Trial Certificate, clickthe ‘Trial Certificate’ checkbox (upperright corner of the
window).

5. The Agency and Organization codes will defaultto the codes of the agency user. Selectthe ‘Class
Title’ for the certificate request by clickingon the ‘+’ to openthe Class List Reference window.
Once the title has beenselected and you have exited the Class List Reference window, press ‘Ok’ in
the lower center of the Create Update Certificate Request window to populate the ‘Requesting
Agency and Org’ codes. Departmental personnel staff can change these codes.

6. Clickthe appropriate checkbox of the desired ‘Certificate Type’: ‘Reinstatement, Open, Promotion,
Reemployment, and/or Transfer’. If ‘Promotion’ is checked, MAIRS will generate a list of names of
your divisional employeesfromthe applicable register. If you wish a list of your departmental
employees, checkthe ‘Promotion’ box AND the ‘Agency Wide’ box.

7. Clickthe appropriate checkbox of the desired ‘Position Type’ (check only one type): Full Time, Part
Time, Temporary or Summer.
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Ml Create Update Certificate Request

Fequest Mo 1001065

Status | w
Requesting

Agency D

Clazz Title

Murnber OF W acancies El
MHurnber of Candidates El
Certify Ta Score

[ Prowisional Autharized
[ Prowisional Mot duthorized
[ Register Exhasted

[] Register E shausted/Provisional Mot Autharized

Agency Guide to the Management and Applicant Information Resource System
Create Update Certificate Request (cont’d.)

Entry Drate

Statuz Chg Date

Certificate Type

[] Reinstatement

] Open ] Resmploy
[] Promation [ Transfer
[ gency wide

Proposed Pap Rate
Premiurm Pay R ate
DOP Received
Certificats Sent
Certifizate Clazing

[] &dditional Candidates

0.aa Differentislz

[ ]
[ ]

x]

[ Trial Certificate

Poszition Type
CIFull Time
[ Part Time
] Temparary
[ Summer

8. Enterthe ‘Proposed Pay Rate’ by pressing ‘Pay Rates’, selecting the desired rate from the Pay Grid
Display window, and pressing ‘Ok’. When applicable, a‘Premium Pay Rate’ may be selectedinthe

same manner by cl

ickingon ‘Differentials’.

M Pay Grid Display

Class Title
ACADEMIC TEACHER |

Grade Code (17

Semi-tanthly

timirunn S alary 115250

Semi-tanthly
Mawirurn 5 alary 1612350
Pay Step Semi-taonthly
Code Pay Fate
D 1.152.50 ~
E 1.172.50 =
F 1.191.50 =
G 1.210.00
H 1.232.50
| 1.254.00
J 1.276.00 b

3
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Create Update Certificate Request (cont’d.)

M Create Update Certificate Request

Request Mo 1001065

Status | w
Fequesting

Agerey ||

o0 [

Clazs Title

Mumber OF W acancies EI

Mumber of Candidates El
Certify Ta Scare

[ Provisional Authaorized
[ Provisional Mot Authorized
[IReqister Exhausted

[C1Register Exhausted/Provisional Mot Autharized

Entry Date [] Trial Certificate

Statuz Chg Date

Certifizate Type Fuozition Type
[ Reinstatement [CIFull Time
[10pen [] Reemploy []Part Time
[ Promation [ Transfer [ Temporany
[ &gency Wide [ Summer

Proposed Pay Rate 0.00

Premium Pay Fate 0.00

DOP Received

Certificate Sent I:l

Certifizate Clozing I:l

[] Additional Candidates

[x]

9. Selectthe county where the vacancy exists by clicking ‘Vacancy Location’, selecting the county from
the County List window, and then pressing ‘OK’. From the subsequent Vacancy Location window,
the location may be confirmed by pressing ‘Return’. If an error occurred inthe initial selection of
the vacancy location, you can delete the incorrect county by pressing ‘Remove’ and then selectthe

correct county location by pressing ‘Counties’ toreturn to the County List window.

F County List

Caounty Hame Selected Caunties

CALLawaY ~ COLE
CAMDEN

CAPE GIRARDEAU
CARROLL

CED&R
CHARITOM

CHRISTIAN
CLARK.
CLay
CLINTON

CRAWENRN —

[ statewite | [ sean | N [ cancal

)
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Create Update Certificate Request (cont’d.)

Bl Create Update Certificate Request rgl
ReguestMo 1001065 Entry Date [] Trial Certificate
Status | W Status Chg Date
Certificate Tupe Pasition Type
Requestin

q a4 [] Reinstatement [T Full Time
&

gency D [ 0pen [ Reemplay [JPart Time

Drg I:I [ Promation [ Transfer [ Temparary
[] Agency Wide [ S urmmer

Class Title
Mumber Of ¥acancies EI Propozed Pay Rate 0.oo
Mumber of Candidates EI Premium Pay Rate 0.oo Differentials

Certify Ta Score DOP Received

[ Provisional Authorized Caificate Sent I:I
Provisional Mot Authorized

[ Provisianal Not Authorize Centificate Closing I:I

[ Register Eshausted [ &dditional Candidates

[ Riegister E xhausted/Provizional Mot Autharized

10. With the exceptionof Trial Certificates, a valid PMS number must be entered for eachvacancy asindicated inthe
‘Number of Vacancies’ box. Press ‘PMS Positions’ to display the PMS Positions window. Enter thevalidPMS numberin
the ‘New PMS Number’ box. The PMS number, itself, shouldcontainanynecessary dashes. Click‘Ok’ to add each PMS
number to the ‘Selected PMS Numbers’ box. Specialties, if applicable, canbe selected by first highlightingthe PMS
number inthe ‘Selected PMS Numbers’ box, then clicking on the desired specialty(ies) inthe ‘Possible Specialties’ box.
Then clickon ‘€ Select<<<’ which moves the selected specialtyto the ‘Sel ected Specialties’ boxinthe center of the
window. If multiple specialties are selected, MAIRS willgenerate a list of applicants who possess atleastone of the
codes selected. Ifthe positionrequires applicants to possess all the specialty codes selected, click on the ‘Must Possess
All Specialties’ boxat the top of the PMS Positions window. When all PMSnumbers have been added and all s pecialties
havebeen selected, press ‘Return’.

M PMS Positions 3
Mew PMS Mumber || | [ Ok l [ Must Possess All Specialties
Selected Specialties Possible Specialiss
Selected PMS Mumbers Code  Description Code Description
ACCOO02 1435 ADULT EDUCATION AMD LITERAL: A
ACCOOT4 1465 CAREER COUMSELING |

0032 ELEMENTARY EDUCATION

1428 ENGLISH 312

1423 MATHEMATICS 312

0001 MO SPECIALTY

1427 OTHER CERTIFICATION

1471 PHYSICAL EDUCATION

1430 S0OCIAL SCIENCE 912

1432 UNIFIED 5CI - BIOLOGY 312 bs
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Create Update Certificate Request (cont’d.)

11.

12.

13.

14.

Bl Create Update Certificate Request g|
Fequest Mo 1001065 Entry Drate [ Trial Certific:ate
Status | v Statuz Chg Date

Certificate Type Pozition Type
R equestin
™ g [ Reinstaterment I Full Time
Agency D .
[ 0pen ] Reemploy ] Part Time
Ora l:l [ Promotion [ Transfer [ Temparary
[ Agency wide [ Surimer
Class Title
Mumber OF Wacancies EI Propozed Pay Fiate n0.oo
MHumber of Candidates EI Fremium Pay Fate n0.oo Differentials
Certify To Score DOP Received
[ Pravisional duthorized Certificate Sent I:I
Provisional Mat Authorized
[ Provisional Not Authorize Certificate Closing |:|
[ Regiter Exhasted [] Addtional Candidstes
] Register Exhausted/Pravisional Mot Authorized

Once back on the Create Update Certificate Request window, enter the number of vacanciesfor which the
certificate is requested into the ‘Number of Vacancies’ box. The default is 1.

Enterthe number of candidates desired to appear on the certificate into the ‘Number of Candidates’ box.
The default is 40.

If an agency wishes, they may certify down to a specific score by entering a score in the ‘Certify To Score’
field rather than entering the number of candidates in the ‘Number of Candidates’ field.

Remarks may be added to the certificate request by clicking ‘Remarks’, and entering remarks in the
Certificate Remarks window. Typically, remarks are required if the agencyis pulling a certificate for a
broadband manager class or from a register that is coded for specialties. In this case, enter the org. number
associated with the position code number. However, the ‘Remarks’ box canalso be used as a communication
tool between the agency and the Division of Personnel when circumstanceswarrant. Please note that if
remarks are entered, the certificate will not generate immediately. The certificate will be held at “Ready for
DOP Review” until the Certification Section has readand reviewed the remarkentered.

M Certificate Remarks &l
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Create Update Certificate Request (cont’d.)

15.

16.

M Create Update Certificate Request g|
Fequest Mo 1001065 Entry Date [ Trial Certificate
Status W Status Chg Date

_ Certificate Type Pozition Type

Requesting [ Reinstatement [CJFull Time

Agency ! [10pen [ Reemplay [T Part Time

Urg [ Promation [ Transker [ Temporary
[ sgency wide [ Summer

Class Tife

Murnber Of Y acancies 1] Propozed Pay Rate 0.00

Mumber of Candidates 1] Fremium Pay R ate 0.00

Certify To Score o0 O0OP Recsived

[ Provisional Sutharized Cerificate Sent

[T Provisional Mat Authorized Certficate Closing

[ Register Exhavsted [] Addtional Candidates

[T Register E xhausted/Provisional Naot Authorized

A certificate may be cancelled only while the certificate status is set to ‘Initial Entry or Agency
Review’. Ifthe certificate isat any other status, contact the Division of Personnel to cancel.

When the certificate requestis complete, setthe Status to ‘Agency Review’ for further examination
by the requestingagency, if desired. Otherwise, setthe status to ‘Ready for DOP Review’. Unless
certain certification conditions require furtherreview by the Division of Personnel (i.e. if there are
any remarks in the remarks section of the request, if the position type is temporary and/or summer,
if the requestinvolves a registerthat is coded for specialties), MAIRS will automatically set the
status to ‘Generate Eligibles List’. When the eligibleslistis generated, the status will change to
‘Certificate Issued to Agency.” The remainingfieldsinthe Create Update Certificate Request
window are completed by MAIRS, dependingupona number of certification factors. Special
attention should be givento the ‘Provisional Authorized’, ‘Provisional Not Authorized’, ‘Register
Exhausted’ and ‘Register Exhausted/Provisional Not Authorized’ boxes after the certificate has been
issued. A checked box will communicate vital information regarding otherpossible appointment
methods.
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Create Update Certificate Request (cont’d.)

17. Toview the list of eligibles, click ‘Eligibles List’ at the bottom of the Create Update Certificate Request
window. The information presented in the Certificate Eligibles List window includes the Order No. (on the
certificate), the Final Score, SSN, Name, Type, Band Ind (for Broadbanded classes) and the Agency Action
reported for each eligible (an agency action must be entered by the agency before returning the certificate to
the Division of Personnel for auditing and typically reports the response of the applicant to the agency’s
letter of inquiry, i.e. declination, waiver, failure-to-comply, etc.) ‘Type’ refers to the type of register/list from
which the eligible was selected. ‘Type’ codes and explanations are shown below.

= Certificate Eligibles List
Actions Print Sort  Related Topics  window  Help

._

Request Mumber 1000528 MHurmber of Availables in Selection Group 15
Clazs Title ACADEMIC TEACHER | Lowest Scare Certified 240
Certificate Sent  08/12/2009 Propozed Pay Rate  $1,152.50- 161250

Yacancy Location  COLE

Order  Final S5M Mame Type BandInd Agency Action
Mo, Scoe
1 4 KIMSOLVING, AMNA S RE e E
2 4 STEVENSOM, KEMMETH ' RE
3 4 WRIGHT, BEVERLY J RE
4 4 OWERBY, LISA G RE
51040 3 MARTIM, JACK L aF
g 1040 4 BaRSEY, CAROLE aF
7 o990 5 LaREW, MARE. O aF
g 930 3 KRISHMA, SANTOSH aF
9 940 4 MEWTOM., JACKIE D aF
10 940 & FEVER, CATHRYM L aF
11 940 3 LaME, HaMCy K aF
12 940 4 DUMM, GARRYJ aF
13 940 4 LOYD, SOMITA J aF
14 940 & WOLGAST, LARRY A aF
15 910 4 JOMES, MARTHA L aF
16 9.0 4 IBRAHIM, MARAM M aF
17 90 4 LUEBBERT. TERRY L aF
18 90 4 GATEWOOD, LOUISE aF ™
< >

* Musgt Succeszfully Complete Examination Prior to Appointment,

Eligiblz Create.f’LIpdatel [ Agzzign Unused Action ] I.&ssign Conzidered Action
Register Type Codes
Online Printed
Certificate List Certificate List

Codes Codes Explanation
oP OPEN Open register
PP PROMOTIONAL Promotional portion of the

PORTION open register

PR PROMOTIONAL Promotional register
RE REINSTATEMENT  Reinstatement register
RM REEMPLOYMENT Reemployment list
TR TRANSFER Transfer list
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MAIRS can printa listing of the certificate for an agency’s use. Microsoft Word must be installed on
the User’s PCin order for this feature to be operational. A printed listing of the certificate may be
produced by selecting Print from the menu bar of the Certificate Eligibles List, then choosing the
printingorder desired: eitheralphabetically by name, or descending order by final grade. When
determiningyourselection group for appointment, ALWAYS use the “Order No.” print option of the
eligibleslist. (Example of printed certificate shown on next page.)

(Important Note: When requesting a printed certificate from MAIRS, Microsoft Word must

not be running. MAIRS, itself, will open Word to create the printed certificate.)

i & Certificate Eligibles List

ElS Sort

B g il order Mo

Ackions Related Topics  Windomw  Help

Flequest Mumber 1000828 Mumber of &vailsbles in Selection Group 15 [ Exclude Agency Action
Clazs Title ACADEMIC TEACHER | Lowest Score Certified g4.0
Certificate Sent  08/12/2009 Fropozed Pay Rate  $1,15250-1,612.50 I

Wacahcy Location  COLE

Order  Final 55N Mame Type BandlInd Agency Action
Mo, Score
1 4 KINSOLVING, ANMNA 5 RE ~ E
2 4 STEWEMSOM, KENMETH " RE
3 4 WRIGHT, BEWVERLY J RE
4 4 OWERBY, LISA G RE
51040 3 MARTIN, JACK L opP
E 1040 4 B&RSEY, CAROLE ap
7 930 85 LAREW, MaRE. O ap
8 980 3 FRISHMA, SANTOSH opP
9 940 4 HEWTOM, JACKIE D ap
10 340 &5 FEVER, CATHRYM L ap
11 940 3 LAME, MANCY K opP
12 340 4 DUNM, GARRY J ap
13 940 4 LOYD, SOMITAJ opP
14 340 & WOLGAST, LARRY A ap
15 90 4 JOMES, MARTHA L ap
16 910 4 IBRAHIM, MARLAM b opP
17 90 4 LUEBEBERT. TERRY L ap
18 90 4 GATEWOOD, LOUIS E ap b
< >

* bust Successfully Complete Examination Prior to Appaintment.

Eligible Ereatex’Updatel [ Azsigh Unused Action l [.t'-‘«ssign Consziderad Action
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Printing and Mail Merging (cont’d.)

CERTIFICATE NUMBER: 1000519
CERTIFICATE SENT: 07-29-2009 NO TE: Applicant must begin work by 10-27-2009

AUTHORIZED SELECTION GROUP: 15 available eligibles

REQUESTING AGENCY: CORRECTIONS-OPERATING /JCCC-JC
CLASSTITLE: COOK Il

POSITIONTYPE: FULL-TIME

LOCATION: COLE

PROPOSED PAY RATE: $916.00 - $1,230.00

PREMIUM: $1,025.92 - $1,377.60

----------------------------------------------------------------------------------------------------------------------------------------------------------- WORLEY,
DAVID G #1 OPEN P (573)644-2724 92.3
609 BROADWAY APT A SSN; ***-**.2281 S (573)645-2158
JEFFERSON CITY, MO 65101

e-mail: Worleyd97 @yahoo.com

GENSLER, WILLIAM E #2 OPEN P (573)301-2313 89.5
208 MARSHALL STREET APT.9-B SSN; ***_**.1493 S

JEFFERSON CITY, MO 65101

e-mail: bgnjcmo7@peoplepc.com

STOUT, ROCHELLE A #3 OPEN P (573)645-5972 87.3
3907 DEWBERRY DR APT D SSN; ***-**.0258 S (573)659-5019
JEFFERSON CITY, MO 65109

e-mail: shingabiss@yahoo.com

OLIVARES, DEBORAH L #4 OPEN P (573)464-4714 86.5
322 INDIAN MEADOW DRIVE SSN; ***_**.4837 S (573)680-6604
JEFFERSON CITY, MO 65101

e-mail: deborah.olivares@hotmail.com

DAVIS, TIMOTHY M #5 OPEN P (503)468-9588 86.3
3911 SCARBOROUGH WAY SSN: ***_**_.6691 S

JEFFERSON CITY, MO 65109

e-mail: luv4lyphe@yahoo.com

DUNSEITH, ROBERT D #6 OPEN P (573)443-3578 85.5
220 CO. RD. 408 SSN; ***.**.8397 S (573)864-0217
HARRISBURG, MO 65256

e-mail: Rddunseith@centurytel.net

JAME SON, RICHARD #7 OPEN P (417)350-3372 85.0
PO BOX 1025 SSN:; ***._**_1672 S

CAMDENTON, MO 65020

e-mail: rirch3@yahoo.com

MAY, LINDA L #8 OPEN P 84.3
160 HYW FF SSN; ***-**.4200 S (573)280-8980

ELDON, MO 65026
e-mail: linda_may@att.net
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Printing and Mail Merging (cont’d.)

In the process of printinga certificate listing (sample on previous page), MAIRS creates a comma-delimited
file. Previously thisfile was created on the user’s hard drive (‘C:\CertElig.txt’). With the MAIRS upgrades
performed on September24, 2008, thisfile can be created on a differentdrive (i.e. C:\temp or K:\temp).
The user’s IT contact is responsible for the placement of this file on the user’'s computer and should
notify the user of its whereabouts.

% K:\temp EE|
'f;:

File Edit Vew Favorites Tools Help

Q Back - ? ) 'ir

/ | Search = Foldars Ev @Folder SYnC

address |3 temp A a G0 Links *
Falders X Mame Size  Type Date Maodified L
# () Div of Personnel Y ‘Ejappfile.doc 1 KB Microsaft Office Wao..,  &6/16/09 5:51 &M
+ ) Excel Documents 'ﬂjnpplications.doc S3KE Microsoft Office Wa... 6/16/09 3:51 AM
# [[3) GF Pay Analysis June 2004 B certElig. doc S51KE Microsoft Office Wo...  9{30/05 1:09 PM
# |C7) 1a_Installers IEﬂCertHistReport.l:Ioc 35KB Microsoft Office Wa..,  10/2/08 9:47 AM
= [C5) MAIRS Info & Instructions IEIJ(Zertifin:ation.cloc S3KE Microsoft Office Wo... 3/4/09 2:04 PM
# |C7) Budget concerns IEﬂE>t:amHistRe|:n:nr't.t:loc 57 KB Microsoft Office Wa... 8/21/0912:43 PM
# ) MAIRS 052007 EMHAMCE Iﬂjjacquelynswyers.doc 82 KB Microsoft Office Wo..,  6/29/0% 2:06 AM
# [[5) MAIRS Enhancements 2009 B kiarataylorpayne. doc 54 KB Microsoft Office Wo...  &/16/09 2:09 PM
# () MAIRS Instruckions IEﬂlisaferguson.doc G4 KB Microsoft Office Wao...  6/16/09 3:01 PIM
4 |[7) MAIRS Letters IEﬂl‘~'1ESHDataReport.t:h:-c 57 KB Microsoft Office Wao..,  7/15/09 3:20 AM
# |) MAIRS PROBLEM 060509 IEﬂf'\lOTIFIL’_.\?\TIOI‘-.I TO APPEAR FOR INTERVIEW.doc 183 KB Microsoft Office Wa...  5/27/09 3:54 PM
4 |) MAIRS USERS lﬂjrebeccawelch.doc 188 KB Microsoft Office Wao...  &/18/09 11:27 AM
# (3 on-Line Application B Register History Report.doc 117KE  Microsoft Office Wo..,  6/30/09 6:08 aM
# |7 Cerk Letkers IEﬂReqisterHistReport.t:loc 57 KB Microsoft Office Wao..,  7/13/0% &:20 AM
# () CERT REPCRTS IEﬂsharonsheparcl.cloc 75 KE  Microsoft Office Wo...  6/18/09 7:28 aM
# [ COTINFO IEﬂS|:|3cialtyC0ch3List.cloc 57 KB Microsoft Office Wo..,  &/11/0% 931 AM
| [[3) COIREPORTS l%ﬂuserinfo.doc 1 KB Microsoft Office Wwo... 6f16/095:51 AM
() DESKTOP DOCUMENTS ‘*_!jDQDSDSﬁ.docx 17 KB  Microsoft Office Wo..,  10/8/08 551 AM
# |7 ExaménalysisData |IlEJDQDSD‘%S.CIDCX 16 KB Microsoft Office Wo...  10/8/08 7:09 AlM
# [) FROMT PAGE WEE BACKUP ‘*_!jDQDSSDS.docx 16 KE  Microsoft Office Wao..,  5/29/09 10:10 Al
# (3 Leave Folder ‘lfjﬂgﬂ?%zdocx 11 KB Microsoft Office Wo... B/3/09 9:56 AM
# ) Misc Dacuments IllE(ZertElig.chx 16 KE  Microsoft Office Wa.,,  S/26/092:19 PM
[ Missouri Maps [£] applicant_e_snd_e bxt 1KE Text Document 7/6/09 12:42 PM
# [C3) MEW JOA PAGE =] appReq.kxt 1 KB  Text Document 9/25/08 1:13 PM
# 03 old C drive =] AppRegHist txt 1 KB Text Document 9/25/05 1:13 PM
+ |5 OM LIME APP DOCUMENTS §1 Cert.bxt 1KB Text Document 10/2/03 9:47 AM
# [() Paper Application B CertElig 6 KB  Text Document 8/25/09 11:11 AM
+ =) PERForM Info §1 CertHIST kxt SKB Text Document 10/2/03 9:43 AM
# (3 persfold %) CertInfa.txt 1 KB Text Document g/25/09 11:11 AM
+ |5 profile 51 e, bxk 1KB Text Document G/21/09 12:45 P
# [C7) Reqister Lists 2] EXAMHIST kxt SKB Text Document g/21/09 12:43 PM
+ |7) restore 51 MESH. bxk 1KB Text Document FI15/09 5:20 AM
=l I temp 5_1 MESHDATA, Exk 3kE  Text Document FHE/09 820 AM
# |2) CalorieKing Mutrition and Exercie =) RegHist txt 2FKB  Text Document 7113/09 8:20 AM
#| |5 WebPublish 2] Register txt 1 KB Text Document FILE/09 520 AM
¥ % naapp.zip 7 2| SpecialtyCodeList . kxt 3KE Text Document S/11/099:30 AM
¢ 5 2] web_question, kxt SKE Text Document Sf12/0% 10:58 AM 2
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I CertElig.txt - Notepad g@@

File Edit Format Yiew Help

MORLEY, DAVID G,*xx—x*x-2281,(573)644-2724,(573)645-2158,609 BROADYAY »
APT A ’ +»JEFFERSOH

CITY,HO,65181, ,O0PEN,92.3,,, , ,.,B
,——@,Worleyd97@yahoo.com,B8.00,1,1000519,C00K II,5916.00 -
1230.00,51025.92 - 1377.680,

GENSLER, WILLIAM E,*®*x-xx-1403,(573)301-2313, ,288 MARSHALL
STREET APT. 9-B , ,JEFFERSON
CITY,HD,651081, ,OPEN,89.5,,, , ,,B

,——B8,bgnjcmo7@peoplepc.com,B8.08,2,1080519,CO0K I1,59016.88 -
12308.80,%1825 .92 - 1377.60,

STOUT, ROCHELLE A,%*x*—*%-@258 _ (573)645-5972,(573)659-5019,39087 DEWBERRY
DR APT D . »JEFFERSOH
CITY,HD,65189, ,O0PEH,87.3,,, 5, ,.B
»——8,shingabiss@yahoo.com,B.608,3,1080519,C00K I1,%916.88 -
12308.80,51825 .92 - 1377.60,

OLIVARES, DEBORAH L ,***—xx-4837 , (573)464-4714,(5723)680-6604,322 IHDIAH

HEADOW DRIVE . »JEFFERSOH
CITY,HD,65181, ,O0PEH,86.5,,, , ,.B
,——@,deborah.olivares@hotmail .com,d. 80, 4,100860519,C00K II,5%916.88 -
1238.808,51025 .92 - 1377.60, w

As shown above, the file may contain the followingapplicantinformation: Last Name, First Name, Social
Security Number, Primary Phone Number (if any), Secondary Phone Number (if any), Address Line 1,
AddressLine 2 (if any), City, State, Zip Code, Extended Zip Code, Register Type Code, Final Grade, Layoff
Agency*, Layoff Organization*, Indicator, Agency Action, Action Text, BroadBand Indicator, Appointment
Date, Email Address, Salary, order no., certificate no., class title, proposed pay range, premium pay range
and country (if not United States). As indicated above, the fields are comma delimited. Where justa
comma appears, no information was available forthat field.

*Information shown for eligibles on Reinstatement registers

The mail merge process requires the creation of an auto text entry/building block of the comma-delimited
fields, adata source and a mail merge letter. Pages 56-111 contain the steps necessary for this process.
Instructions are provided for Word 2003 and Word 2007. Some agencies have experienced problems with
creating auto text/building block entries, which are usedin the creation of a data source within Word 2003
and 2007; therefore, a new process for creating a data source using Excel has also been provided (pages—
97-111 - while instructions are provided using Excel 2007, the process is very similarfor Excel 2003).
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Printing and Mail Merging (cont’d.)

CERTIFICATE MAIL MERGE PROCESS — MS Word 2003

DELETING AN EXISTING AUTOTEXT ENTRY (Word 2003)

1. Openablank Word document. Click “Insert”, “AutoText” and then “AutoText”.

T Document? - Microsoft Word
File Edit WView | Inse H

NiH B9 Break

Format Tools Table Window

&
LE_T ;J ~ ] AutoText 'I

«

I < AutoText..

Ao 2B B Symbol..

:
= Picture 3
HaS| % Ba@ Attention Line
@ Hypedink. Ctl+i

Type aquestion forhelp - X

[x] C . Closing
HeadesrFooter

Mailing Instructions

Normal

Referenice Line

Salutation

H[ Bubject Line

- v v v v v w v

N

= a[z]= @ 4

Draw= g | AutoShepes= N\ W [ O A dl &1 8] & &'ﬁ'é'ET—fEH

All Entties = HNew... H

Page 1 Sec 1 1/1 At 1" Ln 1 Col 1 REC TRE EXT OWR

2. Selectthe appropriate AutoText entry from the list provided (in thisexample “certheaderold”). Once

AutoCorrect

AukoCorrect | AuboFormat As You Type I
AukaText | AukboFormat Smart Tags
[V show AutoComplete suggestions
/ adg || L

ﬂ Delete d
Sty Toe(bar |

(CERTIFIED MAIL
Preview

Lname, fhame, sen phl phid, adde], adde2 city, state
Jzip, xzip, regtype fiz lagy, lorg indicator, agyactio

n,agyacttext, bhind, apptdate, email salary ¥

Loak in: IAII active templates j /
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CREATING A NEW AUTOTEXT ENTRY (Word 2003)

1. To create a new AutoTextentry, highlightthe string of text below (includes new headerfields

(proposedpay,premiumpay,country) from the upgradesto MAIRS on June 8, 2009). Copy and paste the
string of textinto a blank Word document.

Lname,fname,ssn,ph1,ph2,addrl,addr2,city,state,zip,xzip,regtype,fg,lagy,lorg,indicator,agyaction,agyacttex
t,bbind,apptdate,email,salary,order,certnum,class, proposedpay, premiumpay,country

2. Once you have pastedthe string of textin the blank Word document, highlightit, click on “Insert”,
“AutoText”, and then “New”.

D p nsofl ord . = e
File Edit Wiew \ [nsert | Format  Tools ble Window Help Type a question forhelp » %
DNEHRS Break... ij 9 - (4 -| ¥ Close MAIRS Repoge’ @, 4 (1 (& 2 [0 [ 1] E:=f

N AutoText » P T
L4 N El = | S\ AutoText.. =l AEEE| 2 @ ||
Symbol... - = . .
PP g == = | Cilew.. AU+F3 M E 0y By By & z
R Picture 3 .
H S| % EaH Attention Line E i= E
W Hypedink. Otk

[ S

Refetenice Line

Salutation 3

Subject Line (Wtpe, £
Jematl galary, order,certnum,

&
)
- ¥
= &zl = aﬂ;l +
Draw~ L | AutoShapes~ ™ ™ [] (0 ] alﬂ {:S gl & iy - R E H All Entries - Mew... H
Page 1 Sec 1 i/1 At 1" lmi col1 REC TRK EXT ovi G4

3. Name your AutoTextentry and click OK. Your new AutoText entry has now been created.

Create AutoText E3 | /

Word whill create an AukoText entry
From the current selection,

Please name your AutoText ent

Icerthéader
O, Zancel |
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HOW TO CREATE THE MAIL MERGE DATA SOURCE (Word 2003)

(Note: The information below may vary slightly from what you see on your PC depending on which version
of Microsoft Word you are using.)

1. Complete your certificate request, and select “print” and “order no.” from the Certificate Eligibles List
window in MAIRS. Behindthe scenes, this creates the file “CertElig.txt” on a drive set up by your IT
contact (i.e. “C:\temp\CertElig.txt”, “K:\temp\CertElig.txt”, etc.)

Open a blank MS Word document. In Word, open the “CertElig.txt” file. If you don’t see “CertElig.txt”
listed, change the field “Files of Type” by using the drop dgwn arrow to show “All Files”.

D x
Loak in: IJ Emp A @ -~ 3 q_z X 4 i~ Tools~
W afpfile: doc ¥ RegighHistReport.doc
g Iéapplicant.html lE_Wus info.doc
My Recent [Z] aphlicant_e_and etst (5] Aeb_question.tst
Dacuments J.-’-‘«p lications. doc
e
Desktop
My Documents
1
r!"
My Compuker
. 3 |
- - Qpen -
My Mekwork
Places Files of type: |al Files (* *) =r Cancel I
4
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HOW TO CREATE THE MAIL MERGE DATA SOURCE (Word 2003)

Place your cursor inthe very firstline before the firstapplicants’ record. Insert the auto textentry
created earlier. (Clickon “Insert”, “Auto Text”, selectthe name of your auto text, and click “Insert”.)

W CertElig.txt - Microsoft Word =12l x|
File Edit View Insert Fommat Tools Table Window Help Type a question forhelp » X

3 |16 y | 4 P [ p—— q EE.n B
AEH B3I d AutoCorrect & = . ﬂ ﬂ
W 5 F B = e a
AutoCorrect I AutoFormat As You Type I - B
__,'i = BB B B s AutaText AukoFormat Smark Tags S B
ol S| 4 Bn [ | CouierNe  [7 Shaw AukoComplete suggestions
El e To accept the AutoComplete suggestion, press Enter CE oo _ =
: : ~Enter AutoText entries here: _
certheader S |
- PAGE - -
akbention: j Qel—etel
huths
Author, Page #, Date e
Eest regards
st wishes. Sty Tioalbar |
WHITTLER, - DOUGLAS - S TREET v revvenrnenns
I . (CERTIFIED MAIL L sscsc. B
,—-D,doug33z2Boute COMFIDENTIAL =l
- HUSSEY, -DEEORAH-L, | preview e
prITrrrErar Ty Lname, fname, ssn, phl, phi, addrl, ad B
B 0, hussdebByahoo. oo drz,city,state, zip,xzip,regtype,
- KREMER, - SANDRA-K, ~r - ey
B fo, lagy, lorg, indicator, agyaction o E-
. . . . L L
: ~0, dousand. kremerl ,ag;]fact.t,exi,bblnd;appt,d?t,e,:mall
- KIEBEL-II, - JOHN-M, slaru order _certhum class?——Hf> e
- e Lookin:  |All active templates j rrrtstts.Br
i ,—-0,jkiebellcolec
- HORD, -NORALEEN-D, * TDGE « e oennrreens
- .-, +,,B- |
,——0,Moraleen.Horc o4 | Cancel | :
. ADEISS0N, - SHETLA-L EATTe oo ve v eeeennnnns ;
= a[z]= w4 ST R = |
Draw= i | AutoShapes~ N w [ O & 4l 5 @] (& &vgvévsﬁgﬂ,ja All Entries = H
FPage 1 Sec 1 1/3 At 1" Ln 1 Col 1 REC TRE EXT OWVR
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Agency Guide to the Management and Applicant Information Resource System

Printing and Mail Merging (cont’d.)

HOW TO CREATE THE MAIL MERGE DATA SOURCE (

Word 2003)

As shown below, the autotext entry was inserted at the beginning of the “CertElig.txt” data

I CertElig. txt - Microsoft Word

File Edit WVier Insert Format Tools Table Window
DEEHRHSRIVE| % BB -
W& FmacmBsls A %]
2@ BB |8 B |lnsed WordField- | G2 B 5 B

W % B e ) couerNew -1 -A- B 7 U|E]

Help

abl M B | o | A & EE

Type a question for help

- X

| - | W Close MAIRS Reports (@ ,J E & E .. B B

T I I ,JEFFERSCN-

T ,LOO3E - CREE
- —D dousand. kremerfosageconnect . net, 0.00,3,
KIEBEL-ITI,-JOHN-M, #*%-#%#%-9012, (573)291-0z7

HORD, NORALLEEN D, *##-%+%-3001, (573)522-2861
I I I , JEFFERSCH -

E_-“-:ﬂj 35 o 2o 1a R

Lnare, fname, ssn, phl, phi ,addrl, addrs ,city,state, zip, Xzip, regtype, £o, lagy, lorg, ind
icator,agyaction, agyacttext, bbind, apptdate,email, salary, order, certnum, classﬂ
I[JHITTLER, sDOUGLAS-E, ***-**-2526, (573)751-3061, (5373) 635-8655, 712 - WALSH-3TREET =« « === xxrx x>

CITY, MO, 65101, -~ -+, OPEN, 90.0,,, -, -+, ,B-

,——0,dougiizzloutgun. com, 0. 00, 1, 0903045, ACCOUNT - CLERE- 119

HUIZEY, -DEBORLH-L, **%—+#_5043, (573) 578-5145, (573)426-4512,PO-BOX-2226-
.............................. ROLLA, MO, 65402, 2226, 0PEN,87.58,,, ", " "+

D hussdebfyahoo. com,0.00, 2, 0903045 ACCOUNT-CLERE-IIq

KREMER, - SANDEA-K, #*#+%—*#*-3063, (573)897-3879, (573)526-3524,3679 -HUY - S50 -WEST -« « =« s vemrnn-

¥, M0, 65054, ,OPEN,&7.58,,,
0903045, ACCOUNT - CLERK- IIq
0, {573) 634-9120, PO+ BOX- 1444 -

ACCOUNT-CLERK-IIT

B-,——

e e, B, -

r-\‘ P I I R ,JEFFERSON-CITY, MO, 65102, 1444, OPEN, 57.5,,, ", *, B
,——0,jkiebellicolecounty.org,0.00, 4, 0903045,

,[573)635-3631,5120L-DEER-RIDGE = »rrvrenennen

CITY, MO, 65109, - - - -, OPEN, 86.7

Fretet e B

Draw~ i | AutoShapes~ N % [0 O A o 23 &) & | &~ & ~ A'=_E'Jljﬂ

Al Entries ~

oo

Page 1 Sec 1 1/3 At 1.3" Ln 3 Co

4. Save your data source as a “Word Document”. You may want to save it as your certificate number. Be

1 REC TRK EXT owvrR X

sure the “Save as type:” field is showing “Word Document” and not “Text Only”

Save As

Save in: I “e® Local Disk () / J @ - Q A ] v Tools -
Mame I | Size | Type = /fDaI;
\_\3 1) Obe44710b5d1 7ce2939dcraa File: Folder 114
My Recent 1) adhr File: Folder B2
Documents [)Cabs 9
— ) Documents and Settings 8/
Lﬁ} ) drivers 94z
Desktop I drvrtnp 94z
) efarmz32 File Folder E/z
I)ibi File Folder E/Z
MSOCache File: Folder =
Iy Doguments | |7 Program Files File: Folder HE
RECYCLER File Folder E/Z
System Volume Informatign File Folder B
I Temp 12

Sj#€ 962 MB File Folder
/ olders:

Flle Folder

51 =

I WINDOWS
;:Ix S

1 7
File name: |D200263. oc X

Il Metwork

d

Places 2ave as bype: IWord Dacument (%, doc) J

Save
Cancel
%

2. Closeyour Data Source. You’re readyto do the Mail Merge
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2003)

1. To create a new merge document, simply type the availability letter using your preferred wording. (For
your convenience, several sample letters can be found on pages 112-114
OR
2. Open your existing merge document (availability letter with merge fields already in place).

When openingan existing merge document, the following message will typically appear. Select “No”.
You will be allowed to choose your data file laterin the process.

Microsoft Office Word

Cpening this document will run the Fallowing SOL command:
! E SELECT * FROM K:iternp0903045, doc

Diata from your database will be placed in the document., Do vou want to conkinue?

Show Help == |

2. Once the documentisopen, select “Tools”, “Letters and Mailings” and then “Mail Merge”.

File Edit WView [nsert Format | Tools able  Window Help Tupe gafiestion for help - X
RR=A" | EN= A= RN v ;:JL" # TrackChanges Ctﬂ"'Shjﬂ/"'E/ bse MAIRS Reports ﬁ, Lt =P H «EE
YA Nz NoREE: | LettersandMaiings  * v || Mail Merge.. r |
__"i @M j j B | Insett Wor Ilacro 3 Show Mail Merge Toolbar b
A & % B (3| Times New Foms Optioe =1 Envelopes and Labels..

El SERERTRCRCRCE WERCRCRRE I s Iv g LletterWigla.rd... N -

HOTIFICATION TO-APPEARFOR INTERVIEW —EXAMPLEY

1
[Dfficial Lettethead-of-& gency-of Institution]]
\l
wfnames -« Lnamesy
. waddtl»]
- waddidn]
«citynn, «staben azipn]
1
- Dearafnames-« Lnames{
i \l
. Yowhave been-cettified by the Division of Personnel for-consideration for-appointment inthis ageney-as-follows:q
~
l

Fosition:-«classm = -+ -+ Locatiot- Cole County, Division of Personnel]

HoLm|

1
- Salaty®-(pet-month) |
= -d'_= %l‘-l;l I G

Draw > L; | AutoShapes~ ™ [ O [ ail {:3 &l & Iy - o - A T= EE L H All Entries - Mew... H
Fage 1 Sec 1 171 At 1" Ln 1 cal 1 REC TREE EXT OVE 103
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Agency Guide to the Management and Applicant Information Resource System

Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE

DOCUMENT (Word 2003)

3. The document type defaultsto “Letters”. Click “Next: Starting Document”.

0§ NOTICE TO APPEAR FOR INTERVIEW-EXAMPLE. doc - Microso® Word

File Edit View Insert Format Table Window

Jﬁﬂ_é_lj'j;l?u u—Jtﬁjq""
M@ FmaoBE S AE R b

Tools

=Je

NS Reports @ L4 T (5

Type a guestion for help

735 .

A3 | 2 2 3| Inset WordFietd- [ 52 3 92 B [ H 4 1 MNA B s is @

e & % Ba [ TimesMewRoman - 10 - A - B I U EE N iE i

e = [T— —
SN

HOTIFICATION-TO - APPEARFORINTERVIEW — EXAMPLEY

1

[Official Lettethead of A gency-of Institution] |
il

whnames -« Lnames{

waddrl»|

waddrds|

woitys, wstaten -wzipn

1

- Dearwfnames «Lnames:|

Yowhave been certified-by-the Division of Personnel for-consideration for appointment - inthis-ager

Select document type

What byvpe of document are you
orking on?

® Letters
 E-mail messages
 Envelopes

) Labels

) Direckory

Letters

Send letters to & group of people.
‘fou can personalize the letter that
each person receives,

lick, Mext b continue,

1 tep 1 of &
Position- ACCOUNT-CLEREII+  — -+ —+ Location:--Cole-County,-Diwsion-offl & Mext: Starting document
1 )
- Salary™® (pet monthn S
= a[z]= w4 | |
Draw~ li | AutoShapes+~ . % [ O 2 < e (8] & &y - = - é v = = e H A1l Entries = Mew E
Page 1 Sec 1 111 At Ln ol REC TRK ExT OvR LX
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2003)

4, The document defaultsto “Use the current document”. Click “Next: Selectrecipients”.

I[!.!‘—'I NOTICE TO APPEAR FOR INTERVIEW-EXAMPLE.doc - Microsoft Word
File Edit Wiew Insert Format Tools Table Window \ Help

NEHRS &L VE 8@ F9-
WME T ME 40 EHE S S AR K bl
A @ | B D 3| InsetWordField~ | 22 B 95 B [ H 4 1
e & % Ba [ TimesMewRoman - 10 - A - B I U E

R N - T

| O & = [0|[7] B:=E

Select starting document

o do wou wank ko set up your

Ny Etters?
Use the current document
Start From a template
HOTIFICATION TO - APPEARFORINTERVIEW — EXAMPLEY ctart st d ;
att From existing documen
1
[Official Lettethead of A gency of Institution]] Usd the current document
N 1
. Skhrt from the document shown
«Fr;a[.lrrnle» «Lnames{ hete and use the Mail Merge wizard
“a » to kdd recipient information,
- waddrds|
woitys, wstaten -wzipn
1

Dearwfnames «Lnames:|

Yowhave been certified-by-the Division of Personnel for-consideration for appointment - inthis-ager

N 1 N . o - Step vlJfEn

) Position- ACCOUNT-CLEREII+  — -+ —+ Locatwn:--Cole-County,-wawn-ofx @ Mext: Select recipients

- gala.ty*'(per'month):ﬂ : @ Prewious: Select document type
= a[z]= w4 | |

Draw~ li | AutoShapes+~ . % [ O 2 < e (8] & &y - = - é = E H A1l Entries = Mew.. H
Page 1 Sec 1 111 At Ln ol REC TRK ExT OvR LX
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2003)

5. The document defaultsto “Use an existinglist”. Click “Browse” to openthe appropriate file which
contains your data source.

I‘HFI NOTICE TO APPEAR FOR INTERVIEW-EXAMPLE.doc - Microsoft Word
File Edit Wiew Insert Formmat Tools Table Window Held
ijLH_é_lj'j_:, ?u i} —Jlﬁj dor - 'DsE!MAIRSRBpDﬂ-S?',
W e e EEEF S S A GRSl R

Tupe aquestion forhelp 3

4o0m=wT] B=f

S @ | B B B InsenWordFieldy | 52 B 95 B [ K 4 hy B B
= & % Ba | TimesMewRoman - 10 - A -| B I U EE i=
[L] R T R S R S R ! Mail Merze -

Use an existing lisk

Select from Outlook contacts

Type a new list
NOTIFICATION - TO - APPEARFOR INTERVIEW —EXAMPLEY
Use an existing list

N %Oﬁ'icial-Letterhead-Df-Agency-of-Institution]ﬂ Use Names= and addresses From a

file oA\a database.
afnames -« LnatmesT

. waddrl»| & Browse...
- caddiZs]

. . B Edit recipient list...
seitys, watates-wmpe]

1

- Dear«fhames-«Lnames |

: 1

. Touwhave been certified by the Division of Personnel for consideration for- appointment- inthis-ager

" 1 Step 3of 6

) Position:--xclasss -+ —+  Lorcation: Cole- County, Division-of Personnelf ;'I & Mext: Write your letter

B gala.ty*-(per-month):ﬂ : 4@ Previous: Starting document

= a[=]= @4 | |

Draw~ Lz | AutoShapes~ N ™ [] (O & 4@ {:3 g] & I ~ o - é = EE R All Entries ~ Mewr... H

Page 1 Sec 1 11 at 1" Ln 1 Cal 1 REC TRK ExT ovwR E¥
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE

DOCUMENT (Word 2003)

6. Selectthe appropriate data source and click “Open”.

Select Data Source

4

Look jn: IJ temp / j @-3 QX i - Tools~
Mame / |\ Sizel Type -2
\_‘3 |20 Caloriek.ing Mutrtén and Exercize Manager for Windows File Foh
My Recent & spplicant html 2TKE HTMLI
BSELMENE SN KB Microse
— IEJ 03030450ld. do: 33KB  Microse
lﬂJappfiIe.dnc 1KE Microsc
Deskkop lEﬂ.t’-‘n.pplications.cloc A7 KB Microsc
) CentElig. doc Al KR Micinse
N @ CenHiztReport. doc gype:Eh;iB\%oft ‘whord Docurment
W) Certification. dac 128 f.L
My D-D:I.TI"I"I'EI'I':S @ MESHD atsFiepart doc Date Modifikd: 9/30/08 12:55 PM
IEJ ReaisterHiztRepart. doc KB Microse
- B yserinto doo TKBE  Microsc
' [Z] applicant_s_and_s.txt TKEE  Tent Do
My Computer [Z] AppReg.tst KB TestDi_
© ST L =
. File: pame: -
o Ng&-v)ork o I J Mew Source, | Open
Places

Files of type: I.ﬂ.ll Data Sources (*,odc; *.mdb; *.mde;j

Zancel I
&1

If the following window appears when opening a data source, the AutoText entry did not contain the correct string of
header text. As shown in the window below, “proposedpay,premiumpay,country” should appear at the end of the
string of text; however it is missing.

Data fields must be separated From each other by a character called a field

delimiter, Similarly, data records musk be separated by a record delimiter.
the lists below to select the appropriate delimiter,

Header Record Delimiters

Figld delimiter:
v

Preswview:

Record delimiter:

(enter)

Lname, fname, 33n, phl, ph2, addrl, addX/2,city, st A
ate,zip,xzip, regtype, fg,lagy,loXg,indicator
r2gyaction,agyacttext, bbind, tdate,email,
zalary,order, certnum, classq

[ OK ]l Cancel ]

Go back to your data source document and make sure the headers shown on the document appear as shown below.

Lname,fname,ssn,phl,ph2,addrl,addr2,city,state,zip,xzip, regtype,fg,lagy,lorg,indicator,agyaction,agyacttext,bbind,ap
ptdate,email,salary,order,certnum,class, proposedpay, premiumpay,country

If it doesn’t appear as shown here, you will need to recreate your AutoText entry with the appropriate string of text
and reapply it to your data source document. See pages 56-57 for information on how to delete the old AutoText
and create a new one.
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2003)

If you have used the correct AutoText entry, the window “Mail Merge Recipients” should appear.

7. Onthe “Mail Merge Recipients” window click=Sefect All” and then “OK”.

Mail Merge Recipients

To sort the lisk, click the appropriate column heading, To narrowdown the recipients displaved by a
specific criteria, such as by city, click the arrow next to the cofdmn heading, Use the check boxes or
buttons ko add or remove recipients From the mail merge.

List of recipients:

TN e T g i e
HUSSEY | DEBOR.. | ROLLA ER402 | hugsdeb... | ™™ | [B73).
KREMER 65054 | dousand.. | - (573 [ |
KIEEEL II BR102 | jkiebeli.,. | 0 [BFF)L
HORD k0 E5103 | Moraleen... | ™. | [673)...
ADKISS.. k0 BR240 | sheilasta.. | ™™-.. | [673]..
CLIbBAL.. k0 BR101 | de_cum.. | L [B73)L
CAPPS k0 B53071 | tanhcap.. | WAL [BED)..
AMER... k0 BRR80 | ludwigrn.. | L [B73)..
FEO k0 Ba043 | jpeodlyv.. | L [BFF)L.
MEDLIM . | MO B3 | julielnn... | -l (B3
GASKIMS .. MEW ... | MO BA0E3 | ticiageor.. | ™ [5?3]..._|_v[
1 | 3
Select All ‘f Clear Al | Refresh |

Find... | Edit... | Yalidake | O, I
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Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2003)

8. Click “Next: Write your letter”.

O} NOTICE TO APPEAR FOR INTERVIEW-EXAMPLE.doc - Microsoft Word

File Edit Wiew Insert Formal\ Tools Table Window Help Type aquestion forhelp » X
OEHR S SE|IFHEN B2@B |9 -~ - 'CloseMAIRSRepUﬂs%_jj_@EE H EEB
WMEF ME a0 EE” S AR RHibM B F A OILE28

AE | QY B Inset WordFisld- (X2 B 92 B [ K 4 1 PN G B By By B B

I S| ) By | TimezMewFRoman - 10 + AN~ B 7 O = &

[}
Ml
4
|
|
(e

i.

o
~un
*

Mail Merge v X
=) |

Select recipients

) Use an existing list

) Select Fram Cutlook cantacts
O Type a new list

HOTIFICATION-TO - APPEARFORINTERVIEW — EXAMPLEY

Use an existing list

1
N [Official Lettethead of A gency of Institution]] Currenthy, vour recipients are
. il selected From:

whnames -« Lnames{

Yitemph 0903045, do] in 0903045, doc’
waddrl»| Liitemet ]
- waddrds| & Select a different list...
i ity e staten wmipmn
1 v il o Edit recipient list. .

Dearwfnames «Lnames:|

Yowhave been certified by-the Division of Personnel for consideration for app oititment - in-this-age

r-\.l 1 Step 3 of 6
) Position:«classs -+ -+ Location: Cole-County, Division of Personnel]] fl S Mext: Write your letter
- galagy*-(per-mgnt,h);ﬂ : W Previous: Starting document
= s[z]= @ 4 | i
Draw~ | | AutoShapes> N % [J O A fl ¢ Bl @ | 0 - Z- A-S == B All Entriss ~ Hew. [
Page 1 Sec 1 111 At 1" Lln 1 Col 1 REC TRK ExT owR LXK
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2003)

9. To add any of the new header fields (proposedpay,premiumpay,country) to your existing merge
document, place your cursor at the pointin your document where you want to add the newfield (i.e.,
add the “country” field o the address block by putting your cursor on the line below “city, state, zip”).
It is highly recommendgd that you incorporate the country fieldinto your merge letters to ensure
proper addressing for/applicants who reside out of the country (remember — United States will not

display, only foreign yfountries will appear in this field. Click “More items...” to display the list of merge
fields (see next page).

O} NOTICE TO APPEAR FOR INTERVIEW-EXAMPLE.doc - Microsoft Word
File Edit View Insert ormat  Tools Table Window Help
NEHR SIS FE K 3 E S 9 - ™ | ¥ Close MAIRS Reports @ 4 [0 |3 = i ; iE
B &P pel o o CHLH P 8] & A &% Fiabl 4 [H
A @ |2 2 3/ nset WordField~ | 82 3 91 H 4 1

bl 5 % G3 B JmesNewRoman < 10 - A~ B 7 U [E]E =
x
HNOTIFILCATION TO - APPEARFOR INTERVIEW — EXAMPLEY document, and then click one of
1 i below,
- %Oﬁ’ic' I-Lettethead oft 4 gency of Institution]] = laddress block
wfnn =] Erecting line
. “a e 5 Hectronic postage. ..
wapdds
wifity, watabes wmpe| "" Phstal bar code...
T :=| More items. ..
- Dear-afnames -« Lonames Y
) wWhen you have finished writing
. Yowhave been certified by the Division of Personnel for-consideration for appointment inthis ager your letter, click Next. Then you
- 1 can preview and personalize each
- ipient's letter,
) Puosition:- JUHNT CLERE TI S - Location:--Cole-CUunty,-Division-of-Personn:l ECpETE e
1 5 Step 4 of 6
- T Salar_ly*-(per-mont.h):ﬂ | _I* = Mexk: Preview your letters
= afaf=a 4 L] [ hd ]
Draw~ [ | AutoShapes \ w [JO B o8 @ @& S - A - = == = E &1 Entries - Mewr... E
Page 1 Sec 1 111 At 3" Ln 14 Cal 12 REC TRK ExT OvR LX
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2003)

10. Selectthe appropriate merge field fromthe list provided. Click “Insert” and then “Close”. Repeatthis
process for each field you wish to add to your letter.

Insert Merge Field

Insert:
() Address Fields

Fields:

lagy

larg
indicator
agyackion
agyackbext
bbind
apptdate
email
salary
order
certnum
class
propr
premr
W

Match Figlds. .. ] [ ''''''' 1 nsert{l [ Close “/_]
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE

DOCUMENT (Word 2003)

11. Once you have inserted the desired merge fields withinyourletter, click “Next: Preview yourletters”.
In the example below “country”, “proposedpay” and “premiumpay” were added to th¢ existingmerge

document.
,-”:.-3'\1 OTIFICATION TO APPEAR FOR INTERVIEW.doc [Compaybility Mode] - Microsoft Word - o X
:j/ Home Insert Page Layout References Mailjngs Review View Developdr Add-Ins 'Q)
== = = Find ~
" Times New Roman -0 [ A AT |22 &L ; % #
B . 62 2T 4aRbcc AaBb( | AaBbCel | AaBbCdl & repice
Paste |B 7 U ~abe x, x*[Aa~ ||~ A-||= [[A=~|| L~ Emghasis  Headingl | T MNormal strong |- Change
- \} = — |* | T Styles g Select
Clipboard ™= Font ] Paragraph (F] Styles F] Editing
Ho-oS- 8005 d- s
X
@ Security Warning Some active contfnt has been disabled. ptions...
E’E Mail Merge * X

NOTIFICATION-TO- APPEAR.- FOR-INTERYIEW- —EXAMPLESY

[Official Lftterhea d-ofAgency-of Institution]
L

afnamesfInames?

wcityn, states-uzip T
dcountrysT
T

Dearwfnames-«LnamesT
T

Youwhavebeencertified-by-the Division- of'P|
L

Position:-«class+  —» - —
«

rsonnel-for-consideration-for-appointmentinthis-agdney-asfollows: T

Location:-Cole-County, Division- of Personmel?

Proposed Pay-Rate®{zemi-monthly): -wproposedpaysPremium Pay-Rate{semi-monthly): - apremiumpay»T
L

*Incaseofpromotionwithin-your-agency, salary-will be-atleast-one-step-more-thanpresentsalary 7

L4

Thisletter does-not-constitutean-offerofappointment -Ifyou-areinterestedin- consideration for-appointment to this-
onorbefore

position, pleasereport-to-
L

-~ Please-present-this-letter-atthe time-ofinterview.”

PLEASE-NOTE: ‘It-is-importantthat youcomplywith-this-notice-within- seven-working: days.-Ifyou-aranot-
interestedin-this-position,-complete the-“ Statement-o f-Availability "-section-below-and retim this-letter.--Failure-to-

makearesponse-orfailure-to-completethe required-interview- process-will- not-only remove you-from-consideration-

Write your letter
If You have not already done sa,
wirike wour letter now.,

To pdd recipient information to
wour letter, click a location in the
dodument, and then click one of
thelitems below,

= Address block. ..

2 Eresting line...

j Electronic postage. ..
}ﬂ Mare itemns. ..

ihdn wou have Finished writing
woul letter, click Next, Then wou
can|preview and personalize each
recipient’s letter,

step ’ of B
A
@ @ Next: Preview your letkers
S 4 Previous: Select recipients

Page: 1 of 42

Words: 13,367 | o8

English (U.5) | 23
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE

DOCUMENT (Word 2003)

12. One of the merged lettersis previewed here. You can preview each letterby clickingthe << or >>,

dependingonwhich record you want to preview. Once you are sure the letteris to your specifications,

click “Next: Complete the merge”.

,-/ﬁg; MOTIFICATION TO APPEAR FOR INTERVIEW.doc [Compatibility Mode] - Microsoft Word g X
Home Insert Page Layou References Mailings Review View Developer Add-Ins '@j
— B | =2 2, B B [Rues- e ||| 4 e M|y
— =)= = = = 28 & ; = e rr— e
=@ Match Fields Find Recipient
Envelopes Labels Start Mail Select Highlight Address Greeting Insert Merge Preview 3 Finish &
Merge = Recipients * Recipient Lis\|| Merge Fields Block  Line Field~ ] Update Labels |||pesults || 'S Auto Check for Errors || perge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
FERTE -y -Ner =R AN |
b
@ Security Warning Some active content has been disabled.
3| Mail MErge v

WNOTIFICATION TO APPEAR FOR INTERVIEW - EXAMPLE

[Official Letterhead of Agency of Institution]

TEST A JUST

4176 VALLEY FORGE ED
FARMINGTON, MO 63640
IRAN

Dear TEST A JUST:
Youhave been certified by the Division of Personnel for consideration for appointment in this agency al\follows:

Pozition: CORRECTIONS OFFICER II
Personnel

Location: Cole County, Division of

Proposed Pay Rate* (semi-monthly): $1234.50-2345.50
236895

Premium Pay Rate (semi-monthly): $1256.78-

*Incase of promotion within your agency, salary will be atleast one step more than present salary.

This letter does not constitute an offer of appointment. Ifyou areinterested in consideration for appointment to this
position, pleasereport to onor befors . Pleaze prezent this letter at the time of interview.

PLEASE NOTE: Itis importantthat youcomply with this notice within seven working days. Ifvou arenot
interestedin this position, complete the “Statement of Availability” section below and retumn this letter. Failure to

i¢w your letters

ano
Fall

her letter, click one §f the

ing:
Recipient: 1

427 Find a recipiert...

Make changes

‘fou can also change your
recipient lisk:

i Edit recipient list. .

Exclude this recipient

“When you have finished
previewing your letters, click
Mext, Then wou can prink the

merged letters or edit individual
letters ba add personal comments.

ep 5 of 6

@ Previous: Write your letber

% Mext: Complete the merge

1L
Page:1 of42 | Words:13,373 | ¢ English (U.s) | |@@E
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE

DOCUMENT (Word 2003)

13. To complete the merge, click “Edit individual letters...” and then “All” in the “Merge to New Document
idual letter, if necessary, before

window. Then click “OK”. This will allowthe user to editeachin
printing.

7

—_— -
(Ba -
o
- Home Insert Page Layout Refgrences Mailings Review View L7
=j' _é" = j 3 == _% [H 41 | > M| )
= — — — — o) ind Recipient e
Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge Preview ) Finish &
Merge ~ Recipients = Recipient Ligt | Merge Fields Block Line Field = E| Results || S Auto Check for Errors || perge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
FERE - EFV-EEIEA /\
x
@ Security Warning Some active content has been disapled. Options...
NOTIFICATION TO APPEAR. FOR\INTERVIEW - EXAMPLE 1| Mail Merge v X

[Official Letterhead of Agency of Instfitution]
TIMOTHY A FREEMAN

4176 VALLEY FORGE RD
FARMINGTON, MO 63640
Dear TIMOTHY A FREEMAN:

Youhave been certified by the Division df Personnel for copfideration for appontment in this agency as follows:

Position: CORRECTIONS OFFICER II
Personnel

Location: Cole County, Division of

Proposed Pay Rate* (semi-monthly): $1234.50-235.50 Premium Pay Fate (semi-monthly):

*In caze of promotion within yol |r$_<| re thanpresent salary.

Merge to blevy Document
v
consideration for appointment to this

This letter does not constitute an) Merge recopf
s this letter at the time of interview.

position, pleasereport to

PLEASE NOTE: Itis importan|
nterested in this position, comp
make a response or failure to co;
forthis position, but may also le [ A
positions in this class forup to 9

En working days. Ifvou arenot

| elow andretum this letter. Failure to
bt only remove you from consideration
el, from consideration for other

Very truly yours,

Personnel Officer

Complete the merge
Mail Merge is ready ko produce
wour |etkers,

Tao personalize vour letters, click
"Edit Individual Letters," This will
open a new document with your
merged letters, To make changes
ko all the letters, switch back to
the ariginal document,

Merge

25 Print...

L Edit individual letters. .,

o | Step 6 of 6

44 Previous: Preview your letters

Page:1of41 | Words: 113371 | <& English (U.s) | 2 (B mR 2 =]a00%.)

[1)

&

Edit any individual letters you desire and then print for mailing purposes.
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

DELETING AN EXISTING BUILDING BLOCK (QUICK PART/AUTOTEXT) ENTRY (Word 2007)

1. Open ablank word document. Clickon the “Insert” tab, then “Quick Parts”, then “Building Blocks
Organizer...”.

@ Documentd - Microsoft Word - 8 X
i acy |
T |
Home | Insert Page Layout References Mailings Review View Developer Add-Ins @
|#) Cover Page - E Elg @ & Hyperlink = b .=5 A 2l Quick Parts | | & Signat/re Line =TT Equation -
nall @ = |= —
|_‘] Elank Page EdE] =] A& Bookmark — — General <
— Table Picture Clip Shapes SmartArt Chart Header Footer W
=) Page Break - Art - ') Cross-reference - -y Certheaderl
Pages Tables I”ustrations Links Header & FOO .nalﬂe.haﬁ!!.ilil\i\"l.vhi.aﬂa'..audﬂ.c'!\l.sme.llnxllv.WW B.lagy. borg. indlicator agyaction. agyacttest bbind,
J J J J apptriate, sl salary,ardarcartm,class
H9- ¢S BT3B @24 -
@ Security Warning Some active content has been disabled. Options...
certheader2
Lname, frame.ssn ph1.ph2 adard, adard, city. state.2ip, feip, regtype 15, lagy. lorg indicator, agyaction agyacttest bbind,
apntriate, amailsnlary ordercarteum, el prapr pregie ety
CERTIFICATE-MAIL-MERGE- PROCESS-—MS-Wo!
DELETING: AN EXISTING: AUTOTEXT- ENTRY-(Word-2007)q] e
1
Jararmial W, [Jay) Nizen
Chaster L. Whita
Diector
Seate of Mascurs b
|1 Document Progferty »

[=l| FEield...
| EBuilding Elocks Organizer... |
03 Get Mare on Office Online...

;.'] Save Selection to Quick Part Gallery

Page:1 ofl | Words: 14 | gﬁ English [U.5)] | E |

73




Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

DELETING AN EXISTING BUILDING BLOCK (QUICK PART/AUTOTEXT) ENTRY (Word 2007) (cont’d.)

2. Clickon the “Name” column label to alphabetize thelistin ascending order. Scroll down and click on

the building blogck (quick part/autotext) to be deleted. In the example below “certheaderl” will be
deleted. Clickpn “delete”.

Binlding Flo Oroa
Building blgcks: Click a building block ko see its preview
WENT: " Gallery Category Template 4" L
Bold Mumber... Page Murgb... Page % of ¥ Building Elock. ..
Bold Mumber... Page Mumjb... Page % of ¥ Building Elock. ..
Bold Mumber... Page Murmb... Page = of ¥ Building Elock. .. R R s e
Bold Murnber... Page Mumb... Page ¥ of ¥ Building Elock. ..

Bordef, Left Page Mump...  Plain Number Building Elock. ..
Bordef, Right  Page Mump...  Plain Mumber Building Elock. ..
Box Ikglics 1 Page Mump... with Shapes Building Block...

Box Ikglics 2 Page Mumb... with Shapes Building Block...
Braced Quote  Text Boxe: Built-In Building Block...
Braced Quat,.. Texk Boxe: Built-In Building Elock...
Brackdts Page Mumb...  Plain Mumber Building Elock...
Brackets 1 Page Murd...  Plain Murnber Building Elack. ..
Brackets 1 Page Mumb...  Plain Mumber Building Elock. ..

Brackefs 2 Page Mumbl..  Plain Mumber Building Elock. ..
Brackefs 2 Page Mumbl..  Plain Mumber Building Elock. ..

Calendar 1 Tables Built-In Building Elock. ..
Calendar 2 Tables Built-In Building Elock. ..
CalendEr 3 Tables Built-In Building Block. ..
Calender 4 Tables Built-In Building Block...
certheaderl Cuick Parks General Building Block. ..

certheaderz CQuick Parts General Building Block...

certheaderold  AutoText General Mormal, dokm

CERTIFIED ... AutaText General Marmall1.dak

CERTIFIED: ... AuboText General AutoText.da...

Circle Page Mumb. ) With Shapes Building Elock. ..

Circle Page Mumb..l With Shapes Building Elock. ..

Circle, Left Page Mumb..| With Shapes Building Elock. ..

Circle, Right Page Mumb..| Wwith Shapes Building Elock. .. v
COMFIDEMT.,, AutoText General AutoText.do... o,

TR ATk - ' Mle 14 ot certheaderl
£ >

Edit Properties. .. ] [ Delete ] ’ Insert

/ilu:use

3. If you are sure thisis the building block (quick part/autotext) you wan
“No” and selectthe appropriate building block.

odelete, click “Yes”. If not, click

Microsoft Office Word

e sure vou wank to delete therSelected building block?

4. Click“Close” to exitthe “Building Blocks Organizer” window. You are now ready to create a new
building block.
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW BUILDING BLOCK (QUICK PART/AUTOTEXT) (Word 2007)

1. To create a new buildingblock, highlight the whole string of text below. Copy and paste the string of
textinto a blank Word document. Do not copy the “return” at the end of the text.

CERTHEADER STRING OF TEXT

Cin CERTIFICATE MAIL MERGE PROCESS (WORD 2007).doc [Compatibility Mode] - =7 X
Cah———
: | Home | Insert Page Layout References Mailings Review View Developer Add-Ins @
= % - == &3 Find -
2 S Y |. == "'” .\_, \AaBbCcDc | AaBlpCeDe Bb( AaBbC % 8 Replace
7 hag
Paste - ab? . i _ Change
= _ |B P abe X, X° Aa~ || a2 | T Marmal | T MNgSpaci... eadingl  Heading2 - Stylesg' [} Select v
Clipboard fa | Font Il | Styles T | Editing | |
FEE -1 - |
@ Security Warning Some active content has been disabled. Options.. £

1.-» Tocreatea-newbuilding-block, highlight-the string-of textbelow{includesnewjieadgrfields-
(proposedpay,premiumpay,country)-fromthewpgradestoMAIRSonJune 8,2 9} opy-and-pastethestring-oftextintoa-
blankword-document.q]

q Calibri - 11 AT
Lname,fname,ssn,phl,ph2,addrl,addr2, city,state,zip,xzip,regtyps B 7 = aﬁ’?' & ‘EE S ext,bbind,apptdate,e
mail,salary,order,certnum,class,proposedpay, premiumpay,count

3

% Cut
@ Documentl - Mi B - =X
el 23 .
Hame Insert | Page Layout References Mailings Roeview View |52 Copy I 7]
2 Cover Page = j BE LD) h 2, Hypertink [, Paste nature Line =TT Equation ~
) Elank Page = =] Bk = A Boskmark 1 A | Font [:le &Time €2 Symbol
— Table || Picture Clip Shapes Smartimt Chart L e .
= Page Break - Art - [H) Cross-reference — Jhject -
| Pages Tables Miustrations Links ST PBaragraph..
@"?'U‘ﬁ'@ddlﬂaﬁd' B i=  Bullets | »
i— ;
@ Security Waming  Some active content has been disabled. | Options... i=  Mumbering | »
& Hyperlink...
i Lookup..
Synonyms ]
Translate 3
Lrame fnsme san,phl, pha,addrl addr2 city state 3ip xzip régh Styles 4
apptdate, il, lass, g pres

dpay. i

Page:3 0f19 | Words:1/892 | <8 English (US) | [
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW BUILDING BLOCK (QUICK PART/AUTOTEXT) (Word 2007) (cont’d.)

2. Once you have pasted the string of text in the blank Word document, highlight it, click on the “Insert” tab, “Quick
Parts”, and then “Sdve Selection to Quick Part Gallery...”.

"
Home Insert
[ cover Page ~ Ij bl E

_] Blank Page
— Table Picture  Clip
',‘Z:" Page Break - Art

Documentd - Microsoft Word

References Mai\ngs Review View Developer Add-Ins

% Hyperlink g ’A_| Q Quick Parts =

Bookmark General -
Header Footer ]

| 2% Signature Line ~ | T Equation ~

Mg

I

Shapes SmartArt Chart

') Cross-reference py Certheader

Pages Tables \lustrations Links Header & Foof |namefname ssn.obloh2.addrladdr2,city.state, zipsip.regtye. filagy.lorzindicator, agyaction agvact
[text, bbind,apptdate, email salary,order, certnum,ckass propr, premr, country
..... = - o S
FEREE - ErY -l \
@ Security Warning Some active content hgs been disabled. Options...

certheader2

Lname, frame, s, phl.ph2, addrl adced, city, state,21pxzip. regtype. I8.agy. tion, agyacttest.bbind,
[apmteate arail satsy ardnr el prapr

Lname,fnae,ssn,phl,ph2,addrl,addr2, city,state zipxzip, regtype, fo |

text,bbind,apptdate,email,salary,order, certnum, class\oropr, premr.co| | 4 d_Nixon

daaimiah W, [day} Nison

Chestar L. Whita
Disctar

Stale of Missouri -
|£+] Document Property 3
(=l | Field...

Q EBuilding Blocks Organizer...

.Oﬁ Get More on Office Online...

||__é Save Selection to Quick Part Gallery... |

Page:1of1 | Words:1/1 | <5  Englishu.s) | B3 | | ElE IR

3. “Ngme” the new building block and click “OK”. The building block has now been saved to the quick part gallery.

Create Meww Building Block

Mame: |certheader / |
Gallery: ‘ Quick Parts / w |
Category: ‘ General /’ W |
Descripkion:
Save in: | Building Blocks, dokx /’ " |
Oplions: ‘ Insert content only /’ - |
/
I_ (0] 5 J [ Cancel ]

76




Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE FILE (Word 2007)

1. Opena blankword document. Click on the Office iconlocated in the upper left corner and thenclick
on “Open”

@ Document? - Microsoft Word - o X
I 'levim View Developer Add-Ins @
D Recent Documents n éﬁ — 1
e ! 1 CERTIFICATE MAIL MERGE PROCESS (WORD 20,.. =1 \i’ |AaBchD(| AaBbCecDe AaBbC: AaBbCc | ab pepiace
lf_} GORER | 2 PROPR-PREMR - AGY INFO.doox 1= TMormal | TMNoSpaci. Headingl Heading2 — ‘;{;ﬁl:sgf §5electv
2 DZERZhG0E = ragraph I | Styles T Editing
H & 4 NOTIFICATION TO APPEAR FOR INTERVIEW.doc 151 ]
5 CertElig.docx 1=
= 6 CertElig.bt 1= ‘ x
ﬁ = v 7 propr-premr.doct 1= _
& CERTIFICATE MAIL MERGE PROCESS - M5 WOR.., 1= i)
@ Erint g 9 certheader.docx 4=
2023.doc 1=l
@ Prepare  » 4311.doc 4=
6043.doc 1=
E Send 4 MAIRS ENHANCEMENTS 2009, doox 1A
INCORPORATING MEW HEADERS-Word2007.doc 1=
EE'E/ Publish INCORPORATING MEW HEADERS INTO AN EXIS... =
INCORPORATING MEW HEADERS.doc 1=
I_I" Close MAILMERGE FROM MAIRS110106.doc =
[[ej Waord Options ] [X Exit Word
Page:lofl | Words:0 | 58 English(us) | B | EEE

77




Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE FILE (Word 2007) (cont’d.)

2. Selectthe appropriate folderthat the “Certelig.txt” documentis storedin (i.e. C:\temp or K:\temp).
Select “Certelig.txt” froph the selected folderand thenclick “Open”.

Lookin: | (g \ v|@ @ Xm@E-
trition and Excercise Manager For Windows  E9]0903036. docx

B 0o03045, oo

8 Certlig, docs

E] applicant_e_and_e.txt

IE’J AppReq.txt

[Z] AppRegHist.txt

— () Calorieking
__J & | applicant. bkl
Trusted i 0903063, xlsx
Templates | = nanaz1 9, xlsx
2 mergeheaders. xsx
W4 TIFICATION TO APPEAR FOR TMTERWIEMS
My Recent | 0903045, doc
Documents i
09030450, doc
0909020, doc

E

=
I- @appfile.doc |';j CertInfo.bxt
Desktop @Applications.doc E] MESH. bt
) Certlig, doc [Z] MESHDATA. bxt
A @CertHistReport.doc m RegHist.txk
__.J ] Certification, doc [Z] Register txt Type: Text Document
My Dacuments || W MESHD st aR eport, doc [Z] web_question.bxt glztee: l‘lﬂlolc}if'i(eBd: 30609 11:32
@NOTIFICP\TION TCO APPEAR FOR INTERVIEW. dac

@RegisterHistReport.doc

@

W infa.

sy Computer _1user|nfo doc
File name: | \ ¥ |
Fles of type: | all Fies (*.%) \ -

I ‘:: II‘

[ oo 1 [
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE FILE (Word 2007) (cont’d.)

3. Once the certelig.txt documentisopen in Word, place your cursor directly in front of the first record

shown.
O CertElig.tet - osoft Word - 8 X
il cac )
LT
| Home | Insert Page Layout References Mailings Review Developer Add-Ins @
& = - == *,—_.uj! A &4 Find ~
. Euutiegtion 105 - ||A A| =NE=NEE Iil AaBbCcDe AaBbCcDe AaBbCi( AaBbCc . Replace
- hac
Paste B I U ~abe x, X Aa~||® - A~ TNormal T MNoSpaci.. Headingl Heading2 - Change
SR | [ A P g 92 7 Syles~ || by Select~
Clipboard fa | Font Styles fa | Editing |
H9- 08 &F3@B @d- yd
@ Security Warning Some active content has been disables Options... 23
Cil

FREEMAEN, - TIMOTHY - &, ¥%%—*¥-3366, (573)756-4477, (573) 747-9698,4176- VALLEY-
E‘OR.GE RD - L T E‘ARMINGTON MO 63640

, EROM, 94.0,,,- 12, FLTLURE- TO- COMELY-NO- LETTER, B+

0,tirnmyath4@hc>tma:Ll com, 0.00,1,0905503, CORRECTIONS OFFICER- II,51234.50-
2345.50,51256.768-2368.95, IRANT

JONES, - JEFFREY - T, *%¥—%%-2710, (573)358-1715, (573) 631-6046, 326+ CHURCH-
STREET - =+ ssesasnnus L ,BONNE - TERRE, MO, 63628, - - --
,EROM, 94.0,,,+ ,50, CONSIDERED-NOT+ SELECTED,B: ,—

0, pmasai@sbeglebal .net, 0.00, 2, 0905503, CORRECTIONS- OFFICER- ITI,51234.50-
2345.50,51256.768-2368.85,91

GRIGERY, - KENNETH- D, *%%—*%-7081, (573)766-5880, (573) 705-2023, 9- WOODCHASE-
AVE-BAPT-75c s s s nnus I , FLRMINGTON , MO, 63640,
,EROM, 91.0,,,+ ,50, CONSIDERED-NOT+ SELECTED,B: ,—

0,ballinlref@yahco.ccom, 0.00, 3, 0805503, CORRECTIONS- OFFICER- ITI,51234.50-
2345.50,51256.768-2368.85,91

GORAD, - DOUGLAS- D, ¥*%-%%-13271, (573) 783-5588, (573)561-6314,P.0.  BOX-532- v rrrrvrruennnns
e , FREDERICKTOWN, MO, 63645, - ---,PROM, 81.0,,, -
,01, APPOINTED, B~ ,01-25-

20089, douglasgcad@att.net, 1418.00, 4, 0905503, CORRECTIONS- OFFICER-
1I,51234.50-2345.50,51256.78-2368.95,AFRICAT

RICHARDSON, - DUSTIN- R, ¥%%—%¥-5475, (573) 631-6817, = r=-rrere-ns ,308- 5. - GRANT-
STREET: == sessssus B I LRI , DESLOGE, MO, 63601,

,EROM, 91.0,,,+ ,10, FAILURE+ TO-COMPLY-FAILED. TO- REPLY: WITHIN: THE: TIME - LIMIT-
—+-REMOVED- FROM- REGISTER,B- ,5——20-
0,dustinrichardscn@hectmail.com,d.00,5,0905503, CORRECTIONS- OFFICER-
1I,51234.50-2345.50,51256.78-2368.95, IRANT

Page:1of6 | Words:910 | <& English (US) | P | EEE
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Agency Guide to the Management and Applicant Information Resource System

Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE FILE (Word 2007) (cont’d.)

4. Clickthe “Insert” tab, then “Quick Parts” and then “Building Blocks Organizer...”.

Cln )
| [ 3
Home | Insert |

1@ =

Page Layout References Mailings Review dd-Ins
|#) cover Page ~ E . Ellgl LEP ﬁ & Hyperlink o I A =l Quick Parts ~| % Signature Line = | T[ Equation ~
|j Blank Page HE] = 4= Bookmark = General <>
— Table Pickure Clip Shapes Smartart Chart Header Footer
= Page Break - Art = ") Cross-reference - -y pertheader
Pages Tables Tllustrations Links Header & Foof |Lname fname,ss,shiah2 sddrl, adde2,city, state, fipxzip, segtyne i lagy, lorgindicatar, sgyaction, agyac
xt blind,apptdate,email salary arder,certnum,.class, prope, premr, cowntry
H9-0%- @B B
@ Security Warning Some active content has been disabled. Options...

FREEMAN, - TIMOTHY - &, *%%—%%-3366, (573) 756-4477, (573

0, timmyahh24@hotmail .com, 0.00,1,0805503, CORRECTION
2345.50,51256.78-2368.85, TRANT
JONES, » JEFFREY« T, #%¥—*%=3710, (573)358-1715, (573) &3

0, pmasai@sbeglobal .net, 0.00, 2, 0905503, CORRECTIONS
2345.50,51256.78-2368.85,1

GRIGERY, - KENNETH- D, +¥%—%%-7081, (573)766-3880, (373
,PROM, ©1.0,,,+ ,50,CONSIDERED-NOT+ SELECTED,B: , ——
0,ballinlref@yahoo.com, 0.00, 3, 0905503, CORRECTIONS
2345.50,51256.78-2368.85,9

GORD, - DOUGLAS- D, ***—%%-1271, (573) T83-5588, (573)5¢&]

el ler2

Lnares fnare, son, ph L ph, e L addrd, city, stats,

1q, Iy, Jorg, inch

1, aprciate cmail, salary, coder, Coraim,class, prope, premr, country

Ltrhd_Mixon

yactiest bbin

Sitatn af Missouri

&1 Dockment Property

Euilding Elocks Organizer...

Get More on Office Online...

, FREDERICKTOWN , MO, &

‘Chester L Whate
[=T

,01,APPOINTED,B- ,01-25-

I11,51234.50-2345.50,51256.768-2368.895, AFRICRT

RICHERDSCN, - DUSTIN- R, **¥—*%-5475, (573) €31-6817, - - -
STREET == ==+ =«
,PROM,091.0,,, -
—-REMOVED- FROM- REGISTER,B- ,5——20-

I11,5$1234.50-2345.50,%1256.78-2368.95, IRANT

2008, douglasgecad@att .net, 1418.00, 4, 0905503, CORRECTICNS- OFFICER-

.......... ,30%- 5. - GRANT-

e, , DESLOGE, MO, 63601, « « - -
,10, FAILURE . TO- COMPLY-FAILED- TO- REPLY- WITHIN . THE- TIME - LIMIT-

0,dustinrichardson@hoctmail.ceom,d.00,5, 0905503, CORRECTIONS- OFFICER-

Page:1of 6 | Words: 910 | <& English (U.s) | 2 |
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE FILE (Word 2007) (cont’d.)

4. Clickon the “Name” column label to alphabetize the listinascending order so it is easierto locate the

Click a building block to see its preview

Gallery Cakeqgory Templalé L LS
Bold Mubers  Page Mumb... Page ¥ of ¥ BuildipG Block. ..
Bold Muriber... Page Mumb.., Page ¥ af ¥ Building Black. ..
Bold Mumber... Page Mumb.., Page ¥ aof ¥ Building Block. ..
Bold Mumbay... Page Mumb.., Page ¥ aof ¥ finilding Block. .. g A2 45 L4224 o A A

T B Tl S e 4 e

Bold Mumber\.. Page Mumb... Page ¥ of ¥ Building Block. ..

Baold Mumber.\, Page Mumb..., Page ¥ af ¥ Building Black. ..
Bold Mumber,.\ Page MNumb,., Building Black. ..
Border, Left Building Black. .
Border, Right Building Block. ..
B Tkalics 1 Building Black. ..
Box Ikalics 2 shapes Building Black. ..
Braces Quote ile-In Building Black. .
Braces Quot... Building Block. ..

Brackets Plain Murnber Building Black. ..
Brackets 1 Page /. Plain Mumber Building Black. ..
Brackets 1 Page Nogh. .. Plain Murnber Building Black. .

Brackets 2 Plain Mumber Building Block. ..
Brackets 2 Plain Murnber Building Black. ..
Calendar 1 Builk-In Building Black. ..
Calendar 2 Builk-In Building Black. .
Calendar 3 Built-In Building Block. ..

Calendar 4 Tahbles Builk-In Building Black. ..
certheader Cuick Parts Gaeneral Building Black. .
certheader? Quick, Parts Building Black. .
certheaderald  AutoText Mormal,dokm
CERTIFIED ... AutaTexk AutaTexk.da, ..
CERTIFIED ... AutoTexk Mormalll,daok

Circle Page Mumb..., wWith\3hapes Building Black. . "
Circl Page Mumb... With §h Building Block. ..
.J—Irlfl? | =Ck n??? anTL |||:|.I. ?E‘?f nL"I.IIE"% nllfllfl. o’ CErthEadEr
£ >
¥
Edit Propetties. .. ] [ Delete ] [ Insert

Close
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE FILE (Word 2007) (cont’d.)

5. Once you click the “Insert” button, the building blockis insertedinto your document. You may need
toinserta “return” at the end of the string of text so that it appears as shown below.

Cla 0905503.docx - Microsoft Word - = X
i)

| Home | Insert Page Layo References Mailings Review View Developer Add-Ins @

=
K [Courier New 05 W ][]
I g L=

Paste ¥ (B 1 U -abe x, x* Aar||¥

i

a— = =
a= w i=— v fa—w
H i=

33 Find ~
2l \i’ |AaBbCcDc || AaBbCcDc AaBbCi AaBbCc %

ﬁla" Replace

TNormal |7 Mo Spaci.. Headingl Heading2 - Change
| Styles = Q Select =

Clipboard | Font | Paragraph fa | Styles T | Editing

FERCE -1t Y=l AN
\

71

Lname, fname, ssn, phl, ph2,addrl, addr2, N ty,state, zip,xzip, regtype, fqg, lagy, 1
org, indicator, agyaction,agyacttext, bbidg, apptdate, email, salary,order, cert
num, class, proposedpay, premiumpay, count ryd

FREEMAN, "“TIMOTHY "&, %%¥—%¥-3366, (373)756-4477, (573)747-5658, 4176
VALLEY -FORGE-RD-=- == == ==~ =*" pTTTTTTTTsmessss s s s

, FARMINGTON, MO, 63640, -+ -+ , PROM, 54.0,,, -, 12, FATLURE -TO - COMPLY-NO -
LETTER,B-, —-—0, timmyahh24@hotmail .com, 0.00,1,0905503, CORRECTIONS -
OFFICER-II,51234.50-2345.50,51256.78-2368. 95, IRENT

JOMES, - JEFFREY - T, *%*—**-2710, (573)358-1715, (573) 631-e04¢E, 326+ CHURCH-
STREET- B e L R R R T R BON'NE TE'RRE MD 63628
, FROM, 94.0, ,.* 50, CONSIDERED—NOT SELECTED,B: , ——
0,pmasai@5bcglobal net, .00, 2, 0905503, CORRECTIONS- OFFICER- II,51234.50-
2345.50,51256.78-2368.85, IRANT
GRIGERY, - KENNETH- D, +*%-+*-7881, (573) 766-5880, (573) 705-2023, 8- WOODCHASE -
N i T I I , FRRMINGTON, MO, 63640, - - - -
,FROM,91.0,,,- ,50, CONSIDERED-NOT- SELECTED,B- , ——
0,ballinlref@yaheec.cem, 0.00,3,0905503, CORRECTIONS OFFICER. I1,51234.50-
2345.50,51256.78-2368.95, IRENT
GORD, - DOUGLAS- D, ¥++—*+-1271, (573} 783-5588, (573)561-6314,P.0.- BON-532- - - v ver vt
e , FREDERICKTOWN , MO, 63645, - ---,FROM, 91.0,,, -
,01,RPPOINTED,B- ,01-25-
2009, douglasgoad@att.net, 1418.00, 4, 0805503, CORRECTIONS - OFFICER-
II,51234.50-2345.50,51250.768-2368.95, IRANT
RICHARDSON, DUSTIN- R, ¥¥¥—%%-5475, (573) 631-6817,« - ----r--rn-- ,309- 5. - GRANT-
STREET= = » DRI R L L R R RO DESLOGE‘. MD 63601
, FROM, 91.0,,,' 10 FATLURE- TO-COMPLY-FAILED- TO- REPLY WITHIN- THE- TIME- LTMIT-
—-REMOVED- FROM- REGISTER,B- ,5--20-
(,dustinrichardsonfhotmail.com,0.00,5, 0805503, CORRECTIONS- OFFICER -
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE FILE (Word 2007) (cont’d.)

6. Save the document using a file name that will be easy for you to locate (i.e. certificate number.docx -
0905503.docx). Your data sourfe has now been created.

Save in: |Btemp v| @ -0 X Ch B

__._j Marne Size | Type

|y Calorieking Mutriton and Exercise Manager for Wwindows

File: Folder
Trusted 0] 0303036, docx 17KE  Microsoft Offic
Templates ) .
i B 0o03045, docx 16KE  Microsoft Offic
5 B9) CertElig, docx 16 KB Microsoft Offic
My Recent
Daocuments
?‘[‘.‘
Deskiop

=

My Documents

< | >
' File name:  |pa0ss03.docx v|
R Rk Save as typs: |Wnrd Document (*,docsx) “ |

Save ] [ Cancel
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007)

1. To create a new merge document, simply type the availability letter using your preferred wording. (For
your convenience, several sample letters can be found on pages 112-114.
OR
2. Open your existing merge document (availability letter with merge fields already in place).

When openingan existing merge document, the following message will typically appear. Select “No”.
You will be allowed to choose your data file laterin the process.

Microsoft Office Word

Cpening this document will run the Following SCL command:
! E SELECT * FROM K:\templ0905503. docx

Draka From your database will be placed in the document. Do wou want bo continue?

[ Show Help == ]
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007) (cont’d.)

3. Once the documentisopen, selectthe “Mailings
Mail Merge Wizard...”

" tab, click “Start Mail Merge” and then “Step by Ste

Oia MOTIFICATION TO OR. INTERVIEW.doc [Compatibility Mode] - Microsoft Word - 7 X
i acy |
[ 3
Home Insert Page Layout | Mailings | Review View Developer Add-Ins @
Z B BB m ER |
= = = = 5
— 9% Match Fields Find Recipient =
Envelopes Labels | [Start Mail| Select Edit Highlight Address Greeting Insert Merge review | Finish &
Merge = |Recipients ~ Recipient List || Merge Fields Block  Line Field~ 2] Updatela Results '% Auto Check for Errors | perge -
Create | I@ Letters Write & Insert Fields ] Preview Results || Finish | |
= - i (=1 E-Mail Messages / ]
|=1 | Envelopes... F ¥
@ Security Warning Options...
ﬁ Labels... [
E Directory i
E’: Mormal Ward Document /
A
||ll__:fl Step by Step Mail Merge Wizard... |

NOTIFICATION-TO- APPEAR.- FOR-INTERVIEW-—EXAMPLEY

1

[Official-LettertheadofAgency-o flnstitution]”
1

afnames-«InamesT

waddrl »7

«addr2

acitys, astaten-azips

ACourtTy»T

1

Dearufnames«lnames:T

Youhavebeencertified-by-the Division- of Personnel- for-considerationfor-appomtmentinthis-agency-asfollows:

Position: -uclassit -+ -+  Location:-Cole-County, Division- ofPersormel?
1
ProposedPay-Rate®{semi-monthly):-«proposedpaysPremium Pay-Rate{semi-monthly): - apreminmpaysT

*In-caseofpromotionwithin- your-agency,salary-will- be-atleast-one-step-more thanpresentsalary

Thisletter does-notconstituteanoffero f-appointment. -Ifvouare interested in- consideration for-appointment to this-
position,-pleasereport-to- -onorbefore- .- Please present-this-letter-at the-time-o finterview

PLEASE-NOTE:- -Itis- important thatvoucomply-with-this-notice-within-seven-working- days.-Ifvou-are not-
interestedin-this-position -completethe-“Statement-ofAvailability"-section-below- and retum this-letter.--Failure-to-
make-aresponse-or-failureto-complete the re quire d interview- process-will- not-only remove vou-from-consideration-
forthis-position, but-may-alsoleadto-vourremoval by the Division- ofPersonnel - from-consideration for-other-

Page:1 of 42 | Words: 13,367 | <48  English (U.S) | [ 2 =
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Agency Guide to the Management and Applicant Information Resource System

Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007) (cont’d.)

4. The document type defaultsto “Letters”. Click “Next: Starting document”.

,-/tgn MNOTIFICATION TO APPEAR QR INTERVIEW.doc [CompatibiNty Mode] - Microsoft Word - 7 X
W iad =
Home Insert Page Layout References Mailings Revi View Developer Add-Ins &)
.:|_. _% L 3 3 = [Zp Rules ~ i@%ﬂ M 4|1 | M C‘
o = U= i i —= E > L
=] 9% Match Fieds 29 Find Recipient g
Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Mer Preview 3 Finish &
Merge - Recipients = Recipient List || Merge Fields Block Line Field = | Update LabYls || mesuits | S Auto Check for Errors || perge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
Ho-og-@gdad gd s QY
- . . ) ) x
@ Security Warning Some active content has been disabled. Cptions...

4 | Mail Merge * x

Select document type

‘ehat bwpe of document are wou
orking on?

@ Letters

- O E-mail messages
NOTIFICATION-TO- APPEAR- FOR-INTEEVIEW-—EXAMPLEY
. ) Envelopes
[Official Letterhead-ofAgency-of Institution] O Labels
1 ) Directory
affiames-«LnamenT
waddrl T Letters
«addr2yg %end letters ta a group of paaple.
acity s, wstaten -azipsT ‘fou can personalize the letter
occo;.mtry»" thak each person receives.
.

Click Mext: bo conkinue,
Dearwfnames-«Lnamen:
.

Youhavebeencertified by the Division- of Personmel- for-consideration for-appointmentinthis-a gency-asfollows:T
.

Position:-«classs+ - -+ -+  Location:-Cole-County, Division- ofPersonnel?
.

Proposed PayRate® {semi-monthly): -«proposedpaymPremimm Pay-Rate(semi-monthly): - apremiump aysT
.

*Incaseofpromotionwithin-vour-agency, salary-will- be-atleast-one-step-more-thanpresentsalary 1
.
Thisletter-does-notconstitute-an-offerof-appointment -Ifyouareinterested-in-consideration for-appointment to this-

position,pleasereport-to- -on-orbefore- ..~ Please-present this-letter-atthe-time-ofinterview q
.

PLEASE-NOTE:- Itis-importantthatyoucomplywith this-notice-within-seven-working- days.-Ifyou-arenot-
interestedin-this-position, -complete the-“Statement-of:Availability ™ -section-below and retum-this-letter.--Failure-to-
make-aresponse orfailure to-complete the required interview- process-will- not-only remove vou-fromconsideration-

Page:1 of42 | Words: 13,367 | <8 English (US) | 23
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007) (cont’d.)

5. The document defaultsto “Use the current document”. Click “Next: Selectrecipients”.

) NOTIFICATIOM TO APPEAR FORJMNTERVIEW.doc [Compatibility Mode] - Microsoft Word - X
- nme Inse Page\ﬁyout References Mgs Reuie Develaper Add-Tns '@‘
o L .
] _%‘I >|. T > - = =" l':? Rules ~ dpeck] C‘
= = = = = = = U=
=1 bt 2% Match Fields e
Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merg® Preview A Finish &
Merge = Recipients ~ Recipient List || Merge Fields Block  Line Field = Update Labels || pesyits | S Afto Check forErrars || perge »
Create Start Mail Merge Write & Insert Fields Previeyw Results Finish
y . . . . X
@ Security Warning Some active content has been disabled. Options...
EEJ Mail Merge v X

Select starting document

How da ywou want ko sek up vaur
letters?

(%) Use the current document
) Skart fram a templake

NOTIFICATION-TO- APPEAR- FOR-INTERVIEW- —EXAMPLEY ) Skart from existing document

L4

Use the current document

[Official-Letterhead-offAgency-o fInstitution]T
L

Start From the document shown

affamenwlnamen? here and use the Mail Merge

«addrl »T wizard to add recipient
waddr? T information.

citys, astates-ozips

ACourtTy»T

T

Dearwfnames«Lnames:T

L

Youhavebeencertified-by-the Division- of Personnel-for-considerationfor-appointmentinthis-agency-asfollows:
T

Position: ~uclassi+ -+ -+ —+  Location:-Cole-County, Division: ofPersormel
T

ProposedPav-Rate* {semi-monthly):-«proposedpaysPremium Pay-Eate{semi-monthly): - spreminmmpay 7
L

*In-caseofpromotionwithin- your-agency,salary-will- be-atleast-one-step-more thanpresentsalary 7

T

Thisletter does-not-constituteanoffero f-appointment. -Ifyouare intereste d-i.n-tonsiderar.ion-for-app ointment to this-

position,please report-to- -onorbefore: .- Please-present-this-letter-at the-time-o finterview

T

PLEASE-NOTE:- -Itis-important thatyoucomply-with-this-notice-within-seven-working- days.-Ifyou-are not-

interestedin-this-position, -completethe-“Statement-ofAvailability ”-section-below- and retum this-letter.--Failure-to-

make-aresponse-or-failureto-complete the re quire d interview- process-will- not-only remove you-from-consideration- ¥
L l [

Page:1 of 42 | Words: 13367 | <& English (U.S) | B3 |I§||3‘JIE

% Mext: Select recipients

@ Previous! Select document bype
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007) (cont’d.)

6. The document defaultsto “Use an existinglist”. Click “Browse” to openthe appropriate file which
contains your data source.

,-/t!n NOTIFICATION TO APPEAR FOR INTERVIEW doc [Compatibility ModeY, - Microsoft Word - 9 X
- Home Insert Page Layout References Mailings Review View @
i, _%I £t : = 5 | M|
= = = o
o pient
Envelopes Labels | Start Mail  Select Edit C g = _ Finish &
Merge = Recipients ~ Recipient List || Merge C ] Update Labe = Auto Check for Errors || pperge
Create Start Mail Merge ‘Write & Insert Fields eview Results Finish
FERCE X 1=Vt N\
EEJ Mail Merge v X

Select recipients
(%) Use an existing list
() Select From Cutlook contacts

O Type a new list
NOTIFICATION-TO- AFPEAF. FOR-INTERVIEW- —EXAMPLESY]
- e an existing list

[Official Letterhead-ofAgency-ofInstitution]7 names and addresses from a
. File\yr a database.
afnamen-«Lnamen]
waddrl T

waddr2»T

acitys, -astaten-azipsT
acountry»¥

c

Dearwfnames«Lnames: T
.

Youhavebeencertified-by-the Division- of Personnel- for consideration for-appointment inthis-a gency-asfollows: T
.

Position:-uclassee -+ -+ Location:-Cole-County, Division- of Personmnel]
.

Proposed Pay Rate*{semi-monthly):-«proprs  —+  PremiumPay-Rate{semi-monthly):- spremmrsT
.
*In-case-ofpromotionwithin-your-agency, salary-will- be-atleast-one-step-more-thanpresentsalary
=

Thisletter doesnot-constitute-an-offerof appointment.-Ifyou-are intereste d-in- consideration for-appointment to this-
position, pleasereport-to- -on-or-before .- Please-present-this-letter-atthe time-of interview T
.

PLEASE-NOTE: ‘It1s-importantthatvoucomply with-this-notice-within- seven-working: days.-Ifyou-arenot-
interestedin-this-position, complete the-*Statement-o fAvailability”-section-below- and retum-this-letter. - ‘Failure-to-
makearesponseor-failure to-complete the required interview- process-will- not-only remove you-from-consideration-
forthis-position, butmay-alsoleadto-yourremoval by the Division- of Personnel, - from-consideration for-other-
positions-in-this-class-forupto90-davs.

.
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& Mext: Write your letber

4@ Previous: Starting document
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007) (cont’d.)

”

7. Select the appropriate data source and click “Open”.

Select Data Source

Loakin: =) temp v @-3 | XCiE-
| Mame Size | Type ~
8 serinfo.doc 1KB  Microsoft C
iy lrzazm: 1] 0903036, docx 17KE Microsaft C
Docurnents I )
_JDQDSD‘IS.docx 16 KB Microsoft C
= LY 0 oc 16 KB Microsoft
E 0] CertElig.docx 16KE  Microsoft C

Deskkop [£] applicant_e_and_e.kxt
E] AppReq.bxt

[Z] appRegHist.bxt

[Z] cert.tat

My Docurnents r;_] CertElig.kxt

[Z] CertHIST bxt

E] CertInfo.bxt

[Z] MESH.Ext

[Z] MESHDATA.Ext

1KE Text Docun
1KE Text Docun
1KE Text Docun
1KE Text Docun
14KE  Text Docun
SKE Text Docun
1KE Text Docun
1KE Text Docun
2KE  Text Docun

\\.'

il
=,

[y Computer

“-' E_] RegHist. Ext 4 KB Text Docun
W E_] Reqgister.bxt 1KB Text Docun
My Mebwork E_] web_question, bxt SKE Text Docun ™
Places < >
File name: 0905503, docx b
Files of type: | Il Daka Sources (*.0de; *.mdb; *.mde; *.accdb; * accde; *.ols; *.ads; *.adp; *.ud) ¥.dsn; *.xls
(o] (o ]

If the following window appears when opening a data source, the building block (quick part/autotext) did not contain
the correct string of header text. As shown in the window below, “proposedpay, premiumpay,country” should
appear at the end of the string of text; however it is missing.

Header Record Delimiters

Data fields must be separated from each aother by a character called a Field
delimiter, Similarky, data records must be separated by a record delimiter, Use
the lists below ko select the appropriate delimiter,

Field delimiter: Record delimiter:
¥ | [(enter)
Prewview:

Lname fname ssnphl ph? addr]l addr? gi#f state zip xzip regty 4
pe,fglagy lorgindicator,agvaction agedcttext bbind,apptdate e
mail salary, order certmim clazsT
FREEMAN, -TIMCTHY -&, ***-*%*_-3386, (573)756- w

I oK l[ Cancel l

Go back to your data source document and make sure the headers shown on the document appear as shown below.

Lname,fname,ssn,phl,ph2,addr1,addr2,city,state,zip,xzip,regtype,fg,lagy,lorg,indicator,agyaction,agyacttext, bbind,ap
ptdate,email,salary,order,certnum,class, proposedpay, premiumpay,country

If it doesn’t appear as shown here, you will need to recreate your building block (quick part/autotext)with the
appropriate string of text and reapply it to your data source document. See pages 73-76 for information on how to
delete the old building block and create a new one.
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007) (cont’d.)

If you have used the correct building block, the window “Mail Merge Recipients” should appear.

8. On the “Mail Merge Recipients” window you can editthe listif needed or remove recipients from the
listby removing the checkmark inthe box beside theirname. Ifthe listis okay as is, click “OK”.

Mail Merge Recipients

[rata Source
. . B FREEMAN v FARMIMNGTON
K2 kemph0905503, . .. [v | J0MES JEFFREY T ECOMME TERRE M BI625
K:\templ0905503.... |+ GRIGERY KENMETH D FARMIMGTON gL 53640
Kiibempi0905503.,..  [¥  GOAD DoUGLAS D FREDERICKTOWM gL 53645 i
kK:lkempl 0905503, , .. [+ RICHARDSOM DUSTIM R DESLOGE Mo 63601 I
K:ibemph0905503. . .. [v Cook JOEY N CADET M 63630 I
k:bempl0905503,.., | [v | SAWTELLE JEFFREY T PARK HILLS gL 53601 I
K:bempl0905503,..,  [v | HEDRICK TERRY L BEOMNME TERRE gL 53628 I
K2 kemph0905503, . .. [v | SkAGGES JAMES 5 POTOSI M 63664 I
K:ibemph0905503. . .. [v | DICKEY DEREK W BISMARCE M 63624 I
Kibempi090s503....  [v  JOMES WALTER L FARMIMGTON gL 53640 I .
¥ FaramhNanccna rl DFRIRFDTHY DITh F DADK HTI T = ™ [=SeTAp] ] T
£ >
[rata Source Refine recipient lisk

2 \kempl0205503, docx

‘-H, aort. ..

| Filker...
" Find duplicates. ..

o

Find recipient. ..

il Validate addresses...
Edit... ] [ Refresh
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007) (cont’d.)

9. Click“Next: Write your letter”.

.'/E-!n NOTIFICATION TO APPEAR FOR INTERVIEW.doc [Compatibility Mode] - Microsoft Word - X
e =
Home Insert Page Laywut References Mailings Review View Developer Add-Ins @
L= 3 == LD EpRules- & (M4 e H] [y
= = = = — — 58 Ea ; ) L |
© @ Match Fields Find Recipient
Envelopes Labels Start Mail Select Highlight Address Greeting Insert Merge Preview A Finish &
Merge = Recipients ~ RecipientNst || Merge Fields Block  Line Field~ 2| Update Labels | pesyps | 2 Auto CheckforErrors || perge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
FEREE - TF S RN
X
@ Security Warning Some active content has been disabled. tions...
EEJ Mail Merge v X

Select recipients
(&) Use an existing list
() Select From Qutlook contacts

) Type a new list
NOTIFICATION-TO- APFPEAR.- FOR- INTERVIEW-—EXAMPLEY

L4

[Official-Letterhead-offAgency-o fInstitution]T
L

Use an existing list

Currently, your recipients are
selected From:

[:4temph 0205503, doc] in "0905503. di

afnamen-«lname?

waddrl »7 s .
«addr2»T Select a different list...
CT R - T T

ity >):u;ftite:> AP 3} Edit recipient list. ..
HCOUILTY

T

Dearwfnames«Lnames:T
T

Youhavebeencertified-by-the Division- of-Personnel-for-considerationfor-appointmentinthis-agency-as:
T

Position: ~uclassi+ -+ -+ —+  Location:-Cole-County, Division: ofPersormel
T

ProposedPav-Rate* {semi-monthly):-«proposedpaysPremium Pay-Eate{semi-monthly): - spreminmmpay 7
L

*In-caseofpromotionwithin- your-agency,salary-will- be-atleast-one-step-more thanpresentsalary 7
T

Thisletter does-notconstitute-anoffero f-appontment. -Ifyouare interested in- consideration for-appointment to this-
position,please report-to- -onorbefore: .- Please-present-this-letter-at the-time-o finterview

T

PLEASE-NOTE:- -Itis-important thatyoucomply-with-this-notice-within-seven-working- days.-Ifyou-are not-
interestedin-this-position, -completethe-“Statement-ofAvailability ”-section-below- and retum this-letter.--Failure-to-
make-aresponse-or-failureto-complete the re quire d interview- process-will- not-only remove you-from-consideration-

Page:1 of 42 | Words: 13367 | <& English (U.S) | B3

% Mext: Write vour letter

@ Previous! Starting docurment
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007) (cont’d.)

10. To add any of the headerfieldsto your newly created merge document or to add the new header fields
(proposedpay,premiumpay,country) to a previously existing merge document, place your cursor at the
point inyour document where you want to add one of the fields (i.e. add the “country” fieldto the
address block by putting your cursor on the line below “city,state,zip”). Itis higm recommended that
you incorporate the country field into your merge letters to ensure proper a&]ressing for applicants
who reside out of the country (remember — United States will not displa)/only foreign countries will

™ NOTIFICATION TO A Micrasoft Word - 8 X
- 2
— Home Insert Page Layout References Mailings Review View Developer L7}
—~ —j 5 o i‘ j j j =P Rule <@%§ H 4|1 b =
=] —g° @ 2 pffatch Fields | &7 Find Recipient g
Envelopes Labels Start Mail Select Edit Highlight Address GreetinJInsert Merge Preview ) Finish &
Merge ~ Recipients ~ Recipient List | Merge Fields Block  Line pda Results | S Auto Check for Errors || merge
Create Start Mail Merge Write & Insert N Preview Results Finish
B2 -0 FTAB @Ea- -
w
l:;r' Security Warning Some active content has been disabled. Options...
ETQ Mail Merge * X

-
)l Write your letter

IF vou have not already done so,
warite wour letter now,

To add recipient information to
wour letter, click a location in the
document, and then dlick one of
the ikems below,

=] Address block. ..

NOTIFICATION- TO- APPEAR. FO TEEVIEW-—EXAMPLESY

[Official LetterheadofAgency/ofInstitution]
.

=] @reeting line. ..
affames-«LnamesT E]| d

waddrl»T J‘ Electronic postage.. .
waddr2«T B

. . “ddl More ikems...
ity - ustategAip
dcountry»T ‘when wou have Finished writing
L waur letter, click Mext, Then vau
Dearwfnames-«l namen¥ can preview and personalize each
c recipient's ettt
Youhavebeencertified-by-the Division- of Personnel- for-consideration for-appointment inthis-agency-as-follows:T
p
Position:-uclassss  —+ -+ -+ Location:-ColeCounty, Division- of Personmel?
-

Proposed Pay Rate®{semi-monthly):-sproposedpaysPremium Pay-Rate{semi-monthly): - apremumpay»T
.

*In-caseofpromotionwithin-your-agency, salary-will- be-atleast-one-step-more thanpresentsalary 7

c

Thisletter does-not-constitute-anofferof-appointment. -Ifvouare interested in- consideration-for-appointment to this-
position, pleasereport-to- -onorbefore .~ Please-present-this-letter-at the-time-ofinterview T

9 Step 4 of b
PLEASE-NOTE:--Itis-important that voucomply with-this-notice-within-seven-working- days.-Ifyou-arenot-
interestedin-this-position, complete the-“Statemento fAvailability - section-below and returm-this-letter.--Failure-to-
make-a response-or-failure to-complete the required-interview- process-will- not-only remove you-from-consideration-

HL il

Page:1 of 42 | Words: 13367 | & English (U5 .fl

& Mext: Preview wour letters

H @ w4

4 Previous: Select recipients

T ——
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007) (cont’d.)

11. Once you have put your cursor where you want to place a merge field, selectthe appropriate merge
field fromthe “Insert Merge Field” window. Click “Insert” and then “CleSe”. Repeatthis process for
each field youwish to add to your letter.

Insert:
() pddress Fields (%) Datshase Fields
Fields:

lagy s
lorg

indicator

agyaction

agyackkext

bbind

apptdate

email

salary

arder

Certnum
class

Match Fields. . ] [ nsert ~ ] [ Close * ]
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE

DOCUMENT (Word 2007) (cont’d.)

12. Once you have inserted the desired merge fields withinyourletter, click “Next: Preview yourletters”.

—
(Ba )
T Ca

Pﬂjte |B I U -abe x, x* pa||¥- A~ |=E= Emphasi Headingl | 7 Mormal
Clipboard ™ Font s Paragraph (F] Styles
HY2-0%- &4 @ d- =
Q Security Warning Some active contgnt has been disabled. Optighs...

Times New Roman ~ |10

N@TIFICATION TO APPEAH FOR INTERVIEW.doc [Compatibilitf Mode] - Microsoft Word

Insert Page Layout References Mailings Review View Developer Add-Ins

= ==
AT ||| [i==E

NOTIFICARTON-TO- APPEAR- FOR-INTERVIHW- —EXAMPLEY

W astaten-azipsf
ACourtTy»T
T

Dearwfnames«Lnames:T
T

Youhavebeencertified-by-the Division- of Pefsonnel-for-considerationfor-appontmentinthis-aggney-asfollows:
T

Position: ~uclassi+ -+ -+ -+ ocation: -Cole-County, Division- of Persormel]
T

ProposedPav-Rate* {semi-monthly):-«proposedpaysPremium Pay-Eate{semi-monthly): - spreminmmpay 7

L

*In-caseofpromotionwithin- your-agency,salary-will- be-atleast-one-step-more thanpresentsalary

T

Thisletter does-notconstitute-anoffero f-appontment. -Ifyouare interested in- consideration for-appointment to this-
position,please report-to- -onorbefore: .- Please-present-this-letter-at the-time-o finterview

T

PLEASE-NOTE:- -Itis-important thatyoucomply-with-this-notice-within-seven-working- days.-Ifyou-are not-
interestedin-this-position, -completethe-“Statement-offAvailability"-section-below- and retum this-letter.--Failure-to-
make-aresponse-or-failureto-complete the re quire d interview- process-will- not-only remove you-from-consideration-

Page: 1 of 42

Words: 13367 | & Enaglish (U.5.) S

In the example below “country”, “proposedpay” and “premiumpay” were added tq the existing merge
document.

2ac Replace

34 Find ~
4aBpCyl AaBb( | AaBbCel | AaBbCk] %

strong| = Change

Styles = Ly Select -
{F Editing

EEJ M4il Merge * X

rite wour letter

F vou have not already done sa,
rike wour letker now,

0 add recipient information to

our letker, dlick a location in the

ocurment, and then click one of
the items below,

3 Address black...

= Greeting line...

j Electronic postage...
i mare items...

bien you have finished writing
ur letker, click Mext, Then yau
n preview and personalize each
efipient's etker,

0

—

StenLl of b

ES
o % Mext: Preview your letters

4 @ Previous: Select recipients

[i]

S
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007) (cont’d.)

13. One of the merged lettersis previewed here. You can preview each letterby clickingthe << or >>,

dependingonwhich record you want to preview. Once you are sure the letteris to your speflifications,
click “Next: Complete the merge”.

e N

i ,, \ NOTIFICATIOM TO APPEAR FOR INTERVIEW.doc [Compatibility Mode] - Microsoft Word - 7 X
el
—/ Home Insert Page Layou References Mailings Review View Developer Add-Ins (2]
_—'I %I 5 ‘_] j =0 jJ =P Rules ~ <ﬁ%__>| |H 4|1 | M
= = = =] = = = 5 i
——r_J — < & Match Fields 427 Find Recipient g
Envelopes Labels | Start Mail Select Highlight Address Greeting Insert Merge Preview 3 Finis
Merge = Recipients ~ Recipient Lis\| Merge Fields Block  Line Field~ 2| Update Labels | |pesuts| | 2 Auto Check forErrors || pergle -
Create Start Mail Merge Write & Insert Fields Preview Results Finfsh
FEETE T iy e R [ l
X
@ Security Warning Some active content has been disabled. / \
41| Mail Merge ¥ X

Previey your letters

One of the mergad letkerdis
previgwed here, To previ
anotier letter, click one offthe
Falloging:

Recipient: 1

Find a recipient...

NOTIFICATION-TO- APPEAR- FOR-INTERVIEW- —EXAMPLEY

L4

[Official-LetterheadofAgency- o fInstitution |7
L Make changes

TIMOTHY-A-FREEMANYT
4176 VALLEY-FORGE-RD--— 1
FARMINGTON,- MO--636407

‘YYou can also change vour
recipient list:

= Edit recipient list. ..

IR ANT
:
Pear-TIl\.{OTHY- A-FREEMANST when you have finished

previewing your letkers, click
Mexk, Then you can print the
merged lekters or edit individual
letters to add personal comments.

Youhavebeencertified by-the Division- of Personnel for-considerationfor-appointment inthis-a gency-axfollows:
T

Position:~CORRECTIONS- OFFICER-II —» -+ -+ —+  Location:-Cole-County, Division- of*
Personnel]

T

ProposedPay-Fate*(semi-monthly):~$1234 50-2345.50 - PremiumPay-Rate{semi-monthly):-$1236.78-
2368957

L4

*Incaseofpromotionwithin- your-agency, salary-will- be-atleastone-step -more thanpresent=salary
L

Thisletter-does-notconstitute-an-o ffero f-appointment. -Ifyouareinterested-in- consideration for-appointment to this-
position, please report-to- -on-orbefore- -~ Please present-this-letter-at the time-o finterview
L

PLEASE-NOTE:- -Itis- important thatvoucomply-with-this-notice-within-seven-working- days.-Ifyou-are not- o ) i i
interestedin-this-position,-complete the-“Statement-ofAvailability “-section-below- and retum this-letter. - Failure-to-

Page:1 of 42 | Words: 13373 | <% English (U.S) | B3

@ Previous: Write vour letter

1003 (=)

[i]
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT (Word 2007) (cont’d.)

14. To complete the merge process, click “Edit individual letters...” and then “All” in the “Merge to New
Document” window. Thenclick “OK”. This will'gllow the user to edit eaclyindividual letter, if necessary,
before printing.

=
(O

Home Insert Page Layout References Mailings Review View ':@
i _%‘I = = j =" jJ |H 4|1 | B M| :’
= = U= . =] =] = 1=} ~ =
=1 bt j == 23 yakn Fields 429 Find Recipient e
Envelopes Labels | Start Mail Select Edit Highlight \Address Greeting Insert Merge 3 Finish &
Merge = Recipients ~ Recipient List || Merge Fields \ Block  Line Field~ 2| UpdatN\lab/ls | |pesurts| | 2 Auto Check forErrors || perge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
HY- 0BT AR @B \ / N\

X
@ Security Warning Some active content has been disabled. Options\..
(1| Mail Merge * X

Complete the merge

Mail Merge is ready to produce
wour letkers,

To personalize wour letters, click
"Edit: Individual Letters," This will
open a new document with waur
merged lekters, To make changes
ko all the letkers, switch back b
the original document,

NOTIFICATION-TO- APPEAR.- FOR-INTERVIEW- —EXAMPLEY

L4

[Official-LetterheadofAgency- o fInstitution |7
T

TIMOTHY A-FREEMANT
4176 VALLEY- FORGE-RD--- 9 Merge to ¥w Document
FARMINGTON.- MO--636407
IRANT

T

Dear TIMOTHY-A-FREEMAN:T
T

Youhavebeenvcertified by-the Division- of Persof O From: |\ | To | | Fragency-asfollows:]
T
Position:~CORRECTIONS- OFFICER-II —» I Tk ] ’
Perzonnel?

T
ProposedPay-Fate*(semi-monthly):~$1234 50-2345.50 - PremiumPay-Rate{semi-monthly):-$1236.78-
2368959

L4

Merge

L Print...

& Edit individual letters. ..

*Incaseofpromotionwithin- your-agency, salary-will- be-atleastone-step -more thanpresent=salary
L

Thisletter-does-notconstitute-an-o ffero f-appointment. -Ifyouareinterested-in- consideration for-appointment to this-
position, please report-to- -on-orbefore- -~ Please present-this-letter-at the time-o finterview
L

PLEASE-NOTE:- -Itis- important thatvoucomply-with-this-notice-within-seven-working- days.-Ifyou-are not- @ stepbofb
interestedin-this-position,-complete the-“Statement-ofAvailability “-section-below- and retum this-letter. - Failure-to-

Page:1 of 42 | Words: 13373 | <% English (U.S) | B3

@ Previous! Preview your letkers

c

[i]

1003 (=)

Edit any individual letters you desire and then print for mailing purposes.
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CERTIFICATE MAIL MERGE PROCESS USING EXCEL/WORD 2007

CREATING A CERTHEADER DOCUMENT IN EXCEL (2007)
(While the information providedinvolves the use of Excel 2007, the process is very similarfor those using
Excel 2003).

1. Open ablank Excel document.

2. Copy and paste the followingstring of text in the first row of the blank Excel document.

Lname fname ssn phl ph2 addrl addr2 city state zip Xzip  regtype fg
lagy lorg indicator agyaction agyacttext bbind apptdate email salary
order certnum class proposedpay premiumpay country

3. Format thefirst row (i.e.shade and apply borders — see screen print below forexample) soyou can
easilyidentify the headerrow when using the documentto create a data source (see instructionson
the following pagesforcreating a data source document using Excel).

D:* CERTHEADER.xlsx - Microsoft Excel = m o
) s ; 5 -
— Home Insert Page Layout Formulas Data Reviaw View Developer @ - x
=R ¥ sy m (GE== = m E’—l o ) || G=mnset- | T A 30
_1 3 Calibri 1.1. A a f General g ___‘d L‘d it j‘ Z? }}
i | ot B [ ]| v St O | - | 2 2 D
Clipboard ™ Font ) Alignment E} Mumber Ta Styles Cells Editing
H9-c A8 -
| Al v fi | Lname ¥
[ ]l LR I e e a R = Twvw Dwl
i Lrl.ame|fname|ssn|ph1|ph2|addr1|ad|:k2|cit\f|state|zip‘xzip|regtype|fg|lagﬂIorg|' icator|agvaction|agyacttext|hhimi| pp |eﬂmil|salary|order|cer1m
2
3
4
5
(73
7
8
9
10
11
12 =
13
14
15
16
17
18
19
20
2T
22
23 ]
24
25
26 i E
W 4+ ¥ Sheetl  Sheet?  Sheetd . ¥J [T m — Tk
Ready | 3 Count: 28 ||ﬁ@|@ 100%@—‘@ \i—)

4. Save the document (i.e.certheader.xlIsx)
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE USING EXCEL

(This process will require you to reformat the data contained in the CertElig.txt document to allow Excel to
accept the datain the appropriate format —all of the comma’s which are field delimiters must be replaced
with tabs. The following instructions will assist you in that process.)

1. Open the certheader.xIsx document (the one created on the previous page) and then minimize the
window for now.

2. Openablank word document. Clickon the Office icon located inthe upper left corner and then click on

@ P Document? - Microsoft Word - o X
Bview View Developer Add-Ins @
Recent Documents ) |
Ngw ?v”(_- S | q % aﬁFlnd' |
| 1 CERTIFICATE MAIL MERGE PROCESS (WORD 20,., =1 | Fi= ‘—, \AaBbCcDc | AaBbCeDe AaBbCi AaBbCc ab peplace
- Sac
- u . = V= = = i i i _ Change
% open 2 PROPR-PREMR - AGY INFO.doox E||g T Mormal TMo Spaci.. Heading1l Heading 2 - Styles - [ Select -
2 DZERZhG0R B ragraph Fl Styles F} Editing |
3 4 NOTIFICATION TO APPEAR FOR INTERVIEW.doc {=1
H Save
5 CertElig.docx =
=] 6 CertElig.bet =1 (I x
ﬁ Save As B L
7 propr-premr.doce = _
8 CERTIFICATE MAIL MERGE PROCESS - MS WOR.,, 1=l )
@ Erint ¥ 9 certheader.doo {=1
2023.doc =
@ Prepare  » 4311.doc 1=
6043.doc =
@ send ¥ MAIRS ENHANCEMENTS 2009.dock Il
INCORPORATING MEW HEADERS-Word2007.doc 1=
E :’ Publish  » INCORPORATING MEW HEADERS INTO AN EXIS... =
INCORPORATING MEW HEADERS.doc {=1
' Close MAILMERGE FROM MAIRS110106.doc =
|23 word options || X Exit word
Page:1of1 | Words:0 | §8  English(us) | B | EEE
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE USING EXCEL (cont’d.)

3. Selectthe appropriate folderthat the “Certelig.txt” documentis storedin (i.e. C:\temp or K:\temp).
Select “Certelig.txt” fromy'the selected folderand thenclick “Open”.

Look in: ||li'|\ﬁen1{, \ vl @ -0 X ci B -
rition and Exercise Manager For Windows 80003036, docx

B 0o03045, oo

8 Certlig, docs

E] applicant_e_and_e.txt

IE’J AppReq.txt

[Z] AppRegHist.txt

— () Calorieking
__J & | applicant. bkl
Trusted i 0903063, xlsx
Templates | = nanaz1 9, xlsx
2 mergeheaders. xsx
W4 TIFICATION TO APPEAR FOR TMTERWIETN
My Recent | 0903045, doc
Documents i
09030450, doc
0909020, doc

E

=
I- @appfile.doc |';j CertInfo.bxt
Desktop @Applications.doc E] MESH. bt
) Certlig, doc [Z] MESHDATA. bxt
A @CertHistReport.doc m RegHist.txk
__.J ] Certification, doc [Z] Register txt Type: Text Document
My Dacuments || W MESHD st aR eport, doc [Z] web_question.bxt glztee: l‘lﬂlolc}if'i(eBd: 30609 11:32
@NOTIFICP\TION TCO APPEAR FOR INTERVIEW. dac

@RegisterHistReport.doc

@

sy Computer @userinfo.doc
File: name: | \ 5 |
Fles of type: | all Fies (*.%) \ -
\

I ‘:: II‘

[ oo [ [
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE USING EXCEL (cont’d.)

4. Underthe “Home” tab, click on “Replace”

CertElig.txt - Micros

- = x
| Home | 1insert  Pagelayout  References  Mallings  Review  View  Developer (7]
=] i Courier New MILER SN |. '__' = F | EE T pasocne aasbeene Aaﬂbm i:::ace
Paste r |B 1 U -abs x, X Aav||EJ_v&v‘ E |-|Q ||| TNormal 7HoSpaci. Headingl Heading2 < E{;T:sgve e
Clipboard ™ Font P Paragraph 5 Styles (F} Editing ]
FEREE - 1= r sl Er e

EMITH, - MICHAEL- &, 4%%—+%-2268, (573) 78240083, - - ----ncnn-- L PO BOX- 375+ or e ene e
| P ,RUSSELLVILLE, MO, 65074, - - - - ,OPEN, 97.0,,, ,*

,——0,mike.a. amlth@erﬂbarqmall com,0.00,1,1000500,0FFICE- SUFFORT-

ASSISTANT (KEYBOARDING) , $800.50- ---1188.50, .9

HOBES, - DRNIEL, %¥%—4%—5815, (572) G45-23274, « «vrcverenrn- ,elo-wnnwoon-m:w.-

APT,.-41----, , JEFFERSON- CITY,MO, 65108,

,OPEN,94.0,,, ,--,,B-,—0, greatﬁlldworld@g‘mall com, 0.00,2,1000500, OFFICE-

SUPPORT - ASSISTANT - (KE‘.YBOARDING) $890.50- ---1188.50,,9

SCALF, - TIFFANY- D, #%%—%%-3707, (850} 070-1745, (850} 970-1745, 3613 - CANDLELIGHT-
DRIVE - BPT- B === nmmmmnnnmnesnennaneens , JEFFERSCN- CITY,MO, 62108, - - - -
,OPEN,94.0,,,- ,--,,B-,——0,30phli@yahoo.com, 0.00, 3, 1000500, OFFICE+ SUPPORT-

ASSISTANT. (KEYBOARDING) ,5$800.50. .-.1188.50,,9
¥OUNG, - DENESE - L, ¥%¥-%%-0705, (573) 775-2204, (314) 974—556’?,530- HHY - BRe s errerrorenrenons
P L I , STEELVILLE, MO, 65565, - - ,OPEN, 34.0,,,+ ,-*
;B ,—0,deneseyoung@gmail.com, 0 00,4,1000500,0FFICE- SUPPOR:L' ASSISTANT-
{I{E‘.YBOARDING) £890.50- ---1188.50,,9
SHROYER, - STEPHANIE- D, ¥**—*%-4846, (573) 644-2180,- - ----------- ,3420-
FLANDERS - RD = == s s s s s s s s s s s = a2 ss s 50 as ssssssssansnssnsnsss 'JEFE‘E‘_RSODI.
CITY,MO,&5109, . - - -,OPEN, 94 [ T -
a, stefsgotmall@gmall com, 0.00, 5, 1000500 OE‘E‘ICE SUPECRT - ASSISTANT -
(KEEYBOARDING) ,5$890.50- -—-1188.50,,9
GORDON-MCCULLOUGH, - BETTY- 5, %%¥—*%-3000, (573)295-6728, (573)544-3277, 3836-
CO-RD- 4006 ............................................. HOLTS.
SUMMIT,MO, 65043, ---,OBEN, 92 O,pp" 4=y sB-,—
1} babmc672@yahoo cecm, 0 00,6,1000500, OFE‘ICE SUFPORT- ASSISTANT-
(REYBOLARDING) ,5890.50- -—-1188.540,,9
GENTRY, - SCOTT: W, %¥%—%¥-0740, (573) 632-4610, (573)806-8250,221- W-ASHLEY: ST+ srsr-vrerrr
, JEFFERSON- CITY, MO, 65101, - - -+, OPEN, 92.0,,, *
--0,ScettWeentry@live.com,0.00,7,1000500, OFFICE. SUPPORT: ASSISTANT
==

5. Inthe “Find What” field type a comma (,). Then click (place the cursor) in the “Replace With” field.

Next, click on th

Replace

Find what:

Repldce with: || -~

Maore == ’_ Replace ] lRepIace all ] L Find Mext ] ’_ Cancel ]
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Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE USING EXCEL (cont’d.)

6. Inthe “Find and Replace” window, click on the “Special” button located at the bottom of the window
and then select “Tab Character” from the listthat gppears. This will place the symbol for the tab
character in the “Reptasewith:” field (t) as shownin the example below. Click on the “Replace All”
button and then “OK” when thesaessage appeays indicatingthe number of replacements

the “Close” button to/exit the “Find andReplacé” window. This process should have re

comma’s,which weye used as field delimiter HIIII ertElig.txt document, with the

r ||| Paragraph Mark
Tab Character

character.

Find and Replace

Find | Replace | jfoTo

Any Character

Find what: | b Any Digit
Any Letter
Caret Character
Replace with: |~k A

§ Section Character

T Paragraph Character

[ Bepla/e ] [ Replace al [ Find Mext l [\ Close ] E:Ii::hsreak

Search Options

En Diash
Search; | Al b Endnate Mark
] Match case [ Match prefix Field
D Match suffix Footnote Mark
[] use wildcards
y ; ) Graphic
(] sounds like (English) [] 1gnore punctuation characters
[ Find all word Farms {English) [ 1anare white-space characters ManualLine Break

Manual Page Break
MNonbreaking Hyphen
MNonbreaking Space

Replace
Optional Hyphen

R [4
Pl ] [ Special Section Break

White Space
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE USING EXCEL (cont’d.)

7. From the “Home” tab, click on “Select” and then “Select All” to highlightthe entire document. Then
“Copy” the selected text (right click, c

@ CertElig.txt - Microsoft Wor - = X

i) g

| Home | Insert Page Layout References Mailings Review View Developear @
# i = = = A 34 Find -

@ EN A« = - 4= - || \i’ AaBbCcDe AaBbceDe AaBh(Ci AaBb

Pste | (B 1 U - abe x, X Aav|[22- A~
Clipboard T |

2l Replace

TMormal T Mo Spaci.. Headingl

Heading2 - Chan
Font F} Faragraph F}

Styles =
] | Styles

h' Y
“p Select All l
[Iﬂ v-8 - EBEHABROERE 5 L | Select Objects Selact All [Ctrl+ &)

Select Text with Similar Formatting

SMITH+-MICHAEL- B ¥¥¥—*%-32288+(273) 782-4093 -

—+

-+ QPEN-—»57.0» - e
=

—+ ERUSSELLVILLE —+ MO —+ &50744----
-+ -+ E- » --0
mike.a.smith@embargmail .com—+ 0.00—+1 -+ 1000500 —+ COFFICE- SUFPORT-
ASSISTANT- (KEYBORRDING) —+ $890.50- -—-1188.50 — —+ : |
HOBBS+-DANIEL -—» *%%—%4-5875:+(573)645-3274 -
WILDWOOD. DRIVE = LET. - 41- DR R I I
CITY—+MO —+ 65109+----—+OFEN—+ 94.0—

-+ greatwildworld@gmail.com —+ 0.00-+2 - 1000500 - OFFICE-SUPFORT-
ASSTISTANT- (KEYBOARDING) —+ £890.50- -—-1188.50 — -+ T
SCALF+-TIFFANY- D ***—*%-3707+(§59) 979-1745 —+ (B859)979-1745 -+ 3813-
[ AT A LE R B 300 Eo 5o o =3 000000000000 00D00O000000000000D
CITY—+ MO —» £2108+---- 2 OPEN—»+ 34,0

-+ slphli@yahoc.com—+ 0.00—+3 - 1000500
(KEYBORRDING) —+ $890.50- ---1188.50 -
YOUNG+-DENESE- L —+ **¥—%%-0705+(573) 775-2204

—+

—+ —+ E e -+ B- =+ ——0

— - e -+ B- -+ —0
—+ OFFICE- SUFFPORT - AS55I5TANT -
-+ 1
-+ (314)974-5567 —+ 530-HWY-RA
—+ STEELVILLE—+MO —+ &5565+4----—+ OFEN
E— -+ B- —+ --0 »+ deneseycung@gmail.ccm
OFFICE- SUPPORT - A55ISTANT- (KEYBOARDING)

- T
wdd—wd—48464 (573) 644-2180 -
6510%+-- - -+ OPFEN—+ 94.0—+ —

——0 —+ stefsgotmail@gmail.com+0.00—+5 - 1000500
OFFICE- SUPEORT - ASSISTANT- (KEYBOARDING) —+ £890,50. -=-1188.50 -
1

GORDCN-MCCULLCUGH+ -BETTY- § — ***—**—3000+ (573)295-6728 —

- 94.0-+ -+ -

-
0.00+4 - 1000500 -
-
-

+

~  $890.50: :--1188.50
SHROYER —+ -STEPHANTE- D

- B- —»

hb 4

(573)544-3277

-+  3038-CO-RD-400&- - srveeee e B
-+ HOLTS-SUMMIT —+ MO —+ &£5043+4--.--3QPEN—5%2.0 -+ - =
-+ -+ B- =+ —0 -+ babmce72@yahooc.com - 0.00—+6 - 1000500

-+ QFFICE- SUPPORT - ASSISTANT - (FEYBOARDING) —+ $890,50- -—-1188.50 —

- 1

=SCOTT-W —+ *¥¥—%%-0740,4(573)632-4619 —» (573)896-8259 - 221-

Page:1 of11 | Words: 3,151/3,151 | §S$ English (U5) | 2 |

102




Agency Guide to the Management and Applicant Information Resource System

Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE USING EXCEL (cont’d.)

8. Minimize the Word document and bring the certheader.xIsx documentback up (maximize). Inthe cell
below “Lname” (A2), paste (rightclick, paste) the text you just copied from the CertElig.txt Word

document/ The data should appear as shown below.

(O CERTHEADER.xIsx - Microsoft Excel - = x
- Home Page Layout Formulas Data Review View Developer ':@ - 7 X
cing a
_j * CoufierNew  ~ /105 ~[|A A7 | | = ||%9/_'| = General iji‘ ﬂ _’_;'ﬂl i‘.ﬂlnser‘t' R % ﬁ

53 = % Delete ~ @Y )
7 |G (8o 58 )| conmorat Formt 1| o | - S TR

Clipboard ™ Font F} Alignment {Fi Number Styles Cells Editing

d9-c : |

| a2 [ - fe | sMITH

/ A B C D | E F H | J L M| N | O P Q R
1 Lname fname | ssn |ph1|ph2|addr1|addr2|city|state| zip |x1ip| regtype| fg |Iag]'| Iorg| iru:licator|ag]'action|agyacttext|l
2 SMITI‘I' MICHAEL A dhk—%%—2368 (57. BO BC RUS: MO 63074 OPEN a7 H
3 |HOBBS DANTEL Ol=Cl=HHILE | (TR Bl10 W JEF MO 65109 OFEN a4 H
4 |SCALF TIFFANY D *dk—%k—3707 {B5!(85!3813 JEF'MO 62109 OFPEN 94 E
5 |YoUNG DENESE L *Ak—24-0705 (57:(31:530 H STEIMO 65565 OPEN 44 H
6 |SHROYER STEPHANIE D  *¥%—%%_484¢g (57, 3420 JEF MO 65109 OFEN 94 H
7 |GORDON-MCCULLOUGH BETTY S dkk—%%—3000 (57.(57.3936 HOL!MO 635043 OPEN 4z H
8 |GENTEY SCOTT W kkdk_dk_0740 | (571(3T71221 W JEF MO 65101 OFEN a9z E
9 |BEZLER CYNTHIA D whk—d%—]BR5 (57.(57.124 N COLIMC 63201 OFEN g2 H

10 [RNATCAL LYDTA J ddk—24_5710 | {57! 102 W CAL MO 65018 OPEN g1 E

11 |HAND FRISTI M kdkdk_dk_TT7354 | {37]{3T|2024 JEF MO 65109 CPEN o1 H

12 [BUFFALOE CEYSTAL L whkk—%%-5303 (57, 1111 COLI MO 63203 OPEN g1 H

13 |HENDERSON JUDITH J hekd—d k3004 | (57] PO BC MRFEMN Skl OFEN a0 E

14 |SCHEULEN RRREN D *dk—4k—2457  (57] 11002 JEFIMO 65101 OFPEN 89 E

15 |[SIEVERT FRISTINA L *44_24_5ROY (57 (57.505 J FUL!MO 65251 OPEN 84 E

16 |SARDIS JESSICR *d%k_%%—-03095 | (57]{37!PO BO JEF MO 65110 OFEN page ] E

17 |RARLE JOYCE A dhk_%k—2722 (57](57:305 W JEF'MO  £5109 OFEN 88 E

18 |GRARIBALDI FENELOFE S kkdk—_%k—5071 (66 (T70{108 W BOCIMO 65233 OFEN 88 E

19 |[COLLIER SHANA L hdk—_Rek_BIR2 | {57 2406 SFRIMO 63807 OFEN 88 H

20 [RAMPETER ASHLEY M *hbk 247548 (57 126 C WES'MO 65085 OPEN 88 E

21 |FREELAND JON L kdkdk_dk_gN12 | (5T1(5T7|821 S JEF MO 65109 CPEN 88 H

22 |SCURLOCEK ENGELA L ddk_%k_80T3 (57 (5733387 CALMO  &5018 OFEN 87 E

23 |NEIHART RHCOMDZ J dkdk_dk—g681 | (571 403 5 LINIMO 65051 OFEN 87 E

24 |STOUT ROCHELLE A dhk— k(258 (57, (57.3807 JEE MO 65109 OFEN 87 H

25 |STEFHRN MARTLYN K *hbk-_24-4053 (57.(57.421 H LINIMO 65051 OFEN 87 E

26 |HOEE SHEREY 3 dhk_w&_4474 (R4 2716 ™ ST MO H4501 OFFEN BT i

M 4 ¢ M| Sheatl ~ Sheet? -~ Sheet3 ~¥J |_I- I

Ready | 23 Average: 177606.6514  Count: 2399 Sum: 116154750 |Jm® [ (+)
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A DATA SOURCE USING EXCEL (cont’d.)

9. Save the document by clickingthe “Office Button” and choosing the “Save As” optionand then Excel

| X

icrosoft Excel -

View Developer i@ - | X

j News Save a copy of the document ; c I - /I ’__!'I ;‘“Inser‘t . 5 -
E;' Excel Workbook Enera js _}Pﬁ —‘ﬁ 3 Delete ~ E, %ﬁ Lia
~ JJ] Save the workbookafthe default file I- | $ - 2% s ||%3 ;%8| Conditional Format  Cell =z Sort & Find &
|/ Qpen format, 0 =0 Eormatting ~ as Table - Styles - || 2] Format = || Z2~ Filter~ Select~
= ExcelMfacro-Enabled Workbook ;'T- Mumber (F Styles Cells Editing
H Save i ve the workbook in the XML-based and l
- macro-enabled file format.
=] [r;‘ Excel Binary Workbook .
H Saveds | ¥ m] Save the workbook in a binary file format B B G
optimized for fast loading and saving.
PH2 ADDR1 ADDR2
. Excel 97-2003 Workbook
Print 13 £ = i—
@ Hin D_u] Save a copy of the workbook that is fully = D O 319
compatible with Excel 97-2003, i-3274 810 WILDWOOD DRIVE APT. 41 A
f% Prepare  » N i-1745 (B859)979-1745 3813 CANDLELIGHT DRIVE APT B
__0 Find add-ins for other file formats -2204 (314)974-5567 530 HWY AR
2 Send v ] Other Formats E—2180 3420 FLANDERS RD
H Open the Save As dialog box to seled from p-6728 (573)544-3277 3836 CO RD 4006
(57 publish » all possible file types. 1-4619 (573)896-8259 221 W ASHLEY ST
=\ 4 uplis
= i-7441 (573)355-6951 124 N. REENE ST. #A
o i-1461 102 W RURCER
_ | Dose }-8018 (573)230-8179 5024 WESFORT DR
§-9703 1111 ST CHRISTOPHER ST
£ Excel Options | | X Eit Excel |y -0 =5 oo 200G
14 |SCHEULEN RAREN D AAA_L4 k2457 | {573) 6807324 11002 DEER RUN RD
15 |SIEVERT FRISTINA L *%—_44_5807 (573)642-6140 (573)220-7486 505 JEFFERSON ST
16 |SERDIS JESSICA *d%—%4-0305 (573)301-7961 (573)301-7961 PO BOX 105634
17 [RERLE JOYCE A ddkdk—%4—3722 (573)883-5006 (573)645-1617 305 WILLOW CREEK
18 |GRRIBALDI PENELOFE S *d%k—_%4_507]1 (660)BE2-8564 (708)912-3406 108 W. WALNUT STREET
19 |COLLIER SHENA L bk -B2R2 (573)263-8101 2406 W. WOODBURY ST.
20 |FRMPETER ASHLEY M dkk—dk 7548 | {573) 600-8084 126 COYCTE HOLLOW LN
21 |[FREELAND JON L ddd_dd-g012 (573)230-6706 (573)659-6629 821 SCUTHWEST BLVD. APT. #Q
22 |SCURLOCK  BNGELA L ddd— 44273 (573)301-2501 (573)796-3638 33387 DYNAMITE RIDGE
23 [NEIHART RHONDA J ddd_dd-—ggR] (573)897-2718 403 S NINTH ST
24 |STOUT ROCHELLE & ddd—_dd—0258 (573)645-4669 (573)659-5019 3907 DEWBERRY DR APT D
25 |STEPHAN MARILYN K ddd_dd—4053 (573)897-0061 (573)694-6378 421 HWY 100
26 |[HOER SHERRY 3 *Ek Ak k44474 (RT1A[) 2324354 216 WM. 4TH STREET #405
M4 4 b+ ¥ | Sheetl - Sheet? ~ Sheetd - #J | I
Ready | ] Average: 1776066514 Count: 2399 Sum: 116154750 ||E [0 (| 200% (=) U &
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT USING AN EXCEL (2007) DATA SOURCE DOCUMENT

1. Open an existingmail merge letter (as shown below) or create a new one in Word usingyour agencies
preferred wording. Examples of availability letters can be found on pages 112-114. Realizingthat most
if not all agencies have existing merge letters created, the followinginformation and screen shots will
depictthe process from an existing merge letterview point.

@ INTERVIEW LETTER.docx - Microsoft Word - =@ X
Tl —
~ | Home | Insert Page Layout References Mailings Review View Developer @

(2= - == =} (= -
_j _"_t Times New Roman -0 A A | (== |EE |Ii| | AaBbCeD¢ | AaBbCcD¢ AaBbCi AaBbCc % i;ﬁﬂnd

El - - - Sac Replace
Pavste f ‘ B I U - abe x, X’ Aa'”ay_' & '| |§ = = =||,S |Q ipics " THormal |7 Mo Spaci.. Headingl Heading2 - gtr;alssgf s select~
Clipboard ™ Font F} Paragraph F} Styles F} Editing

FERCE - 1= Vsl L

INTERVIEW-LETTER--NOTIFICATION- TO-APPEAR-FOR-INTERVIEWY

c

[Official Lettethead-of-Agency-or Institution ]
B

afnamen-«lnamesy
waddrl»f

waddr2af
acitys,-astates-azip»T
dcountry s

-

Dear-afnames-«lnamenT
«

Youhavebeencertified-by-the Division- ofPersonmel- for-considerationfor-appointmentinthis-agency-as-follows: T
.

Position:-«classs+ —+  Location:¥

.

Salary*{semi-monthly):-«proposedpay ¥
s

*Incaseofpromotionwithin- youragency, salary-will- be-atleast-one-step-more-thanpresentsalary

-

Thisletter does-notconstitute-anofferofappointment.-Ifyou-are interested-in- consideration-for-appointment to this position, please-
reportto- -onorbefore: -~Please present-thisletter-atthe-time-o finterview.¥

-

PLEASE-NOTE:- Itis-important thatvoucomply-with-this-notice-within-seven-working: days.-Ifvou-are not-interested-in- this-position -
completethe “Statement of- Availability ™ section-below-and retum thisletter. - Failure- to-make-a response-or failure to complete-the
required-interview process-will- not-only remove-youfrom-consideration for this-position, butmay-alsolead to yourremoval by the
Division-of-Personnel, - from iderationfor-otherpositions-in-this-class-forup to 90-days T

s

Very-truly-yours, T
c

.
Perzonnel Officer?
.

Page:1ofl | Words: 318 | <5 English (Us) | 2 | EHER IR
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT USING AN EXCEL (2007) DATA SOURCE DOCUMENT (cont’d.)

When openingan existing merge letter, you may get the following message. Click “No”. You will be
allowedto select your data source once you are in the document
Microsoft Office Word E|

Opening this document will run the Following SQL command:

! "_.. SELECT * FROM “Sheet1$”

Data From your database will be placed in the document. Do you wank to continue?

Show Help ==

[ wes | [
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT USING AN EXCEL (2007) DATA SOURCE DOCUMENT (cont’d.)

2. Clickon the “Mailings” tab, then “Select Recipients” and then “Use ExistingList...”

Cin INTERVIEW LETTER.docx - Micros
tci) —
Home Insert es | Mailings | Review View

Page Layout Refe Bveloper

A

= =

Envelopes Labels Start Mail
Merge * |Recipients ~

j j = j =P Rules «é{» H 4 b -
JJ Match Fields b Find Recipient e
Edit Highlight Ad s Greeting Insert Merge Preview Finish &

Recipient List || Merge Fiel lock  Line Field 2] Update Labels || pesults | ¢ Auto Check for Errars || perge
Create J E Type New List... Write & Insert Fields J Preview Results ||__Finish |

Use Existing List... |

|85 Select fram Qutlook Contacts...

INTERVIEW-LETTER. ~-NOTIFICATION- TQ-APPEAR-FOR-INTERVIEWY

1

[Official LetterheadofAgency- or- Institution]T
1

afnames-«Lnames’

aaddrl

aaddr2

acitys, astates—azip s

acoutry 7

1

Dear:«fnames«lnamen:

Youhavebeencertified by-the Division- of Personnel- for-consideration for-appointment inthis-agency-as-follows:"
Position:~«classi# —+  Location:¥

1

Salary*{semi-monthly): -«proposedpay»T

*Incaseofpromotion-within- your-agency, salary-will be-atleast-one-step - more-than presentsalary ¥

Thisletter does-notconstitute-an-offerof-appointment. - Ifyou-are interested-in- consideration for-app ointment to thisposition, -please-
reportto- -onorbefore- -~Please-present thisletter atthe-time-ofinterview. T

PLEASE-NOTE:- Itis-important thatyoucomply-with-this-notice within- seven-working: days.-If'vou-arenotinterested-in-this-position,-
completethe “Statement-of:Availability - section-below- and retum thisletter.-- Failure-to-make-a response or- failure-to complete the-
required-interview- process-will: not-only remove you-from-consideration for-this-position,-butmay-alsoleadto yourremoval by the-
Division-of Personnel - from-consideration-for-other positions- inthis- class-forup-to 90-days T

1

Very-truly-yours.|

1

1
Perzonnel-Officer?
1

Page:1ofl | Words:318 | <%  English (U.S) | [ —
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT USING AN EXCEL (2007) DATA SOURCE DOCUMENT (cont’d.)

3. Find and selectthe Excel data source (i.e. 1000951.xIsx) to be mergedto the availability letterand click

Select Data Source

D

v @-@ X zm-

Size  Type -

| ;g MC:T; an 'O Share?’FiIes Server (nashare) (K:)

Mame
& raw Seare Ongrerglon Chart.ds GOKE  Microsoft G

My Recent B zndaddressLine M s 6,491 KB Microsoft C
Docurnents = . X

@an.ﬂddressLme oDwps. x5 330KE Microsoft C

?[f 2 1000454, xlsx 19KE  Microsoft ©

1000500, xlsx B0KE  Microsoft G

Deskbop Ll 10009515 12KB  Micrasaft C

h_iﬂ.|?\CTI‘AJI'E_ICL.CWSSES Lxlsx
@ADDS_B\"_CLASSES_MONTH (s
@Applicant_ﬂddresses (s
rﬂjAPPLIED_F\DDED_MONTHLY.xlsx
h_iﬂ.ﬁ.l:‘R (s

:_’;J;-g 281G xlsx
o 2 availtnfo, xsx

Type: Micrasoft OFfice Excel Workshest KB Microsoft C
Size: 29.9 KB KE Microsoft C
Diake Modified: 7/29/09 9:16 AM KE  Microsoft
249 KB Microsoft C
19KB Microsoft C
19KB  Microsoft C
TSKE Microsoft C

My ComPULET || 2P pclassList1 11308 xlsx 10KE  Microsoft ©
= @Jblankworkhistory.xlsx 83KB Microsoft C
.:g h_iﬂCMF‘_F‘OL_OFF_OF‘\.ﬁ.LS_l22908.><|s>< 19KB  Microsoft C
My Metwork @CERTIDDDIDQ.XISX 18KE Microsoft © %
Places Fy

b
File name: | \ b | Mew Source. ..

Files of bvpe: |AII Daka Sources (% ode; *.mdb; * mde; *.acodb *accde; *ols; *ade; *.adpNeud); *.dsng *.xds V|

|‘ Qpen ][ Cancel l

4. When the “Select Table” window appears, click the worksheet that the data source residesin (typically
Sheet1$) and make sure the check box is markedirdicating “First row of data contains column
headers”, then click “OK”.

Select Table

Wdiﬂed Created
B/18(09 10:53:03 AM\ B/18/09 10:53;

Shestz$ B/15/09 10:53:03 AM  N15/094T53:03 AM  TABLE
shests$ 8/15/09 10:53:03 &AM _3ME/09 10:53:03 &M TABELE

\

X
Fﬁﬁw of data contains column headers OK ] [ Cancel
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Agency Guide to the Management and Applicant Information Resource System

Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE

DOCUMENT USING AN EXCEL (2007) DATA SOURCE DOCUMENT (cont’d.)

5. Once you complete the process in Step four (4) above you will return to the merge document as shown
below. If you needto insertadditional merge fieldsinthe letter, insertyour cursor where the field
should be placed and then click “Insert Merge Field”. A drop down list of all gfthe fields containedin

your Excel data source document will be\{splayed. Selectthe appropriat
incorporate the country fi

letter. It is highly recommended that you

ieldto be placed in the
into your merge letters to

ensure proper addressing for applicants who reside out of the coufﬁry (remember — United States will

not display, only foreign countries will appé\ar in this field.

INTERVIEW LE

(Cla
i
Home Insert

Y

Start Mail

Page Layout References Mailings Review

Select Edit
Merge ~ Recipients =~ Recipient List

Start Mail Merge

Envelopes Labels
Merge Fields Block

Create

affiarmes-s
«addrl»¥

oy, - astaten-uzip»T
wcountry»?
._

Dear- afhames«Lnames:T
.

Youhavebeencertified-by-the Division- of Persormel- for-conside
.

Position:-«classs+ —+  Location:¥

-

Salary* {semi-monthly):~«proposedpaysT
s

*Incaseofpromotionwithin-vouragency, salary-will- be-atleast
.

Thisletter- does-notconstitute-an-offerof-appointment -Ifyouay
reportto- -on-orbefore- -~Please-present-this
.

PLEASE-NOTE:- -Itis-importantthatyoucomply with this-notic
complete the“Statement o fAvailability ™ section-below andretin
required-interview-process-will notonly remove you-from-consid
Division-of Personnel - from-considerationfor-other-positions-in
s

Very-trly-vours. T

-

=

Personnel Officer]
.

i g|]n5ert Merge

Field ~
Lname
fname
55N
phl
ph2
addrl
addr2
city
state
zip
xzip
regtype
fg
lagy
lorg
indicator
agyaction
agyacttext
bbind
apptdate
email
salary
order
certnum
class
propasedpay,
premiumpay

country

2P Rules ~ i@ﬁ_ ||I4 4|1 |F Nl
&3 Mateh Fields 429 Find Recipient

| £] Update Labels

-
L
Finish &
Merge ~
Finish

Preview

Results l% Auto Check for Errors

Preview Results

inthiz-agency-asfollows: T

rentsalary 1

tionfor-appomtment to thisposition,-please-
rview

days.-Ifyou-arenotinterested-in- this-position,-
malke-a response-or failure tocomplete the-
-butmay-alsoleadto vourremoval by the-
s

Insert Mail Merge Field

Page:1 of1l | Words: 318 | §;§ English [U.5)) | E |

109




Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT USING AN EXCEL (2007) DATA SOURCE DOCUMENT (cont’d.)

6. To viewthe merge letterwiththe data from your Excel data source document, click “Preview Results”.
To view each merged record clickthe right or left “Arrows” to move through the records

O INTERVIEW LETTER.docx - Microsoft Wori - 5 X
i acy )
* i ——
Home Insert Page Layout References | Mailings | Review View Developear @
=& 3 DB B 2 G ) [ |
= = — — = =
— &1 Match Fields < Find Recipient 2
Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge Pi = Finish &
Merge ~ Recipients ~ Recipient List || Merge Fields Block  Line Field= 2] Update Labels ||[Rasuits '% Auto Check for Errors || pparge =
Create J Start Mail Merge J Write & Insert Fields J Freview Results || Finish | |
H9-o &hun ed - ]
iy

INTERVIEW-LETTER —NOTIFICATION: TO-APPEAR-FOR-INTERVIEWY
1

[Official-Letterheado fAgency-or Institution]T

1

TONI'-K-STEWARDY

2100JULIEY

JEFFERSON-CITY.-MO--631097

1

Dear: TONI'K-STEWARD:T

1

Youhavebeencertified-by-the Division- of Personnel- for-considerationfor-app ointmentinthis-a gency-asfollows: T

1
Position:-HEALTH-FACILITIESNURSING- CONSULTANT —+ -+ Location:T

1
Salary* {semi-monthly):-31966 002914 507
1

*Incaseofpromotionwithin-vour-agency, salary will be-atleast-one-step-more-thanpresentsalary .

This letter does-notconstitute-an-offerof-appointment - Ifyouare interested in- consideration for-appointment to thisposition, -please-
reportto- -on-orbefore- -~Please-present-this letter-atthe time-o finterview.]

PLEASE-NOTE:- -Itis-importantthat voucomply with-this-notice-within- seven-working- days.-Ifyou-are not-interestedin- this-position, -
complete the “Statement o fAvailability " -section-below-and retumn-this-letter.-- Failure-to-make a response-or- failure to-complete-the-
required-interview-process-will- not-only remove-you-from-consideration forthis-position,-butmay-alsoleadto yourremoval, by the-

Division-of Personnel - from-consideration for other-positions- in-this- class-forup-to 90-daysS

1
Very-traly-yours,T
1

1
Personnel-Officer?

DONOT-DETACH —» -+ -+ -+ -+ -+ -+ Certificate=-1000931-17

Page:1of1 | Words:325 | & English (US) | 7 | EED R —
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

CREATING A NEW MERGE DOCUMENT OR ADDING NEW HEADER FIELDS TO AN EXISTING MERGE
DOCUMENT USING AN EXCEL (2007) DATA SOURCE DOCUMENT (cont’d.)

7. If the letterhas all of the suitable data, click “Finish & Merge”. At this point, you can either “Edit
Individual Documents...”, “Print Documents...” or “Send ail Messages...” Typically you would choose
the “Edit Individual Documents...” option. This will allow yointo make changes to individual letters as
needed.

fl:j-D INTERVIE ER.docx - Microsoft Word
i
Home Insert Page Layout References Mailings Review Vi eloper

ew
e B EE
= @ — — = S5l 95 Mateh Fields ~—

Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge Preview _
Merge = Recipients ~ Recipient List | Merge Fields EBlock Line Field ~ 2] Update Labels ||[Resuits = ck for Errors Merge ~

Create Start Mail Merge Write & Insert Fields Preview Results ."‘1_3
-

[Q n-0 - BE AR EE 25 Print Documents..,

£y Send E-mail Messages...

(K 4[> M

429 Find Recipient

INTERVIEW-LETTER ~NOTIFICATION- TO-APPEAR-FOR- INTERVIEWY]
=

[Official-Letterheadof-Agency- or Institution]T

-

TONI'K-STEWARDY
2100JULIET

JEFFERSON- CITY, MO--631097
-

Dear: TONI K-STEWARD:(
b

Youhavebeencertified by-the Division- of Personnel-for-consideration for-appointment inthis-agency-asfollows: T
=

Position:-HEALTH-FACILITIES NUESING- CONSULTANT - -+ Location:¥
-

Salary* {semi-monthly):-$1066.00-2014.507

-

*Incaseofpromotionwithin-your-agency, salary-will be-atleast-one-step-more-thanpresent=salary. ¥
=

Thisletter-does-not constitute-ano fferof appontment. -Ifyouare interested in- consideration for app cintment to thisposition, please
reportto- -onorbefore- .~Flease-present-thisletter- atthe-time-ofinterview ¥
.

PLEASE-NOTE:- Itis-importantthat youcomply with-this-notice-within- seven-working- days.-If youare not-interested in-this position,
complete the”Statement-ofAvailability "-section-below-and retum-this-letter. - Failure-to-make-a response or failure-to-complete-the-
required-interview-process-will- not-only remove-you-fromconsideration forthis-position, -but may-alsolead tovourremoval, by the-
Division- of Personnel - fromconsideration for-otherpositions-in-this-class-forup to 90-daysS

.

Very-truly-yours
.

-

Personnel-Officer?
.

DONOT-DETACH -+ -+ -+ -+ -+ -+ -+ Certificate=-1000931-17

Page:1ofl | Words:325 | < English Us) | B3 | | EER|R 3

8. When the following message appears, select “All” and then “OK”. You can then print the letters for
mailing.

Merge to Mew Document EE||E|

) Current record

(:)Ernm: | | T | |

[ QK '_l[ Cancel ]
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

INTERVIEW LETTER - NOTIFICATION TO APPEAR FORINTERVIEW

[Official Letterhead of Agency or Institution]

Name

Address

Address

Address

Email

Dear :

You have been certified by the Division of Personnel for consideration forappointmentin thisagencyas follows:
Position: Location:

Proposed Salary* (semi-monthly): Premium Salary (semi-monthly): (if appropriate for the job youare interviewing for)

*In case of promotion withinyouragency, salarywill be atleastone step morethanpresentsalary.

This letter does not constitute an offer of appointment. If you areinterested inconsideration forappointment to this position,
pleasereportto on or before . Pleasepresentthis letter atthe time of interview.

PLEASE NOTE: Itis importantthatyou complywith this notice within seven working days. If you are notinterested in this
position, complete the “Statement of Availability” sectionbelowandreturn this letter. Failureto makea response or failure to
completetherequired interview process will not only remove you from considerationfor this position, but may also lead to your
removal, by the Division of Personnel, from considerationfor other positions in this class forup to 90 days.

Very truly yours,

Personnel Officer

DO NOT DETACH Certificatett

STATEMENT OF AVAILABILITY

( ) lamavailable for appointmentto the above position, and couldreportin
available within 15days, may betreated as waiver.)

days ifoffered appointment. (Ifnot

( ) I'hereby waive considerationfor appointment for the following reason:
() I'will notbeavailable until (givedate).
( )lamnotavailableattheabovesalary or ata salarybelow $
( )lamnotavailableattheabovelocationorinanylocationexcept

( ) I'hereby decline considerationfor this position, for the followingreason:

Date Signature

Email Address: Last Four Digits of SSN:
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

INTERVIEW LETTER - VERIFICATION OF AVAILABILITY

[Official Letterhead of Agency of Institution]

Name

Address

Address

Address

Email

Dear :

You have been certified by the Division of Personnel for consideration forappointmentin thisagencyas follows:

Position: Location:

Proposed Salary* (semi-monthly): Premium Salary (semi-monthly): (if appropriate for the job youare interviewing for)
*In case of promotion withinyouragency, salarywill be atleast one step morethanpresentsalary.

This letter does not constitute an offer of appointmentbutisaninquiry to ascertainwhether you wishto be considered for this
positionandto determineyour earliest availability. If you arewilling to go to work under the terms specified, as to salary,
position, andlocation, pleaseindicate below the number of days notice required.

PLEASE NOTE: Itis importantthatyou complywith this notice within seven working days. If you are notinterested in this
position, complete the “Statement of Availability” sectionbelowandreturn this letter. Failureto makea response or failure to
completetherequired interview process will not only remove you from considerationfor this position, but may also lead to your
removal, by the Division of Personnel, from considerationfor other positions in this class for up to 90 days.

Very truly yours,

Personnel Officer

DO NOTDETACH Certificatett

STATEMENT OF AVAILABILITY

( ) lamavailable for appointmentto the above position, and couldreportin
available within 15days, may betreated as waiver.)

days ifoffered appointment. (Ifnot

( ) I hereby waive considerationfor appointment for the following reason:
() I'willnotbeavailable until (givedate).
( )lamnotavailableattheabovesalary or ata salarybelow $
( )lamnotavailableattheabovelocationorinanylocationexcept

( ) I'hereby decline considerationfor this position, for the followingreason:

Date Signature

Email Address: Last Four Digits of SSN:
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Agency Guide to the Management and Applicant Information Resource System
Printing and Mail Merging (cont’d.)

INTERVIEW LETTER - NOTIFICATION TO ARRANGE AN INTERVIEW

[Official Letterhead of Agency of Institution]

Name

Address

Address

Address

Email

Dear :

You have been certified by the Division of Personnel for consideration forappointmentin thisagencyas follows:

Position: Location:

Proposed Salary* (semi-monthly): Premium Salary (semi-monthly): (if appropriate for the job youare interviewing for)
*In case of promotion withinyouragency, salarywill be atleast one step morethanpresentsalary.

This letter does not constitute an offer of appointment. If you areinterested inconsideration forappointment to this position,

please phoneourofficeat by to bescheduled foran interview. Please presentthis|etter atthe time of
interview.

PLEASE NOTE: Itis importantthatyou complywith this notice within seven working days. If you are notinterested in this
position, complete the “Statement of Availability” sectionbelowandreturn this letter. Failureto makea response or failure to
completetherequired interview process will not only remove you from considerationfor this position, but may also lead to your
removal, by the Division of Personnel, from considerationfor other positions in this class for up to 90 days.

Very truly yours,
Personnel Officer

DO NOTDETACH Certificatett

STATEMENT OF AVAILABILITY

( ) lamavailable for appointmentto the above position, and couldreportin
available within 15days, may betreated as waiver.)

days ifoffered appointment. (Ifnot

( ) I'hereby waive considerationfor appointment for the following reason:
() I'willnotbeavailable until (givedate).
( )lamnotavailableattheabovesalary or ata salarybelow $
( )lamnotavailableattheabovelocationorinanylocationexcept

( ) I'hereby decline considerationfor this position, for the followingreason:

Date Signature

Email Address: LastFour Digits of SSN:
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Agency Guide to the Management and Applicant Information Resource System
Posting an Online Certificate

Once an agency has completed the interview process, it is necessary to post any actions to the certificate. Posting
actions to a certificate begins by accessing the Certificate Request item from the Certification menu.

B MAIRS Management and Applicant Information Resource System

Application 104 Scheduling BEERS{EEEEGN Reference Information  Miscellaneous  Window  Help

E,I Applicants Already Appointed
Careet Progression

Certificate Hiskary

Certificate Request

Disqualification
Disqualification Listing
Qutstanding Certificates
Recompute Final Scare
Register By Applicant
Reaqisker List

Request Exchusion
Request Exclusion Listing
Woid Register

The Agency Certificate Request window, as shown below, will be displayed.

T hgency Certificate Request

L

Actions  Sort  Miindow  Help

Dl0e |

Status | Certificate |ssued to Agency v lanore Trial Certificates
Class Tl [ACCOUNTANT | |
Agency I:l Request Mo I:l
Organization l:l
Class Title Agy Org Reguest County

Mo

ACCOLINTANT | 780 T001 045 COLE =
ACCOUNTANT | 885 2450 1000217  ST.LOUIS OITY
ACCOUNTANT | E50 SDO0 (0308033  ST.LOUIS OITY
ACCOUNTANT | BS0 SDO0 0307774 ST LOUIS OITY
< 2 (¥

The actual certificate can be located and displayed using two different methods. Entering the certificate number in
the ‘Request No’ box will immediately display the certificate in the Create Update Certificate Request window. A
particular certificate canalso be located by selecting a status and/or a class title and then clicking on the ‘Inquire’
icon on the tool bar. MAIRSwill then display a ‘filtered’ listing of certificates meeting the search criteria. Double-
click on the desired certificate to display it in the Create Update Certificate Request window.
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Agency Guide to the Management and Applicant Information Resource System
Posting an Online Certificate (cont’d.)

Once in the Create Update Certificate Request window, click ‘Eligibles List’ to display the list of eligiblesin
the Certificate Eligibles List window.

Ml Create Update Certificate Request @

RequestNo 0905105 Entry Date 1241142008
—
Status | Completed With Appaintment w Statuz Chg Date 0340372009
Certificate Type Position Type
Fiequesting
Agency  [550 | MENTAL HEALTH-OPERATING
Orig [SI00 | SIK-SIKESTON RC
Clazs Tile  ACCOUMTAMT |
Mumber Of Y acancies Froposed Pap Rate 11491.50
Mumber of Candidates l:l Premium Pay Rate 0.00
Certify To Score .
o] DOP Received 1241172008 N
[ Frovisional Authorized Cerlificate Sent 271172008
|:| Provizional Mot Autharized » .
Centificate Closing 03/11/2003
v i -
Regster Eshausted [] Addtional Candidates PMS Positions
] Register E shausted/Provisional Mot duthorized
v

Certificate Eligibles List

Actions Prink  Sort  Related Topics  Window  Help
Fequest Mumber 0305105 Mumber of Availables in Selection Group 15
Class Title ACCOUNTANT | Lowest Score Certified 760
Certificate Sent  12/11/2008 Proposed Pay Rate  $1.191.50
Wacancy Location  SCOTT
Order  Final 55M Mame Type BandInd Agency Action
Mo, Score
1 850 43 ROACH, CYNTHIA D PP COMSIDERED-MOT SELEC & ﬁ
2 880 43 SEXTOM, MELVONA PP COMSIDERED-NOT SELEC
3 830 47 AER, MARE ap WAIVED CONSIDERATION
4 340 43 BEMMETT, KIMBERLY M ap COMSIDERED-MOT SELEC
5 940 48 HOFFMAN, WILLIAM H ap HOT &vAILABLE UNTIL FL
E 940 48 STEINMETZ, WANDA D ap FAILURE TO COMPLY-FAIl
7940 48 JOMES, TONYA G ap COMSIDERED-NOT SELEC
g 910 43 ELKOMY, MOHAMED F ap FAILURE TO COMPLY-Fall
9 910 80 BELL, KARLA J ap COMSIDERED-NOT SELEC
10 880 43 CALDWELL, DEBORAH K. ap COMSIDERED-NOT SELEC
11 880 43 DEKEM, ANITA M ap WwWAlVED CONSIDERATION
12 880 32 HANM, REBECCAE ap APPOINTED 02/16/2009 £
13 820 32 FRAMNE, ANNETTE L ap COMSIDERED-NOT SELEC
14 730 43 GOLLER, ANDREA D ap COMSIDERED-MNOT SELEC
15 730 43 TEAFORD, JEFFREY . ap COMSIDERED-NOT SELEC
16 730 43 MOSLEY, AMANDA ) ap COMSIDERED-NOT SELEC
17 730 43 EFTIMNK, STACEY L ap COMSIDERED-MNOT SELEC
18 730 43 ROBERTS, LARRY ap COMSIDERED-MNOT SELEC™
h 4
* Must Successfully Complete Examination Prior to Appaintrment.
Eligible Create.-"Update] [ Azzign Unused Action ] [Assign Congidered Action
=
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Agency Guide to the Management and Applicant Information Resource System
Posting an Online Certificate (cont’d.)

To post agencyactions, double-click on an eligible from the Certificate Eligibles List to display the Certificate Eligible
Detail window. This is where the actions will be posted.

M Certificate Eligible Detail 3
MWame  ROACH, CYNTHIA D S5M 4 Final Score 85.0
Agency Action COMSIDERED-WOT SELECTED
Appointrent S alane Appointment Date Interview Date
Remarks
[ Ok ] [ Pay Data ] [ Fieturn ]

Click the ‘Plus’ (+) to theright of ‘Agency Action’ to display the Certificate Actions List window (see below). Select
the appropriate action from the list and click ‘OK’ to return to the Certificate Eligible Detail window. For appointees,
enter the ‘Appointment Salary’ (pay data canbe viewed by clicking ‘Pay Data’) andthe ‘Appointment Date’. Entering
the ‘Interview Date’ is optional for the majority of certificates. However, agenciesare encouraged to enterit. When
all of the information has been entered, click ‘Ok’ on the Certificate Eligible Detail window and, if appropriate, select
the next eligible from the Certificate Eligibles List. To returnto the Certificate Eligibles List window from the
Certificate Eligible Detail window without making any changes, click ‘Return’.

M Certificate Actions List E|

L APPLICANT RESPORNDED T EACESSIVE DECLINATION LETTER
APPOINTED
APPOINTED FULL TIME ON AMOTHER CERTIFICATE/SAME CLASS
APPOINTED OW ANOTHER CERTIFICATE/DIFFERENT CLASS WITH EQUAL OR HIGHER PAY RANGE
APPOINTED OM AMOTHER CERTIFICATE/PART-TIME IN THE SAME OR LOWER CLASS
COMSIDERED 3 TIMES-REMOVED AT AGENCY REQUEST
CONSIDERED-NOT SELECTED
DECEASED
DECLINED APPDINTMENT
DECLINED BY PHOME
DECLIMED CONSIDERATION [APPLICANT GIVES AN EXPLANATION)
DECLIMED-NO EXPLANATION
FAILURE TO COMPLY-APPLICANT RESPOMDED TO FTCLETTER-RESTORED ON REGISTER
FAILURE TO COMPLY-FAILED TO COMPLETE INTERVIEW PROCESS
FAILURE TO COMPLY-FAILED TO REPLY BY PHOKE
FAILURE TO COMPLY-FAILED TO REPLY WITHIN THE TIME LIMIT - REMOVED FROM REGISTER
FAILURE TO COMPLY-LETTERS RECEIVED AFTER 7 DAYS
FAILURE TO COMPLY-NO LETTER
WO LONGER ELIGIELE
NOT AVAILABLE UNTIL FURTHER NOTICE
REMOVED PER DIVISION OF PERSONNEL
TEMPORARY SUSPENSION
UNUSED
WAINVED CONSIDERATION AT THIS SALARY
WAIVED CONSIDERATION AT THIS TIME
WAIVED CONSIDERATION FOR THIS AGENCY
WANVED CONSIDERATION FOR THIS LDCATIDN [COUMTY]
WRONG ADDRESS-MEW ADDRESS ON FILI
WROMNG ADDRESS-MOTIFICATION HETUHNED UNDELIVERED BY POST OFFICE
WRONG INFORMATION
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Agency Guide to the Management and Applicant Information Resource System
Posting an Online Certificate (cont’d.)

Clicking ‘Assign Unused Action’ on the Certificate Eligibles List window will assign the ‘Unused’ action to
any selected (highlighted) certificate eligibles orto those with no posted certificate actions. Likewise,
clicking ‘Assign Considered Action’ will assign the ‘Considered, Not Selected’ action to any highlighted
certificate eligibles orto all those with no posted certificate actions. If you have several applicants for
which you wish to post the same certificate action (except ‘Appointed’), you may highlight those names and
then clickthe ‘Actions List’ button. From the Certificate Actions List, selectthe appropriate action code
and click ‘OK’.

F Certificate Eligibles List
Ackions  Letters  Print Sort  Relaked Topics  \Window  Help

:

i

Request Mumber 1905105 Murmber of devailables it Selection Group 15 (] Exclude Agency Action
Clazs Title ACCOUMTANT | Lowest Score Certified TED
Certificate Sent  12,/11/2008 Proposed Pay Rate  $1,191.50

Yacancy Location  SCOTT

Order Final S5M Mame Type BandInd dgency Action

Mo, Score
8 10 . ELKOMY, MOHAMED F oF FAILURE TO COMPLY-FAIl A @
3 90 ! BELL. KARLA J oF COMSIDERED-MOT SELEC
10 880 . CalDWwELL, DEBORAH K orF COMSIDERED-MOT SELEC
11 &880 . DEKEM, AMNITA b oF WwWAlYED CONSIDERATIOMN
12 880 H&MM, REBECCAE oF APPOINTED 02/16/2009 %
13 820 FRANE, 8MMETTE L orF COMSIDERED-MOT SELEC
14 70 . GOLLER, AMDREAD oF COMSIDERED-MOT SELEC
15 780 . TEAFORD, JEFFREY J oF COMSIDERED-MOT SELEC
16 780 . MOSLEY, aMaNDA J orF COMSIDERED-MOT SELEC
17 7o . EFTIME, STACEY L oF COMSIDERED-MOT SELEC
18 780 . ROBERTS, LARRY op COMSIDERED-MOT SELEC
18 780 . BORGMAN, JESSICA M orF COMSIDERED-MOT SELEC
20 [0 . SCHATZ, WLLIAM K oF COMSIDERED-MOT SELEC
21 7o . HUGHEY, ELC&MIUS C op COMSIDERED-MOT SELEC
22 70 . HUGHEY, ROND& ' orF COMSIDERED-MOT SELEC
23 70 . JOHMWS, ERICY oF COMSIDERED-MOT SELEC
24 70 ! SINCLAIR, AMBER L op COMSIDERED-MOT SELEC

BROWHN, BvNE J 0 LIMLUSED

£ b4

* Mugt Succeszsfully Complete Examination Prior bo Appointment,

Eligible Eleaterpdate] [ Azzign Unuged Action ] [.&ssign Conzidered .&ction] [ Failure To Comply ] [ Actionz List
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Agency Guide to the Management and Applicant Information Resource System

Posting an Online Certificate (cont’d.)

When the certificate postingis complete, change the status of the certificate to ‘Ready for Agency Audit

for further review by the agency; OR, set the certificate status to ‘Ready for DOP Audit’, for review by
Division of Personnel Certification staff. All eligibles certified must have an action posted before a
certificate status can be setto ‘Readyfor DOP Audit’.

M Create Update Certificate Request

Og  [S100 | SIKSIKESTON RC

Clasz Tl ACCOUMNTAMNT |

EN
Lo ]

Mumber Of Y acancies

Mumber of Catdidates

Certify To Score

[ Provisional Autharized
] Provisional Mot Authorized
Reqister Exhausted

] Register Exhausted/Provisional Nat Authorized

Eligibles List

RequestMo 0905105
-
Status | Ready For DOR Audit
Requesting
Agency |90 | MENTAL HEALTH-OPERATING

Entry Date 124142008

Statuz Chg Date 03/03/2009

Certificate Type Fozition Type
Propozed Pay Rate 1191.60
Premium Pay R ate 0.00
DOP Received 124142008 N ’ Provisional l
Certificate Sent 12/11/2008

’ Yacancy Location l

Certificate Closing 0341122009
[] Additional Candidates ’ PHMS Positions l

Remarks l

Afterthe certificate status has beensetto ‘Ready for DOP Audit’, changes to certificate actions can be

made by memo to the Division of Personnel, Certification Unit.
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Agency Guide to the Management and Applicant Information Resource System
Registers By Applicant

Users can view an applicant’s status on a particular register by selecting the Registers By Applicant item
from the Certification menu.

- MAIRS. Management and Applicant Information Resource System

Application 104  Scheduling BeEEEEEGY Reference Information  Miscellaneous  Window  Help

EI Applicants Already Appointed
Career Progression I
Certificate History I
Certificate Request
Disqualification
Disqualification Lisking
Outstanding Certificates
Recompute Final Score

Reqis!
Register Lisk
Request Exclusion
Request Exclusion Listing
Void Reqister

Aside from an applicant’s status on a register other information available on the Registers By Applicant
window (see below) include the type of register (open, prom, trans, reins, etc.), addition and expiration
dates, and final score. Users have the option of printing a report of this information by selecting Report
from the toolbar of the Registers By Applicant window (example on following page). Some of the items
that can be found under Related Topics include an applicant’s availability, application/register history, and
certificate history, just to name a few.

& Registers By Applicant
Actions  Letters Related Topics Report  Window  Help

&

S55M 0o0-00-0011 Mame F TEST, JUST A MOTES:

Type  Addition Date  Ewxpiration Date  Score Title

OPEWM 0541342003 051372010 300 PROBATIOMN AND PAROLE ASSISTANT | - E
OPEN 0541372003 0541342010 900 PROBATIOM AMD PAROLE ASSISTAMT I

OPEN 10471442003 1014/2006 820  PERSOMMEL AMALYST NI

OPEM  11/30/2005 11/30/2006 820 HEALTH PROGRAM REFRESENTATIVE |

OFEN /2772006 m/27s2007 830 MOTORYEHICLE DRIVER

OPEN  0218/2007 n2Ae/2008 850 WORKFORCE DEVELOPMEMT SPECIALIST |

OPEWM  08/26/2005 02/26/2006 850 ‘WORKFORCE DEVELOPMEMT SPECIALIST I b’
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Agency Guide to the Management and Applicant Information Resource System
Registers By Applicant (cont’d.)

Report Date: February 2, 2016 STATE OF MISSOURI
Office of Administration
Division of Personnel
Management and Applicant Information Resource System

Register History

TEST, JUST A
1234 FIFTHST
ANYWHERE, MO 65432

ADDITION EXPIRATION

TYPE DATE DATE SCORE CLASS STATUS
OPEN  02-20-2007  02-20-2010 73.0  ACTIVITY AIDE oottt sasns Active
OPEN  12-06-2007  12-06-2008 85.0  ADMINISTRATIVE OFFICE SUPPORT ASSISTANT... ...Active
OPEN  06-19-2007  06-19-2008 70.0 CAPITOL POLICE COMMUNICATIONS OPERATOR.. ...Active
OPEN  09-10-2007  09-10-2010 85.0 HUMAN RELATIONS OFFICER| .......cvvvearenn. ...Active
OPEN  02-16-2007  02-16-2008 85.0  WORKFORCE DEVELOPMENT SPECIALIST | ...Active

SSN: ***.%%.0011

OPEN 10-14-2003 10-14-2006 82.0 PERSONNEL ANALYST I1I.. ...Appointed

OPEN 01-27-2006 01-27-2007 88.0 MOTOR VEHICLE DRIVER.........ccceevrnnnnnn. ...Expired Due to Time Limit
OPEN 08-26-2005 08-26-2006 85.0 WORKFORCE DEVELOPMENT SPECIALIST II. ...Expired Due to Time Limit
OPEN 09-19-2005 09-19-2006 85.0 WORKFORCE DEVELOPMENT SUPERVISOR I...ciiiiiiiieeeeeiiiiiee ettt Expired Due to Time Limit
OPEN 06-20-2007 06-20-2010 70.0 ACCOUNT CLERK T ettt ettt e ettt et et e et e e et e en e e enens No Longer Eligible

OPEN 01-27-2006 01-27-2009 76.0 ACTIVITY AIDE I1..c.cenenenennnne. ...No Longer Eligible

OPEN 08-05-2005 08-05-2008 NCR CLIENT ATTENDANT TRAINEE ........... ...No Longer Eligible

OPEN 11-30-2005 11-30-2006 82.0 HEALTH PROGRAM REPRESENTATIVE I.. ...No Longer Eligible

OPEN 08-05-2005 08-05-2005 NCR LABORER I ............... ...No Longer Eligible

OPEN 08-05-2005 08-05-2005 NCR NURSING ASSISTANT | ittt ettt ettt e e et e e e eeeeees No Longer Eligible

OPEN 05-14-2007 05-14-2010 80.0 QUALITY ASSURANCE SPECIALIST (MENTALHEALTH) ....euniiiiiiiiiie e No Longer Eligible

OPEN 09-15-2005 09-15-2006 86.5 REFRIGERATION MECHANICT ...iiiiiiiiiiie ettt eeee No Longer Eligible

OPEN CHILD SUPPORT SPECIALIST ..ttt ettt ettt e e e Pending

OPEN CLAIMS TECHNICIAN [ttt et e e e e Pending

OPEN CORRECTIONS OFFICER | ettt ettt ettt et e e e e Pending

OPEN FAMILY SUPPORT ELIGIBILITY SPECIALIST ettt et ettt ettt e e e e Register Voided

OPEN GENERAL OFFICE ASSISTANT Lo ettt ittt ettt et et e e et e e e et e e eanns Register Voided

OPEN 10-17-2005 10-17-2006 85.0 HUMAN RESOURCES MANAGER........ttiiiiteeiiiiiiiie ettt e ettt e et eeeeeees Register Voided

OPEN OFFICE SUPPORT ASSISTANT (CLERICAL) . evvviiieeeeeetiiiiee ettt Register Voided

OPEN OFFICE SUPPORT ASSISTANT (KEYBOARDING) ... cuuuitintiineiineiineeineeieeineeineesieesnaasnnanes Register Voided

OPEN PROBATION AND PAROLE OFFICER I ..uuiineiieiee et e Register Voided

OPEN REFRIGERATION MECHANIC T «.ene ettt eae e Register Voided

OPEN SENIOR OFFICE SUPPORT ASSISTANT (CLERICAL) +.tvuiiiiiieeiieeiieeeine et e ei e e eaneaanns Register Voided

OPEN SENIOR OFFICE SUPPORT ASSISTANT (KEYBOARDING).....ccvviiiiiieiiiiiiiiieeeeeiiiiiie s Register Voided
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Agency Guide to the Management and Applicant Information Resource System
Register List

Users have the option of viewing all applicants on a specified register regardless of their availability conditions.
Access to a specific register list can be gained by selecting Register List from the Certification menu.

2 MAIRS. Management and Applicant Information Resource System

Application 104  Scheduling ReERdEGGY Reference Information  Miscellaneous  Window  Help

EI Applicants Already Appointed
Career Progression
Certificabe History
Certificate Request
Disqualification
Disqualification Lisking
outskanding Certificates
Recompute Final Score
Reqister By Applicant
Reqgister List

Request Exclusion
Request Exclusion Lisking
Void Reqister

The Class Title List window will initially appear. Select a specific class title from the list and then select ‘OK’ once the
selected title appearsin the ‘Selected Title’ column of the Class Title List window. Different register statuses and
register types can be viewed by making the appropriate selections in the ‘Register Status’ box and ‘Register Type’
box. The number of names on that specific register will be displayed to the right of the ‘Register Status’ box. In this
example, there were 859 applicants currently ‘Active’ on the ‘Open’ register for Academic Teacher I. The register list
is displayed in ‘Score’ order; however, by selecting ‘Sort’ from the Register List toolbar, a user can sort the list
alphabetically. By selecting an applicant from the list, further information regarding that applicant can be found
under ‘Related Topics’ on the Register List toolbar.

'Regijster, List

Action Sort  Related Topics  wWindow  Help
&
Clazs Title |ACADEMIC TEACHER |
Reqister Status |.-’-‘«ctive L% | Murnber of Mames 853
Register Type
(%) Open ) Promational ) Transter ) Reemployment () Reinstatement
Addition Date  Expiration Date 55N M ame Agency Soare  Rank
04/21/2009  04/21/2M2 ‘ B&RSEY, CAROLE 104.0 A~ E
0B/22/2009  0B/22/2M2 C MARTIM, JACK L 104.0
04/09/2009  04/09/2012 [ RUESS, THOMAS J 104.0
08A12/2009  08A12/2M2 d MOYERS, HOWARD E 1m0
12772008 1247201 d AMTLE, GLEM R 33.0
04/08/2009  04/08/2M2 d BRADFORD, STEFHEMIE & 93.0
07/07/2009  07/07/2M2 d COVINGTOM, DOMALD L 33.0
0EA8/2009  0BA8/2M2 ‘ JACOBS. JOHW C 33.0
04A0/2009  04/0/2002 : KRISHMA, SANTOSH 93.0 b ﬂ
~
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Agency Guide to the Management and Applicant Information Resource System
The Reference Information Menu

The Reference Information menu, as the name implies, contains a wide variety of reference data necessary
for MAIRS to accomplish its functionsand manage the applicant data base properly and efficiently.
Reference files are available for utilizationin data entry, application processing, exam schedulingand
testing, mailinglist maintenance, certification, as well as MAIRS system security and support.

B MAIRS Management and Applicant Information Resource System

Application 124 Scheduling  Certification BaEREEpE=niin=ame® Mscellaneous  Window  Help

E,I Certificate Actions

Cauntry Ref
Counky and Ciky Direckory
Disqualification Reasons

Ease Logon Yerification
Exam Booklets

Exam Direckary

Job Cateqgories

Mailing Manager
Mon-Campetitive Register
Request Exclusion Reasons
Search Class Tikle Hiskaory
Specialty Codes

Special Programs Reference
Team Skaffing

\ieh Questions

Systern Conkrol
Syskem Security Manager
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Agency Guide to the Management and Applicant Information Resource System
Class List Reference

One of the most widely used reference filesis the Class List Reference menuitem. This file contains salary
and related information for every classificationin the Uniform Classification and Pay system. For Merit
System classes, information pertainingto job opportunity announcements, application processing,
examinations and registers are also available. Job opportunity announcement (JOA) information, if
applicable, includesthe number of the JOA, openingand closing dates and first addition date for both Open
Competitive and Promotional job announcements. Examination components for both the Openand
Promotional registers are displayed; and for classes with written examination components, the Time Limit,
Exam Booklet Code and other examination related informationis shown. When initially accessing the Class
List Reference window, the Class Title List as shown below, will appear. To displayinformationfora
specificclass, selecta class from the Class Title List by enteringthe beginning portion of the desired class
title then press ‘Search’. If necessary, scroll to find and selectthe desired class, then press ‘OK’. The Class
List Reference window will appear (see next page).

¥ Class Title List

Class Title |ACC

Pazition Mumber Search

Mumber Title Selected Titles
0415 ACCOUMT CLERE. | A~ E ACCOUNTAMT |
0415 ACCOUMT CLERE. I

ACCOUNTAMT |
0418 ACCOUMTAMT I
o115 ACCOUMTAMNT
003 ACCOUMTING AMALYST |
1468 ACCOUMTING AMALYST I
1076 ACCOUMNTING AMNALYST HI
1793 ACCOUMTING SPECIALIST |
1794 ACCOUMTIMG SPECIALIST Il
1795 ACCOUMTING SPECIALIST I
naa2 ACTIVMITY AIDE | ht
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Agency Guide to the Management and Applicant Information Resource System
Class List Reference (cont’d.)

? Class List Eeference
Ackions  Related Topics  Window  Help

L= & [R: > I

Position Mo, |[0417 [ ] Broadband Ind Job Class Mumber | 0311 Last Update  07/09/2009
Class Tile  [BCCOUNTANT |
Open Competitive Prormotional Register Life 36
Opening 04,/30,/2005 O pering 05/20/1332
[(JEstension  []%oid Next JOA
Clazing Clozing 060241992 Ewamm
JOA No, 12978 JOANo. 5301 Time Limit 0230
JO& Supplement JOa& Supplement Exam Booklet Code |AC E]
First &ddition Date | 05/15/2002 First &ddition D ate Reschedule Permitted
Open Onine Ind [ Prom On-line Ind []Special Exam
: [JRound Scores
Open Components Prormaotional Compaonents [ Pass Fai
Wiritten Written 100
DOP Data
EAndE o0 EAndE
Parformance Performarce [] &dmiriztrative  [] Centificate Hold
QOral Oral [ 5elective Certification [ UCF Ind

MNCR Description
(-]

Team Azsignment
ROEHL. TERRY Statuz Change Date | 072211997 Statuz | Active w

Clazs Establizhed Date Reqizter Established D ate

A breakdown of the information shown on the Class List Reference window is provided below:

Position No.: Aninternal number assigned and used by the Division of Personnel

BroadbandInd.: Ifchecked, indicates that the class is a Broadbanded manager class.

Job Class Number: Index no. as shown on the Uniform Classification and Pay Plan.

Last Update: Thelast date changes were made for the job class being viewed.

Class Title: Displays title of class currently being viewed. Informationfor additional classes canbe displayed by
pressing the ‘+’ next to the ‘Class Title’ to again display the Class Title List window.

Opening: Ifa dateis present, class has been announced for recruitment.

Closing: If adate is present, class has or will close for recruitment on the date indicated. If no dateis present, class is
open for recruitment on a continuous basis.

JOA No.: Last announcement number for that particular job class.

JOA Supplement: Displayedas 1, 2, 3, etc. Typically supplements areissued to close a job class that has been
opened for recruitment on a continuous basis or to extend recruitment for a job class that has a closing date.
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Class List Reference (cont’d.)

¥ Class List Reference

Actions  Related Topics  window  Help

IE R [=l

i3

Pasition Mo, |0417 [] Broadband Ind Job Clazs Mumber |0311 Last Update 0740942009
Class Tile | EERIECREA
Open Competitive Fromotional Register Life 36
Opening 04,/3042008 Opening 0542041992
[JExtension [ 'oid Mext JOg
Claging Clozing 0B/02/1992 Eamn
JD& No. 12978 JOA Na, Gy Tirme Linit 02:30
JO& Supplerment J04 Supplerment Exam Booklet Code |[AC [:]
First Addition Diate | 059/15/2008 First Addition D ate Reschedule Permitted
Open Online Ind [] Prom On-line Ind [ Special Exam
_ [ Round Scores
Open Components Promotional Components [] Pass Fai
W ritken Writhen 100
DOP Data
E énd E 100 EandE
Perfammarnce Performance [ ésdmiristrative [ Cetificate Hold
Oral Oral [ 5elective Cetification [ ] UCP Ind

MCR Description
]

Team Azzignment
ROEHL, TERRY Status Change Date | 07/21/1997 Status | Active v

Clazs E stablished Date Fegizter Establizhed D ate

First Addition Date: Ifa dateis present, all eligible applicants for the class being viewed will begin to be added to the
register on the date indicated. If no dateis present, applicants are added to the registerimmediately.
Open/PromOn-line Ind.: If checked, class has been established for the on-line application process. Job class will
only appear on-line when opened for recruitment.

Open/Promotional Components: Avaluein any of the fields indicated represents the exam components for that
particular job class. Example: Written— 60, E and E —40. Job class requires a written examination which is weighted
at 60% of an applicant’stotal written score and a rating of education and experience which is weighted at 40% of an
applicant’stotal education and experience rating for a combined total of 100%.

NCR Description: Indicatesthat the job class has been established as requiring a non-competitive registration
process.

Team Assignment: The Division of Personnel staff currently assigned to process applications for this job class.

Status Change Date: The date the job class status changed.

Status: Activeif currently part of the Uniform Classification and Pay Plan. Inactive if job class has been deleted from
the Uniform Classification and Pay Plan. Inactive classes can only be accessed from the Search Class Title History
item under Related Topics.

Class Established Date: Date jobclass was established as part of the uniform classification and pay plan.

126




Agency Guide to the Management and Applicant Information Resource System
Class List Reference (cont’d.)

¥ Class List Reference

Actions  Related Topics  Window  Help
D& & k= @
Position Mo, | 0417 [ Broadband Ind Job Class Mumber | 0311 Last Update  07/09/2009
Clazz Tite | RFIRd]
Open Competitive Fromotional Fregister Life 36
Opening 04,/30/2008 Opening 0542041332
[JExtension  []%oid Mext JOA
Clasing Clasing 0E6/02/1992 Ewam
J0A No. 12973 J0A No. Ty Time Limit 02:30
JO& Supplement JO& Supplement Exam Booklet Code |AC E
First Addition Date |05/15/2008 First Addition D ate Reschedule Pemitted
Open On-line Ind [ Prom On-line Ind [ Special Exam
: [] Round Scores
Open Components Promational Components [ Pass Fail
Wiritken Witten 100
DOR Data
EAndE 100 EAndE
Perfarmance Perfarmance [ &drmirigtrative [ Certificate Hold
Oral Oral [ 5elective Certification [ UCP Ind
MHCR Deszcription
]
Team Aszsignment
ROEHL. TERRY Status Change Date | 07/21/1997 Statuz | Active v
Class E stablished Date Reqister Established Date

Register Established Date: Date register wasestablished for this particular job class.

History (“H”): Provides information regarding changes made to a job class (i.e. JOA updates, monthly memo
updates). The History option is only enabled when accessing Search Class Title History from the Related Topics
menu item.

Register Life: The life of the current register (either 12 months or 36 months).

Extension: If checked, register has been established as an extension register. Extension registersare typically 12
month registers. Applicants are allowed to request two extensions for a maximum of three years (36 months) on the
register.

Void Next JOA: If checked, register will be voided the next time the job class is opened for recruitment.

Time Limit: The maximum amount of time allowed for anapplicant to take the written examination for this job class.
Exam Booklet Code: Code assigned to each examination booklet specific to that job class.

Reschedule Permitted: If checked, applicants are allowed to reschedule an examination.

Special Exam: If checked, designatesa different examination process than normally used (i.e. Corrections Officer |
requires a video exam which is scored differently than other written exams).

Round Scores: Ifchecked, scores are rounded to the closest whole number.

Pass/Fail: If checked, numerical score is not assigned. Notification of rating would indicate either Pass or Fail.

DOP Data: Indicates exam passing points and performance conversion factors.
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Class List Reference (cont’d.)

'.? Class List Eeference
Ackions  Related Topics  Window  Help

HZa RIE @

Paosition Mo, | 0417 [ Broadband Ind Job Class Mumber |0311 Last Update  07/09/2009
Class Titls [ACCOUNTANT | |
Open Competitive Prormotional Register Life 'EI

Opening 04,/30,/2005 O pering 05/20/1332
[(JEstension  []%oid Next JOA

JOA Mo, 12973 JOA Mo, 520 Time Lirnit 0230
JOA Supplement JO& Supplemnent Exam Booklet Code E]

First Addition Date |05/15/2008 Fist ddion Date | | [%] Reschedule Permitted

[(]5pecial Exam

Open Onine Ind [ Prom On-line Ind
: [JRound Scores
Open Components Prormaotional Compaonents [ Pass Fai
Wiitten |:| written 100
DOP Data
E &ndE 100 E AndE |:|
Parformance I:I Performarce I:I [] &dmiriztrative  [] Centificate Hold
QOral |:| Oral I:' [ 5elective Certification [ UCF Ind

MNCR Description
| jE N

Team Azsignment

[ROEHL, TERRY | Status Change Date  [07/21,1997 Status
Clazs Establizhed Date |:| Reqizter Established D ate I:I

Administrative: If checked, indicatesjob class involvessubstantial supervisory oradministrative
responsibility.

Certificate Hold: When checked, agencies cannot requesta certificate for that particular job class.
Selective Certification: Indicatesthe job class usesselective certification andis coded for specialties.
UCP Ind.: Indicatesthe job class is not covered under the Missouri Merit System.

Pay Data: Providesspecificpay data informationfor ajob class (i.e. grade code, minimumand maximum
salary information, overtime category, premium pay step and EEO code). The Pay Grid window can be
accessed from the Pay Data window (see next page for Pay Data window and Pay Grid window).
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M Pay Data
Grade Code SemiMonthly 4 g9 5
o Mirirmum Salary
Semi-Maonthly 1,675.50

b airnurn S alary

Haurly
b imimum 5 alany

Haurly
b airnunn S alary

1375

1333
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Class List Reference (cont’d.)

&

Owertime Premium Pay Step
() No Overtime
() Straight Time Fate oo Oz
(#) Time and One-Hall Rate ®1 O3
EEQ Code | Profezzionals b |
Job Category | ACCOUNTING, FISCAL CONTROL & RELATED v
M Pay Grid Display [z|
Clazs Title
ACCOUMTAMNT |
Grade Code
Seni-t anthly Hawirly
Mirirurm Salary 1.191.50 imirum Salary 13.75
SemitMonthly 4 57557 Hauirly 19.33
Mawimum Salare Mawimum Salan
Pay Step Semi-tanthiy Haourly
Code Fay Rate Fay Rate
] 1.191.50 1378 ”~
E 1.210.00 1296 =
F 1.23250 14,22 =
G 1.254.00 14 .47
H 1.276.00 14.72
| 1.293.00 14,99
J 1.321.50 15.25 b
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Search Class Title History

The history of a class title can be viewed by selecting Search Class Title History from the Reference
Information menu.

B MAIRS Management and Applicant Information Resource System

Application  304A  Scheduling  Certification REEECREN R ER RN Miscellaneous  Wwindomw  Help

EI Certificate Actions

Class List Reference

Country Ref

County and City Direckory
Disqualification Reasons
Ease Logon Yerification
Exam Booklets

Exarm Direckory

Job Categories

Mailing Manager
Mon-Competitive Register
Request Exclusion Reasons

Search Class Title History
Specialty Codes

Special Programs Reference
Team Staffing

el Guestions

Syskem Conkrol
Swskern Security Manager

A user can also access the Search Class Title History option from the Class List Reference window under
Related Topics. Once the Search Class Title History window appears, type in the first couple of characters
(or more) of the class title you are searching for and click ‘Inquire’. You may have to scroll down to the
actual title you are searching for or enter more characters and do another search (‘Inquire’). Asshown
below, AcademicTeacher | currently has 40 history records dating back to July 21, 1997 when MAIRS was
firstimplemented (see next page). Historical information prior to the implementation of MAIRS should be
available from the Division of Personnel.

Searnch Class Title History

fctions  Windaw  Help

- U

Clazz Title .-.'-.,[;-":-.[:IEI-.-1||: |

Higtory Mo, Clazzs Title Histor Date
40 ACADEMIC TEACHER | 06/25/2009 | m| |%
aa ACADEMIC TEACHER | 12/03/2008 —
a9 ACADEMIC TEACHER | 12/03/2008
ar ACADEMIC TEACHER | 10421/2008
36 ACADEMIC TEACHER | 1042042008
35 ACADEMIC TEACHER | 10/07/2008 E
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Search Class Title History(cont’d.)

¥ Search Class Title History

Actions  Window  Help

& &

Clazs Title -u'-.|:;-'u-.[:|Er-.-1||:: |

Hiztory Mo, Clazz Title Higtory D ate
G ACADEMIC TEACHER | 0R/29/2000 | [
L ACADEMIC TEACHER | 03102000 —
4 ACADEMIC TEACHER | 03/02/2000  —
3 ACADEMIC TEACHER | 06./30/1399
2 ACADEMIC TEACHER | 06/23/1398
1 ACADEMIC TEACHER | 07/21/11997 ﬂ

Once you have located the class title you are searching for, double click on any of the titles to view the class
listreference information (the Class List Reference window will appear) for that class title on the history
date indicated. A historyis created whenevera title has changed, salary information has been updated,

exam components changed, if a class has been opened and/or or closed for recruitment, deleted fromthe
pay plan, etc.
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Specialty Codes

Certain job classes have been designated as havingselective certification. Specialty codes are assigned to
those job classes. Agencies can selectively request certification of applicants that possess a specificarea of
educationand/or experience. Those classesthat have been designated as havingselective certification can
be viewed by selecting Specialty Codes from the Reference Information menu. Specialties can also be

accessed from the Class List Reference window under Related Topics.

Application

k5

104 Scheduling  Certification ===l s=00 gl fulgt= a (]

T MAIRS Management and Applicant Information Resource System

Certificate Actions

Class List Reference
Counkry Ref

Zounky and City Directary
Disqualification Reasons
Ease Logon Werification
Exam Booklets

Exarn Directary

Job Cateqories

Mailing Manager
Mon-Competitive Fegister
Request Exclusion Feasons
Search Class Title Hiskory

Special Programs Reference
Team Staffing
Web Questions

Syskem Conkrol
Syskem Security Manager

Mizcelaneous

Window  Help

CEX
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Specialty Codes (cont’d.)

Users can view the specialty codes assigned to a particular job class by clickingon the job class of interestin
the ‘Position’ box on the left.

’.s'.f Specialty Code List

Actions  Report  window  Help

Position Code  Selected Specialties Code  Specialies

ACADEMIC TEACHER | Z | 1435 ADULT EDUCATION AND LITEI 0762 ALCC -MGR -1+ YRS ~| =
ACADEMIC TEACHER I 1465 CAREER COUNSELING | 0760 ACC - PROF SUPY - 1+ YRS
ACADEMIC TEACHER Il 0032  ELEMENTARY EDUCATION 0753  ACC - 3+ YRS

ARCHITECT | 1428 ENGLISH 912 0758 ACCOUNTING

ASSOCIATE PUBLIC HEAL 1429 MATHEMATICS 912 0270 ADAPTIVE EQUIPMENT

CLINICAL CASEWDRK ASS 0001 NO SPECIALTY 0850  ADJ THER 1+ YRS

CLINICAL CASEWDRK ASS 1427 OTHER CERTIFICATION 0852  ADJ THER/MGR 1+'YRS

CLINICAL CASEWDRK PR 1471 PHYSICAL EDUCATION 0851  ADJ THER/PRF 5PV 1+ YR
CLINICAL CASEWDRK PR 1430 SOCIAL SCIENCE 512 0755 ADJUNCTIVE THERAPY

CLINICAL SOCIAL WORK 5 1432 UNIFIED 5C1 - BIOLOGY 912 0990 ADM INY 1-2 YRS

CLINICAL SOCIAL WORK 5 1433 UNIFIED 5C1 - CHEMISTRY 31 0931  ADM INV 3+ YRS
COMMUNITY AND ECONOI 1431 UNIFIED 5C1 - EARTH 5C1 912 0993 ADM INV-MANAGERIAL 1+
COMPUTER INFORMATIOR 1434 UNIFIED 5C1 - PHYSICS 312 0992 ADM INV-PRF SPY 1+ YRS
COMPUTER INFORMATION 0093 VOC SECONDARY BUSINESS E 0765 ADM SUPP MGMT - 3+ RS
COMPUTER INFORMATIOR 0078 YOCATIONAL HOME ECONDMI 0768 ADM SUPP MGMT-MGR/T+

¢ 3 (g L= » < L4 ¥

The user can alsosearch for a specificjob class by clicking ‘Search’ under the ‘Position’ box and enteringthe
first few characters (or more) of a job class and then clicking ‘OK’.

B Search Position PS__<|

|ﬁE.f-‘«DEMIE |
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Specialty Codes (cont’d.)

The specialty codes assigned to that particular job class will appearin the ‘Selected Specialties’ box shown
in the middle. All of the specialty codes currently contained in MAIRS can be viewed inthe ‘Specialties’ box
on the right. Criteria for those specialty codes currently assigned to job classes can be viewed by double
clickingon the specificspecialty code inthe ‘Specialties’ box. The Create/Update Specialty Code window
shown below will appear. Those specialty codes not currently assigned to a specificjob class may not have
criteria assigned. You can search for a specificspecialty code by clicking ‘Search’ under the ‘Specialties’
box.

B Create/Update Specialty Code Pz|

Title ADULT EDUCATION ARD LITERACY |

Criteria

EDUCATOR CERTIFICATION BY THE MISSOURI DEPARTMENT OF ELEMENTARY AND
SECOMDARY EDUCATION 1M ADULT EDUCATION AND LITERACY.

The Specialty Code List window also has a ‘Report’ option. Complete details regarding specificspecialty
codes assignedto a class will be display. Simplyselecta class title and click the ‘Report’ option. An
example of the specialty code report can be found on the next page.
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Specialty Codes (cont’d.)

Report Date: February 2, 2016 STATE OF MISSOURI Page 1l
Office of Administration
Division of Personnel
Management and Applicant Information Resource System

REGI‘S;I'ERED NURSE IV

CODE SPECIALTY CRITERIA

0193 GERIATRICS PROFESSIONAL NURSING EXPERIENCE IN THE FIELD OF GERIATRICS.
OR

POSSESSION OF A MASTER'S DEGREE IN NURSING FROM AN ACCREDITED COLLEGE OR UNIVERSITY WITH AN EMPHASIS IN GERIATRIC
NURSING.

OR
CERTIFICATION BY THE AMERICAN NURSES ASSOCIATION AS A GERONTOLOGICAL NURSE.

0681 MENTAL RETARDATION PROFESSIONAL NURSING EXPERIENCE IN THE FIELD OF MENTAL RETARDATION/ DEVELOPMENTAL DISABILITIES.
OR

POSSESSION OF A MASTER'S DEGREE IN NURSING WITH AN EMPHASIS IN MENTAL RETARDATION/DEVELOPMENTAL DISABILITIES FROM
AN ACCREDITED COLLEGE ORUNIVERSITY.

0001 NO SPECIALTY
0196 PEDIATRICS PROFESSIONAL NURSING EXPERIENCE IN THE FIELD OF PEDIATRICS.
OR

POSSESSION OF A MASTER'S DEGREE IN NURSING FROM AN ACCREDITED COLLEGE OR UNIVERSITY WITH AN EMPHASIS IN PEDIATRIC
NURSING.

OR

CERTIFICATION BY THE AMERICAN NURSES ASSOCIATION AS A PEDIATRIC NURSE.
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Web Questions

The Web Questions item found underthe Reference Information menu, allows a user to view the
guestions and choices for any job classification that has beenimplemented online through EASe. The Web
Questions can also be accessed from the Applicant E and E Review item underthe Application menu (see
pages 15-17).

F MAIRS Management and Applicant Information Resource System

Application 304 ascheduling  Certification BEEECEREENGGERGETEEN Miscellaneous  window  Help

E,I Zertificate Ackions

Class List Reference

Country Ref

Zounky and Ciky Direckory
Disqualification Reasons
Ease Logon Verification
Exam Booklets

Exarm Direckary

Job Categories

Mailing Manager
Mon-Competitive Register
Request Exclusion Reasans
Search Class Title History
Specialty Codes

Special Programs Reference
Team Staffing

System Conkrol
Swskemn Securiby Manager
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Web Questions (cont’d.)

When initially accessingthe Web Questions item, the Class Title List will appear. Selectthe job class of the
web questionsyou are interestedinviewingand thenclick ‘OK’. Select which questionyou want to view by
selecting ‘Eligibility’, ‘Education’ or ‘Experience’ from the ‘Question Type’ drop down box. There will only

be one ‘Eligibility’ question perjobclass. If a job class only has a written examination component, there

will be no ‘Education’ or ‘Experience’ questions. Ifajob class has an Education and Experience component,

there will be two ‘Education’ questions and two ‘Experience’ question. To view a specific ‘Education’ or

‘Experience’ question, the userwould enter the question number in the ‘Question No.’ field (i.e. if you want

to view the first ‘Experience’ question, entera ‘1’ in the ‘Question No.’ field).

Web Questions

Actions  Related Topics  Repaort Window  Help

4

Clazz Title

Question Type

Cuestion Mo

[uestion

ACADEMIC TEACHER III

YWeb Choices

0f the five (3] check bowes immediately below, choose the OME [1] rezponze that most closely
rezembles the amount of experience vau have in the type of work, experence described.

0340342009
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Web Questions (cont’d.)

In order to view the web choices (responses available to applicants) for a particular question, click ‘Web
Choices’ on the right side of the window. The ‘Web Choices List’ window will appear.

B YWeb Choices List El

Sequence Choice

“pENER EMiC | with the ki i Unifarm | ion and Pay
have 2 years of post-baccalaureate teaching expenence in a zchool accredited by a governing agency.

have 27 months of experence az an Academic Teacher | with the Mizsour Uniform Clazssification and Pay Spste
hawe 36 months of experience az an Academic Teacher [ with the Mizsouri Uniform Clazzification and Pay Spste
hawe 45 or more manthz of experience az an Academic Teacher | with the Mizzoun Uniform Clazszification and F

[ B R TR L) —

|
|

| MHew | ‘ Remove | | Cloge ‘

To view a complete web choice, double click on the choice you wishto view to open the Create/Update
Web Choices window shown below. When finished viewing, ‘Close’ out of the window.

Ml Create/Update Web Choices E|

Sequence

Choice | have 18 months of expenence az an Academic Teacher || with the Mizzoun Uniform
Clazsification and Pay Syztem.

Walue bultipls Add
O Yes @ Mo

l 0K l [ Close

A user can also print a report of the questionsfora particular job class by selectingthe Report item from
the Web Questions menubar. A printable word document of the questions will be created (example on
next page). The Class List Reference and Applicant E and E Review windows can be accessed from the
Related Topics item.
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Web Questions (cont’d.)
Report Date: February 2, 2016 STATE OF MISSOURI
Office of Administration
Division of Personnel
Management and Applicant Information Resource System
Web Question Report

ACADEMICTEACHERIII (3007)

Question Type Question Value Choice
Eligibility Please check the box that best describes your qualifications. (Check only one) 03/03/2009
70 | have eighteen or more months of experience as an Academic Teacher Il with the Missouri Uniform Classification and Pay System.
70 I have a Bachelor's degree from an accredited college or university in appropriate coursework or in the field of Education; AND, four or more years of post-

baccalaureate teaching experience ina school accredited by a governing agency (such as the Missouri Department of Elementary and Secondary Education or the
North Central Association on Accreditation and School Improvement).

70 | have a Master's degree from an accredited college or university in appropriate coursework or in the field of Education; AND, two or more years of post-
baccalaureate teaching experience ina school accredited by a governing agency (such as the Missouri Department of Elementary and Secondary Education or the
North Central Association on Accreditation and School Improvement).

0 None of the above options reflect my education and experience.
Education What is the highest level of education you have earned? (Check only one) 12/03/2008
35 Bachelor's degree from an accredited college
41 Master's degree from an accredited college
47 Doctorate degree from an accredited college
Is the highest level of accredited college education you have earned in the field of Education? 12/03/08
3 Yes
0 No
Experience Of the five (5) check boxes immediately below, choose the ONE (1) response that most closely resembles the amount of experience you have in the type of work experience described.
03/03/2009
35 I have 18 months of experience as an Academic Teacher Il with the Missouri Uniform Classification and Pay System.
35 I have 2 years of post-baccalaureate teaching experience in a school accredited by a governing agency.
38 I have 27 months of experience as an Academic Teacher |l with the Missouri Uniform Classification and Pay System, ORI have 3 years of post-baccalaureate
teaching experience in a school accredited by a governing agency.
41 I have 36 months of experience as an Academic Teacher |l with the Missouri Uniform Classification and Pay System, ORI have 4 years of post-baccalaureate
teaching experience in a school accredited by a governing agency.
a4 I have 45 or more months of experience as an Academic Teacher |l with the Missouri Uniform Classification and Pay System, ORI have 5 or more years of post-

baccalaureate teaching experience in a school accredited by a governing agency.
Read the following options (below) to determine if you are eligible for additional points based upon youryears of experience beyond the years listed previously. 03/03/2009

3 I have 54 months of experience as an Academic Teacher |l with the Missouri Uniform Classification and Pay System, OR| have 6 years of post-baccalaureate
teaching experience in a school accredited by a governing agency.

6 I have 63 or more months of experience as an Academic Teacher |l with the Missouri Uniform Classification and Pay System, OR | have 7 or more years of post-
baccalaureate teaching experience ina school accredited by a governing agency.

0 None of the above options reflect my experience.
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Miscellaneous

The Miscellaneous Menu providesan access to the Current MESH Data (Merit Employee Service History).
A variety of batch processingjobs can be initiated by the Division of Personnel from this menu, such as
scheduling and scoring exams, printinga number of listings and letters, and database maintenance, just to
name afew.

T MAIRS. Management and Applicant Information Resource System

application 104 Scheduling  Certification  Reference Information

T

Job Request
Mailing Label Request
Message Cenker
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Current Mesh Data

Access to an applicant’s Merit Employment Service History (MESH) record can be gained by selecting
Current MESH Data from the Miscellaneous menu.

‘.5* Current Mesh Data

Actions  Related Topics  Report  Window  Help

a, &

55N 000-00-0011

M arne TEST, JUST A

Appt Dept Div Sec Agency O Position Mo, Action Feazon
3nn 3450 91121 CHHG. COMD. Pay CLASS CH =
ann 3450 911241 SALARY CHG SAL ADJUST.
ann 3450 91141 SALARY CHE SALADJUST.
ann 3450 91121 SALARY CHG SalL ADJUST.
ann 3460 91141 CHMG. COMD. REGULAR APPT
3nn 3450 91121 CHHG. COMD. PROM/SAMEC
ann 3450 91121 SALARY CHG ADD D E 5'wWC
ann 24R0 911241 SALARY CHG SAL ADJUST.
3nn 3450 91121 SALARY CHG Sal ADJUST.
ann 3450 911241 CHMG. COMD. POS CODE CHG
ann 34R0 91117 SALARY CHE SALADJUST.
ann 3450 91117 CONVERSION
ann 3460 91117 COMVERSION
[ 09 308 9m ann 3450 91117 SAL ADYAITH
< ¥|

Informationis available forapplicants that are currently or were previously employed with the State. The
applicant’s social security number should be entered in the space provided and theneitherclick ‘Inquire’ or
press the ‘Enter’ key on your keyboard. A printerfriendly version can be accessed by selectingthe Report
item on the Current MESH Data menu bar (example on next page).
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Current Mesh Data (cont’d.)

Report Date: February2,2016 STATE OF MISSOURI
Office of Administration
Division of Personnel
Management and Applicant Information Resource System

MESH Data
TEST, JUST A SSN: *¥**.*¥*¥_.0011
1234 FIFTHST
RIGHT HERE, MO 65100
CIVIL
POS SERVICE TITLE TITLE GRADE ACTION TLC EMPLOYEE
APPT DEPT DNV SECT AGCY ORG  NUM ACTION REASON CODE CODE  DESC CODE RATE EFFDATE DATE TYPE
300 3450 9-1-121 CHNG. COND. PAY CLASS CH UCPY 000413 PER AN Il A28 J 1916.00 08-24-2008 FULL-TIME
300 3450 9-1-121 SALARY CHG SAL ADJUST. UCPY 000413 PER AN Il A28 J 1916.00 07-01-2008 FULL-TIME
300 3450 9-1-121 SALARY CHG SAL ADJUST. UCPY 000413 PER AN Il A28 J 1860.00 07-01-2007 FULL-TIME
300 3450 9-1-121 SALARY CHG SAL ADJUST. UCPY 000413 PER AN Il A28 ) 1806.00 07-01-2006 FULL-TIME
300 3450 9-1-121 CHNG. COND. REGULAR APPT UCPY 000413 PER AN Il A28 ) 1736.50 01-16-2006 FULL-TIME
300 3450 9-1-121 CHNG. COND. PROM/SA/NC UCPY 000413 PER AN Il A28 J 1736.50 07-16-2005 01-15-2006 FULL-TIME
300 3450 9-1-121 SALARY CHG ADD D KSWC UCPY 000412 PERS AN I A23 P 1605.50 07-16-2004 FULL-TIME
300 3450 9-1-121 SALARY CHG SAL ADJUST. UCPY 000412 PERS AN Il A23 N 1547.00 07-01-2004 FULL-TIME
300 3450 9-1-121 SALARY CHG SAL ADJUST. UCPY 000412 PERS AN I A23 N 1497.00 07-01-2003 FULL-TIME
300 3450 9-1-121 CHNG. COND. POS CODE CHG ucPy 000412  PERSAN II A23 N 1472.00 12-01-2001 FULL-TIME
300 3450 9-1-117 SALARY CHG SAL ADJUST. UCPY 000412 PERS AN Il A23 N 1472.00 01-01-2001 FULL-TIME
300 3450 9-1-117 CONVERSION UCPY 000412 PERS AN II A23 N 1454.50 11-01-2000 FULL-TIME
300 3450 9-1-117 CONVERSION UCPY 000412 PERS AN Il A23 N 1454.50 10-31-2000 FULL-TIME
M 09 308 901 300 3450 9-1-117 SAL ADV/WITH UCPY 0412 PERS AN II 23N 2909.00 07-01-2000 FULLTIME
M 09 308 901 300 3450 9-1-117 SAL ADJ/GEN UCPY 0412 PERS AN Il 23M 2852.00 07-01-2000 FULLTIME
M 09 308 910 300 3460 9-2-278 END OF APT UCPU 9992 EXAM MDNIT 6.20 07-31-1999 08-01-1999 PARTTIME
M 09 308 901 300 3450 9-1-117 SAL ADV/WITH UCPY 0412 PERS AN Il 23M 2802.00 07-01-1999 FULLTIME
M 09 308 901 300 3450 9-1-117 SAL ADJ/GEN UCPY 0412 PERS AN Il 23K 2688.00 07-01-1999 FULLTIME
M 09 308 901 300 3450 9-1-117 REG PROM/SAL ucPY 0412 PERS AN Il 23K 2661.00 11-01-1998 FULLTIME
M 09 308 901 300 3450 9-1-117 SAL ADV/WITH UCPY 0412 PERS AN I 231 2555.00 07-01-1998 10-31-1998 FULLTIME
M 09 308 901 300 3450 9-1-117 SAL ADJ/GEN UCPY 0412 PERS AN II 23G 2455.00 07-01-1998 10-31-1998 FULLTIME
M 09 308 901 300 3450 9-1-117 PROM-NC/SAL UCPY 0412 PERS AN II 23G 2431.00 05-01-1998 10-31-1998 FULLTIME
M 09 308 910 300 3460 9-2-278 SALARY ADVAN UCPU 9992 EXAM MDNIT 6.20 01-01-1998 PARTTIME
M 09 308 901 300 3450 9-1-117 FLEXIBLE BEN UCPY 0411 PERS AN | 18K 2158.00 01-01-1998 FULLTIME
M 09 308 901 300 3450 9-1-117 POS CODE CHA UCPY 0411 PERS AN | 18K 2148.00 12-01-1997 FULLTIME
M 09 308 910 300 3460 9-2-278 UNCLASS APT- UCPU 9992 EXAM MDNIT 595 11-08-1997 PARTTIME
M 09 308 901 300 3450 9-1-149 REG PROM/SAL UCPY 0411 PERS AN | 18K 2148.00 11-01-1997 FULLTIME
M 09 308 901 300 3450 9-1-149 PA OUTSTANDI ucpy 0411 PERS AN | 181 2068.00 11-01-1997 FULLTIME
M 09 308 901 300 3450 9-1-149 SAL ADV/WITH UCPY 0411 PERS AN | 18l 2068.00 07-01-1997 10-31-1997 FULLTIME
M 09 308 901 300 3450 9-1-149 SAL ADJ/GEN UCPY 0411 PERS AN | 18G 1988.00 07-01-1997 10-31-1997 FULLTIME
M 09 308 901 300 3450 9-1-149 PROM-NC/SAL UCPY 0411 PERS AN | 18G 1968.00 05-01-1997 10-31-1997 FULLTIME
M 09 308 901 300 3450 9-1-149 PA OUTSTANDI UCPY 0627 PERS CLK 151 1825.00 05-01-1997 FULLTIME
M 09 308 901 300 3450 9-1-149 SAL ADV/WITH UCPY 0627 PERS CLK 151 1825.00 07-01-199% FULLTIME
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MAIRS Quick-Help

The following table includes hints on how to locate a variety of commonly requested applicant information.

What do you want to know?

How to find it
(Menu Item/Sub-Menu Item/Sub-menu Item/etc./Desired screen)

An applicant’s county of
residence

Application/Applicant Review

An applicant’s application
processing status

Application/Applicant Review (double-click on desired application)/Application
Review

An applicant’s processing status
for a class

Application/Applicant Review (double click on desired application)/Application
Review (double-click on desired class)/Application Class Detail

Applications submitted by a
specific applicant

Application/Applicant Review

An applicant’s availability

Application/Applicant Availability

Certificate actions

Certification/Certification History/Related Topics/Certificate Request

If a class is open for recruitment

Reference Information/Class List Reference

Class specialties an applicant is
coded for

Application/Search by Status/Application Class Detail

An applicant’s exam schedule

Scheduling/Applicant Exam Schedule

When an applicant expires from a
register

(Search by SSN) Certification/Register by Applicant (search by Name or last four
digits of SSN) Application/Search by Name-Last 4 of SSN/Related Topics/Register
by Applicant

Applicant’s register extensions

Certification/Register by Applicant

What registersan applicant is on

(Search by SSN) Certification/Register by Applicant
(Search by Name or last four digits of SSN) Application/Search by Name-Last 4 of
SSN/Related Topics/Register by Applicant

Applicant’s ranking on a
certificate

Certification/Certification History/Related Topics/Certificate Request/Certificate
Eligible List

OR

Certification/Certificate Request/Class title List/Agency Certificate
Request/Create update Certificate Request/Certificate Eligible List

Applicant’s scores

(Search by SSN) Certification/Register by Applicant
(Search by Name or last four digits of SSN) Application/Search by Name-Last 4 of
SSN/Related Topics/Register by Applicant

View an applicant’s responses to
the online eligibility and rating
questions

Application/Applicant E and E Review

View the online application web
questions

Reference Information/Web Questions

OR

Application/Applicant E and E Review/Related Topics/Web Questions

OR

Reference Information/Class List Reference/Related Topics/Web Questions

View an applicant’s Merit System
Service History data (MESH)

(Search by SSN) Miscellaneous/Current MESH Data
OR

Search by Name or last four digits of SSN) Application/Search by Name-Last 4 of
SSN/Related Topics/Current MESH Data
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