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Veterans Preference Points Quick Sheet
To filter and apply points:

1. Access the Eligible List either through the Exam Plan or the ‘List’ heading.

a. From the Exam Plan, Select ‘View Candidates’ in the Eligible List section.
OR
b. Using the menu bar, choose Lists(Eligible and select the appropriate list name.

2. When viewing the list of eligible candidates, in the Select Action dropdown menu, choose ‘Advanced Filter’.
3. In the Select Candidate(s) dropdown menu, choose ‘All Candidates’.
4. Then click the red ‘Go’ button.  This will display a screen showing the two veterans points filters you can apply to the eligible list:
A. Veteran 10 Points (DSCS-Do Not Edit)
5. In the Action column, click ‘Apply’ to run the 10 point filter.
a. This will show all the candidates who are claiming eligibility for 10 Veterans preference points.
NOTE: If you see “Filter returned 0 record.”, click the Show Unfiltered List link to return to the list of eligible candidates.
b. If the filter returns any names, apply the points this way:

i. Select ‘Apply Points/Days of Service’ from the Select Action drop down menu.
ii. Select ‘All Candidates’ from the Select Candidates drop down menu.
iii. Enter ‘10’ in the Disabled column for each candidate.
iv. Click the ‘Apply Points/Days’ button.
1. The points will appear for the qualifying candidates and you will return to the full list of eligible candidates

B. Veteran 5 Points (DSCS-Do Not Edit)
REPEAT STEPS 1 through 4 above 
6. In the Action column, click ‘Apply’ to run the 5 point filter.
a. This will show all the candidates who are claiming eligibility for 5 Veterans preference points.
NOTE: IF you see “Filter returned 0 record.”, click the Show Unfiltered List link to return to the list of eligible candidates.
b. If the filter returns any names, apply the points this way:

i. Select ‘Apply Points/Days of Service’ from the Select Action drop down menu.
ii. Select ‘All Candidates’ from the Select Candidates drop down menu.
iii. Enter ‘5’ in the Veteran column for each candidate.

iv. Select ‘Apply Points/Days’.
1. The points will appear for the qualifying candidates and you will return to the full list of eligible candidates
IMPORTANT!  Qualified veterans should receive EITHER 5 OR 10 points, not both!
Verification of Veterans Points:
It is the responsibility of each hiring agency to verify veterans preference points at the time of hire, if the candidate selected was awarded points.  Please refer to the “Veterans' Points Eligibility” section under the Veterans' Information section of the Civil Service Website.
1. Veterans points are only added when using the “classified” job type.

2. Veterans Preference Points are added to the eligible list prior to referring any candidates. 
These Quick Sheets will be updated as needed on the Civil Service website.  It is your responsibility to ensure that you are using the most up to date materials.


