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This Job Aid assists unit level personnel with 
selecting and setting Job Opening preferences 
available in an IPPS-A Closed Marketplace.
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NOTE: See IPPS-A User Manual > 
Chapter 10 for more information.

NOTE: In IPPS-A, Soldiers are 
referenced to as Members.

1. Log into IPPS-A under the HR Professional user role.

2. From the IPPS-A home page, select TAM Unit 
Workcenter (if icon is not displayed, utilize the 
search function at the top center of the page).

3. Under Closed Marketplace, select Marketplace Unit 
Preferences; a new window opens.

UNIT PREFERENCES IN A CLOSED 
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Closed Marketplace Unit Preferences
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4. In the Cycle text box, enter the cycle code for the specific 
distribution cycle; search for enlisted by typing an "E" or officer 
by typing an "O" in front of the cycle  (ex., E2402 or O2402).

5. In Market ID text box, click on the magnifying glass; the 
Market ID specific to the cycle will auto populate.

6. Click on the blue hyperlinked number.

7. Select Filter.
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Closed Marketplace Unit Preferences CONTINUED
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8. Under Marketplace Unit Preferences, a list of available Job 
Openings populates. 

・Preferences are based off unit’s positions available to fill 
during the selected market.

・Report Date defaults to the last day of the movement cycle 
and is not the requested report date for the Job Opening.

9. After reviewing all available positions, select the first 
position available.

10. Select Set Applicant Preferences. There are two methods 
for Hiring Officials to preference eligible candidates: 
Manual and Auto Preferencing. For Manual Preferencing, 
see steps 11-12. For Auto Preferencing, skip steps 11-12 and 
go to steps 13-15, page 5.

NOTE: Preference value range is listed above the 
available Members area and corresponds with the 
number of available applicants. In the example 
shown, the position has nine qualified applicants 
available; therefore, only numbers 1-9 can be 
utilized. Units have two options to prioritize a 
preference, by manual input or automated.  
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Manual Fill Preferences 
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NOTE: Members without a corresponding numerical value 
will automatically fill based off Member’s MOS/Grade.

11. For Manual Preferencing ONLY:

11A. Input corresponding numeric values into the preference column 
in order to rank available Members. Numerical values can be 
entered in total (1-end) or partially (1-x) pending the number of 
candidates.

12. Click on Save; All preference data will be lost if Save is not selected.

12A. Applicants will sort in ascending order, based off numerical 
value. 

NOTE: In this example, no Members 
preferenced the available Job Openings.

NOTE: This check mark appears on the 
Members view indicating Unit Interest.

12B. Under the Applicant Interest column, a green check mark 
appears if a Member manually preferenced a Job Opening, and 
the established criteria are met indicating applicant interest.

12C. A green check mark will appear under the Signal column 
when units manually preferenced candidates who met the 
established criteria.
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Auto Fill Preferences
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13. For Auto Preferencing ONLY:

13A. Click Auto Fill Preferences to allow the system to auto fill the preferences available to the Member. 
Selecting Auto Fill Preference will not send a notification to an applicant. 

14. Click Yes.

15. Click Save.
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Preference Additional Information
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EXAMPLE: For “439,” there are four applicants who 
manually preferenced, three applicants auto-preferenced, 
and nine is the total number of eligible applicants.

NOTE: Hover mouse pointer over icons for 
these three columns to view the titles of each.

16. Provided are details under Preferences.

16A. Stats column: The first number identifies how many 
applicants manually preferenced, the second number 
identifies how many applicants were auto-preferenced, and 
the third number is the total number of eligible applicants 
for this position.

16B. Details icon: Provides details for that specific Job Opening. 

16C. Posting column icon: Provides job opening posting details.

16D. Position Posting Details icon: provides additional 
information about the position (nominative/Joint Duty 
Assignment Listing (JDAL) positions).
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Job Opening Details
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17. Provided are example Job Opening Details.

17A. Job Opening Details provide specific information the unit 
requested (ex., Interview required prior to acceptance of position.)

NOTE: If the Job Opening is a JDAL fill, the JDAL ID number 
will be listed under the Managed Position label.

00000000

000000

00000000

00000

000000
00000

00000000
00000000000000000

A

17

00000000

UNIT PREFERENCES IN A 
CLOSED MARKETPLACE JOB AID



Job Opening Posting Details
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18. Position Posting Details lists any additional requirements for this 
Job Opportunity (ex., Interview required for Job Opportunity.)
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Website

Training Aids 

R3 Resources

User Manual (Chapters 10, 11, 32)

IPPS-A RESOURCES
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Navigating to Another Position

19. Click on the Job Openings to Preference link to navigate to a new 
position.
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https://ipps-a.army.mil/
https://ipps-a.army.mil/Training/Training-Aids/
https://hr.ippsa.army.mil/upk/r3/resources/help/Publishing%20Content/PlayerPackage/data/toc.html
https://hr.ippsa.army.mil/upk/r3/resources/help/Publishing%20Content/PlayerPackage/data/toc.html

