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Training Module Guide

Introduction

Welcome to new user training for Insight! This guide walks you through the training modules, step by
step, from opening a requisition to hiring the ideal candidate. The chart below depicts the hiring process
within the Neogov/Insight system.

Create exam Candidates
plan and job apply for job
posting opening

Evaluate
candidates

Create
requisition

Place Refer Complete
candidates on candidates to interview and Fill requisition
eligible list hiring manager hiring tasks

_ Online Hiring Center (OHC)

i Insight
\S\ Career Pages
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Recruitment Life Cycle Overview

Insight is designed to automate the entire hiring process. It brings together the hiring departments
through the Online Hiring Center (OHC), the Human Resources office through Insight and job applicants
by career pages.

Some agencies’ human resources offices handle the entire recruitment process, while others grant their
hiring managers access to the online hiring center. Please consult with your agency’s human resources
office to determine who is responsible for which steps in the recruitment process.

OHC - Departments

.
« Minimum Qualification

Screening

+ Training & Experience
Evaluation 1

: «\Written, Oral,
Insight — Performance Exams
HRUsers

Job Applicants

Applicants
Search Applicants
Jobs Apply
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Recruitment Life Cycle Role and Responsibility Chart

Step in Recruitment Cycle Role System Access
Requisitions — Open New Liaison or Originator (on|ine Hiring Center — Department Users
Requisitions — Approvals Approver Online Hiring Center — Department Users
Requisitions
Status Open / Assign Analyst HR User Insight — Human Resources
Exam Plan Creation HR User Insight — Human Resources
Evaluation Step Creation HR User Insight — Human Resources
Job Posting Creation HR User Insight — Human Resources
Applicant — Search for Jobs Applicant Insight — Human Resources
Applicant — Apply Applicant Specific Agency Web page

Application Process
Minimum Qualification Screening

.. . . HR User Insight — Human Resources
Training and Experience Evaluation
Written, Oral, Performance Exam step types
SME Review — any step SME Online Hiring Center — Department Users
Applicants — Add to Eligible List HR User Insight — Human Resources
Applicants — Refer to Hiring Manager HR User Insight — Human Resources

Referred Candidates: Hiring Manager /

Schedule Interview / Make Offer / Hire / Liaison Online Hiring Center — Department Users
Reject

Requisitions — Filled HR User Insight — Human Resources

Job Posting — Archived HR User Insight — Human Resources

Exam Plan — Archived HR User Insight — Human Resources

Referred List — Archived HR User Insight — Human Resources
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Universal Login
Users with multiple responsibilities that include Insight (IN) and Online Hiring Center (OHC) may be
configured with both login permissions. You may seamlessly switch between Insight (IN) and the Online

Hiring Center (OHC).

Access: https://secure.neogov.com

1. Enter with your Username and Password. If you have an Insight user account, you will be

directly logged in to Insight. If you only have an OHC user account, you will be directly logged in
to the OHC.

2. Click Log In.

NEOGOV

Username

Password

All fields are required

Login using Azure

Forgot usemame?
Forgot your password?

3. Look for the NEOGOV logo in the upper left corner of the My HR page. Navigate to the OHC to
begin the process of creating a requisition for the vacancy.

NEOGOV |IN Insight -

My HR  Jobs [ v Reports

| PE Pergrm

ON Onboard

SalarySwdy
€« > » ltems per page 10 W
Requisitions Open v
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Module 1: Create a Requisition
When a hiring department has a position vacancy, they will create a requisition from the OHC. An OHC

user assigned the role of Originator or HR Liaison will have the ability to create requisitions for their
assigned department(s).

Note: Insight users given permission to add requisitions may do so on behalf of the hiring department.
From Insight, select the Jobs menu, then click on Requisitions and click the Add New button [+].

Below are two navigation paths to start the process of creating a requisition. Use whichever path you
prefer.

Navigation Path 1

In the OHC, on the Add New menu [+], click Requisition. This can be done from any page.

NEOGOV QHE v O Jason Hanna Vv
Dashboard ~ Jobs v + O ©
Requisition
My Tasks view aLL> \

Navigation Path 2

In the OHC, on the Jobs menu, click Requisitions.

Dashboard Jobs

Requisitions

My Job PostMygs IEW ALL >

Then click Add.

Dashboard Jobs v

Requisitions

+ Add All v % Actions

n O
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Steps to Create a Requisition

1. The first of three requisition form pages will display.

Requisition Details
Requisition #

[Assigned when requisition is saved]

Class Spec* @

IT Project Manager (152 Q
Desired Start Date
03/01/2018 =
Job Type
Full Time -

Number of Vacancies

1

Position Details

New Position?

@ Yes No

Position # *

000361

Department/Division *

Information Technology ()

Working Title

IT Project Manager

Hiring Manager *
NEEOIRCHICIRE Find a hiring manager

List Type

Regular

Vacancy Date

03/012018

<2
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2. Complete the requisition form using the table below.

Field

* Requisition #

* Agency/Division
* Class Spec
Working Title

Desired Start Date
* Hiring Manager

Job Type
List Type

Number of Vacancies

New Position?

Position Detail

Comment

* Required
What to Enter
Since auto-numbering is enabled for this field, nothing is required; a

number will be automatically assigned once you create the requisition.

Select the agency/division.

Select the class specification.

Enter the working title for this job. This can be the same name as the
class title.

Enter the desired start date of the hired candidate, if available.

Select your name and any others who will be using the system to view
applications, send notices to candidates, view or take action on referred
lists as a hiring manager.

Select the proper job type.
Select Regular.

Enter the number of vacancies.

If this is a new position, select “Yes.” If this is an existing position (i.e.,
replacement of staff), select “No.”

Click Add Position Detail and enter information about the position
including the position number, vacancy date, and if applicable, the first
and last names of the incumbent replaced. Repeat this step if you have
more than one vacancy.

Enter any additional information about the job in this field.

Note: To check the ClassSpec field, click the selected job title to have a closer look. If you’d prefer printing
the class spec, simply click Print. After your review, click Close.

Requisition Details

Requisition #

Class Spec * @

Create Requisition

1. CREATE

* required fields are marked with asterisk

[Assigned when requisition is saved]

% Class Spec Details © Print | Close

2. APPROVALS
Description Benefits
Plan, in

tiate, and manage information technology (IT) projects.
Lead an f

aff. S
nical aspects of proj

uide the work of

between business an s. Plan

stages and assess ess implications for each stag

progress to assure deadlines, standards, and cost targets are
Detailed Work Activities

» Manage project execution to ensure adherence to budget,

schedule, and scope

» Develop or update roject plans for information tech nology

O\ projects including information such as project o

.
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3. Once you’ve completed and reviewed the Requisition form, click the Save & Continue to Next
Step button in the top right corner of the screen. The Approval Workflow page will display.

Create Requisition

X Cancel

Save & Close

Save & Continue to Next Step

4. If you have an approval workflow template, it will display on the second requisition form page. In
the event of a special circumstance that requires changes, you have the option to override the
workflow. Any changes made will only be applied to this requisition, not the saved approval
workflow template.

Approval Workflow

" Budget

@ Add Approval Group

NancyReed,+ @
1more Pending.
° : Approvers .
HR Pamela ©
Gavlinski, +
insk, +1 Pending...
mare
° i Approvers Status
County Adm...  praye Thomas, Q@
+1more Pending...

® The approval workflow below has been automatically applied to this requisition based on the Department/Division.
You have the option to override the workflow for this requisition

5. To keep the assigned approver(s) reminded about their approval task with a due date, click , enter a
due date, and then click Update Approval Step.

Budget Nancy Reed , +

1more

Approval Group *

Budget )

Approvers *

Nancy Reed (=)

Search Approvers

Update Approval Step Cancel

D

Pending...

Due Date

Q1/09/2018

® Due Date
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Note: Repeat these steps for all remaining approval steps that require due dates. The assigned approver(s)
will receive a reminder email from info@neogov.com, with the subject line, NEOGOV OHC Task Reminder,
on the due date and each day the approval task is past due, until the task is completed. In the contents of
the reminder email will be a View Task button, guiding the approver(s) to the task requiring their
attention.

NEOGOV

Task Reminder for Richard

Hi Richard,
You have a pending Requisition Approval task:

Task

Requisition Approval

Due Date

October 24, 2018

Requisition
Director of Information Technology

Requisition Number

00027

Department

Information Technology

6. If atemplate for your agency/division does not exist, you will be prompted to create an approval
workflow. You have two options: (1) Create an approval workflow or (2) Skip the approval
workflow and click Save & Continue to Next Step. To create an approval workflow, follow the
steps listed in the Create an Approval Workflow section below. Otherwise, click Save & Continue
to Next Step.

Create an Approval Workflow

a. Click the +Add Approval Group link.
b. On the Approval Group pulldown, click the applicable approval group.
c. Enter a Due Date in the Due Date field (optional).

d. From the Approvers field, click , select the applicable approver(s).
e. Click Add Approval Step.

Click +Add Approval Group and repeat these steps for the remaining approval steps.
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If your approval steps are not in the proper order, you can easily correct the order by dragging and
dropping them in the desired order.

o i cu
Budget Nancy Reed , + [C]
1more Pending_..
P e e e e e e e e e e e e e e e e ——_——— 1
' H
i
'
: "
0. ;
Paﬂ1§|a . ®
Gavlinski , + 1 )
o Pending..
more
~TTmoTe FenuTg
B ann ™~

7. Click Save & Continue to Next Step when all changes have been made.

8. Drag any file attachments to the third requisition form page and click Save & Submit.

Add Attachments

Drag and drop your file here, or
browse

Supported file types are .doc, .docx, .gif, .jpg,
.pdf, .png, .ppt, .pptX, .rtf, .txt n

If you’re not quite ready to submit the requisition, click Save & Close. The requisition will
display on your dashboard page in the My Requisitions section as a draft.
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Requisition Approval Workflow Example

You may need to route the requisition through a series of approval groups, depending upon your agency’s
use of the system. This can be achieved by defining an approval workflow.

In the example illustrated below, the defined approval workflow requires the requisition to go through a
total of three approval groups. Once the requisition creator submits the record, it will go to the first
approval group. In this example, both Cheryl Ward and Richard Gonzales will be notified, via email, that a
requisition requires their action. Approval is on a first come, first approve basis. Either Cheryl or Richard
will need to approve the requisition to move it on to the next approval group.

Approval Workflow

Approval Group

<>

Budget ()

Approvers *

Cheryl Ward (%)
I ETL N RO RPN Search Approvers

Add Approval Step Cancel

Approval Workflow

o Budget Cheryl Ward , +

1 more

° HR Pamela

Gavlinski , +1

more

° County Ad... prake Thomas

+ 1 more

The system is configured to allow up to 10 levels.
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Steps to Approve a Requisition

1. Click Dashboard from the upper left corner.

NEOGOV Q search O Jason Hanna v
Dashboard ~ Jobs ~ + & ©
Mus Toaclee o oo
2. From the My Tasks section, click the requisition pending your review.
My Tasks view aLL> Q

S Related To s

Date Assigned

Approval [EZ) 7 Project Manager (00003) 05/05/2017

Approval m Customer Service Representativ... 05/05/2017

Requisition Approval

- Department Division <
Information Technology

Information Technology

Showing 1 - 2 of 2 items ‘ ‘

3. Click Approve, type any comments and click Submit.

Requisition Approval

Customer Service Representative (00005)

Comment (Optional)

X Deny Il Hold

I approve this requisition. Thank you!

=

Requisition Details

Requisition Number Department

00005 Information Technology
Title Division

Customer Service N/A

Representative

APPROVAL TIMELINE
I Pending...
Budget
Richard Gonzales , +1 more

° Pending...
HR

Simon Davigs 41 marg

Based on training materials originally developed by NEO GOV



Note: Approvers have the option of denying or placing a requisition on hold. If denied, the requisition
record can be sent back to any one of the previous approval groups or all the way back to the creator.
Depending on the circumstances of the denial (e.g., additional justification), the requisition approval
process can be restarted.

Requisition Approval [ Cancel \

IT Project Manager (00003)

Send Back to Step Comment (Optional)

Originator - Hanna Jason C The County Administrator's Office requires a new position justification
report (i.e., not a replacement of staff). Thank you in advance for

providing this report.

P . APPROVAL TIMELINE
Requisition Details

05/05/2017 by Cheryl Ward

Requisition Number Department Budget

Dirbhaes = a1

If a requisition requires canceling, it must be canceled by the original creator or someone with the role
of HR Liaison. Additionally, if a requisition has been approved, it can be canceled by an HR staff member
with Insight access.
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Module 2: Authorize a Requisition and Create an Exam Plan

Once the requisition has been created and approved (if required) in the OHC, the requisition is routed to

the HR side of the system, Insight.

To switch to the Insight user role and assume the role of HR, click Insight on the NEOGOV Product menu.

NEOGOV

IN Insight

PE Perform

@N Onboard

Steps to Authorize a Requisition

1. Insight users are configured to receive requisition notification emails about new requisitions. A
notification serves as a prompt to view a new requisition. To access the requisition, from Insight,

on the Jobs menu, click Requisitions.

Requisitions

Exam P2

Job Postir 50 e

Class Specs e

G > ¥ Hems ner nane
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3.

The default view displays all requisitions. This listing will grow over time, so using the Status
pulldown will help quickly find requisitions. New requisitions that have been routed to HR to
start therecruitment process will have the Status field set to Approved. On the Status pulldown,

click Approved.

All Requisitions

T Show Approval Detail

v Department - Assigned

1an Resources Analyst Human Resources

Locate your recently-created requisition. From the Action column, click the Authorize icon

( S ). It looks like a rubber stamp.

Approved Requisitions ABCDEFGHIJKLMNOPOGRSTUVYWXY
+  Approved ¢ Show Approval Detail Q
Req # - | Tie ~ | Department ~ | Assigned ~ | Crested ~ | StawsDate  ~ | Creator - | swts  ~ | Acton
00002 Human R s Anal Human Resources 04115/17 04/15/17 Hanna, J Approvec g C

Pageof1
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4. On the Status pulldown, change the selection from Approved to Open. On the Analyst pulldown,
select your name. Leave the Existing Exam Plan field blank as you willbe creating a new exam
plan later. This field is only used if you're retrofitting a requisition to a previously-created exam
plan, or if a requisition is created for the same job where a current list of eligible candidates can
be referred to the hiring department without the need of starting a new recruitment.

Human Resources Analyst

® Status: | Open A
" Analyst |Hanna, Jason ¥
Existing Exam Plan:

Comments:

Save

5. Click Save and then click My HR to return to your Insight dashboard to begin the process of
creating the exam plan.

NEOGOV IN -~

Approved Requisitions A B CDETFGH

Note: The requisition displays from your My HR page, Requisitions section, as you are now the assigned
analyst. From the Exam column, a Create Exam link is available. Once the exam plan is created, this will
be replaced with a number for quick access to the exam plan.
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What is an exam plan?

An exam plan is a central hub for many recruitment processing activities. From the exam plan, you can
track recruitment activities and view associated records. It may help to think of the exam plan as a
recruitment folder where your recruitment work is stored. See the sections table on the following page
for more details.

Edit Exam Plan rail
Exam Title Human Resources Analyst Depatment Human Resources
Exam Number 00002 Division
Vacancies 1

Job Posting  Add New

Job # Job Title Status Last Updated Assigned To
Recruiting Plan Add New

Ad Type Ad Name Requested Date Start Date End Date Action
Evaluation Steps  Add Step Print Apps

Step Evaluation Step Weight Results At Step Action
Advanced Filters Add Evaluation Step Filter Add Eligible List Filter

Title Created By Filter Type Action
Eligible Lists Add New Show Archived Eligible Lists

List Name List Type Expiration Date mzo“ Lh" Action

Default Lis Regular N/A 0 0 Edit View Candidates Audit Trail
Requisitions Add New

Req # Title Department Date Created Action

00002 Human Resources Analyst Human Resources 04/15/2017 Edit Authorize Disassociate Referrals

Tasks Add New

Subject Status Priority Due Date Assigned To Action
Notes Add New

Note Title Note Last Updated Note Owner Action
Files Add New

Attachment Title Date Uploaded File Name Action
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Sections of the Exam Plan

Section
Job Posting

Recruiting Plan

Evaluation Steps

Advanced Filters

Eligible Lists

Requisitions

Tasks

Notes

Files

Description
Add a job posting from this section. Once the job posting has been added, you can
view, edit, archive/unarchive and view the audit trail.

Track advertising expenditures from this section. Once an advertising item has
been added, you can edit, delete and view the audit trail. Your Insight
Administrator will set up the most commonly used advertising methods, e.g.,
Newspaper ad, Radio ad, CareerBuilder.

Add one or multiple selection hurdles for your candidates from this section. Once
an evaluation step has been added, you can edit, delete and view the audit trail.
Once candidates have applied, you can view submitted applications, print
applications and view candidate results and flow reports. This is where you’ll
spend much of your application screening/scoring time.

Add evaluation and/or eligible list filters to find specific groups of candidates from
this section. Filters can be based on various data points including master profile,
standard application, agency-wide and job-specific supplemental questions and
evaluation step results. Once a filter has been added, you can view, edit, delete
andshare.

Add subsequent eligible lists from this section. Upon creating the exam plan,
Insight automatically creates an eligible list for you. This eligible list, named
Default List, has a list type set to Regular. You can edit and view candidates and
view audit trail for the default and/or subsequent eligible lists. Candidates must
go through all evaluation steps prior to being placed on the regular eligible list.

View the associated requisition(s) from this section. Other actions include: add,
Add other Insight users’ recruitment tasks from this section. Once a task has been
added, you can edit and delete. The task system will send automated email
notifications to assignees regarding assignments, due dates and status changes.

Add recruitment notes from this section. Once a note has been added, you can
edit, delete and view the audit trail.

Add (upload) files applicable to the recruitment from this section. Once
a file has been uploaded, it can be downloaded or deleted.
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Steps to Create an Exam Plan

To create the exam plan, complete the following steps:

1. My HR page, Requisitions section, under the Exam column, click Create Exam.

Requisitions Open
Req. Title ~ | Department 2 | Date Received e s | #Referred +  Staws 2 | Action(s)
00002 Human Resources Analyst Human Resources o457 Create Exam 0 Open AN
o o N
o

2. The Exam Plan form will display.

Fields marked with an asterisk () are required

I}) * Agency: ‘ Governor's Office - Exec Pol & Prog N |
Division: ‘Human Resources hd
* Class Spec: ‘ AG20 - Human Resources Director | ~

* Job Title: ‘Human Resources Director |

Exam Mumber: |25465
Vacancies
P 1]

non decimal number

“Eem Type:

* Job Type: [FTE - Full-Time v|
Auto-Refer to Hiring Manager: (D) ye: @) yg
JopLine:  (Dyes ®pg

Print Bulletins: () yes (@ yg

Number of Bulletins: I:I Fold-out O Yes @ No

Comments:
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3. Complete the form using the table below.

Field

* Agency

* Division

* Class Spec
* Job Title

Exam Number
Vacancies

* Exam Type
* Job Type

Auto-Refer to
Hiring Manager

Job Line

Print Bulletins

Number of
Bulletins

Comments

4. Click Save.

* Required
What to Enter

Pre-populates with the Agency specified in the requisition.
Pre-populates with the Division specified in the requisition.
Pre-populates with the class specification specified in the requisition.
Pre-populates with the working job title specified in the requisition.

Pre-populates with the same number assigned to the requisition.
Pre-populates with the same number of vacancies designated in the
requisition.

Select “Open” from the pulldown.

Select the job type from the pulldown.

Leave the default value of “No” if you will be evaluating candidates using a
series of evaluation steps or manually reviewing the candidates’ applications
before referring them to the hiring manager. Note: If set to “Yes,” candidates
will be immediately referred to the hiring manager(s) designated on the
associatedrequisition.

This field is for tracking purposes only. If your organization uses a job line (i.e.,
a telephone audio recording of open jobs), select whether or not this job is on
the jobline.

This field is for tracking purposes only. Select whether or not you’re printing
job bulletins.

This field is for tracking purposes only. If you’re printing job bulletins, you can
track the number and whether or not they are fold-out.

Enter any additional information about the exam plan in this field.
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Create an Evaluation Step (Optional)

With the exam plan now in place, the system is configured to automatically create the first evaluation
step, Step 1, Application Received. You can create additional evaluation steps. Think of evaluation steps
as selection hurdles. Failing candidates will remain at the evaluation step; all passing candidates will
advance to the subsequent step.

There are a variety of evaluation step types to choose including: supplemental questionnaire, training and
experience, rating matrix, written exam, performance exam. If multiple evaluation steps are created, the
applicant can see the current status message in the applicant’s self-service portal.

To accurately capture the applicants meeting minimum training and experience requirements, agencies
will need to consistently structure job postings in one of the following ways:

1. Add a “Supplemental Questionnaire” step type titled “Minimum Qualifications” in your exam plan
and “Fail” those individuals who do not meet minimum qualifications;

2. Adda “Training and Experience” step type titled “Minimum Qualifications” in your exam plan and
“Fail” those individuals who do not meet minimum qualifications; or

3. Ifthe candidates on the Eligible List are all those who meet the minimum training and experience
requirements for the job, agencies are not required to do either of the above steps, because the
system will be able to identify the total number of candidates placed on Eligible Lists over a given
period of time.

If agencies set up two “training and experience” step types, the system will be unable to differentiate
which one is to be used for EEO reporting purposes. Therefore, to avoid duplication, agencies must choose
either the “supplemental questionnaire” or the “training and experience” step type to capture those
applicants who meet the minimum training and experience requirements.

Steps to Create an Evaluation Step

1. Access the exam plan by either:

Navigation Path 1

From My HR page, in the Requisitions section, click the exam number.

Requisitions

Oper v
fea = [ o) = | Peperoment © | Date Recatved : _ * fetened ol il : m
00002 Human Resources Analyst Human Resource 0ansn? 0 Open Z 8

« < n > » tems perpage 10 v \ Showing 1-10of 1 item:

Based on training materials originally developed by NEO GOV



Navigation Path 2

a. On the Jobs menu, click Exam Plans.

NEOGOV IN -

My HR Jobs Applicants Tests 7 Lists

Requisitions

Exam Plans

Reports

Job Postir - ¢ 0.
Class Specs
No data avai
o 'd 3 b Home narnana 10 ¥

b. From the Exam Plan column, click the job title.

Exam Plans
T Active Exam Plans

. Exam # -~ Exam Plan - Job #

00002 Human Resources Analyst

- Items per pag\

= Job Postit

2. From the Evaluation Steps section, click Add Step.

TECTUTITIg P el Ao Ty

Evali ‘‘on Step

Expiration Date

Start Date

Filter Type
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3. The evaluation step form will display.

*Step Type Supplemental Questionnaire

Step Name |M'\nimum Qualifications Review |

Display Candidate Status As |Init\a\ Application Review |

*Evaluste On  (®) pass/Fail
O scored
Applicant Status () Do Not Show This Step
® Show This Step

[ Show Step Pass/Fail
[ show Step Score
[ show Step Disposition

Comments

. P
Cumulative Score  (®) [p Not Show Cumulative Score

) X
) Show Cumulative Score

Prerequisite Steps Application Received

Minimum Qualifications Review

4. Complete the form using the table below.

Field
* Step Type
Step Name

Display Candidate
Status As

* Evaluate On

Applicant Status

Comments

Cumulative Score

Prerequisite Steps

* Required
What to Enter
Select the type from the dropdown menu.
Enter a name for the evaluation step.
This message will display to candidates who sign back into the applicant
portal to see their current application status. This status is to let applicants
know where they are in the process (not their performance, as this same
message is displayed to every applicant placed in the step). Leave the field
blank to automatically display Application Received in the applicant’s self-
service portal view.
Select Pass/Fail if this will be a pass/fail step or Scored if this will be a
scored step.
Indicate whether or not the Step Name will be shown. If so, indicate which
information should be revealed to the applicant. Remember that
the Display Candidate Status As status will always display to the candidate
whether or not the step is shown under Applicant Status.
Enter any additional information about the evaluation step in this field.
Select Do Not Show Cumulative Score if you do not want to show the
cumulative score or Show Cumulative Score if you want to show the
cumulative score. If you select a pass/fail step, the cumulative score will
not be applicable.
Indicate if there are any previous steps are prerequisites to this step.

5. Once you’ve finished, click Save.

Based on training materials originally developed by NEO GOV



p For more information on the options available when setting up an evaluation step, see below:

The view option always defaults to Do Not Show This Step on each step, forcing the Insight User to take

action to show the status to the applicant.

Applicant Status () Dg Not Show This Step
) show This Step

Show Step Pass/Fall
Show 5Step Score
Show Step Disposition

Selecting Show This Step adds this evaluation step to the Applicant Status view within the applicant’s

self-service portal.

Selecting Show Step Pass/Fail:

Applicant Status () Dg Not Show This Step
® show This Step

E Show Step Pass/Fall
L] show Step Score
L] show Step Disposition

Selecting Show Step Score:

Applicant Status () Do Mot Show This Step
@® show This Step

W show Step Pass/Fail
Ed show step score
L] show Step Disposition

...adds Pass/Fail
content to the

applicant status
window for the
evaluation step.

...adds the
applicant’s score
percentage to the
applicant status
window for the
evaluation step.

Application History

YIS 0911 Pl

Agility Test

Faill Withdrew from Corsideration

Written Exam

[Pesi} 78.00

Application Recelved

Application History

3 091 PM
Agllity Test

Fail - Withdrew from Consideration

Written Exam

Application Received
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Selecting Show Step Disposition:

Applicant Status () Do Not Show This Step
® Show This Step

Wl show Step Pass/Fall
Wl show Step Score
E Show Step Disposition

...adds rejected
applicant’s
disposition (reject
reason) to the
applicant status
window for the
evaluation step.

Application History

1 11 P

Agility Test

Fai [:.w.:l-;i.-.;-.-_ from Consideration

Y
J

OZIOVONS 0903 PM
Written Exam

Pass - 78.00%

LFONE E5E Pid

Application Recelved
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Module 3: Create a Job Posting

In the previous training module, you created an evaluation step. Now the exam plan is prepared to accept
applications. For this training module, you will create a job posting to announce the job opening on the
web.

Steps to Create a Job Posting

1. If you're not already viewing your exam plan, return to the exam plan.

Navigation Path 1
a. From My HR page, in the Requisitions section, click the exam number.

Requisitions Open

+ | Req.Title = | Department % | Date Received + | Exam + | #Referred < | Status < | Action(s)

00002 Human Resources Analyst Human Resources 04/15A17 00002 0 Open

&< . > » Items perpage 10 ¥ \ Showing 1-10f 1items.

b. Onthe Jobs menu, click Exam Plans.

NEOGOV IN -

My HR Jobs Applicants - Tests 7 Lists Reports
Requisitions
Exam Plans
Job Postir o0 ive v
Class Specs
No data aval
Navigation Path 2
a. From the Exam Plan column, click the job title.
Exam Plans
-+ Active Exam Plans
B eoms = Exam Plan ~ | Job# - Job Postil

00002 Human Resources Analyst

- Items per L‘A
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2. From the Job Posting section, click Add New.

Job Posting Add New

Recruiting Plan Add New

3. The job posting form will display.

Job Posting

Copy Job Posting

Draft Archived

Human Resources Analyst - 01

Copy Job Posting & Scoring Plan | Supplemental Questions | ltem Bank || Scoring Plan

Accept Online Applications Show Closing Date/Time Continuous

* Required

* Exam Plan:

* Department:
Division:

Class Spec:

Job Title:

* Job Number:

* Job Type:

* Job List:

Exam Type:

* Advertise From:

" Advertise To:

Enable Maximum Number of Applicants

* Maximum Number of Applicants:

Category:

Location On Job:
Posting Display

* Application Template:
Reapply Period (Days):

* Assigned To

Description:

Populate From Class Spec

00002 - Human Resources Analyst

Human Resources (114) = Q

Human Resources Analyst (100f) Q

Human Resources Analyst
00002
Full Time v
Default Job Listing v
Open v
04/04/2017
0418/2017 fpm v 59 v

heck this box to close job posting after certain amount of applicants have been received
100

Accounting and Finance Human Resources
Administration A

Administrative Assistant

Agriculture v

Airports

100 State Street, Grand City Q
a

a

B B source \

/B I U ==k & A ®m

Apply principles of to human 1, sales, and

marketing problems. Activities may include policy planning; employee testing and selection, training

and development; and organizational development and analysis. May work with management to
organize the work setting to improve worker productivity

D T 1 1= = = = = = R, o |
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4. Complete the form using the table below.

Field
Draft

Archived

Accept Online
Applications

Show Closing
Date/Time

Continuous

Field

* Exam Plan
* Agency
Division

* Class Spec
* Job Title

* Job Number

* Job Type
* Job List
* Exam Type

* Advertise From

* Advertise To

* Required

Job Posting Checkbox Fields
What to Enter
Select Draft to keep the job posting in a “work in progress” state. It is a best
practice to select this field until you’ve thoroughly reviewed the job posting and
are ready to post the job online. This prevents posting online with errors or
without job-specific supplementalquestions.
Select Archived at the end of the recruitment process. This should be done after
you’ve hired the ideal candidate and you're filing away records. Along with the job
posting, you will likely archive the exam plan, eligible list and referred list.

Select Accept Online Applications to allow online candidates to submit their
applications for employment.
Select Show Closing Date/Time to display the closing date and time on the job

posting. If the job is open until filled, then you may opt to deselect. This will
remove the closing date and time from the job posting.

Select Continuous to display the word “Continuous” for the job posting closing
date and time.

* Required

Job Posting Fields
What to Enter
Pre-populates with the correct associated exam plan since you’re creating the job
posting from the exam plan.
Pre-populates with the same agency assigned to the requisition and resulting
exam plan.
Pre-populates with the division assigned to the requisition and resulting exam
plan.
Pre-populates with the class specification indicated in the requisition and
resulting exam plan.
Pre-populates with the job title specified in the requisition and resulting exam
plan.
Pre-populates with the number assigned to the requisition and resulting exam
plan.
Pre-populates with the job type assigned to the exam plan.
Leave the default value of “Default Job Listing.”
Pre-populates with the exam type assigned to the exam plan.
Enter the date on which you will start to accept online applications for
employment. At 12 midnight (in your time zone) on the opening day, the job will
post and allow online applications.
Enter the date and time that you will close the job and stop accepting online
applications.
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Enable Maximum

Number of
Applicants

* Maximum
Number of
Applicants
(Required if Enable
Maximum Number
of Applicants is
selected.)

* Category

* Location On
Job Posting
Display

* Government
Jobs Location

* Search
Locations

* Application
Template

* Reapply Period
(Days)

* Assigned To

Job
Responsibilities

Minimum and
Additional
Requirements

Preferred
Qualifications

Additional
Comments

Select to close the job posting once a specified maximum number of

applications have been received, even if this occurs prior to the specific closing
date. Closure will occur regardless of the Continuous field selection. If the
Continuous field is not selected and the maximum is not reached, the job posting

will close on the date in the Advertise To field.__

This field will only display if “Enable Maximum Number of Applicants” is selected.
Enter the maximum number of applications that will be accepted for the job
posting. If the Continuous field is not selected and the maximum is not reached,
the job posting will close on the date in the Advertise To field. Note: Due to a
slight syncing delay between the online application process and Insight, a few
accepted applications over the maximum is possible.

Select one or multiple job categories that classifies the position.

Click I:l and select the location for this job opening. This will display on the
printed job bulletin and the career page for the posting.

Defaults to SC - Columbia

Allows the user to filter available vacancies by location using the Locations filter on
the Career Page.

Click

Enter the number of days a candidate must wait to reapply for this job posting. If
you do not want candidates to reapply for this job posting, set the number to
equal the total number of days the job posting is open, or higher (e.g., if the job
posting is open for 14 days, then enter 14).

Note: Setting the number to 0 is not recommended as this allows a candidate to
reapply as many times as they’d prefer within the same day.

and select the correct application template.

Defaults to the current user. Click and select the applicable Insight user.

Enter a description of the work performed by the person in the position. Click
Complete From Class Spec to copy the verbiage over from the associated class
specification. This is the one and only time to take advantage of the complete
function; if you return after saving, the complete buttons will not be available.
List any minimum and additional requirements for the position. Click Complete
From Class Spec to copy the verbiage over from the associated class specification.
This is the one and only time to take advantage of the complete function; if you
return after saving the complete buttons will not be available.

List the preferred qualifications for the position, if any.

List additional comments, if any.
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If bilingual,
which language
is desired?

* Agency Specific
Application
Procedures

Residency
Requirement

Residency
Requirement
(specifics)

* Class Code
Slot Number

* Position
Number

* EEO Category

EEO Subcategory
* FLSA Category

* Normal Work
Schedule

* Pay Band
Hiring Range -
Min.

Hiring Range -
Max.

* Opening Date

*EEO Statement

Field
Auto-Update

* Minimum
Salary
Maximum Salary

* Per

* Based on “X”
hours per year
* Show Salary

Breakdown

This field is for internal tracking purposes only. If bilingual is desired for the job,
select the applicable language. If a language is selected, it will not display on the
job posting.

Enter any specific requirements.

List any specifics related to the residence requirement, if applicable.

List any specifics related to the residence requirement,

Enter the classification code of the vacancy.
Enter the position’s slot number, if applicable.

Enter the position number.

Select the EEO Category from the drop down.
Enter the EEO Subcategory, if applicable.

Select the work schedule. This will be displayed on the job bulletin and Career
Page for the position.

Select the pay band for the position. For unclassified or positions that do not fall
within the classified pay band system, select Unclassified.

Enter the agency’s minimum hiring range.

Enter the agency’s maximum hiring range.

Enter the opening date for the position.

“Equal Opportunity Employer” must be selected and included on each posting.
Agencies are strongly encouraged to add their agency specific EEO statement to
each job posting. This can be placed in the job posting text or in the additional
comment box.

* Required

Salary Information
What to Enter
Select Auto-Update to have salary values updated automatically when the
associated class specification’s salary values are changed.
Enter the minimum salary for the job.

Enter the maximum salary for the job.
Select the rate that coincides with the minimum and maximum salary values.

Select the correct hours per year.

Select one or multiple ways to display the salary values: Hourly, Daily, Weekly,
Biweekly, Semi-Monthly, Monthly and/or Annually.
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Salary Display

Field

Internal Notes
(optional)

* Supplemental
Questions

If you do not want to display the salary in a dollar amount, select

this checkbox, then select from one of the following values: Depends on
Qualifications, Negotiable, Not Displayed, See Position Description or Under
Review.

* Required

Remaining Job Posting Fields
What to Enter
Enter any additional information about the job posting in this field. The notes will
not display to OHC users orcandidates.

Select “Yes” if the posting will have supplemental questions and select “No” if
not.

5. Once you’ve finished, click Save.

Note: As soon as the Save button is selected, the posting will go live immediately unless the “Advertise
From” date is a future date or the posting is in Draft status.

6. A preview of the job posting will display. Click Edit if you need to correct any typing errors or
formatting issues and then save your corrections.

Description

Detailed Job Posting m
Job # Hits Active Total Advertised
00002 0 0 0 041817 Dc:j 18/17 11:59

Job Title Human Resources Analyst
Closing Date/Time T

Salary

Job Type

Location

Department

Benefits
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Create Job-Specific Supplemental Questions

If the job posting is in draft status, continued modifications are allowed, including the addition of job-
specific supplemental questions. These types of questions are often used to gather more specific
information from candidates regarding their minimum, and even desired, qualifications that pertain

specifically to the job opening.

Steps to Create Job-Specific Supplemental Questions

1. Return to the job posting in draft status by using one of the three methods listed below.

a. Method 1: From the My HR page, in the Job Posting section’s Status pulldown, click
Draft and then click the job title in the Job Title column.

Job Postings Active

Banuicitinn Qoo

Job Postings

Draft Jobs

Job Listing = Department 5 Stati

Default Human Resou Dra

s per page 25
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b. Method 2: On the Jobs menu, click Postings. On the Status pulldown, click Draft Jobs. Click
the job title from the Job Tile column.

NEOGOV IN -

My HR Jobs Apr - Tests 4 Lists Reports
Requisitions
Exam Plans
Job Postir o0 aft v
Class Siigs -
Job # le 4 | Last Updated - Class Sp|
00002 Human Resources Analyst 04/18/17 View Spe
L n temsperpage 10 »

Job Postings

+ Current Jobs

u All Jobs Title - Job Listing s Department 3 Stat|

Current Jobs
Closed Jobs

Items per page 25
Draft Jobs

Archive DS

Job Postings

+ Draft Jobs

- Job Title - Job Listing < Department 2 Staty|

Default Human Resou Dra

s per page 25
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c. Method 3: On the Jobs menu, click Exam Plans. From Job Title column, click the job title
from the Job Title column.

R Jo - . . Re
Requisitions
Exam Plans
Job Postir Postings ive v
Class Spec
5 !
No da
« < > » Items perpage 10 v
D, i1
Exam Plans
+  Active Exam Plans Reset [l Y More

Exam Plan 3 | JobPosting 2 | Anayst : | staws 3 | Action

00002 Human Resources Analyst  Hanna, J Active Z 9

n Items per page 25 \ Showing 1-10f 1 items

2.  From the job posting page, click Supplemental Questions.

Detailed Job Posting m Print Job Bulletin

View Class Spec View Exam Plan Supplemental Questions item Bank Scoring Plan

Job # Hits Active Total Advertised

00002 ) 0 0 oansn7 - p04°18‘|7 1:59
Job Title Human Resources Analyst

Closing Date/Time  Tue. 04/18/17 11:59 PM Pacific Time
Salary $24.04 - $36.06 Hourly

P n

3. From here, you're prompted to add the first job-specific supplemental question. If the question
will only be used for this job posting and not for others like it in the future, proceed to add the
guestion. Otherwise, go to the item bank were the question will be stored for upcoming job
postings. For this training example, you’ll gain experience adding questions in the item bank.
Click Item Bank.

00002 Human Resources Analyst Item Bank | Scoring Plan
* Required
* Question

Question Code
This field must be unigue,

o = 8 Tovt Ancwar Salort Fram Chniroc Ancwor Yoc/MNn Ancwar
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4. Click Add New Item to add your first item to the item bank.

Type
0 items in the basket.

Show All Items

Add New Item

Item

ABCDEFGHIJEKLMNOPQRSTUVWXYZ

5. The item form will display.

" Iy

* Response Format

* Response Options

Text Answer

put Type | Radio hd

the "Select From Chol
tions from which jo

When you choos

several respor

® Select From Choices Answer

* Question |How many years of professional-level work experience do
you have as a Human Resources Analyst? '&
*Category |Human Resources v
“Type | Summary of Work Experience v

Yes/No Answer

L you need to provide

* Required Question

Confidential

To enter the options use a text box displayed below.
"E;L’;:;J'Rgspcnse Option Points Sort

None |No experience % poere
Less! Less than 1 year 4% oo
fto2 |1 year to less than 2 years +% pelere
2t03 |2 years to less than 3 years +% poiere
3more 3 or more years +% ppere
Add Option

Yes ¥

Check here if this question is confide

6. Complete the form using the table below.

Field

* Question

* Category

* Type

* Response Format

* Required
What to Enter
Enter the question.
Select the proper job category.
Select the proper question type.
Depending on the question, select Text Answer, Select From Choices

Answer or Yes/No Answer.

Based on training materials originally developed by NEO GOV



* Input Type

* Response Options
* Required
Question
Confidential

If Response Format is set to Text Answer, select either Scrolling Text Box (a
larger text field) or Text (a single line text field).

If Response Format is set to Select From Choices Answer, select either
Radio, Drop Down Box Single, Drop Down Box Multiple or CheckBox.

Note: If the question is multiple choice, use either Radio or Drop Down Box
Single. If the question is multiple select, use Drop Down Box Multiple or
CheckBox.

Select the appropriate response option for the input type.

Select Yes to prevent candidates from leaving the question unanswered.
Select No if answering the question isoptional.

Select Confidential if there should be restricted viewing of candidates’
responses; otherwise, leave the checkbox deselected. Only Insight users
with access to view confidential information will see confidential
questions. OHC users will not see confidential questions, regardless of
permissions.

7. Repeat steps 4-6 to add additional questions.

8. From the Basket column, click Add for all questions you want to add to your job posting.

Page 1 of
Type Item Basket Action
Educatior Add Edit Delete Copy
Summary of How many years of professional-level work experience do you
Work have as a Human Resources Analyst? Add Edit Delete Copy
Experience
Page 10of 1

9. This will add the questions to your basket. Once you've finished, click Checkout.

Type
2 items in the basket

Education

Summary of Work Expe...

o you have a Bachelor's Degree in Human Resources

How many years of professional-level work experien

10. Click Add New Question to add an additional question to your job posting that will not be stored

in the item bank.

00002 Human Resources Analyst

How many years of profe:
as a Human Resources Analyst?

No experience

Quick Sort | ltem Bank | Scoring Plan

nal-level work experience do you have
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11. The question form will display.

Please enter the exact field of your Bachelor's degree in the box
below. If you do not have a Bachelor's degree, enter MN/A

* Question

_ Question Code

Response Format ext AnSwe =1L m & i Answ

Input Type Scrolling Text Box ¥ | Width |50 * | Rows (4 ¥

Is the candidate required to answer
the question?

Confidential Guestion Yes ® No

Employer Use Only Yes @ No

Allow on Panel Templates? Yos (@ Nc

Panel Column Name

12. Complete the form using the table below.

Field

* Question
Question Code

* Response Format

* Input Type

* Response Options

Is the candidate
required to answer
the question?

Confidential
Question

* Required
What to Enter
Enter the question.
Enter a code or abbreviation for the question.
Depending on the question, select Text Answer, Select From Choices
Answer or Yes/No Answer.
If Response Format is set to Text Answer, select either Scrolling Text Box (a
larger text field) or Text (a single line text field).
If Response Format is set to Select From Choices Answer, select either
Radio, Drop Down Box Single, Drop Down Box Multiple or CheckBox.
Note: If the question is multiple choice, use either Radio or Drop Down Box
Single. If the question is multiple select, use Drop Down Box Multiple or
CheckBox.
If Response Format is set to Select From Choices Answer, click Add Option
to add a response option and enter an abbreviation, number or letter in
the Internal Code field, the description in the Response Option field, and
optionally, a number in the Points field for auto-scoring setup. Repeat
these steps to add additional response options. This option is only available
if Select From Choices Answer is selected as the response format.

Select “Yes” to prevent candidates from leaving the question unanswered.
Select “No” if answering the question is optional.

Select “Yes” to make the question confidential; otherwise, select “No.”
Only Insight users with access to view confidential information will see
confidential questions. OHC users will not see confidential questions,
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regardless of permissions.

Employer Use Only Select “No” if you want online cgndidates to see the question. You will only
select “Yes” if you want only Insight users to see the question.
Allow on Panel
Templates?
Panel Column

Name

Select “No.”

Leave this field blank.

13. Repeat steps 10-12 to add additional questions.

14. Click the up and down arrows to arrange questions in the proper order.

00002 Human Resources Analyst Quick Sort | ltem Bank | Scoring Plan
Add New Questior Show Inactive Questions

1 How many years of professional-level work experience do you have . S = P
as a Hum sources Analyst? Exlit Inactivste Uo D
2 years to |
3 or mare year
Do you have a Bachelor's Degree in Human Resources, Industrial . V4 * & ¥
2 Relations, Public Administration, Business Administration, or a closely E sivate U Dowr
related field? 7
Yes No
3 nter the exact field of your Bachelor's degree in the box . 7 X &%
if you do not have a Bachelor's degree, enter N/A, £ Insch
t inactivate D
fdl New i how Ir ior
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Steps for Publishing the Job Posting on the Web

If your job posting is in draft status and you wish to publish it to the web, return to the job

posting edit page. If you're editing the supplemental questions, a shortcut to the job posting
page exists from the Supplemental Questions page. Click the job number and title that displays in

red text.

00002 Humal

'esources Analyst

Quick Sort | Item Bank | Scoring Plan

Do yo Bachelor's Degree in Human Re:

1 IRelations, Publ :E;:(‘:m tration, Business Ad|1\-".isr‘-_'-1ic.|1‘ ?;‘:‘:Imely "
related field? :
Yes Mo
2 ':‘0“.:1ai,\'y_y.gé,i.5 of !)_'OTI-",SSI.?!‘:L level work experience do you have I b4 | | / x ' ’
2. Deselect Draft, scroll to the bottom of the page and click Save.
Human Resources Analyst - 01
B Scoring Plan

Copy Job Posting | Copy Job Posting & Scoring Plan ~ Supplemental Questions  Item Banik

Exam Plan: 00002 - Human Resources Analyst

: Required

3. Congratulations! You’ve published your job posting on the web.
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Module 4: Enter a Paper Application

Once a posting has been published for the web, agencies are able to accept online applications. Some
agencies allow applicants to submit paper applications for positions. The following steps document how
to capture the information submitted on a paper application through Insight.

Steps to Enter a Paper Application
1. On the Applicants menu, click App Entry.

NEOGOV |IN ~

Applicant Search
Application
Job Postings A B v
Profile Merge
00002 Hi
Unrevie d App!

Dy sieidi

2. Enter the applicant’s first and last name.

* Required

* First Name:  Kelley
Middle Initial:
* Last Name: Vaughan

Former Last Name:

Month and Day of Bith: MM ¥ oD v

3. Move the job to the Selected Jobs box and click Submit.

Please select jobs(s): Candidate has already applied to jobs

FEind Selected Jobs
Human Resources Analyst [00002]

Avallable Jobs
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4. Enter the required information on the application form.

Job # Job Title

mail:

Do you possess a valid Driver's

* Time Received:

Alternate Phone:

* Notification Type:

00002 Human Resources Analyst
Piease correct highlighted fields * Required
Former Last Name:
Month and Day of Birth: MM * DD ¥
* Date Received: | Apri Y21 w2007 ¥

4pm v (BT V¥

* First Name: !KL'IIey
Middie Initial:
* Last Name: ‘aughan
* Address: 17103 Monte Bello
*City: Cupertino
“State: | California N
*Zip Code: 95014
Country: |US v
Home Phone:

e Bl @ Wn Docnnncs

5. Once you've finished, click Save & Exit App. Entry.

Attach another file Upload

Save & Enter Another Application || Save & Exit App. Entry | | Cancel |

Note: Repeat steps 2—4 to add additional applications and click Save & Enter Another until all
applications have been entered. Once all application shave been entered, click Save & Exit App. Entry.
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Module 5: Evaluate Candidates and Send Notices

Once applications have been received, you will evaluate the candidates. You can also send notices to
anyone that did not meet the minimum qualifications. The system is programmed with the first evaluation
step of Application Received. If you have additional evaluation steps that you would like to add, see

Module 5a: Create an Evaluation Step.

Steps to Evaluate Candidates Manually

1. Return to the exam plan using one of the following methods.

a. Method 1: Click the exam number from the My HR page.

Job Postings Active

% | Active / Total Apps

00002 Human Resources Anayst ) " 05112117159 PM 00002 / @

b. Method 2: On the Jobs menu, click Exam Plans and then click the job title from the Exam

Plan column.
NEOGOV |IN -
Ay HR lobs ~ Applicants Tests Lists R
Requisitions
Exam Plans
Job Postir
oooo2 Human Beesnnrcae Analuet
Exam Plans
T Active Exam Plans
. Exam # — Exam Plan - Job # — Job Po
00002 Human Resources Analyst Q0002 Huma!
- Items per pa&
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2. Click View Applicants by Step or click the name of the evaluation step to view the candidates.

Recruiting Plan  Add New

Ad Type Ad Name Requested Date Start Date End Date Action
Evaluation Steps  Add Step View Applicants (10) View Applicants by Step (10) App Flow Print Apps

Filter Type

# On List

4. The application will display. After reviewing the application, scroll to the top of the page and click
Show Candidate Disposition.

View Exam Plan View All Applicants View Applicants By Step  Education Scoring Work Experience Rating Special Credit Rating Add Skills View
Master Profile

Show Candidate Disposition
Application 1 of 10 « Previous Applicant | Next Applicant» - -

00002 - Human Resources Analyst

Contact Information -- Person ID: 32145430
Name: Gordon Blackburn Address 123 Main Street

Los Angeles, California 90001 US
Home Phone Alternate Phone

Cenail Bletifio o o

5. The rating panel will display. Click Passed, Failed or Other from the Pass/Fail Step field and click Save
& View Next App to proceed to the next candidate.

View Apoli ByS

Exam Plan 00002 - Human Resources Analyst

Evaluation Step  Minimum Qualifications Review

* Required

Applicant: MName Person ID
Blackburn, Gordon 32145490

* Pass/Fail Step:  ® passed Failed Other
Reject Reason: == Select == X

Comments:

Save | Sawve & View Next App »

Application 1 of 10 «Previous Applicant | Next Applicant Brint View
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Note: A rejection reason must be selected from the Reject Reason pulldown if an applicant is failed.

6. Passthe remaining candidates until you’ve reached the bottom of the list. You’ll know when you
have reached the bottom by the application count in the lower left corner and the Save & View
Next App button no longer displays. Pass or reject your last candidate and click Save. A confirmation
displays stating Disposition Updated Successfully.

Exam Plan 00002 - Human Resources Analyst

Evaluation Step  Minimum Qualifications Review

Disposition Updated Successfully * Required
Name Person ID
Applicant: s
W Aic 32145549
* Pass/Fail Step: @ passed Failed Othe
Reject Reason: Select ¥
Comments:

« Save & View Prev. App || Save

( Application 10 of 10 ) « Previous Applicant £ \ Print View

7. Click View Applicants By Step to return to your list of candidates.

View Exam Plan View All Applicants View Applicants By Step  Education Scoring Work Experience Rating Special Credit Rating Add Skills View
Master Profile

ligde ngdidate sition

Exam Plan 00002 - Human Resources Analyst

Euealiatinn G4 i Ausalificatinne Band.
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Steps to Send Notices

1. To send a fail notice to the applicable candidate(s), select Email Notify from the Select Action
pulldown, select Failing from the Select Candidate(s) pulldown and click Go.

NS T me—
Vaughan, Kelley 32145567 View Pass Paper 0421
Walker, Michael 32145549 View Eass Paper 04721

10 Records Found

Email Notify v Failing v

View Exam Plan Eligible List(s

2. Select Failed Minimum Qualifications from the Template pulldown and click Generate Notices.

Disposition: Does not meet minimum requirements Template: | Failed Minimum Qualifications ¥ || Edit Template
Candidate Person ID Email Date & Time Recelved

Cole, Linda 32145580 None - notice will not be sent 04/2117 06:29 PM

Generate Notices

3. Click Send to send the notice(s).

Human Resources Analyst
Email preview appears below. Emails will NOT be sent until you click on the 'Send’' button.

ate: Falled Minimum Qualifications

Does not meet minimum requirements

Candidate Person ID Email Date & Time Received
Cole, Linda 32145580 None - notice will not be sent 04/2117 06:29 PM
Send
Email 1 (1o
Linda Cole

123 Main Street

Los Angeles, CA 90001
April 22, 2017

Re: 00002

Dear Linda:

We are sorry to inform you that your application for Human Resources Analyst is no longer being considered because
you did not meet the minimum qualifications for the position

" . P . Moo b

4. A confirmation displays stating “Emails sent successfully.” Click View Applicants By Step to return to
your list of candidates.

Human Resources

Email preview appear elow. Emails will NOT be sent until you click on the 'Send’ button.

Template: Failed Minimum Qualifications
Date & Time Received

Does not meet minimum requirements
Candidate Person ID Email

IMMACEON  w AA DT AL O

Based on training materials originally developed by NEO GOV



Module 6: Refer Candidates to the Hiring Manager

For this training module, you will place all candidates that passed the minimum qualifications review and
any additional evaluation steps on an eligible list. An eligible list is a listing of qualified candidates. From
the eligible list, you will refer a subset or all candidates to the hiring department.

Steps to Place Candidates on an Eligible List

1. Return to the exam plan. From the My HR page, click exam number. Alternatively, on the Jobs
menu, click Exam Plans and then click the Job Title fromthe Exam Plan column.

2. Click the name of the last evaluation step to view applicants by step.

Evaluation Steps  Add Step  View Applicants (62) View Applicants by Step (57) App Flow  Print Apps

N R
Step 1 Application Received N/A View Results o Edit Audit Trail
Step 2 Supplementsl Questionnaire MN/& View Results o Edit Delete  Audit Trail
Step 3 Training snd Experience ‘, NIA View Resulis 57 Edit Delete Audit Trail

3. To place the passing candidates on the eligible list, select Place on Eligible List from the Select
Action pulldown, select Passing from the Select Candidate(s) pulldown and then click Go.

rEmTET T 7 = T
Vaughan, Kelley View E 7 F 04/2
lker, Michael View Eail - 60.0¢ P 04
Place on Eligible List v Passing v

4. Leave the default to today’s date from the Eligible Date, the default of Default List fromthe
Select List field and click Assign To List.

Eligible Date: 10/2717 Select List: | Default List v

Candidate Person ID

12145490

Assign To List
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Create a Referred List

In the previous section, you learned how to place candidates that passed an evaluation step on an eligible
list. You will now refer these same candidates to the hiring department. This referral action creates a
referred list. Once the referred list is created, the hiring manager can begin reviewing applications,

scheduling candidates for hiring interviews and eventually hire the ideal candidate.

Steps to Create a Referred List

1. If you're not already viewing your eligible list, return to the eligible list.

a. Method 1: Return to your exam plan and click View Candidates from the Eligible Lists
section.

Eligible Lists Add New Show Archived Eligible Lists

List Name List Type Expiration Date

Regular N/A

Requisitions  Add New
Req # Title

Department

Date Created

AME DT

Active

Job Postings

Lo # s lak Titla

Eligible
Referre!

Hired

@ Active v Show Archived Lists

Exam Plan # Title

00002 Human Resources Analyst
Page 10of1

<+ Create Merged List

List

Default List

List Type

Regular

Status

Active

Pry|

04
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2. Tocreate areferred list, select Refer from the Select Action pulldown, select All Candidates
from the Select Candidate(s) pulldown, select the open requisition from the Select Requisition
pulldown and click Go.

Palmer. Mark

Blackburn, Gordon

32145518

32145490

8397

7577

o4ar2117

o417

04/23117

0472317

os/2117

0 Active os/an?

Select Action Select Candidate(s)
Refer L All Candidates v 00002 - Human Resources Analyst ¥
@

3. The Refer Eligible Candidates page will display. Enter any informational text in the Comments
box. Click Refer when you’ve finished. This will send an email notification to all hiring managers
assigned to the requisition regarding the new referred list of candidates. The text entered in the
Comments box will display in the email notification.

Referring to Requisition: 00002 - Human Resources Analyst

Comments (will be displayed on referred list that Hiring Manager sees)

This is a referred list of highly qualified candidates for the Human Resources Analyst position. Next steps: (1) Schedule candidates
for on-site interviews. (2) Conduct on-site interviews, (3) Extend an offer of employment to the top candidate. (4) If top the candidate
accepts the offer, complete the hire process.

5 records found.
Page 10of1

Palmer, Mark

Blackburn, Gordon

Refer

Candidate Person ID
Leamer, Ji 32144449
Vaughan, Kelley 32145567
Ortman, Julie 32145507

32145518

32145480

Cancel

Rank Total Score

1 9263

2 90.07

5]
~
T
~
|

4. To edit the referred list settings, from the Action column click the Edit icon

Active ¥ All - Hiring Manag v Q
Req# = Req Title - Exam # List | Last Referred Departm... Division & Hiring Mgr | Action
00002 Human Rescurces Analyst 04/24/17 Human Reso. Hanna, J B8 /Z

Showing 1-25 of IT\..\

Page 10f 1
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5. The Edit Referred List page will display.

Display Candidate Status As |[Referred to the hiring manager
Referred List Inactivity MNotice 7 days v

Referred List Expiration Motice |14 days ¥
Referred List Expiration Days 120

Referred List Expiration Date

6. Complete the form using the table below.

Field

Display Candidate Status
As

Referred List Inactivity
Notice

Referred List Expiration
Notice

Referred List Expiration
Days
Referred List Expiration
Date

* Required
What to Enter
This message will display to candidates who sign back into Career
Pages to see their current application status. For example, enter
“Referred to hiring manager,” or somethingsimilar.
An email notification will be sent to the assigned analyst if the
assigned hiring managers have not taken action on the list after the
number of days specified in this field.
An email notification will be sent to the assigned hiring managers
regarding the soon-to-be-expired list based on the number of days
specified in thisfield.
Enter the total number of days or specific expiration date (below
field). Not both.
Enter a specific expiration date or the total number of days (above
field). Not both.

7. Click Save once you've finished.
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Module 7: Complete Interview and Hiring Tasks in the OHC

In the previous training module, you created a referred list of qualified candidates for the assigned hiring
manager to review. This will send an email notification to the hiring manager assigned to the requisition
regarding the new referred list of candidates. Now the hiring manager can begin reviewing applications,
scheduling candidates for hiring interviews and eventually hire the ideal candidate.

The subsequent steps are used by the hiring manager to complete interview and hiring tasks from the
OHC. Some agencies allow hiring managers outside of the HR office to access the system through the OHC,

while others do not. Please check your agency’s policies and procedures to determine who is responsible
for this portion of the hiring process.

Steps to Schedule Interviews

1. If you’re not already in the OHC, select OHC from the NEOGOV Product menu.

NEOGOV |[IN ~

I OHC OHC

PE Perform

Onboard
Job Postings _ Orooer

SalaryStudy

P . - Mame narnanal 40 =

2. Click Dashboard from the upper left corner if you do not see the My Candidates section.

NEOGOV ohe Q_ search O Jason Hanna v

Dashboard ~ Jobs ~ + O ©

NAve Toaclre wvniew s

3. From the My Candidates section, click the referred list that will have scheduled interviews.

My Candidates Q
Req# < Requisition Title = Candidates Department s Division H Hiring Manager ‘ Created On s
00002 Human Resources Analyst 9 Human Resources Administration Jason Hanna 05/03/2017
00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017

Showing 1 - 2 of 2 items |7‘ |7‘
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4. Select the candidates that will be moved to the interview step.

5. On the Actions menu, click Move to Interview.

" Referred : 9
© Referred v

n records are selec
Move to Interview

Move to N
Move to Hire
Bla,

% Actions v

Reject

More Q

Clear selection Select all 9 records

Action . Master
Notices "
Date Profile
Q
A

Send Notices 05/07/2017 -
Print Apps

Cole, Linda 05/07/2017

Newman, Carla 05/07/2017
rtman, Julie

o Juli 05/07/2017

almer, Marl
Palmer, Mark 05/07/2017

Stern Philln N&s/07/207

2 Active
2 Active
2 Active
2 Active
9 [ poreroq [FUSTN

6. Click OK to confirm moving the candidates.

7. The selected candidates have been moved from the referred step to the interview step. To
schedule interviews, the view must be switched to the Interview step. Click Interview on either

the doughnut chart or Candidates menu.

~ Referred : 3
Interview : 6 \
© Referred v % Actions
All Candidates .
Action .

Offered ame e Notices
Interview
Hired ole, Linda 05/07/2017
Rejected tern, Phillp 05/07/2017

Walkar Michaal aslaz/a007

More  Q

Master
Status

2 =T Active
A [ Rererred IRV

Aatiiin

Profile

o

8. Click Unscheduled for the first candidate to be scheduled for an interview.

Action . Master .
. Name Notices Status Rating
Date Profile
Blackburn, Gordon 05/08/2017 ,Q\ Unscheduled No Rating
Newman, Carla 05/08/2017 R Unschedule No Rating
Ortrann Ll ne/nasnmz (o] Linecbod, ol M Dating
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9. The Interview Details page will display.

Interview Details

Interview Date * Location

Fd Netabar TN 2IN1T Y

10/30/2017 County Administration Building ()
Start Time End Time Interviewer

1000AM 2 | to 1100 AM S | BedicTin NESTOTEME  Select an interviewer

10. Complete the form using the table below.

Field What to Enter

* Interview Date Enter the interview date.
Location Enter the interview location.
Start Time Enter the interview start time.
End Time Enter the interview end time.
Interviewer Select the interviewer name.

11. Once you've finished, click Save.

12. Repeat steps 8-11 to schedule the remaining candidates for interviews.

* Required

Based on training materials originally developed by NEO GOV



Steps to Reject a Single Candidate in the OHC

Return to the referred list if you’re not already viewing the referred list of candidates. From
the My Candidates section, click the referred list.

NEOGOV O Jason Hanna v

Dashboard Jobs

+ O ©

Rsy: Taclr~

On the doughnut chart or on the Candidates menu, click the step name where
you have reviewed candidates and determined one or more will be rejected.

Referred : 3

Interview : 6

N

@© Referred v & Actions v More Q

All Candidates

Master

Offered Notices Profile Status

Interview O )

fiired ole, Linda 05/07/2017 2 Active

Rejected tern, Phillp 05/07/2017 2 Active
Walkar Michaal ns/n7HAMT - Q | oo o [PYNTIN

3. Click the name of the first candidate to be rejected.

Action ) Master .
S Notices Profile Status Rating
Blackburn, Gordon 05/08/2017 - rQ\ Scheduled for 10/17/2017 1... m 60.00%
Newman, Carl 05/08/2017 - rQ\ Scheduled for 10/19/2017 1:... @ 90.00%
Ortman, Julie 05/08/2017 - & Scheduled for 10/17/2017 2... (0 75.00%
Dalmor Marle N&/0_/9017 = jo] Crhadulan far 1IN 1Q/9017 1 m 28 NNoL
4. On the Actions menu, click Reject.
Douglas Haddad & Prev Next — 2 Actions = Print Cancel
Person ID: 21987280 / S

Application Questions E-References Notices History Move eferred
— Move to OnWyte Interview

— Move to Offered
QUICK JUMP... « o G | Inf t
) eneral Intformation Move to Hire

Yo

General Information

123 First Street %, (@88)555-5555| Send Notices
. springfield, CA 1M (s88) 555-5555, Schedule interview
El Work Experience
Rate
& Education Notification Preference SSN

Highest level of education
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5. Click . and select a reject reason.

6. If preferred, enter comments providing more details.

7. Additionally, you can choose to automatically send a notice to the candidate. From the

“Automatically send a notice” switch, click to turn on the setting.

Note: If you'd prefer to leave this switched off and send all rejected candidates notices at the same time,
follow the steps outlined in the upcoming, Send Rejection Notices in Bulk section.

8. If you chose to automatically send a notice to the candidate upon rejection, select the

proper notice template associated with your rejection reason.

9. If necessary, click Override to make a one-time update to the notice prior to sending.

Reject Details

Reject Reason *
Not best qualified ()

Comments

Gordon did not pass the on-site interview

process

Notice

Automatically send a notice

Send email to the candidate(s) immediately after rejection

Notice Template *

Not Best Qualified ()

Notice Preview

MG IEICI  Sample Candidate

Hello <Applicant_FirstName> <Applicant_LastName>.

<Position_Department> Department.

Thank you for interviewing for the position of <Position_Title>, with our

WAl ramrat o infarem 11 that vemin b nak bhanam enlactad far tha - itimm

Override
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10. Once finished, click Save.

11. Repeat these steps for any remaining rejected candidates.

Steps to Reject Candidates in Bulk in the OHC

Alternatively, you can reject multiple candidates at the same time. This process will designate the same
reject reason and comments for all selected candidates. As a result, you may have a few rounds of bulk
rejecting if candidates have different reject reasons and/or comments.

1.

2.

If you're not already viewing the referred list of candidates, return to the My Candidates section

on the dashboard. From the My Candidates section, click the referred list.

My Candidates Q
Requisition Title s Candidates Department = Division = Hiring Manager ‘ Created On
00002 Human Resources Analyst 9 Human Resources Administration Jason Hanna 05/03/2017
00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017

Showing 1 - 2 of 2 items ‘ ‘ ‘ |

On the doughnut chart or on the Candidates menu, click the step name where you have
reviewed candidates and determined multiple candidates will be rejected.

3. Select all candidates that will have the same reject reason and comments.

4. On the Actions menu, click Reject.

@ Referred v % Actions v More  Q
Reject R
records are selec Clear selection
Mowv nterview
Move to Offered Action . Master
Dat Notices Profil
Move to Hire L UL
Cole, | Send Notices 05/07/2017 - =D Active
Print Apps
stern, Phillp 05/07/2017 = 2 Active
Walker, Michael 05/07/2017 - 2 Active
n Items per page 10 v Showing 1- 3 of 3 items

5. Click and select a reject reason.

6.

If preferred, enter comments providing more details.
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7. Additionally, you can choose to automatically send a notice to the candidate. From the
“Automatically send a notice” switch, click to the on setting.

Note: If you’d prefer to leave this switched off and send all rejected candidates notices at the same
time, follow the steps outlined in the upcoming, Send Rejection Notices in Bulk section.

8. If you chose to automatically send a notice to the candidate upon rejection, select the proper
notice template associated with your rejection reason.

9. If necessary, click Override to make a one-time update to the notice prior to sending.

Rej ect Cancel m

Phillp Stern (Person ID : 31400914) , Michael Walker (Person ID : 31400916) , + 1 More

Reject Details

Reject Reason *
Not selected for interview (=)

Comments

s not scheduled for

Notice
Automatically send a notice
Send email to the candidate(s) immediately after rejection

Notice Template *

Not Selected for Interview (=)

Naticrs Deaviaw Override

10. Once finished, click Save.

11. Repeat these steps for any remaining rounds of rejected candidates.
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Send Rejection Notices in Bulk in the OHC

If you've rejected all applicable candidates for various reasons but haven’t yet sent them notices, you can
do so in bulk.

Steps to Send Rejection Notices in Bulk in the OHC
1. If you're not already viewing the referred list of candidates, return to the My Candidates section

on the dashboard. From the My Candidates section, click the referred list by selecting the
requisition in the Requisition Title column.

My Candidates Q
Req# < Requisition Title = Candidates Department = Division = Hiring Manager Created On
00002 Human Resources Analyst 9 Human Resources Administration Jason Hanna 05/03/2017
00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017

Showing 1 - 2 of 2 items ‘7‘ ‘7|

2. Click Rejected on either the doughnut chart or on the Candidates menu.
3. Select all candidates that will receive rejection notices.

4. On the Actions menu, click Reject.

@ Rejected - 2 Actions v More Q
Move to Referred
n records are selected. Clear selection
Move to Interview
v [N Move to Offered ion i Vs s
: te Profile
Move to Hire
Blacke Send Notices 09/29/2017 i Interviewed but not selected
Print Apj
Cole, Linda 0912912017 - Not best qualified
Newman, Carla 0912972017 2 Interviewed but not selected
Ortman, Julie 09/29/2017 2 Interviewed but not selected
(] Daenar nano namamne o} i peoa

5. Alist of notice templates will display based on the reject reason selected. Verify that the correct
template is selected at this time.

Send Notice Cancel m

Gordon Blackburn (Person ID : 32145490) , Carla Newman (Person ID : 32145502) , + 6 More

REJECT REASON TEMPLATE ACTIONS
No show for interview . .

| o ‘ Override Preview
1Applicants ~

Interviewed But Not Selected
Not best qualified No Show for Interview
3 Applicants Not Best Qualified

¢)

/' Override > Preview

Schedule Notice

Interviewed but not selected — ~ > - . .
Interviewed But Not Selected &) # Override © Preview
4 Applicants v
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6. If necessary, click Override to make a one-time update to the notice prior to sending. This
update will not affect the saved notice template.

Send Notice Cancel m

Gordeon Blackburn (Person ID : 32145490) , Carla Newman (Person ID : 32145502) , + 6 More

REJECT REASON TEMPLATE ACTIONS

No show for interview

No Show for Interview () o / Override @ Preview
1 Applicants '—' v \
Not best qualified > . - .
q Not Best Qualified <) -~ #  Override @ Preview
3 Applicants = v
Interviewed but not selected - ~ , . . .
. Interviewed But Not Selected () 7 Override @ Preview
4 Applicants v

7. Once finished, click Send.

Steps to Make an Offer

1. If you're not already viewing the referred list of candidates, return to the My Candidates section on
the dashboard. From the My Candidates section, click the referred list.

My Candidates

Q
Req# = Requisition Title = Candidates Department s Division s Hiring Manager Created On
00002 Human Resources Analyst 9 Human Resources Administration Jason Hanna 05/03/2017
00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017

Showing 1- 2 of 2 items ‘7‘ ‘7‘

2. On the doughnut chart or on the Candidates menu, click the step name where you have reviewed
candidates and will make an offer for one of them.

3. Click the name of the candidate to receive the offer.

Action Ratin
Date 2
0
Blackburn, Gordon ~ 05/08/2017  -- 2 Scheduled for 10/17/2017 1. [230) 60.00%
Newran, Carla 05/08/2017 - 2 Scheduled for 10/19/2017 1. (B 90.00%
Ortman, Juli 05/08/2017 - e} Scheduled for 10/17/2017 2... [ 75.00%
Dal Mavrle NE/NA/INTT o] Crhadilac far 1IN AQMAN1T 1 @ QE NNOL

4. On the Actions menu, click Move to Offered.
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Carla < Prev Next — ‘ & Actions ‘ (= Print
Newman AR

Reject
Person ID: 31400911 VA rass |

Move to Referred
Application Questions E-References | Move to Offered otes

Move to HI
QUICK JUMP... («) 0 =ene Hotlees

~ Gene -
chedule interview

~ General Information 123 Main Rate
R Los Angeles, CA 90001

Cancel

5. Enter the offer date and any additional details including dollar values and comments.

Make Offer Canc

Carla Newman (Person ID : 31400911)

Offer Details

Offer Date *

10/24/2017

Offer Amount

$ 50000.00

Bonus Amount

$

Comment

~

Save & Submit

6. Once finished, click Save & Submit.
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Steps to Hire a Candidate

1.

If you're not already viewing the referred list of candidates, return to the My Candidates section on

the dashboard. From the My Candidates section, click the referred list in the Requisition Title column.

My Candidates

Req# %

Requisition Title : Candidates

Department ] Division $

00002 Human Resources Analyst 9 Human Resources Administration Jason Hanna

00006 Administrative Assistant 9! Public Works Roads Jason Hanna

Hiring Manager

05/03/2017

05/07/2017

Created On

Showing 1 - 2 of 2 items ‘

2. On the doughnut chart or on the Candidates menu, click the Offered step.

Rejected 1 3 ™~

9

Offered : 1 /\

Interview : 5

@ Interview

v

2 Actions

v

More Q
All Candidates
Action . Master )
Referred Date Notices Profile Status Rating
Offered o § §
i) n, Gordon  05/08/2017 - 2 Scheduled for 10/17/20171.. [ 60.00%
Bejected Julie 05/08/2017 - 2 Scheduled for 10/17/2017 2...  [(aad 75.00%
Dalmor Mavl ne/ne/omz o] Cobndiilnn Ene1n AO/ANIT 1 P8 o nno
3. Click the name of the candidate to hire.
Action ) Master
[ | Name Notices ) Status
Date Profile
Newman, Carla 05/08/2017 er Accepted

ms per page 10 v

Showing 1-1of 1items
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4. On the Actions menu, click Move to Hire.

Carla Newman £ Actions & Print | Cancel
Person ID: 31400911 [l '

Reject
Application Questions E-References | Move to Referred lotes

Move to Interview

[E'l Move to Hire
QUICK JUMP... | %) 0
~ Gene gqqnot
0 ;
~ General Information 123 Main Street
e A Los Angeles, CA 90001
5. Enter the start date and any additional details.

Hire Form Save & Close
Carla Newman (Person ID : 31400911)

1. HIRE INFORMATION

Save & Continue to next Step

Hire Information

Offer Date * Date Offer Accepted *

10/24/2017 10/25/2017
Offer Amount Bonus Amount

$ 50000.00 $
Start Date * Orientation Date

11/01/2017 1/01/2017
Filled Date

10/25/2017

Active On Eligible List?

Comment

.

6. Once finished, click Save & Continue to Next Step.

Note: If you're not quite ready to submit the hire, click Save & Close. The hire will display in your referred
list with a pending release status. Once you're ready to submit, edit the hire, make any updates and click
Save & Submit.
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7. If you have an approval workflow template, it will display on the second hire form page. In the event
changes are required, you have the option to override the workflow. Any changes will only be applied
to this hire, not the saved approval workflow template.

Approval Workflow

® The approval workflow below has been automatically applied to this hire based on the Department/Division
You have the option to override the workflow for this hire

i Approvers - . e
o Budget Nancy Reed , +1 bue be Com <0
more
e o Approvers o 2T
HR Pamela e Due Date Comments
Gavlinski , +1 @ Pending
more
e * County Admi.. ke Thomas e DueDae  Comments £ 0

(® Pending
+1more 9

® Add Approval Group

8. If you prefer to keep the assigned approver(s) reminded about the approval task with a due date, click

, enter a due date and then click Update Approval Step.

Approvers Slatus

=

" Budget Nancy Reed +1 (O Due Date Comments

more Pending...

Approval Group * Due Date
Budget () > 10/27/2017 [

Approvers *

Nancy Reed () )
Richard Gonzales (%)

Search Approvers

Update Approval Step Cancel

9. Repeat these steps for all remaining approval steps that require due dates.

Note: The assigned approver(s) will receive a reminder email from info@neogov.com, with the subject
line, NEOGOV OHC Task Reminder, on the due date and each day the approval task is past due until the
task is completed. The reminder email will include a View Task button, guiding the approver(s) to the task
requiring attention.
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NEOGOV

Task Reminder for Richard

Hi Richard,
You have a pending Hire Approval task:

Task

Hire Approval

Due Date

December 12, 2018

Requisition

Director of Information Technology

Requisition Number
00027

Department
Information Technology

10. If a template for your agency/division does not exist, you will be prompted to create an approval
workflow. You have two options: (1) create an approval workflow or (2) skip the approval workflow
and click Save & Continue to Next Step. To create an approval workflow, follow the step under the
Create an Approval Workflow section.

Create an Approval Workflow

a.
b.

C.

d
e.
f.
8

Click the +Add Approval Group link.
On the Approval Group pulldown, click the applicable approval group.
Enter a Due Date in the due Date field (optional).

From the Approvers field, click and select the applicable approver(s).

Click Add Approval Step.

Click +Add Approval Group and repeat these steps for the remaining approval steps.
Once you've finished, click Save & Continue to Next Step.

11. Drag any file attachments to the third hire form page and click Save & Submit.

Add Attachments

Drag and drop your file

i
1 here, or browse H
i o 8 H
A Supported file types are .doc, H
' .docx, .gif, .jpg, .pdf, .png, .ppt, 2 1
' 1
' s '
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Steps to Approve a Hire

1. If you're not already viewing your dashboard page, click Dashboard in the upper left corner.

NEOGOV nd Q, search @ TR

Dashboard ~ Jobs v + O ©

My; Tarlrs

2. From the My Tasks section, click the hire pending your review.

My Tasks VIEW ALL > Q

Hire Approval

Type = Related To - Candidate - Date Assigned Due Date = Department Division =

Approval 318 Administrative Assistant (00 Carla Newman 06/16/2017 Public Works Roads

Showing 1-1of 1items

3. Click Approve, type any comments and click Submit.

o Hire Approval

ey, Carla Newman / Administrative Assistant (CO006)

Comment (Optional)

We currently have allocated funds for this hire. Approved!

APPROVAL TIMELINE

Candidate Information £ Print
' Pending

Candidate Name Offer Amount Budget
Carla Newman $50,000.00 Richard Gonzales , +1 more
Person ID Answer Date
314009M 10/25/2017 a rengng

HR
Date Referred Start Date

Simon Davies , +1 more
Acina ian 1140 4001
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4. |If a workflow approval process is established, the hire must be approved by all groups and sent
to HR for final approval.

Note: Approvers have the option of denying a hire. If this is done, the hire record can be sent back to
any one of the previous approval groups or all the way back to the hiring manager. Depending on the
circumstances of the denial (e.g., additional justification), the hire approval process can be restarted.

o Hire Approval Cancel \

) Carla Newman / Administrative Assistant (00006)

Send Back to Step Comment (Optional)

HiringManager - C The County Administrator's Office requires a position justification report for this
new hire. Thank you in advance for providing this report.

APPROVAL TIMELINE

Candidate Information & Print
05/08/2017 by Richard
Gonzales
Candidate Name Offer Amount v
Carla Newman $50,000.00 Budget

Sy ——
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Module 8: Authorize a New Hire and Fill a Requisition — Insight

In the previous training module, you completed the hiring, interviewing and new hire tasks in the Online
Hiring Center. When the new hire task is completed, an email notification will be sent to the assigned

analyst of the requisition regarding the new hire.

For this training module, you will be performing two close out tasks: authorizing the new hire and filling

the requisition.

Steps to Authorize a New Hire and Fill a Requisition

1. If you’re not already in Insight, return to Insight by selecting Insight on the NEOGOV Product

menu.

NEOGOV

Dashboard IN Insight

PE Perform

My T B Onboard

2. The recently-hired candidate displays from the Hires section on your My HR page. Click the name

of the candidate.

Department < | Hire Name % | Start Date
00002 Human Resou Anal Hu Resources Vaughan, Kelley VaInT
« L4 n > » NS D e 10 v Showin: ] Tof1it
Annlirante

3. The personnel action form will display. Review the form and then click Edit to startthe

authorization process.

View Referred Candidates | Edit | Print Perspnnel Action Form

Candidate Name Vaughan, Kelley

Person ID 32145567

Fosn 0 nAMAAT
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4. Click Save and Authorize.

OTEMEToN Uate [T
Keep Active on Eligible List |No v

Comments:
500 character limit

Approvals None

Final Authorization Awaiting authorization

Save || Save and Authorize

5. An approval confirmation will display.

SETUEE OO
Orientation Date 11/08/17
Keep Active on Eligible List No
Comments

Approval Status Authorized on 11/01/17 9:36 AM by Jason Hanna

Attachments: Add New
Attachment Title Date Uploaded vile Name Action

6. Now it’s time to change the requisition’s status from open to filled. Return to your exam plan.
Click the exam number My HR page, or on the Jobs menu, click Exam Plans and then click the
job title from the Exam Plan column.

7. From the Requisitions section, click Authorize from.

LETEU LISt REGUE v 5 ] Ol YEW CaNUaEs AU ITET
Requisitions Add New

Req # Title Department Date Created Action

00002 Human Resources Analyst Human Resources 04152017 Edit Authorize Di te Referrals

Assigned To

Notes fcid Ney

8. Select Filled from the Status pulldown.

* Required
* Status: | Filled v
* Analyst | Hanna Wgson ¥
Existing Exam Plan: Q 3

Comments:
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9. Once you've finished, click Save.

Note: The last few steps involve updating the candidate status messages for both eligible and referred
lists. These steps can be omitted if you did not input status messages during the posting process.

10. From the Eligible Lists section, click Edit.

Eligible Lists Add New Show Archived Eligible Lists

List Name List Type Expiration Date Total ‘, Action

Default List Regular N/A 5 4 Edit View Candidates Audit Trail

Requisitions Add New

Date Created

0000 Human Besaurces Analvet Human Besanrces 141162017 Edit Autharize [ to Befarals

11. Change the Display Candidate Status As field value to, “Position filled,” or something similar.

* Required

* List Name  |Default List
Display Candidate Status As  |Position filled
Promulgation Date | April 23 v || 2017 v
Expiration Date | =Month= ¥ ||=Day="¥ | =Year="

Days Candidate Eligible 120

= o = In . E

12. Once you've finished, click Save.

13. Now update the same field for the referred list by clicking Referred on the Lists menu.

NEOGOV

Eligible

Referred

Job Postings Active .

14. From the Action column, click the Edit icon. It looks like a pencil.

Req# « | ReqTitle ~ Exam# | Li. LastReferred Departm.4 | Divis..« | Hiring M..| Action

00002 Human Resources Analyst 00002 Vie... 04/2417 Human Reso. Hanna, ). O Z

Page 10of1 Showing 1-25 of 1 i:e\
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15. Change the Display Candidate Status As field value to,

“Position filled,” or something similar.

* Required

Referred List Inactivity Notice | 7 days
Referred List Expiration Notice | 14 days
Referred List Expiration Days 120

Referrad List Expiration Date

Display Candidate Status As  |Position filled

v

16. Once finished, click Save.
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Print Applications

Users with the OHC roles of SME, Rater, Hiring Manager or HR Liaison can print applications from the OHC.

Steps to Print Applications

1. If you're not already viewing your dashboard page, click Dashboard in the upper left corner.

NEOGOV @) secontamna

Dashboard ~ Jobs v + O ©

Rsy: Taclre

2. If you're assigned the OHC role of SMEE or Rater, go to the listing of candidates.

My Tasks view aii> Q
SME Review
Related To Date Assigned Department Division +
SME Review (8) B°N Customer Service Representa... 05/05/2017 Information Technology
Showing 1-1o0f1items ‘ ‘

3. Select the candidates for which you need printed applications and click Print.

Candidates 'E'"P:‘\Q
Unreviewed
records are selected. Clear selection Select all 8 records
n. cendidate Name ASSIgnEd = et Reviewed =
31400915 Eva Varner Jason Hanna
rQ\ 31400910 Gordon Blackburn Jason Hanna
,Q-. 31400912 Julie Ortman Jason Hanna
2 31400917 Kelley Vaughan Jason Hanna
Q Ziannaio U 1 o1

4. Alternatively, if you're assigned the OHC role of Hiring Manager or HR Liaison, go to the referred
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list of candidates.

My Candidates

Requisition Title Department Division S Hiring Manager Created On
00002 Human Resources Analyst 9 Human Resources Administration Jason Hanna 05/03/2017
00006 Administrative ASgstant 9] Public Works Roads Jason Hanna 05/07/2017

Showing 1- 2 of 2 items ‘ ‘

5. Select the candidates for which you need printed applications.

6. On the Actions menu, click Print Apps.

@ Referred v & Actions v More Q

B records are selec
M Skype Interview

v

Move to On-Site Interview Action Master

ove to On-Site Intervie e _ N i
Move to Offered e sl

g Move to Hire 05/08/2017

Clear selection Select all 9 records

Send Notices
] % Frint Apps 05/08/2017 = 2 D Active
] Newman, C: 05/08/2017 - £ [ Reterred JPRIIS
] 2 ST

7. The Print Applications window will display. You have three options from which to choose:

e Print Applications Now: Limited to 25 applications and requires a direct print from your web
browser.

e Create PDF with Applications: Creates a PDF of applications without candidates’ uploaded
attachments.

o Create PDF with Applications and Attachments: Creates a PDF of applications with
candidate’s uploaded attachments (e.g., résumés, cover letters, college transcripts).

Select your preferred printing option and click Continue.

| © Referred + | & PrintApps + | Print Applications Cancel
records are selected.
You've selected 5 applications to print.
] Blackburn, Gordon 05/08/2017
] Cole, Linda 05/08/2017 |
Print Options
-] Newman, Carla 05/08/2017 Print Applications Now
2 - . Limited to a maximum of 25 applications. Preview
i, hulle Ut | and print applications v from your browser
] Palmer, Mark 05/08/2017 Create PDF with Applications
A PDF will be generated and you will be notified
Stern, Phillp 05/08/2017 via email when it is ready to download
Vatner, Eva 05/08/2017 ® Creata PDF with Applications and Attachments
A PDF will be d and you will be notified
Vaughan, Kelley 05/08/2017 via email whe dy to download
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8. If you selected either PDF download option, a confirmation window will display. You’ll receive an
email from support@neogov.com once your PDF is ready for download.

@ Referred Actions : : [
‘ = g Print Applications Close
B records are selected.
Preparing PDF...
[ Blackburn, Gordon 05/08/2017 RATNg
Your applications are preparing for print.
=2 Cole, Linda 05/08/2017 I If more than 100 applications are selected,
multiple PDFs will be generated.
= DT DR You will receive an email with a link to download
the PDF when processing is complete.
[} Ortman, Julle 05/08/2017 | Hhen processing s come
] PelriarMack 05/08/2017 Remember, you can always view, download, and
print your applications for up to 30 days here
9 Stern, Phillp 05/08/2017
Varner Eva ns/na/mmz

9. Go to your saved PDF. On the Profile menu, click Print Applications.

NEOGOV

Q Search

Dashboard Jobs

My Tasks view aLL

O Your Name v

My Profile
Print Applications
Help

Sigh Out

10. From the PDF column, click View for the saved PDF you want to download and/or print.

Print Applications

Job Title - Total Applications 3 Report Type 3

3 Start Time

= End Time

00002 Human Resources Analyst 5 Applications Resumes And At..  05/08/2017 O1:45 PM 05/08/2017 0145 PM View
00002 Human Resources Analyst 5 Applications Only 05/08/2017 01:41 PM 05/08/2017 01:41 PM View
items per page 20 Showing 1- 2 of 2 items
- BI1167_1720053 0508017 134530 773811.pdd - Adobe Acrobal Pro -8 _
|| File Bt Wiew Whiadsw Help "
| ) Gpm T Crmste = ) i 3 B B [ o B
[, ¥ Ui B | @ ¥ Ll e TF [ i "
&1 | ¢ oee | |l Cx RO ET ok E B o i Tosls | Fll & Sign | Commmen
Jaltm BEN Mk Frppied LEUAT T FE r

AN SN COFUNTY
1050 State Sireet
rand City, Calfiornias $IE2T
310- 555 5309
bibioges - e T bt e
(hrtmam, Julis
02 MUMAN RES0URCTS AMALYST

Received: SM2001F 620
P

Far Official Ues Ondy:
UL :

HUMAR RESOURCES AMALYST

b |Last, Fose, Maddle )
Oinrman, il

| KBDRERE; [Gheet, City, Slate, 2 Lodel

123 Main Skrest, Lod Angeles, Cabfornia S0O01

TRTVERS LICERSET
i adar llu_r_unrl

BRIVER'S [ICENSE:

BL Ko 0L b

U EE AL BT Y0 WA TR TE ORTYEG STATESY |
(L WL .Uﬁ.
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Advanced Filtering

Filters allow Insight users to specify criteria and receive a listing of applicants who meet the specified
criteria. Criteria used for filtering can consist of basic filter criteria from the standard application
guestions; agency-wide questions, job specific supplemental questions, application received date,
online/paper application, notification preference, or score.

Filters are divided up into two major categories: Evaluation Step Filters and Eligible List Filters.

Evaluation Step Filters

Evaluation Step Filters are those filters you use to search for candidates while they are within your Exam
Plan's Evaluation Steps. These filters can be as simple or complex as you need and can span across multiple
search elements.

Search elements for Evaluation Step Filters include:

e Applicant Master Profile

e Application

e Agency-Wide Questions

e [Job-Specific] Supplemental Questions
e Applicant Step

Create and Apply an Evaluation Step Filter

You have one of two paths to add an Evaluation Step Filter. You can create an evaluation step filter from
the exam plan or the View Applicants by Step when working with the candidate records.

Create an Evaluation Step Filter from the Exam Plan

1. Access the exam plan in Insight by selecting the Jobs menu and clicking Exam Plans.

NEOGOV IN -

Job Postir dngs ive v

Clas: pecs
o
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2. From the Exam Plan column, click the job title.

Exam Plans
+ Active Exam Plans

B cerms $ | ExamPlan ~ | Job# $ | JobPosti

00002 Human Reso

- Items per page

ces Analyst

3. The Exam Plan Detail page is displayed. Select the Add Evaluation Step Filter link

Advanced Filters Add Evaluation Step Filter Add Eligible List Filter

(85% or above on written) OR (72% or ab n written and a CFM certification) Evan Oderman Evaluation Step Filter View Edit Delete Share
Minimum Qualifications Evan Oderman Ewvaluation Step Filter View Edit Delete Un-share
Seattle and nights and weekends Evan Oderman Eligible List Filter View Edit Delete Shars
Transfer Candidates Evan Oderman Evaluation Step Filter View Edit Delete Shars

4. The Add/Edit Filter page will display.

Back To Exam Plan

Flelds marked with an asterisk () are required

“Name: ‘

Share Fllter: O

Add Group

S S ™2 N N

Add Condition
O [Select One v| [select one v| [selecione v| | |

Save
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5. Complete the form using the table below.

Field
* Name

Share
Filter

Object

Field

Operator

Value

* Required
What to Enter

Input a descriptive name.
Click to place a check mark in the box if you wish to share your filter. Sharing your
filter allows other users to view and apply (but not edit) your filters within other
exam plans.
Select Agency Wide Questions, Applicant Master Profile, Applicant Steps, Application,
or Supplemental Questions to specify from where the data will be pulled.
Select the field on which your search condition will be based. You will see applicable
fields depending on which Object you have selected.
Select the function that yields the records that you're expecting to see.

e Begins with — Where values that start with a specific string of text are found in
result.
Contains (IN) — Where any value selected is found in result.
Contains All = Where all values selected are found in result.
Does Not Contain (Not IN) — Where value specified is not included in result.
Equal (=) — Where result is an exact match.
Equal Field (=) - Not in use at this time.
Not Equal (<>) - Where value is not found in result.
Not Equal Field (<>) — Not in use at this time.

Input the field value for which you're basing your search.

6. If your filter only contains one search condition, click Save; however, if you would like to
refine your search, add additional condition lines by click Add Condition.

7. Notice that your subsequent condition lines are connected with AND/OR logic; change these
values to best match your filter statement.

Note: If your filter is advanced and requires combining AND and OR condition lines, then click Add Group.

8. Once you have completed your entire filter statement, click Save.

9. You will return to the Exam Plan Detail page. To apply the filter, select the View Applicants
by Step link and follow steps 4 and 5 in the Create an Evaluation Step from the View
Applicants by Step Page section below.
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Create an Evaluation Step from the View Applicants by Step Page

1. Access the exam plan in Insight by selecting the Jobs menu and clicking Exam Plans.

NEOGOV IN -

My HR Jobs Applicants + Tests # Reports

Requisitions

Exam Plans

Job Postir

Postings
Class Specs
No data aval
~ b b Home nar nan " .

2. From the Exam Plan column, click the job title.

Exam Plans
+ Active Exam Plans

B cems %  ExamPlan A | Job# % | Job Posti

00002 Human Resources Analyst

- Items per [_!c&

3. Select the View Applicants by Step link.

Evaluation Steps  Add Step  View Applicants (98) View Applicants by Step (22) App Flow Print Apps

CEENCTT i e
Step1 Application Received NiA View Results 2 Edit Audit Trail
Step 2 Training and Experience M View Results 20 Edit Delete  Audit Trail

4. From the View Applicants by Step page, select Advanced Filter from the Select Action drop
down, choose candidates(s) from the Select Candidates(s) drop down, and click Go.
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Candidate Perzon ID k1 rr."?'-’e'
0 & | 25888928 View
O - & | 14810974 View
| & |3940771 View
0 & |ases0i8 View
O 3001506 View | NA
O & | 3944505 View | e NA
O & | 8178099 View | e NA
O & | 24635737 View | ® NA
(m} & | 6354021 View | e NA
| 25437822 View | o NA
O 3939930 View | e NA
O 2432155 View | e NA
0 18722421 View | e NA
O & | 5273263 View | ® NA
(m} & | 21834106 View | e NA
(] E514863 View | = NA
O & | 25956270 View
O & | 4790300 View | e NA
0 & | 26066130 View | e NA
O & | 15070650 View | ® NA

Source
Oniine
Oniine:
Online.
Oniine
Oniine:
Oniine.
Oniine.
Oniine:
Online.
Oniine.
Oniine:
Oniine.
Oniine.
Oniine:
Online.
Oniine.
Oniine:
Oniine.
Oniine.

Oniine:

Recelved

09730115 07:49 PM

10/05/15 08:27 PM

10/12/15 09:29 AM

10/09/15 09:07 AM

10/0U15 07:47 AM

10/06/15 11:33 AM

10/05/15 02339 PM

10/0115 12:28 AM

10/12/15 02:08 PM

10/12/15 01:28 AM

1071415 02:43 PM

10/13/15 1106 AM

10/04/15 0315 PM

10/0115 1120 PM

10/08/15 09:20 PM

10/07/15 07:07 PM

10/06/15 04:20 PM

10/14/15 01:48 PM

10/12/15 04:44 PM

10/0115 07:59 AM

Step Comments

Notices  Audit Trall

NA

A

A

NA

A

A

NA

A

A

NA

A

View
View
View
View
View
View
View
View
View
View
View
View
View
View
View
View
View
View
View

View

SME step comments report

Unsubscribed

20
Recoras Page:[i]of1
Found

Select Actlol

View Exam Plan Eligible List{s]

Select Candidate(s) = v e

5. Onthe Advanced filters page, click Add Filter to create a new filter.

6. The Add/Edit Filter page will display.

Back 10 Filters

“Name: |

Share Filter: I

Add Group

Flelds marked with an asterisk () are required

s | | opee T e T opomor | vae

Add Condition

O [sekctome V]

Select One W

L |
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7. Complete the form using the table below.

Field
* Name

Share
Filter

Object

Field

Operator

Value

* Required

What to Enter

Input a descriptive name.

Click to place a check mark in the box if you wish to share your filter. Sharing your
filter allows other users to view and apply (but not edit) your filters within other
exam plans.

Select Agency Wide Questions, Applicant Master Profile, Applicant Steps, Application,
or Supplemental Questions to specify from where the data will be pulled.

Select the field on which your search condition will be based. You will see applicable
fields depending on which Object you have selected.

Select the function that yields the records that you're expecting to see.

Begins with — Where values that start with a specific string of text are found in
result.

Contains (IN) — Where any value selected is found in result.

Contains All — Where all values selected are found in result.

Does Not Contain (Not IN) — Where value specified is not included in result
Equal (=) — Where result is an exact match.

Equal Field (=) - Not in use at this time.

Not Equal (<>) - Where value is not found in result.

Not Equal Field (<>) — Not in use at this time.

Input the field value for which you're basing your search.

Note: You can apply an existing filter to the evaluation step by choosing the Apply link for the filter.

8. If your filter only contains one search condition, click Save; however, if you would like to
refine your search, add additional condition lines by click Add Condition.

9. Notice that your subsequent condition lines are connected with AND/OR logic; change these
values to best match your filter statement.

Note: If your filter is advanced and requires combining AND and OR condition lines, then click Add Group.

10. Once you have completed your entire filter statement, click Save.

11. Upon saving, you are returned to the Advanced Filters page, which allows you to apply,
view or edit your Evaluation Step filter; click Apply.

12. Your filter will be applied, and THIS STEP IS FILTERED will appear on the View Applicants by

Step page.
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Eligible List Filters

Once some candidates move through your evaluation steps and on to the eligible list, Eligible List Filters
can then be utilized. Because Evaluation Step Filters and Eligible List filters share the same setup tool, the
process to create these two types of filters is exactly the same. Like Evaluation Step Filters, Eligible List
Filters can be as simple or complex as you need and can span across multiple search elements.

Search elements for Eligible List Filters include:

e Applicant Master Profile

e Application

e Agency-Wide Questions

o [Job-Specific] Supplemental Questions

You have one of two paths to add an Eligible List Filter: from the Eligible Candidates page, while you're
working with the candidate records, or from the Exam Plan Detail page, the main page for your Exam Plan

record. Both paths lead to the final outcome of creating a new eligible list filter.

Create an Eligible List Filter from the Eligible Candidates Page

1. Access the exam plan in Insight by selecting the Jobs menu and clicking Exam Plans.

Job Postir . tive v

Class Specs

2. From the Exam Plan column, click the job title.

Exam Plans

oo Active Exam Plans

B Eoms

-~ Exam Plan

an Resources Ana

Human R y
Items per \_:c&

a | Job#

st

-~ Job Postil
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3. From the Exam Plan Detail page, Eligible Lists section, click View Candidates for an eligible
list containing candidate records that require some type of filtering.

Eligible Lists  Add New  Show Archived Eligible Lists Q, Search list name
#0n List
m s ‘“""
Default List Regular NiA 76 75 Edit View Candidates Audit Trail
1Recard Found f F'age: o1

4. On the Eligible Candidates page, from the Select Action drop down, select Advanced Filter
and from the Select Candidate(s) drop-down field, select the applicable candidate value to
apply your filter (e.g., All Candidates) and click Go.

] & Vew 1 0.00 1 000 10/0475  10M9/15 ® Add
O View 1 0.00 1 0.00 10/08/15 10/19/15 ® Add
O &  vew 1 0.00 1 000 093015  10/19/15 ® Add
O &  View 1 0.00 1 000  10/0515  10/19/15 ® Add
O View 1 0.00 1 0.00 10M12A5 101815 (] Add
O View 1 0.00 1 0.00 10/0515 101815 (] Add

Select Candidate(s)

All Candidates v

From here to the point of saving your eligible list filter, it is the same process as creating the
evaluation step filter.

5. Onthe Advanced filters page, click Add Filter to create a new filter.

6. The Add/Edit Filter page will display.

Back to Fllters

Flelds marked with an asterisk (‘) are required

“Name: |

Share Fllter: O

Add Group

oeie| | omec | red | operor | vowe

Add Condition

O Select One v [select one v| | |
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7. Complete the form using the table below.

* Required
Field What to Enter
* Name Input a descriptive name.
Click to place a check mark in the box if you wish to share your filter. Sharing your
Share - . . ) L
Filter filter allows other users to view and apply (but not edit) your filters within other
exam plans.
Object Select Agency Wide Questions, Applicant Master Profile, Applicant Steps, Application,
or Supplemental Questions to specify from where the data will be pulled.
Field Select the field on which your search condition will be based. You will see applicable
fields depending on which Object you have selected.
Select the function that yields the records that you're expecting to see.
e Begins with — Where values that start with a specific string of text are found in
result.
e Contains (IN) — Where any value selected is found in result.
Operator e Contains All = Where all values selected are found in result.
e Does Not Contain (Not IN) — Where value specified is not included in result.
e Equal (=) — Where result is an exact match.
e Equal Field (=) - Not in use at this time.
e Not Equal (<>) - Where value is not found in result.
e Not Equal Field (<>) — Not in use at this time.
Value Input the field value for which you're basing your search.

Note: You can apply an existing filter to the evaluation step by choosing the Apply link for the filter.

8. If your filter only contains one search condition, click Save; however, if you would like to
refine your search, add additional condition lines by click Add Condition.

9. Notice that your subsequent condition lines are connected with AND/OR logic; change these
values to best match your filter statement.

Note: If your filter is advanced and requires combining AND and OR condition lines, then click Add Group.

10. Once you have completed your entire filter statement, click Save.

11. Upon saving, you are returned to the Advanced Filters page, which allows you to apply,
view or edit your eligible list filter; click Apply.

12. Your filter will be applied, and Filter returned X records will appear on the Eligible
Candidates page.

Note: After your candidate records are filtered, you're free to carry on with other tasks, e.g., reactive
candidates, apply preference points, send notices, etc.
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Create an Eligible List Filter from the Exam Plan Detail Page

1. Access the exam plan in Insight by selecting the Jobs menu and clicking Exam Plans.

NEOGOV IN ~

My HR Jobs - Applicants Tests Lists Reports

Requisitions
Exam Plans

Job Postir

Postings

Class Specs

No data aval

2. From the Exam Plan column, click the job title.

Exam Plans
+ Active Exam Plans

B coemz + | ExamPlan a | Job# + | JobPosti

00002 Human Resources Analyst

- Items per pdg&

3. The Exam Plan Detail page is displayed. Select the Add Eligible List Filter in the Advanced
Filters section.

Advanced Fllters Add Evaluation Step Filter Add Eligible List Filter

Minimum T & E Evaluation Step Filter View

4. The Add/Edit Filter page will display.

Back 1o Filters

Fields marked with an asterisk () are required

“Mame: |

Share Filter: O

Add Group

el | opeq S e Opermor | Volue |

Add Condition
O |Se|ecL One v| ‘Selecl One v\ |Se\ect one v| | |

Save
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5. Complete the form using the table below.

* Required
Field What to Enter
* Name Input a descriptive name.
Click to place a check mark in the box if you wish to share your filter. Sharing your
Share - . . . L
Filter filter allows other users to view and apply (but not edit) your filters within other
exam plans.
Object Select Agency Wide Questions, Applicant Master Profile, Applicant Steps, Application,
or Supplemental Questions to specify from where the data will be pulled.
Field Select the field on which your search condition will be based. You will see applicable
fields depending on which Object you have selected.
Select the function that yields the records that you're expecting to see.
e Begins with — Where values that start with a specific string of text are found in
result.
e Contains (IN) — Where any value selected is found in result.
Operator e Contains All = Where all values selected are found in result.
¢ Does Not Contain (Not IN) — Where value specified is not included in result.
e Equal (=) — Where result is an exact match.
e Equal Field (=) - Not in use at this time.
e Not Equal (<>) - Where value is not found in result.
e Not Equal Field (<>) — Not in use at this time.
Value Input the field value for which you're basing your search.

6. If your filter only contains one search condition, click Save; however, if you would like to
refine your search, add additional condition lines by click Add Condition.

7. Notice that your subsequent condition lines are connected with AND/OR logic; change these
values to best match your filter statement.

Note: If your filter is advanced and requires combining AND and OR condition lines, then click Add Group.

8. Once you have completed your entire filter statement, click Save.

9. Upon saving, you're returned to the Exam Plan Detail page, which allows you to view, edit,
delete or share your eligible list filter.

You can only apply your saved eligible list filter from the Eligible Candidates page. You cannot
apply the filter from the Exam Plan Detail page. To access the Eligible Candidates page, click View
Candidates from the Exam Plan Detail page in the Eligible Lists section.
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