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Agenda
• Welcome/Introductions 
• Refreshers and Updates
• Enhancements

– Application Attachment Types & Required 
Attachments

– Evaluation Step Audit Trail – Part 1
– Spell Check on Supplemental Question Text
– Email Address included in Notice Snapshots
– Test Roster Report

• Agency Spotlight: Department of 
Agriculture – Donald Mills, HCM Manager
– Full Cycle Recruitment Process Using OHMS

• Creating Eligible/Referred Lists
• Training & Consulting
• Q & A 



Refreshers and Updates



Certification



Certification

• Requisition # = Department Letter 
Code – Job CodeJUNddyy – Request 
Code (e.g. AGE-16511JUN0311-L)
– L – Layoff Request

– LF – Layoff Follow up

– F – Follow up for Provisional Authorization 
(not a tested class)

– C – Certification Eligible List Request

– CF – Certification Eligible List Follow up

– D – Draft for Anonymous List feature



Certification Job Term

• Job Term – MUST select one of the 
four job terms listed below:

– Full time

– Part time

– Intermittent

– Temporary



Certification Approval

• Select Certification for Approval 1

• Select Curtiss Johnson AND Diahann 
Ryan

• Choose “Final Approval”

NOTE: If you do not see Certification 
as a choice for Approval 1, you DID 
NOT select your Certification 
Department



Certification

• Pay attention to all emails sent from 
NEOGOV
– Requisition Created

– Requisition Put on Hold
• “On Hold” email means Certification is 

currently working on your request

– Requisition Approved

– Candidate(s) Referred

• 3 day turnaround on the processing 
of Certification requests



NEOGOV Emails

• Received many reports of NEOGOV
emails going to Spam/Junk

• To alleviate this problem, add the 
following email addresses to your 
contact list

– info@governmentjobs.com

– support@neogov.com

– noreply@neogov.com

mailto:info@governmentjobs.com
mailto:support@neogov.com
mailto:noreply@neogov.com


Questions???



Enhancements



Application Attachment Types 
& Required Attachments

• Applications are now organized by 
attachment type

• Pre-defined attachment types:

– Cover letter

– License

– References

– Resume

– Other



Application Attachment Types 
& Required Attachments

• The following attachment types have 
been added:
– DD 214

– Veteran Disability Verification Letter

– Transcripts

– Writing Sample

– Hardcopy Application

• Additional attachment types can be 
added by request to Hiring 
Management Group



Application Attachment Types 
& Required Attachments

• When attaching documents to their 
application, jobseekers will now need to 
specify the type of attachment 

• All existing attachments have been 
assigned to the attachment type, 
“Other”



Applicant Evaluation Step 
Audit Trail – Part 1

• First phase of auditing on evaluation 
step actions

– Advance to Next Step

– Revert to Previous Step

– Go to Step

– Change Disposition

– SME Review

– Archive/Unarchive



Applicant Evaluation Step 
Audit Trail – Part 1

• Each action will generate entry in the 
Audit Trail log

• Audit Trail log includes:

– User

– Date/time

– Action

– Old value

– New value



Applicant Evaluation Step 
Audit Trail – Part 1



Audit Trail – Part 2
(Summer Release)

• Part 2 of Audit Trail scheduled for 
summer release includes:

– Notices sent

– Raw score upload

– Scheduling for exams

• Oral 

• Written

• Performance



Audit Trail – Part 2
(Summer Release)

• Part 2 includes:

– Placement on Eligible List

– Placement on Priority List

• List type other than “Normal”

• “Normal” is default list type

– Education and Experience Rating

– Special Skills & Special Credit Rating



Spell Check on 
Supplemental Question Text

• Spell check feature added to 
supplemental question page

• Feature will check spelling of the 
question‟s text

• Select from choices response options 
will not be spell-checked



Spell Check on 
Supplemental Question Text



Spell Check on 
Supplemental Question Text



Include Email Address in 
Notice Snapshots

• Email address of applicant at the 
time the email notice was sent will 
be displayed on the notice history 
screen



Include Email Address in 
Notice Snapshots



Include Email Address in 
Notice Snapshots



Test Roster Report

• Report has been modified

• Ability to report on candidates 
scheduled in multiple test locations 
and dates



Test Roster Report



Test Roster Report



Questions???



NEOGOV Community
Idea Lab



NEOGOV Community
Idea Lab

• Place to add enhancement 
suggestions or vote on 
enhancements suggested by other 
users

• Suggestions with most votes are 
considered for enhancement releases



Accessing the Idea Lab

• Log into Insight – Human Resources

• Click on Help & Support

• Click on Idea Lab tab

• Click on Launch NEOGOV Idea Lab



Idea Lab Suggestions to 
Vote On

• My Links in OHC

• “Select All” option

• Assign Multiple Analysts to a 
Requisition and/or Posting



Idea Lab Suggestions to 
Vote On

• Job Seeker Status – „Rejected‟ to 
„Not Selected‟

• Ability to Attach a Word or PDF 
document to a NEOGOV Notice 
Template

• Add “Open Until Filled” Option to Job 
Posting



Idea Lab Suggestions to 
Vote On

• Expand Options for Printing 
Applications

• Ability to Sort Steps in the Exam Plan

• User E-Mail Set-up Enhancement 
Request

• Requisition Enhancement Request



Have you ever created an idea or voted 
on an idea in NEOGOV's Idea Lab?

3%

97%

Yes, I've created an 

idea, but never voted on 

any ideas

Yes, I've voted on an 

idea, but never created 

an idea

Yes, I've voted and 

created an idea

No, I haven't voted or 

created an idea



Agency Spotlight:

Department of 
Agriculture

Donald Mills
HCM Manager



Agriculture Requisition Process
Pre-OHC

• Divisions inconsistently submitted paper 
requisition out of sequence – sometimes to Fiscal 
1st and sometimes to HR 1st

• Some requisitions would get lost and no one 
knew where they were

• Actions required by the approval departments 
(Fiscal, HR, & Director) didn‟t happen until the 
actual hard copy requisition made its way to the 
respective stop



Agriculture Requisition Process

Improve departmental customer satisfaction
Improve quality and timeliness of requisition 
processing
Gain an agency-wide view into your 
requisition process
Standardize and streamline requisition 
process
Analyze and optimize your requisition 
process

Using OHC for Requisition Processing



5 Step Process

Step 1 – Division opens a 
requisition

Step 2 – Approvals 

Step 3 – After the requisition is 
approved

Step 4 – Forwarding applications

Step 5 – Filling a requisition



Step 1 – Division Opens a 
Requisition



Step 1 (continued)



Step 1 (Continued)
Uploading Attachment



Step 2 – Approvals 



Step 3 – After the Requisition 
is Approved



Step 4 – Forwarding Applications



Step 4 – Forwarding 
Applications (Continued)



Step 4 – Forwarding Applications 
(Continued)



Step 4 – Forwarding Applications 
(Continued)



Step 5 – Filling a Requisition



Reporting



Questions???



Based on the presentation by 
Agriculture, is using the OHC feasible 

for your department?

12%

28%

27%

15%

18%

Yes

Yes, with modifications

Maybe in the future

I'm not sure, need 

consultation with Hiring 

Management Group

No, it would never work 

for my department



Creating Eligible/Referred 
Lists



What is an Eligible List?

• Eligible to Test

• Eligible to Hire

• Eligible to Interview

• Internal Eligible Candidates

• External Eligible Candidates



Placing on Eligible List



Placing on Eligible List



Placing on Eligible List



Placing on Eligible List



Editing Eligible List



Editing Eligible List



Editing Eligible List Fields

• List Name
– Automatically shows as Default List

– Name can be associated with 
classification
• E.g. Fiscal Officer List – June 2011

• Display Candidate Status As
– Status that shows to applicants in their 

profile

– If nothing is entered, status will show 
from last evaluation step



Editing Eligible List Fields

• Promulgation Date

– Date Eligible List was created

– Normally will be date Exam Plan was 
created

– If multiple Eligible Lists are created for 
same Exam Plan, then new list will show 
date list is created



Editing Eligible List Fields

• Expiration Date

– Date Eligible List expires

• Days Candidate Eligible

– # of days each candidate will remain 
active on the eligible list

*Must enter EITHER Expiration Date 
OR Days Candidate Eligible



Editing Eligible List Fields

• Exam Score/Total Score Decimal 
Places

• Calculate Exam Score Based On

• Banded Score (Low) Cutoff 
Values 

• Band Scores Based On



Editing Eligible List Fields

• Duplicate Handling
– Allow Duplicates

– Most Recent Application

– Filter Highest Exam Score

• List Type
– Defaults to Normal

– Ability to select other types

– Do NOT select At Risk
• For Certification Only



Editing Eligible List Fields

• List Status

– Active

– Pending

– Archived



Have you or another user in your 
agency ever placed a candidate on 

the eligible list?

33%

52%

15%

Yes

No

I'm not sure



How to Refer from Eligible List



Actions on Eligible List

• Refer

• Send Notification

– Email

– Written

• Filter

– Regular

– Advanced Filter (Beta)



Actions on Eligible List

• Inactivate/Reactivate

• Extend Eligibility

• Remove from List

– If candidate has been referred, must be 
removed from referred list FIRST, then 
can be removed from eligible list



How to Refer from Eligible List



How to Refer from Eligible List



What is a Referred List?

• List of candidates referred to the 
Hiring Manager role from the eligible 
list

• MUST have a requisition associated 
with Exam Plan in order to refer



Referred List – OHC



Referred List – OHC



Referred List – OHC



Actions on Referred List
OHC

• Schedule Interview
– If HR handles interviews, then 

interviews are generally scheduled 
within Insight

– May use this functionality to schedule 
2nd interviews if actual Hiring Managers 
perform interviews

• Make Offer
– This step is not required

– Used to track offer information



Actions on Referred List
OHC

• Hire

– Enables reports to be run on metrics 
such as “Time to Fill”

• Reject

– Allows you to choose a reason why 
candidate was not selected for hire

• Email Notify

• Mail Merge



Actions on Referred List
OHC

• The following actions must be 
performed on one candidate at a 
time:
– Schedule Interview
– Make Offer
– Hire

• The following actions may be taken on 
multiple candidates at once:
– Reject
– Email Notify
– Mail Merge



Schedule Interview



Make Offer



Make Offer



Hire



Hire



Reject



Reject



Referred List



Editing a Referred List
Insight



Editing a Referred List
Insight

• Display Candidate Status As

– Status that shows to applicants in their 
profile

– If nothing is entered, status will show 
from eligible list

• Ref List Notification Days

– # of days/weeks when you will be 
notified if no action has been taken on 
referred list



Editing a Referred List
Insight

• Referred List Expiration Days
– # of days until the referred list expires

– Leave blank if list should not expire 

• Referred List Expiration Date
– Date when list is to expire

• No action can be taken on referred list in 
the OHC after it expires

• Must enter EITHER Expiration Date OR
Expiration Days, not both



Actions on Referred List
Insight

• Send Email Notification

• Send Written Notification

• Remove from List



Actions on Referred List
Insight

• Lock List

– Changes rejection pending status to 
rejected

– Automatically changes requisition status 
to filled

– No action can be taken on referred list 
after list is locked 

• Reject



Questions???



Training & Consulting 
Available to Departments



OHMS Training & Consulting

• Group Training

– Creating a Posting

– Sending Notifications

– Advanced Filtering

– Many more topics!

• Processes

– How to use Insight effectively?

– How to roll out OHC?



OHMS Training & Consulting

• Contact the Hiring Management 
Group if interested in OHMS training 
or process assistance

• Send an email to careers@ohio.gov

– Include type of assistance

– Training topics if applicable

– # of trainees if applicable

mailto:careers@ohio.gov


Which of the following classes would be 
beneficial to you or other users in your 

department?  Check all that apply.

13%

19%

27%

28%

13%

Job Posting Process

Advanced Filtering

Applicant Tracking 

Process - Evaluation 

Steps/Notifications

Reporting

Developing Effective 

Supplemental 

Questions



Q & A



Q: So, is there a capacity limit on how many 
hiring managers an agency can have?

A: There is no capacity limit on the number 
of hiring managers an agency can have in 
the Online Hiring Center (OHC).

Q & A



Q: Can you use the DD214 enhancement to 
sort apps by steps?

A: Unfortunately, you cannot use the 
Attachment Type enhancement to sort 
applications by steps.  This is a great 
example of a suggestion to add to the 
Idea Lab.

Q & A



Q: What is DD 214?

A: The DD 214 is a document issued upon a 
military service member‟s retirement, 
discharge or separation from active duty.  
It states whether the service member has 
been honorably discharged.

Q & A



Q: How do you know if it is a tested class?

A: A list of tested classifications has been 
posted in the “My Links” section of 
Insight.  You can find it by clicking on 
Certification Process Job Aids and then 
Tested Classifications.

Q & A



careers@ohio.gov
(614) 466-8044         

OR

1-800-409-1205 option 3, 
then option 1

Hiring Management Group 
Contact Information

mailto:careers@ohio.gov

