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Refreshers and Updates

Enhancements
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— Evaluation Step Audit Trail — Part 1

— Spell Check on Supplemental Question Text
— Email Address included in Notice Snapshots
— Test Roster Report

Age_ncY SpotIiBht: Department of
Agriculture - Donald Mills, HCM Manager
— Full Cycle Recruitment Process Using OHMS

Creating Eligible/Referred Lists
Training & Consulting "'
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Refreshers and Updates

o
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Certification

= Required

Desired Start Date: l:l
Requisition £: 5111UJM0311-L

Working Title: |Account Clerk 1 |

Vacancies:

* Department:|Aging - Certification V|

Division:| === Select === v

* Hiring Managers: Available: Assigned:
Robertson, Kelli Sutherland, Laura

Ryan, Diahann
Shell, Marian

Telfer, Matt
Williams, Shelley
wWright, Jennie

| >

(=

Job Term: | Full Time b

List Type:| === Select === Vl
Position Type: (O Existing Position (Replacement of Staff)
) New Position

Position Control: pogitign = First Mame Last Mame Vacancy Date

[ Add Another WVacancy ]

Skills: |

Comments:

* County of Position =|Franklin County v

= Follow up Requested : (Dves
@ No
Mo Approvals []

Approval 1: Bosh, William ”~

[Certification 8
Magill, Emily

(O Must approve before next approval Pickens, Rhonda L4

& Final approwval Robertson, Kelli

Ryan, Diahann &2




Certification

 Requisition # = Department Letter
Code - Job CodelUNddyy - Request
Code (e.g. AGE-16511JUNO311-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

OI—IMS -
-




Certification Job Term

« Job Term - MUST select one of the
four job terms listed below:

— Full time
— Part time
— Intermittent
— Temporary
o g




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 o®,
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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 o T
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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 "’
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mailto:info@governmentjobs.com
mailto:support@neogov.com
mailto:noreply@neogov.com

Questions???
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Enhancements
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Application Attachment Types
& Required Attachments

« Applications are now organized by
attachment type

* Pre-defined attachment types:
— Cover letter

— License
— References
— Resume




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 o g
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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”

Mzin Menu | Search Jobs | Application Status My Accou




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 0”

: Investing in what matters.




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

Applied For:

Job # [ Title Received Notices Disposition Application
20892521 |C544211 / General Activities Therapist 1 Examination 06/03/11 | MN/A  |Written Exam View Edit

11:02 AM Change an/ﬁudit Trail

e

Advance to Next Step 06/06/11 4:16 PM by Shanta Marshall
Field Label Old Value New Value

Step Mimimum Qualificationz Written Exam

Change Disposition 06/06/11 4:14 PM by Shanta Marshall
Field Label Old Value New Value

Disposition N/A Pass

Go to Step 06/06/11 4:14 PM by Shanta Marshall
Field Label Old vValue New Value

Step Application Received Minimum Qualifications




Audit Trail - Part 2
(Summer Release)

 Part 2 of Audit Trail scheduled for
summer release includes:

— Notices sent
— Raw score upload
— Scheduling for exams

e Oral
o Written
 Performance
o g




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

o
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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

o
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Spell Check on
Supplemental Question Text

¥x16511 Account Clerk 1 Itermn Bank | Scoring Plan
* Required

* Question|po you posess a valid COL?

Question Cadel |

This fiald must be unigue.
Response Format O Text answer O Select From Choices Answer @& Yes/No Anglwer
Is the candidate required to:=n:
d @';‘*r‘es ONo

answer the question?
Confidential Question O ves & No

Employer Use Only O ves & No
Allow on Panel Templates? O yes @ No

Panel Column Name| |

Save

: Investing in what matters..



Spell Check on
Supplemental Question Text

& Speller Pages - Windows Internet Explorer,
£ | https neogoy . nek % b

Do yvou pasess a valid CDL?

N

Mot in dictionary:

|p03533

Change to:
| possess | Igno | Ignore All |

poezes » Replace | Replace All |

Close |

| &

‘ B o &
| € Internet Ga v Moo - ’
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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

: Investing in what matters.




Include Email Address In
Notice Snapshots

Wiew Exam Flan Eligible Listi=z]

Step 1: Application Received

[ Step 2: Written Exam

Step History Step Comments

Master Email
Candidate ki Person ID ki  Profile Disposition ki SME Notify I Source  Received ki Notices
O] suthedand. Laura 5881997 View | ® Pass - 100.00% Paper 03/29/11 02:11 PM View
1 Becord Found Fage: of 1
|== Select Action == V| | == Select Candidate(s) == v| Gok

: Investing in what matters..



Include Email Address Iin

Notice Snapshots

Template

Sent By

View Applicants By Step

Applicant Name Sutherland, Laura
Ferzcocn ID 5881997
Job 2xxl16511
lob Title Account Clerk 1
Exam Mumberxxla511
Exam Flan Account Clerk 1
Evaluation Step Written Exam

Response Sent

Date Generated

. Notification . o .
Name Date Erom Email Address Requisition Action
ADT - Non o e rland
Written Exam|-select Laura 105/26/11 11:45 AM Inzight|laura.sutherland@das.state.oh.us Email View [Delete
notice

: Investing in what matters..




Test Roster Report

« Report has been modified

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

o
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Test Roster Report

Test Location:

Test Date/Time:

Lottery Central

Lottery Columbus Regional Office
QDIFSs MIS
QDIFS 4020

QDOT District Four Headquarters

Ohio Judicial Center

Ohio OTPTAT Board

Ohio Secretary of State - Continental Plaza
Chio Secretary of State - Lausche Building
oLs

~

05/29/2010 08:00 AM
0&5/17/2009 08:00 AM
05/13/2009 09:00 AM
05/11/2009 08:00 AM
04/23/2009 01:00 PM
04/20/2009 09:00 AM

Generate Report

"L
OHIVIS

Investing in what matters..



Test Roster Report

Test Roster Report
Generated by Laura Sutherland on 06M14/2011 12:42:39
14 records found.

Applicant

PerzonlD

Exam Plan

Exam Type Opening Date

Cloging Date

Test

Frintable Version

Export to Excel

Test Location

Test Date and Time

000442, Tab2s7?
000442 Tab267
000624, aages?
000634, aaaes2
000675, 242ca4
000675, 242cad
000e3b, c4833a
000e3b, c4833a
00%aed, fc2cl
00%ac4, fe2c0
00b&9b, 635a7d
00b29b, 635a7d
03872c, alsh0g
03872¢c, alSb09

4058567
4058967
4176651
4176691
3082876
3092876
J0BTT1T
3087717
1260424
J2g04aza
4104248
4104248
5204288
5204288

xx12111 Clerk 1 Examination

¥x64156 Demo Examination

xx12111 Clerk 1 Examination

¥*64156 Demo Examination

xx12111 Clerk 1 Examination

xx64156 Demo Examination

xx12111 Clerk 1 Examination

xx64156 Demo Examination

xx12111 Clerk 1 Examination

xx64156 Demo Examination

¥x12111 Clerk 1 Examination

xx64156 Demo Examination

¥x12111 Clerk 1 Examination

xx64156 Demo Examination

Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open

10/31/2010 05:00 PM
08/15/2010 09:00 PM
10/31/2010 05:00 PM
08/18/2010 09:00 PM
10/31/2010 05:00 PM
08/18/2010 08:00 PM
10/31/2010 05:00 PM
08/18/2010 08:00 PM
10/31/2010 09:00 PM
08/15/2010 05:00 PM
10/31/2010 09:00 PH
08/15/2010 05:00 PM
10/31/2010 09:00 PH
08/15/2010 05:00 PM

0472042011 08:58 PN
1043142010 08:59 PN
0472042011 08:58 PN
1043142010 08:59 P
0472042011 08:58 PN
1043142010 08:58 P
0472042011 08:58 PN
1043142010 08:58 P
04/2042011 08:59 PM
1043142010 08:58 PM
04/2042011 08:59 PN
1043142010 08:58 PM
04/2042011 08:59 PN
1043142010 08:58 PM

Cert Multi-Tezt Exam
Cert Go Live Examination
Cert Multi-Tezt Exam
Cert Go Live Examination
Cert Muli-Tezt Exam
Cert Go Live Examination
Cert Muli-Tezt Exam
Cert Go Live Examination
Cert Multi-Test Exam
Cart Go Live Examination
Cert Multi-Test Exam
Cart Go Live Examination
Cert Multi-Test Exam
Cart Go Live Examination

State Office Tower
State Office Tower
State Office Tower
State Office Tower
State Office Tower
State Office Tower
State Office Tower
State Office Tower
State Office Tower
State Office Tower
State Office Tower
State Office Tower
State Office Tower
State Office Tower

08/05/2010 0€:00 AN
08/02/2010 08:30 AN
08/05/2010 0€:00 AN
08/02/2010 08:30 AN
08/05/2010 08:00 AN
08/02/2010 08:30 AN
08/05/2010 08:00 AN
08/02/2010 08:30 AN
08/05/2010 08:00 AN
05/02/2010 08:30 AN
08/05/2010 08:00 AN
05/02/2010 08:30 AN
08/05/2010 08:00 AN
05/02/2010 08:30 AN

OHIVIS

o
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Questions???
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NEOGOV Community
Idea Lab

: Investing in what matters.




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

o
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Accessing the Idea Lab

Log into Insight — Human Resources
Click on Help & Support
Click on Idea Lab tab

Click on Launch NEOGOV Idea Lab
r' Ll
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Idea Lab Suggestions to
Vote On

* My Links in OHC
« "Select All” option

« Assign Multiple Analysts to a
Requisition and/or Posting

o
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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

o

: Investing in what matters..



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

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

3%

®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

o
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Agriculture Requisition Process %\&
Pre-OHC =
 Divisions inconsistently submitted paper

requisition out of sequence - sometimes to Fiscal
1st and sometimes to HR 1st

(G

« 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
re%pective stop




Agriculture Requisition Process %\,é
Using OHC for Requisition Processing L Q

vImprove departmental customer satisfaction
v Improve quality and timeliness of requisition
processing

v'Gain an agency-wide view into your
requisition process

v'Standardize and streamline requisition
process

v'Analyze and optimize your requisition
process




5 Step Process

vStep 1 - Division opens a
requisition

v'Step 2 - Approvals

v Step 3 - After the requisition is
approved

v'Step 4 - Forwarding applications
v'Step 5 - Filling a requisition



Step 1 - Division Opens a
Requisition

_ré MNEOGOV Insight OHC - View/Edit Requisition - Windows Internet Explorer N —— — - - ._-‘ - ! 1
@ U - |§‘ https://secure.neogov.com/OHC/requsition.cfm?mode= A& Class5peclD=85308 - g | =] | +3 | x | |b Bing L |
= R - - 3
¢ Favorites @ MEQGOV Insight OHC - View/Edit Requisition ﬁ - E v [] mmm v Page~ Safetyv Tools~ l@lv

v
=‘lnsight OHC My Requisitions | My SME Review | My List | Preferences | Help & Support | Logout

Post Approvals Admin

Welcome, Donald Mills View/Edit Requisition

Class Title: Food Safety Specialist 1
Class Code: 21291
Creator: Mills, Donald
*= Required

Desired Start Date:

m

Requisition #:
Working Title:

Vacancies:

* Department: === Select === El
Division: | === Select 777E|
# Hiring Managers: Available: Assigned:
>
o<
Job Term: === Select === El
List Type: === Salect === E|

Position Type: @ Existing Position (Replacement of Staff)
© Mew Position
Position Control: position = First Name Last Name Vacancy Date

Add Another Vacancy

Skills:

Comments: -

* County of Position : | == Select == [=]
* Follow up Requested :

No Approvals [[]

Approval 1: [ ___ Salect ===|T| i

4 1 | »

&) Internet | Protected Mode: On g v W105% -

Done



Step 1 (continued)

@ MNEQGOV Insight OHC - View/Edit Requisition - Windows Internet Expm — -

ALY b | et

@ v |§, https://secure.neogov.com/OHC/requsition.cfm?mode= A& ClassSpeclD=86808

4

& [1]4]x][o s 25|

<7 Favorites | (& NEOGOV Insight OHC - View/Edit Requisition | |

ﬁ ¥ > E;q v Page~ GSafetyv Tools~w ®v =

= County of Position : | Warren County |Z|
* Follow up Requested :

@ No

No Approvals [
Aol 1 Department Directorm
@ Must approve before next approval
© Final approval
Al 1 2:
pprova Fiscal/Finance E
@ Must approve before next approval
2 Final approval
Al 13:
pprova Human Resources E
@ Must approve before next approval
' Final approval
Approval 4:

Appointing Author\tyE

Must approve before next approval
inal approval

Approval 5: = Select === E
@ Must approve before next approval
© Final approval

Approval 6: — Select === E
@ Must approve before next approval
2 Final approval

Approval 7:

=== Select === E

® Must approve before next approval
' Final approval

-

Kirchner, Charles

Dodson, Cathy
Johnston, Thomas

Corbin, Richard
Mills, Donald
Roberts, Linda B

Beaman, Celia

m

| m

| »

Done

.

& Internet | Protected Mode: On fa v ®15% -



Step 1 (Continued)
Uploading Attachment

& NEOGOV Insight OHC - View/Edit Requisition - Windows Internet Explorer — o ‘ ‘ =
@O * |§, https://secure.neogov.com/OHC/requsition.cfm?ReqlD=385484 &mode=V s % | ] "‘f| A | |b legacy » -
= - = =
¢ Favorites | @ NEOGOV Insight OHC - View/Edit Requisition f4 v B v [ d v Page~ Safety~ Took~ @~
GOV
|nS[ght OHC My Requisitions | My SME Review | My List | Preferences | Help & Support | Logout
Post Approvals Admin
Welcome, Donald Mills View/Edit Requisition
Edit
Class Title: Food Safety Specialist 1
Class Code: 21291
Creator: Stevenson, Crystal
* Required
Desired Start Date: 03/21/11
Requisition #: 11FDS001
Working Title: Food Safety Specialist 1
Vacancies: 1
= Department: Agriculture
Division:
* Hiring Managers: Kirchner, Charles
Mmills, Donald
Stevenson, Crystal
Job Term: Full-Time, Permanent, Bargaining-Unit
List Type: Regular
Position Type: Existing Position (Replacement of Staff)
Position Control: ppsition # First Name Last Name Vacancy Date
20048833 John Benthien 02/25/2011
Skills:
Comments:
Authorization Comments:
County of Position : Warren County
Follow up Requested : No
Approvals None
Attachments: Add New
Attachment Title Date Uploaded File Name Action
Position Approval Form 04/13/11 20048833P Approval Delete
Company Information | Privacy Policy | Legal Terms
Copyright @ 2011 NEOGOV, Inc. All rights reserved. Patent Pending.
< T ] »

& Intemnet | Protected Mode: On 43 v ®105% -



Step 2 - Approvals

e —
ASC8istart=18&searchletter=8ise - g | ] |"f| X | |b legacy

& NEOGOV Insight OHC - My Requisition Approvals - Windows Internet Explorer B —  — -

@ U = | £ | https.//secure.neogov.com/OHC/myapproval.cfm?View= current&DisplayMotes=1&5ortCol=reqno&SortDir:

T:I Favorites

(& NEOGOV Insight OHC - My Requisition Approvals f v~ B v ] é= v Pagev Safety~v Tools~ @@~

"insight OHC

Post  Approvals

My Requisitions | My SME Review | My List | Preferences | Help & Support | Logout

Admin

Welcome, Donald Mills My Requisition Approvals
Hide Approval Detail | A | Eilled Regs. | Cancelled Regs. =
A|BICIDIEIEIGIHILIIIIEILIMIN|IQIRIQIRISITIUIVIW|X[Y|Z
Search for req. #, req. title or position #: | Gor |
In Progress Requisitions
9 records found.
Position ID Department P Division 1 Created ¥ Creator [ Action
11ANI00S PLANNER 2 20045769  |Agriculture fr:“:'lz”;:ry 05/24/11 |Ireland, E Edit Reassign History
Approval Group Received Approvers Action Action Date Returned To Motel
Diepartment Director NfA Byrum, Beverly Approved 06/06/11 04:25 PM
» [Pending | [ |
Johnston, Thomas
Human Resources N/A Mills, Donald N/A
Appointing Authority NS& Beaman, Celia NSA
11CALOD4 Laboratory Scientist 2 20040183 |Agriculture Eﬁ;iﬂmer 06/01/11 |Bland, C Edit Reassign History
Approval Group Received Approvers Action Action Date Returned To Motel
Manager/Supervisor 06/03/11 01:10 PM Amin, Mohammed Approved 06/07/11 08:39 AM
Department Director 06/07/11 08:39 AM Byrum, Beverly Approved 06/07/11 08:54 AM
Fiscal/Finance 06/07/11 08:54 AM Johnston, Thomas Approved 06/07/11 02:10 PM
Dodson, Cathy
Human Rescurces 06/07/11 02:10 PM Mills, Donald Approved 06/08/11 04:54 PM
Corbin, Richard
Roberts, Linda
» |Appointing Authority 06/08/11 04:54 PM Beaman, Celia Fending
11MEADOD3 DChstrict 7 MI Supervisor TWL 20040114 Agriculture rnesapte:tion 06/02/11 Tavlor, 1 Edit Reassign History
Approval Group Received Approvers Action Action Date Returned To MNotel
Department Director 06/02/11 04:00 PM Hockman, Michael Approved 06/03/11 10:30 AM
Fiscal/Finance 06/03/11 10:30 AM Johnston, Thomas Approved 06/07/11 02:11 PM
Dodson, Cathy
Human Rescurces 06/07/11 02:11 PM Mills, Donald Approved 06/08/11 04:55 PM
Corbin, Richard
Roberts, Linda
= [Appointing Authority 06/08/11 04:55 PM Beaman, Celia Pending
11WEIDD1 Weights & Measures Inspector II Agriculture g:;gs:?_& | 06/08/11 |Elsuanuu5‘tor1 F Edit Reassign History
- | annroval Graon |2acaivad | annroers | actian - Artinn Mate | 2atirnad Tn | matat | - S

& Internet | Protected Mode: On

Gy v H105%



Step 3 - After the Requisition
iIs Approved

& NEOGOV Insight - Authorize Requisition - Windows Internet Explarer | —
- —
G~ [ s

—_— B T
secure.neogov.com/employers/req/reqauth.cfm?reqStatuslD=38ReferReqStatusiD=38&ReqlD=355494
i Favorites | & NEOGOV Insight - Authorize Requisition

(= |6

Insight

Class Post

< & | =] “f| A | |b neogov requisition benefits P 'l
- v [ d® v Pagev Safety~ Tools~ @~ =

Benefits

My HR My Links Help & Support Logout
Reports CandidateTrack Tests Requisitions List Search Recent
Welcome, Donald Mills Authorize Requisition
Food Safety Specialist 1
This requisition has been assigned to the following exam plan:
Exa Title Action
1104 Food Safety Specialist 1 Disassociate
* Required
* Status: Open |T|
* Analyst: Mills, Donald [=]
Existing Exam Plan: | __. __
Sort by Job Title ==Select= El
Comments:

Save

Company Information | Privacy Policy | Legal Terms

Copyright @ 2000-2011 NEQGOV, Inc. All rights reserved. Patent Pending.

Done

€ Internet | Protected Mode: On v H105% v



Step 4 - Forwarding Applications

& NEOGOV Insight - View Applicants by Step - Wl'ndu:ls Internet Explorer s —— - s s l — g

@ O = |g, htt, secure.neogov.com/employers/app_tracking/view_applicants_bystep.cfm?EPID=251898 8JobID=307711 &evaluation5teplD=705144 - ﬂ | ] | 3 | A | |b neogov requisition benefits 2 'l

7l Favorites | @ NEOGOV Insight - View Applicants by Step fii - B v = & v Pagev Safetyr Toos~ @~
SHOW AppICatons: | ACvVe Uy =1

-

View Exam Plan Eligible List(s)

[#] Step 1: Application Received
[ Step 2: Minimum Qualifications

Step 3: Internal Candidates

Step 4: Forwarded to SME

[# Step 5: Not Selected
[ Step 6: Interviewing
Step 7: 2nd Round Interviews
Step 8: 3rd Round MQ's
El step 9: SME Review
Step History Step Comments
Master

andidate ki erson ID ki  Profile Disposition K Source ki Received K Notices
= Graver, Marilyn 471204 View - ® Cnline 05/18/11 03:37 PM MNSA
= Kich, Teresa E 6857666 View L L] Online 05/20/11 05:54 PM MN/A
[ Laner, 1ames1 8677776 View o NfA . ® online 05/21/11 06:47 AM NfA
[ musetti, mark A 4279023 View o NfA . ® online 05/21/11 08:07 AM N/A =
l:l Rudasill, Douglas B 5650217 View = NfA - L online 05/23/11 04:29 PM NfA
[} Troxell, Matt 5106789 View > NSA - online 05/17/11 02:19 PM NSfA
1 Woge, Nancy K 9052237 View = NSA - L] Cnline 05/23/11 10:47 PM MNSA
[ witham, Curtis w 9083859 Miew = NIA - @ COnline 05/15/11 07:19 PM N/A
1 Wolfe, Steven M 9382332 View = NSA - L] Online 05/22/11 06:02 PM MN/A
"] woeds, stefanie B 4292546 Miew = NIA - @ COnline 05/16/11 08:40 PM N/A
1 Wright, Nasandra 9395604 View = NSA - L] Online 05/24/11 03:44 PM MN/A
11 Records Found Page: 1 of 1
SME Review ol 0 = [Co)]

View Exam Flan Eligible List{s)
Company Information | Privacy Policy | Legal Terms
Copyright @ 2000-2011 NEOGOV, Inc. All rights resarved. Patent Pending. =

&) Internet | Protected Mode: On -



Step 4 - Forwarding
Applications (Continued)

/& NEOGOV Insight OHC - Exam Plan Candidates - Windows Internet Explorer B — — - — = — 55—

@Q - |§, https://secure.neogov.com/OHC/SMEcandidates.cfm?ExamPlanlD=2518388J0bID=307711 - % | =) | ‘f‘ > | ‘b neogov requisition benefits »o |

- . = = >
7ir Favorites | @ NEOGOV Insight OHC - Exam Plan Candidates R = ~ Page~v Safetyv Toolsv @~

NEO

=‘lnsight OHC My Requ ns | My SME Review | My List | Preferences | Help & Support | Logout

Post Approvals Admin

Welcome, Donald Mills Exam Plan Candidates

Exam Plan 1104 - Food Safety Specialist 1

I:ra‘# ; Last Updated
471304 06/06/11 2:43 PM | Mills, Donald | Training and Experience|= Pass Mills, Donald Add
6857666 View [06/03/11 12:27 PM Training and Experience|” N/& Mills, Donald Add
8677776 View [06/03/11 12:31 PM Training and Experience|” N/A Mills, Donald Add
4279023 i 06/03/11 12:44 PM Training and Experience|” N/& Mills, Donald Add
5650217 06/03/11 12:50 PM Training and Experience|= NfA Mills, Donald Add
5106789 i 06/03/11 1:00 PM Training and Experience|- N/& Mills, Donald Add
9052237 i 06/03/11 1:00 PM Training and Experience|= N/A Mills, Donald Add
9083859 View |[06/03/11 1:02 FM Training and Experience|” N/& Mills, Donald Add
9382332 View |[06/03/11 1:02 FM Training and Experience|* N/& Mills, Donald Add
4292546 View [06/03/11 1:04 PM Training and Experience|” N/& Mills, Donald Add
9395604 View [06/03/11 11:48 AM Training and Experience|= N/& Mills, Donald Add
Company Information | Privacy Policy | Legal Terms

Copyright © 2011 NEOGOV. Inc. All rights reserved. Patent Pending.

Done €D Internet | Protected Mode: On Fa v H15% ~



Step 4 - Forwarding Applications
(Continued)

1104 Food Safety Specialist 1: Default List

View Exam Plan Show Evaluation Steps Show Ranks Seguentially Show Referrals

Primary Sort: | Total Rank # || Ascending (W
Include Active Candidates Only Secondary Sort: | Name v [Ascending
Sort
Search by Name| |
Requisition Filter: | == Select Cne == v|

3 records found.

FPage 1 of 1

3 candidates an list.
Date

Job Total Retention Seniority Layoff

Types Score  Points Points Agency 1 counter Status  pLoe Expires  Comments
(] Dennis, Kelly B 43.07 View Active | 04/14/11 add
[l Bradley, Marlene D 41.68 View Active 04/13/11 Add
(] Morrow. Sara 33.99 View Active | 05/06/11 Add
Select Action Select Candidate(s)
| == Select == V| | == Select == v




Step 4 - Forwarding Applications
(Continued)

Requisition £ 11FDS001 Fosition Type E::-Ig_;:::ﬁ;fﬁ:;'i:a"e"t'
Eequisition Title Food Safety Specialist 1 Vacancies 1

Working Title Food Safety Specialist 1 HR Analyst Mills, Donald

Cepartment Agriculture HR Analyst Phone 614-466-0211

Exam Flan £ 1104 HR. QOriginator Stevenson, Crystal
Exam Flan Title Food Safety Specialist 1 HFR. Originator Phone 614-728-6342

Job 20048833 Food Safety Specialist
1

Fositions 20048833

Comments:
Add Comment

AIBICIDIEIEIGIHILIIIKILIMINIQIE|IQIRIS|ITIUIN|IWIXI|Y|Z
Search for candidate: |
Show Status Details Show Snapshots Columns/Sort Columns/Sort {OHC) Elig List Type Sort | == Export == "’| Gok

3 records found.

Page 1 of 1

Total Retention Effective Referral Elig

Score Points Date Expires Status Comments Notices

. Rejection i
O pennis, Kellv B 6906307 43.07 05/06/11 | 05/06/11 Bendim Jiew
Rejecti P

[ eradlev, Marlens D 5195630 41.88 05/06/11 | 0S/06/11 Bening View
] Morrow, Sara 4399347 33.99 05/13/11 | 05/13/11 %‘1%'3” View
Page 1 of 1
Select Action Select Candidate(s)

| == Select == V| == Select == V| Zn




Step 5 - Filling a Requisition

& NEOGOV Insight - Authorize Requisition - Windows Internet Explorer B — -—4.- ‘ o oD |
. .
L £ |

@ O 94 2] hitpsy//secure neogov.com/employers/req/reqauth.cfm?reqStstuslD - 3&ReferReqStatuslD=-35ReclD-3a5494 |l necgov requisition beneiits

[ v [ o= v Pagev Safetyv Toolsv @~ ”

¢ Favorites & NEOGOV Insight - Authorize Requisition
My HR My Links Help & Support Logout

Tests Requisitions List Search Recent

Class Post Benefits Reports CandidateTrack
Authorize Requisition

Welcome, Donald Mills
Food Safety Specialist 1

This requisition has been assigned to the following exam plan:

Exam # Title
1104 Food Safety Specialist 1
* Required
* Status: |Filled m
* Analyst: | Mills, Donald E‘
Existing Exam Plan: [__g.jacr== [=]

Sort by Job Title
Comments: pp/03-applications forwarded to SME for review;
awaiting SME selection for interviews.|

Save

Company Information | Privacy Policy | Legal Terms

Copyright @ 2000-2011 NEQGOV, Inc. Al rights reserved. Patent Pending.

fn v #®105% -

Dene € Internet | Protected Mode: On



Reporting

& NEOQGOV Insight - Requisition Life Cycle - Windows Internet Explorer | —— — i ‘ EI_‘Q
@O L ‘@, https://secure.neogov.com/employers/reports/reports/reglifecycle.cfm - 3 ‘ 2] | ‘,I X | |b neogov requisition benefits r 'l

¢ Favorites | @ NEOGOV Insight - Requisition Life Cycle - v 20 @ v Page~ Safety~ Tooks~ @~

My HR My Lini Help & Support Logout

Class Post Benefits Reports CandidateTrack Tests Requisitions List Search Recent

Welcome, Donald Mills Requisition Life Cycle
Requisition Life Cycle Report
Date Range: 01/01/11 - 06/30111
Req. Status: Open
\Applications: Active Only
Generated by Donald Mills on 06/09/2011 13:56:21
For records between 01/01/11 and 06/3011
Reqg # Title Status EEO Category Class Code Analyst Department Created Days Adv.From Days Adv.To Days LastExam Days Eligible Days Referred [
11ADM0O03  Ohio State Fair Intern Open  Other 58940 Roberts, Linda Agriculture osnzm 12 052411 0 05/24/11 0347 PM 0 o524 0 0S24M
11ADMO0S Human Capital Management Manager Open EEO4-Professicnals 84615 Roberts, Linda Agriculture 08/06/11
11ANIO04 LABTECHZ Open  EEO4-Technicians 86112 Mille, Donald ~ Agriculture 0s1eM 18 0807111 10 08M7M105:00 PM
11CALO0Z  College Intern Open  Other 58940 Roberts, Linda Agriculture 0422111 36 0527111 0 08/27M102:20 PM 0 o027 0 os2TM
11CALO03  College Intern Open  Other 58940 Roberts, Linda Agriculture 0422111 36 0527111 0 08/27TM1 0243 PM 0 o027 0 os2TM
11FDS001  Food Safety Specialist 1 Open  EEO4-Technicians 2120 Mille, Donald ~ Agriculture o321 53 05131 11 05724111 05:00 P 40 04M4/11 -1 04M3Mm 0 043
11MEAQ02 Meat Inspection Supervisor Open EEQ4-Technicians 21235 Roberts, Linda Agriculture 05/09/11
11MKT001  College Intern Open  Other 58940 Roberts, Linda Agriculture 0411 45 052611 0 08/28/11 0150 PM 0 o526 0 oS8
11MKT002 Development Specialist Administrator Open EEQ4-Officials & Administrators 66316 Mille, Donald Agricutture 05/1311 12 052511 0 05/25/1109:00 AN
opynight (c) 2000-2011 NEOGOV, Inc. All nights reserved.
Company Information | Privacy Policy | Legal Terms
Copyright @ 2000-2011 NEQGOV, Inc. All rights reserved. Patent Pending.
L I [

& Intemnet | Protected Mode: On 43 v ®105% -



Questions???

: Investing in what matters.




Based on the presentation by

Agriculture, is using the OHC feasible
for your department?

" 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

: Investing in what matters.




What is an Eligible List?

Eligib
Eligib
Eligib

e to Test
e to Hire
e to Interview

Internal Eligible Candidates
External Eligible Candidates

: Investing in what matters.




Placing on Eligible List

Edit Exam Flan Audit Trail

Exam Title Fiscal Officer 1 Department Environmental Protection Agency
Exam Number 20008765 Division
Vacancies

Job Posting

Job # Job Title Status  Last Updated Assigned To Action
20008765 Fiscal Officer 1 Expired |06/06/11 Laura Sutherland Edit Archive Audit Trail

Recruiting Plan  Add New

Ad Type Ad Name Requested Date Start Date End Date Action

Evaluation Steps Add Step View Applicants (16]  View Applicants by Step (121 App Flow

Step  Evaluation Step Weight Results At Step  Action

Step 1 | Application Received /A View Results 0 Edit Filter Audit Trail

Step 2 | Minimum DualificatinV’NM View Results 4 Edit Delete  Filter Audit Trall
Step 3 |:\Written Examinater® 100.000% View Results 8 Edit Delete  Filter Audit Trail




Placing on Eligible List

Wiew Exam Flan Eligible List(=]

Step 1: Application Received
Step 2: Minimum Qualifications

E Step 3: Written Examination

Step History Step Comments

Candidate ki Person ID ki .I:fusil":i?é Disposition ki  SME :I:‘ti:il‘!,r K Source H Received K Notices
(] allen, Mary 5831960 View | © Pass - 80.00% Paper 06/06/11 10:45 AM N/A
(] Arts, Gavle 5881935 view | @ Fail - 60.00% Paper 06/06/11 11:09 AM N/A
FiiE e 5831977 View | @ Pass - 70.00% Paper 06/06/11 11:08 AM N/A
[ palby, Trish 5881915 View | @ Pass - 85.00% Paper 06/06/11 11:17 AM N/A
[] orake. Nicolas 5831979 View | @ Pass - 90.00% Paper 06/06/11 11:01 AM N/A
[] kent. Joe 5881973 View | @ Fail - 50.00% Paper 06/06/11 11:07 AM N/A
[] Lampley, Mary 5881909 few Fazz - 92.00% Faper 06/06/11 11:15 AM MSA
[ e 5881903/ View Pass - 82.00% // Paper 06/06/11 11:06 AM N/A

8 Records Found / / { Fage: of 1

|Place on Eligible List V| |Passing ~ v|




Placing on Eligible List

Exam #  200087a5
Exam Plan Fiscal Cfficer 1

View Applicants by Step

L
[ &)

lect List: |Default List »

Eligible Date: 06/06/11

Candidate Person ID
Allen, Mary 5881960
Callahan, Jonny 5881977
Dalby, Trish 5881915
Drake, Nicolas 5831979

Lampley, Mary 5881
Lawyer, James A 81903

| ﬁtssigﬁ/‘m List |




Placing on Eligible List

Yiew Exam Flan Eligible List{=]

Step 1: Application Received
Step 2: Minimum Qualifications

El Step 3: Written Examination

Step History Step Comments

Master Email
Candidate ki Person ID M  Profile Disposition ki SME Notify H  Source H  Received M Notices
|:| Arts, Gayle 5881935 Wiew @ Fail - 60.00% Paper 06/06/11 11:09 AM N/A
|:| Kent, Joe 5881973 WView @ Fail - 50.00% Paper 06/06/11 11:07 AM NSA
2 Records Found P Page: of 1
== Select Action == /* == Select Candidate(s) == | Gob |

iew ExamKEquible List(=]




Editing Eligible List

Edit Exam FPlan Audit Trail

Exam Title Fiscal Officer 1 Department Environmental Protection Agency
Exam Mumber 20008765 Division
\acancies

Job Posting

Job Title Status  Last Updated Assigned To
20008765 Fiscal Officer 1 Expired 06/06/11 Laura Sutherland Edit Archive Audit Trail

Recruiting Plan  Add New
Ad Type Ad Name Requested Date Start Date End Date Action

Evaluation Steps  Add Step  View Applicants (18] View Applicants by Step (68)  App Flow

Evaluation Step Results At Step  Action
Step 1 | Application Received /A View Results 0 Edit Filter Audit Trail
Step 2 | Minimum Qualifications NSA View Reszults 4 Edit Delete  Filter Audit Trail
Step 3 | Written Examination 100.000% View Results 2 Edit Delete  Filter Audit Trail

Advanced Filters Add New
Filter Name Created

Advanced Filters (Beta) Add Evaluation Step Filter Add Eligible List Filter

Created By Filter Type

Eligible Lists 2Add New  Show Archived Eligible Lists

# On List
Total Active

List Name List Type Expiration Date

Default List Mormal View Candidates  Audit Trail




Editing Eligible List

Exam =z 20008765
Exam Flan Fiscal Officer 1

Lizt Name Default List
|

* Required

* List Name|FiscaI Officer 1 List |

Display Candidate Status A5|Reuiewir‘|g Applications |

Promulgation Date|.‘lune V|||5 V||2011 V|
Expiration Date| = Month = V| | =Day = V| | = Year = V|
Days Candidate Eligible
* Exam Score Decimal Places
* Total Score Decimal Places

* Calculate Exam Score Based on O Rescaled Score @ Percentage Score
Banded Score {(Low) Cutoff ‘u’alues|

(separate with commas)

Band Scores Based On & Exam Score O Total Score
Duplicate Handling|Mast Recent Application V|

List Type | Mormal V|
List Status
Comments

Sav Cancel |




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 ® v

: Investing in what matters..



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

o

: Investing in what matters..



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 o T

: Investing in what matters..



Editing Eligible List Fields

- Exam Score/Total Score Decimal
Places

 Calculate Exam Score Based On

- Banded Score (Low) Cutoff
Values

« Band Scores Based On

: Investing in what matters.




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 "’

: Investing in what matters..



Editing Eligible List Fields

- List Status
— Active
— Pending
— Archived

: Investing in what matters.




Have you or another user in your
agency ever placed a candidate on
the eligible list?

mYes

I'm not sure




How to Refer from Eligible List

Edit Exam Flan Audit Trail

Exam Title Fiscal Officer 1 Cepartment Environmental Protection Agency
Exam Mumber 20008765 Division
“Vacancies

Job Posting

Job Title Status Last Updated Assigned To
20008765 Fizcal Officer 1 Expired 0&/06/11 Laura Sutherland Edit Archive Audit Trail

Recruiting Plan  Add New
Ad Type Ad Name Requested Date Start Date End Date Action

Evaluation Steps  Add Step  View Applicants (167 View Applicants by Step (6] App Flow

Step  Evaluation Step

Step 1 | Application Received NS A Wiew Results 0 Edit Filter Audit Trail
Step 2 Minimum Cualifications NSA View Results 4 Edit Delste Filter Audit Trail
Step 3 Written Examination 100.000% Wiew Results 2 Edit Delete Filter Audit Trail

Advanced Filters Add New
Filter Name Created

Advanced Filters (Beta) Add Evaluation Step Filter Add Eligible List Filter
Created By Filter Type

Eligible Lists 2dd Mew  Show Archived Eligible Lists

- - S # On List -
List Name List Type Expiration Date — e Action

Fizcal Officer 1 List Edit Wiew Candidates Audit Trail




Actions on Eligible List

 Refer

 Send Notification
— Email
— Written
* Filter
— Regular
— Advanced Filter (Beta)
o g




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 "'

: Investing in what matters..



How to Refer from Eligible List

20008765 Fiscal Officer 1: Fiscal Officer 1 List

Wiew Exam Plan Show Evaluation Steps Show Ranks Sequentially Show Referrals Primary Sort: | Total Rank || Ascending
Include Active Candidates Only Secondary Sort: |Name ¥ || Ascending |
sort

Search by Name | ‘m

Requisition Filter: | == Select One == v|

& records found.
Page 1 of 1

& candidates an list,

Job Exam Layoff Date

Types AT Agency 1 Counter Status Eligible Comments
|:| Lamnpleyv, Mary FULL 92.00 View Active 06/06/11 06/06/12 Add
(] prake. Nicolas FULL 90.00 View Active 06/06/11 06/06/12 Add
L] palby, Trich FULL 85.00 View Active 06/06/11 06/06/12 Add
U] Lawyer, James FULL 82.00 View Active 06/06/11 06/06/12 Add
L] allen, Mary FULL 80.00 View Active 06/06/11 06/06/12 Add
|:| Callahan, Jonny FLLL 70.00 Wiew Active 06/06/11 06/06/12 Add
Select Action Select Candidate(s)
|Refer v All Candidates v 11FISCALD1 - Fiscal Officer 1

=

T~




How to Refer from Eligible List

Exam = 20008765
Exam Flan Fiscal Officer 1

List Mame Fiscal Officer 1 List
|

Referring to Requisition: 11FISCALO1 - Fiscal Officer 1

Comments (will be dizplayed on referred list that Hiring Manager sees):
These candidates have passed the minimum qualification review and the written exam.

6 records found.

Page 1 of 1

Candidate Person ID Rank Total Score
Lampley, Mary 5831909 1 92.00
Drake, Nicolas 5831979 2 90.00
Dalby, Trish 5831915 3 85.00
Lawyer, James 5831903 4 82.00
Allen, Mary 5831960 5 80.00
Callahan, Jonny 5831977 & 70.00

’ Ref&d’ Cancel l
o~
N~




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

o

: Investing in what mat(ers..



Referred List — OHC

NEQGOY

#|n5|ght OHC My Requisitions | My SME Review | My List | Preferences | Help & Support | Logout

Post Admin

Welcome, Laura Sutherland My Requisitions
Open Mew Requisition | Show All Begs. in My Dept. | Show Approval Detail | View Department Users | Show Filled Begs. | Show Cancelled Regs. | Eligible Lists

Search for req. #, req. title or position #:

: Investing in what matters..



Referred List — OHC

Search for req. #, list title, or position #: |11FISCALO1

Show Archived Lists Search by hiring manager: |A|| V|

1 record found.

Page 1 of 1
Reg# ki Title P Position ID Department I Division @  Hiring Mar Candid-stes Applications Iﬁ?}?grred
11FISCALOL |Fiscal Officer 1 Environmental F... Sutherland, Laura Print 06/06/11
Page 1 of 1

: Investing in what matters..




Referred List — OHC

Requisition £ 11FISCALO1 Eosition Type Full-Time, Permanent, Exempt
Requisition Title Fiscal Officer 1 Wacancies 1

Working Title Fiscal Officer 1 HR Analyst Sutherland, Laura

Department Environmental Protection Agency HR Analyst Phone

Exam Flan £ 20008765 HR Liaison Sutherland, Laura
Exam Flan Title Fiscal Officer 1 HR. Liaizon Phones 1231111111

Job 20008765 Fiscal Officer 1
Positions

Comments: 06/06/11 [L. Sutherland]: These candidates have passed the minimum qualificaticn review and the
written exam.

Referred
H Name Action Date ;'ZE;IE Person ID :::irred E:;?:;gl Notices
|:| Lampley. Mary 06/06/11 92.00 5881909 2 7/5/2011 M/ A
D Crake. Micolas 06/06/11 30.00 5881979 3 7/5/2011 M2
D Dalby, Trich 06/06/11 35.00 5881915 4 7/5/2011 M/ A
D Lawvyer, James 06/06/11 g2.00 5881903 5 7/5/2011 M2
D Allen. Mary 06/06/11 30.00 5881960 6 7/5/2011 M/ A
D Callahan, Jonny 06/06/11 70.00 5881977 7 7/5/2011 M2

== Select == bl Gob | 6 records found.

Schedule Interview
Make Offer

Hire

Reject

Email Motify

Mail Merge

Interview Scheduled

Tow2l Score Person ID Referred Rank Referral Expires Notices Interview

MNo records found.




Actions on Referred List
OHC

« Schedule Interview

— If HR handles interviews, then
interviews are generally scheduled
within Insight

— May use this functionality to schedule
2" interviews if actual Hiring Managers
perform interviews

« Make Offer

— This step is not required

. . &
— Used to track offer information T
oW



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 o g

: Investing in what matters..



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 'L

: Investing in what matters..




Schedule Interview

* Required

Mame: Mary Lampley
Person ID: 5831909

+ Date: |June v||lg v|[2011 %]
= Time: | 10 am V| | :00 V|

Duration: | 1hr V| | :00 V|

Location: |RhDdES State Office Tc|

Address 1: |3E] E. Broad St. |

Address 2: |28th floor |

City: |Cn|umbus |
State: |Ohin v

Zip Code: |43215 |

Phone: |614-466-8044 |

Disposition: Scheduled
Comments:




Make Offer

Referred
[ | Action Date Total Person ID Referred Referral MNotices
Score Rank Expires

|:| Drake, Nicolas 06/06/11 a0.00 5881979 3 7/5f2011 NfA

|:| Dalby, Trish 06/06/11 85.00 5881915 4 7/5f2011 NfA

[] |Lawver. James 06/06/11 82.00 5831303 5 7/5/2011 /A

|:| Allen, Mary 06/06/11 80.00 5881960 & 7/5f2011 NfA

|:| Callahan, Jonny 06/06/11 70.00 5881977 7 7/5f2011 NfA

== Select == v 5 records found.

Interview Scheduled

Total Referred Referral e [

B Name Action Date Score Person ID Rank Expires

Lampley, Mary 06/06/11 92.00 |5B81909 2 7/5/2011 MfA |B/8/11 10:00 AM

Make Offer v m\ 1 record found.

: Investing in what matters..



Make Offer

FRequisition £ 11FISCALO1 Foszition Type Full-Time, Permanent, Exempt
Requisition Title Fiscal Officer 1 Vacancies 1
Working Title Fiscal Officer 1 HR Analyst Sutherland, Laura
Department i;:ll:'g:mental Protection HR &nalyst Phone
Exam Flan £ 20008765 HR. Liaison Sutherland, Laura
Exam Flan Title Fiscal Officer 1 HR Liaisocn Phone 1231111111
ok 20008765 Fiscal Officer 1

Positions

* Required

MName: Mary Lampley
Person ID: 5881909
= Status: Answer Pending

+ Offer Date: [06/10/11

Offer Amount: (523,04

Bonus Amount: |[50.00

Comments:




Referred

. Total Referred Referral
| Action Date Score Person ID — s
D Drake. Micolas 06/06/11 90.00 5881979 3 752011 S
D Dalby, Trish 06/06/11 85.00 5881915 4 7/5/2011 M/ A
D Lawver, James 06/06/11 82.00 5881903 2 752011 S
D Allen. Mary 06/06/11 80.00 5881960 B 752011 MSA
D Callahan. Jonny 06/06/11 70.00 5881977 7 752011 S

| == Sglect == v| 5 records found.

Interview Scheduled

Hl Name  Action Date Total Score Person ID Referred Rank Referral Expires Motices Interview

== Select == V| [ Gob | Mo records found.

Offer Pending

Total Referred Referral .
e Person ID Rank Expires Motices Offer

[¥] | Lampley. Mary 06/06/11 | 92.00 |5881309 2 7/5/2011 N/A | Pending

| Hire V| m\ 1 record found.

B Name Action Date




Ire

* Required

Mame: Mary Lampley

Ferson ID:
Status:

5E8E1909
Hired
= Offer Date:
Offer Amount: S
Bonus Amount: $
= Answer Date: [06/13/11
+ Filled On Date: |0&6/13/11
*= Start Date: |06/20/11

Orientation Date: [06/20/11

Keep Active on Eligible List: |No

Comments:
2500 character limit

Longevity :

Pay Range :

Step :

Supervisor's Name :

Type of Action :

Position Mumber :

Mo Approwvals

[ Save H Save and Releaﬂ]

T~




Reject

Requisition £ 11FISCALD1
Requisition Title Fiscal Officer 1

Working Title Fiscal Officer 1

Department Environmental Protection Agency

Exam Flan £ 20008765
Exam Plan Title Fiscal Officer 1

Job 20008765 Fiscal Officer 1
Positions

Fosition Type Full-Time, Permanent, Exempt
“acancies 1
HR Analyst Sutherland, Laura
HR Analyst Phone
HR Ligizon Sutherland, Laura
HR Liaison Phone 1231111111

Comments: 06/08/11 [L. Sutherland]: Theze candidates
written exam.

have passed the minimum qualification review and the

Drake, Nicolas
Dalby, Trizh
Lawyer, James
Allen, Mary
Callahan, Jonny

=l ] =] [£] [=]

Referred
Action Date ;'EE;L Person ID :::Iim}d E:;?:;:I
06/06/11 90.00 5881979 3 7/5/2011
06/06/11 85.00 5881915 4 7/5/2011
06/06/11 82.00 5851903 3 7/5/2011
06/06/11 80.00 5881960 & 7/5/2011
06/06/11 70.00 5881977 7 7/5/2011

Notices

/A
/A
/A
/A
N/A

=
S8,
]
]
—

5 records found.

TN~




Reject

Requisition £ 11FISCALO1
Requisition Title Fiscal Officer 1

Working Title Fiscal Officer 1
Environmental Protection
Agency

Exam Flan £ 20008765
Exam Flan Title Fiscal Officer 1

Job 20008765 Fiscal Officer 1
Fositicns

Department

Fosition Type Full-Time, Permanent, Exempt
Vacancies 1
HR Analyst Sutherland, Laura

HE. Analyst Fhone

HR Liaison Sutherland, Laura
HE. Liaizon Phone 1231111111

= Required
Trish Dalby 5881915
Micolas Drake 5881979
Mame: James Lawyer LEE1903
Mary Allen E88194a0
Jonny Callahan E881977
= Reason: |Interuiewed—nat selected hd

Comments:

[ Sa@ Cancel ]

T




Referred List

Hired
. Total Referred Referral .
B Name Action Date e Person ID Rank Expires MNotices
|:| Lampley, Mary 0&6/06/11 92.00 |5881909 2 7/5/2011 M/ A Details
| == Selaert == v| 1 record found.
Rejected

B Name  Action Date Total Score Person ID Referred Rank Referral Expires MNotices Rejection

== Select == V| Mo records found.

Rejection Pending

B Name ggﬂ:" ;DEE;L Person ID ::flirred E:;?rr;:l Notices Rejection
[ ]|Drake. Micolas 06/06/11 90.00 (5881979 3 7/5/2011 MS& Edit
|:| Dalby. Trizh 06/06/11 85.00 (5881915 4 7/5/2011 MSa Edit
|:| Lawyer, James 06/06/11 g82.00 (5881903 5 7/5/2011 MSa Edit
|:| Allen, Mary 06/06/11 80.00 (5881960 6 7/5/2011 MSa Edit
|:| Callahan, Jonny 06/06/11 70,00 (5881977 7 7/5/2011 N/ A Edit

| == Sglect == v| 5 records found.




Editing a Referred List
Insight

* Required

Display Candidate Status As

Ref List Notification Days | 4 weeks w

Referred List Expiration Days |30

Referred List Expiration Date

Save

o

: Investing in what matters.




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

: Investing in what matters..



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 o g

: Investing in what matters..



Actions on Referred List
Insight

« Send Email Notification
« Send Written Notification

« Remove from List

: Investing in what matters.




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
P @



Questions???
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Training & Consulting
Available to Departments

o
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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? ".

: Investing in what matters..



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

o

: Investing in what matters..


mailto:careers@ohio.gov

Which of the following classes would be
beneficial to you or other users in your
department? Check all that apply.

= Job Posting Process
= Advanced Filtering

= Applicant Tracking
Process - Evaluation
Steps/Notifications

= Reporting

= Developing Effective
Supplemental
Questions




Q&A
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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).

o
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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.

: Investing in what matters..



Q&A
Q: What is DD 2147

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.

o
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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.

o
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Hiring Management Group
Contact Information

careers@ohio.qov
(614) 466-8044

OR

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

: Investing in what rnatters..
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