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Currently have 22 job aids posted
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Updated based on enhancements released between spring and summer.  Updated 15 
job aids as of August.
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Must know OHMS and department’s procedures/processes and pay close attention to 
detail.  As we explain the OHC further, you’ll understand the rationale of OHMS 
Coordinators a little better.
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Currently, we review postings daily.  Once the coordinators are trained, we will no 
longer be reviewing postings.  Supplemental questions will also need to be reviewed.  
This will help with consistency in using supplemental questions.
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Went from 3 pages to 8 pages.  Divided into section such as postings, requisitions, 
etc. for ease of use.  It will be necessary to submit a new form, due to re-
organizations, users leaving, etc.
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This may be familiar to those who attended our initial kick-off and training sessions, 
but it probably makes a little more sense now that you’ve been using the system for a 
while.

Currently, the eligible list is used for the candidates who are eligible for the next 
hurdle in the process, such as interviews.  With the Certification module, it can mean 
the candidates are eligible due to a layoff or because they passed a civil service 
examination.

Pay close attention to the referred candidates area as this will be an area we will 
focus on during the cert. demo.



Roles in Insight-Human Resources are strictly for HR.  The Online Hiring Center 
involves other roles in your department, not just HR.
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Approver role is currently turned off, but will be turned on once the OHC is rolled out  
Once, we roll out the OHC, departments who choose, can add their hiring managers 
and SMEs so they can be sent applications electronically. In some departments, the 
Hiring Manager role will be someone in HR.  OHMS Coordinator training will help 
clarify how to use the different roles in your department.
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We just showed you the way the system will be used for a normal recruitment, now 
we will show you how the OHC will be used for Certification when requesting a 
cert/layoff list.
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For Cert. purposes, we will create a department for Certification.  This will facilitate 
communication between departments and cert.  You will have access to your 
department and divisions and you will have access to Cert. information related to 
your Department and divisions.  Cert. staff will only have access to the certification 
department.
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We just showed you the way the system will be used for a normal recruitment, now 
we will show you how the OHC will be used for Certification when requesting a 
cert/layoff list.
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•In this demo, you are logging in as AgencyUser1.

•Pretend you are an analyst in Agriculture attempting to fill a BU position that also 
has a civil service tested class eligible list.  

•Notice throughout this process that everything is electronic, no paper and mailing.  

•<Click> You choose the Online Hiring Center
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•Now that you’ve logged in.

•You will click on the Open New Requisition link <Click>
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•Now you see all of the available classes.  

•You must find the appropriate class.  
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•In this demo, we will use 12111 (Clerk 1)

•You would type in 12111 <Click> and hit the Red Go button.  
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•That brings up the class you would be looking for.  

•<Click> You would click on the Create New link to create a new requisition.  

•This process may seem similar to some of you that already create reqs.
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•You would type in the Requisition Number.  

•In this demo I used an arbitrary numbering, AGR-4411. <Click>

•Notice that you would have typed an L at the end.  

•The L signifies that you are making the initial layoff request.  

•Moving down in the Dept area <Click> you would select Certification.  
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•Next you select the appropriate division. <Click>

•We are selecting Cert/AGR Dairy in this demo.

•You would select the division based on the division that you are filling a position for.  



49

•Next, you would select yourself (AgencyUser1 in our Demo) as the Hiring Manager.

•You move yourself from the Available names, click the arrow <Click>

•And, into the Assigned names <Click>

•One Note: Cert is available as a hiring manager because they will always be 
considered a hiring manager in order to complete their part of the process behind the 
scenes.  
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•Further down the page we are into the approval section.

•You would select Certification <Click> as the Approval 1.

•That brings up a list of Users in Cert <Click> and in this demo we select CertUser1.  

•When we use the system fully, there will be names instead of CertUser, AgencyUser, 
etc.

•When done with that, we click <Click> the Save and Release button.  
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•Behind the scenes Cert does their process.

•Cert would receive an email regarding the requisition.  

•They would check the layoff list for the class.  

•In our Demo, there are 0 layoff names.

•Cert would approve the req with a message attached where Cert is granting internal 
authorization.

•You would receive an email that action has been taken, and log back in…
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•So, you log back in <click> and use the OHC.
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•You are now on your OHC front page.

•Notice <click> that your Clerk 1 requisition has been approved.

•You have two options to see any messages regarding that approval.

•The first is <Click> click on the Show Approval Detail.

•The second <Click> is by clicking on the history link.
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•By clicking on Show approval detail we see the following.  

•Notice the various information including the message granting internal authorization 
to hire at the end.
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•Had we clicked the History link we’d be taken to a separate page.

•This is the message that would be displayed.  The same message.

•Now, you have internal authorization…
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•So, with that, you will follow your already established processes for hiring internally.  

•In our Demo, there will be no one to hire internally.  

•After determining there are no internals, you would log back in…
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•Again, you would log back into the OHC.  

•You are now requesting a civil service tested class eligible list with their being no 
internals in our demo.
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•The same approved requisition is there.  

•You will next use the copy req <click> feature by clicking on it.  

•You are doing this because you are requesting a different list, but are keeping 
virtually the same information.  
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•You will get a prompt as to whether you’re sure you wish to copy this requisition.

•Click OK
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•Much of the information is still the same, and already entered.

•However, you would go to the requisition number, and change the L on the end to a 
C.  

•L was for the initial layoff list request.  

•C is for the Civil Service Tested Class eligible list request.  

•Dept, Division, and Hiring Manager are already entered for you.  
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•Down the page, you would enter comments. 

•You are typing that there were essentially no internals, the date, and your name.  

•Everything else is already entered, the Approval, Final Approval, and the CertUser1.

•Click on Save and Release.
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•Back to your OHC Front page.

•Both of your requisitions are here.  

•The approved layoff requisition ending in L <Click>

•The in progress certification eligible list requisition ending in C <Click>

•The req ending in C is in Progresss because you just made it, and Cert has not 
addressed it yet.  

•Note that Cert will always approve reqs.  

•Even when there are 0 names, they will approve, and send a message along with the 
approval.  

•Earlier in the demo, we saw that they approved the layoff list requisition with 0 
names, and a message granting internal authorization.  
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•Cert receives an email and works behind the scenes.  

•The will check the appropriate Certification eligible list for names.  

•In our demo there will be enough names on the list to refer out.  

•You are notified by email that action has been taken on your requisition, so you log 
back in…
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•Again, same process, log in, use OHC.
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•At the top of your page, you will <Click> click on the My List link.

•Notice also that BOTH of your requisitions are approved instead of one being In 
Progress.
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•Now on your My List front page, you can find your list. 

•You created the one for Clerk 1 in our Demo, so you want to view <Click> your 
candidates.

•You would click on the View link.  

•Note that the only people that will have the security role to view these candidates 
are Hiring Managers and Liasons.   
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•This is a list of the referred candidates based on your requisition.  You have 10.  

•None of them have been interviewed or rejected yet.  
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•You begin scheduling interviews by hitting the drop down and selecting Schedule 
Interview <click>.

•You would then click the Red Go button.  



•You are taken to this screen where you fill out the information for the specific 
candidate that you are scheduling.  
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•Once you are finished scheduling the candidates they will all be in the Interview 
Scheduled area as shown here.  
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•Let’s assume that they’ve shown for their interviews, and it’s time to reject 9 of the 
10.

•You would click the drop down <Click> and select Reject.  Then hit the Red Go 
button.  
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•You hit the drop down button, and in our demo we will select Interviewed-Not 
Selected <Click>.  

•You could put in any comments if you wish.  

•You would then hit the Save button.  
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•You are hiring the remaining person in our Demo.

•You would click the drop down and select Hire <Click>, then hit the Red Go button.  
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•The hired screen has a few required fields that you would fill out.  

•You would enter any other pertinent information, and click save.  
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•You now have placed the candidate in the hire area as shown here.

•An alert is sent to Cert, and they will do their final review.  
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