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OHMS Reminders

What's New
— Job Aids

— Fall Training Schedule

— OHMS Coordinators

— Updated Security Form

Preparation for Certification Go-Live

— Overview of the OHC

— Certification Module

— Demo of Basic Process of Requesting Layoff

and Certification Eligible Lists

Q&A
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Poll Question #1

I check the “"The Weekly" for updates on
OHMS.

EYes

" No

Sometimes




OHMS Reminders

'Ll 4
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Reminders

* Notice Templates
— DO NOT select a Reject Reason

— DO NOT edit another department’s
template

» Display Closing Date
— Should ALWAYS be checked
— Must manually check if COPYING a
posting
« Display Candidate Status

— Don't forget to change to: Position filled
after candidate has been selected".

. .




What's New




Job Aids




New “"Mini” Job Aids
« Adding Attachment to Requisition

» Creating an Exam Plan

» Associating Requisition with Existing
Exam Plan

Currently have 22 job aids posted



Updated Job Aids

Creating a Requisition

Copying a Requisition

Exam Plan Overview

Copying a Posting

Entering Paper Applications
Batching and Printing Applications
Printing Attachments

Updated based on enhancements released between spring and summer. Updated 15
job aids as of August.



Updated Job Aids

Creating and Sending Email Notices
Creating and Sending Mail Notices

Associating New Requisition and New
Exam Plan with Existing Job Posting

Associating New Exam Plan with
Existing Job Posting

Creating a Posting with Exam Plan

and Requisition o g
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Updated Job Aids

» Creating a Posting with Exam Plan

Only (No Requisition)

» Creating a Posting without
Requisition or Exam Plan

» Creating Evaluation Steps
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Job Aids

3 Locations

— Insight
* Click on "My Links” in upper right-hand

corner; then click on OHMS Job Aids

— http://oaks.ohio.gov/

— DAS web page
http://das.ohio.gov/Divisions/HumanRe
sources/WorkforceAdministration/OhioHi
ringManagementSystem/tabid/131/Defa

ult.aspx
o®
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Fall Training Schedule

'Ll 4
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Poll Question #2

If a training session is more than 4
hours I prefer:

® 2 half days (one day
after the other)

m 1 full day

No preference

14



Training

* Job Posting Process
—In Class: October 6th
— Webinar: October 19th

« OHC/Certification Module

training
— Dates TBD
— Look for details in “The Weekly”
&

o>
&
0
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OHMS Coordinators

'Ll 4

PS P
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Purpose/Rationale

» Point of contact for department
« Similar to OLEAP Coordinator role

» Necessary for moving forward with
the Online Hiring Center (OHC)

@

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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Responsibilities

+ Review job postings
— Contact appropriate user to edit if necessary
— Checklist to be provided

« Handle security forms for Insight
— New user forms
— Updated user forms
— Deleted user forms

« Manages security for Online Hiring Center
— Add new users
— Update users
— Delete users

@

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.



OHMS Coordinators

* One Coordinator per department &
One back-up Coordinator

— Departments with multiple locations can
designate regional coordinators to work
with main OHMS Coordinator

« Each Coordinator MUST attend
mandatory training

r Ly

. .
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OHMS Coordinators

« Email will be sent to HR
Administrators in early October
identifying responsibilities and
requesting name(s) of OHMS
Coordinators

— Quick survey to complete contact
information for selected coordinators

r Ly

. .
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Poll Question #3

During which time period do you prefer
to attend training sessions?

® Morning
= Afternoon

No preference
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Updated Security Form

'Ll 4
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Updated Security Form

» Currently in the process of updating
security form
— More comprehensive
— Reflects recent enhancements

— Allows departments to only grant access
to areas of NEOGOV where user action

is required
— All users will need to submit a new form
o,
o ®

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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Overview of the

Online Hiring Center

'Ll
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OHC - Departments
" 4

Screening ¢
« Training & Experience
Evaluation H
= Written, Oral,
‘erformance Exams

Insight —
HR Users

Job Applicants

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.

25



Online Hiring Center -
Departments

Home » Secure Login
NEOGOV

& . Please enter your Username and Password below to
r nSIg access your secure Insight account.

Username:

Password:

O Insight - Human Resources
@® Online Hiring Center - Departments

Login

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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« Create online

= Create online . \;R‘i:?/::"a!:llt:;::artmen +Approves online
requisitions e requisitions
Requisitions « Hires

* Manage security for

+ Review applications
= Update applicant’s

dispositions (i.e.
pass/fail or score)

+ Review applications

= Interview/Offer/
Hire/Reject applicants
from referred list

Department users

27



Online Hiring Center

« Portion of Insight where users login to
perform the following actions:
— Create requisitions
— Approve requisitions
— Approve hires
— Review applications as a SME
— Review applications as a Hiring Manager

NEOGOV
='lr‘|3|ght OHC My Requisitions | My SME Review | My List | Preferences | Help | Logout

Post  Approvals

welcome, Online Hiring Center (OHC) My Requisitions

Open New Requisition | Show All Regs. in My Dept. | Show Approval Detail View Departmnent Users |
Show Filled Reqs. | Show Cancelled Reas.

Search for req. # or req. title: [ Gor |

28



Online Hiring Center

« Originator Role
— Creates requisitions
— Does not have ability to view other
user’s requisitions
- Liaison Role
— Creates requisitions

— Ability to view all requisitions created by
department’s users

— Manages security for agency

29



Online Hiring Center

« Approver Role
— Approves/denies requisitions/hires

- SME Role

— Reviews/scores applications sent from evaluation
steps in the exam plan
- Hiring Manager Role
— Reviews list of applicants referred from eligible list
— Takes action on applicants
+ Schedules Interviews

+ Offers Position
+ Hires Applicants

* Rejects Applicants r
L 4
@

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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Insight —
HR Users

Job Applicants

OHC - Departments

*+ Minimum Qualification i

Screening
« Training & Experience
Evaluation

* Written, Oral,
Performance Exams

31



Poll Question #4

Do you currently create requisitions?

m Always
m Sometimes
" No

= Not my
responsibility

32



Certification Module

o

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.



Online Hiring Center -
Divisions

Back to Division List

" Required

Division  -2360000C
Code:

* Division .
Name: Cert/AGR Dairy

Department: Certification ~

Status: Active ¢

Submit | | Delete

Back to Division List

* Required

Division
Code:

* Division
Name:

AGR360000
Dairy

Department: Agriculture v

Status: Active ¢

Submit

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.



Certification Module

Step 1
« Department HR Analyst

— Originator/Liaison Role

— Create requisition to request
layoff/certification eligible list

35



Certification Module

Step 2
» Certification Analyst
— Approver Role

— Approves requisition after checking for
names on layoff/certification eligible list

— Sends layoff/certification eligible list
names back to the requesting
department

r Ly

. .
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Certification Module

Step 3
« Department HR Analyst
— Liaison/Hiring Manager Role
— Takes action on applicants referred from
layoff/certification eligible list
» Schedules Interviews

« Offers Position
* Hires Applicant

+ Rejects Applicant & '.

37



Certification Module

Step 4
« Certification Analyst
— Liaison/Hiring Manager Role

— Reviews actions taken by department’s
Liaison/Hiring Manager Role
« Sends inactivation notices

r Ly
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Poll Question #5

I'm familiar with certification and layoff
rules related to requesting eligible and
layoff lists.

mYes

mNo

Uncertain

40



Certification Demo

o

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.



Requisition Process

™
N EOG OV 1-888-NEOGOV1 | Home | Site Map | Contact | Login

Products

ustomers

Home » Secure Login

NEOG(
1= H Please enter your Usemame and Password below to access your secure
| nslg Insight account

Username: AgencyUserl
Password: essessesss

O Insight - Human Resources
® Online Hiring Center - Depantments

'L/
OhioHiring Management System @

Investing in what matters. ..

e|n this demo, you are logging in as AgencyUser1.

ePretend 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



Requisition Process

Post Approvals Admin

Welcome, Agency AgencyUserl
Open New Requisition | Show All Regs. in My Dept. | Show Approval Detail | View Department Users | Show Filled Regs. |

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

Company Information | Privacy Policy | Legal Terms

'L/
OhioHiring Management System @

Investing in what matters. ‘.

*Now that you’ve logged in.
eYou will click on the Open New Requisition link <Click>



Requisition Process

Welcome, Agency AgencyUserl
AIBICIRIEIEIGIHITIIIKILIMINIQIEIQIRISITIVIVIWIXIYIZ

Gob

Search for class title or class co

112131415/1612181310 NextPage

16512 Account Clerk Positions Create New
16513 Account Clerk 3 Positions Create New
16515 Account Clerk Supervisor Positions Create New
66391 Account E; Positions Create New
62131 Accountan ard Executive Director Positions Create New
66111 Accountant/Examiner 1 Positions Create New
66112 Accountant/Examiner 2 Positions Create New
66113 Accountant/Examiner 3 Positions Create New
66114 Accountant/Examiner 4 Positions Create New
66115 Accountant/Examiner Supervisor 1 Positions Create New
66116 Accountant/Examiner Supervisor 2 Positions Create New
44210 Activities Aide Positions Create New
44217 Activity Therapy Administrator Positions Create New
o antety Theapg Spazals Bositions Create New

'L/
OhioHiring Management System @

Investing in what matters. ‘.

*Now you see all of the available classes.

eYou must find the appropriate class.



Welcome, Agency AgencyUserl

Class Title

Account Clerk 1

Account Clerk 2

Account Clerk 3

Account Clerk Supervisor
Accoun! i

A intan ri

Accountant/Examiner 1
Accountant/Examiner 2
Accountant/Examiner 3

Accountant/Examiner 4

Positions
Positions
Positions.
Bositions
Positions
Positions
Positions
Positions
Positions

Positi

Requisition Process

Create New

Create New

Lreate New

0%

OhioHiring Management System @

Investing in what matters. ..

eIn this demo, we will use 12111 (Clerk 1)

eYou would type in 12111 <Click> and hit the Red Go button.

45



Requisition Process

Welcome, Agency AgencyUserl

Search for class title or class code: 12111 @
1 record found.
Page 1 of 1
Class Code Class Title Positions Requisition
12111 Clerk 1 Positions Create New

OhioHiring Management Syste

Investing in what matters.

0%
m @
0®

eThat brings up the class you would be looking for.

e<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 regs.

46



Requisition Process

Post Approvals Admin

Welcome, Agency AgencyUserl

Class Title: Clerk 1
Class Code: 12111
Creator: AgencyUserl, Agency

Desired Start Date:
Requisition #: AGR-4411-L

Working Title:

Vacancies:
= Department: Select === [

Division: === Select ===
Agriculture

= Hiring Managers: Cartiicabion

OhioHiring Management System @

Investing in what matters. ..

eYou would type in the Requisition Number.

e|n this demo | used an arbitrary numbering, AGR-4411. <Click>
eNotice that you would have typed an L at the end.

eThe 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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Requisition Process

Post Approvals Admin

Welcome, Agency AgencyUserl

Class Title: Clerk 1
Class Code: 12111
Creator: AgencyUserl, Agency

Desired Start Date:
Requisition #: AGR-4411-L

Working Title:
Vacancies:
= Department: | Certification ~|
Division: | === Select === vl
= Hiring Managers: === Select === | Assigned:
AGR Dairy

Ce| GR Food Safety
Weights and Measures
<<

'L/
OhioHiring Management System @

Investing in what matters. ..

*Next you select the appropriate division. <Click>
*We are selecting Cert/AGR Dairy in this demo.

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



Requisition Process

Welcome, Agency AgencyUserl

Class Title: Clerk 1
Class Code: 12111
Creator: AgencyUserl, Agency

Desired Start Date:
Requisition #: AGR-4411-L

Working Title:
Vacancies:
* Department: Certification ~
Division:  Cert/AGR Dairy v/
* Hiring Managers: Available: Assigned:
CertUserl, Cert AgencyUserl, Agency
Clifton, Rod [P

'L/
OhioHiring Management System @

Investing in what matters. ..

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

49



Requisition Process

Job Term: | === Select ===
List Type: === Select === ~
Position Type: O Existing Position (Replacement of Staff)
O New Position

Position Control: position = First Name Last Name Vacancy Date
Add Another Vacancy
Skills:
Comments:

No Approvals []

Approval 1: = CertUserl, Cert

ation [
Select ===
fication

ore next approval

Approval 2:

@ Must approve before next approval
O Final approval

(GSaxscnie] [ESavesadralezzar] "'
OhiloHiring Martgement System @

Investing in what matters. ..

eFurther down the page we are into the approval section.
eYou would select Certification <Click> as the Approval 1.
eThat 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.



Requisition Process

* Behind the scenes, Certification
handles their end of the process.

'L/
OhioHiring Management System @

Investing in what matters. ..

*Behind the scenes Cert does their process.

eCert would receive an email regarding the requisition.
*They would check the layoff list for the class.

e|n our Demo, there are 0 layoff names.

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

eYou would receive an email that action has been taken, and log back in...



Requisition Process

™
N EOG OV 1-888-NEOGOV1 | Home | Site Map | Contact | Login
s Customer C "

Products

ustomers

Home » Secure Login
NEQOGOV

O Insight - Human Resources
® Online Hiring Center - Depantments

OhiloHiring Management Syste

Investing in what matters.

0%
m @
0®

*So, you log back in <click> and use the OHC.
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Welcome, Agency AgencyUserl
Open New Requisition | Show All Regs. in

Position ID Department I Division [
Cert/AGR

Created 1Y
09/21/10

Action

AGR-4411-L
AGR - 4411- |
L

Certification

Dairy
Cert/AGR
Dairy
Agriculture 1

Certification 09/20/10

09/10/10

AG-4411-L E Certification

Req.# 0  Req.Title 0

Position ID Department D Division D Created I Action

Requisition Process

My Requ

M: t. | Show Approval Detail | View Department Users | Show Filled Regs. | Show Cancelled Regs.

Edit Copy Reg Cancel:

Edit Copy Regq Cancel Hi
;mﬂi

Edt CopyRegq

ASR- 3411 | Data Base admiistrator 1 certfication | SSVAS® | 03720110 | et Copy Rea Cancel Resssion tistory
éG e i m L Certification Agriculture 1 | 09/10/10 | Edit Copv Reg Cancel Reassign History

Investing in what matters.

0%

OhioHiring Management System @

eYou 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.
eThe first is <Click> click on the Show Approval Detail.

*The second <Click> is by clicking on the history link.

53



Requisition Process

Welcome, Agency AgencyUserl

My Requ
Open New Requisition | Show All Regs. in My Dept. | Hide Approval Detail | View Department Users | Show Filled Regs. | Show Cancelled Regs.
A|IBICIRIEIEIGIHILIIJIKILIMINIQIBIQIRISITIVIVIWIX|XYIZ
Search for req. #, req. title or position #: Gok

Approved Requisitions
3 d

#N  Req.Title G

AGR-4411-L | Clerk1 Certification ; 09/21/10 | Edit Coov Req Cancel History
Approval Group Received Approvers Action Action Date Returned To Notel
Certification 09/21/10 02:42 PM | CertUserl, Cert |Approved 09/21/10 02:49 PM THERE IS NO

RECALL LIST AT
THIS TIME. 30-DAY
AUTHORIZATION
GRANTED TO FILL
BELOW PCN(S)
WITH INTERNAL
CANDIDATES
PURSUANT TO THE
CBA, SUBJECT TO A
NEW LAYOFF LIST.
IF NO INTERNAL
CANDIDATES, THEN
A CERT LIST MUST
BE REQUESTED TO
FILL VACANT
POSITION NUMBER
KHXHHXKKK

'L/ )
OhioHiring Management System @

Investing in what matters. ..

*By clicking on Show approval detail we see the following.

eNotice the various information including the message granting internal authorization
to hire at the end.



Requisition Process

Welcome, Agency Agencylserl
Clerk 1 AGR-4411-L

Action Date Approver Phone Approve/Deny To

09/21/10 02:49 PM CertUser!, Cert 466-7907 Approved NA
THERE IS NO RECALL LIST AT THIS TIME. 30-DAY AUTHORIZATION GRANTED TO FILL
BELOW PCN(S) WITH INTERNAL CANDIDATES PURSUANT TO THE CBA, SUBJECT TO A

NEW LAYOFF LIST. IF NO INTERNAL CANDIDATES, THEN A CERT LIST MUST BE
REQUESTED TO FILL VACANT POSITION NUMBER XXXXXXXX

Returned

Phone

N/A

OhloHiring Management Syste

Investing in what matters.

0%
m @
0®

*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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Requisition Process

« The agency now follows the
processes they currently use to post
a position internally.

'L/
OhioHiring Management System @

Investing in what matters. ..

*So, with that, you will follow your already established processes for hiring internally.
e|n our Demo, there will be no one to hire internally.

e After determining there are no internals, you would log back in...



Requisition Process

™
N EOG OV 1-888-NEOGOV1 | Home | Site Map | Contact | Login
s Customer C "

Products

ustomers

Home » Secure Login
NEOGOV

FInsight =

'L/
OhioHiring Management System @

Investing in what matters. ..

eAgain, you would log back into the OHC.

eYou are now requesting a civil service tested class eligible list with their being no
internals in our demo.



Requisition Process

Welcome, Agency AgencyUserl My Requi
Open New | Show All Regs. in My Dept. | Show Approval Detail | View D Users | Show Filled Regs. | Show Cancelled Regs.

AIBICIRDIEIEIGIHIIIIIKILIMINIQIRIQIRISITIVUIVIWIXIYIZ

Search for req. #, req. title or position #:
ed Requisitions
q.# 0 Req. Title & Position ID Department [ Division 0  Created I Action
AGR-4411-L | Clerk 1 Certification g::{l"ck 09/21/10 | Edit Cancel History

'L/
OhioHiring Management System @

Investing in what matters. “

eThe same approved requisition is there.
eYou 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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Requisition Process

Welcome, Agency AgencyUserl My Requ
Open New Reguisition | Show All L in M: . | Show Approval Detail | View Department Users | Show Filled Regs. | Show Cancelled Regs.

AIBICIRIEIEISIHIIIIKILIMINIQIEIQIRISITIVIVIWIXIYIZ

Search for req. #, req. title or position =: Go»
Approved Requisitions
3 found
Fag 1
Req. # D Req. Title & Position ID Department B Division I  Created I Action
AGR-4411-L | Clerk 1 Certification g;{}’y“;" 09/21/10 |Edit CopvReq Cancel History
(GR - 4411~ | pata Base Administrator 1 Certfication | SSYAGR 09/20/10 | Edit CoovReg Cancel History
AG - 4411 - L | Demo Exam Worker Certification Agriculture 1 09/10/10 | Edit Copy Reg Cancel History
Page 1 of 1
Open Requisitions [The page at https://secure.uat.neogov.net s... E}
2 found
1 Are you sure you want to copy this requisition?

[AGR-44114 - Clerk 1]

Data ase Administrator 1 e e 10 |Edt CopyReq Cancel Reassian History

m Worker \

x ho |edt coovmes Concel eassion History
%
OhioHiring Management System @

Investing in what matters.§ .‘

AGR - 4411

AG - 4411 -
C

eYou will get a prompt as to whether you’re sure you wish to copy this requisition.
¢Click OK



Requisition Process

Welcome, Agency AgencyUserl

Class Title: Clerk 1
Class Code: 12111
Creator: AgencyUserl, Agency

Desired Start Date:

Requisition #: GR-4411-
Working Title: i
Vacancies:
* Department: Certific: —

Division: | Cert/AGR Dairy v
= Hiring Managers: Available: Assigned:
CertUser1, Cert AgencyUserl, Agency
cClifton, Rod

'L/
OhioHiring Management System @

Investing in what matters. ..

*Much of the information is still the same, and already entered.

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

o was for the initial layoff list request.
oC is for the Civil Service Tested Class eligible list request.

eDept, Division, and Hiring Manager are already entered for you.



Requisition Process

Skills:

Comments: No one with bid rights or bargaining unit rights to the
position was available for selection. xx/yy/zzzz.
AgencyUserl.

No Approvals []

Approval 1: CertUserl, Cert

Certification |

O Must approve before next approval
@Final approval

Approvalizs ——— T ¥

O Must approve before next approval
OFinal approval

[_save only | [_save and Release |

'L/
OhioHiring Management System @

Investing in what matters. ..

eDown the page, you would enter comments.
eYou are typing that there were essentially no internals, the date, and your name.
eEverything else is already entered, the Approval, Final Approval, and the CertUser1.

¢Click on Save and Release.



Requisition Process

Welcome, Agency AgencyUserl My Requ
Open New Requisition | Show All Regs. in My Dept. | Show Approval Detail | View Department Users | Show Filled Regs. | Show Cancelled Regs.

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

In Progress Requisitions
1 found.

Req. # M  Req. Title K Position ID Department IV Division ™  Created M Action
Cert/AGR

AGR-4411-C | Clerk 1 Certification Deiry. 09/21/10 | Edit Copy Reg Cancel Reassign History
Approv| quisitions
Req. # 1  Req. Title ki Position ID Department D' Division 3  Created O Action

AGR-4411-L | Clerk1 Certification 09/21/10 | Edit Copy Reg Cancel History

'L/
OhioHiring Management System @

Investing in what matters. ..

eBack to your OHC Front page.

eBoth of your requisitions are here.

*The approved layoff requisition ending in L <Click>

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

eThe req endingin Cis in Progresss because you just made it, and Cert has not
addressed it yet.

eNote that Cert will always approve regs.

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

eEarlier 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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Requisition Process

« Again, Certification now works
behind the scenes to complete the
process.

'L/
OhioHiring Management System @

Investing in what matters. ..

eCert receives an email and works behind the scenes.
*The will check the appropriate Certification eligible list for names.
e|n 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
backin...



Requisition Process

NEOGOV™

1-888.NEOGOV1 | Home | Site Map | Contact | Login

.
NEOG!
nter your Usemame and Pas:
ns|g i

Username: AgencyUserl

O Insight - Human Resources

® Online Hiring Center - Departments

word below to access your secure

L8

0%

OhioHiring Management System @

Investing in what matters. ..

eAgain, same process, log in, use OHC.
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Requisition Process

0GON
’|nSlght OHC My Requisitions | My List | Preferences | Help & Support |
Post  Admin
Welcome, Agency AgencyUserl My Reqt
Open New | Show All Regs. in My Dept. | Show Approval Detail | View Department Users | Filled Regs. | Show Cancelled Regs.

AIBICIRIEIEIGIHITI2IKILIMINIQIRIQIRISITIVIVIWIXIYIZ
Search for req. #, req. title or position # Gok

Approved Requisitions
3 s found

Req.# '  Req. Title &
Clerk 1

Clerk 1

Created I Action
09/21/10 | Edit CopvReq Cancel History
Edit Copv Req Cancel History

Position ID Department I Division I

AGR-4411-C Certification

AGR-4411-L Certification 09/21/10

'L/
OhioHiring Management System @

Investing in what matters. .‘

e 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.



Requisition Process

Welcome, Agency AgencyUserl
how All Lists in M men

Search for req. #, list title, or position #
Show Archived Lists Search by hiring manager: |All v]
-~ S T . g ant Last
Position ID Department IV Division [ Hiring Mgr Candidates Applications oo o g
AG - 4411 - C [Data Base Administrator 1 Certification | p9riculture |AgencyUserl, Agency| ;e\, print | 08/10/10
AGR - 4411 - C|Data Base Administrator 1 Certification g:fx‘“ AgencyUserl, Agency|  yiay print 09/20/10
AGR-4411-C [Clerk 1 Certifiation | SSTVAGR | AgencyUsert, Agency| v,y prnt | 09/21/10

'L/
OhioHiring Management System.‘
@

Investing in what matters.

*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.

eYou 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.



Requisition Process

eThis 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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Requisition Process

Welcome, Agency AgencyUserl Referred Canc

Requisition = AGR-4411-C Position Type
Requisition Title Clerk 1 Vacancies

Working Title HR Analyst Clifton, Rod

Departmant HR Analyst Phone

Exam Plan # HR Lisison AgencyUseri, Agency
Exam Plan Title Clerk 1 Examination HR Liaison Phone 614-466-7907

Job xx12111 Clerk 1 Examination
Positions.
09/21/10 [L. 1: Franklin County, Full Time, Class XYZ
Referred

Total

Name HE Elig Exp Date Notices

©09/21/10
o9/21/10
09/21/10
09/21/10
09/21/10
o09/21/10
08/21/10
o9/21/10
55535535 5355 Biohuibad
(@se)333-3333

0000000000

o9/21/10

Interview Scheduled

Phone

»tal Rank Email Notify Exam Plan #  Date Referred  Elig Exp Date  Notices  Interview

Email Notify
Mail Marge

Offer Pending

Phone  Total Rank  Email Notify &

n Plan #  Date Referred  Efig Exp Date  Notic

Hired

Nome Total Rank  Email Notify __Exam Plan # __ Date Reforrod g Exp Date

Select

Rejected

Naome Master Profile  Phone Total Rank ail Notify Exam Plan ®  Date Referred  Elig Exp Date  Notice

Select

eYou begin scheduling interviews by hitting the drop down and selecting Schedule
Interview <click>.

*You would then click the Red Go button.



Requisition

Welcome, Agency AgencyUserl

Process

Requisition # AGR-4411-C
Requisition Title Clerk 1
Working Title
Department Certification
Exam Plan # xx12111
Exam Plan Title Clerk 1 Examination
Job xx12111 Clerk 1 Examination
Positions

Position Type
Vacancies
HR Analyst Clifton. Rod
HR Analyst Phone
HR Lisison AgencyUserl, Agency
HR Liaison Phone 614-466-7907

- Required

Name: 6a2cbc co02ef
Person ID: 4737754
: | September [v] [ 21

: [ 3pm [w] :40(»
1hr [v][:00[>

Duration:

Location:
Address 1:
Address 2:

Ci
State

Zip Code:
Phone:

Disposition: Scheduled

Comments:

~| 2010 ¥]

eYou are taken to this screen where you fill out the information for the specific

candidate that you are scheduling.
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Requisition Process

Welcome, Agency AgencyUserl Referred Cani
Requisition = AGR-4411-C Position Type
Requisition Title Clerk 1 Vacancies
Working Title HR Analyst Clifton, Rod
Department Certification HR Analyst Phone
Exam Plan # xx12111 HR Liaison AgencyUserl, Agency
Exam Plan Title Clerk 1 Examination HR Liaison Phone 614-466-7907
Job xx12111 Clerk 1 Examination
Positions

Comments: 09/21/10 [L. Sutherland): Franklin County, Full Time, Class XYZ

Referred

Master Profile Phor Total Rank Referred Elig Exp Date

== Select =

. aster = nail Exam Date
Node Bk Rank _ Notify Plan # Referred

3|
&)
3|
|
o
9
o

[ | c002ef. 6a2cbc A:: 1 xx12111| 09/21/10 N/A | 10/10/10 3:00 PM
[| 000442, 7ab2e7 R s xx12111| 09/21/10 WA | 10710710 5:00 BM
[ 000675, 242¢ca¢ :{ 7 o |xa2111| o09/21/10 N/A 4:00 PM
| oosaes, fe2cs0 o 559.5559 10 o |wxa2111| os721/10 wa | 10/12/10 8:00 aM
[ 200032, 62c308 :’: S 1 xx12111]  09/21/10 WA | 10/11/10 9:00 AM
[J| 90000a, c79c9b :’: 1 xx12111| 09/21/10 WA | 10/11/10 10:00 aM
| 000e3b, c48332 5 ] « |oxa2111| o09/21/10 WA | 10/11/10 11:00 aM
[]| oobsob, 635a7d Pt s 1 o |wxa2111| osr21/10 WA | 1011710 12:45 B
| 200634, asaee2 e |0 o |oaz11| os/21/10 WA | 10/12/10 9:45 aM
[| booosc. 66asbe R ((g:g)gssss-_gggg 1 o |wazi11| o09s2110 WA | 10/12/10 2:45 oM
== Select =

*Once you are finished scheduling the candidates they will all be in the Interview

Scheduled area as shown here.
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Requisition Process

Requisition = AGR-4411-C Position Type
Clerk 1 Vacancies

Analyst © Rod
Certification HR Analyst Phone
= >oc12111 MR Lisizon AgencyUscrl. Agency
Exam Plan Title Clerk 1 Examination MR Lisizon Phone 614-466-7907
Job xx12111 Clerk 1 Examination
Positions.

Comments: 05/21/10 [L. Sutherland]: Franklin County, Full Time, Class XvZ

Referred

Ellg Exp

No records found

Date

- I T e roda  Elio Exp Date  Notices Interview

1| =002ef, aa2chc R e oo 1 xx12111]| o09/21/10 N/A | 20720710 3:00 BM
| 290442, zab267 3= s sx1z121| o09/21/10 ~wa | 2022030 s:00 BM
[ | 000675, 252cas 7 - xx12111| o09/21/10 N/A | 10730730 4:00 PM
[ | o0oaes, fc2c60 10 - =xx12111| oe/21/10 ~na | a0z33730 8:00 AM
[ | 200032, s2c308 1 xx12111| o09/21/10 N/A 10/311/10 9:00 AM
[ | deccoa. cZ9cob 1 xx12111| o09/21/10 ~wA | 2033730 10:00 AM
]| o00asb, cs833a s = |>x12121| oes21/10 ~N/A | 20723730 33:00 AM
[ | cobesh. s3sazd 1 = |>x12111| o9/21/10 ~NA | 107131710 12:45 BM
[ | o00s34. annce2 A (ess)sss-353s 10 - xx12111| 09/21/10 N/A | 20722730 9:a% Am
]| booosc. ssashs PR P 1 = |>x121121| osrz1/20 ~A | 20732730 2:95 M

records found.

| ==select
| Schedule Interview
Make Offer
| Phone Total Rank Date Referred Notices  Offer

al Rank © Roforrod

eLet’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.



Requisition Process

Requisition # AGR-4411-C Position Type
Requisition Title Clerk 1 Vacancies
Working Title HR Analyst Clifton, Rod
Department Certification HR Analyst Phone
Exam Plan # xx12111 HR Liaison AgencyUserl, Agency
Exam Plan Title Clerk 1 Examination HR Liaison Phone 614-466-7907
Job xx12111 Clerk 1 Examination
Positions
* Required
635a7d 00b89b 4104246
62c308 a00032 3189893
242ca4 000675 3092876
7ab267 000442 4058967
Name: 66a6b9 b0008c 4098817
€79c9b d0000a 5141331
c4833a 000e3b 3087717
fc2c60 009ae4 3260424
aaaee2 000634 4176691
| == Select == |E3)
Comments: | == Select

Interviewed-not selected

No rep sent correspondence
Not s
No sho r interview

Applica ithdrew from process

Cancel

eYou hit the drop down button, and in our demo we will select Interviewed-Not
Selected <Click>.

eYou could put in any comments if you wish.

*You would then hit the Save button.



Requisition Process

AGR-a411-C Position Type
Clerk 1 acancies
HR Analyst Clifton. Bod
Certification HR Analyst Phone
N o® xx12111 HR Lisison AgencyUserl. Agency
Exam Flan Title Clerk 1 Examination MR Lisizon Phone 614-466-7907
b %xx12111 Clerk 1 Examination
Positions

Comments: 05/21/10 [L. Sutherland]: Franklin County, Full Time, Class X¥Z

Referred

W Name Master Profile > Total Rank Email Notify cam Plan ® Date Referred Elig Exp Date Notices

No records found

== Select

Interview Scheduled

Elig Exp Date  Notices Interview

09/21/10

== ssie

== Salect

| Schedule Interview
Make Offer

Total Rank ) - Date Referred Elig Exp Date Notices  Offer

Referred Elig Exp Date

Total Rank Plan ® Date

Email Notify

09/21/10

os/21/10
o9/21/10

09/21/10

09/21/10

09/21/10
09/21/10

09/21/10

(sas’
888)555-5555

09/21/10

eYou are hiring the remaining person in our Demo.
eYou would click the drop down and select Hire <Click>, then hit the Red Go button.
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Requisition Process

Welcome, Agency AgencyUserl

Requisition = AGR-4411-C
Requisition Title Clerk 1
Working Title
Department Certification
Exam Plan = xx12111
Exam Plan Title Clerk 1 Examination
Job xx12111 Clerk 1 Examination
Positions

Position Type

HR Analyst Phone
HR Liaison AgencyUserl, Agency
HR Liaison Phone 614-466-7907

-~ Requirec

Name: 6a2cbc cO02ef

* Offer Date: 09/21/10
Offer Amount:
Bonus Amount: $

- Answer Date: 09/21/10

* Filled On Date: 09/21/10

- Start Date: 09/21/10

Orientation Date: 09/21/10

Keep Active on Eligible List: No ~|

Comments:

Longevity

Pay Range

Step

Supervisor's Name

Type of Action

Position Number
Approvals None

*The hired screen has a few required fields that you would fill out.

eYou would enter any other pertinent information, and click save.



Requisition Process

Requisition = AGR-4411-C Position Type
Requi Clerk 1 Vacancies
Working T HR Analyst Clifton.,
Department Certification HR Analyst Phone
Exam Plan # xx121 HR Lisison AgencyUseri. Age

Exam Plan Title Clerk 1 Examination HE Lisison Phone 614-466-7907
Job xx12111 Clerk 1 Examination

Positions.

Comments: 09/21/10 [L. Sutherland]: Franklin County, Full Time, Class XvZ

Referred

== Select

Interview Scheduled

Offer Pending
Name Master Profile m Plan ®  Date Referred  Elig Exp Date
== Select == ~
Hired

Total

™. S = Email
Name Phone Rank _ Notify

Exp Date  Notices

ter Profile Phone  Total Rank rail Notify Exam Plan Date Referred Elig Exp Date

Name Master Profile  Phone Total Rank Email Notify Exam Plan ®  Date Referred  Elig Exp Date  Notices

Notices

found

Notices  Offer

und

[=] wew |23 (333033305552 % A il
o —
Rejected

- Elig Exp Date  Notices Rej
1| 200222, zab2ez visw |2} (388)333 3333 o) e e
- 2: (ssmysssossss - - |mx2zazz| osrz110 wa | e
=i R (sssysss-ssss 10 - |mxazana| osrzi10 wa | ede
= a5 . (sssysss-ssss 1 sxiz111| o9/21/10 wa | s
=i - vinw |2 (SB83S5S-Esss : sx1z111| os/21/10 wa | ede
= P o (gssysss-ssss - - |mxrzazz| osrz110 wa | e
=5 (essjsssissss : o |exazina| osszizie L2
= . s (gssysss-ssss 10 - |sxrzazz| osr21/10 wa | e
p— (ssaysss-ssss 1 o |sx12111| o0s/21/10 A | edis

eYou 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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Q&A

'Ll 4

76



Questions & Answers

Q: When will the training dates for
certification begin?

A: Firm dates have not yet been established.
Training information will be communicated in
“"The Weekly”.

Q: When will the Certification module
be implemented?

A: We don’t have an actual date; we are still
waiting on critical enhancements from NEOGOV.
We're hoping to implement before the end of the

year. & &
@
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Questions & Answers

Q:Will there be a possibility to request
both a layoff list and a cert list at the
same time, in case there is no layoff
list? To minimize waiting time?

A: The process for requesting lists will remain the
same; you must first request a layoff list, then if
there are no layoffs or internals with bid rights,
you may request a certification eligible list. Since
we're moving from a paper process to an
electronic process, the wait time will be
minimized. ".

[
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Questions & Answers

Q:What about positions for which there
is no layoff or certification list?

A: You will first request the layoff list, if there are
no layoffs, you will receive provisional
authorization to hire. You will then follow the
same processes, you've been using, to post and
fill positions.

Q:Will Cert. still need to approve these
requisitions?

A: Cert. will need to approve the layoff requisition,
but not the requisition you create to post thew
on OHMS. ' A’
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Questions & Answers

Q:What is the estimated turn
around time for DAS Certification
to respond to layoff & cert. lists?

A: That's a question for DAS Certification to
address. Our purpose is to provide an
overview of the basic process; we're not
dictating turn around time.

Q:What does SME stand for?
A: SME stands for Subject Matter Exp%’.
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Questions & Answers

Q:Which parts are on the agency
level and which will be a DAS role?

A: For the Certification department and your
divisions, your agency will have Originator,
Liaison and Hiring Manager roles and Cert.
staff will have Liaison, Hiring Manager and
Approver roles. For your department you will
have the ability to assign all OHC roles:
Originator, Liaison, Hiring Manager, Approver
and SME.

@
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Questions & Answers

Q: Is the information that was
demonstrated, replacing the way
we do things currently in terms
of building exam plan steps,
creating reqgs. etc.? Or is this an
additional component of OHMS?

A: This is an additional component of OHMS.
It is not replacing the way you do things

when there is no layoff or certification
eligible list.
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Questions & Answers

Q: Are we any closer to getting away
from requmng applicant signatures
on apps?

A: Signatures are still required on applications for
those candidates who are selected for hire. We
suggest getting signatures for all applicants who
are interviewed.

Q: How would we go about requesting a
follow up list or cert. extension?

A: You would follow the same process you follow

now, but it will be electronic. This will be
explained further during training.

r Ly
@
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Hiring Management Group
Contact Information

careers@ohio.gov
(614) 466-8044
OR
1-800-409-1205 option 3,
then option 1

Pes C

84



