
*This Job Aid is intended for use of the State of Ohio Classification Plan, 

 and may not contain all of the Specifications within Ohio that are not 
required to be filed with DAS (i.e. Elected Officials)*  

 

 

 

 

 

 
 

   

  

 

 

Published: 

12/18/2015 

OTM Class Specification  
Online Navigation 



Sta te  o f  Oh io   
Job Aid – Online Navigation 

 

 
 

State of Ohio  January 20, 2016 
Job Aid – Online Navigation  Page 1 of 11 

Overview 
 
The Department of Administrative Services, Office of Talent Management is happy to share navigation 
guidance for the new State of Ohio Classification Plan online search capability. The following sections of 
this document will provide state employees, job applicants and the general public some helpful hints 
and relevant information on the essential features of the new online layout.     
 
Users can search freely in order to maximize efficiency and decrease the amount of time scrolling 
through the Class Plan looking for specific information.  This is accomplished when the user conducts 
either of the following: “Keyword Search” or an “Advanced Search”. 
 
From there, users can select classifications of their choice from the list provided.  The returned results 
can also be viewed, saved or printed as a PDF. 
 
Let’s get started!! 
 

General Layout 
 

In order to gain a better understanding of the general layout, let’s take a look at a classification within 

the new online tool.  

 On the Main Screen, start by selecting the Clerk 1 Classification Specification.  This can be done 

by clicking on the Number or the Title hyperlinks. 

 
 

 
 
 
 
 
 
 

NOTE: PDF Documents, as displayed above, are 
always linked to their respective Class 
Specifications and can be printed individually.  PDF 
versions of the Class Series, as a whole, are located 
within the Series Overview. 
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 Once inside the Clerk 1 classification overview, you are able to view the class specification in its 
entirety.  Note the Job Classification information headlined in the top corner of the page, the 
Class Concept directly beneath, along with each section of the class specification (e.g. Series 
Overview, Job Duties, and Major Worker Characteristics) hyperlinked for quick and easy 
navigation. 
 

 
 
 

 At this point, click on the Series Overview   
hyperlink within the Job Classification Tab 
Section.   

 

 You will be taken to the Class Series Overview for the Clerk occupation. This will display the four 
distinct Class Specifications (i.e., Clerk 1, Clerk 2, Clerk 3 and Clerical Supervisor) within the 
Series, as well as the Series Purpose, Major Agencies utilized, and link for the Clerk Classification 
Series PDF as shown on the next page. 

 

NOTE: The information provided within the 
Class Specifications has not been altered or 
changed with the creation of the online tool. 
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 At this point we encourage you to continue 
browsing through the Clerk Classification 
Series, and once complete select the 
Return to Search Page which will take you 
back to the Home Page as shown above in 
the top right corner.  

 
 
 
 
 
 
 
 
 
 

NOTE: You can also return to the previous 
Classification that you were viewing by 
selecting the Return to Class Detail link as 
shown above in the top right corner.  This 
allows you to move in and out of different 
classifications within the given Series with 
relative ease. 
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Online Navigation Function Overview 
 
Now that you have a general understanding of how the system will look and what the basic functions 
are, let’s take a closer look at how you can truly maximize the searching capabilities that the online class 
plan tool has to offer.   
 
As mentioned before, the system has the capability to conduct a variety of searches, both general and 
specific, that can greatly assist in narrowing down certain job series or job classifications.  These 
specialized searches can be accomplished using a “Keyword Search” or an “Advanced Search” 
technique.  
 

Users that are already aware of what they are specifically looking for have the option of either entering 

the “Number” or the “Title” of the classification. 

Let’s start searching!! 

Conducting a General Search 
 

 Begin by conducting a specific search for Administrative Professional Classifications on the 

Main Screen.  You can either search by the Title or the Number, both of which will yield the 

desired results, numerically, in ascending order.   

 

 For this example use the first four numbers of the classification, 1687.  Begin by selecting the 

Starts With Filter, which will yield the four classifications associated with the Administrative 

Professional Job Series as displayed below. 
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 After browsing the different classifications, make sure to click the Clear Search Criteria link to 

refresh the search functionality shown below.  

 

 Use the same technique selecting the Title field, but type in Human Capital for the search and 
use the Contains filter, which will yield the six classifications associated with the Human Capital 
Management Series. See display below. 
 

 
 
 
 

 After completing the search and browsing the 
classifications make sure to once again click the 
Clear Search Criteria. 

 
 
 
 

NOTE: While there are numerous “Filters” 
that are available for use, DAS Office of Talent 
Management strongly recommends utilizing 
the “Contains”, “Starts With”, and “Equal To” 
filters for the most useful results.  
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Conducting a Keyword Search 
 

For this particular search enter a specific word, phrase, or title to find various job series, job 
classifications, or particular aspects of a classification (e.g. various job duties, worker characteristics, 
etc.).  To narrow or broaden the scope of a search, experiment with the word, phrase, or title entered. 
 

 In this scenario use the “Keyword Search” tool in order to locate the applicable classifications 

that contain the word Dental or relate to the searched term in general as shown below.   

 

 
 The results will yield classifications that most closely 

relate to the search and will list them numerically, in 

ascending order, by their Series Number and 

Classification Number as displayed below. 

 

 

NOTE: Classifications / Series may appear 
multiple times throughout the Search Results, 
depending upon the relevancy of the 
“Keyword Search”.  
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 In addition, notice that there will now 

be PDF versions of class specifications 

in conjunction with the results and the 

electronic web formatted link.   

 

 Once finished, the user can Clear Search Criteria and continue with other search functions. 

 

Conducting an Advanced Search 
 

Using the “Advanced Search” method allows the user to conduct a more detailed search to enter 

information into multiple classification or series fields, as seen below: 

 

 In this scenario use the “Advanced Search” tool in order to locate the applicable Classifications 

that are Bargaining Unit AFSCME and require a valid Driver’s License.   

 

 

 

 

 

 

 

NOTE: Once the results have populated, the user 
will have the option to increase the number of 
results per page by 15, 50, 100, 200, or 300 for 
effective navigation. 
 

 

NOTE: When using the “Advanced Search” for Series Agency, 
please note that when looking for Classifications/Series that 
are applicable to a specific Agency (e.g. Public Safety, 
Agriculture, etc.) it is recommend that you conduct multiple 
searches: selecting All Agencies first; then the Agency Specific 
checkbox within the dropdown second.  
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 The results will yield classifications that most closely relate to the search and will list them 

numerically, in ascending order, by their classification number as displayed below.   

 

 
 

 In addition, there will now be PDF versions of the class specification in conjunction with the 

results and the electronic web formatted link.   

 

 Once finished, the user can Clear Search Criteria and continue with other search functions. 

 

Conducting a Filtered Search 
 

Using the “Filtered Search” method allows the user to conduct a more refined search in which they can 

target specific Classifications/Series from any General, Keyword, or Advanced Search performed, as 

seen on the following page: 

 In this next scenario begin by using the “Advanced Search” tool in order to locate the applicable 

Classifications that are Bargaining Unit Exempt.   
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 The results will yield classifications that most closely relate to the search and will list them 

numerically, in ascending order, by their Classification Number. 
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 Let’s refine the results by using the “Filtered Search” to target more specific classifications, as 

seen below.  In this example find all classifications that start with 23 which is part of the 

Enforcement, Protection & Licensing Job Family. 

 

 The results will yield classifications that most closely relate to the “Filtered Search” and will list 

them numerically, in ascending order, by their classification number. 
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 In addition, there will now be PDF versions of the class specification in conjunction with the 

results and the electronic web 

formatted link.   

 

 Once finished, the user can Clear 

Search Criteria and continue with 

other search functions. 

 

 

Contact Information 
 

 Please direct all comments, questions and concerns to the DAS Classification and Compensation 

Mailbox at compensation@das.ohio.gov or by dialing 614-387-0685. 

NOTE: When using the “Filtered Search”, Users are 
not limited to using the Number Filter only, but can 
target more specific Classifications/Series using the 
Title Filter as well.  

mailto:compensation@das.ohio.gov

