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Recruitment Process

 - Optional Step


	
	Step in Recruitment Cycle
	Access / Role

	
	Create Requisition 

	OHC

	
	Open Requisition 

	Insight

	
	Create Exam Plan 
	Insight

	
	Create Job Posting 
	Insight

	
	Create Evaluation Steps
	Insight

	
	Screen Applications
· Manual
· Advanced Filtering (Page 14)
	Insight






	
	Place Applicants on Eligible List
	Insight

	
	Refer Eligible List to OHC

	Insight

	





	View Referred Candidates 
· Mark Interviews/Hires

	OHC


	
	Authorize Hire
	Insight

	
	Mark Requisition as Filled
	Insight




 
EXERCISES

Create a Requisition-OHC
1. Go to: training.neogov.com
2. Click on the ‘Login’ link in the upper-right-hand corner
3. Enter your Online Hire Center (OHC) Username and Password (write it to the right for future reference):
4. Select the ‘Online Hiring Center – Departments’ radio button, click login 
[image: ]

5. Click on ‘Open New Requisition’ 
[image: ]


6. Search for a class specification for which you want to create the requisition
7. Click on ‘Create New’ in the Requisition column (all the way to the right-hand side)

[image: ]


8. Fill in the requisition form, select your own name as the ‘Hiring Manager’ for this training exercise.

[image: ]

9. Check the ‘No Approvals’ box at the bottom of the screen
10. Click on ‘Save and Release’
· Select Save (if you are not going to send to HR immediately-need to review information at a later time) or;
Note:  The Approval process is used by the Hiring Manager/Supervisor to obtain the necessary on-line approvals when required.

Open Requisition-Insight

11. Click the ‘NEOGOV OHC’ tab in the upper left corner

12. Select ‘Insight’

13. Choose ‘Approved’ from the ‘Requisition’ dropdown (NOTE: To view Requisition detail, Click on “Title” and view Requisition.  HR users can edit the requisition, if needed.)
[image: ]
14. Click the ‘Authorize’ link next to the requisition you are working on
[image: ]
· Change ‘Status’ to ‘Open’
· Select your own name from the ‘Analyst’ dropdown
· Do not change the ‘Existing Exam Plan’ dropdown
15. Click the ‘Save’ button
[image: ]






Create Exam Plan-Insight

16. Click on your name in upper right hand corner, then select  ‘My HR’ 

17. The requisition will display in the ‘Requisitions’ section (If your requisition did NOT show up, go back to the ‘Approved’ option in the ‘Requisition’ dropdown and see if it is there.  If it is there, then you need to ‘Authorize’ the requisition again and make sure that you set it to ‘Open’


18. Click on the ‘Create Exam’ link next to your requisition

19. Fill out the ‘Exam Type’ and ‘Job Type’, then click the ‘Save’ button

[image: ]


Create Job Posting- Insight
20. Click on the ‘Add New’ link next to the ‘Job Posting’ text
[image: ]
21. Fill out the job posting form
· Check ‘Draft’ box at top of page
· Change the ‘Advertise From’ date
· Change the ‘Advertise to’ date to some date in the future
· Select at least one category (Click and highlight)
· Location on Job Posting Display
· Government Jobs Location (Automatic Default for Columbia, SC)
· Search Location (Click and Highlight) 
· Application Template (Default always)
· Job Responsibilities
· Minimum & Additional Requirements
· Preferred Qualifications
· Additional Comments (if applicable)
· Language Preference (if applicable)
· Agency Specific Application Procedures
· Residency Requirements (if applicable)
· Class Code, Slot Number, Position Number
· EEO Category
· FLSA Category
· Normal Work Schedule
· Pay Band
· Hiring Range-Min and Max (Agency Hiring Range)
· Show Salary Breakdown
· Select the ‘Yes’ Supplemental Question radio option (at the bottom of the page)
· Click on the ‘Add’ button (NOTE: As soon the ‘Add’ button is clicked, the posting will go live immediately unless the ‘Advertise From’ date is a future date.)


[image: ]

22. Click on the ‘Item Bank’ link in the upper-right-hand corner
[image: ]
Note:  Supplemental Question Screen (1 time question only)

23. Click on the ‘Add New Item’ link
[image: ]

24. Fill in the supplemental question form (you must input information in every field with a red asterisk next to it)
[image: ]
25. Click on the ‘Save’ button (you are now at the list of available supplemental questions in the item bank)

26. Click on the ‘Add’ link in the ‘basket’ column for the questions you wish to associate to your job posting
[image: ]

27. When done adding the questions, Click on the ‘Checkout’ link in the upper-right-hand corner of the screen (the chosen questions will appear)
[image: ]


28. Click on your name in the upper-right-hand corner, then select ‘MyHR’ to verify that the posting was created successfully

29. In the top section of the ‘MyHR’ screen, ‘Job Postings’, select ‘Draft’ in the status dropdown.  Your posting should appear.  Click the ‘Edit’ link.  Uncheck the ‘Draft’ box at the top, make any necessary changes and save the posting.  


30. The posting will appear in the ‘Job Postings’ section as ‘Active’.

31. Click on “Exam Number” that’s listed beside the Active Posting
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Create Evaluation Steps-Insight 
*****OPTIONAL******
32. Click on the ‘Add Step’ link next to the ‘Evaluation Steps’ text
[image: ]
33. Select ‘Training and Experience’ from the ‘Step Type’ dropdown

34. Step Name  type in “Training and Experience”

35. Display Candidate Status As (candidate will see this information when they gone online to check the status of their application)

36. Select the ‘Pass/Fail’ radio button

37. Click on the ‘Save’ button
[image: ]

You are done adding the job posting and supplemental questions, now it is time to apply for the position.

[image: image82]

Screen Applications (Manual)-Insight

38. Click on ‘View Applicants by Step’
39. Click on Candidate name and review application
40. Click on ‘Show Candidate Disposition’
41. Select ‘Passed’ or ‘Failed’
42. If ‘Failed’ is selected, select ‘Reject Reason’
43. Click ‘Save’ or ‘Save and View Next App’
44. When done, click ‘View Applicants by Step’

*If you have more than one Evaluation Step, proceed to Step 45.  If you have only one Evaluation Step, proceed to Advanced Filtering on Page 15.*

45. Select ‘Advance to Next Step’ from the ‘Select Action’ dropdown
46. Select ‘All’ from the ‘Select Candidates’ dropdown
47. Click Go

*Advanced Filtering on Page 15*  


Place Applicants on the Eligible List-Insight
48. Select ‘Place on Eligible List’ from the ‘Select Action’ dropdown
49. Select ‘Passing’ from the ‘Select Candidate(s)’ dropdown
50. Click on the ‘Go’ icon to the right

[image: ]


51. Click on the ‘Assign to List’ button
[image: ]






52. Click on the ‘Eligible List’ link on the ‘View Applicants by Step’ screen
[image: ]


53. Click on the ‘Default List’ link on the ‘Eligible List’ screen (you will now view one name on     the eligible list)
[image: ]
[image: ]



Refer Eligible List to OHC-Insight
54. Select ‘Refer’ from the ‘Select Action’ dropdown
55. Select ‘All Candidates’ from the ‘Select Candidate(s)’ dropdown
56. Select ‘Requisition’ from the ‘Select Requisition’ dropdown
57. Click on the ‘Go’ icon
[image: ]


54. Click on the ‘Refer’ button (this action will refer the chosen applicants electronically to the Hiring Managers)
[image: ]




View Referred Candidates/Mark Interviews/Hires-OHC
55. Click ‘NEOGOV In’ in upper left hand corner and click ‘OHC’
56. Click your name in upper right hand corner and select ‘My List’ (this will display all referred lists for this Hiring Manager)
57. Click on the ‘View’ link in the ‘Candidates’ column for the applicable requisition
[image: ]
58. Check box beside candidate’s name
59. Select ‘Hire’ from the ‘Action’ dropdown

60. [image: ]Click on the ‘Go’ icon





61. Fill out appropriate fields.

62. Click on ‘Save and Release’ button at the bottom of the screen (the applicant is now displayed in the ‘Hired’ section and HR now has a ‘Hire Awaiting Authorization’.)
[image: ]

Authorize Hire-Insight
99.              Click ‘NEOGOV OHC’ in upper left hand corner, then select ‘Insight’
100. Scroll to bottom of the ‘My HR’ screen to view ‘Hires’
101. Click on the Candidates name under ‘Hires Awaiting Authorization’
102. Click on ‘Edit’ in the middle of the page on the Personnel Action Form
103. Make any necessary changes
104. Click on Save and Authorize
Mark Requisition as Filled-Insight
105. Go back to the ‘My HR’ screen
106. Under the ‘Requisitions’ section, click “Authorize” next to the requisition
107. Change the requisition status to “Filled” 
108. Click the “Save” button

[bookmark: _Toc193089014]
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Advanced Filters


Advanced Filters allow users to specify criteria and receive a listing of applicants who meet the specified criteria.  Criteria used for filtering can consist of basic filter criteria from the standard application questions, agency-wide questions, job specific supplemental questions, application received date, online/paper application, notification preference, or score)


[bookmark: _Toc193089016]Steps to Create and Apply an Evaluation Step Filter:

1. Access MyHR

2. Select the ‘Exam Plan’ option from the ‘CandidateTrack’ dropdown menu
						
3. The Exam Plan screen is displayed

[image: image009]

4. Click on the Exam Plan Title for the applicable exam plan

5. The ‘Exam Plan Detail’ screen is displayed

6. Click on the Evaluation Steps ‘View Applicants by Step'  link

[image: image77]

7. Choose 'Advanced Filter' from the 'Select Action' drop-down menu

8. Choose candidate(s) from the 'Select Candidate(s)' drop-down menu

9. Click 'Go'

          [image: ]



10. Click on ‘Add Filter’


11. Type in a name for the Filter (Job Title)

12. Select ‘Supplemental Questions’ under the Object dropdown

13. Select the first supplemental question under the Field dropdown

14. Select ‘Equal (=)’ under the Operator dropdown

15. Select your Preferred response to the question under the Value dropdown

16. To add another question, click on ‘Add Condition’ and repeat steps 12-15

17. Click on Save

18. Click on Apply

19. You will be returned to the 'View Applicants by Step' page and can see the filtered list of applicants within the step that you filtered:

[image: image82]

20. Select ‘Change Disposition’ from the ‘Select Action’ dropdown
21. Select ‘All’ from ‘Select Candidates’ dropdown
22. Click ‘Go’
23. Select ‘Passed’
24. Click ‘Save’
25. Go to Page 10 to ‘Place Applicants on Eligible List’


[bookmark: _Toc193089028]Notice Templates

Add a Notification Template
 
1. Access ‘MyHR’
2. From the ‘Candidate Track’ pull-down menu, select ‘Notice Templates’

[image: image066]

3. Click the ‘Add New Email Template’ link
4. The ‘Email Template’ form is displayed
5. Complete the ‘Email Template’ form, including:

· Name – Notice template name
· Description – Notice template description
· Subject – Email template subject
· Rejection – Associated reject reason
· Template – Define the notice template text

A sample template is provided within Insight

Available automatic text fields are located and defined at the bottom of the ‘Notice Template’ form
[image: image068]
[image: image070]
[image: image072]

6. Click the ‘Save’ button
7. The ‘Notice Template’ screen is displayed including the new template
[bookmark: _Toc193089029]





Generate Email Notifications

1. Access MyHR 
2.  Select the ‘Exam Plan’ option from the ‘CandidateTrack’ dropdown menu
3. The Exam Plan screen is displayed
 
[image: image009]

4. Click on the Exam Plan Title for the applicable exam plan
5. The ‘Exam Plan Detail’ screen is displayed
6. The available Evaluation Step links are:

[image: image074]

· Add Step – Add an Exam Plan Evaluation Step
** NOTE: The following links are not available until at least one application is received for the recruitment.
· View Applicants – Shows the list of applicants who have applied for the recruitment
· View Applicants by Step – Displays all applicants at their respective evaluation step
o        View applicant disposition at each step
o        Step applicants through evaluation steps
· Generate mail merge notifications
· App Flow – Displays the applicant flow for the recruitment
· Eligible List – Displays all applicants on the eligible list 
7. Click on the ‘View Applicants by Step’ link


8. The ‘View Applicants by Step’ screen is displayed organized into the defined recruitment evaluation steps:
 
[image: image083]
 
9. Select ‘Email Notify’ from the ‘Select Action’ dropdown

The predefined criteria available to ‘bulk’ select applicants are available from the ‘Select Candidate(s)’ dropdown and include: 

All Candidates – Automatically selects all applicants

 Candidates Passed – Only applies the ‘Select Action’ choice to applicants whose disposition is passed

Candidates Failed – Only applies the ‘Select Action’ choice to applicants whose disposition is failed

Selected Candidates – Only applies the ‘Select Action’ choice to applicants with a check next to their name (you are not required to select this option, as this is the default action)

10. Click the ‘Go’ icon

11.  The ‘’Email Notification’ screen is displayed

12. Select ‘Template’

 
[image: image078]
 
13. Click on the ‘Send Email Notification’ button (the button is universal for mail merge and email notifications)

14. The ‘Sent Email Notifications’ screen will display all applicants who were sent email notifications.


[bookmark: _Toc193089030]Generate Mail Merge Notifications and Labels
 
1.       Access ‘MyHR’

2.       Select the ‘Exam Plan’ option from the ‘CandidateTrack’ dropdown menu

3.       The Exam Plan screen is displayed
 
[image: image009]
 
4. Click on the Exam Plan Title for the applicable exam plan
5. The ‘Exam Plan Detail’ screen is displayed

[image: image074]

6. The available Evaluation Step links are:

· Add Step – Add an Exam Plan Evaluation Step

** NOTE: The following links are not available until at least one application is received for the recruitment.

· View Applicants – Shows the list of applicants who have applied for the recruitment

· View Applicants by Step – Displays all applicants at their respective evaluation step


o        View applicant disposition at each step
o        Step applicants through evaluation steps
o        Generate mail merge notifications

· App Flow – Displays the applicant flow for the recruitment

· Eligible List – Displays all applicants on the eligible list

7. Click on the ‘View Applicants by Step’ link

8. The ‘View Applicants by Step’ screen is displayed organized into the defined recruitment evaluation steps

[image: image076]
 
9. Select ‘Mail Merge & Mailing Labels’ from the ‘Select Action’ dropdown

 The predefined criteria available to ‘bulk’ select applicants are available from the ‘Select Candidate(s)’ dropdown and include: 

· All Candidates – Automatically selects all applicants

· Candidates Passed – Only applies the ‘Select Action’ choice to applicants whose disposition is passed

· Candidates Failed – Only applies the ‘Select Action’ choice to applicants whose disposition is failed

· Selected Candidates – Only applies the ‘Select Action’ choice to applicants with a check next to their name (you are not required to select this option, as this is the default action)

10.   Click the ‘Go’ icon

10. The ‘Mail Merge’ screen is displayed
11. Select ‘Template’
 
[image: image078]

12.   Click on the ‘Send Email Notification’ button (the button is universal for mail merge and email notifications)
 
[image: image080]


13. To generate the hardcopy mail merge notifications, click the Microsoft Word icon in the ‘Mail Merge’ column

*To generate the mail merge mailing labels, click the Microsoft Word icon in the ‘Mailing Labels’ column

14. The File Download window is displayed

15. Click the ‘Open’ button

16. Click ‘Save’ to save the file to your computer or network

17. The hardcopy mail merge notifications are displayed

18. To print the notifications, click on the [image: image082] icon within the Internet Browser icon bar
 





































Getting Applications from NEOGOV (Insight-HR) to Hiring Managers


1. Log in to training.neogov.com 

2. Click on “Log In” in the upper right hand corner of screen

3. Type in Username and Password

4. Select the “Insight-Human Resources” radio button

5. Click “Log-In”

6. Under “Candidate Track” at the top of the screen, select “Active” or “Closed” depending on the status of the posting

7. Locate your job posting title

8. Click “Print” under the Applications column

9. Fill in “Start Date” and “End Date” (These are the dates when the applications were received.  Allows you to pull only applications that you need)

10. Select “Download Type”

11. Select “Source”

12. Select “Processing Type”

13. Click on “Download Now”

14. If you need to download all applications, click on “Download All Applications”

15. If you need to download specific applications, click on the check box beside the applicants’ names, and then click on “Download Selected Applications”


16. If you selected “PDF Batch” as the “Processing Type,” you will receive an email from NEOGOV to inform you that your batch is ready
a. Go back to “Candidate Track” and “Active”
b. Locate the posting
c. Click on the Batch link

17. Print applications or save the applications as a HTML or PDF file in your computer to send as an attachment through email




Glossary

	Agency-wide Questions (Statewide questions)
	These questions are required to be asked by all State Agencies on a statewide basis.  They may include questions related to the following areas:  Gender, Ethnicity, Age Group, Conviction record, Nepotism, etc.  

	Applicant Master Record
	The primary and most current record of demographic information for an applicant including name, address, phone, e-mail, gender ethnicity, etc.    The applicant master record is updated each time an applicant submits an application.  Both e-mail and hard-copy notices use the mailing address or e-mail address that is stored in the applicant master record to ensure that the notice is sent to the most recent address provided by the applicant.    HR Users also have the ability to edit the applicant master record without editing an applicant's application.

	Approver
	A department (Agency) user who can approve or deny requisitions that have been routed to him/her for approval.


	Benefit Code
	The benefit language that is included on the job posting is based on the benefit code that is assigned to the job classification of the posting.  This means that every posting for a particular job classification will have the same benefit language, so the benefit descriptions that are set up for each benefit code need to be written so that they would apply to every job within a classification that the benefit code is assigned to.  If you use the same generic benefits language on every job posting, then you only need one code.  If you have different language that you use for different jobs, then you would want to have separate benefit codes for each.  You can also use HTML tags to insert links to other web pages right in the text of the benefits description, if desired.  So, if you want to provide a link to a web page that has more detailed explanation of benefits provided, you can do that.

	Class Spec
	A description of a grouping of similar jobs that are defined under a single job classification.  The Class Spec within Insight includes a class code (class number), class title, the salary, benefit group, bargaining unit, EEO code, FLSA status, etc.  In addition, a detailed description of the job classification can be maintained within Insight including a summary of the job classification, detailed listing of job duties, minimum requirements and knowledge, skills, and abilities required for the position.


	
Department Users(Hiring Managers/Supervisors)
	
Hiring managers/supervisors who are authorized to login to the online hiring center to create requisitions, approve requisitions, review applications as a subject matter expert and/or review referred applicants as a hiring manager.


	Departments (Agencies)
	The major organizational breakdowns within an organization.  


	Divisions (Divisions within an agency)
	The organization breakdown of a department.  The set-up of divisions is optional in Insight.  In Insight Enterprise, it is used to narrow the list of available hiring managers and approvers in the creation of a Requisition


	EEO Category
	These are the categories each classification is assigned to for the federal EEO-4 report.  The category list is maintained by NEOGOV and includes values such as Professionals, Paraprofessionals, Technicians, Officials & Administrators, etc.


	Eligible List
	List of applicants who have passed all evaluation steps and are eligible to be referred (certified) to hiring managers for hire.


	Exam Plan (Recruitment Plan)
	An Exam Plan is the comprehensive plan of all recruitment and selection activities related to a job posting.  Contents include:  job posting, recruiting (advertising) plan, evaluation steps (minimum qualifications review, training & experience review,  exams, etc.), all applications and status of applicants, eligible lists, tasks and notes, and attached files.


	Hiring Manager
	An agency manager/supervisor (OHC user) who can view referred applicants from an eligible list and take action to interview, offer, hire, or reject an applicant.


	HR Users
	Users (Recruiters/HR Analysts) who are authorized to login to Insight to access postings, applications and other exam plan-related items.


	Insight
	Insight is the portion of the Insight Enterprise suite used by HR Users to access postings, applications, and other exam-plan related information.  Insight also includes a reporting component.


	
Interest Card
	
A record of an applicant's request to be notified of job postings that become open for jobs within a specific classification or posting category.  Applicants access the interest cards through the job classification web page.  Interest cards are maintained for twelve months or until the applicant unsubscribes from the interest card list, whichever comes first.


	Locations
	The work location to be displayed to applicants on a job posting.  When creating a job posting, the recruiter must specify exactly one location. Physical job location. 

	Notices
	E-mail or hard copy letters to applicants that an HR user can create for applicants within the evaluation steps or eligible list sections of an exam plan.  Notices are created from user-defined notice templates.  Notice templates are accessed via Candidate Track | Notice Templates.


	Online Hiring Center (OHC) – Agency Hiring Manager/Supervisor
	The Online Hiring Center (OHC) is the portion of Insight Enterprise where users in hiring departments login to the system as department users to create requisitions approve requisitions, review applications as a subject matter expert and/or review referred applicants as a hiring manager.


	Originator
	Hiring manager/supervisor (OHC user) who can create requisitions and cannot view any other user's requisitions.


	Referred List
	List of eligible applicants who have been sent (referred) to a hiring manager.  Applicants are referred to a requisition which specifies who the hiring manager is.  Applicants on an eligible list can be referred to multiple requisitions.


	Requisition
	A request to fill a position or positions.  Completed by a hiring manager/supervisor in the hiring department.  The requisition specifies the hiring manager for the position to be filled which determines who will receive the referred list of eligible candidates.  
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