Request for Insight Access 

Online Recruiting System (OLRS)
To request Insight recruiter/analyst access to the Online Recruiting System (OLRS), submit completed form electronically to the Department of Enterprise Services (DES) through the DES IT Support Center Portal https://desitsupport4u.des.wa.gov. The request should be submitted by HR Mgr/Director, Talent Acquisition/Recruitment Mgr, or equivalent. The person gaining the access may not be the requestor.
	Name of Requester:

     
	Date:

     

	Recruiter/Analyst Information (Insight role) - 

	First Name:
     
	Last Name:
     

	Agency:
     
	Personnel Number:
     

	Email:

     
	Phone:

     

	If user will be granted Online Hiring Center (OHC) role access, their OHC role must be created and made active by the requesting agency OHC Liaison prior to submitting this form, unless the user had OHC access at a prior agency.

Did the agency OHC Liaison create and make active the user’s OHC access? Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Did the user have OHC access at a prior agency? Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

   If yes, should the user have OHC access at the current agency? Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

   If yes, DES will grant the user OHC Hiring Manager access to the requesting agency. After the account is activated, the agency OHC Liaison must edit the user’s OHC account with any additional permissions or settings.

	Role Access – check one of the following five (5) options:
 FORMCHECKBOX 
 Recruiter/Analyst should be assigned role with access to override questionnaire scores with OHC Impersonation access.

 FORMCHECKBOX 
 Recruiter/Analyst should be assigned role with access to override questionnaire scores without OHC Impersonation access.
 FORMCHECKBOX 
 Recruiter/Analyst should be assigned role without access to override questionnaire scores with OHC Impersonation access. Note: recommended option.
 FORMCHECKBOX 
 Recruiter/Analyst should be assigned role without access to override questionnaire scores without OHC Impersonation access.
 FORMCHECKBOX 
 Recruiter/Analyst should be assigned role Read/Reports Only access (cannot perform Insight activities).

Additional Permissions:
 FORMCHECKBOX 
 Create and Edit Requisitions in Insight
 FORMCHECKBOX 
 Job Health/Job Boost 

 FORMCHECKBOX 
 Analytics & Reporting -OR-   FORMCHECKBOX 
 Report Builder Only within Analytics & Reporting (no Analytics)
 FORMCHECKBOX 
 Request to grant access to the OLRS Guidance SharePoint site.

	Special Instructions or Comments:
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