
OHC DEPARTMENT USER ROLE:
1.  Create and Release a Requisition. p.4
HR USER ROLE (follow the steps in this exercise – they do not follow the same order as the training guide steps):
1.   Assign the Requisition. p.6
2.   Create the Exam Plan (and exam plan detail). p.7
3.   Create the Job Posting. p.7
· Create new job specific questions (3) on your posting (don’t use Item Bank, note points). p.10
· Add Scoring Plan. p.12
4.   Create the Supplemental Questionnaire Evaluation Step as Scored. p.14
5.   Run the Layoff List Report to check for eligible qualified candidates. Layoff List User Guide
5.   Filter on the GGTP Eligible List for eligible GGTP candidates. GGTP User Guide
6.   Input 3 or more paper applications (can be applicants that are already in the system). p.23
7.   Screen/Move your applicants through your evaluation steps (1) & (2). p.25
8.   Add an Oral Exam Evaluation Step for interview. p.29 (select your raters you already established)
9.   Set up an Oral Exam (interview) schedule. p.31
10. Schedule all of your candidates for interviews. p.32
11. Send an Oral Exam (interview) Scheduling notice to candidates (email and paper). p.33
12. Score your applicants on your Oral Exam (interview) step. p.34
13. Place applicants on the Eligible List (at least 2 applicants). p.35
14. Determine and note your Qualified Veteran’s. Veteran’s Preference User Guide
15. Refer your certified candidates to Department Hiring Manager as a Referral List (at least 2 applicants). p.36 and Certification of Candidates User Guide

OHC - DEPARTMENT USER ROLE:

Hiring Manager Role: (p.37 – 39)
· View Referred candidates 

· Schedule for Interviews

· Hire (1) candidate

· Reject (1) candidate

· Send notice(s)

Recruiter Analyst Role: (p.39 - 43)
· Authorize the hire

· Lock and archive the Referred List
· Archive the Eligible List, Posting, and Exam Plan
Training Activity – 1


To be completed after step 203 – pg. 36 of the training overview is reviewed. 


Not





Training Activity – 2


To be completed after step 248 - pg 43 of the training overview is reviewed.








