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Online Hiring Center (OHC) Approver Role – User Guide
[bookmark: _GoBack]
OHC users with the Approver role are able to approve requisitions when a requisition is created OR a hire when the hire activity is entered on the preferred candidate. A user may have the approver role, as well as other roles within OHC.
Follow the steps in this guide according to your agency’s procedures.

How to Log On
Prior to logging on for the first time, you should have received two emails from the system. One with your user name validating that your account has been created and one with a link to establish your password. You will need to follow the instructions within the email to activate your account prior to following the steps below. 
1. Go to http://www.neogov.com/?siteCode=IN.
2. Enter in your user name and password that you established.
3. Click on Sign In.
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How to Approve/Deny a Requisition
Once logged in, if you have no other OHC roles, you will be on the My Requisitions Approvals page. If you do have other OHC roles, click on Requisitions in the options that appear when you hover your cursor over Approvals.

1. In the Requisitions Awaiting My Action table, click on Approve/Deny in the Action column for the requisition.
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2. Select the appropriate action in the Approve/Deny dropdown – options include Approve, Deny, On Hold/Pending, and Cancel.
3. Enter in any internal comments in the Notes field.
4. Click on Save.
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The next approver will receive an email that they have a requisition awaiting approval OR on the final approval, the Insight recruiter will receive a notice that the requisition has been approved and is available to be opened in Insight.









Other fields
1. Click on the requisition link in the Title column of the Requisitions Awaiting My Action table to view the requisition information.
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2. To make changes to the requisition content, click on the Edit link that appears in the upper right corner.
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3. Enter the updates and then click on Save.
Note – Neither the requisition creator or any previous approvers will be notified that a change has been made.
4. Return to the main page by selecting Requisitions in the options that appear when the cursor hovers over Approvals.
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Approve/Deny an Offer

Once logged in, if you have no other OHC roles, you will be on the My Requisitions Approvals page. If you do have other OHC roles, click on Hires in the options that appear when you hover your cursor over Approvals. 
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1. On the My Hire Approvals page, all hires awaiting your approval will appear.
a. Click on the Requisition number or title to view the requisition information, including any attachments.
b. Click on the candidate’s name in the Hire Name column to view their application.
c. Click on the Details link in the Hire column to view the personnel action form completed for the hire.
i. Click on the Edit link to make any updates to the form.
ii. Click on Save.
d. Click on Show in the Steps column to view the approval steps.

2. Click on Approve/Deny in the Action column.
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3. Use the dropdown options in the Approve/Deny field.
4. Enter any internal note in the Comments field.
5. Click on Save
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The next approver will receive an email that they have a hire awaiting approval OR on the final approval, the Insight recruiter will receive a notice that the hire has been approved in OHC and is available to be approved by the recruiter in Insight.


Other Screen Options

To update your first or last name, email, or phone number – click on Preferences which appears in the box when you hover your cursor over your name in the upper right corner of the page.
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In the same box you are able to access online Help & Training.

To sign out of OHC, hover the cursor over your name and then click on Sign Out in the box.
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