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Certification of Candidates as a Referred List – User Guide

This user guide outlines the best practice to meet Washington state certification requirements. Candidates must be Certified according to Master Agreements, rules, and internal agency policies. Recruiters must be able to determine the candidate’s certification eligibility and be able to refer a list of candidates to the employing official for further consideration. 

Note: A Certification is per a Requisition. One Exam Plan/Posting can have multiple Requisitions.
Overview

Job seekers may respond to the AgencyWide Questions while completing their application. Each time job seekers apply, they are prompted to complete the AgencyWide Questions, which they may auto populate responses from their previous application. They are expected to edit their responses when needed (e.g., become a state employee).
Applicant - Certification Group Eligibility

Applicant must provide information for recruiters to determine their Certification group eligibility. 

1. Recruiter must be aware of the Certification procedure they are to follow for the position being filled (represented, non-represented).

2. Applicants must be included in the Eligible List for the Exam Plan.

Listed below are the certification groups for represented positions:
· Agency Layoff

· Internal

· Internal Promotional

· Internal Transfer

· Internal Voluntary Demotion

· Statewide Layoff

· Other

· Statewide Promotional

· Statewide Transfer

· Statewide Voluntary Demotion

· Higher Education

· Open Competitive

· General Government Transition Pool (GGTP) Candidate

· Affirmative Action (AA) Candidate
Recruiter - Verify Applicants Certification Group

1. Applicant responds to the Agency-Wide Questions when they apply to a posting.

2. The Recruiter is able to filter/sort on the Applicant’s responses to the Agency-Wide Questions.

a. “Do you currently hold permanent status as a classified employee within the Washington General Service or Washington Management Service?”
b. “Which agency are you permanently employed?”

c. The Affirmative Action responses to meet existing goals for the specific affected group:
· Persons of disabilities

· Vietnam Era veteran

· Disabled Veteran

· Persons age 40 and over 

3. The Recruiter verifies the Applicants Certification group of internal eligibility through HRMS or other agency procedure.

View Candidates on Eligibility List

Note: This approach does not include how to check for eligible layoff or GGTP candidates. Those procedures are outlined in their own user guides.
Candidates on the Eligibility List are Filtered on their response to the Agency-Wide Questions:

1. Select Eligible from List option in navigation of Insight.
2. Click on the Eligible List hyperlink under the List column for the Exam Plan.
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3. In the Select Action dropdown, select Advanced Filter.

4. In the Select Candidate(s) dropdown, select All Candidates.
5. Click on Go.
6. On the next page, click on Add Filter.
7. Enter a name for your filter. DO NOT SHARE YOUR FILTER.
8. Use the dropdown option under Object to select Agency-Wide Questions.
9. Use the Field dropdown to select the first criterion you want to filter on.
a. The “Do you currently hold permanent status as a classified employee within the Washington General Service or Washington Management Service?” question.
10. In the Operator dropdown select Equal (=).
11. In the Value dropdown, select Yes.
12. Click on Add Condition.
13. Use the dropdown option under Object to select Agency-Wide Questions.
14. Use the Field dropdown to select the first criterion you want to filter on.
a. The “If you are a state employee, which agency are you permanently employed?” question.
15. In the Operator dropdown select Equal (=).
16. In the Value dropdown, select your agency.
17. Click on Save.
18. On the Advanced Filters page, click on Apply.
19. You will be taken back to your Eligibility List with the filtered candidates appearing in the table.
20. Click on each candidate’s View link in the Master Profile column. Note the candidate’s Employee ID in the Master Profile. Verify the candidate’s internal certification eligibility.

· To track the filtered candidates, you may want to have run and export a report (Eligible List > Eligible List report) on the requisition into Excel and enter in the filtered results directly onto the report.
21. Once all candidates have been verified, click on Show Unfiltered List at the top of the page to see all of the candidates on the Eligibility List.
22. You may run another Advanced Filter to view those candidates for under-represented AA goals. Set up the filters as “OR” conditions. 

23. Select the candidates to be Certified on the Referral List by clicking on the box next to their name.
24. In the Select Action dropdown, select Refer.

25. In the Select Candidate(s) dropdown, select Selected Candidates.

26. In the Select Requisition dropdown, select the Requisition. Note: The Hiring Manager was selected when the Requisition was created, if the HM has access they will view the Referral List directly in OHC-Departments by logging in, then clicking on My List.
27. Click on Go.
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28. You may add any comments that will display on the Referral List in the Comments field.

29. Click on Refer.
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View Certified Referred Candidates

Hiring Manager has OHC Access 
(HM was assigned when the Requisition was created)
· The Hiring Manager can log into OHC – Department, click on My List to view their Referred List or to perform activities on the referred candidates.

Hiring Manager does not have OHC Access 
(Recruiter was assigned as the HM when the Requisition was created)

Print Applications from the OHC:
1. Click on My List in the navigation.

2. Click on Print in the Applications column for the Requisition.

3. Click on Download All Applications.

4. A new window will open. Click on File, and then click on Print.

Download Applications as a PDF from Insight:
1. Click on Applicants, and then select Print Apps from the dropdown.

2. Search for your job posting by title or number.

3. Click on Print in the Applications column for the Job Title.

4. Enter in the Start Date and End Date for the date range of when the applications were received.

5. In Download Type, select Download Applications Only or Download Applications, Resumes, and Attachments as PDF.
Note: “Resumes” is linked to the text resume field that was part of the standard application but was removed in 2014.
6. In Source, leave Both as the selected value.

7. In the Processing Type: 

· When downloading applications only, you may select either Browser Real-Time or PDF Batch.
· When downloading applications, resumes, and attachment as PDF, then PDF Batch is automatically selected.

8. Click on Download Now.

9. Click on the check box next to the names of the applicants on your certified list, then click on Download Selected Applications. 

10. If processing as Browser Real-Time, the applications will appear for you to save as a PDF or print. You do not need to proceed with the following steps.

OR

11. If processing as PDF Batch, you will receive an email notification once your batch has been processed.
12. Once you receive the email, repeat steps 1-2, and then click on Batch in the Applications column.

13. Click on the Save to save the applications to your computer.
      View or Perform OHC activities on a Referred List of Candidates:

1. Click on My List in the navigation options that appear under your name.
2. Click on View in the Candidates column for the Requisition.

3. You may view the candidate’s Master Profile by clicking on View next to the candidate’s name.

4. You may schedule candidates for an interview, enter an offer, enter a hire, enter reject on the candidate(s) who were not hired, and send communications to the candidates from this screen.

Get a Report of Certified Candidates:
1. From Insight, click on Reports from the navigation bar and select Report Builder.

2. Click on View in the Report Action column for the Certified Candidates report.

3. Click on [Enter Value]. Enter in the exact Requisition Number (note, the last user’s entry will appear, click on that entry and type over).

4. Click on View Report.
5. You may Export the report by using the export icon dropdown to choose the format. The follow the on-screen prompts to save or view the report.
Removing Certified Candidates from the Referred List

1. Select Referred from List option in navigation of Insight.

2. Click on View in the List column for the job posting
3. Select the candidates that need to be removed from the certified list by click on the box next to their name.
4. In the Select Action dropdown, select Remove From List. 
5. In the Select Candidate(s) dropdown, select Selected Candidates.
6. Click on Go.  
7. When the message pops up warning you that performing this activity will delete all referral history, click on Ok. 
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