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[bookmark: _GoBack]Online Hiring Center (OHC) Originator and Hiring Manager Roles – User Guide

OHC users with both the Originator and Hiring Manager roles are able to create and view requisitions, and view referred list for requisitions in which they are assigned as a Hiring Manager. Follow the steps in this guide according to your agency’s procedures.
The instructions on the following activities are included in this guide:
How to Log On
How to Create a Requisition
View Requisitions You Created
How to View a Referred List
How to Perform Activities on a Referred List
	Schedule Interview
Notify Candidate of Interview (send communication)
	Offer
	Hire
	Rejection
View Agency Postings
Other Screen Options
[bookmark: Log_On]
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 password 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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[bookmark: Create_New_Requisition]How to Create a New Requisition

1. Click on the Open New Requisition link.
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2. Search for the job class specification that applies to the requisition you need to create.
Note: Since the recruitment process within the online recruiting system (OLRS) is based on job classes, there are generic job classes in the system for WMS and exempt positions.

3. Click on Create New in the Requisition column for the job class specification.
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a. Desired Start Date field should be defined by your agency processes as either the date the recruitment should begin or the date the position is anticipated to be filled.
b. The Requisition number is automatically assigned when you click Save and Release at the end of step 8 and it will begin with the current year (e.g., 2011, 2012).
c. Working Title should be the position’s title.
d. Vacancies field is optional.
e. Select your Department (agency).
f. Once the Department field is populated, if your agency has divisions associated to it within the OLRS, then options should appear in the Division dropdown.
g. When selecting a Hiring Manager you may select yourself and your the HR staff member/recruiter who will working on the recruitment in Insight.
i. Hiring Manager role access is by Division. If an Hiring Manager (user with the Hiring Manager role) is not appearing that you need to select, they may not have access to that Division. Contact your agency Liaison to have that Hiring Manager’s access updated.
ii. You may select more than one Hiring Manager.
h. Select the appropriate Job Term and List Type.
i. Select the Position Type, if desired.
j. In the Position Control field, use the Add Another Vacancy button to add position fields to complete. There is not a limit to the number of position fields that you can add. When adding vacancies, all four fields are required.
k. The Skills field is limited to 55 characters. It should only contain minimum requirements related to the position. This field is for internal use only, it is not seen by job seekers.
l. Date Human Resources received request to start hiring process is the start date used for the Time to Hire report. This field can be edited.

Note: The purpose of the requisition is for the manager to inform human resources through the system that the recruitment is approved for processing.

4. Click on the No Approvals box if not using an approval process within OHC.
a. If using the approval process for requisitions, the approver(s) must first be granted a role associated to an approval group in OHC by your agency Liaison.

5. Click on Save and Release at the bottom of the page to release the approved requisition to Insight.
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6. You will be taken to an overview of the requisition. On this page, you may add any attachments (e.g., position description, org chart).
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[bookmark: View_Your_Requisitions]View Requisitions You Created

When you log into the OHC, you will see the requisitions that you have created on your My Requisitions screen and their current status until the requisition has been cancelled or filled. 

You may view cancelled requisitions by clicking on the Show Cancelled Reqs. link or filled requisitions by clicking on the Show Filled Reqs. link.


[bookmark: View_Referred_List]How to View a  Referred List
When candidate’s are referred to a requisition, all Hiring Managers on that requisition are sent an email notifying them there are referred candidates to view.
1. Once logged into OHC, hover the cursor over your name in the upper right corner.
2. In the options that appear, click on My List.
3. All the active referrals which you are assigned as a Hiring Manager will appear. Click on View in the Candidates column for the list of referred candidates you need to review.
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4. The applications will appear in the Referred tab.

a. Click on the candidate’s name to view their application.
b. Click on View in the Master Profile column to view the candidate’s master profile.

[bookmark: Activities_On_Referred_List]
How to Perform Activies on a Referred List

From the referred list in OHC, you are able to enter optional activities of schedule interviews, enter offers, send out notifications and mark candidates as rejected. As well as complete a recruitment process by completing the hire activity on the selected candidate. The activities can be done in any order (for example - you do not have to schedule an interview to then enter an offer). 

[bookmark: Schedule_Interview]Schedule Interview – Interviews can be scheduled one at a time or on multiple candidates at once for group interviews.

1. Click on the box next to the each candidate’s name to select the candidate(s) to perform the activity on.
2. Use the dropdown box in the Select field to choose the activity of Schedule Interview.
3. Click on Go.
In this example, three candidates have been selected to schedule for interviews:
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4. On the Schedule Interview page, enter the follow for the interview:
a. Date,
b. Time,
c. Duration,
d. Location name,
e. Address,
f. Physical Zip Code,
g. Phone number for the candidate to contact if they have questions,
h. Internal Comments (the text entered in this field will not automatically appear in the standard notice template communication sent from the system),
i. Click on Save.
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5. The scheduled candidates will now appear in the Interview Scheduled table.
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6. Click on the schedule link in the Interview column to access or edit the candidate’s interview.
[bookmark: Send_Notice]
Notify Candidate of the Interview (send communication) – Your ability to send or create Notice Templates is determined upon your access which is established by your agency OHC Liaison. Notifications may be sent to one candidate at a time or multiple candidates at once.
Note: This is the basic process to send notification to candidate(s) in any status within the OHC.
1. Click on the box next to the candidates names to select.
2. Use the dropdown box in the Select field to choose the activity of Email Notify.
3. Click on Go.
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4. On the Email Notifications page, use the Template dropdown box to select the Schedule for Interview template.
5. Click on Generate Notices. The system will show you a preview of the notice prior to sending it.
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6. View the notice(s). Click on Send to generate the notice to the candidate(s).
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7. A confirmation will appear on the screen. Click on the View Referred Candidates link to return to the referred list.
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8. To view notices sent to a candidate, click on View in their Notices column.
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9. From the candidate’s OHC Notices page, you are able to view the notice sent or resend the notice. Do not delete any notices which were sent. You are also able to view the Response Date which is populated when the candidate clicks on the link within the notice to confirm receipt of the notice.

[bookmark: Offer]Offer – This is an optional activity to complete when an offer has been made and prior to it being accepted. Can be completed on one or more candidates at one time, however the Offer Accepted activity is completed on one candidate at a time.
1.  Click on the box next to the candidate(s) name to select.
2. Use the dropdown box in the Select field to choose the activity of Make Offer.
3. Click on Go.
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4. Enter the Offer Date.
5. The Offer Amount, Bonus Amount, and Comments field are optional.
6. Click on Save.
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7. The offer will be in pending status. Once the offer has been accepted, click on the Pending link that appears in the Offer column for the candidate.
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8. Select the radio button next to the appropriate Status – Accepted, Declined, Answer Pending.
9. Answer Date – this is the date the candidate accepted the offer and is the end date for the Time to Hire report within the OLRS. 
10. Click on Save.
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11. The candidate’s Offer column should now show Accepted. Click on the Accepted link to make any edits to the offer.


[bookmark: Hire]Hire  - Can be completed on one or more candidates at one time if the fields for all candidates are the same.

1. Click on the box next to the candidate(s) names to select.
2. Use the dropdown box in the Select field to choose the activity of Hire.
3. Click on Go.
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4. Complete the fields, not all are required:
a. Offer Date – date the job offer was made,
b. Offer Amount,
c. Bonus Amount – if offered,
d. Answer Date – date the job offer was accepted used as the end date for the Time to Hire report,
e. Filled On Date,
f. Start Date,
g. Orientation Date,
h. Keep Active on Eligible List – typically select no (selecting ‘yes’ will keep the candidate active on the eligible list that they were on when referred to this requisition only), and
i. Comments – internal comments field.

The remainder of the fields are used to assist your agency payroll processor in entering the new hire into HRMS, as well as capturing Candidate Quality:

j. Agency – code and name,
k. Type of Appointment – multiselect field,
l. Position Number,
m. Pay Range & Step,
n. Supervisor Name,
o. Appointing Authority,
p. Candidate Quality questions – the first three questions are used in GMAP reporting.

5. Click on the box next to No Approvals if your agency does not use the approval process within OHC for hires.

6. Click on Save and Release to approve the hire to be authorized in Insight by the recruiter assigned to the requisition.

Note: An email will be automatically generated to the recruiter assigned to the requisition to authorize the hire within Insight.

[bookmark: Rejection]Rejection – Can be completed on one or more candidates at one time if the reject reason for all candidates is the same.

1. Click on the box next to the candidate(s) names to select.
2. Use the dropdown box in the Select field to choose the activity of Reject.
3. Click on Go.
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4. On the Reject Candidate page, use the dropdown next to the Reason field to select the rejected (not selected) reason.
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5. Comments – internal comments only.
6. Click on Save.
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7. The candidate(s) will remain in Rejection Pending until the hire has been authorized and the referred list locked in Insight. These activities are typically completed by the recruiter assigned to the requisition.




[bookmark: View_Postings]View Agency Postings
You are able to view job postings for your agency which are in active, archived, or expired status. Draft postings do not appear.
1. Click on Job Postings in the options that appear when you hover your cursor over Post.
2. Search by key word in the job posting title or select a Recruiter to search by.
3. Click on the Job Title to view the job posting.

[bookmark: Other_Screen_Options]Other Screen Options

To view the OHC users at your agency and their role, click on View Department Users on you’re my Requisitions screen.
 
Your agency Liaision is able to add new users, inactivate users, and update users access to OHC.

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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This letter is to confirm your interview for the Veterans Workshop Demo position at the Department of Personnel. Your
interview is scheduled for the following time, date and location:

Dat
Tim
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(360-664-6335) or email (dop2@wa.gov).
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