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[bookmark: _GoBack]Online Hiring Center (OHC) Subject Matter Expert (SME) Role – User Guide
OHC users with the Subject Matter Expert (SME) role are able to view applicant list which have been assigned to them for review. When a list is assigned to a SME for review, the SME receives an automatic email out of the system alerting them they have applications to review.
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 View an Applicant List

Once logged in, if you have no other OHC roles, you will be on the SME Review page. All lists assigned to you for SME review will appear. Depending on your access, you may or may not be able to view applicant’s personally identifying information (i.e., name, contact information). The follow steps and screen shots are in accordance with a SME user who can not view personally identifying information.

1. Click on the Exam Plan title.
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2. Click on the number appearing in the first row of the PersonID column.
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3. This will take you to the first Candidate Application screen to view the application contents.
4. If entering a score, click on the Show Candidate Disposition link.
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5. Depending on how the scoring was established by the recruiter in Insight, you may be able to enter in a Pass or Fail, or an actual score. Scoring criteria should have been determined prior to the beginning of the review of applications.
a. Pass or Fail scoring –
i. Click on the radio button next to the appropriate score.
ii. If Fail – use the Reject Reason dropdown to select the reason.
iii. Comments field is optional.
iv. Click on Save & View Next App to view and score the next application or Save when you’ve reviewed the last application.
b. Numberic scoring –
i. Enter in the raw score in the text box under the third column that appears in the Applicant row (the recruiter who established the SME evaluation was able to enter in a header for this column).
ii. If rejecting the application, uder the Reject Reason dropdown to select th reason.
iii. Comments field is optional.
iv. Click on Save & View Next App to view and score the next application or Save when you’ve reviewed the last application.
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6. After you have completed your review and/or scoring of the applications, notify the recruiter via email or phone.



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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