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Scoring Plans

Scoring plans can be used to determine if applicants meet the minimum qualification of the position and to calculate an applicant’s score in the Supplemental Questionnaire evaluation step by granting points on their question responses.
Scoring Plan Components

Every scoring plan consists of three components:
· Structured supplemental questions on the job posting

· Scoring Plan (scoring factors, cases, and conditions)

· Exam Plan Evaluation Step, Supplemental Questionnaire – set-up to use the scoring plan

Terminology

· Scoring Plan – The scoring plan is associated with the recruitment and is comprised of various evaluation scenarios that will be used to automatically evaluate an applicant’s training and experience based on their answers to supplemental questions. There can be only one scoring plan per posting and exam plan. By definition, something in the scoring plan must be scored. The scoring plan cannot consist of pass/fail questions only.
· Scoring Factor – The scoring factor is a high-level scenario that is used to score an applicant (sometimes referred to as Minimum Qualifications [MQ’s] or desirables).
· Scoring Factor Case – The scoring factor case is used to assign supplemental question responses that will be used to evaluate and score the applicant.
· Case Condition – The case conditions are used to define exactly which supplemental question responses will be evaluated within each scoring factor case.

· Condition Type – The condition type is used to determine which criteria define the acceptable combination of supplemental question answers.
Exercise 1
Combined Minimum Qualifications Screening and Desirables Scoring

The Insight user is able to set up supplemental questions regarding the minimum qualifications for the position, set as pass/fail, and the desirable qualifications, set up to be scored automatically by the system. 
The minimum qualifications question responses are set up with the response format of select from choices answer and have no points (or zero) assigned. The desirable qualifications questions are set up with points (select from choices response format) assigned to the responses. Keep in mind, the text field format cannot be automatically scored by the system. Only those applicants who pass the minimum qualifications will be scored on their responses to the desirable qualification question(s).
Qualifications for exercise – Human Resource Consultant 3
Minimum Qualifications:

· 2 years professional experience using an online recruiting system
· 2 years experience as intermediate Excel user

Desired Qualifications:

· Over 2 years experience as intermediate Excel user
· Experience analyzing application packages
· Experience developing questions

· Experience using job analysis techniques

· Experience providing recruitment consultation

· Experience generating reports

Steps

Create a Posting
1. Go to https://secure.training.neogov.com 
2. Click on the Login link in the upper right hand corner.

3. Enter your Insight training Username and Password.

4. Click on Add New Job Posting from the Post options.

5. Fill out the following fields:

a. Class Spec – use the search to find and select Human Resource Consultant 3.

b. Job Title – automatically populated, ADD your initials at the end.

i. Example: Human Resource Consultant 3 DHD.
c. Job Number – type in the year, the job class acronym, and your initials.

i. Example: 2014-HRC3 DHD
d. Exam Type – Open & Promotional

e. Job Type – Full-time Permanent

f. Department – Department of Personnel

g. Advertise To - one week from today.

h. Category – Human Resources
i. Location on Job Posting Display – Clark County-Vancouver

j. Search Locations – Clark County
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k. Description field – click on Populate From Class Spec (remember, this is for the training exercise only)

l. Minimum Salary – will automatically populate in training.
m. Per – Month

n. Supplemental Questions – Yes

6. Click on Save.

Add Supplemental Questions

1. Click on ‘Item Bank’.

Note: for the purposes of training, the questions for this exercise have already been created.

2. In the ‘Search for Question’ field, type in “(training)”, click on Go.
3. Click Add next to the 7 questions which are structured as following:

Question 1: Do you have a minimum of 24 months using an online recruiting system as part of your daily job duties? 
Response format - Select From Choices Answer

Input Type - Radio

Response options -


Yes = 0 pts


No = 0 pts

Question 2: Indicate how many months you have been an intermediate user of Excel (e.g., charts, tables, formulas, freeze panes, remove duplicate entries, use frequently). 
Response format - Select From Choices Answer

Input Type - Radio

Response options -

· Fewer than 24 months = 0 points, Does not meet min qual

· 24-35 months = 2 points, Meets min qual

· 36-47 months = 3 points

· 48-59 months = 4 points

· 60 or more months = 5 points
Question 3: Indicate how many months of experience you have in analyzing candidate application packages to determine qualifications and eligibility for a wide range of administrative, clerical, technical, and professional positions.
Response format - Select From Choices Answer

Input Type - Radio

Response options -

· No experience = 0 points

· Up to 11 months = 1 point

· 12-23 months = 2 points

· 24-35 months = 3 points

· 36-47 months = 4 points

· 48-59 months = 5 points

· 60 or more months = 6 points

Question 4: Indicate how many months of experience you have in developing questionnaires to rate and rank applicants in an automated recruiting and staffing system. 
Response format - Select From Choices Answer

Input Type - Radio

Response options -

· No experience = 0 points

· Up to 23 months = 1 point

· 24-35 months = 2 points

· 36-47 months = 3 points

· 48-59 months = 4 points
· 60 or more months = 5 points
Question 5: Indicate how many months of experience you have using job analysis techniques to assist managers to determine appropriate job related tasks and competencies for position announcements. 
Response format - Select From Choices Answer

Input Type - Radio

Response options -

· No experience = 0 points

· Fewer than 6 months = 1 point

· 6-11 months = 2 points

· 12-23 months = 3 points
· 24-36 months = 4 points
Question 6: Indicate how many months of experience you have providing recruitment consultation to internal customers to identify and resolve recruitment/staffing issues. 
Response format - Select From Choices Answer

Input Type - Radio

Response options -

· No experience = 0 points

· Up to 23 months = 1 point

· 24-35 months = 2 points

· 36-47 months = 3 points
· 48-59 months = 4 points
· 60-71 months = 5 points
· 72 or more months = 6 points
Question 7: Indicate how many months of experience you have in generating reports from an automated recruiting and staffing system. 
Response format - Select From Choices Answer

Input Type - Radio

Response options -

· No experience = 0 points

· Up to 11 months = 1 point

· 12-23 months = 2 points

· 24-35 months = 3 points

· 36-47 months = 4 points
· 48 or more months = 5 points
4. Once all of the questions are in the table at the top of the Item Bank, click on ‘Checkout’.

5. Ensure the questions are in order as they appear above, or below in the screen shot. If they are not, use the Up or Down arrows to move the questions into the correct order. This will make our next steps easier if all of the questions are in the same order.
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Scoring Plan
The questions are now on the posting. The next step is to create a scoring plan to create the various evaluation scenarios.
1. Click on the ‘Scoring Plan’ link.

2. Click on the ‘Add New Scoring Factor’ link.

3. Enter in a Factor Title for your minimum qualifications – Min Quals.

4. Type – Pass/Fail.

5. Click on Save.

6. Pass Required – Yes.

7. Check the box next to the 2 minimum qualification questions:

a. Do you have a minimum of 24 months using an online recruiting system as part of your daily job duties? 

b. Indicate how many months you have been an intermediate user of Excel (e.g., charts, tables, formulas, freeze panes, remove duplicate entries, use frequently). 

8. Click on Save.

9. Notice the error appearing in the # of Cases column. This lets us know that we haven’t added our case. Click on ‘View/Add Cases’.
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10. Click on ‘Add New Factor Case’.

11. Enter the Case Title – Min Quals Case.

12. Click on Save.

13. Click on ‘Edit’ in the Action column (this is where we specify what responses allow the applicants to pass).
14. The case should appear with the two questions that were selected. Click on ‘Add Condition’ for the online recruiting system question.

a. In the Correct Options dropdown, select ‘Exact’ (Exact means that the applicant has to specify the exact option selected).
b. Check the box next to Yes.

c. Click on Save.
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15. Click on ‘Add Condition’ for the Excel question.

a. In the Correct Options dropdown, select ‘1+’ (1+ means that the applicant had to submit 1 response for this question, and that more than one response could be a passing response).
b. Since our minimum qualification is 24 months of experience, but we don’t want to fail applicants who have more, check on the boxes next to:
i. 24 – 35 months.
ii. 36 – 47 months.

iii. 48 – 59 months.

iv. 60 or more months.

c. Click on Save.

Your Scoring Factor Case screen should now appear like this:
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16. Click on Save.
Scoring Factor

Now we are going to create a scoring factor that will score the desirable qualifications.
1. Click on ‘Scoring Factors’.

2. Click on ‘Add New Scoring Factor’.

3. Factor Title – Desirable Quals.

4. Type – Scored.

5. Click on Save.

6. Score Points From – Supplemental Questions.

7. Click on the box next to the questions we are going to score. We want to give additional points to applicants who have more than 24 months of experience, which is selected as a minimum qualification; we need to select that question, plus the additional 5 desirable questions.

a. Indicate how many months you have been an intermediate user of Excel (e.g., charts, tables, formulas, freeze panes, remove duplicate entries, use frequently). 

b. Indicate how many months of experience you have in analyzing candidate application packages to determine qualifications and eligibility for a wide range of administrative, clerical, technical, and professional positions. 

c. Indicate how many months of experience you have in developing questionnaires to rate and rank applicants in an automated recruiting and staffing system. 

d. Indicate how many months of experience you have using job analysis techniques to assist managers to determine appropriate job related tasks and competencies for position announcements. 
e. Indicate how many months of experience you have providing recruitment consultation to internal customers to identify and resolve recruitment/staffing issues. 

f. Indicate how many months of experience you have in generating reports from an automated recruiting and staffing system. 

8. Click on Save.

9. To view the questions in each of the Scoring Factors, you can click on ‘Show Questions’ to verify your factors are set up with the correct questions. Click on ‘Hide Questions’ to hide them again.
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Evaluation Step – Supplemental Questionnaire
Now navigate back to the Exam Plan to add the Evaluation Step.
1. Click on ‘My HR’.
2. Click on the ‘Exam Plan’ link for your posting.

3. Click on ‘Add Step’ next to Evaluation Steps.

4. In the Step Type dropdown, select Supplemental Questionnaire.

5. In Step Name, type in Supplemental Questionnaire.

6. In Display Candidate Status As, type in Questionnaire (this is what the applicants see).

7. Evaluate on – Scored (we have both pass/fail and scored, so we need to select scored).
8. Applicant Status – Show This Step.

a. Show Step Pass/Fail.

9. Calculate Final Score Based On – Rescaled Score.

10. Final Score Weight – 100.

11. Cut-off Raw Score – 2 (this is set at the minimum points since we don’t want to fail any applicants on the desirables [only scored questions] who pass the minimum qualification questions).
12. Max Raw Score – 31 (total points possible).
13. Rescale Cut-Off Raw Score to – 70.
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14. Click on Save.
Enter Applications
We are going to enter a few applications onto our posting so that we can see how the scoring appears. The posting does not have to be released for Insight users to add applicants through the Application Entry.

Follow these instructions to add at least 3 applicants with varying scores. Make sure you respond to the questions such that at least one applicant has a failing score. 
1. From CandidateTrack, click on App Entry.
2. Locate your Job Posting.

3. Fill out the required fields only.

4. Click Save.

5. Answer the first Agency-Wide Question (it’s the only required question).

6. Scroll to the bottom of the page, click on Save.

7. Respond to the Job-Specific Questions. When responding on behalf of your 3 applicants, make sure you select different responses and have one of your applicants receive a failing score due to not meeting the minimum qualifications.
8. Click on Save.

9. Do not add an attachment, just click on Save & Enter Another Application (if you have more to enter) or Save & Exit App. Entry once you have entered all 3 of your applicants.

Move Applicants to Step 3 – Supplemental Questionnaire

1. From My HR page, click on your Exam number.

2. In Step 1 of your Evaluation Steps, your applicants should appear. Click on ‘Application Received’.

3. Change the disposition of all your applicants to Passed.
a. Change Disposition > All, Go. Passed, Save.

4. Advance all your applicants to Step 2.

a. Advance to Next Step > All, Go.
5. You applicants should all now appear in Step 2 with their scores appearing. To view how they received their scores, click on ‘View Exam Plan’.

6. Click on ‘View Results’ in the Supplemental Questionnaire row of the Evaluation Steps table.

a. The applicants should be separated out into Passed and Failed. 

b. Click on ‘View’ in the Details column for your failed applicant.

c. The Min Quals Scoring Factor should have REJECTED and Criteria Not Met. Click on ‘Show Questions’ to view the applicant’s responses to the min qual questions.

d. The failing applicant will have 0 as their Total Points since they did not pass the min quals.
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e. Now look at the ‘Details’ for a passing applicant to view the difference.
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Exercise 2
Minimum Qualifications Screening w/ Equivalencies
The Insight user is able to set up supplemental questions regarding the minimum qualifications for the position when there are possible equivalencies on the qualifications.

The minimum qualifications question responses are set up with the response format of select from choices answer and have no points (or zero) assigned. All of the question response options will have a score of zero, since they will all be considered ‘equivalent’ in the scoring plan. In the scoring plan, the combination of requirements that will allow an applicant to ‘pass’ the min qual screening will be designated.
Qualifications for exercise – Financial Examiner 2
Minimum Qualification equivalencies:

· Bachelor’s degree AND 2 years of professional experience in accounting or auditing, OR
· CPA qualification in Washington State AND 2 years of professional experience in accounting or auditing, OR
· Master’s degree AND 1 year of professional experience in accounting or auditing, OR
· Master’s degree AND CPA qualification in Washington State (no experience required).
Steps

1. Create a job posting and exam plan for the recruitment for Financial Examiner 2 following the same process we already completed in exercise 1, pages 3-5, using the Financial Examiner 2 job class. At the bottom of the job postings page, select Yes for the Supplemental Questions and then click on the Add button. This will take you to the page to add questions onto your posting.
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2. Create the following questions directly on your posting (we are not creating them in the Item Bank to help maintain the training environment).

Question 1: What best describes your highest level of education?
Response format - Select From Choices Answer

Input Type - Radio

Response options -


High School – 0 pts

Some College – 0 pts

Associate’s degree – 0 pts

Bachelor’s degree – 0 pts

Master’s degree – 0 pts

Question 2: Do you possess a degree from an accredited college or university in finance, business administration, economics, or accounting?
Response format - Select From Choices Answer

Input Type - Radio

Response options -


Yes – 0 pts

No – 0 pts
Question 3: How many years of professional accounting or auditing experience do you have?
Response format - Select From Choices Answer

Input Type - Radio

Response options -


I have less than 11 months of experience – 0 pts


I have at least 1 year of experience – 0 pts


I have at least 2 years of experience – 0 pts


I have more than 2 years of experience – 0 pts

Question 4: Do you have Washington State qualification as a Certified Public Accountant (CPA)?
Response format - Select From Choices Answer

Input Type - Radio

Response options -


Yes – 0 pts

No – 0 pts

3. Once your questions have been created, click on ‘Scoring Plan’.
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Create Scoring Plan
Create a scoring plan to designate the combination of minimum qualifications that will allow a candidate to pass the Supplemental Questionnaire evaluation step. There will be one factor (pass/fail) with cases that represent each possible combination of responses to the questions that are acceptable (or equivalent) for an applicant to pass.
Possible passing combinations for this training exercise are:

· Bachelor’s degree and 2 years of experience = meets MQs

· Master’s degree and 1 year of experience = meets MQs

· Master’s degree and CPA qualification in Washington State (no years of experience) = meets MQs

· CPA and 2 years of experience = meets MQs
There will be a total of 4 cases for the Minimum Qualifications factor.

Scoring Factor
1. Click on ‘Add New Scoring Factor’.

a. Fill out the Scoring Factor information:

i. Factor Title: Minimum Qualifications

ii. Type: Pass/Fail

iii. Click Save.

b. Fill out the additional required fields:

i. Pass Required: Yes

ii. Check the box next to all of the questions (they all relate to our minimum qualifications).

iii. Click Save.
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The scoring factor will now be listed on the Scoring Plan page. Notice the red-flagged error indication in the’ # of Cases’ column. Pass/Fail scoring factors must have a Scoring Factor Case to define which responses are passing.

2. Add Case #1 (Bachelor’s degree and 2 years of experience):
a. Click on ‘View/Add Case’
b. Click on ‘Add New Factor Case’.

c. Enter in a Case Title: Bachelor’s AND 2 years exp
d. Click Save.

e. Click ‘Edit’ in the Action column.

f. Click ‘Add Condition’ next to the level of education question.

i. In Correct Options, select 1+.

ii. Place a check next to the options that are considered passing: Bachelor’s degree and master’s degree.

iii. Click Save.
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Notice that the passing response options are displayed on the Scoring Factor Cases page.

g. Click ‘Add Condition’ next to the accredited question.

i. In Correct Options, select Exact.

ii. Check the box next to Yes.

iii. Click Save.

h. Click ‘Add Condition’ next to the years of experience question.

i. In Correct Options, select 1+.

ii. Check the box next to the appropriate responses (the last two).

iii. Click Save.
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i. Click Save on the Scoring Factor Case page.
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3. Add Case #2 (Master’s degree and 1 year of experience):
a. Click on ‘Add New Factor Case’.
b. Enter in a Case Title: Master’s AND 1 year exp.

c. Click Save.

d. Click ‘Edit’ for Case 2.

e. Click ‘Add Condition’ next to the level of education question.

i. In Correct Options, select Exact.

ii. Check the box next to Master’s degree.

iii. Click Save.

f. Click ‘Add Condition’ next to accredited question.

i. In Correct Options, select Exact.

ii. Check the box next to Yes.

iii. Click Save.

g. Click ‘Add Condition’ next to the years of experience question.

i. In Correct Options, select 1+.

ii. Check the box next to the correct responses (the last 3).

iii. Click Save.

h. On the Scoring Factor Cases page, click Save.
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4. Add Case #3 (Master’s degree and CPA qualification in Washington):
a. Click on ‘Add New Factor Case’.

b. Enter in a Case Title: Master’s AND CPA.

c. Click Save.

d. Click ‘Edit’ for Case 3.

e. Click ‘Add Condition’ next to the level of education question.

i. In Correct Options, select Exact.

ii. Check the box next to Master’s degree.

iii. Click Save.

f. Click ‘Add Condition’ next to the accredited question.

i. In Correct Options, select Exact.

ii. Check the box next to Yes.

iii. Click Save.

g. Click ‘Add Condition’ next to the CPA question.

i. In Correct Options, select Exact.

ii. Check the box next to Yes.

iii. Click on Save.

h. On the Scoring Factor Case page, click Save.
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5. Add Case #4 (CPA qualification in Washington and 2 yrs experience):
a. Click on ‘Add New Factor Case’.

b. Enter in a Case Title: CPA AND 2 year’s exp.

c. Click Save.

d. Click ‘Edit’ for Case 4.

e. Click ‘Add Condition’ next to the CPA question.

i. In Correct Options, select Exact.

ii. Check the box next to Yes.

iii. Click Save.

f. Click ‘Add Condition’ next to the years of experience question.

i. In Correct Options, select 1+.

ii. Check the box next to the responses which meet the requirement (last two).

iii. Click Save.

g. On the Scoring Factor Case page, click Save.
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You should now have 4 cases appearing on your Scoring Case page:
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Add Evaluation Step

1. Click on ‘My HR’.
2. Click on the link to your Exam Plan for the posting.

3. Click ‘Add Step’ above the Evaluation Step table.

a. Step Type: Supplemental Questionnaire

b. Step Name: Supplemental Questionnaire
c. Display Candidate Status As: Questionnaire
d. Evaluate on: Scored

e. Applicant Status: Show This Step

i. Show Pass/Fail

ii. Show Step Disposition

f. Calculate Final Score Based On: Percentage Score

g. Final Score Weight: 100
h. Passing Score Percentage: 0
i. The maximum percent applicants must achieve to pass evaluation step. For our exercise, it is set to 0 since all equivalencies are pass/fail and no points were assigned to the question responses.

i. Max Raw Score: 1
i. The maximum number of points that an applicant can earn on all scored questions in the scoring plan. In our exercise, all questions were given a point value of 0, so there isn’t a max raw score. Insight requires a value greater than 0, therefore a value of 1 is necessary. Pass/fail is determined based on the passing score %.

j. Click Save.
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Enter Applications

As we did in the previous exercise, we are going to enter a few applications onto our posting so that we can see how the scoring appears.  Remember, the posting does not have to be released for Insight users to add applicants through the Application Entry.

Follow these instructions to add at least 3 applicants with varying scores. Make sure you respond to the questions to result in failing for one of your applicants.

10. From CandidateTrack, click on App Entry.

11. Locate your Job Posting.

12. Fill out the required fields only.

13. Click Save.

14. Answer the first Agency-Wide Question (it’s the only required question).

15. Scroll to the bottom of the page, click on Save.

16. Respond to the Job-Specific Questions. When responding on behalf of your 3 applicants, make sure you select different responses, with one of the applicants getting failing score due to not meeting the minimum qualifications.

17. Click on Save.

18. Do not add an attachment, just click on Save & Enter Another Application (if you have more to enter) or Save & Exit App. Entry once you have entered all 3 of your applicants.

Move Applicants to Step 3 – Supplemental Questionnaire

1. From My HR page, click on your Exam number.

2. In Step 1 of your Evaluation Steps, your applicants should appear. Click on ‘Application Received’.

3. Change the disposition of all your applicants to Passed.

a. Change Disposition > All, Go. Passed, Save.

4. Advance all your applicants to Step 2.

a. Advance to Next Step > All, Go.
5. You applicants should all now appear in Step 2 with their scores appearing.  Click on the expand step icon next to the step number to view.

a. Applicant should have either Pass or Fail with 0.0%. 

6. To view how they received their scores, click on ‘View Exam Plan’.

7. Click on Details next to one of the passing applicants. You can see which Scoring Factor Case they passed.

a. In this example, the applicant met case #1:
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b. Click on ‘Show Questions’ to view the actual responses:
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Final step – archive your postings and exam plans you created today. 
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