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Overview of Roles

Insight or Analyst/Recruiter
Insight access is granted and maintained through request to DES. Users have the ability to access all recruitment activities for their agency within Insight. Activities include:
· Final approval for requisitions and hires
· Post jobs

· Create screening tools

· Schedule exams

· Communicate with applicants via notices

· Create eligible lists

· Determine and apply veterans preference

· View layoff candidates

· Create the referred list / certified list

· Run reports
Online Hiring Center (OHC)
OHC access is granted and maintained at each individual agency by the OHC HR Liaison(s). 

• Originator – Create, view, and manage their own requisitions. 
• HR Liaison – Create, view, and manage their own requisitions and requisitions created by other users within their assigned department(s) and division(s); add/maintain agency users; assume all permissions granted to the Hiring Manger role described below.
• Approver – Approve Requisitions and/or Hires assigned to them. 
• SME (Subject Matter Expert) – reviews applications assigned to them and may update application dispositions as either Scored or Pass/Fail. 
• Hiring Manager – Processes candidates on Referred lists assigned to them (includes Interviews, Offers, Hires, and Rejections). 

Create a Requisition (As a OHC Liaison)
1. Go to: https://login.training.neogov.com 
2. Click on the Login link in the upper-right-hand corner. 
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Enter your training Username and Password.

4. Click on Sign In.
5. Toggle to OHC by hovering your cursor over the Insight icon [image: image2.png]


 and then click on OHC.
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Click on the Open New Requisition link.
7. Search for the job class specification that applies to the requisition you want to create.
· Note: Since the recruitment process in the system is based on job classes, there are generic job classes in the system for WMS and exempt positions. The training environment has a limited number of job classes entered.
8. Click on Create New in the Requisition column (all the way to the right-hand side) of the job class.
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9. Fill in the requisition form (check the No Approvals box at the bottom).
· The Requisition number is automatically assigned and it will begin with the year (e.g., 2012, 2013).

· If your agency is not using the Hiring Manager role, then when selecting a Hiring Manager, you can select yourself. During training, select your training user name.

· The Skills field is limited to 55 characters. It should only contain requirements related to the position. This field is for internal use only; it is not seen by job seekers.

· 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.
· Check the box for No Approvals. The approval process is for OHC users to approve Requisitions and/or Hire actions only. This is not used in training.
10. Click on Save and Release.
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Open and Assign a Requisition
11. Toggle to Insight by hovering your cursor over the OHC icon [image: image5.png]


 and then select Insight from the options that appear.
12. Hover your cursor over Jobs, click on Requisitions.
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13. The status dropdown box should default to All. [image: image7.png]Al v Show Approval Detail




 You can use the dropdown box to view Requisitions in other statuses.
14. Click the Authorize icon [image: image8.png]


 next to the requisition you are working on.
· Change Status to Open – opens the requisition for recruitment in Insight.
· Select your training user from the Analyst dropdown – this the Insight user assigned as the primary person to complete the recruitment steps in Insight.
· Do not change the Existing Exam Plan dropdown – you are able to associate the requisition to an existing exam plan. During training, we will create a new exam plan.
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Click the Save button.
16. Click on the  [image: image9.png]My HR



 in the upper-left-hand corner of your Insight screen, this will take you to your Insight-HR dashboard. Your Requisition should appear in the Requisitions table.
Note: The requisition will display in the Requisitions section with Open as the selected status (if your requisition does NOT show up, go back to the Requisitions option in the Jobs dropdown and see if it is there.  If it is still in the ”Approved” status, then you need to authorize the requisition again, making sure that you set the status to “Open”).
Note: The only time you see “In Process” is if your agency is using Approver Groups.
Create an Exam Plan & Job Posting
17. Click on the Create Exam link in the Exam column for the Requisition.
[image: image10.png]Requisitions

2016-00029

open

Department

Department of Personnel

2/16/16

Create Exam

4 Refer.

Open

Action(s)





18. Fill out the Create/Edit Exam Plan page:

· Class Spec – Automatically selected. Use the drop down to edit, if needed.

· Job Title – Same text as entered on the Requsition. Can be edited.

· Exam Number – Same as the Requisition number. Can be edited.

· Exam Type – Use the dropdown to select.

· Job Type – Use the dropdown to select.

· Department – Automatically selected.

· Auto-Refer to Hiring Manager – Select No. 
Note - If Yes selected in the Auto-Refer field, then when applicants are placed on the Eligible List, they will automatically be referred to all Requistions associated to the Exam Plan. All Hiring Managers assigned to the Requistion(s) will receive one email per applicant alerting them that candidates are now available for them to review in OHC.

19. Click on Save.

20. You will be taken to the Exam Plan Detail page.
Create a Job Posting from the Exam Plan – There can only be one job posting associated to one exam plan.
21. At the top of the Job Postings table on the exam plan, click on the Add New link.
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22. From the top of the page – you may select the following options:

· Draft – This option is automatically checked to keep your posting in a “draft” status until you have added any Supplemental Questions and Scoring Factors to it. You will need to uncheck this option when you are ready to release the posting.
· Archived – Select this to option archive the posting or “file it away.” Usually done after recruitment is over to clean up your dashboard. 

· Accept Online Applications – Select this option to display the “Apply” link within the job posting to online applicants.
· Show Closing Date/Time – Select this option to display the closing date and time of your posting to applicants. 
· Continuous – Select this option to post your job on a continuous basis (the posting will not automatically inactivate from careers.wa.gov). If you use this option, it is best practice to have in the body of your posting that it could close at any time.


23. Fill out the job posting form:
· Exam Plan – A link will appear to the associated exam plan. During training, we are creating the posting from the exam plan, so a link to the exam plan will appear. If you aren’t creating the posting from the exam plan, then you can either have the system automatically create a new exam plan OR use the field to search for and select an existing exam plan which doesn’t already have a posting associated to it. Exam plans and postings are a one-to-one relationship (one posting per one exam plan).
· Class Spec – Verify the correct job class spec is appearing. If it is not, then use the magnifying glass to search for and select the correct job class. Once the posting is saved, then the class spec field cannot be edited.

· Job Title – During training, enter your initials at the end of the title. This is the title that will appear to job seekers in the job search results, as well as at the top of the job posting page. Use a working title for the position that can be easily understood and recognized by the job seeker. It is not best practice to just have the standard job class as the job title.

· Job Number – During training, add your initials at the end of the automatically populated number, which is the same as the Exam Plan number. The field may be edited, but unique identifier should be used.

· Exam Type – use the dropdown to select.

· Job Type – use the dropdown to select.

· Department – is your agency. In training, select Department of Personnel. Never use the Statewide Pool as the Department.

· Division – only available if your agency has divisions in the OLRS.

· In Job List, select the Default Job Posting. Note: The state is not currently using the Promotional or Transfer pages. If you select Promotional or Transfer, then your posting will not be published.
· Advertise From date - enter in the date you’d like the job to automatically post (during OLRS training, do not change the date - we want the job to be open as of today so it’s posted when we go to apply later on). 

· Advertise To date - enter in the date you’d like the job to be automatically removed from careers.wa.gov (this is the closing date). Your agency should determine a standard closing time for your postings.

· Select at least one Category by clicking on it. This will move it to the “Selected” box. Click on the category in “Selected” to move it back to “Unselected,” if needed.  Applicants will be able to search for job openings by categories. You may select more than one category.
· In Location on Job Posting Display, select a location to display on the posting. This field is not used by job seekers when searching for a posting. You may select only one location. 
· Search Locations – select one or more locations for job seekers to use to search for this posting. Note: If your position is located in Olympia, but you select Pierce County as one of the search locations, this creates confusion for job seekers who search on Pierce County since Olympia is located in Thurston County.

· Select the Full Application Template. Other application templates are available to use, depending on your recruitment process. The other application template requirements are included in their title (e.g., “App – Resume & Cover Ltr Req” template will not allow job seekers to submit their application unless the attachment types of Resume and Cover Letter have been selected as attachments).
· Re-Apply Period - defaults to 30 days, which means that the job seeker cannot submit another application for this posting for 30 days.
· Assigned To - the job posting should be assigned to your training user name. This is the person responsible for the job posting in Insight. Also, this person’s name and contact information will be included on all Notice Templates sent from this posting in Insight.
· Description, Duties, Qualifications, Supplemental Information fields - In production, you will populate the fields for your position specific posting. Note: If you do not enter text in one of the fields, the field will not appear on the job posting. 
· Use the spell-check icon in each field if you wish to use the spell-check feature.
· When using hyperlinks in postings, the Target needs to be set to “New Window (_blank)” and a description of the ink’s destination needs to be added in the “Advisory title” field of the Advanced tab.
· Auto-Update under Salary Information needs to remain unchecked. Do not check this option. If you do, your salary will appear as 0.00.  

· Complete the salary information as applicable. 
· If you check Salary Display and use the dropdown field to select the text to display, then the salary information you entered in the fields above (Minimum Salary, Maximum Salary) will not appear on the posting.


· Select the Yes Supplemental Question radio option (at the bottom of the page).

· Click on Save.
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Add Supplemental Questions
You are able to add questions directly onto the posting or add/copy questions from the Supplement Question Item Bank. All Insight users have access to all questions in the Item Bank.
24. Click on the Item Bank link in the upper-right-hand corner.
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25. Click on the Add New Item link.
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Be sure to keep track of the maximum points available for each question you add to the job posting in the following steps.

26. Fill in the supplemental question form [you must input information in every field with a red asterisk next to it, as well as internal codes for response options (reporting purposes only)].
· Type in your question in the Question field.

· Select the Category for the question to reside in within the Item Bank.

· Select the Type of the question it is.

· Click on the Select From Choices Answer radio button. This will bring up the Input Type field associated with the Select From Choices Answer option. Never use the Yes/No Answer option – it cannot be used in scoring.
· Input Type – select Radio.

· Radio – single selection, all options appear on the screen.
· CheckBox – multiple selections can be made, all options appear on the screen.

· Enter in the Response Options, including an Internal Code (must be unique per response, only appears within reports) and Points. 

· Click on Add Option when you need to add additional response options.

· Required Question set to “Yes” will force the applicant to respond to the question before they can submit their application. Select Yes for training.

· Confidential means that the question response cannot be viewed by the Insight or OHC user directly on the submitted application. However the question responses can be used in scoring, viewed in reports and used for filtering.

27. Click on the Save button (you are now at the list of available supplemental questions in the item bank).
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28. Find the question you just created, click on the Add link next to your question. You may first have to search for your question.
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29. Find and Add at least one additional question that already exists in the Item Bank. 

30. When done adding the questions, click on the Checkout link in the upper-right-hand corner of the screen (the selected questions will appear).
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31. Click on the Edit button in the Action column for the question(s) that you added, but did not create. Write down the maximum points possible for the question and what the minimum passing point would be for your recruitment.
When you add a question out of the item back onto your posting, you are copying the question from the item bank. This means that you can edit the question as it appears on your posting and the original question in the item bank will not be impacted.

Add Scoring Plan

32. Click the Scoring Plan link in the upper-right-hand corner.
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33. Click on the Add New Scoring Factor link. This is where you’re going to tell the system the type of score you want to apply (Pass/Fail or Scored) and what you want to score (the questions you created).
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34. Add a Factor Title (e.g., Supplemental Question Scoring). 

35. Select Scored in the Type.
36. Click Save.
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37. Be sure to click Supplemental Questions in the Score Points From section, and then check all questions that will be used in scoring the requisition in the Factor Questions section. (The “Formula” is created by the system.)
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38. Click on Save and you should see the scoring plan.
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39. Click on My HR in the upper-left-hand corner to verify that the posting was created successfully (it will still be in Draft). In the Job Posting table, select the Draft status.
40. Refer to Layoff List Report User Guide – You need to run the Layoff List Report to see if there are any eligible layoff candidates. If you identify internal layoff candidate(s) who meet your position specific requirements, you may not need to publish your posting.
41. Refer to General Government Transition Pool User Guide – Follow Master Agreement (CBA’s) and rules to consider GGTP candidates.

Note: Do not edit the GGTP eligible list. Use filters to select the skills, location, and work shift to view the eligible GGTP on the Eligible list.

42. Release your posting: 

· Click on My HR. 

· In the Job Postings status dropdown, select Draft.
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· Click on the Edit icon [image: image24.png]


 in the Action column for the posting. 

· Deselect the Draft checkbox.

· Click Save at the bottom of the page.

· Click on My HR to verify your posting has been released.
Note:  If you do not see the posting noted in the top section of Active job posting, you either left the posting in “Draft” or set the advertising dates in the future.  Find the posting on the screen and click the Edit link.  Make the necessary changes and save the posting.  

You are done adding the job posting and supplemental questions.
Fill out the Exam Plan Detail: Create Evaluation Steps (As an Analyst/Recruiter)
43. Click on the Exam number.
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44. Click on the Add Step link next to the Evaluation Steps section.
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45. Select Supplemental Questionnaire in the Step Type dropdown.
46. Enter a desired name for this step in the Step Name field – for training enter “Supplemental Questionnaire”.
47. Enter a message to display to online applicants in the Display Candidate Status As field (e.g. “Supplemental Questionnaire Results”). Whatever text is entered into the Display Candidate Status As field will appear to the job seeker on their Application Status.
48. Select the Scored radio button in the Evaluate On section.  (Note: The Scored option will not work for the Supplemental Questionnaire step type unless a ‘Scoring Plan’ has been created, which we have done in previous steps in the training.)
49. Enter an option for Applicant Status as shown in the screen print below. 
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50. Select the Rescaled Score radio button in the Calculate Final Score Based on section.
51. In Final Score Weight enter in 100 as the percentage.

· Note: This example is based on the Supplemental Questions being the only scored process in pre-Certification. If you are going to use additional screening, the weight would be less than 100%. View the Insight tutorials regarding scoring for additional guidance.
52. In Cut-off Raw Score enter the minimum points needed to pass from the questions added to the job posting. You noted the points when we created and added the questions.
53. In the Max Raw Score enter the total max points possible from all of the questions on the job posting. 

54. In Rescale Cut-off Raw Score to enter in 70. This tells the system to convert the raw scores to scores between 70 and 100.
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55. Click on Save.
Add a third step.

56. Click on the Add Step link next to the Evaluation Steps section.
57. Select Training and Experience from the Step Type dropdown.
58. Enter a desired name for this step in the Step Name field - during training, enter “Training & Experience”.
59. Enter a message to display to online applicants in the Display Candidate Status As field (e.g. “Application Review”).

60. Select the Pass/Fail radio button.  
61. Enter an option for Applicant Status as shown in screen print below. 

62. Click on Save.
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 (Switch Role)
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Apply for the position online 
(As an Applicant)
63. Log in to http://agency.training.governmentjobs.com/washingtontrng/default.cfm 
64. Click on your job posting title. Make sure you select your posting.
65. Click on the Apply button.

Create an Application (As an Applicant) 
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Click on Create an account.  

67. Enter your new account information (you may want to remember this information – write it down below) by completing the required fields and then click on Create.
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· Write your username and password here:________________/________________

68. When creating a new account, you are able to import your resume by transfer from LinkedIn or upload from your computer.
69. Complete the fields which are required.
70. Scroll down the end of each section and click on Save.

71. Continue responding the questions which are not optional and click on Next at the bottom of the page.
72. Since this is the training environment, you can enter whatever information you wish, it does not have to be exactly your personal experience. You may complete at least one record in the ‘Education History’ and ‘Work Experience’ sections, if you desire (click the Save button at the bottom of each section).
73. Continue clicking on Next until the Questions page with the Agency Questions listed first (Agency means the state of Washington within the OLRS). Respond to the Agency-Wide Supplemental questions. You may want to select that you are entitled to veteran’s preference so that we can see how the veteran’s preference points are applied by the recruiter.
74. Scroll down to the Supplemental Questions section. Answer the job specific supplemental questions (the question you created and the question(s) that you added to your posting should appear). Make sure you answer the questions so that you receive a passing score.

75. Click on Proceed to Review at the bottom of the page.
76. Review your application for accuracy. Note that changes can be made from this page on any section of the application.
77. Scroll to the bottom of the application review screen and click Proceed to Certify and Submit.
78. Click the Accept & Submit button on the digital signature screen.
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79. A message will appear on the screen stating “Application Submitted!” and an email is sent to the applicant (emails are not sent out of the training environment).
80. Log out by clicking on your name in the upper right corner of the screen and then click on Sign Out from the options that appear.

(Switch Role)
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Input a paper application 
(As an Analyst/Recruiter)

81. Go to: http://training.neogov.com 

82. Click on the Login link in the upper-right-hand corner.
83. Enter your Username and Password.
84. Select App Entry from the Applicants dropdown.
85. Enter in a First Name and Last Name (use your spouse’s name, your child, your pet, or whatever made up name you want to use).

86. Click on Search.

87. In the Available Jobs section, find your posting and click on it to select.

88. Click on the double arrow head pointing to towards the Selected Jobs field.

89. Your posting should appear in Selected Jobs, click on Submit. 
90. Fill out the required information, including an email address.
91. Continue to scroll down the page. Respond to the required Agency-Wide Supplemental question.
Note: The screen shot below is an example; these are not the state’s agency-wide questions.
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92. Scroll down the page to fill out the Job-Specific Supplemental questions, purposely respond to get a passing score.
93. Continuing to scroll down the page.
94. We do not have a sample attachment of a hardcopy application (in training), so click Save & Exit App Entry.
95. Click on My HR.
Move Applicants Through Evaluation Steps/Screen
96. From the My HR screen, in the Requisition’ section with the status of Open, click on the appropriate exam number in the Exam column. 
97. Click on the Evaluation Step name link. 
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98. Under Step 1, select Change Disposition from the Select Action dropdown.
99. Select All from the Select Candidate(s) dropdown.
100. Click on the Go icon to the right.
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101. Select the Passed radio option in the Pass/Fail Step field.
102. Click on the Save button.
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103. Select Advance to Next Step from the Select Action dropdown.
104. Select Passing from the Select Candidate(s) dropdown.
105. Click on the Go icon to the right.
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106. The applicants should appear in Step 2 (click on the box next to the step to expand the step)   with scores.

107. Move the passing applicants to Step 3. Select Advance to Next Step from the Select Action dropdown.
108. Select Passing from the Select Candidate(s) dropdown.
109. Click on the Go to the right.
Assign Applicants to Subject Matter Experts (SMEs) for Review

110. From the My HR screen, in the Requisitions section with the status of Open selected, click on the appropriate exam number in the Exam column. 
111. Click on the Evaluation Step name link in the Evaluation Steps section.
112. Under Step 3, select SME Review from the Select Action dropdown.
113. Select All from the Select Candidate(s) dropdown.
114. Click on the Go icon to the right.
115. Select the appropriate SMEs from the drop down list (choose your user training user name). To pick more than one SME, click on the first SME, hold down the Ctrl-key and click on the next SME.

116. Click on Submit.
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(Switch Role)


Review Applicants as a Subject Matter Expert (SME)
117. Toggle to OHC by selecting OHC from the options that appear when you hover over the Insight “IN” icon in the upper left side of the screen.
118. Click on the My SME Review option that appears when you hover over you name in the upper right corner. For training purposes, we are going to pretend we are subject matter experts reviewing and scoring the applicant’s training and experience.
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119. Click on the job title of your exam plan.
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120. Click on the first candidate’s PersonID link to view the applicant’s information.
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121. Click on the Show Candidate Disposition link.
122. Select Passed. 
123. Click on Save and View Next App.
124. Review and select Passed for all but on applicant. Select Failed for one applicant. When Failed is selected, a Reject Reason must be selected, as well.
125. Click Save after last applicant.
126. Click on the Return to Candidate List link in the top left of the screen.
127. Note that the applicants now appear with Pass or Fail. 
128. Click on SME Review Complete.
(Switch Role)


View/Review SME Scoring (As an Analyst/Recruiter)

129. Toggle to Insight.
130. From the My HR screen, in the Requisitions section with the status of Open, click on the appropriate exam number in the Exam column. 
131. Click on the Evaluation Step name link in the Evaluation Steps table.
132. Go to Step 3 - View the pass/fail status or each applicant.  To see/change the raw scores entered, select Change Disposition from the Select Action dropdown, select All in the Select Candidate(s) dropdown, and view/change the raw scores entered for each applicant.
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Create Oral Exam Raters and Proctors

133. Select Raters and Proctors from the Tests Dropdown menu.
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134. Click on the Add New Reviewer icon[image: image43.png]



135. Fill in the fields as appropriate and click Save (be sure to select at least one ‘Department’). The rater / proctor will have access to whichever Department (agency) you assign. In production, you should only see your own agency to assign a rater or proctor.
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Create an Oral Exam Evaluation Step
136. Click on My HR.
137. In the Postings section at the top of the My HR page, click on the appropriate exam plan link in the Exam column.
138. In the Evaluation Steps section, click on Add Step.
139. Select Oral Exam from the Step Type dropdown.
140. Enter a name for the step in the Step Name field – during training enter in Interview.
141. Select the Pass/Fail radio button.
142. Enter an option for Applicant Status.
143. To select a rater, click on your raters’ names one at a time. This will move them over to the Selected field.
144. Check the Self-Schedule’ box if you want to allow applicants to “Self-Schedule” for Oral Exams.  If this option is selected, online applicants will be able to self-schedule for oral exams when placed in the oral exam step. For training purposes, we are not going to allow self-scheduling.
145. Click on Save.
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Your new step should now show in the list of evaluation steps on the Exam Plan Detail page.
Advance applicants 

146. Click on Step 3’s name – Training and Experience.
147. Advance all of the passing applicants from step 3 to step 4 (select Advance to next step in the Select Action dropdown and select All from the ‘Select Candidates’ dropdown). Note: Applicants who did not pass the step will not advance to the next step.
148. Click on the Go icon.
Establish Oral Exam Schedule

149. Select Oral Exams from the Tests dropdown.
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150. Click on the View Dates link next to your exam plan. 
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151. On the Oral Exam Dates page, click on Add New.
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152. Select the appropriate location from the Exam Location dropdown field.
153. Enter the exam dates and times as appropriate.  Note that intermission times will actually be determined based on the earliest available time after an exam time slot is completed.
154. Click on Save.
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155. Click on My HR.
156. In the Job Postings section of the My HR page, click on the appropriate exam plan link in the Exam column.
157. Click on the View Applicants by Step link.
· Note: If you previously checked the box on the Oral Exam Evaluation Step to allow applicants to ‘self-schedule’ you may want to send a notice to those applicants to notify them that they can now self-schedule for the oral exam.  Once the applicant self-schedules their information will appear in the Disposition column next to their name in the oral exam evaluation step.  

158. Click on the evaluation step 4 title of Interview.

159. In the Oral Exam step select Schedule for Oral Exam in the Select Action dropdown list.
160. Select All in the Select Candidate(s) dropdown list.
161. Click Go.
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162. Insight will assign each applicant to an oral exam time slot.  You can reschedule them by changing the time using the drop down list for Oral Exam Date/Location.
163. Click on Schedule Candidates.
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164. Note that each applicant’s oral exam (Interview) time is now listed in the Disposition Column.
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Send Oral Exam Scheduling Notice to Candidate(s)

165. On the View Applicants by Step page of the Exam Plan, select Email Notify from the Select Action dropdown.
166. Select Scheduled from the Select Candidate(s) dropdown.
167. Click Go.
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168. Select the appropriate notice template for Oral Exam (Interview) scheduling.
169. Click on the Generate Notices button.
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Notes regarding the Notice Template screen:

· You can click on the Edit Template button to made on-demand changes to the notice. Any edits will only appear on the notices to the applicants selected during this action. The master notice template will not change.

· Do not change the Select Email Format field. Leave the selection on Text.

· The “Reject Reason Not Specified” text will appear whenever a notice template for any action other than reject is sent. It will not impact the notice or the action.
170. Review the notices. Click on Send.
171. Click on the View Applicants by Step link in the upper-left-hand corner (notice that the scheduled applicants now have a View link in the Notice column).
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Print the Oral Exam Schedule (Roster)

172. Select Oral Exams from the Test dropdown.
173. Click View Dates next to the appropriate exam plan.
[image: image56.png]Bam
2016:00050
2016-00131
10-00TNWR-003
2013.00040
201001688
20101785
2016:00020
10-WSDOTHG-001

Exam plan
ccoz

corswRTest

Confidential Secretary

Corrections and Custody Offcor 1 (On Call) Wee:

Financial Examiner 2

Human Resources Consultant 4 (HRC 4) - AHCC

Information Tochnology Specials 3 - Network Supp.

Registered Nurse - Various Shifts

p—
View Dates.
View Dates.
View Dates.
View Dates.
View Dates

View Dates.

View Dates.





174. Click Candidate Schedule.
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175. Click on the Download Schedule link to download the schedule to MS Word.
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176. Choose Open, if prompt.
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177. Close the MS Word document after you have viewed the schedule.
Enter the Applicant Oral Board Scores
178. Click My HR.
179. In the Job Postings section with Active status selected, click on the appropriate exam plan link in the Exam column.
180. Click on the Evaluation Step name link for Step 4.
181. In the Interview (oral exam) step select Change Disposition in the Select Action dropdown list.
182. Select All in the Select Candidate(s) dropdown list.
183. Click Go.
184. Update the dispositions of each applicant so that each applicant has passed.
185. Click on Save.
Place Applicants on the Eligible List
186. First edit the eligible list by clicking on Edit in the Action column for the Eligible List.

187. Enter in your list name by using the same number as your requisition and exam plan.

188. In the Days Candidate Eligible, enter in 30. The applications will go inactive after 30 days from the time they were placed on the eligible list. Any date or number of days applicable can be entered.
189. Click on Save.

190. Click on evaluation Step 4’s name – Interviews.
191. Place a check in the box next to two of the applicants.
192. Select Place on Eligible List from the Select Action dropdown.
193. Select Selected from the Select Candidate(s) dropdown.
194. Click on the Go on the right.
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195. Click on the Assign to List button.
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196. Click on the Eligible List(s) link on the View Applicants by Step screen.
197. Click on the list number link in the List column. You will then be on the eligible list.
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Veteran’s Preference User Guide – Apply veteran’s preference to the applicants on the eligible list by following the user guide.
Refer Candidates to the Hiring Manager
198. On the Eligible List, select Refer from the Select Action dropdown.
199. Select All Candidates from the Select Candidate(s) dropdown.
200. Select the appropriate requisition to refer candidates to from the Select Requisition dropdown.
201. Click on Go.
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202. Enter Comments (if desired, e.g., note the internal candidates).
203. Click on the Refer button (this action will refer the selected candidates electronically to the Hiring Managers who have OHC access). 
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204. To change any of the referral list properties (e.g., expiration date/days), or to enter a Display Candidate Status message, click on the Edit icon in the Action column for your Referred List.
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205. In the Display Candidate Status As section type a message that is viewable to the candidates when they login to their applicant account.  Click on Save.
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                                                     (Switch Role)


View Referred Candidates/Mark as Hired 
(As a Department Hiring Manager)

206. Toggle to OHC.
207. Click on My List that appears when you hover over your name in the upper-right-hand corner. 
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208. Click on the View link in the Candidates column for the applicable requisition.
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Schedule Referred Candidates for Interview and Hire 

209. Click on the check box next to a candidate’s name.

210. Choose Schedule Interview from the dropdown options.
211. Click on Go.
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212. Complete the required field in the interview schedule information and click on Save.
Hire

213. From the Interview Scheduled section or tab, click on the check box next to a candidate’s name.

214. Select Hire from the dropdown options.
215. Click on Go.
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216. Fill out the fields depending on your agency procedures.

217. For training, click on the box next to No Approvals.

218. Click on Save and Release button at the bottom of the screen (the candidate is marked as hired and is now displayed in the Hired section).
· The Answer Date is the end date for the Time to Hire report. This is the date the candidate accepted the job offer.
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Making an Offer and Accepting/Rejecting Offers 

Alternate Step before a “Hire” is made:
219. In the Select dropdown next to the candidate you are offering the position to, select Make Offer.
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220. Click on Go.

221. Fill in the offer data or any other information you desire to track.
222. Click Save. The candidate now is listed under the Offer Pending section.
223. To mark the candidate as either Hired or Rejected, choose the applicable option from the Action dropdown in the Offer Pending section or tab; fill in the applicable fields and choose Save.
(Switch Role)


Authorize a Hire (As an Analyst/Recruiter)

224. Toggle to Insight.

225. From the My HR page, scroll down to the Hires section in the Awaiting Authorization status.

226. Click on the candidates name in the Hire Name column.
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227. Click on Edit.
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228. Edit any of the fields as necessary.
229. Click on Save and Authorized when ready to finalize and authorize the hire. 
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230. Notice the new Approval Status and review the ‘printable’ version of the Personnel Action Form. You may want to print this form and provide it to your PA processor to aid them in adding the new employee into HRMS.  

231. Now click on View Referred Candidates to return to the referred list.
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232. View the new ‘Status’ for each candidate.
233. Click on Show Status Details link to view details from the OHC Referral.
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Post Hire Activities (As an Analyst/Recruiter)
Run the Applicant Flow Report

Note: The report’s data is based on the applicant’s response to the single selection race, culture, ethnicity Agency-Wide Question. To view the applicant’s responses to the multi-select race, culture ethnicity question, you need to run the Ad Hoc Reports Builder EEO Report by Job Posting.
234. Select Standard from the Report options at the top of the page.
235. Click on the Expand icon next to Applicant to view all the available applicant reports.

236. Click on Applicant Flow.

237. In the Exam Title field, use the dropdown to find and select your posting.

238. Click on Generate Report.
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239. Note that you can Export the report into MS Excel (Export to Excel link) or view/save a Printable Version.
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240. You can view the Applicant Flow from your Exam Plan, as well.

· Click on My HR.

· Click on the Exam number.

· Above the Evaluation Steps table, click on App Flow.
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· Note that you cannot export this version of the report.
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Lock and Archive the Referral List 

241. Select Referred from the List option at the top of the page.
242. Click on View in the List column for your referral

243. In Select Action click on Lock List, in Select Candidate(s) click on All Candidates.

244. Click on Go.

· Locking the referral list means no additional activities can be performed on that referral. A list can be unlocked by submitting a request to CareersHelp@des.wa.gov.
· The requisition’s status will change to “Filled – Locked.” Requisitions do not have the status of “archived.” Status options for requisitions are Filled, Cancelled, On Hold, Approved, and Open.
· Once this step is completed, you cannot make any edits to the PA/Hire form completed on the hired candidate.
245. Archive the referral list by clicking on Referred from the List option at the top of the page.

246. In the Action column for the referral, click on Archive icon [image: image82.png]


.

Archive the Eligible List

Note: all associated Eligible Lists are automatically archived when their Exam Plan is archived. However, eligible lists can be archived while their exam plans remain active.

247. Select Eligible from the List option at the top of the page.

248. Click on the Edit icon [image: image83.png]


 in the Action column for your eligible list.

249. In the List Status dropdown option, select Archived.

250. Click on Save.
Archive the Posting

251. Click on My HR and then the Edit icon [image: image84.png]


 in the Action column for the  posting.

252. At the top of the posting page, check the box next to Archived, and then Save at the bottom of the page.
Archive the Exam Plan

253. Select Exam Plan from the Jobs dropdown options.
254. Click on the Archive icon [image: image85.png]


 in the Action column for your Exam Plan.
255. Click on Ok in the pop-up.
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