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Applicant Tracking

What if I’ve made a mistake and need to remove an applicant from the eligible/referred list?  
To remove an applicant from an eligible list, they cannot be on any referred list.  If the applicant has already been referred, they must first be removed from any referral lists before they can be removed from the eligible list. 
Can an agency bar an applicant from applying?  
Only the DES System Administrator can bar an applicant from further consideration.  This will only be considered if extenuating circumstances exist (e.g., a settlement agreement with the Attorney General’s Office).
Exam Plans/Scoring
Are we required to provide exam scores to job seekers?
Although you are encouraged to provide applicants with information related to their status on your recruitment, there is no longer a rule requiring a final examination result to be available to applicants.
Why are we allowing veterans to self-declare eligibility for the 5 or 10% preference?  
This approach is consistent with other states. It also reduces state liability and the chances of inconsistent interpretation from agency to agency.  Tips to assist veterans who want to declare eligibility is available on www.careers.wa.gov/veteranspreferences.html page.
Is it possible to have more than one supplemental questionnaire on a job posting?  
No, only one supplemental questionnaire can be created for each job posting. 
Is it possible to copy exam plans?   
Not at this time. You can copy postings, including their supplemental questions and scoring factors. 
Hiring Manager Access
If we do not plan to assign hiring managers with access to the system, is there a way to send them the certification, profiles and other attachments?  
Yes. Refer to the Certification of Candidates as a Referred List user guide for more information.  
Job Postings
How quickly will new (or modified) job postings be available in the job seeker search?  
All updates occur within minutes.  Remember, when you create and release a new job posting, job seekers who have selected the option to receive e-mail job alerts are notified. Job alerts are sent out once daily in the morning.
How come as a recruiter I can’t see how an applicant has responded to questions I’ve marked as confidential?  
The system is setup so the information contained on an application is the same for recruiters and hiring managers. Since you wouldn’t want a hiring manager to be able to view confidential information, those questions do not appear when the application is viewed. To view confidential results, you can use the filter feature, run a report, or click on ‘View Results’ next to the evaluation step in the exam plan.     
Job Seeker Information
Is it true that job seekers use the same logon identification and password for all customers using the NEOGOV system?  
Yes.  If a job seeker already has an account with governmentjobs.com they may use this same account information to apply for jobs within the state of Washington.
Why isn’t the conviction question listed on the statewide questionnaire?  
The recruitment community thought this best to capture at the position specific questionnaire level.  Recruiters can customize to meet agency needs. 
Does the system provide recruiters with a searchable “talent pool”?  
No, but individual agencies/recruiters may opt to create their own pools (position, job class or agency level) to capture information for individuals interested in working for their agency.  You are only able to view applicant information for those individuals who have applied for a position within your agency. Another option, you can run a report based upon career categories for which job seekers have elected to receive job alerts (Reports > Standard > Interest Cards > Interest Cards by Category). This report provides job seeker contact information (phone number, address and e-mail).

Are job seekers able to withdraw their applications if they are no longer interested in consideration? 
No, they must contact the recruiting agency to withdraw.  
Are internal job seekers required to use their personnel number as their user identification when applying?   
No, they have the option to create their own unique user identification, or if they like, they can use their personnel number.
Who do Job Seekers contact when they have questions about using the system? 
(a) The primary resource for job seekers is the DES Job Seeker Support at 1 877-664-1960.  (b) If they have technical questions, they may need to contact NEOGOV at (855) 524-5627. (c) If their questions are related to the position or agency with the opportunity, the job seeker will be referred to the agency listed on the posting.
Layoff and General Government Transition Pool (GGTP)
How often are new candidates added to the Layoff List and the GGTP update? Are the reports real time?  
Daily at various times. The reports are real time and new names show up on reports immediately.
Since Higher Education employers don’t have access to NEOGOV system, how will we access names on the statewide Layoff Lists?  
Contact DES at LayoffandGGTP@des.wa.gov.
We currently maintain our own internal layoff list. Is this still permissible?  
Yes, however, if your employee is in a generic job class and wants to be considered on the statewide layoff list(s), they will still need to contact DES.  
System Correspondence/Workflow
What job seeker notices are automatically generated by the system?  
Applicants receive a standard confirmation notice via email after they apply for a position.  The same message is sent to all applicants regardless of the position or agency for which they applied.  
Why do e-mails generated by the system come from Governmentjobs.com and not the recruiter? 
It was recommended that we configure the system this way to reduce the amount of emails that get picked up by spam filters.  Replies and undeliverable notices are directed to the sender’s e-mail address.  
Reporting
Does the standard Time to Hire Report calculation meet the HRM Report requirements (Time to Hire =  number of days from the date the hiring supervisor informs the agency HR Office to start the process to fill the position, to the date the job offer is accepted)? 
No, however, we have created an ad hoc report for use by state agencies.  See Time to Hire User Procedure.
Are the reports in real time?  
Yes.
Roles/Security
Who assigns security?  
DES can establish the Recruiter/HR Analyst role in Insight and must set up at least one OHC HR Liaison at each agency. HR Liaisons within each agency are responsible for setting up and maintaining security for the OHC department users (Hiring Managers, HR Liaisons, SMEs, etc.).
Who resets passwords for professional users?  
Both Insight and OHC users can reset forgotten passwords by clicking on the “Forgot your password” link on their login screen.  They will be prompt to complete fields on the screen and an email with a password reset link will be sent to them.
Who resets passwords for job seekers who are state employees? 
The process is the same for all job seekers. They can use the forgotten password functionality.  If an applicant cannot acquire his or her password through methods provided to them, they must create a new account and reapply. DES job seeker support is not able to edit email addresses, view or edit job seeker user names or password.
Other
Who do Recruiters contact for questions about use of the system?  
They should first refer to training and reference materials posted on the OLRS webpage. The materials are accessible from the “My Links” link within Insight.  The “Training” in the “Help & Training” link has additional on-line tutorials created by NEOGOV. If unable to resolve the issue, they should contact their agency Power User.  If that person is unable to resolve, they should then contact the Service Center.
Can Higher Education employers post jobs in the system?  
No the contract is limited to state agencies, boards, and commissions. 
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