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Copying Job Posting & Scoring Plan
Recruiters have the ability to copy a previously created Job Posting, no matter what status the Posting is currently in. You are able to copy just the job posting which will only copy the posting information and supplemental questions OR to copy the job posting and the scoring plan which includes the supplemental questionnaires.

Note:  The Exam Plan does not copy over. A new exam plan will be created on the copy.
Copy Job Posting & Scoring Plan
1. Go to Jobs in the NEOGOV Insight navigation tool bar.  Select Postings to see the available postings. The postings page defaults to showing the Current postings. Use the dropdown option to view postings in other statuses or choose to view All.
2. Search for the Job Posting you would like to copy.  If desired, you can use the search options across the top of the table or use the filter to search by conditions. Note: The columns that appear are customizable – what you have selected to view on the Job Postings page may be different than what is appearing below.
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3. Select the Job Posting by clicking on the Job Title.  Review the Job Posting and the Supplemental Questions (if present).  

4.     Click Edit on the Detailed Job Posting page.

5.    Click Copy Job Posting & Scoring Plan.
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6. A pop-up will appear, click Ok to continue with the copy.

7. The posting will appear the same as the original posting, but there will not be a link to an Exam Plan and the Advertise From and Advertise To dates will default to today’s date. The DRAFT box will not be automatically checked.
8. Check the box next to Draft until you are ready to release the posting.

9. A new exam plan needs to be created; the radio button next to Create New in the Exam Plan section should be selected. Exam plans cannot be copied. Once the posting is created, you’ll need to navigate to the posting’s exam plan to create any evaluation steps.

[image: image3.png]* Exam Plan:

@® Create New
O select existing





10. Make required and desired changes to the posting. Please note the following:

a. The Job Title can be edited for clarity’s sake (example, Administrative Assistant 4, Assistant to the Director).
b. The Job Number must be edited to give it a unique number. To avoid accidentally posting two jobs with the same job number you can add a hyphen, then the position number of the vacancy to the end of the job number in the copied job posting.  Ex. 2010-00044-C781.
c. The Advertise From and Advertise To dates must be edited.
d. Search Locations and other fields may also need to be edited.
e. Input Salary information.

11. Edit/update any of the other fields for the posting to meet your position specific vacancy. Click on Save.
12. You will return to your My HR page. 
Copy Job Posting 

Follow the same steps above to copy just the job posting and questions by clicking on Copy Job Posting at the top of a posting in edit mode, and then proceed as above.
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