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Create Online Hiring Center (OHC) User – User Guide
Department Liaisons are maintain their agency OHC users – including creating new and inactivating Hiring Manager roles, Subject Matter Experts (SME), Originators, Liaisons, and Approvers.
Roles Overview

An OHC user can have one or more roles, depending on the access the activities they need to perform within OHC.

· Originator - Creates requisitions and views only those requisitions that they created.

· Hiring Manager - View referred list for requisitions in which they are assigned as the Hiring Manager.

· Subject Matter Expert (SME) - View applicant list which have been assigned to them for review from the Exam Plan Evaluation Steps.

· Approver - Able to approve requisitions when a requisition is created OR approve a hire when the hire activity is entered on the preferred candidate.
· Liaison – Able to create and view all requisitions for their agency or division, create new OHC Department Users, and view all referred lists for their agency or division.

· If the Liaison’s agency is utilizing the Division option within the system, then their access is determine upon the Division(s) in which they have access.
How to Enter a New User

1. Click on the View Department Users link at the top of your My Requisitions page in OHC:
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2. Click on Add New User.
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3. Enter in the fields for the user. Select the Department the user has access to in OHC (should only be your agency) and the Divisions the user has access. Move the selections over to Assigned by clicking on the double arrow to the right.
a. Email address has to be unique.

b. Username is the users personnel number.

c. Login Time Rule remains on Default.
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4. Click on Active to activate the account, click on the users role(s).

a. Liaisons and Hiring Managers can Create OHC Notice Templates and Send OHC Notices, if you desire.
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5. Once you hit Save two emails are sent to the new user, one with their user name and one with a link to access the page to set their password. 
If you received an error message and cannot click on Save - The user already has an OHC role. First search for the user by clicking on the Show Inactive Users link at the top of the page and then searching for the user. If you cannot find them, then submit a request to DES – careershelp@des.wa.gov to have the user’s access changed to their new agency.

Here is an example of the first email a new user will receive when they’ve been established in the system which contains their user name:
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Here is an example of the second email a new user will receive when they’ve been established in the system which contains the link to set their password:
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Dear Devonee,

Your account has been created. Please Click to reset password to set your password and activate your account.
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