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Online Hiring Center

Introduction

The Online Hiring Center (OHC) engages hiring department staff, subject matter experts and approval
groups in the recruitment and selection process. The intuitive design of the OHC includes a central
dashboard of pertinent tasks and many other great features. This guide will give you a complete
overview—based on user role—from creating a requisition to approving a newly-hired candidate. Read
on and enjoy using the OHC!

OHC Roles

There are six user roles in the OHC: Hiring Manager, Rater, SME, Approver, Originator and HR Liaison.
The table below provides details regarding the tasks each role is permitted to complete.

HR Hiring
Permitted Task Originator Liaison Manager Rater SME Approver
Create requisitions ] J
View all assigned departments’
requisitions
Manage all assigned departments’ OHC
user accounts (if given access)
Approve/deny requisitions o
View applications J J o o o
Change candidates’ disposition values
(prior to the referred list)
Send notices to candidates
(if given access)
View and rate assigned referred lists o
View and take action on assigned
referred lists
View and take action on all assigned
departments’ referred lists
Approve/deny offers o
Approve/deny hires .
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OHC Dashboard

After signing into the OHC your dashboard displays. This is a centralized place of items requiring your
attention. In the OHC world, these are your assigned tasks, referred candidates and associated
requisitions.

Whenever you need to return back to the dashboard, click Dashboard, from the upper left.

NEOGOV @) sasontamna v
Dashboard ~ Jobs v + O ©
Mur Tacl-~
My Tasks

In the My Tasks section, you can have four types of tasks pending your review:

1. Requisition Approval
2. SME Review

3. Interview Rating

4. Hire Approval

The default view displays all tasks pending your review. Click one of the color-coded tabs to view a
specific task type.

My Tasks viEw aLL> Q

4

Total

> Related To > Date Assigned a Department Division
SME Review (9) Sales Associate (000.. 04/28/2016 Sales and Marketing State and Large Agency Sales
Approval @ Customer Service Re... 04/28/2016 Operations Customer Success
Approval m Administrative Assist.. 04/29/2016 Operations Human Resources
Interview (1) m Administrative Assist..  04/29/2016 Operations Human Resources

Showing 1- 4 of 4 items ‘ ‘ ‘ |

To view all tasks, including completed ones, click VIEW ALL.

My Tasks view aiL, Q
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My Candidates

In the My Candidates section, referred lists will display for which you are an assigned hiring manager.

My Candidates Q
Req # = Requisition Title > Candidates = Department 2 Division > Hiring Manager Created On
00008 Administrative Assistant 8 Operations Human Resources  Jason Hanna +1 04/28/2016
00010 Database Administrator 5 Development IT Operations Jason Hanna 09/16/2016

Showing 1- 2 of 2 items | | | |

My Requisitions
In the My Requisitions section, four types of requisitions associated with you will display:

Draft — Requisitions you have created and saved, but haven’t yet submitted.
In Progress — Requisitions you have submitted and are in progress of being approved.
Approved — Requisitions you have submitted and have be approved by all groups.

Open — Requisitions you have submitted and have been opened by HR for recruiting.

The default view displays all draft, in progress and approved requisitions associated with you. Click one
of the color-coded tabs to view a specific requisition type.

My Requisitions view acL» Q
Total
Req # = Requisition Title > Department 2 L.ivision > Hiring Manager Approval Created On 2
00003 Accountant  Operations Finance Jason Hanna (9 Draft 04/28/2016
00007 LY GVEL I NET Prog.. Development Production Applications  Jason Hanna v Complete  04/28/2016
00008 Customer ...  Qperations Custemer Success Jason Hanna +1 ®oof4 04/30/2016

Showing 1- 3 of 3 items | | | |

To view all requisitions, including filled and cancelled ones, click VIEW ALL.

My Requisitions view aiLs Q
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Customize Global Hire Workflow

In the OHC, candidates on a referred list travel through a total of five preset hire workflow steps
including initial referral, interview, offer, hire and rejection. Customize this global workflow if your
organization requires modifications to existing steps and/or additional pre and post offer steps.

Required OHC role: With the OHC role of HR Liaison, you can customize the global hire workflow.

Steps to Customize the Global Hire Workflow

1. From the upper right, click the Settings button. It looks like a gear.

NEOGOV as v O Jason Hanna Vv

Dashboard ~ Jobs + O ©
Misr Taclie wvicw an

2. Click Hire Workflow and click Customize Workflow.

Note: The follow steps feature an example of customizing the global hire workflow where the
interview step is changed to a pass/fail evaluation type and a preboarding step is added.

3. From the Interview step, click .

4. Complete modifications to the form. For this example, “Interview With Hiring Manager” is
added to the Display Status to Candidate As field and Evaluate Using field is set to Pass/Fail.

Step Details

¥ required fields are marked with asterisk

Name * Evaluate Using
Interview
® Pass/Fall
Star Rating

Display Status to Candidate As

Percentage
Interview With Hiring Manager

Raters

Start typing to find a rater. Q

Comment

5. Once you’re done, click Save & Close.
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6. Click Add Step below the Offered step.

_v ReTerrea

o Interview Z i
Add Step
o Offered 7
Add Step
7. From the Choose a Step Type field, select Preboarding and then click Save.
o Referred
o Interview Z i
Add Step
° Offered Z
° Preboarding @ ﬂ
Add Step
e Hired
° Rejected
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Create an Approval Workflow

The OHC provides an approval workflow platform from which you can create saved, department-specific
approval paths for requisitions, offers and hires.

Required OHC role: With the OHC role of HR Liaison, you can create saved approval workflows for your
assigned department(s)/division(s).

Steps to Create an Approval Workflow

1. From the upper right, click the Settings button. It looks like a gear.

NEOGOV oHe

Dashboard ~ Jobs v + O ©

N\

Mis Tacle wview an

2. Click Approval Workflow, and then click Add.
3. From the Name field, enter a name for your approval workflow, e.g., Auditor Controller.

4. From the Applies To field, select Requisition, Offer, Hire, or all.

5. From the Department/Division field, click , select the applicable department(s)/division(s),
and then click Done.

Workflow Details

# required fields are marked with asterisk
Name ™
Auditor Controller
Applies To *
Requisition

Offer

Hire

Department/Division *

Auditor Controller / Payroll &)
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6. Will your workflow have approval steps? If not, from the Approvals switch, click to the off
setting, and then click Save. If your workflow will have approval steps, leave the Approvals
switch in the on setting and continue to the next step.

7. Click Add Approval Group.

8. On the Approval Group pulldown, click the applicable approval group.

9. From the Approvers field, click I:l, select the applicable approvers, and then click Done.
10. Click Add Approval Step.

11. Do you have another approval step to add? If so, click Add Approval Group and repeat these
steps for the remaining approval steps.

12. Are your approval steps in the proper order? If not, you can easily correct with a drag-and-drop.

o Budget Approvers P m—
Richard Gonzales , + 1 more -

Approvers .
- HR . . Z
Simon Davies , + 1 more

Count)kmwstrator Sl
Maria Lee , + 1 more

[,

() Add Annraual Grann

13. Once you’re done, click Save to add your first approval workflow!
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Create a Requisition

When a hiring department has an open position, they’ll submit a requisition as a request to fill the
vacancy.

Below are two navigation paths to start up the process of creating a requisition. Use the path that feels
most natural to you.

Required OHC role: With the OHC role of Originator or HR Liaison, you can create a requisition.

Navigation Path 1

On the Add New menu [+], click Requisition. This can be done from any page.

NEOGOV oHe Q search O Jason Hanna v
Dashboard ~ Jobs v + O© ©
Requisition
My Tasks view aLL> \
Navigation Path 2

On the Jobs menu, click Requisitions.

NEOGOV oe OHC

: | Department 3 Z =+ | PostionCode = | Hiring Manager roval CreatedOn

Then click Add.

Requisitions

+ Add
nh Title Status Department Division
nnnno Hiuman Paecniirerae Analuet Onan (Q)
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Steps to Create a Requisition

1. The first of three requisition form pages will display.

Requisition Details
Requisition # Department/Division *
[Assigned when requisition is saved)] Information Technology () Q
Class Spec® @ Working Title
IT Project Mana Q IT Project Manager
Desired Start Date Hiring Manager *
03/01/2018 i WECOIEEWIEIR@N Find a hiring manager Q
Job Type List Type
Full Time - Regular -
Number of Vacancies
1
Position Details
New Position?
® Yes No
Position # * Vacancy Date
000361 03/01/2018 kel

2. Complete the requisition form page.
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3. Have you selected the correct class spec? There’s a way you can check! From the Class Spec
field, click the selected job title to have a closer look. If you’d prefer printing the class spec,
simply click Print. After your review, click Close.

Create Requisition

. X Class Spec Details & print | Clese

1. CREATE 2. APPROVALS
Description Benefits

Plan, initiate, and manage information technology (IT) projects.
Requisition Details Lead and guide the work of technical staff. Serve as liaison
between business and technical aspects of projects. Plan project
stages and assess business implications for each stage. Monitor
progress to assure deadlines, standards, and cost targets are met

# required fields are marked with asterisk

Requisition #
Detailed Work Activities
[Assigned when requisition is saved]

—

.

Manage project execution to ensure adherence to budget
schedule, and scope.

-

Develop or update project plans for information technology

.

O\ ‘ [ projects including information such as project objectives,
_ Lo i ik i 5k 5 Lo 1

4. Once you’ve completed the form, click Save & Continue to Next Step.

5. If you have an approval workflow template, it will display on the second requisition form page.
In the event of a special circumstance that requires changes, you have the option to override
the workflow. Any changes will only be applied to this requisition, not the saved approval
workflow template.

Approval Workflow

@ The approval workflow below has been automatically applied to this requisition based on the Depariment/Division.

You have the option to override the workflow for this requisition

. Approvers Status p o
i e —— Z 1l
Budget Nancy Reed , + © Due Date Comments
1 more Pending...
s Approvers .
& Status Z i
HR Pamela © Due Datle  Comments
Gavlingki , +1 Pending...
more
e Approvers Status .
M _ o _ N ﬁm'
County AdM... prake Thomas ) [©)] Due Date Comments
+1more Pending...

(® Add Approval Group
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6. Keep the assigned approver(s) reminded about their approval task with a due date. Click ,
enter a due date, and then click Update Approval Step.

Approvers Status .
Budget Nancy Reed , + @D Due Date Comments L
1more Pending...
Approval Group * Due Date
Budget (%) - 0109/2018 |

Approvers *

Nancy Reed (%) Q

Richard Gonzales (=)

Search Approvers

Update Approval Step Cancel

7. Repeat these steps for all remaining approval steps that require due dates. The assigned
approver(s) will receive a reminder email from info@neogov.com, with the subject line,
NEOGOV OHC Task Reminder, on the due day and each day the approval task is past due; until
the task is completed. In the contents of the reminder email will be a View Task button, guiding

the approver(s) to the task requiring their attention.
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Task Reminder for Richard

Hi Richard,

You have a pending Requisition Approval task:

Task

Requisition Approval

Due Date
October 24, 2018

Requisition

Director of Information Technology

Requisition Number
00027

Department

Information Technology

Note: Task reminder emails, such as the requisition approval reminder, must be enabled by an
Insight Administrator (Insight navigation: Admin > Agency Preferences > OHC section).

8. If atemplate for your department/division does not exist, you will be prompted to create an
approval workflow. You have two options: (1) Create an approval workflow. (2) Skip the
approval workflow and click Save & Continue to Next Step. The following steps will detail the
first option.

9. On the Approval Group pulldown, click the applicable approval group.

10. From the Approvers field, click , select the applicable approvers, and then click Done.
11. Click Add Approval Step.

12. Do you have another approval step to add? If so, click Add Approval Group and repeat these
steps for the remaining approval steps.
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13. Are your approval steps in the proper order? If not, you can easily correct with a drag-and-drop.

1 Approvers Status .
-- S Commente Z 1
Budget Nancy Reed , + © Due Date Comments
1more Pending...

1
1
1
1
H . Approvers o
° e - PP Status Z 1
Pamela @ Due Date Comments
Gavlinski , +1 .
o Pending...
more

=TT PETIOmg .

(B Aridd Arpreael Cronn

14. Once you're done, click Save & Continue to Next Step.

15. Drag any file attachments to the third requisition form page and click Save & Submit.

Add Attachments

browse

Supported file types are .doc, .docx, .gif, .jpg, n

[ ]
[ ]
[ ]
[
[ ]
[ ]
[ ]
[ ]
[ ]
[ Drag and drop your file here, or
[ ]
[ ]
[ ]
[ ]
'
'
: .pdf, .png, .ppt, .pptx, .rtf, .txt
[ ]
[ ]

Note: If you're not quite ready to submit the requisition, click Save & Close. The requisition will
display on your dashboard page in the My Requisitions section as a draft.
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Delete a Requisition

Did you make a mistake by creating a requisition that is not needed? If so, no worries! You can delete
the requisition if it has a status of Draft or In Progress.

Required OHC role: With the OHC role of Originator or HR Liaison, you can delete a requisition.

Steps to Delete a Requisition
1. Onthe Jobs menu, click Requisitions.

NEOGOV pie OHC

Q, Search

Dashboard | Jobs

Requisilions
Job Postings My Requisitions VIEW ALL >
Hires
+ | Requisition Title = Department - | PositionCode +  Hiring Manager Approval Created On &
2. Click the requisition to be deleted.
Requisitions
+ Add In Progress v Z Actions v m More Q

+ | Department Division 2 | PosionCode % | Hiring Manager Approval CrestedOn =
00010 Director of Information Teehn... ] Technology 000390 Jason Hanna ©o0or2 10/09/2017
00015 IT Project Manager 1T ] 000361 Jason Hanna ©O0of3 129/2017

Showing 1- 2 of 2 items

3. Click Delete Req and click OK to confirm deleting the requisition.

/\, Requisition Detail

2 [) Copy (%) Cancel Req ] Delete Req
IT Project Manager (00015)

-

Requisition Information Approvals History

Requisition Information

Requisition Number Division
ANME

New Position

RUA

o

Delete requisition

Are you sure you want to delete requisition #00015 - IT Project Manager?
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Approve a Requisition

The selections of approve, deny and on hold are available are available in the OHC. If a requisition
requires canceling, it must be cancelled by the person that created it or someone with the role of HR
Liaison. Additionally, if a requisition has been approved, it can be cancelled by an HR staff member with
Insight access.

Required OHC role: With the OHC role of Approver, you can review a requisition sent to you for
approval.

Requisition Approval Path Example

In the example below, the defined approval path requires the requisition to travel through a total of
four approval groups before going to HR.

Once the requisition creator clicks Save & Submit, the requisition will go to the first approval group. In
this example, both Simon Davies and Melanie Scott will be notified, via email, that a requisition requires
their review. Approval is on a first come, first approve basis. Either Simon or Melanie will need to
approve the requisition to move it on to the next approval group.

Approval Group Selected Approver(s)

Group 1: Manager Simon Davies and Melanie Scott
Group 2: Director Joyce Lowe and Mark Campbell
Group 3: Budget Nancy Reed

Group 4: President Drake Thomas

Steps to Approve a Requisition

1. Ifyou're not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV oHE Q search O Jason Hanna v

Dashboard ~ Jobs + + O ©
Mar Taclie viruans o

2. From the My Tasks section, click the requisition pending your review.

My Tasks view aLLs Q

Requisition Approval

Related To : | Date Assigned I — = | owsion < |

Approval m IT Project Manager (00003) 05/05/2017 Information Technology

Approval m Customer Service Representativ... 05/05/2017 Information Technology

Showing 1 - 2 of 2 items ( ‘ ‘
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3. Click Approve, type any comments and click Submit.

Requisition Approval [ Cancel |

Customer Service Representative (00005)

Comment (Optional)

I approve this requisition. Thank you!

APPROVAL TIMELINE

Pending...
' Budget

Requisition Details

Requisition Number Department

00005 Information Technology Richard Gonzales , +1 more
Title Division

Customer Service N/A Pending...
Representative

HR

iman Daviae  +1 mar,

4. If you're testing the approval workflow process, you may be an approver for multiple approval
groups. In this case, repeat these steps until the requisition has been approved by all groups and
sent to HR.

Note: Approvers have the option of denying or placing a requisition on hold. If denied, the
requisition record can be sent back to any one of the previous approval groups, or all the way
back to the creator. Depending on the circumstances of the denial (e.g., additional
justification), the requisition approval process can be restarted.

Requisition Approval

IT Project Manager (00003)

Send Back to Step Comment (Optional)

Originator - Hanna Jason The County Administrator’s Office requires a new position justification

v
report (i.e., not a replacement of staff). Thank you in advance for

providing this report.

P R APPROVAL TIMELINE
Requisition Details

05/05/2017 by Cheryl Ward

Requisition Number Department Budget

Dickboeed a1
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Cancel a Requisition

For various reasons, you may need to simply cancel a requisition and not continue with the recruitment
process. The OHC provides the option to cancel a requisition, even after it has been approved.

Required OHC role: With the OHC role of Originator or HR Liaison, you can cancel a requisition.

Steps to Cancel a Requisition

1. Onthe Jobs menu, click Requisitions.
NEOGOV e oHC Q search
Dashboard Jobs
Requisilions
Job Postings My Requisitions VIEW ALL >
Hires.
+ | Requisition Title 2 | Department + | PositionCode  +  Hiring Manager Approval Created On &
2. Click the requisition to be cancelled.
Requisitions
+ Add In Progress v Z Actions v m More Q
= | Deportment Division = | PosionCode = | Hiring Manager Approval CreatedOn
00010 Director of Information Techn... ) Technology 000390 Jason Hanna ®oor2 10/09/2017
00015 IT Project Manager T ) 000361 Jason Hanna ©0of3 12972017
SHOWing 1-2of 2items

Click Cancel Req and click OK to confirm cancelling the requisition.

®

Requisition Detail

IT Project Manager (00015)

[} Copy

-

(%) Cancel Req

Requisition Information Approvals History
Requisition Information
Requisition Number Division New Position
nAME AUA o

il Delete Req

Cancel requisition

Are you sure you want to cancel requisition #00015 - IT Project Manager?

m Cancel
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Reassign Requisitions

Perhaps you’re taking some time away from the office or you’ve been promoted to a new position.

Whatever the circumstance, you can reassign one or more requisitions to another team member. The

requisition(s) will display in the new owner’s My Task section.

Required OHC role and permission: With the OHC role of Originator, HR Liaison or Hiring Manager, and

the Update Owner permission selected (Insight navigation: Admin >
Configuration Settings > Security Roles — OHC), you can reassign one
or multiple requisitions to a different owner within your assigned
department(s)/division(s).

Steps to Reassign Requisitions

1.

On the Jobs menu, click Requisitions.

NEOGOV o8 OHC ~

Dashboard | Jobs ™
Re

Q

oo |t | e

Select the requisition(s) requiring reassignment to a different owner. If you’ve selected multiple
requisitions, be sure the current owner is the same for all selections; the OHC allows
reassignments, one owner at a time. On the Actions menu, click Update Owner.

On the New Owner pulldown, click the new owner’s name.

Requisitions
Update Owner Close E
+ Add ‘ All v ‘ Z Actions v
n records are selected.
* required fields are marked with asterisk
B |Req# Title Status Department
Current Owner(s)
00002 Human Resources Analyst Open (9) Human Resources
00003 Information Technology Manager Cancelled (0) Information Technol
New Owner *
00005 Administrative Assistant Cancelled (0) Administratve Offic N
:
00006 Information Technology Manager Cancelled (0) Information Technol
00008 Database Administrator Information Technol
00010 Director of Information Technology Information Technol
00014 Administrative Assistant Administrative Offic
0nnta i istant O

4. Once you're done, click Save and then click Yes, Update.
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Complete an SME Review

SME reviews are used when HR enlists the expertise of their organization’s subject matter experts
(SMEs) to assist with the candidate selection process. The application of an SME review ranges from a
simple pass/fail rating with a single reviewer, to a scored assessment with a panel of multiple reviewers.

The OHC has an extra layer of user security in the context of scored performance and oral exam
evaluation steps. To complete an SME review for either a scored performance or oral exam evaluation
step, an OHC user must be given the SME role and a rater record (Insight navigation: Tests > Raters and
Proctors) with an email address matching the user profile email address. This added security offers a
well-defined scoring area when multiple reviewers are used.

Required OHC role: With the OHC role of SME, you can complete an SME review.

Steps to Complete an SME Review

1. If you're not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV one Q search O Jason Hanna v

Dashboard ~ Jobs + + O ©@

Nve Toelre vieu 2o,

2. From the My Tasks section, click the SME review pending your review.

Q
My Tasks view ALL >
2 1 1
Tota SME Review Requisition Approval
S - peie s 2 m
SME Review (7) RSl Accoyntant (00017) SME Review 05/20/2018 Qperations Finance
Showing 1-10f 1items ‘ | | ‘

Page 23 of 93 — NEOGOV Insight — Online Hiring Center Revised 1/26/21



NEOGOV

3. Click the name of the first candidate to be reviewed.

Candidates

& Print Q

7

Unreviewed

Total

Person ID Candidate Name - | Assigned By % | Last Reviewer -
2 18840196 Avila, Eljzabeth Jason Hanna
2 21099742 Ea'a_as.& Jason Hanna
2, 19795990 Daniels, Paula Jason Hanna
Q 122MFED lamn Erurard £ 1 Hamn

4. The application will display including contact information, work experience, education and other
information. Click the Questions tab to review the candidate’s answers to agency-wide and job-
specific supplemental questions. Similarly, click the E-

References tab to review feedback

provided by reference contacts. You have three ratings in a pass/fail setting: Pass, Fail and

Other. Click one of these ratings. Also, enter any general comments in the Overall Comments

field.

Avila, Elizabeth
Person ID: 18840196 [

< Prev

Application Questions E-References

*

(9\ General Information

Jo

Contact Information

123 First Street
Springfield, IL 62702

@ @ O

us

(888)555-5555 primary

»®

(888)555-5555 alternate

%

Personal Information

Date of Birth

asns

Next — (= Print

Cancel

required fields are marked with asterisk

Your score Other

Overall Comments

Excellent candidate. Lots of recent experience in the
field.
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In a scored setting, enter your score and any rating-specific comments in the field below the
score. Also, enter any general comments in the Overall Comments. While rating a candidate, you
may notice a Disposition Comments section. These are the comments left by HR.

Avila, Elizabeth Prev Next — (0 Print Cancel
Person ID: 18840196 (Y

Application Questions E-References
‘,9\ General Information * required fields are marked with asterisk

Contact Information
9 Brenda's Rating * 9500

123 First Street

= . .

Springfield, IL 62702 Experience score: 50 out of 50
& us Education score: 45 out of 50
® %, (888)555-5555 primary
Sz (888)555-5555 alternate

P

4

Personal Information Simon's Rating SCORE -

Date of Birth

) This section has not been rated yet
oo

Notification Preference

Email Reject Reason
~
Have proof of your legal right to work in - Make a selection - o
the US?
Yes Disposition Comments
Elizabeth appears to meet the experlence requirements.
SSN

Sending to our subject matter experts to confl
xoex-ex- 1111

. Overall Comments
Driver's License

Yes A™*3 Excellent candidate. Lots of recent experience in the

CA . Class C field

Note: If a candidate has a failing score, you can select the applicable reason from the Reject Reason
pulldown.

5. Once you're done, click Submit. The next candidate pending your review will display.

Barajas, Sandra 4 Prev Next — (= Print Cancel
Person ID: 21009742 [[1§

Application Questions E-References
* required fields are marked with asterisk
,Q\ General Information

oy ) Brenda's Rating | Score
-~ Contact Information

= B 123

Write a comment.

& Springfield, IL 62702

©
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6. Repeat these rating steps for all remaining candidates. Click Cancel or click anywhere to the left
of the last candidate’s application review page.

Newman, Bettina

< Prev Next —> = Print Cancel
Person ID: 21987323 [ 70.00%
Application Questions E-References
* required fields are marked with asterisk
,Q\ General Information
U i * 7000
Contact Information Brenda's Rating

123 First Street

Q 0 X
=

Write a comment...
Springfield, IL 62702

7. Notice you have no unreviewed candidates and your SME review status is complete.

‘\\

f _\‘ SME Review
=)

/

Accountant (Job Number : 00017)

Complete Review

CURRENT STATUS
Exam Plan At Step Exam Plan Number
Accountant SME Review 00017 +  Review Complete
Evaluate On
Scored
RELATED ITEMS
[ Job Posting
Candidates EPrint | Q
Total Unreviewed Reviewed

PersonID = Candidate Name a

AssignedBy  © Last Reviewer 2 Last Reviewed = Disposition

No candidates found

Showing No items to display
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8. Click Complete Review and then click OK to notify, via email, the assigned recruiter and other
subject matter experts that you have completed your review.

SME Review Complete Review
Accountant (Job Number : 00017)

CURRENT STATUS

Exam Plan At Step Exam Plan Number
Accountant SME Review 00017 ~  Review Complete
Evaluste On

Scored DCIATED ITEMG

Complete Review

Do you want to notify the assigned recruiter and other SMEs that you have completed reviewing all applications?

The date and time of your last completed review notification will display.

Accountant (Job Number : 00017)

SME Review Last Completed 05/20/2018 08:44 AM [ eIy pon e

CURRENT STATUS

Exam Plan At Step Exam Plan Number
Accountant SME Review 00017 ~  Review Complete
Evaluate On
Seored RELATED ITEMS
L Job Posting
Fomclidas & Print Q

9. If additional candidates are sent to you in the future, complete the review, and then click
Complete Review, to once again notify the assigned recruiter and other subject matter experts
of your completed review.
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Set up a Test Location

Test locations are used for a scheduling on-site assessments and interviews.
Required OHC role: With the OHC role of Hiring Manager or HR Liaison you can set up a test location.

Steps to Set up a Test Location

1. From the upper right, click the Settings button. It looks like a gear.

NEOGOV ond v Q search O Jason Hanna

Dashboard ~ Jobs + + O ©

Mys Toaelre vierw o

2. Click Test Locations and click Add.

3. Complete the form and click Save & Close. The information provided in this form can be used to
communicate to candidates, via email notice templates, the details of scheduled appointments.
E.g., Address, City, State and Zip Code of the test location.

Add Location Cancel

Test Location Details

Location * Code

Community Center

Address 1™ Address 2

110 State Street

City * State *
Grand City California >
Zip Code * Phone
90927 ( - ext
Exam Type(s) * Max Candidates
Interview Exam 100

4. Repeat these steps for any additional test locations.
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Customize a Hire Workflow

The referred list has hire workflow steps based on your organization’s global setting. Customize this
workflow if your department requires modifications to existing steps and/or additional pre and post
offer steps.

Required OHC role: With the OHC role of Hiring Manager or HR Liaison you can customize a hire
workflow.

o Referred

° Skype Interview

Z
e On-Site Interview Z
Add Step
° Offered 7
e Background Check Z i
Add Step

e Hired

° Rejected
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Steps to Customize a Hire Workflow

1. If you're not already viewing your dashboard page, click Dashboard from the upper left.

G Jason Hanna v

NEOGOV

Dashboard Jobs v

Rsr Toarmlre

+ 0 ©

2. From the My Candidates section, click the referred list that will have a custom hire workflow.

My Candidates

00002 Human Resources Analyst Human Resources Administration

seauisition THHe riring Hanager

Jason Hanna

Showing 1-1of 1items ‘ ‘ |

05/03/2017

3. Click the Hire Workflow tab and click Customize Workflow.

\\\ Requisition Detsail

B -

Copy () cancel Req
Human Resources Analyst (00002) m = - —
Requisition Information Approvals Hire Workflow Candidates
/° Customize Workflow
Hire Workflow \

)
Referred 9 9
Activ Total
Interview N
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4. From the Interview step, click . This will be the step to immediately follow the referral of
candidates. Update the step name, candidate status, rating method, scale and pass point. Also,

if you know who will be conducting the interviews, click I:l, select the applicable rater(s), and
then click Done.

Note: Your Insight Administrator must have the Show Jobseekers Referral Dept & Req # set to Yes
for candidates to view statuses and/or self-schedule for interviews/assessments (Insight
navigation: Admin > Agency Preferences > OHC section).

Treat the star rating method the same as point method, e.g., 5 stars equals 5 points. You
have a choice of a 5-star or 10-star scale. Like the percentage score rating method, the star
rating is averaged if there are multiple raters.

Step Details

Name * Evaluate Using

Skype Interview Pass/Fail

® Star Rating

Display Status to Candidate As
Percentage

Skype Interview
Scale

Raters ® 5 Stars

- Start typing to find a rater -
Pass Point

7<% 3 stars
Comment SR

5. Once you're done, click Save & Continue to set up pre-configured interview slots for scheduling.
Note: If you're not yet ready to set up interview slots, click Save & Close and return back later.
6. From the Pre-Configure Interview Slots switch, click to the on setting.

7. Will candidates be allowed to sign back into Career Pages and self-schedule for interviews? If so,
enable self-scheduling! From Allow Candidate Self-Scheduling switch, click to the on setting.
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8. Continue with setting up the interview slots including: locations(s), date(s), times, self-
scheduling deadline and breaks. The preview pane will conveniently display your interview slots,
per day, based on the lengths of time.

Appointment Scheduling

Pre-Configure Interview Slots
Allow Candidate Self-Scheduling

* required fields are marked with asterisk

1 Select Location(s) *

Community Center - 110 Siate Street, . @

2 Select Available Dates *
- Qctober 2018 > October 22, 2018

Su Mo Tu We Th Fr Sa October 24, 2018

30 1 2 3 4 5 6

October 26,2018 (%)
% 15 16 17 18 13 20
21 e 23 e 25 @ 27
28 29 30 3 1 2 3
4 5 6 7 8 9 10

3 Select Times

1PM 100 PM - 145 PM Slot 3
2-00 PM - 2:30 PM Break 2

230 PM - 315 PM Slot 4

Start Time * End Time * Duration * Time Between Slots *
A~ | © ~ ~ ~
~ ~ v ~
Pacific Time (US & Canada); Tijuana
4 Self Schedule Deadline
1015/2018
5 Add Breaks
Starts
10AM 10:00 AM - 10:45 AM Slot 1
A ~ 00
» e
1AM 100 AM - 11:45 AM Slot 2
Starts 12PM 12:00 PM - 100 PM Break 1
~ ~ | 00
~ ~ -

3PM

9. Once you’re done, click Save & Close.
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10. Will there be another pre-offer step? If so, click Add Step, above the Offered step, select
Interview, and the click Save.

("]

i
o
o

o -

N

° Skype Interview

e Choose a Step Type

_n Offered Z

11. From the Interview step, click . Update the step name, candidate status, rating method, scale

and pass point. Also, if you know who will be conducting the interviews, click , select the
applicable rater(s), and then click Done.

Step Details
Name * Evaluate Using
On-Site Interview Pass/Fail

Star Rating

Display Status to Candidate As
® Percentage

On-Site Interview

Max Score * Passing Score % *

Raters 100.00 70.00

- Start typing to find a rater -

Comment

12. Once you're done, click Save & Continue to set up pre-configured interview slots for scheduling.
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13. Repeat steps 6 through 9 to set up interview slots.

Note: This guide illustrates an example of two-interview process: a Skype interview and an on-site
interview. Of course, this example only scratches the surface of all the custom workflows that
you can create. Although the step type is referred to as an “interview,” it can be used for any
type of pre-offer assessment. E.g., a performance exam or an agility test.

14. Repeat these steps for any additional pre-offer hire workflow steps.

15. If preferred, you can update candidates’ statuses once they reach the Offered step. From the

Offered step, click . Enter a brief status message.

Offered Cancel

Step Details

* required fields are marked with asterisk

Display Status to Candidate As

Offered the HR Analyst Position

16. Once you’re done, click Save & Close.

17. Will there be a post-offer step? If so, click Add Step, below the Offered step, select Other, and
then click Save.

° Offered

[

e Choose a Step Type
Other - E Cancel
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18. From the post-offer step, click . Update the step name, candidate status, rating method,
scale and pass point.

Step Details
* required fields are marked with asterisk
Name * Evaluate Using
Background Check @ Pass/Fail
Star Rating
Display Status to Candidate As
Percentage

Hire Pending Approval

Comment

19. Once you’re done, click Save & Close.

20. Are your hire workflow steps in the proper order? If not, you can easily correct with a drag-and-
drop.

o Referred

o Skype Interview Q%ED
. . Drag and drop or focus this and use uj . -
e On-Site Interview \ =9 e i i 1}
and down arrow keys to reorder steps
A Nifarar

21. Once you're done, click Close.
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Additional Hire Workflow Step Types

The hire workflow step types of Interview and Other were featured in the previous section. If needed,
your organization may contact the NEOGOV help desk to enable two additional types: Review and Exam.
Once enabled, these hire workflow types will be available for all departments/divisions.

Choose a Step Type

‘ Interview

N
V ‘ m Cancel

o Interview Vv

Review
Exam
Other

o Offered

[

With the hire workflow step type of Review, candidates are evaluated using one of the three standard
rating methods (pass/fail, star, or percentage). This is a pre-offer step that does not require scheduling
candidates to complete an assessment, e.g., a review of candidates’ submitted application materials.
Completion of this step may take place prior to candidate interviews.

Similarly, with the hire workflow step type of Exam, candidates are evaluated using one of the three
standard rating methods (pass/fail, star, or percentage). This is a pre-offer step that does have an
available scheduling component; where a group of candidates complete an assessment, e.g., a
performance exam.

The table below provides details regarding all hire workflow step types.

Tasks/Features Interview Review Exam Other
Assign OHC Raters ° o J

Assign due dates for OHC Raters o

Available rating methods: Pass/Fail, Star, . . . .
Percentage

Individual scheduling for candidates .

Group scheduling for candidates J

Hire workflow step notice merge fields . J

OHC Hiring Manager/HR Liaison update hire . . . .

workflow step results
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Required OHC role: With the OHC role of Hiring Manager or HR Liaison you can add a review and/or

exam hire workflow step.

Steps to Add a Review and/or Exam Hire Workflow Step

1. If you're not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV

O Jason Hanna Vv

Dashboard Jobs

Ry Toaclr~

+ © ©

2. From the My Candidates section, click the referred list that will have a custom hire workflow.

My Candidates

00002 Human Resources Analyst Human Resources Administration Jason Hanna

Requisition Title Candidates Department m Hiring Manager Created On

Showing 1-1of 1items ‘:‘ |7‘

05/03/2017

3. Click the Hire Workflow tab and click Customize Workflow.

\ Requisition Detail | p— —
Ly &) q /_ Edit
\\ Human Resources Analyst (00002) m —
Requisition Information Approvals Hire Workflow Candidates
/° Customize Workflow
Hire Workflow \
)
o Referred 9
Acti Total
ﬂ Intarview 8]

4. Will there be a review step? If so, click Add Step, above the Offered step, select Review, and

then click Save.

Interview

Choose a Step Type

N\

Review Save Cancel

<>

Offered

N

[,
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5. From the Review step, click . Update the step name, candidate status, rating method, scale

and pass point. Also, if you know who will be conducting the review, click , select the
applicable rater(s), and then click Done. You can also set a due date to keep your assigned
rater(s) reminded about the review task.

Step Details
* required fields are marked with asterisk
Name * Evaluate Using
Application Review Pass/Fail
@ Star Rating
Display Status to Candidate As
Percentage
Hiring Department Review
Scale
Raters @ 5 Stars
~ 10 Stars
(g
Start typing 1o find a rater. Pass Point
3 Stars
Due Date
1010/2018
Comment

6. Once you’re done, click Save & Close.

7. Will there be an exam step? If so, click Add Step, above the Offered step, select Exam, and then
click Save.

° Application Review

N
=

° Choose a Step Type
‘ Exam \ z ‘m Cancel

[

o Offered
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8. From the Exam step, click . Update the step name, candidate status, rating method, scale

and pass point. Also, if you know who will be conducting the review, click , select the
applicable rater(s), and then click Done.

Step Details

# required fields are marked with asterisk

Name * Evaluate Using
Performance Exam Pass/Fail

Star Rating

Display Status te Candidate As
@ Percentage

Performance Exam - Self-Scheduling is Open!
Max Score © Passing Score % *

Raters 100.00 7000

Brenda Gourviz = (%)

Start typing to find a rater.

Comment

9. Once you’re done, click Save & Continue.

10. Will candidates be allowed to sign back into Career Pages and self-schedule for the exam? If so,
enable self-scheduling! From Allow Candidate Self-Scheduling switch, click to the on setting.
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11. Continue with setting up the exam scheduling: locations(s), date(s), times, self-scheduling
deadline, maximum candidates and notes.

Appointment Scheduling

Allow Candidate Self-Scheduling

¥ required fields are marked with asterisk

1 Select Location(s) *

Community Center - 110 State Street, @
2 Select Available Dates *
4 November 2018 > November 6, 2018

Su Mo Tu We Th Fr Sa

November 8, 2018

28 29 30 31 1 2 3
4 5 7 ° 9 10
n 12 13 ¥ B B 17

18 19 20 21 22 23 24

25 26 27 28 29 30 1
2 3 4 5 & 7 8

3 Select Times

Start Time * Duration *

1 hr - 00 min

<
<0

Pacific Time (US & Canada);
Tiiuana

4 Self Schedule Deadline

Wo12018

5 Maximum Candidates

50

6 Special Notes

Enter notes

12. Once you're done, click Save & Close.
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13. Are your hire workflow steps in the proper order? If not, you can easily correct with a drag-and-
drop.

o Referred

e Application Review "
Drag and drop or focus this and use up
o Interview and down arrow keys to reorder steps

o Performance Exam Z i

I

o Offered

o Hired

14. Once you're done, click Close.
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Set up a Notice Template

Notice templates can be used for a variety of notice types including interview scheduling, assessment
results, candidate rejection and job offer.

Required OHC permission: With the OHC permission of Create OHC Notice Templates you can create a
notice template for your assigned department(s)/division(s).

Steps to Set up a Notice Template

1. From the upper right, click the Settings button. It looks like a gear.

NEOGOV oHe Q search

Dashboard  Jobs v + O ©
Mir Taclie wvicw aa

2. Click Notice Templates and click Add.

3. The first of two notice template pages will display.

General Information

Name * Reject reason

Scheduled for On-Site Interview Find a Reject reason Q
Description Departments

Scheduled for On-Site Interview Administrative Office () Q

Air Pollution Control District ()

Auditor Controller ()

Board of Supervisors ()
. ~

4. Complete the notice template form and click Save & Continue to Next Step.
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5. Type the contents of your notice template. When a merge field is required, locate it using left-
side search and then drag to the proper area of the notice. Also, drag any applicable files to the
attachments section.

Create Notice Template Cancel

B I

E B Souce

c

&
o
[

APPLICANT e Hello <Applicant_FirstName=> <Applicant_LastName>

Thank you for submitting your agdfication for the position of <Position_Tille>

First Name Last Name with our <Position_Depart, > Department.

ve been scheduled to attend an on-site with our hiring department staff.

Middle Name Address 1
Below are all the details you need including where and when. We've also attached a driving
Address 2 City instructions map to making finding our offices easy.
Location:
State Zip Code <Referredinterview_LocationTitle>
<Referredinterview_Address1>
Country Home Phone tarview_City=, <Referradint State> <Refer ZipCode>

Date: <Referredinterview_DatelnierviewStart>
Other Phone Person ID Start time: <Referredinterview_TimelnterviewStart>
End time: <Referredinterview_TimelnterviewEnd>

USER > We look forward to meeting you soon!
AGENCY > <User_FirstName= <User_LastName=>
<User_Title>
POSITION > <User_Phono>
REQUISITION >
REFERRAL > @
REFERRED LIST - INTERVIEW >
Drag and drop your “*

REFERRED LIST - OFFERED > file here, or browse N 2 Move

Supported file types are .doc ' .
REFERRED LIST - HIRED > focx, -gif, jpg, .pdf, .png. —

ppt, pptx, .rtf, .txt

REFERRED LIST - REJECTED >
GENERAL >

Note: In the previous version of the OHC, inserting a merge field was a process of either typing or
copying and pasting, from left angle bracket (<) to right angle bracket (>), e.g.,
<Applicant_LastName>. With the current version of the OHC, dragging the merge field to the
notice body is required. Typing or copying and pasting the merge field will not work properly.

6. Once you're done, click Save & Close.
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Review the Referred List

Up until now, you’ve been preparing to work with your referred list of candidates, e.g., schedule and/or
confirm interview appointments, conduct interviews, enter results, etc. It’s now time to have a closer
look at the referred list.

Steps to Review the Referred List

1. If you're not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV O Jason Hanna Vv

Dashboard ~ Jobs v + O ©

Ry Toaclr~

2. From the My Candidates section, click the referred list to review.

. Q
My Candidates
- RS T m g Menag
00001 Administrative Assistant Sales and Marketing Insight Sales Jason Hanna +1 0318/2018

Showing 1-1of 1items | | | |

Note: If the HR staff member left one or more notes on the referred list for you, a button will
display indicating the number of notes available to read.

E/\:' Requisition Detail
NS

[ Copy = Print (%) Cancel Req

Requisition Information Approvals Hire Workflow Candidates History

Administrative Assistant (00001) w

Requisition Detail Notes X Close

Administrative Assistant (00001) el

Requisition Information Approvals Hire Workflow Jason Hanna
05/19/2018

This is a referred list of highly qualified candidates for the Administrati
ve Assistant position. Next steps: (1) Schedule candidates for on-site i
Candidates nterviews. (2) Conduct on-site interviews. (3) Extend an offer of emplo
yment to the top candidate. (4) If the top candidate accepts the offer,
complete the hire process.
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3. Your Insight Administrator has configured the referred list’s columns of data. If you prefer to

display fewer columns, click @ and deselect.

@ Referred v & Actions v |/} More Q
Master Total Total Action Referral Referral ~ Action Date
a B | Name
Profile Rank Score Date Code Expires v EI
Stuart, Janet 2 1 93.00 05/18/2018 000022 v MesterProfile TSR\ e
v Name
Avenent, Alice 08 2 9100 05/18/2018 000022 + Notices CHEI Active

v Referral Code

Nations, David - 3 88.00 05/19/2018 000022 GGl Active
~ Referral Expires

Deligiannis, Maria ~ 4 86.00 05/18/2018 000022 v Status CUC Ml Nctive
v Total Rank

Barajas, Sandra ~ 5 8400 056/18/2018 000022 ~ Total Score CUEI Mctive

Taylor, Randy 2 6 8100 05/19/2018 000022 emed Act\v.
+ Rating .

PR o] a cuqno fonn

4. Once you’re done, you have the option of either printing the exporting the referred list. To print
the referred list, simply click Print. This will render a new web browser page to display the
Referred List Report. Pres Ctrl+P on your keyboard to print.

Referred List Report

Requisition Information

Requisition Number Division New Position
000m Insight Sales No
Department Class Title Position #
Sales and Marketing Administrative Assistant (5360) 000365
Working Title Job Type Vacancy Date
Administrative Assistant Full time, permanent 1/30/2018
acancies Desired Start Date Name

1 12/03/2018 Sally Smith
List Type Hiring Manager

Regular Jason Hanna, Cheryl Ward

LAV SV SV SV SV S S S S S 8 8 8 SV 8 8 8 &

Total Total Action

Name Rank Score Date Rating
Stuart, Janst 1 93.00 051972018
HAvenenti, Alice 2 91.00 05/19/2018
Nations, David 3 88.00 051972018 N/A
Nalinisnnic Maria a 600 NEAGITIOM

5. Close the report page it to return back to the referred list.
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6. Exporting the referred list also takes place from the same page. Select the candidates to be
exported.
@ Referred v Z Actions v I More Q

n records are selected.

LM

Stlfart, Janet 1 93.00 N/A
Avenenti, Alice 2 91.00
Nations, David 3 88.00
Naliniannic hMaria A [=uaTal

Clear selection

7. On the More menu, clic

k Export to CSV.

@ Referred v

Z  Actions v

Stuart, Janst 1 93.00
Avenenti, Alice 2 9100
Nations, David 3 88.00
Naliniannic baria A4 (=4 aTal

[ More Q

i) Export 1o CSV

8. Save the export file to your preferred file location.

9. Once you’re done, open the export file!

Ho-

Insert

Page Layout

candidates.csv - Excel

Farmulas Data

Review

View Help

Jason Hanna

ACROBAT

[Eal ]

Q Search & Share

C I Calibri -1 - = General M %ConditionalFormatting' E‘“Inser‘t -2 ;'v
D - B I U~ A 4 = - $ - % 9 GFormat as Table = E" Delete - - P~
PE,Ste ¥ - A = 3= | - iy [Z7 Cell Styles - = Format~ & -
Clipboard Font ] Alignment [F} Numh{ ] Styles Cells Editing ~
Al - fe Name v
A B | C | D | E | F | G | -
1 |Name ITotal Rank Total Score Rating
2 |Stuart, Janet 1 93 N/A
3 |Avenenti, Alice 2 91 N/A
4 |Nations, David 3 88 NfA
5 |Deligiannis, Maria 4 86 N/A
6 |Barajas, Sandra 5 84 N/A
7 |Taylor, Randy 6 81 N/A
£ |Ghan, Richard 7 77 N/A
9 |Amarillas, James 8 73 N/A
10 -
candidates (6] [ 3
Ready B |- [} + 100%
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Schedule Interviews

It's now time to move your candidates to the interview step! If you’re using self-scheduling, all you need
to do is move the candidates to the interview step. If you’re not using self-scheduling, you’ll need to
schedule candidates after moving them to the interview step. In either case, you’ll want to send them a
notice about self-scheduling or their assigned interview appointments. That process detailed in the
upcoming, Send Notices section.

Required OHC role: With the OHC role of Hiring Manager or HR Liaison you can schedule interviews.

Steps to Schedule Interviews

1. If you're not already viewing your dashboard page, click Dashboard from the upper left.
NEOGOV @) szsontanna v
Dashboard  Jobs v + 0 ®
Mus Tacke
2. From the My Candidates section, click the referred list that will have scheduled interviews.

My Candidates

Seausition THe Sendiates m Sreatedon

00002 Human Resources Analyst Human Resources Administration Jason Hanna 05/03/2017

00006 Administrative Assistant Public Works Roads Jason Hanna 05/07/2017

Showing 1 - 2 of 2 items |

3. Select the candidates that will be moved to the interview step.

4. On the Actions menu, click Move to Interview.

@ Referred £ Actions v More Q
Reject
a records are selec Clear selection  Select all 9 records
Move to |nterview
M t d Action . Master
oveto b Notices Profil Status
Move to Hire ate rofile
Bla, Send Notices 05/07/2017 jeX Active
Print Apps
Cole, Linda 05/07/2017 jeX Active
[ ] 1 neinz/om ) | otaran |

Note: Your hire workflow may have a customized name for the interview step, e.g., On-Site

Interview. If so, click the customize name to move the candidates to that step.

5. Click OK to confirm moving the candidates.
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6. The selected candidates have been moved from the referred step to the interview step. To see
them again, the view must be switched to the interview step candidates. On the doughnut
chart, click Interview, or on the Candidates menu, click Interview.

Referred : 3
Interview : 6 \
@ Referred v £ Actions v More Q
All Candidates
Action Noti Master Status
Offered °me Date otices Profile
Interview o
dired ‘ole, Linda 05/07/2017 - & Active
Rejected tern, Phillp 05/07/2017 & Active
lear Michaal as/n7/om o]
7. From the first candidate to be scheduled for an interview, click Unscheduled.
Action N Master .
. Name Notices ) Status Rating
Date Profile
Blackburn, Gordon 05/08/2017 ,Q\ Unscheduled No Rating
Newman, Carla 05/08/2017 - S Unsche@ No Rating
At Lli ns/na/an1z Q Llnesbod dad Me Dot

8. If you do not have pre-configured interviewed slots, a full-detail schedule form will display
including date, time, location and interviewer(s). Complete the form and click Save.

Interview Details
Interview Date * Locatien
10/17/2017 County Administration Building &) ®
Start Time End Time Interviewer
0:00Ar  J o to qoasan O PacifeTime A RO Select an interviewer Q
Canada);
Tijuana
< Nertnhar 17 20017 > Taday Manth Waal E
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9. If you have pre-configured interview slots, you will only need to select the location and
date/time. Once you're done, click Schedule.

9 , Schedule Interview  cancel m

TOTAL

Interview : 6
Interview Location *

County Administration Building () >

{ A& Actions v

© Interview v

TUESDAY, OCTOBER 17, 2017

Action Master

Notices

Date Profile
10:00 AM 1:00 PM 2:00 PM
©

O Blackburn, Gordon 05/08/2017 - 2
\:| Newman, Catla 05/03/2017 ‘2 THURSDAY, OCTOBER 19, 2017
O Ortman, Julie 05/08/2017 2
10:00 AM [l 1:00 AM [l 1:00 PM
UJ paimer, Mark 05/08/2017 2

©

M 3, = S N-EVNTY

10. Repeat these steps to schedule the remaining candidates for interviews.

Send Notices

Great news! There’ no need to send emails to candidates from your mail client. You can send them
directly from the OHC! A few examples of notices may include, self-schedule interview, assigned
interview appointment and interview/assessment results.

Required OHC role and permission: With the OHC role of Hiring Manager or HR Liaison and the OHC
permission of Send OHC Notices, you can send notices.

Steps to Send Notices

1. If you're not already viewing the referred list of candidates, return back. From the My
Candidates section, click the referred list.

My Candidates

Seauisition THe Candidates m Sreatedon

00002 Human Resources Analyst Human Resources Administration Jason Hanna 05/03/2017

00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017

Showing 1 - 2 of 2 items | ‘ ‘ ‘
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2. On the doughnut chart or on the Candidates menu, click the step name where candidates

require notification.

Referred : 3
Interview : 6 \
@ Referred v Z Actions v More  Q
All Candidates .
lame G Notices Master Status
Offered Date Profile
Interview
Hired ole, Linda 05/07/2017 2 Active
Rejected tern, Phillp 05/07/2017 2 Active
\Wallar Mishaal ne/n7/oMm7 o} s
3. Select the candidates to receive notices.
4. On the Actions menu, click Send Notices.
@ Interview v Z Actions v More | Q

Reject .
B records are selec Clear selection

Move to Referred
v Name Move to Offered Notices Mast.er Status Rating

Move to Hire Profile
Blackbui Send Ngtices 3/2017 - 2 Scheduled for 10/17/2017 10:00 AM No Rating

Print App:
Newman, Carla 05/08/2017 = 2 Scheduled for 10/19/2017 1:00 PM No Rating
Ortman, Julie 05/08/2017 = 2 Scheduled for 10/17/2017 2:00 PM No Rating
u Dalmoar Marle ne/na/2017 = o] hadulad £ AN 1Q /2017 1000 AM N Dating

5. Select a notice template.
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6. If necessary, click Override to make a one-time update to the notice prior to sending. This
update will not affect the saved notice template.

Notice Template *

Scheduled for On-Site Interview Q

# Override

N

Notice Preview

Template Sample Candidate

Hello <Applicant_FirstName> <Applicant_LastName>.

Thank you for submitting your application for the position of <Position_Title>,

with our <Position_Department> Department.

Great news! You've been scheduled to attend an on-site with our hiring department staff.

Dealayar = I kbnm Aladoile vemis . A immliiAlimes sarln e el ik VASAT le £33 sl iy i

7. Click Sample Candidate to view the notice with merged text.

Notice Preview # Override

Template Sample Candidate

Hello Gordon Blackburn.

Thank you for submitting your application for the position of Administrative Assistant,
with our Public Works Department.

Great news! You've been scheduled to attend an on-site with our hiring department staff,

Below are all the details you need including where and when. We've also attached a driving
instructions map to making finding our offices easy.

Location:

County Administration Building
100 State Street

Grand City, California 90927

Date: 10/17/2017
Start time: 10:00 AM

Camel & LAMAE ARA

8. Click Send to send the notice to all selected candidates.
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Steps to Send an Individual Notice

Rather than sending notices in bulk, you can send an individual candidate a notice. This practice may
come in handy if each candidate notice must have its own personalized verbiage.

1. Goto your referred list.

2. On the doughnut chart or on the Candidates menu, click the step name a candidate requires a

notification.
~ Referred : 3
Interview : 6 \

@© Referred v & Actions v More Q
All Candidates N

lame L Notices Master Status
Offered Date Profile
Interview o
Hired ole, Linda 05/07/2017 - =N Active
Rejected tern, Phillp 05/07/2017 = 2 Active

\Wallar Michaal nE /07900 o] s

3. Click the name of the candidate to receive the notice.

Action ~ Master .
. Name Notices ) Status Rating
Date Profile
Blackburn, Gordon 05/08/2017 - 2 Scheduled for 10/17/2017 10:00 AM No Rating
Newman_Carla 05/08/2017 o 2 Scheduled for 10/19/2017 1:00 PM No Rating
Ortman, m 05/08/2017 - 2 Scheduled for 10/17/2017 2:00 PM No Rating
Dal Mol nc/no /a1 [o] Cbadidad £ne 10 10 /9017 300 i A Dati

4. On the Actions menu, click Send Notices.

Carla Newman & Prev Next — Z  Actions | [ Print Cancel

Person ID: 31400911
Reject

Application Questions E-References Notices History Move to Referred

Move to Offered

< Move to Hire
QUICK JUMP... ‘_l (o] H
2 General Information .4 notices

o . ! ;
~ General Information 123 Main Street Schedule intgiew wider.net

Rate
Los Angeles, CA 90001
E2 Work Experience <

O ca £i

5. Select a notice template.

6. If necessary, click Override to make a one-time update to the notice prior to sending. This
update will not affect the saved notice template.
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7. Click Sample Candidate to view the notice with merged text.

Notice Template *

Scheduled for On-Site Interview (X Q

Notice Preview #  Override

Template Sample Candidate

Hello Carla Newman.

Thank you for submitting your application for the position of Administrative Assistant,
with our Public Works Department.

Croat nowel Vani'vio hoon erhadiilan ¥n attond an An-cito with ~ur hivine danarbmont cbaff

8. Click Send to send the notice to the candidate.

Complete a Rating

If you’ve been tasked with completing a rating for one or more candidates, you will receive an email
notification and the task will appear in the My Tasks section of your dashboard. Depending on the
scoring method setup, you will rate based on a star rating, pass/fail, or a numeric score value.

Required OHC role: With the OHC role of Rater, you can complete a rating.

Steps to Complete a Rating

1. If you're not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV O Simon Davies v
Dashboard Jobs v o @
Q

Ay Taclee v ans

2. From the My Tasks section, click the rating pending your review.

Q
My Tasks viEw ALL >
Total Interview Rating SME Review Requisition Approval
e - m Seiesned . m
Interview (8) mAdm"us\rauve Assistant (00001) Interview 05/20/2018 Sales and Marketing Insight Sales
Showing 1- 1 of 1items | ‘ ‘ ‘

Page 53 of 93 — NEOGOV Insight — Online Hiring Center Revised 1/26/21



NEOGOV

3. Click the name of the first candidate to be rated.

\‘/Q\'\ Interview
N N . -
Administrative Assistant (Requisition Number : 00001)
CURRENT STATUS
Requisition Requisition Number At Step
Administrative Assistant 00001 Interview (O Review In Progress
Evaluate Using Max Score Passing Score
Percentage 100 70 RELATED ITEMS
[E] Requisition
Candidates @Print | Q
8 8 0
Total Unreviewed Reviewed
n. St =
2 21099745 Amarillgs, James - -
2 21987330 Avenerti, Alid
o] 21naaran Raraiac Qand

4. Depending on how the step is configured, this can be a pass or fail, a star rating, or a numeric
value. Also, enter any comments and click Submit. The next candidate pending your review will
display.

Amarillas, James < Prev Next — = Print Cancel
Person ID: 21099745

Application  Questions  E-References

* required fields sre marked with ssterisk

,9.\ General Information

I Contact Information Simon Davies ¥ 9000
= Fh 123 First Street

Springfield, IL 62702
& pring James performed well at the on-site interview for most
® us assessment areas. Slightly less department-specific

P . experience

- % (888)555-5555 primary

(BB8)555-5555 alternate
&

Personal Information
Date of Birth

e

Note: Once a rater submits a rating it is locked and cannot be changed. If a rating must be changed,
an OHC user with the role of Hiring Manager or HR Liaison can complete the changes on
behalf of the rater or send the rating back to the rater. The process of sending back unlocks
the rating, allowing for the rater to complete changes.
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5. Repeat these rating steps for all remaining candidates. Click Cancel or click anywhere to the left
of the last candidate’s application review page.

Taylor, Randy
Person ID: 21987295 (Average Score: 70.00) @

— Prev Next — (& Print Cancel

Application Questions E-References

# required fields are marked with asterisk
(9\ General Information

2 Contact Information Simon Davies SCORE 70.00
reviewed on 05/20/2018

= 123 First Street

& Springfield, IL 62702

6. Notice you have no unreviewed candidates and your review status is complete.

E Interview

Administrative Assistant (Requisition Number : 00001)

CURRENT STATUS

Requisition Number At Step
A stant 1 ervie /  Review Complete
Evaluate Using ax Score Passing Score
RELATED ITEMS
Requisition
Candidates SPin || Q
otal Unreviewed Reviewed

7. After the rating is complete, you can view the results from the workflow step.
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Create Candidate Notes

While evaluating candidates, taking notes along the way is crucial. From a general application review to

an on-site interview; each candidate’s application record has a notes section for you to accurately
document the moment.

Required OHC role: With the OHC role of Hiring Manager or HR Liaison, you can create notes about the
candidates you evaluate.

Steps to Create Candidate Notes

1. If you're not already viewing the referred list of candidates, return back. From the My
Candidates section, click the referred list.

NEOGOV O Jason Hanna Vv

Dashboard ~ Jobs v + O ©

Rsr Toarmlre

2. On the doughnut chart or on the Candidates menu, click the step name where you have

candidates.
~ Referred : 3
Interview : 6 \
@ Referred v & Actions v More Q
All Candidates
Action . Master
Offered lame Date Notices Profile Status
Interview
Hired fole, Linda 05/07/2017 - & Active
Rejected tern, Phillp 05/07/2017 & Active
\allar Michaal ne/nz/om7 Q
3. Click the name the candidate to view their application record.
Action . Master .
. Name Notices : Status Rating
Date Profile
Blackburn, Gordon ~ 05/08/2017 - 2 Scheduled for 10/17/20171.. (1) 60.00%
Newman, Carla 05/08/2017 - 2 Scheduled for 10/19/2017 1:... @ 90.00%
Ortman, Jull 05/08/2017 - o Scheduled for 10/17/2017 2... (22 75.00%
Dal Marle A& /ne /0T o] Cebadilad ény 10 /10 /97 1 [ 0. IPYRNYY:

4. Click the Notes tab.
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5. From the New Note section, enter your note and then click Save Note.

Carla Newman 7 Actions v = Print Cancel
Person ID: 32145502

Application Questions E-References Notices History Notes

+ NEW NOTE

Candidate Notes
& [& Source

]
r-.
=

. | e

B

Carla interviewed very well with the hiring committee.
She has a wealth of recent experience in the field.

Cance'

The note will be logged with a date/time stamp. You can return back at any time to view, edit or

delete the note.

Carla Newman 7 Actions v =) Print Cancel
Person ID: 32145502

Application Questions E-References Notices History Notes

+ NEW NOTE

Candidate Notes (1)
Bl | [ Source

]
"
(]

B
]

i
i
m
M
lih
m

Jason Hanna left a note on 9/29/2017 at 2:45 PM ]

Carla interviewed very well with the hiring committee. She has a

wealth of recent experience in the field.

Ca"cel
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Reject a Candidate
Required OHC role: With the OHC role of Hiring Manager or HR Liaison, you can reject a candidate.

Steps to Reject a Candidate

1. If you're not already viewing the referred list of candidates, return back. From the My
Candidates section, click the referred list.

NEOGOV G Jason Hanna v

Dashboard ~ Jobs v + O ©

Rsr Toarmlre

2. On the doughnut chart or on the Candidates menu, click the step name where you have
reviewed candidates and determined one or more will be rejected.

Referred : 3
Interview : 6 \
@ Referred v & Actions v More Q
All Candidates
Action . Master
Offered lame Date Notices Profile Status
Interview
Hired ole, Linds 05/07/2017 - 2 Active
Rejected tern, Phillp 05/07/2017 - & Active
\allar Michaal ne/nz/om7 o]
3. Click the name of the first candidate to be rejected.
Action . Master .
. Name Notices ) Status Rating
Date Profile
Blackburn, Gordon ~ 05/08/2017 - 2 Scheduled for 10/17/20171.. (3 60.00%
Newman, Car 0s/08/2017 - 2 Scheduled for 10/19/2017 1...  [R2ad 90.00%
Ortman, Julie 05/08/2017 - 2 Scheduled for 10/17/2017 2... [ 75.00%
Dalmar Mark ns/ogliamz _ o) e erer e o TV VETSTELE] (o o
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4. On the Actions menu, click Reject.

Douglas Haddad
Person ID: 21987280 ([EREad /

Notices

< Prev Next —

Application Guestions E-References History

QUICK JUMP... («)
T &2 General Information

~ General Information 123 First Street &, (828) 555-5555 |

Springfield, CA 1M (888) 555-5555 |

B Work Experience

& Education stion Preference

Z  Actions =l Print

Reject

Hovewred

Move to OnWyte Interview
Move to Offered

Move to Hire

Send Naotices

Schedule interview

Rate

Cancel

5. Click and select a reject reason.

6. If preferred, enter comments providing more details.

7. Additionally, you can choose to automatically send a notice to the candidate. From the

“Automatically send a notice” switch, click to the on setting.

Note: If you'd prefer to leave this switched off and send all rejected candidates notices at the same
time, check out the upcoming, Send Rejection Notices in Bulk section.

8. If a notice template is not linked to your reject reason, select the proper notice template
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9. If necessary, click Override to make a one-time update to the notice prior to sending.

Reject Details

Reject Reason *

Not best qualified 9}

Comments

Gordon did not pass the on-site interview

process.

Notice

Automatically send a notice

Send email to the candidate(s) immediately after rejection

Notice Template *

Not Best Qualified

Notice Preview

Sample Candidate

Hello <Applicant_FirstName> <Applicant_LastName>.

Thank you for interviewing for the position of <Position_Title>, with our

<Position_Department> Department.

Al revrrnt & ivm o g 13 bbb vpmn s bnmnge b bnmmen el S bl ruese it

~

" Override

10. Once you're done, click Save.

11. Repeat these steps for any remaining rejected candidates.
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Steps to Reject Candidates in Bulk

Alternatively, you can reject multiple candidates at the same time. This process will designate the same
reject reason and comments for all selected candidates. As a result, you may have a few of rounds of
bulk rejecting if candidates have different reject reasons and/or comments.

1. If you're not already viewing the referred list of candidates, return back. From the My
Candidates section, click the referred list.

My Candidates

Requisition Title Candidates Department m Hiring Manager Created On

00002 Human Resources Analyst Human Resources Administration Jason Hanna 05/03/2017

00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017

Showing 1- 2 of 2 items | ‘ ‘ ‘

2. On the doughnut chart or on the Candidates menu, click the step name where you have
reviewed candidates and determined multiple will be rejected.

3. Select the all candidates that will have the same reject reason and comments.

4. On the Actions menu, click Reject.

© Referred v & Actions v More Q
Reject i
records are selec Clear selection
nterview
Move to Offered Action Master
Move to Hire Date Profile
Cole, | Send Notices 05/07/2017 [ Referred [FYSTPS
Print Apps
Stern, Phillp 05/07/2017 2 Active
Walker, Michael 05/07/2017 2 Active
n Items per page 10 ~ Showing 1- 3 of 3 items

5. Click . and select a reject reason.
6. |If preferred, enter comments providing more details.

7. Additionally, you can choose to automatically send a notice to the candidate. From the
“Automatically send a notice” switch, click to the on setting.

Note: If you'd prefer to leave this switched off and send all rejected candidates notices at the same
time, check out the upcoming, Send Rejection Notices in Bulk section.
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8. If a notice template is not linked to your reject reason, select the proper notice template

9. If necessary, click Override to make a one-time update to the notice prior to sending.

REJECt Cancel m

Phillp Stern (Person ID : 31400914) , Michael Walker (Person ID : 31400916) , + 1 More

Reject Details

Reject Reason *

Not selected for interview

Comments

Candidate not best qualified. Was not scheduled for

on-site interview.

Notice

Automatically send a notice

Send email to the candidate(s) immediately after rejection

Notice Template *

Not Selected for Interview (-

Override

Mntira Dreawviawr

10. Once you’re done, click Save.

11. Repeat these steps for any remaining rounds of rejected candidates.
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Send Rejection Notices in Bulk

If you’ve rejected all applicable candidates for various reasons, but haven’t yet sent them notices, you
can do so in bulk.

Steps to Send Rejection Notices in Bulk

1. Ifyou're not already viewing the referred list of candidates, return back. From the My
Candidates section, click the referred list.

My Candidates

Requisition Title Candidates Department m Hiring Manager Created On

00002 Human Resources Analyst Human Resources Administration Jason Hanna 05/03/2017

00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017

Showing 1- 2 of 2 items |7‘ ‘7‘

2. On the doughnut chart, click Rejected, or on the Candidates menu, click Rejected.
3. Select the all candidates that will receive rejection notices.

4. On the Actions menu, click Reject.

© Rejected v % Actions v More Q

Move to Referred

records are selected Clear selection

Master
Status
Profile

Move to Interview

Move to Offered
Move to Hire

Ortman, Julie

L!!!

Dy ol

09/29/2017 -

namamny

Blackt Send Notices 09/29/2017 == ntenviewed but not selected
Print Ap

Cole, Linda 09/29/2017 = 2 Not best qualified

Newman, Carla 09/29/2017 2 Interviewed but not selected

Jo

Interviewed but not selected
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5. Pre-selected notice templates will display based on the reject reason. If one or more reject

reasons do not have associated notice templates, select them at this time.

Send Notice

REJECT REASON

Geordon Blackburn (Person ID : 32145490) , Carla Newman (Persen ID : 32145502) , + 6 More

No show for interview
1 Applicants

Not best qualified
3 Applicants

Interviewed but not selected
4 Applicants

TEMPLATE ACTIONS
| - Override
v
Interviewed But Not Selected
No Show for Interview -
/  Override

Not Best Qualified —
Schedule Notice

Interviewed But Not Selected (%) - # Override

Cance‘ m

Preview
@ Preview

@ Preview

6. If necessary, click Override to make a one-time update to the notice prior to sending. This

update will not affect the saved notice template.

Send Notice

REJECT REASON

No show for interview
1 Applicants

Not best qualified
3 Applicants

Interviewed but not selected
4 Applicants

Gordon Blackburn (Person ID : 32145490) , Carla Newman (Person ID : 32145502) , + 6 More

TEMPLATE ACTIONS
No Show for Interview () C /  Override
Not Best Qualified (& > /  Override
Interviewed But Not Selecied () - / Override

N\

Ca ncel m

@ Preview
@ Preview

@ Preview

7. Once you're done, click Send.

Page 64 of 93 — NEOGOV Insight — On

line Hiring Center

Revised 1/26/21



NEOGOV

Make an Offer

Required OHC role: With the OHC role of Hiring Manager or HR Liaison, you can make an offer of

employment for the preferred candidate.

Steps to Make an Offer

If you’re not already viewing the referred list of candidates, return back. From the My
Candidates section, click the referred list.

My Candidates

Req# < Requisition Title = Candidates Department s Division ] Hiring Manager Created On
00002 Human Resources Analyst 9 Human Resources Administration Jason Hanna 05/03/2017
00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017

Showing 1- 2 of 2 items |7‘ ‘7‘

2. On the doughnut chart or on the Candidates menu, click the step name where you have

reviewed candidates and will make an offer for one of them.

3. Click the name the candidate to receive the offer.

Action . Master .
. Name Notices ) Status Rating
Date Profile
Blackburn, Gordon ~ 05/08/2017 - 2 Scheduled for 10/17/20171.. () 60.00%
Newman, Carla 05/08/2017 -- er Scheduled for 10/19/2017 1:... LEEER 90.00%
Ortmank 05/08/2017 - 2 Scheduled for 10/17/2017 2:.. (20 75.00%
Dal Marl NE/Ne /2017 (o] Crbhndiilad § ATaWileWisTatlrik] m

4. On the Actions menu, click Move to Offered.
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Carla & Prev Next — ‘ Z Actions ‘ (5 Print Cancel
Newman -

Reject
Person ID: 31400911 /

Move to Referred
Application Questions E-References | Move tg Offered otes

Move to
QUICK JUMP... (& o Send Notices

~ Gene R
chedule interview

2, General Information 123 Main  Rate
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5. Enter the offer date and any additional details including dollar values and comments.

Make Offer Cancel

Carla Newman (Person ID : 31400911)

Offer Details

Offer Date *

10/24/2017

Offer Amount

$ 50000.00

Bonus Amount

$

Comment

6. Once you’re done, click Save & Submit.

Steps to Update Offer Status

If the candidate has accepted or rejected your offer of employment, the status can be updated to track
the event.

1. If you're not already viewing the referred list of candidates, return back. From the My
Candidates section, click the referred list.

My Candidates

Requisition Title Candidates Department m Hiring Manager Created On

00002 Human Resources Analyst Human Resources Administration Jason Hanna 05/03/2017

00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017

Showing 1 -2 of 2 items |7‘ ‘7‘
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2. On the doughnut chart or on the Candidates menu, click the offered step.

Rejected 1 3 ™~

9

)
Offered : 1 /\

Interview : 5

@ Interview v Z Actions

v More Q
All Candidates
Action . Master .
Referred Date Notices Profile Status Rating
Offered
Hired n, Gordon  05/08/2017 2 Scheduled for 10/17/20171.. () 60.00%
Rejected Julie 05/08/2017 2 Scheduled for 10/17/2017 2...  [223 75.00%
Dal Mol ne/no/amy Q Cobadidad énv 1N MO /AATT 1 [ 0acc BTNV
3. From the Status column, click Pending.
. Action _ Master
Name Notices . Status
Date Profile
Newman, Carla 05/08/2017 - 2 Pending
n Items per page 10 Showing 1-1o0of 1items
4. Click Edit and either Accepted or Rejected.
5. Enter the response date and any additional details.
Make Offer Cancel Save & Submit

Carla Newman (Person ID : 31400911)

v Accepted X Rejected

Offer Details

Il Answer Pending

Offer Date *

10/24/2017
Offer Response Date
10/25/2017

Offer Amount

$ 50000.00

Bonus Amount

6. Once you're done, click Save & Submit.

Page 67 of 93 — NEOGOV Insight — Online Hiring Center

Revised 1/26/21



NEOGOV

Make an Offer With Approvals

Your organization may require an offer of employment to go through an approval workflow prior to
being sent to the preferred candidate.

Required OHC role: With the OHC role of Hiring Manager or HR Liaison, you can make an offer with
approvals.

Steps to Make an Offer With Approvals

1. If you're not already viewing the referred list of candidates, return back. From the My
Candidates section, click the referred list.

My Candidates

00001 Accountant

- SRR m

Auditor Controller

Accounting Lucy Young 01/25/2021

2. On the doughnut chart or on the Candidates menu, click the step name where you have
reviewed candidates and will make an offer for one of them.

3. Click the name the candidate to receive the offer.

Newman, Carla

Ortman, JLJ“\

Pl Bl

Master Referral
Status
Profile

01/25/2021 A

o

01725/2021

T LY.L Y

000001 Scl’edu led for 01/20/2021 2:00 PM

m Scheduled for 01/19/202110:00 AM

4 [Epe——

000001

4. On the Actions menu, click Move to Offered.

Newman, Carla

Application Questions

QUICK JUMP...

&, General Information

1 Woaork Fynerience

Person ID: 39666957

History

«)

l Next — l l Z Actions v

[ = Print

l Cancel

Notes

Q .
~~, General Information

Contact Information

Eh annu temne

Reject

Move to Referred
Move to Qffered
Move to K
Schedule Interview

Rate

FA il ot
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5. Enter the offer date and any additional details including dollar values and comments.

Offer Approval Form | cancel || save &close ‘

Newman, Carla (Person ID : 39666957)

1. OFFER INFORMATION

Offer Details

¥ required fields are marked with asterisk

Position Offer Date *

Accountant (100086) : Preview = 01/25/2021
Offer Amount Frequency

$ 7500000 Annually -
Bonus Amount Expected Start Date

T =1 faY =STat TisTato L]

6. Once you’re done, click Save & Continue to Next Step.

7. If you have an approval workflow template, it will display on the second offer form page. In the
event of a special circumstance that requires changes, you have the option to override the
workflow. Any changes will only be applied to this offer, not the saved approval workflow
template.

Approval Workflow

¥ required fields are marked with asterisk

@ The approval workflow below has been automatically applied to this offer based on the Department/Division
You have the option to override the workflow for this offer

. A Status
o :t  Budget pprovers . Due Date Comments Z 1
Lucy Young (Y Pending...
. Approvers
° o PP Status Z
HR Harper Evans , + 1 . Due Date Comments £
(Y Pending...
more
:: Approvers Status .
o *!  County Admini... PP . Due Date Comments Z 1
Karen Beckett (Y Pending...

=
(& Add Approval Group
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8. Keep the assigned approver(s) reminded about their approval task with a due date. Click ,
enter a due date, and then click Update Approval Step.

Approval Group * Due Date
> B 01272021
Approvers *
NAGULLIEEN Scarch Approvers Q

Update Approval Step

9. Repeat these steps for all remaining approval steps that require due dates. The assigned

approver(s) will receive a reminder email from info@neogov.com, with the subject line,
NEOGOV OHC Task Reminder, on the due day and each day the approval task is past due; until
the task is completed. In the contents of the reminder email will be a View Task button, guiding
the approver(s) to the task requiring their attention.

NEOGOV onc

Task Reminder for Karen

Hi Karen,

You have a pending Offer Approval task:

Task
Offer Approval

Due Date
January 29, 2021

Requisition
Accountant

Requisition Number
00001

Department
Auditor Controller
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Note: Task reminder emails, such as the offer approval reminder, must be enabled by an Insight
Administrator (Insight navigation: Admin > Agency Preferences > OHC section).

10. If a template for your department/division does not exist, you will be prompted to create an
approval workflow. You have two options: (1) Create an approval workflow. (2) Skip the
approval workflow and click Save & Continue to Next Step. The following steps will detail the
first option.

11. On the Approval Group pulldown, click the applicable approval group.

12. From the Approvers field, click I:I, select the applicable approvers, and then click Done.
13. Click Add Approval Step.

14. Do you have another approval step to add? If so, click Add Approval Group and repeat these
steps for the remaining approval steps.

15. Are your approval steps in the proper order? If not, you can easily correct with a drag-and-drop.

.. Approvers Status Due Date N
i Budget . Comments Z 1
Lucy Young (O Pending... 01/25/2021
[P oo e o o o o o e o o ) L T o e L |
1
H
o . Approvers
o ! i PP Status Due Date |
o HR Casey Jones , +1 — Comments e
o U Pending... 01/25/2021
more
o : Karen Beckett €] Pending... 0172572021 - -

16. Once you're done, click Save & Continue to Next Step.
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17. Drag any file attachments (e.g., draft offer letter and/or offer details) to the third offer form
page and click Save & Submit.

Add Attachments

Drag and drop your file
here, or browse

Supported file types are .doc,

.docx, .gif, .jpg, .pdf, .png, .ppt, £
.pptx, .rtf, .txt

Note: If you're not quite ready to submit the offer, click Save & Close. The offer will display in your
referred list with a pending release status. Once you’re ready to submit, edit the offer, make
any updates and click Save & Submit.

Approve an Offer

Required OHC role: With the OHC role of Approver, you can review an offer sent to you for approval.

Steps to Approve an Offer

1. If you're not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV OHC v O Jason Hanna Vv

Dashboard ~ Jobs + + O ©@

Mys Toelee e ass

2. From the My Tasks section, click the offer pending your review.

My Tasks wview ALL >

Total Offer Approval
fesedio 3 | Dete Aestgned 2 m
Approval Accountant (00007) 01/25/2021 01/25/2021 Auditor Controller Accounting

Showing 1-1of 1items | | | |

Page 72 of 93 — NEOGOV Insight — Online Hiring Center Revised 1/26/21



NEOGOV

3. Click Approve, type any comments and click Submit.

Offer Approval [ cancel \
Carla Newman / Accountant (00001) -

Comment (Optional)

We currently have allocated funds for this forthcoming hire. Approved!

Candidate Information

@ View Application | Approval Timeline
Pending Due Date: 01/25/2021
Position Details Candidate Name
Accountant (10008) Carla Newman Budget
Person ID Offered Date
39666957 01/25/2021
N Duie Dt AMEMAT

4. |If you're testing the approval workflow process, you may be an approver for multiple approval
groups. In this case, repeat these steps until the offer has been approved by all groups.

Note: Approvers have the option of denying an offer. If this is done, the offer record can be sent
back to any one of the previous approval groups, or all the way back to the hiring manager.
Depending on the circumstances of the denial (e.g., additional justification), the offer
approval process can be restarted.

Offer Approval | cancel ‘
Carla Newman / Accountant (00001) A

* required fields are marked with asterisk
Send Back 1o Step * Comment (Opticnal)
Hiring Manager - Lucy Young : Be sure to use HR's recommended offer letter verbiage

Candidate Infermation

@ View Application ‘ Approval Timeline
Today at 7:09 PM
Position Details Candidate Name ° 1 ~
Accountant (10006) Carla Newman Lucy Young approved
Person D Offered Date
39666957 01/25/2021

N Muim Dimen- A19EMIADY
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Make an e-Offer

The e-Offer feature automates allows you to send an offer letter directly to the preferred candidate
through the system. The candidate is then able to login to their Governmentjobs.com profile to view the
offer details and sign and accept or reject the offer. This feature must be enabled by your Insight
Administrator.

Required OHC role: With the OHC role of Hiring Manager or HR Liaison, you can make an e-Offer of

employment for the preferred candidate.

Steps to Create e-Offer Letter Templates

When the e-Offer feature is enabled, HR Liaisons can create and edit offer letter templates. By default,
Hiring Managers do not have access to create and edit offer letter templates. However, Insight
Administrators can grant them access by adjusting your OHC Security Roles settings.

To create an e-Offer Letter Template:

1. From the upper right, click the Settings button. It looks like a gear.

NEOGOV . Q search 0 Jason Hanna|

Dashboard Jobs ~

BAss Toarmlen s ow

2. Click e-Offer and then click Add

3. The first of two e-Offer letter template pages will display.

Add e-Offer Letter Template Cancel

General Information

# required fields are marked with ssterisk

Name * Departments
Standard Offer Letter Board of Tax Appeals (%) | Dept of Agriculure () Q

Dept of Correction (%) | Dept of Personnel (%)

Dept of Technology Leeward Community College (%)
Military Departmen Police Deparment (%)
University of Hawaii Manoa () [EEREENsERERGIENH

Description

4. Complete the e-Offer letter template form and click Save & Continue to Next Step.
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5. Type the contents of your e-Offer letter template. When a merge field is required, locate it using
left-side search and then drag to the proper area of the notice. Also, drag any applicable files to
the attachments section.

Edit e-Offer Letter Template Cancel

1. GENERAL +/ 2. COMPOSE TEMPLATE +/

Search merge fields. Q B 1 1] e = e [ source =

i

e

I

lih

1]

£y
T

Double click, press Enter while focused, or drag and

drop a merge field 1o add it 1o the template, <Today>

Applicant > Deag <Applicant_FirstName>

With great pleasure, | extend the following employment offer to you
First Name me
Position: <Position_Title>

Middle Name Address 1 Start date: 11/4/12019
Salary: <ReferredOffered_OfferAmt>

Address 2 City This employment offer is contingent upon the successful completion of a background check, drug screening
and reference checks. This offer iz not a contract of employment and either party may terminate employment at
any time, with or without cause -
State Zip Code

Country Home Phone @ _

Drag and drop your file here, or

Other Phone Person ID
browse

6. Once you’re done, click Save & Close.

Steps to Enable e-Offers in the Hire Workflow

In order to send candidates an e-Offer, the HR Liaison or Hiring Manager will need to customize the OHC
hire workflow to enable the feature on the individual referred list.

1. If you're not already viewing your OHC dashboard page, click Dashboard from the upper left.

NEOGOV OHE Vv Q search 0 Jason Hanna v

Dashboard ~ Jobs v + © @

Miyr Taeclre wview a0,

2. From the My Candidates section, click the referred list for which you want to enable e-Offers.

My Candidates

Requisition Title Candidates Department Hiring Manager Created On

00002 Human Resources Analyst Human Resources Administration Jason Hanna 05/03/2017

Showing 1-10of 1items ‘:‘ ‘:‘
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3. Click the Hire Workflow tab and then click Customize Workflow.

El\ Requisition Detail .
Coj x) Cancel Re: Edit
\\_7/ Human Resources Analyst (00002) m = Py = K Z
Requisition Information Approvals Hire Workflow Candidates
/° Customize Workflow
Hire Workflow \
)
o Referred 9
Active Total
. - Intarview N

4. From the Offered step, click . Update the candidate status and toggle the Enable Electronic
Offer Letter switch to the right.

Customize Hire Workflow Offered Caneel m
o R Step Details
Display Status to Candidate As
Job Offer
o Interview

Enable Electronic offer letter

e Offered

5. Click Save

Steps to Send an e-Offer Letter

Now that you have created your offer letter template and enabled e-Offers in the hire workflow, you’re
ready to send the offer to the candidate.

1. Ifyou're not already viewing the referred list of candidates, return back. From the My
Candidates section, click the referred list.

My Candidates
- SRR T m
2019-00113 Fiscal Analyst 4 Dept. of Technology
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2. On the doughnut chart or on the Candidates menu, select the step name where the candidate to

whom you want to make an offer currently resides.

Candidates

@ Interview v ‘ & Actions

All Candidates

—

Referred
Interview

Hired

Rejected

e-Offer

(888)555-5555

e-Offer :

Master
Profile

Person ID

24659325

Jo

2

2019-00M3

Referred : 2

TOTAL

Interview : 1/ \

Referral

Expires

Fiscal Analyst4  10/08/2012  04/05/2020

Current
Department®

3. Click the name the candidate to receive the offer.

@ Interview

Z Actions

PersonID % Refl_arral

Expires
Rawlings, Jerald (888)555-5555 28121279 /Q 2012-00113 Fiscal Analyst4  10/08/2019  04/05/2020
Avabe. Heather R (888)555-5565 24658325 ((% 2019-00113 Fiscal Analyst4  10/08/2019  04/05/2020

4. On the Actions menu, click Send e-offer.
RaW"ngss Jerald Next — & Actions v = Print Cancel
Person ID: 28121279 QLIEWIEY
[ inerview | .

Application Questions E-References

QUICK JUMP...

()

General Information

Jo

Work Experience
Education

Additional Information

Notices

History Notes

General Information

Contact Information

123 First Street
Springfield, WA 11111
us

Move to Referred
Move to Hire
Send Notices
d Send e-offer
Schedule Interview

L9 test2@testcom Rate

%, (888)555-5555 primary

(888)555-6555 alternate
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5. Enter the offer date, offer due date, offer amount, and frequency (e.g., annually), and any

additional details including bonus amount and comments.

Send e-Offer

REQUISITION POSITION CANDIDATE
Fiscal Analyst 4 (2019-00113) Rawlings, Jerald

1. OFFER DETAIL

Offer Detail
Offer Date * Due Date *
10/08/2019 10112019
Offer Amount * Frequency
$ 7500000 Annually
Comment

Bonus Amount

o $

Cancel m

6. Click Next

7. Select the appropriate offer letter template and review the text carefully. Click the Sample

Candidate button to see a preview of exactly how the letter will appear to the candidate.

Send e-Offer

REQUISITION POSITION CANDIDATE
Fiscal Analyst 4 (2019-00113) Rawlings, Jerald

1. OFFERDETAIL 2. ELECTRONIC OFFER

Select Offer Letter Template *

2) Q
Standard Offer Lener (%) L 10/8/2019
Standard Offer Letter
I ondard Offer Lever  fff—

Position: Fiscal Analyst 4
Start date: 11/4/2019
Salary: 75,000.00

any time, with or without cause.

Sincerely.

* required fieids are marked with asterisk LTV P Sample Candidate

With great pleasure, | extend the following employment offer to you.

This employment offer s contingent upon the successful completion of a background check, drug screening,
and reference checks. This offer is not a contract of employment and either party may terminate employment at

ATTACHMENTS

8. Click Send e-offer.
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Steps to Review Offer Status

When a candidate accepts or rejects an offer, the hiring manager(s) assigned to the requisition will
receive an email. To check the status of an offer:

1. If you're not already viewing the referred list of candidates, return back. From the My
Candidates section, click the referred list.

My Candidates

% | Requisition Title - | Candidates Department % | Division

2019-0013 Fiscal Analyst 4 h 5 Dept. of Technology

2. On the doughnut chart or on the Candidates menu, select the e-Offer step.

e-Offer: 2 - Referred : 2

TOTAL

Interview : 1

@ Interview v Z Actions v

All Candidates

Person ID Master Referral
Referred — . X - Expies
Interview
Hired (888)555-5555 24659325 2 2019-00113  Fiscal Analyst4  10/08/2019  04/05/2020
1r
Rejected

O f—

3. From the Status column, click on the current status. The progress bar displays the current status
of the offer.

Master

Referral Elig Eiigible
PersoniD = : : : : Status
Profile Expires List Type List Name
Rawlings, Jerald  (888)555-5565 28121279 L 20190013 Fiscal Analyst 4 04/05/2020  Regular Default List Pending
Applicant, Alex  360-555-9877 38869997 k) 20190013 Fiscal Analyst 4 04/05/2020  Regular Defoult List eOfier  |[REN—_

4 1 i
e-Offer =] i Cance

REQUISITION POSITION CANDIDATE OFFER SENT BY
Fiscal Analyst 4 (2019-00113) Jerald Rawlings Evan Oderman
Track Progress il o 0

Sent e-Offer (10/08/2019) Viewed Offer Letter Offer Response (Due 10/11/2019)

OFFER DETAILS ATTACHMENTS
10/8/2019

Offer Date

10/08/2019 Dear Jerald,
With arear nleasure | extend the following emplovment affer 1o wou
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4. An offer that is still pending or that was been rejected can be updated and re-sent to the
candidate if necessary. Candidates are prompted to enter a reason when rejecting an offer.
Updates made to e-Offers are tracked in the candidate history tab. You can also print or
download the offer letter from this page.

e-Offer EE=ES = & “
REQUISITION POSITION CANDIDATE OFFER SENT BY

Corrections and Custody Officer 1 Alex Applicant Evan Oderman
(2016-00067)

[ L { ]
Track Progress Sent e-Offer (10/08/2019) Viewed Offer Letter (10/09/2019) Offer Rejected (10/09/2019)
a View Reason
OFFER DETAILS ATTACHMENTS
10/8/2019
Offer Date
10/08/2019 Dear Alex,
Due Date With great pleasure, | extend the following employment offer to you.
10/09/2019 Position: Corrections and Custody Officer 1 (Conviction Qs on Application Template)
Start date: 11/4/2019
Offer Amount Salary: $9,000.00
99000 Annually This employment offer is contingent upon the successful completion of a background check, drug screening, and
reference checks. This offer is not a contract of employment and either party may terminate employment at any
time, with or without cause.
Applicant, Alex & Prev & Actions v
Person ID: 38869997 |galics
Application Questions E-References Notices History Notes

l Today at 8:46 AM

Evan Oderman updated =-Offer

Due date 10182019
Offer Amount 86000
Offer Date 1015/2019
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Hire a Candidate

Required OHC role: With the OHC role of Hiring Manager or HR Liaison, you can hire a candidate.

Steps to Hire a Candidate

18. If you're not already viewing the referred list of candidates, return back. From the My

Candidates section, click the referred list.

My Candidates

Q
Req# < Requisition Title = Candidates Department s Division ] Hiring Manager Created On
00002 Human Resources Analyst 9 Human Resources Administration Jason Hanna 05/03/2017
00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017
Showing 1 - 2 of 2 items |_‘ ‘_‘

19. On the doughnut chart or on the Candidates menu, click the offered step.

Rejected : 3 ™~

9

Offered : 1 /\

Interview : 5

© Interview v & Actions v

More Q
All Candidates
CEIED Notices RERED Status EV ]
Referred Date Profile &
Offered o
- n, Gordon  05/08/2017 2 Scheduled for 10/17/20171..  [2) 60.00%
Rejected Julie 05/08/2017 2 Scheduled for 10/17/2017 2... [ 75.00%
D Marle NE/na/amT o] Cobhadilad fnr 10 A0 /AN17 1 [ D2 IPTENYY:
20. Click the name the candidate to hire.
Action . Master
. Name Notices _ Status
Date Profile
Newman, Carla 05/08/2017 - 2 Accepted

ms per page 10 v

Showing 1-1of 1items
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21. On the Actions menu, click Move to Hire.

Carla Newman 2 Actions = print | Cancel
Person ID: 31400911 '
Reject
Application Questions E-References | Move to Referred lotes
Move to Interview
|E| Move to Hire

QUICK JUMP...
0 @G
' ene Send Notli

O .
~ General Information 123 Main Street

T Los Angeles, CA 90001

22. Enter the start date and any additional details.

Hire Form Save & Close Save & Continue to next Step

Carla Newman (Person ID : 31400911)

1. HIRE INFORMATION 2. APPROVALS 3. ATTACHMENTS

Hire Information

Offer Date * Date Offer Accepted *

10/24/2017 10/25/2017
Offer Amount Bonus Amount

$ 50000.00 $
Start Date * Orientation Date

1/01/2017 1/01/2017
Filled Date

10/25/2017

Active On Eligible List?

Comment

23. Once you're done, click Save & Continue to Next Step.
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24. If you have an approval workflow template, it will display on the second hire form page. In the
event of a special circumstance that requires changes, you have the option to override the
workflow. Any changes will only be applied to this hire, not the saved approval workflow
template.

Approval Workflow

@ The approval workflow below has been automatically applied to this hire based on the Department/Division.

You have the option to override the workflow for this hire

.e Approvers . i
i Status R o Z i
Budget Nancy Reed , +1 Due Date Comments
© Pending...
more
ADDrover
.t Approvers .
o 2
Pamela Starus - e
HR Due Date Comments
Gavlinski , +1 ® Pending..
more
Approver
.t Approvers . .
i . Status ~ Z 1
° County Admi... pave Thomas ) Due Date Comments -

(© Pending...
+1more

@ Add Approval Group
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25. Keep the assigned approver(s) reminded about their approval task with a due date. Click ,
enter a due date, and then click Update Approval Step.

Approvers Status —
Bucdget NancyReed ,+1 (@ Due Date Comments b
more Pending...
Approval Group * Due Date
Budget (3 - 10/27/2017 =

Approvers *

Nancy Reed (<) Q

Richard Gonzales (%)

Search Approvers

Update Approval Step Cancel

26. Repeat these steps for all remaining approval steps that require due dates. The assigned
approver(s) will receive a reminder email from info@neogov.com, with the subject line,
NEOGOV OHC Task Reminder, on the due day and each day the approval task is past due; until
the task is completed. In the contents of the reminder email will be a View Task button, guiding

the approver(s) to the task requiring their attention.
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NEOGOV

Task Reminder for Richard

Hi Richard,

You have a pending Hire Approval task:

Task
Hire Approval

Due Date
December 12, 2018

Requisition

Director of Information Technology

Requisition Number
00027

Department

Information Technology

Note: Task reminder emails, such as the hire approval reminder, must be enabled by an Insight
Administrator (Insight navigation: Admin > Agency Preferences > OHC section).

27. If a template for your department/division does not exist, you will be prompted to create an
approval workflow. You have two options: (1) Create an approval workflow. (2) Skip the
approval workflow and click Save & Continue to Next Step. The following steps will detail the
first option.

28. On the Approval Group pulldown, click the applicable approval group.

29. From the Approvers field, click , select the applicable approvers, and then click Done.
30. Click Add Approval Step.

31. Do you have another approval step to add? If so, click Add Approval Group and repeat these
steps for the remaining approval steps.
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32. Are your approval steps in the proper order? If not, you can easily correct with a drag-and-drop.

. Approvers o -
: Status . Z T
Budget Nancy Reed , +1 Due Date Comments =
: ® Pending...
more
R e e s 1
1
1
]
H . Approvers .
L ’ Status Z U
- >lall
pamela ) Due Date Comments
A D )
Gavlinski, +1 \& Pending...
o maore
+1more oo
() Arid Areroaal Cronn

33. Once you’re done, click Save & Continue to Next Step.

34. Drag any file attachments to the third hire form page and click Save & Submit.

Add Attachments

Drag and drop your file
here, or browse

Supported file types are .doc,

.docx, .gif, .jpg, .pdf, .png, .ppt,
.pptx, .rtf, .txt

Note: If you're not quite ready to submit the hire, click Save & Close. The hire will display in your
referred list with a pending release status. Once you’re ready to submit, edit the hire, make
any updates and click Save & Submit.
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Approve a Hire

Required OHC role: With the OHC role of Approver, you can review a hire sent to you for approval.

Steps to Approve a Hire

5. If you’re not already viewing your dashboard page, click Dashboard from the upper left.

@ Jason Hanna v

NEOGOV oHe

Dashboard ~ Jobs + + O ©
Mys Taclre vnewu ans
6. From the My Tasks section, click the hire pending your review.
My Tasks VIEW ALL > Q

Hire Approval

s Related To = Candidate s Date Assigned s Due Date = Department Division =

Approval (=8 Administrative Assistant (00. Carla Newman 06/16/2017 Public Works Roads

Showing 1-10f1items

7. Click Approve, type any comments and click Submit.

o Hire Approval
Carla Newman / Administrative Assistant (00006)

Comment (Optional)

(2

X Deny

We currently have allocated funds for this hire. Approved!

APPROVAL TIMELINE

Candidate Information = Print

Candidate Name

Carla Newman

Person ID
3140091

Date Referred

Nne/ne /017

Offer Amount
$50,000.00

Answer Date
10/25/2017

Start Date

ELF7at Wi Tatlrd

I Pending...
Budget
Richard Gonzales , +1 more

° Pending...
HR

Simon Davies , +1 more
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8. If you're testing the approval workflow process, you may be an approver for multiple approval

groups. In this case, repeat these steps until the hire has been approved by all groups and sent
to HR.

Note: Approvers have the option of denying a hire. If this is done, the hire record can be sent back
to any one of the previous approval groups, or all the way back to the hiring manager.

Depending on the circumstances of the denial (e.g., additional justification), the hire approval
process can be restarted.

o Hire Approval
‘e

Carla Newman / Administrative Assistant (00006)

Send Back to Step Comment (Optional)

HiringManager - C The County Administrator's Office requires a position justification report for this

new hire. Thank you in advance for providing this report.

. X APPROVAL TIMELINE
Candidate Information (= Print
05/08/2017 by Richard
Gonzales
Candidate Name Offer Amount v
Carla Newman $50,000.00 Budget

Dickhoed & 1 a1
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View Hires
Required OHC role: With the OHC role of Hiring Manager or HR Liaison, you can view hires.

Steps to View Hires

1. Onthe Jobs menu, click Hires.

NEOGOV B OHC

o

Job Postings My Requisitions view aLL

- m : o 2 | ostancode = | g

2. Alisting of hires will display.

Hires

[ ] (][]

You have four available features:

e On the Candidates menu, click the status of hired candidates for which you want to view.

e C(lick and select the columns for which you want to view.

e On the More menu, click Export to CSV.

e C(lick to search by various data including: requisition number and title, candidate’s
name, department, division and candidate’s date.

3. Click the candidate’s name to view their application.

NEOGOV & OHC .
OHC Smith, Helen 2 Actions v 2 Pim | Cancel

Dashboard  Jobs ~ Person ID: 28792433 ([IIE
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4. Click the hired candidate’s status to view the Hire Details page.

Hires

] More Q

All v
n_m“ Sroee

2018-Jan-A Administration Smith, Helen Administration /v 0412772018

TR 2017- HRA Administration Woodhull, Abraham Administration 0312212018
00003 Sales internship C, Catherine Police 03/02/2018

NEOGOV

Hire Details
e Helen Smith (Person ID : 28792433)
Hire Information Approvals History
Hires —
A Hire Information
i
2018-Jan
TR 201 e ier
o wa
00003
s Amou Oa
17-00007 NA 42572
201700 Acte On Elgible Lis
0100020
0100018 e
0100013

Anachments:

«| <[>
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Print Applications

Required OHC role: With the OHC role of SME, Rater, Hiring Manager, or HR Liaison, you can print

applications.

Steps to Print Applications

1. If you're not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV

G Jason Hanna v

+ 0 ©

Dashboard Jobs v

Rsr Toarmlre

2. If you’re assigned the OHC role of SME or Rater, go to the listing of candidates.

My Tasks view aLL»

SME Review

- Related To

] Date Assigned -

Department =

SME Review (8) Customer Service Representa... 05/05/2017 Information Technology

Division +

Showing 1-1of 1items

3. Select the candidates for which you need printed applications and click Print.

Candidates & Print

Unreviewed

a records are selected.

Clear selection

N

Select all 8 records

| PersonID = Candidate Name Assigned By < Last Reviewer = Last Reviewed =
.2 31400915 Eva Varner Jason Hanna
,2 31400910 Gordon Blackburn Jason Hanna
2 31400912 Julie Ortman Jason Hanna
,2 31400917 Kelley Vaughan Jason Hanna
o] z1annaie Limea Fal TN

Q
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4. Alternatively, if you're assigned the OHC role of Hiring Manager or HR Liaison, go to the referred

list of candidates.

My Candidates

Requisition Title

00002 Human Resources Analyst

00006 Administrative ASgstant

Human Resources

Public Works

Division

Administration

Roads

Q
Hiring Manager Created On
Jason Hanna 05/03/2017
Jason Hanna 05/07/2017

Showing 1 - 2 of 2 items 7‘ ‘

5. Select the candidates for which you need printed applications.

6. On the Actions menu, click Print Apps.

@ Referred . & Actions More Q
Reject
B recorcs are selec Clear selection  Select all 9 records
Move to Skype Interview
Mave to On-Site Interview :cliuﬂ Notices :as'l:r ctatus
Move to Offered e s
¢ Move to Hire 05/08/2017 el A
Send Notices
o - os/oarzon
/] Newman, C 05/08/2017 2 [l Active
[_] 2 [ roe s ]

7. The Print Applications window will display. You have three options from which to choose:

e Print Applications Now: Limited to 25 applications and requires a direct print from your web
browser.

e Create PDF with Applications: Creates a PDF of applications without candidates’ uploaded
attachments.

e Create PDF with Applications and Attachments: Creates a PDF of applications with
candidate’s uploaded attachments (e.g., résumés, cover letters, college transcripts).

Select your preferred printing option and click Continue.

| © Referred | & Print Apps Print Applications Cancel
records are selected.
You've selected § applications to print
] Blackburn, Gordon 05/08/2017
] Cole, Linda 05/08/2017 ‘
Print Options
] Newman, Carla 05/08/2017 prinEABplications Now
Limited to a maximum of 25 applications. Preview
] Ortman, Julie 05/08/2017 ) i . i
and print applications directly from your browser
] Palmer, Mark 05/08/2017 Create PDF with Applications

A PDF will be generated and you will be notified

Stern, Phillp 05/08/2017 via email when it is ready to download

Varner, Eva 05/08/2017 ® Create PDF with Applications and Attachments
A PDF will be generated and you will be notified

Vaughan, Kelley 05/08/2017 via email when it is ready to download.

Page 92 of 93 — NEOGOV Insight — Online Hiring Center

Revised 1/26/21



NEOGOV

8. If you selected either PDF download option, a confirmation window will display. You'll receive
an email from support@neogov.com once your PDF is ready for download.

@ Referred Actions : : :
‘ ’ | * " Print Applications Close
n records are selected.
Preparing PDF...
] Blackburn, Gordon 05/08/2017 paring
Your applications are preparing for print.
] Cole, Linda 05/08/2017 ‘ If more than 100 applications are selected
multiple PDFs will be generated.
= B, (B0 SR You will receive an email with a link to download
the PDF when processing is complete.
[} Ortman, Julie 05/08/2017 ‘ " N
] Palmer, Mark 05/08/2017 Remember, you can always view, download, and
print your applications for up to 30 days here
Stern, Phillp 05/08/2017
\arnar Fus NE/NRMIMT

9. Go to your saved PDF. On the Profile menu, click Print Applications.

NEOGOV Q search O ur Name v

Dashboard Jobs My Profile

Print Applications

Help
My Tasks view aL> Sign out

10. From the PDF column, click View for the saved PDF you want to download and/or print.

Print Applications Q

Job# % | Job Title ¢ | Total Applications ¢ | Report Type : | Start Time End Time

00002 Human Resources Analyst 5 Applications Resumes And At..  05/08/2017 O1:45 PM 05/08/2017 O1:45 PM View

00002 Human Resources Analyst 5 Applications Only 05/08/2017 O1:41 PM 05/08/2017 O1:41 PM View

Items per page 20 Showing 1- 2 of 2 items

= 811167_1720253_05082017_134530_772811.pdf - Adobe Acrobat Pro SN
File Edit View Window Help ®
Bopn | Rate- | @ S| Bowhbm @ HE customize ~ | [

& [1]uor O | = & HO | Bead HE i

Julie Qriman SSN: N/A Received: 4/21/17 6:21 PM

Tools Fill & Sign Comment

~

EMPLOYMENT APPLICATION

MAJESTIC COUNTY Received: 4/21/17 6:21
100 State Street PM ..
Grand City, California 90927 For Official Use Only:
R . 310-555-5309 QUAL:_____
\JL\ l l( https://www.maiestic.qov Dl\ll:!%x pp——
- i i Ortman, Julie g‘[rapming
C O l_] N ] \l 00002 HUMAN RESOURCES ANALYST aOther:
PERSONAL INFORMATION
POSITION TITLE: EXAM ID#:
HUMAN RESOURCES ANALYST 00002
NAME: (Last, First, Middle) SOCIAL SECURITY NUMBER:
Ortman, Julie N/A
ADDRESS: (Street, City, State, Zip Code)
123 Main Street, Los Angeles, California 90001
HOME PHONE: | ALTERNATE PHONE: | EMAIL ADDRESS:
DRIVER'S LICENSE: DRIVER'S LICENSE: | LEGAL RIGHT TO WORK IN THE UNITED STATES? v
n o Stata: Numbh n AL
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