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State of North Carolina User Guide Content

The purpose of this Online Hiring Center User Guide is to show departments how to
use E-Recruit to automate, record and communicate decisions resulting in
streamlined hiring processes. The guide is divided into sections that align with
tasks done by the role descriptions shown on the next page. Based on your role, only
one or two sections may pertain to your work. Although not always needed, tips
located within each section provide additional information and often answer
commonly occurring questions.

To get started- Go to: https://secure.training.neogov.com for training site OR
https://secure.neogov.com for live production site.

Once signed in, you may go to the “Help & Support” Section in the top navy blue
section of the main screen for video tutorials provided by the vendor, NEOGOV.
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1. Create and Release a Requisition

Create a Requisition (As a Department Liaison, an Originator or Hiring
Manager with access to originate requisitions)

Tip: a requisition is also known as a request for recruitment

1. Go to: https://secure.training.neogov.com for the training site or to ’ >
https://secure.neogov.com for the live production site ‘

2. Click on the ‘Login’ link in the upper-right-hand corner

3. Enter your Department Username and Password (write it to the right for future reference):

Tip: Use of your work e-mail as your Department User name is the standard convention in this
E-Recruit system - makes it easy to remember

4. Select the ‘Online Hiring Center - Departments’ radio button, click login (this will take you
to the OHC, which is where all non-HR department users will log in)

™
N EOGOV 1-888-NEOGOV1 | Home | Site Map | Contact | Login

Customers Customer Care News & Fvenis Company

CHome » Secure Login
NEOGOV

= | H Please eniter your Username and Password below to access your secure * Bookmark this page
r nslg Insight account. = Don't have an account
= Forgot your password
= Login Help
Username:
Password:

O Ingight - Human Resources

—ee P Oinline Hiting Center - Departments
Login | <

5. Click on ‘Open New Requisition’

NEOGOV
=~‘lns|ght OHC My Requisitions | My SME Review | My List | Preferences | Help & Support | Logout

Post  Approvals Admin

welcome, Jean Tordella My Regquisitions
—wm | show All Regs. in My Dept, | Show Approval Detail | Yiew Departrnent Users | Show Filled Reas. | Show Cancelled Regs.

6. Search for a class specification from which to create the requisition. You may search by
alphabet, by scrolling through pages or by entering a title in the search box and pressing
“go”. See arrows in screen diagram that follows:
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Ways to
search
for job

class

Search for class title or class coda: I

428 records found.

Page 1 of 18 << PreviousPage 1|2|3|4|5|6|Z|8|9]10 MNextPage ==
Class Code Class Title Positions Requisition
30009718 ABC Chief Administrator Positions Create New
30000586 ABC Field Auditor Positions Create New
30014121 Acccounting Specialist 11 Positions Create New
30013271 Access And V'Ei;%' rdinator Eositions Create New
31000025 #Eccountant Positions Create New
30012947 Accountant Bositions Create New
30005459 Accountant Positions Create New
30000486 Accountant [ Positions Create New
30000487 Accountant II Positions Create New
30000488 Accountant ITI Positions Create New
30000489 Accountant IV Eositions Create New
30000450 Accountant V Positions Create New

Tip: Because graded, banded, flat-rate and judicial system classes are loaded into E-Recruit,
some job class titles are listed more than once. When the same job class name shows more
than once, the requisition creator will want to click on the class name and review the “Custom

Form Field” tab to confirm the selected class matches the intended class unless they are
certain they know the job class number.

In the screen diagram above, the class code for the title “Accountant” shows 3 times (see
bracket). The example below shows how to locate the class code corresponding with your
intended one when a class title appears more than once. To find the intended class, click on
the Accountant class title (the example shows what happens when the first “Accountant” title
listed (3100025, corresponding to the arrow in inset) is selected.

Three tabs, (Description..., Benefits, and Custom Form Fields) appear, as shown below:

Class Title: Accountant

Salary: $35,585.00 - $94,675.00 Annually

Return to List Create Requisitior

Print Job Descriptior

NA - Description of Duties for Posting Benefits Custom Form Fields

Minimum Education and Experience:

Bachelor's degree with 12 credit hours of accounting coursework; or associate's degree in accounting;
or associate's degree in business or related discipline with 12 credit hours of accounting coursework; or
equivalent combination of training and experience. All degrees must be received from appropriately
accredited institutions. . .




Tip: By clicking on the “Custom Form Field” (see visual immediately below), details appear;
these details will help the requisition creator decide if this class is the intended one. In the
example shown, this particular Accountant job class is part of the career banded system.

Class Title: Accountant

Salary: %35,585.00 - $94,675.00 Annually /

Return to List Create Requisition
Print Job Description
NA - Description of Duties for Posting Benefits Custom Form Fields
Abbreviated Class Title : Accountant
Pay Scale Type : Banded
Pay Scale Area : Career Banding
Pay Scale Group / Grade : NG
Job Family : Administration And Management
Job Branch : Accounting

Contributing Reference Rate : $46,642.00
Journey Market Rate : $57,650.00
Advanced Reference Rate : %£76,156.00

Requisitions can be created from the detail screen, as shown above, or the main screen, as
shown below.

Tip: If the class you are viewing details for is not the intended one, you may use the
@ navigational back arrow key (back white arrow in round blue circle) at the top left of
your screen to “back up” to the full list of job classes. Or, click on the “Return to List”
link at the top left-hand side of the screen.

7. Click on ‘Create New’ in the Requisition column (all the way to the right-hand side) —unless

you already did so from a detail screen as shown above
4
Class Code Class Title Positions Requisition
5739 Accountant Positions Create Mew
1181 ADMINISTRATIVE SPECIALIST Positions Create New

8. Fill in the requisition form:

a. Desired Start Date — Specify today’s date
b. Requisition # - This # is automatically assigned by the system..

c. Working Title — Enter a ‘working title’ to be used for posting, especially if different
from the class title. If the class title and working title are the same, you may enter
the class title now or it can be entered later.

d. Vacancies — Enter the # 1 to specify the vacancy (to be filled) for the position.



Tip: With initial go-live NC will use a 1:1 relationship between a requisition
(request to post) and a given posting.

Department — From the dropdown list, select the name of your Department (the
department for which the Requisition is needed).

Division — Optional field. From the dropdown list, select the name of your Division

(if any).

Position: There are two ways to select a position ID for the requisition being

created:

i. By selecting a department and division (if any) from the drop-down list, or

ii. Using the search selector to find the exact position desired

Selecting a position ID by selecting a Department/Division (i):

e This Position Number dropdown list will be populated once the user enters
a Department and an optional Division. ***Only departments and divisions
the department user has access to will appear in the drop-down***,

e The Position Number dropdown list will only include ‘active’ positions within
the selected Department/Division. The list will not be filtered by job

classification.

Class Title: ACCOUNT CLERK
Class Code: 1110
Creator: Staff, NGV

+ Required

Desired start Date:
* Requisition #:
Working Title:
Vacancies:

= Department:
Division:

~» Position:

* Hiring Managers:

List Type:
Skills:

Comments:

04/22/2011
[assigned when requisition is saved]
Account Clerk

1

Finance E
=== Select :::|Z|

=== Sglect === E
=== Salact === -

10239 - Supervisor Of Payrolls, Assistant
10272 - Occupational License Specialist
(*)10324 - Cust Service Rep II

10327 - Cust Service Rep II

(*)10328 - Cust Service Rep I

10329 - Admin Aide II

10607 - Inspections Aide, T

1132 - Finance Accounting Analyst, Sr.
(*)11536 - Assistant Payroll Systems Administrator
(*)11761 - Staff Services Asst, T

11904 - Administrative Assistant, T
12347 - Administrative Assistant, T
12353 - Subject Matter Specialist

12452 - Accountant, T

12453 - Accountant, T

12458 - Account Clerk, T B

Selecting a position ID via ‘Search’ Selection (ii): (if needed)

Tip: When you do not know the position number, you may search for positions
using a method shown. If your agency’s position numbers are controlled by



BEACON, you might find “contains” more useful than “begins with”, since all
BEACON positions begin with 600.

When performing a search the list will be populated with the applicable results.
Upon clicking a position number generated from search results, the
Department/Division boxes will automatically populate (with the department
and division related to that position number).

e To search: Click on magnifying glass:

Class Title: ACCOUNT CLERK
Class Code: 1110
Creator: Staff, NGV

+ Required

Desired start Date: 04/22/2011
= Requisition #: [assigned when requisition is saved]
Working Title: Account Clerk

Vacancies: 1

= Department: | e - |
Division: === Select ===E
osition: === Select ===
= Hiring Managers: Available: Assigned:
=]
(<<

™

e Search box pops-up. User can search “Starts with” filter, or “Contains”
filter.

o Starts with filter — This filter returns all position numbers that start
with the numbers entered by the user. EXAMPLE: User enters
“123”. All position numbers starting with “123” will be returned.

o Contains filter — This is the default search type (auto-selected on
search box load). This will return all position numbers with the
numbers the user placed in the search box. EXAMPLE: User enters
“123”. All position numbers with “123” will be returned.

e Enter ‘Search’ criteria for position code, and click on “Search”

Filter Options: StartS_WIth
- @ Contains
Position Search Position Code: 12458 Search
Select a position: | === Select ===

e Search box closes on-click (clicking the “GO” button) and the position

control drop-down is populated with the values contained in the result-
set.



e C(Click on ‘Select a Position” Drop-down list, and select the desired
position from the returned search results.

Filter Options: I:I StartS,WIth
@ Contains
Position Search Position Code: 1245
Select a position: | === Select === E
=== Select ===

* Hirlng Managers: Available:

12452 - Accountant, T
12453 - Accountant, T

12458 - Account Clerk, T
12459 - Account Clerk, T

‘L—‘ ‘ [ 12458 - Account Clerk, T |

¢ Once a position is selected, the following options are available:

Division: === Select ===E
4 @ position: | 12458 - Account Clerk, T (=]

v

See position information
Search for position

Add another position

Tip- If you need to submit a requisition for an anticipated vacancy, ask the appropriate person
in your agency to go to PO 13 in BEACON and select Info type 1007 to set the position in
BEACON to “open”. This will populate in E-Recruit within a day, without interfering with
BEACON reports.

Continue with:

h. Hiring Managers — From the list of names in the ‘available’ box, select the ‘Hiring
Manager’ (person responsible for completing the hire, who will receive final list of
candidates from which to select), and move to the ‘assigned’ box.

Note — more than one hiring manager can be ‘assigned’. All individuals ‘assigned’
will simultaneously receive the final list of candidates from which to select, and
make the hiring decision.

i. List Type — NC users will select the “regular” list type.

j. Skills - Optional field. Enter any desired ‘skills” or other desired characteristics for
desired candidates that is not listed in the Class Specification, or usually part of
selection process.

k. Comments - Optional field. Field used to expand upon ‘skills’ field, or add additional
comments about the requisition, recruitment process, etc.

Tip- information supplied by the requisition’s creator in skills & comments sections might be
useful to later reviewers. Creators may want to consider skills and comments sections as



“electronic post-its” to communicate any special thoughts or needs pertaining to the
recruitment that the requisition will launch.

Class Title: ACCOUNT CLERK
Class Code: 1110
Creator: Staff, NGV

* Required

Desired start Date

* Requisition #:
Working Title:
Vacancies:

* Department:

Division:

1 04/22/2011

[assigned when requisition is saved]
Account Clerk

1

Finance

[=]

=== Select ===

-+ @ position:

* Hiring Managers:

12458 - Account Clerk, T

Available:
Chircut, Peter
Gomez, Diana
Harris, Joni
Maye, Debra

[=]

Assigned:
Staff, NGV

List Type: Regular |Z|
Skills: Advanced Excel Skills
Comments:

works with excel 80% of time including advanced
functionality. |

9. Complete/define the approval chain or ‘No Approvals’ check box if none is required.

(see below and next page for details and tips)

Mo spprovals [
Approval 1:

|Deve|npment

Tordella, Jean
Tordella, Paul
@ mMust approve before next approval
COFinal approval

Approval 2; -
A2 [Development Barnett, Kevin

Tordella, Paul
O Must approve befare next approval
@ Final approval

Approval 3:

|::: Select

O Must approve before next approval
CFinal approval

A | 4:
pprava |=== Select ===

O mMust approve before next approval
OFinal approval

Approval & R —

O Must approve befare next approval
OFinal approval

[ Save Only ] [ Save and Release




Tips: Based on individual agency practice, the creator of the requisition may or may not know
the approval chain of command. Agency HR should be able to provide direction regarding the
approval chain.

If more than one approver is selected at a given level (example: if Jon Doe and Jane Smith are
selected for level 1 approval, then when either Jon or Jane approves and releases the action it
is released and an e-mail is sent to the next level approver. ) When several levels of approval
are needed (e.g. 1, 2, 3), then the levels and e-mail notices occur in sequence.

If the requisition creator selects “no approvals” the requisition and an e-mail goes to HR once
“save and release” is selected. Choosing the “save” option merely saves the requisition in

progress for the creator but does not release it to or notify anyone else.

HR is not listed as an approver, because once all approvers “approve and release” the
requisition, it goes automatically to HR.

10. Click on ‘Save and Release’ when you are ready for the requisition to go forward.

11. Finalize the content — Add attachments (only if necessary)

Class Title: Accountant
Class Code: 5239
Creator: Tordella, Jean

—Fdit

* Required

Desired start Date: 12/01/09
* Requisition #: 2009-00026

Warking Title:
Yacancies:

# Department:
Division:

# Hiring Managers:

Job Term:

List Type:
Paosition Type:
Paosition Control:

Skills
Comments:

Approval 1:

approval 2:

Accountant

1

accounting 8 Finance

Accounting

Barnett, Rees

Tardella, Jean

Full-Time

Regular

MWew Position

Position # First Mame Last Marme Yacancy Date
1947 Shawn O'Connor 11/30/09

: Expert in MS Excel & statistical mathematics

any additional expertise in related fields would be preferred
candidates.
Development

- Barnett, kevin
Development

- Tordella, Jean

Must approve before next approval

Final approval

Attachments:  Add New
Attachment Title

Date Uploaded File Name

12. View Requisitions in progress details, if you wish. Log out when done.

10



Iy Req

welcome, Jean Tordella
Open New Requisition | Show All Regs. in My Dept.
AlBICIDIEIEIGIHITIIIKILIMINIQIEIQIRISITIUILIW LIXIZ

Search for req. # or req. title: I:l

Hide Aporoval Detail | Wiew Departrment Users | Show Filled Regs. | Show Cancelled Reas.

In Progress Requisitions
1 record found,
Page 1 of 1

Req. # @ Req. Title K Department ¥ Division ™  Created ¥ Action
Accounting &

2009-00026 | Accountant [ v— Accounting 11/11/09 Edit Copy Req Cancel Reassion History
Approval Group Received Approvers Action Action Date Returned To Motel

» |Development 11/11/09 03:48 PM | Barnett, Kevin Pending
Developrment MN/A Tordells, Jesn (VIS

11



2. Approve a Requisition
Approve a Requisition (Approver role)

1. Go to: https://secure.training.neogov.com for the training site or to
https://secure.neogov.com for the live production site

2. Click on the ‘Login’ link in the upper-right-hand corner
3. Enter your Department Username and Password (write it to the right for future reference):

4. Select the ‘Online Hiring Center - Departments’ radio button, click login (this will take you
to the OHC, which is where all non-HR department users will log in)

Upper
5. View requisitions in your queue - go to approvals, then requisitions right in
red
Weoov shows
=‘lns|ght OHC My Requisitions | My SME Review | My List | Preferences | Help & Support | Logout Where
I nppruvalsr Admin you are

My Requ\slt\ws
ion | Show All Regs. in My Dept, | Show Approval Detail | Yiew Department Users | Show Filled Reqs. | Show Cancelled Reqs.

AlRICc Dl FEIFIGIHITIIIKILIMINIOIPIOIR IS TT W] W | %]

This leads to a screen showing the requisitions awaiting your approval

Ll MEQIGOY Insight GHE

issia Elliott My Requisition Approvals
Show Approval Detail | Active Regs. | Filled Regs. | Cancelled Regs.

Search for req. #, req. title or position #:

Open Requisitions
3 records found.

Title O Position ID Department I¥ Division &Y Created ' Creator ¥ Action
2011-00195 Business Officer '?FEEFI[:STJFD... Administration ...| 11/08/11 | Elliott, K Reassian History
2011-00487 Attorney - Service to Agencies 50010435  |Dept of Justice |22 "__E_ga‘ 12/07/11  |Elliott, K Reassign History
2011-00599 Lion Keeper < Cm— 650033285 E:‘ﬁtmurf‘ gc Zoological 12/15/11  |Elliott, K Reassign History

6. To view a requisition’s details, click on its title to see details. (details example below)

12
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Class Title: Zookeeper IT
Class Code: 30004780
Creator: Elliott, Kassia

* Required

Desired Start Date:

* Requisition #:

Working Title:
Vacancies:

* Department:

Division:

> @ position
* Hiring Managers:

Job Term:

List Type:

Skills:

Comments:

Authorization Comments:
Job Classification Code
Job Classification Title
Position Competency Lewvel
Recruitment Range :
Paosition Employee Group :
Position County :

SOC Cat/Subcat :

SOC Code

SOC Description :

12/15/11

2011-00599

Lion Keeper

1

Dept of Environment & Natural Resources
NC Zoological Park

: 60033285 - Zookeeper II

Elliott, Kassia

Permanent Full-Time
Regular
Lions can be intimidating

OK to proceed

1 20004780
: Zookeeper 11
: NA- Not Applicable - Graded position

Randolph
Service-Personal Care Occupations

1392021

NONFARM ANIMAL CARETAKERS

Tip: Clicking on the small © next to the position number provides additional position
information. From the detail screen, return to approvals via the back arrow navigation @

button at the top of your screen or go to

6. Approve requisitions-go to the action

‘Approvals’, then ‘Requisitions’, as shown in item 5.

column and click on the Approve/Deny link.

Post  Approvals

Wwelcome, Kewvin Barnett
Show Approval Detail | Active Reqs. | Filled Regs. | Cancell

My Requisition approvals
ed Reqs.

Requisitions Awaiting My Action
1 record found.
Req # M

2009-00026

Title 1
Accounting &

Accountant Fioe

Search for req. # or req. title:

Department Y Division M Created I creator ¥

Accounting

MlolP EISITIUIY [ WIRIYIZ
En

status PV Action

1 Edit Reassign Approve/Deny History

11/11/09 Prograss

Tordella, 1

7. Define the status, from the pull down

choices, then click on ‘Save’

2009-00026 - Accountant

+ Required

# Approve/Deny
MNote

Deny
On Hold/Pe
Cancel

== Select ==
== Select ==

nding

-_— Save

13



3. Subject Matter Expert
Review Applicants as Subject Matter Expert (SME)

Tip: if asked to be an SME, you will receive an e-mail notifying you that applications await
your review.

1. Go to: https://secure.training.neogov.com for the training site or to
https://secure.neogov.com for the live production site

2. Click on the ‘Login’ link in the upper-right-hand corner
3. Login using your Department Username and Password

4. Click on the ‘My SME Review’ link

’|n3ight OHC My Requisitions | My SME Review My List | Preferences | Help & Support | Logout

Post Approvals Admin

5. Click the job title of your Exam (Recruiting) plan to view the applicant list.

Exam Plan Job Posting Analyst Applications

11/00005 Administrative Assistant 201102301 Admin Assistant Tordella, Jean Erint

6. Click the candidate’s name to view their application record

Exam Plan 11/00005 - Administrative Assistant

Master
Profila
Barnett , Brooklyn i 02/23/11 7:49 AM

Candidat -

Tardella, Jean

Training and Experience|” N/&

Barnett , Kevin 02/23/11 7:49 AM Training and Experience| " M/A Tuardella, Jean Add
Rees , Mildred 02/22/11 7:09 PM |Tardella, Jean| Training and Experience|® Pass - 93.00% | Tardella, Jean Add
Ruckh , Elizabeth 02/23/11 7:49 AM Training and Experience|” N/A Tordella, Jean Add
Struckhoff | Kevin 02/23/11 7:49 AM Training and Experience|” N/A Tordella, Jean Add

Last Updated Updated By At Step Disposition Assigned By Comments

Tips: As an SME, you may want to review applications, one after another, to formulate ideas
about relative competiveness of content before you begin to make decisions (dispositions)
about whether or not to move applications forward for further consideration.

When you are ready to make decisions, click on ‘Show Candidate Disposition’ on the top right

of the page of an application (see below)

This process will show you which application # of how many applications you have, as
indicated by the left arrow below:

14
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".l Show Candidate Dispesition

Application 1 of 5 “ Previous Applicant | Mesxt Applicant® Erint Miew

1100005 - 20110301 Admin Assistant

Contact Information —- Person ID: 5215296

MName: Brooklyn Barnett Address: 3660 Masters Diriveq
Colorade Springs, Celerade 30909

7. Enter the candidate’s move forward (pass) or hold back (fail) status.

Tip: If your disposition is “passed” leave “==Select=="as shown in the Reject Reason box;
make relevant comments in the “comments” box provided

Exam (Recruiting) Flan 2011-00599 - Lion Keeper
Evaluation Step Min E&E + KSA/Competency Evaluation (gqualified)

* Required

Applicant: Name Person ID
Poppins, Mary 53249561

* Pass/Fail Step: % passed T Failed © Other /

Reject Reason: | == Select == j

Comments: [plaase move forward to Most Qualified B
group based on directly related
experience - KE |

« Save & View Prev. App I Save | Save & View Next App »

Al

Application 5 of 7 <« Previous Applicant | Mext Applicant Erint View

2011-00599 - Lion Keeper

Contact Information -- Person ID: 5224961
Name: Mary Poppins Address: 3653 Chil‘l‘I.I'IEy' Way

Tips: when you hold back (fail) an application, you must select a reason from the pull down
menu. Best practice and communication protocols ask that you also enter a comment to show
your reasoning. Comments travel with the application back to HR as you complete your SME
review.

15



If you change a disposition you are initially indecisive about from failed back to passed, be
sure to remove the rejection reason by changing the reason back to ” ==Select== “ (as the
above example shows) in order to enable the disposition to save as “passed “.

Exam (Hecrurting) Flan 2U011-UU%YY - Lion Keeper
Ewvaluation Step Min E&E + KSA/Competency Evaluation (qualified)
* Required
Applicant: Name Person ID
Toast, French £325391

* Pass/Fail Step: ' Passed ® Failed © Other
Reject Reason: |Not among pool of most qualified j
Comments: (application shows no directly related =

experience. Recommend do not move
forward to MQ. - KE|

« Save & View Prev. App I Save | Save & View Mext App »
8. Click on ‘Save and View Next App” to review a series of applications /
9. Review and make a decision about each application.
10. Click ‘Save’ after last applicant
Tip: to review your decisions (dispositions), perform these steps:
11. Click on ‘My SME Review’ in the top right of the screen

12. Click on the job title of your exam “Recruiting” plan to see the applicants list and your
dispositions

Tip: Your saved dispositions are viewable by HR as you do them.

13. Log out when you are finished.

16



4. Review and Process Referred Applications

—NOW—
HIRING

View & Process Referred Candidates
(As a Hiring Manager/Liaison)

1. Go to: https://secure.training.neogov.com for the training site
or to https://secure.neogov.com for the live production site

2. Click on the ‘Login’ link in the upper-right-hand corner

3. Login using your Department Username and Password (write it to the right for future
reference):

4. Select the ‘Online Hiring Center - Departments’ radio button, click login (this will take you
to the OHC, which is where all non-HR department users will log in)

5. Click the My List link in the upper right corner. This will display all referred lists for this
Hiring Manager.

NEOGOV
FInsight OHC My Requisitions | My SME Review My List Preferences | Help & Support | Logout

Post Approvals Admin
Welcome, Jean Tordella My Requisitions

6. Click the View link in the Candidates column for the applicable requisition.

1 recerd found,

Page 1 of L

Last
Refarrad

Req# ki Title D Position ID Departmant [ Division [ Hiriny ™ar Candidates Applications

11/00005 |Administrative Assistant 1241 Human Resources Tordella, Jean Aiew Print 02/23/11

7. Notice details at the top of the page and sections: Referred, Interview Scheduled, Offer
Pending, Hired, Rejection Pending, Rejection

8. From the referred list

e Review each application
e Notice a print link, if you need it
Tip: Screen will look similar to example below. View information about the recruitment,

comments from HR, the list of applications to consider, and steps to select candidates to
interview, recommend for hire or reject from further consideration.

17
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Refen

ssia Elliott

Requisition # 2011-00599
Requisition Title Zookeeper IT
Working Title Lion Keeper

Department PP’ o EO

Exam (Recruiting) 2011-00599
Plan £

Exam (Recruiting) Lion Keeper
Plan Title

Dept of Environment & Natural

Position Type Permanent Full-Time
Vacancies 1
HR Analyst Elliott, Kassia

HR Analyst Phone
HR Liaison Elliott, Kassia

HR Liaison Phone 919-807-4896

Job 2011-00599 Lion Keeper
Positions 60033285

Comments: 12/15/11 [K. Elliott]: Mary Peppins, currently a Zookeeper I, working with large cats, has promotional
priarity. KE

12/29/11 [K. Elliott]: Dear Hiring Manager # 1, These candidates all have prior zoo or other related
experience. Please let us know if we can help. Thanks! - KE

Master
Profile Pone

Email
Notify

Referred

Verified -
Notices Promo
Priority

Action
Date

Verified - RIF Verified - El Referral
Priority Veteran's Pref Comments Expires

Exam
(Recruiting)
Plan #

. 2011-
I | Me. Pick View fae 12/29/11 N/A
I | Pancakes, Buttermilk View s 12/29/11 | N/A
. . 2011-
Poppins, Mary View
I | Poppine, Ma view FE 12/29/11 N/A
. 2011-
Il | Toast, French View =T 12/29/11 N/A
I | wall, Austin Viey < | 12/29/11 | N/A

o Exam
Phone Ifl':tai;:,r (Recruiting)
Plan #

Master
Profile

B Name

= Select ==

Master Email o

Profile Notify é?;f';"tlilg)

B Name

= Select ==

Exam
(Recruiting)
Plan #

Email
Notify

Master

Bl Name Phone

Profile

= Select ==

Exam
(Recruiting)
Plan #

Email
Notify

Master

B Name Profile

Phone

= Select ==

Exam
{Recruiting)
Plan #

Email
Notify

Master

Profile (irTz

W Mame

= Select =

5 records found.

Interview Scheduled

Verified - Verified - Verified -
Notices Promo RIF Veteran's
Priority Priority Pref

Action
Date

Elig Referral

Comments Expires LSy

No records found.

Offer Pending

Verified -  Verified - Verified -
Notices Promo RIF Veteran's
Priority Priority Pref

Action
Date

Elig Referral
Comments Expires

Offer
No records found.

Hired

Verified - Verified - Verified -
Notices Promo RIF Veteran's
Priority Priority Pref

Action Print
Date PA

Elig Referral

Comments Expires e

No records found.

Rejected

Verified - Verified -
Notices Promo RIF Veteran's
Priority Priority Pref

Action
Date

Elig Referral

Comments Expires eiection

No records found.

Rejection Pending

Verified - Verified -
Notices Promo RIF Veteran's
Priority Priority Pref

Action
Date

Elig Referral

Comments Expires EEERTT

No records found.
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Schedule Interviews

In the Referred section select 1 applicant’s check box and Choose Schedule Interview from the
Action list under the Referred candidates (Please note; this does not actually schedule
interviews; rather, is a mechanism to identify those applicants to be interviewed.) Click on
‘Go’.

Tip: The time entered for the interview is for internal record keeping only; it does not
interface with an Outlook calendar. Once an applicant is processed from the ‘Referred’
section, a Hiring Manager may not return the applicant to that section.

Referred

Verified -
Notices Promo
Priority

Action
Date

Verified - RIF Verified - Elig Referral
Priority Veteran's Pref Comments Expires

Master

Email ‘(E
Profile

Notify

Xam
Recruiting)
Plan #
2011-

B Name Phone

[T [Me, Pick View 12/29/11 N/A

00599

[" | Pancakes, Buttermilk View gg;;g 12/25/11 N/A
. . 2011-

Foppins, Mary Mew

¥ | Poppins. Ma View 00539 12/29/11 N/A
. 2011-

[" |Toast. French View . 00539 12/29/11 N/A
. . 2011-

[T [wall, Austin View . 00539 12/29/11 N/A

Schedule Interview j m 64— 5 records found.

\ == Select ==

Schedule Interview

Interview Scheduled

Make Offer
Hire o= == ifi
‘ . Exam . Verified - Verified - Verified - -
Re]e_ct ) E'Staig; (Recruiting) S';tt':“ Notices Promo RIF Veteran's Eg?nments E:f?:gzl Interview
Email Notify Plan # Priority Priority  Pref p
Mail Merge

9. Complete the required field in the interview schedule information, make any relevant
comments and click on ‘Save’. Repeat for each candidate you wish to select for interview.
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MName: Stephen Tordella
Person [0 5296201
* Date: |November v |12 V||2OO9 V|
* Time:
Curation:
Location: | |
Address 1: | |
Address 2: | |
City: | |
State: | == Select == 3
Zip Code: | |
Phone: | |
Disposition: Scheduled
Comments:
Save 4‘/

Tip: the next two steps are not described here in the order shown on the screen. You may
wish to look at both ‘Hire’ and ‘Make Offer’ information before you decide which step(s) best
align with your agency’s process.

Make a ‘Hire’ — Selecting a Candidate as “Hired” — [this means identifying a
recommended candidate for hiring approval]

10. From the interviewed candidates, place a check in the box to the left of the chosen
applicant’s name. Select ‘Hire’ from the ‘Action’ dropdown, click on ‘Go’.

1 record found,

Barnett, Rees

Interview Scheduled

2009-00007| 11/11/09

/& 11/11/09 2:10 PM

== Select == V)| g
== Select ==
Schedule Interview
Make Offer
Hire
Reject
Email Motify
Mail Merge

Phone

Offer Pending

Email Notify Exam Plan # Date Referred

Elig Exp Date Notices Offer

11. Update appropriate date

fields and enter comments.

e Position: From the pull-down menu, select position being filled.
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Note —position(s) displayed is the position(s) specified in the Requisition. Remember,
currently we will have 1 vacant position per Requisition.

Requisition £ FY11-00089 Position Type Full-Time
Reguisition Title ADJUSTOR, T ‘Vacancies

Waorking Title test2 HR Analyst Staff, NGV
Department Finance HR Analyst Phone

Exam Flan # 1441-090622-0RIG HR Liaison Staff, NGV

Exam Plan Title Legislative Services

Representative [T HR Liaiscn Phone 3104266304

Job 1441 Legislative Services
Representative I

Positions 10324, 10328

Position: 10328 - Cust Service Rep I |Z|

== Select One ==
10328 - Cust Service Rep I
10324 - Cust Service Rep II

Position Title Cust Service Rep I

Type Full-Time
Status Vacant
Head Count /1
FTE /1

* Required

Name: Charmane Standifer
S5N: xo-xx-5318
Status: Hired
= Offer Date: 03/28/11

Offer Amount: %
May be left as current date or

approximate dates; HR edits to
actual dates as items develop

Bonus Amount: $

= Answer Date: 03/28/11

# Filled On Date: 03/28/11
= Start Date: 03/28/11

Orientation Date: 03/28/11

Keep Active on Eligible List: No E

Comments
2500 character limi

Put relevant comments here; a good
place to communicate with HR!

12. Click on “No Approvals” OR define the approval chain.
(see below and next page for details and tips)

Tips:’ No approvals’ sends the hire recommendation to HR; ‘Save” just saves it for your later
use; ‘Save and Release’ sends it forward to approvers you have selected and ultimately to HR.

Based on individual agency practice, the Hiring Manager/Liaison may or may not know the
approval chain of command. Agency HR should be able to provide direction regarding the
approval chain.

If more than one approver is selected at a given level (example: if Jon Doe and Jane Smith are
selected for level 1 approval, then when either Jon or Jane approves and releases the action it
is released and an e-mail is sent to the next level approver. ) When several levels of approval
are needed (e.g. 1, 2, 3), then the levels and e-mail notices occur in sequence.
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HR is not listed as an approver, because once all approvers “approve and release” the
requisition, it goes automatically to HR.

13. Click on ‘Save and Release’ button at the bottom of the screen to move the selection forward.

Mo approvals []

approval 1| Development | Tordella, Jean
Barnett, Kevin
Tordella, Paul D.
Tordella, Paul

approval 2| Education & Training V| Tordella, Jean

Barnett, Kewvin
Tordella, Paul D.
Tordella, Paul
Frick, Margaret

approval 3| == Sglect == v|
spproval 4| == Salect == v|
approval 5| == Select == v|

[ Save ” Save and Releasej<—

Tip: the applicant is marked as hired and moved to the ‘Hired’ section.

Hired

1 record found.

Master Email Exam Plan Date Elig Exp Date

B Name Profile Phone MNotify # Referred
1| Barnett, Rees Wiew . Z009-00007| 11/11/09 Print RS Details

Remember, this does not mean the selected candidate is Hired. Rather, this identifies the
Recommended Candidate.

Make an Offer — [Alternate or additional step before a ‘Hire’ is made — optional use]

Tip: Use not required by E-Recruit; however, you may want to place back up candidate choice
here in the event the selected for hire candidate declines or is no longer available.

1. After placing a check in the box to the left of the chosen candidate’s name, In the ‘Action’
dropdown select ‘Make Offer’, click on ‘Go’.
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H Name

Tordella, Stephen

Master Pho

Profile
Miew

Email Exam Plan Date

e Notify #

2009-00007

Referred
11/11/09

Elig Exp Date

Notices Interview

N/ 11/11/09 4,00 PM

== Sglect ==

== Select ==
Schedule Interview
Make Offer

Reject
Email Motify
Mail Merge

2. Fill in the offer data any other information you desire to track.

Gok

Phone

Email Motify

Offer Pending

Exam Plan #

Date Referred

Elig Exp Date Motices

MName
Person 1D
* Status

* Offer Date
Offer Amount

1 Stephen Tordella
15296201

¢ O pccepted O Declined © Answer Pending

H11/12/09
1 |%55,000.00

%
Bonus Amount: |$1,000.00

Answer Date:

Comments:

[ ]

Save

3 Click ‘Save’. The applicant is now listed under the Offer Pending section

Offer

B Name

[ | Tardella, Stephen

Master

Phone

Profile

Yigw

Offer Pending

Email Exam Plan Date

Notify #

+ | 2009-00007

Referred
11/11/09

Elig Exp Date

Notices Offer

hA, Pending

Reject Candidate(s)

1. To mark an applicant as rejected, choose ‘Reject’ from the ‘Action’” dropdown from any

section (referred, interview scheduled, offer pending, or hired), click on ‘Go’.

1 record found.

O

Tordells, Stephen

Offer Pending

2009-00007| 11/11/09

N Pending

Reject
Email Notify
Mail Merge

Hired

2. Select a ‘Reason‘and add any relevant comments.
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Tip: when you hold back (reject) a candidate from further consideration, you must select a
reason from the pull down menu. Best practice and communication protocols ask that you
also enter a comment to show your reasoning. Comments travel with the application back to
HR.

| Select
Name: Stephen Tordela 5296201 / reason
*Reason: | == Select == ~] from pull
Comments: .
down list

Put relevant comment here,
to show why rejected.

'[ Save Cancel

3. Click Save.

4. The Applicant is marked as “rejected” and moved to the ‘Rejected Pending’ section.

Rejected

1 record found.
an Date

™
=

[ | Tordella, Stephen Wiew . 2009-00007| 11/11/09 [N

== Select == v

Page 1 of 1

Tips: At the conclusion of this process, all candidates should be showing in ‘Hired’ or
‘Rejection Pending’ status

Once candidate is hired and working and credentials are verified, all unselected candidates for
this employment action can be moved to the rejected list — this is usually initiated by HR.

5. Log out
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5. Create and Send Notices to Applicants

Tip: use of this function is controlled by the agency; based on individual agency
determination, Departments may be able to send notices developed by HR, be able to
develop and send their own notices or all notices may be developed and sent from HR.

Send Notices from the OHC
[Use of this functionality controlled by the agency]

**Note: The functionality will only appear if the following conditions are met:
=  From 'Agency Preferences' under the Admin link in Insight, the 'OHC Notices'
option must be turned 'on' by the Insight Administrator
= From 'Department Users' under the Admin link in Insight, the OHC user must be
granted permission to 'Send OHC Notices'

1. From any section of the “Referred List” a notice may be sent. Select the applicant(s) you'd
like to send notices; in the ‘Select’ menu, choose ‘Email Notify’ followed by ‘Go’

Interview Scheduled

1 record found.
an Date

2009-00007| 11/11/09 M/ 11/12/08 12:00 PM

Tordella, Stephen view

== Select == ~

== Select ==

Schedule Interview

Make Offer

Hire Offer Pending
Reject

Phone Email Notify Exam Plan # Date Referred Elig Exp Date Notices Offer

Email Notify
Mail Merge

2. ‘Select Email Format’ to be ‘Text’ or ‘HTML’ depending on the notice configuration; ‘Select
Template’ from the predefined templates

Requisition: 2009-00007 - Sr. Accountant

Select Email Format:

Select Template: Hnterview Scheduled i~
== Select Template ==
Candidate Person ID Email Rejection

Forbidden from applying
Interview Request
Mot Best Qualified
Withdrew from process
Rejected
Referral List Email Notice 4 Interview
Interview Scheduled

Tordella, Stephen 5296201 |sjt@home.com

3. Select the ‘Generate Notices’ button
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Requisition: 2009-00007 - Sr. Accountant

Select Email Format: -

Select Template: |Interview Scheduled S
Candidate Person ID Email Date & Time Received
Tordella, Stephen 5296201 |sjt@home.com 02/24/09 12:53 PM

Generate Notices "'

4. View the formatted notice to ensure the text is as designed prior to sending the notices

Wiew Referred Candidates
Requisition: 2009-00007 - Sr. Accountant

Email preview appears below. Email will NOT be sent until you click on the 'Send’ button.

Template: Interview Scheduled

Candidate Person ID  Email Date & Time Received

Tordella, Stephen 5296201 |sjt@home.com 02/24/09 12:53 PM

ko k___k___ ok k___k___k___h___ ok ___ k___k___k___k___k____k___k___*

Replies to this email will be sent to Jean Tordella <jtordella@gmail.comz=
WK Rk kR ___ Ak __k___H___K__k__k_w___k__*

Email 1 (To: sjt@home.com)

Example Template:
November 12, 2008

Stephen Tordella
white House Row
Arlington, W& 02778
Dear Stephen:

We are sorry to inform you that vour application for Sr Accountant 0204 was not accepted because it did not indicate
that vou met the education requirement for this position.

Any request for reconsideration must be made in writing immediately.
Wery truly yours,

<hnalyst_Firstame> <analyst_LastMames
Jean Human Resources Department

If you applied online, please verify you have received this message by visiting: http:/ftraining.governmentjobs.com
Sis_login.cfm?OHCResponseCode=91842

5. Verify email sent

Requisition: 2009-00007 - Sr. Accountant

Emails sent successfully.

Template: Interview Scheduled

Candidate Person ID Email Date & Time Received

Tordella, Stephen 5296201 |sjt@home.com 02/24f09 12:53 PM

6. Notices are stored in the applicants Master Profile and viewable from the ‘Notices’ link

1 record found.
Master Email Exam Plan Date

Profile Phone Notify # [ — Elig Exp Date MNotices Interview

[ | Tordella, Stephen View . 2009-00007| 11/11/09 Wigw 11/12/09 12:00 PM

B Name

26



Create OHC Notice Templates as a Department User
[Use of this functionality controlled by the agency]

**Note: The 'Admin' link will only appear if the following conditions are met:
=  From 'Agency Preferences' under the Admin link in Insight, the 'OHC Notices'
option must be turned 'on' by the Insight Administrator
=  From 'Department Users' under the Admin link in Insight, the OHC user must be
granted permission to 'Create OHC Notice Templates'

1. Select 'Notice Templates' from the ‘Admin’ pull-down menu

JECGON

glnsightOHC

Post Approvals -

Welcome, Michelle ClEEIa=RE=11]sEli=x

2. Alisting of previously created templates (if any) will appear.

Welcome, Lss Elces
Shom [nactive Tamglytes | A New Teggas
<

Job Offer Lettey Cne, N [OHC)
dales [ormated o insaiel Job Offer Lettar - standerd Cre. N
Does Kot Guakfy Hicax, L (GHC)

AT

3. Click 'Add New Template'

4. Complete the ‘OHC Template’ form, including:
e Name — Notice template name
e Department Available — Authorized users from the specified departments
can copy this template
e Description — Notice template description
e Subject — Email template subject
e Rejection — Associated reject reason (If applicable)
e Template — Define the notice template text
e Asample template is provided within the OHC
e Available automatic text fields are located and defined at the bottom of
the ‘OHC Notice Template’ form
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¥ Name[

Department Available:

(s):
(Select
Department)

All Departments
Building

Finance

Fire and EMS
Health Department
Human Resources
Information Technology =
Parks & Recr=ation

Public works

Public Works Department

Space Technology

v
(A)¥)]

Selected:

Descripbon

* subject

Reject Reason

== Select == [~]

* Template

] Save |

28



Example Templats: [}s
<Today=

<Applicant_FirstName> <Applicant_LastName>
<Applicant_Address1:>
<Applicant_City =, <Applicant_State= <Applicant_ZipCode=

Dear =Applicant_FirstName>:

We are sorry to inform you that your application for <Position_Title> was not accepted because it did
not indicate that you met the education requirement for this position,

Any request for reconsideration must be made in writing immediately.
Very truly yours,

<Analyst_FirstName> <Analyst_LastName=
“Agency_Name> Human Resources Department

Copy the merge field(s) below and paste it into your email template zbhove.

Applicant Merge Fields

Field Name Merge Name Field Name Merge Name

First Name <Applicant_FirstName> | Last Name <Applicant_LastName:x
Middle Name <Applicant_MiddieName> | Address 1 <Applicant_Address1:-
Address 2 <Applicant_Address2> City <Applicant_City >

State <Applicant_Statex Zip Code <Applicant_ZipCode:-
County <Applicant_Country > Home Phone <Applicant_HomePhone >
Other Phone <Applicant_OtherPhone >

5. Click the 'Save' button

6. The ‘OHC Notice Template’ screen is displayed including the new template.
Edit OHC Notice Templates from the OHC as a Department User:
[Use of this functionality controlled by the Agency]

1. Select 'Notice Templates' from the ‘Admin’ pull-down menu

NEQGDV

"Insight OHC

Post  Approvals | Admin

Welcome, Michelle ClEEials=RE=lls 1=

2. Alisting of previously created templates will appear.
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Action

Created By
Cling, M (OHC)
Cline, M

Elices, L (OHC)

Description Subject
Job Offer Letter
Job Offer Letter - standard

Doss Not Qualify

3. Click 'Edit' next to the specific template. (Department Users do not have access to edit
notices created by other users.)

4. Make the appropriate changes.

Click the 'Save' button

6. The ‘OHC Notice Template’ screen is displayed including the new template.

o

Copy OHC Notice Templates from the OHC as a Department User:
[Use of this functionality controlled by Agency]

1. Select 'Notice Templates' from the ‘Admin’ pull-down menu

NEOQGDY

"Insight OHC

Post Approvals | Admin

Welcome, Michelle CliENat=RE=]s ==

2. Alisting of previously created templates will appear (templates created by users with
the same Department access).

Welcome, Uss Ebces o
Shom [npctive Tamglytes | Agd New Temglate

AISICIRIETEIGIHITIIEILININICIEBIQIRISITIVIYINIXIXYIZ

Created By

ter Job Offer Letier One, N (OHC) Sy
QHC Mot (Srwated o insgidl Jok Offer Letter - standerd [=CTA SRy
Doz Not Guabfy Hicas, L (GHC) it ooy Archig

Click 'Copy' next to the specific template.

A new window will open with a copy of the selected template.
Click the 'Copy' button.

When the template opens, make any necessary changes.

Click 'Save'

No g~
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Archive OHC Notice Templates from the OHC as a Department User:
[Use of this functionality controlled by the Agency+]

1. Select 'Notice Templates' from the ‘Admin’ pull-down menu

NEOQGOW

"Insight OHC

Post  Approvals -
Welcome, Michelle ClERIalo=RE=E 0=

2. Alisting of previously created templates will appear (templates created by users with
the same Department access).

Post  Adenin
Welcome, Lss Elces

Shom [nactive Tamglytes | Agd New Temglate

Sisiliiyiaizixia

Desceiption Created By Action

Job Offer Lettey Cine, N [OHC) Loy
e (rmated o inggiel Jok Offer Letter - standerd Coe. N Smmy
et

Does Kot Quakfy Hicas, L (GHC) Ssgx  Anchys

P

3. Click 'Archive' next to the specific template. (Department Users do not have access to
archive notices created by other users.)

4. A pop-up window will ask if you are sure you want to archive the specific template.
5. Click the 'OK' button

OHC Notices can also be created by HR Users from the Candidate Track menu in Insight and are

assigned to one or more departments. Insight users have the ability to create OHC Notices and
edit notices created by OHC Users.
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