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ATS User Setup and Login

Setup new user in ATS
Login to ATS
You must be an Administrator (level 3) or for delegated agencies users at Creator (level 2) can be

given permission to add users.

e From the menu links click on Users.

My Agency Tasks Users Announcements SignOut Main Menu ATS Manual

Scroll to the bottom of the page and click on Add New User.

1 A 121112012 15755 Fl Edt
Add New User

Security - Add User

First ML Last

Mallingladdress Mailing City / State Mailing Zip Code (00000)

Phaone (000)000-0000 and Extension 00000

# Email Agency

Fax (000)000-0000 ‘ All Agencies

Status” Permission Level* Temporary Password

Active - @ Reviewer ~ E Willbe Emailed fouser &

* Required Field
View Users

¢ Must complete the fields that have a red asterisk (*), these are required fields to be

completed.

The Status field has a drop down in which to make your selection. Of course when creating a new
user you will choose active.

For users that are no longer with the agency you will want to edit their record and either choose
Disabled (they will still appear on the agency list) or Terminated (they will not appear on the agency
list, only on the DHR side)

Status drop down list

Disabled
Terminated

The Permission level has a drop down in which to choose the level of access a user will have in
ATS. Reviewer (level 1) is for hiring managers (their name will appear in the manager list to assign
hiring lists), Creator (level2) (delegated agencies you must select what sections of ATS they will
have, non-delegated they have the same as level 3 except user section), Administrator (level 3) for
delegated agency they are the administrator with the majority of access as DHR but only for their
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agency, for non-delegated agency they are the administrator and have ability to request
announcement, hiring list, add users, complete hiring lists, etc.

Permission Level drop down list

Creator

Administrator

e Once the required fields are complete then you will click the Add button.

Security - Add User

First M. Last

Mel il Rose B

Mailing Address - . L

304 8th Street x Mailing City / State Mailing Zip Code (00000)
Boise b = 83702 *

Phone (000)000-0000 and Extension 00000

(208)1234567 = Email Agency

Fax (000)000-0000 d Al Agencies

Status™ Permission Level” Temporary Password

Active - g - a Wil be Emailed to user &
* Required Field

e If the user is for a delegated agency as level 2 you then must select what sections that
person will have access.

User added successfully!
Temporary password has been sentio: |

Security - Update User

First ML Last

Mel " Rose il

Mailing Address - y O

304 8th Street * Mailing City / State Mailing Zip Code (00000)
Boise D x 83702 H

Phone (000)000-0000 and Extension 00000

(208)123-4567 * Email Agency
Fax (000)000-0000 J All Agencies
Status™ Permission Level Temporary Password
Active - g Creator - a Users canrequest at login &
Status lsst changed: 8/16/2012 11:09:00 AM f;;‘:’z; 2277 5::;“; Bs'ﬁ‘gg""'%ffzm
* Required Field
Security Roles
(currentroles are checked) L

[JAnnouncements

(Create,Copy,Publish,Close Search Attach Exam to Announcement and View Exam Detail)

["1Applicants

(Search for Applicants, Review Applicant Scores, Edit Applicant Application)

[ Classifications

(Create Edit Delete)

[|Exams

(Create, Copy,Edit,Delete, Create Questions,Copy Questions,Delete Questions)

["|Hiring_Lists

(Draft Request, Approve Complete Archive Set Hiring List Manager Permission, Letters to Print and Email)

[CISME

(Assign, Review SME Scores)

[[|Users

(Add, Edit Delete)

l Update ” Delete User ” View Users




e Once the selections are made be sure to click the Update button.

Security - Update User

First ML Last
Mel - Rase
Mailing Address _ - .
304 0th Street . Mailing City  State Mailing Zip Code (00000)
Bosse =p = 83702 .
Phone ((00)000-0000 and Extension 00000
(201234567 = Email Agency
Fax (000)000-0000 i@iabarida”™ All Agencies
Status® Pemission Level® Temparary Password
Active - B Craatar - & Users can request at login - &
Sharun by cvanged BRI0L 110800 AL 3:::"; el a:_':"; bt ot
* Required Field
Security Roles

{current roles are checked)
J Announcements
{(Create. Copy, Publish, Close Search Attach Exam o Announcement and View Exam Detail)
< Applicants.
{Search for Applicants, Review Applicant Scores Edit Applicant Apphcation)
Classifications
(Creata Edit Delete)
Exams
{Create, Copy Edil, Delete Create C Copy C Delale G
J/Hiring_Lists
(Draft Request Approve, Complete Archive Set Hining List Manager Permission, Letters to Print and Email)
£ SME
{Assign, Review SME Scores)
Users
(Add, Edit Delete)

[Updase | | Delows Usie View Uisirs

Login for brand new user -

Once the individual has been created as a user in ATS they will receive an email that states:

2013

From sent:

Ta
Ci
Subject: Wielcame Mew User

Tou have been setup as a tiew user in the Division of Human Resources Applicant Tracking System (ATS).

To establish your permanent password chick on this ink: httpeilabor idaho. gowDHE/ATS A sencyLogin. asp feommand=Set&remal=: Stemp pass=

[Fthe above fink 15 not clickable then please copy and paste it into your browser.

e When the user clicks on the link they will be taken to the following screen:

Division of Human Resources
Applicant Tracking System

Please pick a new passwaord for yourself.

Set New Password
Email Address: | @laboridaho.gov
Temporary Password: eseesse

Mew Password:

(Min. 7 characters)
Confirm New Password:

Help!

Return to Login

I need my password reset

L only have a temporary password
Contact DHR

Fri 8/16/2013 11,09 AM



e It has already populated the fields with the email and temporary password.
e Now the user can create their new password.

Division of Human Resources
Applicant Tracking System

Please pick a new password for yourself.

Set New Password
Email Address: @labor.idaho.gov

Temporary Password. ssssses

New Password: vesesen
(Min. 7 characters)

Confirm New Password: seeeses|

Help!

Return fo L ogin
| need my password reset

| only have a temporary password
Contact DHR

e The new password is typed in twice and then click on SET. Be sure to remember the
password that you are creating (as you can see it does not show).

Division of Human Resources
Applicant Tracking System

New Password Set!

A5 a user al the Diasion of Human Resource's Applcant Tracking System (ATS), | am aware that | will have access to sensbve apphcant and State of idaho employee infformabion. | am aware of my responsibiily o maimtam
the confidentiality of all information in ATS. By proceeding to use ATS, | agree to comply with all privacy and confidential requirements.

User Sign In
Email Address Dlaborsdaba.gov

| Login
Password. sessney

Nole: This system uses cookies and will nol function if hey are disabled.

Help!

e Once you click on SET it now takes you to the Login screen. Type your password in and
click on LOGIN.

e Now you are logged in and at the initial screen.

2013
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e What shows on the menu will depend on what was selected when the user is a level 2
(Creator)

ldaho Division of Human Resources BTasks
Applicant Tracking System ATS Administration

Tasks Apphcams Ameumcements SME SignOw ATS Manual
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Applicant setup and login

New applicant setup of password and resetting of password -

This is the process that a new applicant goes through in setting up their online account. Also it will
show what they need to do to reset their password.

When the applicant clicks on the Apply Online button from an announcement it will take them to the
login screen. This opens in a separate window from the announcement.

The applicant will Click on the Sign Up button as 1°' Time Users.

Idaho Division of For the latest job openings, follow us on |

Twitter & Facebook: |

|

| H_' ﬂ

_—

Apply Online

Sign in and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has

changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adabe Acrobat to open.)

1st Time Users
Return Applicants

Privacy Policy

If you experience problems accessing or creating an account, it may be because the cookies on your
computer are disabled.
What are cookies and how do | enable them? {.pdf)

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.
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i ]D N_IO \daho Division of |

Apply Online - 1st Time User -

Return to Previous Page

A User ID will be created for you consisting of the last 4 digits of your
Social Security Number followed by your last name. (1234SMITH)

New Applicant Pre-Registration
Social Security Number: - - *

Last Name: =

Email Address:
* Required

Privacy Policy

The applicant will provide:
e SSN - the last 4 digits will be used as part of their User ID as stated in the Red outlined box.

e Last Name — this will be part of their User ID that will be created as stated in the Red outlined
box.

e Email Address is not required. — If the applicant does not have an email address then there is
currently not sufficient information to tell them how to get their temporary password.

When they complete the necessary information they will Click the Submit button.

Apply Online - 1st Time User

Return to Previous Page

A User ID will be created for you consisting of the last 4 digits of your
Social Security Number followed by your last name. (12345SMITH)

New Applicant Pre-Registration
Social Security Mumber: -12 -3456 ¢

Last Name: Rose *

Email Address: @hatmail com|
* Required

Privacy Policy
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Apply Online

Sign in and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adabe Acrobat to open.)
You have been assigned the following User ID:

3456ROSE

We recommend you write it down as you will need it to sign in as an applicant.

Pick a new password for yourself. Your User ID is the last 4 digits of your
Social Security Number followed by your last name. (1234SMITH)
Set New Password

User 0: 456ROSE

Temporary Password: System Set

New Password: |
(Min. 7 characters)
Confirm New Password:

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

Applicant will now create their New Password. It must be at least 7 characters. They will then input
the same password in the Confirm New Password field and click the Continue button.
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Apply Online

Sign in and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
You have been assigned the following User ID:

3456ROSE

We recommend you write it down as you will need it to sign in as an applicant.

Pick a new password for yourself. Your User ID is the last 4 digits of your
Social Security Number followed by your last name. (12345MITH)

Set New Password
User ID: 3456ROSE [ Continue |

Temporary Password: System Set

New Password: eesssse
(Min. 7 characters)
Confirm New Password: seesess|

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

Then the applicant will create their secret question and answer.

Apply Online

Sign in and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
New Password Setl
To help you in the event that you forget your password we ask that
you enter a secret question with a single word answer that only you will know.

Examples:
What was the name of my first cat? Mittens
Where was | born? Boise
What is my favorite fruit? Apple
Secret Question

Question: | m]

One Word Answer:

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.
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They will enter:

e Question
e One Word Answer
Then Click the Continue button.

Apply Online

Sign in and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
New Password Set!
To help you in the event that you forget your password we ask that
you enter a secret question with a single word answer that only you will know.

Examples:
What was the name of my first cat? Mittens
Where was | born? Boise
What is my favorite fruit? Apple
Secret Question

Question: How many dogs do | have?

One Word Answer: two

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

Now they are ready to sign in to their online application.

When they complete this step they will receive an email indicating they have completed the new user
registration.

New user registration complete

.“ Idaho Division of Human Resources (idhr@dhr.idaho.gov) Addto contacts 1:15PM |
To:

You have completed the necessary registration to do online applications with the:

Division of Human Resources Applicant Tracking System For future access to your online application you will need the following:
User ID: Will consist of the last 4 numbers of your SSN and up to the first 10 letters of your last name. (e.g. 1234Smith)

Password:
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Now they can sign in

Apply Online

Sign in and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has

changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure itis correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
You are now registered to use Apply Online! system
Secret Question and Answer Set!
Your User ID is the last 4 digits of your Social Security Number
followed by your last name. (1234SMITH)

Already signed up for APPLY ONLINE

Sign in now!
Sign In

User |D: 3456R0OSE

Password: eeesese

Forgot your password?
Request Password Reset
Privacy Policy
Administrative Use

This system uses cookies, but no information is permanently written to your computer.

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

If an applicant registers and does not complete the Personal section of their application then it will be
difficult to search for them by name. You would need to have the SSN to be able to find them in ATS.

Applicant Search
Applicant # -
s
Last Name:
—
Phone:
* Select at least one field to search by
Applicants found matching search criteria
Applicant_no SSN Last Name First Name User ID Temp Password Security Status Last Login Command
£/13/2013
240698 [e— Unknown Unknown 3456ROSE Fa3564s A
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Now the applicant can complete the sections of the General Application and any applicable section
under the Optional Information.

APPLY

General Information

% 1 Pzronal
4 2 Educstion
e 2 Work History
25 i

% 5 Agsncies

Optional Information

€. Resume.

7. Stills

8. Veterans Prefersnce

Applications SIGN OUT

State Jobs Help/instructions (pdf) Applications Exams Summary Hiring Lists Change Password Secret Question
Welcome to the State of Idaho’s online job application. Thank you for your interest in employment with Idaho State Government

To assist you in utilizing this application tool, please review some features and tips to help make the application process go smoothly.

« The boxes on the left serve as a checklist for completing the application. When you have completed the item then a checkmark will appear next to it. (Otherwise, it will be a red asterisk indicating the
item is incomplete. )

« You have a completed application when all the items have checkmarks.

« Whenever you need to update your application, just click on the link for the item that needs to be revised.

« To easily maneuver through your application, please use the different links in the left hand boxes, rather than using the back button on the browser

« Youmay also review a list of your applications, exams, hiring lists, etc * by using the links above, rather than using the back button on the browser.

« You may receive messages that will appear in red. This information will provide you guidance on a specific recruitment.

« The browser of choice is Internet Explorer (IE). If you choose to use other browsers, you may experience intermittent issues when completing the application or taking an exam.

« The online application system works best when using a computer. When using other technological devices, you may experience difficulty using the system.

REVIEW OF EXAM SCORES: If you have questions or wish to have your score reviewed, please write a lefter or send an e-mail using the agency contact information listed on the recruitment
announcement.”

Applications Filter
Current Applications | [ All Applicalions

The Current Applications butfon displays applications created in the last 6 months.

Applications
Announcement No. Application Application
Announcement Title (Status) Date Status

Click on the Title to view/edit application

Returning applicant —

When a returning applicant (someone who already has an online application account) clicks on the
Apply Online button on an announcement or clicks the My Account link on a web page it will take
them to the screen that allows them to sign in.



‘ Idaho Division of For the léatest jgb ipenings, follow us on
Twitter & Facebook:
ID Human Resources
| G

Apply Online

Signin and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran's Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)

Sign Up 1st Time Users

Return Applicants

Privacy Policy

If you experience problems accessing or creating an account, it may be because the cookies on your
computer are disabled.
What are cookies and how do | enable them? (.pdf)

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

They will click on the Sign In button for Return Applicants. They will be taken to the following

screen.

2013
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O Idaho Division of For the léltest jgb okpenings, follow us on
Twitter & Facebook:

]D Human Resources
G

Apply Online

Signin and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure itis correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
Your User ID is the last 4 digits of your Social Security Number
followed by your last name. (1234SMITH)

Already signed up for APPLY ONLINE

Sign in now!
User ID:|| i Sign In i
Password:

Forgot your password?
Request Password Reset
Privacy Policy
Administrative Use

This system uses cookies, but no information is permanently written to your computer.

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

They will then sign in to their online account.

If they do not remember their password they can click Forgot your password?

Apply Online

Signin and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
Enter your User ID and Social Security Number then you will be presented
with your secret question. Your User ID is the last 4 digits of your Social
Security Number followed by your last name. (1234SMITH)
Secret Question

User ID: | i Continue i

Social Security Number: - -

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.
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They will enter their User ID and SSN and Click the Continue button.

Apply Online

Signin and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
Enter your User ID and Social Security Number then you will be presented
with your secret question. Your User ID is the last 4 digits of your Social
Security Number followed by your last name. (1234SMITH)
Secret Question

User D: #56rse

Social Security Number: ® - - 3456]

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

It will bring up a screen with the Secret Question they created when they registered. They will fill in
the One Word Answer to their secret question, then click the Continue button.

Apply Online

Sign in and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
Enter the answer to your secret question in order to select a new password.
Secret Question

User ID:3456rose

Question:How many dogs do | have?
One Word Answer: #

Please click here to reset your password.

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

If the answer is correct to the secret question it will present a screen that will allow them to create a
New Password.

They will type in the New Password and type it again to Confirm New Password, then Click the
Continue button.

10
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Apply Online

Sign in and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
Pick a new password for yourself. Your User ID is the last 4 digits of your
Social Security Number followed by yvour last name. (1234SMITH)

Set New Password

User : 5610

Temporary Password: System Set
New Password: eeseees
(Min. 7 characters)

Confirm New Password: sessess|

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

Now that the New Password is Set, they can click on the Sign In button, the User ID and Password
fields are already populated.

Apply Online

Sign in and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
New Password Set!

Your User ID is the last 4 digits of your Social Security Number
followed by your last name. (12345SMITH)

Already signed up for APPLY ONLINE
Sign in now!
User ID: P456rose [ signin |
Password: seessss
Forgot your password?
Request Password Reset
Privacy Policy
Administrative Use

This system uses cookies, but no information is permanently written to your computer.

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

If going through the Forgot your password process does not allow them to set a new password then
the applicant can use the Request Password Reset by clicking the link below the sign in screen.

11



Idaho Division of For the latest job openings, follow us on
Twitter & Facebook:
]D O Human Resources 3
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Apply Online

Sign in and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure itis correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
Your User ID is the last 4 digits of your Social Security Number
followed by your last name. (12345MITH)

Already signed up for APPLY ONLINE

Sign in now!
User ID:|| [ signin |
Password:

Forgot your password?
Request Password Reset
Privacy Policy
Administrative Use

This system uses cookies, but no information is permanently written to your computer.

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

When the applicant click the Request Password Reset they will be required to provide the email
address that is associated with their online account by filling it in the field shown below.

D O Division of
Human Resources

or the latest job openings, follow us on
Twitter & Facebook:

G £

To reset your password, enter the email address associated with your account.

12
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If the email is correct then the screen will change to the following indicating that an email has been
sent to their email address to reset their password.

Division of
L R IS
rAuman Resources

For the latest job openings, follow us on
Twitter & Facebook:

Gl f

An email has been sent to the email address on file. Please check that email address for an email to reset your password.
If you did not receive an email, please check you email systems junk folder or wait for awhile longer incase the email is slow.

Thx - DHR Staff

Return to login page.

They will need to follow the instruction in the email to start the process of resetting their password.

Idaho Division Of Human Resources - Password Reset

Idaho Division of Human Resources (idhr@dhr.idaho.gov) Add to contacts 216 PM
To: i s@hotmail.com ¥

A password reset request has been received by the Division of Human Resources.
If you did not request this password reset, please reply to this email and let our office know.

If you did request a password reset, please use the link below to get it.
https://labor.idaho.gov/DHR/ATS/Statelobs/apply/account/ManagePassword.aspxPe= @hotmail.com

If you have problems with the link, please copy and paste it into your browser address bar
Reply to this email if problems continue.

Thank You,
Idaho Division of Human Resources.

13
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When they click either the link in the email or copy and paste the link into the address field of their
browser it will take them to the following field.

Division of
]D/ \I IO Human Resources

“or the latest job openings, follow us on
Mwitter & Facebook:

G f

Please verify that this is your acccount by entering the userID associated with the email address.
If they match, you will be taken to the reset page.
Your User ID is the last 4 digits of your Social Security Number
followed by your last name. (1234SMITH)

Please enter your User ID: |
Please enter your email address: | @hotmail.com

[ Change Password ]

When they enter their User ID in the field and click the Change Password button, it will take them to
the screen to allow them to create a New Password, Confirm New Password and then set that New
Password.

Apply Online

Signin and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
Pick a new password for yourself. Your User ID is the last 4 digits of your
Social Security Number followed by your last name. (1234SMITH)
Set New Password

User 0: Hsiose

Temporary Password: System Set

New Password: sessses
(Min. 7 characters)
Confirm New Password: sessess|

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

14
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Apply Online

Sign in and create "My Account” - a great way for you to store your job search information.
You may only apply for jobs that are currently open. To view current open state jobs click here.

APPLICANTS: Effective July 1, 2013 the definition of veteran for veteran’s preference has
changed. Please check your ‘Veteran’s Preference’ form in your online application account to be
sure it is correct.

Instructions on how to start! (Requires Adobe Acrobat to open.)
New Password Set!

Your User ID is the last 4 digits of your Social Security Number
followed by your last name. (1234SMITH)

Already signed up for APPLY ONLINE
Sign in now!
User ID: B456rose [ signin |
Password: eessess
Forgot your password?
Request Password Reset
Privacy Policy
Administrative Use

This system uses cookies, but no information is permanently written to your computer.

Adobe Acrobat is required to view .pdf files. The software can be downloaded for free at www.adobe.com.

If the applicant cannot reset their password through either process then they should contact DHR.
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Applicant Services

Searching Applicants Information—

There are several ways to search for an applicant depending on the information you have.

If you have very specific information about an applicant you can search that way and get directly to
their online file such as Applicant Number or SSN.

e SignontoATS
e Click on Applicants on the menu bar.

Searching by name:
e The list of returned names is limited to 20.

e If you are searching with a common name such as ROSE you will want to have their first name

also. Names are listed randomly and will not necessarily give you the list by alpha first name.
e It will also list all those that the name is part of.

Tasks

Applicants Agencies Announcements Classifications Exams SME Sign Out

This search will return no more than 20 names ordered by Last Name.
Use additional criteria to narrow the search.

Applicant Search

Applicant # :
Ssit [ Search ] [Reset]
Last Name:
First Name: [ Enter New Applicant ]
Phone:

* Select at least one field to search by

When you search for ROSE the 20 names that are listed will not include anyone whose last
name is ROSE because it chooses only the names that have ROSE as a part of the last name.

Tasks Applicants Agencies Announcements Classifications Exams SME Sign Out

This search will return no more than 20 names ordered by Last Name.
Use additional criteria to narrow the search.

Applicant Search
Applicant # :

SSN:

[ Search ] [ Fieset]

Last Name: rose|

First Name: [ Enter New Applicant ]
Phone:

* Select at least one field to search by




Applicant # :
SSN:

Last Mame:
First Name:

Phone:

* Select at least one field to se

Applicant_ no | Last Name

Ambrose
Ambrose
Ambrose
Ambrose
Ambrose

Ambrose

e You will need more information to narrow the search.

Tasks

Applicants Agencies Announcements Classifications Exams SME Sign Out

rose

arch by

First Name

Jennifer
James
Lisa
Alice
Clarice

Rupert

This search will return no more than 20 names ordered by Last Name.

lUse additional criteria to narrow the search.

Applicant Search

Applicants found matching search criteria

User ID Temp Password = Security Status

A

A

[

Enter New Applicant ]

Last Login

73112007
9:18:00 AM

104222002
10:16:00 PM
7712002
1:23:00 PM

11/6/2006
10:15:00 AM

4/21/2005
4:45:00 PM

6/27/2007
12:57:00 PM

Command

View/Edit ” Summary l

View/Edit ][ Summary ]

View/Edit ” Summary l

View/Edit ” Summary l

View/Edit ][ Summary ]

View/Edit ” Summary l

2013

e With the addition of ‘ME’ for the first name, it will narrow the list that is returned. Sometimes
you may need to have more information to narrow the search.
¢ Once you have found the applicant, to view their online record Click on View/Edit button.
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This search will return no more than 20 names ordered by Last Name.
Use additional criteria to narrow the search.

Applicant Search
Applicant # :

Last Name: |rose

First Name: | me [ Enter New Applicant ]

Phone:

* Select at least one field to search by

Applicants found matching search criteria

Applicant_no | Last Name  First Name User ID Temp Password @ Security Status = Last Login Command

e Ambrose James Pt SR A lgfﬁggugm [ View/Edit H Summary ]

- Groseclose Melissa ! + + * . A ?ii]ZESSPM [ View/Edit ][ Summary ]
Rose Melody ondes . A g‘rlf‘gzgogm [ View/Edit H Summary ]
Rose Pamela = A ;’E‘g‘%gugm [ View/Edit ][ Summary ]

st Rose Kimmell B 4 A * A ?ﬂzggspm [ View/Edit H Summary ]
Rose Kirmmell ! * . A ;n;ggguga [ View/Edit ][ Summary ]
Rose Mel = - A 12;295503:4 [ View/Edit ][ Summary ]

Viewing Applicant Record

. . SIGN
APPLY Applications ouT
% © : Mel Rose
Applications Exams Summary Hiring Lists Services Rendered Temporary Password  Applicant Summary
Agency lenu Use the checklist to the left of the screen to navigate through the application process. Do not use the back button on the
browser. ltems in the General Information Area (left screen) must be completed for you to be considered for any specific
General Information position. Click on the items to complete or update them.
" 1. Personal
v’ 2. Education When all required fields have been completed a check mark will appear next to the item in the box. You can re-enter any of these
" 3 Work History fields to make changes simply by clicking on the field.
W/ 4 Citizs
" 5. Agencies
T T REVIEW OF EXAM SCORES: If you have any questions concerning your score, it is usually best to talk with a Division of
Human Resources Representative.
T. Resume
8. Skills - . . . . .
9. Vetersne” Preference The Division of Human Resources Rules provide for review of exam scores. If you wish to have your score reviewed, please write
Archived Vet Form a letter or send an e-mail to the Administrator of the Division of Human Resources within 35 days of the date scored.
State Emplayee Applications Filter
Current Applications ] [ All Applications
Create Application The Current Applications button displays applications created in the last 6 months.

Announcement no.

Applications

Create Application

. Announcement No. Application Application
Announcement Title (Status) Date Status Command
Refuse LTR Status Vocational Rehabilitation Assistant 7?5;2§?47855 12119/2007  Started Inactivate
Class MNo.

Click on the Title to view/edit application

Remove LTR



2013

When you view the applicant’s record it takes you to the Applications screen.
This will list the applications for the last 6 months. To view all of the announcements that the
applicant applied for you will need to Click on the All Applications button.
This screen will show you the following:
e Announcement Title — this is the position title on the announcement.
e Announcement No. (Status) — this is the announcement number and the status of that
announcement (open, closed, cancelled).
e Application Date — this is the date the applicant started this application.
e Application Status — this is the status of this application (started, completed, cancelled).
e Command - this allows you to Inactivate the application or Reactivate the application.

Announcement Title — When you Click the Title it takes you to the following screen:

Applications Exams Summary Hiring Lists—Semices Rendered Temporary Passwor i mmary

€ current announcement includes the following city(s) that you have not selec
Cgeur d'Alene
If you wish to be considered for a position in a city you must select it.

Agency Menu

Application Summary

.ﬂnnnunuemer_rt#
\,.ombral':é;fg;;a P Use the checklist to the he screen to navigate t Dugh_the application process. Do not us ack button on the

Application Status: browser. Click on "Applications™ a ious s neral Information Area (left screen)
Fim must be completed for you to be considered for any gpecific position. Click the items to complete themn.

Status Detail

When all required fields have been completed a chgck mark will appear next to the item in the box.

[ Application Checklist |

General Information

Vglcational Rehabilitation Assistant

¢ 1. Personal

o 2 Edusstion View Agnouncement: Click Here

¢ 3 Work History Announcemenf Closing Date: Wednesday, December 26, 2007
E e Annouficernent Status: Open

¢ 5. Apencies

/Application Date: Wednesday, December 19, 2007

¢ 5. Job Type/Shift
Application Status: Started

7. Reinstaternent

[ Optignal Information
5. Resume [ / Continue Application at Reinstatement ]

5. Ekills
10. Veterans' Preference
Archived Vet Form

C

[ Delete Application

Special Considerations for this application

4 11, Yocationsl Rehsbilitation lgnare Minimum Requirements
" Assistant

[ Ignare Exam Requirement

T Override Application Canggllation if not complete by closin
Please note that 3 * indicaXgs required pp P 4 9
information in your application checkiist. - = = - Evs

You must complete 2l sections of Applicant is to be considerefl as a:

application marked with 3 * in order

complete your job application.

Retention Points:

ayoff Expires: (MM/DDAYYYY)

State Employee

[ Update Considerations ]

Create Application

AnnouncenEnt no.

[ Create Application ]

For this example:
e The applicant has not/started their exam

e They did not mark Coeur d’Alene as a city which is where the position is located based on the
announcement
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Active/lnactive Application —

e When an applicant is coded as hired, declined, fail to reply, etc on a hiring list and when the list
is archived the system will Inactivate the application. Their application may also be Inactive
due to a request from the applicant to do so. If the inactivation is done by ATS then there will
be information in the Services Rendered. If the inactivation is done manually then there
should be a not in the applicant account (see documentation/notes)

Applications
. Announcement No. Application Application
Announcement Title (Status) Date Status Command
- : . 01235049817 - :
Adtrintetrative-festatant—+ P ——
Closed) 2/18/2006 Inactive

e To reactivate this application you want to check and make sure that the score is still valid and
once that has been verified you will Click the Activate button. You will be asked whether this
is what you want to do.

Windows Internet Explorer E]

9 Ackivake:
-/

e you sured

[ Ok H Cancel ]

e Click on the OK button and then the application will be active.

Applications
. Announcement No. Application Application
Announcement Title (Status) Date Status Command

.. ) ; 01235049817 :
Administrative Assistant 1 —{Closed]l 2M18/2006 Complete

Notes/Documentation

Whenever manual changes are being made to an applicant’s account a note/documentation should
be made to their account.

To create a note you will want to click on the push pin next to the applicant's number and name in
their account.

L SIGN
APPLY lications e
NE| PP ouT

%) * : Mel Rose

Applications Exams Summary Hiring Lists Services Rendered Temporary Password Applicant Summary

When you click this
Exams —
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e When you Click on the Exams Summary you will see information regarding their exams that
they have completed.

Applications Exams Summary Hiring Lists Senvices Rendered Temporary Password Applicant Summary

fRenc; eny Use the checklist to the left of the screen to navigate through the application process. Do not use the back button on the
browser. lterns 1 - 7 in the Application Checklist (left screen) must be completed for you to be considered for any specific
Application Summary | position. Click the items to complete them.

.ﬂnnnunnemer_rt#
VOWWEI% P When all required fields have been completed a check mark will appear next to the item in the box.
Application Status: i . . i L
Started REVIEW OF EXAM SCORES: If you have any questions concerning your score, it is usually best to talk with a Division of

Status Detai Human Resources Representative.
| Application Checklist | The Division of Human Resources Rules provide for review of exam scores. If you wish to have your score reviewed, please write
| General Information | a letter or send an email to the Administrator of the Division of Human Resources within 35 days of the date scored.
¢ 1. Personal
¢ 2. Education .
o . Work Histo Exam Filter
¢ 4 Cities Current Exams ] [ All Exams
v’ 5 faencies The Current Exams button displays exams associated with applications created in the last 6 months.
¢ B Job Type/Shift
T. Reinstatement
| Optional Information Exams
8. Resume Exam Title Announcement No. Date Scored Score Expires Score Status
5. Skills

10. Veterans” Preference
Archived Vet Form

Qualifications
& Exams

g% 1. Vocational Rehabilitation
Assistant

Pless= note that 3 * indicates required
information in your application checkdist.
You must complets 3l sections of your

application marked with 3 * in order to
complete your job application.

e The exams that will show are those exams completed in the last 6 months. To see all exams
Click on All Exams button.
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Spplications Exams Summary Hiring Lists Senices Rendered Temporary Password  Applicant Summary

Use the checklist to the left of the screen to navigate through the application process. Do not use the back button on the
- browser. ltems 1 - & in the Application Checklist {left screen) must be completed for you to be considered for any specific
| position. Click the items to complete them.

When all required fields have been completed a check mark will appear next to the item in the box.

REVIEW OF EXAM SCORES: If you have any questions concerning your score, it is usually best to talk with a Division of
Human Resources Representative.

The Division of Human Resources Rules provide for review of exam scores. If you wish to have your score reviewed, please write
a letter or send an email to the Administrator of the Division of Human Resources within 35 days of the date scored.

Exam Filter
Current Exams ] [ All Exams
The Current Exams button displays exams associated with applications created in the last & months.

Exams
Exam Title Announcement No. Date Scored Score Expires Score Status
Human Resource Specialist Sr. - Recruitment 05134077522 8/21/2007 10/30/2007 76
Human Resources Program Manager (OHR) 05932077892 9M472007 3M2/2008 70
Web Design Specialist 01700039935 5M7i2007 Did not meet min level

You will see the following:
e Exam Title — this is the name of the exam that was attached to the announcement.
e Announcement No. — this is a link to view the announcement and also allows you to coincide
that exam with the Announcement listed on the Applications screen. Many times you will need
to look at both screens to determine which application is current and which exam (score) is still

valid. This is critical when looking at announcements that are on *continuous recruitment, that
have more than one exam and can be taken more than once during the opening time of the
announcement.

e Date Scored — this is the date that their score was calculated and posted to their application.

e Score Expires — this is the date that the score will no longer be valid.

e Score — this is the score that they received for that exam. (Did not meet min level — they did
not receive the minimum score to pass or did not meet the requirements of the position.)

e Status -

* (Continuous recruitment example would be the Clerical/Secretarial announcements).

This example shows someone who applied for the Office Specialist 2. They took the first exam MQ
screen (MQS — LXR) on 1/20 and did not pass, they took it again on the same day and passed. Then
they took the Written exam (Written exam — LXR) and passed. Then on 5/30 they took the MQ
screen exam and passed and then took the Written exam and passed.
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Exams
Exam Title e — Sm?re Score Status
No. Scored Expires

Office Specialist 2 41239049455  5/30/2007 11/26/2007 Passed

(MQS - LXR)

Office Specialist 2

(MQS - LXR) 01239043455 1/20/2007 7/19/2007  Passed
Office Specialist 2 Did not meet
(MQS - LXR) 01239049455 1/20/2007 .

Office Specialist 2
(Written Exam - LXR)

Office Specialist 2
(Whitten Exam - LXR)

01239049455 5/30/2000  B/28/2007 B8

01239049455 172002007 4/20/2007 72

Hiring lists —

To view the hiring lists that an applicant’s name is on you will Click the Hiring Lists and you will see
the lists from the last 6 months or Click the All Hiring Lists button to see all of the hiring lists that the
applicant’'s name is on.

Spplications Exams Summary Hirng Lists Senvices Rendered Temporary Password  Applicant Summary

If your name has been certified to a hiring list for possible consideration, you will see it listed below. Having your
name certified to a hiring list is not a guarantee that you will be contacted for an interview, it simply means you are
one of the applicants being considered.

Hiring List Filter
| CurrentHiringLists || AllHiringLists |

The columns are the following:

HL No./ Disposition — this is the hiring list number and the disposition code
Position — this is the position title

Agency - this is the agency that has the hiring list

City — this is the city that the position is located

Date Created — this is the date the hiring list was created

Hiring Status — this is the status of the hiring list

Applications Sent

HL No./ . . Date -
Disposition Position Agency City Created Hiring Status

Disposition codes — this identifies the status of that applicant on the hiring list.

0 = None

A = Hired

AT = Hired Temp

C = Considered Not Interviewed
CH = Conditional Hire

D1 = Declined Interview
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D2 = Declined Location
D3 = Declined Duration of Position
D4 = Declined Salary
D5 = Declined Other — Give Reason
D6 = Declined/Remain on Register
D7 = Declined Job Offer
FR = Failed to Reply
| = Interviewed Not Selected
NA = No Longer Available
XX = Could Not Locate Applicant

Hiring Status —
e Reviewing Applications — the department has not completed the selection process
e Canceled - the department has decided not to use this hiring list
e Selection Complete — the department has completed the selection from the hiring list

Applications Sent

HL No./ - - Date e
Disposition Position Agency City Created Hiring Status
- . . . . . Reviewing
2202570  Administrative Assistant 1 Boise State University Boise 1MM272007 Applicati
pplications
22002 /0 Office Specialist 2 Human Rights Commission Boise  11/8/2007 EE”"'?’“’”‘.Q
pplications
21629/ C  Personnel Technician Boise State University Boise 10/4/2007 Selection Complete
21288 /1 Personnel Technician Boise State University Boise 9/5/2007 Selection Complete
21934 /0 Administrative Assistant 1 Health and Welfare Mampa  11/1/2007 Canceled
21844 Drsabilty Claims Adjudicator pepaiment of Labor Boise  10/26/2007 Selection Complete
21794 /0 Workforce Consultant Department of Labor Meridian 10/22/2007  Canceled
21521 /€ Workforce Consultant Department of Labor ;:lllr; 9/26/2007 Selection Complete
21017 /¢ Drsabilty Claims Adjudicator pepament of Labor Boise  8M0/2007  Selection Complete
21254 /1 Personnel Technician l[daho Transportation Department Boise 8/30/2007 Selection Complete
21044 / C Customer Sn_a-mce Public Employee Retirernent System Boise 8/14/2007 Selection Complete
= Representative 2 of ID

When you Click on the hiring list number it will take you to that hiring list to view that names. Note:
You will only be able to see the list of names if the list was for your agency. In order to find the
applicant’'s name on the list you may need to use the Find Function from your Browser.

To do so you will need Click Edit from the menu bar, then Click Find on this Page.

File Edit ‘Wiew Fawaorites  Tools  Help
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File W=al8 Yiew Favorites  Tools  Hel

Select Al Chrl+A F

1
; Find on this Page... Crl+F

[] Match whole word anly [] Match case

e Type in their name and Click the Next button.

Find: | Margar| |

[] Match whole word only [] Match case

[ Previous ] [ Mext ]

e |t will take you to that name on the hiring list.

IEEEY, Jason Brent

Services rendered -

Applications Exams Summary Hiring Lists Senvices Bendered Temporary Password  Applicant Summary

These are the letters/emails sent to the applicant that were generated by ATS. Usually these are in
regards to the disposition codes from the hiring lists.

Services Rendered

Date delivered Announcement No Service Served by Command
3/7/2006 B:44-10 AM 08856096634 Declined Interview Carrie Newell
212712006 11:24:48 AM 01103010947 Could Not Locate Applicant Carrie Newell
12/22/2005 9:03:10 AM 01235036551 Failed to Reply Carrie Newell

This information provides you with specifics about the communications/correspondence sent to the
applicant.

e Date delivered — this is the date and time that the letter/email was sent

10
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Announcement No — this is the announcement that the service was generated from
Service — this is the type of action that generated the letter/email

Served by — this identifies who sent the letter/email

Command - this allows you to delete the service if it is an error

General Application

When an applicant has completed the required fields or entered appropriate entry an * (asterick)
changes to a v' (checkmark) when complete.

General Information
e Personal — Name, address, phone numbers, e-mail, additional information, confidential
information (EEO)

Education — Schools attended beyond High School

Work History — Entry of each employer, licenses, certifications
Cities — Selection of cities willing to accept employment
Agencies — Selection of agencies willing to work with

Optional Information
e Resume — Text box for general resume that becomes part of general application
e Skills — This section does not work properly, do not complete.
e Veterans’ Preference — Form for determining eligibility for veterans’ preference points.

APPLY

Agency Menu

SIGN

Applications ouT

% - Mel Rose

Applications Exams Summary Hiring Lists Services Rendered Temporary Password  Applicant Summary

Use the checklist to the left of the screen to navigate through the application process. Do not use the back button on the
browser. ltems in the General Information Area (left screen) must be completed for you to be considered for any specific

| General Information

| position. Click on the items to complete or update them.

" 1. Personal

" 2. Education

" 2. Work History
o 4. Cities

‘/ 5. Agencies

When all required fields have been completed a check mark will appear next to the item in the box. You can re-enter any of these
fields to make changes simply by clicking on the field.

| Optional Information

| REVIEW OF EXAM SCORES: If you have any questions concerning your score, it is usually best to talk with a Division of

7. Resume
8. Skills

5. Veterans” Prefersnce
Archived Vet Form

Human Resources Representative.

The Division of Human Resources Rules provide for review of exam scores. If you wish to have your score reviewed, please write
a letter or send an e-mail to the Administrator of the Division of Human Resources within 35 days of the date scored.

State Employee

Create Application

Announcement no.

Applications Filter
] [ All Applications
The Current Applications button displays applications created in the last 6 months.

Current Applications

Create Application

Refuse LTR Status
Class No.

Remove LTR

Applications
: Announcement No. Application Application
Announcement Title (Status) Date Status Command
Vocational Rehabilitation Assistant 01108047856 1219/2007  Started

(Open)
Click on the Title to view/edit application

11
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To create an announcement there are two methods, to copy a previous announcement and then
modify to meet your needs or to create a new one that will require you to create all of your text from

scratch.

We will begin with the easiest method.

Creating an Announcement by copying a previous announcement -

e SignontoATS

e Search for previous announcements to copy as a starting point in creating your new

announcement.
e Click on Announcements on the menu bar.

Idaho Division of Human Resources

Applicant Tracking System

Agency Services
Division of Financial Management

My Agency Tasks Users  Announcements Sign Out  Main Menu

Create New Announcement

Requested | Approved | Published | Closed

Requested Announcements ()

No Agency Open Date # Comp. -
BT TR Type Merge Location Close Date Apps HlkE
Requested | Approved | Published | £losed | Search All
No Open Date # Comp. -
Announcement Type Merge Close Date Apps #HL's
Requested | Approyed | Published | Closed | Search All
blished Announcements (11)
No Agency Open Date # Comp. -
O T Merge Location Close Date Apps HHILE
e Click on the link Search All
Idaho Division of Human Resources i
Agency Services

Applicant Tracking System

Division of Financial Management

My Agency Tasks Users Announcements Sign Out  Main Menu

Which class would you like to find closed or canceled announcements for?

Search for Class

Enter all, or a portion, of Class Title or Class Code

e Type the Title, partial Title or Class Code.



Announcements  Main Menu

Which class would you like to find announcements for?

Search for Class

Enter all, or a portion, of Class Title or Class Code

financial

2013

e If you search by partial Title, you will get a list of all positions with that word in the title.
e Click on the Title for a list of announcements for that position.

Choose one of the following or try a new search.

Classifications Found

Class Title

Financial Executive Officer

Financial Officer

Financial Manager
Financial Specialist. Principal

Financial Specialist. Senior

Financial Specialist
Financial Unit Supervisor

Financial Technician

Financial Support Technician
Financial Institutions Bureau Chief

Financial Institution Examiner. Commissioned Senior

Financial Institution Examiner. Commissioned

Financial Institution Examiner 3
Financial Institution Examiner 2
Financial Institution Examiner 1

Financial Examiner / Investigator 4

Financial Examiner / Investigator 3

Financial Examiner / Investigator 2

Financial Examiner [ Investigator 1
Financial Management Analyst. Senior

# Comp.
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e If you search by Class Code, you will get a list of the announcements for that position, whether
they are published, draft, closed, or cancelled.

e Click on the Announcement Number to view that individual announcement.

Enter all, or a portion, of Class Title gf Class Code

fnnouncement No

fancial Speciall
04246017197 Masle

11 apps HLl's

Financial Specialist (Employer Service
Center Manager

04246056903 Master List
Oapps/0HL's

Financial Specialist
04246020444 Master List
31appsi2HL's

Financial Specialist
04246008252 Master List
19 apps/0HLs

Announcements

Search for Class

Which class would you like to find announcements for?

04246

Main Menu

Announcements for which you would like to view applicants

Announcements
No Open Date Full/Part
Merge | Close Date Time
0:12/1442007 )

X cq2msmppy FUll TiMe
Q:3126/2007 :

X CAI412007 Full Time
Q1212002006 Full Time
C:12/31/2006
O:5M712005 X

X cspimpops FatTime

Perm/Temp

Permanent

Permanent

Permanent

Permanent

e Find the announcement that you want to copy.
e Click on the title/announcement #.

Shifts Status

Published

Draft

Closed

Canceled

Agency Name

|daho Department of
Juvenile Corrections

Fublic Employee Retirement

System of ID

Department of Water
Resources

Idaho Department of
Juvenile Corrections

Please Mote: Results returned show announcements for all state agencies and all types of announcement status.

Openings

Location

Meridian

Boise

Boise

Meridian

Status

Approved

Draft

Approved

Canceled
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e To copy the announcement, go to the middle of the page (just below the heading “Idaho Works
Listing”) and Click on the Coiy button.

1 Financial Specialist wisupporting Chackiist-Nat ) )
documentation (Revised 2/07) Auto Scored s Lac
Intgrnet Category(s)
Category #1
Accounting, Finance, Auditing
Category #2 Use Agency Logo
w
Crested By Created Dste Upsted B Updated Date
360 - Ranae Sanders 8/13/2007 2:40:25 PM lpdsted By 8/22/2007 12:01:06 AM

Idaho Works\Listing

Listed as Job Order # ID1284959 - View - | View/EditAll

Instructions for pasting text into boxes below.
Announcement Text

- Styles - » | - Format - % | - Fonit family - | - Font size -

i= (@) wmL

The Department of Water Resources is accepting applications for a
Financial Specialist

This position is located in Idaho Falls Regional Office, performing the financial duties in Water District 01.

The Financial Specialist performs various professional financial duties requiring application of accounting, auditing, and/or budgeting theory, principles, and
practices.

e To create the announcement you will need to add your opening.

e From Opening(s):
0 Location - Click the drop down and select the City where the opening is located.
0 PCN - Either leave the default 9999 or highlight the 9999 and type in the correct PCN.
o Status — Click on the drop down list and select the appropriate status for the

announcement.
= Draft:
» Requested:
= Approved:
= Canceled:
= Closed:
= Delete:
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Idaho Division of Human Resources

Applicant Tracking System

My Agency Tasks Users Announcements Sign Out  Main Menu

This document can only be edited using Internet Explorer version 5.5 or higher

Opening(s)

Agency Name * Location * PCN *

9999

Status

Division of Financial Management Requested +

Announcement Details

Class Title
Pay Grade: 38
Financial Specialist [ETESETTD o
04248 $15.57 - $20.00 per hour
MNotes
Working Title Full or Part Time* Shifts/Period
Full Time + v
Duration of Announcement Proposed Opening Date” Proposed Closing Date
Nov v |26 | 2007 Aug ¥ | 21 v | 2007
Announcement No Announcement Type Announcement Status

04246024414 Open Competitive Requested +
Qualifications Statements and Exams

Announcement must be created before exams can be added.

Agency Services
Division of Financial Management

Command

Added with Announcement

Publish Status

Perm/Temp
Permanent

Do Not Merge Applicants
] Allow Periodic Testing

Internet Category(s)
Category #1
Accounting, Finance, Auditing hd
e P——Ty Use Agency Logo
Idaho Division of Human Resources X
. . Agency Services
Appflcant Trac.klng Sysfem Division of Financial Management
My Agency Tasks Users  Announcements  Sign Out  Main Menu

This document can only be edited using Internet Explorer version 5.5 or higher

Opening(s)
Agency Name * Location * PCN * Status
Division of Financial Management Boise hd 9999 Requested +
Announcement Details
Class Title
Pay Grade: 38
Financial Specialist [EEESETTD o
04246 $15.57 - $20.00 per hour

MNotes

Working Title Full or Part Time* Shifts/Period
Full Time + v

Duration of Announcement Proposed Opening Date” Proposed Closing Date

Nov || 26 +||2007 Dec v| |} v |[2007

Command

Added with Announcement

Publish Status

Perm/Temp
Permanent

Do Not Merge Applicants
[] Allow Periodic Testing

Announcement No Announcement Type Announcement Status
04246024414 Open Competitive Requested +
Qualifications Statements and Exams
Announcement must be created before exams can be added.
Internet Category(s)
Category #1
Accounting, Fmance.A’LEh‘tlrlg';‘mM hd e
¢ In the Announcement Details you will need to change the Proposed Closing Date to be sure
that it is after the opening date.
[ ]

In the middle of the page (under the “Idaho Works Listing”),

Click the Create button. (NOTE: If

you get a message about the announcement dates, click OK and change the proposed closing

date.)



Opening(s)
Agency Name * Location * PCN * Status Command
Division of Financial Management Boise v 9999 Requested v Added with Announcement
Announcement Details
Class Title Pay Grade: 38 i
FrorEe ST Class Code ¥ . Publish Status
S 04246 -
% Notes $15.57 - $20.00 per hour
Working Title Full or Part Time* Shifts/Period Perm/Temp
Full Time v Permanent
Duration of Announcement Proposed Opening Date® Proposed Closing Date Do Not Merge Applicants
Nov v (|26 +||2007 Dec v| il v | 2007 [ Allow Periodic Testing
Announcement No Announcement Type Announcement Status

04246024414

Open Competitive ¥

Requested v

Qualifications Statements and Exams

Announcement must be created before exams can be added.

Internet Category(s)
Category #1
Accounting, Finance, Auditing v
Category #2 Use Agency Logo
v
_02!333 ;5d & Greated Date Updated By Updated Dste
Idaho Works Listing
Not Listed - | AddListing | [ View/EditAl

Create

2013

e When you click the Create button your screen will show in green “Announcement Created”.
e You are ready to modify the announcement text, add exam, etc.

Idaho Division of Human Resources

Applicant Tracking System

My Agency Tasks

Users  Announcements  Sign

Opening(s)
Agency Name * Location * PCN* Status Command
Division of Financial Management Boise v 9999 Requested v Update
Division of Financial Management v 9999 Requested + Add
Announcement Details
Class Title s Publish Status
5 ] - Pay Grade: 38
Financial Specialist glfzsfam $1y5 57-$20.00 h None Approved
%) Nates — - L perhour Does not Exist
Working Title Full or Part Time* Shifts/Period PermiTemp
Full Time | |Permanent
Proposed Closing Date
Duration of Announcement Proposed Opening Date* Dec v|[10 DO Not Merge
Nov v |[26 +||2007 Applicants
2007 [ Allow Periodic Testing

Announcement No
04246024414

Announcement Type
Open Competitive

Announcement Status
Requested +
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Look at the Announcement Details make the changes that are specific for your position, be sure to
click on the Update button to save your changes.

Class Title

Announcement Details
Publish Status

Pay Grade: 38
Financial Specialist gLa;;GCOUe $'I!g 57-$20.00 h Mone Approved
%] Notes — - A perhour Does not Exist
Working Title Full or Part Time* Shifts/Period Perm/Temp
Full Time + | |Permanent
Proposed Closing Date
Duration of Announcement Proposed Opening Date® Dep: <0 \r:g DO Not Merge
Nov ~|[26 +|[2007 Applicants
2007 [ mnow Periodic Testing
Announcement No Announcement Type Announcement Status
04246024414 Open Competitve Requested +
Qualifications Statements and Exams
Exam Selection:
Exams and Qualifications Statements tied to Class:
v Add Exam Selection Exams Attached - modif
Click to Add other exams
Internet Category(s)
Category #1
Accounting, Finance, Auditing v
Category #2 Use Agency Logo

Created By

180 - Melody Rose 11/26/2007 8:57:41 AM ey

Updatea te

Pay Grade — provide the salary information you want to show on the announcement. Make
sure that it is within the Pay Grade listed.
Working Title — Complete this if you have another title that you want included on your
announcement.
Full or Part Time — Choose the type of opening you are recruiting for from the drop down.
These are set to default on the application of the applicant under Job Type/Shift.
Shifts/Period — Choose from the drop down the employment condition of the position. Please
explain the particulars about the position in relation to what has been chosen. Example —
Night employment: The working hours are from 11:00 pm to 7:30 am.
Duration of Announcement — Type in the length of time the announcement will be out as well
as a contact name for reference. This will not appear on the announcement.
Proposed Opening Date — The default date is the date that announcement is created. Modify
this date to indicate when the announcement will be published. Always verify the opening date
before publishing.
Proposed Closing Date — This is the date that you want the announcement to close. If you
leave the date blank it will state on the announcement “Open until further notice”.
Do Not Merge Applicants — Check this box if you want this register to include only the names
from this recruitment. If you do not check this box the names will merge with names from other
recruitments that used the same exam.
Allow Periodic Testing — Check this box if your announcement will be open for an extended
period of time, or if your announcement has no specific close date, and you will be developing
multiple hiring lists from the applicant pool. This will allow applicants to retake their exam to
during the announcement time period to keep a valid score on the register.
Announcement Type — Choose the type of announcement that you will be using:

0 Open Competitive — Everyone can apply

o0 Dept Promo — Departmental promotional allows only permanent classified employees

of that agency to be considered.
o Statewide Promo — Statewide promotional allows only permanent classified employees
from any agency to be considered.

Announcement Status — Draft, Requested are the main ones that are used.

7
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o Draftis for an announcement that is in development.

0 Requested is for when the announcement is ready to be finalized. This can be used by
the agencies to assist with identifying where an announcement request is in the
process. This is similar to how DHR knows that a non-delegated agency is ready for
them to finalize their announcement.

0 Approved may be used to indicate that the announcement has been reviewed and
approved for publishing.

e Exam Selection — Attaching an exam section for a complete description.

e Internet Category(s) — For open competitive announcements you can have your
announcement listed under two occupational categories (Accounting/Finance, General
Professional, etc.) on the website. Department and statewide promotional announcements will
only be posted under the Promotional Opportunities listings on the website.

e Use Agency Logo - If you have a logo for your agency in ATS, check this box if you want your
logo posted on your announcement.

Be sure to click the Update button after making changes.

Completing the body of the announcement (Announcement Text)
This is your recruiting document and the section of the announcement that provides information
(description and requirements of the position) to prospective applicants.
e Describes the job.
e Lists the minimum qualifications.
e |dentifies other requirements, desirable qualifications, work locations, or any items that may be
of interest to candidates.
e Describes the examination, how their score or ranking is determined and identify the minimum
score needed to pass.
e Describe the application process and timelines if known.
¢ Include any details that may be of interest to applicants.
Be sure to click the Update button after making changes.

Since we copied a Water Resources announcement to use for the Division of Financial Management
we need to review and modify the information to be sure it applies to this current recruitment.

It is important when creating your recruiting document since it is a web page and individuals will be
reading this on screen that you adhere to good web page design concepts.

Please see Announcement Design Guide
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The Department of Water Resources is accepting applications for a
Financial Specialist

This position is located in ldaho Falls Regional Office, performing the financial duties in Water District 01.

The Financial Specialist performs various professional financial duties requiring application of accounting, auditing, andior
budgeting theory, principles, and practices.

The Incumbent in this position will be responsible for:

o Research and analyze financial documents, accounting systems, financial statements, and other related documents.
Research and analyze data for accuracy, trends, and variances to ensure acceptable business practices and procedures
have been followed and for compliance with federal and state laws and regulations.

Participate in the modification and implementation of financial related systems and enhancements.

Analyze, monitor and complete financial reports for the Committee of Mine and water users.

Responsibile for accounts receivable, accounts payable and payroll, for the Water District and separate from IDWR.
Assist in compiling Water District financial information, financial reports, the annual budget and ad hoc financial reports as
requested.

Manage Water District fund involving montioring

s Work directly with independent auditors and customers of the Water District.

MINIMUM QUALIFICATION &:
+ Good knowledge of accounting principles and practices
DESIREABLE QUALIFICATIONS:

e« Knowledge or experience in accounting
» Knowledge or experience using a personal computer to develop, analyze and report on financial data.

EXAMINATION:

Education and Experience. You must meet the minimum requirements to qualify for this position. Scoring is based on the
information you provide. A minimum score of 35 is needed to pass. Test results will be available online when the review process is
complete and if you do not Apply Online written notification will be sent.

HOW TO APPLY:

Use the Apply Online button to the left and follow the instructions. If you are unable to Apply Online, complete a State of ldaho
Application and the exam questions on this announcement. For a paper application, click on Forms at the top of the screen.

To be considered, please add/select the following:

+ Department of Water Resources under "Agencies”
e Full-time employment under "Job TypefShift”
+ |daho Falls under "Cities”

Thank you for your interest in employment with the
Idaho Department of Water Resources!

For more information about employment at IDWR, please visit IDWR Employment

e Once you make changes, be sure you Click the Update button to save your changes.
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Idaho Works Listing

Not Listed - | AddlListing |_[ View/EditAl |
Instructions for pasting text into boxes below.
Announcement Text
B 7 U & | E = = E || -5Styles~ | ~-Fomat~ | - Font family - w | - Fortt size - | v
e N R R e i= @ wm
— G E| % x| 2 g w3
o

The Division of Financial Management accepting applications for a
Financial Specialist

The Financial Specialist performs various professional financial duties requiring application of accounting, auditing, andior budgeting theory, principles, and
practices.

Once you Update, scroll down to the Web View to check the changes that you made. (Just

[ J
because your changes looked OK when you put them in the Announcement Text does not
mean they will look the same after you update).

e Always Spell Check your announcement, whether you have copied an old one or started from
scratch. To Spell Check you will need to highlight all the text in the Announcement Text and
copy it into Word. Make sure the spelling is correct and then make changes to your
announcement if you need to. Do not copy the text from Word back into your
announcement.

Announcement Text
B 5 U s E - Styles - w | Paragraph % | Tahoma | B[18pt hd
A BE@m AN ez EE 2 g5 @ v

— Q2 HEl|l % x| 2 ||| B
-~

MINIMUM QUALIFICATIONS:
v

Path: pw» strong » font » font s font

+ Research and analyze financial documents, accounting systems, financial statements, and other related documents.
« Research and analyze data for accuracy, trends, and variances to ensure acceptable business practices and procedures have been followed and for

compliance with federal and state laws and regulations.
¢ Participate in the modification and implementation of financial related systems and enhancements.

+ Amalyze, megitor and complete financial reports.
«\Responsiile fdr accounts receivable, accounts payable and payroll.
fmcompiling financial information, financial reports, the annual budget and ad hoc financial reports as requested.

o ASS

10



Buopie Making 3 Difersnce!

State Government

People Making
A Differencel

Idaho
State Government

APPLY
Click Here!

Division of Financial
Management

700, State Street
Boize, daho
83720

WEBSITE:
dim.idaho.goy

If you have questions,
please contact us at:
(208) 429-5533

EMAIL:
phodgesi@dhr.idaho.goy

APPLY

Click Here!

Financial Specialist

Open for Recruitment: November 26, 2007 - December 10, 2007
Announcement # (04246024414
Salary Range: $15.57 - $20.00 per hour -Plus Competitive Benefits!

Location(s):

The Division of Financial Management accepting applications for a
Financial Specialist

The Financial Specialist performs various professional financial duties requiring application of accounting, auditing, andlor
budgeting theory, principles, and practices.

The Incumbent in this position will be responsible for:

+ Research and analyze financial documents, accounting systems, financial statements, and other related documents.

+ Research and analyze data for accuracy, trends, and variances to ensure acceptable business practices and procedures have
been followed and for compliance with federal and state laws and regulations.

+ Participate in the modification and implementation of financial related systems and enhancements.

» Analyze, monitor and complete financial reports.

+ Responsible for accounts receivable, accounts payable and payroll.

» Assistin compiling financial information, financial reports, the annual budget and ad hoc financial reports as requested.

MINIMUM QUALIFICATIONS:
» Good knowledge of accounting principles and practices
DESIREABLE QUALIFICATIONS:

» Knowledge or experience in accounting
» Knowledge or experience using a personal computer to develop, analyze and report on financial data.

EXAMINATION:

Education and Experience. You must meet the minimum requirements to qualify for this position. Scoring is based on the
information you provide. A minimum score of 35 is needed to pass. Test results will be available online when the review process is
complete and if you do not Apply Online written notification will be sent.

HOW TO APPLY:

Use the Apply Online button to the left and follow the instructions. If you are unable to Apply Online, complete a State of Idaho
Application and the exam questions on this announcement. For a paper application, click on Forms at the top of the screen.

To be considered, please add/select the following:

+ Division of Financial Management under "Agencies”
+ Full-time employment under "Job Type/Shift"
« Boise under "Cities”

Thank you for your interest in employment with the
Idaho Division of Financial Management!

OVERTIME NOTICE:
At the discretion of the appointing authority, compensatony time off may be provided in lieu of overtime cash compensation.

Hiring ne without regard to race, color, religion, national origin, sex, age or disability. In addition, preference may be given to veterans who qualify under state and
federal lzws and regulstions. If you nesd =specisl sccommodations to satisfy testing requiremeants, plesse contact the Division of Human Resources.

2013

Your announcement consists of information based on the type of exam that you will use, so you must
decide which exam to attach to the announcement.

Attaching the Exam

Return to the middle of the screen and in the Announcement Details; go to the Qualifications

Statements and Exams. Here you will choose the exam to be used for your recruitment. There are
several steps to view all information before decided which exam to use or whether a new one needs
developed. See the Exams section for creating exams.

e Under Exam Selection Click on the drop down menu to show all of the exams that are

associated with this classification.

11
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Qualifications Statements and Exams

Exam Selection Exams Attached - sy
Exams and Qualifications Statements tied to Class:

v AddBxanSelecion | Dei

Financial Specialist- Lands

Financial Specialist- (FUC)

Financial Specialist- MQ only

Financial Specialist- DHW Management Services

Financial Specialistwfsupporting documentation (Revised 2/07)
Financial Specialist- ISP

Financial Specialistw/supporting documentation

Now you will determine if there is a current exam that will meet your needs. As you can see from the
list there are exams that are specific to an agency and others that have basic information. In order to
determine if there is an exam that will meet your needs, first you want to discuss with the hiring
supervisor what is needed to evaluate the applicant qualifications as they relate to the core minimum
gualifications.

e To see the details of the exam, you will highlight the exam title in the drop down list and Click
on the Detail button.

Qualifications Statements and Exams

Exam Selection:
Exams and Qualifications Statements tied to Class:

Financial Specialist- MQ only ~ ’ Add Exam Selection Exams Attached - Modify

Click to Add other exams

{= Administration - Add f Update Exam - Windows Internet Explorer

Working Close Window
WARNING: This is an existing exam and has been published. Any
] updates will be reflected to all applicants that have taken this exam. If e
Duration creating a new exam from this existing one, please copy the exam first
and then update the new exam. Lic Testing
** Read Only ™
Announcy
T ’ Edit Plan ” Preview ] | Exam Grading Criteria |
Update Exam
Finan This Exam may only be edited by an Administrator
Title: |Financia| Specialist- MQ only <
Category: :
Short Description: |1{]'-{}6 MQ only

Exam instructions: These positions are 1~
Created By characterized by the inclusion of work that is
180 - Me analytical, creatiwve, evaluatiwve, and advisory N8-40 AM

in nature. The work draws upon and requires a

. _|thorough knowledge of the fundamental doctrines,
Instructions: . L .
theories, principles, and terminology of
. accountancy (GRAP) .

Mot Liste v

12
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This screen shows you the following details:

Title — This is usually the class title and any other descriptors

Type of exam (Traex, Checklist, etc.)

Category — Identifies the number group it belongs to based on class code.

Short Description — May identify specifics about the exam that show what is different from

other exams.

e Instructions — This should be basic information about the exam such as which questions are
minimum requirements, specialties, ranking items, etc.

e Class No. — Must have the class code so that the exam will show in the drop down on the
announcement request.

e Scores valid for — This is the time in days that a passing score will be valid.

e Min. Passing Score - The score that must be obtained to pass. This is calculated based on

the exam plan.

e Eligible to retest in — This was used for specialized testing that is no longer used.
e Scheduled Exam — This was used for specialized testing that is no longer used.
e Impact Exam - This was used for specialized testing that is no longer used.

Close Window

WARNING: This is an existing exam and has been published. Any
updates will be reflected to all applicants that have taken this exam. If
creating a new exam from this existing one, please copy the exam first
and then update the new exam.

** Read Only ***

[ Edit Plan ] [ Preview ] [ Exam Grading Criteria ]

Update Exam

This Exam may only be edited by an Administrator
Title: |Financial Specialist- MQ only
Type: | TRAEX « | =
Category: | 04000 v+
Short Description: |10 -06 MQ only

Exam instructions: These positions are -
characterized by the inclusion of work that is
analytical, creative, evaluative, and advisory

in nature. The work draws upon and reguires a
thorough knowledge of the fundamental doctrines,
theories, principles, and terminology of
accountancy (GRAFP) .

Instructions:

You must meet one of the selections A-C in item
#¥1 to be accepted. e

Class No: |04246 | %% Class Notes

Scores vald for: |90 Days Eligible to retest in: |0 Days (For scheduled or Impact exams only, 0 = can retest anytime)

Min. Passing
Score:

Scheduled Exam:

70

Impact Exam:

* Required

WARNING: This is an existing exam and has been published. Any
updates will be reflected to all applicants that have taken this exam._ If
creating a new exam from this existing one, please copy the exam first
and then update the new exam.

13
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There are three buttons at the top that will provide you with information about the exam to help in
determining if it is appropriate for your recruitment.

Edit Plan:
e Tolook at the Exam Plan Click on the Edit Plan button, this includes the following information:
0 Questions - This shows all of the questions associated with this exam
o Points/Weight (%) - This is the percentage of the question score that goes toward the
final score.
0 Minimum Score — This identifies the minimum score that needs to be obtained in order

to pass the question.

Exam: Financial Specialist - MQ only

Points & Min. Score

Order Question Weight {0-100) Command

Mote: |f an applicant does not mest the minimum score on any one guestion then the applicant gets an exam score of 0.
Finance / General Professional

1 Faor your application to be accepted. you must meet . 1 100.00% 70

Min
Score: |70

*Note: The numbers above will not be updated
until the update button is clicked.

Points are: 1
Weight of question 11is 1 - 100.00%
Min score of question 1is 70

Total minimum score for question 1 is: 70.00

Final Minimun score is 70

*MOTE: Use the Update button after calculating the minimun score if
you want to save your woark.

Close Window

Preview Exam:

e To view the contents of the exam you will Click on the Preview button.

14
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Exam: Financial Specialist - MQ only
Exam instructions: These positions are characterized by the inclusion of work that is analytical, creative, evaluative, and advisory in
nature. The work draws upon and requires a thorough knowledge of the fundamental doctrines, theories, principles, and terminology
of accountancy (GAAR).

You must meet one of the selections A-C in item #1 to be accepted.

1. For your application to be accepted, you must meet one of the following items A-C.

In the space below type the letter A-D that best represents your level of knowledge or experience.

AND

Attach your resume or detailed work history that clearly shows your specific accounting education/job duties and
level of responsibility.

FOR EDUCATION: Identify your degree and accounting courses taken.

IF CLAIMING EXPERIENCE: Duties must have included responsibility for preparing and analyzing financial
statements using Generally Accepted Accounting Principles (GAAP), work papers, budgets, tax and payroll
records as well as providing input into the development of accounting systems. Work experience in bookkeeping
and financial support activities will NOT be considered as qualifying experience or as experience applying
Generally Accepted Accounting Principles (GAAP).

Typical background required:

These positions are characterized by the inclusion of work that is analytical, creative, evaluative, and advisory in
nature. The work draws upon and requires a thorough knowledge of the fundamental doctrines, theories,
principles, and terminology of accountancy (GAAP).

These positions use their professional background to prepare, analyze, and/or audit financial records and
documents, accounting systems, financial statements, work papers, budgets, tax and payroll records, and other
related documents. Generally incumbents prepare reports of findings, conclusions, or recommendations.

The information you provide will be used to validate your selection.
Incomplete information may result in a score reduction or non-acceptance.
A) | have a current professional certification as a CPA;

B) | have a Bachelor's or higher degree THAT INCLUDES 20 semester hours, or equivalent college coursework, in
Accounting;

OR

| do NOT have a Bachelor's degree, BUT | have at least four years of professional work experience as an
accountant, or equivalent, applying Generally Accepted Accounting Principles (GAAP), AND | have at least 12
semester credits in Accounting, to include Intermediate Accounting | and II.

C) 1 do NOT have a Bachelor's degree, BUT | have at least four years of professional work experience as an
accountant, or equivalent, applying Generally Accepted Accounting Principles (GAAP);

OR

| have an Associate degree in Accounting AND at least two years of professional work experience as an
accountant, or equivalent.

D) I have no college coursework in Accounting and | have less than four years of professional accounting
experience as an accountant or equivalent.

In the space below type the letter A-D that best represents your level of knowledge or experience and provide a detailed
resume or narrative work history that clearly shows your specific accounting education/job duties and level of responsibility.

15
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Exam Grading Criteria:
e To view the grading criteria that the SME (subject-matter-expert) will use in their
review/scoring, Click on the Exam Grading Criteria to determine if they are complete and
applicable.

Grading Criteria For Financial Specialist - MQ only
[F'rim ] [ Close ]

Question #1
For yvour application to be accepted. you must meet one of the following items A-C.

In the space below type the letter A-D that best represents your level of knowledge or experience.

AMD

Attach your resume or detailed work history that clearly shows your specific accounting educationfjob duties and level of
responsibility.

FOR EDUCATIOM: Identify wour degree and accounting courses taken.

IF CLAIMING EXPERIEMCE: Duties must have included responsibility for preparing and analyzing financial statements
using Generally Accepted Accounting Principles (GAAP), work papers, budgets, tax and payroll records as well as
providing input into the development of accounting systems. Work experience in bookkeeping and financial support
activities will NOT be considered as qualifying experience or as experience applying Generally Accepted Accounting
Principles (GAAP).

Typical background required:

These positions are characterized by the inclusion of work that is analytical, creative, evaluative, and advisory in nature.
The work draws upon and requires a thorough knowledge of the fundamental doctrines, theories, principles, and
terminology of accountancy (GAAP).

These positions use their professional background to prepare, analy=ze, andfor audit financial records and documents,
accounting systems. financial statements, work papers. budgets. tax and payroll records, and other related documents.
Generally incumbents prepare reports of findings, conclusions, or recommendations.

The information you provide will be used to validate your selection.
Incomplete information may result in a score reduction or non-acceptance.
A) | have a current professional certification as a CPA;

B) | have a Bachelor's or higher degree THAT INCLUDES 20 semester hours, or equivalent college coursework, in
Accounting;

OoOR

| do MOT hawve a Bachelor's degree, BUT | have at least four years of professional work experience as an accountant, or
equivalent, applying Generally Accepted Accounting Principles (GAAP), AMD | have at least 12 semester credits in
Accounting, to include Intermediate Accounting | and 1.

C) 1 do MOT have a Bachelor's degree. BUT | have at least four years of professional work experience as an accountant,
or equivalent, applying Generally Accepted Accounting Principles (GAAP);

OoOR

| have an Associate degree in Accounting AMD at least two years of professional work experience as an accountant, or
equivalent.

D} | have no college coursework in Accounting and | have less than four years of professional accounting experience as
an accountant or eguivalent.

Grading Criteria:
Rater needs to review applicant response and determine what their rating should be. DO NOT ASSUME THEY
SELECTED THE CORRECT LETTER TO DESCRIBE THEIR BACKGROUMND.

A=100
B = 85
C =70
D = 0 fail
Grading

100 - A) | have a current professional certification as a CPA;

85 - B) | have a Bachelor's or higher degree THAT INCLUDES 20 semester hours, or equivalent college coursework, in
Accounting;

OoR

| do MOT have a Bachelor's degree. BUT | have at least four years of professional work expernience as an accountant. or
equivalent, applying Generally Accepted Accounting Principles (GAAP), AMND | have at least 12 semester credits in
Accounting, to include Intermediate Accounting | and 11

TO - C)l do MOT have a Bachelor's degree, BUT | have at least four years of professional work experience as an
accountant, or equivalent, applying Generally Accepted Accounting Principles (GAAP);

OR

| have an Associate degree in Accounting AMND at least two years of professional work experience as an accountant, or
equivalent.

0 - D) | have no college coursework in Accounting and | have less than four years of professional accounting experience
as an accountant or equivalent.
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Attach the Exam: This information will help you determine what exam will work. Now you are ready
to attach it to your announcement.

¢ Inthe Qualifications Statements and Exams section highlight the exam in the drop down list
and then Click on the Add Exam Selection button

Qualifications Statements and Exams

Exam Selection Exams Attached - sy
Exams and Qualifications Statements tied to Class:

v | AddExamSelecion | Detail Extend Scores.

e The screen will refresh and show it as an attached exam.

Qualifications Statements and Exams

Exam Selection: Exams Attached - yuci

Exams and Qualifications Statements tied to Class: 1 Financial Specialist, Senior 6/2013 Chegdiot Auto Scored Preview  Detal

» | AddExam Selection Detal ——
and Scores..

If you attached the wrong exam you can remove it by clicking on the ‘Modify’ next to Exams
Attached.
Then you click the ‘Del’ button in the Command column in the window that pops up.

Order Title Type Command

1 Financial Specialist, Senior 6/2013 Chediist-Not Auto Scored Preview

[ Update Order ]

Mote: The last exam in the list will always be the exam that is used for ranking on hiring lists.
Close Window

In the announcement you will need to refresh your screen for the announcement to show that the
exam is no longer attached. Then follow the previous instruction to attach the correct exam.

If you are having issues with the look (format) of your announcement see instructions farther
down in document about how to resolve formatting problems.

Publish the Announcement — Now based on the exam you have chosen, you can modify your
announcement to coincide with that exam.
For this announcement we will remove the Desirable Qualifications and change the minimum score.

e To publish the announcement you must change the Status of the Opening from Requested to
Approved from the drop down menu and then Click the Update button under the Command
column.
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Opening(s)
Agency Name * Location * PCNH* Status Command
Diision of Financial Management Boise hd 9939 hd
Division of Financial Management v 9999 Requested v Add

After you update, the screen will refresh and the Pub
Details under the Publish Status section.

ish button appears in the Announcement

Opening(s)
Agency Name * Location * PCN * Command
Division of Financial Management Boise e 9999 Approved\ ¥
Division of Financial Management v 9999 Requested + Add

Announcement Details
Publish Status

' : . Class Code Pay Grade: 38 >
Financial Specialist
04246 $15.57 - $20.00 per hour Publish |
Notes es not Ex
Working Title Full or Part Time* Shifts/Period Perm/Temp
Full Time * hd Permanent

Click the Publish button to have it appear on the DHR website.

Note: Always check the DHR website and verify that your announcement appears where it
should and looks the way you intended. If it does not then go back into the announcement in
ATS, make the changes, click the Update button and then click the Publish button again.
Check it on the DHR website again and make sure that the changes appear.

Now you are ready to add your announcement to Idaho Works.

Adding a published announcement to Idaho Works - Go to the middle of the Announcement screen
and you will see Idaho Works Listing. See ldaho Works Instructions below

Created By Greated Date Updated By Updated Date

180 - Melody Rose 11/26/2007 8:57:41 AM 180 - Melody Rose 11/26/2007 11:32:26 AM
Idaho Works Listing

Not Listed - | AddListing |_[ View/EditAl |

Creating an Announcement from scratch.

Sign on to ATS
Click on Announcements on the menu bar.
Click on Create New Announcement.
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Idaho Division of Human Resources

Applicant Tracking System Agency Services

Division of Financial Management

My Agency Tasks Users  Announcements Sign Out  Main Menu

Create New Announcement

Requested | Approved | Published | Closed | Search All

Requested Announcements ()

No Agency Open Date # Comp.
CHILT LT Type Merge Location Close Date Apps

Requested | Approved | Published | Closed | Search All

Approved Announcements ()

No Agency Open Date # Comp.
BT TR Type Merge Location Close Date Apps

Requested | Approved | Published | Closed | Search All

Published Announcements (11)

No Agency Open Date # Comp.
O T Type Merge Location Close Date Apps

one.

#HL's

#HL's

#HL's

Idaho Division of Human Resources

Applicant Tracking System Agency Services

Division of Financial Management

My Agency Tasks Users Announcements Sign Out  Main Menu

What Classification would you like to create an announcement for?

Search for Class
Enter all, or a portion, of Class Title or Class Code

New One.

Once you have your list of previous announcements for the position you will Click

Idaho Division of Human Resources

Applicant Tracking System Agency Services

Division of Financial Management

My Agency Tasks Users  Announcements  Sign Out  Main Menu

Please MNote: Results returned show announcements for all state agencies and all types of gpffouncement status.

Add announcement to one of the following prreate a newigre’

Announcements Openings
No Open Date Full'Part . -
Announcement No Merge | Close Date Time Perm/Temp Shifts Status Agency Name Location

Financial Specialist .

. Q:11MB/2007 X . Department of Parks and .
04246063129 IMaster List C-141/20/2007 Full Time |Permanent FPublished e Boise
30 apps /0 HL's
Financial Specialist 0:11/9/2007 Divisi

; - ] ivision of Veterans ]
04246015334 IMaster List X 1112312007 Full Time |Permanent Closed Senices Boise
50 apps /1 HL's
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Approved

Approved

2013

Search for the position as you did previously when creating an announcement from a previous

on/Create A
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e This will give you a basic almost blank announcement template. The announcement text
defaults to the classification job description.

Opening(s)
Agency Name * Location * PCH * Status Command

Division of Financial Management b 9999 Requested ¥ Added with Announcement

This announcement requires an opening

Announcement Details

Class Title
Pay Grade: 38 i

Financial Specialist g:fzisacm 2 FIEEDEEITS
% Notes
Working Title Full or Part Time* Shifts/Period PermiTemp

Full Time + hd Permanent
Duration of Announcement Proposed Opening Date* Proposed Closing Date [] Do Mot Merge Applicants

MNov ¥ || 26 ~||2007 b b [] Allow Periodic Testing
Announcement No Announcement Type Announcement Status
04246074077 Open Competitive Requested ¥

Qualifications Statements and Exams
Announcement must be created before exams can be added.

Internet Category(s)
Category #1
w
Category #2 [Juse Agency Logo
w
Crested By
9395 Created Date Updsted By Updated Date
Idaho Works Listing
Not Listed - | Add Listing | _[  View /EditAl
Instructions for pasting text into boxes below.
Announcement Text
- Styles - % | - Format - % | - Fant family - * | - Font size - %

(g HTmL

A B3 @B w4 2h | e s =
— 2 HE| % » | Q| &S| | B
NATURE AND SCOPE

Incumbents use their professional background to prepare. analyze, and/or audit financial records and documents, accounting systems, financial statements, work papers,
budgets, tax and payroll records, and other related documents. Generally incumbents prepare reports of findings, conclusions, or recommendations.

Incumbents participate in or design, modify, and implement financial-related systems. Incumbents research and analyze data for accuracy. trends, and variances to ensure
acceptable business practices and procedures have been followed and for compliance with federal and state laws and regulations.

Incumbents require computer skills to analyze, research, and maintain financial data and develop financial documents/reports.
Incumbents may conduct meetings and interviews, and may testify in legal proceedings.
MINIMUM QUALIFICATIONS

Good knowledge of accounting principles and practices.

Fath:
Notes / Misc.

B 75 U amc - Styles - w | -Format - % | - Fonit family - | - Font size - %

s G @B @mGw| 4| w iz =
— Q% Q& w3

@ v

R
]

Fath:
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Complete the sections marked with a red asterisk * by them.

°
0 Agency Name
0 Location
o PCN
o Full or Part Time
0 Proposed Opening Date
Opening(s)
Agency Name * Location * PCHN * Status Command
Division of Financial Management Boise v 9999 v Added with Announcement
This announcement requires an opening
Announcement Details
Class Title
Pay Grade: 38 i
remer Erreoie Class Code ay Grat Publish Status
P LSS 04246
Notes
Working Title Full or Part Time" Shifts/Period Perm/Temp
Full Time |+ b Permanent
Duration of Announcement Proposed Opening Date” Proposed Closing Date [] Do Mot Merge Applicants
Nov v |26 » | 2007 ' h [] Allow Periodic Testing

Announcement Type

Announcement No
Open Competitive

04246074077

Once those fields are complete then you can Click on the Cr

Announcement Status
Requested +

aate button in the middle of the

[ J
form to actually create your announcement.
Internet Category(s)
Category #1
W
Category #2 Logo
b
Created By
2395 Created Date Updated Date
Idaho Works Lj6ti
Not Listed -| AddListing | _[ View/EditAll
Instructions for pasting text into boxes below.
Announcement Text
B 7 U | E = = = ||-Siyles~ % | ~Fomat-~ % | - Font family - | -- Font size - |»

— a—

i
i

W =

o G B 3 G| 48 05| @ =
—QE % x| S| |3
NATURE AND SCOPE

() HrmL

Incumbents use their professional background to prepare, analyze, and/or audit financial records and documents, accounting systems, financial statements, work papers,
budgets, tax and payroll records, and other related documents. Generally incumbents prepare reports of findings, conclusions, or recommendations.

e Now complete the information need

ed in the Announcement Details.
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Class Title

2013

Announcement Details
Publish Status

Pay Grade: 38
Financial Specialist gLa;;GCOUe $'I!g 57-$20.00 h Mone Approved
%] Notes — - A perhour Does not Exist
Working Title Full or Part Time* Shifts/Period Perm/Temp
Full Time + | |Permanent
Proposed Closing Date
Duration of Announcement Proposed Opening Date® Dep: <0 \r:g DO Not Merge
Nov ~|[26 +|[2007 Applicants
2007 [ mnow Periodic Testing
Announcement No Announcement Type Announcement Status
04246024414 Open Competitve Requested +
Qualifications Statements and Exams
Exam Selection:
Exams and Qualifications Statements tied to Class:
v Add Exam Selection Exams Attached - modif
Click to Add other exams
Internet Category(s)
Category #1
Accounting, Finance, Auditing v
Category #2 Use Agency Logo
w
Created By Created Date Undated B Undatedt Dot
180 - Melody Rose 11/26/2007 8:57:41 AM PR [

Pay Grade — provide the salary information you want to show on the announcement. Make
sure that it is within the Pay Grade listed.
Working Title — Complete this if you have another title that you want included on your
announcement.
Full or Part Time — Choose the type of opening you are recruiting for from the drop down.
These are set to default on the application of the applicant under Job Type/Shift.
Shifts/Period — Choose from the drop down the employment condition of the position. Please
explain the particulars about the position in relation to what has been chosen. Example —
Night employment: The working hours are from 11:00 pm to 7:30 am.
Duration of Announcement — Type in the length of time the announcement will be out as well
as a contact name for reference. This will not appear on the announcement.
Proposed Opening Date — The default date is the date that announcement is created. Modify
this date to indicate when the announcement will be published. Always verify the opening date
before publishing.
Proposed Closing Date — This is the date that you want the announcement to close. If you
leave the date blank it will state on the announcement “Open until further notice”.
Do Not Merge Applicants — Check this box if you want this register to include only the names
from this recruitment. If you do not check this box the names will merge with names from other
recruitments that used the same exam.
Allow Periodic Testing — Check this box if your announcement will be open for an extended
period of time, or if your announcement has no specific close date, and you will be developing
multiple hiring lists from the applicant pool. This will allow applicants to retake their exam to
during the announcement time period to keep a valid score on the register.
Announcement Type — Choose the type of announcement that you will be using:

0 Open Competitive — Everyone can apply

o Dept Promo — Departmental promotional allows only permanent classified employees

of that agency to be considered.
o Statewide Promo — Statewide promotional allows only permanent classified employees
from any agency to be considered.

Announcement Status — Draft, Requested are the main ones that are used.

o Draftis for an announcement that is in development.
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0 Requested is for when the announcement is ready to be finalized. This can be used by
the agencies to assist with identifying where an announcement request is in the
process. This is similar to how DHR knows that a non-delegated agency is ready for
them to finalize their announcement.

o Approved may be used to indicate that the announcement has been reviewed and
approved for publishing.

e Exam Selection — Attach exam section for a complete description.

e Internet Category(s) — For open competitive announcements you can have your
announcement listed under two occupational categories (Accounting/Finance, General
Professional, etc.) on the website. Department and statewide promotional announcements will
only be posted under the Promotional Opportunities listings on the website.

e Use Agency Logo - If you have a logo for your agency in ATS, check this box if you want your
logo posted on your announcement.

The main work that needs to be completed is the body or text of the announcement. As you can see
all you have within the body is basic information from the job specification.

Prayie Making a Differsnce!

State Government

People Making
A Differencel

Idaho
State Government

APPLY
Click Here!

Division of Financial
Management

TO0'. State Street
Buoige, 1daho
83720

WEBSITE:
dfrn.idaho.goy

If you have questions.
please contact us at:
[208) 423-5533

EMAIL:

Financial Specialist

Open for Recruitment: November 26, 2007 - Open until further notice
Announcement # 04246074077
Salary Range: -Plus Competitive Benefits!

Location(s):
MNATURE AND SCOPE

Incumbents use their professional background to prepare, analyze, andlor audit financial records and docurmnents, accounting
systems, financial statements, work papers, budgets, tax and payroll records, and other related documents. Generally incumbents
prepare reports of findings, conclusions, or recommendations.

Incumbents participate in or design, modify, and implement financial-related systems. Incumbents research and analyze data for
accuracy, trends, and variances to ensure acceptable business practices and procedures have been followed and for compliance
with federal and state laws and regulations.

Incumbents require computer skills to analyze, research, and maintain financial data and develop financial documents/reports.
Incumbents may conduct meetings and interviews, and may testify in legal proceedings.
MIMIMUM QUALIFICATIONS

Good knowledge of accounting principles and practices.

Completing the body of the announcement (Announcement Text)

This is your recruiting document and the section of the announcement that provides information
(description and requirements of the position) to prospective applicants.
e Describes the job.
e Lists the minimum qualifications.
¢ |dentifies other requirements, desirable qualifications, work locations, or any items that may be
of interest to candidates.
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e Describes the examination, how their score or ranking is determined and identify the minimum
score needed to pass.
e Describe the application process and timelines if known.
¢ Include any details that may be of interest to applicants.

Information about formatting: There can be challenges when completing this section. Many times
information is available from many sources such as Word documents, other announcements, email.
When you copy and paste information from various sources into the announcement template you will
encounter formatting issues.

To resolve this issue you must do the following:

e Highlight all the information that is in the Announcement Text. To do this, set your cursor on
the highlighted text, click the right mouse button, from the menu box, click Copy.

e Open Notepad. From the menu Click Edit, Click Paste and this will copy the text into Notepad.
This will strip all formatting from the text.

e Go back to the browser window for ATS and delete the text in the Announcement Text

e Update the announcement by clicking the Update button in the middle of the announcement
form

e Return to Notepad and highlight the text in Notepad and choose Edit from the menu and click
Copy.

e Then go to ATS and copy the text into the Announcement Text.

e Update the announcement by clicking on the Update button in the middle of the announcement
form.

Now format the announcement in ATS by using the formatting tools available in the Announcement
Text section.

Announcement Text
B F IO a4 =
& G B 05 G
— @@ * x

- Styles - % | - Format - % | - Fonit family -- | - Fant zize - %

my P A— s= 7
@ 1= = = @) v

L RN= B =

||

-

Format the announcement using the Design guidelines as previously mentioned.

NOTE: Itis much easier to copy an existing announcement and modify it to fit your needs. Even if
you copy a previous announcement and then try to add information by copying and pasting from other
sources you will encounter many of the formatting issues described above. Therefore you will want to
follow the same steps for stripping the formatting and then use the tools to format the text.

Now complete the rest of the process as previously described.
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Closing announcements — Process for changing the closing date on announcements.
Announcements can be lengthened however they should not be shortened. Many applicants may
see an announcement and determine when they will complete their application. If you shorten the
closing date you are changing the intent and miss qualified applicants.

If you have posted an announcement that is open until filled (no current closing date) you should
unpublish your announcement, change the closing date (can be either the current day or later). Then
they system will remove it from the website at midnight, flag those applications started so they can be
completed within the 24 hour grace period and then if not completed will be cancelled.

This will then complete the applications and not leave them in a status that may allow applicants to
complete applications when you are not intending on having addition applications to process.

Cancelling announcements

There are certain factors that you want to consider before cancelling an announcement. If you have
posted an announcement and no one has applied then you do not need to cancel, you may want to
delete it. You have made hires from a hiring list created from the recruitment (announcement) you do
not want to cancel it. If the announcement is in draft, requested, approved status and never been
published you do not want to cancel it.

To cancel an announcement, you will make sure that it is not published, has no applications assigned
to SMEs. You will then change the Announcement Status to cancelled.

This will cancel all applications and generate correspondence in the system. You will need to send
the emails, print and send letters for that cancelled announcement.

Deleting announcements
You will only delete an announcement that has never been published, does not have any applications
associated with it (check masterlist).

To delete an announcement you will need to delete the opening, once you do that you will see a
Delete button in the middle of the screen. If you delete the opening and then go to another screen
within ATS you will no longer see the announcement however that does not mean that it is deleted.
Please notify DHR about this then they will be able to finish the deleting of the announcement.

25



2013
Adding your announcement to Idaho Works —

Once you have published your announcement you will need to post it to Idaho Works. You do not
need to post departmental and statewide promotional announcements to Idaho Works.

¢ Click on the announcement title and scroll to the section below Internet Category(s). Here
you will find the Idaho Works Listhg.

e Click on the Add Ljsting button.
/ \ Internet Category(s)

Use Agency Logo

Category #1
Purchagjn§. Storekeeper, Inventory Control
Category #2
Created By

Updated By

194 - Chris Eismann

Updated Date

8/8/2013 11:46:22 AM

Created Date
185 - Debbie Denardi / \

Idaho Works Listing

8/7/2013 32431 PM
Not Listed -| Addlisting |_| View/EditAll

e A separate window will open with base information that you can complete as part of the Idaho
Works listing

Idaho Division of Human Resources

Applicant Tracking System

To help job seekers get the correct information about your job,
update the information below before sending the job to Idaho Works

Title

Liguor Store Clerk

Anmnouncement Number

01586008348

Pay

from$ 0 to$ 0

-

per Hour

Salary Comments

Hours Per Week

40

Shift

-

Days

Job Duration

Over 1560 Days

Minirmm Experience

0 = years 0 ~ months

Education

N/A

-

Drivers License

Unknown

-

Occupational License/Certification

T Yes @ No

Send to National Job Bank?

Do Mot Send To Mational Job Bank

Sand Ta ldahn Waarlre 1 [ rancal |
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e Once you have completed the information that you want to include in the Idaho Works listing
then you can click the button Send To Idaho Works.

To help job seekers get the corregt information about yvour job,
update the information below before [sending the job to Idaho Works

/

Title | Liquor Store Clefk
Announcement Number | 01586008348 /

Pay |from § 10.10 / to § 10.10 per Hour ~
Salary Comments | | /
Hours Per Week | 40 /

Shift | Days - /

Job Duration | Owver 150 Day/s -

Minimum Experience | 0 - }TE_EIS/ 0 ~ months

Education| N/A / .

Drivers License | Unknown / -

Occupational License/Certification | ) Yes @iN{)

Send to National Job Bank? | Do Mot S:{nd To Mational Job Bank -

|

\ 4
[ Send To ldaho Works ] ’ Cancel ]

After you click the button to send to Idaho Works it will refill the window with the Idaho Works ID#
You can click the link for the ID# and then you will need to sign into Idaho Works if you
update that listing. Contact DHR if you are not setup to sign into Idaho Works.
done click the Closg button. That will close that window.

Idaho Division of Numan Resources

Applicant Tracking System

hen you are

Your job anncuncement has been © Idaho Works.
UseXhe link below to yfew it.
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e You will be returned to your window opened in the announcement. You will need to refresh
your screen in order for it now to show that you have it listed on Idaho Works.

Internet Category(s)
Category #
Purchasing. Ficrekeeper, Inventory Consiol

Crasins Dare Lpsaras By Cpsates Care

Ea—y
185 - Debbie Denardi 194 - Chnis Eismann BIB2013 11:46:22 AM

Idaho Works Listing

Listed as Job Order # 101468060 - Wy - [ View/ Edtal

Updale | | Copy
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We are going to go through an exam example that will describe how to put together an Edit Plan
so that the system calculates the final score as intended.

This is all influenced by the type of questions used (paragraph, y/n, multiple choice) also
whether they are minimum qualifications, mq specialties, ranking/extra credit questions and if
they are pass/fail or have background/not have background, levels that distinguish candidates..

We will provide a sample of how each component determines that mathematical calculation to
determine the minimum passing score as well as the final score.

Our exam is going to have the following components.

Minimum qualifications (mgs) whether we are using a current exam or creating a new one you
need to be sure that the minimum qualifications used on the exam are the same as those on the
class spec.

Mg specialty must also be on the class spec.

Ranking/extra credit items should be job related and identify background that will truly help
distinguish the better candidates and not discriminate or be specific to a single individual.

Our example exam will have 3 mgs, 1 mq specialty, and 2 ranking items.
MQs

Question 1 — is a paragraph question that a SME will score according to developed grading
criteria with a 70, 85, 100.

Question 2 —is a yes/no question that will be pass/fail.

Question 3 — is a multiple choice that the applicant will select which one best describes their
background with the following values — 0, 70, 85, 100

MQ specialty required
Question 4 — is a yes/no question that will be pass/fail
Ranking items

Question 5 — is a multiple choice that the applicant will select which one best describes their
background with the following values — 0, 70, 85, 100

Question 6 — is a paragraph guestion that a SME will score according to developed grading
criteria that will address they have the background 100 or that they do not have the background
0.

We assume that the mqgs, mq specialty and ranking items were developed with a SME.
all of the information shown below was by using a Word document to communicate with



the SME and determine how to word the questions, develop the typical statements,
develop the grading criteria and then determine the weights of each question on the
exam. This manual does not address how to develop an exam but how to use ATS
(tool) to create or setup the exam to be used through the recruitment process.

Exam: ATS Training Manual - Example of New Exam
The test for this position is an evaluation of your related background. Questions #1-#3
are minimum requirement. Question #4 is a specialty that is required for the current
opening. Questions #5 - #6 are ranking items that are not required however if you have
related background it may increase your score.

Where required be sure to describe all of your related education, training, and
experience. For any education and training, describe the course title(s), the content, and
hours/credits of each. For experience, describe job duties, employers, and employment
dates.

For some items, typical guides are provided indicating the minimum standards required.
1. Describe how have you have gained some knowledge of Human Resource
Management concepts.

This is typically gained by six months or more of work experience providing assistance
and administrative support to employees and management in areas such as
performance evaluation systems, employee relations, employment compliance
activities, salary administration, job analysis and classification and employee benefit
programs or other closely related professional-level human resources activities OR
through successful completion of a college-level course covering human resources
concepts; OR a training course or seminars of approximately 30 hours or more
specifically covering human resource concepts.

Grading Criteria:

70- This is typically gained by six months or more of work experience providing
assistance and administrative support to employees and management in areas such as
performance evaluation systems, employee relations, employer compliance with human
resource laws, rules and regulations, salary administration, job analysis and
classification and employee benefit programs or other closely related professional-level
human resources activities OR through successful completion of a college-level course
covering human resources concepts; OR a training course or seminars of approximately
30 hours or more specifically covering human resource concepts.

85-Approximately one year or more of work experience providing a broad range of
assistance and administrative support to employees and management in areas such as
performance evaluation systems, employee relations, employment compliance
activities, salary administration, job analysis and classification and employee benefit
programs or other closely related professional-level human resources activities OR
through successful completion of two college-level courses covering human resources
concepts OR training courses or seminars of approximately 60 hours or more



specifically covering human resource concepts OR an Associate’s Degree or higher, in
Business, Human Resources or a related field.

100-Approximately eighteen months or more of work experience providing a
comprehensive array of technical services and administrative support to employees and
management in areas such as performance evaluation systems, employee relations,
employment compliance activities, salary administration, job analysis and classification
and employee benefit programs or other closely related professional-level human
resources activities OR a Bachelor's Degree or higher, in Business, Human Resources
or a related field.

2. Do you have specific training and experience using a personal computer and
software for word processing, spread sheets and desk top publishing?

Typically gained by formal training in each of the three software packages and at least
three months of applied experience, OR if you have at least 6 months of experience
using this software.

Yes

No

3. What is your experience counseling employees on human resource matters?
Typically gained through at least one year of work experience where a delegated
responsibility of the job was providing counseling to employees on human resource
matters such as explaining benefit options, grievance/problem-solving issues,
workplace issues, career development.

Choose the selection that best describes your experience.

A) | have less than one year of work experience where a delegated responsibility of the
job was providing counseling to employees on human resource matters such as
explaining benefit options, grievance/problem-solving issues, staffing issues,
recruitment.

B) | have at least one year of work experience where a delegated responsibility of the
job was providing counseling to employees on human resource matters such as
explaining benefit options, grievance/problem-solving issues, staffing issues,
recruitment.

C) I have at least two years of work experience providing counseling on at least three of
the four areas listed above.

D) | have at least three years of experience as outlined in “C” and have been involved in



counseling on sexual harassment and/or respectful workplace issues. Counseling at this
level should include providing advice and counsel to management.

4. (1111) Specialty Area: ATS Experience

Do you have experience working with the State of Idaho's Applicant Tracking
System (ATS) to include hiring lists, announcements, users, etc.?

Typically this background is gained through at least two years of experience working
with the ATS system creating and requesting announcements and hiring lists, setting up
users; OR, at least one year of experience working with the ATS system creating,
finalizing, publishing announcements and approving, assigning and archiving hiring lists,
setting up new users.

Yes
No

5. (Ranking Item) | have at least 6 months of experience processing and
approving, and reviewing for accuracy, personnel actions on the Idaho State
Paperless On-line Personnel System (IPOPS).

This item is not required for this position but may increase your score.

Yes
No

6. (Ranking Item) How have you gained good knowledge of training methods?
Typically this background is gained through the completion of classes or workshops (16
hours) covering communication concepts, learning styles, course design, and
presentation skills; OR experience presenting formal training sessions to groups.

Choose the selection that best describes your background.
This item is not required for this position but may increase your score.

A) | have not completed classes or workshops (16 hours) covering communication
concepts, learning styles, course design, and presentation skills; OR | do not have
experience presenting formal training sessions to groups.

B) | have completed classes or workshops (16 hours) covering communication
concepts, learning styles, course design, and presentation skills; OR | have experience
presenting formal training sessions to groups.

C) I have completed a 40 hour train the trainer course; OR | have one year of
experience presenting training on a variety of topics to several groups on a regular
basis.



D) | have completed a 40 hour train-the-trainer course and | have two years of
experience presenting training on a variety of topics to several groups on a regular
basis; OR | have two years of experience where responsible for performing needs
analysis, curriculum development, presentation and evaluation of training.

Exam: ATS Training Manual - Example of New Exam

Points  Min.
Order Question & Score Command
Weight (0-100)

Note: If an applicant does not meet the minimum score on any one question then the applicant gets an exam score of 0.

General Questions

____ Describe how have you have gained some l;
\ 1 knowledge of Human Resource Management 0 W
concepts. 35.00%

Office Support

Do you have specific training and experience using IT
\ 2 a personal computer and software for word o
processing, spread sheets and desk top publishing? 0.00%

General Questions

100

\T What is your experience counseling employees on 45 W
human resource matters? 45.00%

MQ Specialties
(1111) Specialty Area: ATS Experience

— : . . 0

\ 4 Do you have experience working with the State of . 100
Idaho's Applicant Tracking System (ATS) to include 0.00%
hiring lists, announcements, users, etc.?

Office Support
(Ranking Item) | have at least 6 months of
——— experience processing and approving, and reviewing IT IT
for accuracy, personnel actions on the Idaho State 5.00%
Paperless On-line Personnel System (IPOPS).

Training
\T (Ranking Item) I—!oyv have you gained good |T5 IT
knowledge of training methods? 15.00%

Min Score: %



4/ 2008
Exams

Creating a New Exam -

e LogontoATS
e From the Main Menu, click on Exams.

Tasks Applicants Agencies Announcements Classifications Exams SME  Sign Out

e After clicking on Exams, the following screen will appear. Click on the Add New Exam button.

Main Menu Exams Questions
Selected Exam: None Selected

Add New Exam
Exams
Category: v
Search by word or phrase:

{Class no, Class title, or Exam title)
Select Exam Status:  Cument @ Archived O ‘Current & Archived O
Select an Exam category

e Below is the screen that appears when you click on the Add New Exam button. The Title,
Type, and Category are required fields and must be filled in for all three areas before you can
proceed. (Note: All areas with a red asterisk beside them are required fields.)



Title:
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Main Menu Exams Questions
Selected Exam: None Selected

Add Exam

Title:

Type: ||+

Category: v
Short Description:
Instructions:
Class No.:
Scores valid for: |180  |Days  Eligible to retest in: |0 Days (For scheduled or Impact exams only, 0 = can retest anytime)

Min. Passing Score: |70
Scheduled Exam: | []
Impact Exam: | []

* Required

[ Cancel Update ] [ Select ] [ Copy]

Title: Titles of exams should match the official classification title if possible. If an exam has
already been developed for a classification and the title has already been used, you will need
to change the title by adding a word, date, character, agency, etc. to it (example: an exam for
ATS Training Manual - Example of New Exam has already been developed however, because
one of the minimum qualifications has changed, you need to develop a new exam. You could
make the title of the new exam ATS Training Manual - Example of New Exam (11/07). Adding
the (11/07) to the title will distinguish the new one from the old one in the data base.

Add Exam
ATS Training Manual - Example of New Exam (11/.07) =

Exam Type: Click on the drop down button and click on the exam type that your new exam
will be. For this example, | have chosen the exam type TRAEX. Click on your choice and it
will appear in the blank box labeled Type.
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Type: I -

e
Checkhst

Oral

SHE

TRAEX

Video

Whitten

Qualficaton Statement (must pass to contnue)
Resume

Checklist-Not Auto Scored

Cualficaton Statemeént with Oral Exam

Minimum Qualfications (checklist) / Wntten Exam
Multiple Choice Wntten

Timed Administered Test

Assessment Center

L¥R - Wnittan

Exam Category: Click on the dropdown button and choose a category. The categories are by
class code. (Example: Category 00000 would mean that the classification you are developing
a new exam for has a class code that starts with the numbers 00. The class code we are using
for our example of ATS Training Manual - Example of New Exam (11/07) is 00001 so you
would choose the category 00000.)

Category: 00000 o

Description

00000 |
01000

02000

03000

04000

05000

06000

07000

03000

08000

Exempt Positions
Scheduled Exams

Short Description: When searching the data base for your exam, if there is more than one
exam that has been developed for the classification, your short description will help you
correctly identify yours without having to read through any other exams that have been
developed for that same classification.

Short

Used for raning néw users on the ATS sysiem

Instructions: This information is used to describe to the applicant what to expect on an
examination. Below is an example of what the instructions for a TRAEX (rating of education
and training) exam might look like. You can create new instructions for your exam by just
typing them into the instruction box or, if you know of an existing exam that is similar, you can
search for that exam in the data bank, copy the instructions, paste them into your new exam,
and then make any changes you need to make. This section is typically not filled out until you
have developed your entire exam and know how many and what types of questions are on the
exam.



Instructions:
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The test for this position is an evaluation of -
your related background. Item #1 iz a minimum
requiremenc. Item= $2 - #4 are not regquired for

all posictions, buc are required for the current
cpening. For e=ach item, describe all of your
related education, training, and experience. For
any education and training, describe the course
title(s), the concent, and hours/credits of

each. For experience, describe job duties,
employersa, and employment dates., For some items, e

Class No: The Class No. is the class code for the classification you are developing the new
exam for. In this example, we are using class code 00001 for the classification of ATS
Training Manual - Example of New Exam. (Note: This example is not a real class code
number).

Class No.: | 000071

Scores valid for: This determines the expiration date of the applicant’s score after they have
taken this exam. The system defaults to 180 days if you do not enter anything in this box. If
you want to make the scores valid for a longer or shorter period of time, type the number of
days you want in the box and click on the update button. This specific exam will then default to
the new number of days that you have entered.

Defaults to: Scoresvalidfor 150  Days

Changed to:

Scores valid for: 190 Days

Min. Passing Score: This is the minimum score an applicant must achieve in order to pass
the exam. This score is automatically calculated and filled in for you after you have added all
of your questions, attached a weight to each question that will count towards the passing point,
and entered a minimum score for each question when appropriate. This information is
contained on the Edit Plan page and will be covered later in this manual. (Note: When you
are copying an exam, the old Min. Passing Score will copy into the new exam. After you have
calculated your new passing point, it will automatically change this score for you.)

Min. Passing Score: | 70

Eligible to retest in: This box should be left blank (the system defaults to 0). It was created
for an exam type that is no longer in existence.

Eligible to retest in: 0 Diays (For scheduled or Impact exams only. 0 = can ratest anytime)

Scheduled Exam & Impact Exam: These two boxes should be left blank. They were created
for an exam type that is no longer in existence.

Scheduled Exam: [
Impact Exam: | [J
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After filling in all of the above information, click on the Add button at the bottom of the screen.
This will add your exam to the data base.

[Aad] |

Cancel Update || Select | | Copy |

After adding the exam to the data base, notice that an Update and Delete button now appear
at the bottom of the page instead of an Add button. Every time you make a change to this
page, you will need to click on the Update Button to save your changes. If you have not
attached your exam to an announcement, you can click on the Delete button and it will delete

your exam from the data base. If your exam has been used, the system will not let you delete
it.

[ Update || Delate ]| Cancel Update | l Select | [ Copy |

After you have added your exam to the data base, click on the Select button. (You must select
the exam before you can add questions to it.)

[ Update ][ Delete ] [ Cancel Update ] [ Select ] [Copy]

When you click on the Select button, a screen will open that is called the Edit Plan screen (see
screen below). Once you have selected the exam and the Edit Plan screen appears, click on
the Close Window button. Each time you add a question to your exam, this screen will pop up
to show you your progress.
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Edit Plan

Exam: ATS Training Manual - Example of New Exam (11/07)

Points & Min. Score
Order Question Weight A Command

Hetg IF am anplicsnt Soad nol maal the MIRERU S0508 OF BNy SR4 SUEos NS e SEEloant Gat &0 Exam g o 0

Min
Score: |0

| Calculate Minimum Score (ait+c) |

*Note: The numbers above will not be
updated until the update button is clicked

Points are: 0
Final Minimum score is 0

"NOTE: Use the Update button after calculating the Minimum score
of you want to save your work

[ Update | | Close Window |

e On the Edit Plan screen, there is a button for Calculate Minimum Score. The minimum score
is the passing score that applicants have to achieve to pass your exam. The minimum score is
not calculated automatically until after you have added all of your questions to the exam.
(Passing points will be covered later in this section.)

Min

Score: 0

| Calculate Minimum Score (alt+c) |

e After adding and then selecting your exam and closing the Edit Plan page, the name of your
exam will appear next to the words Selected Exam at the top of the page. (Clicking on the
exam title takes you back into the instruction page (the information that you just added to the
data base). In order to click on the exam title, you must click on the Questions button first
which enables the Selected Exam link.)

Main Menu Exams Questions
Selected Exam: ATS Training Manual - Example of New Exam (11/07) | Edit Plan | Preview | Exam Grading Criteri

~ AddNewExam |

Exams
Category: b

Adding an Existing or Revised Question to your New Exam

e The next step in creating a new exam is to start adding questions. You can create a brand
new question, search for an existing question to add to your exam, or copy an existing
guestion and revise it. To start, click on the Questions button at the top of the page. From here,

you can do all three.
Main Menu Exams Questions
Selected Exam: ATS Training Manual - Example of New Exam (11/07) | Edit Plan | Preview | Exam Grading Criteria
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e After clicking on Questions, the following screen will appear.

MainMeny Exams Questions

Selected Exam: ATS Training Manual - Example of Mew Exam (11/07) | Edit Plan | Preview | Exam Grading Criteria
Add New Question |
Questions
Category: bt

Select a Question category

Checking for Existing Questions: Before you create and add a new question to the data base, you
will need to check to see if there is an existing question that might work for you.

To do this:

Click on the drop down button under Category as shown below.

Click on the All Questions (search only) category.

Type a word or phrase such as Human Resources into the search box.

Click on the Search button. (This will display all of the questions in the data base that have
the words Human Resources in them.)

Questions

Category; | All CQuestions (search only) Y
Search for questions with word or phrase: | Human I:E'ES'E”J”?ES| |

AII Cluestions (search on

I Agriculture

jBusiness Team Agencies
Business, Administration, Education Agencies
College/University
Communication
Cormrection

1Crafts / Trades [/ Custodial
Engingering
Environment
Finance [ General Professional
Fish & Game

e After you click on the Search Button, a screen will pop up that contains all of the questions in
the data base that have the word or phrase that you have typed into the search box (see
example #1 below). This screen gives you information on the type of question it is, the
category it is under in the data base, the number of answers for that question, the number of
times the question has been used on an exam, and an Add to Exam button.
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Example #1
Main Meny Exams Questions
Selected Exam: ATS Training Manual - Example of New Exam (11/07) | Edit Plan | Preview | Exam Grading Criteria

Questions
C‘tegory: All Questons (search only) -
Search for questions with word or phrase: expenence n human re:

No. No. Times

Question Description  1YPe Categ
No. Chok b0 ediy ek hp-ﬂ 'c":." ek bﬂ 'm::::: p::':-“ Sommand
7471 EESACSI et e P ey e BSMACEMES :
Plenss Sqncrit your frparaog is Romas reac ey by b SEESC Logre of pomgtiin @ Baaicam, Adeisabases, .
10121 Lsran satraratt macaaesert = - ey 1 0 Add to Exam
e ER | 1 ‘

¢ If you place your cursor over a question on this list, most of that question is displayed so you
can read it without having to open it (see example #2).

Example #2
Questions
Category: .A_II_Oues_ljons (search only) v
Search for questions with word or phrase: |experience in human res | Search

10121. Please describe your experience in human resources

as a strategic business partner with management. Include No. No. Times
No. examples of using analyses and modeling in addressing HR ¢ Arhare Used Command

issues with the organization. Identify levels of (Click tu edit)  (Cliak for report

management you consulted with and the size of ; 7

o lorganization. 2 =

o in heman regour: ﬁ.‘fﬂ.ﬁmﬂnﬂ_' MR E.ummrﬁw_-:lmm 1 o

9236 R : [ n-l|ﬂP1 = wour iance in human r FE;‘-:.\:LQME.M Buiiness ﬂmi:lml tign 1 -
e Once you have found an existing question that will work for you, you can either click on the
Add to Exam button located on the right hand side of the screen;
Question Description  1YPe Catego o o Thuas
b cuve FEP e vy Used | Commund
7471 FA CREDIT inr irr‘|ri" followi i i [t HR Suslvem cage | PasRGh in - -ni:i_ tion, 1 i :Addlo i
4042 Eleazs desarive vour noe in human resouross as @ strategic Eeilpamite - in: ministration, ! . @
in g with £ L 7471 CRMIRCL | Egucetion Agencies &

925]| Shcu o M e e 1 ' [ AddioExam

¢ OR, you can open the question by clicking on it and then click on the Add to Exam button at
the bottom of the screen as shown below. Either way, this will add the question you have
selected to your exam and open the Edit Plan page.



&

Queston

Type

Category

Short Descriptson
MO Specialty #

Halp:

Grading Criteria

* Regquered

1 Please respond below.

Update Exam Question

Flease describe your experience in human
FesCUrceEs AS a satracegic business parcoer with

EARAGEMRERT . Inslude axasples of using AnALYSEs
and modeling in addressing HRE issuss wich the
arganiration. Tdentify levels of management yoo
Paragraph |

Business. Administrasion, Education Agencias » *

Copy of queston # 7471

Typically gained by saxperisnce working wich
manAgement in developing business strategies To
establiash husan resources policicss and practices
That MupRerT These business needs.

Consider the size of ocrganiration and c:uw'i:.t_l;?
of organizaticnal issuss.

70: Experience in undersctanding the busipness

needs and consulTting with firxst level mARRGESESOT
in an organizration.

Answwers
Texi

Witesghts total: 100,00 (This is the highest the applicant can scora)

[ Update | [ Delete | [ Cancel | [ Copy |

et

we | TS
|
~|2823
- |

|
| 4954 T
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Weight

When you add your question to the exam the Edit Plan page will appear. On the Edit Plan
page, you will see:

The question you added to your exam appears as question #1.

A place for you to add the weight for this specific question.

A place for you to add the minimum score for this specific question.
A Delete button on the right hand side of the screen (this allows you to remove the question
from the exam you are working on but does not delete it from the data base).

You can also see the Calculate Minimum Score button and the Min Score box on the Edit
Plan page. These two boxes will be filled in after you have finished adding questions to your

exam.
Exam: ATS Training Manual - Example of New Exam (11/07)
Points &  Min. Score
Question Weight i Command
SO BT CDECHT 00BN L S T PEEES B000 07 I O S T T B0DACHT o8 P i a7
Business, Administration, Education Agencies
Bigase describe vour experience in human resources.. B s D [ Delete |
Calculaia M s i e
| alculate Minimum Score (altsc) | score NaN
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Revising an Existing Question

To revise an existing question, you will need to search the data base to see if there is an existing
guestion that might be close to what you are looking for. To do this:

e Click on the drop down button under Category as shown below.

e Click on the All Questions (search only) category.

e Type a word or phrase from the question you are looking for into the search box. (Example:
Human Resources)

e Click on the Search button. (This will display all of the questions in the data base that have
the words Human Resources in them.)

Questions

Category; | All CQuestions (search only) i

Search for questions with word or phrase: [ Human RESDU'EESJ |

.-'hll Cluestions (search on

I Agriculture

jBusiness Team Agencies
Business, Administration, Education Agencies
College/University
Communication

| Correction

1Crafts / Trades [ Custodial
Engineering
Environment
Finance [ General Professional
Fish & Game

e After you click on the Search Button, a screen will pop up that contains all of the questions in
the data base that have the word or phrase that you have typed into the search box (see
example #1 below). This screen gives you information on the type of question it is, the
category it is under in the data base, the number of answers for that question, the number of
times the question has been used on an exam, and an Add to Exam button.

Example #1
Main Meny Exams Questions
Selected Exam: ATS Training Manual - Example of New Exam (11/07) | Edit Plan | Preview | Exam Grading Criteria

Add New Quesbon

Questions
Category: Al Questons (search only) -

No. No. Times
Question Description  1YPe® Category
No. it (Cllak o o u:l:.;» (O b i) Answers Used Command
[Clck to el (Cich bor reporg
7471 EAIBASSEO Samec i MO R T g e DiSAmeane : AdinEa ]
Elease SERTite youf QISACenon I BUTES ISR B B NNAISSIC Copr ot aumpee e ., Balew Ageisamssce
10121 Es0ioem8 SOlodr Bilh TRO0eTent I Eamnaay Exuens Aseron . [_{qgti)b_.a:\__]
9236 ;'_n*lc-r--_-:-r‘-_"-t:n‘:-u:l;q it WSRO0 I Ppn PRRCLTE) M) :‘ TR - Lo e __‘;—-_‘ e 1 y " Addto Bxam |
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e If you place your cursor over a question on this list, most of that question is displayed so you
can read it without having to open it (see example #2).

Example #2
Questions
Category: All Questions (search only) ~

Search for questions with word or phrase: experience in human re: | Search
10121. Please describe your experience in human resources

as a strategic business partner with management. Include No No. Times

No. examples of using analyses and modeling in addressing HR nsaars Used Command
issues with the organization. Identify Ievel_s of {Click to edit) (Click for report}

7471 E o =u-a jManagement you consulted with and the size of 3 z AR B

i vour nss inblorganization. E
10121 Eieaie geierive vour sxcasience In human rescuroes a5 » saleaic a-r:...a[.ﬂlﬂ..j...’! NEEREE i\:mx%uuu 1 0 Add to Exam
i tngr wilh manpger b ri | SREARET  Egucption Apsncies
9236 q,.:-,.-, ;,,.-.-_ Plaass Sueits vour saperisnce in human rscurces s 3 Lj.u.:.l.amgh'_' B 1 1 Add to Exam
Hrptegic butiness cariner wi T4TY

e If you determine that there is not already a question in the data base that is appropriate for
your exam, however, you have found one that is very close and you can use it if you change a
few words, etc. you can copy the old question and make it into a question that will work for
you.

To Copy and Revise a Question:

e Click on the Questions button at the top of the screen.

MMain Menu Exams Questions
Selected Exam: ATS Training Manual - Example of New Exam (11/07) | Edit Plan | Preview | Exam Grading

Criteria

[ AddMewQueston |

Questions
Category: Al Questions (search only) v
Search for questions with word or phrase:

Click on the drop down button under Category as shown below.

Click on the All Questions (search only) category.

Type a word or phrase such as Human Resources into the search box.

Click on the Search button. (This will display all of the questions in the data base that have
the words Human Resources in them.)

11
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Questions
Category: | All Questions (search only) "|
Search for questions with word or phrase: Human Resourced] H Search l |

LA Questionsi{search on

| Agriculture

1Business Team Agencies
1Business, Administration, Education Agencies
College/University
1Communication

|Correction

1Crafts [ Trades / Custodial
Engineering

Environment

Finance | General Professional
Fish & Game

¢ When you find the question that you want to copy, click on the question to open it.

Describe your experience summarizing

5173 data and preparing informational Copy of question # 3852 Paragraph Correction 1 0 Add to Exam
reports using word processing
Describe your specific training and Education Specialist Business

2917 experience using a personal computer Paragraph Administration il 1 Add to Exam
and software for word proce Exam Education Agencies
Do you have at least 6 months Copy # 3732 Changed

4688 experience using computer software " - T/F or YN Office Support 2 1 Add to Exam
Stk —m et eic-miem —n —me-—ao wording and time lenath

e The following screen will open. Notice there are two big red warning statements indicating that
you need to copy this question if you want to make changes to it. (PLEASE REMEMBER TO
DO THIS).

WARMING: This is an existing guestion and has been published. Any updates
will be reflected on any exam this question is attached to. If creating a new
guestion from this existing one, please copy the guestion first and then update
the new question.

e Click on the Copy button at the bottom of this screen.

12



Update Exam Question

This Question may only be edited by an Administrator

im#t::bt your apecific training and experience 5
; Using & pessonsl OooEpuUter and Softwaze Loz wozd
Qlﬁﬁhﬂﬂ: pProcessing, apresd sheets and desk top
publishing.

Short Description: |Education Specialist Exam

Tvpe: i Paragraph |+ e

Eﬂlegm'y' i Business, Administration, Education Agencias --;| -

e I

Typically gainsd by formal training in sach of -
the Thres sofcware packages and AT least thres _
Help: imonchs of applied sxpariense, CR 1f you have at
lsast & monchs of exparisnce using this

software, If you have a dsgres in compuTer | 2635

70 = Capdidare has coursework in sach of che s
chres sofcwars packages and at lsast thres 4
. ? . imonchs of applisd axperisance using that =
Gradmg Criteria: socfcwars, CH ham ac leastc & months of experience
using che sofcwars.

~| 49430

Reqil_'ed

WARNING: This is an existing question and has been published.
Any updates will be reflected on any exam this question is attached
o, If creating a new guestion from this existing one, please copy
the guestion first and then update the new question.

. Answers
# Text ‘Weight
1 | Your Answes |2

Weights total: 100.00 (This is the highest the applicant can scara)

[(Upase | [ Canced | [[Eopy]

Sedd o Exam

|  AcdNew Cusstion |

13
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When you click on the “Copy” button, the following screen will pop up. Notice at the top of the screen
there 1s a notation indicating that the question has been copied and the “Shoirt Description” indicates that
this ig now a copy of the previous question.
Main Menu Exams Questions
Selected Exam: ATS Training Manual - Example of New Exam (11/07) | Edit Plan | Preview | Exam Grading
Criteria

Question copied

Update Exam Question

Question: :';
* 3855
Type: | Paragraph |
Category; Busmness Admencstradon Educabon Agentes v °
Short Description: | Copy ofqueston# 10122
MQ Specialty #:
Help:
v| 2635
Grading Criteria: |- experience
v 49430
Answers
# Text Weight
1 | Your Answer 0 f%

Weights total 100.00 (This is the highest the applicant can score)

Update || Delete || Cancel || Copy

R Nl W—  N—

“RaanEam )

A . ™ e
Add Mew QUuetson

e After you have copied the question but before you make any changes to it, click on the Add to
Exam button. This will bring up the Update Plan screen again to show you that the question
has been added. Close this screen and then you can make any changes to the question that
you feel are appropriate without affecting other exams that the original question has been
attached to.

e |If the change you want to make is in the question, click in the question box, make your
changes, and then click on the update button. If the change you want to make is in the help
section, click in that box, make your changes, and then click on the update button, etc.
Remember to click on the Update button each time you make a change. This will ensure that
all of your changes are saved.

e Also, since this is a copied question, the Help Statement and the Grading Criteria were
developed for the original question. Remember to check both areas and make any changes
that need to be made in order to match the revised question that you have developed.

14
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Creating a New Question

After searching the data base and determining that there is not an existing question that
matches your requirements, you can create a new question for your exam.

To do this:

Click on the Questions button at the top of the page.
Click on the Add New Question button.

Main Menu Exams Qlieslions
Selected Exam: ATS Training Manual - Example of New Exam (11/07) | Edit Plan | Preview | Exam Grading Criteria

[ AddNewQueston |

Questions
Category: Al Qu estions (search only)

Search for questions with word or phrase:

w

Clicking on the Add New Question button brings up the following screen. (This screen is blank
when it appears.)

Man Manu Exams Cueshons
Selected Exam: ATS Training Manual - Example of New Exam (11/07) | Edit Plan | Preview | Exam Grading

Critria
Add Exam Question
* 4000
Typa o
Category. -

Shoet Description:
1Q Specialy 5
Halp:

3000

E0000

* Reguired

Add the question and then define the answer choices.

558 (Concer

[Copy

15



e To create your new question, fill in the following

“Question” - Type your question in this box

“Type” - Click on the drop down button under “Type™. When the list of question
types comes up, click on the type of question you want your question to be.
“Category” - Click on the drop down button under “Category. When the list of
categories comes up, click on the category you want your gquestion to be under in
the data base

“Short Description” - Enter a brief statement about your queshion to help identify
it when you are sea.ru:hmg the database for that specific question.

"I jalty #° - W Q) Specialties are additional qualifications that may or

may not be r:qum:d for a specific position within that classification. Each
specialty has a number attached to 1t to identify it as a Specialty and not a
Minimum Eequirement. This box 15 where you type in that identifying number.
“Help” - This box 15 where you type in the minimum or “70”_ lewel that 1s
required to meet this minimurm qualification question. The applicant will see this
as a “Typically this background 15 ganed through ...." staternent when answernng
thls questlon on the exam.

riteria” - Thiz box 1z where you type in the three levels of criteria (70,
85 and 'lEtU) used by the subject matter expert (SME) when scoring this specific
question on the exam. (The SME System i3 covered under another section in this
manual )|
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e When you are finished creating your question, click on the Add button at the bottom of the

screen. This will add your question to the data base but not to your exam.

Autd the question and then define the answer chaices

e When you click on the Add button, the following screen appears:

Main Menu Exams Questions Exam Categories Exam Types Question Categories Question Types Scheduled Exams
Selected Exam: ATS Training Manual - Example of New Exam (11/07) | Edit Plan | Preview | Exam Grading Criteria

Update Exam Question

Flease describe your experience working wich the
State of Idaho Applicant Tracking Syastem Lo
Cluestion” | inslude develaping exams, job slasss :t_:a-'--:-
hiring liscs, Announcemsncs, eTo.
Bl [le [
Type: | Paragraph |
Categorny: Finance [ General Professional .
Short Descrption: | created for the ATS Training Manual Example Exam
MQ Specialty #:
backgzound is gai ":'4 thzough at I
el fith che
Help: &
| 2838
70 = One year of experience working with the ATS =
SYSTEm 85 &R SJELCY USEX TISATLIOY SRNNCULCEMERTS |
S nd hiring 1i
Grading Criteria: ® - RER
8% - Two years of expericnce wWosking with the
|ATS syscem as an agency usar cresting and ~| 49418

" Required

16
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Answers
# Text Weight

1 Answer - 1 =|j o

Weights total: 0.00 (This is the highest the applicant can score)

| Update || Delete || Cancel || Copy |

| AddtoExam

l Add Mew Question !

e To add your question to the exam, click on the Add to Exam Button. This will bring up the Edit
Plan screen which shows that your question has been added to your exam. After adding your
guestion, close the Edit Plan screen. Your question will still be on the screen so you can now
make updates and/or complete the question. In the Answer Box located at the bottom of the
screen, leave the word Answer inside the box and delete the -1. In the Weight box a O will
show up. Change this 0 to 100. This indicates that 100% of the score for this specific question
is based on this one answer.

e After completing your question, at the bottom of the page, you will be able to see the Web
View of your question (see example below). This is what the applicant will see when the exam
is attached to an announcement and published.

Web View

Plaase describe your axpariance working with the State of ldaho's Applicant Tracking Systam to Include davaloping
exams, job classifications, hiring lists, announcements, etc.

Typically this background is gained through at least one year of experience working with the ATS system as an agency user creating
announcements and hiring lists

Answer

General Information on Passing Points

Exam questions are created using minimum qualifications from a classification. The Subject Matter
Experts (SME’s) who helped determine those minimum qualifications would ideally be the ones you
would confer with to develop your exam and they also have input into the weights of each question.
Minimum Qualifications are created by determining which domains of a job are the most critical to
getting the job done.

A major consideration in determining the weight of a question is the importance of that minimum in
performing the duties of the job compared to all of the other minimums. You would have your SME
compare the importance of each minimum qualification; weigh one against the other to determine
which is most important.

The most important area needed to perform the duties of the job would get the highest weight.
The weights would typically add up to 100%. As you fill in the Points & Weights boxes, the system

will automatically change the percentages.
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Exam: ATS Training Manual - Example of Hew Exam (11107}

Points & Min.
Order Question Weight (6-400)

Buginess Team Agencies
Business, Administration, Education Agencies
[E__ raining and exXpenence usi D }!i l:l -|

) ST CY e Cf

MO Specialties

[ Caleulate Minimum Score (alt+c) | <1 M_ahl_

*Mote: The numbers above will not be updated
until the update button is chcked

18
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SME System

The announcement has closed, it is past the grace period (24 hours after the closing to allow
applicants to complete their application), and you need to assign the completed applications to a
subject-matter-expert (SME).

Do you have applications that need to be scored? Here is one way to check by using the SME
System.

e SignontoATS
e From the Tasks screen you will click on the SME link at the top menu.

Idaho Division of Human Resources

Applicant Tracking System

MTasks
ATSRAdministration

Tasks Applicants Agencies Announcements Classifications Exams Sh Sign Out

New Announcement Requests
Announcement Title Agency City Created Date

Letters to Print and Email

Hiring List Requests

HL No.

] Agency City Class Announcement Status Date Agency Req. No.

Hiring List Completed

{-:|Ii1kLtylg;w} Agency City Class Announcement Status Date Expires Agency Req. No.

You will see the list of finished assignments and the list of assignments not completed. This will list
only those announcements that are for your agency.

Guides for choosing who will be an appropriate SME are as follows:
e Must be in the same paygrade or above
¢ Knowledgeable about the position, field of work, technical aspects of the job
e Not be involved in the selection process if at all possible
e You want someone who can assess the qualifications of the applicants based on the overall
requirements for the classification and rank them accordingly.

Now that you have identified who will be the SME, you need to see if they are setup on the system.
e To do this will click on Create/Edit SME

ain Wiew Assignments Assign SME Create/Edit SME SME Report Help

Then you will see the following selections on the page.
e Create a new SME — This will take you through the process of setting up a new SME
e Edit/View Active SMEs — This will take you to the list of Active SMEs on the system
e Edit/View Inactive SMEs — This will take you to the list of Inactive SMEs on the system
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Main  View Assignments  Assign SME Create/Edit SME SME Report Help

Create a new SME
Edit/View Active SMEs
Edit/View Inactive SMEs

Setup new SME
e Click on Create a new SME

Main WView Assignments Assign SME Create/Edit SME SME Report Help

<< Back * = Required Field
Add/Update SME

*First Name

*Last Mame

*Phone

Phone Ext

*Email

Job Title

Agency ,.,

*Status Active

Complete this information with the information to be sure that correspondence is sent to the correct
email and if telephone is needed to make it easier to make that contact. Be sure to provide their Job
Title to be sure that when they are assigned to be a SME they meet the guides (paygrade, knowledge
base, etc.)
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<< Back * = Hequired Field
Add/Update SME

*First Name Mel

*Last Name Rose

*Phone 332-3570

Phone Ext 3858

*Ermail mrose@cl.idaho.gov

Job Title HR Specialist, Sr

Agency 4
*Status Active  #

e When complete Click on Add SME button.

el Rose has been successfully added as a SME.
=< Back * = Hequired Field

Add/Update SME

*First Name Mel
*Last Name Rose
*Phone 332-3570
Phone Ext 3858
*Email mrose(@cl.idaho.gov
Job Title HR Specialist, Sr
Agency Division of Human Resources b
*Status Active v
| Update SME | | Delete SME | icy/add Notes

Then your page will look like this showing that adding the SME was successful.

The SME will receive an email that will give them the website and their temporary password.
They will be required to setup their permanent password by following the instructions in the email.

Once you have added them to the system you can now assign them as the SME for the recruitment
that you need applications reviewed.

Assigning a SME

Once you have identified the SME(s) and know they are setup in the system you can now assign
them to the applications that they need to review.
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e From the menu click on Assign SME

NOTE: If assigning more than one SME you must assign them at the same time.
Main  View Assignments  Assign SME Create/Edit SME SME Report Help

e Step #1 - Find the announcement from either the *Closed Announcements* or *Published
Announcements*.

Step #1 of 4, Select an Announcement

Mote: Announcements are sorted alphabetically by title. If the announcement is over 14 days old the row will be light yellow.

* Closed Announcements *

Announcement Title Close Date Announcement No.
Engineer, Associate 1/1/2008 12:01:05 AM 03702032157
Engineer-In-Training 17172008 12:01:05 AM 03700073271
Engineering Assistant, Transportation Staff 10/25/2007 12:01:04 AM 03012034856
Institution Administrator, Assistant 1M15/2008 12:01:04 AM 07918040506
ISP Trooper 121572005 12:01:04 AM 08016060605
ISP Trooper 217/2005 12:57:34 PM 08016019782
Painter 1/12/2008 12:01:04 AM 06556098761
* Published Announcements *

Announcement Title Announcement No.
Agriculture Program Manager 00180036579
Analyst 3 07044042299
Architect, Project 06500069719

e Click the Select button next to the Announcement Title that you need to assign to a SME.

‘ Select ISP Trooper 12/15/2005 12:01:04 AM 080160606045

Step #2 — This will show the Exam Title, Exam No. and Exams Needing Assignment — number of
applications needing reviewed.

e Click the Select button next to the Exam Title if this is the correct one.
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Step #2 of 4, Select an exam for announcement: |5P Trooper

< < Back to Step #1

NOTE: If you need to return to the previous step Click on the link <<Back to Step #?

Exam Title Exam No. Exams Needing Assignment

ISP Trooper - PS.com 1298 81

Step #3 — This will list all of the SMESs that are setup and active in the system.
Notice that is tells us we are at Step #3 of 4.

Step #3 of 4, Select the SME(s) for announcement: ISP Trooper. Exam Title: ISP Trooper -
P5.com.

Mote: SMEs are in order by last name.
[ Move to next step

= « Back to Step #2

Select SME Last First View Notes History
[ Top of Page — Ty FNiew Notes Wiew
[] Top of Page . Fne-4 Tview Notes Wiew
[ Top of Page - — hiew Notes View
[ Top of Page — Wi FNiew Notes Wiew
[] Top of Page — - Tview Notes Wiew
[] Top of Page —— e Tiew Notes Wiew
e Find the SME that you are going to select to review your applications.
e When you find the SME then Click on the box next to their name.
o *Iif you are choosing more than one SME, select all the names at this time.
Top of Page Rose Melody Fiew Notes View
Top of Page Hodges Patty Fiew Notes Wiew

Once you have selected the SME(s) then click on Top of Page link next to the checkbox. That
will take you to the top of the page to go to the next step.

Step #3 of 4, Select the SME(s) for announcement: I5P Trooper. Exam Title: |5P Trooper -
PS.com.

Mote: SMEs are in order by last name.
[ Move to next step

= < Back to Step #2
Select SME Last | First

View Notes History

5
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e Now click on Move to next step button.
This will allow you to select a due date, as well as being able to make sure that this is the correct

Announcement, Exam and SMEs. If you need to go back to make changes use the <<Back to Step
#7? link.

Step #4 of 4, Choose a due date, then assign & notify.

= « Back to Step #3
Today's Date is: 1272007

Due Date: Announcement Title: ISP Trooper
<  December 2007 = Announcement No: 08016060605
Mo Tu We Th Fr Sa Su Exam Title: ISP Trooper - P5.com

. Exam Mo: 1298
Mumber of Exams to Grade: &1

34 5 657 8 19 SME(s):
10 11 12 13 14 15 16
17 18 19 2021 22 23 » Patty Hodges
24 25 26 272829 30 » Melody Rose
31

| Assign & Notify |

e Choose the Due Date from the calendar.
e Then click on the Assign & Notify button.

Today's Date is: 1272007

LTl Announcement Title: ISP Trooper
< December 2007 = Announcement No: 08016060605
Mo Tu We Th Fr Sa Su Exam Title: ISP Trooper - P5.com

1 2 Exam MNo: 12098
Mumber of Exams to Grade: &1

34 5 67 8 9 SME(s):
10 11 12 1314 16
17 18 19 20 21 22 23 « Patty Hodges
24 25 26 27 28 29 30 » Melody Rose
Khl

| Assign & Notify |

e The SME will receive the following email as well as CC you.

From: Melody Rose [mailto:mrose@dhr.idaho.gov]
Sent: Friday, December 07, 2007 8:47 AM



To: Melody Rose

Cc: mrose@dhr.idaho.gov
Subject: You have been assigned exams to grade from the State of Idaho Human Resources

2013

Thank you for taking the time to assist us in scoring the exams for the position of "ISP Trooper - PS.com". Please go to
our online SME rating system at https://ats.dhr.idaho.gov/SME to view the instructions for getting started.
When signing into the SME rating system, please use the following user name: melody.rose@labor.idaho.gov

Please feel free to respond to this email if you have questions or comments.

e You will be able to see under the Assignments Waiting Completion that you have completed

the assigning of the SME(s).

Assignments Waiting Completion

Assignment Exam SME #Graded/#Exams ﬂsgate Last Login | Due Date
igned
ISP Trooper Hodges
{Aég?Tininﬁgi}Ee ISP Trooper - P5.com Patty 0/41 81:%22502;'1 ;UE‘;E’;‘ZE;UEL 12/18/2007
gME"lDd:} ’ (Reassign) - e
ISP Trooper
Rose, Melody
[AEEE?UJ;UEFES?EE ISP Trooper - PS.com 0/40 ;fé T;%UEL ;1;?9;!50;1& T
gMeIud;} ’ (Reassign) - £
Information:

e Assignment — Position title, announcement number, who assigned the application.
e Exam — Name of the exam used and that the SME will be evaluating.
e SME — Name of the SME(s) and a Link to be able to reassign the application assigned to the

SME.

e #Graded/#Exams — Shows the number of applications scored by the SME and number of

applications assigned to the SME.

e Date Assigned — This is the date that the applications were assigned to the SME.

e Last Login — Shows the last time that the SME logged in.

e Due Date — This is the date that was chosen as a suggested completion date for the SME.
If the applications have not been completed and returned the background on the screen for these will
change to yellow to emphasize the fact that they have not been completed. At this time you may
need to extend the date, or check with the SME(S) to see if they are not able to complete the review,
they may need to be reassigned to another SME so they can get completed.



https://ats.dhr.idaho.gov/SME
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Reassigning the applications — If you need to reassign the applications back to DHR first before
choosing another SME.

e First click on the (Reassign) link below the name of the SME.

Assignments Waiting Completion

Date Last Due Date

Assignment Exam SME |#Graded#Exams|, _. _
Assigned| Login
Iteration | T Systems
Analvst Integration 6/7/2013 | 6/5/2013
{DTSMD%ESH Analyst - _ 02 6:18:40 | 4:42:48 |6/21/2013
(Assigned by Systems (Reassign) PM PM

Administration

e This opens in a separate window from your initial window. Here you will reassign the
applications that were assigned to the SME listed above to DHR.

Reassign SME #
Mote: To Reassign the assignment back to DHR select "Return Assignment to DHR" from the drop
down box. Check the "Reassign All Exams” check box to reassign all the exams in the assignment
(this includes the exams that the SME has rated). Do not check the "Reassign All Exams"” check
box if you do not want to reassign the exams that have already been rated by the SME.

SME: Rose, Melody
Assignment: ISP Trooper
Exam: ISP Trooper - PS.com
Exams Graded: 0
Total Exams: 40

Select New SME Pick a Due Date

hd < December 2007 =
Mo Tu We Th Fr 5a 5u

1 2
34 5 67 8 9
10 11 12 1314 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
iy

[ |Reassign All Exams [ Reassign Assignment ]

e From the drop list below Select Return Assignment to DHR which will be the first selection
item on the list.



Reassign SME

Mote: To Reassign the assignment back to DHR select "Return Assignment to DHR"
from the drop down box. Check the "Reassign All Exams" check box to reassign all
the exams in the assignment (this includes the exams that the SME has rated). Do

not check the "Reassign All Exams" check box if you do not want to reassign the
exams that have already been rated by the SME.

SME: *

Assignment: IT Systems Integration Analyst

Exam: IT Systems Integration Analyst - Systems Administration

Exams Graded: 0
Total Exams: 2

Select New SME

Pick a Due Date

Return Assignment to DHR B <

August 2013 =
Mo Tu We Th Fr Sa Su

12 3 4
5 6 7 8 91011
12 13 14 1516 17 18
19 20 21 222324 25
26 27 28 29 30 31

Reassign All Exams Reassign Assignment |

2013

e If you want to start over with a new SME reviewing the applications you will put a checkmark

by the Reassign All Exams. This will remove all scores from the previous SME.
e If you want to only reassign the applications that the SME has not scored, DO NOT put a

checkmark by the Reassign All Exams.

Select New SME

Return Assignment to DHR. -

+/|Reassign All Exams

Pick a Due Date

< August 2013 =
Mo Tu We Th Fr Sa Su

12 3 4
5 6 7 8 9101
12 13 14 1516 17 18
19 20 21 22 23 24 25
26 27 26 29 30 31

[

Reassign Assignment ]

9
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e The original SME whose applications are being reassigned will receive an email.

Human Resources has reassigned all your exams titled, "ISP Trooper - PS.com" to another Subject Matter
Expert. Thank you for your subject matter expertise.

Please feel free to respond to this email if you have questions or comments.

Now follow the procedure to assign the applications to another SME.

Assigning SME — when you have identified who the SME(s) will be, be sure to make contact with
them first. If they are a first time SME you will want to talk with them about reviewing the applications.
Emphasize reading the information about being a SME and the confidentiality of being a SME. You
also may want to go through an application review with them, explain the rating guidelines, scoring,

application summary and impartial review and then final submission back when completed. You may
want to do this with SME(s) that may not have reviewed for awhile just as a refresher.

Quality Control (QC) applications -

e When the SME has finished scoring and returned the application you will see that assignment
listed in the Finished Assignments screen.

Finished Assignments

Assignment Exam Title SME ETutaI Submitted Date
Xams
Transportation Technician Principal, Transportation Technician Principal, 4 12/6/2007 10:44:32
Maintenance Maintenance Al
Clinical Supervisor Clinical Supenisor-Correction 2 12}5}20%1;2:34:2?
Proiect Manager Matural Resource Project Manager 1 121072007 5:31:42
| g (10/07) PM
: 121172007
Analyst 3 ANALYST 3 - DEQ (Revised 2/06) 3 10-41:52 AM
Engineer-in-Train ENGINEER-IN-TRAINING - DEQ g BBl L
- FM

e In order to do your QC, you wi to go in and view the scored applications.
e To view the scored application you will Click on the title of the position listed under the
Assignment column.
e This will show you
e Assignment - which is the position title.
Exam Title - which is the title of the exam attached to the announcement.
SME - that reviewed these applications.
Submitted Date — date SME submitted the assign back.
Total Exams — number of applicants.
Announcement No: - announcement number for the recruitment.
Who assigned the SME — the person that made the assignment.

10
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e Apply All Exams button — used to apply the scores to the applicant files.
e Return Exams to SME button — used to return the assignment to the SME.

< < Back

Assignment: Transportation Technician Principal, Maintenance
Exam Title: Transportation Technician Principal, Maintenance
SHME: el
Submitted Date: 12/6/2007 10:44:32 AM
Total Exams: 4

Announcement No: 03642004537
Tiew Notes
Assigned By:

Apply All Exams ] [ Return Exams to SME ]

MNote: If the applicant was auto failed by the SME, the row will be Light Yellow. If the applicant has a previous score, click on their name to view their previous applications.

Applicant Score Apply Score View Exam Previous Score Rule 936
| Failed Apply Score View Exam
| Failed Apply Score View Exam
| 70 Apply Score View Exam Rule 936
75 Apply Score View Exam x Rule 936

Applicant — name of applicant who applied for the position.

Score — the score that the SME gave the applicant.

Apply Score — allows you to apply the score for that individual.

View Exam — allows you to view the application/exam for that applicant.

Previous Score — shows any previous scores the applicant reviewed for this exam.

Rule 936 — allows you to apply the rule 936 that waives the exam and does not post the score
given by the SME.

To QC:

e Review all applicants that have a Failed in the Score column.
You want to review the notes from your SME to be sure you have sufficient
documentation showing why the applicant does not qualify to be able to provide
feedback to the applicant as well as for an appeal of the decision.

e Review applicants that have a different score than previously given.
If there is a discrepancy such as in the example above, you want to evaluate why there
is a change in the score. If an applicant provides the same information as previous
applications and there has not been any changes in the grading criteria there should not
be any difference because this is the same exam. Talk with the SME regarding the
discrepancy before changing their score. If you do not make the change be sure you
have documentation to support the current score in case it is challenged or appealed.

If you need to have the SME to take a look at all of the applications Click on Return Exams to SME
button and they will be returned to the SME (they will NOT receive another email, you will need to let
them know that the applications have been returned to them). Then you will start the process over
again once they return the applications after the second review. This will not erase the scores.

If you are ready for the scores to be applied so you can create your hiring list then Click on Apply All
Exams button. Now you can create the hiring list and assign to the hiring manager(s).

New SME password setup -

e When you create a new SME they will receive an email.
11
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From: Melody Rose [mailto:mrose@dhr.idaho.gov]

Sent: Wednesday, December 12, 2007 7:45 AM

To: Melody Rose

Cc: mrose@dhr.idaho.gov

Subject: You have been added as a Subject Matter Expert for your agency

You have been added as a Subject Matter Expert (SME) in the DHR ATS system. Your account has been issued
a temporary password, and you will not be able to log into the SME system until you create a new, permanent
password. The link below will take you to a page where you can create a permanent password. Please do this as
soon as possible.

Change password with this link:
https://ats.dhr.idaho.gov/SME/login.aspx?command=Set&email=mrose@cl.idaho.gov&temp pass=Gh3917s

e To create their permanent password they need to click on the link above that will take them to

this page.
Idaho Division of Human Resources 12/12/2007
. Wel he Subject Matter Expert S
Subject Matter Expert System R

You were selected as a Subject Matter Expert based on your knowledge and professionalism. Your work will be important in providing
quality job candidates to state agencies. Confidentiality is critical in maintaining the integrity of the merit system.

e By scrolling to the bottom of the page they will have the following information. By clicking on
the link it has populated the SME email address and the temporary password. The SME must
now set their permanent password.

Set New Password

Email Address: |mrnse@cl_idahn.gw |

Temporary Password | |

MNew F’asswurd:| |
(Min_ 7 characters)

Confirm MNew F’asswurd:| |

Mote: This systemn uses cookies and JavaSript. It will not function if they are disabled.

| forgot my password
| only have a temporary password
Contact DHR

e They will type in the new password and then type it in again.

12
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Set New Password

Email Address: |mrnse@cl_idahn.guu |

Temporary Password | |

Mew Password:

(Min. Tcharacters}"""""" |

Confirm Mew Password: |----------- |

Mote: This system uses cookies and JavaSript. It will not function if they are disabled.

| forgot my password
| anly have a temporary password
Contact DHR

e Then they will Click the Set button.

e It then returns them to the SME login screen to login with their email and their new password
that they just set.

By logging, into the system, | hereby declare that | have read and understand the confidentiality and instructions as outlined above.
Password has been reset for mrose@cl.idaho.gov. Please log in.

User Sign In

Email Address:| |

Passwaord: |

Mote: This system uses cookies and JavaSript. It will not function if they are disabled.

| forgot my password
| only have a temporary password
Contact DHR

SME forgot their password.
If the SME forgot their password they can Click on | forgot my password and the system will send

them an email with the website and temporary password. By following the instructions in the email,
the SME will be able to set a new permanent password.

13
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User Sign In

Email Address:|

[Cog]

Password: |

Mote: This system uses cookies and JavaSript. It will not function if they are disabled.

| forgot my password
| anly have a temporary password
Contact DHR

Request New Password
Email Address:| || Request

Mote: This system uses cookies and JavaSript. It will not function if they are disabled.

| forgot my password
| only have a temporary password
Contact DHR
They will type in their email address and Click on the Request button to the right.

The page will refresh showing that the temporary password has been sent.

Temporary password has been sent to: mrose(@cl.idaho.gov

Request New Password
Email AddrEEE:|mruse@c|.idahu.guv || Request

Mote: This system uses cookies and JavaSript. It will not function if they are disabled.

| forgot my password
| only have a temporary password
Contact DHR

The SME will receive an email that states.

From: ATSDevelopers@Ilabor.idaho.gov [mailto:ATSDevelopers@labor.idaho.gov]
Sent: Wednesday, December 12, 2007 7:58 AM

14
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To: Melody Rose

Subject: Temporary Password

You have been setup as a new user on the division of Human Resources Subject Matter Expert (SME)
system. You will need to establish your permanent password.

The TEMPORARY password is: Bb4672s

To establish your permanent password go the following web page:
HTTPS://ATS.DHR.IDAHO.GOV/SME/login.aspx?command=Set&email=mrose@cl.idaho.gov&temp pass=
Bb4672s

If the above link is not clickable then please copy and paste it into your browser.

There are several methods they can use to set their new password.
1. To click on the link in the email and follow through the steps as explained before.
2. As the email states, copy and paste the link into the address of their browser and again follow
the steps as explained before.

3. Click on the link on the webpage | only have a temporary password and follow these steps.
a. Type in their email address in the field.
b. Copy the TEMPORARY password in the email and paste it in the temporary password

field.

c. Type their new password and type it again to confirm it.
d. Click on the Set button.

Set New Password

Email Address: |mrnse@c|.idahn.gw |

Temporary Password |-uuu |

Mew Password:

(Min. ?characters}"""""" |

Confirm New Password: |-uuuuu| |

Mote: This system uses cookies and JavaSript. It will not function if they are disabled.

| forgot my password
| anly have a temporary password
Contact DHR.

The screen refreshes to the login page and now they can login to the SME system.

15
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Password has been reset for mrose@cl.idaho.gov. Please log in.

User Sign In

Email.ﬁ.ddress:| |

Password: |

Mote: This system uses cookies and JavaSript. It will not function if they are disabled.

| forgot my password
| only have a temporary password
Contact DHR

NOTE: If you have users that are both setup on ATS and SME, they need to know that their login
may be exactly the same however the login page will be different depending on whether they logging
into ATS or SME. They are able to request a temporary password and then set their new password.
When working with staff be sure you know whether they are trying to login to ATS or login to the SME
system.

Reports

If you want to see what SMEs have reviewed applications for a particular position you would Click on
SME Report from the menu.

Main  View Assignments  Assign SME Create/Edit SME SME Report Help

Then you will search for the position either by title or class code.

Mote: You must click the "find" button to have it search.

04245

Mote: You must click the "find" button to have it search.

Financial Specialist, Senit

Click on the Find button and it will take you to the classification title of the position.
From there you will Click on View History.

04245 Financial Specialist, Senio View History Top of Page

In a separate window you will see the list of all SMEs who have been assigned to this position.

16
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Close

. Announcement . Assignment
Name Email Phone No. Agency (if any) Date
- - e Department of 1072272007
P " 04245071397 " Correction  3:39:31 PM
st s g |y 04245099626 Health and Welfare g~ AL
- p—— Department of 972007
R - 04245085144 Water Resources  8:58:18 AM

This lists the name of the SME, their email, phone number, the announcement number, and the
agency that the announcement was posted for, and when they were assigned to review the
applications.

From this list you can Click on the Name and it will open the SME’s user file.

=< Back * = Required Field
Add/Update SME

*First Mame | |

*Last Mame | - |

*Phone | |

Phone Ext | |

*Email [ e e g |

Job Title Financial Specialist Senio|

Agency |Departrnent of Correction b
*Status

| Update SME | [ Delete SME | %ien/add Notes

To return back to the list of SME for that position Click on the link <<Back.
If you want to see the announcement for the position that they reviewed the applications for you can

Click on the Announcement No (humber) and a separate window will open with the announcement
information.

17
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Announcements  Main Menu

This document can only be edited using Internet Explorer version 5.5 or higher

Opening(s)
Agency Name * Location * PCH * Status Command
Department of Fish and Game Boise | 1025 Approved v ||| Update
Department of Fish and Game Boise ~ | ||1065 Approved v ||| Update

h | [|9999 Requested + Add

Announcement Details

Publish Status
Class Title — Pay Grade: 39 Publish
Financial Specialist. Senior SLls -
AN 04245 $16.58 - $27.63 per hour UnPublish
lNotes Last Published
10/1/2007
Working Title Full or Part Time* Shifts/Period Perm/Temp
Full Time + b Permanent
Proposed Closing Date [] Do Mot Merge
Duration of Announcement Proposed Opening Date” October ~|| 20 |+ Applicants
2weeks - Karena October || 01 » | 2007 Py [ 1 Allow Periodic
Instructing a SME:
Idaho Division of Human Resources 8/1212013
. . 8 Welcome to the Subject Matter Expert System
Subject Matter Expert System el

You were selected as a Subject Mafter Expert based on your knowledge and professionalism. Your work will be important in providing quality job candidates fo state agencies. Confidenfiality
is critical in maintaining the integrity of the merit system.

In order to maintain the confidentiality of the process, we ask the following:

= Refrain from participating in any briefing sessions with potential applicants regarding job duties, possible exam questions, or how to take a particular test.
= Exam materials are confidential. Do not retain copies, notes, or electronic files pertaining to exam materials.

= Allapplications and rating materials belong to the Division of Human Resources

= No other person should have access to applications or examination materials without prior approval from Division of Human Resources staff.

= Itis important not to discuss the examination material, applications, names of applicants or non-applicants, or ratings of applications with anyone other than Division of Human Resources staff.
The fact that you are serving as a subject mafter expert is confidential information to protect you, and should not be communicated to anyone other than your human resources office and your
immediate supervisor. Likewise, your name will remain anonymous to applicants.

= Your integrity is important to the process. You should have no conflict of inferest. Please advise the Division of Human Resources staff if you supervise or are personal friends or relatives with
anyone who may be applying for positions for which you serve as a subject matter expert.

= Please notify us of any circumstance where you believe the confidential nature of the materials or the process may have been compromised.

If you have questions regarding your service as a subject matter expert, please contact DHR. Thank you for your time, expertise, and assistance in this process.

By logging, into the system, | hereby declare that | have read and understand the confidentiality and instructions as outlined above

User Sign In
Email Address: | \:I
Login

Password ]

Note: This system uses cookies and JavaSript. It will not function if they are disabled.

Iforgot my password
| only have a temporary password
Contact DHR
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Subject Matter Expert Help

Thank you for taking the time to help us with this portion of the recruitment and hiring process. This
help document is broken down into the following sections:

e (Getting Started
e Grade an Exam
o0 Grading Criteria, Applicant & Answer Summary, Navigation Bar
0 Scoring Questions
0 Posting an Applicant Note
0 Auto Fail Option
0 Submitting Question Scores
e Final Notes

Getting Started
Click on the job title under the assignment column to view the exams you are to grade.

A summary box of your assignments will be at the top of the page. This summary includes:
announcement name, exam name, due date, total exams, and the number of exams that have been
graded so far (this number changes as you score the exams).

A list of applicants whose exams need to be graded will be presented on the page as shown in
“Figure A” below. To grade an exam or update a score on an exam, click the “Grade Exam” button
under the grade exam column. Once you click on the Grade Exam button and complete the scoring
process for an applicant, the row their name appears in will be highlighted in light yellow. When all of
the exams have been graded, a button will appear labeled “ Submit Exams to DHR”. Your
assignment will not be complete until you have clicked this button. Once you have clicked on this
button, you will no longer be able to update/change any scores. Please remember to submit your
assignment back to DHR (Division of Human Resources) before the due date.

Figure A
Exams Associated with an Assignment

=< < Back

Assignment: Account Collection Specialist
Exam Tile: Account Collaction Spacialist
Due Date: 872002004

Total Exarns: 10

Graded Exams: 2

Note: If the applicant's exam has been graded the row will be marked light vellow

Exams
Applicant Exam Mo, Grade Exam |Score
Cumber, Paula Grade Exaon 100
Shropshire, Sharon Grade Exam I
Alford, Wikam Grade Exmm Faded
Dil orenzo, Joseph Grade Exam
Monahan, Kathleen Grade Exam
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Grading an Exam

Grading Criteria, Applicant & Answer Summary, Navigation Bar

Figure B
Navigation Bar (Questions marked white need to be scored)

Exam Grading Criteria View Applicant Summary View Answer Summary

Click on the “Exam Grading Criteria” link to view the grading criteria. This is the criteria you will use
to rate each applicant. Please review the criteria before you begin scoring the questions. Individual
guestions will also have the grading criteria displayed at the bottom of the question.

Click on the “View Applicant Summary” link to view a summary of background information submitted
by the applicant. This information includes education and work history. If the applicant submitted a
generic resume, it will also be shown. This information can be used to help you in making scoring
decisions but should not substitute for a required narrative response to a question.

Click on the “View Answer Summary” link to view the applicant’s answers for the entire exam on one
page. This allows you to easily read through all of the applicant’s answers and then score each
guestion individually.

Questions that need to be scored will have a white background in the navigation bar (as shown in
Figure B). Some questions are auto graded by the system and will not have the white background on
the navigation bar.

Scoring Questions
Figure C
Scoring a Question

Score: 55 (0 - 100) [ Save Score and Move MNext ]

Grading Criteria: £

70 - At least six momths of full-time expenience worlang in prvate or pubdic collections using at least three different locate sou
cradit reports, famiy, former smmplovers, neighbors, motor vehicls records, post office address changes, wility companies, go

£5 - Approximsately one vear of expenence using five or more locate sources.

100 - Over one vear of experience utilizing a wide vanety of sources, should show experience with difficult skip tracing cases
After you have entered a score in the score box, you must click the “Save Score and Move Next”
button (see Figure C above) in order for the question to be graded. Clicking on this button will display
a confirmation that the score was saved and move you to the next question in the exam. By clicking

on the question number on the navigation bar, you can return to any question to see how you scored
that question or to change the score.

20



2013
Posting an Applicant Note

If you enter a score of O in the score box for any question, or if you are going to auto fail an applicant,
you must explain the failing score in the Applicant Note section. Please be specific. This information
will be helpful in explaining to the applicant why they failed. If you use the “ Auto Fail” button, a
message box will appear that will direct you to the Applicant Note section. This same message box
will appear if you enter a score of “0” in the score box on each question and then click on the “Submit
Question Scores” button.

To post an applicant note, just click on the “Post Applicant Note” button. Click on the “Add a New
Note” button. In the subject area, put in the title of the exam. Then click in the notes field and type
your note with the date and your name.

Auto Fail Option

The “Auto Fail” button is useful if you have reviewed an answer to a question and you have
determined that the applicant does not meet the minimum level required to pass in this area. You can
click on the “Auto Fail” button and the system will automatically fail this applicant on all questions
without you having to review the remaining answers. (Please post an applicant note to show the
guestion number and why they failed if the auto fail option is used).

Submitting Question Scores

Figure D
Submitting Question Scores

You must submit question scores in order to finish grading the exam.

[ Submit Question Scores ]

Once you have scored all of the questions in the exam, you must click the “Submit Question
Scores” button in order for the scoring to be complete. This button will appear once you have
entered a score in the score box of the last question (see Figure D above).

Final Notes

If you have any questions concerning your scoring assignment, please do not hesitate to contact your
DHR representative at (208) 334-2263.Please remember that you have to submit the exams you
score back to DHR in order for your assignment to be complete. This is accomplished by clicking the
“Submit Exams to DHR” button. Please try to finish your assignment before the due date. Thank
you for your assistance.
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Hiring lists

You have an opening that needs to be filled; you will fill it by generating a hiring list from:
e An existing register
e New recruitment

To create the hiring list you will do the following:
e First you must find the announcement from which you will be pulling the list of names.

It can be from an announcement that is:
e Currently published as a continuous recruitment
¢ Closed and the scores are still valid
e A new recruitment that has just closed and the scoring completed

To find the announcement click on Announcements.

Idaho Divisi fH R -
aho Division of Human Resources @Tasks

Applicant Tracking System ATS Administration

Tasks Applicants Agencies Announcements Classifications Exams SME Sign Out

New Announcement Requests
Announcement Title Agency City Created Date

Letters to Print and Email

Hiring List Requests
{Clli:kLt:l\?i;w} Agency City Class Announcement Status Date Agency Req. No.

Hiring List Completed

HL Mo.

(Click to View) Agency City Class Announcement Status Date Expires Agency Req. No.

This will take you to a screen to be able to find a published, recent closed for your agency or to
search for the announcement.

Idaho Division of Human Resources .
Agency Services

Appffcant Tracking Sy’stem Division of Financial Management

My Agency Tasks Users  Announcements Sign Out Main Menu

Create Mew Announcement

Requested | Approved | Published | Closed | Search All

R q ted A h{}
ACsiesa s Merge Lovation Cloce Date " appe Sale
Requested | Approved | Published | Closed | Search All
Approved Announcements ()
Sererr e Type Merge Location Close Date * Rope Sl
Requested | Approved | Published | Closed | Search All
Published Announcements (11)
R VP | merge Lotation Cloee Date Fhppe | #HLs



For a Published announcement on continuous recruitment:

e Click on the Published link to take you to the section of the screen with all of the

published announcements for your agency and all agencies.

2013

Announcement

Administratve Assistant
012350860678 Master List
Administrative Assistan®
01231037468 Master Lis
Custodian

02010070874 Master List
Customer Sernvice Representatye
01121006214 Master List

Customer Sernvice Representative
01120026370 Master List

MNurse, Licensed Practical
07676085982 Master List

Nurse, Registered
07606025936 Master List

Nurse, Registered Senior
07574090289 Master List

Office Specialist 2
01239049455 Master List

Technical Records Specialist 1
01104055310 Master List

Technical Records Specialist 2
01103028800 Master List

There are a couple of ways to go

e The first way is to click on the

Published Announcements (11)

Type No

oc
ocC
ocC
ocC
ocC
ocC
ocC
oc
oc
ocC

oc

Merge

Agency
Location
All State Agencies
Statewide
All State Agencies
Statewide
All State Agencies
Statewide
All State Agencies
Statewide
All State Agencies
Statewide
All State Agencies
Statewide
All State Agencies
Statewide

All State Agencies
Statewide

about crgating a hiring.

Open Date
Close Date

0:1/1/2007
C:12/30/2007

0:11/21/2006
C:12/30/2007

0:1/4/2007
C12/3142007

0:8/3/2006

A2/31/2007

0:7/1/2006
C:12/31/2007
0:7/1/2006
C:12/31/2007
0:1/1/2007
C:12/31/2007

0:1/1/2007
C:12/31/2007

0:2112/2007
C:12/31/2007

[s=] |r.‘n |Jh- |r.n 3}
{=2] [ (5] [a}]
[~

¢ HL's

Cdémp. Apps next to the announcement that you are

creating your hiring list from. In\this case we will choose Administrative Assistant 1. So

click on 1104 in the # Comp. App

column.

e Another way is to click on the Master List, from there click on the View Set Criteria

button.
Announcement No. 04338038555
Classification Tax Auditor 1
Applicant Count 26
Agency City

|daho Tax Commission Boise

Order Exam

1 Tax Auditor 1 3/08

Announcement Details

Mew Search ] [

View Announcement

“ View Set Criteria




Select Criteria for Applicant Match:

Class Code
Announcement Mo.
Met Min. Qualifications

Received Passing Score

City

Agency

Limit search to:

01235 - Administrative Assistant 1

01235086678 -
O
O

Select to Delete
(double-click)

Select Criteria for Applicant Match
Get New Classification
Get New Announcement

Select to Add
(double-click)

Ahsahka ~
Almo

American Falls
Arco b

Division of Financial Management ¥

b

Conditions of Employment
[] Full Time

[] Part Time

[] Temporary

[ 6 Month

[1 9 Month

[] Seasonal

[] Limited Service
[] Shift

[] Might

2013

Choose the conditions for the position that will be used to filter the applicants in the creation of

the hiring list

. \/ - Met Min Qualifications & Received Passing Score

. \/ — Conditions of Employment those that apply to the position you are filling

e City — Find the city and double click so it will appear in the left column field

e Agency — Choose the agency from the drop down list — this will default to the agency for
which the announcement was created.

e To limit search — This is when filling department promo or statewide promo, so select
‘Employees of Selected Agency’ for department promotional and ‘State Employees’ for
statewide promotional

s

Employees of Selected Agency

State Employees

Class Code
Announcement Mo.
Met Min. Qualifications

Received Passing Score

City

Agency

Limit search to:

01235 - Administrative Assistant 1

012350866748 -

Select to Delete

(double-click)
Boise

Select Criteria for Applicant Match
Get New Classification

Get Mew Announcement

Select to Add
(double-click)
Boise |
Bonners Ferry
Bowill
Bruneau -

Division of Financial Management +

W

Conditions of Employment
Full Time

[] PartTime

[] Temporary

[] 6 Month

[ 9 Month

[] seasonal

[] Limited Service
[] Shift

] Night

o Filter for MQ Specialties — First you need to determine what specialties are required for
filling the position. Specialties are usually designated by a number before the description

of the qualification. This is used only if the exam has all available specialties for that

position. If the exam is developed to require the specialties be met to pass the exam,
then you do not need to do this.
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Exam Questions List

Number I?rxam Question S
ype answer
0806) Specialty Area: Lease/Contract Account Management: | have at least one (1) year of work experience performin
p ¥ g ¥ p p g
5645 Checklist leasefcontract account management activities such as: accounts payable and accounts receivable data entry; account 7

billing and collection; account reconciliation; tracking and reconciling account data across multiple databases or software

applications; and creating and generating related reports and correspondence.

(1843B) Specialty Area: Microsoft Excel (Financial Emphasis). | have experience creating formulas and employing built-in
6023 Checklist calculation functions to perform complex financial, statistical or analytical calculations in MICROSOFT EXCEL or equivalent v
spreadsheet software.
(1622) Specialty Area: Microsoft Access | have experience creating, formatting, editing, sorting, filtering, printing and storing

e data in pre-designed tables using a database software program such as MICROSOFT ACCESS. V
(1810C) Specialty Area: Microsoft Word. | certify that | can operate word processing software (such as Microsoft Word) and

6429 Checklist equipment at the rate of 40 wpm or more and produce merged documents, specialized tables, reports (columns), hd
correspondence, forms (creating and using templates), and graphics.

6430 Checklist (1404B) Specialty Area: Keyboard/Type - 50 | certify | can keyboard/type at the rate of 50 net wpm or more. hd

6431 Checklist (1406B) Specialty Area: Keyboard/type - 60 | certify | can keyboardftype at the rate of 60 net wpm or more. v

(1840B) Specialty Area: Microsoft Excel (complex data analysis). | have at least one year of experience using spreadsheet
6432 Checklist software such as Microsoft Excel to create and modify electronic worksheets and design and print graphs. Includes complex v
data analysis using tools such as Pivot tables.

6434 Checklist (1471B) Specialty Area: | have a good knowledge of medical terminology and medical documents. v

(5200B) Specialty Area: Supemvisory Practices. | have gained some knowledge of supenvisory practices through completion
of a class or seminar (of more than 1 day) specifically covering supenisory practices or the elements of supenision; OR
6438 Checklist completion of a college-level personnel related course covering supemvisory practices; OR lead work experience that involved hd
work assignment, direction, and monitoring of staff (such experience on a fill-in basis is non-qualifying unless for a period
equivalent to a minimum of three months or more - they do not have to be consecutive months).
(0200B) Specialty Area: BILINGUAL (SPEAK). | am able to speak English & Spanish fluently. If you select 'yes' you may be
assessed on your abilities during a hiring interview.
(0201B) Specialty Area: BILINGUAL (READ & WRITE). | can read and write Spanish and English fluently. If you select "yes'
you may be assessed on your ability to read and write English & Spanish during a hiring interview.
(1441B) Specialty Area: Dictation/Transcription. | have three or more months of experience using dictation/transcription
6444 Checklist equipment to frequently transcribe tapes; OR, | have successfully completed office administration coursework which v
included hands-on application of transcription skills.

6442 Checklist

6443 Checklist

Example - If the current opening needs someone who types 50 words per minute then you
would select the following:

e 6430 — Checklist - (1404B) Specialty Area: Keyboard/Type - 50 | certify | can
keyboard/type at the rate of 50 net wpm or more.

e To filter for those applicants who marked ‘Yes’ they can type 50 wpm, from the drop
down the equal sign (=) would be chosen and in the box next to it, you would type 100.
The 100 identifies those that marked ‘Yes’ on their response to this question.

6430 Checklist (1404B) Specialty Area: Keyboard/Type - 50 | certify | can keyboard/type at the rate of 50 net wpm or more.
6431 Checklist (14068) Specialty Area: Keyboard/type - 60 | certify | can keyboard/type at the rate of 60 net wpm or more.

oA W
£

(1840B) Specialty Area: Microsoft Excel (complex data analysis). | have at least one year of experience using spreadsheet
6432 Checklist software such as Microsoft Excel to create and modify electronic worksheets and design and print graphs. Includes complex

data analysis using tools such as Pivot tables. »=
6434 Checklist (1471B) Specialty Area: | have a good knowledge of medical terminology and medical documents. ::
6430 Checklist (1404B) Specialty Area: Keyboard/Type - 50 | certify | can keyboard/type at the rate of 50 net wpm or more. = v |(|100

e Now that all selections are made, you can start the process to create the hiring list.



Select Criteria for Applicant Match

Class Code 01235 - Administrative Assistant 1 Get Mew Classification Conditions of Employment
Announcement No. 01235086678 - Get Mew Announcement Full Time
Met Min. Qualifications [] PartTime
Received Passing Score [] Tempaorary
Select to Delete Select to Add [ 8Month
(double-click) (double-click) [] 9Month
City [] Seasonal
[ Limited Service
Bonners Ferry bt [ shif
Agency Division of Financial Management [ might
Limit search ta: e
Exam Questions List
Number I.EI.’;TJI-: Question Ar?;::?t

5645 Checklist

6023 Checklist
6025 Checklist
6429 Checklist
6430 Checklist

(0806) Specialty Area: Lease/Contract Account Management: | have at least one (1) year of work experience performing
leaselcontract account management activities such as: accounts payable and accounts receivable data entry; account
billing and collection; account reconciliation; tracking and reconciling account data across multiple databases or software
applications; and creating and generating related reports and correspondence.

(1843B) Specialty Area: Microsoft Excel (Financial Emphasis). | have experience creating formulas and employing built-in
calculation functions to perform complex financial, statistical or analytical calculations in MICROSOFT EXCEL or equivalent
spreadsheet software.

(1822) Specialty Area: Microsoft Access | have experience creating, formatting, editing, sorting, filtering, printing and storing
data in pre-designed tables using a database software program such as MICROSOFT ACCESS.

(1810C) Specialty Area: Microsoft Word. | certify that | can operate word processing software (such as Microsoft Word) and
equipment at the rate of 40 wpm or more and produce merged documents, specialized tables, reports (columns),
correspondence, forms (creating and using templates). and graphics.

(1404B) Specialty Area: Keyboard/Type - 50 | certify | can keyboard/type at the rate of 50 net wpm or more.

e To select the applicants, go to the bottom of the page and click on

[

Search for Applicants ]

2013

e You now will get a listing of all applicants that meet the criteria as well as those who do

not.
Selected Criteria [ Back to Set Criteria ]
City Agency Passing Score Met MQ's Class [ Announcement
Boise Division of Financial Management Y Y TS ASE';;}?;E?BA_SS'SMHH
Conditions of Employment
Full Time Part Time Permanent Temporary 6 Month 9 Month Seasonal Limited Service Shift Night
Y M M M M M M M M M
Exam Questions
Exam Type Question No Operator Score
Checklist 6430 = 100
Applicants which meet Selected Criteria
Name Applicant No. Special Eligible Expires Announcement No.

- : 1182007 2/6/2008 01235086678
P R — 10/18/2007 1162008 01235086678
Wespin et 101542007 1M3/2008 01235086678
. 11/25/2007 212312008 01235086678
€ - T 1043142007 1/29/2008 01235086678
Te— - 9192007 12M18/2007 01235086678
S - 11/20/2007 21872008 01235086678
e - 111642007 21442008 012350866738
D - 1142442007 212212008 01235086678
Wit 4 it 10/29/2007 112712008 01235086678
TPV R 101542007 1M3/2008 01235086678
NP —— 11/3/2007 2M/2008 01235086678
1 e st 9/6/2007 12/5/2007 01235086678
. 11122007 21072008 01235086678
e 11M15/2007 21372008 01235086678
e - 1142007 2/2/2008 01235086678
" [F— 11/5/2007 2/3/2008 01235086678
S P——- - 111442007 21212008 01235086678
9/28/2007 121242007 01235086673
P S——— 9/3/2007 12522007 01235086678
PR p— Q/6/2007 12/5/2007 01235086678
hapthips e 9/21/2007 12/20/2007 01235086678
o i - 101942007 1M7/2008 01235086678
—— - 112442007 212212008 01235086678
Tt d— RS 9142007 121342007 01235086678

5
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Those applicants crossed off do not meet one or more of the criteria or filters you chose for your
hiring list.

ashanamanhy — 9/3/2007 120712007 01235086678
:-u-— fibhe — Transfer 01235086678
:\?’ Sl om— 100442007 1212008 01235086678
w Sl i 10/6/2007 /412008 01235086678
r iy W [ | 11112007 2972008 01235086678

9/13/2007 121122007 01235086678

1001712007 11572008 01235086678

e
et 10/5/2007 11312008 01235086673
sass
e 101172007 1/9/2008 01235086673

10/25/2007 1/23/2008 01235086678
IS 111812007 2HE/2008 01235086673
st 9142007 12/3/2007 01235086678
it 11/29/2007 212712008 01235086678
T — P 10/11/2007 1/9/2008 012350866782

C‘::}— . i 11/19/2007 2H17/2008 01235086673

" — umua 9/21/2007 12/20/2007 01235086672

O —— PEE T 10/2/2007 12/31/2007 01235086673

Cut Reasons

A - Agency

baA, - Blocked Agency

bC - Blocked Class

c - City

co - Conditions

P - Probationary Employee (Will not be cut from Open Competitive hiring lists)
Q - Question Score
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Cut Reasons —

A — Agency: Applicant did not choose the agency that the hiring list being generated for.
bA — Blocked Agency: Applicant has been blocked from that agency — removed by
agency request and approved by DHR.

bC — Blocked Class: Applicant has been blocked from that classification — removed by
agency request and approved by DHR.

C — City: Applicant did not choose the city that the hiring list is being generated for.

CO — Conditions: Applicant did not choose one or more of the conditions of
employment that has been selected. Full-time, part-time, etc.

P — Probationary Employee: Applicant is entrance probation and does not meet the
status requirement for promotional hiring list.

Note: If you have an applicant that is crossed off for P and the list is limited to
departmental or statewide promotional then you need to check on the status of the
applicant. If you know that the person is permanent then it needs to be verified that the
proper employee transaction has been processed. IPOPS transaction must be
processed, EIS updated and ATS updated. This can take 1-2 weeks to complete
depending on the timelines of each process.

Q — Question Score: Applicant does not meet one or more of the specialty(ies)
requirements.

Now you are ready to create your hiring list. The number of applicants returned is based on the
number identified in the Limit # of applicants to box. It defaults to 25. You can change this
depending on some of the following factors.

Continuous recruitment —You may want to increase the number of applicants because there
may be other hiring list created being used by other agencies.

Previous recruitment — You may want to increase this number because the register is old and
applicants may no longer be available.

Note: Even though there may be more than 25 on the list that are ranked above 25 the hiring
manager cannot offer employment to those individuals unless there are sufficient number of
candidates in the top 25 not available.

Limit # of applicants to: 25 [ Create Hiring List ]

Now Click Create Hiring List button to get a DRAFT of the hiring list.
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Confidentiality of ALL information is necessary. It is important that you do not discuss the applications, placement of applicants, names that appear or do not appear on the hiring list with anyone other than your Human
Resources Office or the Division of Human Resources.

Hiring List #42442
Request No.: 42442

From: 180 - Division of Financial Management Valid for 60 DAYS ONLY
Position: Administrafive Assistant 1 Pay Grade: H Dept. Internal No.:
Number of Applicants on Hiring List: 45 - Position Control No(s).:
S:z(ss':]ii)ﬁ:'se Request | | Delate Conditions: full_time,
{Click to View) L
" - Sorted by: Rand
MQ # Text Operator Score Status: Draft ortecby: Random
1404 6430 = 100 Date: 8/2/2013

By: -27 (Rose, Melody)
Crested by:-27 (Rose. Melody)
Created date:8/2/2012 10:40:08 AM

%) Notes

Note: random ordering will result in the changing of the order every time the status is changed until the list is approved.

| Update | | Cancel |

At this stage you can verify the information, decide if this is what your hiring supervisor needs
and are ready to request.

Options:
e You can add a Dept. Internal No. if you use a method of keeping track of your lists
internally.

e You can add the Position Control No(s). to assist in keeping track of what hiring lists are
used to fill what positions.

e You can Delete the list at this point if it is determined that it is not needed

e You can Request the list to allow the approval of it.

Note: If you have a list that is in DRAFT you can find it by going to My Agency Tasks. All
Draft lists are under the Hiring List Drafts category. To viewth€ list Click on the hiring list

number und

Users  Announcements  Sign Out  Main Menu

[ Tasks

AnnouncemeNgs Closed - No Hiring List

Announcement Title # Comp. Apps :
{Click to View) {Click to View) City Closed Date

Hiring List Drafts
City Class Announceme

HL No.
) Status Date Agency Req. No.
22238 Joise 01235 1290086678 121312007 1:46:43 PM
Requested Hiring Lists
HL No. 5
) City Class Announcement Status Date Agency Req. No.
Hiring Lists Approved
HL No. i f
(Click to View) City Class Announcement Status Date Expires Agency Req. No.
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Request the hiring list —
e If the list is ready to move to the next step of the process you will need to Request it.
When you Click on the REQUEST button you will get a confirmation box to make sure
you are ready to move the list through the process.

Confidentiality of ALL information is necessary. It is important that you do not discuss the applications, placement of applicants, names that appear or do not appear on the hiring list with anyone other than your Human
Resources Office or the Division of Human Resources.

Hiring List #42442
From: 180 - Division of Financial Management Valid for 60 DAYS ONLY Request No.: 42442
Position: Administrafive Assistant 1 Pay Grade: H Dept. Internal No.:
N_umber of Applicants on Hiring List: 45 * Position Control No(s).:
Clty[s!: Boise Message from webpage 2 Conditions: full_time
Questions (ciic to View) Sorted by Randam ’
MQ # Text Operator Score _
14048430 = 100 @) Feauest Approval of Hiring List:

€& aeyousure?

Sotes (SR R———

Note: random ordering will result in the changing of the order every fime the status is changed until the list is approved.

Update Cancel

e Once you click ‘Yes” it will change the status of the hiring list to Requested.

Confidentiality of ALL information is necessary. It is important that you do not discuss the applications, placement of applicants, names that appear or do not appear on the hiring list with anyone other than your Human
Resources Office or the Division of Human Resources.

Hiring List #42442
From: 180 - Division of Financial Management Valid for 60 DAYS ONLY Request No.: 42442
Position: Administrative Assistant 1 Pay Grade: H Dept. Internal No.:
Number of Applicants on Hiring List: 45 - Position Control No(s).:
glzl:t!:ﬁg\?:l‘%m - Conditions: full_time,

ick to View) Sorted by: Random
Tfoj ;’:;; Dpezator S:;(;E Status: Requested
= Date: 8/2/2013
By: -27 (Rose, Melody)

Crasted by:-27 (Ross, Melody)

I Notes Crastad date:8/2/2012 10:40:08 AM

Note: random ordering will result in the changing of the order every time the status is changed until the list is approved.
e You are still able to Delete the list if it is determined that it is not correct or the position
will not be filled at this time.

Approving the hiring list:

e In order to assign the list to a hiring manager you will need to Approve the list. Click on
the Approve button, you will get a confirmation box that you will need to Click the OK
button to complete the approval of the list.

Windows Internet Explorer E]

9 Approve Hiring Lisk:
H-"{/ fire you sure?

[ Ok H Cancel ]

Assign to the hiring manager(s):
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Once the hiring list has been approved the status changes to Approved and now you are ready
to assign it to the hiring manager.

Valid for 60 DAYS ONLY
Pay Grade: £

Status: Approved

To assign the list to the hiring manager —
e Make sure they are setup as a user in ATS as a Level 1. — see ATS user setup and login
section.
e Now their name will appear on the list.
e Only Level 1 user names will appear.

To assign the Hiring Manager(s) click on the Set Hiring Manager Permissions button.

[ Update ] [ Cancel ]

[ Set Hiring Manager Permissions ]

e Choose the manager(s) that you want to allow seeing the list by clicking in the Box in
front of their name (you will see a check mark). This will allow them to look at the
applications, document and code the list.

EBack To Hiring List

Hiring List Managers Available

Check/Uncheck the manager(s) to assign/unassign for hinng st 22177 and click save.

T e L N T T e———
[T T—— [T U [ [ 1L Y-

[ ] Do tottone [ ] duscat: vt [ | Supeatt “toes
mrrr [ R R o [ T R [ TP —
] N -

[Sa'u'e ] [ Cancel ]

e Then click the Save button. Those Manager(s) that were selected will receive an email
stating they have been assigned the list.

10



Coding hiring lists.
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Your hiring manager will be able to review the applicant’s information to determine who they
want to interview out of the top 25. Rules state that they do not have to interview all of the top
25 candidates. They are required to hire from within the top 25 available candidates.

Interviews do have to be offered for the following:
e If the applicants were placed on the register by Rule 936 (ref. DHR rule 093.06 Waiver of
Examination) — where there were 10 or less applicants (who meet the minimum
gualifications based on review by SME) and the exam was waived.

e |If there is a Layoff candidate from another agency — Layoff candidates from the agency

must be offered the position before anyone else is considered.

e If there are veterans in the top 25 who have a @ double diamond in front of their name

on the list.

When coding the hiring list, the more information the supervisor provides assist with calls from
applicants and ensures that the supervisor has completed the selection as required.

PLEASE NOTE:

@ Veteran

%% Veteran (classified position) shall be offered the opportunity for an interview ifin the top 25 eligible candidates;
(non-classified position) veteran status shall be taken into consideration when making a hiring decision.

¢ Current or Former State Employee. Per DHR Administrative Rule 220.04: When an employee seeks a transfer, reemployment, or promotion between agencies, the appointing authority of the hiring agency, or
designee, is entiled to examine the employee’s service record and performance information before the hiring decision is made.

ORDER # NAME
(RANK) EMAIL
Layoff
REMARKS:
Layoff
REMARKS:
Layoff
REMARKS:
@
1 y
REMARKS:
@
| ;
REMARKS:
1 ve
REMARKS:
o®
1 A
REMARKS:

SCORE | nSTSCORED EXPIRES ANN_NO

DHR ONLY

07000061223

Reinstated to PCN 0426 - Region 3 Benefits
effective 6/18/2013

07000061223

Called by Xim Lafferty at 1:30, 6/26/13. 5he
declined job offer and stated she did not want

07000061223

Reinstated to PCN 0430 - Region 4 Intake
effective 07/01/13

10 6472013 9212013 07000061223
10 511312013 B112013 07000061223
10 51972013 872013 07000061223
10 312612013 6/24/2013 07000061223

interview scheduled

11

ADDRESS

PHONE

INTERVIEW
DATE

7182013

DISPOSITION

No Longer Available

Declined Job Offer

No Longer Available

Considered Not Interviewed

Considerad Not Interviewed

Considered Not Interviewed

Interviewad Not Selected

v

v
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Sample letter from HR to hiring supervisors.

(DATE)
To: Managers and Supervisors
From: (NAME)
(TITLE)
Subject: Hiring Lists

The Division of Human Resources has provided an enhancement to the Applicant Tracking
System (ATS). This software is used to generate hiring lists and view or print applications. The
enhancement allows (DEPT) human resources staff to assign hiring lists to supervisors. This will
allow supervisors to review the hiring list and the applications on-line. Supervisors will also be
able to print applications as needed. In order to print an application, just click on the applicants
name on the hiring list and the application will open with a print icon.

Once a supervisor has made a hiring decision from the hiring list they will need to enter the
disposition codes on-line. When the dispositions codes have been entered, click on update so
the data is saved. The supervisor should notify Human Resources by e-mail that a hire has
been made and the hiring list is ready for review and approval. This e-mail should be sent to
(EMAIL ADDRESS).

When hiring from DHR hiring lists please remember the following to ensure the final
hiring decision can be approved.

1. Areasonable effort to contact applicants on the hiring list should be made. One of the
best methods is to send all eligible applicants a letter or an e-mail. If either of these
methods is used, supervisors should allow applicants seven (7) days to respond. It
should be noted on the hiring list either in the remarks or notes section the date the letter
or e-mail was sent. *

2. Applicants may also be contacted by phone. Notes should be made in either the remarks
or notes section the date the contact was made. Supervisors should also note if they left
a message on an answering machine or voice mail, or if they left if with a member of the
household. In the case of the latter it is helpful to obtain the name of the individual and
make note.

3. If the applicant can't be contacted the reason should be documented. Remark and/or
notes must indicate if it was a problem with the address, disconnected phone or an e-
mail address didn't work.

4. If names appear on the hiring list that have been on previous lists they should either be
contacted or coded C (considered but not interviewed) This should happen even if they
have not responded or have declined interviews previously. If they are not contacted
they remain part of the top 25 eligible candidates.

5. Supervisors are required to use two different methods of contacting an applicant before
coding an individual as FR (Failed to Reply) or XX (unable to contact).

12
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Once a hiring list is coded and ready for review by Human Resources, it will be reviewed to
ensure the procedures listed above have been followed. If the documentation process has not
been completed the supervisor will be advised the hire cannot be approved.

The (DEPT) Human Resource office sends e-mails and/or letters to applicants based on the
coding the supervisors provided. Applicants are allowed seven (7) days to respond to the coding
and indicate if it was accurate. Failure to code and document the hiring process accurately can
result in the hire being invalidated.

* Notes can be made by clicking on the yellow icon on the top left hand side of the hiring list.
Remarks can be made in the section immediately below the applicants name on the hiring list.

Also as they document and code their hiring list provided are definitions of the various codes to
better assist them in selecting the appropriate based on the information provided in the remarks
of the candidates on the hiring list.

Hiring Lists and Disposition Codes.

The following information is to help supervisors code hiring lists accurately. Letters are sent to
applicants based on the coding you provide. These letters allow the applicant to respond and
advise us if the coding is not correct. If you have any questions or concerns when coding a list
please contact (enter agency contact information.)

Please provide detailed information on dates, method of contact and applicant comments. This
information must be put in the remarks section for each individual applicant on the hiring list.

Please use the notes section of the hiring list for general information on the overall use of the
hiring list.

CH Conditional Hire This code is used when a job offer has been made and accepted by the
candidate, but the agency has not completed the final screening process, e.g. pre-employment
background check, license requirements, drug testing, etc. The hire will not be final until such
items have been completed.

C Considered but not Interviewed This code indicates the application has been reviewed but
the candidate was not scheduled for an interview. This decision may be based on the candidate
not being as well qualified as others in the top ten or because of prior interviews or knowledge of
the individual. The candidate still remains part of the top 25. (This code does not get a letter.)

XX Could Not Locate Applicant This code is used when efforts to contact the candidate have
failed because the candidate is no longer at the address, phone number or e-mail address
provided. At least two of the three methods of contact must be used before using this code.
This code removes the candidate from the top 25 and will also inactivate them from the general
hiring list for this position.

D3 Declined Duration of Position This code is used when the candidate has declined an
interview or job offer because the position is limited service, part-time, temporary, etc. This code
removes the candidate from the top 25 and will also inactivate them from the general hiring list
for this position.

13
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D1 Declined Interview This code indicates the candidate declined the offer of an interview with
no specific reason provided. This code removes the candidate from the top 25 and will also
inactivate them from the general hiring list for this position.

D6 Declined/Remain on Register This code indicates the candidate has declined the
opportunity to interview or a job offer with the agency but would like to remain on the register. It
is helpful to advise the candidate they may need to update their application if they don't want to
work for the agency. This code removes the applicant from consideration for this position.

D7 Declined Job Offer This code is used when a job offer is made and the candidate declines.
It is helpful if you can obtain more information on why the candidate has declined the offer. This
information can be placed on the hiring list for future reference. This code removes the
candidate from the top 25 and will also inactivate them from the general hiring list for this
position.

D2 Declined Location This code is used when the candidate is not interested in working in the
city where your vacancy is located. This code removes the candidate from the top 25 and will
also inactivate them from the general hiring list for this position.

D5 Declined Other- Give Reason This code is used for any other reason that is not specifically
listed on other codes. One of the most frequent uses of this code is when the candidate was
scheduled for an interview and fails to show up for the interview. This code removes the
candidate from the top 25 and will also inactivate them from the general hiring list for this
position.

D4 Declined Salary This code is used when the candidate turns down an interview or a job
offer because of the amount of pay you offered. It is helpful if you indicate in the remarks
section the amount of pay offered and turned down. This code removes the candidate from the
top 25 and will also inactivate them from the general hiring list for this position.

FR Failed to Reply This code is used for candidates that have had at least two of the three
methods of contact used and did not respond e.g. the supervisor left a voice mail and sent an e-
mail and the candidate did not respond within the time period specified in the message. If you
leave a message with someone, it is a good idea to make a note of the person’s name. This
code removes the candidate from the top 25 and will also inactivate them from the general hiring
list for this position.

A Hired Classified Employee This code is used when a candidate has accepted the job and
all the pre-employment screening is completed.

AT Hired Temp This code is used when a temporary hire is made from a classified hiring list.
With this code an employee can be converted from a temporary to a classified position after
1040 hours of service (approximately six months full time employment). Please contact your HR
representative for further guidance.

| Interviewed Not Selected This code is used when the candidate has been interviewed, and
remains interested in the position but is not hired. The candidate remains as one of the top 25.

14
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NA No Longer Available This code is used when the candidate advises you they are no
longer seeking employment for this job classification in your agency or any other agency. This
code removes the candidate from the top 25 and will also inactivate them from the general hiring
list for this position.

Completing the Hiring List -

e Once the hiring supervisor has documented and coded the hiring list, they need to Click
on the Update button to save the changes.

e The Update button appears on the hiring list below the details of the list or at the bottom
of the hiring list below the remarks of the last applicant.

%) Notes LrEstEa 011109 {1810, LANSUNe;

e Created date:7/10/2013 2:12:40 FM

’ Cancel |

| Set Hiring Manager Permissions

PLEASE NOTE:

@ Veteran
@9 Veteran (classified position) shall be offered the opportunity for an interview if in the top 25 eligible candidates;
(non-classified position) veteran status shall be taken into consideration when making a hiring decision.

¥ Current or Former State Employee. Per DHR Administrative Rule 220.04: When an employee seeks a transfer, reemployment, or promotion between agencies, the appointing authority of the hiring agency, or
designee, is entitled to examine the employee’s service record and performance information before the hiring decision is made.

REMARKS:

)

e To finalize the list they will need to Click on the Complete button in the details area.

e Now it is ready for the HR office to do the final review and archiving.

Hiring List #42205

From: 360 - Department of Water Resources Valid for 60 DAYS ONLY Request No.: 42205
Position: [T Programmer Analyst Pay Grade: K Dept. Internal No.:
Number of Applicants on Hiring List: 6 Position Control No(s).-
City(s): Boise [ Compiet | Conditions: ful tlme( g
Questions (ciis to view) Sorted by: Random
MQ # Text Operator Score Status: Approved

Date: 7/10/2013

By: '
ﬁ N.]teg Createa oy:-

Created date:7/10/2013 3:12:40 PM

15
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Archiving hiring lists

Once the hiring supervisor has completed the list with all proper documentation and coding, HR
needs to review all information to be sure that it is complete and if a hire was made that the
individual was in the top 25 of available candidates to ensure a legal hire. When the review has
been completed then HR can Archive the list.

e To archive the list you will Click on the Archive button in the detail section of the list.

Hiring List #42035
From: 260 - Department of Fish and Game Valid for 60 DAYS ONLY Request No.: 42035
Position: Utility Craftsman Pay Grade: | Dept. Internal No.:
Number of Applicants on Hiring List: 19 - - 6057
City(s): Boise ‘ Archive ‘ | Return to Agency | Ez::jl;r;::r;moi\:zts]
Questions ciis to view Sorted by: Raﬂ_dom U
MQ # Text Operator Score Status: Completed

Date: 7/24/2013
By:

% Notes Grested by:-
Created date:6/24/2013 10:11:58 AM

e ATS will generate emails and printable letters for all of those applicants that were coded
Decline, Fail to Reply, Could Not Locate, No Longer Available. HR is responsible for
sending the emails and printing and mailing all letters generated by the system.

Only delete this communication if applicant scores have expired or communication
was generated in error.

Letters to Print and Email
Quality Assurance Auditor - 05202089603

) ) Click to send Email:1
Declined Intenview Click to create Printable file:0

Important: This coding and communications will inactivate the applicant’s application for
that announcement that the list was generated from. It will also record in their online
record that they were sent this correspondence. If you delete the letter/email because it
was generated in error, be sure to go into the applicant’s file and reactivate their

application.
To send email —

e Click on the link Click to send Email. This will show the letter that will be sent as well as
the applicant’s name and their email address.

16
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Declined Interview

“FLNAME™
*MADDR*

DATE: *DATE*

ANNOUNCEMENT: “ANN#

POSITION: *AMNTITLE*

Dear *SAL* *FLNAME™:

Thank you for your interest in employment with the State of Idaho.

Your name was included on a hiring list for the position *ANNTITLE*. Our records indicate you either declined an opportunity to interview, or you declined a job
offer.

In today's competitive labor market, it is quite common for an applicant's availability to change. If you have any questions or are still interested in this position,
please contact our office at *AGYEMAIL* OR *AGYPHONE*.

DO NOT REPLY to this email. All questions and concerns should be directed to the contact information listed above.

If you applied on-line, please update your application checklist to accurately reflect the conditions of employment (cities, agencies, full-time, part-time._.etc.) you
would be willing to accept. Also, make sure your address, phone number and e-mail address (if provided) are up to date.

To keep hiring lists current, you may receive this type of inquiry each time your name is sent out on a hiring list and you decline either an interview or a job offer.

[ Send Email/Post Service ]

. Richard A Thompson - thompso@spro.net

e Click on the Send Email/Post Service button and the email will be sent to this person at
the email from their account. If it is sent with no issues you will remain in the same
screen however at the top will be the statement “Emails sent and services posted”. If it
stays within the same screen and the message at the top states

This message will change when the sending is complete. Please wait!

it means there is an issue with one or more of the emails. It may be that the email
address does not meet the proper format username@domainname or is missing an email
address. Scroll down to the list and you will see an error below the person that has a
problem with their email address similar to this:

error "8004020F

[EmailLetter.asp, line 280

You will need to go to the applicant’s record and correct the email address before you
can send the correspondence. The system will not send any of the emails as long as you
have issues with one of them. Once you have corrected the applicant’s file then you can
go back to the Tasks screen and send the emails.

Correctional Specialist - 09213035004
. Click to send Email:4
R Click to create Printable file:0

: Click to send Email:25
No Longer Available Click to create Printable file:7

17



2013
To print letter —

e Click on the link Click to create Printable file.

This will take you to the letter that will be printed with the names of the individuals who will
receive the printed letter.

No Longer Available

*FLNAME®
*MADDR*

DATE: *DATE*
ANNOUNCEMENT: “ANM#
POSITION: "AMMNTITLE"
Dear *SAL™ *FLNAME™:

Thank you for your interest in employment with the State of [daho.

“our name was included on a hiring list for the position *ANNTITLE*. Our records indicate you are no longer available for consideration and therefore declined an
opportunity to interview for this position.

In today's competitive labor market, it is quite cornman for an applicant's availability to change. If you have any questions or are still interested in this position,
please contact our office at *AGYEMAIL* OR *AGYPHONE".

DO NOT REPLY to this email. All questions and concerns should be directed to the contact information listed above.

If you applied on-line, please update your application to accurately reflect the conditions of employment (cities, agencies, full-time, part-time.___etc.) you would be
willing to accept. Also, make sure your address, phone number, and e-mail address (if provided) is up to date.

To keep hiring lists current, you may receive this type of inquiry each time your name is sent out on a hiring list and you decline either an interview or a job offer.

Internet Explorer 6.0 or 7.0 is required to print letters.

Delete
Delete
Delete
Delete

Printed letters are setup in ATS to print on letterhead with the agency information on a left had
column. Be sure that you have letterhead with this setup to print the correspondence on before
printing the letters.

e You can first preview the letters before sending them by Clicking on the Print Preview
button.

e You can send the letters to the printer by Clicking the Print button. The names will
remain on the screen to allow you to make sure that they were printed correctly.

e Once they are printed correctly, you will Click on the Post Service button. This will post
to the applicant’s file that you have sent this correspondence, their application has
already been inactivated for that announcement and it will return you to your Tasks
screen in ATS. If you do not verify that the letters printed correctly you will not be able to
reprint them.

18
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**See Applicant Services regarding assisting applicant’'s who have received this
correspondence.
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Classifications

This section is used for modifying a Class Spec (classification specification). Addition of a Class
Spec to ATS is reserved for DHR. Please contact a DHR representative if you have questions.

Modifying class spec -
When modifying Class Specs you need to be sure that the changes you are making are based on job
analysis and have been discussed with SMEs (subject matter experts) and agency management.

Revisions may be made to agency specific classifications by that agency only. The only revision that
may be made to general classifications is the addition of mq specialties using job analysis as when
modifying agency specific classifications. (MQ specialties for general classifications that have
standardized examinations such as online timed testing (LXR) will be conducted by DHR. Please
contact a DHR representative if you have questions.)

Finding Classifications in ATS —

e SignontoATS
e Click on Classifications from the Main Menu.

Tasks Applicants Agencies Announcements Classifications Exams SME  Sign Out

e To find the specific classification you can either choose the letter of the first word in the title or
the number of the class code (minus the first zero).

Click on a letter to view the classification titles beginning with that letter.
Click on a number to view the classification titles beginning with that class code number.

Classification Change Report

System Classifications - ()

Class Code Classification : # Comp. Apps # HL's
(Click te edit) (Click to edit) —r=llliiek ~ i iR Sl {-::|icutpuvimpw}p [Click to view)

e When you Click on the letter it will list all of the class specs starting with that letter
OR

e When you Click on the number that is the beginning number of the class code (minus the first
leading zero) it will list all of the class specs whose class code starts with that number.

For example - Financial Management Analyst, Senior.
e We could choose ‘F’ to find the class spec.



Classification Change Report

System Classifications - (F)

Class Code Classification
(Click to edit) (Click to edit)
03042 Facilities Manager
07581 Facility Administrator, Mursing Home
05280 Facility Scheduling Coordinator
06604 Facility Senices Manager
09097 Family and Children's Services Interstate Compact Officer
06501 Field Representative, Senior
04443 Financial Examiner / Investigator 1
04441 Financial Examiner / Investigator 2
04439 Financial Examiner { Investigator 3
04437 Financial Examiner / Investigator 4
04240 Financial Executive Officer
04423 Financial Institution Examiner 1
04421 Financial Institution Examiner 2
04419 Financial Institution Examiner 3
04415 Financial Institution Examiner, Commissioned
04413 Financial Institution Examiner. Commissioned Senior
04408 Financial Institutions Bureau Chief
05209 Financial Management Analyst. Senior
04242 Financial Manager
04241 Einancial Officer
Or

Last Update

6/13/2006 11:42:01 AM
6/13/2006 11:42:13 AM
42772007 5:18:24 PM
11/2/2006 9:06:28 AM
6/13/2006 2:04:00 PM
6/13/2006 3:58:23 PM
8/27/2007 10:32:24 AM
4/9/2007 10:29:35 AM
4/3/2007 10:31:10 AM
4/9/2007 10:32:44 AM
7721/2006 3:51:11 PM
12/7/2007 10:46:10 AM
6/14/2006 8:06:11 AM
6/14/2006 §:06:22 AM
6/14/2006 8:06:32 AM
6/14/2006 §:06:43 AM
6/14/2006 8:09:47 AM
42772007 5:19:41 PM
6/14/2006 8:10:11 AM
6/14/2006 §:10:21 AM

e We could choose ‘5’ for the class code of 05209.
Classification Change Report

System Classifications - (5)

Class Code Classification
[Click to edit) (Click to edit)

05114 Organizational Development Specialist

05120 Training and Development Manager

05122 Training Specialist

05126 Trainer. Associate

05130 Human Resource Manager

05131 Human Resource Officer

05133 Performance Development Specialist

05134 Human Resource Specialist. Senior

05141 Human Resource Specialist

05146 Employee Benefits Specialist

05158 Human Resource Associate

05159 Personnel Technician

05172 Human Resources Unit Supenvisor

05200 Quality Assurance Manager

05202 Quality Assurance Auditor

05206 Management Analyst

05207 Management Analyst. Senior

05209 Einancial Management Analyst. Senior

05224 Deputy Director. Commerce

05226 Economist, Chief - DEM

-7
-7
-7
-13
-7
-7
-1391
-7
-7
-7
-13
-7
-1
-7
-1
-7
-1
A7
-1
-7

Updated By Published # Comp. Apps

True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True

2013

#HL's
(Click to view) (Click to view)
0 0
0 0
87 4
0 1
178 5
0 0
0 0
0 0
0 0
0 0
136 10
204 4
41 5
6 3
1 1
0 0
3 2
0 0
57 6
109 6

Last Update Updated By | Published #&'ﬂfﬁfgiﬂfs
6/13/2006 11:44:56 AM  |-734 True 0
6/14/2006 12:50:47 PM  |-23 True 35
6/14/2006 12:51:05 PM  |-23 True 713
6/14/2006 12:50:39 PM |23 True 201
B/12/2006 9:20:35 AM 1613 True 0
B/12/2006 9:20-15 AM 1613 True 49
B/12/2006 10:14:53 AM |14 True 0
7/3/2007 3:14:29 PM 145 True 539
B/12/2006 9:19:21 AM 1613 True 1392
4/27/2007 52210 PM |17 True 1
10/1/2007 10:25:29 AM |27 True 1057
2/20/2007 3:39:38 PM | -1452 True 936
3/29/2007 8:14:09 AM |14 True 34
8/10/2007 11:44:59 AM |17 True 0
8/10/2007 11:30-12 AM 17 True 15
6/13/2006 3:20.32 PM 1419 True 328
6/13/2006 3:21:-18 PM  |-1419 True 123
4/27/2007 5:19:41 PM |17 True 0
6/14/2006 11:18:19 AM |23 True 0
6/12/2006 9:17:37 AM |7 True 0

e Click on the title or class code to select the class spec needed.

2

# HL's

(Click to view)

L | L | 3

-
(= =

i<
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Components of the Classification -
Classification — Update screen:

*%J Classification - Update

Class Code: Title: | Financial Management Analyst, Senior * Adopted Date:
05209 - :
@] Proposed Title: ChangeTitle Revised Date: |4/22/2007
Notes Last published: 4/27/2007 5:19:41
Proposed Class PM
Code: Class Change Reasons:
At least one change reason must be selected before the classification can be updated.
Change Reasons: Reason(s) for Update:
Title Change -

Factoring Change
Description Change
M. Q. Change bt

Plus/Minus:
L
Know How:
. PE:| |M[EN:| ¥
Pay Grade: - -
oy Fivlivis wlaoe | TS on:[ | Publish | [ Un-Publish |
FLSA Code: Problem Solving: Total ACES:
» Wik E |4+ 43 [ 0 [ Update ][ Archive Text ]
Total HAY Points:
. 132
FOC Fode: ili 568 Benchmark Class:
b v Accountability: Market Points . ss:
EEO Code: E*||3 % C |32 500 {If':a.ylllmla:xceetmn: DD
02 v Points: Total Points: ritical Recruitment:
- 541
Total Points reflect Hay Points weighted 60% and Market Points weighted
40%

e Class Code and Proposed Class Code - changes are reserved for DHR
e Title and Proposed Title - changes need to be coordinated with DHR so that changes can be
made with the State Controller’s Office and the EIS class directory and meet standard naming
conventions.
Adopted date — this is the date that the classification was approved by DHR.
Revised date — this is the date that any change to the classification was made.
Last published — this is the date that the class spec was published to the DHR website.
Class Change Reasons when modifying a class spec -
o Title Change — when making title changes you will need to coordinate with DHR so that
changes can be made with the State Controller’'s Office and the EIS class directory.
o Factoring Change — these changes are reserved for DHR that include pay grade, FLSA
code, FGC code, EEO code, Know How, Problem Solving, Accountability, etc.
o Description Change — any changes that are made to Class Purpose, General
Information, Principal Accountabilities,
0 MQ Change — any deletions, additions or modifications of the minimum qualifications
identified on the class spec.
o0 MQ Specialty Change — any additions, modifications to specialties identified on the
class spec.
e Factoring Information — This includes Pay Grade, FLSA Code, etc. and Know How, Problem
Solving, etc. and Aces, Points are reserved for DHR.
e Publish — this is the function when you want to publish the class spec to the DHR website.
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e Unpublish — this is the function when you want to unpublish the class spec from the DHR
website.
e Update - this is the function to save any changes made to
e Archive Text
e Benchmark Class, Payline Exception, and Critical Recruitment — these selections are reserved
for DHR.
e Deletion of a Classification — this is reserved for DHR.

Body of the Classification —

This includes the following (not all sections are used for all classifications):



Class Purpose:

To analyze program and public policies, issues and needs; develop, implement, and
coordinate policy improvement initiatives, plan and recommend organization
structure and controls for financial management and related operations of state
government; perform related work.

B 7 U x|y | JF|= =
General Information:
This position uses a vast array of problem solving techniques, interpersonal skills,
communication techniques, creative thinking skills, and reasoning skills and abilities.
These are used to identify, understand and synthesize diverse cultural, social,
organizational and technical processes in the following.

B 7 Uas|g o F=is

Principal Accountabilites:
facilitates activities among state depariments and other units of government to
achieve effective program operations.

4. Department technical assistance. Typical responsibilities: reviews State Code,
Executive Orders, Attorney General Opinions, and federal regulations to advise
departments and related public and private sectors on financial and management
issues; advises departments on the budget development process; develops policies
and procedures and provides training; approves allotment requests, staffing levels,
program structures, grant applications, and other financial-control activities.

5. Management, training and supervision. Typical responsibilities: serves as team
leader for multiagency or complex functional activities; advises and counsels
decision-makers on appropriate management practices and procedures; may train
other division personnel and provide input to supervisor for performance
evaluations; may manage student intern projects.

B 7 U |y o iz =

Distinguishing Characteristics:

B 7 U |y o F

Nature and Scope:

B 7 U | v | F:

Examples of Work:

B 7 U |y o F

2013

Class Purpose:

This section describes the type of
work and responsibilities that
characterizes the class. The first
statement is an overview with the
following statements providing
additional details.

General Information:

This section provides an outline of
work to adequately describe a class
of work. Special factors about the
particular class of work may include
such areas as extensive travel
requirements, exposure to
inclement weather or hazardous
working conditions, shift work, etc.

Principal Accountabilities:

This section illustrates specific
duties assigned to positions in the
class in terms of typical examples
rather than an all inclusive list of
assignments. It does not define or
limit the duties that may be
assigned to an employee, and
individual positions in the class will
involve duties that are not listed.

Distinguishing Characteristics:
This section shows differences of
classes within a series from one
another. They describe the duties
and responsibilities that separate
the class from the next lower level,
and if necessary, from the next
higher level class in the series.

Nature and Scope:

This section provides a clear,
concise overview of the work
performed by the position.

Examples of Work:

This section provides specific work
in more detail to help in making
distinctions in the work being done
especially in a classification series.



Minimum Qualifications:
Good knowledge of accounting principles and practices.

Experience: developing and preparing financial documents; using a personal

computer to develop, analyze, and report on financial data; analyzing financial
activities and recommending management action.

B 7 U | v =
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Specialty Areas:
Some positions may be filled by specialty areas such as:

Experience: using Navision accounting software; performing financial analysis using

4th generation query tools (Business Objects, Oracle, or similar); developing a
budget and preparing financial reports.

Some knowledge of state budget processes.

Good knowledge of supervisory practices.

B 7 U |9 u| ff| =
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Minimum Qualifications:

These describe the minimum level
of qualifications for an applicant to
be able to perform the essential
functions of the job. The lowest
level of acceptable education
and/or experience required of an
individual such that the individual
could reasonably be expected to
satisfactorily perform the duties of
the position Are they practical in
the sense that they are obtainable
in the general labor market? They
should normally be set to be
reasonable and consistent with
normal expectations of acceptable
proficiency within the work force.

Specialty Areas:

These also describe the minimum
level of qualifications for an
applicant to be able to perform the
essential functions of the job.
However, they are only for certain
positions.
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Web View

FINAMCIAL SPECIALIST, SENIOR CLASS NO. 04245
CLASS PURPOSE

To perform a full range of advanced professional financial duties requiring the application of accounting and/or auditing theory, principles, and practices; perform
related wark.

GEMERAL INFORMATION
Some positions may require moderate to extensive travel.
DISTINGUISHING CHARACTERISTICS

This class is the second of six levels of professional accounting-related classes. Incumbents: 1) independently manage, control, and monitor a wide range of
diverse, advanced financial functions as the sole or lead financial professional in an agency, region, or district; 2) performs as the senior specialist of a large or
complex financial function; OR, 3) performs equivalent-level functions in which advanced professional financial skills are clearly required.

Contact with individuals outside a department to explain or defend actions and conclusions, respond to inquiries, or resolve sensitive and complex problems can
vary.

Some positions may supenvise the staff and activities of a financial unit or an agency financial operation.
NATURE AND SCOPE

Incumbents use their seasoned professional background to develop budgets, develop and maintain accounting systems, prepare complex financial documents,
plan and review financial operations, and handle difficult or sensitive financial matters. They supemvise or may conduct audits of increasing complexity and size.
Incumbents supemnvise the preparation of or prepare and explain documents of findings and conclusions concerning the policies, procedures, operational methods,
and financial position of an agency.

Incumbents design, modify, and implement financial-related systems or have a significant role in their development. They may audit financial data for completeness
and compliance with federal and state laws and regulations. They participate in developing policies and procedures for financial reporting systems and conduct
research into the financial needs of an agency.

Incumbents apply strong background in information technology to analyze, research, and maintain financial data, develop financial documents, and resolve
problems.

Senior Financial Specialists analyze technical financial problems and provide professional assistance and advice concerning their solutions.

Consequences of actions in some positions may have legal implications.
MINIMUM QUALIFICATIONS

Good knowledge of accounting principles and practices.

Experience: developing and preparing financial documents; using a personal computer to develop, analyze, and report on financial data; analyzing financial
activities and recommending management action.

SPECIALTY AREAS

Some positions may be filled by specialty areas such as:

Experience: using Navision accounting software; performing financial analysis using 4th generation query tools (Business Objects, Oracle, or similar); developing a
budget and preparing financial reports.

Some knowledge of state budget processes.

Good knowledge of supenisory practices.
REVISED: 8/2/2007

Pay Grade: 39 Owvertime Code: A
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Modifying the Class Spec —

Take a snap shot of the class spec before making any changes.
e From the initial page of the class spec you will Click on the Archive Text button

[Publish] [ Un-Publish ]

[ Update ][ Archive Text ]

Benchmark Class:
Payline Exception: [ |
Critical Recruitment: [

e It will open a browser window with information from the class spec to include all factoring
information, class description components, as well as the notes associated with the
classification.

e To copy the factoring and class description —

o Highlight all of the information that you will be saving in a note in the class spec record,
Right Click and choose Copy.

{= Classifications - Windows Internet Explorer EIE'E'
Class Code: ——
05209 K =4 7 |8 https:ffats. dhridaho, govclassificationtext. asp?class_no=05209 ¥ % || X R
b7

& MNotes File Edit View Favorites Tools Help @ Snaglt &' Links ** F 5-19-:41
Proposed Claj — — = =
Code: o e |@Classifications | | - B f=h ~ b Page v () Tooks -

Class Code: [Title: Financial Management Analyst, Senior Adopted Date: !

05209 Proposed Title: Revised Date: 4/22/2007

Last published: 4/27/2007
5:19:41 PM
Plus/Minus:
L

Pay Grade: |Know How: PE: EN:

44 F 13 304 HZI: SA:

FLSA Code: |Problem Solving: Total ACES:

A E 4 43% 132 0 i

FGC Code: |Accountability: Total HAY Points: Eenlt_:hmzrk Cla_ss. .YNes

b E3C 132 568 C*’.".'"TR“E'?"""' T\l

EEO Code: Points: Total Points: ritical Recruitment: No
Pay Grade: 02 568 541 j
44 v Total Points reflect Hay Points weighted 650% and
FLSA Code: Market Points weighted 40%
A vl Updated by -17 Created by: 000-import :]

Updsted on: 4/27/2007 5:19:41 PM Crested on: 5/24/2001 12:06:21 FM
FGC Code: p

Required
b v
EEO Code:
02~ FINAMCIAL MANAGEMEMNT ANALYST, SENIOR CLASS NO. 05209

CLASS PURPOSE
Class Purpusq Tn analvza nrnnram and nohlie nnliciss iszness and nesds- desvelnn imnlament and conrdinata nolicy imnrovsmesnt v
To analyze dDone &J Local intranet H100% <




To save the information (factoring and job description) in the Notes section for the classification.
o0 From the Classification Update screen, Click on the

otes link.

Class Code:

? Notes
Proposed Class
Code:

[

0 A separate window will open showing all Notes associated with the Classification.

Class Code:

w09 ¢

#) Notes
Proposed Class
Code:

Titl)
Prg

Kn

[

Prag

]

iE

Acq

> Notes - Windows Internet Explorer,

%) Notes - Financial Management Analyst, Senior

Subject
(Click icon edit)

b7 Paygrade Changed
%) Ad opt/Revision Dates

Created By Created Date Updated Date
Moberly, Dennis 4/27/2007 5:19:05 PM
194-Herman 5/24/2001 12:40:57 PM
Add New Note

pte:|_|
pte: 4/22/2007

d: 4/27/2007 5:19:41
PM

Un-Publish
Prchive Text

55:
ion: []

Points:

ren

Total Points:

Tritical Recruitment: [

0 To create a note you will Click the Add New Note button.
0 Subject — Type in a description (archived class spec) and a date.
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{= Notes - Windows Internet Explorer

°*) Notes - Financial Management Analyst, Senior (Save Note)

Subject: | | Created By:
Note:

5000 Characters Left

Created on: Updated on:

Save Note ][ View Motes

0 Note — Copy the information that you copied from the Archive Text window.

{= Notes - Windows Internet Explorer |Z||:.E|

. Notes - Financial Management Analyst, Senior (Save Note)

Subject: |Archived class spec-12/07 | Created By:

Note:

Class Code: 052089 =
Title: Financial Management Analyst, Senior

Proposed Title: Ldopted Date: y

Revi=zed Date: 4/22/2007
Last published: 4/27/2007 5:19:41 BM

Pay Grade:
44
FL3A Code:
A
FGC Code:
b
EEC Code:

02 Enow How:
F I 3 304

Problem Solving: hdt

Characters Left

Created on: Updated on:
Save Note ] [ View NMotes

0 Save — To save the note Click the Save Note button.
o NOTE: If there is too much information, you may have to create two notes to contain

it. Just make sure your subject (title) is clear so you can retrieve the data at some
future point.
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{= Notes - Windows Internet Explorer, |Z||:|[X|

*%J Notes - Financial Management Analyst, Senior (Save Note)

Subject: |Archived class spec - 12/07 | Created By:

Note:

Class Code: 05208
Title: Financial Management Analyst, Senior
Proposed Title: Adopted Date: b
Revised Date: 4,/22/2007
Last published: 4/27/2007 5:19:41 PM
Pay Grade:
44
FL54 Code:
A
FGC Code:
b
EEQ Code:
02 FKnow How:
F I 3 304
Problem Solwving: v

Characters Left

Created on: Updated on:

|

Save Note H View Notes

e Click the View Notes button and you will see the note with the Archived Class Spec.

ﬂ; Motes - Windows Internet Explorer :||:|FX|

% Notes - Financial Management Analyst, Senior

{miTuit:fl;%‘ldit} Created By Created Date Updated Date
% Archived class spec - 12/07 T R AL i 7
] Paygrade Changed Moberhy, Dennis /2712007 5:19:05 PM
“ﬂ ﬁdupﬂ'ﬂevisiun Dates 184-Harman S/24/2001 12:4D:5T7 PM
Add New Note
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Making changes to the Class Spec.

Now you are ready to make changes to the class spec, one change at a time.
For example we will change the 1) description and the 2) minimum qualifications and add a 3) mq

specialty.

1) Description -
e Change the description — this can include changes to class purpose, general information,
principal accountabilities, distinguishing characteristics, nature and score, examples of work.
e Choose the Change Reason DESCRIPTION CHANGE and click the Add button so it will
appear in the right hand column.
e Click on the Update button.

2) Minimum Qualifications —
e Make the change to the Minimum Qualifications
e Choose the M. Q. CHANGE Change Reason and click the Add button so it will appear in the
right hand column.
e Click on the Update button.

3) MQ Specialty —
e Add the MQ Specialty
e Choose the M. Q. SPECIALTY CHANGE Change Reason and click the Add button so it will
appear in the right hand column.
e Click on the Update button.

Class Code:
05209
%) Notes

Proposed Class
Code:

Pay Grade:
44 v =
FLSA Code:
AV

FGC Code:
b ™

EEO Code:
02 v

%) Classification - Update

Title: Financial ManagementAnalyst, Senior * Adopted Date:

Revised Date: |4/22/2007
Last published: 4/27/2007 5:19:41

ChangeTitle

Proposed Title:

PM
Class Change Reasons:
Atleast one change reason must be selected before the classification can be updated.
Change Reasons: Reason(s) for Update:
Title Change -
Factoring Change
Description Change
M. Q. Change het
Plus/Minus:
L
Know How: PE:| ~|EN:| ~
FIS S)[3 [s0t | |0 [l sn. | @ [ Publish | [ Un-Publish |
Problem Solving: Tu;al ACES:.
E |4 %43 [o 0 [ Update ” Archive Text l
132 !g;al HAY Points:
Accountability: Market Points Benchmark Class:
Eivl3 | Cll132 500 b Payline Exception: []
Points: Total Points: Critical Recruitment: []
= 541 '
Total Points reflect Hay Points weighted 60% and Market Points weighted
40%
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To complete the changes to the Class Spec you will need to do the following:

Revised Date —
e Change to the new Revised Date in the field
e Click the Update button.

Publish —
e Click the Publish button.
e A confirmation box will appear, “Are you sure you want to publish?”, if ready select “OK”.

To check the changes be sure to go to the DHR website, find Job Description, and view it to be sure
that all the changes you made appear on the website.

Whenever you update the Class Spec in ATS the data has been saved in the database.
Documentation —

Whenever you make changes to your class specs it is important to provide documentation to the
changes made as well as information used to support these changes. It should include
SMEs/Supervisors that you worked with regarding these changes. Communications such as emails,

phone conversations, meeting minutes with specifics regarding the justification/reasoning behind the
changes made.

13



	ATS user setup and login rev
	Applicant setup and login rev
	Applicant Services rev
	Announcements rev
	Exam sample
	Exams rev
	Exams
	Creating a New Exam -
	Edit Plan
	Example #1
	Example #1

	SME rev
	Hiring lists rev
	From:  (NAME)

	Classifications rev

