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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. 
 

• From the menu links click on Users. 
 

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

 
 

 
• 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 

 
 
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 

 
 

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

 
• If the user is for a delegated agency as level 2 you then must select what sections that 

person will have access. 
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• Once the selections are made be sure to click the Update button. 

 
 
Login for brand new user -  
 
Once the individual has been created as a user in ATS they will receive an email that states: 
 

 
 

• When the user clicks on the link they will be taken to the following screen: 
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• It has already populated the fields with the email and temporary password. 
• Now the user can create their new password. 

 
 

• 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). 

 

 
 

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

 
• Now you are logged in and at the initial screen. 
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• What shows on the menu will depend on what was selected when the user is a level 2 
(Creator) 
 

 

 
 



2013 

1 

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 1st Time Users. 
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The applicant will provide: 

• SSN  - the last 4 digits will be used as part of their User ID as stated in the Red outlined box. 
• Last Name – this will be part of their User ID that will be created as stated in the Red outlined 

box. 
• 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. 
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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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Then the applicant will create their secret question and answer. 
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They will enter: 
• Question 
• One Word Answer 

Then Click the Continue button. 
 

 
 
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. 
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Now they can sign in  
 
 

 
 
 
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. 
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Now the applicant can complete the sections of the General Application and any applicable section 
under the Optional Information. 

 
 
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. 
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They will click on the Sign In button for Return Applicants.  They will be taken to the following 
screen. 
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They will then sign in to their online account. 
 
If they do not remember their password they can click Forgot your password? 
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They will enter their User ID and SSN and Click the Continue button. 
 

 
 
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. 
 

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

 
 
 
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. 
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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. 
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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. 
 

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

 
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. 
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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. 
 

• Sign on to ATS 
• Click on Applicants on the menu bar. 

 
Searching by name: 

• The list of returned names is limited to 20. 
• 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. 
• It will also list all those that the name is part of. 

 

 
 

• 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.   
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• You will need more information to narrow the search. 
• 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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Viewing Applicant Record 
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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: 

• Announcement Title – this is the position title on the announcement. 
• Announcement No. (Status) – this is the announcement number and the status of that 

announcement (open, closed, cancelled). 
• Application Date – this is the date the applicant started this application. 
• Application Status – this is the status of this application (started, completed, cancelled). 
• 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: 
 

 
 
For this example: 

• The applicant has not started their exam 
• 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/Inactive Application –  

• 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) 

 

 
 

• 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. 

 

 
 

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

 
 
 
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. 
 

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

 

 
 

• 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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You will see the following: 

• Exam Title – this is the name of the exam that was attached to the announcement. 
• 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. 

• Date Scored – this is the date that their score was calculated and posted to their application. 
• Score Expires – this is the date that the score will no longer be valid. 
• 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.) 
• 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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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. 
 

 
 
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 
 

 
 
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 
• I = Interviewed Not Selected 
• NA = No Longer Available 
• XX = Could Not Locate Applicant 

 
Hiring Status –  

• Reviewing Applications – the department has not completed the selection process 
• Canceled – the department has decided not to use this hiring list 
• Selection Complete – the department has completed the selection from the hiring list 

 

 

 
 
 
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. 
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• Type in their name and Click the Next button. 
 

 
 

• It will take you to that name on the hiring list. 
 

 
 
Services rendered -  
 

 
 
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. 
 

 

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

• Date delivered – this is the date and time that the letter/email was sent 
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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  (checkmark) when complete. 
 
General Information 

• 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 

• Resume – Text box for general resume that becomes part of general application 
• Skills – This section does not work properly, do not complete. 
• Veterans’ Preference – Form for determining eligibility for veterans’ preference points. 
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Announcements 
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 -  
 

• Sign on to ATS 
• Search for previous announcements to copy as a starting point in creating your new 

announcement. 
• Click on Announcements on the menu bar. 

 

 
 

• Click on the link Search All 
 

 
 

• Type the Title, partial Title or Class Code. 
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• If you search by partial Title, you will get a list of all positions with that word in the title. 
• Click on the Title for a list of announcements for that position. 
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• 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. 
• Click on the Announcement Number to view that individual announcement. 

 

 
 

 

 

 

 

 
 

• Find the announcement that you want to copy. 
• Click on the title/announcement #. 
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• To copy the announcement, go to the middle of the page (just below the heading “Idaho Works 
Listing”) and Click on the Copy button. 

 

 
 

• To create the announcement you will need to add your opening. 
• From Opening(s): 

o Location - Click the drop down and select the City where the opening is located. 
o 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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• 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.) 
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• When you click the Create button your screen will show in green “Announcement Created”. 
• You are ready to modify the announcement text, add exam, etc. 
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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. 

 
• 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: 
o 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. 
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o Draft is for an announcement that is in development. 
o 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. 

• Exam Selection – Attaching an exam section for a complete description. 
• 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. 

• 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.   

• Describes the job. 
• Lists the minimum qualifications. 
• Identifies other requirements, desirable qualifications, work locations, or any items that may be 

of interest to candidates. 
• Describes the examination, how their score or ranking is determined and identify the minimum 

score needed to pass. 
• 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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• Once you make changes, be sure you Click the Update button to save your changes. 
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• Once you Update, scroll down to the Web View to check the changes that you made.  (Just 
because your changes looked OK when you put them in the Announcement Text does not 
mean they will look the same after you update). 

• 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. 
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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. 
 

• Under Exam Selection Click on the drop down menu to show all of the exams that are 
associated with this classification. 
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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 
qualifications. 
 

• To see the details of the exam, you will highlight the exam title in the drop down list and Click 
on the Detail button. 
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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. 
•  Instructions – This should be basic information about the exam such as which questions are 

minimum requirements, specialties, ranking items, etc. 
• Class No. – Must have the class code so that the exam will show in the drop down on the 

announcement request. 
• Scores valid for – This is the time in days that a passing score will be valid. 
• Min. Passing Score - The score that must be obtained to pass.  This is calculated based on 

the exam plan. 
• Eligible to retest in – This was used for specialized testing that is no longer used. 
• Scheduled Exam – This was used for specialized testing that is no longer used. 
• Impact Exam - This was used for specialized testing that is no longer used. 
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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: 

• To look at the Exam Plan Click on the Edit Plan button, this includes the following information: 
o 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. 
o Minimum Score – This identifies the minimum score that needs to be obtained in order 

to pass the question. 
 

 
 
Preview Exam: 
 

• To view the contents of the exam you will Click on the Preview button. 
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Exam Grading Criteria: 
• 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. 
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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. 
 

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

 

 
 

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

 
 
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. 
 

 
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. 
 

• 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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• After you update, the screen will refresh and the Publish button appears in the Announcement 
Details under the Publish Status section. 

 

 
 

• 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 Idaho Works Instructions below 
 

 
 
Creating an Announcement from scratch. 
 

• Sign on to ATS 
• Click on Announcements on the menu bar. 
• Click on Create New Announcement. 

 



2013 

19 

 
 

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

 

 
 

• Once you have your list of previous announcements for the position you will Click on Create A 
New One. 
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• This will give you a basic almost blank announcement template.  The announcement text 
defaults to the classification job description. 
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• Complete the sections marked with a red asterisk * by them. 
o Agency Name 
o Location 
o PCN 
o Full or Part Time 
o Proposed Opening Date 

 

 
 

• Once those fields are complete then you can Click on the Create button in the middle of the 
form to actually create your announcement. 

 

 
 

• Now complete the information needed in the Announcement Details. 
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• 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: 
o 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 Draft is for an announcement that is in development. 
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o 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. 

• Exam Selection – Attach exam section for a complete description. 
• 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. 

• 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. 
 

 
 
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.   

• Describes the job. 
• Lists the minimum qualifications. 
• Identifies other requirements, desirable qualifications, work locations, or any items that may be 

of interest to candidates. 
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• Describes the examination, how their score or ranking is determined and identify the minimum 
score needed to pass. 

• 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: 

• 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. 

• 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.   

• Go back to the browser window for ATS and delete the text in the Announcement Text 
• Update the announcement by clicking the Update button in the middle of the announcement 

form 
• Return to Notepad and highlight the text in Notepad and choose Edit from the menu and click 

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

 
 
Format the announcement using the Design guidelines as previously mentioned. 
 
NOTE:  It is 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. 
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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 Listing. 

• Click on the Add Listing button. 

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

Works listing 
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• 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. 

 
 
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 are wanting to 
update that listing.  Contact DHR if you are not setup to sign into Idaho Works.  When you are 
done click the Close button.  That will close that window. 
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• 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. 

 

 
 



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 (mqs) 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. 

Mq 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 mqs, 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 question 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 mqs, 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) I 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) I 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) I 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) I 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) I have not completed classes or workshops (16 hours) covering communication 
concepts, learning styles, course design, and presentation skills; OR I do not have 
experience presenting formal training sessions to groups. 
 
B) I have completed classes or workshops (16 hours) covering communication 
concepts, learning styles, course design, and presentation skills; OR I have experience 
presenting formal training sessions to groups. 
 
C) I have completed a 40 hour train the trainer course; OR I have one year of 
experience presenting training on a variety of topics to several groups on a regular 
basis. 



 
D) I have completed a 40 hour train-the-trainer course and I have two years of 
experience presenting training on a variety of topics to several groups on a regular 
basis; OR I 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 

Order Question 
Points 

& 
Weight 

Min. 
Score 

(0-100) 
Command 

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 

1  
Describe how have you have gained some 
knowledge of Human Resource Management 
concepts. 

35

35.00%  
70   

Office Support 

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

0

0.00%  
100  

General Questions 

3  
What is your experience counseling employees on 
human resource matters? 

45

45.00%  
70   

MQ Specialties 

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.? 

0

0.00%  
100  

Office Support 

5  

(Ranking Item) I 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). 

5

5.00%  
0   

Training 

6  
(Ranking Item) How have you gained good 
knowledge of training methods? 

15

15.00%  
0   

 Min Score: 56  
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Exams 
 
Creating a New Exam -  
 

• Log on to ATS 
• From the Main Menu, click on Exams. 

 
 

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

 

 
 

• 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.) 
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• 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.  

 

 
 

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

 

 
 

• 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. 

 

 
 

• 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.   
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• 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). 

 

 
 

• 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:   
Changed to:   
 

• 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.) 

 
 

 
• 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. 
 

 
 

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

 
 

 
• 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. 

 

 
 

• 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.) 

 

 
 

• 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 
 

 
• 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.) 

 
 

• 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.)  

 

 
 
Adding an Existing or Revised Question to your New Exam 
 

• 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 
question and revise it. To start, click on the Questions button at the top of the page. From here, 
you can do all three. 
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• After clicking on Questions, the following screen will appear. 

 

 
 
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.) 
 

  
 

• 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 

 
 

• 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  

 
 

• 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; 

 

 
 

• 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. 
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• 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. 
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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 
question that might be close to what you are looking for.  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 from the question you are looking for into the search box. (Example:  

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

the words Human Resources in them.) 
 

  
 

• 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 
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• 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  

 
 

• 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: 
 

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

 
 

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

 
 

• 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).   

 
 

• Click on the Copy button at the bottom of this screen. 
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4/ 2008 

 14 

 

 
 

• 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.   

 
• 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. 

 
• 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. 
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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. 

 

 
• Clicking on the Add New Question button brings up the following screen. (This screen is blank 

when it appears.) 
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• To create your new question, fill in the following 

 
 

• 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.   

 

 
 

• When you click on the Add button, the following screen appears: 
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• 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 
question, 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 0 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. 

 
• 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. 

 

 
 
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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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. 
 

• Sign on to ATS 
• From the Tasks screen you will click on the SME link at the top menu. 

 

 
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: 

• Must be in the same paygrade or above 
• Knowledgeable about the position, field of work, technical aspects of the job 
• Not be involved in the selection process if at all possible 
• 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. 

• To do this will click on Create/Edit SME 

 
 
Then you will see the following selections on the page. 

• Create a new SME – This will take you through the process of setting up a new SME 
• Edit/View Active SMEs – This will take you to the list of Active SMEs on the system 
• Edit/View Inactive SMEs – This will take you to the list of Inactive SMEs on the system 
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Setup new SME 

• Click on Create a new SME 

 
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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• When complete Click on Add SME button. 

 
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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• From the menu click on Assign SME 
 
NOTE: If assigning more than one SME you must assign them at the same time. 

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

Announcements*.  
 

 

 

 
 

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

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

• Click the Select button next to the Exam Title if this is the correct one. 
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NOTE:  If you need to return to the previous step Click on the link <<Back to Step #?  
 
Step #3 – This will list all of the SMEs that are setup and active in the system. 
Notice that is tells us we are at Step #3 of 4. 
 

 
 

• Find the SME that you are going to select to review your applications.   
• When you find the SME then Click on the box next to their name. 

• *If you are choosing more than one SME, select all the names at this time. 
 

 
 

 
 

• 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. 
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• 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 
#? link. 
 

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

 

 
 

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

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. 

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

the assigning of the SME(s). 

 

 
 
Information: 

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

SME. 
• #Graded/#Exams – Shows the number of applications scored by the SME and number of 

applications assigned to the SME. 
• Date Assigned – This is the date that the applications were assigned to the SME. 
• Last Login – Shows the last time that the SME logged in. 
• 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. 
 

• First click on the (Reassign) link below the name of the SME. 

 
 

• 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. 

 

 
 

• From the drop list below Select Return Assignment to DHR which will be the first selection 
item on the list. 
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• 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.   

• If you want to only reassign the applications that the SME has not scored, DO NOT put a 
checkmark by the Reassign All Exams. 
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• 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 -  
 

• When the SME has finished scoring and returned the application you will see that assignment 
listed in the Finished Assignments screen. 

 

 
• In order to do your QC, you will need to go in and view the scored applications. 

 
• To view the scored application you will Click on the title of the position listed under the 

Assignment column. 
• This will show you 

• 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. 
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• Apply All Exams button – used to apply the scores to the applicant files. 
• Return Exams to SME button – used to return the assignment to the SME. 

 
• 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: 

• 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. 

• 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 -  
 

• When you create a new SME they will receive an email. 
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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=Gb3917s 
 

• To create their permanent password they need to click on the link above that will take them to 
this page. 

 

 
 

• 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. 

 
 

• They will type in the new password and then type it in again. 
 

https://ats.dhr.idaho.gov/SME/login.aspx?command=Set&email=mrose@cl.idaho.gov&temp_pass=Gb3917s
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• Then they will Click the Set button. 
 

• It then returns them to the SME login screen to login with their email and their new password 
that they just set. 

 
 
SME forgot their password. 
 
If the SME forgot their password they can Click on I 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. 
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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. 
 

 
 
The SME will receive an email that states. 
 
From: ATSDevelopers@labor.idaho.gov [mailto:ATSDevelopers@labor.idaho.gov]  
Sent: Wednesday, December 12, 2007 7:58 AM 
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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 I 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. 

 
 
The screen refreshes to the login page and now they can login to the SME system. 

https://ats.dhr.idaho.gov/SME/login.aspx?command=Set&email=mrose@cl.idaho.gov&temp_pass=Bb4672s
https://ats.dhr.idaho.gov/SME/login.aspx?command=Set&email=mrose@cl.idaho.gov&temp_pass=Bb4672s
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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. 

 
Then you will search for the position either by title or class code. 

 
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. 
 

 
 
In a separate window you will see the list of all SMEs who have been assigned to this position. 
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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. 
 

 
 
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 (number) and a separate window will open with the announcement 
information. 
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Instructing a SME: 
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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: 
 

• Getting Started 
• Grade an Exam 

o Grading Criteria, Applicant & Answer Summary, Navigation Bar 
o Scoring Questions 
o Posting an Applicant Note 
o Auto Fail Option 
o Submitting Question Scores 

• 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 
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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) 

 
 
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 
questions 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 
question 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 

 
 
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. 
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Posting an Applicant Note 
 
If you enter a score of 0 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 
question number and why they failed if the auto fail option is used). 
 
Submitting Question Scores 
 

Figure D 
Submitting 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: 

• An existing register 
• New recruitment 

 
To create the hiring list you will do the following: 

• First you must find the announcement from which you will be pulling the list of names. 
 
It can be from an announcement that is: 

• Currently published as a continuous recruitment 
• Closed and the scores are still valid 
• A new recruitment that has just closed and the scoring completed 

 
To find the announcement click on Announcements. 
 

 
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. 
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For a Published announcement on continuous recruitment: 
 

• 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. 

 

 
 
There are a couple of ways to go about creating a hiring. 
 

• The first way is to click on the # Comp. 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. Apps column. 

• Another way is to click on the Master List, from there click on the View Set Criteria 
button. 
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Select Criteria for Applicant Match: 

 
 
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 
• City – Find the city and double click so it will appear in the left column field 
• Agency – Choose the agency from the drop down list – this will default to the agency for 

which the announcement was created. 
 

• 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 

 
 
 
 

 

 
 

• 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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Example - If the current opening needs someone who types 50 words per minute then you 
would select the following: 
 

• 6430 – Checklist - (1404B) Specialty Area: Keyboard/Type - 50 I certify I can 
keyboard/type at the rate of 50 net wpm or more. 

 
• 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. 

 

 
 

 
 

• Now that all selections are made, you can start the process to create the hiring list. 
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• To select the applicants, go to the bottom of the page and click on 

 
• You now will get a listing of all applicants that meet the criteria as well as those who do 

not. 
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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. 
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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. 

 
 

• Now Click Create Hiring List button to get a DRAFT of the hiring list. 
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At this stage you can verify the information, decide if this is what your hiring supervisor needs 
and are ready to request. 
 
Options: 

• You can add a Dept. Internal No. if you use a method of keeping track of your lists 
internally. 

• You can add the Position Control No(s). to assist in keeping track of what hiring lists are 
used to fill what positions. 

• You can Delete the list at this point if it is determined that it is not needed 
• 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 view the list Click on the hiring list 
number under the HL No. column. 
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Request the hiring list –  

• 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. 

 

 
 

• Once you click ‘Yes” it will change the status of the hiring list to Requested.   
 

 
• 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: 
 

• 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. 

 

  
 
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. 
 

 
 
To assign the list to the hiring manager –  

• Make sure they are setup as a user in ATS as a Level 1. – see ATS user setup and login 
section. 

• Now their name will appear on the list. 
• Only Level 1 user names will appear. 

 
To assign the Hiring Manager(s) click on the Set Hiring Manager Permissions button. 
 

 
 

• 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. 

 

 
 

• Then click the Save button.  Those Manager(s) that were selected will receive an email 
stating they have been assigned the list. 
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Coding hiring lists. 
 
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: 

• 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 
qualifications based on review by SME) and the exam was waived. 

• If there is a Layoff candidate from another agency – Layoff candidates from the agency 
must be offered the position before anyone else is considered. 

• 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. 
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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. A reasonable 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). 
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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. 
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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.  
 
I  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. 
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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 -  
 

• Once the hiring supervisor has documented and coded the hiring list, they need to Click 
on the Update button to save the changes. 

• 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. 

 

 
 
 

 
 

• To finalize the list they will need to Click on the Complete button in the details area. 
 

• Now it is ready for the HR office to do the final review and archiving. 
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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. 
 

• To archive the list you will Click on the Archive button in the detail section of the list. 
 

 
 

• 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. 

 

 
 
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 – 
 

• 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. 
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• 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 

  
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: 

 

 
 

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. 
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To print letter – 
 

• 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. 
 

 
 
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. 
 

• You can first preview the letters before sending them by Clicking on the Print Preview 
button. 

• 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. 

• 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. 
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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 –  
 

• Sign on to ATS 
•  Click on Classifications from the Main Menu. 

 

 
• 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). 
 

 
• When you Click on the letter it will list all of the class specs starting with that letter 

OR 
• 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.   

• We could choose ‘F’ to find the class spec. 
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Or  

• We could choose ‘5’ for the class code of 05209. 

 
 

• Click on the title or class code to select the class spec needed. 
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Components of the Classification -  
Classification – Update screen: 
 

 
 

• Class Code and Proposed Class Code - changes are reserved for DHR 
• 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,  

o MQ Change – any deletions, additions or modifications of the minimum qualifications 
identified on the class spec. 

o MQ Specialty Change – any additions, modifications to specialties identified on the 
class spec. 

• Factoring Information – This includes Pay Grade, FLSA Code, etc. and Know How, Problem 
Solving, etc. and Aces, Points are reserved for DHR.  

• Publish – this is the function when you want to publish the class spec to the DHR website. 
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• Unpublish – this is the function when you want to unpublish the class spec from the DHR 
website. 

• Update – this is the function to save any changes made to  
• Archive Text 
• Benchmark Class, Payline Exception, and Critical Recruitment – these selections are reserved 

for DHR. 
• 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): 
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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. 
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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. 
 
 



2013 

7 
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Modifying the Class Spec –  
 
Take a snap shot of the class spec before making any changes. 

• From the initial page of the class spec you will Click on the Archive Text button 
 

 
 

• 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.   

• 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. 
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To save the information (factoring and job description) in the Notes section for the classification. 
o From the Classification Update screen, Click on the Notes link. 

 

 
 

o A separate window will open showing all Notes associated with the Classification. 
 

 
 

o To create a note you will Click the Add New Note button. 
o Subject – Type in a description (archived class spec) and a date. 
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o Note – Copy the information that you copied from the Archive Text window. 
 

 
 

o 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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• Click the View Notes button and you will see the note with the Archived Class Spec. 
 

 
 
 



2013 

12 

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 -  

• Change the description – this can include changes to class purpose, general information, 
principal accountabilities, distinguishing characteristics, nature and score, examples of work. 

• Choose the Change Reason DESCRIPTION CHANGE and click the Add button so it will 
appear in the right hand column. 

• Click on the Update button. 
 
2) Minimum Qualifications –  

• Make the change to the Minimum Qualifications 
• Choose the M. Q. CHANGE Change Reason and click the Add button so it will appear in the 

right hand column. 
• Click on the Update button. 

 
3) MQ Specialty –  

• Add the MQ Specialty 
• Choose the M. Q. SPECIALTY CHANGE Change Reason and click the Add button so it will 

appear in the right hand column. 
• Click on the Update button. 
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To complete the changes to the Class Spec you will need to do the following: 
 
Revised Date –  

• Change to the new Revised Date in the field 
• Click the Update button. 

 
Publish –  

• Click the Publish button. 
• 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.   
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