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Announcements 
 
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. 

 

 



4/2008 

3 

 
• 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 Guides????? 
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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. 

 



4/2008 

14 

 
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. 
 



4/2008 

15 
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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. 
 

 
 
 
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. 

 

 
 

• 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 
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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 
 

 
 
Creating an Announcement from scratch. 
 

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

 

 
 

• Search for the position as you did previously when creating an announcement from a previous 
one. 
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• Once you have your list of previous announcements for the position you will Click on Create A 
New One. 

 

 
 

• 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. 

 
Note: 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. 


