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NEOGOV

Online Hiring Center

Introduction

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

OHCDashboard

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

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

NEOGOV oie Q search O Jason Hanna v

Dashboard  Jobs ~ + O ©

Mys Toelrms e a0

My Tasks

In the My Tasks section, you can have four types of tasks pending your review:
1. Requisition Approval
2. SME Review
3. Interview Rating

4. Hire Approval

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

My Tasks viEw ALL> Q
Total
Related To = Date Assigned & Department Division
SME Review (9) Bl Sales Associate (000 04/28/2016 Sales and Marketing State and Large Agency Sales
Approval m Customer Service Re. 04,/28/2016 Operations Customer Success
Appraval m Administrative Assist. 04/29/2016 Operatians Human Resources
Interview (1) GEL)) Administrative Assist..  04/29/2016 Operations Human Resources

Showing 1- 4 of 4 items | ‘ ‘ |
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To view all tasks, including completed ones, click VIEW ALL.

My Tasks viEw aLL» Q

My Candidates

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

My Candidates a
Req# % Requisition Title - Candidates % Department 5 Division Hiring Manager Created On
00006 Administrative Assistant 38 Operations Human Resources Jason Hanna +1 04/28/2016
00010 Database Administrator 5 Development IT Operations Jason Hanna 09/16/2016

Showing 1- 2 of 2 items | ‘ | ‘

My Requisitions
In the My Requisitions section, four types of requisitions associated with you will display:
e Draft— Requisitions you have created and saved, but haven’t yet submitted.
e InProgress—Requisitions you have submittedand are in progress of being approved.

e Approved — Requisitions you have submitted and have be approved by all groups.
e Open —Requisitions you have submitted and have been opened by HR for recruiting.

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

My Requisitions view aLL> =

Total

Req # o Requisition Title Department T Livision Hiring Manager Approval Created On 3
00003 Accountant  Operations Finance Jason Hanna (9 Draft 04/28/2016
Q0007 -NET Prog.. Development Production Applications  Jason Hanna + Complete 04/28/2016
Q0008 Customer ...  Operations Customer Success Jason Hanna +1 M oof4 04/30/2016

Showing 1- 3 of 3 items | ‘ | ‘

To view all requisitions, including filled and cancelled ones, click VIEW ALL.
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My Requisitions view AL Q

Total
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Create a Requisition

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

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

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

NavigationPath 1

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

NEOGOV [ v Q search @ sesontanna ~
Dashboard  Jobs + & ®
Requisition
My Tasks view aLL> \
Navigation Path 2

On the Jobs menu, click Requisitions.

NEOGOV s v O Jason Hanna v
Dashboard Jobs + @ @
Requisitions
My Job PostNGs  |Ew ALL >

Then click Add.

Requisitions

v

+ Add All
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Stepsto Createa Requisition

1

The first of three requisition form pages will display.

Requisition Details

Requisition # Department/Division *

[Assigned when requisition is saved] Information Technology

Class Spec™ @ Working Title
IT Project Manager (152 Q IT Project Manager
Desired Start Date Hiring Manager *
03/0172018 NGNS C I EIREIN  Find a hiring manager

Job Type List Type

Full Time Regular

Number of Vacancies

1

Position Details

New Position?

® Yes No
Position # * Vacancy Date
000361 03/012018

e
>~

'
»~

<2

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

Create Requisition

lu Xl

Class Spec Details © Print | Close

1. CREATE 2. APPROVALS ]
r Description Benefits

Plan, intiate, and manage information technology (IT) projects.
Requisition Details Lead and guide the work of technical staff. Serve as liaison

between business and technical aspects of projects. Plan project
* required fields are marked with asterisk : - s

stages and assess business implications for each stage. Monitor
progress 10 assure deadlines, standards, and cost targets are met
Requisition # I

N Detailed Work Activities
[Assigned when requisition is saved] ‘

Manage project execution to ensure adherence to budget,

schedule, and scope.
Class Spec* @ \

| « Develop or update project plans for information technology
IT Project Manager (1152) O\ projects including information such as project objectives

" s : iEin et e

4. Once you’'ve completed the form, click Save & Continue to Next Step.
5. The State does not currently use approval workflows. Click Save & Continue to Next Step.

6. Dragany file attachments tothe third requisition form page and click Save & Submit.

Add Attachments

browse

Supported file types are .doc, .docx, .gif, .jpg,
.pdf, .png, .ppt, .pptx, .rtf, .txt m

E Drag and drop your file here, or

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

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

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

Stepsto Delete a Requisition

1. Onthe Jobs menu, click Requisitions.

NEOGOV @) sason Hanra ~

Dashboard  Jobs + O ©

Requisitions

My Job PostNGs  |Ew ALL 5

2. Click the requisition to be deleted.

Requisitions

+ Add In Progress v Z Actions v 1] More Q
Division + | PosonCode = | Hiring Manager Approval CreatedOn =
00010 Director of 1 Techn_ 1 Technology 0003920 Jason Hanna ®oor2 10/09/2017
00015 IT Project Manager 1 1T 000361 Jason Hanna @o0oof3 /29,2017

Showing 1- 2 of 2 items

3. Click Delete Reqand click OK to confirm deleting the requisition.

I\ Requisition Detail ) copy (%) Cancel Req i Delete Req
N IT Project Manager (00015)

Requisition Information Approvals History

Requisition Infermation

Requisition Number Division New Position
NOME /A =43

Delete requisition

Are you sure you want 1o delete requisition #00015 - IT Project Manager?
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Cancel a Requisition

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

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

Stepsto Cancel a Requisition

1. Onthe Jobs menu, click Requisitions.

NEOGOV @) sason Hanra ~

Dashboard  Jobs + O ©

Requisitions

My Job PostNGs  |Ew ALL 5

2. Click the requisition to be cancelled.

Requisitions

+ Add In Progress v Z Actions v 1] More Q
Division + | PosonCode = | Hiring Manager Approval CreatedOn =
00010 Director of 1 Techn_ 1 Technology 0003920 Jason Hanna ®oor2 10/09/2017
00015 IT Project Manager 1 1T 000361 Jason Hanna @o0oof3 /29,2017

Showing 1- 2 of 2 items

3. Click CancelReq and click OK to confirm cancelling the requisition.

I\ Requisition Detail ) copy (%) Cancel Req i Delete Req
N IT Project Manager (00015)

Requisition Information Approvals History

Requisition Infermation

Requisition Number Division New Position
NOME /A =43

Cancel requisition

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

m Cancel
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Reassign Requisitions

Perhaps you're taking some time away from the office or you’ve been promoted to a new position.
Whatever the circumstance, you can reassign one or more requisitions toanother team member. The

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

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

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

Stepsto Reassign Requisitions

1

2.

On the Jobs menu, click Requisitions.

NEOGOV O Jason Hanna v

Dashboard  Jobs v + O ©
Requisitions

My 0P jew aLL>

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

Requisitions

+ Add All v & Actions v ] More Q

Update Owner

Department

00002 Human Resources Jason Hanna
00003 Information Technology « Complete Ruby Grant
00005 Administrative Office v Co Ruby Grant
00006 Information Technology v Complete Ruby Grant

00008 Da dministrato Information Technology T) Draft Jason Hanna

00010 tor of Information Technology Information Technology D 00f2 Jason Harna
10014 Administrative Assistant Administrative Office « Complete Ruby Grant

anme at ssisane O s sreasiie Nffire Comeas, Duibws Ceane

11
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3. Onthe New Owner pulldown, click the new owner’s name.

4. Once you’re done, click Save and then click Yes, Update.

Update Owner

# required fields are marked with asterisk

‘Current Owner(s)

Jason Hanna

New Owner *

Close Save

Simon Davies

<>

12
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Create the Recruiting File

After submitting the requisition, a recruiting file needs to be createdin Insight.

Stepsto Create a Recruiting File
1. Ifyou arenot already in Insight, click on the carrot drop down menu next to OHC in the top
left of your screenand select Insight.

\ EOGOV oHe  QOHC

v

Dashhoard AN  Analytics & Reporting

ON Onboard

. Perform

. Learn

eF  eForms Learn More

s  SalaryStudy

2. Gotoyour My HR page and view the Requisitions section.
NEOGOV |

Insight

My HR Jobs ~ Applicants Tests Lists ~ Reports  ~

3. From the Exam column, click Create Exam (this is not related to the exam the applicant will complete,

this is determining the type of opening, i.e. Open competitive, promotional, etc.).

Requisitions Open

4. The Recruiting File form will display.

13
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* Required

* Department:
Division:

* Class Spec:

* Job Title:

Exam Number:
Vacancies:

* Exam Type:

* Job Type:
Auto-Refer to Hiring Manager:
Job Line:

Print Bulletins:
Mumber of Bulletins:

Comments:

Human Resources v
== Select == v

1001 - Human Resources Analyst
Human Resources Analyst

0002

Open v
Full Time v

Yes '® No

Yes '® No

Yes '® No

Fold-out Yes No

14
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5. Complete the form using the table below.

Field

* Class Spec

* Job Title
Exam Number
Vacancies

* Exam Type

* Job Type

* Department
Division

Auto-Refer to Hiring Manager

Job Line

Print Bulletins

Number of Bulletins

Comments

* Required

Whatto Enter

Pre-populates withthe class spec specified in the requisition.
Pre-populates with the working job title specified in the requisition.
Pre-populates withthe same number assignedtothe requisition.
Pre-populates withthe same number designatedin the requisition.
Select the exam type from the pulldown. This is a NEOGOV-specific
listing and the selections cannot be modified.

Select the job type from the pulldown.

Pre-populates with the department specified in the requisition.

Please contact your DHR consultant toadd divisions for your agency (only

necessaryif agency uses different workflow groups.)

Leave the default value of No as you will be evaluating candidates
using a series of evaluation steps in upcoming training modules.
Note: If set to Yes, candidates will be immediately referredto the
hiring manager(s) designated on the associatedrequisition.

This field is for tracking purposes only. If your organization uses a job
line (i.e., a telephone audio recording of open jobs) then select
whether or not this job is on the job line.

This field is for tracking purposes only. Select whether or not you're
printing job bulletins.

This field is for tracking purposes only. If you're printing job bulletins
you trackthe number and whether or not they are fold-out.

Enter any additional information about the Recruiting File in this field.

6. Once you're done, click Save.

15



NEOGOV

What is a Recruiting File?

A Recruiting File is a central hub for many recruitment processing activities. From the Recruiting File you
can trackrecruitment activities and view associated records. It may help to think of the Recruiting File as
a recruitment folder and much of your recruitment work is stored within this folder. See the sections
table on the following page for more details.

EditExam Plan Audit Trail
Exam Title Human Resources Analyst Department Human Resources
Exam Number 00002 Division
Vacancies 1
Job Posting  Add New
Job # Job Title Status Last Updated Assigned To
Recruiting Plan Add New
Ad Type Ad Name Requested Date Start Date End Date Action
Evaluation Steps  Add Step Print Apps
Step Evaluation Step Weight Results At Step Action
Advanced Filters Add Evaluation Step Filter Add Eligible List Filter
Title Created By Filter Type Action
Eligible Lists Add New Show Archived Eligible Lists
# On List
List Name List Type Expiration Date Totwl Action
Defaylt Lis Regular N/A 0 o Edit View Candidates Audit Trail
Requisitions  Add New
Req # Title Department Date Created Action
00002 Human Resources Analyst Human Resources 04n15/2017 Edit Authorize Disassociate Referrals
Tasks Add New
Subject Status Priority Due Date Assigned To Action
Notes Add New
Note Title Note Last Updated Note Owner Action
Files Add New
Attachment Title Date Uploaded File Name Action
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Section
Job Posting

Advertising Plan

Evaluation Steps

Advanced Filters

Eligible Lists

Requisitions

Tasks

Notes

Files

Description

Add a job posting from this section. Once the job posting has been
added, you can view, edit, archive/unarchive and view the audit trail.
Trackadvertising expenditures from this section. Once an advertising
item has been added, you can edit, delete and view the audit trail.
Your Insight Administrator will set up the most commonly used
advertising methods, e.g., Newspaper ad, Radio ad, CareerBuilder.
Add one or multiple selection hurdles for your candidates from this
section. Once an evaluation step has been added, you can edit, delete
and view the audit trail. Once candidates have applied, you can view
submitted applications, print applications and view candidate results
and flow reports. This is where you’ll spend much of your application
screening/scoring time.

Add evaluation and/or eligible list filters to find specific groups of
candidates from this section. Filters can be basedon various data
points including master profile, standard application, agency-wide and
job-specific supplemental questions and evaluation stepresults. Once
a filter has been added, you canview, edit, delete andshare.

Add subsequent eligible lists from this section. Upon creating the exam
plan, Insight automatically creates an eligible list for you. This eligible
list, named Default List, has a list type set to Regular. You can edit,
view candidates and audit trail for the default and/or subsequent
eligible lists. Candidates must gothrough all evaluation steps prior to
being placed on the regular eligible list. Conversely, candidates can be
placed on a priority eligible list at any time without the requirement of
going through all evaluation steps. Some examples of priority eligible
lists include: promotional, transfer and layoff.

View the associated requisition(s) from this section. Since you created
the Recruiting File from the requisition a moment ago, the requisition is
automatically associated with the Recruiting File. Other actions include:
add, edit, authorize, disassociate and view a resulting referred list.

Add your other Insight users’ recruitment tasks from this

section. Once a task has been added you can edit and delete. The task
system will send automated email notifications to assignees regarding
assignments, due dates and status changes.

Add recruitment notes from this section. Once a note has been added
you can edit, delete and view the audit trail.

Add (upload) files applicable to the recruitment from this section. Once
a file has been uploaded it can be downloaded or deleted.

17
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Create a Job Posting

To work on the job posting, you will need to switch from the OHC side to the Insight side of NEOGOV.

Stepsto CreateaJob Posting

*Note: If you are using an existing/copied job posting, open that job posting and in the
Recruiting File section, choose Select Existing, then search for and select the associated

recruiting file.

1. Ifyou’re not alreadyviewing your Recruiting File, return back. Again, you have a couple of ways
to get there: (1) From My HR page, in the Requisitions section, click the exam number. (2) On
the Jobs menu, click Recruiting Files. From the Recruiting File column, click the job title.

2. From the Job Posting section, click Add New.

Job Posting Add New

Recruiting Plan Add New
Start Date

18
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3. The job posting form will display.

Job Posting

Copy Job Posting

Draft Archived

“ Exam Plan:

“ Department:
Division:

“ Class Spec:

~ Job Title:

" Job Number:

" Job Type:

" Job List:

* Exam Type:

" Advertise From:

" Advertise To:

Enable Maximum Number of Applicants:

" Maximum Number of Applicants:

* Category:

~ Location On Job:
Posting Display

* Application Template:
" Reapply Period (Days):

" Assigned Ta:

Description:

Populate From Class Spec

Human Resources Analyst - O1

Copy Job Posting & Scoring Plan || Supplemental Questions || Item Bank || Scoring Plan
Accept Online Applications

Show Closing Date/Time Continuous

" Required

00002 - Human Resources Analyst

Human Resources (114) = Q

Human Resources Analyst (1001) Q

Human Resources Analyst

00002

Full Time v
Default Job Listing v
Open v
04/04/2017

0418/2017 T pm v 59 N

Check this box to close job posting after certain amount of applicants have been receive

100

Selected

Accounting and Finance Human Resources
Administration ~

Administrative Assistant

Agriculture ¥

Airports

a

. e (] Iis:mrce|

|B I Uiz:i=g=3==8

Apply principles of psychology to human resources, administration, management, sales, and
marketing problems. Activities may include policy planning; employee testing and selection, training
and dev: ; and orgar d p it and analysis. May work with management to
organize the work setting to improve worker productivity

D T 11 = em @m = .= == e | BBC. | o 1 B o

19
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4. Completethe form using the table below.

Job Posting CheckboxFields

Field
Draft

Archived

Accept Online Applications

Show Closing Date/Time

Continuous

Job Posting Fields

Field
* Recruiting File

* Department

Division

* Class Spec
* Job Title

* Job Number

* Job Type

* Required

Whatto Enter

Select Draft tokeep the job posting in a “work in progress” state. Itis a
best practice to select this field until you've thoroughly reviewed the
job posting and are ready to post the job online. This prevents posting
online with errors or without job-specific supplementalquestions.
Select Archived at the end of the recruitment process; after you’ve
hired the ideal candidate and you’re filing awayrecords. Along with
the job posting you will likely archive the Recruiting File, eligible list
and referred list.

Select Accept Online Applications to allow online candidates to submit
their applications for employment.

Select Show Closing Date/Time to display the closing date and time on
the job posting. Ifthe job is open until filled, then you may opt to
deselect. This will remove the closing date and time from the job
posting.

Select Continuous to display the word “Continuous” for the job posting

closing date and time. DHR will not manage statewide continuous
applicationsin NEOGOV.

Whatto Enter

Pre-populates withthe correct Recruiting File association, since you're
creating the job posting from the Recruiting File.

Pre-populates withthe same department assigned to the requisition
and resulting Recruiting File.

Pre-populates with the same division assigned to the requisition and
resulting Recruiting File.

Pre-populates withthe class spec specified in the requisition and
resulting Recruiting File.

Pre-populates withthe job title specified in the requisition and
resulting Recruiting File.

Pre-populates withthe same number assignedtothe requisition and
resulting Recruiting File.

Pre-populates withthe same job type assignedtothe Recruiting File.

20
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Job Posting Fields (Continued)

Field
* Job List

* Exam Type
* Advertise From

* Advertise To

Enable Maximum Number of
Applicants

* Maximum Number of
Applicants

(Required if Enable Maximum
Number of Applicants is selected.)

* Category

* Location On Job Posting
Display

* Application Template

* Reapply Period (Days)

* Required

What to Enter

You have a total of three pages on which your job posting candisplay:
(1) Default Job Listing (Open Competitive), (2) Promotional Jobs
(Statewide Promotional Opportunities) and (3) Transfer Jobs (Internal
Promotional Opportunities). The option you choose here will
determine where applicants find the job on our website.

Pre-populates withthe same exam type assignedtothe Recruiting File.
Enter the date on which you will start toaccept online applications for
employment. At 12 midnight (in your time zone) on the opening day
the job will post and accept online applications.

Enter the date and time on which you will close the job and stop
accepting online applications.

Select to close the job posting once a specified maximum number of
applications have been received. Closure will occur regardless of the
Continuous field selection. Ifthe Continuous field is not selected, the
job posting will close prior to the date in the Advertise Tofield.

Enter the maximum number of applications that will be accepted for
the job posting. Ifthe Continuous field is not selectedand the
maximum is not reached, the job posting will close on the datein the
Advertise To field.

Note: Due to a slight syncing delay between the online application
process and Insight, a few accepted applications over the maximum is
possible.

Select one or multiple job categories that

CIickl:l and select the location for this job opening.

CIickl:l and select the correct application template.

Enter the number of days a candidate must wait to reapply for this job
posting. If you do not want candidates to reapply for this job posting,

then set the number equal to the total number of days the job posting
is open, or higher. E.g., ifthe job postingis open for 14 days, then
enter 14.

Note: Setting the number to 0 is not recommended as this allows a
candidate to reapply as many times as they’d prefer within the same
day.

21
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Field
* Assigned To

Description

Example of Duties
Minimum Qualifications
Supplemental Information

If bilingual, which language is
desired?

Salary Information

Field
Auto-Update

* Minimum Salary
Maximum Salary

* Per

Based on “X” hours per year

* Show SalaryBreakdown

Salary Display

Remaining Job Posting Fields

Field
Internal Notes (optional)

* Supplemental Questions

What to Enter
Leave the default value of your name or assignto others if they are
managing the recruitment.

Click “Populate from Class Spec” to copy the verbiage over from the
associatedclass spec. This is the one and only time to take advantage
of the populate function; if you return back after saving, the populate
buttons will not be available.

Note: Minimum Qualifications MUST be imported from the class spec
file.

This field is for internal tracking purposes only. If bilingual is desired for

this job, then select the applicable language. Ifa language is selected it
will not display on the job posting.

What to Enter

Select Auto-Update to have salaryvalues updated automatically when
the associatedclass spec’ssalaryvalues are changed.

Enter the minimum salaryfor the job.

Enter the maximum salary for the job.

Select the rate that coincides with the minimum and maximum salary
values.

If applicable, select the correct hours per year.

Note: If all your salaries are based on 2080 hours per year, then this
pulldown will not exist.

Select one or multiple ways display the salaryvalues: Hourly, Daily,
Weekly, Biweekly, Semi-Monthly, Monthly and/or Annually.

If you do not want to display the salaryin a dollar amount, then select
this checkbox and then select from one of the following values:
Depends on Qualifications, Negotiable, Not Displayed, See Position
Description or Under Review.

What to Enter
Enter any additional information about the job postingin this field. The
notes will not display to OHC users orcandidates.

MarkYes if you have questions. Answering No here does not prevent
the addition of questions at a later time.

5. Once you're done, click Save.

22
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Create Job-SpecificSupplemental Questions

Currentlythe job postingis in draft status which allows for continued modifications, including the
addition of questions. You will now create job-specific supplemental questions. These types of questions
are often times usedto gather more specific information from candidates regarding their minimum and
desired qualifications that pertain specifically to the job opening.

Stepsto Create Job-Specific Supplemental Questions

1. From here you’re prompted to add the first job-specific supplemental question. Ifthe question
will only be usedfor this job posting and not for others like it in the future, you can proceed to
add the question. Otherwise, you can go to the item bank where the question will be stored
for upcoming job postings. For this training module, you’ll gain experience adding questions in
the itembank. Click Item Bank.

00002 Human Resources Analyst Item Bank | Scoring Plan
* Required
* Question
Ll
Question Code
This fiekd must be unigue.,
= = B Touh Avevocr Salar Ersn Chiirae Anciar Wioe /M~ Ancwor

2. Click Add New Itemto add your firstitem to the item bank.

Type Item Basket
0 items in the basket Checkout
Show All ltems

Add New ltem

ABCDEFGHIJKLMNOQPQRSTUVWXYZ
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3.

The item form will display.

* Question

* Category

* Type

* Response Format
* Input Type

* Response Options

* Required Question

Confidential

How many years of professional-level work experience do

you have as a Human Resources Analyst? @
Human Resources r
Summary of Work Experience v

Text Answer '® Sglact From Choices Answer Yes/No Answer
Radio b

When you choose the "Select From Choices” response format, you need to provide
several response options from which job seekers can choose

To enter the options use a text box displayed below.
Internal

Code Response Option Points Sort
None [No experience 0 +9 DELETE
Lessl [Less than 1 year 70 4% pelETE
o2 |1 year to less than 2 years | 85 4% peere
2103 |2 years to less than 3 years 100 4 ® peiere
3more 3 or more years 100 # % pelere
id Gpion

Yos ¥

I Check here if this question is confidential.

24
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4. Completethe form using the table below.

Field

* Question

* Category

* Type

* Response Format

* Input Type

* Response Options

* Required Question

Confidential

* Required

What to Enter

Enter the question.

Select the proper job category.

Select the proper question type.

Depending on the question, select Text Answer, Select From Choices
Answer. Do not use Yes/No Answer option.

If Response Format is set to Text Answer, then either Scrolling Text Box
(a largertext field) or Text (a single line text field).

If Response Format is set to Select From Choices Answer, thenselect
either Radio, Drop Down Box Single, Drop Down Box Multiple, or
CheckBox.

Note: If the question is multiple choice, then use either Radio or
Drown Down BoxSingle. If the question is multiple select, thenuse
Drop Down Box Multiple or CheckBox.

If Response Format is set to Select From Choices Answer, then click
Add Option to add a response option and then enter an abbreviation,
number or letterin the Internal Code field, the description in the
Response Option field, and optionally, a number in the Points field for
auto-scoring setup. If your question is a Yes/NoMQ, no points are
necessary. If your question is a non MQ Yes/No, enter points for the
option thatis the correct answer. If your question has ranking answer,
enter the appropriate points by response (ie. 0, 70, 85, or 100).
Repeat these steps to add additional response

options.

Select Yes to prevent candidates leaving the question unanswered.
Select No if answering the question is optional.

Select Confidential if there should be restricted viewing of candidates’
responses; otherwise, leave the checkbox deselected. Only Insight
users with access toview confidential information will see confidential
questions. OHC users will not see confidential questions, regardless of
permissions.

5. Once you have savedyour newly created question, search for it and add it to your question list. This will
add the question to your basket.
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6. Repeatsteps2-5toadd more questions.

*|f you want to use existing questions in the item back, add them to your list and check out. You can then
edit the question from your job posting. Editing questions from the item bank view will change the question
for all users.

7. Once you're done, click Checkout.

Type item

2 items in the basket

Education Do you have a Bachelor's Degree in Human Resources Remove
Summary of Work Expe... How many years of professional-level work experien Remove

8. Click the up and down arrows to arrange questions in the proper order.

00002 Human Resources Analyst Quick Sort | ltem Bank | Scoring Plan
h

of professional-level work experience do you have
sources Analyst?

3 or more years
2 Do you have a E%r‘,c?:c-ior(-:’ Dp_gr@sv ||: HL-II'hiH Rr-",cu,'lcrz: I|I1ﬁui!1|r'1|. . S X 2%
Relations, Public Administration, Business Administration, or a closely £t inactivate Lk B
related field? A=t

Mo
Please enter the exact field of your Bachelor's degree in the box . 7 X & @
3 P ot 7
below. If you do not have a Bachelor's degree, enter N/A, £t e ctivate Up D
g I how Ir i

9. When you finished adding and editing the supplemental questions, click on the job posting number and
titleto return to your draft.

10. Scroll down to the bottom and click save.

11. Your job posting with supplemental questions is complete and ready for DHR to review.

12. Usethe job posting checklist provided by DHR to ensure you have all required components for a
successful review and approval.

13. Createataskinthe Recruitment File task section asking DHR toreview your job posting and
supplemental questions. Assignit to DHR Recruitment.

Fields marked with an asterisk () are required

* Assigned To | Recruitment, DHR v |
“Priority
puepae | |

Send Emall

Comments
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Review the Referred List

It’s now time to have a look at the referredlist. The referredlist is your hiring list with eligible
candidates.

Stepsto Review the Referred List

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

NEOGOV Q, search O Jason Hanna
Dashboard  Jobs + O ©
Mi: Taela
2. From the My Candidates section, click the referred list to review.
: Q
My Candidates
R N I T
00001 Administrative Assistant Sales and Marketing Insight Sales Jason Hanna +1 03/18/2018
Showing 1-10of 1items | | | |

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

|:/\:| Requisition Detail

[0 copy = Print (%) Cancel Req

Administrative Assistant (00001)

Requisition Information Approvals Hire Workflow Candidates History
Requisition Detail Notes % Close
Administrative Assistant (00001)
Requisition Information Approvals Hire Workflow Jason Hanna
05/19/2018

This is a referred list of highly qualified candidates for the Administrati
ve Assistant position. Next steps: (1) Schedule candidates for on-site i
nterviews. (2) Conduct on-site interviews. {3) Extend an offer of emplo
yment to the top candidate. (4) If the top candidate accepts the offer,
complete the hire process,

Candidates

27



NEOGOV

3. Your Insight Administrator has configured the referredlist’s columns of data. If you prefer to

display fewer columns, click @ and deselect.

© Referred v & Actions v m More Q
Master Total Total Action Referral Referral ~ Action Date
| ] B | Name 3
Profile Rank Score Date Code Expires v B
Stuart, Janet 2 1 9300 0519/2018 000022 o Master Profile Active
~ Name
Avenenti, Alice 9 2 9100 0519/2018 000022 + Notices forrec YU
- + Referral Code
Nations, David 2 3 8800 05/19/2018 000022 Active
+ Referral Expires
Deligiannis, Maria 2 4 86.00 0519/2018 000022  Status ferrec YN
~ Total Rank
Barajas, Sandra 2 5 84.00 0519/2018 000022 ol Score ferre YU
-
Taylor, Rand 0 5 8100 05/19/2018 000022 i
b Y s + Rating m.&cuv .
- o] A canmns nnnn

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

Referred List Report

Requisition Information

Requisition Number Division New Position
00om Insight Sales No
Department Class Title Position #
Sales and Marketing Administrative Assistant (5360) 000365
Working Title Job Type Vacancy Date
Administrative Assistant Full time, permanent 1302018
Wacancies Desired Start Date Name

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

Regular Jason Hanna, Cheryl Ward

LAV SV SV SV S S SV S S S S S S S SV 8 S 4

Total Total Action _
Name Rating
Rank Score Date
Start, Janet 1 93.00 05/19/2018
Avenenti, Alice 2 91.00 05M19/2018 N/A
Nations, David 3 8800 05M19/2018 N/A
Dialinianniz Maria 4 260N NEAGIMS

5. Closethe report page to returnback to the referred|list.
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6. Exportingthe referredlist also takes place from the same page. Select the candidates to be

exported.

@ Referred v

n records are selected.

2 Actions v

[] More Q

Clear selection

Subrt, Janet 1 93.00
Avenenti, Alice 2 91.00
Nations, David 3 88.00 N/A
Noliniannic hMaria a (=¥alal

7. Onthe More menu, click Export to CSV.

@ Referred v

Z  Actions v

i More Q

&= Export to CSV

Stuart, Janet 1 93.00 N/A
Avenenti, Alice 2 91.00
Nations, David 3 88.00
Dalinianniz Mars 4 F-Aa%a)

8. Save the export file to your preferredfile location.

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

H ©-

Insert

Page Layout

candidates.csv - Excel

Formulas Data

Review = Help

Jason Hanna

ACROBAT

Eal

Q Search

C I Calibri -1 - General - %ConditionalFormatting' E““Inser‘t -2 ;Tv
D fy- B I U- A & $ - 9% » [7/Formatas Table~ £ Delete - - P~
Pavste ~ DA~ i [7 Cell Styles ~ =1 Format~ & -
Clipboard = Faont ] Alignment ] Numh{ ] Styles Cells Editing £
Al A 5 Name
A B | © | D | E | F | G |
1 |Name [Total Rank Total Score Rating
2 |Stuart, Janet 1 93 N/A
3 |Avenenti, Alice 2 91 N/A
4 |Nations, David 3 28 N/A
5 |Deligiannis, Maria 4 86 NfA
& |Barajas, Sandra 5 84 NfA
7 |Taylor, Randy 6 81 N/A
& |Ghan, Richard 7 77 N/A
9 |Amarillas, James 8 73 N/A
10
candidates ® 4 v
Ready iz mo - ] + 100%
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Schedule Interviews

It’s now time to move your candidates to the interview step.

Stepsto Schedule Interviews

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

NEOGOV Q Search O Jason Hanna Vv
Dashboard ~ Jobs ~ + © ©
Vlog SPcvallom oo ano o

2. From the My Candidates section, click the referred list that will have interviews.

My Candidates a

s Candidates Department = Division =]

‘ Created On

Req# = Requisition Title Hiring Manager

00002 Human Resources Analyst 9 Human Resources Administration Jason Hanna 05/03/2017

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

Showing 1- 2 of 2 items ‘7‘ ‘7‘

3. Select the candidates that will be moved to the interview step.
On the Actions menu, click Move to Interview.

" Referred : 9

@ Referred v % Actions v More Q

Reject
n records are selec
Move to Interview

Move to N
Move to Hire
Bla,

Clear selection

Action . Master
Notices .
Date Profile
Q
~

Select all 9 records

Send Notices 05/07/2017 - Active
Print Apps
Cole, Linda 05/07/2017 2 Active
Newman, Carla 05/07/2017 2 Active
Ortman, Julie 05/07/2017 2 Active
Palmer, Mark 05/07/2017 2 Active
Storn Dhilln N&8/07/2017 Q Arti

Note: Your hire workflow may have a customized name for the interview step, e.g., On-Site
Interview. If so, click the customize name to move the candidates to that step.

5. Click OK to confirm moving the candidates.
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6. The selected candidates have been moved from the referred stepto the interview step. Tosee

them again, the view must be switchedto the interview step candidates. Onthe doughnut
chart, click Interview, or on the Candidates menu, click Interview.

~ Referred : 3

Interview : 6

N

@ Referred v & Actions v More Q

All Candidates

Action Master

Notices Status
Offered Date Profile
Interview 2 " .
- ‘ole, Linda 05/07/2017 pes Active
Rejected tern, Phillp 05/07/2017 o Referred Active
Walkar Michaal ne/nzrome o s
Reject a Candidate

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

Stepsto Rejecta Candidate

1. Ifyou're not alreadyviewing the referred list of candidates, return back. From the My
Candidates section, clickthe referred list.

NEOGOV B Q search @) sacontamna

Dashboard  Jobs ~ + O ©

My: Toelre e a0

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

~ Referred : 3

Interview : 6

N

@ Referred v % Actions v More Q

All Candidates

Master

Offered Notices Profile Status

Referred Active

Walkar Mirhaal ae/az/o07 o i

Interview

Jo

Hired ‘ole, Linda 05/07/2017

Rejected

Jo

tern, Phillp 05/07/2017
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Click the name of the first candidate to be rejected.

Action . Master .
. Name Notices 7 Status Rating
Date Profile
Blackburn, Gordon ~ 05/08/2017 - 2 Scheduled for 10/17/2017 1. (3 60.00%
Newman, Car 05/08/2017 2 Scheduled for 10/19/2017 1. (Zaad 90.00%
Ortman, Julie 05/08/2017 2 Scheduled for 10/17/2017 2:.. (a3 75.00%
Dalmar Mark NE/0R/2017 = o} CSrhadulad far 10 /1Q/2017 1 mﬂ: faTal’4

On the Actions menu, click Reject.

Douglas Haddad &« Prev Next — 2 Actions S Print Cancel
Person ID: 21987280 ([El el /
Reject
Application Questions E-References Notices History Move eferred
— Move to OnWyte Interview
(e Move to Offered
QUICK JUMP... [«

o :
2, General Information

Move to Hire

Yo

General Information 123 First Street %, (888) 555-5555 | Send Notices
. Springfield, CA 11111 (a88) 555-5555  Schedule interview
B Work Experience
Rate
g Education Notification Preference SSN Highest level of education

=
CIickH and select areject reason.

If preferred, enter comments providing more details.

Reject Details

Reject Reason *

Not best qualified

Comments

Gordon did not pass the on-site interview

process.

Once you’re done, click Save.

Repeat these steps for any remaining rejected candidates.
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Stepsto Reject Candidates in Bulk

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

1. Ifyou're not alreadyviewing the referred list of candidates, return back. From the My
Candidates section, clickthe referred list.

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

Showing 1- 2 of 2 items ‘ ‘ ‘ ‘

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

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

4. Onthe Actions menu, click Reject.

@ Referred v & Actions v More = Q

Reject .
a records are selec . Clear selection
Move nterview

Action Master
7 Move to Offered bt Notices o Status
Move to Hire ake e

Cole,| Send Notices 05/07/2017 o 2 Active
Print Apps
stern, Phillp 05/07/2017 = 24 Active
Walker, Michael 05/07/2017 - 2 Active
n Items per page 10 -~ Showing 1- 3 of 3 items

5. CIick and select areject reason.
6. If preferred, enter comments providing more details.
7. Once you’re done, click Save.

8. Repeatthese steps for any remaining rounds of rejected candidates.
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Make an Offer

Required OHC role: With the OHC role of Hiring Manager or HR Liaison, you can make an offer of
employment for the preferred candidate.

Steps to Make an Offer

1. Ifyou're not alreadyviewing the referred list of candidates, return back. From the My
Candidates section, clickthe referred list.

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

Showing 1 - 2 of 2 items | ‘ | ‘

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

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

Action Notices Mast.er Status Rating

Date Profile
Blackburn, Gordon 05/08/2017 = rQ\ Scheduled for 10/17/2017 1... m 60.00%
Newmap, Carla 05/08/2017 - 2L Scheduled for 10/19/2017 1. (2o 90.00%
Ortman, Juli 05/08/2017 == rQ\ Scheduled for 10/17/2017 2.... m 75.00%
Dal Marle NE/NR/IONT [o] Crhadilad far 1IN AQ/AN1T 1 @ QE NNOL

4. Onthe Actions menu, click Move to Offered.

Carla < Prev Next — ‘ 2 Actions (5 Print Cancel
Newman

Reject
Person ID: 31400911 VA rass |

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

Move to
QUICK JUMP... [« o Send Nofices

Gene . _
M Schedule interview

2, General Information 122 Main  Rate
Th e Los Angeles, CA 90001
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5. Enterthe offer date and any additional details including dollar values and comments.

Make Offer
Carla Newman (Person ID : 31400911)

Offer Details

Offer Date *

10/24/2017

Offer Amount

$ 50000.00

Bonus Amount

$

Comment

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

Steps to Update Offer Status

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

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

My Candidates

Q
Reg# =+ Requisition Title = Candidates Department = Division = Hiring Manager ‘ Created On
00002 Human Resources Analyst 9 Human Resources Administration Jason Hanna 05/03/2017
00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017

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

Rejected : 3 ™~

8

Interview : 5

Offered : 1 /\

@ Interview v & Actions v More  Q
All Candidates |
Action . Master .
Referred Date Notices Profile Status Rating
Offered
i n, Gordon  05/08/2017 - & Scheduled for 10/17/2017 1. () 60.00%
Rejected Julie 05/08/2017 £ 2 Scheduled for 10/17/2017 2... (220 75.00%
Dalrmar Mavl Nne/na /2017 O Crbhmrhiladd far IN1QMHN1T 1 @ Q8 NNOL
3. From the Status column, click Pending.
] Action . Master
Name Notices _ Status
Date Profile
Newman, Carla 05/08/2017 -- rQ\ Pending
n Items per page 10 v Showing 1-1of 1items
4. Click Edit and either Accepted or Rejected.
5. Enterthe response date and any additional details.
Make Offer Cancel Save & Submit

Offer Details

Offer Date *

10/24/2017

Offer Response Date

10/25/2017

Offer Amount

$ 50000.00

Bonus Amount

Carla Newman (Person ID : 31400911)

v Accepted X Rejected 1

Answer Pending

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

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

Stepsto Hirea Candidate

1. Ifyou’re not already viewing the referred list of candidates, returnback. From the My
Candidates section, clickthe referred list.

My Candidates

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

Showing 1 - 2 of 2 items ‘ | ‘ ‘

2. Onthe doughnut chart or on the Candidates menu, click the offered step.

Rejected : 3 ™~
Interview : 5
Offered : 1 / \
@ Interview v # Actions v More Q
All Candidates | |
etion Notices Master Status Ratin
Referred Date Profile 2
Offered 5 )
e n Gordon  05/08/2017 - 2 Scheduled for 10/17/2017 1. (@) 60.00%
Rejected Julie 05/08/2017 - 2 Scheduled for 10/17/2017 2...  (E0a) 75.00%
Dalmar Marl NE/OA /2017 Q Cohadilad éne 1N /10 /2M7 1 [ 5. PR
3. Click the name of the candidate to hire.
Action _ Master
. Name Notices _ Status
Date Profile
Newman, Carla 05/08/2017 - p=s Accepted
n ms per page 10 v Showing 1-1of 1items
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On the Actions menu, click Move to Hire.

Person ID: 31400911 Relii==!

Reject

Application Questions E-References |

|' « ‘| Move to Hire

QUICK JUMP...
™ Gene Send Notl

O .
~ General Information 123 Main Street

Los Angeles, CA 90001

2] ‘Afmel Euwmcmsd

Carla Newman 2 Actions

Move to Referred

Move to Interview

= Print Cancel

lotes

Enter the start date and any additional details.

Hire Form Save & Close
Carla Newman (Person ID : 31400911)

1. HIRE INFORMATION 2. APPROVALS

Hire Information

Active On Eligible List?

Comment

Offer Date * Date Offer Accepted *

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

$ 50000.00 $
Start Date * Orientation Date

1/01/2017 11/01/2017

Filled Date
10/25/2017

Save & Continue to next Step

3. ATTACHMENTS

Once you’re done, click Save & Continue to Next Step.
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7. The State does not use approval workflows. Click Save & Continue to Next Step.

8. Dragany file attachments tothe third hire form page and click Save & Submit.

Add Attachments

Drag and drop your file
here, or browse

Supported file types are .doc,

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

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

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

Stepsto Print Applications

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

O Jason Hanna v

NEOGOV Q search

Dashboard + O ©

Jobs

Ry: Tl

2. Ifyou’re assignedthe OHC role of SME or Rater, gotothe listing of candidates.

My Tasks view aLL> o

1

SME Review

5 Related To s Division <

Department =]

Date Assigned B

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

Showing 1-10f 1items ‘ |

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

& Print Q

N

Candidates

8

Unreviewed

B records are selected.

. Person ID
2 31400915
2 31400910
L2 31400912
2 31400917
O ZIANNGIO

-

Candidate Name

Eva Varner

Gordon Blackburn

Julie Ortman

Kelley Vaughan

Linda Cal

Assigned By

Jason Hanna

Jason Hanna

Jason Hanna

Jason Hanna

a

Clear selection

Last Reviewer <

Select all 8 records

Last Reviewed <
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4. Alternatively, if you're assigned the OHC role of Hiring Manager or HR Liaison, goto the referred

list of candidates.

My Candidates

Requisition Title

Division

00002 Human Resources Analyst 9 Human Resources

00006 Administrative ABgstant 9 Public Works Roads

Administration

Hiring Manager Created On

Jason Hanna 05/03/2017

Jason Hanna 05/07/2017

Showing 1- 2 of 2 items

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

6. Onthe Actions menu, click Print Apps.

@ Referred & Actions
Reject N

B records are selec Clear selection
Move to Skype Interview

Move to On-Site Interview Action = Master
o Notices e
Move to Offered Lo rofile

L] - Haveloking 05/08/2017
Send Notices
g € Print Apps 05/08/2017
] Newman, C 05/08/2017 e &
- L] o

More Q
Select all 9 records

Status

Referred JEYSIV

Referred VSV

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

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

browser.

o Create PDFwith Applications: Creates a PDF of applications without candidates’ uploaded

attachments.

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

Select your preferred printing option and click Continue.

| @ Referred

v H.ﬁ Print Apps  * |

Print Applications

Cancel Continue

records are selected.

Blackburn, Gordon 05/08/2017
Cale, Linda 05/08/2017
Newman, Carla 05/08/2017
Ortman, Julie 05/08/2017
Palmer, Mark 05/08/2017
Stern, Phillp 05/08/2017
Varner, Eva 05/08/2017
Vaughan, Kelley 05/08/2017

You've selected 5 applications to print

‘ Print Options
Print Applications Now

Limited to a maximum of 25 applications. Preview
and print applications directly from your browser

Create PDF with Applications
A PDF will be generated and you will be notified
via email when it is ready to download.

@ Create PDF with Applications and Attachments

A PDF will be generated and you will be notified

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

@ Referred Actions : : :
| = g Print Applications Close
a records are selected.
Preparing PDF...
] Blackburn, Gordon 05/08/2017 Raving
Your applications are preparing for print.
= Cole, Linda 05/08/2017 I If more than 100 applications are selected,
multiple PDFs will be generated.
L DENTIE e DR You will receive an email with a link to download
(] Ortan, Julie 05/ 017 | the PDF when processing is complete.
(-] PelrarMaoe 05/08/2017 Remember, you can always view, download, and
print your applications for up to 30 days here
9 Stern, Phillp 05/08/2017
Varner Eva ns/na/mmz

9. Gotoyour saved PDF. On the Profile menu, click Print Applications.

NEOGOV OHC O Your Name v

Dashboard Jobs v My Profile
Print Applications

Help

My Tasks ViEw aLL>

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

Print Applications

Job# = | Job Title $ | Total Applications + | Report Type Start Time End Time
00002 Human Resources Analyst 5 Applications Resumes And At 05/08/2017 O1:45 PM 05/08/2017 O1:45 PM View
00002 Human Resources Analyst 5 Applications Only 05/08/2017 O1:41 PM 05/08/2017 O1:41 PM View
- Items per page 20 Showing 1- 2 of 2 items
= 811167_1720253_05082017_134530_772811.pdf - Adobe Acrobat Pro -0 “
File Edit View Window Help *®
Boe [Row- D8 ecrbbbe —
@) [1]ase | { B R=REN A % B Tools | Fill&Sign | Comment
Julie Ortman SSN:NIA Received: 4121117 621 PM o
EMPLOYMENT APPLICATION
MAJESTIC COUNTY Received: 4/21/17 6:21
100 State Street PM .
Grand City, California 90927 For O.ff'c'al Use Only:
e . 310-555-5309 QUAL:___
\ L\ l ]L https://www.majestic.qov DNQ:
L = & oExperience
= Ortman, Julie oTraining
C O L] N ] \I 00002 HUMAN RESOURCES ANALYST aOther:
PERSONAL INFORMATION
POSITION TITLE: EXAM ID#:
HUMAN RESOURCES ANALYST 00002
NAME: (Last, First, Middle) SOCIAL SECURITY NUMBER:
Ortman, Julie N/A
ADDRESS: (Street, City, State, Zip Code)
123 Main Street, Los Angeles, California 90001
HOME PHONE: | ALTERNATE PHONE: | EMAIL ADDRESS:
DRIVER'S LICENSE: DRIVER'S LICENSE: | LEGAL RIGHT TO WORK IN THE UNITED STATES? v
n Y Stato. h n 0N




