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NEOGOV”

1.0 Introduction

Introduction

The Online Hiring Center (OHC) engages hiring department staff and approval groups in the selection
process from requisition to hire. This guide includes steps to create a requisition for classified and
unclassified online hiring.

The Online Hiring Center (OHC) will enable hiring departments to create requisitions to fill vacant
positions online, electronically route the requisitions for approval, review applications online and
designate applicants for interview online.

The entire process of submitting a request to advertise, reviewing applications, rating applications and

submitting hiring recommendations will be electronic, including approvals.

1. Open your Internet Explorer web browser to access the system at
https://login.neogov.com/.

2. Enter your Login User name and Password. (Your username will be your College email
address and a password of your choice).

OHC Roles

There are five user roles in the OHC: Hiring Manager, Rater, Approver, Originator and HR
Liaison. The table below provides details regarding the tasks each role is permitted to complete.

Hiring
Permitted Task Originator HR Liaison Manager Rater Approver
Create requisitions ° L L4
View all assigned departments' °
requisitions
Manage all assigned departments' OHC °
user accounts
Approve/deny requisitions °
View applications ° L ° °
Send notices to candidates °
View and rate assigned referred lists °
View and take action on assigned °
referred lists
View and take action on all assigned °
departments' referred lists
Approve/deny hires °

The single sign-on link to access NEOGOV is:
https://login.neogov.com/Signin?siteCode=IN
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NEOGOV™

2.0 OHC Dashboard

OHC Dashboard

After signing into the OHC, your dashboard displays. This is a centralized place of items that
require your attention. In the OHC world, these are your assigned tasks, referred candidates, and
associated requisitions. Whenever you need to return to the dashboard, click Dashboard from the

upper left. P

NEOGOV BHE OHC o Search ﬂ Jason Hanna ~
Dashboard 1003 + .:_L_‘:
My Tasks

From the My Tasks section, you can act on requisitions pending your review.

The default view displays all tasks pending your review. Click one of the color tabs to view a
specific task type. *Once you complete the task, it is removed from this list.

My Tasks view aiL: Q
Total
= Related To - Date Assigned - Department = Drivision
SME Review (9) m Sales Associate (O00.. a4/28/2016 Sales and Marketing State and Large Agency Sales
Approval m Customer Service Re 04,/28/2016 Operations Customer Succass
Appraval m Administrative Assist 04/29/2016 Operations Human Resources
Interview (1) m Administrative Assist 04/29/2016 Operations Human Resources

Showing 1- 4 of 4 items |

To View all tasks, including completed ones, click VIEW ALL

My Tas! @

You do not have any open tasks!
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NEOGOV™

2.0 OHC Dashboard- cont’d

My Candidates

From the My Candidates section, your list of qualified applicants will be available for review.

My Candidates a
Reg # < Requisition Title - Candidates = Department < Division - Hiring Manager Created On
00006 Administrative Assistant a8 Operations Human Resources Jason Hanna +1 04/28/2016
Q0010 Database Administrator 5 Development IT Qperations Jason Hanna 09/18/2016
Showing 1- 2 of 2 items | |
My Requisitions

From the My Requisitions section, four types of requisitions will display that are associated with

you:
= Draft — Requisitions you created and saved but have not yet submitted
= In-Progress — Requisitions you submitted that are in progress of being approved.
= Approved - Requisitions you submitted that have been approved by all groups.

= Open — Requisitions you submitted and opened by HR for recruiting. (This status lets you

know the position is posted.)

Click one of the color-coded tabs to view a specific type.

My Requisitions view aLs

3

Total

Reg & Requisition Title Department L-ivision Hiring Manager Approval Created On
00003 draft Accountant Operations Finance Jason Hanna (O Draft 04/28/2016
00007 NET Prog. Development Production Applications  Jason Hanna « Complete  04/28/2016
00008 Customer Operations Customer Success Jason Hanna +1 L oofa 04/30/2016

To view all requisitions, including open, filled, and cancelled, click VIEW ALL.

My Requisitions view aLi>
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NEOGOV™

3.0 Create a Requisition

The requisition is replacing the Request to Advertise. When a hiring department has an open position,
submit a requisition as a request to fill the vacancy.

There are two methods to begin the process of creating a requisition.

Method 1: On the [+] menu, click “Requisition”

NEOGOV > O Jason Hanna
Dashboard Jobs ~ + o ©
Requisition
My Tasks wview aLL: \

Method 2: On the Jobs menu, click “Requisitions”

NEOGOV

Dashboard Jobs ~ — ® ©

Requisitions

My Job PostMgs  1ew ALL >

Then click “Add”

Requisitions

+ Add | All .

. Regq # < Title - Department < Division ~

Human Pecniirrac Analuet
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NEOGOV™

Steps to Create a Requisition

3.0 Create a Requisition- cont’d

1. The first of three requisitions form pages will display

Create Requisition

m Somhe

Requisition Details

* required fields are marked

Requisition #

[Assigned when requisition is saved]

Class Spec™* @

Find

lass spec

Desired Start Date

MM/DD/YYYY

Job Type

Number of Vacancies

0

Does the hiring manager want to review applications before they are sent to search

committee members? *
Yes No

Number of hours working per week *

Closing date of posting

MM/DD/YYYY

Additional Advertising
The Chronicle of Higher Ed

HigherEdJobs
NCAA
The News Star

Other

Position Details
New Position?

Yes @ No

Comment

Online Hiring Center Guide

0O
(S

X Cancel Save & Close Save & Continue to Next Step

Division/Department *

Find a

Vdeparment

Working Title

Hiring Manager *

Find a hiring manager

List Type

Employee Classification *

Faculty
Unclassified

Classified

Date to begin the posting *

MM/DD/YYYY

Is this a continuous posting? *
Yes No

List Other Advertising Locations

(&) Add Position Detail
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NEOGOV™

3.0 Create a Requisition- cont’d

2. Those marked with the red asterisk (*) are required fields in the Requisition form

= Requisition # - will be automatically assigned.

= Division/Department — Choose from the list available by clicking on the magnifying glass

= Class Spec — This is the Job Description (this is not the job posting; the posting can be
changed to be more specific; only HR can edit Class Specs. If the class spec is not listed, you
will need to provide HR with the job description in Word format before the requisitions can be
entered.

= (Click on the magnifying glass to choose from the list

= (Click on the underlined Class Spec title to view the job description. Click on “Print” to view
the details

= After you review, click close and move to the next section.

Create Requisition | .
g Class Spec Details Close
| Description Benefits

Plan, initiste, and manage information techno

Requisition Details Lead and gui

between busine

logy (IT) projects.

# required figlds are marked with asterisk . ) A ; 3 )
stages and assess business implications for each stage Monitor

progress to assure deadlines, standards, and cost targets are met.
Requisition # [
- Detailed Work Activities
[Assigned when requisition is saved]

Manage project execution to ensure adherence to budget,

schedule, and scope.

ject plans for information technology

rmation such as project objectives,

" o mme £ Simm mmnnibinas =l

=  Working Title — Enter a title used for job posting or to specially identify the position being
recruited if different from the Class spec title

Desired Start Date — Enter desired start date

= Hiring Managers — the actual Hiring Manager of the requisition

Job Type -Select the appropriate employee classification

List Type — Select an item from the list that best identifies the job list on which to post

= Vacancies — Enter the # of vacancies to be filled.

Does the hiring manager want to review applications before they are sent to search committee
members? If no is checked, the search committee will rate applications before they are sent to the
hiring manger. Only those applications with a passing score will be sent.

Employee Classification — Choose one

=  Number of hours working per week — Enter a number

Date to begin posting — Can be a future date or current date

Closing date of posting — If continuous posting, leave blank

Is this a continuous posting — Choose one
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NEOGOV™

3.0 Create a Requisition- cont’d

=  Proposed Advertising — Checking additional advertising may require additional cost

= Position Details: New Position?
= “Yes”: click yes and move to next section
= “No”: click “Add Position Detail”, meaning that this is a replacement for the position
= Position# will be: 0000

Position Details

New Position?

Yes @ No
Position # * Vacancy Date
\ MM/DD/YYYY
Position # s required
First Name Last Name

= Comments — Enter comments regarding the requisition (optional)

3. Select Save & Continue to Next Step: The approval workflow will be displayed.

Create Req uisition X Cancel Save & Close Save & Continue to Next Step
SRR ATRERIEEE ¢

Approval Workflow

* required fields are marked with asterisk

@ Add Approval Group
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NEOGOV™

3.0 Create a Requisition- cont’d

4. Next, click on “Add Approval Group”
= Required approval steps in order
1. Hiring Manager: This approval group is only needed if it is NOT the hiring
manager that is filling out the requisition
2.Vice President Business Affairs
3.Human Resources: Select the HR Staffing Specialist responsible for your area

Approval Workflow

* required fields are marked with asierisk

Approval Group ™ Due Date

Select an approval group C MM/DD/YYYY

Approval group is required. Only groups selected from dropdown are valid.

Approvers *

Search Approvers

Add Approval Step Cancel

5. When finished, click “Update Approval Step” to then add the next approver.
*You must click on “Updated Approval Step” to add the person.

Approvers Status )
ST e 1]
Budget Nancy Reed , + o Due Date Comments
1more Pending..
Approval Group * Due Date
o ~ i
Budget (=) G 01/09/2018 Gl

Approvers *

Nancy Reed ()

Richard Gonzales ()

Search Approvers

Update Approval Step Cancel
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NEOGOV™

3.0 Create a Requisition- cont’d

6. Drag file attachments to the third requisition form page and click Save and Submit.
Required attachments:

1) Position Justification Form (Please have the first line of signatures already signed on
the form)
2) Updated Job Description (word template) *you only need to attach this if the Class
Spec needs to be updated
3) Rating Matrix Criteria Form: This is only needed if you want to rate your candidates
using the rating matrix

Add Attachments

o el il O S 0l e U .
n "
] ]
L] n
| ] | ]
; @ ;
| ] | ]
n n
] | ]
n n
» Drag and drop your file here, or -
i browse i
] 1 ]
| ] | ]
i Supported file types are .doc, .docx, .gif, .jpg. : H
] .pdf, .png, .ppt, .pptx, .rtf, .txt ﬂ ]
| ] | ]
i i
L] -

7. At the top right, click “Save & Submit”

Edit Requisition X Cancel Save & Close

Assistant Professor (00019)

1. CREATE X 2. APPROVALS +/ 3. ATTACHMENTS +/

Approval Workflow

* reguired fields are marked with aste,

Approvers Status Due Date .
Comments Z
Barbara Pugh ® Pending.. 10/29/2018
. . Approvers Status Due Date N .
e VP Business Affairs PP Comments Z
Kristi Davis ® Pending... 10/30/2018
Approvers .
Human Resources Status Due Date Comments Z i
Amy Hedges
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NEOGOV™

4.0 Approve a Requisition

Approve a Requisition

In the My Tasks section of your dashboard you can review a requisition sent to you for
approval. Select the pending requisition and choose to approve, deny, or hold. The cancel
selection is not available for approvers. A requisition must be cancelled by the person
who created it or someone with the HR Liaison role. Additionally, if a requisition has
been approved, it can be cancelled by an HR staff member with Insight access. The hiring
manager can view the requisition status at any point during the approval process.

Steps to Approve a Requisition
1. If you’re not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV oie v Q search @ Jason Hanna v
Dashboard  Jobs ~ + & @
Miy: Toarlrm wiew a0,

2. From the My Tasks section, click the requisition pending your review.

My Tasks view aiLs Q

Requisition Approval

Related To = Date Assigned A Department = Division <
Approval B 17 Project Manager (00003) 05/05/2017 Information Technology
Approval m Customer Service Representativ... 05/05/2017 Information Technology

Showing 1 - 2 of 2 items | ‘

The approval workflow template will display on the second page of the requisition form. Indicate a
due date. Status emails will be sent throughout the process; you can have multiple
approvers at one level of the approval process.

3. After clicking on the title to review requisition, click on ‘Approve/Deny/Hold’

Requisition Approval Cancel

Customer Service Representative (00005)

Comment (Optional)

| approve this requisition. Thank you!
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NEOGOV™

4.0 Approve a Requisition- cont’d

Requisition Approval

IT Project Manager (00003)

Send Back to Step Comment (Optional)

Originator - Hanna Jason C The County Administrator’s Office requires a new position justification
report (i.e., not a replacement of staff). Thank you in advance for
providing this report.

o . APPROVAL TIMELINE
Requisition Details

05/05/2017 by Cheryl Ward

Requisition Number Department Budget

Dickhoed 1 an

Note: Requisition will be placed on hold if board approval is needed. Hold also can
be used if approver does not want to push through at the time.

Would you like to see where in the approval process the requisition is? If so, from the ‘Dashboard’ click
on the ‘Requisition’ and go to the ‘Approvals’. Here you can see what step the approval is in.

\> Requisition Detail

[ Copy (® Cancel Req l
Budget Manager (00055)

Requisition Information Approvals History
Approvals Approval Timeline
° Hiring Manager (HM) Due Date: 02/13/2019 o 4@ Todayat9:47 AM
Fernando Cordova approved on 02/12/2019 by Fernando Cordova g Fernando Cordova approved
° VP Business Affairs Due Date: 02/14/2019 PN . Today at 9:59 AM
Kristi Davis approved on 02/12/2019 by Kristi Davis 4 Kristi Davis approved
° Human Resources Due Date: 02/15/2019 e e 1 Today at 10:03 AM
[ ) N
Lamont Windom approved on 02/12/2019 by Lamont Windom Lamont Windom approved
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NEOGOV™

5.0 Rating Candidate Applications
(Unclassified Positions only)
Application Rating

This step allows the search committee to rate applications based on certain criteria set forth by
the hiring manager. Only those applications with a passing score set by the hiring manager will
move forward in the application process. Raters will not be able to view ratings and comments
given by other committee members.

Note: Classified applications are received in the Civil Service system; therefore, not
available for rating in our system.

Steps to Complete a Rating

1. If you’re not already viewing your dashboard page, click Dashboard from the upper left.
You will receive an email when application is ready to rate letting you know you have a
task to complete

NEOGOV @ oHc v Q Search @) simon Davies ~

©

Dashboard Jobs ¥ C]

Ay Taclee sy i

2. Applications can be reviewed on users’ dashboard. From the My Tasks section, click the
rating pending your review.

My Tasks viEw ALL >

4 1 1 2

Total Interview Rating SME Review Requisition Approval

+ | Relsted To

Interview (8) m}-‘«tlmimslrawe Assistant (00001) Interview 05/20/2018 Sales and Marketing Insight Sales

Showing 1-1of Tiems ‘:l ‘:‘
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NEOGOV™

5.0 Rating Candidate Applications- cont’d

3. Click the name of the first candidate to be rated.

“/E\W Interview
\ )

Requisition

Administrative Assistant

Administrative Assistant (Requisition Number : 00001)

Requisition Number
00001

CURRENT STATUS
At Step

Intervisw (D Review In Progress

Person ID

‘ Candidate Name

2 21009745 Amariligs, James

5 21987330 Avenent, Al

1NQ0TA Be-. =

Evaluate Using Max Score Passing Score
Percemage 00 70 RELATED ITEMS
[E] Requisition
Candidates SPrint | Q
Total Unreviewed Reviewed

< | LastReviewer £

Last Reviewed = < | Average Score

4. Depending on how the step is configured, there are 2 options: a star rating or a numeric
value. Also, enter any comments and click Submit. The next candidate pending your

review will display.

Amarillas, James
Person ID: 21099745

Application  Questions  E-References

General Information

Jo

i3 Contact Information

]
B

0

o (BBE)555-5555 primary

(888)555-5555 alternate

Personal Information

Date of Birth

« Prev Next — & Print Cancel

* required fields are marked with asterisk

Simon Davies * 9000

James performed well at the on-site interview for most
assessment areas. Slightly less department-specific
experience.

%

Note: Once a rater submits a rating it is locked and cannot be changed.

Online Hiring Center Guide
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NEOGOV™

5.0 Rating Candidate Applications- cont’d

5. Repeat these rating steps for all remaining candidates. Click Cancel or click anywhere to
the left of the last candidate’s application review page.

Taylor. Randy — Prev Next — (= Print Cancel
Person ID: 21987295 (Average Score: 70.00) @
Application Questions E-References

* required fields are marked with asterisk

(Q-\ General Information

Simon Davies SCORE 70.00

Contact Information

Jo

Bh 123 First Sweet

gfield, IL 62702

LRI

Sprin
Mcnrall

6. Notice you have no unreviewed candidates and your review status is complete.

(=) Interview
(=2

Administrative Assistant (Requisition Number : 00001)

CURRENT STATUS
tion Number At Step
Srtota ~ Review Complete

Passing Score

L RELATED ITEMS

Requisition

Candidates SPrim | Q

T Unreviewed

My Score | Average Score

Candidate Name & | Last Reviewer

No candidates found

Showing No items to display
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NEOGOV™

5.0 Rating Candidate Applications- cont’d

7. After the rating is complete, you can view the results from the workflow step.

t/g\ Interview
e

Administrative Assistant (Requisition Number : 00001)

CURRENT STATUS

Candidate Name

Requisition Requisition Number At Step
Administrative Assistant 0oom Interview + Review Complete
Evaluate Using Max Score Passing Score
T O
Percentage 100 70 RELATED ITEMS
= Requisition
Candidates & Print Q
Total Unreviewed Reviewed

Last Reviewer 2 Last Reviewed 2 My Score Average Score

2, 21099745 Amarillas, James non Davies 05/20/2018 9000 B 5000

2 21987330 Avenenti, Alice Simon Davies 05/20/2018 8500 @ 85.00%

B 21099742 Barajas, Sandra Simon Davies 05/20/2018 60.00 &1l 50.00%

2 21100234 Deligiannis, Maria Simon Davies 05/20/2018 7500 Pass ERVeE
e S = = [~ __1

Online Hiring Center Guide
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NEOGOV™

6.0 Hiring Tasks

*The NEOGOYV Online Hiring Form replaces the “Employment Recommendation Form.”

Classified Hires: The hiring manager will let HR know the applicant that needs to be added to NeoGov
for the hire recommendation to be completed.

Steps to Hire a Candidate

1. If you’re not already viewing the referred list of candidates, return back. From the My Candidates
section, click the referred list.

My Candidates
Req# < 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 I ‘

2. On the doughnut chart or on the Candidates menu

Rejected : 3™~

g

Interview : 5
/\
Offered : 1~
@ Interview v # Actions v More Q
All Candidates
o Notices e Status Ratin

Referred Date Profile =
Offered o ]
Hired 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. (g 75.00%

Dalmar Marl Ne /Nna /an17 O Cebhacilad Eav 1N NAO/AN01T7 1 m [-]-Walal:
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NEOGOV™

6.0 Hiring Tasks- cont’d

3. Click the name the candidate to hire.

Action . Master
Notices Status

Newman, Carla 05/08/2017 Accepted

\ms per page 10 ~ Showing 1-1of 1items

Date Profile

o]
~™

4. On the Actions menu, click Move to Hire.

Carla Newman Z  Actions (=1 Print Cancel
Person ID: 31400911 '

Reject
Application Questions E-References | Move to Referred lotes

Move to Interview

Move to Hire

QUICK JUMP... («]
ek | O
("'\ Gene Send Noti
2, General Information 123 Main Street

Los Angeles, CA 90001
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NEOGOV™

6.0 Hiring Tasks- cont’d

5. Red asterisk (*) Complete the Hire Form. Those marked with the red asterisk (*) are required

fields in the Hire Form.

Hire Form

Windom, Lamont (Person ID : 5389279)

1. HIRE INFORMATION 2. APPROVALS 3. ATTACHMENTS

Hire Information

# required fields are marked with asterisk

Offer Date *

12/032018

Offer Amount

Start Date *

MM/DD/YYYY
Filled Date
MM/DD/YYYY
Base Salary
E3

Scheduled Hours *

Time Sheet Approver *

| =

Justification For Hire (include work experience, skills, certifications, references, etc) *

Active On Eligible List?

Online Hiring Center Guide

Cancel Save & Close

Date Offer Accepted *

MM/DD/YYYY

Date Offer Accepted is required

Bonus Amount

Orientation Date

MM/DD/YYYY

Months Employed *

Type in a search term

~
~

Administrative Stipend (faculty positions only)

3

Other Information (i.e. moving expenses, faculty start-up funds & ending date to spend
funds, additional stipends - phone, vehicle, etc.)

Highest Collegiate Education: College or University Degree Magor *
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NEOGOV™

6.0 Hiring Tasks- cont’d

Offer Date — Date offer to be made. If offer should be made when HR receives the approved hire
form, use today’s date.

Date Offer Accepted — Use today’s date

Offer Amount — Total salary offered, excluding a supplemental or moving funds

Bonus Amount — Any amount over the base salary

Start Date — Date employee is expected to start

Orientation Date —- LEAVE BLANK

Filled Date - LEAVE BLANK

Months Employed — Choose from drop down menu

Base Salary — Same as offer amount

Administrative Stipend — Additional salary for faculty including supplemental positions
Scheduled Hours — Schedule expected to work

Other information — Moving expense reimbursement, start-up funds, cell phone, etc.
Time Sheet Approver — Person approving employee’s time

Highest Collegiate Education — College attended and degree received

Justification for hire — Reason applicant should be hired.

6. Once you’re done, click Save & Continue to Next Step.

7. Approval Workflow: Here you will add the approvers. If you are unsure of whom to add, please
contact your Department’s Administrative Assistant, whom has been trained in NeoGov, for
further information.

Approval Workflow

ASpreveart
Budget Unit Head T StatuE Due Date Comments

Add name here

Approverd
Dean P Stotus e Date Commentis

Approvers
Commanis

w
2
c

&
[~}
=

Vice President

Add name here

Approverns
Human Resourcaes SOTUE Due Date Cammants

8. Keep the assigned approver(s) reminded about their approval task with a due date! Click enter a due
date, and then click Update Approval Step.
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NEOGOV™

6.0 Hiring Tasks- cont’d

9. The assigned approver(s) will receive a reminder email from info@neogov.com, with the subject
line, NEOGOV OHC Task Reminder, on the due day and each day the approval task is past due;
until the task is completed. In the contents of the reminder email will be a View Task button,
guiding the approver(s) to the task requiring their attention.

Task Reminder for Richard

Hi Richard,

You have a pending Hire Approval task:

Task

Hire Approval

Due Date
December 12, 2018

Requisition

Director of Information Technology

Requisition Number

00027

Department
Informaticn Technology
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NEOGOV™

6.0 Hiring Tasks- cont’d

With the OHC role of Approver, you can review a hire sent to you for approval.

Steps to Approve a Hire

1. Ifyou’re not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV

Dashboard Jobs

MAsr Toemlrm  ieue ass

+

e @

2. From the Tasks section, click hire pending your review.

My Tasks VIEW ALL >

= Related To <

Candidate =

Approval (3[ICH Administrative Assistant (00..  Carla Newman

Date Assigned -

06/16/2017

Due Date

Hire Approval

= Department Division =

Public Works Roads

Showing 1-10of 1items

3. Click Approve, type any comments and click Submit.

o Hire Approval

M Carla Newman / Administrative Assistant (00006)

‘ Cancel

X Deny

Comment (Optional)

Candidate Information

Offer Amount
$50,000.00

Candidate Name

Carla Newman

Person 1D Answer Date
3140091 10/25/2017
Date Referred Start Date

Nne/ne /a0y 11 /N1 /Ay

We currently have allocated funds for this hire. Approved!

= Print

APPROVAL TIMELINE

Pending...

Budget

Richard Gonzales , +1 more
Pending...

H HR

Simon Davies , +1 more

Online Hiring Center Guide
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NEOGOV™

6.0 Hiring Tasks- cont’d

Note: Approvers have the option of denying a hire. If this is done, the hire record can be sent back to any
one of the previous approval groups, or all the way back to the hiring manager. Depending on the
circumstances of the denial (e.g., additional justification), the hire approval process can be restarted. Once
the approval reaches HR, an offer will be made. HR has final approval.

Optional: Create Interview Notes and Schedule Interviews

Each candidate’s application record has a notes section for you to accurately document any activity/notes
as needed. Raters will not see these comments, only the hiring manager will. Please be mindful of
comments written, as they are always stored in NeoGov.

Steps to Schedule an Interview: You also have the ability to schedule interviews in this section.

1. From the My Candidates section on your Dashboard, click the referred list.

NEOGOV O Jason Hanna v
Dashboard  Jobs + O ©
My Toaclr~

2. On the doughnut chart or on the Candidates menu, click the step name where you have candidates.

_~~ Referred : 3
Interview : 6 \
@ Referred v & Actions v More Q
All Candidates
Action No Master -

jame jotices atus
Offered Date Profile
Interview P
fiired ole, Linda 05/07/2017 2 Active
Rejected tern, Phillp 05/07/2017 2 Active

Alaliar Michanl e /a7 no7 o]

3. Click the name the candidate to view their application record.

Master

Notices = Status
Profile

Jo

Blackburn, Gordon ~ 05/08/2017 Scheduled for 10/17/20171.. [l 60.00%

Scheduled for 10/19/2017 1... [ 90.00%

Jo

Newman, Carla 05/08/2017

Ortmaﬂk 05/08/2017

Dalmar Marl Nne/ne/a017 ] Crbndilad £as 1010 /2017 1 [ 5. . PR

4. Click the Notes tab.

Scheduled for 10/17/2017 2:.. [ 75.00%

Jo

5. From the New Note section, enter your note and then click Save Note.

©NEOGOYV 2019 Adapted for the University of Louisiana Monroe Human Resource Department
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