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Module 2 // Approve Requisitions
ODbjectives
 Create a requisition in NeoGov, including
copying requisitions
» Set up a chain of approvals, if necessary
Notes
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Module 2 // Approve Requisitions

New Recruitment Performance
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Module 2 // Approve Requisitions

What’s New?

« Select the position(s) to fill

» Create or copy a requisition

* Request ad proposal

» More area for comments and instructions
» Optional online approval
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HUMAN RESOURCES
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Notes
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Module 2 // Approve Requisitions

Terminology

» Approve a requisition: Completed by approvers
specified by department

» Authorize a requisition: Completed by HR

HHHHHHHHHHHHHH

Notes
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Module 2 // Approve Requisitions

Approval Groups

e Optional

* Three standard groups:
e Department Head
* Hiring Manager
» Payroll Coordinator

HUMAN RESOURCES

7100 Sa L CoIRC

Notes
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Module 2 // Approve Requisitions

Slide 1
NEOGOV &= » Deborah Carlson Al
Post ¥ Approvals ¥ Admin v + ®

My Requisitions
quisition | Show All Regs. in My Dept. | Show Approval Detail | View Department Users | Show Filled Regs. | Show Cancell

AIBICIDIEIEIGIHIIJIKILIMINIOIBIQIRISITIVIVIWIXIXIZ

Search for req. #, req. title or position #'[ ]

Position ID Department [ Division ' Created ¥ Action

00026 Cancel Reassign History
Page 1011 \Q\ In this video demonstration you will
I

- - earn how to Approve a Requisition.
n Progress Requisitions

1 record found Begln by clicking on the drop down
S menu.

Req.# Y Req. Title M
00045 | personnel Analyst Ul 1 | [

Cancel Reassign History

Page 10f 1
Approved Requisitions

8 records found.
Page 10of 1

Req.#Y  Regq. Title K Position ID Department ' Division ¥ Created ¥ Action

00030 HeaMAgmcy 10/07/14 | Copy Req Cancel History
1024114 | Copy Req Cancel History v
Hmn Q02 0 Aan History

In this video demonstration you will learn how to approve a
Requisition. Begin by clicking on the drop down menu.

0002

Text Captions

Notes
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Module 2 // Approve Requisitions

Slide 2

NEOGOV o v 1 Deborah Carlson « Al
v Admin ¥ + O
‘“ My Requisitions

Jept. | Show Approval Detail | View Department Users | Show Filled Regs. | Show Cancell
Hires CIDIEIEIGIHIIIJIKILIMINIQIRIQIRISITIVIVIWIX|YI|Z
Search for req. #, req. title or position #'[ ]
Draft Requisitions
2 records found.
Page 10f 1

Position ID Department [ Division ' Created ¥ Action

Req.# ' Req. Title K
Cancel Reassign History

Page 1011 ‘ Select Approvals on the menu bar.

In Progress Requisitions
1 record found

Page 10of 1 |

Req.# Y Req. Title i Position ID Department O Division I Created 3 Action
00045 Personnel Analyst /I Fasairces 1107114 | Edit Copv Reg Cancel Reassign History

Page 10f 1

Approved Requisitions

8§ records found.
Page 1 of 1
Req.#Y  Regq. Title K Position ID Department ' Division ¥ Created ¥ Action
00030 Health Agency 10/07/14
: = v
0002 SR ) > oy R . 1

Text Captions

Select on the menu bar.

Notes

Section page 9 of 29
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Module 2 // Approve Requisitions

Slide 3
NEOGOV o v 1 Deborah Carlson »
Post = Apn_rg\\fals v Admin ¥ + @
QQJ Hons My Requisitions
Jept. | Show Approval Detail | View Department Users | Show Filled Regs. | Show Cancelled Regs.
Hires CIDIEIEIGIHIIJIKILIMINIQIRIQIRISITIVIVIWIXIY|Z
Search for req. #, req. title or position # [ ]

Draft Requisitions

2 records found.
Page 10of 1
Req.#Y Req. Title ki Position ID Department ¥ Division ¥ Created [Y Action

Administrative Assistant - HR Ope: Human 5 : :
oodag: || CTEIC IR S - R:mm 1002114 | Edit Copv Req Cancel Reassign History
00008 | Clerical Assistant to Katie Maloney wr (R 0806114 | Edit CopvReq Cancel Reassion History
Page 10f 1
inprogress Requisi  o€l€Ct Requisitions or Hires on the menu bar to view the
1 record found 1 141
by items awaiting your approval.
Req.# 1 Req. Title K Position ID Department ' Division I Created @ Action
00045 Personnel Analyst I/IT mm 1107114 | Edit Copy Reg Cancel Reassign History
Page 10of 1

Approved Requisitions
& records found.

Page 10f 1
Req.# 3 Regq. Title K Position ID Department I Division ¥ Created ¥ Action

00030 Admin Asst IT Health Agency Health Agency 10007114
| T U —— Heaith Agency
| | https://secure.training.neogov.com/OHC/myapproval.cfm? oy :

Dy T I S T AT T A SS IS AN N e R ITTT e

Text Captions

A

Select or on the menu bar to view the items

Notes

awaiting your approval.

Section page 10 of 29
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Module 2 // Approve Requisitions

Slide 4
Deborah Carlson

NEOGOV &« v
+ O

Post + Approvals + Admin v
My Regquisition Approvals

Approved Requisitions | Personnel Analyst I/1I ]

2 records found

Tiffany MHT 500001234 o s

Open Requisitions

1 record found
Position ID Department I¥ Division O Created &Y Creator [ Action

Req# ki Title OV
Regional . d
10/07114 | Thomas, C Reassign History

00028 CT Mental Health Therapist III Transi
ransi...

Company Information | Privacy Policy | Legal Terms

Copyright @ 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

[ https://secure.training.neogov.com/OHC/requsition.cfm?ReqlD=82615 ]

—

Text Captions

Select the title of an item to review it.

Notes

12
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Module 2 // Approve Requisitions

Slide 5

NEOGOV &< v

Post ¥ Approvals ¥ Admin v

Class Title: Librarian Il
Class Code: 01011
Creator: Carlson, Deborah

Deborah Carlson +

+ O

View/Edit Requisition
Edit
* Required

Text Captions

Notes

Desired Start Date:
* Requisition #: 00045
Working Title: Personnel Analyst I/l
Vacancies:

“Human Resources
Division:

* Hiring Managers: Carison, Deborah
Job Term:
List Type: Regular and Promotional

™ Scroll to review the item

Comments:
For Career Series, please indicate which level(s) you would like to fill: Not Applicable
Subtitle/Subclass :
Replacement Reason : Separation
Other Replacement reason, please describe:
Examination/Certification : Open
Work Time : Full Time

Special Schedule :

Location(s): City of San Luis Obispo
License/Certificate Requirement:

Language : Spanish

Scroll to review the item

Section page 13 of 29
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Module 2 // Approve Requisitions

Slide 6
; — [
NEOGOV =« ~ Deborah Carlson 4
Post v Approvals v Admin v -+ @
View/Edit Requisition

Class Title: Librarian Il
Class Code: 01011
Creator: Carlson, Deborah

* Requir

Desired Start Date:
* Requisition #: 00045
Working Title: Personne! Analyst I/l
Vacancies:
- Department: Human Resources
Division:
* Hiring Managers: Carison, Deborah
Job Term:
List Type: Regular and Promotional

‘ Select Edit if you want to modify the item or to make additional
| comments. The fields will become editable.

T IO VGO YO0 W oaTa TG 1o T TV Ot TP

Subtitie/Subclass :
Replacement Reason : Separation
Other Replacement reason, please describe:
Examination/Certification : Open
Work Time : Full Time
Special Schedule :
Location(s): City of San Luis Obispo
License/Certificate Requirement: V)

[ https://secure.training.neogov.com/OHC/requsition.cfm?ReqlD=82615&... ] Language : Spanish

Text Captions

Select if you want to modify the item or to make additional
comments. The fields will become editable.

Notes

Section page 14 of 29
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Module 2 // Approve Requisitions

Slide 7

Vacancies:| |
* Depariment: Human Resources
"
- Hiring Managers: Available:

Assigned:

Admin, Katie

Carlson, Deborah

Azarvand, Jamie A
Douglas-Schatz, Tami

>

Duke, Dori

<<

Eder, Kim v
Fisher, Megan

so T
List Type: [Regular and Promotional v
Position Type: () gyisting Position (Replacement of
O New Position
Position Control: Position # First Name

ff)

Last Name

[ Add é.nalher Vacancy

Skills: | | [

Comments: [ ooking for Labor Relations expertiéf.

- For Career Series, please indicate which level(s) you would {7 \oy Applicable
like o O Trai
Trainee
Ch
Clu

Vacancy Date

Make your changes.

Cm
Chv
Subtitie/Subclass : [
* Replacement Reason : () approved Leave
k’: New Position - not a replacement
O overfill

Text Captions

Make your changes.

Notes

Section page 16 of 29
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Module 2 // Approve Requisitions

Slide 8

L Pm](}eo[ge ]
~ Payroll Coord. Phone : [5959 ] A

- Number of Weeks Job Opening is to be Posted: [== Select ==
Until Filled /A
1 Week
2 Weeks
* Please select the forms of advertising you would like. If there (/] county Website (Free)
is a cost associated with advertising the departm? wigdbe GovemmenkJobs.com (Free)
arged. : .
[ Tribune - Display Ad
[ craigsiist
[ Linkedin

[] other - Piease list below.
Please comment on special requirements for advertising /
including subclass (per job specification), distribution of
advertisements and announcements, suggested advertising
copy/special requirements to be added to announcements. :

Ad Start Date: [112472014 Pl
7

Ad End Date: [

Supporting Documentation Attached Next Step © ESeparation Dogdiments
[)Tem Help Jyétification

Other notes about this requisition:

Approval 1: Human Resources Final approval

Edit Approvers - Carigon, Deborah

Eﬁ?—l Click the Save button to
save your canges.

Company Information | Privacy Policy | Legal Terms
[ https://secure.training.neogov.com/OHC/requsition.cfm }

2014 NEOGOV, Inc. All rights reserved. Patent Pending.

Text Captions

Click the button to save your changes.

Notes

Section page 17 of 29
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Module 2 // Approve Requisitions

Slide 9

NEOGOV o v Deborah Carlson » o

Post + Approvals v Admin v + @

View/Edit Requisition
Edit

equisitions;

Credtor: Carlson, Deborah
* Required

elect Requisitions from the Approvals menu to return and
approve the item.

Division;
* Hiring Managers: Carison, Deborah
Job Term:
List Type: Regular and Promotional
Position Type:
Position Control: Position First Last  Vacancy
# Name Name Date
Skills:
Comments: Lcoking for Labor Relations expertise.
For Career Series, please indicate which level(s) you would like to fill: Not Applicable
Subtitle/Subclass :
Replacement Reason : Separation
Other Replacement reason, please describe:
Examination/Certification : Open
Work Time : Full Time
Special Schedule :
Location(s): City of San Luis Obispo
License/Certificate Requirement: V]
l https://secure.training.neogov.com/OHC/myapproval.cfm? ] Language : Spanish

———

Text Captions

Select from the Approvals menu to return and
approve the item.

Notes

Section page 18 of 29
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Module 2 // Approve Requisitions

Slide 10

Deborah Carlson

NEOGOV &« v

Post + Approvals + Admin v

+ O

My Requisition Approvals

Search for req. #, req. title or position # l

Requisitions Awaiting My Action
1 record found

Approved Requisitions
2 records found

00032 Mental Hez ; 4 . a
Select the Approve/Deny link in the Action column.

00041 Tiffany MH!

Open Requisitions

1 record found

Req# K Title O Position ID Department I¥ Division O Created &Y Creator [ Action

00028 CT Mental Health Therapist III TR:M"’"" 1007114 | Thomas, C | Reassign History

Company Information | Privacy Policy | Legal Terms

Copyright @ 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

[ https://secure.training.neogov.com/OHC/approveedit.cfm?RegApproval... ]

—

Text Captions

Select the link in the Action column.

Notes

Section page 20 of 29
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Module 2 // Approve Requisitions

Slide 11

NEOGOV &< v

Post ¥ Approvals ¥ Admin v

n Deborah Carlson

+ O

Approve Requisition

00045 - Librarian il

* Required

- Approve/Deny [== Select == E\

Click the Open
button

Text Captions

Notes

Company Information | Privacy Policy | Legal Terms

Copyright © 2014 NEOGOV, Inc. All rights reserved. Patent Panding.

Click the button

Section page 21 of 29
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Module 2 // Approve Requisitions

Slide 12
NEOGOV o v Deborah Carlson
Post + Approvals + Admin v + @

Approve Requisition
00045 - Librarian il

* Required

Cancel

| Select the action
that you want to
take.

Company Information | Privacy

Notifications are sent via email for
each action. If you want the
originator to make changes prior to
approval, deny the requisition to send
it back with a note.

Text Captions

Select the action that you want to take.

Notifications are sent via email for each action. If you want the
originator to make changes prior to approval, deny the requisition to
send it back with a note.

Notes

Section page 22 of 29
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Module 2 // Approve Requisitions

Slide 13
NEOGOV o v n Deborah Carlson
Post + Approvals + Admin + @

Approve Requisition
00045 - Librarian il

* Required

* Approve/Deny | Approve v

Note |Sally, let me know when the Job is posted|

Company Information | Privacy Policy | Legal Terms

Copyright © 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

Text Captions

Notes

Section page 24 of 29
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Module 2 // Approve Requisitions

Slide 14
NEOGOV o v n Deborah Carlson
Post v Approvals v Admin v + @

Approve Requisition
00045 - Librarian il

* Required

* Approve/Deny | Approve v

Note |Sally, let me know when the Job is posted|

' Click the Save

Company Information |P_mr! bUﬁOﬂ
|

Copyright © 2014 NEOGOV, Inc. All rights reserved. Patent Panding.

- [https:};’secure,training.neogov,com,fOHC,’approveedit.cfm i

Text Captions

Click the button

Notes

Section page 25 of 29
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Module 2 // Approve Requisitions

Slide 15
n Deborah Carlson

+ O

My Requisition Approvals

NEOGOV &< v

Post ¥ Approvals ¥ Admin v

Show Approval Detail | Active Regs,
Notice the Requisition has moved
to the list of
Approved Requisitions

Approved Requisitions
3 records found

Position ID Department [Y Division ¥ Created I Creator I

10124114

11/06/14

11/07/14 History

Open Requisitions

1 record found
Action

Position ID Department ¥ Division I Created [¥ Creator 1Y

00028 CT Mental Health Therapist TIT .Frlr?r:f“' 1007114 | Thomas, C | Reassign History

Company Information | Privacy Policy | Legal Terms

Copyright @ 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

Text Captions
Notice the Requisition has moved to the list of
Approved Requisitions

Notes

Section page 26 of 29
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Module 2 // Approve Requisitions

Slide 16
NEOGOV o v Deborah Carlson ‘
Post + Approvals + Admin v + @

My Regquisition Approvals
Show Approval Detail | Active Reqgs. | Filled Regs. | Cancelled Regs.

Search for req. #, req. titie or position #: | |
Approved Requisitions
3 records found
00032 Mental Heal Carlson, D History
00041 Tiffany MHT s 60/{ Pdﬁ(%lﬁ&/{&/ A Slater, T History
00045 mia  YOU have completed the video Corson,D | History
——— futorial on Approving Requisitions.
1 recard found Now try the video simulation.

Req# K Titie 1Y
LT Mental Heororvweroprses : ToraTrerTIOma ign Hi
00028 Mental H [ [Tronar I [ Trtion Reassign History

Company Information | Privacy Policy | Legal Terms

Copyright @ 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

Text Captions

— &’/gz/éa tulations! —

You have completed the video tutorial on Approving
Requisitions. Now try the exercise.

Notes

Section page 28 of 29
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Slide 1
I NEOGOV % ~ T 0. -
Post w + @

My Requisitions
Open Mew Requisition | Show All Regs. in My Dept. | Show Approval Detail | View OHC Users | Show Filled Reqs. | Show Cancelled Reas.

P p-A A =S-SR AEAE SR8 RF- HR0Y R AR alp SR PSR BE 0 G004 FoHMEE

Search for req. #, req. fitle or position #: | |m

Open Requisitions
4 records found.
Page 1 of 1

Req. #Y Req. Title K

0ooot Ad.rr-ﬁnistrative .\ilssistant In Thfs VideO demonsfrqﬁon you Wi” Copy Req Cancel Reassfgn Hislogg
00004 Clinical Lab Assistant T !eqrn hOW -I-O creq-l-e a requisﬂ-ion. Copy Req Cancel Reassign History

ooz | DASI Begin by clicking on the drop down | ceefes Cance Reassian History
oooo3 Lifequard I menu - Copy Req Cancel Reassign History
Page 1 of 1

Company Information | Privacy Policy | Leqgal Terms

Copyright © 2014 NEQOGCV, Inc. All rights reserved. Patent Pending.

Text Captions

In this video demonstration you will learn how to create a
requisition. Begin by clicking on the drop down menu

Notes

25
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Slide 2
NEOGOV @ + SLO UIAT Test User v ‘
Post = I MyReq:iﬁ'rtions I

iy Lisi
Open New Requisition | Show All Reqgs. in My Dept. | Show Approval Detail | View OHC Users | Show Filled Regs. | Show Cancelled A

Preferences
A|BICIDIEIEIGIHIIJ|IKILIMINIQIBIQIRISITIUIVIWIX|X|Z Help & Training

Search for req. &, req. title or position #: | | [ Gok | Sign Out

Open Requisitions
4 records found.
Page 1 of 1

Req.# Y Req. Title K

Cancel Reassign History

Administrative Assistant
Edit Copy Req Cancel Reassign History

nooo4 Clinical Lab Assistant 1

nooo2 DAS 1 Edit Copy Req Cancel Reassign History
0ooo3 Lifequard 1 Edit Copy Req Cancel Reassign History
Page 1 of 1

Company Information | Privacy Policy | Leqgal Terms

Copyright & 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

https://secure.uat.neogov.net/OHC/myreg.cfm i

i

Text Captions

Select

Notes
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Slide 3
NEOGOV [« SLO_UAT Test User v
Post » + @

’((___,_,——QCJ—

Show All Regs. in My Dept. | Show Approval Detail | View OHC Users | Show Filled Reqs. | Show Cancelled Reas.

My Requisitions

Search for req. #, req. title or position #:| |m

Open Requisitions
4 records found.
Page 1 of 1

PCN .
Update Position Code N pepartment [V Division ¥ Created ' Action

Req.# Y Req. Title K

0ooo1 Administrative Assistant Edit Copy Req Cancel Reassign History
00004 Clinical Lab Assistant 1 Edit Copy Req Cancel Reassign History

DAS 1 g Edit Copy Req Cancel Reassign History
ooog2 Se;ec‘i’ Edit C R c | R Histol
0ooo3 Lifequard 1 l ] [! [Serviws ] wsresrve| Edit Copy Req Cancel Reassign History
Page 1 of 1

Company Information | Privacy Policy | Leqgal Terms

Copyright & 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

https://secure.uat.necgov.net/OHC/opennewrec.cfm I

Wi —

Text Captions

Select

Notes
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Slide 4
NEOGOV s« v SLO_UAT TestUser v P8
Post = + @

Open New Requisition

555 records found.

Page 10f 23 << Previous Page 1|2(3(4(5(6|718(9|10 Nex Page ==

Class Title
4H PROGRAM ASSISTANT Positions Create New

00000813

00000911 ACCOUNT CLERK Positions Create New
00000903
00000906

| o sccommy Next, search for the class title or
S | Class code using the text that is
00000913 ACCOUNTIN hig hﬁghte‘d
00003837 ADMIN ANAL]
00008384 ADMIN ANALYST | Positions Create New
00008383 ADMIN ANALYST Il Positions Create New
00008882 ADMIMN AMALYST Il Positions Create New
00008795 ADMIN SERVICES MANAGER Positions Create New
00003391 ADMIN SERVICES OFFICER | Positions Create New
00003292 ADMIN SERVICES OFFICER Il Positions Create MNew
00002204 ADMIMNISTRATIVE ASST AIDE Positions Create New
00002201 ADMINISTRATIVE ASST Positions Create New
0oop2221 ADMIMNISTRATIVE ASST LCONF Positions Create New
00002202 ADMINISTRATIVE ASSTII Positions Create New (V]
00002222 ADMIMISTRATIVE ASST ILCONF Positions Create New

Text Captions

Next, search for the class title or class code using the text that is
highlighted

Notes
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Slide 5
NEOGOV @ ~ SLO_UAT TestUser v P8
Post w + @

Open New Raquisition

Search for class fitle or class code: |anafy&ﬂ'J_ X |
558 records found.
Page 10f23 << Previous Page 1)2)3(4/5(6|7/5(3]10 MNex Page ==

Class Title Positions Requisition

00000313 4-H PROGRAM ASSISTANT Positions Create New
00000911 ACCOUNT CLERK Positions Create New
00000905

00000906

beeneel Enter the class fitle keyword or code —
Qoooooid HCCUONTING TECHNICIRTT “FOEITonE Treate New
00000913 ACCOUMNTING TECHMICIAN-CONF Positions Create New
00003387 ADMIN ANALYST AIDE-CONF. Positions Create New
00003534 ADMIN AMALYST | Positions Create New
00008833 ADMIN ANALYST Il Positions Create New
00008552 ADMIN AMALYST Il Positions Create New
00003795 ADMIN SERVICES MANAGER Positions Create New
00003531 ADMIN SERVICES OFFICER | Positions Create New
00008332 ADMIN SERVICES OFFICER I Positions Create New
00002204 ADMIMISTRATIVE ASST AIDE Positions Create New
0000221 ADMINISTRATIVE ASST | Pasitions Create New
00002221 ADMINISTRATIVE ASST I-CONF Positions Create New
00002202 ADMINISTRATIVE ASST Il Positions Create New (V]
00002222 ADMINISTRATIVE ASST II-CONF Positions Create New

Text Captions

Enter the class title keyword or code

Notes

29
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Slide 6
NEOGOV @ ~ SLO_UAT TestUser v P8
Post w + @

Open New Raquisition

Search for class fitle or class code: |analysﬂ X

558 records found.

Go
Page 10f23 == Previous Page 1|2;|§|1|§|5|m Hext Page ==

Class Title Positions Requisition

00000313 4-H PROGRAM ASSISTANT Positions Create New
00000911 ACCOUNT CLERK Positions Create New
00000905 _Create New
00000906
e Click to search that term S
00002050 baate New
Qoooooid [FPOEItonE Treate New
00000913 ACCOUMNTING TECHMICIAN-CONF Positions Create New
00003387 ADMIN ANALYST AIDE-CONF. Positions Create New
00003534 ADMIN AMALYST | Positions Create New
00008833 ADMIN ANALYST Il Positions Create New
00008552 ADMIN AMALYST Il Positions Create New
00003795 ADMIN SERVICES MANAGER Positions Create New
00003531 ADMIN SERVICES OFFICER | Positions Create New
00008332 ADMIN SERVICES OFFICER I Positions Create New
00002204 ADMIMISTRATIVE ASST AIDE Positions Create New
0000221 ADMINISTRATIVE ASST | Pasitions Create New
00002221 ADMINISTRATIVE ASST I-CONF Positions Create New
https://secure.uat.neogov.net/OHC/opennewrec.cfm? i:'T" —Posftfons e o
i 1-CONF Positions Create New

Text Captions

Click to search that term

Notes

30
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Slide 7
NEOGOV s« v SLO_UAT TestUser v P8
Post = + @

Open New Requisition

Search for class fitle or class code: |analyst /—’_'—]'m

a]

27 records found.

Page 1of 2 == Previous Page 1|2 Mex Page ==

Class Title Requisition

00003387 ADMIN ANALYST AIDE-CONF. Positions Create New
00003384 ADMIN ANALYST | Positions Create New
00003333 Create New
00008382 Create New
o sSESME - Navigate fo the class fitle e
00000942 ASSESSME] Create New
00000943 ASSESSME SETTION Create New
00003394 ASSESSMENT ANALY?MNEE Positions Create New
00002053 AUDITOR-ANALYST | Positions Create New
00002054 Positions Create New
00002055 Positions Create New
00002056 Positions Create New
00000730 Bositions Create New
00000781 Bositions Create New
00000782 FINANCIAL ANALYS Positions Create New
00002111 HUMAN RSRCS ANALYST AIDE Positions Create New
00002110 HUMAN RSRCS AMALYST AIDE-CONF Positions Create New
00000874 PERSOMNEL ANAL Positions Create New
https://secure.uat.necgov.net/OHC/opennewrec.cfm? —:::::i 72:: :z N

Text Captions

Navigate to the class title

Notes
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NEOGOV s« v SLO_UAT TestUser v P8
Post = + @

Open New Requisition

Search for class fitle or class code: |analyst |m

27 records found.

Page 1of 2 =< Previous Page 1|2 Mex Page ==

Class Title Requisition

00008837 ADMIN ANALYST AIDE-CONF. Positions Create New
00008834 ADMIN ANALYST | Positions Create New
00008833 ADMIN ANALYST Il | Positions Create New
00008852 ADMIN ANALYST (1l Create New
00000941 ASSESSMENT ANAL - Create New
' 00000942 ASSESSMENT ANALY C IiC k Create New
00000943 ASSESSMENT ANAL C rec:’re anew Create New
00008294 assessmenTanay €U isition for the Create New
00002053 AUDITOR-ANALYST | class title Create New
00002054 AUDITOR-ANALYST | ; Create New
00002055 AUDITOR-ANALYST Ilf Positions Create New
00002056 AUDITOR-ANALYST TRAINEE Positions Create New
00000730 FINANCIAL ANALYST | Positions Create New
00000781 FINANCIAL ANALYST Il Bositions Create New
00000782 FINANCIAL ANALYST IIl Positions Create New
000021141 HUMAN RSRCS ANALYST AIDE Positions Create New
00002110 HUMAN RSRCS AMALYST AIDE-CONF Positions Create New
00000874 PERSONMEL ANALYSTT == Positions i ESETy
https://secure.uat.necgov.net/OHC/requsition.cfim?mode=A&ClassSpecl... —Posftfom e N
Positions Create New

Text Captions

Click to create a new requisition for the class title

Notes
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NEOGOV @& ~

Post =

Class Title: PERSONNEL ANALYST |
Class Code: 00000874
Creator. Test User, SLO_UAT

SLO_UAT Test User v

B

O

View/Edit Requisition

* Required

Desired Start Date:

* Requisition #: [assigned when requisition is saved]

Working Title: |

Vacancies:

* Department: [=== Select ===

Division: [ === Sel

* Hiring Managers: Available]

!
=== W/

Asszigned:

Click the

label next to \Department’

List Type: [=== Select =%

Skills: |

X |

Comments:

= O

Text Captions

Click the

Notes

= For Career Series, pleaze indicate which levels you want to [ Trainee

label next to ‘Department’
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NEOGOV b= ~

Class Title: PERSONNEL ANALYSTI
Class Code: 00000874
Creator. Test User, SLO_UAT

Select a department from
the drop down menu

SLO_UAT Test User v

+ O

View/Edit Reguisition

* Required

* Hiring Manage

Job Ter

* Departmept:
Division:

Tl

to

= For Career Series, pieaze indicate which levels you want|

W

Text Captions

recrui. -

Administrajive Office
AgriculturahCommissioner

- |Air Pollutiom Control District Non-Count

Assessor
Auditor Contioller
Board of Suplervisors
Child SuppofjServices
Clerk-Recordgr
County Coungel

_|Department of Social Services
* | Digtrict Attorney
List Type:

Sk'vIs:
Comments:

Farm Advisor
General Serviges Agency
Law Library N

5
Library Human Resources i

Medical Services
Missing Department
Not Assigned
Pension Trust Retirement Fund
Planning & Building
Probation
Public Works ISF
iff- i

Select a department from the drop down menu

Notes
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NEOGOV @ SLO_UAT Test User v
Post » + @
View/Edit Requisition
Class Title: PERSONNEL ANALYST |
Class Code: 00000874
Creator. Test User, SLO_UAT e ————a
= * Required
Click the .
R 4
label next to ‘Division
g |
Vacancies: :l
==Select ===
% Position; | === Select === v|
= Hiring Managers: Available: Aszigned.
Adnjin, NEOGOV
Carkon, Deborah e
TesglUser, SLO_UAT
=
Job Term; | === Sglect === v
List Type: [ === Select === v]
Skills: | |
Comments:
= For Career Series, please indicate which levels you wantto [ 1rainee v

Text Captions

Click the label next to ‘Division’

Notes
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NEOGOV @ SLO_UAT TestUser v P8
Post = + @
View/Edit Requisition
Class Title: PERSONNEL ANALYST |
Class Code: 00000874
Creator. Test User, SLO_UAT
* Required
Select the - item
——1
- Department: | Human Resources v|
vl
Aszigned.

Admin, NEOGOV

Carlson, Deborah =

Test User, SLO_UAT

e
Job Term; | === Select === v
List Type: [ === Select === v]
Skills: | |
Comments:
= For Career Series, please indicate which levels you wantto [ 1rainee v
Text Captions
Select the item

Notes
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NEOGOV B v SLO UAT TestUser v P8
Post = + @
View/Edit Reguisition
Class Title: PERSOMNEL ANALYSTI
Class Code: 00000874
Creator. Test User, SLO_UAT
* Required
e ——
Click the : —
label next to ‘Position’
- Department: | Human Resources v|
[BIVIGTH | Human Resources Admin K
-, Position; | === glect === v ‘
* Hiring Managers: Availatife: Aszigned:

Admin, NEOGOV

Carlson, Deborah s

Tesi User, SLO_UAT

s
Job Term: | === Select === v
List Type: [ === Select === v/
Skills: | |
Comments:
* For Career Series, please indicate which levels you want o [ 1rainee Vv
Text Captions
. ¢ .. 9
Click the label next to ‘Position

Notes
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NEOGOV @ SLO_UAT TestUser v P8
Post = + @
View/Edit Requisition
Class Title: PERSONNEL ANALYST |
Class Code: 00000874
Creator. Test User, SLO_UAT
* Required

Select the

Vacancies:

- Department: | Human Resources v|

Division: | Human Resources Admin v|

S i == Select

 Hiring Ma“agef RO P |_'7

| 1
CansﬁUUb!UU - Personnel Analyst I |
5

Test TSCOTURT
o<

Job Term: | === Select === v
List Type: [ === Select === v]
Skills: | |
Comments:
* For Career Series, please indicate which levels you want o [ Trainee v
Text Captions
Select the item from the Position List

Notes
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NEOGOV B v SLO UAT TestUser v P8
Post w + @
View/Edit Reguisition
Class Title: PERSONNEL ANALYSTI
Class Code: 00000874
Creator. Test User, SLO_UAT
* Required
Select the information icon to display |
information about the position
“Department. | HUman Resources v|
Division: | Human Resources Admin v|
& N 50006700 - Personnel Analyst | v
* Hirin flable: Aszigned:

Admin, NEOGOV

Carlson, Deborah s

Tesi User, SLO_UAT

e
Job Term; | === Select === v
List Type: [ === Select === v/
Skills: | |
Comments:
* For Career Series, please indicate which levels you want o [ 1rainee Vv

Text Captions

Select the information icon to display information about the position

Notes
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NEOGOV s« v SLO_UAT TestUser v P8
Post = + @

View/Edit Requisition

Class Title: PERSONNEL ANALYST |
Class Code: 00000874
Creator. Test User, SLO_UAT

* Required

Select the information icon
again to refract the information [ |

- Department: | Human Resources v|

Division: | Human Resources Admin v|

@ ‘@uﬁitian: (50006700 - Personnel Analyst | v

Position Code 50006700
Do Attt Position Title Personnel Analyst I
FTE 0.00/1.00

= Hiring Managers: Available: Assigned:
Admin, NEOGOV
Carlson, Deborah ==
Test User, SLO_UAT

=

Job Term: | === Select === v

List Type: | === Select === v
Skills: | |
Comments: v

Text Captions

Select the information icon again to retract the information

Notes
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NEOGOV B v SLO UAT TestUser v P8
Post w + @
View/Edit Reguisition
Class Title: PERSONNEL ANALYSTI
Class Code: 00000874
Creator. Test User, SLO_UAT
* Required
Desired Start Date:
Select a hiring manager such as
the item I
Division: | Human Resources Admin v|
[ WBQB?GU—PEEOM&! Analyst | v|
= Hiring Managers: Available: Aszigned:
Admin, NEOGOV
Catlson, Deborah .
Tesi:éser. SLO_UAT =
Job Term; | === Select === w
List Type: [ === Select === v/
Skills: | |
Comments:
* For Career Series, please indicate which levels you want o [ 1rainee Vv
Text Captions
Select a hiring manager such as the item

Notes
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NEOGOV [« SLO_UAT Test User
Post = + @

View/Edit Requisition

Class Title: PERSONNEL ANALYST |
Class Code: 00000874
Creator. Test User, SLO_UAT

* Required

Desired Start Date:

EHEISIRCIES: [assigned when fequisilion & saved]

Click the >> button to add the hiring

- Depart manager to the assigned list
D'rle.Fiﬂ'ﬁ.'] Human Resources Admin V|
[d - @ position: [ 50006700 - Personnel Analyst | v|

= Hiring Managers: Availahle: Aszigned.
Admin, NEOGOV
on. Debora = :|

Test User, SLO_UAT N

Job Term; | === Select === v

List Type: [ === Select === v]
Skills: | |
Comments:

= For Career Series, please indicate which levels you wantto [ 1rainee

Text Captions

Click the == button to add the hiring manager to the assigned list

Notes
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NEOGOV @& ~

Post =

Class Title: PERSONNEL ANALYST |
Class Code: 00000874

SLO_UAT Test User v

+ O

View/Edit Requisition

Creator. Test User, SLO_UAT
* Required
e

Click the
label next to ‘Job Term'

. vl

Division: | Human Resources Admin v|
v

[d - @ position: [ 50006700 - Personnel Analyst |

Aszigned.

= Hiring Managers: Available:

Admin, NEOGOV
Test User, SLO_UAT

==

=

Carlson, Deborah

Text Captions

Click the

Notes

Job Term; lma
List Type:| === Select =day v|
Skills: |
Comments:

= For Career Series, please indicate which levels you wantto [ 1rainee

label next to ‘Job Term’
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NEOGOV @ ~ SLO_UAT TestUser v P8
Post w + @

View/Edit Reguisition

Class Title: PERSONNEL ANALYSTI
Class Code: 00000874
Creator. Test User, SLO_UAT

* Required

Desired Start Date:

= Requisition #: [assigned when requisition is saved]

Select the item vl

|- - © pasition: | 50006700 - Personnel Analyst | v|

* Hiring Managers: Available: Aszigned:
Admin, NEQGOV Carlson, Deborah
Test User, SLO_UAT s

s

Job Term:
List Type:

Skills:
Elected Y :I

Comments: Hourly

Not Assigneg
[ |Regsalary | |
Seasonal
Students
Temporary EE
* For Career Series, please indicate which levels you want {0 [7] 1rainee Vv

Text Captions

Select the item

Notes

A4



kmMAN RESOURCES |

Sewene - Module 2 // Create Requisition

Slide 21

NEOGOV s« v SLO_UAT TestUser v P8
Post = + @

View/Edit Requisition

Class Title: PERSONNEL ANALYST |
Class Code: 00000874
Creator. Test User, SLO_UAT

* Required

Desired Start Date:

= Requisition #: [assigned when reguisition is saved]

‘Working Title: |

Vacancies:

Click the
label next to ‘List Type' vl

g BT TS R A TE e Aszigned.
Admin, NEOGOV Carlson, Deborah
Test User, SLO_UAT e

=

Job Term:

List Type: [ === Selegt === v ‘
Skills: &3 |

Comments: E

= For Career Series, please indicate which levels you wantto [ 1rainee v

Text Captions

Click the label next to ‘List Type’

Notes
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NEOGOV B« v SLO_UAT Test User v
Post = + @
View/Edit Requisition
Class Title: PERSONNEL ANALYSTI
Class Code: 00000874
Creator. Test User, SLO_UAT
* Required

Desired Start Date:

= Requisition #: [assigned when requisition is saved]
Working Title: |

WVacancies: :l

H Select the item vl

Assigned:
Admin, NEOGOV Carlson, Deborah
Test User, SLO_UAT s

e

Job Term: | Reg Salary ~

Lrsmftm—‘
Sidlls: Regula[ t :

I
ity
Comments: | Departmental Promotional Cnly
Regular and Promational
Transfer

= For Career Series, please indicate which levels you want t0 [ 1rainee

Text Captions

Select the item

Notes
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= For Career Series, please indicate which levels you wantto [ 1rainee
recruit. ;

Select the | check box to
indicate a level | recruitment

Ol
Chiv
[ Not Applicable

Subtitle/Subclass |

* Replacement Reason . () approved Leave

() New Position - Mot A Replacement
O overdil

) Promation

) geparation

O substitute

O Transfer

) Voluntary Reduction

O other

Other Replacement Reason, please describe: |

= Recruitment Type : O Open

O County-wide Promational
) Department Promotional
O Transfer
* Work TIme: () py) Time
O 374 Time
O 172 Time
O 174 Time
Special Schedule: [ gpin

[Iweekend LY.

Text Captions

Select the | check box to indicate a level | recruitment

Notes
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= For Career Series, please indicate which levels you wan’E 0 [ Trainee
et Notice that more than one level
. can be selected in this field

Chiv
[ Not Applicable

Subtitle/Subclass |

* Replacement Reason . () approved Leave

() New Position - Mot A Replacement
O overdil

) Promation

) geparation

O substitute

O Transfer

) Voluntary Reduction

O other

Other Replacement Reason, please describe: |

= Recruitment Type : O Open
O co unty-wide Promotional
) Department Promotional

O Transfer

* Work Time: () £y Time

O 3/4 Time
O 112 Time
() 1/4 Time
Special Schedule: [ shift
[Iweekend LY.

Text Captions

Notice that more than one level can be selected in this field

Notes
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= For Career Series, please indicate which levels you wantto [7] Trainee

recnit: 7 Select a Replacement Reason
I such as the option
i next to ‘Replacement Reason’

Mot Applicable
Subtitle/Subclass : | t; |

* Replacement Reason : Ki' Approved Leave

t]) New Position - Not A Replacement
D owveril
1) Promotion
I: .. Separation
(Bisubstitute
O Transfer

) Voluntary Reduction
O Other

Other Replacement Reason, please describe: |

* Recruitment Type : O Open

Oc ounty-wide Promotional
() Department Promotional
O Transfer

* Work Time: () py Time
O 314 Time
O 112 Time
© 1/4 Time
Special Schedule: [ shift
[ weekend LY

Text Captions

Select a Replacement Reason such as the option
next to ‘Replacement Reason’

Notes
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= For Career Series, please indicate which levels you wan! 0 [ Trainee
et Select a Recruitment Type,

= such as the option

O next to ‘Recruitment Type'’

[ Not Applicable
Subtitle/Subclass : | |

* Replacement Reason . () approved Leave

) New Position - Not A Replacement
O overiill

© Promotion

(®) Separation

1 substitute

{0 Transfer

) Voluntary Reduction

O Other

Other Replacement Reason, please describe; | |

* Recruitment Type © |

\ Open |

" ounty-wide Promotional
) Department Promotional
O Transfer

» Work Time: () gy Time

O 3/4 Time
O 112 Time
O 1/4 Time

Special Schedule: [ shift
[ weekend LY

Text Captions

Select a Recruitment Type, such as the option next to
‘Recruitment Type’

Notes
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- For Career Series, please indicate which levels you wantto [ 1rainee
recruit. : i

M Next, Select the Work Time

e such as the option

[ Not Applicable
Subtitle/Subclass | |

* Replacement Reason: () apnroved Leave

) New Position - Not A Replacement
O overdil

) Promotion

(® geparation

O sSubstitute

) Transfer

) Woluntary Reduction

O other

Other Replacement Reason, please describe: |

= Recruitment Type : ®o pen
D County-wide Promaotional
) Department Promotional

L) Transfer
5 e
Work Time: () £ Time ‘

¥3/4 Time
O 112 Time
O 1/4 Time
Special Schedule: [ gpin
[ weekend LV

Text Captions

Next, Select the Work Time such as the option

Notes
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- Forms of advertising you would like. If there is a cost associates [] county Website (Free)

L 1/4 Time
Special Schedule: [ gnin e

[ weekend
Clon call

City of San Luis Obizspo
orro Bay/Los Osos
orthern Coast (Cambria)

License/Certificate Requirement : \m
—_—mm

Language: O Spanish

* Location(s):

If you selected

Select the checkbox of the location such as
the option

‘Schonr EUs Endorsement ‘

» Payroll Coordinator : | |

* Payroll Coord. Phone: | |

= Length of Job Posting: ) 1 Week

® 2 Weeaks
O 3 Weeks
O 4 Weeks
O 5 Weeks
O 6 Weeks
O Until Filled

- Want Advertising Proposal? © () yvee (O Np

with advertising, the depariment will be charged.

Text Captions

Notes

Select the checkbox of the location such
as the option
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) 1/4 Time

Special Schedule: [ shift A
[ weekend
Cloncan

- Location(s): [ city of San Luis Obispo

I Morro Bay/Los Osos
[ Northem Coast (Cambria)
[ North County (eg. Alascadero/Templeion/Paso Robles)
[ south County (eg. 5 Cities/Nipomo)

License/Certificate Requirement

Language: [ ] gpanish
[ other

If you selected Other under Language, please list the Ianguage| |
[
= California Driver's License Requirement ; |== Seleft ==
[ Noncommercial Class C |
School ,vh Fndorsement
MNoncommercial Class C
= Payroll Coordinator : | |

* Payroll Coord. Phone: | |

= Length of Job Posting: ) 1 Week
® 2 Weeks
(;.‘-'3Weeks SeieCT The
€ g option next to
P ‘California Driver’s License
O until Filled Requwemen’r’
- Want Advertising Proposal? . () yvae (O No

- Forms of advertising you would like. If there is a cost associates [ county Website (Free)
with advertising, the depariment will be charged.

Text Captions

Select the option next to
‘California Driver’s License Requirement’

Notes
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L 1/4 Time

Special Schedule: [ shift A
[Iweekend
Cloncan

* Location(s): (V] city of San Luis Obispo

I Morro Bay/Los Osos
[ Northem Coast (Cambria)
[ North Cou nty (eg. Atascadero/Templeton/Paso Robles)
[ south County (eg. 5 Cities/Nipomao)

License/Certificate Requirement :

Language: O Spanish

[l other
If you selected Other under Language, please list the Iangu:gfT | TY pe fh e name Of fh e
* California Driver's License Reguirement ; | == Select == quron CO Ordlnq Tor

Noncommercial Class C

School Bus Endorsement

* Payroll Coordinator : | Maricel.ﬂ % |

* Payroll Coord. Phone: | |

* Length of Job Posting: O 1 Week
(® 2 Waeks
() 3 Weeks
O 4 weeks
O 5 Weeks
O 6 Weeks
O uUntil Filled
* Want Advertising Proposal? | (7 vee O No
- Forms of advertising you would like. I there is a cost associates [ county Website (Free)
with advertising, the department will be charged. :

Text Captions

Type the name of the Payroll Coordinator

Notes
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I 1/4 Time

Special Schedule: [ shift A
[Iweekend
Ll on cal

* Location(s): [ City of San Luis Obispo

I Morro Bay/Los Osos
[ Northem Coast (Cambria)
[ North Cou nty (eg. Atascadero/Templeton/Paso Robles)
[ south County (eg. 5 Cities/Nipomo)

License/Certificate Requirement :

Language: [ ] gpanish
[l other

If you selected Other under Language, please list the language | |
(s):

Type the phone humber

* California Driver's License Reguirement ; | == Select ==
Noncommercial Class C

School Bus Endorsement

* Payroll Coordinator : | Maricela |

* Payroll Coord. Phone:|5g591 J_ X|

= Length of Job Posting: O 1 Week
(® 2 Waeks
() 3 Weeks
O 4 weeks
O 5 Weeks
O 6 Weeks
O uUntil Filled
* Want Advertising Proposal? | (7 vee O No
- Forms of advertising you would like. I there is a cost associates [ county Website (Free)
with advertising, the department will be charged. :

Text Captions

Type the phone number for the Payroll Coordinator

Notes
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* Length of Job Posting: () 4 yyeek
® 2 Weeks
O 3 Weeks
4 Weeks
Sea Select the option next fo
O Unti Filed ‘Want Advertising Proposale’

- Want Advertising Proposal? : 'ﬁ"@s O No |

« Forms of advertising you would like. If there is a cost associates [ c.oun

v b ; ebsite (Free)
with advertising, the department will be charged. : = -

[ craigstist

[ Linkedin

[ Gther - Please list below
Please comment on special requirements for advertising including \v
subclass (per job specification), distribution of advertisements and

announcements, suggested advertising copy/special requirements
1o be added to announcements. :

- Ad Start Date |

Supporting Documentation Aftached Next Step: [T separation Documentation

O Temp Help Justification
O Subclass/Bilingual

Other notes about this requisition:

Reports to Org Unit #: | |
Org Unit Title: | |
Reporis to Org Unit #: | |
0Org. Unit TIIIe:| |
|

|

First Name: |
Last Name: |

Text Captions

Select the option next to
‘Want Advertising Proposal?’

Notes
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* Length of Job Posting (7 4 ywealc

Weeks
O 3 Weeks

O 4 Weeks Select the check box(es)
O's Weeks of the forms of advertising
g meas you would like

L) Until Filled

+ \Want Advertising Proposal? : 1 ves () No

* Forms of advertising you would like. If there is a cost associates [ 1l county Website (Free)
with advertising, the department will be charged. :

overnmentJobs
[ Craigslist
[ Linkedin
[ Other - Please list below

Please comment on special requirements for advertising including
subclass (per job specification), distribution of advertisements and
announcements, suggested advertising copy/special requirements

to be added to announcements. :

- Ad Start Date : |

Supporting Documentation Attached Next Step: [ separation Documentation

O Temp Help Justification
[ subclass/ilin gual

Other notes about this requisition:

Reports to Org Unit #: | |
QOrg Unit Title: | |
Reporis to Org Unit # | |
Org. Unit TIIIe:| |
|

|

First Name: |
Last Name: |

Text Captions

Select the check box(es) of the forms of advertising you would like

Notes
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* Length of Job Posting: () 4 yyeek

) 2 \Weeks
3 Weeks

© 4 Weeks

O 5 weeks Type special requirements
i for advertising

L) Until Filled

* Want Advertising Proposal? © @) vas () g

* Forms of advertising you would like. If there is a cost associates [ County Website (Free)

with advertising, the department will be charged. : ¥ GovernmentJobs

¥/ Craigstist
[ Linkedin
[ Gther - Please list below

Please comment on special requirements for advertising including |CRAIGSLIST C[]PY]
subclass (per job specification), distribution of advertisements and
announcements, suggested advertising copy/special requirements

to be added to announcements. :

- Ad Start Date | |

Supporting Documentation Aftached Next Step: [T separation Documentation

==

O Temp Help Justification
O Subclass/Bilingual

Other notes about this requisition:

Reports to Org Unit #: | |
Org Unit Title: | |
Reporis to Org Unit #: | |
0Org. Unit TIIIe:| |
|

|

First Name: |
Last Name: |

Text Captions

Type special requirements for advertising

Notes
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Module 2 // Create Requisition

Slide 35

* Length of Job Posting:

+ \Want Advertising Proposal? :

+ Forms of advertising you would like. If there is a cost associates
with advertising, the department will be charged. :

1 Week
® 2 Weeks
O 3 Weeks
O 4 Weeks
) &5 weeks
O 6 Weeks
O Until Filled

®vyes CNo

acantyeste fee) | Type in the Ad Start Date

¥ GovernmentJobs

¥ Craigslist
[ Linkedin
[ Other - Please list below

Please comment on special requirements for advertising including
subclass (per job specification), distribution of advertisements and
announcements, suggested advertising copy/special requirements

to be added to announcements. :

professional? Check dut ouF career opportunity
here:

County of San Luis Obispo Human Resources
Department

~
v

- Ad Start Date : |

12.’1?!20']71{ ®
X

Supporting Documentation Attached Next Step:

O Separation Documentation
O Temp Help Justification
[ subclass/ilin gual

Other notes about this requisition:

Reports to Org Unit #: |

QOrg Unit Title: |

Reporis to Org Unit # |

Org. Unit Title: |

First Name: |

Last Name: |

Text Captions

Notes

Type in the Ad Start Date
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Sewene - Module 2 // Create Requisition

Slide 36

* Length of Job Posting:

+ \Want Advertising Proposal? :

+ Forms of advertising you would like. If there is a cost associates
with advertising, the depal -

Select

1 Week

® 2 Weeks
O 3 Weeks
O 4 Weeks
) &5 weeks
O 6 Weeks
O Until Filled
®ves ONo

the

check box

=

3 ST

Please comment on special requirements for advertising including
subclass (per job specification), distribution of advertisements and
announcements, suggested advertising copy/special requirements

to be added to announcements. :

professional? Check dut ouF career opportunity
here:

County of San Luis Obispo Human Resources
Department

~
v

- Ad Start Date : |

12142014 ®

Supporng Documentaton Atacned Next Siep;

£
%Separation Documentation

Temp Help Justification
El Subclass/Bilingual

Other notes about this requisition:

Reports to Org Unit #: |

QOrg Unit Title: |

Reporis to Org Unit # |

Org. Unit Title: |

First Name: |

Last Name: |

Text Captions

Select the

Notes

check box items
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Sewene - Module 2 // Create Requisition

Slide 37

* Want Advertising Proposal? © () vas () Ng

* Forms of advertising you would like. If there is a cost associates [ ¢ounty Website (Free)
with advertising, the department will be charged. =,

[ craigstist
[ Linkedin
[ other - Please list below

Please comment on special requirements for advertising including | professional? Check ik bt Careat opportunity

subclass (per job specification), distribution of advertisements and |jqye-

announcements, suggested advertising copy/special requirements | County of San Luis Obispo Human Resources v
to be added to announcements. : | Department

- Ad Start Date |12ﬁ?.'2014

Supporting Documentation Aftached Next Step: (] separation Documentation

[ ] Temp Help Justification
[ subclass/Bilingual
Ofher notes about this requisition: | Panel members for this recruitment include:

Tami:gii‘ and Megan

Reports to Org Unit #: | \' |
Org Unit Title: | lL, |
Reporis to Org Unit #: | ‘.;i |
Org. Unit TIIIe:| |
|

|

First Name: |
Last Name: |

No Approvals [ | I
lag

| Save Only || Save and Release |

Company Information | Privacy Policy | Leqgal Terms

Copyright © 2014 NEQGOV, Inc. All rights reserved. Patent Pending.

Text Captions

Select the other notes about this requisition and add any
further notes such as panel members for the recruitment.

Notes
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pumaisoncs| Module 2 // Create Requisition

Slide 38

* Want Advertising Proposal? . @) yves O ng

+ Forms of advertizing you would like. If there is & cost (/] county Website (Free)
associates with adverising, the depariment will be charged. : 7 T ——

W Craigslist Select the
[Linkedin

W TRl [ - 1= & W 5.0) ¢

Please comment on special requirements for advertising | CRAIGSLIST COPY
including subclass (per job specification), distribution of | Are you an innovative, fast paced HR A
advertisements and announcements, suggested advertising |professional? Check out our career opportunity v
copy/special requirements to be added to announcements. : |here:

- Ad Start Date : |12;1?rzu14

Supporting Documentation Attached Next Step: ] separation Documentation

O Temp Help Jusfification
[ subclass/Bilin gual

Other notes about this requisition: |Panel members for this recruitment include:
Tami, Dori, and Megan

Reports to Org Unit #: | |
Org Unit Title:| |
Reports to Org Unit #: | |
|

|

|

Org. Unit Title: |

First Name: |

Last Name:|
‘ No Approvals [ﬂ_ ‘

| Save Only ||\Saw_agg_Release |

Company Information | Privacy Policy | Legal Terms

Copyright © 2014 NEQGOV, Inc. All rights reserved. Patent Pending.

Text Captions

Select the No Approvals check box

Notes
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Sewene - Module 2 // Create Requisition

Slide 39

* Want Advertising Proposal? . @) yves O ng

+ Forms of advertizing you would like. If there is & cost (/] county Website (Free)
associates with adverising, the depariment will be charged. : 7 T ——

] Craigslist
[Linkedin
[ other - Please list below

Please comment on special requirements for advertising | CRAIGSLIST COPY
including subclass (per job specification), distribution of | Are you an innovative, fast paced HR A
advertisements and announcements, suggested advertising |professional? Check out our career opportunity v
copy/special requirements to be added to announcements. : |here:

Supporting Docu C“Ck fhe bUHOh

(==p= L

Other notes about this requisition: |Panel members for this recruitment include:
Tami, Dori, and Megan

Reports to Org Unit #: | |
Org Unit Title:| |
Reports to Org Unit #: | |
|

|

|

Org. Unit Title: |

First Name: |

Last Name: |

No Approvals M

| Save Only || Save an#{\FteIease |
by’

Company Information | Privacy Policy | Legal Terms

https://secure.uat.necgov.net/OHC/requsition.cfm l v
ppiight © 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

Text Captions

Click the button

Notes
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Slide 40

Work Time: Full Time
Special Schedule: A
Location(s): City of San Luis Obispo
License/Certificate Requirement :
Language:
IT you selected Other under Language, please list the language(s):
California Driver's License Reguirement : Moncommercial Class C
Payroll Coordinator : Maricela
Payroll Coord. Phone: 5959
Length of Job Posting: 2 Weeks
Want Advertising Proposal? : Yes

Forms of advertising you would like. If there is a cost associates with advertising, County Website (Free)
the department will be charged. : GovernmentJobs
Craigslist
Please comment on special requirements for advertising including subclass (per job CRAIGSLIST COPY Are you an innovative, fast paced HR
specification), distribution of advertisements and announcements, suggested professional? Check out our career opportunity here: County of
advertising copy/special requirement Human Resources Depariment

Supportin SeJeCT The ation

Reporis to Org Unit #:
0Org Unit Title:
Reports to Org Unit #:
Org. Unit Title:

First Name:

Last Name:

Approvals None

Attachments: m

Attachment Title Laie Upioaded File Name

Company Information | Privacy Policy | Legal Terms
https://secure.uat.necgov.net/OHC/documents/add.cfm?objectTypeCod... ]' v

ights reserved. Patent Panding.

Text Captions

Select the link to add attachements

Notes
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Sewene - Module 2 // Create Requisition

Slide 41
NEOGOV [« SLO_UAT Test User v
Post » + @

Filz Attachmant
View Requisition
= Required

- File Description T

“File | Browse... |

Attach another file Upload

Select the * )es | text box

Text Captions

Select the text box

Notes
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Sswews . Module 2 // Create Requisition

Slide 42
NEOGOV [« SLO_UAT Test User v
Post » + @

Filz Attachmant
View Requisition
= Required

* File Description | Sepparation Doci[mentation| X

“ File Browse... |

Attach another file Upload

‘1 Type in the file description f

Text Captions

Type in the file description
(This is a required field and should be meaningful.)

Notes
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Sewene - Module 2 // Create Requisition

Slide 43
NEOGOV [« SLO_UAT Test User v
Post » + @

Filz Attachmant
View Requisition
= Required

- File Description | Sepparation Documentafier{wm- . X |

G Eru]qse__. |
Attach another file Upload

« Click the se button }..

Text Captions

Click the button

Notes
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Module 2 // Create Requisition

Slide 44
. —
Igcmose File to Uplo
i T‘- Desktop » v"‘"y || SearchDesktop P |
Organize ~ New folder S - j;] ﬁ
- Tavpares I Libraries | Deborah D. Carlson I
B Deskiop » System Folder Sys[:én Folder
lg Downloads ~
< Recent Places | Computer | Network
| | System Folder Nl System Folder ||
] Libraries i
& Doaumens | | The window opens
4 Music |
2~ Pictures Enterprise Scan Google Chrome
8 videos _ Shortcut | . Shortcut L4
' @ 119KB (P 213KB
8 Computer OpenText Imaging Windows ¥ SAP Logon
5 i f‘i\»\ Viewer Shortcut
[#— Shortcut [d 118KB
€ Network i &
File name: | v | Al Files () v
[ Open VI [ Cancel l
Text Captions
The window opens

Notes
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k*“!f”:ﬁ";‘fjf:ﬂ Module 2 // Create Requisition
Slide 45

I
. .| Choose File to Uplo

4 . Favorites

| M Desktop

4 Downloads

4| Libraries
i * Documents
b . Music
[» = Pictures
B !, Videos

» & Computer

» €l Network

< Recent Places

111

File name:

OpenText Imaging Wi

Viewer

Enterprise Scan
Shortcut
Ld 119KB
o
o

Select the

text box

SAP Logon

Shortcut

ptivate 8 (64 Bit)

| NEOGOV U
| @ | Pinned Site
# | 529 bytes

il
hortcut

|| |20141014P
Docs

e I |

ersonnel Analyst Sepp

=14 Adobe Acrébat Document

NEQGOV
Pinned Site Shortcut

A
ﬂ\j 285 bytes

: v‘- Desktop » v‘% || Search Desktop P
Organize ~ New folder o=~ [l 9

111

= |All Files (*)

| Open

v

[ canee_]

A

Text Captions

such as a

Notes

Select the file you wish to upload
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Slide 46

P e = 2
|\ | Choose File to U

] '|- Desktop - | 4y || Search Desktop R
Organize ~ New folder s~ [ ﬁ
| Favorites F Enterprise Scan Google Chrome
M Desktop Shortcut W@  shortcut
4 Downloads s L L. S
< Recent Places OpenText Imaging Windows SAP Logon
‘7&\ Viewer Shortcut
. ’ Shortcut 118 KB M
.~ Libraries
B Documents = Skype Adobe Captivate 8 (64 Bit)
; Shortcut Shortcut
Jj:, Music 245 KB ) 118 KB
2=, Pictures . =
e i NEOGOV UAT . NEOGOV =
& videos | @ | Pinned Site Shorteut B | pinned Site Shortcut
® | 529 bytes I 285 bytes
& Computer b [ || 20141014Personnel Analyst Sepp
L .|| Docs
& Network - 1A Adobe Acrobat Document N
File name: 20141014Personnel Analyst Sepp Docs v lAII}m\\s fi.4) vl

| ope;\y |

.

Text Captions

Notes

Click
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pumnsonces| Module 2 // Create Requisition

Slide 47

NEOGOV @& ~

Post =

View Requisition

= Required

- File Description | Sepparation Documentation

« File C\Users\ddcarlson\Deskiop20141014P] Browse... |

Attach another file

@?

SLO_UAT Test User v
+ ©

Filz Attachmant

Company Information | Privacy Policy | Legal Terms

Click the U; button |

Text Captions

Click the button

Notes
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Slide 48

NEOGOV & ~

Post =

Class Title: PERSONNEL ANALYST I
Class Code: 00000874
Creator: Test User, SLO UAT

SLO_UAT Test User v

My Requisiti

My List
Preferences

Help & Training

Sign Out

Desired Start Date:
= Requisition # 00007
Working Title:
Vacancies:
* Depariment: Human Resources
Division: Human Resources Admin

@ position: 50006700 - Personnel Analyst |

* Hiring Managers. Carlson, Deborah
Job Term: Reg Salary
List Type: Regular
Skills:
Comments:

For Career Series, please indicate which levels you want to recruit. ; |
1l
i

Subiitle/Subclass :
Replacement Reason : Separation
Other Replacement Reason, please describe:
Recruitment Type : Open
Work Time: Full Time
Special Schedule:
Location(s): City of San Luis Obispo
License/Certificate Requirement -
Language:

Text Captions

Notes

Select

o

to return to the List of Requisitions.
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Sewene - Module 2 // Create Requisition

Slide 49
NEOGOV @ + SLO_UAT Test User v
Post = + @

My Requisitions
Open Mew Requisition | Show All Reqgs. in My Dept. | Show Approval Detail | View OHC Users | Show Filled Regs. | Show Cancelled Reas.

Search for req. #, req. title or position #:| |EEI
Approved Requisitions
1 record found.
Page 10of 1 ' |
0007 PERSONNEL ANALYST I — gg/{yﬁa&éd}b}ﬁﬂ/ — Edit Copy Req Cancel History
Page 1 of You have completed the video
Spon Hagisiions futorial on Creating a Requisition.
sy Now try the video simulation.

Req. #Y Req. Title K

Child Suppori

00001 Administrative Assistant SHIHEG 0%24/14 | Edit Copy Reg Cancel Reassign History
00004 Clinical Lab Assistant 1 Health Agency 09/24/14 | Edit Copy Req Cancel Reassign History
Treasurer/Tax TreasurerTax . . ;
nooo2 DAS T Collector P Collector & 0%/24/14 | Edit Copy Req Cancel Reassign History
: General Semvices | General : F :
00003 Lifequard I : Serices 09/24/14 | Edit Copy Req Cancel Reassign History
Page 1of 1

Company Information | Privacy Policy | Legal Terms

Text Captions

— fwyﬂa tulations! —

You have completed the video tutorial on Creating a
Requisition. Now try the video simulation.

Notes

73



Reviewing

Applications
and Score
| Applicants
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Module 3 // Review Applications
& Screen Applicants

ODbjectives

* Discover where to find your “My Application
Review” applicants

 Effectively review applications and help SMEs

to do the same

e The three occasions in the recruitment process

In which you will review applications

“Lt“ 1t 0,,
2
&
) S
3, =
m |

IHUMAMN RESOURCES

Y coamosnusomn  —

Notes
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Module 3 // Review Applications
& Screen Applicants

New Recruitment Performance
Measure

ire Date

Exam Process Y

1
1
1
1
1

_Conditional
Offer
*Background
igi Check

) . Hiring Interview sReference
Candidates s Dept Specific Check
Scored Selection Exams *Medical Exam
Candidates

aArrant Nffar

Dept
Selection

elList

Oral Board

* Panel of 3

Add’l Exams

1
1
 Oral Board 1 Ranked
'A lication * Written Tests Questions 1 *Candidates *
1 pp .. * Physical Agility, *Online Scoring 1 Certified
Mini 1 Rating/Scree Strength, or :
a mllr?um 1 ning Stamina Tests 1
ualifications 1
b P I * Subject Matter * Performance 0
oD Posting . Tests 1
* Minimum I Experts review 1
T * Announce Job ificath and score
0 1
Req u'|5|t|0n Posting on SLO Evaluated ! candidate 1 .
Received and County Website « Pass/Fail | applications - 1 J
Approved « Candidates notifications | now online! .
) " Apply sent 1 o Pass/Fail
* Ve'!f‘/ Position « Candidates ' notifications ,'
* Verify Vacancy Complete ‘\ are sent G
Supplemental Ay ,'
Questionnaires S e e e —————— -7

Notes
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Module 3 // Review Applications
& Screen Applicants

Terminology

e Screeners: Those who will be rating
applications

e Subject Matter Experts: People with
specialized knowledge who rate
applications based solely on experience

ceti 120,
&3 'rf',.
. "
s o
( H\ |

HUMAN RESOURCES

COUNTY OF BN L DD

Notes
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Module 3 // Review Applications
& Screen Applicants

Who Will Review Applications

 Payroll Coordinators

e Hiring Managers

e SCreeners

» Subject Matter Experts

Notes
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Module 3 // Review Applications
& Screen Applicants

When Applications Will Be
Reviewed

* Reviewing for minimum qualifications
« Scoring competitive applications (SMESs)

* Previewing applications in advance of Oral
Boards

T Log,

a | Yy
=z fe

18 S

Q -

HF- =

sl

] (=]
= &
A o
@ | 2"

c
o

Notes
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Module 3 // Review Applications
& Screen Applicants

Requisition
Received and
Approved

*Verify Position
*Verify Vacancy

Process Flow

Application
Rating/Screening

* Department Subject
Matter Experts review
and score candidate
applications

Oral Board

* Candidate Scheduling
*Panel members score
candidates online on

tablets

Dept Selection
e Hiring interview

* Dept specific selection
exams

Conditional Offer

.
:
s
s
s

Hire Date

ezt tiOo,
&
5 e

. o
-

| HUMAN RESOURCES

{ COUNTY 0F 1N LUn DROPG

Notes
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Module 3 // Review Applications
& Screen Applicants
Video Demonstration
Slide 1

| NEOGOV & ~ | Danietle Wood 4

Post

¥ Approvals v Admin v My Requisitions
My Application Review
Open New Requisition | Show All Reqgs. in My Dept. | Show Approval Detail | View Department Users | Show Filled Regs. | Show Cancelled My List
__________________________ Preferences
Search for req. #, req. title or position #: Help & Training
Sign Out

In this video demonstration you will

learn how to review an application.

Begin by clicking on the drop down
menu

Text Captions

In this video demonstration you will learn how to review an
application. Begin by clicking on the drop down menu

Notes
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Module 3 // Review Applications
& Screen Applicants

Slide 2

OGOV b~ II.--...

Post * Approvals ¥ Admin v Requisitic

Open New Requisition | Show All Regs. in My Dept. | Show Approval Detail | View Department Users | Show Filled Regs. | Sh ancell
AIBICIDIEIEIGIHILJIKILIMINIQIRIQIRISITIVIVIWIXIXIZ

Search for req. #, req. title or position # Gok eip & Iraining

Company Information | Privacy Policy | Leaal Terms

| To see applications
awaiting your review, select

Text Captions

To see applications awaiting your review,
select

Notes
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Module 3 // Review Applications
& Screen Applicants

Slide 3

NEOGOV o v 1 Danielle Wood

Post v Approvals v Admin v + ®

Applic ationf eview

AIBICIDIEIEIGIHILIJIKILIMINIQIRIQIRISITIVIVIWIX|YIZ
Search for exam title or exam number. Gok
1 record found.
Page 10f 1
201410PM-2202-01 M T ADMINISTRATIVE ASST Il Carison, Deborah Print
1 record found- I
Page 10of 1

To view applications that
have been refered to you,
find the nk located
under Exam Plan

Text Captions

To view applications that have been referred to you,
find the located under Exam Plan

Notes
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Module 3 // Review Applications
& Screen Applicants

Slide 4

NEOGOV &« v

Post v Approvals v Admin ¥ - @

Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST II

ah| Training and Experience
gh| Training and Experience| | N/A
21 | View |10/28/14 9:43 AM|Wood, Danielle | | Training and Experience | NIA

| SME Review Complete || Cancel

Select the name of the candidate whose
application you would like to review

Note: Please note the At Step
description for the type of review
you are conducting.

Text Captions

Select the name of the candidate whose application you
would like to review

Note: Please note the At Step description for the type of review you are
conducting.

Notes
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Module 3 // Review App
& Screen Applicants

lications

Slide 5

NEOGOV &« v

Post * Approvals ¥ Admin v

Application 1 of 3

Former Last Name:
Personal Information

Driver's License:
Can you, after employment, subi
right to work in the United States

What is your highest level of edu

Preferences

201410PM-2202-01 - ADMINISTRATIVE ASST II

Contact Information -- Person 1D: 5347327

Name: Erica Kane
Home Phone: (760) 567-3609
Email: llevy03@calpoly.

+ O

Candidate Application

« Previous Applicant | Next Applicant » Print View

435 Highland Drive
San Luis Obispo, California 93405 US

Address:

Alternate Phone:
Notification Preference:
Month and Day of Birth:

u Email

‘e: Attachments such
as cover letters, resumes
appear as a link under
attachments

Preferred Salary:

Types of work you will accept:
Types of shifts you will accept:
Education

Work Experience

Certificates and Licenses

Types of positions you will accept:

Regular , Temporary , Seasonal , Internship
Full Time , Part Time , Per Diem
Day , On Call (as needed)

Review the application by
scrolling.

Text Captions

Review

the application by scrolling.

Attachments such as cover letters, resumes appear as a
link under attachments

Notes

85



e

3

of

= o
m )

HUMAN RESOURCES
COUNTY O L e -

Module 3 // Review Applications
& Screen Applicants

Slide 6

NEOGOV &« v

Post v Approvals v Admin v

Return to Can

Application 1

Former Last

Driver's Lice
Can you, aft

Education

Work Expe

Contact
Name: Erica Kane Address: 435 Highland Drive
San Luis Obispo, California 93405 US
Home Phone: (760) 567-3609 Alternate Phone:
Email: ilevy03@calpoly.edu  MNotification Preference: Email

Personal Information

right to work in the United States?
What is your highest level of education?

Preferences

Preferred Salary:

Types of positions you will accept
Types of work you will accept:
Types of shifts you will accept: SeleCT )

Certificates and Licenses

+ O

Candidate Application

didate List

r|'|||; v'm

of 3 « Previous Applicant | Next Applicant»

201410PM-2202-01 - ADMINISTRATIVE ASST II

Name: Month and Day of Birth:

nse: Yes, California , Class C

er employment, submit proof of your legal Vi

to display

the 'sc':c-aring window

rience

Text Captions

Notes

Select
to display the scoring window
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Module 3 // Review Applications
& Screen Applicants

Slide 7

NEOGOV &« v

Post v Approvals v Admin ¥ - @

Return to Candidate List

A

Exam Plan 201410PM-2202-01 MINISTRATIVE ASST II
Evaluation Step Application Screeping 2]
/ : Bequired
) a
b Samaiy| (Paron I s':,- al aq:r:u smm“rhsmms - TSI;II‘ l
Kane, Erica 5347327
Sc
Call:uiatiglll'le: Sum
Reject Reason: == Select== v
Comments:
' Refer to your email for the scoring criteria
you are to use when scoring. You will
enter a score for each category.
Application 1 of 3 « Previous Applicant | Next Applicant » ot

201410PM-2202-01 - ADMINISTRATIVE ASST II
Contact Information -- Person ID: 5347327

Name: Erica Kane Address: 435 Highland Drive
San Luis Obispo, California 93405 US

1L Dl L3cascos acon 2Ly ha Dl

Text Captions

Refer to your email for the scoring criteria you are to use when
scoring. You will enter a score for each category.

Notes
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Module 3 // Review Applications
& Screen Applicants

Slide 8

NEOGOV wc v 1 Danielle Wood

Post v Approvals v Admin ¥ - @

Candidate Application
Return to Candidate List

Hi ndi i iti
Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST II
Evaluation Step Application Screening
* Required
Applicant P Work o Do iR Technical
Ramal (Parson 1Dy B8 e e Experience skills skill
Kane, Erica 5347327 5 5 /W—El
Score
Calculation; Sum ?
Reject Reason]| == Select == I} v) I
Comments:

If the candidate has failed, select a rejection
reason from the drop down menu

Application 1 of 3

201410PM-2202-01 - ADMINISTRATIVE ASST II
Contact Information -- Person ID: 5347327

Name: Erica Kane Address: 435 Highland Drive
San Luis Obispo, California 93405 US

1L Dl L3cascos acon 2Ly ha Dl

Text Captions

If the candidate has failed, select a rejection reason
from the drop down menu

Notes
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Module 3 // Review Applications
& Screen Applicants

Slide 9

NEOGOV &« v

Post v Approvals v Admin v

Return to Candidate List

Hi ndi i iti

Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST II

Evaluation Step Application Screening

* Required

Applicant:

Person ID General

Kane, Erica 5347327

Score

Calculation: Sum

5 o P Fache
Skill

Reject Reason: | == Select ==

Comments: Cancelled Recruitment
Did Not Pass Medical
Does Not Meet Minimum Requirefients
Expired EC Application
Failed Agility Exam
Failed Oral
Failed Performance Exam

Failed to Appear for Written Exam
Failed to Appear Cral
Failed to Respond
3 Failed written exam
Free Name - If you need a few reason see Deborah or Katie
Met Minimum Qualifications
No Longer Available
Not Best Qualified
Contact Inforn Screened Out
Strike-Out
| Submitted

Application 1 of

Not Best Qualified

Name:

1L Dl

LICol Lol acon 2Ly ha Dl

Print View

Highland Drive
“Luis Obispo, California 93405 US

+ O

Candidate Application

Text Captions

Notes
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Module 3 // Review Applications
& Screen Applicants

Slide 10

NEOGOV &« v

Post v Approvals v Admin ¥ - @

Return to Candidate List

Hi ndi i iti

Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST I1
Evaluation Step Application Screening 5]

* Required
Applicant P Work Soag Conmaioat Technical
Ramal (Parson 1Dy B8 e e Experience skills skill
Kane, Erica 5347327 5 5 10 5
Score
Calculation: Sum
Reject Reason: | Not Best Qualified v

Comments:

§ Save '

If necessary, include a comment
Application 1 of 3 « Previous|

201410P3-2202-01 - ADMINISTRATIVE ASST II
Contact Information -- Person ID: 5347327

Name: Erica Kane Address: 435 Highland Drive
San Luis Obispo, California 93405 US

1L Dl L3cascos acon 2Ly ha Dl

Text Captions

Notes

If necessary, include a comment
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HUMAN RESOURCES
COUNTY Of WL CavD)

Module 3 // Review Applications
& Screen Applicants

Slide 11

NEOGOV = v

Post v Approvals v Admin ¥ - (D

Candidate Application

Hide Candidate Disposition

Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST 11
Evaluation Step Application Screening

Aot To continue to the next applicant’s

Kane, Ericq opphcchon select ©

Score
Calculation:

Reject Reason: | Not Best Qualified v
Comments:| Did not have the right kind of experience.

Sum

| Save || Save & View NextApp » |

1N
by
Application 1 of 3 « Previous Applicant | Next Applicant » Print View

201410PM-2202-01 - ADMINISTRATIVE ASST 11

Contact Information -- Person ID: 5347327

Name: Erica Kane Address: 435 Highland Drive
San Luis Obispo, California 93405 US

Dla LICOLSL2 Sc00 Al ha Dl

Text Captions

To continue to the next applicant’s application,
select

Notes

?1



HUMAN RESOURCES
COUNTY O L e -

Module 3 // Review Applications
& Screen Applicants

Slide 12

NEOGOV wc v 1 Danielle Wood

Post v Approvals v Admin ¥ - @

Candidate Application

Return to Candidate List 4 : . o
e Hi ndi i i

Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST II
Evaluation Step Application Screening

* Required

Applicant Person  Raw Work Strong C i Techni
Hame D Soora | (HACeea Experience skills sill

Lopez, Jennifer 5347328

Sc
Calculau‘;;e: Sum
Reject Reason: | == Select== v

Comments:

Review the
application and enter
your scores
« Save & View Prev. App || Save,|| Save & View Next App »
Application 2 of 3 « Previous Applicant | Next Applicant » Print View

201410PM-2202-01 - ADMINISTRATIVE ASST II
Contact Information -- Person ID: 5347328

Name: Jennifer Lopez Address: 124 Mission Way
San Luis Obispo, California 93401 US

1L Dl AZadlcoc ocan Al ha Dl

Text Captions

Review the application and enter your scores

Notes
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II-;L.IMhN RESOURCE;
Module 3 // Review Applications
& Screen Applicants

Slide 13

NEOGOV @« ~

Post w Approvals v Admin ¥ -+ @
Candidate Application

Return to Candidate List Hide Candidate Disposition

Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST I1
Evaluation Step Application Screening

* Required
Applicant Person  Raw Work Strong C Technical
- D Score S Experience Skills skill
Lopez, Jennifer 5347328 20 .25 |
Score
Calculation: Sum
Reject Reason: | == Select== v
Comments: i
| « Save & View Prev. App || Save || Save & View NextApp »
Application 2 of 3

Because this candidate received a passing score,
you do not need a rejection reason

Contact Information -- Persc

Name: Jennifer Lopez Address: 124 Mission Way
San Luis Obispo, California 93401 US

f=T8 L3120V Lo OCOS oL ha Ol

Text Captions

Because this candidate received a passing score,
you do not need a rejection reason

Notes
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HUMAN RESOURCES
COUNTY O L e -

Module 3 // Review Applications
& Screen Applicants

Slide 14

NEOGOV &= Danielle Wood v

Post v Approvals ¥ Admin v - @

Candidate Application

Return to Candidate List » 3 ; Zah
e — Hi ndi iti

Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST II
Evaluation Step Application Screening

- Required
Applicant A o S - — -
B score ™ Experience Skills skill
Lopez, Jennifer 5347328 20 20 = : -
Score
Calculation: SU™
Reject Reason: | == Select == vl

Comments:|Resume formatting demonstrated attention to detail

[ « Save & View Pr

Enter a comment if desired

Application 2 of 3 « Prey

Contact Information -- Person ID: 5347328

Name: Jennifer Lopez Address: 124 Mission Way
San Luis Obispo, California 93401 US

e —_— i

Text Captions

Enter a comment if desired

Notes
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COUNTY O L e -

Module 3 // Review Applications
& Screen Applicants

Slide 15

NEOGOV &« v

Post v Approvals v Admin v

Return to Candidate List

Hi ndi i iti

Evaluation Step Application Screening

Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST II

* Required
Applicant Person  Raw Work strong C Techni
Hame D Soora | (HACee Experience skills sill
Lopez, Jennifer 5347328 20 20 25 20
Score
Calculation: Sum
Reject Reason: | == Select== v

Comments: | Resume formatting demonstrated attention to detail|

« Save & View Prev. App || Save _[._Save & View Nex.t.

Application 2 of 3 « Previous

Select &

201410PM-2202-01

Y.

+ O

Contact Information -- Person ID: 5347328 !

Name: Jennifer Lopez Address:

1L Al "

ok,

VETHIWITITI. T

Sk

124 Mission Way
San Luis Obispo, California 93401 US

Text Captions

Select

Notes
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HUMAN RESOURCES
COUNTY O L e -

Module 3 // Review Applications
& Screen Applicants

Slide 16
NEOGOV =< v
Post v Approvals v Admin ¥ - @
Candidate Application
Return to Candidate List A 5 : o
T, Hi: indi I |
Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST I1
Evaluation Step Application Screening
* Required
Applicant: Person Raw Work Strong C 2ot Technical
ane D Sooca | S0 Experience Skills skll
Selleck, Tom 5347330
Score
Calculation: Sum
Reject Reason: | == Select== v
Comments:
« Save & View Prev. App || ;vek
Application 3 of 3 « Previous Applicant
Enter your scores
201410PM-2202-01 - AD
Contact Information -- Person ID: 5347330
Name: Tom Selleck Address: 1452 Suffolk Drive
San Jose, California 95127 US
Lo m. 2L A N_

Text Captions

Enter your scores

Notes
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HUMAN RESOURCES
COUNTY O L e -

Module 3 // Review Applications
& Screen Applicants

Slide 17
NEOGOQV =< ~
Post ¥ Approvals ¥ Admin ¥ - @
Candidate Application
Return to Candidate List Hi ndi R
Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST 11
Evaluation Step Application Screening
* Required
Applicant Person  Raw Work Strong C ti Technical
[} Score Experience Skills Skill
Selleck, Tom 5347330 15 I 10 25
Score
Calculation: SU™
Reject Reason: == Select== A\
Comments:
e ——————— e e
Enter a comment if desired
Application 3 of 3 Print View
201410PM-2202-01 - ADMINISTRATIVE ASST II
Contact Information -- Person ID: 5347330
Name: Tom Selleck Address: 1452 Suffolk Drive
San Jose, California 95127 US

S e

Text Captions

Enter a comment if desired

Notes
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HUMAMN RESOURCES
COUNTY O LN LU CorD

Module 3 // Review Applications
& Screen Applicants

Slide 18

NEOGOV &« v

Post v Approvals v Admin v - @

Candidate Application

o ln LAnCAe o Hide Candidate Disposition
Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST 11
Evaluation Step Application Screening

* Required

Applicant Person  Raw Work Strong Communicati Technical

[+] Score Experience Skills Skill
Selleck, Tom 5347330 15 10 25 ] E
Score
Calculation: Sum
Reject Reason: | == Select== v

Click Save once you have finished
scoring all candidates

| « Save & View Prev. App || S

Application 3 of 3 « Previous Applicant | Next Applicant » Print View

201410PM-2202-01 - ADMINISTRATIVE ASST II

Contact Information -- Person ID: 5347330

Name: Tom Selleck Address: 1452 Suffolk Drive
San Jose, California 95127 US

e e

Text Captions

Click once you have finished scoring all candidates

Notes
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HUMAN RESOURCES
COUNTY O L e -

Module 3 // Review Applications
& Screen Applicants

Slide 19

NEOGOV &« v

Post * Approvals ¥ Admin v

Hide Candidate Disposition

Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST I1
Evaluation Step Application Screening

Disposition Updated Successfully * Required
Applicant Person  Raw Work Strong Communicati Technical
[+] Score Experience Skills Skill

Sklleck, Tom 5347330 75.0000 15 10 25 ] 25

Score
Calculation: >
RejectReason: | == Select == v
Comments:
| « Save & View Prev. App || Save
Application 3 of 3 « Previous Applicant | Next Applicant» Print View

201410PM-2202-01 - ADMINISTRATIVE ASST II

Contact Information -- Person ID: 5347330

Name: Tom Selleck Address: 1452 Suffolk Drive
San Jose, California 95127 US

e

Text Captions

Notes

+ O

Candidate Application

Click
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HUMARN RESOURCE;
Module 3 // Review Applications
& Screen Applicants
Slide 20

NEOGOV &« v

Post v Approvals v Admin ¥ - @

Exam Plan Candidates

Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST II

'::;1‘;_{ Lastipdated Updated By At Step Assigned By Comments
Kane , Erica /| [View [10/28/14 M7 AM|Wood, Danielle| Training and Experienck: | » Fail - Not Best Qualified|[Carlson, Deborah Add
Lopez , Jennifer &/| [View |10/28/14 ©:48 AM| Wood, Danielle| Training and Experience |« Pass - 85.00% arison, Deborah Add
Selleck . Tom 7| |View |10/28/14 9:49 AM ?voqg Danielle| Training and Experience|« Pass - 100.00% (Carlson, Deborah|  Adg

S&flewew Complete || Cancel

Note: You can see each candidate, their
scores and whether they have passed or
failed. You can click on an applicant if
you need to change a score.

yUU W | Rppw L I |-

Text Captions

When you are done, select and a notification
will be sent to indicate you are done

You can see each candidate, their scores and whether they have passed
or failed. You can click on an applicant if you need to change a score.
Notes
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HUMAN RESOURCES
COUNTY O WAL ooy =

Module 3 // Review Applications
& Screen Applicants

NEOGOV &« v

Post v Approvals v Admin ¥ - @

Exam Plan Candidates

Exam Plan 201410PM-2202-01 - ADMINISTRATIVE ASST II

t;:;; Last Updated Updated By At Step Assigned By Comments
Kane , Erica 47| View [10/28/14 9:47 AM|Wood, Danielle| Training and Experience| s Fail - Not Best Qualified| Carlson, Deborah Add
Lopez , Jennifer /| View |10/28/14 %:48 AM|Wood, Danielle| Training and Experience | Pass - 85.00% Carlson, Deborah|  Add
Selleck . Tom 47| View |10/28/14 9:49 AM|Wood, Danielle| Training and Experience|« Pass - 100.00% Carlson, Deborah Add

/’/mi Review Complete || Cancel

— Congratulltions/ —

You have completed the video
tutorial on Reviewing Applications.
Now try the video simulation.

Text Captions

— &/yﬁab‘a/ab‘/b/(&/ —

You have completed the video tutorial on Reviewing
Applications. Now try the video simulation.

Notes
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[Human resou
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=" Module 4 // Managing Certified Candidates

ODbjectives

 Differentiate between Certified and Referred candidates
* View your referred candidates

e Schedule candidate interviews

 Manage your list of certified candidates

* Reject candidates

 ldentify when to move candidates to Offer Pending versus
Hired status

cestlt oy,
¢! 4,
e L
. 5
B -
’o m :

HUMAN RESOURCES
8

CUNTY OF Wi LU ORSiD

Notes
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HUMAN RESOURCES

=== Module 4 // Managing Certified Candidates

New Recruitment Performance
Measure

. ~
’ \\\
Exam Process \
1
1
1
1
Eligible List - h
Hiring Interview *Reference
Oral Board * Dept Specific Check
i Selection Exams *Medical Exam
x5 * Panel of 3 * Candidates
o ’ 1 aArrant Nffar
: Add’l Exams + Oral Board ! Ranked
Aoplication  Written Tests Questi *Candid 1
PP . * Physical Agility, «Online Scoring 1 Certified
Rating/Scree Strength, or :
ning Stamina Tests i
smm——
Job Posting * Subject Matter N ?erformance '
Minimum Experts review et :
: * Announce Job ificath and score
0 1
Requ_ on . Posting on SLO Evaluated 0 candidate 1 -
Receivedand ™ County Website « Pass/Fail | applications - 1
Approved « Candidates notifications | now online! 0
3 - Apply sent 1 o Pass/Fail 0
OVl FEElET « Candidates i notifications lI
* Verify Vacancy Complete ‘\ are sent ’
Supplemental . ,'
- N ~
Questionnaires D S e e e e e e e e b e

Notes
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Terminology

* Referred List: Candidates who have passed
minimum qualifications and received passing
scores by application screeners/SMEs;
formerly “Certified candidates”

 Eligible List: Hired candidate who is then
forwarded to Human Resources for processing

ceashtt Qu,
R
5 e
. -
3 -
3 m |

| HUMAN RESOURCES

~ commrorsumone |~

Notes
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=== Module 4 // Managing Certified Candidates

Terminology, con’t

» Rejected Candidate: Includes candidates who
choose not to schedule interview, or who
have rejected the position

o List View: Use List View to view your
Referred List.

Notes

106



|HL.‘H.°LN RESOURCES

=== Module 4 // Managing Certified Candidates

Process Flow

Requisition
Received and
Approved
*Verify Position
*Verify Vacancy

Application
Rating/Screening

*Department Subject

Matter Experts review
—  andscorecandidate ——
applications

Dept Selection

Conditional Offer

e Hiring interview
*Dept specific selection
exams

Oral Board

*Candidate Scheduling
*Panel members score
candidates online on

—tablets————

Hire Date

{HUMAMN RESOURCES

CC0RITY O LA L83 OISO

Notes
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7~ __“ Module 4 /7 View Candidates,
B Schedule Interviews, & Send

pemisoncs] - Candidate Notification

Video Demonstration

Slide 1

NEOGQOV & v Heidi F_wagan -

Post

* Approvals ¥ Admin * My Requisitions
My Application Review
Show All Lists in My Department My List

Preferences

SO A B [ IR e [ B L IR AR AR ) R LR P MR A A f s

Help & Training

Search for req. #, list title, or position # | |ET

Search by hiring manager:

Sign Out
Show Archived Lists
Mo records found.

Reg# Kkl Title [Y ot

25 Applications Referred

In this video demonstration you will
learn how to View Candidates,
Schedule Interviews and Send

Candidate Notifications.
Begin by clicking on your name.

Text Captions

In this video demonstration you will learn how to View Candidates,
Schedule Interviews and Send Candidate Notifications.
Begin by clicking on your name.

Notes
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. Module 4 // View Candidates,
_PI‘_ Schedule Interviews, & Send

pemisoncs] - Candidate Notification

Slide 2

NEOGOV o v Hekil Hanagan

Post

v Approvals v  Admin w My Requisitions

o — My Application Review
Show All Lists in My Department e
Select from the menu
AIEICIDIEIE|QIHI! to view the certified i
= Help & Traini
seacntoreq 2,161 CANdidates referred to your s:;: Bl
Show Archived Lists Se depqrfmenf

Mo records found.
Last

Req#ld Title N Position ID  Department ¥ Division ¥  HiringMgr  Candidates  Applications Referred

Company Information | Privacy Policy | Leqal Terms

Copyright © 2014 NEQGOV, Inc. All rights reserved. Patent Pending.

[ 1

Text Captions

Select from the menu to view the certified candidates
referred to your department

Notes
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. Module 4 // View Candidates,
_}B Schedule Interviews, & Send
pemreones) Candidate Notification

Slide 3

NEOGOV @ ~

Post + Approvals + Admin » + @

Referred Lists

Show Al Ligte in My Denardtment eeferrt
0

Search for req. #, list title, or position # Gak
Show Archived Lists Search by hiring manager EAII:E}
No reconds found.

Last
Referred

Req# ki Title N PositionID  Department ™  Division ¥ HiringMgr  Candidates  Applications

If you do not see the eligible list on your dashboard,
click

’ https://secure.training.neogov.com/OHC/dspMyReferredList.cfm?ShowAll=y... l

Text Captions

If you do not see the eligible list on your dashboard, click

Notes
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- % Module 4 /7 View Candidates,
_}B Schedule Interviews, & Send
pereonesl - Candidate Notification

Slide 4
NEOGOV e v Kim Eder
Post + Approvals + Admin w + @

Referred Lists
Show On

Search for req. #, list title, or position #

Show Archived Lists Search by hiring manager | All

4 records found.
Page 1of 1

Last

Req# ki Title ¥ Position ID Department?Y  Division I¥  Hiring Mgr Candidates  Applications ..

INFORMATION TECHNOLOGY : Admin, Katie
e PROJECT MGR Ill L B Carlson, Dehorsh LAk s
INFORMATION TECHMOLOGY : Velazquez, Susie
00004 PROJECT MR Il Informaficn Tec .. 09104
00006 Mental Health Therapist I/IA1AY Human Resources Stapleton. Frank ! 09/09/14
00029 ADMINISTRATIVE ASST Il Health Agency Carlzon, Deborah Jhzu i 1024414
Dage 10of 1 b

| Legal Terms

Click in the Candidates column ferved. paent pending.

[ https://secure.training.necgov.com/OHC/dspMyReferredCandidates.cfm?Re... l

Text Captions

Click in the Candidates column

Notes

111



" Module 4 // View Candidates,
}B Schedule Interviews, & Send

pemisoncs] - Candidate Notification

Slide 5

NEOGOV B« ~

Post » Approvals * Admin »

+ O

Referred Candidates

Reguisition # 00029 Job Type 1 - Permanent

Requisition Title ADMINISTRATIVE ASST I1
Working Title Admin Asst IT Health Agency
Department Health Agency

Division

Vacancies

HR. Analyst Carlson, Deborah
HR Analyst Phone (805) 781-4882

HR Liaison Carlson, Deborah
HR Liaison Phone (805) 781-4882

Positions

Comments:

Show List View

Referred (3 )
Referral

| Email oo m Plan # ActionDate  Elig ExpDate  Notices e
Expires

ok e Notify
' 201410PM-2202-02 10024114 1071815 107232015
10M8M5 107232015

101232015

1<l
P (805) 781-5355 201410PM-2202-02 1072414
201410PM-2202-02 10/24/14 10011815

E[ 3 Records Found Page: 1 ; of1

ation | Privacy Policy | Legal Terms

GOV, Inc. All rights raserved. Patent Pending.

Check box in front of candidate
to be scheduled for interview

Text Captions

Check box in front of candidate to be scheduled for interview

Notes
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Module 4 // View Candidates,
Schedule Interviews, & Send
Candidate Notification

Slide 6

NEOGOV b=

Post + Approvals

Referred (3 )

v

¥ Admin *

Referred Candidates

Requisition # 00029
Reguisition Title ADMINISTRATIVE ASST II
Working Title Admin Asst IT Health Agency
Department Health Agency
Division

Positions

Job Type 1 - Permanent
Vacancies
HR Analyst Carlson, Deborah
HR Anzlyst Phone (805) 781-4882
HR Liaison Carlson, Deborah
HR Liaison Phone (805) 781-4882

Comments:

Master
Profile

P (305) 781-5555

Email
Notify

Exam Plan # Action Date Elig Exp Date

1011815
101815
1018115

1024114
124114
1V24114

201410PM-2202-02
201410PM-2202-02
201410PM-2202-02

Notices

+ O

Show List View

Referral

Expires
1072372015
100232013

10723205

== Select ==

3 Records Found

Page: 1 ; of1

Click the arrow to revedadl
menu items

Company Information | Privacy Policy | Legal Terms

pyright & 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

Text Captions

Notes

Click the arrow to reveal menu items
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. Module 4 // View Candidates,
}B Schedule Interviews, & Send

pemisoncs] - Candidate Notification

Slide 7

NEOGO e v i Kim Eder »

Post + Approvals v Admin v + @
Referred Candidates

Requisition # 00029 Job Type 1 - Permanent
Reguisition Title ADMINISTRATIVE ASST II Vacancies
Waorking Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (B05) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Show List View

Referred (3 )

Master Email i f i Referral
Name Profile Notify Exam Plan # Action Date Elig Exp Date  Notices R

McDonald, Valerie G 201410PM-2202-02 10/24414 10M18M5 10/23/2015

D Wang, Lee P (805) 781-3552 201410PM-2202-02 10724014 10M18M5 10232015

|:| Welling, Jonathon 201410PM-2202-02 10724114 10M18M5 10232015
==Select == _py—] 3 Records Found Page: 1 of 1

Hire S
— Reject Schedule Intervi EW |

Email Notify

Mail Merge Select the

| Legal Terms

rved. Patent Pending.

item

Text Captions

Select the item

Notes
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.-:-‘7“:. . Module 4 // View Candidates,
}B Schedule Interviews, & Send

pemisoncs] - Candidate Notification

Slide 8

NEOGO e v M| Kim Eder v

Post + Approvals + Admin v + @

Referred Candidates

Requisition # 00029 Job Type 1 - Permanent
Reguisition Title ADMINISTRATIVE ASST IT Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (B05) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Show List View

Referred (3 )

Name Master o one Exam Plan # Action Date  Elig Exp Date e
Profile Expires

1072325
1023205
10723205

10f118M15
10M118M5
10118M5

10724114
10/24014
10/24/14

201410PM-2202-02
201410PM-2202-02
201410PM-2202-02

McDonald, Valerie G

Wang, Lee
Welling, Jonathon

Schedule Interview_ I[] 3 Records Found Page: 1 of 1

P (305) 781-5555

i i

Click the red button to confirm selection

[ https://securetraining.necgov.com/OHC/listcandidateaction.cfm l

Text Captions

Click the red button to confirm selection

Notes
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. Module 4 // View Candidates,
I‘B Schedule Interviews, & Send
peirsocsl - Candidate Notification

Slide 9

NEOGOV &= +

Post = Approvals * Admin » + @

Schedule Interview

Regquisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \acancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
-
Name: Valerie McDonald G 5347507 E hfer : !
- e ST (27[=] (2074 =] information for
Time: [8am [+] 00[7] the appointment. This
Duration: 1 hr_[] :00[=] information will be
fpeie included in an
Atkyeee & confirmation email later.
Address 2:
City:
S State: | == Select == [=]
Zip Code:
Phone: i
Digposition: Scheduled
Comments: a
Text Captions
Enter information for the appointment.

This information will be included in an confirmation emall later.

Notes
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HUMAN RESOURCES

Module 4 // View Candidates,
Schedule Interviews, & Send
Candidate Notification

Slide 10
Fequistion Nte ADMINISTRATIVE ASST 11 Vacancies T
Working Title Admin Asst II Health Agency HR &nalyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 761-4882
* Required
Name: Valerie McDonald G 5347507
- Date: | October [ ][31[=] [2014]~]
- Time: [9am [=][:00[~]
Duration: | 1 hr 00 .
—EECEC In the field,
e type special instructions
" for the candidates
City:
State: | == Select == (=]
Zip Code:
Phone: 8057815959 £
Dispaosifion: Scheduled
Comments: -
—/I
Company Information | Privacy Policy | Legal Terms
Copyright © 2014 NEOGOV, Inc. All rights reserved. Patent Pending. =
Text Captions
In the field, type special instructions for the
candidates
Notes
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HUMAN RESOURCES

Module 4 // View Candidates,
Schedule Interviews, & Send
Candidate Notification

Slide 11
Eequisition Title ADMINISTRATIVE ASST 11 Vacancies =
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR. Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
~ Required

MName: Valerie McDonald G 5347507
- Date: |October [ »][31[=] [2014]~]
- Time: |G am [»]|-00[~]
Duration: [ 1hr  [=][:00[=]
Location:
Address 1:
Address 2:
City:
State: | == Select == E3
Zip Code:
Phone: 8057815959
Disposition: Scheduled

Comments: Special firections: Arrive 15 minutes early. Park =«
in Parkirg lot A off of Monterey and Santa Rosa/|

Company Information | Privacy Policy | Legal Terms

Copyright © 2014 NEQGOV, Inc. All rights reserved. Patent Pending.

m

1

Text Captions

Notes
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= Module 4 // View Candidates,
I‘B Schedule Interviews, & Send
wwasorcsl - Candidate Notification

Slide 12
Hequistion Tie ADMINISTRATIVE ASST 11 Vacancies T
Working Title Admin Asst II Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR. Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
* Required o

Name: Valerie McDonald G R347507

- Date: | Cctober  [=][31]=] [2014[~]

- Time: |9 am [+]|:00[=] ;
Duration: |1 hr  [=] [:00[=] Click

Address 2:

button
Location: TO Sove SChEdUied
Address 1: interview

City:
State: | == Select == =]
Zip Code:
Phone: 30572315959
Disposition: Scheduled
Comments: Special Directions: Arrive 15 minutes early. Park =

Company Information | Privacy Policy | Legal Terms

’ https://secure training.neogov.com/OHC /interviewedit.cfm }'nnyright @ 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

m

1

Text Captions

Click button to save scheduled interview

Notes
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Module 4 // View Candidates,
}B Schedule Interviews, & Send
pemisoncs] - Candidate Notification

Slide 13

NEOGOV @& v

Post + Approvals v Admin »

+ O

Referred Candidates

Requisition # 00029
Requisition Title ADMINISTRATIVE ASST II

Working Title Admin Asst IT Health Agency
Department Health Agency

Vacancies

Job Type 1 - Permanent

HR Analyst Carlson, Deborah

HR Anzlyst Phone (805) 781-4882

Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Referred (2) [N

: Ma
B Name

T Email
Profile gl

Notify Exam Plan #

Wang, Lee

P (305) 781-5555

201410PM-2202-02
Welling, Jonathon

201410PM-2202-02

Action Date

10024114
1024114

Elig Exp Date

10f18M5
10M18Ms

Notices

Show List View

Referral
Expires
1072372015
100232013

== Eé_lect =

2 Records Found

Next, you will need to send @ ofifcation

to the candidate about the inferview. First, you
will select the tab.

Page: 1 of 1

[ https://secure training.neogov.com/OHC/dspMyReferredCandidates.cfmRe... L

Pending.

Text Captions

Next, you will need to send an email notification to the
candidate about the interview. First, you will select the

Notes

tab.
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7~ % Module 4 // View Candidates,
_PI‘_ Schedule Interviews, & Send
pemreones) Candidate Notification

Slide 14

NEOGOV B« v

Post + Approvals + Admin w

+ O

Referred Candidates

Requisition # 00029
Requisition Title ADMINISTRATIVE ASST IT
Working Title Admin Asst IT Health Agency
Department Health Agency

Vacancies

Job Type 1 - Permanent

HR Analyst Carlson, Deborah
HR &nalyst Phone (805) 781-4882

Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Interview Scheduled (3 )

Show List View

Master Email E Elig Exp = Referral 3
. Exam Plan # Action Date Nofices : Interview
Profile Notify Date Expires
| | [Fonda, Jane 2 P: (415) 487-5926 = 201410PM-2202-01 10107114 10M0815 10/27/14 5:10 AM
McDonald. Valerie G f; 201410PM-2202-02 1024114 10M8/15 10/31/14 9:00 AM
_ Sarducci, Guido &7 201410PM-2202-01 10107114 100815 10/7/14 1:00 PM
== Select == [=] 3 Records Found Page: 1 of1

ation | Privacy Policy | Legal Terms

Click the check box(es) next to
candidate(s) that you wish to
send the email notification o

OV, Inc. All rights resarved. Patent Pending.

Text Captions

Click the check box(es) next to candidate(s) that you wish to
send the email notification to

Notes
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. Module 4 // View Candidates,
}B Schedule Interviews, & Send

frmreoncs] - Cand

idate Notification

Slide 15

NEOGOV &= ~

Post + Approvals + Admin w + @

Referred Candidates

Requisition # 00029 Job Type 1 - Permanent
Reguisition Title ADMINISTRATIVE ASST 11 \acancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR &nalyst Phone (805) 781-4882
Division HR Liaisen Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Fonda, Jane

[7]| sarducci, Guido

Show List Yiew

Interview Scheduled ( 3 )

BnsREr Email o omPlan#  ActionDate ='d EXP Notices erermal Interview

Profile Motify Date Expires
P: (415) 487-55926 201410PM-2202-01 107114 1MD8H5 10/27/14 9:10 AM
201410PM-2202-02 1024114 1V18415 10/31/14 9:00 AM
10/7/14 1:00 PM

201410PM-2202-01 1V07114 10v08/15

== Select ==

@ 3 Records Found Page: 1 | of 1

Click drop down arrow to reveal

rmation | Privacy Policy | Legal Terms

EQGOV, Inc. All rights resarved. Patent Pending.

menu items

Text Captions

Notes

Click drop down arrow to reveal menu items
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Module 4 // View Candidates,
}B Schedule Interviews, & Send
Candidate Notification

Slide 16

NEOGOV B

Kim Eder «

Post + Approvals + Admin

+ O

Referred Candidates

Requisition # 00029 Job Type 1 - Permanent

Requisition Title ADMINISTRATIVE ASST IT Vacancies

Working Title Admin Asst IT Health Agency

HR. Analyst Carlson, Deborah
Department Health Agency

HR Anzlyst Phone (805) 781-4882

Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:
Show List View
Interview Scheduled ( 3 ) ndin : - ¢

Emall o oompian#  ActionDate EV9FP  porices Refermal Interview

Notify Date Expires
Fonda, Jane P: (415) 497-53826 201410PM-2202-01 10/07114 1VDS15 10/27/14 5:10 AM
McDonald. Valerie G 201410PM-2202-02 10/24i14 1V1815 10/31/14 5:00 AM
Sarducci, Guido 201410PM-2202-01 10/07i14 1V0EG15 10/7/14 1:00 PM
== Select == - 3 Records Found Page: 1 of1
== Select ==
Schedule [aterview

rivacy Policy | Legal Terms

Select the
item

All rights reserved. Patent Pending.

Text Captions

Select the item

Notes
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. Module 4 // View Candidates,
__}Ii Schedule Interviews, & Send

pemisoncs] - Candidate Notification

Slide 17

NEOGOV [ ~

Post + Approvals + Admin w + @

Referred Candidates

Requisition # 00029 Job Type 1 - Permanent
Reguisition Title ADMINISTRATIVE ASST II Vacancies
Working Title Admin Asst IT Health Agency HR. Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (B05) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Show List View

Interview Scheduled ( 3 )

Mnster Emall - omPlan#  ActionDate =9 EXP Notices Reterral Interview

Profile Notify Date Expires
P: (415) 487-55926 201410PM-2202-01 10714 1VMO8M5 10/27/14 5:10 AM
201410PM-2202-02 10i24/14 1¥18/15 10/31/14 9:00 AM
10/7/14 1:00 PM

201410PM-2202-01 10607114 1008115

Fonda, Jane
McDonald, Valerie G
Sarducci, Guide

[l
[

M s %

3 Records Found Fage: 1 i of 1

Click the button to confirm item selection

[ https://secure training.neogov.com/OHC/ listcandidateaction.cfm ]

Text Captions

Click the button to confirm item selection

Notes
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- % Module 4 /7 View Candidates,
I‘B Schedule Interviews, & Send
pereonesl - Candidate Notification

Slide 18
NEOGOV oe v Kim Eder «
Post + Approvals v Admin » + @

Email Motifications
Requisition: 00028 - ADMINISTRATIVE ASST I

Select Email Format: [HTML[=]

Dispasition: Rejection Reason Mot rom = n
Specified Tempiate: | == Select Template ==
Person ID  Email Date & Time Received
MeDonald, Valerie 5347507 | kaeder@cslpoly adu 10/24/14 DE:1D PM
Generate Motices

down arrow to revedal
5t of email templates

. Patent Pending.

Text Captions

Click drop down arrow to reveal list of email templates

Notes
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- Module 4 7/ View Candidates,
_}B Schedule Interviews, & Send
pemreencsl - Candidate Notification

Slide 19

NEOGOV & + Kim Eder v

Post + Approvals + Admin w + @
Email Motifications

Requisition: 00022 - ADMINISTRATIVE ASST I

Select Email Format: [HTML[=]

Disposition: Rejection Reason Mot 5 =
Specified Template: | == Select Template == =]

te & Time Received

MeDenald, Valene

Generate Nofices Copy itati i
Copy of [Invitation to Hiring Int._.
Continuing in the Exam
You Are Hired

Select the ifem

Text Captions

Select the item

Notes

126



- Module 4 7/ View Candidates,
_}B Schedule Interviews, & Send
pemreencsl - Candidate Notification

Slide 20
NEOGOV B v Kim Eder =
Post + Approvals + Admin w + @

Email Motifications
Requisition: 00022 - ADMINISTRATIVE ASST Il

Select Email Format: [HTML[=]

Dizposition: Rejection Reason Mot PR invitation to Hiring Inervi B

Person ID Email Date & Time Received

Specified

MeDenald, Valerie e —— 347557 asder@e slpoly.cdu 10/24/14 DE:10 PM

Generaﬁ Motices

bU‘I“I‘Oh t Pending.

Click the

’ https://secure.training.necgov.com/OHC/OHCSendEmailTernplates.cfm l

Text Captions

Click the button

Notes
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. Module 4 // View Candidates,
I‘B Schedule Interviews, & Send
peirsocsl - Candidate Notification

Slide 21
NEOGOV b= KimEder v [
Post + Approvals + Admin w + @

Email Notifications
View Referred Candidates

Requisition: 00029 - ADMINISTRATIVE ASST Il

Email preview appears below. Email will NOT be sent until you click on the 'Send’ button.

Template: Invitation to Hiring Interview

Candidate
McDonald, Valerie

NOTE: The email address this
notification will be sent to

Email 1 {To: kasder@ealpoly. adu)

October 27, 2014 %
alerie McDonald

1 Mustang Dr

San Luis Obispo, CA 93045

Dear Valerie:

As you are aware, you have been placed on the Eligible List for the position. Congratulations again!

The next step in the process is a Hining Interview with the department for which you may be working. This email is to notify
vou of the dates of the interviews, The dates that will be available to interview are:

Date: 10/31/2014

Time: 9:00 AM

The duration of the interview is expected to be 1:00 minutes. This information is also posted on the recruitment status
board.

To schedule your interview please email Deborah at ddcarlson@co.slo.ca.us or call (805) 781-4882

Text Captions

Review the email notification to be sent

Notes
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7% Module 4 // View Candidates,
I‘B Schedule Interviews, & Send
wwasorcsl - Candidate Notification

Slide 22

Candidate Date & Time Received
MeDonald, Valerie 10/24/14 06:10 PM

Click the

Email 1 (To: kaeder@cslpcly.edu)

October 27, 2014 you dre reddy

button when

Walerie McDonald
1 Mustang Dr
San Luis Obispo, CA 93045

Dear Valerie:

As you are aware, you have been placed on the Eligible List for the position. Congratulations again!

The next step in the process is a Hiring Interview with the department for which you may be working. This email is to notify
you of the dates of the interviews. The dates that will be available to interview are:

Date: 10/31/2014

Time: 9:00 AM

The duration of the interview is expected to be 1:00 minutes. This information is also posted on the recruitment status
board.

To schedule your interview please email Deborah at ddcarlson@ce.slo.ca.us or call (805) 781-4882

You will receive an email confirmation of your interview. If you have any questions please feel free to contact our office at
(805) 781-4332.

Company Information | Privacy Policy | Legal Terms

[ https://securetraining.necgov.com/OHC/OHCSendEmailTernplates.cfm l\

14 MEQGOV, Inc. All rights reserved. Patent Panding.

m

1

Text Captions

NOTE: The email address this notification will be sent to

Notes

Click the button when you are ready
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- % Module 4 /7 View Candidates,
_}B Schedule Interviews, & Send
pereonesl - Candidate Notification

Slide 23

NEOGOV &= + Kim Eder v
+ O

Post + Approvals * Admin
Email Motifications

Emails sent successfully.

Tempiate: Invitation to Hiring Interview

Email Date & Time Received

Candidate Person ID
Mz Donald, Valerie 5347507 | kaeder@calpoly edu 10v24/14 DB:10 PM

Click the ¢ Pendin.
link fo return to the list of candidates

’ https://securetraining.neogov.com/OHC/dspMyReferredCandidates.cfmRe... }

Text Captions

Click the link to return to the list of
candidates

Notes
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. Module 4 // View Candidates,
__}Ii Schedule Interviews, & Send

pemisoncs] - Candidate Notification

Slide 24

NEOGOV B« ~

Post + Approvals + Admin »

Referred Candidates

equisition # 00029 Job Type 1 - Permanent
Reguisition Title ADMINISTRATIVE ASST II Vacancies
Working Title Admin Asst 1T Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
g Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:
Show List View

Referred (2]

@ Name | Exam Plan # Action Date  Elig Exp Date  Notices E:;‘f::’:

Profile
10/.23/2015
1002372015

P (805) 781-5555 201410PM-2202-02

201410PM-2202-02

10024114
1024114

1001815
1071815

Wang, Lee
Welling, Jonathon

&

[== Select == IZ[ i
: 2 Records Found Page: 1 of1
[ Gor |

A | Privacy Policy | Legal Terms
Selecf 'I'he Y y { ‘I'O b inc. All rights resarved. Patent Pending.

’ https://secure training.neogov.com/QHC/dspMyReferredCandidates.cfm?Re... l

Text Captions

Select the tab

Notes
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7~ % Module 4 // View Candidates,
_PI‘_ Schedule Interviews, & Send
pemreones) Candidate Notification

Slide 25

NEOGOV @ ~

Post + Approvals + Admin

+ O

Referred Candidates

Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST IT
Working Title Admin Asst IT Health Agency

Department Health Agency

Vacancies
HR. Analyst Carlson, Deborah
HR Anzlyst Phone (805) 781-4882

Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Interview Scheduied { 3 ) I

Show List View

: - :
Phone Emall o ampPlan#  ActionDate =S FXP §cterral Interview
Notify Date Expires

Fonda, Jane ﬁ P: (415) 497-53826 201410PM-2202-01 10007114 1VDS15 10/27/14 5:10 AM
McDonald. Valerie G ‘-‘3‘? 201410PM-2202-02 1024114 1V1815 10/31/14 5:00 AM
Sarducci, Guido & 201410PM-2202-01 10007114 1V0EG15 10/7/14 1:00 PM
= le.‘.:t.f_: B 3 Records Found Page: 1 o1
Uﬂ

To view the notices sent, click the /link |
under the Notices column where a nofice can
be viewed, resent or deleted

Text Captions

To view the notices sent, click the

link under the Notices

column where a notice can be viewed, resent or deleted

Notes
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) - Module 4 // View Candidates,
}B Schedule Interviews, & Send
Candidate Notification

[Huranss nesoumcEs

Slide 26

NEOGOV B v Kim Eder «

Post + Approvals * Admin »

+ O
Referred Candidates
Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST IT \acancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positio_ 2
Cormment #
- &fggﬁa tubations! —
3 h G
You have completed the video demo i pranatiiee
on how to how to View Candidates, § fot
5 eferra 3
Schedule Interviews and Send Jeherien

Expires

4
[]| Fonda, Jane
[

——= § e Candidate Nofifications. 10/27/14 9:10 A
McDonald, Valerie G 4 View g e
]| Sardues, Guido I Now fry the exercise. e

[x]

10/7/14 1:00 PM

== Select == ;
ok - 3 Records Found Page: 1 of1

Company Information | Privacy Policy | Legal Terms

Copyright & 2014 NEQGOV, Inc. All rights rasarved. Patent Pending.

[ https://securetraining.necgov.com/OHC/viewAll_notifications.cfm?Referred... l

Text Captions

— Conpratultions! —

You have completed the video demo on how to how to View
Candidates, Schedule Interviews and Send Candidate
Notifications. Now try the exercise.

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wmeence] - Send Notification

Video Demonstration

Slide 1

NEOGGYV & ~

Post w  Approvals ™% Admin w + G}
)

Referred Candidates

Requisition # 00029 Job Type 1 - Permanent

Reguisition Title ADMINISTRATIVE ASST I1
W

[

Vacancies

In this video demonstration, you will learn how
to make an offer and send a nofification. To
begin, click the Interview Sc uled tab

Show List View
Referred (2)

Master Email = ! : Referral
Name Profile Notify Exam Plan # Action Date Elig Exp Date  Nolices

Expires
P (B0S) 781-5555

Wang, Lee

201410PM-2202-02
201410PM-2202-02

10124114
1002414

10/118/15
1018115

Welling, Jonathon

|==Select == [ﬂ
G0 ; 2 Records Found

Page: % of 1

Company Information | Privacy Policy | Lenal Terms

Copyright @ 2014 NEQGOV, Inc. All rights reserved, Patent Pending.

’ https://securetraining.neogov.com/OHC/dspMyReferredCandidates.cfmRe.., k

Text Captions

In this video demonstration, you will learn how to make an offer
and send a notification. To begin, click the

tab

Notes
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Module 4 // Offer
Pending Status &
Send Notification

HUMAN RESCURCES |

Slide 2

NEOGOV [ v

Post w Approvals w

Admin

Reguisition # 00029

+ O

Referred Candidates

Requisition Title ADMINISTRATIVE ASST I1
Waorking Title Admin Asst IT Health Agency
Department Health Agency

HR. Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Job Type 1 - Permanent
acancies

HR Analyst Carlson, Deborah

Interviaw Scheduled ( 3 )

Master
Profile

P (415) 497-5926

Email
Notify Exam Plan #

Fonda, Jane
McDonald, Valene G
Sarducci, Guido

201410PM-2202-01
201410PM-2202-02

Show List View

Elig Exp

Action Date Date Notices

Referral
Expires

10/62015

Interview
10/07/14

10/27/149:10 AM
1012414

10/232015 | 10/31/14 9:00 AM
201410PM-2202-01 10714 1062015 | 10/7/14 1:00 PM
leCt == B 3 Records Found
{s]

Page: 1 of1

Company Information | Pri

Copyright & 2014 NEOGOV, Inc. A

Click the check box next to the
candidate that will be sent an offer

Text Captions

Click the check box next to the candidate that will be sent an
offer

Notes
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HUMAN RESCURCES |

Module 4 // Offer
Pending Status &
Send Notification

Slide 3

NEOGOV & ~

Post v Approvals w

Admin w

+ O

Referred Candidates

Requisition * 00029
Requisition Title ADMINISTRATIVE ASST I1
Working Title Admin Asst IT Health Agency
Depariment Health Agency

Job Type 1 - Permanent
Vacancies
HR Analyst Carlson, Deborah
HR Analyst Phone (805) 781-4882

Division HR. Lizizon Carlson, Deborah
Positions HR. Liaison Phone (805) 781-4882
Comments:

Interview Scheduled ( 3 )
Master

Email

Show List View

Profile Notify Exam Plan # Action Date Eg?eEm Notices E:L?ga; Interview

Fonda, Jane & P (415) 497-5326 +  |201410PM-2202-01| 100714 1062015 | 10/27/149:10 AM
& 2MAI0PM-2202-02|  10/24/14 10232015 | 10/31/14 9:00 AM

Sarducei, Guide & 201410PM-2202-01| 1007714 10/62015 | 10/7/14 1:00 PM

lectes E 3 Records Found

Page: 1 of 1

Company nformalon | Braey P

Copyright © 2014 NEOGOV, Inc. All rights re

Click the button that opens the

dropdown menu to view options

Text Captions

Click the button that opens the dropdown menu to view
options

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wmeence] - Send Notification

Slide 4

NEOGOV & ~ B KmEder v

Post w Approvals v  Admin v + @

Referred Candidates

Requisition ¥ 00029 lob Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST II \facancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 781-4882
Division HR Lizison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Show List View

Interview Scheduled (3 )

Master Email A Elig Exp : Referral .
Profile Notify Exam Plan # Action Date Date Motices Frvites Interview

Fonda, Jane P (415) 497-5926 201410PM-2202-01 10714 10/62015
McDonald, Valene G . 201410PM-2202-02 1012414 1023205

10/27/14 9:10 AM
10/31/14 5:00 AM

[

[ | Sarduce, Guido 201410PM-2202-01 1007114 1062015 | 10/7/14 1:00 PM
= ;::‘?Ct = 3 Records Found Page. 1 o1
== Select==
Efni;'ftNotify Company Information | Privacy Policy | L
Mail Merge SE|8C1' The 1 'Tem

Copyright € 2014 NEQGOV, Inc. All rights reserved. P.

from the ménu

Text Captions

Select the item from the menu

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wmeence] - Send Notification

Slide 5

| Kim Eder

NEOGOV & ~

Post w Approvals v Admin v + @
Referred Candidates

Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \lacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Lizison Phone (805) 781-4882
Comments:

Show List View

Interview Scheduled (3 )

i s Exam Plan # Action Date Ehy Exp Notices iy Interview

Profile Notify Date Expires
Fonda, Jane P (415) 497-5926 201410PM-2202-01 10/07/14 10/6/2015

McDonald, Valerie G . 201410PM-2202-02 1072414 10°232M5
Sarducci, Guido 4 201410PM-2202-1 10714 10/6/2015

10/27/14 9:10 AM
10/31/14 9:00 AM
10/7/14 1:00 PM

O = O

B 3 Records Found Page: 1 of1

coryright © 2014 neoso| Click the button to confirm the choice

’ https://securetraining.neogov.comy/OHC/listcandidateaction.cfm l

Text Captions

Click the button to confirm the choice

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wwmencsl - Send Notification

Slide 6
NEOGOV &= ~ Kim Eder
Post w Approvals v Admin v + @
Make Offer
Requisition = 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \lacancies
Working Title Admin Asst IT Health Agency HR &nalyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 781-4882
Division HR Lizizon Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
= Required
MName: Valerie McDonald G 5347507
- Status: Answer Pending 5 :
~ Offer Date: 10/20/14 Click into the
Offer Amount [s006] | field fo add
Bonus-AiGint: 50,00 amount offered
o Comments: a

Company Information | Privacy Policy | Legal Terms

Copyright & 2014 NEQOGOV, Inc. All rights reserved. Patent Panding.

Text Captions

Click into the field to add amount offered

Notes
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_ Module 4 /7 Offer
"L Pending Status &

weencs] - Send Notification
Slide 7
NEOGOV &= ~ Kim Eder v
Post w Approvals v  Admin v + @
Make Offer
Requisition * 00029 lob Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST II \facancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 781-4882
Division HR. Lizizon Carlson, Deborah
Positions HR Lizison Phone (805) 781-48682

* Required
Name: Valerie McDonald G 5347507
= Status: Answer Pending i
+ Offer Date: 10/26/14 Select the field
Offer Amount: 37.00 to add any comments
Bonus Amount: :——p_-,ﬁ\ C]bOUf fhe Offer

Comments: \[ -

Company Information | Privacy Policy | Legal Terms

Copyright & 2014 NECGOV, Inc. All rights reserved, Patant Panding.

Text Captions

Select the field to add any comments about the
offer

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wwmencsl - Send Notification

Slide 8
NEOGOV & ~ Kim Eder
Post w Approvals + Admin v + @
Make Offer
Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST II \facancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 761-4882
Division HR. Lizizon Carlson, Deborah
Positions HR Lizison Phone (805) 781-4882
* Required
Mame: Valene McDonald G 5347507
- Status: Answer Pending .
S = Click the button
Offer Amount: 37.00 to confirm offer
Bonus Amount:
Comments: Any comments you may have .

ave

Company Information | Privacy Policy | Legal Terms

’ https://secure.training.necgov.com/OHC/ offeredit.cfm ]

Copyright & 2014 NEOGOV, Inc. All rights reserved. Patant Pending.

Text Captions

Click the button to confirm offer

Notes
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2w Module 4 // Offer
"L Pending Status &
wwmencsl - Send Notification

Slide 9

NEOGOV &< ~

Post w Approvals v Admin v

Referred Candidates
Requisition = 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \facancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 761-4882
Division HR. Ligison Carlson, Deborah
Positions HR Ligison Phone (805) 781-4882
Comments:
Show List View
Interview Scheduled (2 )
Master Email » Elig Exp . Referral .
Profile Notity Exam Plan # Action Date Date Notices iy Interview
Fonda, Jane 4 P (415) 497-54 201410PM-2202-01 10/07H4 10/27/14 9:10 AM
Sarducci, Guido 201410PM-2202-1 10/0714 10/7/14 1:00 PM
== qlgﬁt = ] 2 Record§ Found
[:]

Page: % of 1

Company Yaformation | Privacy Policy | Leaal Term:

Copyright ©@ 2014 NECGOV, Inc, All rights reserved. Patent P Cl'
ick the

1 tab

[ https://securetraining.neogov.com/OHC/dspMyReferredCandidates.cfm?Re.., l

Text Captions

Click the tab

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wmeence] - Send Notification

Slide 10

NEOGOV & ~

Post w Approvals +  Admin w + G}

Referred Candidates

Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST I1 \Yacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Depariment Health Agency HR Analyst Phone (805) 781-4882
Division HR Lizison Carlson, Deborah
Positions HR Liaison Phone (805) 761-4882
Comments:

Show List View

1 Offer Pending (1) . !
Master Email Elig Exp

; 2 Referral
Profile Phone Notify Exam Plan # Action Date Date Notices Frraes Offer
+  |201410PM-2202-02|  10/24/14 1071815 10232015 Pending
[== Select == = .
['Gor | 1 Record Found Page: 1 of1

Company Information | Privacy Policy | L

Select the check box(es) next
to the candidate(s) to be sent
the email nofification

Copyright © 2014 NEOGOV, Inc. All rights reserved

Text Captions

Select the check box(es) next to the candidate(s) to be sent
the email notification

Notes
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Module 4 // Offer
Pending Status &
Send Notification

HUMAN RESCURCES |

Slide 11

NEOGOV &< ~

Post w Approvals v Admin v

+ ©

Referred Candidates

Requisition = 00029
Reguisition Title ADMINISTRATIVE ASST 11
Working Title Admin Asst IT Health Agency
Department Health Agency

Job Type 1 - Permanent
Vacancies
HR Analyst Carlson, Deborah
HR. Analyst Phone (805) 761-4882

Division HR. Ligison Carlson, Deborah
Positions HR Ligison Phone (805) 781-4882
Comments:

Offer Pending (1)

Email

Master
Notify Exam Plan #

Profile
201410PM-2202-02

Show List View

Notices Refgrral
Expires

1072312015

Elig Exp
Date
10M8M5

Action Date Offer

1024114

Pending

[==Select ==

["Gor | 1 Record Found

Page: 1 of1

Company Information | Privacy Policy | L

Copyright © 2014 NEOGOY, Inc. All rights reserved.

Click the drop down arrow to
reveadl the menu options

Text Captions

Click the drop down arrow to reveal the menu options

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wmeence] - Send Notification

Slide 12
| Kim Eder

Admin ¥ + ©

Referred Candidates

NEOGOV & ~

Post v Approvals w

Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \lacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Lizison Phone (805) 781-4882
Comments:

Show List View

Offer Pending (1) _
Master Email A Elig Exp . Referral
Profile Notify Exam Plan # Action Date Date Notices Fhries
McDonald, Valerie G 4 201410PM-2202-02 1024114 10M118M5 10/232015 Pending
== zzte‘:: = - 1 Record Found Page: 1 of1
e ect ==
Hire
Reject
Mail Merge Company Information | Privacy Policy | Leqgal Tel
Copyright & 2014 NEOGOV, Inc. All rights reserved. Paten S .
elect the \ item

Text Captions

Select the item

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wmeence] - Send Notification

Slide 13

NEOGOV e v 8 8| Kim Eder »

Post w Approvals v Admin w + @

Referred Candidates

Requisition * 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST I1 \acancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 761-4882
Division HR Lizison Carlson, Deborah
Positions HR Ligison Phone (805) 781-4882
Comments:

Show List View

Offer Pending (1) !
Master Email Elig Exp Referral

Profile Notiy Exam Plan # Action Date Date Notices F s Offer

McDonald, Valere G 4 201410PM-2202-02 10724114 10/18/15 : 10232015 Pending

1 Record Found Page: 1 of1

Company Information

cepyright & 2014 neccov, 1t Click the o button to confirm selection

[ https://secure.training. neogov.com/OHC/listcandidateaction.cfm l

Text Captions

Click the button to confirm selection

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wmeence] - Send Notification

Slide 14

NEOGQV & ~ Kim Eder w

Post w Approvals v Admin w + @

Email Motifications
Requisition: 00025 - ADMINISTRATIVE ASST Il

Select Email Format: [HTML IE_[

Disposition: Rejection Reason Mot

Spacified Template: == Select Template == H

Person ID Email Date & Time Received
MeDonald, Valerie 5347507 | kaeder@calpoly.edu 10/24/14 06:10 PM
Generate Notices /
Compan

Next to Template, click the dropdown
arrow o open the menu o view the email

Copyright © 20

Text Captions

Next to Template, click the dropdown arrow to open the menu
to view the email templates options

Notes
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Module 4 // Offer
Pending Status &
Send Notification

HUMAN RESCURCES |

Slide 15

NEOGOV & ~

Post w Approvals v Admin w

Requisition: D0D29 - ADMINISTRATIVE ASST Il

Select Email Format: | HTML IE[

Disposition: Rejection Reason Mot

+ ©

Email Motifications

Specified Template: == ge:eci $emplla’ie == /\,,—-—-—E[
Candidate Person | Doesef\?oct M&:r;‘ttp Eadir.a Hn ate & Time Received
McDanald, Valerie 53475 Invitation fo Hiring Infgrview 124/14 06:10 PM

Tiffany Temp Police Qfficer I

[l Standard Offer Letter - Permanent.. [l

Copy of [Invitation to b ing Int...

Copy of [Invitation o Hiring Int...

Continuing in the Exam

You Are Hired

Company If Confirmation of Interview

NOTE: Templates can be
edited. See Module 5 on

modifying existing

.I.

HR_Copy of [Confirmation of Inter...
pyright © 2014MEacaittaa il sinkssconanind o Dnke

Select the

emplate item from

the options

templates.

Text Captions

Select the

template item from the options

NOTE: Templates can be edited. See Module 5 on modifying existing templates.

Notes
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_ Module 4 /7 Offer
"L Pending Status &
weencs] - Send Notification

Slide 16
NEOGQV @« v Kim Eder v
Post w Approvals v Admin v + @

Email Motifications
Requisition: 00029 - ADMINISTRATIVE ASST Il

Select Email Format: | HTML IE_[

Disposition: Rejection Reason Mot

Specified Template: Slandar{i Offer Letter - Permanent.. E[
Candidate Person ID Email Date & Time Received
McDonald, Valerie 5347507 | kaeden@calpoly.edu 10724114 06:10 PM
e
Gen ofices

Copyright ©

Click the Ge button

[ https://secure training.necgov.com/OHC/OHCSendEmailTemplates.cfm ]

Text Captions

Click the button

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wwmencsl - Send Notification

Slide 17
NEOGOV i Kim Eder v [
Post w Approvals v Admin v + @

Email Notifications
View Referred Candidates

Requisition: 00022 - ADMINISTRATIVE ASST I

m

Email preview appears below. Email will NOT be sent until you click on the "Send’ button.

Template: Standard Offer Letter - Permanent Employee

Candidate Person ID Email Date & Time Received
McDonald, \Valerie 5347507 | kaeder@calpoly.edu 10/24/14 D610 Phd

Sy

Review the email
o notification offer then
click the button

Email 1 (To: keeder@calpaly.edu)

Valerie McDonald
1 Mustang Dr
San Luis Obispo, CA 93045

Dear Valerig,

I am pleased to formally extend this conditional offer of employment to you and am excited that you will become a valued
member of our team. As you know, at the County of San Luis Obispo, we are committed to attracting and retaining the best
and brightest in the workforce to support our mission of a safe, healthy, livable, prosperous, and well-governed community.
Accordingly, you are being offered the position of ADMINISTRATIVE ASST II in the Health Agency, beginning on . Your
hourly rate will be $37.00, to be paid on a bi-weekly pay cycle.

In addition to your salary, the County of San Luis Obispo offers a comprehensive benefits package. Summary details of
these plans are included on the County website at http://www.slocounty.ca.gov/hr/employeebenefits.htm. This website
contains an overview of benefits for County of San Luis Obispo employees including, but not limited to, healthcare, dental
’ https://secure.training.neogov.com/OHC/OHCSendEmailTemplates.cfm and the various types of paid time O'_:F gﬁered to our emphyees. To be eligihlle

WENDY NOUS D WESK Qible dependen 0 gde Dushang or w

% 8L ol e w8 b 0= LA L8 A% L=

Text Captions

Review the email notification offer then click the button

Notes
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Module 4 7/ Offer

"JJX Pending Status &
wwmencsl - Send Notification

Slide 18

NEOGOV 5 ~
+ O

Post w Approvals v  Admin w
Email Notifications

Referred Candidate:

Requis{ficn: 00029 - ADMINISTRATIVE ASST Il

Emails 5ent successfully.
Template\Standard Offer Letter - Permanent Employee

Date & Time Received
10f24/14 06:10 PM

Person ID Email
5347507 | kaeder@ealpoly.edu

McDonald, Valerie

Click the to return fo the list of candidates

’ https://secure.training.neogov.com/OHC/dspMyReferredCandidates.cfm?Re.., ]

Text Captions

Click the to return to the list of

candidates

Notes
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Module 4 // Offer
Pending Status &
Send Notification

HUMAN RESCURCES |

Kim Eder =

+ ©

Referred Candidates

Slide 19
NEOGOV = »
Post w Approvals v Admin v
Requisition 029 Job Type 1 - Permanent

Requisition Title ADI
Working Title Admin
Department Health Agepcy

RATIVE ASST IT
II Health Agency

\facancies
HR Analyst Carlson, Deborah
HR. Analyst Phone (805) 781-4882

Division HR Lizizon Carlson, Deborah
Positions HR Lizison Phone (805) 781-4882
Comments: “\

Referred (2 )

Name

Wang, Lee
Welling, Jonathon

Master
Profile

Email

Notify Exam Plan #

P: (805) 781-5555 2MM410PM-2202-02

201410PM-2202-02

Action Date Elig Exp Date

1012414
1002414

10M18/15
101815

Notices

Show List View

Referral
Expires

::: Se[e(,t ==

2 Records Found

Page: :E oi 1

Company Information | Privacy Policy | Lena

Copyright © 2014 NEOGOV, Inc. All rights reserved. P:

Click the

’ https://securetraining.neogov.comy/OHC/dspMyReferredCandidates.cfm?Re.., 1

Text Captions

Notes

Click the

tab
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_ Module 4 /7 Offer
"L Pending Status &
wmeence] - Send Notification

Slide 20

NEOGOV B« v

Post w Approvals w  Admin w + @

Referred Candidates

Requisition ¥ 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST IT \lacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 781-4882
Division HR Lizison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Show List View

Offer Pending (1)

Master Email : Elig Exp ot Referral
Profile Notify Exam Plan # Action Date Date Motices F s Offer
McDonald, Valerie G g +  |201410PM-2202-02|  10/2414 101815 ! 1072312015 Pending
[== Select == = ;
['Gor | 1 Record Found Page: 1 of1

To view the nofifications sent to a candidate, select the
option under the Nofices column

’ https://secure training.neogov.com/OHC/viewAll_notifications.cfm?Referred... }

Text Captions

To view the notifications sent to a candidate, select the
option under the Notices column

Notes
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Module 4 // Offer
Pending Status &
Send Notification

Slide 21

Post w

NEOGOV e v Kim Eder i‘

Approvals +  Admin W My Requisitions

My Application
Review

My List

Preferences

Applicant Name McDonald, Valerie G
Person ID 5347507

Reg. #00029 Help & Training

Working Title ADMINISTRATIVE ASST I1

Sign Out
Evaluation Step Offered =

Show History

Step  Template Name g;m Date Generated

Response Sent o Notification S 7
Date b Email Address Type Requisition Action
[00025]

OHC | kaeder@calpoly. edu i ADMINISTRATIVE | View"Re Delete

Offered | Standard Offer Leiter - Permanent Employes

Refermed | Invitation to Hiring Interview OHC | kasder@salpoly.edu Delste

Under the Action column, notice the Vie : | and
options that can be utilized if needed for any notfification sent

Text Captions

Under the column, notice the and
options that can be utilized if needed for any notification sent

Notes
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"L Pending Status &
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Slide 22

NEOGOV e v Kim Eder

Post w Approvals w

Admin - My Fequisitions

My Application
Review

My, List

Preterences

Applicant Name McDonald, Valerie G
Person 1D 5347507

Req. 00029 Help & Training

Working Title ADMINISTRATIVE ASST 11

Sign Out
Evaluation Step Offered =

Show History

Sent Response Sent o Notification S 7
Step  Template Name By Date Generated Date ron Email Address Type Requisition Action

Offered | Standard Offer Letter - Permanent Employes OHC | kaeder@calpoly edu

Refemed | Invitation to Hiring Interview COHC | kaederi@calpoly edu

Resend Delste

To navigate back to the list of referred candidates, click the
menu item

’ https://securetraining.neogov.com/OHC/dspMyReferredList.cfm }

Text Captions

To navigate back to the list of referred candidates, click the
menu item

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wmeence] - Send Notification

Slide 23

NEOGOV B« v

Post w Approvals w  Admin w + @

Referred Lists

@ﬂ\ .

Search for req. #, list fitle, or position #:
Show Archived Lists Search by hiring manager: :_IAI'I' E
Na records found.

Last
Referred

Reg# ki Title DY Posiion ID Department  Division @  HiringMgr  Candidates  Applications

Next, if the requistion is not on this screen, select the
: at the top of the page

’ https://secure training.neogov.com/OHC/dspMyReferredList.cfm?ShowAll=y... ]

Text Captions

Next, if the requistion is not on this screen, select the
at the top of the page

Notes
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_ Module 4 /7 Offer
"L Pending Status &
weencs] - Send Notification

Slide 24
NEOGOV & v Kim Eder v
Post « Approvals w  Admin v + @

Referred Lists
Show Only My Lists

Search for req. #, list fitle, or position #: i [ Gok |
Show Archived Lists Search by hiring manager: AI! Ea
4 records found.
Page 1of 1
Req#h Title Y Position ID Department™  Division IY  Hiring Mgr Candidates  Applications 'ﬁ::;nw
INFORMATION TECHNOLOGY [1,2 5 Admin, Katie ;
00001 PROJECT MGR Il 3 Information Tec... Carlson. n Wiew Print 0ar4n4
INFORMATION TECHNOLOGY - Velazquez, Susie 5
00004 PROJECT MGR I 12345 Information Tec... = Print 03/10M14
00006 Mental Health Therapist WILIIAY | 12345 Human Resources Stapleton, Frank iew Print 09/09r14
00029 ADMINISTRATIVE ASST Il Heslth Agency Carlson, Deborah ew | Print 10724114
Pags 1 of 1 A

Click the option under Candidates to view the specific requistion

’ https://secure.training.neogov.com/OHC/dspMyReferredCandidates.cfm?Re... ]

Text Captions

Click the option under Candidates to view the specific
requistion

Notes
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7« Module 4 // Offer
"L Pending Status &
sl Send Notification

Slide 25

NEOGOV & +

Post » Approvals *  Admin »

Kim Eder =

+ ©

Referred Candidates

Requisition # 00029

Department Health Agency
Diwvision

Positions

Requisition Title ADMINISTRATIVE ASST 11
Working Title Admin Asst IT Health Agency

Job Type 1 - Permanent
Vacancies
HR Analyst Carlson, Deborah
HR Analyst Phone (805) 781-4882

HR Liaison Carlson, Deborah
HR Liaison Phone (805) 781-4882

Comments:

Referred (2 )

Master
Name

Profile

Wang, Lee P: (805) 781-5555
Welling, Jonathon

Email ! E 3
Notify Exam Plan # Action Date Elig Exp Date

S| 201410PM-2202-07

=
201410PMm-2202-02

10724114 10M18/15

11813

Show List View

Referral
Expires

Nofices

= =
(Gor]

2 Records Found

Page: 1 of 1

’ https://secure.training.necgov.com/OHC/ dspMyReferredCandidates.cfmRe... ]

Text Captions

Copyright © 2014 NEQGOV, Inc. All rights reserved. Patent

Company Information | Privacy Policy | Legal Tel

Select the

Select the

Notes

tab
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_ Module 4 /7 Offer
"L Pending Status &
wmeence] - Send Notification

Slide 26

NEOGOV & v

Post w Approvals v Admin w + @

Referred Candidates

Requisition * 00029 lob Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST II \facancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Depariment Health Agency HR Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Show List View

rdinn {414
Offer Pending 1 1)

b _—
Master Email . Elig Exp : Referrai
Profile Notify Exam Plan # Action Date Date Notices e Offer
McDonald, Valerie G v +  |201410PM-2202-02|  10/24/14 1071815 View 10/2312015
0o Id, Valeri
le‘:t i B 1 Record Found Page: 1 of1

To change the pending offer, click the F: 1 link under the
Offer column

’ https://secure.training.neogov.com/OHC/offeredit. cfm?0fferlD=36938 & ListL... }

Text Captions

To change the pending offer, click the link under the
Offer column

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wwmencsl - Send Notification

Slide 27
NEOGQV & ~ KimEder v [
Post w Approvals v  Admin v + @
Make Offer
Requisition £ 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST II Vacancies
Worlang Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (B05) 781-4882
Division HR Lizison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
* Required
Name: Valerie McDonald G 5347507 E
* Status: © Accepted © Declined @ Answer Pending
SRS 104 Edit the offer then
Offer Amount. $37.00 H
LR Click the button
Bonus Amount. $130.00
Answer Date:
Comments: Any comments you may have
’ https://securetraining.neogov.com/OHC/offeredit.cfm Company Information | Privacy Policy | Legal Terms -

Text Captions

Edit the offer then click the button

Notes
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_ Module 4 /7 Offer
"L Pending Status &
wmeence] - Send Notification

Slide 28

NEOGOV & ~

Kim Eder «

+ O

Referred Candidates

Post w Approvals v Admin v

Requisition * 00029
Requisition Title ADMINISTRATIVE ASST II
Working Title Admin Asst IT Health Agency
Depariment Health Agency

Job Type 1 - Permanent
\facancies
HR Analyst Carlson, Deborah
HR. Analyst Phone (805) 761-4882

Division HR. Lizizon Carlson, Deborah
Positions HR Lizison Phone (805) 781-4882
Comments:

Show List View
Referred (2)

Name hpﬂ:]s;::r Exam Plan # Action Date Elig Exp Date  Nofices Referral

Expires
Wang, Lee : 20M410PM-2202-02 10024114 10118015

201410PM-2202-02 10024114 11815

Welling, Jonathon

2 = 2 Records Foupd Page: 1 of 1

Company lyformation | Privacy Policy | L

Copyright © 2014 NE

OV, Inc, All rights reserved Seie C‘I‘ fhe

[ https://securetraining.neogov.com/OHC/dspMyReferredCandidates.cfm?Re.., l

Text Captions

Select the tab

Notes
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_ Module 4 /7 Offer
"L Pending Status &

weencs] - Send Notification
Slide 29
NEOGOV = ~ Kim Eder v
Post w Approvals v  Admin v + @
Referred Candidates
Requisition * 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \facancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Depariment Health Agency HR Analyst Phone (805) 781-4882
Division HR. Lizison Carlson, Deborah
Posit, 82
Comme

— &rgﬁd&‘«ﬁttfbﬁ/ -

You have completed the video tutorial itk
on the Offer Pending Status and e
&l Sending the Nofification. Now fry the Bl

Show List View

[ | McDonald, Valerie G | \ie ‘ B . . 10232015 |- Pending
—— _ video simulation experience.
lect I (=] Page: 1 of 1

Company Information | Privacy Policy | Legal Terms

Copyright © 2014 NEQGOV, Inc. All rights reserved. Patent Pending.

Slide notes

Text Captions

- &/Qwazfa/ao‘/m’/ -

You have completed the video tutorial on the Offer Pending Status and Sending the
Notification. Now try the exercise.

Notes
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e nesocs| Module 4 // Hiring Status

Video Demonstration

Slide 1

NEOGOV @ ~

Post + Approvals v Admin » + @

Referred Candidates

Requisition ¥ 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 Vacancies
Workin h

Depar

|In this video demonstration, you will learn|
i NOW TO mark an applicant for hire. Begin j,
om DY selecting the check box next to
candidate to be hired

Show List View

Master

2 Elig Exp 2 Referral
Profile Action Date  |\-e Nofices ¢ pires

Eil McDonald, Valere G & View + |201410PM-2202-02 1024114 10118135 ) 100232M5 Pending

B Mame Offer

(== Select = [=] 1 Record Found Page: 1 of1
[ Got |

Company Information | Privacy Policy | Leaal Terms

NOTE: YOU 51-”' need 1-0 EOGOV, Inc. All rights reserved. Patant Panding.
complete new hire paperwork
as you have before.

Text Captions

In this video demonstration, you will learn how to mark an applicant for
hire. Begin by selecting the check box next to candidate to be hired

NOTE: You still need to complete new hire paperwork as you have
before.

Notes
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E?uy;g«uﬁs_glufa'-_ Module 4 // Hiring Status

Slide 2

NEOGOV B« v

Post + Approvals * Admin + @

Referred Candidates

Regquisition ¥ 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST II Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaisen Phone (805) 781-4882
Comments:

Show List View

Offer Pending (1)

Master Email Elig Exp Referral

Exam Plan # Action Date Notices Offer

Profile Notify Date Expires
. 201410PM-2202-02 1072414 10M118M15 \ 10232015 Pending

(o= St == \@ ;
e ] 1 Record Found Page: 1 of1
[ Go» |

iacy Policy | Legal Terms

Click the Open button on the
dropdown menu to reveal the opfions

rights reserved. Patent Panding.

Text Captions

Click the Open button on the dropdown menu to reveal the
options

Notes
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Slide 3

NEOGOV &< ~

Post + Approvals v Admin w

+ O

Referred Candidates

Requisition # 00029
Requisition Title ADMINISTRATIVE ASST I1
Working Title Admin Asst IT Health Agency
Department Health Agency

Job Type 1 - Permanent
Vacancies
HR Analyst Carlson, Deborah
HR Analyst Phone (805) 781-4882

Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Offer Pending (1)

Profile Notify

McDonald, Valerne G

Master Email - m Plan # Action Date

201410PM-2202-02

Show List View

Elig Exp 2 Referral
Date Notices F— Offer
10M18M135 100232015

1024114 Pending

1 Record Found

Page: 1 of1

item

Select the

| Legal Terms

eserved. Patent Panding.

Text Captions

Select the

Notes

item
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E?uy;g«uﬁs_glufa'-_ Module 4 // Hiring Status

Slide 4

NEOGOV e v | Kim Eder =

Post + Approvals + Admin + @

Referred Candidates

Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST IT Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR. Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Show List View

Offer Pending (1)

Elig Exp Referral

Master Email = 7
Profile Notify Exam Plan # Action Date Date Notices Expires Offer

McDonald, Valene G & 201410PM-2202-02 1024114 1071815 ! 10232015 Pending

' = EE 1 Record Found Page: 1 of1

Company Information | Privacy Policy | Leaal Terms

CIiC k .I.he red bU.I..I.OH pyright € 2014 NEQGOV, Inc. All rights reservad. Patent Panding.

[ https://secure.training.neegov.com/OHC/listcandidateaction.cfm L

Text Captions

Click the red button

Notes
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Slide 5

Requisition # 00029

Department Health Agency
Division
Paositions

Requisition Title ADMINISTRATIVE ASST II
Working Title Admin Asst II Health Agency

Job Type 1 - Permanent
Vacancies
HR Analyst Carlson, Deborah
HR Analyst Phone (805) 781-4882
HR Liaison Carlson, Deborah

HR Liaison Phone (805) 781-4882

* Reguired

Status: Hired
= Offer Date: 10/29/14

Name: Valerie McDonald G

Offer Amount: § 37.00

Bonus Amount: §
= Answer Date:
* Filled Cn Date: 10/31/14
= Start Date: 10/31/14
Orientation Date: 10031714
Keep Active on Eligible List: | Mo E|

Comments:
2500 character limit

5347507

Notice you can change
the offer amount here

Mo Approvals []
Approval 1| == Select ==

[=]

[Save I sawe and Beleago 1

m

Text Captions

Notice you can change the offer amount here

Notes
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Slide 6
Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST IT Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
- Reguired
Name: Valerie McDonald G 5347507

Status: Hired
= Offer Date: 10/29/14

Offer Amount: § 37.00
Bonus Amount: §

Click into the

o — ] field box and enter a date
R o the candidate accepted
- Start Date: the offer

Orientation T10/31114
et Eligible List: [No [+]

Comments:
2500 character limit

Mo Approvals [J]

A
Approval 1/ == Select == E

[Save 1[ Saue and Beleage ]

m

Text Captions

Click into the field box and enter a date the
candidate accepted the offer

Notes
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Slide 7
s
Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST I Vacancies
Working Title Admin Asst II Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882 —
Division HE. Liaison Carlsen, Deborah
Paositions HR. Liaison Phone (805) 781-4882
* Required
MName: Valerie McDonald G 5347507

Status: Hired
= Offer Date: 10/29/14

Offer Amount: § 37.00 The [S The
Bonus Amount: $ date you selected this
- Answer Date: 111152014 candidate to be hired =

* Filled On Date: 10/31/14 |
= Start Date: 10/31/14

Orientation Date: 10/31/14
Keep Active on Eligible List: | No E|
Comments:

2500 character limit
Mo Approvals [

-~
Approval 1 == select == E T

[saue [ saue and Beleage ]

Text Captions

The is the date you selected this candidate to
be hired

Notes
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Slide 8

Requisition £ 00029
Requisition Title ADMINISTRATIVE ASST II
Working Title Admin Asst II Health Agency
Department Health Agency
Division
Positions

Job Type 1 - Permanent
Vacancies
HR Analyst Carlson, Deborah
HR Analyst Phone (805) 781-4882
HR Liaison Carlson, Deborah

HR Liaisen Phone (805) 781-4882

- Required

Name: Valerie McDonald G
Status: Hired
~ Offer Date: 10/29/14
Offer Amount: 5 37.00
Bonus Amount: $
- Answer Date: 111152014 |
= Filled On Date: 10/35/14
= Start Date: 10/81114
Orientation Date: 10f31/14

Keep Active on Eligible List;

Comments:
2500 character limit

e

If your department is
using approvals, select
the required approvals.

Otherwise, check no

approvals.

No Approvals
Approval 1 == Selact == E

]

[saue [ saue and Beleace ]

m

Text Captions

If your department is using approvals, select the required

approvals. Otherwise, check no approvals.

Notes
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Slide 9

Requisition # 00029
Requisition Title ADMINISTRATIVE ASST II
Working Title Admin Asst II Health Agency
Department Health Agency
Division
Positions

lob Type 1 - Permanent
Vacancies
HR. Analyst Carlson, Deborah
HR Analyst Phone (805) 781-4882
HR Liaison Carlson, Deborah

HR Liaison Phone (805) 781-4882

* Required

Name: Walerie McDonald G
Status: Hired
= Offer Date: 10/29/14
Offer Amount: § 37.00
Bonus Amount: §
* Answer Date: 11/15/2014
* Filled On Date: 10/31/14
- Start Date: 10/31/14
Orentation Date: 10/31/14

Keep Active on Eligible List: | No E|

Comments:
2500 character limit

5347507

If no approvals are
needed, select the
check box

No Approvala{ﬁ[;

[ Save ][ Save and Release ]

Company Information | Privacy Policy | Legal Terms

Text Captions

If no approvals are needed, select the

Notes

m

check box
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|§‘u_1_«‘:5«uqis__cn>_u_1c:é§_' Module 4 // Hiring Status

Slide 10
Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST I1 Vacancies
Working Title Admin Asst II Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882 Jil..
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
* Required
Name: Valerie McDonald G 5347507
Status: Hired
R ———————————————id|
= Offer Date: 10v29/14
Offer Amount: § 37.00 Nofice the fields below
Bonus Amount: $ have disappeared but will
= Answer Date: 11/15/2014 re_appedr Tf The
* Filled On Date: 10/31/14 check box |5 E
« Start Date: 10/31/14 H
unchecked again
Orientation Date: 10/31/14

Keep Active on Eligible List. No E|

Comments: -
2500 character limit

[y
No Approvals @

[ Save ][ Save and Release ]

Company Information | Privacy Policy | Legal Terms ¥

Text Captions

Notice the fields below have disappeared but will re-appear
if the check box is unchecked again

Notes
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Slide 11

Division
Paositions

HR Liaison Carlson, Deborah
HR Liaison Phone (805) 781-4882

* Required

Name: Valerie McDonald G
Status: Hired
= Offer Date: 10/29/14
QOffer Amount: & 37.00
Bonus Amount: &
= Answer Date: 111572014
* Filled On Date: 10/31/14
= Start Date: 10/31/14
Orientation Date: 10/31/14
Keep Active on Eligible List: No [+]

Comments:
2500 character limit

5347507

To save hire details but not
release it for approval,
click the button

No Approvals [
Approval 1| Human Resoun:es_E

Save and Release

Company Information | Privacy Policy | Legal Terms

[ https://secure training.neogov.com/OHC/hire.cfm L

Copyright © 2014 NEOGOWV, Inc. All rights reserved. Patent Pending.

Text Captions

To save hire details but not release it for approval,

click the

Notes

m

button
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Slide 12

NEOGOV &= ~

Post + Approvals v  Admin w + @
Referred Candidates

Requisition # 00029 lob Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST IT Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaisen Phone (805) 781-4882
Comments:

Show List View

Offer Pending (0) | 'h {

B Name Master Profile Phone Email Notify Exam Plan # Action Date Elig Exp Date Notices Referral Expires

= Select == [E-i 0 Records Found Page: 1 of1

Select the |

position

https://secure training.neogov.com/OHC/dspMyReferredCandidates.cfmRe...

Text Captions

Select the tab to view candidates indicated for
hired into the position

Notes
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Slide 13

NEOGOV & ~

Post + Approvals + Admin »

+ O©

Referred Candidates

Reguisition # 00029

Division

Positions

Requisition Title ADMINISTRATIVE ASST IT Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency

Job Type 1 - Permanent

HR Analyst Phone (805) 781-4882
HR Liaison Carlson, Deborah
HR. Liaison Phone (805) 781-4882

Comments:

Master
Profile

McDonald, Valene G

Show List View

Hireu'[i]l I

Email : Elig Exp : . Referral
Notify Exam Plan # Action Date Date Print PA Notices F—

201410PM-2202-02 1024114 1011815 Prrint 107232013 i
b

[==Select == =
[ Gor |

1 Record Found Page: 1 of1

Select the |

- link under Hire to refurn to the hire details

Text Captions

Select the

Notes

https://secure training.necgov.com/OHC/refliststatusdetails.cfm?Step=Hire...

link under Hire to return to the hire details
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Slide 14

NEOGOV & v

Post + Approvals + Admin + @

Referred Candidate - Hire Details

Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST I

Working Title Admin Asst IT Health Agency
Department Health Agency

Vacancies
HR. Analyst Carlson, Deborah
HR Analyst Phone (B05) 781-4882
HR Liaison Carlson, Deborah
HR Liaison Phone (805) 781-4882

Division

Positions

Edit | Prnt Personnel Action Form

TRy

Candidate Name McDonald, Valerie G
Person ID 5347507
Date Referred 10/24/14 .
Offer Date 10/29/14 NOflce ‘!.h,e Approvcl
Offer Amount $37.00 Status is in

Bonus Amount

Answer Date 11/15/14
Filled On Date 10/31/14
Start Date 10/31/14
Orientation Date 10/31/14
Keep Active on Eligible List No

Comments
‘ Approval Status Pending Release ‘

Attachments. Add New
Attachment Title

Date Uploaded File Name Action

Text Captions

Notice the Approval Status is in

Notes
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Slide 15

Referred Candidate - Hire Details

Requisition £ 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST II Vacancies
Working Title Admin Asst II Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR. Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882

Enel || Print Personnel Action Form

T T T Camdiatetame MeDenald, Valariafey

Person ID 5347507
Date Referred 10/24/14
Offer Date 10/29/14
Offer Amount $37.00
Banus Amount
Answer Date 11/15/14
Filled On Date 10/31/14
Start Date 10/31/14
Orientation Date 10/31/14
Keep Active on Eligible List No
Comments

Approval Status Pending Release

Attachments: Add New

Select the link to edit the hire details

QR [ L LS1 A= VST UV 5 1 A = = T =S

[ https://secure training.necgov.com/OHC/ hire.cfm?ResumeReceivedID=503... LEDGOU el i e PSR DR

m

Text Captions

Select the link to edit the hire details

Notes
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Slide 16
Positions HR Liaison Phone (805) 781-4882
= Reguired
MName: Valerie McDonald G 5347507
Status: Hired
= Offer Date: 10/29/14
Offer Amount: & 37.00 H H
rATLEY After edits are made, Click
Bonus Amount: & 1.h
e

* Answer Date: 11/15/14
* Filled On Date: 10/31/14
= Start Date: 10/31/14

button fo send info the
approval train

Orientation Date: 10/31/14
Keep Active on Eligible List | No E|

Comments: -
2500 character limit

Approval History View History

No Approvals [
Approval 1 Human Resources [~ |

Carlson, Deborah
Eder, Kim
Stapleton, Frank
Wood, Danielle -

[

[ Save “ Save ang Release ”

Company Information | Privacy Policy | Legal Terms

[ biitps{{secui= Liamma nengoy com(ObE i ctm L Copyright @ 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

m

Text Captions

After edits are made, Click the button to
send into the approval train

Notes
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Slide 17

NEOGOV B« v

Post + Approvals * Admin

+ O

Referred Candidate - Hire Details

Requisition # 00029
Requisition Title ADMINISTRATIVE ASST II
Working Title Admin Asst IT Health Agency
Department Health Agency

Job Type 1 - Permanent
Vacancies
HR Analyst Carlson, Deborah
HR Analyst Phone (B05) 781-4882
HR. Liaison Carlson, Deborah
HR Liaison Phone (805) 781-4882

Division

Positions

ey
NOTE: You will still need to

Edit | Pnnt Personnel Action Form

m

complete new hire
paperwork as you have
before.

Offer Amount $37.00
Bonus Amount
Answer Date 11/15/14
Filled On Date 10/31/14
Start Date 10/31/14
Orientation Date 10/31/14
Keep Active on Eligible List No
Comments

Approval Status Approval in Progress

Attachments: Add New

Attachment Title Date Uploaded File Name

Action

Text Captions

NOTE: You will still need to complete new hire paperwork as

you have before.

Notes
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|§‘u_1_«‘:5«uqis__cn>_u_1c:é§_' Module 4 // Hiring Status

Slide 18
NEOGOV o= KimEder v [
Post + Approvals +  Admin v + @

Referred Candidate - Hire Details

Requisition £ 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST I Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (B05) 781-4882
Division HR Liaisen Carlson, Deborah
Positig 2

- &zggmtfatfzéfbw/ —

You have completed the video tutorial
on the Hire Status and Sending the
Notification. Now try the simulation

experience.

Edit | Print Personnel &g

m

EOTTOS ST

Answer Date 11/15/14
Filled On Date 10/31/14
Start Date 10/31/14
Orientation Date 10/31/14
Keep Active on Eligible List No

Comments

Approval Status Approval in Progress

Attachments. Add New
Attachment Title Date Uploaded File Name Action

Text Captions

— fo/yﬁa tubations! —

You have completed the video tutorial on the Hire Status and
Sending the Notification. Now try the exercise.

Notes

180



ast 13 0,

-
ot L,
et )
N e

T

mrsoncs| - Module 4 // Rejected Candidates

COUNTY 08 Lt L e

Video Demonstration

Slide 1

NEOGOV [ v

Post w Approvals v Admin v

+ O

Referred Candidates

Reguisition # 00029 Job Type 1 - Permanent

Requisition Title ADMINISTRATIVE ASST 11 \acancies

o |n this video demonstration you will
learn how to reject a candidate.
Select the check box next to
candidate to be rejected.

Comme

Show List View

Referred ( 2 )

1 1 1
Master Email = 3 ; Referral
Profile Notify Exam Plan # Action Date Elig Exp Date  Notices

Expires
P: (805) 781-5555

201410PM-2202-02
201410PM-2202-02

10124714
10124114

1018115
1018115

{ Welling, Jonathon

[hee— = ———————————————————————————
Note: Candidates may be
rejected when they indicate they
are no longer available, are a no
show, or for other reasons.
Rejecting a candidate removes
them from the Referred List.

6o

Page: 1 of 1

Text Captions

In this video demonstration you will learn how to reject a candidate. Select the
check box next to candidate to be rejected.
Candidates may be rejected when they indicate they are no longer
available, are a no show, or for other reasons. Rejecting a candidate removes

them from the Referred List.
Notes
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Slide 2

NEOGOV @ v

Kim Eder

Post w Approvals w  Admin w

+ O

Referred Candidates

Requisition # 00029
Requisition Title ADMINISTRATIVE ASST 11

Working Title Admin Asst IT Health Agency

Department Health Agency

Job Type 1 - Permanent
Vacancies
HR Analyst Carlson, Deborah
HR. Analyst Phone (805) 781-4882

Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 761-4882
Comments:

Show List View

Referred (2 )

Master = i Referral
W MName Profile Exam Plan # Action Date Elig Exp Date Edpitic

P: (805) 781-5555 201410PM-2202-02 1012414 10118/15
Welling, Jonathon 201410PM-2202-02 10124114 1018113

| == Select == E -1
{==aeert, ; 2 Records Found Page: 1 of 1
[ Gor |

Company Information | Privacy Policy | Leaal Terms

Ciic k fhe Open buf'l'on 1‘0 reveol MEOGOV, Inc. All rights reserved. Patant Panding.
dropdown menu items

Text Captions

Click the Open button to reveal dropdown menu items

Notes
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Slide 3

NEOGOV @ v

Post w Approvals w  Admin w + @

Referred Candidates

Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 781-4882
Division HR. Lizison Carlson, Deborah
Positions HR Liaison Phone (805) 761-4882
Comments:

Show List View

Referred (2 )

Master Email : 5 ; Referral
W MName Profile Nofify Exam Plan # Action Date Elig Exp Date  Notices Edpitic

P: (805) 781-5555 201410PM-2202-02 1012414 10118/15
201410PM-2202-02 10124114 1018113

Wang, Lee
Welling, Jonathon

]

| == Select == [~

[ 2 Records Found Page: 1 of 1
== Select == a

Schedule Intefview
Make Offer
Hire

ation | Privacy Policy | Legal Terms

Email Notif
Mail Merge

Select the
itfem

GOV, Inc. All rights reserved. Patant Panding.

Text Captions

Select the item

Notes
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Slide 4

NEOGOV @ v

Post w Approvals w  Admin w + @

Referred Candidates

Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 781-4882
Division HR. Lizison Carlson, Deborah
Positions HR Liaison Phone (805) 761-4882
Comments:

Show List View

Referred (2 )

Master Referral

B Name S Exam Plan # Action Date Elig Exp Date Eapans

201410PM-2202-02
201410PM-2202-02

1012414
10124114

10118/15
1018113

Wang, Lee P: (805) 781-5555

Welling, Jonathon

]

[zl 2 Records Found Page: 1 of 1

Company Information | Privacy Policy | Leaal Terms

Click The bU‘I"I'Oﬂ Copyright @ 2014 NEQGOV, Inc. All rights reserved. Patent Panding.

[ https://secure training.neogov.com/OHC/ listcandidateaction.cfm l

Text Captions

Click the button

Notes
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Slide 5
NEOGOV & v Kim Eder v
Post w Approvals w  Admin w + @
Reject Candidate
Reguisition = 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
* Required
Mame: Lee Wang 5347510
“ Reason: (== Select = Click the Open button
R 3 to reveal various

reasons for rejection

Company Information | Privacy Policy | Leaal Terms

Copyright © 2014 NEQGOV, Inc. All rights reserved. Patent Panding.

Text Captions

Click the Open button to reveal various reasons for rejection

Notes
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Slide 6
NEOGOV & v [0 Kim Eder +
Post w Approvals w  Admin w + @
Reject Candidate
Reguisition = 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
* Required
Name: Lee Wang 5347510 Select areason such
- Reason: [== Select == : as the

Comments: | == Select ==
Cancelled Recruitment

Declined Interview
Declined Offer
Failed Background
Failed to Respond
Hired

No Longer Available,
No Response
No Show
{Oifer Made
Withdraw
Add New Reason - Talk to Deborah Carlson

Company Information | Privacy Policy | Leaal Terms

i item

Copyright © 2014 NEQGOV, Inc. All rights reserved. Patent Panding.

Text Captions

Select a reason such as the item

Notes
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Slide 7
NEOGOV &« » Kim Eder v
Post w Approvals v Admin v + @
Reject Candidate
Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \acancies
Waorking Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
= Required
Name: Lee Wang 5347510 C“Ck info The CommeﬂTS
a2 Vo Longer Avalable =] box to add a comment
R * | explaining the reason for

your action.

ra

Company Information | Privacy Policy | Legal Terms

Copyright © 2014 NEOGOV, Inc. All rights reserved. Patent Panding.

Text Captions

Click into the Comments box to add a comment explaining
the reason for your action.

Notes
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UMY 8 bty L e

Slide 8
NEOGOV &= + Kan Edior w

Admin + O

Reject Candidate

Post + Approvals -

Requisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST I1 Vacancies
Working Title Admin Asst ITI Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR. Lizizon Carlson, Deborah
Positions HR. Liaison Phone (805) 7681-4882
= Required
Name: Lee Wang 5347510 Click the
- Reason: | No Longer Available [=] button

Comments: Candidate indicated via email on 11/20/14 that -
they are no longer available.

Company Information | Privacy Policy | Legal Terms

Copyright @ 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

[ https://secure training.neogov.com/OHC /rejects.cfm l

Text Captions

Click the button

Notes
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Slide 9

NEOGOV @ v

Kim Eder

Post w Approvals w  Admin w

+ O

Referred Candidates

Requisition # 00029

Department Health Agency

Requisition Title ADMINISTRATIVE ASST 11
Working Title Admin Asst IT Health Agency

Job Type 1 - Permanent
Vacancies
HR Analyst Carlson, Deborah
HR. Analyst Phone (805) 781-4882

Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 761-4882
Comments:

Interview Scheduled (1)
Master

Profile
Sarducei, Guido

Action Date

201410PM-2202-01

Show List View

Elig Exp 3 Referral L
Date Nrtices Fasiiie Interview

100714 7 10/7/14 1:00 PM

[== Select == =
- 1 Record Found
[ Go» |

Page: 1 of1

Click the

tab to view rejected candidates

Text Captions

Click the

Notes

https://secure training.neogov.com/OHC/dspMyReferredCandidates.cfmRe...

tab to view rejected candidates
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Slide 10

NEOGOV [ v

Post w Approvals v Admin v

+ O

Referred Candidates

Reguisition # 00029 Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11 \acancies
Waorking Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions HR Liaison Phone (805) 781-4882
Comments:

Show List View

Rejecthn Pending (3 )

Master Email = Elig Exp - Referral
Profile Notify Exam Plan # Action Date Date Notices F s

P (415) 497-5926 + | 201410PM-2202-01 100714 100815 10/62015
201410PM-2202-01 1007114 100813 1062015

Fonda, Jane

Midler, Bette

Wang, Lee

[== Select — : |
Jetect [=] Page: 1 of1

==

Note: The HR Department moves the

candidate to rejected status and the
candidate is removed from the list.

P (805) 781-5555 | 201410PM-2202-02 10124114 1011813 10232015

[ https://secure training.neogov.com/OHC/dspMyReferredCandidates.cfmRe... l

Text Captions

Note: The HR Department moves the candidate to rejected
status and the candidate is removed from the list.

Notes
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Slide 11

NEOGOV be + Kim Eder v

Post w Approvals w  Admin w

+ O

Referred Candidates
Reguisition = 00029

Job Type 1 - Permanent
Requisition Title ADMINISTRATIVE ASST 11

Vacancies
Working Title Admin Asst IT Health Agency HR Analyst Carlson, Deborah
Department Health Agency HR. Analyst Phone (805) 781-4882
Division HR Liaison Carlson, Deborah
Positions

HR Liaison Phone (805) 781-4882

Com*=

e Jﬂﬁyﬁﬂ &/d&bf{(ﬂ/— Show List View

You have completed the video :;;ii,”
T M: demonstration on Rejecting Candidates.

Rejection

Expires
. 1062015
e Next, tfry the hands on exercise. S——
[[]]| wang, Lee 101232015
(= Select == '
t -

3 Records Found Page: 1 | of1

Company Information | Privacy Policy | Leaal Terms

Copyright @ 2014 NEOGOV, Inc. All rights reserved. Patent Panding.

[ https://secure training.neogov.com/OHC/dspMyReferredCandidates.cfmRe... ]

Text Captions

— fwyﬁa talations! —

You have completed the video demonstration on Rejecting
Candidates. Next, try the hands on exercise.

Notes
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risoucs| - Notification Templates

Slide 1
| NEOGOV & ~
Post w Approvals v + ®
Open New Requi Boike AN proval Detail | View Department Users | Show Filled Regs. | Show Cancelled Reas. & i

Search for req. # req. title or position #: | | [ Go! |

Company Information | Privacy Policy | Leqal Terms

In this video demonstration

you will learn how to edit a

Noftice Template. Begin by
clicking on

Text Captions

In this video demonstration you will learn how to edit a Notice
Template. Begin by clicking on

Notes
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rumaisoucs| - Notification Templates

Slide 2
NEOGOV &< ~
Post + Approvals w  Admirk) » + ®
Open New Requi NOHCL'I‘I'emplalPS proval Detail | View Department Users | Show Filled Regs. | Show Cancelled Reas. & i

Click #| [ o

Company Information | Privacy Policy | Leqal Terms

Copyright © 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

’ https://secure.training.neogov.com/OHC/acct_admin/OHCEmailTemplate.cfm? l

Text Captions

Click

Notes
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H',t Module 5 // Create & Modify
rumaisoucs| - Notification Templates

Slide 3

NEOGOV B« v

l Heidi Flanagan «

Post w Approvals +  Admin w

Show Inactive Templates | Add New Template

Search for template name: |

§ records found.
Page 1of1

+ O

OHC Notice Templates

I https://secure training.necgov.com/OHC/acct admin/OHCEmailTernplateView.cfm?OHCE.., L

Company Information | Privacy Policy | Leqal Terms

Copyright © 2014 NEOGOV, Inc. All rights reserved. Patent Pending.

Description Created Ey  Action
: Mofice from SLO County — Your :

Does Not Meet Education i Carlson, D Copy Preview
Invitation fo Hitina | . _Use li.'IIS template ta invite cerified candidates to the hining ivitation to Interview Carizon, D Prsricid
e interview. (OHC) e
Tiffany Temp Police Officer Conviction Box Notice Conviction Box Notice Slater, T Preview
Standard Cffer Letier - Permanent - Response Required - Conditional .
e Standard Conditional Offer for Permanent Employee Offer Carizon, D oy Preview
Copy of [Invitation to Hiring Use this template to invite cedified candidates to the hinng B ! Flanagan, H : . A
T inferview. Invitation to Inferview (OHC) Edit Archive Preview
Confinuing in the Exam Continuing in the exam from application step to MQ step application step to MQ step (Fg::lg?an, " Edit Archive Preview
YYou Are Hired Lefter Sent to Candidates Who Have Been Hired Hired (Fé‘::,';?a"' U | eai Archive Preview

3 i Sent to candidates after they have scheduled their ; : Flanagan, H ; . :
Confirmation of Interview e . Confirmation of Interview (OHC) Edit Archive Preview
Page 1of1 =

Click on

Text Captions

Click on

Notes
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NEOGOV B« v

Post w Approvals +  Admin w + @

View OHC Notice Template
* Required

* Name Confirmation of Intarview

Departments: General Services
Golfing Department
Health Agency
Human Resources
Description Sent to candidates after they have scheduled their department-level interview.
* Subject Confirmation of Interview
Reject
Reason
* Template <Today= <Applicant_FirstName= <Applicant_LastName> <Applicant_Address1= <Applicant_City=,
=<Applicant_State= <Applicant_ZipCode= Dear <Applicant_FirstName=: RE: =Position_Title= <Req_Mumber= ** DO
NOT REPLY TO THIS EMAIL ** Responses are not monitored. If you have any questions about this email
notification, please call =<Req_LiaisonPhone= . This letter is to confirm your interview with our department on
=Referredinterview_DatelnterviewStart=_ The interview will begin at <Referredinterview_TimelnterviewStart= and
last for approximately <Referredinterview_Duration=_ Please report to our offices at
=Referredinterview_LocationTitle=, =Referredinterview_Address 1=, =Referredinterview_Address2=,
=Referredinterview_City=, =Referredinterview_5State= <Referredinterview_ZipCode=. We look forward to meeting
with you. Please contact our office if you need fo reschedule by dialing =Req_LiaisonPhone=. Regards,
=<Req_LiaisonFirstMame= <Req_LiaisonLastMame= Payroll Coordinator

S T
Cac

Example Template: CI[C k Th &
<Today> button
<Applicant_FirstName= <Applicant_LastName>

<Applicant_Address1=
=Applicant_City=, =Applicant_State= =Applicani_ZipCode=

[ https://secure training.necgov.com/OHC acct_admin/OHCEmailTemplateView.cfm i v

Text Captions

Click the button

Notes
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Edit OHC Natice Template
* Required

* Name Eopy of [Confirmafion of Interview] |

Enter your Department initials and underscore
keyito complete the template name

Description| gent to candidates after they have scheduled their depariment-level interview.

* Subject| Conlymation of Interview |
Reject Reason| == séﬁd == P |

* Template | <Today

=Applicant XgirstName= <Applicant_LastName=
=Applicant_Asdressi=
=Applicant_Ci =Applicant_State= =Applicant_ZipCode=

Dear =Applicant_FirstNane=>

RE: =Position_Title=
=Req_MNumber=

** DO NOT REPLY TO THIS EMAIL ** Responses are not monitored. If you

have any guestions about this email notification, please call
=Req_LigisonPhone= A4

—

Text Captions

Enter your Department initials and underscore key to complete
the template name

Notes
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NEOGOV B« v

Post w Approvals +  Admin w

* Name|GD_Copy of [Confirmation of Interview] x

+ O

Edit OHC Natice Template
* Required

= Depariments; Available:

Agriculiural Commissioner
(Select Depariment) | COUNtY CGUH§E|

General Services

Golfing Qepartment

==

=

Selected:

Select your Department name

- Subject| Confirmation of Interview

Reject Reason| == Select ==

* Template| <Today=

=Applicant_Addressi=

RE: =Position_Title=
=Req_MNumber=

=Req_LigisonPhone=

Dear =Applicant_FirstName=:

<Applicant_FirstName= <Applicant_LastName=

=Applicant_City=, <Applicant_Siaie= <Applicant_ZipCode=

** DO NOT REPLY TO THIS EMAIL ** Responses are not monitored. If you
have any guestions about this email notification, please call

—
Save Preview

N i = V"

Text Captions

Select your Department name

Notes
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NEOGOV B« v

Post w Approvals +  Admin w

* Name|G D_Copy of [Confirmation of Interview]

= Departments; Available:

Description

+ O

Edit OHC Natice Template
* Required

Selected:

Agriculiural Commissioner

(Select Degariment)| COUNty Counsel A 7@- Click the

General Services o5
Golfing Departmaii il

button

Sent to candidates after they have scheduled their depariment-level interview.

* Subject| Confirmation of Interview |
Reject Reason| == Select ==

v

* Template| <Today=

=Applicant_FirstName= <Applicant_LastName=
=Applicant_Addressi=
=Applicant_City=, <Applicant_Siaie= <Applicant_ZipCode=

Dear =Applicant_FirstName=:

RE: =Position_Title=
=Req_MNumber=

** DO NOT REPLY TO THIS EMAIL ** Responses are not monitored. If you
have any guestions about this email notification, please call
=Req_LigisonPhone=

—
Save Preview

Text Captions

Notes

Click the button
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Edit OHC Natice Template
* Required
* Name GD_Copy of [Confirmation of Interview]
% Departments; Available: Selected:
Agriculiural Commissioner _ == Golfing Department
(Select Department) County Counsel
General Services v N
Health Agency

Description | Sent to candidates after they have scheduled their department-level interview.

* Subject| Confirmation of Interview |
Reject Reason | == Select == v|

i Template | <Referredinterview_DatelnterviewStart= The interview will begin at
=Referredinterview_TimelnterviewStart= and last for approximately N
=Referredinterview_Duration=.

Please report to our offices at =Referredinterview_LocationTitle=,
=Referredinterview_Address1=, <Referredinterview_Address2=,
=Referredinierview_City=, =Referredinterview_State=

=Referredinterview_ZipCode>.

We look forward to meeting with you. Please contact our office if you need fo
reschedule by diafing =<Req_LiaisonPhone=,

Regards,
=Req_LiaisonFirstName= =Req_LigisonLastName=

Payroll Coordinator Input your desired text or
sl LEwiek] edit as desired.

Text Captions
Input your desired text or edit as desired.

Notes
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Edit OHC Notice Template
= Required

& NameleD_Com.r of [Confirmation of Interview]

* Departments: Available: Selected:
Agricultural Commissioner == Golfing Department
(Select Department) County Counsel
General Services ) ==
Healih Agency

Description|sent to candidates after they have scheduled their department-level interview.

& Sub]ecl| Confirmation of Inferview |
Reject Reason| == Select ==

v

" Template| =+ Do NOT REPLY TO THIS EMAIL ** Responses are net monitored. If you

have any questions about this email notification, please call
<Req_LiaisonPhone= .

A et s b cupin

your interview with our depariment on

Scroll down and check
to make sure your template is
complete.

Feven

Text Captions

Scroll down and check
to make sure your template is complete.

Notes
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Post + Approvals * Admin »

+ O

Edit OHC Motice Template
* Required

(Select Department)

Description

g Template

* Name | GD_Copy of [Confirmation of Interview]

* Departments: Available:

Agricultural Commissioner ==
County Counszel

General Services G = | Scroll down to find merge fields if

Health Agency

Sent to candidates after they have scheduled the

you'd like to add any.

——————————————

i

* Subject| Confirmation of Interview |

Reject Reason| == Select == v|

Please report to our offices at =<Referredinterview_LocationTitle=, la)
=Referredinterview_Address1=, <Referredinterview_Address2=
=Referredinterview_City=, <Referredinterview_State=
=Referredinterview_ZipCode=.

Please park in Lot A next to the Administration Building. Please report to the
front desk and ask for Teri.

We look forward to meeting with you. Please contact our office if you need to
reschedule by dialing <Req_LiaisonPhone:=.

Regards,
<Req_LiaisonFirstName= =Req_LiaisonLastName= [¥)

Example Template:
=Today=

Payroll Coordinator
RIF

Text Captions

Scroll down to find merge fields if you’d like to add any.

Notes
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Slide 11

[Vatancy Type

[FPOSTION_Jo0TeTm

| DEparment Log0 TP USMON_UeparmemLogo

Requisition Merge Fields

Field Mame Merge Name Field Name Merge Name

Requisition Mumber =Req_Number= Class Title =Req_Title=

Requisition o _ g

Depariment =Req_Department= Requisition Division =Req_Division=

Req. Job Term =Req_JobTerm= Req. List Type =Req_ListType=

Req. Position Type =Req_PositionType= Liaison First Name =Req_LiaisonFirstiName=

Liaison Last Name

<Req_LiaisonLastName=

Liaison Phone Number

<Req_LiaisonPhone=

Hiring Manager First

Name + Phone

=Req_HiringManagerFullNameAndPhone=

Number

Liaison Email =Req_LiaisonEmail= Name =Req_HiringManagerFirstName=
Hiring Manager Last i Hiring Manager Full =]

Names =Req_HiringManagerLastName= N =Req_HiringManagerfFullName=
Hiring Manager Full Hiring Manager Phone

=Req_HiringManagerPhone=

Hiring Manager Email | =Regq_HiringManagerEmail= gzg:m:al Logo <Req_DepanmentLogo=S—
Referral Merge Figlds

Field Name Merge Name Field Name Merge Name

Hsioaal <Referral_Depariment= Referral Division =Referral_Division=

Department

Select the desired
cell

Referral Hiring
Manager First
Mame

<Referral_HiringManagerFirstName:=

Referral Hiring
Manager Last
Name

=Referral_HiringManagerLastName=

Referral Hiring

Referral Hiring

Manager Full <Referral_HiringManagerFullMame= | Manager Full =Referral_HiringManagerFullNameAndPhone=
MName Name + Phone

Referral Hiring . Referral

Manager Phone <Referral_HiringManagerPhone= Depariment Logo =Referral_DeparimentLogo=

Referred List - Interview Merge Figlds

Text Captions

Notes

Select the desired cell
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Slide 12
|vacan{:y TYpE | POSTIGN_JOD TETm | DEpartment Logo | FOSON_UeEpartmenCogno |
Requisition Merge Fields
Field Name Merge Mame Field Name Merge Name
Requisition Number =Req_Mumber= Class Title =Req_Title=
Requisition o o s
Depariment =Req_Department= Requisition Division <=Req_Division=
Req. Job Term =Req_JobTerm= Req. List Type =Req_ListType=
Req. Position Type =Req_PositionType= Liaison First Name =Req_LigisonFirstName=

Liaison Last Name

<Req_LiaisonLastName=

Liaison Phone Number

<Req_LiaisonPhone=

Liaison Email =Req_LiaisonEmail= :g::lg Manager First =Req_HiringManagerFirstName=
Hiring Manager Last i Hiring Manager Full =]
Name =Req_HiringManagerLastName= N <Req_HiringManagerFullName=
ne: :ilmg:rﬂanager Ehne =Req_HiringManagerPhone=
Press to copy the name
i . Requisition
of the desired merge field Department Logo
g
Referral Merge Fields
Field Mame Merge Mame Field Name Merge Name
. =Referral_Departmeni> Referral Division =Referral_Division=
Department

Referral Hiring
Manager First
Mame

Referral Hiring
=Referral_HiringhManagerFirstName= | Manager Last
Name

=Referral_HiringManagerLastName=

Referral Hiring Referral Hiring

Manager Full =Referral_HiringManagerFullName= | Manager Full =Referral_HiringManagerFullNameAndPhone=
MName Name + Phone

Referral Hiring . Referral

Manager Phone =Referral_HiringManagerPhone= Depariment Logo =Referral_DeparimentLogo=

Referred List - Interview Merge Fields

Text Captions

Press to copy the name of the desired merge field

Notes
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NEOGOV @ v

Post w Approval: v  Admin v

+ O

Edit OHC Maotice Template
* Required

* Name | GD_Copy of [Confirmation of Interview]
* Depariments: Available: Selected:
Agriculfural Commissioner == Goliing Depariment
(Selzct Depariment) | County Counsel
General Services v ==
Health Agency

Description

Sent to candidates after they have scheduled their depariment-level interview.

% Sub]ect| Confirmation of Interview |
Reject Reason| == Select ==

v

*
Template Parking is available in Visitor spots orin Lot A to the left of the building. When a
you arrive, please check in at front desk and ask for Betty.

Filease report to our offices at <Referredinterview_LocationTitle>,
<Referredinterview_Address1=, <Referredinterview_Address2=

Find the locafion where you would |
like to insert your copied merge field

We look forward to meefing with you. Please contact our office if you need to
reschedule by dialing <Req_LiaisonPhones=.

<

Text Captions

Find the location where you would like to insert your copied
merge field

Notes
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Post + Approvals + Admin

+ O

Edit OHC Notice Template
= Required

* Name | GD_Copy of [Confirmation of Interview]

* Depariments: Available:

Selected:

{Select Department) | County Counsel
General Services
Health Agency

Agricultural Commissioner == Golfing Department

=

v

Description

Sent to candidates after they have scheduled their depariment-level interview.

o Sub]eci|Conﬁnnati0n of Interview

Reject Reason | = Select ==

% Template

Press key to paste your

l=Today=

=Applicant_Addressi=

RE: <Position_Title=
=Req_Number=

=Applicant_FirstMame= <Applicant_LasiName=
<Applicant_City=, <Applicant_State= <Applicant_ZipCode=

Dear =Applicant_FirstMame:=:

= DO NOT REPLY TQ THIS EMAIL ** Responses are not monitored. If you W
have any questions about this email notification, please call

merge field. )\

R
o

Text Captions

Press key to paste your merge field.

Notes
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Post + Approvals * Admin »

+ O

Edit OHC Notice Template
= Required

& NameleD_Com.r of [Confirmation of Interview]

" Departments: Available:

Selected:

Agricultural Commissioner
{Select Department) County Counsel

General Services

Healih Agency

== Golfing Department

=

v

Description

Sent to candidates after they have scheduled their depariment-level interview.

: Sub]ecﬂConﬁnnation of Interview

Reject Reason| == Select ==

i Template|<Req_DeparimentLogo=
=Today=

<Applicant_FirstName= <Applicant_LastName=
<Applicant_Addressi>
<Applicant_City=, <Applicant_State= =Appiicant_ZipCode=

Dear <Applicant_Firsthame:=:

RE: =Position_Title=
=Req_Number=

Click the

S EMAIL ** Responses are not monitored. If you
his emdil notification, please call

v

button

E@ Preview

’ https://secure.training.necgov.com/OHC/acct_admin/OHCEmailTemplatebdit.cfm l

Text Captions
Click

Notes

the

button
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Slide 16
NEQGOV be ~ ) | Heidi Flanagan v
Post w Approvals +  Admin w + @
OHC Notice Templates
Show Inactive Templates | Add New Template
AIBICIDIEIEIGIHIIJIKILIMINIQIE|QIRISITIUIVIWIXIY[Z
Search for template name: | |Eﬂl
9 records found.
Page 1of1
Does Not Meet Education Copy Preview
_— - . USBﬂ'I‘ # .
Invitation to Hiring Interview skt 5 t— / t' / Copy Preview
el = Wg&f"d abQuions! —
Tiffany Temp Police Officer Convic 2 . Copy Preview
standars Otir Loier-pemanent || YOU have completed the video tutorial| | ...
Emgloyee | . D1y LIk Vi i
cmvommnetms  |wem  ON NOtice Templates. Now try the _ _
Inferview intervid F & . Edit Copy Archive Preview
= video simulation.
Continuing in the Exam Contini Edit Copy Archive Preview
Yiou Are Hired Latter Seno cammraes v rmve oesT e T (OHC) Edit Copy Archive Preview
3 i Sent to candidates after they have scheduled their z E Flanagan, H ; . ;
Confirmation of Interview e e i Confirmation of Inferview (OHC) Edit Copy Archive Preview
GO Copy of [Confirmation of Sent to candidates after they have scheduled their 2 : Flanagan, H - = :
i R Confirmation of Interview (OHC) Edit Copy Archive Preview
Page 10f1
any nrormation | Privacy Policy | Legal Terms
Copyright © 2014 NEDGOV, Inc. All rights reserved. Patent Pending.

Text Captions

— Jwyﬁa tubations! —

You have completed the video tutorial on Notice Templates.
Now try the exercise.

Notes
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