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Objectives
• Create a requisition in NeoGov, including 

copying requisitions

• Set up a chain of approvals, if necessary
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New Recruitment Performance 
Measure

Requisition 
Received and 
Approved

•Verify Position

•Verify Vacancy

Job Posting

•Announce Job 
Posting on SLO
County Website

• Candidates 
Apply

• Candidates 
Complete 
Supplemental 
Questionnaires

Minimum 
Qualifications

•Minimum 
Qualifications 
Evaluated

• Pass/Fail 
notifications 
sent

Application 
Rating/Scree
ning

• Subject Matter 
Experts review 
and score 
candidate 
applications –
now online!

• Pass/Fail 
notifications 
are sent

Add’l Exams

•Written Tests

• Physical Agility, 
Strength, or 
Stamina Tests

• Performance 
Tests

Oral Board

•Panel of 3

•Oral Board 
Questions

•Online Scoring

Eligible List

• Candidates 
Scored

• Candidates 
Ranked

• Candidates 
Certified 

Dept
Selection

•Hiring Interview

•Dept Specific 
Selection Exams

Conditional 
Offer

•Background 
Check
•Reference 
Check
•Medical Exam
•Accept Offer

Hire Date
Exam Process
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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

 

 

Notes 
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Terminology

• Approve a requisition: Completed by approvers 
specified by department

• Authorize a requisition: Completed by HR

 

 

Notes 
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Approval Groups
• Optional

• Three standard groups:
• Department Head
• Hiring Manager
• Payroll Coordinator

 

 

Notes 
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Slide 1  

 
Text Captions 
 

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

 

Notes 
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Slide 2  

 

Text Captions 
 

Select Approvals on the menu bar. 
 

Notes 
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Slide 3  

 

Text Captions 
 

Select Requisitions or Hires on the menu bar to view the items 
awaiting your approval. 
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Slide 4  

 

Text Captions 
 

Select the title of an item to review it. 
 

Notes 
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Slide 5  

 

Text Captions 
 

Scroll to review the item 
 

Notes 
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Slide 6  

 

Text Captions 
 

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

 

Notes 
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Slide 7 

 

Text Captions 
 

Make your changes. 
 

Notes 

 

15



                                                   
Module 2 // Approve Requisitions 

 

 

 

Section page 17 of 29 

  

Slide 8 

 

Text Captions 
 

Click the Save button to save your changes. 
 

Notes 
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Slide 9 

 

Text Captions 
 

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

 

Notes 
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Slide 10 

 

Text Captions 
 

Select the Approve/Deny link in the Action column. 
 

Notes 
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Slide 11 

 

Text Captions 
 

Click the Open button 
 

Notes 
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Slide 12 

 

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 
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Text Captions 

 

Notes 
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Text Captions 
 

Click the Save button 
 

Notes 
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Slide 15 

 

Text Captions 
 

Notice the Requisition has moved to the list of  
Approved Requisitions  

 

Notes 

23



                                                   
Module 2 // Approve Requisitions 

 

 

 

Section page 28 of 29 

Slide 16 

 

Text Captions 
 

— Congratulations! — 
You have completed the video tutorial on Approving 

Requisitions. Now try the exercise. 
 

Notes 
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Text Captions 
 

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

 

Notes 
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Text Captions 
 

Select My Requisitions 
 

Notes 
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Text Captions 
 

Select Open New Requisition 
 

Notes 
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Text Captions 
 

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

Enter the class title keyword or code 
 

Notes 
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Text Captions 
 

Click Go to search that term 
 

Notes 
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Text Captions 
 

Navigate to the class title 
 

Notes 
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Text Captions 
 

Click Create New to create a new requisition for the class title 
 

Notes 
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Text Captions 
 

Click the === Select === label next to ‘Department’ 
 

Notes 
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Text Captions 
 

Select a department from the drop down menu 
 

Notes 
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Text Captions 
 

Click the === Select === label next to ‘Division’ 
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Text Captions 
 

Select the Human Resources Admin item 
 

Notes 
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Text Captions 
 

Click the === Select === label next to ‘Position’ 
 

Notes 
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Text Captions 
 

Select the a Position item from the Position List 
 

Notes 
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Text Captions 
 

Select the information icon to display information about the position 
 

Notes 
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Text Captions 
 

Select the information icon again to retract the information 
 

Notes 
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Text Captions 
 

Select a hiring manager such as the Carlson, Deborah item 
 

Notes 

 

41



 

Module 2 // Create Requisition 
 

 

 

Slide 18 

 

Text Captions 
 

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

Notes 
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Text Captions 
 

Click the === Select === label next to ‘Job Term’ 
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Text Captions 
 

Select the a Job Term item 
 

Notes 

 

44



 

Module 2 // Create Requisition 
 

 

 

Slide 21 

 

Text Captions 
 

Click the === Select === label next to ‘List Type’ 
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Text Captions 
 

Select the a List Type item 
 

Notes 
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Text Captions 
 

Select the I check box to indicate a level I recruitment 
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Text Captions 
 

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

Notes 
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Text Captions 
 

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

 

Notes 
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Text Captions 
 

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

Next, Select the Work Time such as the Full Time option  
 

Notes 
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Text Captions 
 

Select the checkbox of the location such  
as the City of San Luis Obispo option 

 

Notes 
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Text Captions 
 

Select the a type of License Requirment option next to 
‘California Driver’s License Requirement’ 

 

Notes 
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Text Captions 
 

Type the name of the Payroll Coordinator 
 

Notes 
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Text Captions 
 

Type the phone number for the Payroll Coordinator 
 

Notes 
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Text Captions 
 

Select the Yes or No option next to 
 ‘Want Advertising Proposal?’ 
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Text Captions 
 

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

Notes 
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Text Captions 
 

Type special requirements for advertising 
 

Notes 
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Text Captions 
 

Type in the Ad Start Date 
 

Notes 
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Text Captions 
 

Select the a Supporting Documentation check box items 
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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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Text Captions 
 

Select the No Approvals check box 
 

Notes 
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Text Captions 
 

Click the Save and Release button 
 

Notes 
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Text Captions 
 

Select the Add New link to add attachements 
 

Notes 
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Text Captions 
 

Select the * File Description text box 
 

Notes 
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Text Captions 
 

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

Click the Browse button 
 

Notes 
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Text Captions 
 

The Choose File to Upload window opens 
 

Notes 
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Text Captions 
 

Select the file you wish to upload  
such as a 20141014Personnel Analyst Sepp Docs  
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Text Captions 
 

Click Open 
 

Notes 
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Text Captions 
 

Click the Upload button 
 

Notes 
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Text Captions 

Select My Requisitions to return to the List of Requisitions. 

Notes 
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Text Captions 
 

— Congratulations! — 
You have completed the video tutorial on Creating a 

Requisition. Now try the video simulation. 
 

Notes 
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Module 3 // Review Applications 
& Screen Applicants 
 

 

 

 

Objectives
• Discover where to find your “My Application 

Review” applicants

• Effectively review applications and help SMEs 
to do the same

• The three occasions in the recruitment process 
in which you will review applications

 

 

Notes 

 

 

 

 

75



Module 3 // Review Applications 
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New Recruitment Performance 
Measure

Requisition 
Received and 
Approved

•Verify Position

•Verify Vacancy

Job Posting

•Announce Job 
Posting on SLO
County Website

• Candidates 
Apply

• Candidates 
Complete 
Supplemental 
Questionnaires

Minimum 
Qualifications

•Minimum 
Qualifications 
Evaluated

• Pass/Fail 
notifications 
sent

Application 
Rating/Scree
ning

• Subject Matter 
Experts review 
and score 
candidate 
applications –
now online!

• Pass/Fail 
notifications 
are sent

Add’l Exams

•Written Tests

• Physical Agility, 
Strength, or 
Stamina Tests

• Performance 
Tests

Oral Board

•Panel of 3

•Oral Board 
Questions

•Online Scoring

Eligible List

• Candidates 
Scored

• Candidates 
Ranked

•Candidates 
Certified 

Dept
Selection

•Hiring Interview

•Dept Specific 
Selection Exams

Conditional 
Offer

•Background 
Check
•Reference 
Check
•Medical Exam
•Accept Offer

Hire Date
Exam Process

 

 

Notes 
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Terminology
• Screeners: Those who will be rating 

applications

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

 

 

Notes 
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Who Will Review Applications
• Payroll Coordinators

• Hiring Managers

• Screeners

• Subject Matter Experts

 

 

Notes 
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When Applications Will Be 
Reviewed
• Reviewing for minimum qualifications

• Scoring competitive applications (SMEs)

• Previewing applications in advance of Oral 
Boards

 

 

Notes 
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Process Flow

Requisition 
Received and 
Approved

•Verify Position

•Verify Vacancy

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

•Hiring interview

•Dept specific selection 
exams

Conditional Offer

Hire Date

 

 

Notes 
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& Screen Applicants 
 

 

 

Video Demonstration 
Slide 1  

 
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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Slide 2  

 

Text Captions 
 

To see applications awaiting your review,  
select My Application Review 

 

Notes 
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Text Captions 
 

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

 

Notes 
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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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Text Captions 
 

Review the application by scrolling. 
 

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

Notes 
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Text Captions 
 

Select Show Candidate Disposition  
to display the scoring window 

 

Notes 
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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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Text Captions 
 

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

 

Notes 
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Text Captions 

 

Notes 
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Text Captions 
 

If necessary, include a comment 
 

Notes 
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Text Captions 
 

To continue to the next applicant’s application,  
select Save & View Next App 

Notes 
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Text Captions 
 

Review the application and enter your scores 
 

Notes 
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Text Captions 
 

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

Notes 
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Enter a comment if desired 
 

Notes 
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Text Captions 
 

Select Save & View Next App 
 

Notes 
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Text Captions 
 

Enter your scores 
 

Notes 
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Text Captions 
 

Enter a comment if desired 
 

Notes 
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Click Save once you have finished scoring all candidates 
 

Notes 
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Text Captions 
 

Click Return to Candidate List 
 

Notes 
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Text Captions 
 

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

 
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. 
Notes 
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Text Captions 
 

— Congratulations! — 
You have completed the video tutorial on Reviewing 

Applications. Now try the video simulation. 
 

Notes 
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Module 4 // Managing Certified Candidates  

 
 

Objectives
• Differentiate between Certified and Referred candidates

• View your referred candidates

• Schedule candidate interviews

• Manage your list of certified candidates

• Reject candidates

• Identify when to move candidates to Offer Pending versus 

Hired status

 

 

Notes 
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New Recruitment Performance 
Measure

Requisition 
Received and 
Approved

•Verify Position

• Verify Vacancy

Job Posting

•Announce Job 
Posting on SLO
County Website

• Candidates 
Apply

• Candidates 
Complete 
Supplemental 
Questionnaires

Minimum 
Qualifications

•Minimum 
Qualifications 
Evaluated

•Pass/Fail 
notifications 
sent

Application 
Rating/Scree
ning

• Subject Matter 
Experts review 
and score 
candidate 
applications –
now online!

• Pass/Fail 
notifications 
are sent

Add’l Exams

•Written Tests

• Physical Agility, 
Strength, or 
Stamina Tests

• Performance 
Tests

Oral Board

•Panel of 3

•Oral Board 
Questions

•Online Scoring

Eligible List

•Candidates 
Scored

•Candidates 
Ranked

•Candidates 
Certified 

Dept
Selection

•Hiring Interview

•Dept Specific 
Selection Exams

Conditional 
Offer

•Background 
Check
•Reference 
Check
•Medical Exam
•Accept Offer

Hire Date
Exam Process

 

 

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

 

 

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

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

 

 

Notes 
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Module 4 // Managing Certified Candidates  

 
 

Process Flow

Requisition 
Received and 
Approved

•Verify Position

•Verify Vacancy

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

•Hiring interview

•Dept specific selection 
exams

Conditional Offer

Hire Date

 

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

 

 

 

Video Demonstration 
Slide 1  

 
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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Schedule Interviews, & Send 
Candidate Notification  
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Text Captions 
 

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

 

Notes 
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Schedule Interviews, & Send 
Candidate Notification  

 

 

 

Slide 3  

 

Text Captions 
 

 If you do not see the eligible list on your dashboard, click Show 
All Lists in My Department 

 

Notes 
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Schedule Interviews, & Send 
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Text Captions 
 

Click View in the Candidates column 
 

Notes 
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Schedule Interviews, & Send 
Candidate Notification  
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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  
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Text Captions 
 

Click the arrow to reveal menu items 
 

Notes 
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Text Captions 
 

Select the Schedule Interview item 
 

Notes 
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Schedule Interviews, & Send 
Candidate Notification  
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Text Captions 
 

Click the red Go button to confirm selection 
 

Notes 

 

115



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

Enter date, time and location information for the appointment. 
This information will be included in an confirmation email later. 

 

Notes 
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Text Captions 
 

In the Comments field, type special instructions for the 
candidates 

 

Notes 
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Text Captions 

 

Notes 
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Schedule Interviews, & Send 
Candidate Notification  
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Text Captions 
 

Click Save button to save scheduled interview 
 

Notes 
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Schedule Interviews, & Send 
Candidate Notification  
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Text Captions 
 

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

Interview Scheduled tab. 
 

Notes 
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Schedule Interviews, & Send 
Candidate Notification  
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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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Schedule Interviews, & Send 
Candidate Notification  

 

 

 

Slide 15  

 

Text Captions 
 

Click drop down arrow to reveal menu items 
 

Notes 
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Schedule Interviews, & Send 
Candidate Notification  
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Text Captions 
 

Select the Email Notify item 
 

Notes 

 

123



Module 4 // View Candidates, 
Schedule Interviews, & Send 
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Text Captions 
 

Click the Go button to confirm item selection 
 

Notes 
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Module 4 // View Candidates, 
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Click drop down arrow to reveal list of email templates 
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Select the Invitation to Hiring Interview item 
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Click the Generate Notices button 
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Review the email notification to be sent 
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NOTE: The email address this notification will be sent to 
Click the Send button when you are ready 
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Click the View Referred Candidates link to return to the list of 
candidates 
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Select the Interview Scheduled tab 
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To view the notices sent, click the View link under the Notices 
column where a notice can be viewed, resent or deleted 
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— Congratulations! — 
You have completed the video demo on how to how to View 

Candidates, Schedule Interviews and Send Candidate 
Notifications. Now try the exercise. 
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In this video demonstration, you will learn how to make an offer 
and send a notification. To begin, click the Interview 

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

 

Notes 

135



…………………………….....................
Module 4 // Offer 
Pending Status & 
Send Notification 

 

 

 

Slide 3  

 

Text Captions 
 

Click the button that opens the dropdown menu to view 
options 
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Select the Make Offer item from the menu 
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Click the Go button to confirm the choice 
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Click into the Offer Amount field to add amount offered  
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Select the Comments field to add any comments about the 
offer 
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Click the Save button to confirm offer 
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Click the Offer Pending tab 
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Select the check box(es) next to the candidate(s) to be sent 
the email notification 
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Click the drop down arrow to reveal the menu options 
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Select the Email Notify item 
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Click the Go button to confirm selection 
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Next to Template, click the dropdown arrow to open the menu 
to view the email templates options 
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Select the Standard Offer Letter - Permanent... template item from the options 
 
NOTE: Templates can be edited. See Module 5 on modifying existing templates. 
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Click the Generate Notices button 
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Review the email notification offer then click the Send button 
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Click the View Referred Candidates to return to the list of 
candidates 
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Click the Offer Pending tab 
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To view the notifications sent to a candidate, select the View 
option under the Notices column 
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Under the Action column, notice the View, Resend and Delete 
options that can be utilized if needed for any notification sent 
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To navigate back to the list of referred candidates, click the 
My List menu item 
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Next, if the requistion is not on this screen, select the Show All 
Lists in My Department at the top of the page 
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Click the View option under Candidates to view the specific 
requistion  
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Select the Offer Pending tab 
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To change the pending offer, click the Pending link under the 
Offer column 
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Edit the offer then click the Save button 
 

Notes 

 

160



…………………………….....................
Module 4 // Offer 
Pending Status & 
Send Notification 

 

 

 

Slide 28 

 

Text Captions 
 

Select the Offer Pending tab 
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— Congratulations! — 
You have completed the video tutorial on the Offer Pending Status and Sending the 

Notification. Now try the exercise. 
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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. 
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Click the Open button on the dropdown menu to reveal the 
options 
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Select the Hire item 
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Click the red Go button 
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Notice you can change the offer amount here 
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Click into the Answer Date field box and enter a date the 
candidate accepted the offer 
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The Filled On Date is the date you selected this candidate to 
be hired 
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If your department is using approvals, select the required 
approvals. Otherwise, check no approvals. 
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If no approvals are needed, select the No Approvals check box 
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Notice the fields below have disappeared but will re-appear  
if the No Approvals check box is unchecked again 
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To save hire details but not release it for approval,  
click the Save button 
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Select the Hire tab to view candidates indicated for  
hired into the position 
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Select the Details link under Hire to return to the hire details 
 

Notes 

 

175



               Module 4 // Hiring Status 

 

 

Slide 14 

 

Text Captions 
 

Notice the Approval Status is in Pending Release 
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Select the Edit link to edit the hire details 
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After edits are made, Click the Save and Release button to 
send into the approval train 
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NOTE: You will still need to complete new hire paperwork as 
you have before. 
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— Congratulations! — 
You have completed the video tutorial on the Hire Status and 

Sending the Notification. Now try the exercise. 
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In this video demonstration you will learn how to reject a candidate. Select the 
check box next to candidate to be rejected. 

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. 
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Click the Open button to reveal dropdown menu items 
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Select the Reject item 
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Click the Go button 
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Click the Open button to reveal various reasons for rejection 
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Select a reason such as the No Longer Available item 
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Click into the Comments box to add a comment explaining 
the reason for your action. 
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Click the Save button 
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Click the Rejections Pending tab to view rejected candidates 
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Note: The HR Department moves the candidate to rejected 
status and the candidate is removed from the list. 
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— Congratulations! — 
You have completed the video demonstration on Rejecting 

Candidates. Next, try the hands on exercise. 
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In this video demonstration you will learn how to edit a Notice 
Template. Begin by clicking on Admin  
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Click Notice Templates  
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Click on Copy 
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Click the Copy button 
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Enter your Department initials and underscore key to complete 
the template name 
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Select your Department name 
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Click the >> button 
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Input your desired text or edit as desired. 
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Scroll down and check  
to make sure your template is complete. 
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Scroll down to find merge fields if you’d like to add any. 
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Select the desired cell 
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Press Ctrl + C to copy the name of the desired merge field 
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Find the location where you would like to insert your copied 
merge field 
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Press Ctrl + V key to paste your merge field. 
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Click the Save button 
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— Congratulations! — 
You have completed the video tutorial on Notice Templates. 

Now try the exercise. 
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