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Logging into NEOGOV Online Hiring Center (OHC)

Exercise 1: Logging into NEOGOV’s Online Hiring Center for Departmental Users

1. Open your Internet Explorer web browser and go to City’s OHC training
environment at https://secure.training.neogov.com/insight/login.cfm

2. Enter your Login Username and Password. (Your Username will always be your
City of Cincinnati email address and a password of your choice.)

Products Customers Customer Care

Home » Secure Login
NEQGOW

] . Please enter your Username and Password below to
r nS|g access your secure Insight account.

—) | |sername:
—)  Password:

(O Insight - Human Resources
(®) Online Hiring Center - Departments

Login

Always select the Radio
button for “Online Hiring
Center-Departments” to
login to the OHC.

3. After you have logged into the system, the functions and menu items that are
displayed within each drop down menu will vary depending on the type of
security role(s) you have been assigned by the system administrator. Security is
also dependent upon the role the Department states you perform.
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Managing Requisitions

Exercise 2: Creating a Requisition

1. Click on “Open New Requisition” link.

Post w+  Approvals w  Admin w

Open New Requisition | Show All Regs. in My Dept. | Show Approval Detail | VWiew Department Users | Show Filled Reqgs. | ¢

AIBICIDIEIEIGIHINJIEILIMINICIPIQIRISITIUIVIWIX|Y|Z

Search for req. #, req. title or position # =D

2. Select the “Create New” link under the Requisition column for the Accountant
position from the list of class specs.

258 ACCOUNTANT Positions Create New 4—

3. A blank requisition form will be displayed.

Class Title: ACCOUNTANT
Class Code: 258
Creator: White, Alexandria

- Required
Desired Start Date:
= Requisition #: [assigned when requisition is saved]
Working Title:
Vacancies:
- Department: | === Select === hd
Division: | === Selaect === »
- Hiring Managers: Availahle: Assigned:
Job Term: | === Selact === &
List Type:| === Select=== b
Position Type: O exjsting Position (Replacement of Staff)
O Mew Position
Fosition Control: Position # First Name Last Mame Vacancy Date
Add Another Vacancy
Skills:
Comments:
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4. Enter the desired Start Date as today’s date. You must enter the date as a
MM/DD/YY.
5. Enter the name of the job title and your name (i.e. Accountant-Alex W) in the
Working Title Field.
6. Enter the number of Vacancies as “1.”
7. Select the “Human Resources Department” from the Department drop down
menu.
8. Leave the Division field blank. Only the departments that have separate
employing units (i.e. Finance, City Manger’s Office) will use the Division option.
9. Select your name from the list of Hiring Managers and move your name from
“Available” to “Assigned”.
10. Select “Full-time” from the Job Term drop down menu.
11. Select “Regular” from the List Type drop down menu.
12. Click the radio button for “Existing Position (Replacement of Staff)”.
Desired Start Date: | 12/26/2012
* Requisition # [assigned when requisition is saved]
Waorking Title: | Accountant-Alex W
Yacancies: |1
- Department: | Human Resources "
Division: | === Select ===
= Hiring Managers: Available: Assigned:
Martindale, Seeta A White, Alexandria
Plahovinsak, John
Rollinson, Sheila
Schoenig, Debra
Simmons, Peggy
Willis, Charlene had
Job Term: | Part Time w
List Type: | Regular w
Position Type: G}Emstmg Position (Replacement of Staff)
O New Position
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13. Click on the “Add Another Vacancy” button.
14. Enter an 8-digit position control number.

Fosition Control: Position # First Mame Last Mame Vacancy Date
12345678 Alex White 1213102012

[ Add Another Vacancy

15. Enter a First Name and Last Name.

16. Enter in a special skill set needed for the position.

Skills: |Expert in Excel

Comments: |Please ask screen questions for Excel
compentency. |

17. Select the type of request. For this example, select “New Hire.”

* Type of request (check all that apply) : [ ] add/iDelete Positions
[ contract Employees
[ Double Fill Position
Cl new Hire
Ll Promotion
[l reclassification
Ll Transfer
DVnIuntar:.f Demaotion
[ other
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18. Answer the remaining questions on the requisition.

- |5 this position reimbursed? © Tivae O Mo
If you select "yes,” what is the percentage of reimbursement
andthe type. (i.e. 75% reimbursed from 980 Captial fund) :

- Is this position partially grant funded? : Tivae O o
Ifyou selected "yes,” enter the percentage of reimbursement

and name ofthe grant. (i.e. 50% reimbursed fram Byrne Justice
Grant. :

= Could this request potentially lead to an outside City
government hire? : Oves ONo

= Whatis the fund number the position will be paid from?

Please provide the Accounting Strip (Fund CodeXAgency
CodeXProgram Code). :

- Internship or CO-0P?: O yes O No

19. Click on the “No Approvals” check box.

Mo Approva

[ Save Only ][ Save and Release ]

20. Click the “Save and Release” button.

Please note: Once you click this button the requisition will begin the approval
process. For this training exercise, no approvals were needed; however, when
completing a requisition for a vacancy, a typical approval process may be:

Hiring Budget Department VRB
Manager Coordinator Director
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21. Once you select “Save and Release,” the View/Edit Screen will appear with
the information you entered. If you need to edit the requisition, you can click the
“Edit Requisition” link and make any changes needed.

Class Title: ACCOUNTANT
Class Code: 258
Creator: White, Alexandria

VIS W LI S YL S0

Edit

- Required

Desired Start Date:
- Requisition #
Warking Title:
Wacancies:

- Department:
Division:

= Hiring Managers:
Job Term:

List Type:

Position Type:
Position Control:

Skills:
Comments:

Type of request (check all that apply) :
If you selected "Other,” please specify the type of request? :
|5 this position reimbursed? :

WWumin mmlaed Sume ™ osket e bre moarsnmbsnn oF enimnboiee semeet sed b boms Fiomo TEDL reiesboee s
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12-00058
Accountant-Alex W.

-

Human Resources

White, Alexandria

Part Time

Regular

Existing Position (Replacement of Staff)

First Last Wacancy
Mame Mame Date
12345678 Alex White 12/31/2012
Expert in Excel

Flease ask screen questions for Excel
compentency.

Mew Hire

Position #

Yes
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Subject Matter Expert (SME) Reviews

Exercise 3: Conducting a SME Review

1. Select the drop down arrow by your name and click on “My SME Review.”

. Alexandria WwWhite -

My Reguinsitions

My SRME Rewiewr
Py List
Praefernsmcaes
Help & Traimdmog
Sigm Ouwrk

The list of positions waiting for SME Review will be displayed as shown

SRS UL ERANT UUE UL ERalll e | |

2 records found.
Page 1 of 1

Exam Plan Job Posting Analyst Applications

12-00022-ANMVY Elumber Plumber White, Alexandria

12-00042 Accountant-Alex W, Accountant-Alex W, White, Alexandria

2 records found.

2. Click on the “Accountant” link under the Exam Plan column.

3. There is a pool of applicants in the applicant pool for you to evaluate as a SME.

Exam Plan 12-00042 - Accountant-Alex W.

Master

PersoniD Profile Last Updated Updated By At Step Disposition Assigned By Comments

5333725 | View |12M2M12 520 AM| White, Alexandria| Training and Experience é White, Alexandria Add
5333921 | View [12M2M29:21 AM|White, Alexandria| Training and Experience é White, Alexandria Add
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4. Click on the “PersonlID” link under the PersonID Column to begin review of each
applicant.

Exam Plan 12-00042 - Accountant-Alex W.

Master
Profile Last Updated Updated By At Step

View [12M212 9:20 AM| White, Alexandria| Training and Experience
View [12M2M128:21 AM|White, Alexandria

5333725
5333921

White, Alexandria
White, Alexandria

Training and Experience Add

Each application, in sequential order, can be viewed.

Show Candidate Disposition

Application 1 of 2 « Previous Applicant | Next Applicant »

12-00042 - Accountant-Alex W.

Contact Information -- Person ID: 53332725
Personal Information
Preferences

Preferred Salary:
Are yvou willing to relocate?

Types of positions yvou will accept:
Types of work vou will accept:
Types of shifts yvou will accept:
Objective

When reviewing applications, you can advance to the next application by clicking
on “Next Applicant” or return to a previous application by selecting “Previous
Applicant”. As a SME, you will not have access to personally identifiable

information; however, you will have the ability to view the necessary information
to evaluate an applicant.
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5. Click on the “Show Candidate Disposition” link

Show Candidate Disposition

Application 1 of 2 « Previous Applicant | Next Applicant »

12-00042 - Accountant-Alex W.

Contact Information -- Person ID: 5333725
Personal Information
Preferences

Preferred Salary:
Are you willing to relocate?

Types of positions you will accept:
Types of work vou will accept:
Types of shifts vou will accept:
Objective

6. You will now be able to evaluate your applicants by entering in the appropriate
scores or selecting Pass or Fail.

Hide Candidate Disposition

Exam Flan 12-00042 - Accountant-Alex W.

Ewvaluation Step T&E Review
- Required
Applicant person D Raw Score  SME 1 SME2 SME3
Score Calculation: Average

Reject Reason:

Comments:

[ Save H Save & View Next App = ]

Notice you will only have access to your specified reviewer box and you are
unable to manipulate another SME’s score entry. You may also enter any
comments in the Comments section for the applicant. You will click “Save &
View next App” until you have completed your SME review.
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Managing Referral Lists (Certifications)

Exercise 4: Managing “My List”

1. Select the drop down menu by your name and select “My List.”

. Alexandria WwWhite -

My Reguinsitions

My SME Rewiewr
Py List
Praefernsmcaes
Help & Traimdmog
Sigm Ouwrk

Under this option, you will see a list(s) of position title(s) and candidates who
have been certified (referred) to your department who are eligible for hire.

2. Under the Candidate Column click on the “View” link for the Accountant position.

12-00042 |ACCOUNTANT |00052525 |Finanoenepartrn... |IncnrneTax |Wh'¢E.A'Bx3ndriﬂ | Vi Print | 1211212

Page 1 of 1

3. Your list will contain candidate(s) in rank order by total score, which includes any
veteran or seniority points where applicable. You have the ability to manage all
activities related to the hiring process; screening applicants for interviews,
scheduling interviews, making tentative job offers, and sending out the related
letters/emails to applicants.

Referred

B Name E&Sﬁtlzr EL"naf'; ;Oatl;ﬂ Days Svc ::;T:r:-" # Action Date  Elig Exp Date Notices
: P: (513) 555-5555 .
|:| Jackson, Arnell D View A: (513) 6752655 2 G450 | 12-00042 122712 12M3M3 NAA
|:| Willie, Charlene View 5 1 8467 | 12-00042 122712 1211313 NIA
| Rollinson, Shelia View i_ 21133’,"_9;;2'_‘3563 5 2 8467 |12-D0042| 1Z27M2 1211313 NiA,
|:: Select== vl 3 records found.
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4. Click on the box next to the first applicant’s name (in this example Arnell
Jackson), then from the drop down menu select “Schedule Interview”. Then
click on “Go”.

Referred

Master Email Total Exam

[ e Profile Notify Rank  D2ys SVC Plan #

Action Date  Elig Exp Date Notices

> D Jackson, Arnell D View i ((55113.':\}}56573352565555 2 9450 | 12-00042 122712 12M3N13 NiA
D Willis, Charlene View 5 1 8467 | 12-00042 122712 12M3N13 NiA
I:‘ Rollinson, Shelia View ; 55113393%&1_ 5 2 8467 | 12-00042 122712 12M3N13 NiA

|:: Select== v|m 3 records found.

Interview Scheduled

Email Notify Notices Interview

[ Gob | No records found.

Total Rank Days Svc Total Score Exam Plan# Action Date Elig Exp Date

Mail Merge

/

The interview scheduling page will be displayed as shown below.

- Required
1 ——

Mame: Arnell Jackson D 9333722
- Date: | December v |[27 »|[2012 +|
“Time: [2pm v ||:00 |

Duration: |1 hr s |[:00 +|

anatinn:|
Address 1:|
Address 2:|
City: |
State: | == Select == v

Zip Cnde:| |

Phnnew |

Disposition: Scheduled
Comments:

Save
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5. Complete the entire interview scheduling form with all the relevant interview
information. Then click “Save”

- Required

/_ Mame: Arnell Jackson D 5333722

- Date: | December v |[27 (2012 v |
“Time: |2 pm v |[:00 v |
Duration: | 1hr  +|[:00 +|

Location: |Human Resources

Address 1: |EEIE Central Avenue

City: | Cincinnati
State: | Ohio v
Zip Code: |45202 |

|
|
Address 2: | Ste 200 |
|

Phone: | 513-352-2499 |
Disposition: Scheduled
Comments: | -andidate will be interviewed by Georgetta

Kelly, HR director
\ Ask applicant to bring official transcript

Complete form for criminal background
check

Save

This action moves the applicant from Referred status to Interview Scheduled

status.
Referred
v Master Email Total . Exam = . . . .
H HName Profile Notify Rank Days Svc Plan # Action Date  Elig Exp Date Notices
|:| Willis, Charlene View 5 1 8487 | 12-00042 1212712 12M3M13 P&
[1 | Rollinson, Shelia View i_ ?gi%é’_m 5 2 8467 | 12-00042 | 121272 1211313 NiA
|:: Select== v|m

2 records found.

Interview Scheduled

B Name Master Email Total Total Exam  Action Elig Exp

Profile Notify Rank DS V€  soore plan#  Date Date Notices Interview

P: (513) 555-5555 .
[ Jackson, Arnell O View | (512) 6752855 2

5450 |12-00042) 122ZTHZ 121313 NiA 12/27/12 2:00 PM
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6. Click on the box next to the second applicant’'s name (in this example Charlene
Willis), then from the drop down menu select “Schedule Interview.” Then Click

13 G Fo) LL]
Referred
Master Email Total Exam - - -
Profile Notify Rank Days Svc Plan # Action Date Elig Exp Date Notices
> Willis, Charlene View 5] 1 8457 | 12-00042| 12727TM2 1211313 NIA,
[1| Rollinson, Shelia View E_ 1115;93%‘12'_95535553 5 2 8467 | 12-00042| 12/27TM2 1211313 NIA,
|:: Select== v|m 2 records found.

>

Interview Scheduled

Schedule Interview
Make Offer

Hire

Reject

Email Motify

Iail Merae

Email Notify Total Rank Days Svc Total Score Exam Plan# Action Date Elig Exp Date HNotices Interview

No recards found.

7. The interview scheduling page will be displayed as with the previous example.
Complete all relevant interview information, then click “Save”

- Required

/_ Mame: Charlene Willis 5335170

- Date: | December v |28 v|[2012 +|
- Time: |10 am [+ |:00 |
Duratinn:|1 hr V||:EIEI V|

Laocation: |Human Resources

|
Address 1 |EH:IE Central Avenue |
Address 2: | Ste 200 |
City: | Cincinnati |

State: | Ohio v
Zip Code: | 45202 |
Phone: |513-352-2400 |

Disposition: Scheduled

Comments: | -andidate will be interviewed by Georgetta

Kelly
\ Ask applicant to bring offical transcript

Complete Criminal Background check farm

Save

Notice that Charlene Willis has moved from Referred status to Interview
Scheduled status.
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8. Click on the box next to the applicant’s name under Interview Scheduled and
then from the drop down menu select “Make an Offer.” Then Click “Go.”

Interview Scheduled

Master Email Total Total Exam Action Elig Exp
Profile FNoM® Notify Rank CSS¥C  Score Plan#  Date Date
Jackson, Arnell D View R 2 9450 |12-00042| 1227M2 1211313 Ni&
>

A (513) 675-2655

Notices Interview

12/27f12 2:00 PM

[==gelect== ~ |
== Select==

Schedule Interview
Make Offer

Offer Pending

Phone Email Notify Total Rank Days Svc Total Score Exam Plan#  Action Date  Elig Exp Date

Mail Merge

9. You will be taken to the Offer page.

Requisition # 12-00059 Job Type Full Time
Reguisition Title ACCOUNTANT Vacancies 1
Working Title Accountant-AMW HR Analyst White, Alexandria
Department Human Resources HR Analyst Phone
Division HR Liaison White, Alexandria
Positions 123456786 HR Liaison Phone 513-352-2449
- Required
Mame: Arnell Jackson D 5333722

= Status: Answer Pending

= Offer Date: (12127112
Offer Amount: | 50.00
Bonus Amount: [$0.00

Comments:

Save
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10.Complete the form with the hourly salary out to the 6™ decimal (i.e. 28.134877).
If applicable, you will add the salary step information in the comment section.
Additionally, you will add any other relevant new hire information such as,
complete criminal background check, etc.

- Required

— Mame: Arnell Jackson D 5333722
- Status: Answer Pending

= Offer Date: | 12/27/112
< Offer Amount: | 28.134877
Bonus Amount: | $0.00

Comments: | 1fthe applicant is being hired at an hourly
salary based on a step you must identify that
in the comment section. (i.e. Step 2). Add
S~ any other necessary information such as,
complete criminal background check, etc.|

Save

11.Click on the “Save” button. You will be returned to the “My list” dashboard
page, and your applicant will move from Interview Scheduled to Offer Pending
status.

Interview Scheduled

Il Name Master Profile Phone Email Notify Total Rank Days Svc Total Score Exam Plan# Action Date Elig ExpDate MNofices Interview

|:: Select== v| Ne records found.
Offer Pending
Master Email Total Total Exam c Elig Exp c
Profile Phone Notify Rank Days Svc Score  Plan# Action Date Date Notices Offer
. P: (513) 555-5555 .
[ 1acksen, Arnell & View |, (513) 6752655 2 84.50 | 12-00042| 122TM2 1211313 NIA Pending
|== Select== v| 1 record found.

The offer should remain pending until the applicant has been cleared for hire by
EHS, the criminal background check has returned, and you have a start date for
the applicant that will begin at the beginning of a new pay period.
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12.0nce all information has been received for your new hire, you will move the
applicant from offer pending status to hire status. Click the box next to the
applicant’'s name and select from the drop down menu “Hire”.

Offer Pending
Email Total Total Exam c Elig Exp -
Nofify Rank Days Svc Score  Plan# Action Date Date Hotices Offer
> Jackson, Arnell D View i ((551133}}565755_-5225555 z 2 5450 | 12-00042| 122712 1211313 HiA Pending
|:: Select== v|m 1 record found.
== Select == -
Hired

[ Hire
Reject

/ Ernail Notify hone Email Notify Total Rank Days Svc Total Score Exam Plan# Action Date Elig Exp Date Print PA Notices Hire
Mail Merge
|:: Select== v| No records found.

13.This will take you to the Personnel Action Form (PAF) screen. Complete all the
necessary form fields. Select the “No Approvals” box, then click the “Save and

Release” button.

Please note: Once you click this button the new hire will begin the approval
process. For this training exercise, no approvals were needed; however, when
completing a new hire approval, the approval process may be:

» Department Human
> Hiring Manager> Director >> Resources >
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Mame: Armell Jackson D 533372:
/ Status: Hired
= Offer Date:
Offer Amount: | 28.13
Bonus Amount: &

= Answer Date: [12/2712
= Filled On Date: | 12/2712
= Start Date: | 12/2712

Orientation Date: | 12/2712
Keep Active on Eligible List

Comments:
2500 character limit

1 What is your current marital status? : | == Select == ~
Single =
Married =
Widow bl

= Are you a smoker? . Cives O Mo
= Are you a fulHtime student? © Civas O g

- Position Number :|

Mo Approvals [

Approval 1 == Select== ] |

The candidate will now move from Offer Pending status to Hired status.

Offer Pending

Il Name Master Profile Phone Email Notify Total Rank Days Svc Total Score  ExamPlan# Action Date EligExp Date MNofices Offer

|:: Select== v|m Mo records found.

Hired

B Name Master Phone Email Total Total Exam Action Elig Exp Print

Days Svc Notices Hire

Score Plan# Date Date PA
1211313

Profile Hotify Rank
P: (513) 555-5555
A: (513) BT5-2655

Jackson, Arnell D

== Select== v |m 1 record found.
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14. Click on the box next to your applicant that remains under the Interview
Scheduled status (in this example Charlene Willis), and select “Reject” from the
drop down menu. Then click “Go.”

Interview Scheduled

Master Email Total Total Exam Action  EligExp ) -
Profile FNone Notify Rank DS SVC  ¢oore plan#  Date Date R i
> willis, Charlene e e 8467 |12-00042| 12127712 | 12M3M3 | WA | 12/28/12 10:00 AM
== Select== v | 1 record found.
== Select ==

Schedule Interiew Offer Pending
Make Offer
Hire Phone Email Notify Total Rank Days Svc Total Score  Exam Plan#  Action Date  EligExp Date  Notices Offer

Reject
Email Matify

Mo records found.

15. The Reject Reason page is displayed. Select the appropriate reason from the
Reason drop down menu. For this example, select “Interviewed but not
selected,” then click “Save.”

Requisition # 12-00059 Job Type Full Time
Requisition Title ACCOUNTANT Vacancies 1
Working Title Accountant-AMW HR. Analyst White, Alexandria
Department Human Resources HR Analyst Phone
Division HR Liaison White, Alexandria
Positions 12345678 HR. Liaison Phone 513-352-2449
* Required
Mame: Charlene Willis 5335170
- Reason: | == Select == L4

Comments: | == Select ==
Interviewed but not selected

Save Cancel
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Notice your selected candidate will move from Interview Scheduled status to

Rejected status.
Interview Scheduled

B Name Master Profile Phone Email Notify Total Rank Days Svc Total Score Exam Plan# Action Date Elig Exp Date  Notices Interview

== Select== v| Mo records found.

Offer Pending

B Name Master Profile Phone Email Notify Total Rank Days Svc Total Score  Exam Plan#  Action Date  Elig Exp Date  Notices Offer

== Select== v| Mo records found.

Hired

Master Email Total Total Exam Action Elig Exp Print

Profle PTone Notify Rank D2 SVE

P: (513) 555-5555

Score Plan# Date Date PA Notices  Hire

| 1ackson, Arnell © View A: (513) 675.2655 2 9450 |12-00042| 1202712 1211313 Print M/, Details
|:: Select== v| 1 record found.
Rejected

Master Email Total Total Exam Elig Exp

Profle Tnone Notify Rank D2¥s SV€ Score Plang ~ctionDate oo

[ willis, Charlene View 5 1 B467 | 12-00042( 12E2ZTN2 121313 N/& Edif

Notices Rejection

16. NEOGOV allows HR liaisons to generate emails or paper notices at any point
during the interview and selection process. Departments can send emails or
paper notifications, regardless of preferences established by the candidate.

17. Click the box next to the candidate under the Rejected status and from the drop
down menu select “Email Notify.” Then click “Go.”

Rejected
Master Email Total Total Exam - Elig Exp - .
Profile Phone Notify Rank Days Svc Score  Plan# Action Date Date Notices Rejection
> Willis, Charlene View 5 1 8487 | 12-00042| 1202712 121313 Ni& | Edit
|== Select== v 1 record found.
==Select==
Schedule Interview
Hﬁ;e Offer Company Information | Privacy Policy | Leaal Terms
Reject

Copyright @ 2012 NEQGOV, Inc. All rights reserved. Patent Pending.
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You will be taken to the Notice Template page. From the drop down list of
templates, you want to make sure you have the correct email highlighted. In this
example it is “Interviewed not Selected”.

Requisition: 12-00059 - ACCOUNTANT

Select Email Format:

Disposition: Interviewed but not

selected Template: | Interviewed not Selected v|[ Edit ][ Cancel ]

=Today=

=Applicant_Firsthame= =<Applicant_LasthName:=
=Applicant_Address1=

=Applicant_City=, =Applicant_State= <Applicant_ZipCode=

Dear =Applicant_Firsthame:=:

Thank you for your participation in the process of applying and interviewing for the =Position_Title= with <Agency_MName=.

As you are aware, we had four finalists and the ultimate decision was very difficult. Another candidate was selected for the
position.

We appreciate the time and effort you put into the process. We hope you will continue to be interested in future City of
Cincinnati employment opportunities, located at www.cincinnati-oh.gov
Again, thank you for your interest in employment with the City of Cincinanti.

Sincerely,

=Req_HiringManagerFullName:=

If necessary, you can make ONE TIME changes to the template as needed.
Once the email is complete, you will click on the “Generate Notices” button.

Requisition: 12-00059 - ACCOUNTANT

Select Email Format:

Disposition: Interviewed but not

selected Template: | Interviewed not Selected vH Edit ]

Person ID Email Date & Time Received

Williz, Charlene 5335170 |None - notice will not b

oo
W

ent 121112 01:28 PM
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This will take you to an email preview screen. Your email will not be sent until
you click on the “Send” button.

Email 1 (To: )

December 28, 2012
Charlene Willis

123 Main 5t
Cincinnati, OH 45202

Dear Charlene:

Thank you for your participation in the process of applying and interviewing for the Accountant-&lex W. with City of
Cincinnati. As you are aware, we had four finalists and the ultimate decision was very difficult. Another candidate was
selected for the position.

We appreciate the time and effort vou put into the process. We hope you will continue to be interested in future City of
Cincinnati employment opportunities, located at www.cincinnati-oh.gowv

Again, thank you for your interest in employment with the City of Cincinanti.
Sincerely,
Alexandria White

If vou applied online, please verify yvou have received this message by visiting:
https:/fwww.training.governmentjobs.com/js_login.cfm?*topheader=cincinnatidOQHCResponseCode=60731

Once your email is sent to the candidate(s), you will be taken back to the notice
template screen which should display an “Email sent successfully” message.

Requisition: 12-00059 - ACCOUNTANT

Emails sent successfully.

Template: Interviewed not Selected

Person ID Email Date & Time Received

Wiliz, Charlene 5335170 |Mone - notice will not b

o
%]

ent 12M11201:28 PM
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Approval Process

Exercise 5: Managing My Approvals

A notification via email will be sent to anyone selected to approve a requisition or
new hire. The email will look similar to the display below.

% Message From NEOGOV Insight: Candidate(s) Referred - Message (HTML) - Unicode (UTF-8)

File Edit Wiew Insert Format Tools Actions Help

CoReply | fRiReply to Al | W& Forward | S LA I SR LAy @ e I

From: info@neogoy.com Sent: Wed 11/25/2009 1:15 PM
To: Allen, Jennifer
Ce:

Subject:  Message From MEQGOW Insight: Candidate(s) Referred

* * * * * * * ¥___* * * * * * * * * *

PLEASE DO WNOT EEPLY T THIS ERATL
If you reply to thiz email, your reply will *FOT* be read. Instead,
please contact the individuals listed at the bottom of this email

if vou have questions.
* * * * * * * * * * * * * * * * * *

Dear Jenmfer,

One or more candidates have been placed on the Eeferred List for the following Exam Plan® equistion:

Job Title: Refuze Site Attendant
Eedquztion: 00040 Comments: DISEEGARD - THIS I3 A TEST

This referred list has been sent to the department representatives that vou have designated. To ensure fairness for all
candidates m the inng process, please review the referred hst carefully and report any potential confhicts of mterest that you
may have to your manager.

To approve a requisition or new hire, from the OHC dashboard, select
Requisitions or Hire from the “Approval”’ drop down menu.

NEOGOV Be - ’ Alexandria White

Fost w Approvals w | Admin w + ®

Requisitions — My Requisitions
v Dept. | Show Approval Detail | View Department Users | Show Filled Regs. | Show Cancelled Regs.

Hires— AIBICIDIEIEIGIHIIILIKILIMINIQIRIQIRISITIVIVIWIXIY|Z

Search for req. #, req. fitle or position # [ Gor |

You will be taken to the approval display screen for either requisition(s) or new
hire awaiting your approval.
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Requisitions

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

_> Requisitions Awaiting My Action

1 record found.

Req# k Title 1Y Position ID Department IY Division IY Created /¥ Creator ¥ Status IV Action
12-00060 | City Architect 12345678 |Heatth 12/28M12 | White, A Erngress Edit Reassign Approve/Deny History
Hires

Show All Approval Steps

Reg# ki Title ™ Department ¥ Division I Hire Name FY  Start Date Y Hire Steps

12-00059 | Accountant-AMW | Human Resources Rollinson. Shelia 12/28M2 Details | Show | Approve/Deny History

From the Action column, you will select the approve/deny link. You will then have the
option to Approve, Deny, Hold, or Cancel a requisition. You can also add any additional
information that may be relevant to the requisition in the comment box.

12-00060 - City Architect

- Required

= Approve/Deny | == Select == [+
Mate

Approve

Deny

On Heold/Pending
Cancel

Save
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For the hire, you only have the option to Approve or Deny the new hire.

Hire Mame Rollinson, Shelia Start Date 12,/28/12
Requisition # 12-00059 Job Type Full Time
Requisition Title ACCOUNTANT Vacancies 1
Waorking Title Accountant-AMW HR Analyst White, Alexandria
Department Human Resources HR Analyst Phone
Division HR Liaison White, Alexandria
Positions 12345678 HR Liaiscn Phone 513-352-2449
- Required

“Agproveeny — Soleci ]

Comments &=

Save

Once you have changed the approval status of the requisition or new hire, the
information will continue to be processed in the system.
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