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Recrurmment Opportunities in Civic Service
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Recruitment Process

(Department Roles are Highlighted)

~

| - Optional Step

Step in Recruitment Cycle

Requisition Created

‘ Access / Role

Dept Liaison or Originator

Requisition Approved

Approver Director, HR, DCM and CM

e Minimum Qualification Screening*
e Training & Experience Evaluation*
e Written, Oral, Performance Exams*

| *SME Review can occur at any step

Requisition Opened/Assigned HR
Exam (Recruitment) Plan Creation HR
Posting Creation HR
Evaluation Step Creation HR
Applicants Search for Jobs Applicant
Applicants Apply Applicant
Applications Processed HR

SME (Subject Matter Expert) - Optional

Applicants placed on Eligible List

HR

Applicants Referred to Hiring Manager

HR

Referred Candidates: Interviewed / Offered /
Hired / Rejected

Dept Hiring Manager

Final approval hiring (Approver HR
Requisitions Filled HR
Posting Archived HR
Exam Plan Archived HR
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Recrurmment Opportunities in Civic Service

Overview of System Components

Finsight OHC My Requisitions | My SME Review | My List | Preferences | Help | Logout

Post  Approvals

Wellome, MargDept Head Requisitions
Open New Requisivon | Show Al Regs, in My Dept. | Show Approval Step | View Department Users gffancelled Fegs
BICIRIEIEIGIHIIIJIEILIMINIQIBIQIB

SITIUIY

Page 1 of 1 ‘ TN Irf =
: ) a]

Your ability to view system components depends upon your user rights/permissions. That is, if you
have less than full rights, you will not see all components.

a Screen identifier Orients you to the screen/function you are currently in

b Jobrequisitions- Create by selecting fiOpen New Requisition.
progr am, iMy Requisitionso wild.l bring you
View City job descriptions Go ©Open Rew Requisitionoto see a list of all positions

C Approve job requisitions and hiring decisions (Approver access only)

d Job postings Click here to view the status of and details regarding job postings

€ View all department reguisitions (Liaison access only)

f View details re requisition approvals

g Add and edit department user accounts/permissions (Liaison access only)

h  Subject Matter Expert Evaluate exam/recruitment plans of the applicants for whom you are a
SME reviewer (SME access only)

i Eligible candidates Review and print applications, schedule interviews, record job offers and
hiring decisionsv i a 0 MMKiring Masagdy access)

] Preferences Edit your user profile, including password and frequency of email notices

K  Online Help
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Recrurmment Opportunities in Civic Service

NEOGOV USER PERMISSIONS

There are five department levels of access in the NEOGOV system. Users may be assigned to more
than one access role (with the exception that one cannot be both an Originator and HR Liaison).

e Originator -- Creates requisitions in departments

e Approver i Approves requisitions and/or hiring decisions in departments before they reach HR
e SME T Subject Matter Expert who reviews applications for training and experience

e Hiring Manager i Receives lists of eligible job candidates from HR

e Liaison i This role has the broadest access to NEOGOV information and functions -- maintains
user accounts, creates requisitions, and views all department hiring activity

User Permissions

S \S
'(\{8\0 ’\'.b @ \OAQI\ &
x> N, &
Role / Task 0% N % S v Gﬁ/

1. Add new users; update user permissions, passwords; X
inactivate users

2. Create job requisitions; view their reqs (Link=My Requisitions) X X

3. Approve job requisitions where you have been designated as X
an approver (Link=My Approvals).

If > 1 approver, need to define the order & specify if routing
occurs in series (1 person at a time) or in parallel (more than
1 person at a time)

4. View requisitions created by other dept/division users X

5. Review/evaluate exam/recruitment plans of the applicants for X
whom you are a SME reviewer (Link=My SME Review)

6. Able to review referral lists of applicants X

7. Dept/Division hiring manager who receives the list of referred X
applicants from HR (My List)

8. Approve hiring decisions after the "Hiring Mgr" has made X
his/her decision.

If > 1 approver, define the order & specify if routing occurs
in series (1 person at a time) or in parallel (more than
1 person at a time)
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Recrurmment Opportunities in Civic Service

Managing Department User Accounts

Departments are responsible for managing the access of users within their department/division. HR
will be happy to assist as needed.

1. From the O6Requl sdltiodinswEDe p@amdDment Users

2. The o6Department User khovng éll exdstng Pepartmentsusedsi Mofeltha y e d
linksto Adid New Userd aBdith é xi sting users.

I f your wuser |ist is | ong,orfiter usersny letteby @ickingorthed Sear c h 6

appropriate letter located above the search box.

SECURITY ESSENTIALS * First Name:lMary

* Last Name:lDept Head

* Department: Available: Assigned:

s . il My Hampton Dept
| Inactivate users who no longer need =
access

Division: Available: Assigned:

2'

Users leaving the City or otherwise El
ending their responsibilities should be * Email: [nead@gmail.com
inactivated as soon as their duties end. * Phone Number: [757-727-1000
Remember that NEOGOV is Internet- *Username:fhead |
based. Anyone with an active account * Passiord:[eceeenes
can continue to login from any computer B 4‘_—-
with Internet access, unless their Hiring Manager: ¥
NEOGOV access has been turned off. LRIl 1

Originator: ™
To do so, remove the checkmark from e =
the 'Active’ checkbox. Approver:

* Req Group: [Budget a
City Manager Salary Approvals
Dept Directors/AAs
Div Head/Deputy/Other Mgrs LI

[ Use strong passwords that meet all three of these criteria:

1. At least eight characters in length

2. Combines letters, numbers, and symbols, but:

U Not sequential or repeating combinations, such as "12345678," "222222," "abcdefg," or
adjacent letters on your keyboard

U Not common words with letters replaced by numbers or symbols, such as "P@sswOrd".

3. Easy for you to remember, but difficult for others to guess, and:

U Not your login name, your spouse's name, or your birthday

U Not words found in the dictionary, in any language; not words spelled backwards

U Not hard-to-remember. Random combinations of letters, numbers, and symbols that must
be written down to be remembered, can be misplaced, or found by others

Note: Remember not to share you password with anyone.
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USER PREFERENCES

Individual users may manage some of theiraccounti nf or mat i on t hr@duighmclo®Pdied@rtehe
frequency with which they receive email notices actions.

NEOGOV
5‘InsightOHC My Requ ns | My SME Review | My List | Preferences | Help | Logout |

Post Approvals

Welcome, Mary Dept Head User Preferences

* Required

Requisition Notifications

* Last Name: |Dept Head

* First Name: IMary

* Email: |head@gma\'\.com

* Phone Number: [757-727-1000

* Password: [essssses
* Confirm Password: [sssssses

* Notify Me:IAt every step in the life of the requisition LI

D
Only on requisition creation and when my action is required

Department User Guide Page 6
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Recrurmment Opportunities in Civic Service

Create a Requisition (Asan A Or i gi nat or o Or a NHR Liai songd

1. Go tothe NEOGOV website: www.neogov.com andlogintothe6 Depar t meint User
NEOGOV-Onl i ne Hi r i FRogtrabimg gugosesbonly sign into
http://training.neogov.com

2. Enter your Department Username and Password

3. Selectthe6 Onl i ne Hi r Depgrtmeérggditadiorbutton, click login

™
N EOGOV 1-888-NEOGOV1 | Home | Site Map | Contact | Login

Products Customers Customer Care News & Events Company

Home » Secure Login

Quick Help
v
NEOGOV \ ® Bookmark this page
= Please enter your Userr.\ame and Password below to ® Don't have an account
access your secure Insight account. ® Forgot your password
* Login Help

Username:

N Password:
© Insight - Human Resources

@ Online Hiring Center - Departments

4, Clickon6 Open New Requisitionb

Cpen Hew Fequisition | Show All Regs.in My Dept. | Show Approval Step | View Department Users | Cancelled
Reas Qﬁ

Search faor title or job code: m

5. Search for a class specification for which you want to create the requisition for. If you cannot
find the class specification you need, contact Debbie Meythaler in HR at extension 5149.

6. Before creating the new requisition, you may want to review the job description, salary, and
benefits for the position. If you have questions or updates, confer as needed with your HR
consultant or recruiting specialist.
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Recrurmment OrrortuniTies in Civic Service

To look at the job detalils, click on the positionunderi Cl ass Ti tl e. o

7/

26 records found.
Page 1 of 2

<< Previous Page 1| 2

Next Page =>

Class Code Class Title Requisition

40 Hour Fire Lieutenant Create New

006 Create New
141 Create New
512 Create New
310 Create New
cnn Taca Mananar

Craata Mawe

7. From here, you may print and/or proceed with creating the requisition.

Class Title: Buyer

Salary: $13.69 - $22.48 hourly
$1,094.81 - $1,798.15 biweekly
$2,372.08 - $3,896.00 monthly
$28,465.00 - $46,752.00 annually

Return to List Create Requisition

Print Job Description
Description Beneﬁts

Purchases goods and services for general city operations and the public school system, adhering to
all applicable regulations; provide technical assistance to user agencies.

Examples of Work:

& Reviews departmental procurement requests and on-line transactions for accuracy and
completeness; contacts orig—inating departments as necessary for correction, clarification, funding
codes, intended use, date needed or other pertinent data.

e Prepares invitations to bid and requests for proposals based on regulations pertaining to funding
sources invalved, appli-cable laws, current market place conditions and lead time for material
specified. Analyzes each bid or proposal to ensure all specifications are met. Selects bids with end

8. Or you may use your back browser button to return to the Class Code/Title screen and create
a new requisition from there:

Search for class title or class code: l:l

17 records found,

Page 1 of 1
Requisition
1920 Accountant Create New
1918 Accounting Clerk Creatg New ﬁ
5961 Building official Creath Aew

9. As youfill in the requisition form, note that required fields are marked with a red asterisk *.

10. For Desired 6 St a r tlist harequested NEO Start Date to fill this position.
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Recrurmment Opportunities in Civic Service

11. For6 Wo r k i n goumaytlehve this blank. If you do, the requisition will automatically be
labeled with the Class Title. Or you may find it useful in certain situations to use a different
working title than the Class Title.

12. Under 6 V a ¢ a n imndicate thednumber of positions you need to fill for this Class Title.

13. For6 De p a r t fimeyour Bepartment from the drop down menu.

14. For6 Di v i, # applicable, find your Division from the drop down menu.

15. Normally,the 6 Hi r i ng Mid bedhg ersan in your department who will receive the list
of eligible candidates from HR.

16. Foro J o b Tselechidm the drop down menu the appropriate status, i.e. Full time regular.

17.6 Li st leTHRKkmo@ how to advertise this job. The City posts jobs in 3 categories: open to
the public, open to City employees only, and open to department employees only.

Be aware that NEOGOV software provides 5 optionsunder6 Li st Type: 6

List Type: | === Select === hd

Position Type |=== Select === f Staffy

— Pramotional Only
Position Control \pepartmental Promotional Only |t Mame Vacancy Date

Regular and Promaotional @
Transfer

For the City of Peoria, use the following guidelines to complete this field:
e 0 R e g udpemtodhe public (including current City employees)
e OPromotional Only6 do not wuse this option

e ODepart ment Pr o designatesmaeelsitudons whére a job opening is a
promotional opportunity and is open to department employees only.

e ®&®Regul ar and Popento€ityiempiogeésdnly. If additional information is
needed, please explain further in the 6 C o mme gettion

e OTr ans fnetuge thismption.

18. Under6 Po s i t i oselecTwhether,this requisition will be fillingan 6 E x i sdsitiondgr if P
thisi s ewPoOsion.dInthecaseof an AEXxi st i n gecordovbadigldavngthedd pl eas e
job. Todo so, clickthe buton®Add Anot her andeomplatedchg6 Posi ti on Contr ol
fields. Complete the 6 P 0 s i t field with tiedposition number; if you do not have a position
number, please contact our Compensation and Classification team at Extension N0.7574 to
get the correct position number. | f you have more than one position
Anot her Vacancyd again to open another set of pos|

Position Type @ Existing Position (Replacement of Staff)
" New Position
Position Control position # First Name Last Name Vacancy Date

Joos [1ane |Leavingjob  [03/01/06

| Add Another Vacancy I
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Recrurmment Opportunities in Civic Service

19. In the Skills box, enter all the key skills for this position

20. In the Comments box, enter any special request for this job posting or any requested
changes for the job description.

21. Internal or External, enter the type of recruitment.

22. Panel Members, include the names of the diverse panel you have chosen for this
recruitment, (separate their names with commas).

23.For6Li st Ac c o unditate aurrDepargn@nt account string to be charged.

24. 6 Rel oc at i on chése yesar sodf sefdbcation expenses will be covered for this
recruitment.

25. Indicate6ant i ci pat ed | e n gLessthanfl menth,sli3 gronthg 3@ ndonths, 6-9
months, 9-12 months, indefinite.

26. Select6 What shifts will this pDatimeiEweningd®vernighjui red t o
Weekends, and / or on call.

27. Indicate6 Post i ng p bysdleetingelrweek, @ weeks, 3 weeks, 1 month or continuous
(volunteers only).

28. For &Reporting Supervisord ljst the full name, position number and title of the supervisor.

29. 6 Psereening questionsé, e nt e-screerhtiee cgndidases.i ons t hat
Base this questions on the job requirements.

30. All requisitions require Department Director, Deputy City Manager, Human Resources
and City Manager6s approval

31. Firstselect 6 Demneent Di r e cfronothedrop down menu in the Approval 1 group listing.

—— Mo Approvals []
=P spproval 11 —__ cojeot o= v

=== Select ===
Budget

iliilerznf Directors/AAs

City Manager Salary Approvals

Approval 2:

O Must approve befare next approval
(CFinal approval

32. Next, highlight your specific DepartmentDi r ect or 6s name as apMusever and
approve before .next approval 6

Fio Apgrovals [

Approeal 1 Dept Cirsclor/aes = '_~D|:|Et Head, Ma.i' ‘

EI LG St Defarg nest appnoesl
CIFi mal spet oyl
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33. The 2™ approver will always be the Deputy City Manager assigned to your area. From the
drop down menu for Approval 2, select6 Deputy City Manager

Mo Approvals []

Approval 1: | Dept Directors/AAs V| =Dept Head, Mar

=Adminasst, Joe

& Must approve before next approval
O Final appraval A

Approval : | Deputy City Manager v >Susan Thorpe I/’
>Susan Daluddung

@ Must approve before next approval
O Final approval

34. The 3" approver will always be Human Resources select the recruiting specialist assigned to

the recruitment. ‘Z
A 1 3:
pprovs : Lo L
>Meythaler, Debbie

¥ Must approve before next approval
" Final approval

Approval 4 r___ celect ——z j

% Must approve before next
approval
I Final approval

35.Sel ect 6Ci & gamdManahcherleFi n al Approval 6

Mo Approvals [

Approval 1: |Dept Directars/aas v| >Department Director
>Admin Assistant X

& Must apprave before next approval
(CFinal approval

Approval 2: | Demuty City Manager v| >Deputy City Manager A
>Deputy City Manager B

(& Must approve befare next approval

(Final approval |’
pproval” | ity Manager ¥ r’e

O Must approve befare next approval
& Final appraval

Department User Guide Page 11
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36. For each approval step, you must select the applicable radio button (Must approve before

next apprmodyalad gpproval 6

37. Once approvals are set up as required by your departmental guidelines, clickon 6 Sa v e

Release.d Again, clicking 6 S a @rdyowill retain the requisition as a draft; it will not be
forwarded to anyone untilyouretur n and sel ect 6Save and Rel ease. 6

and

38. From6 My Re g u iysu will see thesrég that you just saved and released is listed as
6Pending ApNhptevahad already approved reqs are mar |

/

Open Requisitions

Req # I Req. Title O Department I Division @ Submitted @ Status O Action
00104 Buyer My Hampten Dept 01/22/06 Pending Approval Edit | Cancel
00101 Custodian

My Hampton Dept 01/22/06 Approved

Edit | Cancel

39. A requisition may also be 6 D e n,oplaeckd 6 On dHoR e n dor n@adn ¢ ebly thee d 6
approver. | f 6 Denied, & the req creator will see the steé

Open Requisitions

Req. Title O Department I Division I Submitted 0 Status O

Action
00104 Buyer My Hampton Dept 01/22/06 In Progress Edit | Cancel
00101 Custodian My Hampton Dept 01/22/06 Approved Edit | Cancel

AntAR

Foamtmdinm Warkima TiHa Mur Ummambam Rant A1/a9ina Arnn Edit | Fameal

40. To see details, clickon6 Show Appravgl

Stepéb

Open Mew Requisition Show Only My Reqs. | Show Approval Step View Department Users Cancelled Regs

41. Additional details will then display as shown below.

Open Requisitions
Req # 0 Regq. Title O

Department B Division I Submitted I Status B

00104 Buyer My Hampton Dept 01/22/06 In Progress Edit | Cancel
\ Dept Directors/AAs Received: 01/22/06 02:46 PM

Action

- Dept Head, Mary Denied: 01/22/06 02:55 PM

Note: Thelbudget needs to be conﬂrmled before we can po:lst this positioni | |
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Approving Requisitions ( Depar t ment Rol&pprover o

1. If you have been designated as an approver for your department, you will need to approve
requisitions before they are forwarded to HR or the next person in the approval chain. From the
My Requisitionséscreen, select6 Appwal s: 6

NEOGOV

’lnSightOHC My Requisitions | My SME Review | My List | P

Post  Approvals
Welcome, Mary Dept Head

2. Select Requisitionséfrom the drop down

NEQGOV

=|n5ightOHC My Requisitions | My SME Review | My List | P

Dpen Mew Reqguisition | Show All Regs. in My Dept, | Show Approval Step | Wiew Department Users | Cance

3. You may review details of the requisition by clicking on the job title. Select the Approve/Deny link
to the right of the requisition you are working on. Actions you may take are @pprove,6®eny,6dn
Hold/Pendingband d&ancel.6

o If you 6 pprovebthe requisition, it will go to the next approver or human resources, depending
on how the original approval chain was set up.

e |Ifplaced6 On Hol d/ Rhe regareatgr wibsee the statusc h a n g e Hold.6 HelShe
may go in and edit the requisition, after which you can approve as appropriate.

e |f Cancelled, the requisition status will change accordingly. Thereqi s moved to O6Cl| osed
Requisitions. d

e If Denied, the requisition will be returned asindi cat ed i n the O6Return Tod fi
requisition wild.l no | onger display on your OMy Re:
on OMy Requd Shaw oAlsldé Re@pso Smo WyADPDempdav al Detail sbé t
activity. Once denied, the requisition creator may edit the requisition and return it to the
approver, who will have another opportunity to Approve/Deny.

—* * Return T0|HR Liaison - Originataor, Jane V|

NOL8 1amg, just got word that we're under a hiring
freeze. We will not be able to fill this position right
naw. Mary

4. The &how Approval Detaildand dHistory6links will lead you to detail regarding actions taken.
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Select and Hire Referred Candidates(as a O Hi ring Manager 0)

1. Go tothe NEOGOV website: www.neogov.com andlogintothe6 Depar t meint User
NEOGOV -Online Hiring Center

Home » Secure Login
NEOQOGOV

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

Username: |

Password: |

" Insight - Human Resources
— & Orling Hiring Center - Departments

Login I

2. Clickonthe 6 My LUink :nthé upper-right-hand corner (this will display all referred lists of
eligible candidates for this Hiring Manager)

My Requisitions | My SME Review | My List

Post  Approvals
Welcome, Mary Dept Head

show Al Lists in My Department

3. Click on ®rintéunder 6 Ap p | i c @ tevieswndewiload, and/or print applications.

2 records found,
Page 1 of 1

Req # K Title OV Department O Division Hiring Mgr ¥ Candidates Applications Ea=l

Referred O
00048 Staff Assistant I My Hampton Dept Dept Head, M View Print 01/11/06
00051 Custodian My Hampton Dept Hiring Manager, P. View Print 01/15/06

4. When done reviewing applications, click on 6 My  lta returndo the position/candidate listing.
Clickthe6 Vidot wn k Can d ihdcaltdan $ofproceed with processing eligible candidates.

2 records found,
Page 1 of 1

) e » : e Last

Req # Title 1Y Department [ Division Y Hiring Mgr ¥ Candidates Applications Referred OV
00048 Staff Assistant I My Hampton Dept Dept Head, M View Print 01/11/06
00051 Custodian My Hampton Dept Hiring Manager, P. iew Print 01/15/06
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Review Applicants as a Subject Matter Expert (SME access only)

This section guides SMEs through the process of reviewing applications and recording candidate
dispositions or scores.

1. Go to the department @nline Hiring :'fﬁjéightOHc My Requisitions | My Approvals | My SME R@view
Centcickan6 My SME Revi |EE

welcome, Michelle Cline

2. The 6SME Revi ewd p oo /
listing exam/recruitment plans which R

Exam # Exam Plan Job Posting Analyst Applications

have applications assigned to you for 00113 1t Specialist - My Hampton Dept | IT Specialist - My Hampton Bept | Laurrel, Cynt... | Print

1 record found.

review. Click on the job title you wish page 1 of 1

to work with:
3. Clickon6 Vi ew& t to t he fi Exam Plan 00113 - IT Spedialist - My Hampton Dept
name you wish to review Candidate Appucation Last Updated Updated By At Step Disposition Assigned By
Ball. Lucille View |02/05/06 9:30 AM Training and Experience] - N/A Laurrell, Cynthia
Potter, Harry View 02/05/06 9:30 AM Training and Experience |~ N/A Laurrell, Cynthia

4, You wi | | first see t he .
Click on the &8how Candidate Disposition6

linktoenteryour rating of th

gualifications. HR may have setup the review Hee conddate Deposiion
on either a score or pass/fail basis. For ek
pass/fail situations, i f O6Fai l 6 i s * Required
e . a . Applicant: Name Person ID
OReject Reasono is reqgl Ball, Lucille 156882
* Pass/Fail Step: ® Passed C Failed © Other
5. Clckon6Save & Vi evwosheert A  commm = I
the next application.
=
6. When finished, click the 6 S a vcend The ove Save & View Next Anp »
disposition screen will display @isposition
Updated Successfully o}
/
7. Ifyoureturnto6 My S ME Raedwlicle v ———— /
on the Exam Plan for the position, you will
see the candidate disposition has been T P e L

updated here also Potter, Harry View 02/05/06 9:55 AM|Isasme, Sarah|Training and Experience|= Pass Laurrell, Cynthia

8. ***Notify Debbie Meythaler, HR Specialist when you have completed the SME Review
(notifications are not sent from SME reviewers as they are with other NEOGQV actions).
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Schedule Referred Candidates for Interview (as a Hiring Manager/HR Liaison)

The interview scheduling function enables you to keep hiring information organized in one system and
will allow you to send email or letters to interviewees using customized templates. However, you are
not required to use the interview scheduling function of NEOGOV; it is a tool for your convenience.

1. Login to the Online Hiring Center as a Department User
2. Clckon6 My Listd

3. Select 6 Vi mentdo the job title you are working on

Title Y Department 1Y Division ¥ Hiring Mgr 1Y Candidates
0o0z1 Hurnan Resources Manager |Hurman Resources Hanson, H. View
00036 Maintenance Waorker 1 Public Works Maintenance  |Smith, C. View
00040 Maintenance Worker 1 Public Works Cline, M. U@‘J# <
Pags 1 of 1 ko)

4, Choose6 Schedul e fromtthed & ¢ & dvapdodvn

Referred

Referred
Date T
04/28/05 | NAA

04/28/05 | N/A

Application  Exam Plan Interview Offer Action

== Select =

P (310) 677-1120
A (310) 610-6025
Iverson, Susan [P {310} 639-1461

Johnson, Brrce

Page 1 of 1

5. Complete the interview schedule informationand 6 S a.& e
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Accepting/Rejecting Offers (as a Hiring Manager/Liaison)

1. To complete the hiring process you MUST mark all applicants as either Hired or Rejected. To do
so, choose the applicable options from the 6 A c t dropdo@vn

2. If approvals of hiring decisions are required, the process works much as it did for requisitions.

* Required

Name: James Bond
Person ID: 156748
Status: Hired

* Offer Date: IW
Offer Amount: $|50,00W
Bonus Amount: $lr
* Answer Date: IW

* Filled On Date: IW
* Start Date: IW
Orientation Date: IW

Keep Active on Eligible List: [No ¥
Comments: :I

|

No Approvals [T

Approval llMy Hampton Dept =] Approver, Joe
Dept Head Mar

3. Onced Ap pr o laeerastsll on your hiring decision,ad Hi r i n g e gosbgck to the
Referred Candidates screen and see approval details by clicking on 6 E d next i the name of the
hired candidate:

Hired

1 record found.
Referred
Date 0

Potter, Harry |P: (757) 222-2222 View 00099 01/22/06 N/A N/A == Select == ¥ !
Page 1 of 1

Interview Offer Action

Phone Application Exam Plan

4. At the bottom of the screen, you will see approval information regarding the hiring decision.

a. Click onthe View History link for more detail

b. Notethesectiond Fi nal Aut hTohriisz attriaocnk.s6 HRO&6s f i nrled acti on
event.

Name: Harry Potter
Person ID: 156697
Status: Hired

* Offer Date: IW
Offer Amount: $|25,000.00

Bonus Amount: $|—

* Answer Date: IW

* Filled On Date: IW

* Start Date: IW

Orientation Date: IW

Keep Active on Eligible List: [No ¥

a \ Comments: N

Approval History View History

Approval 1Dept Directors/AAs Dept Head, Mary
Received 01/22/06 11:19 AM
APPROVED BY MARY DEPT HEAD
b ON 01/22/06 11:21 AM

:P Final Authorization Awaiting authorization

Save I
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5, 6Final Authorizationé will change as foll ows once H

Approval 1Dept Directors/AAs Dept Head, Mary
Received 01/22/06 11:19 AM

\ APPROVED BY MARY DEPT HEAD
ON 01/22/06 11:21 AM

‘ Final Authorization01/22/06 12:00 PM by Your Dept's HR Analyst

6. Approvers will see similar information by goingto6 My DB*»&3$How Al | Lists in My D
Select 6 Vi @entdo the position you are interested in. Clickon6 Det ai | s. 6
Hired /
1 record found.
Name Phone Application Exam Plan I};a;:rad Interview Offer  Action

Potter, Harry P: (757) 222-2222

Page 1 of 1
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