OCounty of Riverside Human Resources

Online Hiring Center (OHC) Hiring Manager Quick Reference Guide

Introduction

This is a condensed version of the Hiring Manager guide. For more details reference the Online Hiring
Center (IHC) Hiring Manager Guide and consult with your department representative or Human
Resources Recruiter.

Login to Neogov
Login to NEOGOV (http://login.neogov.com) and enter your Username and Password.
e Username = Employee Email Address

From the Unified Dashboard
Selecting the Recruiting link from the left navigation column. From the Overview screen, select a
taskora requisition under My Candidates. You canselect the requisition under My Requisitions on
the right or select a link across the top to access specific areas.

View the Referred List
After selecting the requisition from My Candidates you will be directed to Online Hiring Center
(OHC). Your HR Recruiter will send an email when candidates have been referred. The Hiring
Managers listed on the requisition will receive a system generated email.

1. If you're not already viewing your dashboard page, click Dashboard from the upper left.
2. From the My Candidates section, click the requisition to review.

Note: If the HR Recruiter left one or more notes on the referred list for you, a button will display
indicating the number of notes available to read.

Q
Q

My Candidates

-m Hiina aneast

Q0217 OFFICE ASSISTANT | Transportation, Land Management Ag... Administratio lylene Daniels 08/09/2020

Shewing 1-10of 1 items ‘ | | ‘

Print or Export the Referred List
You have the option of either printing or exporting the referred list.

1. To print the referred list, simply click Print. This will render a new web browser page to
display the Referred List Report. Pres Ctrl+P on your keyboard to print.

2. Close the report page to return back to the referred list.

3. Exporting the referred list also takes place from the same page. Select the candidates to be
exported.

4. Save the export file to your preferred file location.

5. Once you’re done, open the export file
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Print Applications (optional)
There are several options for printing job applications, with and without attachments,
including resumes. This guide describes the print option thatincludes the resume, if candidate
provided one. For a description of the additional print options, refer to the OHC-Hiring
Manager Guide.

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

2. Select the candidates for which you need printed applications. On the Actions menu, click Print

Apps.
© MICandidar.. * || & Actions - M || More || Q
[ - e e R
W (A |obs Job Hig Name Mester Phone Exam # Lo PrintPA Notices Status Offer
Tide List Type. Profile Expires
2013865:01  Office Assistantll  Reguiar Hemanaez, Aanzna 2 2043865:01  107/2020 S ) o-cined interviewiwaned
(-] 20.13865-01  Office Assistamtil  Requlsr & 9512172773 204386501  1107/2020 &
2013865.01  Ofice Assistantll  Regular 2, 95T/E6E5S7  20-3BE5.01 10712020 - ) io: selected from Interview
2013865.01  Office Assistantll  Regular 2, 2013865.01 100712020 = ) o-cined interviewiWalved
(-] 2013865.01  Office Assistantll  Regular 2 201386501  M07/2020 - Mot Selected from Interview

Showing 1- 5 of 5 tems

w

The Print Applications window will display.

4. Select Create a PDF with Applications and Attachments: Creates a PDF of applications with
candidate’s uploaded attachments (e.g., resumes, cover letters, college transcripts).

5. Click Continue.

A confirmation window will display. You'll receive an email from support@ neogov.com once your PDF is
ready for download.

Print Applications Close

||

Comerss sy

Gandtater B

Preparing PDF...
Your applications are preparing for print.
If mere than 100 applications are s: ted, multiple PDFs will be generated.
Fejocted- 3 You will recelve an emall with a link to download the PDF when processing Is complete.

Remember, you can always view, download, and print your applications for up to 30

b—— = days.
[ e
] T e T
B omen v mom  Upmmees 5 wmm o ovuess o o
P SRR S — e
MUEY  CRuedsi  Beder  Buigies e 2 asson Horan [ R
|8 momsw cmimun ese  sesswss wasee wenaom - e

6. Gotoyour saved PDF. On the Profile menu, click Print Applications.
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NEOGOV Q search O Your Name v

Dashboard Jobs v My Profile
Print Applications

Help

My Tasks view it Sign out

From the PDF column, click View for the saved PDF you want to download and/or print.

Print Applications

Job Title = Total Applications — Report Typo : Start Time S End Tima
poooz Human Resources Analyst 5 Applications Resumes And At..  05/0B/2017 01:45 PM 05/08/2017 01:45 PM View
Qooo2 Human Resources Analyst 5 Applications Only 05/08/2017 01:41 PM 05/08/2017 01:41 PM View
' Items per page 20 ~ Showing 1- 2 of 2 items

Move Candidates to Oral Interviews

Move the candidates to the interview step. You will need to schedule candidates after moving them to
the Oral Interview step. Interview scheduling will be managed outside of the OHC

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

NEOGOV & Q, search @ Jason Hanna
Dashboard  Jobs ~ + ©® ©
(¥ Fooi, T RO R

2. From the My Candidates section, click the referred list for review.

My Candidates

Reqg# =< Requisition Title - Candidates Department = Division = Hiring Manager Created On
00002 Human Resources Analyst 9 Human Resources Administration Jason Hanna 05/03/2017
00006 Administrative Assistant 9 Public Works Roads Jason Hanna 05/07/2017

Showing 1- 2 of 2 items L| |7‘
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3. Selectthe candidates that will be moved to the Oral Interview step and on the Actions menu, click
Move to Oral Interview.

Candidates lﬁl There is 1nate |

Rejected -1«

Oral Interview 11— —— Referred - 3

@ Referred v & Actions v [ More Q

Reject

Move 1o Oral Interview

Print Apps

20-13865-01 Office Assistant 1l . Regular Hernandez. Adrana & 20-13865-01 107/2020 - Actve
20-13865-01 Office Assistart 1i Regular Lopez, Rebecca 2 9512172773 2013865.01 1107/2020 = Aty
20-13865-01 Office Assistart I Regular Reeves, KatoviaL 2 9517569557 20-13865-01 WO7I2020 - acuve

showing 1- 3 of 3 tems

4. Click OK to confirm moving the candidates.

5. The selected candidates have been moved from the Referred step tothe Oral Interview step. To
see them again, the view must be switched to the Oral Interview step candidates. On the
doughnut chart, click Oral Interview, or on the Candidates menu, click Oral Interview.

Rejected 21 ~ Referred -1
N N

* Oral Interview : 3

@ Referred v

Z Actions v 1] More Q

All Candidates
Elig Name SSELT Phone Exam # =) Print PA Notices Status
Referred He List Type Profile Expires.
Offered o
Tice Assistant I Reqular Hernandez, Adrlana s 20-13885-01 WOH2020 - Actve

Oral Interview
Hired Showing 1-10f 1 tems
Rejected

©2000 - 2020 NEOG
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Interview Rating

Oral Interviews are rated as a pass or fail. The candidate passing the interview is the selected
candidate who the recruiter will proceed to conditional offer. Candidates not selected, waived or
who did not participate will be considered failing the interview.

Update the Oral Interview Rating

There are two ways to update the oral interview rating. Option 1: directly from the candidate list
view and Option 2: From within each separate candidate record. For this quick reference we will
only show Option 1. See the complete OHC-Hiring Manager Guide for more information.

1. Clickthe ‘NA’ link on the Rating column for first candidate to be rated.
Please note: If the Rating column is not visible on the candidate grid, be sure and scroll all the
way to the right.

Candidates

Rejected 11 - Refemred 1

Oral Intenview : 3

| @ oral interview * & Actions v (] More Q

20.13865.01 Office Assistant | Reguiar Lopez, Rebecca 8512172773 20.13865-01 1072020 - [ns ] \
2041386501  Office Assistant i Reguier Reeves, Katovia L 957569557 201386501  MO72020 --

Showing 1.3 of 3 Rems

2. Repeattheserating steps forall remaining candidates. Click Cancel or click anywhere to the left of
the last candidate’s application review to exit the view.

@ Oral Interview ~ Z  Actions m More
n_mmmm
Title List Type Profile Expires
20.13865.01 Office Assistant I Requiar Lopez. Rebecca 9512172773 20.13865.01 0772020 -
20-13865-01 Office Assistant Il Regular Reeves, Katovia L 2 9517569557 201386501 0712020 = m
20.13865-01 Office Assistant Regular Rodriguez. Veronica 2 20-13865.01 0772020

=
Showing 1-3 of 3 nems\
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Reject Candidates

Candidates failing the interview will need to be dispositioned to reject status. There are two ways to
reject candidates. One is individually, the other is in bulk. This guide will list the bulk method. For details
on rejecting individually, see the OHC-Hiring Manager Guide.

Reject Candidates in Bulk

Multiple candidates can have the reject action completed at the same time. This process will designate
the same reject reason and comments for all selected candidates. Therefore, youmay have to repeat the
bulk action several times if various Tnactivation Reasons are required.

IMPORTANT: Be certain to select the candidates with the same Fail Reason when rejecting
candidates in bulk.

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

Q
My Candidates

m Hiing Meneasr

00217 OFFICE ASSISTANT | \ Transportation, Land Management Ag..  Administration Mylene Danlels 08/09/2020

Showing 1- 1cf 1 ltems | | | |

2. Onthe doughnut chart or on the Candidates menu, click the step name, Oral Interview,
where you have determined one or more candidates will be rejected.

Candidates BN Trere 151 note

Rejected 21 -
R

_— Referred - 2

Oral Interview : 2

© Referred - Z Actions M [[[] More Q

Notices

20-13865-0f Office Assistant Il Requiar Hernandez, Adiana 2 20-13865-01 1/07/2020 E Actve
20-13865-01 Office Assistant | Regular Rodriguez, Amarls A 20-12865-01 1/07/2020 = Actve

Showing 1- 2 of 2 tems
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3. Select the candidates that will have the same reject reason.
4. Onthe Actions menu, click Reject.
5. Click and select an Inactivation Reason. If preferred, enter comments providing more details.

Select a Inactivation Reason | cancel

Declined Imerview/ Waived
Did Not Schedule Intenview
Fatled Background Check
Falied Background Investgation
Falled Medical-Prysical Exam
Falied Psychological Exam
Ineligible Secunty L 1

No Show for Interview

Not Selected from Interview

Requisition Cancelied

« | <]a|l» Showing 1- 10 of 10 Ttems

6. Once you are done, click Save. The Status column will update with the reject Inactivation
Reason selected.

|@Rejec1ed \ ‘A‘Am‘ors - ‘ W More || Q

Eiig Referral
List Type Expires

B | & | s Print PA Notices

2013865-01  Office Assistamt I Regular Hernandez. Aditana A 20-13865-01 1072020 B ccciined InterviewWarved
204386501  Office Assistamt il Regular Reeves. Kaouia L 2 9517569557  20-13865-01  1/07/2020 IO ot seiscisd fiom Ktsview
201386501  Office Assistantll  Regular Radriguez, Amaris 2 201386501 10712020 IR Dcclined nterviewMaived

Showing 1-3 of 3 ems

7. Repeat these steps for any remaining rejected candidates.

8. Please notify your HR Recruiter either by email or phone call that you have completed updating
the interview results. Your HR Recruiter will facilitate the job offer and the pre-employment
process to get your selected candidate hired.
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