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Overview

As a Hiring Manager, you play a vital role in the recruiting process. Here is a look at the recruitment process
from end to end:
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NEOGOV

Your role in the recruitment process consists of these steps:

e You review and approve the REQ and job ad that the HRL created. It includes the job’s estimated

salary range (added by OHR’s Compensation Team).

Your Recruiter reviews and prepares the REQ and job ad, then posts it.

Applicants apply.

Your Recruiter creates and sends you a Referred List (eligible list) of candidates.

You review your referred candidates and take notes.

You set up interview date/time slots.

You select candidates you want to interview and move them to the interview stage.

You conduct the interviews (you and/or the interview panel) and ask the Interview Panel Lead to enter

ratings in the system.

The Interview Panel Lead enters the consensus ratings in the system.

e You review the panelists’ consensus ratings.

e You request that a conditional offer be made to your final candidate (or, if desired, set up second-round
interviews) and move the candidate to the next approver in the pre-determined chain of approvers.

Acronyms Used in This Guide

DOA Recruiter: Delegation of Authority Recruiter

PD: Position Description

PDM System: Position Description Management System

PN: Position Number

Referred List/Eligible List: List of eligible candidates created by the Recruiter
REQ: Shorthand for job requisition



Access the System

¢ (o to https://login.neogov.com/authentication/saml/login/montgomerycountymd. This URL provides
direct access to the system without having to use your VPN.

o |f you are not already signed on to AccessMCG, you will need to enter your AccessMCG user name
plus @montgomerycountymd.gov (username@montgomerycountymd.gov), then click Next.

B3 Microsoft
Sign in

Iso meone@example.com

Can't access your account?
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Montgomery County
Government

Welcome to Montgomery County, MD

Forgot Password or Unlock Account

Once logged in, you will see the NEOGOV Dashboard.

NEOGOV & Dashboard v

A Dashboard Dashboard

Tasks View All (1) Quick Actions £

ToDo(  Overdus (0) & View My Requisitions >

B My Requisitions View All
(2024 00088)

[ Open Job Postings


https://login.neogov.com/authentication/saml/login/montgomerycountymd

Important System Tips

¢ Magnifying Glass: Whenever you see a magnifying glass at the end of the field, this means you can
click it and search for pre-populated data. Also, in most cases, you will then need to click the Done
button (top right of the slide-in windows) before the system accepts your selection.

“ Department/Division
. F
‘ Find a Department/Division ( Q I

« Quick Actions: In addition to the Tasks area of your Dashboard (which will contain REQ-specific
actions you need to take), you also have a Quick Actions area (right side of the Dashboard) to do some
of the more common tasks in NEOGOV.

o Required Fields: These are marked with red asterisks*.

o Save and Next Buttons: In NEOGOV, these buttons are generally found at the far top right of screens.
This means you may need to scroll to the top of a screen to continue to the next step.

¢ Saving and sign out (to come back at a later time): You can always save your work and return later
by selecting the Save & Close button (top right of most NEOGOV screens.

Save & Continue to Next Step

[ % Cancel Save & Close

o Search fields (in charts): These are often found right under the top of a column in a chart:

Select a Position Info ‘ Cancel ‘

Tiie s

Q) search Q) search

0023531 Abandoned Vehicle Code Enforcement Specialist

0023541 Abandoned Vehicle Cede Enforcement Specialist




Approve the REQ

At this point in the process, your department’s HR Liaison has created a REQ and job ad and the OHR
Compensation Team has added the estimated salary range. The next step is for you, the Hiring Manager,
to approve the REQ and job ad.

¢ Inyour NEOGOV email notification, click on the system link. If you are already logged on to
AccessMCG, you will be taken directly to the NEOGOV system. Otherwise, follow the steps in the
Access the System section of this guide.

[EXTERNAL EMAIL]

*=* NOTE: This email was sent from NEOGOV **=
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,
PLEASE DO NOT REPLY TO THIS EMAIL

If you reply to this email, your reply will *NOT® be read. Instead,
please contact the individual(s) listed at the bottom of this email

if you have questions.
__________________________________

Requisition# 2024 - 0CZ_C has been created on (

Class Title:

Working Title: 1

Desired Start Date:

Department: ¢

Division:

Hiring Manager(s):

I 1@montgomerycountymd.gov

To view the details of this requisition, please go to https://login.nesgov.com/authentication/saml/login/montgomerycountymd
If you have any questions regarding this recruitment, please contact:

(HR Liaison)
r@montgomerycountymd.gov

¢ You will see the NEOGOV Dashboard, which includes a status bar for any REQs that apply to you:

NEOGOV 38 Duhbosrd v Q seac &

# Dashboard Dashboard
= Tasks
Tasks View All (1) Quick Actions £
[£ Recruiing
ToDadl): — Oyosioefy £ View My Requisitions »
View my tasks related to: | All Myself Others
[ RECRUITING » APPROVAL Due T
[E My Requisitions View All
i (2024 - 000®E)
Drafts In Progress Approved Open
[E Open Job Postings View All
My Candidates
No records avallable
.
.
& Recent Hires View All .




On the Tasks list of your NEOGOV Dashboard, click the applicable REQ link that you need to review.
In the example below, you have two REQs awaiting approval; in this case, the Community Services
Aide Il job ad and REQ will be reviewed/approved.

Dashboard

Tasks View All (5)

To-De (2) Overdue (3)

View my tasks related to: ~ All Myself Others

[ RECRUITING - APPROVAL

MM Offer: Jax Nova Due Monday
Requisition: Community Services Aide Il {2024-00105)

Department: Department of Health and Human Services

d MM Requisition: Community Services Aide I (2024-00113) Due Wednesday

Department: Department of Health and Human Services

The Requisition Approval slide-in window appears; review all the information on the screen to ensure
accuracy for this recruitment. Also, under the Position Info field, click the position link (in this example,
“Community Services Aide II") and review the Oracle information for this position for accuracy.

Requisition Approval
Community Services Aide Il (2024-00105)

(oo )[ <o [ ivee ]

Requisition Details Approval Timeline

Requisition Number Department o Pending

2024-00105 Department of Health and Human Services HHS Requisitions - Hiring Manager

Review
Title Divisi

ivision
Communi ity Services Aide I HHS 60 Office of Eligibility and Support
Servi

Position Info

Community Services Aide

Pending Due Dote: 0710212024
Compensation Review

Job Type

Full-Time - Permanent it

EEO/Census Data Template

N/A OHR Recruiters

Status

If you have not already done so previously, review the job ad in the field, Job Ad — Live Document. The
URL link is not live in the NEOGOV system; you will need to copy and paste the URL link into a new
window so that you can review it and make any suggested edits.

« Knowledge of database systems to determine
program eligibility.

« Demonstrated experience working with low-
income households.

« Demonstrated customer service experience.

nt Specialist(s) (HRRS) Job Ad - Live Decument

https://mcgov.sharepoint.com/:w:/t/OHR/Commu
niandplanning/EW_2c4BFk7JHtQLpYNghP4cB-
hsjXsXqShanzxgl7AIRIQ?e=s2ZM7M

eview use only Comments
N/A




After reviewing the REQ and job ad, you have three options:

Requisition Approval
Community Services Aide Il (2024-00105)

[ + Approve [ X Deny } { Hold ]

APPROVE: If everything looks correct and no substantial edits were made in the job ad, click Approve.
Then, click the green Submit button (right side of the screen). The task is then removed from your
Dashboard’s Tasks list.

What'’s next? You will receive a system email titlted Message From NEOGOQV Insight: Requisition
Approval Status Update. This confirms that your approval has been sent to the next approver, which is
your Recruiter. The Recruiter will complete a final review, prepare the REQ, and post the job ad.

Requisition Approval
EI] q pp Cancel
Community Services Aide 1 (2024-00113)

ﬂhmem (Optional)

Add a comment

DENY: If edits are needed to the requisition form or substantial edits were made in the job ad upon
your review, click Deny. In the Send Back to Step, select your HR Liaison’s name, and add any helpful
instructional comments on what needs changed/reviewed in the Comment field. Then, click the green
Submit button (right side of the screen). The task is then removed from your Dashboard’s Tasks list.

What'’s next? At this point, the system sends the approved REQ back to your HR Liaison for further
editing.

Requisition Approval
Community Services Aide I1(2024-00113)
* Fields are required
* Send Back to Step Comment (Optional)
[ - Select a step v ‘ Add a comment
4




e HOLD: If you would like to place the recruitment on hold until you are ready to send it to the Recruiter
(or send it back to the HR Liaison), click Hold. Then, click the green Submit button (right side of the
screen).

Requisition Approval
Cancel
Community Services Aide Il (2024-00113)
EEamE - P [ o

Comment (Optional)

Add a comment

e To sign out of the system, follow the steps in the Sign Out of the System section of this guide.

Review Referred Candidates and Record Notes

Once the job advertisement’s closing date ends and your Recruiter sends you the referred list of
candidates, you will review the list and take notes (in preparation for setting up interview time slots and
selecting candidates to interview).

e In your NEOGOV email notification, click on the system link. If you are already logged on to
AccessMCG, you will be taken directly to the NEOGOV system. Otherwise, follow the steps in the
Access the System section of this guide.

[EXTERNAL EMAIL]

zzzzzzzzzzzzzzzzzz

*=* NOTE: This email was sent from NEQGOV **=

PLEASE DO NOT REPLY TO THIS EMAIL

If you reply to this email, your reply will *NOT® be read. Instead,
please contact the individual(s) listed at the bottom of this email

if you have questions.
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

Requisition# 2024 - 0222 has been created on (

Class Title:
Working Title: 1
Desired Start Date:
Department: ¢
Division:

Hiring Manager(s):
I 1@montgomerycountymd.gov

To view the details of this requisition, please go to https://login.neogov.com/authentication/saml/login/montgomerycountymd
If you have any questions regarding this recruitment, please contact:

(HR Liaison)
r@montgomerycountymd.gov




NEOGOV 33 Dashboard v (Q search

# Dashboard Dashboard
= Tasks
Tasks
[2 Recruiting
Te-Do (1) Ovardua (0)

View my tasks related to: | All

[ RECRUITING » APPROVAL

IE Open Job Postings

No records available.

~ RecentHires

Myself

(2024 - 000 W)

View All

View All

You will see the NEOGOV Dashboard, which includes a status bar for any REQs that apply to you:

Quick Actions £

bl

& View My Requisitions

[E My Requisitions View All

0] 1 0] 0

Drafts In Progress Approved Open

My Candidates

On the Tasks list of your NEOGOV Dashboard, click the applicable REQ link that you need to review.

In the My Candidates chart, you will see the requisition number, title, and how many candidates your

Recruiter reviewed and deemed eligible for the position. (If you need to search for the position, use the
magnifying glass at the top right as shown below.)

My Candidates

2024-00105

Candidates
|

Requisition Title

Department

Community Services Aide Il

Department of Health and Human Services

_.

g Heses Semeon

HHS 60 Office of Eligibility and Support Ser.

06/26/2024

In the column, Requisition Title, click the link of the requisition title you want to review.

My Candidates

Requisition Title

2024-00105 Community Services Aide Il

HHS 60 Office of Eligibility and Support Ser.

_ Hiing Hasae

Department of Health and Human Services

06/26/2024




The Requisition Detail screen displays the list of referred candidates (i.e., your eligible list).
Important: First view any notes from your Recruiter; these may include hiring preferences and other
important information and can be included in the two locations shown below:

Requisition Detail
Community Services Aide Il (2024-00105)

Requisition Information Approvals Hire Workflow Candidates History

Candidates B mhereis 1note

TOTAL

Referred: 5

omrea v | e (e~ )(w)[a)

Elig Current Email
Job Title Job # ActionDates | EligExpDates | Status
Comments | Employee Notify

Communiy Services Aide i 2024-00105  Flintstone, Fred 3013333333 06/28/2024 [ Referred |
O Community Services Aide ll  2024-00105  Lyre, Anya 3013333333 Yes 06/28/2024 ;

g

Elig Current

Comments Employee

Flintstone, Fred

Lyre, Anya /
Nova, Jax View

Remington, Remi View /
Wise, Penny i /

10



o Tip: If you have a high number of candidates on your Referred List, you may want to export a .csv file
of all candidates’ details so that you can take notes as you review each candidate’s information (such
as interview preference criteria like years of experience, degrees, certifications, etc.). This will aid you
in deciding who you want to interview.

To export the data, select all candidates by clicking the white box at the top of the Candidates chart.
Then, select Export to CSV in the More drop-down menu above the Candidates chart.

Candidates There is 1 note

5
TOTAL
Referred : 5

[ @ Referred v H 2 Actions ~ I ~ More v 1] @

5 record(s) are selected fisl Exportto CSV 2ar Se\ect\on
EREREN R

Comments Employee Notify

Community Services Aide |l 2024-00105 Flintstone, Fred 3013333333 06/28/2024 Refu—rred
Community Services Aide Il 2024-00105 Lyre, Anya 3013333333 Yes 06/28/2024 i
Community Services Aide Il 2024-00105 Nova, Jax K. View 3013333333 Yes 06/28/2024 i
Community Services Aide Il 2024-00105  Remington, Remi View 3013333333 Yes 06/28/2024 i
Community Services Aide Il 2024-00105 Wise, Penny View 3013333333 Yes 06/28/2024 ‘

e To begin reviewing each candidate’s information, click the link in one of the candidate’s Name fields.

otaes [ Axn (e~ )(w][a]

Hig Current Email
Job Title Job # Action Date 3 Elig Exp Date 5 Status
Comments Employee Notify

Community Services Aide Il 2024-00105 Flintstone, Fred 3013333333 06/28/2024 Ref-rred

Communiy Services Aide I 2024-00105  Lyre, Anya / 3013333333 Yes 06/28/2024

O

D Community Services Aide Il 2024-00105 View 3013333333 Yes 06/28/2024
O Community Services Aide Il 2024-00105 Remington, Remi View 3013333333 Yes 06/28/2024
D Community Services Aide Il 2024-00105 Wise, Penny View 3013333333 Yes 06/28/2024

11



e A pop-up window displays the candidate’s application with the word Referred next to the person’s ID
number (top left of the candidate’s window).

Nova, Jax « Pre;
Person ID: 5644421
Application Questions Notices History Notes
Q
N A Genera | Information
Contact Information Window tabs
[?h 123 Fake Street 1 jax nova@fakefake com
=] 7th Floo
Rackville, MD 20850
I=] us

Personal Information

Notification Preference Highest level of education
4 Email Bachelor's Degree

Have proof of your legal right to work in the US?
Yes

e Follow these steps for each tab in the window:

Application tab: Review this information, including the resume attached to the bottom of this
tab. If you like, you can print the entire application, including answers to all questions, by
selecting the Print button (top right of the screen).

Questions tab: Review this information, including any preferred criteria questions (if applicable
to the position).

Notices tab: Disregard this tab.

History tab: Disregard this tab.

Notes tab: If you are not using the data export feature mentioned above and have only a few
candidates to review, you can use this tab to take notes about your candidate. Click in the
white space as shown below, enter your notes, then click Save Note.

[ [ pcions v ][ pon | [cone |

+ NEW NOTE

B i U & B — I < i

e After you review a candidate’s information, you can click the Next button (top right of the screen) to
review the next candidate’s application. Important: Do not select the Actions button at this point.

12



Once you are done reviewing all referred candidates, click Cancel (top right of the screen).

Remington, Remi l « Prev I — Next I Z Actions Vv H & Print Cancel
Person ID: 56444325 [EEIE]
Application Questions Notices History Notes
N rQ‘ General Information
Contact Information
2
500 Anywhere St ] RemiDis@montgomerycountymd.gov LS (301) 555-5555 primary
= Rockville, MD 20850
us
@
0] Personal Information

You are now on the Candidates tab of the Requisition Details screen.

Requisition Detail
Community Services Aide Il (2024-00105)

[J Copy

Requisition Information Approvals Hire Workflow Candidates History

Candidates \ There is 1 note

TOTAL

Referred : 5

T (e~ [w)[3)

) Elig Current Email ) )
& | JobTite B Action Dates | EligExpDates | Status
Comments | Employee Notify
O Community Services Aide Il 2024-00105  [Flintstone, Fred| 3013333333 Yes 06/28/2024 =

O ‘Community Services Aide Il 2024-00105 Lyre, Anya 3013333333 Yes 06/28/2024 I

13



Set Up Interview Slots

Important: Before you set up your interview slots, be sure to reserve the interview location(s) using the
appropriate Montgomery County Government reservation process.

e Above the Candidates chart, click the Hire Workflow tab on the menu, then click the Customize
Workflow button.

Requisition Detail 1
- [ Copy
Community Services Aide Il (2024-00105)
Requisition Information Approvals Candidates History \

° Referred 5 5
Active Total
a Interview 0
Total
e Offered Y
Total

o Hire Workflow Step 1 (Referred): You will see that the candidates have been referred and there is
nothing you can edit for this step.

¢ Hire Workflow Step 2 (Interview): Click the edit pencil.

Q@ reviw \ l

e The Step Details window appears.

Interview Cancel Save & Close
1. STEP DETAILS 2. SCHEDULING +/

Step Detalls s m——

* requived fields are marked with asterisk

* Name Evaluate Using

I[ Interview ]I @ Pass/Fail

(O Star Rating

14



Follow these steps for each field shown.

Name: You can change the generic Interview text to First Round Interview if there will be more
than one round of interviews. (You can set up second-round interviews later.)
Display Status to Candidate As: This is what the candidate will see; generally, add the same
text as what you added in the Name field above (such as First Round Interview).

Raters: Click the Populate Interview Panel link, which automatically adds the interview
panelists. If the panel has changed since first being set up by the HR Liaison, you can add or
delete panel members by using the magnifying glass.

Comment: Do not change this field.

Rating Criteria: Do not change this field; it should already be set to Off.
Evaluate Using (second column): Do not change this field; it should already be set to Pass/Fail.

Click the Save & Continue button (top right of screen).

The Scheduling window appears. This is where you will set up interview time slots your candidates can
select. First, turn on the button, Pre-Configure Interview Slots. Next, turn on the button that pops up

Cancel Save & Close '

called Allow Candidate Self-Scheduling.

Interview

1. STEP DETAILS @

Appointment Scheduling

1 Select Location(s) *

Start typing to find a location... @

2 Select Available Dates *

¢ [ Jm o s

Su Me Tu We Th Fr Sa
1

2 3 4 5 6 7 8

2 10 M 12 13 14 15

15



e Scheduling Step 1 (Select Locations): Click the location icon.

1 Select Location(s) ~

A Fleld 1s required
Start typing to find a location @

¢ Inthe Select Location(s) pop-up window, 1) click the magnifying glass to open the search areas under
the Location Name and Address columns, 2) enter part or all of the location name/address in a search
area, 3) select the box to the left of the interview’s Location Name, and 4) click Done. You will then be
returned to the Scheduling window.

Tip: If the interview will be held virtually, enter “MS Teams” in the search field and then select “MS
Teams - Online Video Conference.”

Select Location(s) Cancel m
2. 4.0

n Location Name

Q) Search

Mentgomery County (MD) 101 Menroe Street, Rockville, Maryland

MS Teams - Onling Video Conference N/A , NVA, Maryland 20850

»

1 10 v| ltems per page

Showing 1-2 of 2 items

16



o Scheduling Step 2 (Select Available Dates): Choose the date(s) you want to hold your interviews.

Tip: Only select multiple dates if you intend to hold interviews at the same times on each date you
select. If you plan to hold interviews on different dates and at varying times, you will need to set up
each interview date separately.

1. STEP DETAILS 2. SCHEDULING X

\ e VMGl Start typing to find a location

(G

2 Select Available Dates ~

%) | Augusti6. 2024 () | August14. 2024 (0 | August1s, 2024 ®

25 26 27 28 29 30 3

o Scheduling Step 3 (Select Times): Enter the following by clicking the caret icon in each field:

o Start Time: The overall time you want to start interviewing candidates that day; be sure to
select am or pm.

e End Time: The overall time you want to end interviewing candidates that day.
Duration: How long each interview will last. (Tip: The first box is hours, the second is minutes.)

o Time Between Slots: This is the time between each candidate’s interview, such as 15 minutes
if you are running them back-to-back.

3 Select Times *

Start time End Time Duration Time Between Slots

O EEa— ) )i @)

Eastern Time (US & Canada

17



Scheduling Step 4 (Self-Schedule Deadline): Enter the date by which you want candidates to select
their interview date and time. Important: Make sure the date falls before the beginning of the interview
process.

4 Self Schedule Deadline

‘ 08M12/2024 (D |

Scheduling Step 5 (Add Breaks): You can enter a time for your interview panelists’ lunch and other
additional breaks; this will automatically change the interview slot to free time. You can use this feature
to add multiple free time slots. Use the caret icons to add the Starts and Ends time; also, if you need to
add additional breaks, click the plus sign as shown below.

5 Add Breaks
Starts Ends \
12:00 PM v ] I 01:00 PM o e@ 9 AM 900 AM - 9:45 AM Slot 1
Add new break 10 AM

1100 AM - 11:45 AM Slot 3
‘ 12:00 PM - 1:00 PM Break 1
1PM

2PM 2:00 PM - 2-45 PM Slot 5
3PM 300 PM - 3:45 PM Slot 6

4PM 400 PM - 4:45 PM Slot 7

" AM

12 PM

1:00 PM - 1-45 PM Slot 4

Here’s an example of how to set up interviews and what it looks like once complete:

e OnJune 11,12, and 13, you want to set up six 45-minute interview slots from which
candidates can choose, starting at 10 am and ending at 5 pm. You also want to include a
noontime one-hour lunch break for the interview panel. You want candidates to choose their
interview slot no later than June 7. Here’s what you would enter:

o Select Location: Select your location for the interviews (ensure you have pre-booked
the space).

o Select Available Dates: 6/11, 6/12, 6/13

o Select Times: Start Time: 10 AM; End Time: 5 PM; Duration: 0 hours; 45 minutes;
Time Between Slots: 0 hours; 15 minutes

o Self Schedule Deadline: 6/7

o Add Breaks: 12 pmto 1 pm and 3 pmto 4 pm.

18



e Avisual table of the schedule you set up appears in the bottom right of the screen:

10 AM 10-00 AM - 10:45 AM Slot 1
1AM 1100 AM - 1145 AM Siot 2
12 PM 12:00 PM - 1:00 PM Break 1
1PM 100 PM - 145 PM Siot 3
2 PM 2:00 PM - 2:45 PM Slot 4

3PM 3200 PM - 3:45 PM Slot 5

4 PM 4:00 PM - 4:45 PM Slot 6

o Scheduling Step 6 (Email Confirmation): Leave the Raters “Send an Email Confirmation” button as
is; it should be on to notify your interview panelists of the upcoming interview schedule.

6 Email Confirmation

Raters
OFF () ON Send Email Confirmation

Subject

Interview Netification - Interview Scheduled

Body

Dear [Rater], You have been scheduled to interview <Candidate Name> on <Date><Time> at <Location>

o (Click the Save & Close button (top right of screen).

Interview Cancel Save & Close
1. STEP DETAILS v/ /

Appointment Scheduling

OFF () ON  Pre-Configure Interview Slots
OFF () ON  Allow Candidate Seif-Scheduling

_ Frdine oot e S M
5 o VA |

[ 08132024 900 AM 5:00PM Montgomery County (MD) - 101 Monroe Street , Ro. i 081212024

0811412024 900 AM 5:00PM Montgomery County (MD) - 101 Monroe Street , Ro. 0812/2024 3 o Z 1
081152024 900 AM 500PM Montgomery County (MD) - 101 Monroe Street , Ro. i 0811212024 3 o AN |
0811612024 900 AM 500PM Montgomery County (MD) - 101 Monroe Street , Ro. [ 0811212024 6 0 VAN |

1 . Showing 14 of 4 items

19



o You will return to the Customize Hire Workflow screen. If you have only one round of interviews and all
of them have the same schedules, click the Close button (shown below) and go to the Select
Candidates to Interview section of this guide. If you need to set up additional dates/times for the
interviews or add second-round interviews, continue in this section of the guide.

Customize Hire Workflow /

o Referred
e First Round Interview Z T
Add Step
e Offered Z
o Preboarding @ oo

o OPTIONAL: Set up additional first-round interview dates with different time slots. Follow the
same process outlined above. From the Customize Hire Workflow screen, click the edit pencil to the far
right of the Interview step, then go to the Scheduling tab, then click New Interview above the Interview
schedule you already set up (button shown below). Once done, check your schedule and click Save &
Close (top right of window). To see the additional interview date(s) you added, you may need to refresh
your browser.

Interview Cancel E
1. STEP DETAILS 2. SCHEDULING +

Appointment Scheduling

OFF () ON Pre-Configure Interview Slots

OFF ON Allow Candidate Self-Scheduling

Schedules + New Interview
_ e S

fii] 08M3/2024 8:00 AM 5:00 PM MS Teams - Online Video Conference - N/A , N/A,. fii 08/12/2024

0814/2024 8:00 AM 5:00 PM MS Teams - Online Video Conference - N/A , N/A . fii 08/12/2024 8 o Z i

¢ You will now be back at the Requisition Detail screen and can see the upcoming recruiting stages
(such as first and second-round interviews if you set up second-round interviews). At this point, you can
choose to move on to the next section of this guide, Select Candidates to Interview or you can sign out

20




and return at a later time to do so. To sign out of the system, follow the steps in the Sign Out of the
System section of this guide.

e OPTIONAL: Add a second round of interviews. From the Customize Hire Workflow screen, click the
Add Step link as shown below.

Customize Hire Workflow

0 Referred

e C(lick the Save button.

o Choose a Step Type
Interview v ]

o Athird step, Interview, is added.

° Referred
a First Round Interview
0 /

o Offered
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o Click the edit pencil as shown below.

() Interview \ o

Click or press enter to edit Interview step

o Follow these steps for each field shown.

e Name: Change the generic Interview text to Second Round Interview.

Display Status to Candidate As: This is what the candidate will see; generally, add Second
Round Interview.

o Raters: Click the Populate Interview Panel link, which automatically adds the interview
panelists. If the panel has changed since first being set up by the HR Liaison, you can add or
delete panel members by using the magnifying glass.

e Comment: Do not change this field.

Rating Criteria: Do not change this field; it should already be set to Off.
e Evaluate Using (second column): Important: Change this field to Pass/Fail.

o Click Save & Close (not Save & Continue).

e You will see that the Second Round Interview workflow step has been added. Click the Close button on
the Customize Hire Workflow.

Customize Hire Workflow /

o Referred

o First Round Interview Z

e Second Round Interview Z
Add Step

o Offered Z
Add Step

e Hired

° Rejected
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¢ You will now be back at the Requisition Detail screen and can see the upcoming recruiting stages in
the Hire Workflow (such as first and second-round interviews if you set up second-round interviews). At
this point, you can choose to set up your second-round interview dates/times (using the same steps as
you did for the first-round interviews), move on to the next section of this guide, Select Candidates to
Interview, or sign out and return at a later time. To sign out of the system, follow the steps in the Sign
Out of the System section of this guide.

Jobs ~

Requisition Detail / /

Community Services Aide Il (2024-00105)

Requisition Information Approvals Hire Workflow Candidates History

° Referred 5 5
Active Total

a First Round Interview 0
Total

e Second Round Interview 0
Total

—

° Offered Y
Total

e Hired Y
Total

° Rejected

Select Candidates to Interview

On the Requisition Detail screen, select the Candidates tab.

Dashboard  Jobs v + 0 e ™

Requisition Detail
[ [ Copy H & Print H ® Cancel Req ]
Community Services Aide Il (2024-00105)
Requisition Information Approvals Hire Workflow Candidates History
Candidates There is 1 note
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To the left of each candidate’s name is a checkbox; click the boxes of the candidates you want to
interview.

TOTAL
Referred: 5
TR PN CeeJ(W][E)
3 record(s) are selected. I Select All 5 records H Clear Selection I

Hig Current Email _ -
& — Action Date $ Elig Exp Date § Status
Comments Employee Notify
D mmunity Services Aide || 2024-00105 Flintstone, Fred 3013333333 Yes 06/28/2024 i
(] Community Services Aide Il 202400106 Lyre, Anys 3013333333 Yes 06/28/2024 i
Community Services Aide || 202400105 Nova, Jax K. View 3013333333 Yes 06/28/2024 )
Community Services Aide Il 2024-00105 Remington, Remi View 3013333333 Yes 06/28/2024 g
Community Services Aide || 2024-00105  Wise, Panny View 3013333333 Yes 06/28/2024 )

13

In the Candidates chart, select Move to Interview (or First Round Interview) from the Actions drop-down
menu.

EETCN | ET (e (][]

7
3 record(s) are selected. Reject [ Select All 5 records ” Clear Selection ]

Move to First Round T o T
i i rrent mail
& | JobTitle Interview . - Action Date 2 Elig Exp Date & Status
Comments Employee Notify
Move to Second
Yes

0 Communty odne Imenview 105 Flimstone, Fred 3013333333 06/28/2024 )
Move to Offered

D Community 105 Lyre, Anya 3013333333 Yes 06/28/2024 ’
Move to Hire

Community g Notices 105 Nova,Jax K. View 3013333333 Yes 06/28/2024 ,

Community Services Aide II 2024-00105  Remington, Remi View 3013333333 Yes 06/28/2024 )

Community Services Aide | 202400105 Wise, Penny View 3013333333 Yes 06/28/2024 )

A pop-up box appears to verify that you want to move the candidate(s) to the interview stage; click OK.

®

Move to First Round Interview

Are you sure you want to move 3 candidates to First Round

Interview?
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The Candidates chart will appear and you should no longer see the candidates you selected to
interview.

Note: Do not reject any candidates as your Recruiter will do so at the appropriate point in the process.

Candidates There is 1 note

Referred : 2

TOTAL
First Round Interview : 3

Not invited to interview.

L e (e~ [w][a]

Current Email
a Job Title = Action Date 5 Elig Exp Date &
Employee Notify

O Community Services Aide Il 2024-00105 Flintstone, Fred 3013333333 06/28/2024 R-—fr-rr»d A

Elig

Comments

O Community Services Aide Il 2024-00105 Lyre, Anya 3013333333 Yes 06/28/2024 A

4

»

Click the word, Interview (or First Round Interview), in the circle area above the Candidate chart:

Referred : 2

TOTAL
First Round Interview :3
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o The screen will refresh and your selected list of candidates to interview will appear. To the right of each
candidate, the words Interview (or First Round Interview) will display and show an Unscheduled status
next to the First Round Interview step. (Sometimes this is hard to see and you need to use the slide bar
shown below to view that information.)

Candidates Thele is 1 note

Asked to interview
Referred : 2

5 Will say Unscheduled

First Round Interview : 3 -

Slide bar

Elig Email . )
o ) Action Date Elig Exp Date 2 Status
Comments L Notify

LTI Unscheduled

vices Aide Il 2024-0010p Nova, Jax K. 3013333333 Yes 06/28/2024

vices Aide Il 2024-0010p Remington, Remi 013333333 Yes 06/28/2024 (G NN Unscheduled [ NA ]
vices Aide Il 2024-0010p Wise, Penny Yes 06/28/2024 [FIERSMGIE Unscheduled m

4

Send Candidates Email Notifications to Select Their interview Slot

¢ Next, you will need to send an email notification to each candidate inviting them to select their interview
date and time. On the Candidates screen, select all the candidates to interview.

@ First Round 1. ~ H Z Actions

3 record(s) are selected.

Community Services Alde Il 2024-00154 MNowa, Jax

[

Community Services Alde Il 2024-00154 Remington, Remi

Community Services Alde | 2024-00154 Wise, Penny
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o Select Send Notices from the Actions drop-down menu.

¢ Inthe Send Notice window, click the magnifying glass icon in the Notice field.

Send Notice
Neova, Jax (Person ID : 56444322) , Remington, Remi (Person ID : 56444325) , + 1 More

Notice Details
* Required fields are marked with asterisk
* Notice
Find a Notice Template @

o Select the template, Invite to Self-Schedule for First (or if applicable, Second) Round Interview.
You will see that it contains instructions for the candidates on how to select an interview slot. You will
also notice several fields marked with < > symbols, such as <Position Type>. These symbols indicate
that the information will be automatically populated. At the top of the window, it will list the candidates
who will receive the notification.

|Nova, Jax (Person ID : 56444322) , Remington, Remi (Person ID : 56444325) , + 1 More |
MNotice Details \

= Required fields are marked with asterisk
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¢ To send the notices to all candidates you selected to interview, click the Send button.

Send Notice Cancel

Motice Preview

Fe: Mormgameny: Couty Govemmes (M0 - Postion_Toe
<Heq_Deoerment

Fequiiition Nuszer, <Heq_Numoo
Dear <hoiican, Frsames <Aopices LasHames,

0 e 10 SOONT rOu L 10RO T fSLIOUNG of intervirss Tor 1he Potion_ Trer wits (e tPostion_THoenments. you wese SHECIND 10 CHTICIDN0E in

BELONSTUNT PLER RS,

T SCTACM 00T MICORGHTOUNG I SROHE I T ITHER GG BNk Oroniod St THS will S0gw you B9 HIHFGL A% IvIRBie CR B0 Sent 8T BHOL 1A yonr
nedse

1 6o 10 Mosnpamesy Counly Gitramest Casers 400 100 1 18 10ur EBOICHT Brofi
3 i 4 s RS I8 INE BT R SrRES 808 LEGEL Amianiant by
¥ Tigk Saneduin aspentmect

4, SHETTINE Gesined intervitw SRR T, 8nd I0CaTon

5. Ciici Contirm Appaintment

& Yo £an uge the Lipdate Senedu S you AEee 18 SABAGR TR SEDSRme

Gt Imerview DT 0 Perenctd 97 8 Srkicome. Sriienved DAL, 10 1wl DE 3 Y0UT SVITIEDE T2 SCECUSE BB B0ON 8 DORETIE N0t 1Nk Kheduing Dot iy
Tomgien, ¥Ou Wil FECRIVE 8 CONTPmATON Smal WIN SJETONS! INFOMEtON DO T IMEnvien: I 10 NIV BTENGE 0N FOUr SI0TUNIE (L8, Srams. 200,10 #5ow a0 A)
B30 10 i e ECOPEL ITANSCTIDE, O SUMTCIDE MEBISINDL. Yol Must (SASH N RUCHON BHAONE The MEESNG. OUMEAIE, TN DY CHNNCE COntinue:

T i for e comtimuae istarest in joining 0ur S6Am #1ACG. We SDDRICise your time 8 commimant Sntornout TR BECECN rotelt. N ook fonuand 1o
Ruriner Gacusing your CANG-ACY and HTing 15 Sndw yOU PTET Guring 11 HrCond inbervit. I 10U e 107 QUEFLENE & e AELFINACE wiR BCREGUING. Cltatt 00
O ISR B COMLBCT uS.

Sincenat

CLp_Firgiea _Latae
U T

Mosegermery County, Macyiend

AdLachments

Tips:

o Ifany of the individuals you select to interview have issues scheduling their interview, you may
do so on their behalf by signing on and returning to the Candidates tab of the Requisition Detail
screen and clicking the Unscheduled link (to the right of the Interview button next to the
candidate’s name; use the slider bar to find it). You can then select their desired interview time
and date for them.

Candidates There is 1note

Referred : 2

TOTAL
First Round Interview : 3

Use slide bar

l @ FirstRound I.. v “ & Actions

vices Aide I 2024-00108

Email .

) Action Date % Elig Exp Date & Status
Notify

Yes

Nova, Jax K. 3013333333 06/28/2024 EE:CTO LI Unscheduled

vices Aide Il 2024-0010p

Yes 06/28/2024 SELCTNTIN Unscheduled [ NA ]
Yes 06/28/2024 SIELUI LI Unscheduled [ NA ]

Remington, Remi

vices Aide Il 2024-0010p Wise, Penny

4 »
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o To check the status of your interview lineup, you can sign on at any time and return to the
Candidates tab of the Requisition Detail screen to see if your candidates have selected a date
and time.

(Mo~ J[w][a]

I_
o

Zled Tl | W | Scheduled for 08442
ISR GI N N |Scheduled for 08/14/2... [ NA |
RIE T T Scheduled for 0B/16/2.. [ NA |

I —

To sign out of the system, follow the steps in the Sign Out of the System section of this guide.

Conduct Interviews

e Hold the interviews, following all applicable County guidelines for interviewing and selecting
candidates.

o Share the next section of this user guide, Rate Candidates Who Have Been Interviewed, with your
Interview Panel Lead. As the Hiring Manager, you might also be serving as the Interview Panel Lead.
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Rate Candidates (Interview Panel Lead)

As the Interview Panel Lead, you should collect individual panel ratings sheets and finalize the consensus
rating for each candidate. Once done, the Panel Lead should then enter those consensus ratings in the
system by following the steps below.

Important: Because the consensus rating for each interviewed candidate must be entered in the system

(not each Panelist's separate rating), only the Interview Panel Lead should access the system to enter
ratings. Disregard the names of any other panelists who appear in various sections of the rating process.

e Login to the system (see the Access the System section of this guide).

e The interview screen appears. In the Candidates chart, click on the name of a candidate.

Get the Mobile App [J =

< Back

7/ _\ First Round Interview

=}
\__/ Community Services Aide Il (Requisition Number : 2024-00154)

Requisition Regquisition Number At Step CURRENT STATUS
Community Services Aide Il 2024-00154 First Round Interview

(© Review In Progress
Evaluate Using Max Score Passing Score
Pass / Fail NIA N/A

RELATED ITEMS

[E] Requisition

[0 & 56444325 Remington, Remi 08/14/2024 8:00 AM - 845 AM

O 2 56348324 Wise, Penny 08/16/2024 400 PM - 4:45 PM

Parson I0:

- o [T |
Pty wiunn Peglp reridd

-
v proad o por gl g 18 wark o 1he

ur

W PP S e Lo e e
A0 0 BN

Aig e wEAE N

[T e —
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o If you select the consensus rating, Pass: This will signal to the Hiring Manager that the panel
recommends moving the candidate forward to the next stage of the recruiting process (in which the
Hiring Manager sets up a second round interview or selects a candidate for the Recruiter to make a
conditional e-Offer). Click Pass and enter any comments in the blank area. Then click the Submit
button.

o If you select the consensus rating, Fail: This will signal to the Hiring Manager that the panel
recommends not moving the candidate forward to the next stage. Click Fail and select an Inactivation
Reason. If you may wish to consider the candidate at a later date, select Consider at a Later Date
Otherwise, select Not Recommended After Interview or another applicable reason such as No Show for
Interview. Then click the Submit button.

Persan 1D
vt .

AR 4 i e e bt v
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Each time you submit a rating, the system automatically takes you to the next candidate to rate until
there are no more candidates to rate. At that point, you will be on the screen of the last candidate you

rated. Click the Cancel button.

Cancel

Wise, Penny [ —Frev [ & Print l

Person ID: 56444324 [ZF3
Application Questions

* required fields are marked with asterisk

0 .
o 9 General Information
. (4 Pass

= Comact Information reviewed on 08/06/2024 -

Fb 500 Anywhere St [ PennySDVet@montgemerycount & (301} 555.5555 primary
& Rockville, MD 20850 ymd.gov

s Overall Comments
Great interview.

(0]
A Personal Information
P Notification Preference Highest level of education

Emall Bachelor's Degree

Have proof of your legal right to work in the

us?

Yes

Back on the main interview screen and will see that no candidates appear in the Candidates chart:

Segunicn Raginbior Numiter Esten
fR
Rcoan Carmpiats
..... Rhing s S Paaurg Soore
Pun e N A
RELATED ITEMS

Candidates m [Em=][a)

L
Seuniion Frgunkon Number B2 %en WREEHT STATUS
2004t
Brsigw Compony
] s Soore Pastrg ST
. e

Candidates
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¢ You will now see the candidates you reviewed and their consensus ratings in the Score column.

Candidates

¢ You have now completed the Interview Panel Lead system steps and can sign out of the system by
following the steps in the Sign Out of the System section of this guide.

Important: At this time, you (the Interview Panel Lead) should forward all documents for each candidate to
the Hiring Manager outside of the system (such as via email scans or on paper) and notify the Hiring
Manager that they have completed the consensus ratings in the system.
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Review Ratings, Select a Candidate, and Set Up Offer Approvals
At this point in the process, the interviews have been conducted and the Interview Panel Lead has entered
each candidate’s consensus rating in the system. Now, you (the Hiring Manager) need to review the
ratings, select a candidate (or set up second-round interviews), and set up the offer approval workflow.

o Login to the system (see the Access the System section of this guide).

¢ You will see the NEOGOV Dashboard, which includes a status bar for any REQs that apply to you:

NEOGOV & Dashbosrd v Q Semcn @
# Dashboard Dashboard
= Tasks
Tasks View All (1) Quick Actions &
| Recruiting
To-Do 1) Barandisa (0 #  View My Requisitions >
View my tasks related to: | All Myself Others
[ RECRUITING » APPROVAL Due T
[E My Requisitions View All
i (2024 - 000®E)
Drafts In Progress Approved Open
[E Open Job Postings View All

My Candidates
No records available

& Recent Hires View All .

e On the Tasks list of your NEOGOV Dashboard, click the applicable REQ link that you need to review.
In the example below, you have two REQs awaiting approval; in this case, the Community Services
Aide Il job ad and REQ will be reviewed/approved.

Dashboard

Tasks View All (5)

To-Do (2) Overdue (3)

View my tasks related to: ~ All Myself Others

[ RECRUITING » APPROVAL

MM Offer: Jax Nova Due Monday
Requisition: Community Services Aide I (2024-00105)

Department: Department of Health and Human Services

d MM Requisition: Community Services Aide Il (2024-00113) Due Wednesday
Department: Department of Health and Human Services
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In the My Candidates chart column, Requisition Title, click the link of the requisition title that applies to

your interview panel.

My Candidates
Requisition Title

2024-00105 Community Services Aide

S cepene _ ot Seseaon

I Department of Health and Human Services HHS 60 Office of Eligibility and Support Ser... 06/26/2024

The Requisition Detail screen appears. Click Interview (or First Round Interview) in the circle to display
the interviewed candidates.

Requisition Detail

Community Services Aide Il (2024-00105)

Requisition Information

Approvals Hire Workflow Candidates. History
Candidates B mhereisnore
\ Referred : 2
TOTAL
First Round Interview {3
l @ Referred v Z Actions

[~ (][]

Elig Current Email
Job Title Job # Action Date Elig Exp Date
Comments | Employee Notify

Community Services Aide I

] Community Services Aide I

202400105 Flintsto 3013333333 06/28/2024

202400105 Lyre, Anya 3013333333 Yes

06/28/2024

The chart of interviewed candidates appears. Use the slider bar as shown below to get an overview of

who passed or failed.

Candidates

Slider bar

@ Referred

-

Referred : 2

TOTAL
First Round Interview : 3

Ratings

Elig Current Email
ActionDates | Elig ExpDate s
Comments | Employee Notify

esAidell  2024-00152 View 3015555555 0712712024 Unschedule

esAidell  2024-00152  Remington, Rk View 3015555555 Yes 0712712024 Unschedule

esAidell 202400152 Wise, Penny View 3015555555 Yes 0712712024 Unschedule

4 M
..... 1 10 v| ems per page

Showing 13 of 3 items
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e To see each candidate’s Pass/Fail rating and any comments from the Interview Panel Lead, click the
name of the interviewed candidate. Pass means the panel recommends moving the candidate forward
to the next stage in which you either set up a second-round interview or select a candidate for the
Recruiter to make a conditional e-Offer. Fail means they do not recommend moving the candidate
forward to the next stage.

Elig Current Email
Job Title Action Date 5 Elig Exp Date & Status
Comments Employee Notify

Community Services Aide Il 2024 View 3013333333 06/28/2024 Flr 5t Round|
O Community Services Aide Il 2024-00105 Remington, Remi View 3013333333 Yes 06/28/2024
0 Community Services Aide || 202400105 Wise, Penny View 3013333333 Yes 06/28/2024

13

o Aslide-in window appears and the candidate’s name and ID number appear on the Application tab.

Nova, Jax
Person ID: 56444219 BElE Rt REa =

Application Questions Notices History Notes

0 & i
eneral Information
[}

Contact Information

0
[}
123 Fake Street & Jjaxnova@fakefake.com
[ 7th Floo
Rockville, MD 20850
=] us

e From the Actions drop-down menu (at the top right), select Rate to view the consensus rating.

’ Cancel

Nova, Jax [ > Next { & Actions v ”I = Print
=

Person ID: 56444219 EEISELAGEIRIERTTE
Reject

Application Questions Notices History Notes Move to Referred

Move to Second Round Interview

O General Information
> - Move te Offered

Contact Information Move to Hire

o
I
123 Fake Street & jax.nova@fakefake.com Send Notices
= 7th Floo
Rockville, MD 20850 Schedule Interview
us
: — "
0]

Personal Information
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e The candidate’s rating and any comments from the Interview Panel Lead appear. After you are done
viewing the consensus rating for the candidate, click the Cancel button (top right) and you will be back
on the Candidates screen. Follow this process to view all ratings.

Rating
Nova, Jax (Person |D:56444322) /
Step 2: First Round Interview
* required fields are marked with asterisk
/ comment

n
Great interview.

[,

Important: At this point in the process, you can do one of the following:

o Set up second-round interview dates/times by following the optional steps near the end of the
Set Up Interview Slots section of this guide.

o Move candidates to the second-round interview stage (if you already set up the second-round
interview dates/times) by following the steps in the Select Candidates to Interview section of
this guide.

o Select a candidate and request that a conditional e-Offer be made by the Recruiter by following
the steps in the Request Conditional e-Offer section of this guide.

Request Conditional e-Offer

Return to the selected candidate’s application by clicking the link in their name in the Candidates chart
as shown below. In this example, you have selected Jax Nova for the position.

Candidates

- Referred : 2

| TOTAL
First Round Interview : 3 =

I @ Referred

Elig Current
Job Title Job # e
Comments Employee
\.’E. ax

mmmmmm y Services Aide I 2024-

I Z Actions

View 3015556555

O Communi ity Services Aide Il 2024-00152 Remington, Remi View 3015555555

Communi ity Services Aide Il 2024-00152 Wise, Penny View 3015555555
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o From the Actions drop-down menu, select Move to Offered.

[ - Next ” 2 Actions v ”I & Print Cancel

Nova, Jax

Person ID: 56444219 RS GEMLERLERE
Reject
Application Questions Notices History Notes Move to Referred
Move to Second Round Interview

O General Information
> ™ d Move to Offered

o Contact Information Move 1o Hire
A
123 Fake Street & jax.nova@fakefake.com Send Notices
=] 7th Floo
Rockville, MD 20850 Schedule Interview
us
& Rate
0]

o The Offer Approval Form will appear with the Offer Information tab highlighted. There are only two
fields to complete; do not complete any others (such as Offer Amount):

o Position: Click in the field and select the position that appears.
o Offer Date: Click the calendar and select the date you want the Recruiter to extend a
conditional offer to the selected candidate.

Click the Save & Continue to Next Step button (top right of screen).

Save & Continue to Next Step

Offer Approval Form Cancel

Nova, Jax K. (Person ID : 56444219)

1. OFFER INFORMATION - 2. APPROVALS 3. ATTACHMENTS - /
Offer Details 1 - 2_ 3'
* Fields are required.

No position attached l I 08/20/2024 | EH l
Offer Amount Frequency
I E3 l I - Make a selection - v
Bonus Amount Expected Start Date

| B | | MMDDA VY

¢ You are now in the Approvals tab of the Offer Approval Form where you will set up your Offer
Approvals Workflow.
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o For the HRL Review: Click the Approvals pencil for HRL Review and the pre-populated Approval
Workflow will open.

o Approval Group: Do not change this field.
o Due Date: Leave empty.

o Approvers: Select your HR Liaison. 1) Click the magnifying glass to the far right inside that field
and, on the Select Approvers screen, search for/add your HR Liaison. Then, click the Done
button (top right of the Select Approvers screen). 2) Back on the Approval Workflow screen,
click the Update Approval Step button as shown below. (If your department requires additional
approvers, keep adding approvers as needed.)

Nova, Jax K. (Person ID : 56444219)

1. OFFER INFORMATION - 2. APPROVALS 3. ATTACHMENTS

Approval Workflow

* Fields are required.

o ] HRL Review Aperovers _ Stetus Due Date Commen! ts ii]
- +1 (5 Pending..
* Approval Group Due Date
v ] [meore El

2. * Agprovers Seach for and
C T e (o] @@= 1. add your HRL's

g
\ name, then

click Done

o . OHR Recruiters Approvers ~ Status Due Date Commen| ts Z
- Brian Hawley, + 3 (© Pending._..
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For OHR Recruiters Review: Click the Approvals pencil for OHR Recruiters Review and the pre-
populated Approval Workflow will open.

o Approval Group: Do not change this field.
o Due Date: Leave empty.

o Approvers: To select your Recruiter, follow these steps. 1) Delete the name of the default person
listed (OHR Recruitment & Selection Manager). 2) Click the magnifying glass to the far right inside
the field and, on the Select Approvers screen, search for/add your Recruiter's name. Then, click
the Done button (top right of the Select Approvers screen). The name will appear in the Approvers
field. 3) Back on the Approval Workflow screen, click the Update Approval Step button.

Nova, Jax K. (Person ID : 56444219)

1. OFFER INFORMATION +/ 2. APPROVALS 3. ATTACHMENTS

Approval Workflow
* Fields are required.

@ The approval workflow below has been automatically applied to this offer based on the Department/Division
You have the option to override the workflow for this offer

Approvers Status
o H HRL Review PP Due Date Comments Z 1M
HRL Test (5 Pending...
Approvers Status
o i OHR Recruiters PP . Due Date Comments Z 1
Carey Couto, +9 (B Pending...
* Approval Group Due Date

3. MM/DD/YYYY
ﬂ - H for and add
 Approvers / your Recruiter's name
@ and click Done.

. 1. Delete name

Important: You will need to do the same steps for the fourth approval step, OHR Recruiters.

Once all approvers have been added and selected, click the Save & Continue to Next Step button (top
right of Offer Approval Form screen).

Offer Approval Form Cancel | Save& Close

Nova, Jax K. (Person ID : 56444219)

 —)

Save & Continue to Next Step

1. OFFER INFORMATION 2. APPROVALS 3. ATTACHMENTS

Approval Workflow

* Fields are required.
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e The Attachments tab of the Offer Approval Form opens. Upload the candidate’s interview packet using
the instructions shown on the screen. The packet should contain items such as all interview notes from
panelists, individual rating forms, and a consensus rating form.

e Click the Save & Submit button (top right of screen), which will send a request that a conditional offer
be made to your selected candidate, and the next person in the workflow (your department’s HR
Liaison) will receive your request and follow the appropriate workflow steps.

Important: If anything is missing from your submission, or if the next person (i.e., your HR Liaison) in
the workflow has questions, the request may be returned to you to enter additional information. The
system will alert you in this case; be sure to promptly address the notification.

Offer Approval Form Cancel

Nova, Jax (Person ID : 56444322)

1. OFFER INFORMATION " 2. APPROVALS m /
Add Attachments 1

Drag and drop file here, or click here to upload

Suppored file types are dos

The maximum allowed file size is 10MB.

e At this point, you should be back on the Candidates screen (chart) page. If you land on a particular
candidate’s profile page instead, simply click outside of the slide-in window to get back to the
Candidates screen.

e On the Candidates screen, click on the Offered link in the circle graphic.

Offered : 1 %

/7

Jiew:1———
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o Use the slider bar to slide right and you will see that the e-Offer is in progress and has been sent to
your HR Liaison.

Scroll bar [moe v [ ][ Q]

Elig xp Date 5 Status

Approval In-Progress e-Offer

Showing 1-1 of 1items

Note: Once the position is filled, your Recruiter will handle sending rejection notices to any runner-up
candidates. You should not take any action as the Hiring Manager.

e To sign out of the system, follow the steps in the Sign Out of the System section of this guide.
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Sign Out of the System

e Tolog out of the system, hover over your name (top right of screen).
o Select Sign Out from the drop-down menu.

=

My Profile

Print Applications
Help

Cancel Req I Sign out

Resources

System Issues

¢ If you need help accessing the system or experience a technical issue, submit a helpdesk ticket to
HelpIT@montgomerycountymd.gov.

Recruiting Process Questions
e Contact your department’s HR Liaison.

This document provides general information about Montgomery County Government’s recruiting process. If there is an
inconsistency between the content of this document and any other documents, the applicable document will prevail (e.g., the law,
regulation, procedure, or collective bargaining agreement). Please consult appropriate references, such as the Montgomery
County Personnel Regulations and collective bargaining agreements for additional information.
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