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Important: This guide contains the initial steps in the recruiting process for Hiring Managers and will be
updated once further NEOGQV tasks (such as reviewing referred candidates, setting up interview slots,
etc.) need to be completed.
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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:

You review and approve the REQ and job ad (sent to you by the HR Liaison).

OHR Compensation adds the job’s estimated salary range.

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 Lead Panelist to enter ratings
in the system.

The Lead Interview Panelist enters the ratings in the system.

e You review the panelists’ 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

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

¢ Ifyou 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?

¢ The following screen will appear; enter your AccessMCG password.

Montgomery County
Government

Welcome to Montgomery County, MD

Forgot Password or Unlock Account

¢ Once logged in, you will see the NEOGOV Dashboard.
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A Dashboard Dashboard

Tasks View All (1) Quick Actions £

ToDo(  Overdus (0) & View My Requisitions

Viewmy tasks relsted to: | All v Myself  Others

B My Requisitions
(2024 00088)

[ Open Job Postings View All

My Candidates
No records avaiable.

2. Recent Hires View All



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

‘ Find a Depanment/Division '

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.

#  View My Requisitions >

Required Fields: These are marked with red asterisks*.

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

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

Select a Position Info ‘ Cancel ‘

Thie —

-

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 sent them to
you for approval. The next step is for you, the Hiring Manager, to approve the REQ and job ad.

¢ 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]

**% NOTE: This email was sent from NEQGOV ***
tttttttttttttttttttttttttt
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.

ssssssssssssssssssssssssssssssssss

Hi

Requisition# 2024 - 0CZZ1 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)
E - r@montgomerycountymd.gov

¢ You will see the NEOGOV Dashboard, which includes a status bar for any REQs that apply to you:
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Tasks View All (1) Quick Actions £
[2 Recruiting
folef: el £ 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
I Open Job Postings View All

My Candidates
No records available

~ RecentHires 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 Document
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 titled Message From NEOGOV Insight: Requisition
Approval Status Update. This confirms that your approval has been sent to the next approver, which is
OHR’s Compensation team (to add the estimated salary range). Once the range is added, then the
system sends the REQ and job ad to your Recruiter to complete a final review and post the job ad.

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

’mmam (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.

B Requisition Approval ot
Community Services Aide 11 (2024-00113)

* Fields are required

* Send Back to Step Commen t (Optional)

‘ - Select a step ~ ‘

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
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screen).

E] Requisition Approval conce
Community Services Aide Il (2024-00113)

EEaECE - PR T

Comment t (Optional)

Add a comment

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

Sign Out of the System

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

— I

My Profile

Print Applications
Help

Cancel Req I Sign out

Resources

System Issues
o Ifyou need help accessing the system or experience a technical issue, submit a helpdesk ticket to
HelpIT@montgomerycountymd.gov.

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

Revised July 16, 2024

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 inform


mailto:HelpIT@montgomerycountymd.gov
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