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Introduction 

 
Navigation Path:  My List - View 

 
 

 

 
 

 
 

 
 

 
 

Step Action Comments 

1.   Log into the Online Hiring 
Center (OHC) 

 

2.  Click on “My List” in the upper 
right-hand corner 

 

3.   Click on “View” in the row of the 
applicable requisition in the 
“Candidates” column 

 



 

 

 

 

Rev. 4/18/11                    OHMS   Page 2 of 4 

“Hiring” or “Rejecting” Layoff Candidate(s) 

 

 
If Selecting Candidate as “Hired” 

 
 

 
 

 
 
 
 
 
 
 
 
 

Step Action Comments 

4.   Mark the checkbox next to the 
candidate’s name 

 

5.  Choose “Hire” from the drop-
down menu 

 

6.  Click “Go”  

7.   Edit or add any applicable 
information 

 

8.  Click the “No Approvals” 
checkbox 

 

9.  Click “Save and Release”  
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If Selecting Candidate as “Rejected” 

 
 

 
 
 
 
 
 
 

Step Action Comments 

10.   Mark the checkbox next to the 
candidate’s name 

 

11.  Choose “Reject” from the drop-
down menu 

 

12.  Click “Go”  
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Step Action Comments 

13.   Select the “Reason” from the 
drop-down menu taking into 
consideration the number of 
vacancies 

For layoffs, you will select one of the 
CERT LAYOFF reasons 

 CERT LAYOFF – Declined Job Offer 

 CERT LAYOFF – No Reply 

14.  Enter any applicable 
“Comments” 

 

15.  Click “Save”  


