Viewing Anonymous List E

Introduction

This job aid explains how to create a requisition to view how many candidates are on the layoff or
certification eligible list. You may use the same requisition to check both lists.

Navigation Path: Open New Requisition — Create New

NOTES:
- You MUST create a requisition and Save Only to save as a Draft. If you Save and
Release you must immediately Cancel the requisition.
- Even if there are zero names on the list, you must still submit a layoff requisition in order to
receive internal or provisional authorization to hire.

Step Action Comments
1. Log into the Online Hiring
Center (OHC)
2. Click “Open New Requisition”
Cpen MReuuisiticn | Show &ll Regs. in My Dept. | Show Approval Detail View Departrment Users | Show Filled Regs. | Show Cancelled Regs.
AIBICIDIEIEISIHIIIIIEILIMINICIEIQIRISITIVIYIW|X|Y|Z
Search for req. #, req. title or position | Got |
3. Search for the “Class Spec”. You can search by entering the Class Title
or Class Code or search alphabetically by
class title.
alﬁlglglglf|§|u|1|;lﬁllelﬂlglﬁlgla|g|1|g|g|;:|7|z//
Search for class title or class code: 16511
4. Click “Create New”.
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Search for class title or class code: [16511 |

1 record found.

Page 1 of L
Class Code Class Title Positions Requisitior
16511 Account Clerk 1 Eositions Create New
Step Action Comments
5. Enter “Requisition #’ The Requisition # should contain your
department, class code, date and D to
signify draft.
(e.g. AGE-16511APR1811-D)
6. Select your “Certification”
Department
7. Select yourself as the “Hiring
Manager”
8. Select “Job Term” You MUST select one of the following:
e Full Time
e Part Time
e Temporary
e Intermittent
9. Select the “County of Position”
from the drop-down menu
10. Select “No” for “Follow up
Requested”
11. Mark the “No Approvals”
12. Click “Save Only”
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* Required

Desired Start Date: I:l
Requisition #: |AGE-16511APR

Working Title:|

Vacancies: |:|

= Department: Aging - Certification

Division:
= Hiring Managers: Available: Assigned:
AgencylUser2, Agency AgencylUserl, Agency
E
LS
Job Term:|FuII Time n
List Type: | === Select === v|

Position Type: O Existing Position (Replacement of Staff)
O New Position
Position Control: position = First Name Last Name Vacancy Date

[ Add Another Vacancy

Skills:

Comments:

Authorization Comments:

© County of Position : [wood County ~|
* Follow up Requested : [Jves
Mo

Mo Approvals :

[ Saue%nly ” Save and Release l

Step Action Comments

13. Click the “Eligible Lists” link on
the right-hand side of the page

Open New Requisition | Show All Regs. in My Dept. | Show Approval Detail | View Department Users | Show Filled Regs. | Show Cancelled Regs. | Eligiblésts

Search for req. #, req. title or position #: ‘ ‘
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Step Action Comments

14. Click on the “List Title” of the = Certification Eligible — Normal “List Type”
list you want to check = Layoff — At Risk “List Type”

Active
Candidates
Marmal Active 12
Account Clerl 1 At Risk Active

List Type Status

Account Clerk 1

15. Select the requisition you just
created from the “Requisition
Filter” drop-down

Eack to Eligible Lists

Requisition Filter: [AGE-16511APR1811-D - Account Clerk 1 [+

16. After selecting the requisition, it
will automatically filter the list

Frimary Sort: | Total Rank || Ascending W
Back to Eligible Lists Secondary Sort: | Days Svc || Ascending ™
Sort

Requisition Filter: [AGE-16511APR1811-D - Account Clerk 1 [+

2 records found.
Page 1 of 1

2 candidates on list.

Exam

- - o = - Date .
Retention_Points Seniority_Points Status Eligible Expires
FULL 55.84 Active 01/21/11
FULL 52.45 Active 01/21/11
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Step Action Comments
17. In this example, there were 2
candidates out of 12 who met
your criteria.
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