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Introduction 
 

This job aid explains how to view a layoff list. 
 

 
 

 
 

 
 

 
 

 
 
 
 
 
 

Step Action Comments 

1.  Log into the Online Hiring Center 
(OHC)  

 

2.  Click “My List” at the top right-
hand corner 

 

3.  Enter the req. # or title   

4.  Click “Go”  

5.  Click on “View” in the row of the 
applicable requisition in the 
“Candidates” column 
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Step Action Comments 

6.  Review the information of the 
candidate(s)  

See “Creating a Notification Letter” for 
information on creating the letter to send to 
the candidate by certified mail.  


