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Very important when pasting from a Word document to use “Paste from Word” icon.

4



Those of you who post positions should be familiar with this page.

We have not yet turned on this feature, because we wanted to get your feedback.
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A new page will open once you click the icon.  By May, “Help” icons will be available on 
the Exam Plan Detail, Master Profile, Job Posting, Requisition and Authorize Requisition 
pages.
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You will see a question mark in the upper right-hand corner, next to the name of the 
page, if there is “Help” information for that page.
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Granting access to OHC users is done in the applicant’s master profile.

9



10



“Viewable in OHC” is checked by default, but HR Users can uncheck the box on an 
attachment by attachment basis. 

NOTE: The “Confidential” box will only be an option if you have “View Confidential 
Information” access.
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This enhancement saves you a few steps.  Instead of having to go directly to the notice 
template and edit, you can edit it while you are in the process of sending it.  One 
reason to use this feature may be if you are sending a notice about testing, but the 
location has changed.
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Make any necessary edits to the notice and click the generate notices button at the 
bottom.  You can view the notice by viewing the applicants by step and clicking “View” 
in the notices column.
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Before you had to click “Edit” in order to view the template.
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Beneficial if only printing a small number of filtered applications.
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Now all attached documents can be printed along with applications. This saves you 
from having to print each attachment separately.

You must manually count the 25 applicants.
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Filter is shared with all other users in the State of Ohio.  Filters you want to share within 
your department, should be named so that users can easily locate the filter.  
Departments may want to come up with a naming convention to make the filters easier 
to find.  (e.g. Highway Technician Filter or DODD – Nursing Filter)
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Before advanced filter beta, DODD had to create 2 separate filters in order to see if 
there are any DODD 1199 employees or statewide 1199 employees.
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Previously, eligible list filters could not be saved.
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Two candidates meets the filter criteria.

33



34



35



• Security is more granular 

•limited and more defined access can 
be given to users based upon their 
specific responsibilities in the hiring 
and selection processes

•Let’s take a look at the new Insight 
Security Form
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When you’re completing the form make sure you’re filling out the Insight form.  
(There’s a separate form for the OHC – OHC security is managed by department)  

We added  “Update Exsiting User” check box.  When updating check ALL access 
required – not just what’s being updated.
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First section of form deals with  DAS HRD Central Roles  
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•In the previous form you had the option of adding, 
deleting and updating. 

•Now you can only update requisitions in Insight.

• Ability to add or delete requisitions is can now  
only be done in the OHC
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•In the Viewing information section, viewing the test 
scheduling and pending eligible lists are new options. 

This setting restricts a user’s access to only establishing 
test dates and scheduling applicants for tests. 

DO NOT CHECK THE TEST SCHEDULING if you want to still 
post jobs or other things like move applicants between 
steps.
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•The last new area of viewing information section is 
the addition of the edit ad hoc reports (beta).  

•By checking this box you will be able to create new 
or customize neogov reports. 

•Even if you don’t check this box you’ll be able to 
run already created reports but only have (read only 
access)
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The next section of the form list roles that control 
access to evaluation steps

New Role – gives ability to edit and change applicant 
disposition  - in the app received step
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•We don’t recommend giving access to anyone to edit the step – there’s no value to it

• Explain screenshots
• Leave at Do not show this step  - no value in Showing Pass/Fail info in App received 
Step – confusing to applicant.
• We suggest not even bothering with this role
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Other Evaluation Steps and Roles 
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The Evaluation Step section defines whether a user assigned to this role would have the 
ability to add, delete, edit, change applicant disposition or edit applicant score the 
various evaluation step types (written, supplemental questionnaire, performance, oral, 
and training & experience)
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You’ll have the ability to control and distribute many duties your agency users perform 
on the exam plan. E.g. Email notify, etc.

You can manage the flow of applicants in each step of the exam plan and share and 
distribute as many actions to agency users.
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Users will have the ability to schedule candidates for any type of exam within the exam 
plan evaluation step.
They’ll be able to unarchive applicants, and upload raw scores and test answers.
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This security option allows you to use the Test menu option to allow users to add, 
delete or edit exam dates for oral and performance exams.
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Written exams have the same roles to add, delete and edit exam dates just like oral and 
performance exams but add roles to additional roles to add, delete, and edit written 
exam information and test key.
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Departments has now the ability to limit the times users have access to Neogov Insight.

Reiterate:

Forms will be available on-line next week 

We encourage departments to submit new forms for all users  (by mid 
May)
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