Creating a new requisition

For user account set-up, contact:
Patty Hans com (patricia.hans comials tate.mn.us, 6§51.431.3027) or

Linda Ask (linda.as kin'state.mn.us, 651.431.3031)

Log in to the Online Hiring Center (https.//secure.neogov.comiinsight/login.cfm) using
your assigned User Name and Password.
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Login

Click on “Create New Requisition”
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Find the Job class name in the list, and clink on Create New
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Fill in relevant fields as indicated.
+ lUse only the necessary individuals from your agency as Hiring managers.
+ Highlight those needed and click on the == button to move them into the right-
hand box.
+ Do not choose people from your agency not involved in filling this position, and
do not choose any Merit System Staff listed.
+ Please NOTE: Date fields MUST be in the Format MM/DD/YYYY.
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The Approval Process is what prompts Merit Staff with e-mails to take action on your
request throughout the hiring process. Be sure to choose as below:

+ No approvalsis OFF

+ Approval 1 —Ment Approval /then highlight Staff, Merit System

o Click on FINAL Approval
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The Final Step isto Save and Release the request.
What happensthen:
« You (Hinng Manager) will get an e-mail indicating that the list has been
requested.

« Merit System wall get an e-mail indicating that the request needs to be reviewed.
When Merit Staff Reviews it, we will contact you with any questions we may
have, then “"Approve it"

+ |f you have asked for the list as it stands, you will be notified as soon as the
referral has been made.

+ If you have asked that we process new applicants before sending the list, you will
get the “Applicants have been Referred” e-mail when the list has been
established. After testing has been scored, or after E&T assessments have been
made.

+ Please note that the system will generate a number of e-mails throughout the
referral process. In addition, we may need to make copies of your original
request in order to refer additional lists (statewide, regional, county, promotional,
transfer, etc.) which will also generate more e-mails. The e-mail messages to
watch for are the ones that say “Candidates have been added to your referral.”

+ Thereis a Help and Support link towards the top right corner of your web page.
Flease note the tutorials that are available. If you have specific questions about
managing your referred lists, do not hesitate to contact us!




