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Online Hiring Center (OHC) Originator Role – User Guide
OHC users with the Originator role are able to create requisitions and view only those requisitions that they created. 
Follow the steps in this guide according to your agency’s procedures.
How to Log On
[bookmark: _GoBack]Prior to logging on for the first time, you should have received two emails from the system. One with your user name validating that your account has been created and one with a link to establish your password. You will need to follow the instructions within the password email to activate your account prior to following the steps below. 
1. Go to http://www.neogov.com/?siteCode=IN.
2. Enter in your user name and password that you established.
3. Click on Sign In.
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How to Create a New Requisition

1. Click on the Open New Requisition link.
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2. Search for the job class specification that applies to the requisition you need to create.
Note: Since the recruitment process within the online recruiting system (OLRS) is based on job classes, there are generic job classes in the system for WMS and exempt positions.
3. Click on Create New in the Requisition column for the job class specification.
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a. Desired Start Date field should be defined by your agency processes as either the date the recruitment should begin or the date the position is anticipated to be filled.
b. The Requisition number is automatically assigned when you click Save and Release at the end of step 8 and it will begin with the current year (e.g., 2011, 2012).
c. Working Title should be the position’s title.
d. Vacancies field is optional.
e. Select your Department (agency).
f. Once the Department field is populated, if your agency has divisions associated to it within the OLRS, then options should appear in the Division dropdown.
g. When selecting a Hiring Manager you may select yourself and your the HR staff member/recruiter who will working on the recruitment in Insight.
i. Hiring Manager role access is by Division. If an Hiring Manager (user with the Hiring Manager role) is not appearing that you need to select, they may not have access to that Division. Contact your agency Liaison to have that Hiring Manager’s access updated.
ii. You may select more than one Hiring Manager.
h. Select the appropriate Job Term and List Type.
i. Select the Position Type, if desired.
j. In the Position Control field, use the Add Another Vacancy button to add position fields to complete. There is not a limit to the number of position fields that you can add. When adding vacancies, all four fields are required.
k. The Skills field is limited to 55 characters. It should only contain minimum requirements related to the position. This field is for internal use only, it is not seen by job seekers.
l. Date Human Resources received request to start hiring process is the start date used for the Time to Hire report. This field can be edited.

Note: The purpose of the requisition is for the manager to inform human resources through the system that the recruitment is approved for processing.

4. Click on the No Approvals box if not using an approval process within OHC.
a. If using the approval process for requisitions, the approver(s) must first be granted a role associated to an approval group in OHC by your agency Liaison.

5. Click on Save and Release at the bottom of the page to release the approved requisition to Insight.
[image: ]


6. You will be taken to an overview of the requisition. On this page, you may add any attachments (e.g., position description, org chart).
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View Requisitions You Created

When you log into the OHC, you will see the requisitions that you have created on your My Requisitions screen and their current status until the requisition has been cancelled or filled. 

You may view cancelled requisitions by clicking on the Show Cancelled Reqs. link or filled requisitions by clicking on the Show Filled Reqs. link.


Other Screen Options

To view the OHC users at your agency and their role, click on View Department Users that appears on your My Requisitions screen.
 
Your agency Liaision is able to add new users, inactivate users, and update users access to OHC.

To update your first or last name, email, or phone number – click on Preferences which appears in the box when you hover your cursor over your name in the upper right corner of the page.
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In the same box you are able to access online Help & Training.

To sign out of OHC, hover the cursor over your name and then click on Sign Out in the box.
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