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This is a screen shot of the home page that shows the links and options available to your agency. The notes explain the
functions of the highlighted buttons or links.
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Search

Admin Home Jobs Preferences Site Admin Welcome, Ben Ellis

NOTICE: If you are having trouble printin icati i here

This link takes you to a search page
where you can search for applicants.

Administration Tool f This link takes you to a

list of printing options.

This link takes you to

elcome, Ben Ellis [edif]

This link takes you to
the list of closed jobs.

This link takes you to
the job posting page
where you can post
a new job.

This link takes you to the
list of active jobs where
you can choose the job
posting you would like to
edit.

the active jobs page.

View Active Job Listings

View Closed Job Listings

Add New Job Listing
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Instructions

This link takes you to
instructions on how to use the
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Search

Print Applications
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Active Jobs Page

This is a screen shot of the Active Jobs page that shows the list of jobs that are currently advertised for your agency. The

notes explain the functions of the highlighted buttons or links.

ARKANSAS
State Job’s

The official employment website of the State of Arkansas

Clicking any of these highlighted headers will sort the information from A-Z or
Options: Active Jobs - 1-10. Clicking the header a second time will sort from Z-A or 10-1.

Clicking the “Eye” allows you to view the job posting just

INSURANCE LIFE & HEALTH COMP ‘ as the applicant would see it advertised on the website.

X083C (:)FFlCER TTTTTTTU om

Clicking the “Trash Can” will delete the job posting.

om

C084C MAIL SERVICES SPECIALIST

Clicking the “Pages” will duplicate the job posting.

pm pm
12/07/2011 2:18 12/14/2011 11:88
G120C RISK COMSULTANT 11111120 [
am om
~ e, 11/29:2011 116 12/14/2011 11:58
D022C SYSTEMS SPECIALIST 1111113 10

om pm

Class . - - -
Cod Job Title Position Posted Expires Apps Options
ode
12/08/2011 9:50 12/08/2011 11:88
G101C DHS AREA MANAGER 11111121 @ "é]'
Clicking on this number (which reflects the total number of
- 3 applicants) will take you to the list of applicants for the position. o
A076C FINANCE PROGRAMANS—T——— v 0 R | 1B
am
~ R = 11/29/2011 1:18 12/20/2011 17> .
R025C HUMAN RESOURCES ANALYST 11111114 1 @Gk
om om
Clicking on the job title will take you to the job posting
page where you can view, edit, or make changes to the 11/20/2011 5:02 12/22/2011 11:59 - i T
job posting. 1111119 - - 5 [€5)) 'Qf
11/28/2011 1:25 12/14/2011 11:58
X180C [INSURANCE LICENSING TECHNICIAN 11111117 . D "é]'

Admin Home Jobs Preferences Search Site Admin Welcome, Ben Ellis
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Applicant Page
This is a screen shot of the applicant page that shows the list of all those who have applied for the advertised position.
The notes explain the functions of the highlighted buttons or links.
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| . The official employment website of the State of Arkansas

Admin Home Jobs Preferences Search Site Admin Welcome, Ben Ellis

Options: Active Jobs - This link takes you to the Applicant Selection Record. The
record is automatically populated with those applicants that
meet the minimum qualifications for the position.

to Active Jobs

Applicants for RISK CONSULTANT (Pos # 11111120 )

To Send elMail: Select eMail Template and check box next to k eMail button to preview.

To View Applications: Check box next to name; Click View but e application in new window

To Print Applications: Check box next to name; Click View butto ee applications: Click Print

1 ilT late:
Salery oMl Toumiale Applicant Selection Record

IAppIicants interviewed and not selected }

This is a drop-down box of previously established email
ShO\’fl 10 j' entries responses that you may use to contact applicants.
Click Name to View =
MQ Email Sent| Last Viewed eMail
Application Interviewed Hired

< Daisy Beadle Yes 12/08/2011 12/18/2011 2-08-2011
Screener: 8:27 am 2:44 am
ben.elii

o Leroy Brown Yes 12/08/2011 12/18/2011 2-08-2011 Yes
Screener: 8:28 am 844 am
StickDeg3

Johnny Cash Yes 12/08/2011 12/18/2011 . s .\

&) | dchnny Cash = ani i 2 Clicking the arrows along this
Screener: . | 8:29 am 8:44:am row will sort the columns.
StickDog3

©) JohnDoe Yes 12/08/2011 12/08/2011 r
Screener: 8:28 am 9.24 am
StickDog3

©) Lady Gaga 1 1211972011 C

Clicking on the applicant’s The information in this field informs you whether or not the
name will allow you to view applicant met the MQ’s and who screened the application.

the application.




Click Name to View .
MG Email Sent | Last Viewed eMail . .
Application Interviewsd Hired
Daizv Beadle ez 12082011 121872011 r 12-08-2011
The green highlighted button informs you that an
applicant has previously applied with your agency.
€ "Leroy Brown ez 120872011 121872011 |l 12-08-2011 ez
Screener: 8:28 am g44 am
StickDog3
©) | Johnny Cash > —" Clicking the highlighted button will allow you
SCTEETIET to view the applicant’s history with your
StickDog? agency. Clicking the red highlighted button
will then close the applicant’s history.
Job Title Met MO Date Applied Withdrawn Date
ADMINISTRATIVE SPECIALIST | Y 2011-11-25 14:43:53
Screener: StickDog3
CERTIFIED FINANCLAL EXAMINER b 2011-11-25% 14:43:53
Screener: StickDog3
HUMAN RESOURCES ANALYST 2011-11-2% 14:43:53
INSURANCE INVESTIGATOR b 2011-11-30 09:35:10
Screener: StickDog3
INSURANCE LICEMSING TECHMICLAN M 2011-11-2% 14:43:53
Screener: StickDog3
MAIL SERVICES SPECIALIST 2011-11-2% 14:43:53
MANAGING ATTORMEY 2011-11-2% 14:43:53
SYSTEMS SPECIALIST 2011-11-29 14:43:53
€ Jchn Doe ez 12/08/2011 12/08/2011 |l
Screener: 526 am 524 am
StickDog3
€ Lady Gaga 1 12/08/2011 12M82011 -
Screener: 8:28 am 2iad am
StickDog3
&)  Wilie Nelzon 2 12/08/2011 12M9:2011 -
Screener: 2:30 am 2:44 am
StickDog3




=i ay e Tt e T

StickDog3

1 12/08/2011 121902011 r You may select one, several, or

Screensr 228 am 8:44 am all of the applicants that you

StickDog? wish to email by clicking in
these boxes. The email

z 124082011 121902011 r template that you have

Screener:  2:30 am 3:44 am selected from the drop-down

StickDog3 box shown above will be the
default email template used.

1 120082011 12192011 ™

Screener: 2:28 am 2:44 am

StickDog3

mail section is to be used to notify the hiring official that a list of
applicants is ready for review. This provides the hiring official a daily email

Showing 1 to 7 of 7 entries

of links to view the applications of those applicants who have met the
minimum qualifications of the position(s). This email might have multiple
jobs listed. Emails will stop after 30 business days. If a hiring decision is
made prior to the 30 day limit, you must REVOKE the hiring official’s access
to the filled position to discontinue receipt of this position on the daily

emails.

Hiring Official Access

Motify Hiring Official by email - all fields are required

y A

From Email Address: |

/\Mumay revoke or reissue the hiring official

Hiring Officials Name:

privileges by selecting one of these buttons. If

Hiring Officials Email Address:

Current Hiring Officials

Screener Name Email

StickDog3  ben ben ellisi@dfa arkansas. gov

you are notified by a hiring official that a
selection has been made prior to 30 business
days, you must REVOKE permission to delete
that position from the daily emails.

Date Issued Status Actiol

12-08-2011 Authorized

Revoke | Re-lssue

Attachm

IAttach a file:

ents:

Upload File |

You may attach a file that will become parto\
the position record. Examples might be: job
description, veteran forms, background

checks, or additional hiring paperwork you

wish to become part of the hiring record.

Click the Browse button to locate the file you
want to attach and click Upload File to attach

inle. /




Preferences Section

The Preferences section consists of four tabs:

e E-mail Response Templates
e Job Defaults

e Specific Applicant Questions
e Change account information

Nkn%,gw Live Help | Agencies | Online Services | State Directory

ARKANSAS
State Jobs

The official employment website of the State of Arkansas

Admin Home Jobs Preferences Search Site Admin Welcome, Ben Ellis

Options: E-mail Response Templates - Job Defaults - Specific Applicant Questions = Change Account Information

Instructions on how to use these tabs will be provided on the following pages.



E-mail Response Templates
The E-mail Response Templates section is where you can create email templates that are frequently used in
communicating with applicants.

‘ State Jobs
o ' The official employment website of the State of Arkansas
e '

Admin Home Jobs Preferences Search Site Admin Welcome, Ben Ellis

Qprions: E-mall Response Templates — Job Defaults - Spscfic Applcant Qusestions = Chanag

Boack 1o Applicants

Current E-Mail Templates | To Update: Edit Flelds and Click Save Buttan

Template

Narme: IApplu,aulvs interviewed and not salacted
|Sutject Line)

Body of - T vy v g =1
Message: |[We mnocourage you ©o SONGANRES 50 WAL for advertcimeaments on
the Arkansas Stave Jok wabasice ac sarscace’iocokbs.coom fox
Other pPosSitions with our Department.
searon and thanks again for Yyour invceresc
the Arkansas Insurance Depaztmasnt .,
-
| Save Template | Delate Template |
Template
Name: IAppllcants not interviewed
ISButject Line)
Body of recent interest in working wich the -~
MQOOGQG: Deparctmens .

oo have regeived a number of applic
satrong backgraounds 1in
a dirfrca
wWeaTe not semisctes for an

azea, ms
o1lt task. We regretvt ©

ANnTeITVvIiew,

To add, modify, or delete an E-mail Response Template, select the Preferences tab and then click E-mail Response
Template under options.

1. To add a new template, scroll down the page until you reach a blank template. To edit an existing template, scroll
down to the desired template.

Add Mews E-Mail Template | Enter Information and Click Add Template Button

Template

MName: I

{Subject Line)

Body of
Message:

Add Template




2. Enter or edit the name of the template in the Template Name field.

Template
Name: [Veterans Preference

c

3. Enter or edit the message in the Body of Message field.

Body of |You have indicated that you are & veteran on your ]
application. Please submit a copy of form DD-214 to our
Human Resource Department. You may call us at 555-555-5555

if you have any gquestions or need further assistance.

Message:

4. Click the Save Template button to save changes to your email response template.

Template
Name: |Veterans Preference

{Subject Line)}

Body of |vou nave indicated that you are a veteran on your ]
application. Please submit a copy of form DD-214 to our
Human Resource Department. You may call us at 555-555-5555

if vou have any questions or need further assistance.

Message:

Save Template Delete Template

Your E-mail Response Template has been created and is ready to use when emailing applicants.

Note: To modify an existing template, be sure to click the Save Template button each time you make a change. The
system will not save changes to multiple templates. Be sure to save each template separately. This is especially

important when setting up several email response templates. If you would like to delete a template, select the Delete
Template button under the previously established template you wish to delete.

9




Job Defaults

The Job Defaults section appears on all the job postings for your agency. This is an area on your job advertisement
where you can provide the applicant with additional information about your agency.

ARKANSAS
State Jobs

The official employment website of the State of Arkansas

Admin Home Jobs Preferences Seaich Site Admin Welcome, Ben Ellis

Options: E-mail Response Templates — Job Defaults — Specific Applicant Questions — Change Account Informaticn

Back to Edit Jobs | Add New Contact

Job Defaults

This information will be applied to any new jobs that you create You can change the information for each
job that you post

Agency Specific Information:

The work of the Arxrkansas I
business, family, and hou 1d in the sta
Despite its relatiwvely sma size (arprox3i
emplovees), the Department is one of the

producing/collection agencies Iin sState governm

Tnrance Depa:tz:‘;er_t.

=

Save Changes ]

Select the Job Defaults tab and the screen above will appear. Click in the Agency Specific Information box and type in
the information you wish the applicant to view when looking at a job posting. Be sure to click the Save Changes button
to save any information you have typed in the box.

Also found on the Job Defaults page is the Applicant Selection Record Setup section. This is where you can customize
the fields that appear on your applicant selection record. These fields are used by the hiring official and the responses
will be automatically generated on the applicant selection record.

Applicant Selection Record Setup

The applicant selection record will be generated for use by the Hiring Official when conducting interviews
and sconng applicants. This foarm will be automatically generated based on applicants who meet
minimum requirements for posted positions. Fields for listing standard information such as Sex, Race
and “eteran peints are standard and already included on the Applicant Selection Record. You may enter
additional categeries if needed and they will be automatically added to the applicant selection record

Custom Field #1: IDate Contacted
Custom Field #2: IHZnu:uwIedge
Custom Field #3: JAbility

Custom Field #4: |Skills

Custom Field #5: |I|'|ter'~;iew Score

Save Changes

10



Be sure to click the Save Changes button when creating a new field, making a change, or deleting a field. Just like the
Agency Specific Information, the Applicant Selection Record that you customize will be the permanent record for all jobs
posted.

The last section on this page is the Job Contacts section. This is where you can establish and manage a list of contacts
that you may choose from when posting a new position.

———————————————————————————————————————_——

Job Contacts

This information will be applied to any new jobs that you create. You can change the contact information
for each job that you post

Name Telephone E-Mail Address
|Ben Ellis 555-555-5555 [ben slis@dfa arkansas gov.  Save | Delete |
|Wendy Beadle |555-555-5555 [wendy beadle@dfa.arkansa Save | Delete |
|Dc|n Lukas 555-555-bb55 |dcun.IL|kas@dfa.arkanaas_go' Savel Delete |
|Liz Rainwater |EEE-EEE-EEEE |Iiz.|'ainwate|'@dfa.a|'kansas_g Save | Delete |
II{EI'_-.-’ Terry 555-555-5555 |Kay.terw@dfa.arkanaas.gov Save | Delets |
[Herb Scott 555-555-5555 [herb scot@dfa.arkansas.go:  Save | Delete |
[DFAHR Office [55-555-6555 | Save | Delete |
Add New Contact: I Telephone:
Email: | Add Contact

After entering in the required information (contact name, telephone, and email), be sure to click the Add Contact button
to save your information. If you make a change to a previously established contact, select the Save button to the right
of the contact. If you wish to delete a previously established contact, select the Delete button to the right of the
contact’s name and information.

11



Specific Applicant Questions
The Specific Applicant Questions section is where you can create questions that an applicant will be required to answer
as part of the application process.

There are four different formats which you may use to formulate questions in order to get the best response. These are:
Text: Will allow the applicant to answer the question in their own words
Paragraph: Will allow the applicant answer the question in their own words
Select-one: Will allow the applicant to choose one answer from a list of responses
Select-multiple: Will allow the applicant to choose one or more answers from a list of responses

ARKANSAS
State Job’s

The official employment website of the State of Arkansas

Admin Home Jobs Preferences Search Site Admin Welcome, Ben Ellis

Account Information

Options: E-mail Response Templates - Job Defaults - Specific Applicant Questions - Change

Specific Applicant Questions
Create extra questions to ask applicants.
Form Name: License

Delete: Delete

Form Name: Writing Test

Delete: Delet

(14

Form Name:

Delete:

Form Name:

Delete:

Form Name:

Delete:

Form Name:

Delete:

Form Name:

Delete:

Nursing Supemsory Experience

Delete

Weekend Work
Delete
Computer Skills

Delete

Communication Skills

Delete

Specific Applicant Questions

To enter a new form enter a Form Name and click the
Add Form button

Form Name: |

Add Form I

12



Begin by entering the name of the form/question in the Form Name box. Then click the Add Form button.

Specific Applicant Questions

To enter a new form enter a Form Mame and click the
Add Form button

Form Name: |Degree

Add Form |

After clicking the Add Form button you will see the form name at the bottom of the list. In this case, Form Name:
Degree. Click on Degree to finish entering your question.

Specific Applicant Questions

Create extra questions to ask applicants

Form Name:

Delete:

Form Mame:

Delete:

Form Mame:

Delete:

Form Name:

Delete:

Form Mame:

Delete:

Form Mame:

Delete:

Form Name:

Delete:

Form Name:

Delete:

License

Delete
Writing Test
Delete

Mursing Supenisory Experience

Delete
Weekend Work
Delete

Computer Skills

Delete
Lifting
Delete

Communication Skills

Delete

Deqgres

Delete

Specific Applicant Questions

To enter a new form enter a Form Mame and click the
Add Form button

Form Hame: |

13




After clicking the highlighted Degree button you will be redirected to the following page where you can enter your
question.

Form Mame: Degree
Edit Information in the Following Fields

Text and Paragraph will let the applicant answer the question with their own words. Select-one
and Select-multiple will allow the applicant to choose the answer. Separate Selects with

commas. (Example: Benton, Bryant. Bauxite, Little Rock)

Question: |The accountant peosition reguires that the applicant hawve an AI
accounting or finance degree from an accredited college or
universitcy. Do wou hawe an accounting or finance degree?

=
Type: Text © Paragraph © Select-one & Select-multiple
Select
. |“r’es Mo
Options:

Save I Delete

Form Name: Degree

Enter the question you wish to ask the applicant in the Question box. Next, select the type of response you wish the
applicant to provide. (Text, Paragraph, Select-one, or Select-multiple) If you choose Select-one or Select-multiple, you
must provide the applicant with a list of answers from which they must choose a reply.

At this point you have two options:

1. Save and Close Form - this action will save the form and allow you to choose the form/question from the list that
appears on the job posting page.

2. Save and Add Another Question — this action will save the question and allow you to formulate another question and
response for your applicant. This option is useful if you wish to ask several questions from your applicants or if you have
a form you require to be completed by each applicant prior to the selection process.

Type:Text Paragraph Select-one © Select-multiple

Select Options: |Yes Ml
Save and Close Form |
Save and Add Another Question |

14



Job Posting Instructions

Begin by selecting the “Add New Job listing” button on the Admin. Home page. This will take you to the job posting
page where you will enter the information required to post a new job.

ARKANSAS
State Jobs

The official employment website of the State of Arkansas

v |

Admin Home Jobs Preferences Search Site Admin Welcome, Ben Ellis

NOTICE: If you are having trouble printing applications with page breaks, click here

Administration Tool for Insurance Department

Welcome, Ben Ellis [edit]

Select From the Following Options:

View Active Job Listings Search
View Closed Job Listings Print Applications

Add New Job Listing Manage E-mail Response Templates
Edit Current Job Listing Manage Job Options

Instructions Change Account Information

You will see the following screen after clicking the “Add New Job Listing” button.

Instructions for the first section of the job posting page

ARKANSAS
State Job's

The official employment website of the State of Arkansas

Acdimin Mome Jobs  Proferences Soearch  Site Adimdn Welcome, Bon Ellls

Qptions: Active Jobs = Closad Job Prntig Qutlon walel =~ Ubload

“Back 1o Active Joba | Closed Jobs | Add Job |

Foating Status | tra tallawing intamation (s maulimo Opon Untll Further Notlco: I
Status: Active Clowed ¢ Vinlbsility: Public & Internml €
Typor Full Time © Part Time &
Posting [01/13/2012 Posting [01/27/2002
BogIng: wiwvadlyyyy) Ende: (mnwdaryyyy)
Allow Applicants to Re.apply every [ Ay Lawve binnk It wpolionnts should nol be sbie o e upoly

1. Select the Status button: This determines if the job listing is visible to applicants (active) or the position has been filled
with an employee (closed).

2. Select the Type button: Is the job full or part time?
15



3. Select the Visibility button: Is the position to be advertised publicly or for internal applicants only?

4. Enter the date the Posting Begins: The default date for the posting is the current date. Be sure to use the correct format
for entering dates (mm/dd/yyyy).

5. Select or enter the date the Posting Ends: There is a calendar that pops up to help you in your date selection. Be sure to
use the correct format for entering dates (mm/dd/yyyy).

6. Allow Applicants to Re-apply every ____days: This is for continuously posted positions and will allow you to set the
number of days for which an applicant is able to re-apply for the position.

Instructions for the second section of the job posting page

Job Detail Search | Enter 3 compolete class code or enter part of 2 job title
By Class Code: I Find | OR By Job Title: I Find |
1 matches found ICG?SC - ADMIMNISTRATIVE SPECIALIST Il j

7. Job Detail Search — You can search for the job in two ways.
By Class Code: Enter the Class Code of the job such as C073C for an Administrative Specialist Il position.
By Job Title: Enter all or part of the job title such as administrative to pull up all the job titles with
“administrative” in the name of the job.

8. After entering information into the By Class Code or By Job Title field, click the Find button. This will bring up a list of
jobs that match either the class code or part of the job title you have entered. You can now select from the list to auto-
populate the official job description.

Instructions for the third section of the job posting page

| Job Listing Deta!
Positlon Number l Clows Code
Title: (Regulred] [ADIMIHISTRAT
Grade
Salary To {36 604 Annua

Solary From

Dackground chock: Yas Ho ¥

Pasition Clry

l
Office l
Section l

Positlon County:  [5300e P |

This job s o result .
of the ARRA Yas ¢ Mo | Falr Labor Standards Act [
(Arkansas Recovery
and Reinvestment
Act)

9. After selecting the job title, in this case C073C, most of the necessary information will be automatically populated
into the job listing. However, there are a few fields in which you must enter required information:

16



Position Number: This is the eight digit position number for the position.

Background Check: Indicate whether or not a background check is required.

Position City: This is the city where the position is located. This is not a required field, but it will be
automatically populated on the applicant selection record.

Office: This is the office where the position is located. This is not a required field, but it will be automatically
populated on the applicant selection record.

Section: This is the section where the position is located. This is not a required field, but it will be automatically
populated on the applicant selection record.

This job is a result of the ARRA: This indicates if the position is a result of ARRA funding.

Instructions for the fourth section of the job posting page

Summary

The Administratiwve Specialist I is responsible for :J
researching and preparing special reports, examining and
verifvyving documents, and performing general office ducies.

Thi= position i=s governed by =tate and federal laws and
agency/instcitution policy.

Typical Functions

e e e e e L =T o e o e e e o e e e e e e e e o e
regulation=s, makes necessary corrections, and assigns file
nunmkber=. Provide=s informarcion, assistance, and

clarification to interested partie=s concerning
agency/instcitution olicies and procedures. Assists in
developing or rewvising agency/institution olicies=s,
procedures, and directives based on research findings and
compiles financial information used to formumlate budget
proposals and monitor expenditures. Perform=s other duties

a=z assigned. -

Special Job Dimensions

Knowledge. Abilities. and Skills

Enowledge of record keeping procedures. HEnowledge of the -
principles and practices of mathematics and statistics.
sledge of work—-related subject area. FEnowledge of
computers and =software application=s. Akhility to conduact
rescecarch and compile data into report form. AbRIlity to
esztakblish and maintain iling swyvstems. Akility to operate
standard office eguipment. Ability To analvze documents to
determine compliance with rmales, regulations=s, and
procedures. Abhility to communicate both orally and in :J
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PMinimum Education andfor Experience

The formal education eqguivalent of a high school diploma: ;I
plus two years of experience in a specialized or related

area applicakle to work performed. Additional reguirements
determined by the agency for recruiting purposes redgquire
review and approval by the Office of Personnel HManagement.
COTHER JOBE RELATED EDUOCATION AND/OR EXPERIE FE MAY EE
SUBSTITUTED FOR ALL OR PART OF THESE BASIC REQUIREMENTS,

EXCEPT FOR CERTIFICATIOCH OFR LICENSURE REQUIREMENTS, UPOM
LPPROVAL OF THE QUALIFICATIOCONS REVIEW COMMITTEE. ;I

Preferred Qualifications

Certificates, Licenses, Registrations

=l

Agency Specific Information

The work of the Arkansas Insurance Deparcment impacts ewvery ;I
business, family, and househol in the state of Arkansas.
Despite its relatively =mall size (approximately 170
enplovees), Tthe Department i=s= one of the top revenuse
producing/collection agencies in state government.

[~

10. When you select the job from the drop down list, in this case C073C, the official job description will be automatically
populated. The agency has the ability to add additional information into the Preferred Qualifications and the Agency
Specific Information boxes. The rest of the boxes/fields are locked and are unable to be edited.

Instructions for the fifth section of the job posting page

Specific Applicant Questions

License — [ Held down control key
'._."‘._."ri'[ing Test and olidk esch nams
Mursing Supervisory Experience for multiple guesticns.
Weekend Work

Computer Skills = I
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11. You may select one or more of the Specific Applicant Questions from the list that the applicant must answer as part
of the application process. (To select more than one question, hold down the Ctrl button while making your selection.)

These questions are formulated prior to posting a new position and can be accessed from the Specific Applicant
Questions tab on the Options page.

Instructions for the sixth section of the job posting page

Job Contact Person Send email when this job is applied for: [

Select Contacts: | Select one j Add New Contact: |
Select an existing
Phone: I

Email: I

contact by cheosing from

the drop down menu.

Save Job Listing Changes |

12. Either select a previously entered contact from the Select Contacts drop down list or enter your new contact
information into the following fields:

e Add New Contact

e Phone

e Email

13. Send email when this job is applied for check box — make this selection if you wish to receive an email each time an
applicant applies for the position.

14. Save your job listing to the website by clicking the Save Job Listing Changes button. This will make your job active
and available to applicants.
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Viewing Applications and Determining Minimum Qualifications

The following provides instructions on viewing applications and making the necessary entries to indicate if an applicant
meets the minimum qualifications of the position.

One applicant, John Doe, has applied for the Finance Program Analyst (Pos # 11111116) position shown below. Next to
the applicant’s name is a highlighted green button that indicates that John Doe has applied for a position with the
agency in the past.

Applicants for FINANCE PROGRAM ANALYST (Pos #11111116 )

To Send eMail: Select eMail Template and check box next to name; Click eMail button to preview.
To View Applications: Check hox next to name; Click View button to see application in new window.

To Print Applications: Check box next to name: Click View button to see applications: Click Print.

Select eMail Template:

- - - Applicant Selection Record
IAplecants interviewed and not selectedj

Shcw.'l 10 'l entries

Click Name to View MG Email
Last Viewed
Application Sent

©)  John Doe Information 12302011 948 [0
has not am
been sent.

Chedesll | Unchedk sll E-mail |

Clicking the green button displays the history of the applicant with the agency.

& John Doe e 120142011 1273002011 |:| 12-01-2011

Screener: 12:47 pm 1:.03 pm

ben.elis
Job Title Met MQ Date Applied Withdrawn Date
FINANCE PROGRAM ANALYST il 2011-12-30 09:45:18

INSURANCE LICENSING TECHNICIAN H 2011-12-07 12:12:40

Screener: ben.elis

INSURAMNCE LIFE & HEALTH COMP OFFICER Y 2011-11-30 09:32:14

Screener: ben ellis

MANAGING ATTORNEY 2011-12-07 09:50:53

RISK CONSULTANT A 2011-12-08 09:10:21

Screener: ben.glis

SYSTEMS SPECIALIST 2011-12-07 09:50:53
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Clicking the applicant’s name will display their application. You will notice a Reviewers Comments box on the right hand
side of the screen. This comment section is to be used by the human resource reviewing official for making notes
concerning the applicant. These notes are for internal use by the human resource officials and will not be visible when
the applications are exported to the hiring official. When you enter a comment into the Reviewers Comments area be
sure to click the Save Comments button.

ppication for Empdoymant: John Doe

it e . Mating Addrmss 120 A fireet

bt Maine iy L b

M N Iow

tame IMearm \ Dy Cinde

Wioh Phere i Casrmy

Wrsaage Phame e Bonall Addims Dot ol ol fn Ak

Jobe Applied For In Your Agency

Pramn

T Cloabg Deen Nesnbot Clans Conle
A mao Porw () yous b abiis  Agyey VAL s U i e (e
hat bebarn Hee

Employment S1atus Section

P yoe scompl smplapnent arywiers s fie Siale ¥ Yo "
W, whemre weiid pou miampt srrgisy e LABKIBALS
VAL e mcimpl arey bppee ol mosplonii e ¥ Yo "

i, ek whies Typed Whry el pau it accogl

Have you svwn hean sormloged by Abansas St Gomiimmm? Yo ¥ e

o, wiia) Wk puasi i o Bhat Gene )

VAap we artmel pisir cutteid arvgivepes ! ¥ Yeu " e

Whag e sarmmet yusst batmes wepdopel | CAT) ™

Profesaional Licenses

T N T e N T S B e T T R TR TR TS O RL |

At the bottom of the application is an area where you will indicate if the applicant meets the minimum qualifications. In
addition, you have the ability to upload documents that are stored on your computer to the application for this
particular position. This can be used for hiring documents such as veteran’s preference forms, background checks,
transcripts, and any additional hiring documents you would like to have attached to the application.

R L L T T —

Lisade |

Boreenar MNarme Emmil Do hsves LI

Bret mppsasnss |
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The minimum qualifications section of the application is shown below:

Does applicant meet minimum gqualifications?

" Yes, applicant meets minimum qualifications.

" Mo, applicant dees not meet minimum qualifications.
If minimum qualifications NOT met, please select reason below

" Does not meet education and/or experience qualifications
" Does not meet licensure/certification requirements
" Other

Meeds Further Review Save and Send

The human resource reviewer indicates whether the applicant meets the minimum qualifications by selecting one of the
following choices:

Yes - applicant meets the minimum qualifications.
No - applicant does not meet the minimum qualifications.
If you select the “No” option, you must make an additional selection to indicate the reason the applicant does
not meet minimum qualifications for one of the following:
e Does not meet education and/or experience qualifications
e Does not meet licensure/certification requirements
e Other

Note: If you choose Other as a selection, you will be required to indicate why you have chosen Other in the
supplied text box shown below.

The text you enter in this box will be the text that is sent to the applicant in the follow-up email.

Does applicant meet minimum qualifications?

' Yas, applicant meets minimum qualifications.

@ No, applicant does not meet minimum qualifications.
If minimum qualifications NOT met please select reason helow
" Does not meat education and/or experience qualifications
" Does not meet licensure/certification requirements
® Other
If Other. Please complete the statement below explaining why the application did not meet the specifications
for an emall response

ATTENTION The information you typea in this bo il ba includad in the amail that is sent to the applicant

Needs Further Review l Save and Send

Clicking the Save and Send button once you have made the minimum qualification decision will send an email to the
applicant informing them of whether or not they have met the minimum qualifications. Before the email is sent, a pop-
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up box will confirm that you wish to send the email. Selecting the OK button will send the email to the applicant or you

may select Cancel to remain on the application page.

Note: If you selected “Other”, the text you entered in this box will be the text that is sent to the applicant in the

follow-up email.

Windows Internet Explorer

OF I Cancel |

\\.‘f) Are you sure you wank ko send email?

Xl

If you have reviewed the application but do not wish to make a minimum qualification decision at this time, you can
select the Needs Further Review button. Clicking the Needs Further Review button will put a question mark indicator

beside the applicant’s name on the applicants page as shown below:

Click Name to View

Application

©) John Dos 7 Infermation | 12/30/2011
Screener: has not 11:50 am
ken.elis been sent.

Chedk all | Unchedk sl

Last Viewed
Interviewsd

-

E-mail |

You have the ability to change a previously determined minimum qualification decision. If a change is made, you must
enter a short explanation describing why the decision was changed in the text box that shown below.

Note: The applicant will receive the automatically generated email informing them of the minimum qualification

decision when you click the Save and Send button after making the change.

Does applicant meet minimum qualifications?

¥ Yes, applicant meets minimum qualifications.

" Mo, applicant does not meet minimum qualifications.
If minimum qualifications NOT met. please select reason below.

© Does not meet education and/or experience qualifications
7 Does not meet licensure/certification requirements
© Other

Updated by ben.ellis on 01-13-2012 13:32:19 - Initial Screening

If changing "Met Requirement”, you must explain why:

Applicant met the education :eq'_'."_:err.er.t.l

MNeeds Further Review

Save and Send
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Hiring Official Instructions
These are the instructions for the hiring official and the actions required by the hiring official to review applications,
indicate those interviewed, and record selection data.

After all the applications have been reviewed and it has been determined which applicants meet the minimum
qualifications, a list of those applicants will be sent to the hiring official. The hiring official will receive a daily email for
30 business days which will provide a link to the position(s) to which the hiring official has been granted access to
review. A daily email will be sent up to 30 business days or until a hiring decision has been made and sent to the HR
Admin.

The hiring official would receive an email similar to the following example:
Below are links to the position vacancies to which you have been assigned as a Hiring Official. You will receive this summary email once a day, and must use the new
links provided. Once you receive this email, any previous Hiring Official links you have received become inactive.

Information Network of Arkansas — MAIL SERVICES SPECIALIST (11111115) :
https://www.ark.org/arstatejobs/index.php?ac:registerhiringofficial=1&key=4d69f351d76f42ee1160b8aba763148cdc448e73&email=wendy.eadle@dfa.arkansas.gov

The hiring official will click on the hyperlink and be directed to a page that looks like the screen shot below:

Mﬂngm_gw Live Help | Agencies | Online Services | State Directory

ARKANSAS
State Job’s

The official employment website of the State of Arkansas

Hiring Official Instructions

Applicants for MAIL SERVICES SPECIALIST (Pos # 11111115 )

Applicant Selection Record |

Showl 10 "I =ntriss

L n

Pumpkin Bread

Bilbo Baggins

Johnny Cash

Showing 1 to 4 of 4 entries

Notify HR Admin of Hiring Decision

Attachments:

Browse... |

1 ellis (0 1330 /eterans Preferenc ¥ (D Upload File
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https://www.ark.org/arstatejobs/index.php?ac:registerhiringofficial=1&key=4d69f351d76f42ee1160b8aba763148cdc448e73&email=wendy.eadle@dfa.arkansas.gov

Shcuwl 10 vl entries

Click Name to View Application

Wilie Melzon
Clicking the arrow buttons will sort the column

from A-Z or 1-10. Clicking the arrows a second

Bilbe Baggins . i
time will sort the column for Z-A or 10-1.

Pumpkin Bread
Johnny Cazh

Lerov Brown

When the hiring official opens one of the applications, they will see the application along with the box on the right hand
side of the page that will be used to enter information that will be automatically populated on the Applicant Selection
Record:

e« Back 1o Apboand St

pplication for Employment. Wille Nelson

Lot Naorw edpr Malbog Aderes: 1 Propchor's Wi
Fiout Nane ie Chy At
Wit Harw Sun AR
Mo Moo HLEE Lip Cot Moot
Work Phose County ARKANSAS
Message Phare Lol Mo Do edis Dt arkansas gov
Jobs Applied For In Your Agenty
Pavthn -
o e Cheng Duw unber Clam Cace
MAL SERVICES SPECULIST nan ! Ceuc
Mow (0 you leain shet  Apply VN covm 408 o ine ot e
o o ok belse  the
WAL 'l;:‘:" ’ Wak Force Sweom e
BECALE
Employmant Status Section

WA you mccept ermgrlopmant arpwbare be e Stom ) " You &

1 v, Where WM A0 SR RANKLIN FUILTON GARLAND GRANT GREENE HEMPSTEAD

gt !

PN you 0coapt any type of emplapmee!

FY» W ho

¥ro. chock which tpelx) of smploymant yau wll accepe =

Have pou vt boan mrghaged by Aibarsn Suw Govemment? ¥in e
¥ pen, what wans your name ot e e Y T10 KO Headed Srange

Wy we comtact your oarment smploye? i ) P
My we combact your Somer srgbaperivl? Fim ¥
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Here is a close-up of that box:

Hired
Interviewed {rormsddiyyy
Sex |-Select— ~
Hace |-Select— S
filitary History | —Select— -
“eteran's Points
Date Contacted
Krnowledge
Ahility
Skills
Interview Scare

I—Iiring Cfficial Comments (Haved at the bottom of the page)

Save

As applicants are selected for interviews, the hiring official enters the necessary information into this box. You will
notice that the five boxes following the Veteran’s Points (Date Contacted, Knowledge, Ability, Skills, and Interview
Score) are all custom fields pre-determined by the agency.

The following is a sample of how that box might look once completed:

Hired I

Interviewed [ |12,.-'29,.f2011 (rmrmddddyy )
Sex IMaIe "l

Race [‘WWhite/Mot Hispanic Origin = |

Military History |Mo -

“eteran's Points IU—
Date Contacted W
kKnowledge IE‘E—
Ability [a0
Skills [z8
Interview Score IEH:I—

Iiﬁng Official Comments {Saved at the borom af the page)
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Once the information is entered into the box, you must click the Save button to save your information.

Please note: In instances where multiple hiring officials are involved in the hiring decision, only the most recent entries
will be recorded on the Applicant Selection Record. However, you may save multiple Hiring Official Comments. The
Hiring Official Comments are saved at the bottom of the application shown below.

Hiring Official Comments

Pret Applicaton

Note: The comments are recorded on both the application page and the comments section of the Applicant Selection
Record.

After interviewing the applicants and entering the necessary information, including the hiring selection, the hiring
official will then Notify the HR Admin of Hiring Decision by selecting that button. This action sends an email to the
human resource office letting them know that a hiring decision has been made for the position.

Applicants for MAIL SERVICES SPECIALIST (Foes & 11111115 )

Applicant Selection Record l

"

She Illl ?l""' -

Bliba acdins L

| |

| \

Eutrmhin 0 rsns 12.2 o
AT { o

Showing 1t 5 of 5 wntries

- »
Motify HIR Admin of Hiing Deaieion
Attachments:

Attonch o Hie I Blrawnm I
No attached lia:

Uplaad File |

When the information is entered into the box on that applicant’s application page, the Applicant Selection Record is
automatically populated. You can see that information from this example:

Insurance Departmant
Applicant Selection Record Form

BART [ INPICH REQUIRIM POAIT IO%

o o Ainad vy rr—" e [ ;““‘M‘ il T T IR T TR SO S e — ) [—

27



The hiring official has the ability to upload formes, files, or other information stored on their computer by using the
Browse and Upload File feature shown below:

- P
Motify HR Admin of Hiring Decision
Attachments:
Attach a file: Browse... |
o affached files Upload File

The Browse and Upload File feature works the same way as if you would attach a file to an email. Select the Browse
button and a “choose file” box will be displayed:

-
Hiring Official
Lok in: IUDM}' Ciocumnents j L] =k B

| ) 0246 Physical Therapy Board
|_)Acks 2011 Session

| ) AEDC

| Amendrent Letkers
|_JAR Stake Johs

\[IEen

| )Budoet

|)Budget Files

[ [alaa 1]

|1 Counseling BD

U8 |75 Crossgrade & Downgrade
| IDD554A

|_JDHS

|_JDHS DDS

| ) Dowrloads

KN —

File name: I j Open

ht Selection R

[ I; [l ot ot s P ot o A A A

Files of type: |4 Files (7] | Cancel |
P

Motify HR Admin of Hiring Decisicf
Attachments: I

- P

Click on the file you wish to attached and then click the Open button. You will see the file name displayed in the “attach
a file” field shown below.

< P
Motify HR Admin of Hiring Decision
Attachments:
Attach a file: |C\Documents and Setti - Browse.. |
Mo attached files Upload File
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The final step is to select the Upload File button. You will now see that the file has been uploaded and the file name
displayed. You may delete the file by selecting the delete button next to the file name.

Motify HR Admin of Hiring Decision
Attachments:

Attach a file: Browse... |
3 arkansas gov (01-17-2012 11:21-45] - parks vacant Upload File |

This attaches a file to the Position. You may also attach a file to an individual application. You may use this feature if an
applicant provided a file or form such as a transcript or veterans DD-214 file during the interview process. You will find
the same attachment feature at the bottom of the application page shown below.

Hrachmanis
imach i fik Biswgi
VD aached e UploadFie
Hiring Cfficial C oimenanes
Prnt Application

This attachment feature works in the same way as previously described.

Once the hiring official has used the Notify HR Admin of Hiring Decision button, the HR Admin will receive an email
letting them know a hiring decision has been made for the position. The email will look similar to the following:

Hiring Official : Ben.ellis@dfa.arkansas.gov has requested you be notified that a hiring decision has been made for MAIL SERVICES SPECIALIST (Position #: 11111115).

https://dev.ark.org/arstatejobs,

The HR office will then log into the website to view the hiring decision, Applicant Selection Record, and any files
associated with the applicants or position. Upon receipt of this notification, the HR office will revoke the hiring official’s
access to the now filled position.
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These are the instructions for closing a position once a hiring decision has been made and the position has been filled.

Closing the Position

This moves the position off the active jobs page and is the last step in the process.

Select the job title of the position you wish to indicate as a closed position. In this example we will us the C037C

Administrative Analyst position number 77777777. Click the job title “Administrative Analyst”.

Options: Active Jobs - Closed Jobs - Printing Options - Search - Upload
OP“OI‘IS: Post a new job @ - Fraviz ‘ersion @ = Delete Job = Duplicate Job
Click Job Title To Edit Job Listing Details
Class . . . .
Code Job Title Position Posted Expires Apps Options
0112012 11:11 01/27/2012 11:59
C037C ADMINISTRATIVE ANALYST I . 1 D
C056C ADMINISTRATIVE SPECIALIST I 1qqqqgp EEIEER TEEETE L g
pm pm
12/22/2011 8:21 01/25/2012 11:589
AD76C FINANCE PROGRAM ANALYST 1111118 - 2 D
01/12/2012 2:20 01/27/2012 11:59
AD76C FINANCE PROGRAM ANALYST s o 1 D
01/12/2012 2:20 01/17/2012 11:58
AD93C FISCAL SUPPORT SPECIALIST 11141 . 1 D
X123C INSURANCE INVESTIGATOR qqqqzp CEEIEER TEEETE L @
pm pm
INSURANCE LIFE & HEALTH COMP 11/2002011 1:27  1212/2011 11:89 _
X083C OFFICER g o 1 @G
INSURANCE LIFE & HEALTH COMP 01/1220122:20  01/27/2012 11:58 _
UK s o 10 @Gk
11/28/2011 1:22 12/28/2011 11:58
C084C MAIL SERVICES SPECIALIST 11115 o 5 D
01/12/2012 2:20 01/27/2012 11:58
C0B4C MAIL SERVICES SPECIALIST 11111135 1 D
pm pm
ii——————

After clicking the job title you will be directed to the job posting screen shown below.

=Back to Active Jobs | Closed Jobs | Add Job |

Add/Edit Job Listing | Change Status to Close and Save

Open Until Further Notice: 7
Visibility: Public &

Pasting Status | The following information is

Status: Active & Closed © Internal

Type: Full Time © Part Time &

Paosting ID‘I,"I 3f2mz

Begins: (ugdiyyy)

Allow Applicants to Re-apply every I days Leave blank if applicants should not be sble to re-apply.

Paosting ID‘I,’2?}2D‘IE

Ends: (mmiddinny)

Job Detail Search | Enter & comglets class code or enter part of 2 job title.

By Class Code: I Find | OR By Job Title: I Find |

Job Listing Details

Position Number: I???????? Class Code: ICDS?C

Title:{Required) |ADMINISTRATIVEANALYST
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The current status of this position is “Active”. Simply select the “Closed” button shown below.

<Back to Active Jobs | Closed Jabs | Add

Posting |01/13/2012
Begins:

Posing z72072

//e0

Enda: TWASY YYY

Posting Status | Tre ¢ Open Until Further Notice: ™
Swatus: Acte O Closed ©* Visibility: Punlc Intamat
Type: Full Tme Pat Tame &

rInISyYYY

Allow Applicants to Re-apply avery | days Lesws lace if acolicens Whouis nor be akle = waesly

After selecting the “Closed” button, scroll down to the bottom of the job posting page and click the “Save Job Listing
Changes” button shown below.

Save Job Listing Changes

This action will move the position to the Closed Jobs page. You can access the closed job at any time and view all the
records and attachments that are associated with that position.

This completes the hiring process.
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