Human Resources Division                                                                            March 5, 2010



FREQUENTLY ASKED QUESTIONS
Employment On-Line Application System For HR/IS Administrators


IMPLEMENTATION

· What is the plan for full implementation?  We plan to implement the on-line application system first for our internal applicants and will deploy externally at a later date.  You will be provided with advanced notice when the system will be implemented for external applicants.  Our approach was to deploy internally first to work out any technical issues within the system before implementing externally.

· Until we implement the system for external applicants, how do we process external applications?  You will continue to use the old system to accept external applications.  The new system will only be available to internal applicants to use at this time.


COMPUTER/E-MAIL

· What if an employee does not have a computer at home to fill out the employment application on-line?  Employees can use the all access (EAC) computers located at most maintenance buildings or the district kiosk to complete the application on-line.  You can also encourage the employee to look within his/her own network of friends and/or family that may have a computer available to use.  Keep in mind that the on-line application will also be available for employees to access from the Internet site.  Most career resource centers, unemployment offices, public libraries, and college placement offices have computers and Internet access for their patrons to use at no charge.

· Are employees required to have an e-mail address in order to submit an application on-line?  No.  An employee can submit an on-line application without having an e-mail address.  If an employee submits an application without an e-mail address it will only mean the employee cannot receive e-mail updates about the status of their application via the Employment On-Line Application (EOA) System.  You will need to update the employee on the status of their application by using the same current department processes you use now such as phone calls, intra-office mail, and/or contact through their immediate supervisor.  If the employee does not have an e-mail address, there is a visual flag in the “Notifications View” to inform you of this status.  


· Will the HR Kiosk machines have accessibility to public webmail so that an employee can register for an e-mail address and thereby receive e-mail status updates through the EOA System?  The HR Kiosks computers will be unblocked to allow access to public web mail sites such as Hotmail, Goggle, or Yahoo to allow an employee or an external job applicant to register for a free e-mail account.  By having an e-mail account, the employee or external job applicant can receive e-mail application status updates.  This also means that the employee or external job applicant should periodically check their public webmail account for application status updates on the HR Kiosk machines. However, because MoDOT employees are not required to have an e-mail address to submit an application, and/or because external job applicants (and MoDOT employees) can check public webmail accounts from other sources such as public libraries, the need for periodic checking on the HR Kiosk machines should be minimal. 

· Will the EAC computers in maintenance facilities have accessibility to public WebMail so that an employee could register for an e-mail address and thereby receive e-mail status updates on the EAC computer through the IOA system?  No, because MoDOT employees are not required to have an e-mail address to submit an internal job application, it is not necessary for the EAC computers to be accessible to public webmail accounts.  Currently, only department-generated e-mail is available on the EAC computers by using the WebMail link on the intranet home page.

· Where can I get a list of the local career centers and local libraries to provide to an employee?  You can access a list of local career centers by clicking on the link https://worksmart.ded.mo.gov/documents/view_one.cfm?ID=1618&menuID=6.

You can also access a list of public libraries in an area close to you by clicking on the link http://www.publiclibraries.com/missouri.htm.


APPLICATION/PROFILE

· Will we eliminate the hard copy version of the employment application for internal applicants?  Yes.  After we go live with the new system, the plan is to no longer print the internal application and we will remove the Word/PDF version from the intranet site.

· What if an employee refuses to fill out the application on-line and hands me a hard copy version?  The preferred method is for the employee to complete the application on-line.  It is recommended that you stress to the employee that once they have completed their profile, the majority of the work is done.  After you have discussed the importance of completing the application on-line and the employee still refuses, you can accept the hard copy application if you choose to do so.  However, if an applicant refuses to fill out the application on-line, you will be required to enter this information manually in the system.

· If I receive a hard copy application from an internal applicant, how do I enter it into the system?  Since entering the internal system is unique to the employee (i.e. requiring the employee to use his/her Empl ID), the HR representative would be required to enter the application as an external applicant.  Therefore, you would be required to develop a profile for the individual by creating a generic e-mail address and password.  
· We would suggest using something like D1(applicant’s first name).(applicant’s last name)@MoDOT.mo.gov.  The overall goal is to direct the employee to the on-line system so he/she can develop his/her profile.

· What is the difference between a profile and an application?  The profile is developed when the applicant first uses the system and contains certain information about his/her work history, education, etc.  Once developed, the profile will remain in the system to access as long as the individual is employed with the department.  The profile becomes an application when you actually apply for an advertised vacancy.  The application will remain active until the vacancy for which you applied has been filled.

· What is a profile snapshot? Found on the HR tab, the profile snapshot selection field allows you to display the application data exactly as it was submitted for a particular job id specified.  So if you want to review an earlier application, you would select a different job post id/time date and the data from that application would populate the tabs.


REPORTS

· Is filling out the application on-line required?  Yes.  The completion of the on-line employment application is required for all applicants in order to be considered for a vacancy.

· Will you be developing reports?  Yes.  Kim Larimore will be working on developing some type of the same reports we have in our current system.  These reports should be available when we go live with the system externally.  Additional reports can be developed as requested.


ADVERTISING

· How do I ensure that I have considered all applicants when a job is posted “open until filled?”  When you post a job “open until filled” and interviews are conducted, you can run the risk of missing an applicant while in this process.  It is recommended if you choose to fill a position in this manner, that you run a report frequently to review applications submitted for the vacancy.  Another alternative is to continue to extend the deadline of the vacant position in lieu of posting it “open until filled.”  This process will continue to provide you with a cutoff date, while continuing to accept additional applications.

· How do I search for a specific job posting?  Under the job post id button, you will enter the job id number associated with the applications you wish to review and press the “go” button.  A listing of all applicants will display and you can click on the applicant’s name to display his/her full application in a new window.

· If I do not advertise a position, but want to select candidates from the database to interview for a vacancy, what is the process?  You will need to create a job ID in the JOA system, but not actually advertise the position.  With the JOA system, you would not select any district under the section “Post on Internet Site” and you would need to click “no” to the following statements:

· Post as district only job
· Post job on Intranet
· Send subscriber e-mail
· Send JOA/HR e-mail

· In order to apply selected applications to that job id, you would need to go to the Applicant Search page.  Find and open the application.  On the HR tab, in the selection “Submit Application for Another Person” type in the job post id of the new position and click “Submit.”
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· Can I edit the fields for a particular job post?  Yes.  You can edit fields in the Applicant Review table by clicking the pencil icon button on the right side of the screen.


PRE-SCREEN RATING

· What is the purpose of the pre-screen rating?  In the new system, the HR representative can apply a pre-screen rating based on the applicants’ qualifications and can choose to send those applications to the supervisor based on the rating.  However, ultimately if the supervisor wants to review all applications, they can select the “show all” button and will be able to see all applications of those candidates that applied for a particular vacancy.  Some supervisors may want to review only those applications with the highest pre-screen rating, while some may want to see all.

· What does the pre-screen rating represent?  There are many factors that go into evaluating a candidate’s credentials.  Ultimately, before the actual interview, applicants are generally rated on their education, training, and work experience to determine if they advance to the interview stage.  Keeping this in mind, we have developed the following criteria to be used to pre-screen applicants.

A.  Applicant meets the minimum qualifications has extensive education and experience related to the position.

B. Applicant meets the minimum qualifications and has applicable experience.

C. Applicant meets the minimum qualifications.

D. Applicant does not meet the minimum qualification, but has some related experience to consider.

E. Applicant does not meet the minimum qualifications.

· Other factors that can impact the determination of a candidate’s work skills could be the number of jobs held, missing employment dates, misspelled words, poor grammar and punctuation, fired from previous positions, poor references, etc.  While this information is not included as part of the pre-screen rating criteria, you can make notes to the supervisor by clicking on the pencil icon and adding specific comments.

· After I have applied a pre-screen rating, determined candidates that meet the minimum qualifications and salary requirements, and determined if there is a violation of the nepotism policy, what is next?  After you have made all selections, you can use the “Apply Filter” button to remove applicants from the table who do not meet minimum qualifications or salary requirements, or who violate the nepotism policy.  The supervisor will not be able to view these applications, unless they click the “show all” button.

· Do I have to use the pre-screen rating option?  No.  This is an optional feature you can use to screen applicants for the supervisor based on their job qualifications.  At a minimum, you are required to indicate whether or not the applicant meets the minimum qualifications of the vacancy.

· What if I make a mistake and want to undo the “Apply Filter” button?  The filter can be turned off by clicking the “Apply Filter” button a second time.

NOTIFICATION TO SUPERVISOR/SUPERVISOR RELATED

· Will the supervisor be able to view the affirmative action and criminal background history information?  No.  This information is solely for the review by the HR representative and will be hidden from the hiring supervisor’s view.

· Can I make the selections for applicants to be interviewed on behalf of the supervisor?  Yes.  In some districts, the HR representative is doing the hiring on behalf of the supervisor.  The system is set up to allow for either the HR representative or the hiring supervisor to make the interview selections.

· How do I notify the hiring supervisor?  Click the “Notify Supervisor: button to send the hiring supervisor a link to the “Applicant Review” table displaying your interview recommendations.  The hiring supervisor will receive an e-mail with a link to the review table.

· How does the system know which hiring supervisor to send the e-mail notification?  The system is tied directly to the Job Opportunity Announcement (JOA) system, so the hiring supervisor’s name that appears on the JOA will be the individual that receives the e-mail.  If you want someone other than the hiring supervisor noted on the JOA to receive the e-mail notification, you will need to go into the JOA system and change that name.

· How does the hiring supervisor make his/her selections of those applicants to be interviewed?  The hiring supervisor will select “yes” or “no” next to each applicant in the “Selected For Interview” column of the table.  If there are several applicants, they may choose to select only the “yes” applicants and use the “Default to No” link to set the rest.

· How does the hiring supervisor inform the HR representative of his/her selections?  After the hiring supervisor has selected applicants to be interviewed, h/she will then send you a return notification using the “Notify HR” button.  The e-mail will go to the HR contact person listed on the JOA.  You can go into the HR Applicant Review page at anytime and see the supervisor’s selections.

NOTIFICATION TO APPLICANTS

· How do I send the “not interview” notification to applicants not selected for an interview?  On the “Applicant Review” page under the notification type field, choose “No Interview” and click the “Go” button.  The “No Interview Notifications” screen will display a listing of applicants who are set to receive a “No Interview” e-mail notification.  This list serves as a method for you to double check the names to make sure the list is accurate.

Once you are comfortable with the list, place a check in the box under the “Select” column of all those you want to notify via e-mail and click the “Send E-Mails” button.

Once e-mails are sent, the names will be removed from the list.

· How do I send “no interview” notifications to applicants without an e-mail address?  It is required that all external applicants have an e-mail address, so you should have a valid address for each applicant.  Although it is not required, but highly recommended, that internal applicants provide an e-mail address, you may have a few applicants that do not.  If this is the case, you will need to send the applicant the traditional letter of notification or make a personal phone call.
· Who does the automated notification e-mail come from for internal applicants?  In the employee’s inbox, the e-mail appears to be sent from your district’s standard account set up by Information Systems (IS).  The name of the contact person listed on the JOA is displayed at the bottom of the e-mail.

· Can internal applicants respond to the notification e-mail?  Yes.  The system is set up where internal applicants can respond to the e-mail notification.  If an internal applicant responds to the e-mail, the response is routed to the HR Manager within the district where the job was posted.  Once we implement the system for external applicants, the e-mail notification will be set up where external applicants cannot reply.

· What is the process if I want to personalize an e-mail instead of sending the standard format?  You would compose and send the e-mail from your own Lotus Notes account.  In the HRIS application, go to the HR Applicant Review page, click the “View All Notifications” link, and record the correspondence type as “MoDOT E-mail.”
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· How do I check what notifications have been delivered to applicants?   In the HRIS application, go to the HR Applicant Review page and click the “View All Notifications” link.

· If I have called the applicant or sent a letter, how do I enter this notification into the system?  Go to the HR “Applicant Review” page, click the “View All Notifications” link, and record the correspondence information.

· How do I send out the “No Offer” notifications?  After you have confirmed the job offer with the selected candidate, it is time to send out the notifications to those applicants interviewed but not selected for the position.  The preferred method of notification to all applicants interviewed and not selected is through a personal phone call.  However, this is the required method for contacting internal applicants interviewed but not selected for the position.  

If you opt to use the electronic system to send the no offer notification, select the “No Offer” option as the Notification Type and click the “Go” button.  On the “No Offer” notification screen, select the individual(s) and type of notification used, then click the “Record Internal Applicant Notification” or “Record External Applicant Notification” button.  Once you click on the button and the notification is recorded, the individual(s) are removed from the notification list.  

[bookmark: _Toc253650837]  GENERAL ADMINISTRATIVE USE

· Will I still be required to enter information into Applicant Monitor?  Yes.  You will still need to enter data into Applicant Monitor until we implement the new system for external applicants.  During the implementation phase of the internal application, we will not have reports ready for use.  

After we implement the external application, you will no longer be required to manually enter information into Applicant Monitor.  This data will be contained in the new system and can be extracted easily through the development of a standard report.  After we implement externally, you will need to enter data into Applicant Monitor only for those positions posted prior to the date of implementation.  Any position posted after implementation of the external system will not need to be entered into Applicant Monitor.  

· Can district HR representatives view all information within the on-line application system?  No.  Each district can view information from another district with the exception of specific comments.  For example, a district can see whether or not an applicant applied for a position or interviewed in another district, but cannot view specific comments written by that district.  

· Once a position has closed, how do I go into the system to review job applications?  You will use the “HR Applicant Review” link on the HR intranet Quick Links menu bar to review applications from the job post.  

· How do I log in using the system?  After clicking the “HR Applicant Review” link, you’ll need to log in using your network user id and password.  This is the same user id and password you use to sign on to your computer each morning.  

· What is the HR History tab?  The HR History tab displays a summary of all jobs applied for by an applicant.  

· How do I review the entire application without clicking on each individual tab?  If you prefer to see the application on one long scrollable screen, click the “Print” button to display that type of format.

· What does it mean when there is a yield sign under nepotism policy column?  This puts you on notice that the employee has indicated they have a relative employed with the department.  You will still need to review the policy and make a determination as to whether or not that relationship is a violation of policy. 

·  After I review all applications, how do I begin processing applications?  To begin the process of screening applications, you will need to click the “Edit” button on the HR Applicant Review screen.  While in edit mode, you are able to set the applicant’s pre-screen rating, record if minimum qualifications and salary requirements are met, and if he/she violates the nepotism policy.  

· How do I save changes I’ve made?  To save changes you have made to the filtering process, click on the “Save” button.  

· Can I make specific comments related to the applicant’s job qualifications, education, and experience in the system?  Yes.  While in edit mode, you are able to add comments by clicking the pencil icon.  These comments can be seen by the hiring supervisor, once notified.  

· How do I record the applicant’s interview history information?  On the HR “Applicant Review” page, click the “Interview History” link to see interview information for applicants for a specific posting.  Click the “Add Interview” button to display a list of interview candidates and interview panel members.  Match the candidate with members of the interview panel, record the date and type, and then click “Add”.


· If an applicant calls in and wants me to apply his/her application to a position, what is the process?  Go to the “Applicant Search” page to find and open the application.  On the HR tab, in the section “Submit Application for Another Position,” type in the job post id of the new position and click “Submit.” 
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[bookmark: _Toc253650838]INTERVIEW PANELS

· How do I create/document the interview panel for a specific job posting?  Click the “Interview Panel” link to record the individuals who conducted the interviews for this posting.  There will be a drop down box from the Lotus Notes phone book where you can select the name and role, then click the “Add” button.  

You can click the red X next to the panel member to delete them from the panel.  Once a panel member is associated with an interview, they cannot be removed from the panel. 
 
· What happens after I’ve added the interview details within the system?  After adding the interview details, you are returned to the Interview History table.  At this time, you may add more interviews or delete interview entries from the table.  To return to the “HR Review of Applicants” screen, click “Return.”  

· After the interviews have been conducted, how do I update the administrative section?  On the “HR Review of Applicants” screen you can click on the name of the applicant to open the application.  Click on the pencil icon to add any comments to the applicant history file related to the interview.  

· You should complete all other fields to indicate if an offer was made or if the person was hired.  There are other fields to be completed if applicable such as whether or not the interview was declined, or the offer rescinded or declined, as well as the reasons for each.  After you complete these fields, you will need to click the “Save” button to save changes. 
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