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e Open your Internet Explorer browser
e Inthe address bar, type 69.225.112.10 and hit enter
o Click on Login in the upper right corner

A NEOGOV - #1 HR Application Provider to Governments Nationwide - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help "
eBa\:k ) |ﬂ @ ;j f_‘l Search \;“:{Favunt&s [3] [_\’- ; - _J i P i
address ] http://69.225. 112. 10/nsightfogin.cfm AN v B

NEOGOV"

g 1-888-HEOGOV1 | Home | Site Map | Employment | Contact | Login
Expect more:

Products Customers Customer Care News & Events Company

Home » Secure Login

NEOGOV

- ' * Bookmark this page
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Username: |jinstructor
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us trademarks held
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e Type in your user name and password for the Online Hiring Center (OHC)
e Select the “Online Hiring Center — Departments” radio button
e Click Login — your welcome screen will appear and show all of your open requisitions

A NEOGOV Insight OHC - My Requisitions - Microsoft Internet Explorer

File Edit View Favorites Tools Help b

Qs - © 1 [2) O Do oo @3- B AHDS
Address 4] http:/f69.225.112. 10/OHC/myreq.cfm v Go

NEOGOV

T e .

My Requisitions | My List | Preferences | Help & Support | Logout
|ns|ghtOHC My Requisitions | My List | Preferences | Help & Support | Logout
Post  Approvals

Welcome, Jane Instructor My Requisitions
Open New Requisition | Show Approval Detsil | Show Filled Regs. | Show Cancelled Regs.

Search for req. # or req. title: l:l

Open Requisitions
2 records found.

Page 1 of 1
Req. Title K Department 11 Division ¥ Created 1 Action
00048 Admin. Manager HHE Training HHS Training Se... 06/22/07 Edit | Cancel
00051 Sr. Info Resource Consultant HHE Training HHS Training Se... 06/25/07 Edit | Cancel
Page 1 of 1
Company Information | Privacy Policy | Legal Terms

Copyright ® 2007 NEOGOV, Inc. Al rights reserved. Patent Pending.
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e Click on “My List”

= NEOGOV Insight OHC - My Requisitions - Windows ~ternet Explorer,

@'C/‘ ~ &) httpiff69.225. 112 10/CHC fmyreq.cfm v 42 %] | [[2]=

Fle Edit View Favorites Tools Help
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nslght OHC My Requisitions | My List | Preferences | Help & Support | Logout

Post  Approvals

Welcome, Jane Instructor My Requisitions
Open New Requisition | Show Approval Detail | Show Filled Regs. | Show Cancelled Regs.
A|BICIDIEIEIGIHILIIIIKILIMINIQIRIQIRISITIVIVIWIX|Y|Z
Searcnforreq. #orreq.uve: [mm
Open Requisitions
2 records found.
Page 1 of 1
Req. Title K Department 1 Division & Created I Action
——pp 00045 Admin. Manager HHS Training ::iT’a'”‘”g 06/22/07 Edit | Cancel
00051 Sr. Info Resource Consultant HHS Training ggs Training 06/25/07 Edit | Cancel
Page 1 of 1
Company Information | Privacy Policy | Legal Terms
Copyright © 2007 NEOGOV, Inc. All rights resarvad. Patent Pending.
(3 & mneernet w1 -

« Find the Req. # for the applications you would like to view. In this example, Jane Instructor
needs to see applications for the Admin Mgr position. (The “My List” feature in the OHC is
the list of Eligible applicants the HR Manager has referred to the hiring manager/ supervisor)

(= NEOGOV Insight OHC - Referred Lists - Windows Internet Explorer

(& \g http:{[69.225. 112, 10{CHCjdspMyReferredList.cfm

Fle Edt View Faverites Tools Help
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& NEQGOY - #1 HR Application. .. & NEOGOY Insight OHC -R... X ] I

Post Approvals
Welcome, Jane Instructor Referred Lists

Search for req. # or list title: I:I
Sho Archived Liss Search by hiring manager

2 records found.
Page 1 of 1

= P . v TR La‘t
Req # K Title O Department ¥ Division I Hiring Mar Cand' fJates Applications Y al

HHS Training Se... |Instructor, Jane sfzzfm

HHS Training Se... | Instructor, Jane 06/25/07

00046
00051

Administrative Manager I [HHS Training

Senior Information Resource| HHS Training
Consultant

Page 1 of 1

Company Information | Privacy Policy | Legal Terms

Copyright & 2007 NEOGOV, Inc. Al rights reservad. Patent Pending.
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o From the Referred Lists screen, click on the Print link under the “Applications” column.
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A screen similar to this is what you will see after you click on Print under the “Applications”
column.

= NEOGOV. Insight OHC - Download Applications - Windows Internet Explorer

N
g“ w | & hitp://69.225.112. 10/OHC/reports/HTMLRepart cfm?ReqlD=113838Report Type=38S0urce=28ProcessingType=28retlURLE ¥ | ¥4 | X P
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& NEOGOY - #1 HR Application. .. ‘@NEOGOV Insight OHC - ... X| | f - B - o - [mheage - G Tooks -

|ns|ght OHC My Requisitions | My List | Preferences | Help & Support | Logout

Post  Approvals

Welcome, Jane Instructor Download Applications
RSt to My List
|

E M Pressi vy, Elvis < Previous |

B [ presslev. ™ STATE OF SOUTH CAROLINA EMPLOYMENT APPLICATION

B [ Turton. Tiffan STATE OF SOUTH CAROLINA Received: 6/22/07 3:02 PM

e State Career Center1401 Senate Street For ial Use Only:
[ [ Wellborn Columbia, South Carolina 29201 QUAL.
Carla (803) 734-9080 DNQ:
| http://www.jobs.sc.gov OExperience
OTraining
- Oother:
Pressley, Elvis
00046 ADMIN. MANAGER
PERSONAL INFORMATION
MNAME: (Last, First, Middle) SOCIAL SECURITY NUMBER:
Pressley, Elvis
ADDRESS: (Street, City, State, Zip Code)
123 Dog Lane, Columbia, South Carolina 29210
HOME PHONE: ALTERNATE PHONE: EMAIL ADDRESS:
DRIVER'S LICENSE: DRIVER'S LICENSE NUMBER: LEGAL RIGHT TO WORK IN THE UNITED STATES?
CYes OhNo OYes ONo
PREFERENCES
PREFERRED SALARY: ARE YOU WILLING TO RELOCATE?
O¥es CNo CMaybe
WHAT TYPE OF JOB ARE YOU LOOKING FOR?
TYPES OF WORK YOU WILL ACCEPT:
SHIFTS YOU WILL ACCEPT:
[ EDUCATION | =
[# €D Internet H100% -

e Next, click on “Download All Applications” - OR -

EOGOYV Insight OHC - nload Applications - Windows Internet Explorer

o
g@ ~ | €] http:}f69.225.112. 10/CHCjreports/HTMLReport .cim?ReqlD=113838Report Type=38G0Urce=28Processing Type=28retURLE ¥ | ¥4 | X

Fle Edt View Favortes Tools Help

R — _ »
Wk |gg = | ENEOGOV - #1 HR. Application... |@Nsosov Insight OHC - D... x‘ -8 g - b Pags ~ () Taols ~

NEOGOW

’lnsight OHC My Requisitions | My List | Preferences | Help & Support | Logout
Post  Approvals
Welcome, Jane Instructor Download Applications
Return to My List
|
Pressley, Elvis & < Previous |
[B] [ Presslev. Elvis STATE OF SOUTH CAROLINA EMPLG¥MENT APPLICATION
E 4 Turton. Tife STATE OF SOUTH CAROLINA Received: 5/22/07 3:02 PM
e State Career Center1401 Senate Street For Official Use Only:
EB/o Wellborn Columbia, South Carclina 29201 QUAL:
Carla (803) 734-9080 DNQ:
| http://www.jobs.sc.gov CExperience
OTraining
= Oother:
Pressley, Elvis
00046 ADMIN. MANAGER
PERSONAL INFORMATION
NAME: (Last, First, Middle) SOCIAL SECURITY NUMBER:
Pressley, Elvis N/A
ADDRESS: (Street, City, State, Zip Code)
123 Dog Lane, Columbia, South Carolina 20210
HOME PHONE: ALTERNATE PHONE: EMAIL ADDRESS:
DRIVER'S LICENSE: DRIVER'S LICENSE NUMBER: LEGAL RIGHT TO WORK IN THE UNITED STATES?
OYes CNo O¥es CNo
PREFERENCES
PREFERRED SALARY: ARE YOU WILLING TO RELOCATE?
OYes CNo CMaybe
WHAT TYPE OF JOB ARE YOU LOOKING FOR?
TYPES OF WORK YOU WILL ACCEPT:
SHIFTS YOU WILL ACCEPT:
[ EDUCATION | &8
(3 @ Internet 0o -

«/ If you only want to download select application(s), select the names of the applicants in the
column on the left hand side of the page that you want to download. (In this example, Jane
only wants Elvis Pressley’s applications.)

e Click on “Download Selected Applications”
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A new window should appear that looks similar to this one:

a http://69.225.112.10 - NEOGOVY Insight - Microsoft Internet Explorer

Ble Edit Vew Favorites Tools Help

STATE OF SOUTH CAROLINA EMPLOYMENT APPLICATION

STATE OF SOUTH CAROLINA
State Career Center1401 Senate Street
Columbia, South Carolina 29201
(803) 734-9080
http://www.jobs.sc.gov

Pressley, Elvis
00046 ADMIN. MANAGER

Received: 6/22/07 3:02 PM
For Official Use Only:

iE‘xperience
CTraining
COther:

PERSONAL INFORMATION

NAME: (Last, First, Middle)
Pressley, Elvis

SOCIAL SECURITY NUMBER:
N/A

ADDRESS: (Street, City, State, Zip Code)

123 Dog Lane, Columbia, South Caroling 29210

HOME PHONE:

ALTERNATE PHONE:

EMAIL ADDRESS:

DRIVER'S LICENSE:

DRIVER'S LICENSE NUMBER:

LEGAL RIGHT TO WORK IN THE UNITED STATES?

OYes ONo OYes ONo
PREFERENCES
PREFERRED SALARY: ARE YOU WILLING TO RELOCATE?
C¥es CNo CMaybe
WHAT TYPE OF JOB ARE YOU LOOKING FOR?
TYPES OF WORK YOU WILL ACCEPT:
SHIFTS YOU WILL ACCEPT:
EDUCATION
DATES: NAME:
From: To:

LOCATION: (City, State)

DID YOU GRADUATE?

DEGREE RECEIVED:

MAJOR: UNITS COMPLETED:
WORK EXPERIENCE

DATES: EMPLOYER: POSITION TITLE:

From: To:

ADDRESS: (Street, City, State, Zip Code)

COMPANY URL:

PHONE NUMBER:

SUPERVISOR:

HOURS PER WEEK:

SALARY:

MAY WE CONTACT THIS EMPLOYER?

&] Done

) Internet

If the screen above appeared, skip page 5 and continue on to page 6

If your screen displays a message that looks like this, you will need to set your pop-up blocker to

allow you to view pages from this site.

Windows Internet Exploren

(<]S

y - ‘E http: /62,225,112, 10JOHCfreportsfHTMLR eport, cf m?GeneratePDF=18ReqlD=111658 eport Type=38source=2&Frocessing || X

Ele Edit View Favortes Tools Help

Google G+
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INsigin CHC

gﬂ Pop-up blocked. To see this pop-up or additional options click here...

| send tow () settings=

— =
3 - B b - Srpags - O Tooks -

My Regquisitions | My List | Preferences | Help & Support | Logout

Post  Approvals

Welcome, April Stockton

Printable applications generated.

A new browser window should have opened with your printable applications displayed within.
If you do not see a new browser window, try minimizing all other open windows. Also make

sure that you do not have any pop-up blocker

Return to My List

software enabled.

Download Applications

Company Information | Privacy Policy |

Legal Terms

Copyright @ 2007 NEOGOV, Inc. All rights reserved. Patent Pending.

't‘ Dane

&1 & Internet F100% v




INSTRUCTIONS FOR SETTING YOUR POP-UP BLOCKER

{2 NEOGOY Insight OHC - Download Applications - Windows Internet Explorer

@'C)' | €] http11i69.225.112. 10/0HC reports/HTMLRsport. cm?GeaneratoPDF = 18ReqlD=1 13978report Type=3tsource=28frocessing ¥ | 44| X

File Edt Wew Favortes Tools Help

Google G+ viGoo@ & 0 - Biastlocked " check ~ § Adtolink ~ o Send tow () Settings =
* o Biov B v hRage e (oo - T

OV Insight OHZ - D... XI

’|ﬂSight OHC My Requisitions | by List | !

Post  Approvals More infarmation

Welcome, April Stockton Download Applications

Printable applications generated.

A new browser window should have opened with your printable applications displayed withi

If you do not see a new browser window, try minimizing all other open windows. Also make
sure that you do not have any pop-up blocker software enabled.

Return to My List

Company Information | Privacy Policy | Legal Terms

Copyright © 2007 NEOGOV, Inc. All rights resarvad. Patant Pending.

=% Mail Frorn: Chri... 2 HRIS - EXTRAL ... &l e i . B2 &6 E 4nspn

1. Right click on pop-up blocker message in tool bar and a drop down menu will be
displayed

2. Click “Always allow Pop-ups from This Site”

3. A new message window may display that says “Allow pop-ups from this site?”

Allove pop-ups from this site?

' Whould you like to allow pop-upsz from '69.225.112.10'7

[ oves | [ Mo

4. If this window is displayed, Click “Yes”

5. Click on “Return to My List” and follow the same steps to download the application(s)
until a new separate window appears



After you have downloaded the applications, you will see a screen similar to this:

= NEOGOV. Insight - Windows Internet Explorer
- 7t Dir=%5C % 5C1 92%2E 1 6872254 %2E6% SCrorda e SFhtmI2pdF S CatHEmI=4316%5F 1 1363%SF6262007 %5F 141816%5Freq¥2Ehtm >

Fle Edt Wiew Favorites Tools Help

~
STATE OF SOUTH CAROLINA EMPLOYMENT APPLICATION
STATE OF SOUTH CAROLINA Received: 6/22/07 3:02 PM
State Career Center1401 Senate Street For Official Use Only:
Columbia, South Carolina 29201 S
(803) 724-9080 DNQ:
http://www.jobs.sc.qov OExperience
OTraining
Pressley, Elvis Dother:
00046 ADMIN. MANAGER
PERSONAL INFORMATION
NAME: (Last, First, Middle) SOCIAL SECURITY NUMBER:
Pressley, Elvis N/A
ADDRESS: (Street, City, State, Zip Code)
123 Dog Lane, Columbia, South Carolina 29210
HOME PHONE: ALTERNATE PHONE: EMAIL ADDRESS:
DRIVER'S LICENSE: DRIVER'S LICENSE NUMBER: LEGAL RIGHT TO WORK IN THE UNITED STATES?
OYes CNo OYes CONo
PREFERENCES
PREFERRED SALARY: ARE YOU WILLING TO RELOCATE?
CYes CONo CMaybe
WHAT TYPE OF JOB ARE YOU LOOKING FOR?
TYPES OF WORK YOU WILL ACCEPT:
SHIFTS YOU WILL ACCEPT:
EDUCATION
DATES: NAME:
From: To:
LOCATION: (City, State) DID YOU GRADUATE? DEGREE RECEIVED:
MAJOR: UNITS COMPLETED:
WORK EXPERIENCE
DATES: EMPLOYER: POSITION TITLE:
From: To:
ADDRESS: (Street, City, State, Zip Code) a
B & mnternet #00% <

In order to save this document to send as an attachment in an email to your hiring managers, you
will need to do the following:

e Click on File from the menu bar at the top left corner of the page

= NEDGOV Insight - Windows Internet Explorer

& | http:[{69.225. 112, 10fOHC freports fappprintview  cFm?tDir="%5C %5 1 92%2E | 68%:2E254 % 2E6 %5C corda%SFhtmizpdf #5C &k HEml=4316%5F 1 1 363%5F 6262007 %5F 14181 6% 5Fr eq2Ehtm A

2N Edit View Favorites  Tools  Help

~
aucE STATE OF SOUTH CAROLINA EMPLOYMENT APPLICATION
Open... Ctrko STATE OF SOUTH CAROLINA Received: 6/22/07 3:02 PM
Edit with Micrasaft Word State Career Center1401 Senate Street For Official Use Only:
Columbia, South Carolina 29201 D
Sa (803) 734-2080 Dr\L%:
LI sc.qov CExperience

Closs Tab Chel+w D ff i1 015.56.00 :T,;ining
Page Setup... Pressley, Elvis OOther:_
Brint... Chriep 00046 ADMIN. MANAGER
Print Previsw... PERSONAL INFORMATION

SOCIAL SECURITY NUMBER:
Send 3 N/A
Import and Export... e, Zip Code)

ith Caroling 29210
(LR ALTERNATE PHONE: EMAIL ADDRESS:
Work Offline
Exit DRIVER'S LICENSE NUMBER: LEGAL RIGHT TO WORK IN THE UNITED STATES?
Oves NG OYes ONo
PREFERENCES
PREFERRED SALARY: ARE YOU WILLING TO RELOCATE?
TYes CNo OMaybe
WHAT TYPE OF JOB ARE YOU LOOKING FOR?
TYPES OF WORK YOU WILL ACCEPT:
SHIFTS YOU WILL ACCEPT:
EDUCATION
DATES: NAME:
From: To:
LOCATION: (City, State) DID YOU GRADUATE? DEGREE RECEIVED:
MAJOR: UNITS COMPLETED:
WORK EXPERIENCE

DATES: EMPLOYER: POSITION TITLE:
From: To:
ADDRESS: (Street, City, State, Zip Code) @

Changes paper, headers and Footers, orientation, and margins For this pags. H100% v

_—
R(,u @ 541 P

« If you have it as an option, click on Edit with Microsoft Word (If you don’t see this option,
skip to page 8)
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This will open up the application in MS Word if you have that option.

20 appprimview{2] - Microsolt Ward E . =]
[Cle | Edt Wew [t Fomst Jook  Toble  Window Help . %
T b e ==L R E & -

ano bl le @ o
O ] | s . \ T | KRN + w -

Ciries

Heceived: 6/22/07 3:02 #M ‘
For Official Use Only: .

(BO3) 734-5080
btto;ifwwewiobs.scaoy

Pressley, Clvis
Pon Seyp.. 00046 ADMIN. MANAGER
Brink Briogn -

SOCIAL SECURITY NUMBER:

Bk e Hfi
swedto v
— 'EUZ]U
Froperties LTERNATE PHONE: EMAIL ADDHESS:
e TIVER'S LICINSE NUMBER: TLGAL RIGHT 10 WORK, 1% THE DRITED STATEST
£ ENEOGOVIViewang spplcation in Insight 8ves #0ONo

€4, Vgt Toch Sugpert ITURN OFE P,

ARE YOU WILLING TO RELOCATE?
#0ves 80ND _ @OMayba

= FDCATION
MNAME:
IDI’A‘T[DI‘\I: (City, State) DID ¥OU GRADUATE? DFGREF RECFIVED: 4
MAJOR: I UNITS COMPLETED: ¢
NoCER I i
o by e . v OOMACTIE &-L-A-==r0@. 4 ~ @ -

¥ start 6 k) " ) vewngappheatio,.. | ) ornebngCen. ) sppgeeteen{7] -

o * After the applications are opened in MS Word, click on File in the upper left-hand corner
e Select Save As...

File Edt View Insert Format Tooks Table ‘Window Help

FeEdan SRV [ ePOE=BE T e -G, - [B]r U =E|Ei=

Final Showing Markup - Show~ | & & ¥ -5 - (3~ & B .

[STATE OF SOUTH CAROLINA EMPLOYMENT APPLICATION

STATE OF SOUTH CAROLINA
State Career Center1401 Senate Street

Received: 6/22/07 3:02 PM
For Official Use Only:

Columbia, South Carolina 28201 QUAL:
(803) 734-9080 DN
http: ffwww.jobs .sc.gov ®OExperience
®0OTraining
®00ther:

Pressley, Elvis
00046 ADMIN. MANAGER

NAME: (Last, First, Midd
Pressley, Elvis
ADDRESS: (Street, City|

Save in: (£} Desktop - &~ @ 7 4 EE - Tools -

[y Documents

123 Dog Lane, Columbig
HOME PHONE: E] | 2y computer
—_— Histary Iy Network Flaces
DRIVER'S LICENSE: ) aprils Tech Suppart! TURN OFF POP LR BLOCKER. EIINITEDISTATES?
®0Ves  ®0No 2 |5 Homne: on ‘Beb-ohrChr' (G)

My Docurnents
My Documents  [B]RODCAST-June Z0th-draft

PREFERRED SALART:
A
WHAT TYPE OF JOB Al @

TYPES OF WORK YOU| Deskiop
[SHIFTS YOU WILL ACH

DATES: Favorites
: —
From: To: — N
LOCATIONE (City, Statq o VED: =
= File narme:  [Req 0046 Bpplications For Hiring Manager -] ‘ Save | 2
. T @
BIOR Nve & typei [word Document =] Cancel TED: N

HEEER e |2]
Draw= 3 Auoshapes- . W 1O E 4l 2 W& - £ A -

74 start U WaRS I

e Type a file name next to the “File Name” field. You may want to include the Req #, the Job
Title, and/or the Hiring Manager’s in the file name.

e Inthe “Save as Type” field, select Word Document from the drop down menu

e Click on the Save button

o Next, open your email and create a new message to the hiring manager/supervisor. Attach
the file you just created to the email for the hiring manager/supervisor to review.



If you were not able to open the file in MS Word, you have 3 options:
1. Save the file as an HTML file (web page) and send it to the hiring manager/supervisor to
open in Internet Explorer
2. Print the applications and deliver them to the hiring manager/supervisor
3. Copy and paste all the applications into MS Word or similar software application

OPTION 1: SAVE APPLICATIONS AS AN HTML FILE

OF SOUTH CARGLINA TMPLOYMENT APPLICATION

Bt

Mok O lazemo
Cese ALTURMATE PHONE

_
l DRIVER S LICENSE: l DRIVER S LICENSE NUMBER:
-

NE 10
TYPLS OF WORK Y0 WILL ACCLPT:
SHIFTS ¥ WILL ACCERT:

— EDUCATION

3 gree
e o ST [Feven |
MAIOR: I UNITS COMPLETLD:
DATES: | v ACHRIEHEE [ POSITION TITLE:
Ao OHESS S0 e, €7, 0388, B9 Coda]
COMPANY UHL: [P o
WOURS PER WEEK: (EXGE | WAY WE CONTACT THIS EWPLOYERY

Contans commands 3 worky weth the selected ens.
< start ) ovine g Center ... [ M0G0V - 1R [ im0

Save Web Page
Savein: |@' Desktop v| Qo F e o

Y @My Documents
{ 23 3 My Computer
My Recent ‘QM\; MNetwork Places
Documents
FF
Desktop
My Documents
My Computer
. File name: |F~!eq 0046 Admin Mar Apps for Hiing Manager % | [ Save ]
My Metwork Save as type: ‘Web Page. complete (" him:* html) ~ | [ Cancel ]
Encoding: |Uniu:-:de {UTF-8) b |

e Inthe Save Web Page box that appears, type in a file name next to the “File Name” field.
e Inthe “Save as Type” field, select Web Page, complete (*.htm; *.html) from the drop down
menu
o Click on the Save button
« Next, open your email and create a new message to the hiring manager/supervisor. Attach
the file you just created to the email for the hiring manager/supervisor to review.
8



OPTION 2: PRINT THE DOWNLOADED APPLICATIONS

3 http://69.225.112.10 - NEOGOY Insight - Microsoft Internet Explorer F=]X)

L™ cdit view Favorites Tools  Help i
New L3 ~
Open... cul+0 STATE OF SOUTH CAROLINA EMPLOYMENT APPLICATION
Edit with Microsoft Word for Windows STATE OF SOUTH CAROLINA Rel:eivgd_: 6/22/07 3:02 PM

State Career Center1401 Senate Street For Official Use Only:
Save As... Columbia, South Carolina 29201 QUAL:
(803) 734-9080 DNQ:
X http:/fwww.jobs.sc.gov :E’(Pef'eme
Print... ctrl+p :gﬁmhg
Print Preview., Pressley, Elvis —other
00046 ADMIN. MANAGER
— ' PERSONAL INFORMATION
Tmport and Export... SOCIAL SECURITY NUMBER:
5 N/A
Properties )
Work Offiine 320210
= r_ ALTERNATE PHONE: EMAIL ADDRESS:
[
DRIVER'S LICENSE: DRIVER'S LICENSE NUMBER: LEGAL RIGHT TO WORK IN THE UNITED STATES?
OYes ONo OYes ONo
PREFERENCES
PREFERRED SALARY: ARE YOU WILLING TO RELOCATE?
Cves ONo  OMaybe
WHAT TYPE OF JOB ARE YOU LOOKING FOR?
TYPES OF WORK YOU WILL ACCEPT:
SHIFTS YOU WILL ACCEPT:
EDUCATION
DATES: NAME:
From: To:
LOCATION: (City, State) DID YOU GRADUATE? DEGREE RECEIVED:
MAJOR: UNITS COMPLETED:
WORK EXPERIENCE

DATES: EMPLOYER: POSITION TITLE:
From: To:
ADDRESS: (Street, City, State, Zip Code)
COMPANY URL: PHONE NUMBER: SUPERVISOR:
HOURS PER WEEK: SALARY: MAY WE CONTACT THIS EMPLOYER? v

Changes paper, headers and footers, orientation, and margins for this page.

p—

r
‘s start | &2l Online Hiring Center -... | 2 NEOGOV - #1HR Ap... 3 http://69.225.112.10... & JH| 5 L0 o:30pM
?

e Click File in the upper left corner and select “Print” from the drop down menu
o Select the printer you want to print to and click Print

o If you print a paper copy of the application(s) to give to the hiring
manager/supervisor, the application(s) will include answers to all statewide
questions as well as any supplemental questions

= |If any of those questions are confidential, the hiring manager/supervisor
will not see the applicant’s responses

o Each application will begin on a new page



OPTION 3: COPY AND PASTE DOWNLOADED APPLICATIONS INTO MS WORD

3 http://69.225.112.10 - NEOGOV Insigh Internet Explorer

File S0 view Favorites Tools Help

- STATE OF SOUTH CAROLINA EMPLOYMENT APPLICATION
STATE OF SOUTH CAROLINA Receiv: d_: 6/22/07 3:02 PM
State Career Center1401 Senate Strest For Official Use Only:
Sl e Columbia, South Carolina 29201

(803) 734-9080

2ge)... Clrl+F http://www.jobs.sc.qov
A
Pressley, Elvis
00046 ADMIN. MANAGER
PERSONAL INFORMATION
NAME: (Last, First, Middle) SOCIAL SECURITY NUMBER:
Pressley, Elvis /A
ADDRESS: (Street, City, State, Zip Code)
123 Dog Lane, Columbia, South Carclina 29210
HOME PHONE: ALTERNATE PHONE: EMAITL ADDRESS:
DRIVER'S LICENSE: DRIVER'S LICENSE NUMBER: LEGAL RIGHT TO WORK IN THE UNITED STATES?
OYes ONo OYes ONo
PREFERENCES
PREFERRED SALARY: ARE YOU WILLING TO RELOCATE?

COYes CNo OMaybe

WHAT TYPE OF JOB ARE YOU LOOKING FOR?
TYPES OF WORK YOU WILL ACCEPT:
SHIFTS YOU WILL ACCEPT:

EDUCATION

DATES: NAME:
From: To:
LOCATION: (City, State) DID YOU GRADUATE? DEGREE RECEIVED:
MAJOR: UNITS COMPLETED:

WORK EXPERIENCE
DATES: EMPLOYER: POSITION TITLE:
From: To

COMPANY URL: PHONE NUMBER: SUPERVISOR:

HOURS PER WEEK: SALARY: MAY WE CONTACT THIS EMPLOYER?

£

Searches for text on this page.

Online Hiri

Click on the “Edit” tab in the upper left corner
Click Select All

Favorites  Tools  Help e

Copy ctrl+C

Received: 6/22/07 3:02 PM
For Official Use Only:

Select All Crl+a QUAL:

Find {on This Page)... Ctl+F

COther:

NAME: (Lasf
Pressley, Elvis

HOME PHON

DRIVER'S LICENSE:
OYes

IPREFERENCES
ARE YOU WILLING TO RELOCATE?
OYes ONo OMaybe

Click on the “Edit” tab again with all the fields highlighted in the downloaded file
Select “Copy”
Open MS Word
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@l Document? - Microsoft Word

| Ble |Edit View Insert Format Tools Tgble Window Help
~eED=n g

JNurmaI ~ TmesMewRoman ~ 12 | B I U |
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e Click on the “Edit” tab in the upper left corner
o Select “Paste” and the downloaded applications will be added to a new document
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e Click on the “File” tab in the upper left corner

e Select “Save As”

e Type a file name next to the “File Name” field. You may want to include the Req #, the Job
Title, and/or the Hiring Manager’s in the file name.

e Inthe “Save as Type” field, select Word Document from the drop down menu

« Click on the Save button.

e Next, open your email and create a new message to the hiring manager/supervisor. Attach
the file you just created to the email for the hiring manager/supervisor to review.

o If you copy and paste a large number (20 or more) of downloaded applications
into MS Word, you may have problems if your computer does not have enough
memory to store the copied applications in memory before it can paste it into MS
Word. Each application will vary in length, depending on the number of
statewide questions and supplemental questions. Some applications will be 5 or
more pages when pasted into MS Word.

o Consider this option only if the other 2 options do not work.
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Print Applications from Insight-HR(Basic Step by Step)

Log in to 69.225.112.10

Click on “Log In” in the upper right hand corner of screen

Type in Username and Password

Select the “Insight-Human Resources” radio button

Click “Log-In”

Under “Candidate Track” at the top of the screen, select “Active”
Locate your job posting title

Click “Print” under the Applications column

Fill in “Start Date” and “End Date” (These are the dates when the applications were
received. Allows you to pull only applications that you need)
Select “Download Type”

Select “Source”

Select “Processing Type”

Click on “Download Now”

Follow instructions from above to print applications

Print and Download Submitted Applications from HR(Detailed)

APwnh e

Access MyHR

From the ‘CandidateTrack’ pull-down menu, select ‘CandidateTrack’

The CandidateTrack search screen displays

Locate the recruitment you wish to print

To Search by Job Number:

0 Select the ‘Job Number’ radio button
0 Enter the Job Number in the grey text box
0 Click on the upper ‘Search Button’

To Search by Job Title:
Select the *Job Title’ radio button
Enter the Job Title in the grey text box
0 Click on the upper ‘Search Button’
To Search by Recruiter Name:
0 Select the recruiter name from the ‘Search by Recruiter’ drop down box
0 Click on the upper “Search Button’
** Note: You may further refine your search by choosing both a recruiter name and a
specific Job Number or Job Title
To Search by Applicant SSN/Name:
0 Enter the applicant’s SSN in the ‘SSN’ textbox
0 Enter the applicant’s first name and/or last name in the ‘First Name’, ‘Last Name’
text boxes

o O
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0 Click on the lower “Search Button’
To Search by Application Submitted Date Range:
0 Enter the ‘from’ date in the ‘Date 1’ text box
0 Enter the ‘to’ date in the *Date 2’ text box
0 Click on the lower “Search Button’
** NOTE: You may further refine your search by entering both an applicant name as
well as entering a date range

Ceaarch by Job Podtmg Trie, Code or Recrnteérs Hame

To search for a Job Fosting, enter the

& Jab A it T I_ Jolr Mimbar or Jeb Title, Partial Job
" Joh Tithe | Tithas may aiso be enterad such as
i

Saarch by Recruiter: |[==hona =
Search J

Saarch Career Seskars S5, Mame o by Dale Pandd whan resume was submitted

SN
First Namg Lakt KNama
Drate 1 Date 2

Saarch ]

5. Click on the corresponding ‘Print’ link for the recruitment

AIBISIRIEIEIGIHININ]IEILIBINIQIEIQIRIE|Y

u
[ oo ]

Show Apphicetone; | Sotive Only -

Hits Submitted Applizatisng
Lot El £1-) Calisken o mche: RERA3 a B+l ool Eniry
[k Bt grtired ek [ilitie ] (i B o+ f [aat] Enlry
DT Erspriserng Teghrecian D0{g7 o B+ & Bt Eniry

0 g+ 0 Frind Entry

Desas | Leoal Asstslars e

6. Enter in the appropriate download information:
o Date Range — Date range applications were submitted
e Download Type -

o Download Applications Only — Download applications, non-confidential
agency-wide supplemental questions, and job-specific supplemental questions

o Download Applications And Resumes — Download applications, non-
confidential agency-wide supplemental questions, job-specific supplemental
questions, and resume information

o Download Confidential Report — Download applicant demographic information,
confidential agency-wide supplemental questions, and job-specific supplemental
questions

e Source -

o Both - Download applications received online and on paper

o Online — Download applications received online only

o Paper — Download applications received on paper only

e Processing Type —

o Browser Real-Time — downloads applications in a PDF file immediately. This
option is recommended for printing less than 25 applications at a time, and when
the document headers/footers are not necessary. The selected applications display
in a browser pop-up window, and can be printed directly from the web browser.
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PDF Batch — downloads applications in a PDF file while you do other work and
sends an Email notification when the batch process is complete. This option is
recommended if you are printing more than 25 applications at a time. The
selected applications will be converted to a PDF document which is accessible
through the ‘Batch’ link on the ‘Candidate Track’ page. When this option is
selected, the user receives an email notification when the PDF file is ready. The
PDF file can then be saved to your computer and printed.

* Start Dl’"ﬁe:

* End Date:
* Download Type:!

* Source;

* Processing Type:!

March M1 e

rarch

O@®@00@0O00@

' Download applications Only

' Online

2004 R
v | 21 »| 2005 v

Download Applications And Resumes
Download Confidential Report

Both

Paper

Browser Real-Time
PDF Batch

Download MNow ]

7. Click on the ‘Download Now’ button
8. The applications received within the defined date range will display
9. To navigate through the applications:
e Click on the applicant’s name you wish to view
e Click on the “Next’ or “‘Previous’ links to navigate by one application

[EfEREgEgE =
¢
B

0007 ENGINCERING TECHMICLAR

A TIPS,

Browm, Helen K

SH 1AL S R [T AR,

] Mty

RLTURSATH il

Umini hiert b

ELIVEH % LBLLPPs] S
T R R e

:
TRLAL MBCHT 10 WhOR T4 THE (TS STATHAT
F "

10. To print the applications, download the applications into an Adobe Acrobat (.PDF) file:
e Todownload all applications listed

0]

Click on the ‘Download All Applications’ link

e Todownload a subset of applications

0
0]

Select the checkbox to the left of the applicant names
Click on the ‘Download Selected Applications’ button

11. For Browser Real-Time processing:

o Selected applications will be rendered to a pop-up browser window in a printer-friendly
format. If you do not see a new browser window, try minimizing all other open
windows. Also make sure that you do not have any pop-up blocker software enabled.

e To print the applications form the browser printer window, click File | Print from the

menu.

12. For PDF Batch processing:

15



A message is displayed indicating that you will be notified when the PDF file has been
created. The message includes a ‘Return to CandidateTrack’ link that returns you to the
‘Open Recruitments’ page of the CandidateTrack menu:

Candidates: 6
Batch Setup Time: 5.797 sec.

Batch Recoaqnized.
You will receive an email when it is complete.

Return to CandidateTrack

An email notification is sent once the batch process is completed. When you return to
the ‘Open Recruitments’ page, the ‘Batch’ link will be highlighted:

Show Apphoatiors) | Atve Only -

Click on the ‘Batch’ link to display the Batch Report:

Fertum b € anddsipTrack

]ﬂ:l & Tdobs Title Regort Dade Sire  Action
Engrannn 15 5 OL/Y8/T00% 10:14:24 . | 148 4 7

BOOOT o "'i P2 I0ZPE_LINC000 200423 0t W | Minm - iy Cilats

To view the .PDF applications online
0 Click on the “View’ link
To save the .PDF applications to disk
0 Click on the “Save’ link
0 A pop-up message will display
0 Click the “Save’ button
0 Select the folder to save the file into
0 Click on the “‘Save’ button

13. To print the .PDF applications, click on the = icon

Congratulations! You have successfully printed Submitted Applications.
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