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State of Louisiana                                                           HR Workflow Quick Sheet

1. The HR workflow involves moving all the applicants for a vacancy through the evaluation steps you have created in the exam plan.
a. This process will vary based on what evaluation steps are included.
b. You can work with applications as they come in, or wait until after the closing date of the posting to begin your HR workflow.
2. This is the general process for moving an applicant or group of applicants from one step to another:

a. In the Exam Plan, next to Evaluation Steps, select ‘View Applicants by Step.’ (Step 1 will always be ‘Application Received’)
i. Under each step there is a drop down menu with several options, which may change based on the step, but these are the general ones.
i. E-mail notify – send notifications to candidates who prefer e-mail notification.
ii. Mail Merge and Mail Labels – create letters and labels to print for sending to candidates who prefer paper notification.
iii. Advance to Next Step – move passing applicants to the next step.
iv. Change Disposition – change the disposition of candidates to pass or fail.
v. SME Review – forward applications to subject matter experts for review and help in determining qualifications.
vi. Archive – archive an application.
vii. Filter – simple filter based on name, date, etc.
viii. Advanced Filter – allows the user to filter candidates on a variety of criteria, including responses to agency-wide and supplemental questions.

ix. Go To: (options for next steps) – advance candidates directly to a selected step (primarily used for testing exemptions).
3. Typically, the first option you will choose for each step will be Change Disposition. For the MQ Step, the first option you choose may be SME Review (if you need help evaluating the application). 

i. Once you make a selection for what to do, you need to select who the action will apply to from the second drop down, which usually contains these options:
i. All – all candidates – if you are advancing candidates to next step, only those passing will advance even if you select all.
ii. Passing – all passing candidates.
iii. Failing – all failing candidates - can be used to send notifications of ‘failure’ to only those who have failed.
iv. Selected – those candidates that you have selected using the checkbox next to their name.
v. Notice Sent – for candidates who have already received notices.
vi. Notice Not Sent – for candidates that have not received notices.
vii. The Responded and Not Responded options work much like a read receipt in Outlook – you can use these features if you have a need but they are not necessary.
viii. N/A – candidates whose dispositions have not yet been changed.
ix. Email Notification Pref – candidates who prefer to receive notifications via email.
x. Paper Notification Pref - candidates who prefer to receive notifications in a paper format.
4. To change the disposition of a candidate or group of candidates, select ‘Change Disposition’, then select the group you would like to change, and click the red ‘Go’ button to the right.
a.    You can now select a disposition of ‘Passed’ or ‘Failed’ or ‘Other.’  The disposition you choose will be applied to the entire group you have selected, and any comments you enter will appear on all candidates’ records for that group.
b.    If you fail a candidate, you must select a ‘reject reason’ from the drop down menu.
i. Entering a reject reason creates a record for your actions which will be examined in auditing.
ii. If you select ‘Passed,’ but also select a ‘reject reason,’ the system will fail the candidates.
c.    Select ‘Save.’
i. The system will take you back to the ‘View Applicants by Step’ screen where you can see the updated disposition.
d. After you change dispositions for candidates, you will be ready to move them on to the next step in the process.
i. Select ‘Advance to Next Step’ from the first drop down.
ii. Select ‘All’ or ‘Passing’ from the next drop down.
iii. Select the red ‘Go’ button.
i. The candidates will now appear in the next step with a disposition of ‘N/A.’
ii. Only candidates with a passing disposition will be advanced to the next step.
iii. Dispositions will automatically change for jobs with Written Test steps using Civil Service exams as well as any positions using SCORE procedures.
NOTE:  Every applicant remaining at an evaluation step should have a disposition assigned to indicate their having been processed.  This applies to applicants without test scores as well.

e. Once you have moved applicants beyond the first step, you will have an additional option in the drop down to ‘Revert to Previous Step.’
f. Once you reach the last step, the additional option of ‘Place on Eligible List’ will become available.
5. This is the general process of moving applicants through steps by changing dispositions and advancing.  Several other intermediate options such as referring applications to SMEs or sending notifications are available for action at any time during the HR Workflow process and are addressed in other quick sheets.
These Quick Sheets will be updated as needed on the Civil Service website.  It is your responsibility to ensure that you are using the most up to date materials.


