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Priority Eligible List Process using Testing Exemption Rules
 State of Louisiana
Agencies have the option to allow exemptions under Rules 22.8 and 23.13, but use of these testing exemptions is not mandatory.  Especially for those vacancies where you receive applications from hundreds of candidates with passing scores, you may choose to require the test score to help your hiring manager assess and attain the best quality candidates.

If you choose to allow exemptions, you will need to do some additional work in LA Careers to document this action.
You may process any applicants who have a passing test score as they come in.  This would include moving them through the evaluation steps and placing them on the eligible list.  You must first process all candidates with passing scores prior to creating the priority eligible list.  Then, once the posting has closed, you may begin processing testing exemptions.  To do so:
1. Login to Insight.
2. Select the Exam link for the appropriate exam plan.  You first need to remove the pre-requisite requirements from the evaluation steps to allow you to skip anyone meeting a testing exemption over this step.  
a. From the Exam Plan Detail screen, select the Edit link next to each step in the evaluation step section which comes after the test step(s), and uncheck the boxes for all of the pre-requisite test steps at the bottom of the screen. (Note: In general, you will only need to edit the MQ Review step, unless you have added additional steps.) See below for an illustration.
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b. Select Save.
3. Now, you need to create a separate eligible list (Priority list) for those candidates who are eligible for a testing exemption.  From the Eligible List section of the exam plan, select the ‘Add New’ button.  

a. Name your list.

i. Use “Priority” or “Exempt from Testing” in your title.
b. Edit the promulgation/expiration or days eligible as appropriate. (See the individual Eligible List quick sheets for more details).
c. Select ‘Other’ as the list type, and leave the defaults for the rest of the fields.

d. Select Save.

4. You are now ready to identify those candidates who are eligible for the testing exemptions you are allowing.  Make sure that anyone who has applied and either failed the test or had no score is at the test step.

5. If you are accepting ALL applicable testing exemptions:

a. Open the written test evaluation step.

b. For Select Action, choose Advanced Filter.

c. For Select Candidates, choose All.

d. Click the red ‘Go’ button.  You will see the following screen:
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e. Click the ‘Apply’ link for the appropriate filter for your posting.
f. This will bring you back to the evaluation step and only those who answered that they have the exemption(s) will appear on the list.  You now need to move these candidates back to step 1.
i. Select Action: Revert to Previous Step
ii. Select Candidates: All (will only apply to those who are filtered)

iii. Select ‘Go.’
iv. Open step 1 to view the candidates.  The only passing candidates in this step should be those who meet a testing exemption.  You now need to skip them over the test step to the MQ review step.

1. Select Action: Go To: MQ Review.
2. Select Candidates: Passing.
3. Select ‘Go.’
6. Review the applicants in the MQ Review step to determine whether they qualify. Pass and Fail candidates as appropriate using the normal process.
7. Once you’ve reviewed all the applications and assigned each a passing or failing disposition:
a. Select Action: Place on Eligible List

b. Select Candidates: Passing

c. Select Go.

8. Use the drop down menu at the top right to select the priority eligible list that you created in step 3 above.

9. Select ‘Assign to list’.

10. You have now processed all eligible candidates, both with passing scores and those meeting test exemptions, to the eligible list.  For anyone remaining at the test step without a score, change their disposition to Fail and enter a reject reason of ‘Does not have a test score.’  Send notices to anyone failing the MQ step.

11. When you are ready to refer candidates, you will need to refer from both eligible lists.  The process to refer from the Priority list is the same as referring from the original list; you just need to remember to do both.  There will only be one referral list.
12. If you are only accepting specific exemptions, you will need to create a filter which will identify candidates meeting that criterion. For example, if you want to accept ONLY the veteran exemption OR the 3.5 GPA exemption, follow these steps:

a. Open the written test evaluation step.

b. For Select Action, choose Advanced Filter.

c. For Select Candidates, choose All.

d. Click the red ‘Go’ button.  You will see the following screen:
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e. Click the ‘Add Filter’ link.
f. Enter a descriptive name into the Name field.

g. DO NOT select the Share Filter box.
h. For Object, select Agency Wide Questions.
i. For Field, select “Please check all that apply…”

j. For Operator, select Contains (IN) to choose multiple exemptions.
NOTE: You would select Equal (=) to choose only one exemption.
k. For the last column, hold the Ctrl key while clicking the appropriate response choices (ex: “I am an active duty member…” and “I have a 3.5GPA…”)  see example below
l. Click the ‘Save’ button.

m. Upon saving, you are returned back to the page allowing you to apply, or execute your Evaluation Step filter; click Apply.
n. Your Evaluation Step will display, THIS STEP IS FILTERED. 

o. Follow steps 5-11 from above.
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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.


