
1. After signing into the system, the Dashboard module will display. Hover
over the drop-down on the blue banner in the top left, then click OHC. 
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2. Click the name of the position/requisition you are trying to view.

3. From the Candidate List under the Candidate tab, select the checkbox
next to one or more candidates. Then click Actions and choose Move to
Screening Criteria (or the appropriate step).

Note: Screening Criteria must be approved by HR before use.
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5. To setup the screening criteria, select the Hire Workflow tab. 

4. The system will ask if you are sure you want to move candidates. Click OK.
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6. Then click customize workflow. 



9. Scroll to the bottom of the page and toggle ON Rating Criteria. Click
“Add rating criteria” to include more, then click Save & Close.

7. After select the “pencil” icon to the right of the Screening Criteria to begin
editing that step. 

8. Next add the committee members as “Raters,” optionally add a due
date, adjust the evaluation scale, or change the pass points. 
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10. To rate a candidate after Screening Criteria, go to the Candidate tab.
Open the Screening Criteria List, then click the candidate's name to
begin rating.

11. This opens the candidate’s application. Select Actions and choose Rate.

12. Click the pencil icon to the right of your name to enter your ratings. 
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14. In the Candidate tab, check the box next to one or more candidates.
Click Actions, then select Move to Interview (or the appropriate step).

15. The system will ask if you are sure you want to move candidates. Click OK.
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13. Enter your comments and star ratings. Click Save.
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16. To setup the Interview Questions, select the Hire Workflow tab. 



18.  After select the “pencil” icon to the right of the Interview to begin
editing that step. 

17. Then click customize workflow. 

 PROCESSING CANDIDATES (OHC)

6

19. Next add the committee members as “Raters”, and optional add a due
date, adjust the evaluation scale, or change the pass points. 



21. Next you can schedule an interview with the candidates through
NeoEd, by clicking “unscheduled” in the status column, under the
candidate section. 
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20. Then at the bottom of the page toggle ON the Rating Criteria. This
allows the hiring manager to add rating criteria and to add additional click
the “Add rating criteria” button, then click “Save & Close.”
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22. On the Interview Details page, enter the date, time, location, and names
of the Search Committee members in the Interviewer field. Click Save
when you are finished.



24. This opens the candidate’s application. Select Actions and choose Rate.
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25. Click the pencil icon to the right of your name to enter your ratings. 

23. To rate a candidate after an interview, go to the Candidate tab, find them
via the Interview List or the donut chart's Interview section, and select their
name.

26. Enter your comments and star ratings. Click Save.



28. Complete the Offer Approval Form, filling all required (*) fields, then
click Save & Continue to Next Step.

29. On the Approvals tab, confirm or update the Approval Group(s) based on
the requisition’s department, adjust the workflow as needed, then click Save
& Continue to Next Step:

Drag (⋮⋮) to reorder steps
Click the 🗑 to remove a step
Click the ✏  to edit group, names, or deadlines
Click + Add Approval Group to add a step
Click Previous to go back
Click Save & Close to save and finish later
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27. To make an offer, go to the Candidate tab, check the box next to the
candidate, click Actions, and select Move to Offered



30. On the Attachments tab, you can optionally upload documents by
clicking the blue “click here to upload” link or dragging files into that area.
Then click the green Save & Submit button at the top right.
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32. From the offer details page select Send e-Offer.

31. After the Offer Approval Form has been approved you can send an e-
Offer Letter to the candidate by clicking “offer approved: send e-offer” in
the status column, under the candidate section.

33. Next fill out the required fields on the Send e-offer page, fields
marked with an asterisk (*) are required. After you fill in the
appropriate information, click Next.



35. Next select the appropriate email notice template. 
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34. Then you will be prompted to select the appropriate offer letter template. 

36. After the candidate has accepted the position, Click the Candidate tab.
Then select the name of the candidate you want to Hire. 



38. Next on the Hire Form fill out the required fields in the Hire Information
Section, then click save & continue to next step. 

39. On the Approvals tab, select the correct Approval Group(s). These are
based on the department linked to the requisition.
 If correct, click the green “Save & Continue to Next Step” button.
You can edit the workflow as needed:

Drag (⋮⋮) to reorder steps
Click the 🗑 to remove a step
Click the ✏ to edit group, names, or deadlines
Click + Add Approval Group to add a step
Click Previous to go back
Click Save & Close to save and finish later
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37. This opens the candidate’s application. Select Actions and choose Move
to Hire. 



41. Awaiting Authorization: HR approves Hire and sent them to
Onboarding.
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40. On the Attachments tab, optionally upload documents by clicking the
blue “click here to upload” link or dragging files into the upload area. Then
click the green “Save & Submit” button at the top right.


