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Creating and Associating Multiple Requisitions with an Exam Plan

State of Louisiana
In some cases, agencies may need to attach additional requisitions to exam plans. This may happen with continuous announcements or regular announcements that are being used to fill multiple positions within the 90 day eligible period. The instructions below can be used to attach additional requisitions to an exam plan. Numbers 1-13 are from the requisitions quick sheet. Numbers 14-22 are specific instructions on how to associate additional requisitions with an exam plan.
1. Sign into LA Careers and go to OHC.
2. Select ‘Open New Requisition’ from the dashboard.
3. Search for the vacancy Job Spec title under the ‘Class Title’ column.

a. Select ‘create new’ to the right of the Job Spec title.

4. Enter today’s date for ‘Desired Start Date’

5. The ‘working title’ will be the title that is displayed on the posting.  
a. You must enter the exact title that appears on the spec.
6. Enter the number of vacancies.  (This is for informational purposes only.)

7. Select the appropriate ‘Department’ and ‘Division’ (if applicable).

8. Select yourself as the ‘Hiring Manager’ and move your name to ‘Assigned.’  

a. Tip: Until access is rolled out to your hiring managers, you must select yourself (or another HR user) as the ‘Hiring Manager’ or you (they) will not be able to access the requisition.

9. Select the appropriate ‘job term.’

a. Classified
b. Promotion

c. Unclassified
10. Select the appropriate ‘list type.’
a. The list types are NEOGOV’s terms – There is no need to select an option from this menu.
11. The ‘Position Type’ feature is optional if your agency wants to track the employment history of a position.

a. If you choose to use this feature, you will select whether it is a ‘New Position’ or an ‘Existing Position.’

b. If it is an ‘Existing Position’, select ‘Add Another Vacancy.’

i. Enter the position number, name of the person who left the position, and that person’s vacancy date. This will allow you to run a report on vacancy by position.
12. For those agencies who have not implemented the OHC for hiring managers, you can select ‘No Approvals.’

a. If your agency has given access to hiring managers and other approvers through an OHC rollout, you will select the approval levels the requisition will go through.

i. Select the ‘Approver’s’ names from the drop down menus (first approver first).

ii. Select either ‘Must approve before next approval’ (if there are additional levels of approval) or ‘Final approval’ (if that person is the last approver).

b. If you want to track approvals without giving access to hiring managers, you can set up user accounts for the approvers and have HR staff manually enter the approval, or just record this information in the comments field.
13. Select ‘Save and Release’ to send the requisition to HR for approval (or to the first level of approval if you are using this feature).

a. Selecting ‘Save’ will save the requisition as a draft that only you can see.  You must select ‘Save and Release’ for it to be forwarded to HR.
14. Sign into Insight

15. First you must authorize the requisition and assign it to yourself in Insight.

a. Under the Jobs menu, select ‘Requisitions’.

i. View “Approved” requisitions
16. Search for the requisition you created.

a. Select ‘Authorize’ in the Action column.

17. Change the status to ‘Open.’

18. Assign the requisition to yourself (or whoever will be responsible for working on it).

a. Tip: You must change the status to ‘Open’ and assign the requisition to an analyst for it to appear in the assigned analyst’s My HR.

19. Select the Existing Exam Plan in which you would like this requisition to be attached. (FYI: You may find it helpful to sort by job title using the Sort by Job Title link.)
20. Select ‘Save.’

21. Select ‘My HR.’

22. Now that the requisition is attached to the exam plan, you can go back to your exam plan and refer like you would normally (Referral List Quick Sheet).

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.


