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State of Louisiana                                                    OHC Workflow Quick Sheet

1. Select ‘My List’ from the top of the OHC screen.
2. Select ‘View’ under the Candidates column.
3. All of the candidates referred to the hiring manager from HR will appear in the first section.
a. Under the Action column, there is a drop down menu for each candidate.
i. Schedule Interview – hiring managers can manage their interview scheduling.
ii. Make Offer – do not use this option
iii. Hire – for the State of Louisiana, hire in this case will mean the hiring manager is submitting the selected candidate to HR for approval.
iv. Reject – able to record a reason for removing from consideration.
4. Select ‘Schedule Interview’ next to a candidate’s name. 
a. This step is used only for recording purposes.  No notices are sent to candidates.

5. Select the red ‘Go’ button.
a. Fill in the date, time and location of the scheduled interview.
b. Hiring managers can enter any comments they may have at this time.
6. Select ‘Save.’
a. The candidate will be moved to the ‘Interview Scheduled’ section.
7. Candidates can be rejected at any step in the OHC workflow.
a. Select ‘Reject’ next to the candidate’s name.
b. Select a ‘Reject Reason’ and enter any comments.
c. Select ‘Save.’
d. The candidate will be moved to the reject section.
8. To ‘hire’ a candidate and send them to HR for approval, select ‘Hire’ from the drop down.
a. This form contains several places to enter dates, such as the offer date, start date etc.
i. Your agency can use these date fields however they best fit your needs. The offer date must be accurate for auditing purposes.
b. Enter the offer amount in the format that your HRIS requires (annual, bi-weekly).
c. The Personnel Action Request form can be sent through approvals the same way as the requisition. (See Requisition Quick Sheet)

9. Select ‘Save and Release’ to send for approvals.
a. Tip: Selecting ‘Save’ will not send the form for approval.
b. After all approval levels have approved the action, the recommendation is sent to HR.

10. The candidate will now show as ‘Hired’ in the OHC workflow.
For EEO reporting, you must move candidates that were interviewed to the interview step, and then hire the selected candidate.  You must also reject those who were interviewed but not hired.  You do not have to reject those who were referred but not interviewed.
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.


