SEARCH ADVISORYCOMMITTEE MEMBERS
Subject Matter Experts (SME)
Instructions for Viewing and Screening Applications

1. Go to http://neogov.com/   Click on the blue Login button in the upper right hand corner.  Enter the Username and Password that was e-mailed to you by info@neogov.com; click on the radio button by Online Hiring Center-Departments; click Login.  The radio button defaults to Insight so you will need to change it.
2. Click on My SME Review.  A list of job postings to which you have been assigned as an SME will appear.  Click on the job posting under the Exam Plan column for the applicants that you want to view.
3. To view the application submitted by an applicant, click on their name in the Candidate Column.  Note: To view the resume and transcripts they attached, scroll down to the Attachments section of the application, and click on the File Names.  The attachments will open in the software in which it was stored (such as Word or Adobe).   
4. Click on the Show Candidate Disposition link in the upper-right corner to open a disposition entry box above the candidate’s application.  The Search Advisory Committee Chair will make entries in this record after the Search Advisory Committee reaches a consensus on whom they will interview.  The remainder of the search advisory committee will put their comments on the electronic spread sheet that  is provided by Human Resources.
5. Enter the candidate’s disposition information (either score or pass/fail status).  For pass/fail steps, if ‘fail’ is selected, a ‘Reject Reason’ is required.

6. Click on ‘Save & View Next App’ icon to screen the next application.

7. When finished, click the ‘Save’ icon.

8. Be sure to click on Logout in the upper right hand corner when you walk away from your computer or stop your work in NeoGov for the day to protect candidate confidentiality.  NeoGov will time out after 15 minutes of inactivity, requiring a login to resume.
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