
Viewing Applicants in the OHC and Moving
 them to the Next Stage
This guide goes over how to navigate to the applicants for your position in the OHC (Online 
Hiring Center), how to review their applications, and how to move them to the next stage.
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NeoEd Dashboard 20 Steps

Access the NeoEd Dashboard at unified.neoed.com

STEP 1

Start on the NeoEd Dashboard Home page. From here, there a couple differ-
ent ways you can access the applicants for your positions.

Typically, you will be prompted to review candidates after receiving an email notification that 
a new application has been received. You can shortcut to NeoEd by clicking the link in the 
email.
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STEP 2

On the Home page, you will see a My Candidates section. Within this section,
 select the name of the position you would like to view the applicant pool for.
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STEP 3

This will bring you to the Requisition Detail page for the position. From there,
 you can go to the Candidates tab to few all the applicants who have applied
 to the position so far.

If you have starting moving some candidates to further stages, this page will also show a 
breakdown of where each candidate is in the selection process.
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STEP 4

Another way you can access the candidate pool is from the Home Dashboard,
 then clicking on the Recruiting tab in the top left. 

STEP 5

Next, you will click the My Candidates tab.
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STEP 6

Click on the position you would like to view candidates for.

STEP 7

This will take you to the candidates snapshot as well. From here, you can start 
viewing applications by clicking an applicant's name. 
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STEP 8

This will take you to the candidate's application and profile. The first tab shows
 all the information collected on the Application, including any Attachments
 (resume, cover letter, etc.) they submitted at the bottom.

STEP 9

You can click the carrot button on the left side to jump to the different
 sections.
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STEP 10

The second tab shows their answers to the Agency-wide and Supplemental
 Questions on the application.
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STEP 11

Under the E-References tab, you will see the Contact Information and details 
for each of the references listed on the application. 

Please review the separate guide on E-References for more information.
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STEP 12

The Notices tab shows any emails, communications, offer letters, etc. that
 may have been sent out to the candidate.

STEP 13

The History tab tracks any changes made to the candidate as they move
 through the various stages.
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STEP 14

Lastly, the Notes tab allows you to enter any additional information you would
 like to make note of. However, we do caution you on the information you enter
 here as this becomes part of the candidate's hiring record, which is able to
 be subpoenaed.

STEP 15

You can scroll through to the different candidates using the Previous and Next
 buttons.
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STEP 16

When you are ready to move a candidate to the next stage, you will click the
 Actions button.

STEP 17

Select Move to Phone/Video Interview. Please note that the next stage is not
 required to be a Phone or Video interview - it could be an in person interview
 - this is just what is typically completed next, so that is how it is titled. 
As you review and select applicants for first-round interviews, we encourage you to use 
our SparkHire one-way video interview platform which can create efficiency in your search. 
SparkHire is a web-based video interview portal that allows you to complete first-round 
interviews without the need to coordinate schedules with the candidate or search committee. 
Please review our SparkHire guide for more information.
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STEP 18

Once you select the stage, the below pop-up will appear asking you to
 confirm. Click Ok.

STEP 19

You will now see that the candidate's status has been updated to the new
 stage. 
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STEP 20

This will also update the breakdown on the candidates snapshot. 
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