
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
The City of Minneapolis utilizes the applicant tracking system and online 
application developed by NEOGOV.  

Create a requisition 

View a job posting 

Review applications 

Access certification list 

Track candidate interviews 

Process job offers and accepts 

Submit a hire request 
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Logging into NEOGOV Online Hiring Center (OHC) 

 
 

1. From CityTalk, click on Team Minneapolis under the Work Tools header.  
 

 
 
 

2. Enter your Login User name and Password.  (Your username is your City of Minneapolis 
email address in all lower case letters, and a password of your creation.) 
 

 

 

3. If you forget your password, click the Forgot your password? link and enter the requested 
information.  You will receive an email from NEOGOV with a link to reset your password.  
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Managing Requisitions 
 

 

Creating a Requisition 

1. Click “Open New Requisition” link. 
 

 
 

2. Click  “Create New” link under the Requisition column for the classification title of your 
vacant position.  
 

 
 

3. A blank requisition form will be displayed.  You are only required to complete fields with a 
red asterisk.   
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4. Enter the Desired Start Date (formatted MM/DD/YY), a preferred Working Title, and 
number of Vacancies. 
 

5. Select your department from the Department drop down menu.  
 

6. Select your division from the Location Code drop down menu.  The available divisions 
funnel down from the department selected. 
 

7. The Position field is activated after the Location Code is selected.  Position information 
is populated from HRIS.  The available positions funnel down from the department and 

location code selections.  Click this icon  to add more than one position number.   
 

8. Select your name from the list of “Available” Hiring Managers and use the right-facing 
arrow to move it to “Assigned.”  More than one name may be listed in the “Assigned” box. 
 

9. Job Term options are full-time, part-time and intermittent.  
 

10.  Select the type of eligible list you are requesting from the List Type menu.  
 

a. Regular = open to external applicants 
b. Promotional Only = open only to current City employees 
c. Department Promotional Only = open only to employees working in a specific 

department (typically used for Police and Fire). 
 

11.  Enter Comments for your HR Generalist team regarding qualifications, desirable 
qualifications (language ability), advertising sources, and other relevant information.  No 
character limit. 
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12. Change radio button selections to Seasonal and Grant Funded if needed. 

 
13. Standard Hours is a required field.  Enter the expected number of hours the incumbent 

will work per week (max 40).  This is important due to the new benefits-eligibility rules 
under the Affordable Care Act effective January, 2015. 
 

14. Always click on the “No Approvals” check box for requisitions. 

15. Once you click either “Save” or “Save and Release,” you can upload attachments at the 
bottom of the requisition.  HR is notified that you have submitted a requisition. 

 

 

 

 

Editing a Requisition 

1. To edit a requisition, click the “Edit” link in the upper right corner and make changes (not 
including department, location code and position numbers).  
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Your Requisition Dashboard 

 

  

 

 

 

 

Approved Requisitions are those submitted, but not yet authorized, by HR. 

Open Requisitions are those authorized by HR, but not yet filled. 

Click My Requisitions under 
your name icon to display your 
dashboard page. 
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View Job Posting 
 

 

1. Job postings associated with your requisitions will be listed.   

 

 “Active” status = currently in an open application period. 
 “Expired” status = closed for application 
 

2. Click on a Job Title link to view the job posting. 

 

3. The Job Posting displays the number of hits and applications submitted.  Specific 
applicants and application information cannot be viewed at this time. 
 

4. Print Job Bulletin generates a printable job posting, or can be converted to a PDF 
document. 

Hover over the Post 
down-arrow, then click 
Job Postings. 
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Full benefits information is 
provided for each job posting.   

--Supplemental questions in the form 
of single-choice answers, multiple 
choice answers, and/or text answers 
can be added to each job posting. 

--Knock-out screening and auto-
scored ratings can be performed on 
supplemental question answers. 
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Subject Matter Expert (SME) Reviews 
 

Conducting an SME Review 
 

1. When applications have been sent to you for review by HR, you will receive an email 
notification. 
 

 
 

2. Hover over your name and click “My SME Review”. 

 
 

3. The list of job openings where you are assigned as an SME Reviewer will be displayed. 

 
4. Click on the applicable job title under the Exam Plan column.   

 
5. The applicants in the applicant pool for you to evaluate as an SME are listed. 
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6. Click on a PersonID link to begin the review of each applicant.  

 
7. Each application, in sequential order, should be reviewed against the established 

minimum qualifications for the position (work experience, education, license, etc), as well 
as the established desirable criteria.  In collaboration with the hiring authority, the HR 
liaison will send you the criteria and applicable point values to use in rating applications. 

 
 
 

8. Click on the “Show Candidate Disposition” link after reviewing the first application. 
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9. You will now be able to screen and rate your applicants (if applicable) by typing in the 
appropriate score or selecting to reject an applicant if they do not meet minimum 
qualifications (Reject Reason = Always use SME Review). 
 

 
 

10. You will only have access to your specific reviewer box and you are unable to manipulate 
another SME’s score entry.  You may also enter objective and relevant comments for 
each applicant.  Be aware that Comments may be subject to legal perusal if an exam 
is challenged. 
 

11. Click “Save & View next App” until you have completed your SME review. 
 

12. Upon completion, click the “Return to Candidate List” link. 

 
13. Click the SME Review Complete button to notify HR. 

 
 

14.   When all SME ratings have been received by HR, you will not be able to edit scores or 
reject reasons. 
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Managing A Certification List (Referral List)  
 

Managing “My List” 

1. Hover over your name and select “My List.”  
 

 
2. All of your certification lists will be displayed.  A certification list contains all of the 

candidates who are eligible to be interviewed and hired for your position.  
 

3. Under the “Candidate” column, click on the “View” link for the certification list you want to 
access. You can also print applications for all or select candidates. 
 

 
 

4. In accordance with the applicable certification rule, HR will note in the Comments section 
any candidates that you “must interview”. 
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5. Candidates are listed in rank order by total exam score, which includes any veteran or 
seniority points.  You will manage the related activities for scheduling interviews, entering 
job offers, sending out related emails to candidates, and preparing a hire. 

 
 

6. Click on a candidate’s name to view their application and contact information. 
 

7. Candidates cannot self-schedule for interviews.  You can send interview invitations via 
email to candidates through the system.  Click the checkbox for each candidate that you 
want to send an email notice to.  From the drop down menu select “Email Notify”, then 
“Go”. 

 
 

8. From the drop down Template menu select “Interview Notice”, then click Edit. 

 
 

9. Edit the highlighted areas to include specific interview date(s), time(s), duration, and 
location.  Click “Generate Notices”, which will give you a preview of the email to be sent.  
Review your email, then click “Send”. 
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10. Click the checkbox next to a candidate that you have scheduled for an interview, then 
from the drop down menu select “Schedule Interview”.  Click “Go.”   

 
 

11. The interview scheduling page will be displayed.  Complete the form with all the required 
information at a minimum.  Then click “Save”  

 
 

12. This action moves the candidate from referred status to interview scheduled status.   
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13. To Reject candidates who cancel an interview or withdraw themselves from 
consideration, click on their checkbox and select “Reject” from the drop down menu, then 
“Go”.  Select the appropriate rejection reason, add any relevant comments, then “Save”. 

 

14. Click on the box next to the candidate’s name under interview scheduled, and from the 
drop down menu select “Make an Offer.”  Then Click “Go.” 

 

15. On the Offer page, enter the offer amount (hourly or salary rate), and bonus amount if the 
position is authorized for a Market Rate Adjustment.  Click “Save”. 
 

16. The candidate moves from “Interview Scheduled” to “Offer Pending.”  Once pre-
employment background checks and/or drug and alcohol testing have been completed, 
indicate the candidate’s response to your offer.  Click on the “Pending” link under the 
Offer column. 

 
 

17. Update the Status to accepted or declined and enter the Answer Date.  Click “Save”. 
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18. To submit the candidate for hire, click back into the Offer Pending tab.  Click the box next 
to the candidate’s name and select “Hire” from the drop down menu. 

a. Note that while a delegate may be assigned to administratively create requisitions, 
schedule interviews, and enter job offers – the hiring manager must be the user 
that submits the hire.  This constitutes the electronic signature of the hiring 
authority for auditing purposes. 
 

 
 

19. This will take you to the Personnel Action Form (PAF).  Complete all the necessary form 
fields.  All hire requests with have an Approval and Authorization process.   
 

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Information from the requisition will 
default into the header, including the 
available position number(s). 

A position number must be selected for 
each candidate being submitted for hire. 
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20.  

 

 

 

20. For Approval 1, select HRIS Rep.  The name of  
your HRIS Rep(s) will populate.  Click on the  
HRIS Rep name and Click “Save and Release”. 

Please note: Once you click the “Save and Release button the new hire will begin the 
approval process.  For hires, the approval process will be as follows.   

 

HRIS Rep Human Resources 

Offer Amount:  Enter the hourly or annual salary 
associated with step offered. 
 
Bonus Amount:  Enter the annual Market Rate Adjustment  
being offered, where applicable. 

Start Date:  Change this date to the actual start date. 

Comments:  These comments are displayed to approvers 
and authorizers of this hire.  Enter comments regarding 
salary and accelerated vacation (where applicable). 

Action/Action Reason Code:  Select the most appropriate 
code for this hire.   

Salary Step:  The step in the salary range offered. 

Expected End Date:  Only used for Urban Scholar hires. 

Earnings Distribution % 1 and 2:  Percent of pay coming 
from associated combo code.  For positions requiring more 
than two, the additional information will be added after 
the hire is completed in HRIS.  This is a numeric field only, 
do not enter a % sign (i.e., enter 100). 

Combo Code:  The payroll funding string(s).  Up to two are 
available. For positions requiring more than two the 
additional information will be added after the hire is 
completed in HRIS.  The dashes are often required. 

Probationary Period:  Enter the end date where applicable.  
This is determined by Commission Rules or union rules for 
the type of hire being submitted. 

Supervisor ID:  Only used for Urban Scholars hires.  This is 
the employee ID of the person supervising them. 

Approval 1:  For Approval 1, select HRIS Rep.  The name of 
your HRIS Rep(s) will populate.  Click on the HRIS Rep 
name and Click “Save and Release”. 
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The role of the HRIS Rep as an Approver is to verify new hire information, such as 
probationary dates, combo codes, and other information that is usually verified on the 
New Hire or Employee Job Change form. 
 

21. The candidate will now move from “Offer Pending” status to “Hired” status. 
 

  
21. After you click either “Save” or “Save and Release”, click back into the “Hired’ category 

and click the “Details” link (last column). 

 
22. Update all hiring-related documents, including:  signed job offer letter, approved 

Salary Authorization forms, and approved Acceleration Vacation forms. 
 

22. The HRIS Rep you selected will be sent an email notification to the selected HRIS Rep, 
who will verify hire information and approve the hire. 
 

23. Once the HRIS Rep has approved the hire, HR will be receive an email notification that a 
recruitment is ready to be authorized.  HR will verify all requisition, applicant and hire 
form information.   
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Wrap Up  
 

 
 
Candidate Email Notices – Not Selected 
 
It is highly encouraged that you send a “Not Selected For Hire” email notice to candidates 
that you interviewed but chose not to hire.  You can do this from within your certification 
list. 
 
 
Hire Approvals: 
 
1. The HRIS Rep will verify that new hire information is accurate.  When the hire is 

approved by the HRIS Rep, the hire is sent to HR for approval and authorization. 
2. HR will ensure that all new information is entered and accurate, then release the hire 

for integration into HRIS. 
3. Salary Authorization:  Hiring Managers will continue to complete the salary 

authorization form when offering a candidate a salary above Step 1 for approval by 
their department head and/or the Chief Human Resource Officer (if above step 3).  
This fully completed and signed form is to be sent to your HR liaison for inclusion in 
the hire process. 

4. Accelerated Vacation:  Hiring Managers will continue to complete the accelerated 
vacation authorization form when offering a candidate a higher vacation accrual rate, 
per applicable collective bargaining agreements.  The vacation form is approved by 
your department’s HR Generalist.  The fully completed and signed form is to be sent 
to your HR liaison for inclusion in the hire process. 

 

HRIS and Paperwork: 

1. HRIS:  At 9:00 p.m. nightly, authorized hires are sent from Team Minneapolis 
automatically into HRIS.  There is no manual data entry required.  This will 
facilitate the generation an employee ID so that an IMAC can be completed in a 
timely fashion for phone and computer access for the new hire. 

2. Paperwork:  The Personnel Action Hire Form (PAF) in Team Minneapolis will 
replace the New Hire Form and Employee Job Change Form for all hires, 
promotions, demotions, transfers, etc., being processed through Team 
Minneapolis. 

a. Health Insurance Marketplace Notice:  ALL new hires must be given this 
notice by their first day of employment. 


