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INSIGHT – AGENCY ROLE 
In this chapter, you will learn how to create and post a job 
vacancy online. 

Insight Enterprise provides you with the ability to create job vacancies that will be posted on the state’s 
job opportunity web pages.   

   

ROLE DEFINITIONS LOGINS/PASSWORDS 

Agency Role: 
Analyst/Recruiter – create job postings. 

 
Please log into your “Test Environment” as follows: 
 

 Open your browser, go to the address bar, clear out it’s contents completely and type:  
69.225.112.10 – click enter 

 Click ‘Login’ in the upper-right-hand portion of the screen 
 Type in your ‘Insight’ username and password as provided by your system administrator  
 Click on the radio button for „Insight – Human Resources‟ 
 Click ‘Login’ 

Write your username and password here:  _________________/________________ 

 

 

Agency Job Posting 
 

JOB POSTING DEFINITION AND COMPONENTS 
The job posting is the announcement that identifies the job vacancy, including the dates 
for applying, salary information, job duties and requirements.  Candidates will be able to 
view how to apply for your specific vacancy/agency, and obtain information on pertinent 
exam procedures.  

 

Chapter 
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EXERCISE 1-1:  CREATE AN AGENCY JOB POSTING  

 

1. From the Class pull down menu, click on the Search Class Spec Database.  

 
 

 

 

 

2. From the Class Spec drop down, search for the desired title, click on the Postings link. 

 

3. Add new posting, Click „Go‟ 

 

 

 

 

 

4. Fill out the job posting form as follows:  

1. Place a CHECK in the Draft box (all postings are to be initially created as drafts until final 
revisions are completed).  

2. UNCHECK BOX next to „ACCEPT ONLINE APPLICATIONS‟ - DO NOT ACCEPT ONLINE 
APPLICATIONS (ensure this button is not checked for agency postings). 

3. Advertise From Date - Do not change (we want the job to be open as of today when we go 
to apply later on) .

4. Advertise to Date - change to the appropriate date in the future. 

5. Job Title – DO NOT change (automatically populated).   

6. Job Number – Enter agency posting # or BID #. 

7. Exam Plan -  Skip - do not input. 

8. Job Type - Select accordingly. 


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9. Category –Refer to the category mapping list corresponding to each title (provided by the 
system administrators) to select appropriate one(s). Select at least one category (highlight 
the category by clicking on it and then click the Add > button just to the right to associate that 
category to the posting).  Applicants will be able to search for job openings by categories.   

10. Assign to -  DO NOT change (automatically populated to default to the person creating the 
posting) 

11. Description of Duties/Essential Functions - DO NOT Populate.  Enter the information 
(cut/paste) from Form 104 – General Description – Box 16. 

12. Minimum Qualifications - DO NOT Populate.  Enter the information (cut/paste) from Form 
104 – General Description – Box 19.  

13. Work Hours & Location/Agency Contact – Enter appropriate information.   

14. How to Apply – Click on ‘Populate from Class Spec’ (this will auto fill in most cases). 

15. If Bilingual Select Language Desired – Skip –do not input. 

16. Application Template - Skip – Leave as default.  

17. GovernmentJobs Location – Refer to map provided by system administrator. Select at least 
one location (highlight the location by clicking on it and then click the Add > button just to the 
right to associate that location to the posting).  Applicants will be able to search for job 
openings by location. 

18. Search Location - Select at least one county (highlight the county by clicking on it and then 
click the Add > button just to the right to associate that county to the posting).  Applicants will 
be able to search for job openings by county. Note – Cook County is located at the bottom of 
the list.  

19. Location on Job: Posting Display – Use the pull down menu and select the appropriate 
county to display on your posting. 

20. Department – Select your agency name.  

21. Reapply Period – Skip.  Leave as default - do not change.  

22. Salary Information Section – This information defaults to the most common rate.  Leave as 
default unless you would like to update with new salary information. (Note: if an update to the 
salary rate is made, please be sure un-check the Auto-Update Box).  Select appropriate 
hours - most are 1957.50) 

23. Internal Notes – Type in any internal notes to communicate within your agency. 

24. Supplemental Questions - Select the No radio option (at the bottom of the page) 

25. Click on the Add button to save the posting.  

 

This posting will now be in a ‘Draft‟ status displayed on your My HR page, under the „Draft Postings‟ 
Section.  It is now ready to be reviewed/revised (pg. 6), and made „Active‟ (pg. 7) to be displayed on the 
website for candidates to apply. 
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Place a CHECK 
in the Draft box 

DO NOT ACCEPT ONLINE APPLICATIONS 
(ensure this button is not checked for agency 
postings) 

Do not change date (we want the job to be open 
as of today when we go to apply later on).
 Change to a future date, and set time. 
 DO NOT change (automatically populated). 

Enter agency posting # or BID #. 
Skip - do not input. 

Select accordingly. 

Refer to the category mapping list corresponding to 
each title (provided by the system administrators) to 
select appropriate one(s). Select at least one 
category (highlight the category by clicking on it and 
then click the Add > button just to the right to 
associate that category to the posting).  Applicants 
will be able to search for job openings by categories.   

 DO NOT change 

DO NOT Populate.  Enter the information (cut/paste) 
from Form 104 – General Description – Box 16.  

DO NOT Populate.  Enter the information 
(cut/paste) from Form 104 – General Description 
– Box 19.  
 

Enter appropriate information. 

Click on ‘Populate from Class Spec’ (this will auto 
fill in most cases). 

Skip – do not change. 
Refer to the map provided by system administrator. Select 
at least one location (highlight the location by clicking on it 
and then click the Add > button to associate that location 
to the posting).  Applicants will be able to search for job 
openings by location. 

Select at least one county (highlight the county by clicking 
on it - then click the Add > button to associate that county 
zone to the posting).  Applicants will be able to search for 
job openings by county. Cook County is located at the 
bottom of the list. 

Use the pull down menu and select the appropriate 
county to display on your posting. 
 Select your agency name. 

Skip – do not change. 

This information defaults to most common rate. 
Leave as default unless an update is needed. (If 

    so, be sure to uncheck the Auto-Update box.) 
        Select appropriate hours - most are 1957.50
.
 

 Enter any internal notes. 

Select the No radio option. 

Click on Add when finished. 
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EXERCISE 1-2:  VIEW A POSTING   
 
 

1. In order to view a posting at any status (Active, Draft, or Inactive), click on the title of the posting, 
and review.   

 

 

 

 

 

 

2. You may now view the posting (as an applicant would see it), as well as Print and Edit the posting.  
                       fgj   
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EXERCISE 1-3:  CHANGE A DRAFT POSTING TO ACTIVE  
 

1. From My HR, in the ‘Draft Postings‟ Section, search for the desired title, click on the Edit link. 

 
 

 

 

 

 

 

 

 

 

 

2. From Edit Posting page, uncheck the draft box at the top of the page.   

 

 

 

 

 

 

3. Click on Update at the bottom of the page.   

 

Now you will see the posting listed under ‘Active Postings‟ on the My HR page. The posting will be 
active on the webpage for candidates to apply. 
Candidates will be able to view how to apply for your specific vacancy/agency, and obtain information on 
pertinent exam procedures.   


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EXERCISE 1-4:  COPY A JOB POSTING  

 

1. From the My HR page, search for the desired title, click on the Edit link. 

 

 

 

 

 

 

 

 

 

 

2. Click „Copy Job Posting‟ from the top of the page.  

 


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APPLICANT ROLE 
In this chapter, you will learn how to search for job openings 
as an applicant, create a user account, an online profile, and 
submit an online application.     

 

pplicants create a user account and create an online application which 
they can use again to apply for other job openings in the future.  Applicants can login to their 
applicant account to view and print the applications they have previously submitted. 

ROLE DEFINITIONS LOGINS/PASSWORDS 

Applicant Role 
Creates applications, applies online 
 

   APPLICATION PROFILE DEFINITION AND COMPONENTS 
Applicants can create their application profile in advance of a job being posted.  By 
creating their application profile online in GovernmentJobs.com in advance of a job 
posting, the applicant can save all of the standard application information such as 
name, address, work history, educational background, references, etc. so that when a     
job posting in which they are interested opens, they only need to complete any 
additional questions. 

Please log into your “Test Environment” as follows: 
 

• Open your browser go to the address bar, clear out it’s contents completely and type:  
69.225.112.10 – click enter. The first time you visit this site, you must create an account.  
(Once your account is created, you can login directly from the ‘Career Seekers’ tab.) 

• Click the ‘Career Seekers’ tab at the top of your screen 
• Click on ‘Create Your Account Here!’ 

 
 
 
 
 
 
 
 
 
 
 

• Enter your new account information 
• Click ‘Save’ 
• Login using your username and password 

Write your username and password here:  _________________/________________ 

Chapter 
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INTEREST CARDS DEFINITION AND COMPONENTS 
Applicants can submit a job interest cards for a category of job openings or for a 
specific job classification.  When a job posting opens within the specified category or 
job classification, NEOGOV automatically sends an e-mail to the applicant to notify           

  them of the job opportunity.  Interest cards are maintained in Insight for a period of    
  twelve months.  After eleven months have passed, an e-mail is sent to the applicant  
  providing them with the opportunity to renew their interest card for another twelve  
  months.  Applicants have the option to cancel their interest card at anytime if they wish  
  to discontinue interest card notifications. 

 
 

 

 
DEMONSTRATION 2-1:  SUBMIT A JOB INTEREST CARD BY 
CATEGORY 
 

 

 

 

DEMONSTRATION 2-2:  SUBMIT A JOB INTEREST CARD BY 
CLASSIFICATION 
 

 

 

 

 

 

 

 

 

 

 

 

 


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ONLINE APPLICATION PROCESS DEFINITION AND COMPONENTS 
Applicants can access a list of job openings either by accessing your agency’s website 
or by searching on GovernmentJobs.com.   In the following training exercise, you will 
be searching for job postings on the test version of your agency’s website, and 
submitting an online application. 

 
 
EXERCISE 2-3:  SUBMIT AN ONLINE APPLICATION  

 
 

1. Go to http://wwwdev.state.il.us/work/ 

 

2. Click on Current Job Postings. 

3. Under Job Postings link, scroll down and click on the desired job posting title under the Position 
Column. 

 

 

 




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4. Under the How to Apply section, click on the Applicant Information and Grading Procedures link. 

 

 

5. The full posting information for an open competitive grade will now appear detailing the protocol. 
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6. Click on the Apply link at the top right section of the posting. 

 

 

 

7. Click on the Create Your Account Here button. 

 

 

8. Enter your new account information (you MUST remember this information). 

a. Write your username and password on page 9 for future reference. 

b. Click on the ‘Save’ button. 

9. A page is displayed with your login information.  Click on the ‘Login‟ button. 

a. Enter your username and password and click ‘Login‟. 
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10. Click on the „Create Application‟ button 

 

11. Input a title for your application (it does not matter what you type in – it’s for your own reference). 

12. Click on the Create Application button. 

13. Fill in the Personal Profile information. 

 

14. Click on the Save & View Application button.  
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15. Complete at least one record in the Education History and Work Experience sections (click the 
Save button at the bottom of each section).  

 

16. Answer the agency-wide supplemental questions. 

 

 

17. Click on the Save & Proceed button at the bottom of the page. 
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18. Answer the job-specific supplemental questions (if any). 

19. Click on the Save & Proceed button at the bottom of the page. 

 

20. Scroll to the bottom of the application review screen and click Confirm Application. 

21. Click the Accept button on the digital signature screen. 

 

22. Printable Application – After creating their profiles, applying for & submitting an application for a 
posted position, applicants can click on the Application Status menu and select the view link next 
to the application. 
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23. If candidates wish, they may click the link for a printable version of the application. 

 

24. IMPORTANT: Click on the Logout link in the upper-right-hand corner. 
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eRECRUITING AGENCY TRAINING INFORMATION POINTS 

 

1. Starting on January 1, 2008, all agencies will use a uniform bid 

form. Please review this draft and email any comments/feedback 

to deborah.hensey@illinois.gov by December 14, 2007. 

 

 

2. After training, practice posting in the training environment 

http://69.225.112.10.  Once you are comfortable with the 

posting process, live postings may be entered into the 

production environment, http://www.neogov.com, beginning on 

12/18/07.  Any postings that span the new year must be entered 

in both the mainframe posting system and the eRecruiting 

posting system.  Effective January 1, 2008, all postings must be 

entered into the new eRecruiting system.  Any questions during 

this time, as well as after go-live on 1/1/08, can be directed to 

diane.sassatelli@illinois.gov in CMS Transactions. 

 

3. Please note:  The language on the website is draft language that 

will be in development and updated through 12/31/07. 

 

 

4. Please note:  New procedure - Reinstatements, transfers, 

voluntary reductions, parallel pay grade movement, etc. must 

submit a bid form and CMS-100 (not a CMS-100B) to the posting 
agency. 

 

 

5. Webinar schedule will be distributed via email if you would like a 

refresher and for remote office staff who were not able to 

attend. 
  




