INTRODUCTION TO LEO (Lane Employment Online)
You will use this system to:

· Create and submit Requisitions to HR

· View Applicants to your Requisitions

· Notify HR of your decisions regarding the status of each applicant

The system is designed to benefit you by facilitating:

· Faster processing of employment information

· Up-to-date access to information regarding all of your Requisitions

· More detailed screening of Applicants’ qualifications – before they reach the interview stage  

To create a Requisition, begin by clicking a link under the header “Create Job Posting”. Your options are:

· From a Template (where several fields are predefined)

· From a Previous Posting

Posting (Requisition) Basic Information

1. Fields with an Asterisk (*) are required, so if you do not include information in the field, an error message will appear and you will be required to complete it.


2. VERY IMPORTANT:  A Requisition is Not Saved until after you have completed the final step of the process by clicking Confirm on the final summary page.  If you log out or click a link on the left side before completing these steps, none of the information you have edited will be saved.
a. To ensure the security of the data provided by applicants, the system will automatically log you out after 50 minutes if it detects no activity.  

3. Posting Specific (screening/supplemental) Questions are individual questions that can be used to qualify/disqualify candidates, or rank applicants based upon a score.  You may create those questions in this section. (1200 characters and spaces maximum)
a. The first step is to search existing questions.  You can enter a keyword to search the question text (or leave the field blank to see all questions).  After you click Search, the system will return a list of all questions that have been entered previously by Human Resources or Hiring Managers for other Requisitions.  Select one of the questions from the list if it is appropriate for this Requisition.

b. If you do not find an applicable sample question from the list, you may create a question from scratch by clicking on the Create a Question link at the bottom of the Search Results screen.

4. Screener Access to Applicants
a. Guest User accounts are used by committee members to assess candidates
b. Guest Users are only able to view the applicants to the Requisition(s) to which they are assigned, When the Requisition is filled, the guest user name and password are automatically deactivated.  
c. HR will send you the guest user information when you request applicants or when HR is able to release them based on union contract requirements

5. More information:

a. One on one or group training is available by Recruitment staff upon request
b. Additional help sheets are also available; a new manual will be completed when the program upgrade is done in the late spring, early summer.
