
Requisitions for entry-level, labor service, non-public 

safety promotional certifications and for examinations  

 

June 21, 2016 
Civil Service On-line System User Session 



REQUISITIONS 

 

 Log into the Civil Service On-line System powered by Neogov  www.neogov.com 

 

 Select Open New Requisition 

 

 Select Create New Requisition for the correct Class Title (classification title) 

 

 Enter required information 

 

 Check the No Approvals check box 

 

 Select Save and Release to send to the Civil Service Unit for action 

 

http://www.neogov.com/


REQUISITIONS 

 

 REQUISITION TYPES 

 Certification 

 Entry-level 

 Labor service 

 non-public safety promotional title 

 

 

 Examination 

Open Competitive 

Departmental Promotional 

 Please note public safety promotional title examination requisitions 

result in an eligible list to be utilized under the guidance of public safety 

certification delegation 

 



REQUISITIONS 

 

 Certification Requisition Required Fields 
 Working Title:   

 Vacancies:   

 Department:   

 Hiring Managers:   

 Job Term:   

 List Type:   

 Appointing Authority Name & Title:   

 Requisition Type:    

 I request an Entry-Level Certification OR Promotional Title ELIGIBLE List from an existing: 

 Interview/Contact Full Name :   

 Interviewer/Contact Title :   

 Interviewer/Contact Department :   

 Interviewer/Contact Street Address :   

 Interviewer/Contact City :   

 Interviewer/Contact State :   

 Interviewer Zip Code :   

 Interviewer/Contact Office Hours :     

 No Approvals 

 

 



REQUISITIONS 

Certification Requisition Required Fields 
Working Title:  Use the title first, for example, Firefighter, Laborer, Police Officer, Correction 

Officer I  

Vacancies:   

Department:   

Hiring Managers:   

Job Term:  permanent full-time, permanent intermittent or reserve  

List Type:  regular   

Appointing Authority Name & Title:   

Requisition Type:    

I request an Entry-Level Certification OR Promotional Title ELIGIBLE List from an 

existing: roster, labor, open competitive, departmental promotional 

Interview/Contact Full Name : The data in the interview/contact information area is used to 

notify candidate to whom to report to show interest in a position vacancy. 

Interviewer/Contact Title :   

Interviewer/Contact Department :   

Interviewer/Contact Street Address :   

Interviewer/Contact City :   

Interviewer/Contact State :   

Interviewer Zip Code :   

Interviewer/Contact Office Hours : should fill out as it will appear on the notice sent to 

candidates     

No Approvals 



REQUISITIONS 
 

 Examination Requisition Required Fields 

 
 Working Title:   

 Department:   

 Hiring Managers:   

 List Type:   

 Appointing Authority Name & Title:   

 Requisition Type:  Request an EXAMINATION 

 Examination Request Type:   

 Examination Request Details: Add examination component weights if examination request is not standard 
80/20 weight. Add exam component weights Written/EE/AC (dependent on exam req type) 

 I request an Entry-Level Certification OR Promotional Title ELIGIBLE List from an existing: 

 Interview/Contact Full Name :   

 Interviewer/Contact Title :   

 Interviewer/Contact Department :   

 Interviewer/Contact Street Address :   

 Interviewer/Contact City :   

 Interviewer/Contact State :   

 Interviewer Zip Code :   

 Interviewer/Contact Office Hours :   

 No Approvals 
 

 

 



REQUISITIONS 
 

 Examination Requisition Required Fields 

 
 Working Title:  Police Captain   

 Department:   

 Hiring Managers:   

 List Type:   

 Appointing Authority Name & Title:   

 Requisition Type:  Request an EXAMINATION 

 Examination Request Type: Promotional, Written with EE & Assessment Center; Sole AC 

 Examination Request Details: Add examination component weights if examination request is 
not standard 80/20 weight. Add exam component weights Written/EE/AC   

(Please note Examination Request Details are only required when a Departmental Promotional 
Written, E&E with Assessment Center examination (weighted-graded) is the Examination Request 
Type)  

 I request an Entry-Level Certification OR Promotional Title ELIGIBLE List from an existing: 
open competitive, departmental promotional 

 Interview/Contact Full Name : The data in the interview/contact information area of an exam 
requisition can be used by this office to contact the hiring authority and by the hiring authority (promotional 
list especially) to notify employees of a position vacancy. 

 Interviewer/Contact Title :   

 Interviewer/Contact Department :   

 Interviewer/Contact Street Address :   

 Interviewer/Contact City :   

 Interviewer/Contact State :   

 Interviewer Zip Code :   

 Interviewer/Contact Office Hours :   

 No Approvals 
 

 

 



Q & A 



Next On-line Session 

July 26, 2016 

 

Topic 

Selective Certification Requests 

(Bilingual, EMT, Gender) 

 

 


