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You are now at the list of available supplemental questions in the item bank.  Click on the ‘Add’ link in the ‘basket’ column for the questions you wish to associate to your job posting.

When done adding the questions, Click on the ‘Checkout’ link in the upper-right-hand corner of the screen (the chosen questions will appear)

27. You should now be on the ‘Supplemental Questions’ page.  (You must input information in             every field with a red asterisk next to it.

Create Structured Supplemental Questions

Create the following questions:

Question 1:  Do you have a High School diploma or G.E.D.?

Question 2:  Do you have at least two years of clerical experience?

· Response Format: 
Select from Choices
· Input Type:
Radio
· Responses Options:  
Yes – 1 point; No – 0 points
Note:
Be sure to enter an Internal Code, such as 

‘Y’ for Yes and ‘N’ for No.
Required Question:  
Yes
· Confidential Question:   No
· Employer Use Only:       No
· Click “SAVE”
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28. After creating supplemental questions, click on the ‘Scoring Plan’ link at the top of the page.

Create Scoring Plan

Click the ‘Add New Scoring Factor’ link
Fill in the Scoring Factor information:
· Factor Title:
‘MQs’

· Type: 

‘Scored’

· Click ‘Save’
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29. Fill in the additional required fields:

· Score Points From:
‘Supplemental Questions’

· Factor Questions: 
Place a check mark in the box next to each question that should be automatically scored
· Click ‘Save’
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30. The scoring factor will be listed on the Scoring Plan page:
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31 .Click on the ‘My HR’ link in the upper-right-hand corner to verify that the posting was created successfully (it will appear in the top section of the My HR screen (‘Active Postings’).
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· Note: If you do not see it in that top section, you either clicked on ‘Draft’ or set the advertising dates in the future.  Find the posting on the screen and click the ‘Edit’ link. Make the necessary changes and save the posting.  Repeat this process until it appears in the ‘Active postings’ section on the My HR page.
32. Click on “Exam Number” under the Active Posting
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Fill out the Exam Plan Detail; Evaluation Plan Set- up (As an Analyst/Recruiter)
33. Click the ‘Add Step’ link in the Evaluation Step section of the Exam Plan:
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34. Fill in the Evaluation Step information:
· Step Type:  

‘Supplemental Questionnaire’

· Step Name: 

Enter any name to describe this evaluation step’

· Evaluate On:

‘Scored’ 

· Click ‘Save’
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Note:
The combination of ‘Supplemental Questionnaire’ step type and evaluating on a ‘Scored’ basis are necessary for Insight to utilize the scoring plan for this evaluation step.
35.  Enter Final Score Weight:  ‘0’ 
 (when screening for MQ’s only, only applicants with 100% will pass, so  the weight 
        doesn’t really make a   difference in this example)
36. Calculate Final Score: ‘Percentage Score’
37. Enter Max Raw Score: ‘2’ 

(the maximum number of points that an applicant can earn on all  scored questions in the scoring plan)
38.  Enter Passing Score %: ‘100%’  

       (applicants must answer ‘Yes’ to both questions, i.e. 2 out of 2 points = 100%) 

· Click ‘Save’
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The scoring plan set-up is now complete.
Additional Scoring Plan Instructions
To view Candidates’ results after moving them through your evaluation steps:

· Click on “View Exam Plan” which is located right above your “Step 1”

· Under “Evaluation Steps” section, click on “View Results” beside the step that you want to review

· Click on “View” under the Details column for the candidate that you want to review

To override the score:

· From “View Applicants By Step” screen, click on the candidate’s “Disposition”

· Change “Raw Score” to a passing score(more than likely your “Max Raw Score”-total # of points an applicant can receive)

· Checkbox “Override Score”

· Type in “Comments” on why you had to override the score

· Click on “Save”

· Disposition should change to “Pass”

NOTE: Step 1–31 in the E-Recruiting Training Guide dated 8/13/13 must be completed before adding the scoring plan information shown below.  








