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State of Louisiana                                                     Exam Plan Quick Sheet

1. First you must authorize the requisition and assign it to yourself in Insight.

a. Under the Jobs menu, select ‘Requisitions’.
i. Find your “Approved” requisition.
2. Search for the requisition you want to work on.
a. Select ‘Authorize’ in the Action column.
3. Change the status to ‘Open.’

4. Assign the requisition to yourself (or whoever will be responsible for working on it).
a. Tip: You must change the status to ‘Open’ and assign the requisition to an analyst for it to appear on the assigned analyst’s ‘My HR’ page.
5. Do not select an ‘Exam Plan’ at this time, because you will not have created one for this requisition yet.
a. For continuous recruitments, you can assign requisitions to an existing exam plan. See the Continuous Recruitment quick sheet for details. 
6. Select ‘Save.’
7. Select ‘My HR.’
8. Under the ‘Open Requisitions’ section, select ‘Create Exam’ for the requisition you want to work on.
9. Enter the Exam Plan number into the ‘Exam Number’ space – Civil Service recommends each agency create a consistent numbering policy.  Example – DSCS-01012009-AA (agency, date, initials of analyst).  Up to 20 alphanumeric characters are allowed.
a. If the requisition is created before the exam plan, the exam plan number will be automatically populated.  Civil Service recommends that you edit this number to stay in line with the agency numbering policy.
10. Enter the number of vacancies, exam type, job type, department and division indicated by the hiring manager on the requisition.
a. Select the appropriate ‘exam type.’

i. The list types are NEOGOV’s terms - Select the option that best fits – Regular, Promotional Only, Departmental Promotional Only, Regular and Promotional, Transfer.

b. Select the appropriate ‘job term.’  

i. Classified
ii. Promotion
iii. Unclassified
11. The ‘Job Line’ and ‘Bulletins’ sections are optional and can allow you to track advertising.
a. Select ‘Yes’ or ‘No’ for whether this vacancy will be included on a Job Line.
b. Select ‘Yes’ or ‘No’ for whether you will print bulletins for this vacancy.
i. If ‘Yes,’ you can record the number and type of bulletins.
12. Select ‘Save.’
These Quick Sheets will be updated as needed on the Civil Service website.  It is your responsibility to ensure that you are using the most up to date materials.


