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State of Louisiana                                        Evaluation Steps Quick Sheet

1. There is a great deal of flexibility in adding evaluation steps.  However, these steps can only be used to ‘weed out’ candidates who do not meet the requirements of the job.  Preferences can be filtered for at the eligible list stage.

2. Some exam plans may have evaluation step templates, which will mean that designated steps appear automatically when the exam plan is created. 
a. You will be able to add and delete steps even for those that have templates.  Civil Service written test steps will automatically be added when the exam plan is created.  Do not delete written test steps.  Applicant scores will populate in when they are moved to this step.
b. ‘Application Received’ will always be the first default step.

3. To add a new step, in the exam plan, next to the ’Evaluation Steps’ section, select ‘Add Step.’
4. Select the step type: (This is an explanation of the functionality associated with each step; however, the only step type you will need to use is listed below in number 7).  You will only use step type ‘Supplemental Questionnaire’ for an MQ step.
5. The ‘Step Name’ is for internal use only, to identify what the step is being used for.
6. The ‘Display Candidate Status’ field will appear for the candidates to view in their profiles.  
a. You should enter information that you want candidates to have about their status.  This field appears on the evaluation steps and the eligible list.
i. Application Received – This field cannot be edited

ii. Written Test Step – ‘Checking for required test score’ should automatically populate into the ‘display candidate status as field’.  It is not necessary for you to edit this evaluation step.

iii. MQ Step – ‘Evaluating experience’

iv. Eligible List – ‘Eligible for consideration’

v. Referral List – ‘Application referred to hiring manager for review’

7. The only step you may need to add is a MQ Review, unless your agency uses additional selection steps.  Civil Service can provide assistance in determining what other step types to use.
a. MQ Review - this is the information for how to setup an MQ Review step.  First you must select, ‘Add Step’ as described in number 2.
i. Select ‘Supplemental Questionnaire’ for the step type.  

ii. The ‘step name’ allows you to identify what the step means.  For MQ Review you can simply enter ‘MQ Review.’
iii. Enter ‘Evaluating experience’ into the ‘Display Candidate Status As’ field.

iv. Select ‘Pass/Fail’ for Evaluate On.

v. Select ‘Save.’
b. Please note that an evaluation step should not be added to screen candidates for preferred or desired qualifications, and candidates should not be failed or excluded from the eligible list for not possessing these qualifications. This screening should occur through the use of filters on the eligible list.  Then candidates possessing these preferred or desired attributes may be referred to the hiring manager for consideration.

NOTE:  Once you have filled a vacancy, you can go back and edit each evaluation step and change the ‘Display Candidate Status As’ field to ‘Position Filled.’  This message will appear on the applicant profile and applicants will know the position is no longer vacant.  You can also edit this field on the eligible list.  Do not edit these fields for continuous postings.  
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.


