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1. Once you have created an exam plan, you will have the option to create an eligible list.

a. You can add candidates to the eligible list one at a time as you process them, or you can create your eligible list after you have processed all your applicants through the evaluation steps.

2. From the Exam Plan, under the Evaluation Steps section, select ‘View Applicants by Step.’

3. Select action ‘Place on Eligible List’ from the drop down under the final step.

4. Select either ‘All’ or ‘Passing’ to move the passing applicants to the eligible list.

5. Select the red ‘Go’ button.

6. Select ‘Assign to List.’

7. The system will take you back to the ‘View Applicants by Step’ page.

a. Click ‘View exam plan’.

8. The first eligible list in the exam plan is automatically named ‘Default List.’

9. In the eligible list section of the exam plan, select ‘Edit’ under the action column.

10. Rename your list - Civil Service recommends that you have an agency policy to ensure consistent naming – up to 28 characters are available.

11. Enter “Eligible for consideration” in the ‘Display Applicant Status As’ field.

12. The promulgation date means the date the list becomes active – this date must be the same as the closing date of the posting.
13. For vacancy postings, you will set the expiration date of the list 3 months after the closing date of the posting.

a. Enter the date that falls 3 months after the posting closing date in the ‘Expiration Date’ field.

i. Tip: Be sure to select the correct year if you are creating the list towards the end of a calendar year.  For example, if you created the list in November 2010, your expiration date would be in February 2011.

b. Leave the ‘Days Candidate Eligible’ field blank.

14. For ‘Calculate Exam Score Based on’ select ‘Percentage.’

15. Do not fill in any information for banding scores, as we do not use this practice.

16. Leave the ‘Banded Score (Low) Cutoff Values’ blank.

17. Duplicate Handling – For vacancy postings, Civil Service recommends you set the reapply period on the posting to extend beyond the closing date to prevent receiving duplicate applications so that the same candidate will not be able to appear on the eligible list twice.  

a. If your agency chooses not to use the reapply period to prevent duplicate applications, Civil Service recommends using the ‘Most Recent Application’ for duplicate handling.

18. List type – you will select ‘Normal’ for the list type.  

19. List Status – Select ‘Active’ when setting up an eligible list.

20. Select ‘Save.’
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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.


