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NOTE:  Be sure to 
choose the Online 
Hiring Center – 
Departments 
option.  

NeoGov Subject Matter Expert (SME) Review Process 
 
Login to NeoGov Online Hiring Center (OHC), and once logged in, you will be taken to the home page, “My Requisitions Page”.  
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Once, you are on the “My Requisitions” page, click on “My SME Review”. 
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Now that you’re on the SME Review page, select the applicable job title in the Exam Plan column. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

NOTE:  The jobs 
you will see will 
all be for just 
your assigned 
department.   

Select the applicable job title to begin the SME 
Review process.  
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To view an application, double click 
on the candidate’s ID in the 
Candidate column. 
 
The paperclip indicates that there are 
attachments on the application.  
 

A new screen “Exam Plan Candidates” will appear listing all of the “qualified” applicants. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

NOTE:   
 
In this column, 
the candidates 
will be listed by 
their NeoGov ID 
number.   
 
Candidate 
names are not 
provided at the 
SME Review 
stage of the 
selection 
process unless it 
is a law 
enforcement 
department. 
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A new screen, Candidate Application, appears. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 NOTE:  The Candidate’s 
application shows their 
master profile information 
including education, work 
experience.  It also shows 
his/her answers to the 
agency-wide and 
supplemental questions. 

 Attachments associated 
with the application can 
also be viewed. 
 

 

Click on “Show Candidate Disposition” to 
begin reviewing each application. 

NOTE:  Reflects which 
application is being 
viewed out of the entire 
group. 
 
Move from application to 
application using the 
toggle option.  You can go 
forward and backward. 
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Once the Show Candidate Disposition Box is open, the SME will specify if the candidate passed or failed the review. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

1. For each applicant, check 
whether the individual 
passed or failed. 

2. If you choose “failed”, you 
need to enter a “reject 
reason” from the drop 
down box. 

3. Entering comments will 
help if you need to look 
over the candidate group 
again. 

4. Once the above steps are 
completed, just click one 
of the “save” options. 

NOTE:  You can 
stop the SME 
Review at 
anytime and start 
again at your 
convenience. 
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Whenever you stop reviewing applicants regardless if you finished the review or not, you need to Logout of NeoGov. 
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Additional Instructions: 
 
1. Once you have reviewed all the candidates’ applications, contact the Hiring Manager and HR with the candidate’s ID’s to be 

placed on the Referred List. 
 

2. The Hiring Manager, or designee, will need to inform HR when they want notices sent to all those who will not be considered 
further.  Once notified, HR will send out candidate notices informing them they are no longer under consideration. 
 

3. HR will complete a cursory review (as we’ve always done) of the candidates selected to be placed on the Referred List. 
 

4. HR will create the Referred List and the Hiring Manager will be notified by a NeoGov generated email that the Referred List is 
created, so interviews can be scheduled for all on the list. 


