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With the “HR Liaison” role in NEOGOV, you can add, edit, and inactivate OHC users in your department.  

OHC users are those individuals who carry out recruiting tasks from the perspective of the hiring 
department.  Some of these tasks include: creating requisitions, approving requisitions, reviewing and 
rating candidates, conducting hiring interviews and hiring candidates.  An OHC user can be assigned to 
more than one role.  For example, someone may have the role of creating requisitions (an originator or 
HR liaison) as well as the role of hiring candidates from referred lists (a hiring manager). 

 

ADD/CREATE AN OHC USER 

1. After logging in to OHC, click on the gear icon below your name and click “Users". 

  

 

2. You will see a list of your current OHC users and their roles.  Click “+ Add” to create a new user. 
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3.  Fill in the new user’s First Name, Last Name, e-mail address, username (use e-mail address), and 
department.  Note: Make sure “Active” is checked.   
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4.  These are the roles and permissions for OHC users.  

 

Select Roles and Permissions for OHC User. 

 

5.  Click on “Save” at upper right hand corner. 

 

 


