
Adding Minimum and AddiƟonal ConsideraƟon QuesƟons  

to the State Employment ApplicaƟon 

Overview 

Agencies are allowed to add job specific quesƟons to the state employment applicaƟon to assist 
them in screening applicants.  Recruiters can add up to ten (10) Minimum QualificaƟon 
quesƟons and up to ten (10) AddiƟonal ConsideraƟon quesƟons.  We have created the 
Minimum and AddiƟonal ConsideraƟon Scoring screening report that will allow recruiters to see 
the applicant’s answers and their total score.  
 

On the job card in the AdverƟsing for Job Sourcing secƟon, select State Employment ApplicaƟon 
from the dropdown and click the Customize for job buƩon.  

 

 
The ediƟng popup window will load for customizing quesƟons on the state applicaƟon. (If a 
window does not appear, confirm that popups are enabled in your browser). On this screen, 
select the QuesƟon Library buƩon located in the leŌ column at the boƩom.  

 

From the Pages menu, select Minimum & AddiƟonal ConsideraƟon QuesƟons from the 
dropdown. 



 

 
The QuesƟon library popup window will load with 10 opƟonal Minimum quesƟons and 10 
opƟonal AddiƟonal ConsideraƟon quesƟons. Determine how many quesƟons you would like to 
add from each category (10 max for each) and click +Add. AŌer selecƟng the desired number of 
quesƟons from the library, click Save. 

 

 
The ediƟng window will now show your selected quesƟons from the template list. For EVERY 
quesƟon displayed in the Pages window, you will select Edit to update with the exact language 
and responses you wish to have displayed on the customized applicaƟon.  



  

 
To customize the quesƟon on the ediƟng screen, update the Question Label field by highlighting 
and replacing text with the wordage to your specific question.  This will be the question the 
applicant views on the customized application. Edit the response options by replacing “Enter 
Question” in the Responses section Name fields. You can key in one or multiple response 
options that you would like to be scored. Each response has its own numerical grade assigned, 
(5,3,1 and 0) in order from top to boƩom. If more than 4 responses are added, all additional 
responses will be set to a zero score. Ensure that you hit the save button after each entry. 
This step is for both Minimum & AddiƟonal ConsideraƟon QuesƟons.  

 

  



Once the applicaƟon is completed by the applicant, you will be able to view the quesƟons 
answered and the scores on the Job Card by selecƟng the Reports tab. You will see 3 reports. 
When the reports are available, select the Minimum and AddiƟonal ConsideraƟon Scoring 
report to view and/or download the scoring for all quesƟons.   

 

 

 

Note: This is the display you will see when you open the report. Your report will show all calculaƟons 
from the quesƟons answered.  

 


