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MY C ANDIDATE S  

V iewing a C andidate 
 

Documents related to internal candidates are accessible on a view-only basis using 
the custom-developed Internal Applicants Records (IAR) program.  The IAR program 
has been tailored to present internal applicant records in a manner that meets the 
specific needs of hiring managers.  Using the IAR program, a hiring manager is able 
to access any internal candidate’s documents that have been electronically imaged 
into the OHR Fortis document management system. 

Ac c es s ing the IAR  P rogram 
 
The IAR program is accessible through the MCPS intranet.  A link to the application 
is located on the MCPS Homepage > For Staff …as shown in the following screen. 
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V iewing a C andidate - C ontinued 

IAR  S ys tem L ogon 
 
Security is a primary consideration when accessing candidate documents.  Access 
is granted only after you have successfully supplied your Username and Password.   
Your MCPS network credentials will be validated against the logon information you 
supply in the screen shown below.   
 
Note: You must also supply your MCPS domain to be correctly validated! 
 

IAR  S ys tem L ogon – S tep by S tep 
 

1. Enter your Username. 

2. Enter your Password. 

3. Select your MCPS domain from the drop down list. 

4. Click on   
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V iewing a C andidate - C ontinued 

S elec ting an E mployee 
 
Based on your Username, a customized list of candidates is presented as illustrated 
in the screen shot below.  The listing is sorted by Employee ID. 
 
Most candidates will appear on your listing as a result of a daily update from the 
Applicant Tracking System (ATS).  Each daily update will completely rewrite the prior 
day’s Hiring Manager/Employee assignments. 
 
A second method by which a candidate may appear on your listing is through a 
supplemental security assignment made by an OHR administrative staff member.  
Names prefixed with the “_” character are assigned in this manner. 
 

 

S elec ting an E mployee – S tep by S tep 
 

1. Select the desired employee from the drop down list. 

2. Click on   

 
Note: From the Choose an Employee ID screen, click on to return 

to the main IAR login screen. 
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V iewing a C andidate - C ontinued 

S elec ting Doc uments  for V iewing 
 
After you have selected an employee from the drop down list and clicked on 
a results screen lists all available documents for the employee.  Each 
document will appear as a single line on the results screen.  The Document_Name 
and Document_Date columns may help you identify a particular document. 

 

 
 
 
 
 
 
 
 
 
 
 
 

S elec ting Doc uments  for V iewing – S tep by S tep 
 

1. Review the results screen using the Document_Name and Document_Date 
columns to help identify a specific document. 

2. Click on the button next to the record you’d like to view.   

 
Note: Remember to use the button to release your viewing 

license. 
 

 
 
  

 
 
The Back button returns you to the 
employee selection screen. 
 

 
 
The Log Off button returns you to 
the IAR Login screen. 
 
Note: Always “Log Off” rather than 
simply closing your web browser to 
ensure your viewing license is 
released for another user. 
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V iewing a C andidate - C ontinued 

V iewing E mployee Doc uments  
 
After you have selected a document for viewing from the results screen, the selected 
document will be presented as shown below.   All output options (printing, faxing, 
etc.) as well as all editing functions have been disabled in this viewing screen. 
 

 
 

S elec ting Doc uments  for V iewing – S c reen Highlights  
 

1.  The page navigation controls allow you to enter a 
specific page number or to use the blue directional 
arrows to move from page-to-page. 

2. Document rotation buttons allow you to change the 
orientation of documents 90 or 180 degrees in either 
direction. 

3. A standard set of document zoom options 
are available. 

 

Document navigation, 
zoom, and image rotation 
buttons are available. 

The Back to Employee List, 
Back to Document List, and 
Log Off buttons are available 
for navigating out the 
document viewing screen. 
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