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Overvi B8wwanfilard Reports

The standard reports are predefined reports with basic limiting options. Standard Reports are delivered
in varying formats and may be saved for future access. Some reports are downloadable into Excel.

Creating Standard Reports

All Standard Reports offer the same limiting options. The Standard Reports can be limited by location,
position, project, status, or date. Once generated the report may be saved with the applied limits for
future access.

[ ST — Quidk %, &)
Timi Selected Data OO pege rep
Report Selected: Appiicant Spreadsheet Back
Display limitations attop of report? @ Yes ) No

Dates Available to Limit By:

From: To.
Hire Date: E E
Entry Date B iz}
Activity Date: 2] =

Other Fields Available to Limit By:

Locations: Select Locations No locations selected to limit by

Positions: Select Positions No Positions selected to limit by.

Projects Select Projects No projects selected to limit by.

Assignment Statuses: Select Statuses No assignment statuses selected ta limit by.
Continue >

Explanation and Examples of Standard Reports

Applicant Spreadsheet e iz s
Build a report with selected fields associated with
the applicant. An expanded setup screen ApplcantFiest | ApplcantLast | goqre | poqnumber | Locasen | ARBCant Aﬁﬁ:' oty Date|Acuviy ate
provides the opportunity to select the data to ke | e | AR Joumoronnet| oo pmmeoners | tencs | " | sesaoeu | 2z eu
inCIUde, sort the selected data, and set limits. e Benson | et |PURO-00001 cmir::i%m :e'wﬁ] web = RE T
Once built, this report can be exported into o e e T T W
Excel. Select this report to analyze: | e | SR ey | B | o | S50 [
1 Applicant information
1 Demographic information
App_llcant Statl:IS Summary . Applicant Status Summary Report
Review a graphical representation of the
applicants 6 s baaed anghe criteria selected.
Select this report to:
. . . AP - Incomplete 3000 [ 5o
1 Gain a high-level overview of the
applicant WOfkfIOW AP - Mot Qualified 1357 .4-%
1 Identify process bottlenecks AP - Qualified 13975 N >
o Hired 40 0%
Variations: HR - Forwarded for Revi 3116 [l a2
. - FOrwarded 1or Keview
1 Applicant Status Summary (Show All)
HR - Hold 1091 M 3%
HR - Not Referred 13535 [N ;-
HR - Position Canceled 309'1%
HR - Position Filled 109 0%
INTY - Eligible to Schedule 81 0%
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Demographic Summary :
. ~ . . Demographic Summary Report
Analyze your applicantsédemographic information —
with a graphical summary of the gender and
. . . . Ethnicit
ethnicity information. ko oo — .
Black or African Americas n (Not Hispanic or Latino) 273 - 12%
American Indian or Alaska Native (Not Hispanic or Latino) 211 [ o
Variations: remereeseen SR -
1 Demographic Summary by Location i
1.[ Demographic Summary by POSition Native Hawaiian or Other Pacific Islander (Not Hispanic or Latino) ::‘I:".'
1 Demographic Summary by
Position/Location
Gender
R s ——— L
691 h_:o«.
Prefer not to answer 2%
Gender and Ethnicity Combined
Unknown (no info available), Unknown (no info available 28 %
fema!e. A-Xmeni:.&r\ xr\.man 7r Aia-skfk Halme (Not Hispanic or Latino) 133 !s'.
App“cant SOUYC.eS Summary . Source of Applicants Summary Report
Examine a graphical representation of the
primary sources of your applicants. This report
provides the capability to expand the information W N sirra
s . umber of Applicants I oo
and export it into Excel for further review. S °
Number of Applicants 513z [N 7
Variations: ) o Mumber of Applicants 1501.4%
9 Applicant Sources Summary by Status Word ofHoutn
1 Applicant Sources Summary by Date LB 1075 3%
Employee Referral
Mumber of Applicants 710 |2%
College/University
Mumber of Applicants 630 |2%
Job/Career Fair
Mumber of Applicants 220|1%

Online Application Statistics

View a graphical representation of applicant activity on your web application. This report logs "hits" to

your site and the status of applicants as they progress through the application.

Utilize this report to

determine how many potential applicants complete the online application and at which point they drop

out.

Applicant Checklist
Download and print this report as a tool to log information at onsite events.

Referral Report
View the employee referral specific source response as entered by applicant during the online
application process. The report can be exported into Excel for further review.
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Overvi Aw HReper t

Ad Hoc reports provide advanced reporting options to extract data stored in the system. Each report
gives the user access to every standard field associated with the subject selected in a tabular format.
All of the Ad Hoc Reports are created in a spreadsheet format that can be easily exported into Excel.

Creating Ad Hoc Reports

The Ad Hoc reports feature an expanded setup screen to select the data fields to include, choose which
data to sort by, as well as expanded limit options. The report limits are based on the report selected.

Once built, the report can be downloaded into Excel and/or saved for future access.

Select and order the data to include

Select Data To Include

38

= &7
o5 e

Report Selected: Applicants and Requisitions

Data To Include (Use the Move Selection Up and Move Selection Down buttons to select the column order)

Available Data To Include
AAP Step Name

Applicant 3rd Party External ID
Applicant Ad Source
Applicant Address Add —

Data To Include (Select Columns order):

Applicant First Name

App Country Phone Code love Selection Up Applicant Last Name

Applicant Status
Applicant Apply (Entry} Date
Req Created By

Applicant Address Line 2 — Applicant Apply Method
Applicant Alt Fhone ETove Req Tile

eq Ti

Applicant City Req Date Open
Applicant Country Wove Seleciion Down Req Date Closed
Applicant Email - Req Date Filled

Choose which data to sort by

Sort Selected Data

Report Selected: Applicarits and Requisitions

Available Data To Sort By:
Applicant First Name -

Applicant Status
Applicant Apply (Entry) Date

Req Date Filled

Applicant Source -

Continue

Req Created By Add—
Reaba cie
Req Date Closed Remave
Req Number Move Selection Down

Data To Sort By:

ReqTitle

Applicant Last Name Move SelectionUp | | Rea Location

Select data limitations

Limit Selected Data

Report Selected: Applicants and Requisitions

Display limitations attop of report? © Yes ) No
Dates Available to Limit By:

From:
Hire Date:
Entry Date:
Activity Date:
Requisition Open Date
Requisition Close Date
Requisition Filled Date:

Other Fields Available to Limit By:

Locations: Select Locations
Positions: Select Positions
Projects Select Projects
Assignment Statuses: Seledt Statuses
Requisition Titles: Select Req Title
Requisition Statuses: SelectReq Status

IIIIIIIIIIII S

Requisition Categories: Select Req Category
Districts: Select Districts
Divisions: Select Divisions
Regions: SelectRegions
Source: Select Source
Applicant Custom User Field(s): Select CUF

Continue >

=

EEEEE

No locations selected to limit by.

No Pasitions selected to limit by.

No projects selected to limit by,

No assignment statuses selected fo limit by.
No requisition titles selected to limit by.

No requisition statuses selected to limit by.
No requisition categories selected to limit by.
No locations selected ta limit by:

No divisions selected to fimit by

No regions selected to limit by.

Mo Source selected to limit by.

No Applicant Custom User Field(s) selected to limit by.
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Explanation and Usage of Ad Hoc Reports

Applicants and Requisitions —
Review data associated with the requisition(s)
64 Records
H H H 25000 recorgs. | View Listed
assigned to an applicant. This report allows you —
to Select flelds assoclated Wlth both the a Ilcant »}pplicanl Applicant Last Applicant Applicant Source Applicant Apply Reaq Title Req Date Req Req Location
First Name Name. Status (Entry) Date Open Number
record and the requ|s|t|on record Select th|s Ant Anthony Hired S R I o e
(672072011 3:42:00) 6/10/2011 HEA-11-
. Tim Ho HR - Hold Newspaper Registered Nurse . Headquarters
report to aCCeSS data related to. E/Ef?ﬂ‘:”:ZDT'DD Sales gﬁ‘l/zfg?]ﬂM B?JOSD'D'\‘F Columbus
. are . Amy Test AP - Qualified Newspaper PM Representative || 11:43:00 AM || 00001 Office
1 Requisition applicant pool N I o P M) 3 B
1 Requisition applicant workflow poug B ER] ) i P b kol
6/7/2011 3:30:00 6/712011 BUS-11-
1-[ D h H f h I . I Test Peters AP - Qualified Company Website M Sales Manager 9:49:00 AM 00003 Headquarters
emog rap ICS 0 t e app |Cant poo Mattie Test gia'h',fé Internet/Job Board Jqé”ﬁgﬁm Sales Manager ﬂ;’gg‘;M Bu“lj%g;' Headquarters
Ant Testing Hp‘k;fgéaz’\g“ Internet/Job Board 6/'020}1\%9 00 “F‘ Registered Nurse f%”?uull; ’ H‘%DT' Headguarters

Requisitions

Review data associated with the requisition. Select this report to access data related to:

1 Requisitions by Hiring Manager
1 Requisitions by Recruiter

1 Statuses of the Requisitions

1 Requisitions by EEO category

Requisitions and Notes

Access notes associated with the Requisition. This report allows users to select fields associated with
both the requisition record and/or the note record. Select this report to access data related to:

1 Requisition workflow timeline
1 Updates and changes made to requisition information

Applicants and Notes

Analyze notes stored for an applicant. This report allows users to select fields associated with both the
applicant record and the notes records. Select this report to access data related to:

9 Applicant status progression

9 List of deselected applicants and their reason codes
9 Step analysis of applicant progression

9 Audit and monitor applicant notes

Compare Data Report Selected: Compare Data
Evaluatet he appl i cant 0s I € Sfumumermon s

prescreening questionnaires. This report allows
users to select specific questions within a e e

Back

16 Records
Listed

guestionnaire and compare the applicantsd

Req Number

Req
ReqLogation | oo

A

INTV Phone- El

answers. Select this report to access data

igible to Admissions
Representative

[ADM-08-00007,

Columbus, OH | Active

Bachelors Degree

Admissions

related to . Julia Friemering AP - Incomplete Representative IADM-09-00007 | Columbus, OH Active
’ Eric Gill AP - Incomplete Admissions ADI-09-00007 | Columbus, OH | Active
Ad . I d f Representative
ﬂ verse ImpaCt re ate to SpeCI IC Larry Lany AP - Incomplete SrAMISSIONS |y 1) 09.00046 | Columbus, OH | Draft Masters Degree

Representative

prescreening questions

|AD-09-00007,

Columbus, OH ||  Active

Associates Degree

1'[ Analyze the effectlveness and Value Of Brad Mevetta HR-Fonwardedfor R:SES“&”@E row-0s-0001| 7MW atve | Bachelors Degres
Admissions OKanoma cit,
. . brandan spencer AP - Qualified DM-09-00014 active || Bachslors Degree
prescreening questions o
emily test AP - Not Qualified Admissions |ADI+-09-00026 | Newtown, CT | Actve || 19N Schodl Diploma

Representative
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Job Description Library/Positions

Access data for each job description listed in the system. Select this report to access data related to:
1 Position template fields that are utilized to create requisitions
1 Assigned EEO categories and codes
1 Prescreening variables assigned to base titles

Applicants and Job Description Library/Positions
Retrieve data for the job description template/position(s) assigned to an applicant. Select this report to
access data related to:

91 Position applicant pool

9 Position applicant workflow

1 Demographics of the applicant pool by position

Locations
Review data associated with each location.
Select this report to access data related to:
f  Company locations including the s (] =
associated divisions, regions, and ToiorD [ Toam Tovaton naaross [ Tawort [ Tocaton s | Tovatanzo | Tovior
districts G511 | o s | THvarSma | Cavmi o = T
1 Location information including the o . — — T w— o

address, city, state, and zip code

Statuses
Analyze the data associated with the applicant statuses. Select this report to access data related to:
i Status messages
i Status emails and the delay timeframe
1 Reason codes (when using the module)
1 Applicant status progression (when using the module)

Employees
Select this report IF utilizing the Employees Termination and Rehire Management (custom) feature.
Select this report to access data related to:

1 Termination reasons, codes, dates, etc.

9 Rehire codes, dates, etc.

Testing
Select this report IF assessment testing is a part of the (custom) process implemented within
myStaffingPro. Select this report to access data related to:

1 Applicant information, requisition information, associated assessment results, scores, dates

1 Analyze adverse impact related to assessments
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Overvi 8wuon€ting Reports

Sourcing Reports provide data related to the source of your applicants and the associated costs.
(Access is limited to clients who utilize the my St a f f isougifgrmodules). Sourcing Reports can
be exported as Excel, Acrobat (PDF), TIFF, CSV (comma delimited), XML, Web archive, HTML, and/or
Office Web Components files.

Creating Sourcing Reports

The Sourcing Reports are limited to those that utilize the corresponding sourcing modules and have
user access. The reports provide analytics for the following modules: Ad Feed, Ad Tracking,
Community Based Organization (CBO)/External Recruiter Notifications, Employee Referral Portal,
Notify Me, OFCCP Compliant Resume Mining, and Vendor Portal. The setup screen varies by the
report selected.

Report Selected: Sourcing - Summary of Application Entry Point
Dates Available to Limit By:
From To:
Entry Date 2] 2]
Actvity Date ] ]
Requisiiion Open Date: @ ]
Requisition Close Date: 2] 3]
Other Fields Available to Limit By:
Locations No locations selected to limit by.
Positions: No positions selected to limit by.
Projects: No projects selected to limit by.
Assignment Statuses: No assignment statuses selected ta limit by.
Requisition Statuses No requisition statuses selected to limit by
Requisition Categaries Na requisition categaries selected to limit by.
Districts: No districts selected 1o limit by.
Divisions: No divisions selected to limit by.
Regions Na regions selected to limit by,

Explanation and Usage of Sourcing Reports

Summary of Main Options

Whether the candidate is self-selecting the
source or entering the online application via a hﬁf';??;giﬂ Statuses Selected: Hired,Interview - Scheduled,Job Offer . Extended,Interviewed -
web link, the primary source is logged for each

online candidate. Analyze the effectiveness of

Sourcing - Summary of Main Options

Source B ber of Per ge of
sources by limiting the report based on your Applications | Total
apphcant WOrkﬂOW Employee Referral 9 29%

Job Board Posting 6 19.4%

Career or College Fair 5 16.1%

Major City Newspaper 4 12.9%

Other 4 12.9%

MNone Selected 1 32%

Company Reputation 1 32%

Local Newspaper / Employment Guide 1 3.2%

Total kil 100%

N Cmployes Ref.
N Job Board Pos
. Career or Caoll.
= Major City Me.

e Other

I Mone Selected

1 Campany Rep
E Local Mewspa..
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Summary of Applicant Entry Point

Review a summary of applications received through various application entry points. This can include
your external corporate search screen ("Web"), the automated phone system ("IVR"), a kiosk, mobile

phone, or your internal job posting site ("Internal”).

Summary of Ad Sources

Examine a summary and applicant count for the number of applications received by ad source.

Summary of Specific Source

Review a summary and applicant count for the
number of applications received by specific
source. A specific source is the detailed source
of the applicant, not just the broad source
category. Examples of specific sources include a
job board, or the community based organization
from which the applicant heard about the job.

Employee Referral List

This report displays a list of Employee Referrals for open requisitions within the company.

List of Ad Requests

Monitor job board requests that have been
submitted via the Ad Feed with the Ad Request
report. This report features information about
what requisition was posted and to what job
board(s).

Resume Mining i OFCCP Details

Sourcing - Summary of Specific Source
Limit by: Entry Date: 01/01/07 - 5(14/2008
Specific Source Number of Percentage
Applications | of Total
28 62.2%
CareerBuilder 2 4.4%
Lima News 2 4.4%
Manster com 2 4.4%
testing 2 44%
The Courier 1 22%
Toledo 1 22%
referral 1 22%
Test 1 22%
Local News Story 1 22%
Careerjet 1 2.2%
Chicago Tribune 1 22%
k 1 22%
Kirk Wensink 1 22%
Total 45 100%
Ad Requests
Ad Request Status  Ad Code Ad Placement Ad Start Date Ad Expire Date Req Number Req Title
Phase 1: New 7099-6023 CareerBuilder 08/03/2011 08/02/2011 HEA-11-00001 Registered Nurse
Request Submitted
Phase 1: New 8790-6033 CareerBuilder 08/03/2011 08/02/2011 CUS-11-00002 Customer Service
Request Submitted Rep
Phase 1: New T265-6265 CareerBuilder 08/04/2011 08/03/2011 BUS-11-00008 Sales Manager
Request Submitted
Phase 1: New 6472-6752 CareerBuilder 08/09/2011 08/08/2011 HEA-11-00002 Nurse
Request Submitted
Phase 1: New 6376-6384 CareerBuilder 08/15/2011 08/14/2011 BUS-11-00003 Sales Manager
Request Submitted
Phase 1: New 9132-6652 CareerBuilder 08/16/2011 08/16/2011 ENG-11-00002 Quality Engineer
Request Submitted
Phase 1: New 9240-6582 CareerBuilder 08/17/2011 08/16/2011 BUS-11-00010 Sales
Request Submitted Representative
Phase 1: New 9240-6581 Monster com 08/17/2011 10/16/2011 BUS-11-00010 Sales
Request Submitted Representative
Phase 1: New 9372-6713 CareerBuilder 08/17/2011 08/16/2011 CUS-11-00004 Customer Service
Request Submitted Rep

Maintain OFCCP compliance with a detailed report that outlines the search description and URL of

sourced resumes.

CBO Contact List

Verify your Community Based Organizations (CBO) contact list.

Vendor and Applicant List
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Evaluate vendor activity and their applicant submissions with the Vendor and Applicant List report.

R . C t B d O . t Sourcing -CBO Log
eview your Community Based Organization
(CBO) contact history with the CBO Log report.
CUS-06-00015 Front Office Clerical Redding. CA Motification email sent 4/3/2007 1:20:02 PM ABC Employment
3127106
CUS-06-00015 Front Office Clerical Redding, CA Motification email sent 4/3/2007 1:27:48 PM ABC Employment
3127106
CUS-06-00015 Front Office Clerical Redding. CA Motification email sent 4/3/2007 1:57:22 PM ABC Employment
327106
ADM-07-00023 Administrative LaPorte, IN Motification email sent 6/13/2007 9:09:58 AM ABC Employment
Assistant
FIN-07-00008 Accountant 7/25/07 Grand Rapids, MI Motification email sent 8/5/2007 9:23:31 PM ABC Employment
CUS-07-00033 Customer Senice Burlingame. CA Motification email sent. 8/5/2007 9:35:20 PM ABC Employment
Representative
CUS-06-00015 Front Office Clerical Redding. CA Motification email sent 4/3/2007 2:10:27 PM Redding Employment
3127106 Office
CUS-06-00015 Front Office Clerical Redding, CA Motification email sent. 4/12/2007 1:48:40 PM Redding Employment
3/27/06 Office
CUS-06-00015 Front Office Clerical Redding. CA Motification email sent 4/12/2007 2:04:11 PM Redding Employment

Notify Me List
View of log of the notifications that were sent to the applicant(s).

Cost per Hire

Calculate your cost per hire with the values
entered into the requisition. This report will
summari ze the totals resulting in a Asourcing?o
cost per hire report.

Applicants by Referring URL
Determine the response rate of a URL by building a report with a list of applicants filtered by the
specified URL.

Main and Specific Source Summary

Analyze the number of applications and
percentage of total by both main and specific
source. The data is further broken down by hired
applications only and displayed in pie charts for
each column.
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