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Overview of Standard 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. 

 

 

 

 

 

 

 

 
 

Explanation and Examples of Standard Reports 
Applicant Spreadsheet 
Build a report with selected fields associated with 
the applicant.  An expanded setup screen 
provides the opportunity to select the data to 
include, sort the selected data, and set limits.  
Once built, this report can be exported into 
Excel.  Select this report to analyze: 

¶ Applicant information 

¶ Demographic information 
 
Applicant Status Summary 
Review a graphical representation of the 
applicantsô status based on the criteria selected.  
Select this report to: 

¶ Gain a high-level overview of the 
applicant workflow  

¶ Identify process bottlenecks 
 
Variations: 

¶ Applicant Status Summary (Show All) 
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Demographic Summary 
Analyze your applicantsô demographic information 
with a graphical summary of the gender and 
ethnicity information.   
 
Variations: 

¶ Demographic Summary by Location 

¶ Demographic Summary by Position 

¶ Demographic Summary by 
Position/Location 

 
 
 
 
 
 
 
 
 
Applicant Sources Summary 
Examine a graphical representation of the 
primary sources of your applicants.  This report 
provides the capability to expand the information 
and export it into Excel for further review. 
 
Variations: 

¶ Applicant Sources Summary by Status 

¶ Applicant Sources Summary by Date 
 
 
 
 
 
 
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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Overview of Ad Hoc Reports 
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 

 
 
Choose which data to sort by  

 
 
Select data limitations 
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Explanation and Usage of Ad Hoc Reports 
Applicants and Requisitions  
Review data associated with the requisition(s) 
assigned to an applicant. This report allows you 
to select fields associated with both the applicant 
record and the requisition record.  Select this 
report to access data related to: 

¶ Requisition applicant pool 

¶ Requisition applicant workflow 

¶ Demographics of the applicant pool 
 
 
Requisitions 
Review data associated with the requisition. Select this report to access data related to: 

¶ Requisitions by Hiring Manager 

¶ Requisitions by Recruiter 

¶ Statuses of the Requisitions 

¶ 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: 

¶ Requisition workflow timeline 

¶ 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: 

¶ Applicant status progression 

¶ List of deselected applicants and their reason codes 

¶ Step analysis of applicant progression  

¶ Audit and monitor applicant notes 
 
Compare Data  
Evaluate the applicantôs responses to the 
prescreening questionnaires. This report allows 
users to select specific questions within a 
questionnaire and compare the applicantsô 
answers.  Select this report to access data 
related to: 

¶ Adverse impact related to specific 
prescreening questions 

¶ Analyze the effectiveness and value of 
prescreening questions 
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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: 

¶ Position template fields that are utilized to create requisitions 

¶ Assigned EEO categories and codes 

¶ 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: 

¶ Position applicant pool 

¶ Position applicant workflow 

¶ Demographics of the applicant pool by position 
 
Locations 
Review data associated with each location.  
Select this report to access data related to:  

¶ Company locations including the 
associated divisions, regions, and 
districts 

¶ Location information including the 
address, city, state, and zip code 

 
Statuses 
Analyze the data associated with the applicant statuses.  Select this report to access data related to:  

¶ Status messages 

¶ Status emails and the delay timeframe 

¶ Reason codes (when using the module) 

¶ 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: 

¶ Termination reasons, codes, dates, etc. 

¶ 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: 

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

¶ Analyze adverse impact related to assessments 
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Overview of Sourcing Reports 
Sourcing Reports provide data related to the source of your applicants and the associated costs.  
(Access is limited to clients who utilize the myStaffingProôs sourcing modules).  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.   

 

 

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 
web link, the primary source is logged for each 
online candidate.  Analyze the effectiveness of 
sources by limiting the report based on your 
applicant workflow. 
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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 ï OFCCP Details 
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. 
 
CBO Log 
Review your Community Based Organization 
(CBO) contact history with the CBO Log report. 
 
 
 
 
 
 
 
 
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 
summarize the totals resulting in a ñsourcingò 
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.  
 
 
 
 
 




