8.9 HRMS Step by Step Guide
Running Recruiting Reports

Overview: This guide provides instruction on running reports for recruiting.

In version 8.9, Oracle/PeopleSoft has changed the name of Recruit Workforce to Recruiting.

Note: The screen shots used in this guide may not be representative of your access.

To Run a Candidate List Report (APP0O05CU):

1. Navigate to Universir. do
Candidate Listing Menu =
Search:
.
[ Reports and Reviews | [iwrwsw -
e = Repars and Reviews ecrutng
[] ReCI’UItIng EApudrittmg " = Candidate Listing = Joh Requisition Information
. . . I Funding and Suspense E Candidate Listing E Job Reqguisition Information
1 Candidate Listing o)
1 Click on Candidate
Listing

— Candidate Listing
— Joh Reduisition
Information
[ Training
[ Recruiting
[ Warkfarce Administration
[» Compensation
[ Time Collection
[ Warkforce Developrment
[» Organizational Development

[ Enterprise Learning
[» Reporting Tools

[ PeopleTools

— My Dictionary

2. Candidate Listing Universitier
page displays ]
Mew window | 5
D Entel’ eXIStlng Run Candidate Listing

Enter any information you have and click Search. Leave fields hlank for 3 list of all values
Control ID or Create a
Find an Existing Value ]f Add a New Value ]
new Run Control ID | |
Run Control ID:| begins with v |

Search | Search Clear | Basic Search [E Save Search Criteria
1 Click

Find an Existing value | Add a Mew Value
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3. Run Control page
displays (Runctl
Canls CU)

"1 Enter Job Req #

Fun
[ Click —I

4. Process Scheduler
Request page
displays

1 Verify PSUNX for
Server Name

1 Verify Web for *Type

1 Select PDF (Adobe
Acrobat) or CSV
(Excel) for *Format

7 Click O

5. Run Control page
re-displays

7 Click Feport Manager

3/5/2007

E

Runctl Canls Cu

Run Control ID:  dk

Umv?;s_ltygf

wolorado

Report Manager Frocess Monitar 14N

&

Job Req#:

LLReturnto Search | [E] Motify [E A | FUpdate/Display

& save

Univ?;_f.itygf _

_010Tado

=i

Process Scheduler Request

Run Control ID: dk

0272172007 )
9:44:54AM Resetto Current DatefTime |

PRACTAE

User ID:

Server Name: *| RunDate:

Recurrence: Run Time:

Time Zone:

Process List
Process Type

SQR Report

Process Name

APPODSCU

Description
Candidate List Report CU

'\

oK l Cancel l

Universityys
Colotado

=

Runctl Canls Cu

dk Report Manager

Process bonitor Run

Run Control ID:
Frocess Instance:2351

017646 O

Job Req:

[Er Add | FUpdateDisplay |

B save I ELReturn to Search | [=] Hotity I
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Distribution

;
Distributien

)

Mew Window | Customize Page | (5

Mew Window | Custornize Fage | 5

iorklist | Addto Favorites | Sign ou

Mew Window | Customize Page | B
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6. Report Manager
page displays

[J Defaults to
Administration tab

"1 Report List displays

[J When Status =

Posted, click
Candidate List Beport CU

3/5/2007

.010rado

[E13

List Exploret || Administration | Archives |

@BEIEEIAH DDESE\EE{AH
|_Deete | ciickine delets butian to delete the sslected report(s)

Gobackto Candidate Listing

B save i

List] Explorer | Administration | Archives
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|View Reports For |
User ID: FRACT Type: | 'V|Las1: ’_1 Days v | Refresh I
Status: | 'V‘ Fnlder:| 'V|I||s1ance:‘ to: |
Report List Custornize | Einet | view 1| B2 Frst | 43003 Last
Description Request Date/Time
: 02i21/2007 Acrobat
Landigaie List meport L1 AR Letalls
1220 2381 Candidate L ist Report CL B4 25AM ndf Posted [etfails
. 022172007 Acrobat
Landidale List meport L) - Lelalls
1218 2380 Candidate List Report CU 3365 4AM ndf Posted Details
. 02i21/2007 Acrobat
Langigaie List meport LA e Lelalls
1218 2349 Candidate List Report CU 335 25AM adf Posted Details
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7. Report will display
in separate window

3/5/2007

ps://titan.cusys.edu:8877/psreports/hr89pracl1220/app005cu_2351.POF- Microsoft Internet Explorer

File Edit GoTo

© 0p

Favorites

Help

Search |){ Favorites €) "

fj, d

54.

[7:)(Qlrg)

Search the eb ] Search = Address |@ https:ftitan, cusys. edu:8577 psreports fhra9prac 122 V| Go  Links »
GDCngE'|G_v viGo i B+ | €% Bockmarksv |Eh Popups 0kay| ¥ Check v o Adtolink -« () Settings +
XX LR e i R ) =k
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Done
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To Run Job Requisition Information Report (APP493CU):

8. Navigate to Job
Requisition
Information

1 Reports and Reviews

1 Recruiting

"1 Job Requisition
Information

9. Job Requisition
Information page
displays

1 Enter existing Run
Control ID or Create a
new Run Control ID

| Click _seareh_|

10. Job Requisition
Information page
Displays

"1 Provide Report
Parameters

 Click |

3/5/2007

University,,
Co ;{ do
Menu =
Search:

®

[ My Favarites
+ Reports and Reviews
[- Auditing
[> Funding and Suspense
[> Job Information
= Payroll and Tirme
Collection
[> Persanal Infarmation
[> Pogition
* Recruiting
— Candidate Listing
— Job Reduisition
Information
[ Training
[> Recruiting
[ Wiorkfarce Administration
[» Compensation
[ Time Collection
[ Warkforce Developrnent

[ Crganizational Development
I» Enterprise Learning

[» Repotting Tools

[> PeopleTools

— My Dictionary

Iain beny = Reports: 5
= o
L/ Recruiting
Recruiting

Candidate Listing
Candidate Listing

E Job Requisition iformation
Job Requisition Informstion

. PRACT4E Home

e Window | 5

Job Requisition Information
Enter any information you have and click Search. Leave fields blank for a list of all values

f Find an Existing Value ]f Add a Mew Value ]

Search | Advanced Search

Universityy,
Co yjt 4]

=13

Joh Requisition Information

Search by: Run Control ID begins with [dk

Find an Existing Value | Add a Mew Yalue

HREIPRAC PRACT4E Home t | Add{o Favorites

Mews Window | Custamize Page |

Run Control ID: gk

Report Manager Process Monitor

Report Parameter

Job Requisition:
R

—

Job Requisition Status:

Job Code: Q

[ a

B save I ELReturn to Search |

=] Natity |

S Acdd | FUpdateDisplay |
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11.Process
Scheduler
Request page
displays

1 Verify PSUNX is
Server Name

1 Verify *Type = Web

1 Verify *Format = PDF
(Adobe Acrobat) or
CSV (Excel)

| oK
[] Click

12. Job Requisition
Information page
displays

. Feport Mananer
[] Click

13. Report Manager
page displays

[J Defaults to
Administration tab

1 When Status=Posted,
click
Job Requisition Information

3/5/2007

Job Requisition Information

Univgfsityof

Loloraao

=13

Mew window | Customize Pace | &

Process Scheduler Request

User ID:

PRACT46

Run Control ID: dk

02212007 ]
10:21:20AM Resetto Current Date/Time

Server Name: ~| RunDate:

Recurrence: Run Time:

[ la

Time Zone:
Process List

Process Name

APPag3CcU

Process Type
SQR Report

Job Reguisition Information Distribution

ok Cancel

Unlvirfs_ltyﬂf

“0l0T¢

=

Mew Window | Customize Pace | (B

Run

Run Control ID:  dk Report Mananer Process ionitor

Fraocess Instance:2354

Report Parameter |

017646

Job Requisition:

OR
Job Requisition Status: Q
Job Code: Q

[E i | AEUpdateDisplay

& save I LELReturn to Search | [=] Mctify

Universit
PrItof
L.010raao
[S]3
Mew Window | Customize Page | 5] A
[ Lst ) Esplorer | ation || Archives |
Wiew Reports For |
User ID: T Type: v | Last: | 1|Days + | Refresh
Status: | V| Fnlrler:| V|Ins(ance: ‘ to: |
AL Customize | Find | view 2| B First [ 15 [ Last
Description Reguest Date/Time
T 0212172007 Acrobat -
<00 Requisiion Information . Lelalls
1223 2354 Job Reguisition Information 10:34-12aM adf Posted Details
. 027212007 Acrabat .
<00 Requisiion Information i Lelalls
1222 2343 Job Reguisition Information 103307 AM tndf Posted Details
e 027212007 Acrabat -
=00 mequisiion Informaton 2 Lelalls
1221 2352 Joh Reguisition Information 10101 5AM ¢ pan Posted Details
027212007 Acrobat
Landidate Listmepor L) i Letalls
12200 2351 Candidate List Report CU 45 EM *prlfy Posted Details
0272152007 Acrabat
Landidate Listmepor L) 2 Letalls
1219 2340 Candidate List Report CUJ A5 ELAM il Posted Details
027212007 Acrohat
Landidate List eport UL LDetalls
1218 2349 Candidate List Report CL 855 TEAM * ) Posted Details
@Se\ectAH Deselecmll

Mclickthe delete button to delete the selected reportis)

Go backto Job Requisition Information
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14.Report will display
in separate window

File Edit GoTo Favorites Help
. = — n -
) ) - | | ‘ (@) =i i 2y | 6 ﬂ ‘3 o z
O © BB G P fer @3 PEICE
Search the Web ] Search = Address |@ https:fititan, cusys.edu: 3577 (psteportshra9prac 122 V| Go | Links | **
GDCngc G+ v Go o & ﬁ + 9% Bookmarksv |QPopups 0kay| "':;’Check r oy A kv 2 @SettinQSv
L [z om = I+ — LT R T O |:| '
BS&® (YD CHeb 05 . v
4
@ Ll
g —
[ Faoplegoft
b Report ID: RAFF4S3CT JOB REQUISITICN REFORT Fage Bo. 1
] Pun Date 02/21/2007
Pum Time 10:34:23
Job Reqmsitions: 017648
Job uisition Information:
Suams: Open Stamus Date: 117142006 1
Diate Opened:  11/14/2006 Date Closed or Filled:
.| | Projected Fill Date
_ Becruiter: Phones= [ ) Fax#: ( )
j2
E Posting Type & Description: None
é Transfers Reinstatemants Raguestad: N Substimte Position: W
b
f’ Position Information
P Position Number- 00213570
i
E JobCoda & Description BIAITHN - Accountant I
E
8 Deparbment Number & Name: 60010 - CEA-AVCFA Administration
\gsl | | Percentof Time:  100.00 FIE: 100 Head Commt 0
salary prade: BT Tob Rata: 34.303.00 Mmimum Monthly Rate:  $2.984.00
e 108 mnd im 3T, AT .3 iml i T 5
1af1 o o [ ]
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