8 UNIVERSITY OF
¥ CAMBRIDGE

Web Recruitment Release 4, January 2015

Reporting in Web Recruitment

HR Systems




Web Recruitment - Generating Applicant and Referee Reports

Contents

1. WEB RECRUITMENT — INTRODUCTION TO RELEASE 4 .......ceeeuierieenierteeniereeesieresssseressseresssserensssessnsssssanssssssnssssssnsssssannnns 2
1.1 OVERVIEW OF RECRUITMENT-RELATED SYSTEMS AND WEB RECRUITMENT RELEASES 1 =3 ..ccvvviririiiriririeererereeerererereresereseresesesssesssssesssesee 2
L. 2 RELEASE 4 OVERVIEW ....ceitvevtuuneeeeesesessneeeeesssssssnnaesessssssssnnesessssssssnnsesessssssssnnsesessssssssnnsessssssssnnsesessssssssnnsesesssssssnnneeeesssssssnneeeseees 3
L.3 HR SYSTEM LINKAGES ..eeeeeereeeeerereeeeeeeeeeereeereeerereresssesesesssssesssssssssssssssssssssssssssssssessssssssssssssssssssssssssssssssssssssssssssesesssssssssersssssssserens 4

1.4 SYSTEM SUPPORT

2. WEB RECRUITMENT — AVAILABLE DOCUMENTATION .....ccoiiiietiiiiintiiinntenisnete et nsssne s ssssen e s ssns s ssssanesssssanessssanseseans 6
3. GENERATING APPLICANT AND REFEREE REPORTS.......cccivittiietiieiiittiinteineessessssatssssnssssnesssasessanesssnesesnesesassssanessnnasonns 7
3.1 ACCESSING THE REPORTS 1..uttiuteitteitteitteiteeteett et ett e et et et e et e e abesae e she e s he e e be e be e abe s ae e ebe e ks e b e e et e e et e e abesheesbeeebeebeeabeeabeeasentnenbeens 7
3.1.1  RUNNING STANDARD REPORTS FOR A SELECTED VACANCY .....veiitiiitieetiteteeeteeeteeeteeeetee et eetee et e eaneeeaneeetaeeeaneeeaneeeaneeeaneenane s 7
3.1.2  RUNNING CUSTOM REPORTS FOR MULTIPLE VACANCIES. .....eeiviitriiieeitienteett ettt sttt ettt saa e st sbe e sbeebeeabeeabesasesba e beenbeennesanes 9

3.1.2  CREATING A SELECTION GRID

Copyright © 2015 University of Cambridge Last Modified: January 2015 Page 1



Web Recruitment - Generating Applicant and Referee Reports

1. Web Recruitment — Introduction to Release 4

1.1 Overview of recruitment-related systems and Web Recruitment Releases 1 -3

The recruitment process begins with the identification and definition of a vacancy. This includes
developing or updating the PD33 or role description and, for new academic-related and assistant staff
vacancies, the grading of the post. Posts which are graded are set up in CHRIS (the HR and Payroll
System) by the Grading team in the HR Division.

The new Recruitment Administration System (RAS) is then used to:
e Find the details of a vacancy which exists in CHRIS (posts which have been graded or are
being refilled); or
o Enter the vacancy details for a new academic or research post (these are not individually
graded so have not already been set up in CHRIS at this point).

Permission to fill a vacancy is then requested and granted in RAS.

In most cases, the vacancy should be advertised. Once all required permissions for a vacancy have
been obtained, RAS can be used to place an advert on the University’s Job Opportunities pages and
to send to external media for publication.

In RAS, a department/institution records whether or not they will be inviting online job applications via
the Web Recruitment System. Where the Web Recruitment System is to be used, RAS will;
¢ Insert an ‘Apply online’ button on the advert for the vacancy on the Job Opportunities pages;
¢ Insert a URL in external adverts for the vacancy, which routes to the relevant advert on Job
Opportunities.

The Web Recruitment System can then be used to receive and process applications received.

The first release of the Web Recruitment System focused on:

Allowing applicants to apply online via the University Job Opportunities pages;
Automatically acknowledging applications;

Allowing recruiters to view, email and print applications;

Allowing recruiters/administrators to manage and record the results of the selection process;
and

o Transferring the successful applicant(s) into the CHRIS Recruitment Module.

The second release of the Web Recruitment System focused on:
o Allowing applicants to copy personal details, qualifications and employment history from a
previous application;
e Allowing recruiters to generate rejection emails and letters to applicants;
Allowing recruiters to generate reference request emails and letters;
o Allowing referees to upload their reference into the system after a reference request email has
been sent to them.

The third release of the Web Recruitment System focused on:
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e Allowing recruiters to generate an email to the successful applicant where they need to provide
information for a Tier 2 Certificate of Sponsorship;

e Allowing applicants to log back into their Web Recruitment account to enter the additional Tier
2 CoS information and upload supporting documents;

e Allowing recruiters to download the applicant details required for a Tier 2 CoS so that it can be
attached to the rest of the CoS application for submission to HR;

e Automated marking of an application as eligible for purging 12 months after the vacancy closes

(including extended deletion dates for those vacancies where CoS retention policies apply);

Allowing super-users to mark a vacancy as a purging exception;

Automated deletion of unsubmitted applications two months after the vacancy closing date;

Retaining anonymised data for future trend analysis and management reporting;

Allowing applicants to enter basic disclosure information when a vacancy has a basic

disclosure check selected within new RAS;

e Generating reports of applicant information from within Web Recruitment and export results to
Excel; and

e Adding bookmarks to the application pack PDF, allowing recruiters to navigate around more
easily between applicants and documents.

1.2 Release 4 overview

Release 4 focuses on:

¢ Removing the need for vacancy administrators in departments/institutions to use the CHRIS
Recruitment Module and CHRIS/10A form for the majority of appointments and replacing these
with the following actions doing the following within Web Recruitment:
o Recording details about the offer and appointment within a new Offers section;

o Uploading supporting documents for an appointment (and Tier 2 Certificate of
Sponsorship application, if required); and
o Submitting an electronic Appointment Request to the HR New Appointment team.

¢ Pre-filling the Offers section with details about the applicant (from their online application form)
and the position (from CHRIS);

¢ Allowing vacancy administrators to generate an offer letter to the successful candidate using
details that they have entered into the system or upload an offer letter they have created
outside of the system;

¢ Allowing vacancy administrators to download a cover sheet for any supporting documents
being sent to the HR New Appointment Team outside of the system;

e Recording details of how and when offer letters were sent to the successful candidate;
e Storing and accessing offer letter history;

e Allowing the New Appointment Team to receive and view appointment requests online within a
new HR Processing section of the system; and

¢ Allowing the New Appointments team to transfer details of the applicant and appointment into
the CHRIS Recruitment Module.

Departments/institutions should request appointments via Web Recruitment wherever possible and the
New Appointment team will transfer successful applicants to CHRIS using their screens within the
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system. The supporting documents cover sheet can then be downloaded and attached to supporting
documents and returned to the HR New Appointment Team for processing.

1.3 HR system linkages

Diagram 1 below shows how the different HR systems link together in the recruitment process.

Diagram 1: HR systems linkages in the recruitment process

New RAS

New academic/research post
Job advert information or amended existing post information

Existing post information

Job Opportunities
pages

CHRIS

Recruits click link

New appointee information

Web Recruitment

Copyright © 2015 University of Cambridge Last Modified: January 2015 Page 4



Web Recruitment - Generating Applicant and Referee Reports

1.4 System support

Technical queries relating to the Web Recruitment System should be directed to the CHRIS Helpdesk
by emailing chris.helpdesk@admin.cam.ac.uk. The New Appointment Team should be contacted for
advice about making appointments via hrnewappointmentteam@admin.cam.ac.uk.
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2. Web Recruitment — Available Documentation

This manual (shaded in grey below) forms part of the wider set of documentation for Web Recruitment
summarised in the table. These documents can be found on the HR Systems Web Pages (found at
http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/web-recruitment-system), along with

additional supporting information (including links to videos and release notifications).

Title

| Document Type

Description |

Guide for Selectors User guide A guide designed for selectors that describes the process of logging on to
Web Recruitment, viewing and downloading application packs.
Managing Vacancies User guide This is the main user guide, which explains how to find vacancies in the

system, grant other access, download application forms, record outcomes
at each stage of selection and complete recruitment so that the appropriate
retention policy is applied to the details of the vacancy.

Tier 2 Certificate of
Sponsorship —
Requesting Applicant
Details

Quick reference

This is a two page pictorial overview of the end-to-end process for
requesting information from a successful applicant for a Tier 2 Certificate of
Sponsorship (CoS) application. It is intended for users who do not require
the level of detail in the step-by-step instructions in the guide below.

Tier 2 Certificate of User guide This guide provides detailed step-by-step instructions on how to request

Sponsorship — that a successful applicant logs back into their Web Recruitment account to

Requesting Applicant provide information and supporting documents needed for a Tier 2 CoS

Details application.

Generating User guide This guide explains how to generate rejection emails/letters and reference

Correspondence request emails/letters within the system. It also details how to view
references uploaded directly into the system by referees and how to upload
references received by post/email.

Generating Reports User guide The Web Recruitment system provides standard vacancy reports for

applicant and referee details (for example, for use in mail merges or for
emalil lists). This document describes the standard reports and how to
generate them. It also describes how to use the custom reporting tool built
into the application.

Managing Offers

Quick reference

This is a two page pictorial overview of the end-to-end offer and
appointment process. It is intended for users who do not require the level of
detail provided by the step-by-step instructions in the user guide below.

Managing Offers User guide This guide describes the process of making an offer, generating an offer
letter, recording offer outcomes and entering additional information so that
an electronic appointment request can be made to the HR New
Appointment team. This process replaces the need for
departments/institutions to use the CHRIS Recruitment Module and CHRIS
10(A) form for most appointments. The guide also provides a summary of
how to request Tier 2 CoS information; full details are in the CoS guide.

Overview of the User guide A guide for internal users of the Web Recruitment System that describes

Applicant Process the process of making an online application from the applicant’s
perspective.

Applicant Frequently FAQs This document details common queries from applicants that have been

Asked Questions (FAQS) reported through the CHRIS Helpdesk, in the applicant survey and to
vacancy contacts within departments/institutions.

Administrator Frequently | FAQs This document details common queries from recruiters, selectors and

Asked Questions (FAQS) vacancy administrators reported through the CHRIS Helpdesk, in the
department/institution benefits survey and system demonstrations.

Processing Appointment | User guide This guide is for the HR New Appointment team and describes how to find,

Requests

check and process Appointment Requests from departments/institutions.
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3. Generating Applicant and Referee Reports

It is possible to generate standard reports of applicant and referee details, as well as designing your

own applicant and referee reports, from within the Web Recruitment System. These details can be

used for:

¢ Mail merging correspondence not yet generated within the System (e.g. HR13 Invite to
interview letters);
e Circulating lists to selectors/appointing bodies; and
e As a basis for a selection results grid (similar to the existing HR11 Selection Results
template except that it is pre-filled with applicant names).

3.1 Accessing the reports

The reports can be accessed from two different places from within Web Recruitment, as detailed

below.

3.1.1 Running standard reports for a selected vacancy

Select a vacancy and click on Manage Vacancy.

{ HR | HR Admin Web Application

‘Vacandies Offers Reports

Vacancies

A2 Find Applicant

Job Reference

-
o

00275

00254

003rs

00a7s

oars

AHOET

AHOMEE

AHOO201

AHDD202

AHDD204

Show vacanciee wilh recrultment complets

Job Title &

Language Teaching Officer

Senior Investigator Scientist

Investigator Scientist

Investigator Scientist

Prinzipal Research Administrator

Programme Leader

Programme Leader

Programme Leader

Pragramme Leader

Programme Leader

(1 0f8)

Eelow 5 3 Bsl of vasancles you have accaes 10, Use tha search boxas or page throwgh ta find 3 specine vacancy.

A gtar :,‘: Indicates an applicant hae reguastad Reasonable Adjustmeanie 10 the INterview pracaese

Status

Al E Closing Date &
Adwvert closed D4-Jan-2013
Advert live 16-Jan-2015
Advert live 22-Jan-2015
Aduert live 22-Jam-2015
Advert live 22-Jan-2015
Advert live 17-Dec-2025
Advert live 22-Dec-2021
Advert closed 22-Dec-2014
Advert closed 22-Dec-2014
Advert closed 22-Dec-2014

Ay 2|32 |45 6| T8

B R

Applicants

10[=]

i}

i}

118* # Manage Vacancy

16*

i}

1]

0

Actions

# Mznage Vacancy

# Msznage Vacancy

# Mznage Vacancy

# Manage Vacancy

# Mznage Vacancy

# Mznage Vacancy

# Mznage Vacancy

# Msznape Vacancy

# Manage Vacancy

Access

Administrator

Administrator

Administrator

Adminlstrator

Administrator

Administrator

Administrator

Adminlstrator

Admin|strator

Administrator
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From the Vacancy Overview screen click on the Applicant and referee report button.

Logout

AHOO0167: Programme Leader

Wacancy Overview

Applicants

) Vacancy overview
Process Applicants (118)

Manage Manual Applicants (0}
‘Welcome to the vacancy management area, from hers you are able fo:

Vacancy Configuration = \lew and manage applications o this vacancy
m Handiz r2j=cion COMMURIZENoNE 3Nd rEf2renca raguests
Tasks w Manage vacancy permissions
L m Wiaw and confirm tasks relating to this vacancy
Manage Rejection Camespandencs » MEINt3in vacancy notes and altEachments
Manage Reference Requests
Manage Cof Requests (&)
Posltions avallabla for thiz vacancy
Comespondence

Tha follzwing posiions can be appointad for Mie wacancy. IF this Infonmation I8 Incomract, or If thare are no poEiions listkad, pleasa contact

the CHRIS Hedpdesk.
Awaiting Confirmation (0}
w TDOS4E25: Professor of MINeralogy and Paimology(1931) [Earliest £tant date:10-0ct-2014]
Completed and Cthers (1)

m TD034624: Profassor of Minersiogy and Patrology(1931) [Earliest star data-10-0ct-2014]

View or Record Correspondsnce m TOO34E23: Professor of Mineralogy and Petrology(1931) [Earlizet etart data: 10-Oct-2014]
Permissions
Motas () Application Stages Media

Attachments (0 Application Stages Overview

M Recaivad
EShort Listing
Salaction Ona
I salaction Twa
I zalection Three
M Commirtes Buard

M orar

Applicant & raferes report

Use the buttan belaw 10 download an Excal workbook containing three warkeheats: an applicant contact detalls Bst, 3 referes comtact
detzlls lIst, and an applicant Bst withoul contast detsls.

Applicant & referee report

Depending upon your browser settings, you may be prompted to save or open the exported Excel
report.

Do you want to open or save report.xls from staging. admin.cam.ac.uk? Open Save = Cancel

9 Y

If you chose to open the report it will be displayed on the screen as follows:
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- 20cy 195 Bt
pak-atee bamar Apphane Tine Lygde ant Faomsunet Appticant Fcrnasne J A=

L) Yam "wa N
gl Lewmae WA \
'S = "
" iy "
" ey WA
" P W
e Towne VA
» Vetwe wa
w vucx WA
Ny eh WA
“ e "
Ny - W
> weey WA
Y | 10N
" Kewaen WA
M '™ WA
w . 0
" frdes WA
" i WA
) [ "a
» P "
e s W
N e "
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~A at WA
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» ate WA
Ny § twae WA
- - e
N [
we WA
“» "
" WA
M [T
" W
" WA
R WA
" wa
"y v

o

u

o

- L

There are three tabs which show:

e Applicant address information,
e Applicant referee information, and
e Alist of applicants with their associated stage of selection.

You can then save the report and reformat or edit in Excel as required.

3.1.2 Running custom reports for multiple vacancies

To create and run custom reports for multiple vacancies, you can click on the Reports tab at the
top of the screen.

{ HR ¢ HFR Admin Web Application

Vacances CHffers Reports Adimin Logout

You will then be taken to the following reporting area:

Copyright © 2015 University of Cambridge Last Modified: January 2015 Page 9



Web Recruitment - Generating Applicant and Referee Reports

c@'s

Reports

Generate Report
Generate Selection Grid

Manage Reports

Reporting Area

Generate Report

Sefore genaraiing 3 repart for the first iime, ga io the Meanage Repaorts s2cilon ta specify which flizids you nead.

Tao generate a repor, select the vacancles you want, pick ane of your reporis from the drop-down list and click Generate custom report
Standard reporis far @ach vacancy ane avallablz on Me vacansy's Vacancy Overview.

Job Reference "

N Job Title & Status & .

e Al E Closing Date <
DD275 Language Teaching Officer Advert closed 04-Jan-2015
DD364 Senior Investigator Scientist Advert ve 18-Jan-2015
00373 Investigator Scientist Advert Fue 22-Jan-2015
00375 Investigator Scientist Advert Fue 22-Jan-2015
Doz72 Principal Research Administrator Advert Fve 22-Jan-2015
AHDO167 Programme Leader Advert e 17-Dec-2025
AHDO163 Programme Leader Advert ve 22-Dec-2021
AHDO201 Programme Leader Advert closed 22-Dec-2014
AHDOZO2 Programme Leader Advert closed 22-Dec-2014
AHDOZ04 Programme Leader Advert closed 22-Dec-2014

(1o0f8) 1(2|3)4/|5 6|78 w = 10 E|

define a report in the Manage Reports” area before you can run it.

1) Click on Manage Reports.

Reports

Generate Report

Generate Selection Grid

Reporting Area

Generate Report

Sefore generating a repart for the first iime. go 1o the Manage Reports s2ciion to specfy which flzids you nead.

Tao genarsie a repor, select the vacancles you wani, pick ane of your reposts from e drap-down list and click Generate custom repart
Standard reports far 2ach vasancy are avallable on Me vacancy's Vacancy Overview.

Job Reference

. Job Title & Status % .
hd Al E Closing Date &
DO275 Language Teaching Officer Advert closed 04-Jan-2015
D064 Senior Investigator Scientist Adver Fve 18-Jan-2015
00373 Investigator Scisntist Advert Fve 22-Jan-2018
DO375 Investigator Scientist Advert ve 22-Jan-2015
DO37E Principal Research Administrator Advert Fve 22-Jan-2015
AHDD167 Frogramme Leader Adver Fve 17-Dec-2025
AHDD163 Frogramme Leader Advert Fve 22-Dec-2021
AHDD201 Programme Leader Advert closed 22-Dec-2014
AHDDZO2 Frogramme Leader Advert closed 22-Dec-2014
Frogramme Leader Advert closed 22-Dec-2014
{1 0f 8) 1) 23| 456|788 s 10 E|

define a repart in the Manage Reports” area befo

YOu can run it.
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2) Click on the Create New Report Button.

Reporting Area

Reports

Generate Report
Generate Selection Grid Manage Reports

Manage Reports

2 TEpOrts you have crealed and gelele them If reguirad.

Existing Reports

Report Name Created Date Actions

Mo records found

{10f1) 10[=]

3) The following screen will then be displayed:

Report ®

¥ou can use this report designer to specify which fields you want to appear in your custom repaorts.

Flease refer to the manual for further details.

Report Mame

Database columns

=pplicant:id

| »

applicant:iite

applicant:forename1

m

applicant:forenamsl =
applicant:surname
applicantemazildddress =+
applicantprimanPhone
applicant:secondaryPhone
applicantaddreszLinet
applicant:addressLinel W
applicant:addressLined

applicant:iown

applicant:county

=pplicantposteode

applicant:country

Sawve Report

Type in a name for the report and then select the first field that you wish to include in your report
from the left-hand pane. Click on the right arrow to include the field in the report.
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Database columns

applicant:id

applicant forename1

| »

applicant forename2
applicant.surname
applicant:emailAddress
applicant.primaryPhone
applicant.secondaryPhone
applicant.addressLine1
applicant addresslLine2
applicanttown
applicant.county
applicant postcode
applicant.country
application-stage

Save Report

It will move into the right hand panel.

4) Repeat for any additional fields and, once you have added all those you require, click on Save

Report.

Database columns

»

applicantid

applicant:ferename2

m

applicant:primaryPhone
applicant secondaryPhone
applicant addregsLine
applicant addressLine2
applicant:town
applicantcounty
applicantpostcode
applicant.country
application:-stage
application-status
vacancy:rasld
vacancy:jobReference

vacancy:recruiterCrsid

applicant:tifle
applicant:ferename1

applicant:surname

applicant emaildddress

Save Report
Note: If you make a mistake, you can select the field in error in the right hand panel
then click on the left arrow to remove it: °
Note: The other two arrows N can be used to add and remove all fields.
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5) You will receive a message that the report has been saved successfully.

W Report has been saved successfully x

Click on the X to close the window.

The report will also be added to the list shown on screen:

Reporting Area

Reports

Generate Report
Generate Selection Grid Manage Reports

Manage Reports
ge hepo Hare you can view spacifizations of the reparts you have crealed and dalete them I reguirzd.

Existing Reports
Report Name Created Date Actions

Report A 06-Jan-2015 15:49:11 + \iew Report Specification ~ ~

10f 1) 1 10[=]

6) To run a report that you have already specified using the steps above, click on Generate report.

Reporting Area

Reports

Generate Report
(Generate Selection Grid Generate Report
Manags Reports Hefors genarating a repart for the first time. §a 10 the Manage Reports s2ction ta specify which fisids you nesd.
Ta generste @ repon, select the vatancies you want, pick ane of your r2pods from the drop-down list and click Generate custom repart
Standard reporis far each vacancy are avallable on the vacancy's Vacancy Overview.
EEC HEerence Job Title & Status & )
b Al lz' Closing Date &
(8 s g esmgotes | pamnsos | oemaos
D064 Senior Investigator Scientist Adwert e 18-Jan-2015
00373 Investigator Scientist Adwert Fue 22-Jan-2015
00375 Investigator Scientist Adwert e 22-Jan-2015
Do37E Principal Research Administrator Adwert Fue 22-Jan-2015
AHDD167 Programme Leader Advert fve 17-Dec-2025
AHDD163 Frogramme Leader Adwert fve 22-Dec-2021
AHDOZ01 Frogramme Leader Advert closed 22-Dec-2014
AHDOZ02 Frogramme Leader Advert closed 22-Dec-2014
AHOO204 Programme Leader Advert closed 22-Dec-2014
(1 of8) 1|23 4 5|6 7|8 = | = 10 E|
Repart A = Gensrate CUStOm report
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c@@'s

7) Select one or more vacancies and the saved report you wish to use:

Job Reference

-~ Job Title % Status %
~ o El Closing Date +
02205 Research Associate in Theological Ethics Advert closed 17-Apr-2014
Ozg862 Ressarch Associate Complete 22-Apr-2014
0169 Senior Investigator Scientist Adwert live 28-Feb-2015
0207 Lenguage Teaching Officer Adwert live 28-Feb-2015
03227 Teaching Associate Adwert live 28-Feb-2015
03240 Senior Investigator Scientist Adwert live 28-Feb-2015
03258 Lenguage Teaching Officer Adwert live 28-Feb-2015
03278 Teaching Associate Advert live 28-Feb-2015
0282 Senior Investigator Scientist Adwert live 28-Feb-2015
03310 Director of Reseanch Advert live 18-Aug-2014
{1 of 36) a2 (2|69 10 B R 10 |E|
| T - | | Generate Custom Report

8) Click on Generate Custom Report and then click on Open.

Do you want to open or save report.ads from stagng hrsyvtemsadmin,cam ac.uk’ Open

See v

Cancel

The report will then be opened within Excel and will display your customised data.
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A B C | D

1 Applicant Applicant Forename1 Applicant Surname Applicant Email Address

2 |Mrs Pauline Abbott AjayKaramkanty@gmail.com
3 Mr Leonard Alexander AjayKaramkanty@gmail.com
4 Mrs Kelly Alfard AjayKaramkanty@gmail.com
5 Mr Chris Anderson AjayKaramkanty@gmail.com
6 Mr Jeremy Andrews AjayKaramkanty@gmail.com
7 Mr Paul Andrews AjayKaramkanty@gmail.com
g Mrs Emma Ball AjayKaramkanty@gmail.com
9 Mr Matthew Boardman AjayKaramkanty@gmail com
10 Mr Bruce Boyer AjayKaramkanty@gmail.com
11 Mrs Amber Brown AjayKaramkanty@gmail.com
12 Mr Donald Brown AjayKaramkanty@gmail.com
13 Mrs Louise Brown AjayKaramkanty@gmail.com
14 Mr Jeremy Butcher AjayKaramkanty@gmail.com
15 Mr Owen Butler AjayKaramkanty@gmail.com
16 Mr Komura Cao AjayKaramkanty@gmail.com
17 Mr Jack Chan AjayKaramkanty@gmail.com
18 Mrs Heather Casling AjayKaramkanty@gmail com
19 |Mr Jian Chen Ajaykaramkanty@gmail.com
20 Mr Andrew Chapman AjayKaramkanty@gmail.com
21 Mr Francis Cohn AjayKaramkanty@gmail.com
22 Mrs Jacquelin Cloony AjayKaramkanty@gmail.com
23 Mrs Denise Cooper AjayKaramkanty@gmail.com
24 Mrs Gemma Collins AjayKaramkanty@gmail.com
25 Mr Stuart Courtney AjayKaramkanty@gmail.com
26 Mrs Laura Cottington AjayKaramkanty@gmail.com
27 Mr Adam Cummins AjayKaramkanty@gmail.com
28 Mr Carl Croxford AjayKaramkanty@gmail.com
29 Mrs Edward Davies AjayKaramkanty@gmail.com
30 Mr James Curtis AjayKaramkanty@gmail.com
31 Mrs Zoe Davies AjayKaramkanty@gmail.com
32 Mr Fraser Davies AjayKaramkanty@gmail.com
33 Mr MNorbert Dawson AjayKaramkanty@gmail.com
34 Mrs Bruce Dench AjayKaramkanty@gmail com
35 Mrs Michelle Dawe AjayKaramkanty@gmail.com
36 Mr Douglas Dawson AjayKaramkanty@gmail.com
37 Mr Ravi Dhoni AjayKaramkanty@gmail.com
38 Mr Anil Dravid AjayKaramkanty@gmail.com
39 Mr Eric Dewhurst AjayKaramkanty@gmail.com
40 Mr Gilbert Dewhurst AjayKaramkanty@gmail.com
41 Mrs Sarah Duckett AjayKaramkanty@gmail.com

You can then save and edit this in Excel in the usual way.
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3.1.2 Creating a selection grid

One of the standard pre-written reports allows you to generate a selection grid similar to the existing
HR11 Selection Results template.

1) Click on Generate Selection Grid.

Reports

Generate Report

Manage Reports

Generate Selectlon Grid

Reporting Area

Generate Selection Results Grid

From thiz page you wil be abis ta genarate a pre-papulated Saiection Rasults Grid report (HR11). To bagin, please Eelect 3 vacancy, tha s3ge you wouskd
K2 tha repart for and the desired Jutput of the report.

Plazas Note: This FEpart can aleo be genaraled for 3 particular s1age via he 'Progcess Applicants” section Of & vacancy.

Vacancy Details

Vacancy: Vacancy Stage:

— Piease Saleot - - — Flaase Salect - =

Qutput Format
Flease select an output format:

. PDF Document

=]

[%] | Word Decument
i3] Excel Spreadshest
gm Fich Text Fermat

Plzase select a vacancy and a stage before running the
report

2) Select the vacancy and stage:

Vacancy:

1275: Langua

Vacancy Details

g2 Teaching Officar

Vacancy Stage:

- : Shart Listing L

3) Select the format for the grid:

=
¢ =
&

Output Format

Please select an output format:

POF Document
Word Decument
Excel Spreadshest

Rich Text Format
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4) Then, click on Generate Report.

This will display the selection grid in the format you selected:

& hel1_selection_grid. pdt - Adobe Reader T — T o iE e
File Edt View Widow Help *

_6[—] 9 |_l_"zl =) () | 9% |~ [ ) @ = 52 ‘,q‘ Commemr

B.E UNIVERSITY OF

Selection Results Grid

¥ CAMBRIDGE
Vacancy Tile Caegory Marager Vacancy Reference Number | AG0X06L
Deparment ! Instrution | Finance Ondsior Selecnon Siage Rezewed 1
Names of Assesson Lignanae of Assessors
Decrion Rules

Caretatare Satecton Cremnia Score Towlfor |y ana < A !

Creria

—

Mrs Paulne Abbon

Nr Leonard Alecandet

Nrs Kefly Abord

Mr Creis Andeszon

Ay Jurery Asdrens

Varson 310 Seeson Resuns Gra Page Lof2

You can now save or print the grid for use in the selection round.
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