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Standard & Analytical Reports

High level figures – quick

Restricted filtering

Often top level volume or % type reports

Useful where overview information is required



Standard & Analytical Reports

‘My’ Reports
Accessible for all users

‘Our’ Reports
Accessible only for users with special rights to 

launch ‘our’ reports



Roles Required

Access to Adhoc reports
Access to new Adhoc reports

ROLE

Access to Live Listing

Access to My Standard Reports

View diversity information in candidate file

Manage Tags

DSS Full Access

Access to Qlik Reports

Ability to access, create and schedule report templates

To access and run reports for live job postings, openings and 
applications

Generate reports for jobs you are added to

To access equal opportunities data

To create named tags for ad-hoc reports

View reports (analytic, my and our standard, custom)

Allows you to view the enhanced display of reports

PURPOSE



Live Listings

‘Live Listings’ sits under the ‘Jobs’ tab, not ‘Reporting’

Able to access Applications, Job Openings and 
Postings



Ad Hoc Reports

Copy details of an ex i s t i ng report

You are able to copy details of a report with 
your environment to save you time building a 
report from scratch, making it easier to mirror 

reports with small amendments

You can create a ‘Unique Copy’ which will be a 
report in it’s own right or a ‘Cloned Copy’ which 

will evolve with the original report when 
changes are made

Useful if you want to make similar 
reports, for example, safeguarding 
and non-safeguarding reports

Gives you a good starting point for 
new reports



Ad Hoc Reports

Number of files r e t a i ne d

This is important to note for GDPR purposes - if 
a number is stated in this field, you will be able 

to see history reports in your Ad Hoc Report 
overview

Set this to ‘0’ to stop copies of the report being 
stored in your Ad Hoc report overview

This only relates to the Ad Hoc report 
overview – if copies of a report are 
being distributed to users, this has no 
affect on this function



Ad Hoc Reports

Use Tem p l at e  D at a

Template Data allows you to report on 
questions which are captured in your Forms, 
Questionnaires and Profiles within TalentLink

You can use Template Data on your report, 
whilst capturing standard information from the 

system and also, custom fields on your Job 
Requisition or Conditions Form

You are able to add up to 15 template 
data questions on one report

Make sure you are reporting on the 
highest form version in order to 
capture accurate data



Mapping Reports

Is the data being captured?

What fields relate to what 
information

Understand the steps in your 
process

Understand where the data in being 
captured in the system

Understand filters – this drives the 
data being pulled through

What are you trying to report on?
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Mapping Reports

SELECTION STEP STEP NUMBER

PRESCREENING (DEFAULT)

SHORTLISTING

INTERVIEW 1

INTERVIEW 2

CONDITIONAL OFFER

OFFER CHECKLIST

REFERENCE 1

REFERENCE 2

REFERENCE CHASE 1

REFERENCE CHASE 2
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“ My report isn’t pulling through any 
data ”

Troubleshooting



Troubleshooting

Do you have a filter on?

Are the questions you’ve selected 
relate to a form that’s being used?

Have you selected the right report 
type?

Have you changed your selection 
process?

Have you changed a form?

Have you selected the highest 
version on the form?
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Thank you – questions?

Nicola Warner
Resourcing Business Partner



Reports Training

Open House

Workshop Style Training

Training schedule arriving soon!

Lunchtime Webinar

Webinars still remaining in the lunchtime schedule –
check out the Service Centre


