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Lunchtime Webinar

Top tips — An overview of Reporting
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1 Standard & Analytical Qlik Reports I

2 User roles required for reporting I

3 Live Listings I

4 Ad-hoc report top tips I
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6 Troubleshooting/questions I
e ® WMJobs

/ﬁWe Manage Jobs
Public Sector Job Site



Standard & Analytical Reports
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Standard & Analytical Reports

STANDARD AND ANALYTICS ADHOC REPORTS REFERRALS

SELECT REPORT DESCRIPTION

STANDARD REPORTS

'_—l ‘My’ Reports s s Ko ol g T g
3&525‘ Accessible for all users

.0 ‘Our’ Reports
'.‘ Accessible only for users with special rights to
£8 ‘our’
launch ‘our’ reports
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Roles Required

PURPOSE

Access to Adhoc reports -
Access to new Adhoc reports Ability to access, create and schedule report templates

Access to Live Listing To access and run reports for live job postings, openings and
applications
Access to My Standard Reports Generate reports for jobs you are added to

View diversity information in candidate file To access equal opportunities data

V'ELZEL R ETL D To create named tags for ad-hoc reports
DSS Full Access View reports (analytic, my and our standard, custom)
Access to Qlik Reports Allows you to view the enhanced display of reports
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Live Listings

B JoBs
JOBS GENERAL APPLICATIONS
Search
“ ! 4
'Q' ‘Live Listings’ sits under the ‘Jobs’ tab, not ‘Reporting’ s g i
- Create New Job Opening
Copy Job Opening
C.): Able to access Appllcatllons, Job Openings and Areliia 1ob Opehig
—_— Postings

Job Ad Templates
Rate Card Templates

Mo dat: Team members templates

Live Listing of Applications

Live Listing of Job Openings
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Ad Hoc Reports

Lumesse TalentLink - Google Chrome =4 (m] X

& https://global3.mrtedtalentlink.com/private/rem/rem_adhoc_details.cfm?step=START&ahreportld=0 Q

Copy details of an existing report e Ao TSl

= - — Crder | Filters  Scheduling | Sharing | | Distribution

IIP"D-:\", configuration from existing report

You are able to copy details of a report with et e,
- . . . Ky y https://globald.mrtedtalentlink.com/private/rem /rem_adhoc_copy_f.
your environment to save you time building a Logusgeorcion” engoniry ]

Number of files retained 3 {Max 15) IMPORT REPORT CONFIGURATION

report from scratch, making it easier to mirror

i ':::;U:”t ESNXIS] = Copy configuration - Please select — =
reports with small amendments SO U Please select
D e e Definz_a the type of
You can create a ‘Unique Copy’ which will be a S o oo mtcn © Unique Copy

b s A et The new version will no longer have links ta the original report, and
e Moty spar o st e, ani et ensher e cen can evolve independently of the original report

Cloned Copy
The new version will continue to have a link to the original report,
and will evolve in line with the ariginal report

report in it’s own right or a ‘Cloned Copy’ which
will evolve with the original report when
changes are made

* Required Field

Sessions
Used to monitor the activity related to inter sessions. For example: port on sessians booking. monthly repart on sessions location

Gives you a good starting point for
new reports

. N\ Useful if you want to make similar
WObS L. reports, for example, safeguarding
mWe Manage Jobs and non-safeguarding reports
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Ad Hoc Reports

Number of filesretained Lumesse TalentLink - Google Chrome

@ https:;//global3.mrtedtalentlink.com/private/rem/rem_adhoc_details.cfm?step=START&ahreportld=0

This is important to note for GDPR purposes - if [t oreia: T e th an (et R
a number is stated in this field, you will be able

Name/Desc Columns Column Order Filters Scheduling Sharing  Distribution

to see history reports in your Ad Hoc Report {mport configuration from existing report
overview Define report details
. . . Report Name * LAST UPDATE
Set this to ‘0’ to stop copies of the report being D ériorioh
stored in your Ad Hoc report overview
Language of extraction *  English (UK) g
Number of files retained 0 (Max 15) o
in the history * 03/09/2018 @
08:32

R t form o ( y
‘.EPDF‘ D t"ﬂt St Europe/London
limezone * User

This only relates to the Ad Hoc report
overview - if copies of a report are

. WObS being distributed to users, this has no
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Ad Hoc Reports

Lumesse Talentlink - Google Chrome

Us T m p I a t D a t a @ https://global3. mrtedtalentlink.com/private/rem/rem_adhoc_ details.cfm?step=28isubarea=NewTemplateData
DEFINE ADHOC REPORT SETTINGS - STEP 2/7

Name/Desc  Columns  Column Order Filters  Scheduling | | Sharing  Distribution

Report Calumn Definition

Select domain

ata  Condidste Dats Cost jobContentdata Job Workflow History  TemplateData  Referrais  Selection Process Histor

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

[Question Label [Question Type

BACK NEXT

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 Make sure you are reporting on the
0 S I data questions oh one report hlghest form version in order to

mgve gllanasge Jobs S capture accurate data
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Mapping Reports %‘

1 Is the data being captured? 4 Understand where the data in being
captured in the system
2 What fields relate to what 5 Understand filters — this drives the
information data being pulled through
® <
. Understand the steps in your o
What t t rt on? _

3 at are you trying to report on I 6 process ®

\ 8
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Mapping Reports

} Cotegory:Screening  Add Step SELECTION STEP STEP NUMBER

» Prescreening (Default step)

PRESCREENING (DEFAULT)

v Category: CVReview Add Step
v Shortdisting
» Category: Interview Add Step

b Interview 1

e CONDITIONAL OFFER

» Category: Offer Add Step

Conditional Offer
Offer Checklist

Reference 1

Reference Chase 1

REFERENCE CHASE 1

3
»
3
» Reference 2
3
»

=
v
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Reference Chase 2

REFERENCE CHASE 2
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Troubleshooting

“ My report isn’t pulling through any
data ”
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Troubleshooting %‘

1 Do you have a filter on? 4 Have you changed your selection
process?
2 Are the questions you’ve selected
relate to a form that’s being used? 5 Have you changed a form?
®
3 Have you selected the highest 6 Have you selected the right report ' 4
version on the form? type? i
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Thank you - questions?

Nicola Warner
Resourcing Business Partner
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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
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