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Site Administrator Role

Site Administrators will perform the following duties:

e Intersession/Summer School

0 Runthe S&I Selected Applicant Report
e Post & Bid

0 Run recruitment reports

0 Interview applicants

0 Select/reject applicants for Post & Bid



Location Alpha Report

Site Administrators can run the Location Alpha Report to see which employees at their site are requesting
transfers through Post & Bid, or applying for Summer/Intersession jobs. This is not a required report. It is

for informational purposes only.

Step 1

Navigate to the Location Alpha Report within the
Recruiting area.

Click Main Menu > Recruiting > Reports >
Location Alpha Report

Step 2
2.1 Click the Add a New Value tab.

2.2 Enter a Run Control ID. Create a name for
your report. (See screenshot example)

23 Clickthe 299 Ipytton,
NOTE: You only need to click the Add a New
Value tab the first time you run a report. The next

time you run a report, just click the | >%2rh

button. It will bring up all the Run Control IDs you
have created. Click the appropriate link.

Step 3

Enter Created (Open Date). The Open Date will be

posted on the Certificated Postings website

https://www.sandi.net/staff/human-
resources/certificated-postings

3.1 . All jobs for a certain recruitment period
should have the same Open Date.

3.2 Enter the Location Code. (Ex: 9999A) This
refers to the Location where the applicants’
current assignments exist.

3.3 Enter the Recruitment Template. Select
‘Certificated Post & Bid’ or ‘Certificated
Sum/Intersession’ depending on the
recruitment period.

3.4 Select Sort By Alpha.

. 5| Save .
3.5 Click the ™_=="= | putton. Only the first
time you setup the report.

Run

3.6 Click the button.

Main Menu

Search M{u: 1 i
[ @ | Al ~|Search
s ||
D Company Directory
[ Self Service 2
3 Manager Self Service »
3 Recruiting
Bl Wo@rce Administratio (1  Reports 7
3 Benefits D Se Applications D Routed Applicants Report
[ Timeand Labor - D S&I Selected Applicant Rpt
3 Payroll for North America 3 U SEIEC_Ed ]';pi“c:"ts
[ Workorce Development b [§ Location ﬂi sl ut
(3 Organizational Development b U

Location Alpha Report

Add a New Value 2

&

Find an Existing Value

Run Control ID] Location_Alpha_Report

Add
@ Sample Report Name

Find an Existing Value | Add a New Value

Location Alpha

Run Control ID Location_Alpha_Repert  Report Manager Process Montor

ot

® Sort By Alpha
Som By Location

=1 Motify » A i UpdateDesplay



https://www.sandi.net/staff/human-resources/certificated-postings
https://www.sandi.net/staff/human-resources/certificated-postings
https://www.sandi.net/staff/human-resources/certificated-postings

Step 4

Process Scheduler Request

4.1 Select PSNT from the drop-down menu for
Se rver Name ) User D 123424 4 Run Control It Location_Mlpha_Report

Server Name: [FSHT ¥ Run Date: 062472014 W
OK Recurrence:[ J Run Tiea: 250 15F0 et 1o Current Date/Time
button . Time Zone: a

Process List

4.2 Click the

Salect Description Process Mame Process Type “Type ‘Feamat Distribution
[@  Locsbon Alpha Report SORS58Y SOR Repert [Web— W|[PDF ™| Dustribution
QK Gancel
LY
)

Step 5 Location Alpha

5.1  Note your Process Instance number. e
Process instance 1320435

52  Click the Process Monitor jjnj

“Created: 05312014 i)

“Location Code: 2904 4, Sample School Sae
“Recruitment [Certicated Post & Bt w
Template:

® Son By Alpha

Sort By Location

i Save | ] Metly # Add | Upcate/Display

Step 6 SR

6.1  Clickthe Refresh button to update g 3
the Run Status, s
6.2 When the Run Status reads “Success”, and e —
Distribution s o e e
the Status reads “Posted”, click the
Details |jnk.

Step 7
CIle the Wiew LUQ*{TFECE‘ Ilnk Process Detail

Process
Instance 1320435 Type SQR Report
Name SDRS583 Description Location Alpha Report
Run Status Success Distribution Status Posted
Run Update Process
Run Contral ID Locaban_spha_Repon Hold Request
Location Sepver Queus Requast
Server BSNT © Cancel Request
. Dalete Request
Racumrence Restart Requast
DateTime Achons
Request Created On (8/24/2014 2 53.30PM FDT Parameters Transfer
Run Anytime After 062472014 280:19PM POT Message Log
Began Process At 06/24/2014 Z53:56PM POT Batch Timings
Ended Process At (872472014 2 5410PM PDT View Log/Trace 7

&

0K Cancal




Step 8
Click the .PDF link that contains the Process Instance
number that you noted above in step 5.

Step 9
Your report will open in Adobe Acrobat Reader. You
can now view and/or print the report.

View Log/Trace

Repont
ReportID: 390255 Process Instance: 1320440 Message Log
Nama: SDRS593 Precess Type: SOR Report

Run Status: Success

Location Alpha Report
Distribution Details

Distribution Nods: PSREPORTS Expiration Date: 172014
File List
Name 8 Fils Size (bytes]  Datatime Created
SORS5R3_ 1320440 PDF B733 0672412014 4:32:35 200000PM FDT
SORS56TP20440.0ut ['] 0672412014 4:32:35 200000PM PDT
SOR_SORS583_1320440 lag 1,713 06/24/2014 4:32:35 200000PM PDT
Distribute To
Distribution 1D Type “Distribution ID
User
Retum
- ST MPLC RCPORT 9
= Pt




Routed Applicants Report

The Routed Applicants Report shows all applicants routed to the site administrator during Post & Bid for
each Job Opening. This is a required report if you have Job Openings at your site.

Main Menu

Step_ 1 . Search M@: 1

Navigate to the Routed Applicants Report ' ' ® S scaich

within the Recruiting area. N = e -

. . . ompany Directory

Click Main Menu > Recruiting > Reports > H Self Service ;

Routed Applicants Report C1  Manager Seff Service 8
(3 Recruiting
- Wm{ﬁjrce Administratic [~ Reports - i
O3 Benefils D Sef Applications U Routed Applicants Report
3 Time and Labor . D S&| Select f pplicant Rpt
3 Payroll for North America 3 Q SEIEC?EG Apiicants
3 Workiorce Development 3 U Location Alpha;Repart

Step 2
2.1 Click the Add a New Value tab.

2.2 Enter a Run Control ID. Create a

name for your report. (See ) — ' 2
screenshot example) Find an Existing Value Add a New Value

2s ool M9 puton g

Run Control ID:|Routed_Applicants_Report

Routed Applicants Report

NOTE: You only need to click the Add a
New Value tab the first time you run a
report. The next time you run a report, just

. Add |
click the button. It will bring @ Sample Report Name

up all the Run Control IDs you have created.
Click the appropriate link.

Find an Existing Value | Add a New Value

Step 3

3.1 Enter Created (Open Date). The
Open Date will be posted on the
Certificated Postings website
https://www.sandi.net/staff/human-

. N Routed Applicants Report
resources/certificated-postings. All e
jobs for a Certain recruitment period Run Contral ID Rouled .ﬂp;&'ll‘ﬁf"..‘: HEP:". Hennn I.':ma;ger Process Monfior R-\FB
should have the same Open Date. T
3.2 Enter your site’s Location Code. Creawes: (06082014 |3 3
(EX: 9999A) *Locatlon Code: (999594 3, Sample Schoal Ste
3.3 Enter the Template ID. Select “TempstetD: - [Cerfisted Post &80 v
‘Certificated Post & Bid’.
s 31‘;:’9 =] Moty b Akl | F] UpdateDisphay || &) Include History
. =l Save ]
3.4 Click the M= =="= | button. Only the

first time you setup the report.

35  Clickthe " putton.


https://www.sandi.net/staff/human-resources/certificated-postings
https://www.sandi.net/staff/human-resources/certificated-postings
https://www.sandi.net/staff/human-resources/certificated-postings

Step 4
4.1 Select PSNT from the drop-down
menu for Server Name.

l Ok l button.

4.2 Click the

Step 5
51

5.2

Note your Process Instance number.
Click the Process Monitor link

Step 6

Click the | efresh
update the Run Status

When the Run Status reads
Distribution

“Success”, and the Status reads
“Posted”, click the Details |jnk.

6.1 button to

6.2

Step 7
Click the View Log/Trace [ink,

Step 8

Click the .PDF link that contains the Process
Instance number that you noted above in step
5.

Process Scheduler Request

UserID:

Run Control I0: Routed_Apphcants_Repon

4

Server Mame: | PSNT ¥ Run Date: 05242014 I
Recurrance: : Run Time: 5.56.12PM Reeset 1o Curent Date/Time
Time Tore: &
Process List
Salect Deseription Process Nams Process Typs “Typa “Format Distribution
[ Routed Apphearts Report SDR3SE3 SOR Report [Wee™ V| [FOF /| Dustriation
(@; Cancel
Routed Applicants Repart
Run Contral 1D Rouled_Applcarts_Repont  Report Manager Process Manior 5 (L
Routing Applicants Parameters
“Created: 60az04 |5
*Location Code: 99994 @, Samgle School Ste
“Tamptate 0:
) Save || Notify Lh Ao || 5] UpcateDisplay |51 inciude History
Process List Servet List
Usar i Troe [t ~ w0 [l Refiesh
L . b | (T i) — d i
Sarver| FSNT | Hame a, Inatante = ]
ot 5 e e ——— 6

wutent Agpiicards Repors

S

it | Sevver Lisk

Persanaiee | Find | View ag |2 | 8
Process Nams

Process Detail

Process

Instance 1320441

HName S0

Run Status Success

Type SOR Report

563 Description Reuted Applcants Repon

Distribution Status Posled

Run Update Process
Run Control ID Routed_Applicants_Repaort Hold Regquest
Location Server Queue Request
Sarver PSINT Cancel Request
' Delete Request
Recurrance Restwarn Request
Date/Time Actions
Request Created On  05/24/2014 6:07:21FM FOT Parameters Transfer
Run Anytime After (5/24/2014 5.56.12FM PDT Message Log
Began Process At 08/24/2014 8.08.25PM POT Batch Timings
Ended Process At 06242014 608 40PM POT View LogTrace 7
OK Cancel

View Log/Trace

Report

ReportID: 588256
Mame: SDRSSE3
Run Status: Success

Routed Apphcants Report
[hstnbation Details

Distribution Node: PSREFORTS

File List
Name

SDRSSE3_1320441 FDF
sonsse:ﬂ}_"jbzuqqt.m

SQR_SDRSS63_1320441.log

Distribute To
Distribution ID Type

User

Retumn

Process Instance: 1320441 essage Log

Process Typa: SOR Report

Expiration Date:

Flle Size (bytes)  Datetime Created

4454 0872472014 :08:40 TTO000PM POT
0 0672472014 6:08:40.TT0000PM PDT
1,719 0872472014 6.08:40.770000PM POT

8

“Distribution 1D




Step 9

Your report will open in Adobe Acrobat
Reader. You can now view and/or print the

report.

Important:

The Routed Applicants Report now contains
the Routing Reason. Please review this
carefully when planning interviews and

making offers.

SAMPLE REPORT i g

Routing Reasons

Reason

Description

Priority Consid-Must
Interview

Candidate has excess status and therefore, is ensured an
interview and shall be selected. If there is more than one
name listed, you must interview all candidates and select one
candidate from the pool of excess teachers listed for the
position.

Priority Consid-Must Offer

Candidate has excess status and therefore, is ensured an
interview and shall be selected. If only one name is listed,
you must interview and select.

(BLANK)

The applicant is not in a Perm or Prob status with contract,
so the principal does not have to select the applicant, but the
applicant may be a potential candidate for an intern program.
Or, it can mean that an applicant at the secondary level does
not meet ALL of the posted requirements, but the principal
may still want to interview them. For example, the posted
position for a middle school position may require a major in
English, but a candidate with a supplemental still qualifies
for the position. The principal can interview this person but
does not have to select them.




Applicants Selection/Rejection

Site Administrators must review all routed applicants and interview, hire, or take action as noted in the
Routing Reason located on the Routed Applicants Report. (See page 7) Once the Site Administrators have
interviewed the routed applicants, and received verbal acceptance of verbal offers, the Site Administrators
indicate their selected and rejected applicants for each Job Opening.

Using the Search Applications search page, from this list, the administrator can select or reject applicants.

Step 1

Navigate to Search Applications within the
Recruiting area.

Click Main Menu > Recruiting > Search
Applications

Step 2

Before you search make sure the Search My
Applicants and Include Applications Not Linked to a
Job Opening are unchecked. Enter the Job Opening
ID from the Routed Applicants Report.

Click to view all applicants routed for

that job opening. Site Administrators are restricted to
viewing applicants for their location only and having
the Disposition

050 — Route only.

NOTE: The Job Opening ID is located on the
Routed Applicants Report. (See page 7)

Step 3
Site Administrators will be using the actions of
Reject Applicant for rejections by clicking the Reject

icon or Create Interview Evaluation for
applicant selections by using the Other Actions
drop-down menu.

* Other Actions

@ Recruiting Actions ¢

—

Create Interview Evaluation

\ulf

Main Menu -
Search M T 1

)

4

Company Directory

Self Service »
IManager Self Service 3
Recruiting

WorlMree Administratio [~ Reports

Benefits D Search Applications

E.I E.I E.I E.I E.I E.I ’:|

Time and Labor "

Search Applications

ﬂRecrumng Home

NOTE: Before you search make
sure both boxes are unchecked

| Quick Search || Advanced Search |

Search Criteria (7

[ search My Applicants

[include Applications Not Linked to a Job Opening

First Name | |

Last Name | |

Applicant Statusl Active Vl

Applied Within| v

Applicant ID| |

Disposition| 050 Route v

Job Posting Titlel—l
| Job Opening ID WDUDGDQ\,l

2 Job Opening Status|[ Open v
Hiring I\Ilanager| |':“'\>

Recruiter| @,

Seﬁ&;h

lications

M58 Create htenvew Evahation




Step 4
4.1

To reject a group of applicants at once; click
the Select checkbox for the applicants to be
rejected. Then select Reject Applicant in the
Group Actions > Recruiting Actions
drop-down menu.

NOTE: The rejection reason must be the same for all
applicants in the group.

4.2

4.3

To reject one applicant, click the red Reject

icon @ for that applicant.

After triggering either the group or individual
rejection, you will be taken to the Applicant
to Reject page to select the appropriate
reason for rejection.

Search Applications

1l Rezrutng Home

Applicast 0 Job Dpaning Disposscn Rerume R
[ ] 4 1 wey st Tt e A 05 moute @ - oimeractons
Evg 2
5] ™ Pendiet amag p ikl T @  -omea
O ours Daempanine 26605 vty @
bt 142434 - Feb 2004
I el 15 Poal & B L @
m) SoodHi Gupts 8068 Tpra el T 05 Rose @ o
O Howseg vy IoareNI_,,, @ |vomwasin
Selectdl  Deselect Al U:. Racmmch - Reject Apphcant
G
Search Applicatlons
i Ecrutng Homs
Frat &1, L
S, Aspilzamt 10 4t Cpaning
[ Ckzabesh Wakogsey 29587
[ Thomas Pendlenon 39906
[0 Loura Soumgariner 35308
[ Sward Pnie ]
[0 sesenstups
O ewarvamce s
Selci Al Destectal = Gious Actons
Applicant to Reject
Applicant ID Hame Job Opening Delate
- 142434 - Feb 2014-15 Post & Bid el
2ty P rET ArtiSocial Studies Teacher .60 Fie i
142434 - Feb 2014-15 Post & Bid
T
R Thomas Pendleton Art/Social Studies Teacher .60 Fte a
Disposition

Disposition 110 Reject

I Reason|

Reject Cancel

4.3




4.4

4.5

Select the rejection reason from the list. (See
below for list of Rejection Reasons).

Once you have selected the appropriate

. . Reject
rejection reason click =

Rejection Reasons

Another Applicant was Hired
Another Job

Application Withdrawn
Declined Position

Ineligible — Employment Cond
Ineligible — Min Grade/Salary
Interview Declined

Interview Standards Not Met
Lacks Required Credentials
Lacks Required Education
Lacks Required Experience
Misrepresentation

No Opening

No Show for Interview

Not Selected

Offer Rejected

Other

Previous Year Sum/Intersession
Rejected by Works Council
Requisition Cancelled
Selected for Other Position
Unable to Contact

Underqualified

Applicant to Reject

Applicant ID Hame Job Opening
- 142434 - Feb 2014-15 Post & Bid
ety B S ArtSocial Studies Teacher 60 Fte
= 142434 - Feb 2014-15 Post & Bid
EEED Thomas Penditon ArtiSocial Studies Teacher 60 Fte
Disposition

Disposition 110 Reject

I Reason

4.5

Another Applicant was Hired
Another Job

Application Withdrawn
Declined Position

Ineligible - Employment Cond
Ineligible - Min Grade/Salary
Interview Declined

Interviews Standards Not Met

4.4

Lacks Required Credentialz
Lacks Required Education
Lacks Reguired Experience
Misrepresentation

No Opening

Ho Show for Interview

Hot Selected

Offer Rejected

Other

Previous “ear Sumiintersession
Rejected by Works Council
Reguisition Canceled
Selected for Other Position
Unable to Contact
Undergualified

Delete

Once you click Reject you will receive a

message that you have successfully changed

the disposition

status. Click OK.

Message

You have successfully rejected this Applicant. (18178,1100)




Step 5
51 Administrators begin the selection process by
selecting Create Interview Evaluation under
the Other Actions > Recruiting Actions
dropdown, which will open the Interview

Evaluation page.

NOTE: You can only select one applicant, so
Group Actions will not be used in this process.

5.2 Once an applicant has been chosen via
interview for the job opening, the Interview
Type, Overall Rating and Interview
Rating fields should be populated with the
appropriate information. (See table.)

Click Submit

5.3 Once you have clicked the Suti button,
you will receive a successfully submitted

interview evaluation message.
Click |~ 9K

e |; |
@ |t P | cru o cen |
S | — " i
e
5.1
@
Interview Evaluation
Susmil || SawmasOran | | gafetum Personaice
Hame Elizal Hukeandy Job Poaling Titke Fab 2014-15 Posl & Did AVSocisl Shofies Teac
Apphcant D 33907 Job Opesing 1D 142434
Status 310 Actve Jobr Opening Statws 010
- P .
Intardew Datn 06747014 i Catagory Comm t
[imretens Ty -] Geoup box
- | Commant (EL 4
Save as Oran | | guRelum Top of Page
=
Field Information to Enter
Interview Type Select *Campus” or “Phone’
Owerall Rating Select “Awverage’ or ‘Ezxcellent’

Follow above table for information to enter.

Message

You have successfully submitted interview evaluation for Elizabeth Mulrooney (0,0)

i




Selected Applicants Report

The Selected Applicants Report needs to be generated to show a list of applicants selected at the end of the
Post & Bid recruitment process by Job Opening ID. The report will serve as a list of your Hired Applicants.
This report is for informational purposes only.

Main Menu -

Step 1 Search M@:_ 1 y

Navigate to the Selected Applicants Report within @

the RECI’UItIng area. \_j Company Directory

Click Main Menu > Recruiting > Reports > Selected | = 2570 .. s

- — R iti

Appl icants ::: Weocrw IziAdmimstraﬂu 1 Reports = i
- Banohis D SE%]_TT Applications Q Routed Applicants Report
E TVl - ‘_] 38&I Selected Applicant Rpt
T3 Payroll for North America 3 Q Selec_ted {plicants
3 Workforce Development 3 U Eocaid ha;Report

Step 2

2.1 Click the Add a New Value tab. Selected Applicants

2.2 Enter a Run Control ID. Create a name for
your report. (See screenshot example)

23 Click the button. Eind an Existing Value Add a l\dlgw Value . 2

Note: You only need to click the Add a New Value
tab the first time you run a report. The next time you

Run Control ID] Selected_Applicants

Search

run a report, just click the button. It will
bring up all the Run Control IDs you have created. o
Click the appropriate link. @ Sample Report Name

Find an Existing Value | Add a New Value

Step 3

3.1 Enter Created (Open Date). The Open Date
will be posted on the Certificated Postings
website https://www.sandi.net/staff/human-
resources/certificated-postings. All jobs for a
certain recruitment period should have the
same Open Date.

3.2 Enter your site’s Location Code.

(Ex: 9999A) e mE 3

5d Run Slct App

5

Fun Control 10 Selected_Appbcants  Report Manager Process Monitor i

3.3 Enter the Requisition Template. Select L: S—
‘Certificated Post & Bid’. 3
34 Select Job Opening as the Sort Order. Frs0eause (S) BNt checkthe SOEA Use checkbox
3.5 DO NOT check the SDEA Use checkbox.
This is for Human Resources use only. 8 3ge v & 00 |51 updaredipay

. 5| Save .
3.6 Click the ™=="=_1 putton. Only the first
time you setup the report.

3.7 Click the Run button.


https://www.sandi.net/staff/human-resources/certificated-postings
https://www.sandi.net/staff/human-resources/certificated-postings
https://www.sandi.net/staff/human-resources/certificated-postings

Step 4
4.1

4.2

Step 5
5.1

5.2

Step 6
6.1

6.2

Step 7

Select PSNT from the drop-down menu for
Server Name.

OK

Click the | Ibutton.

Note your Process Instance humber.
Click the Process Monitor link.

Click the RIELEE
the Run Status

When the Run Status reads “Success”, and
Distribution
the Status

Details [ink.

button to update

reads “Posted”, click the

Click the View Log/Trace |jnk,

Process Scheduler Request

User ID: X 4

Server Name: | PSNT b4
i,

Recurrence; i

Run Date: 08252014

Run Tima: 307 33P0

Run Control ID: Selected_Apphcants

)
Feset o Curent Date/Time

Selected Apphcants Paramelers

“Created: 20204 |6

“Location Code: D050A 3, Samgile Schodl Site

jon Template: | Cenficated Post & Bid |
“Sort Order: | Job Opening |
] sDEA Use

Time Zone: 3,
Process List
Select Descripton Frocess Name Process Type “Type “Format Distribution
[¥  Selected Apphcants Report SDR5EG4 SGR Repart Web | [PDF | Distribution
oK Cancel
54 Run Slet App
Run Control ID Selected_Applicants  Report Manager P.'D\'r\;]h!ln‘ol

Th Add | 5] UpdateDisplay

SO Fiepant SORGSLA

o back Io Selected Applcants
T Saw |1 totty

Process List| Server List

PrecossUist | Servw Lt
UnariD A, Type [ ] [Last > [T Riesh
Sarvar| FSIT v bama Insance = -
Fun Seatus| ~| Distribution Stasun | [ Save On Retresh 6
‘Proceas List [
Seiect instance Heq. Frocess Type Frocess Hame User  Aun Date/Time

Process Detail

Process

Instance 1320477

Mame SORSSH

Run Status Success

Run
Run Control ID Selected Applicants
Location Server
Server PSNT
Recurrence
Date/Time

Request Created On 062572014 3:07-4BPM PDT

Run Anytime After 08252014 3:07:33P

Began Process At 06/25/2014 308 00FM PO

Ended Process At 06252014 308 2

OK Cancel

Type SOR Report

Description Selected Apphcants Fepon

Distribution Status Posted

Update Process

Hold Request

Queue Request
Cancel Request
Delste Request

Restart Request

Actions

Parameters Transfer
Message Lag

Batch Tamings




Step 8
Click the .PDF link that contains the Process Instance
number that you noted above in step 5.

Step 9
Your report will open in Adobe Acrobat Reader. You
can now view and/or print the report.

View Log/Trace

Report
ReportID: 899286 Process Instance: 1320477 Message Log
Hame: SDRS584 Process Type: SOR Report

Run Status: Success

Selected Applicants Report
Distribution Details

Distribution Mode: PSREPORTS Expiration Date:

File List

Mame Flle Size (bytes) Datetime Created
SDRS584_1320477 FDF 8 5549 06/26/2014 3:08:23 850000PM PDT
ﬁnRRﬁﬂ@?m?? out 1,410 06/26/2014 3:08:23 BE0000PHM PDT
SOR_SDRS5B4_1320477 log 1,709 06/25/2014 3:08:23 BE0000PHM PDT

Disinbute To

Distribution 1D Type *Distribution ID

User

Return

SAMPLE REPORT




S&I Summer and Intersession Selected Applicants Report

Once the recruitment period has closed for Summer School or Intersession, the Site Administrators should
generate the S&I Selected Applicants Report. This will show all applicants staffed for Summer/Intersession
assignments. The report includes the chosen applicants’ names, current locations, home phone numbers, and
their new summer school assignment information. Only applicants in a status of ‘Ready to Hire’ or “‘Hired’
will be displayed. If you have Summer School/Intersession at your site, this is a required report. Positions
determined after eRecruit close date must be reported by an Add a Concurrent Job PAR.

Step 1 Main Menu -
Navigate to the S&I Selected Applicants Report search (i | ]
within the Recruiting area.

Click Main Menu > Recruiting > Reports > S&
Selected Applicants Rpt

®
«*

Company Directory
Self Service 3
Manager Self Service 3

Recruiting

Wodrbrce Administratio (1~ Reports

Benefits D Se@ Applications
Time and Labor 3

Payroll for North America 3
Workforce Development >

Routed Applicants Report
S&I Selected Applicant Rpt
Selected Ap@ants
Location Alpha Report

COEPDEDEDm

| mmm

Step 2 Selected Applicants Report
2.1 Click the Add a New Value tab.

2.2 Enter a Run Control ID. Create a name for
your report. (See screenshot example) Find an Existing Value | Add a New Value 2

2.3 Click the button.

NOTE: You only need to click the Add a New
Value tab the first time you run a report. The next

time you run a report, just click the Add

button. It will bring up all the run control IDs you Sample Report Name
have created. Click the appropriate link.

Run Control ID| S& Selected Applicant Rpt

Find an Existing Value | Add a New Value

Step 3

3.1 Enter the Requisition Date Opened. The
Open Date will be posted on the Certificated
Postings website
https://www.sandi.net/staff/human-
resources/certificated-postings. All jobs for a
certain recruitment period should have the
same Open Date.

3.2 Enter your site’s Location Code.
(Ex: 9999A)
3.3 Leave Print code description key checked.

51 Salected Applicant

Run Control 1D 5&1_Selected_Ap

“Requisition Dats Opsned:

“Location Code: | S584

) Save | (21 Moty W A il UpdsteDisplay
=

| Save

34 Click the "= 52 | hytton. Only the first
time you setup the report.

3.5 Click the button.


https://www.sandi.net/staff/human-resources/certificated-postings
https://www.sandi.net/staff/human-resources/certificated-postings
https://www.sandi.net/staff/human-resources/certificated-postings

Step 4
4.1

4.2

Step 5
51

5.2

Step 6
6.1

6.2

Step 7

Select PSNT from the drop-down menu for
Server Name.

OK

Click the button.

Note your Process Instance number.
Click the Process Monitor link

Click the | Refresh
the Run Status

When the Run Status reads “Success”, and
Distribution
the Status

Details [jnk.

button to update

reads “Posted”, click the

Click the View Log/Trace |jnk,

Step 8

Process Scheduler Request

User ID;

Fun Date: 0%

Server Name: 2014

Run Contred 10 5&1_Selected_Appicant_Rpt

G
Feesed 1o Curment Date/Time

Recurren: Run Time: 3 11:26PM
Time Zons: &,

ProcessMame  Process Type “Type “Format  Distribution
SDRS580 SOR Repont Wieb w| | PDF | Distribution

3’(’ Cancel

51 Selected Applicant
Run Contrsl 10 SAI_Selected_Apphcart_Rpl  Report Manager Process Montor 5 LT
\ [Process instance 1320478
sal |
“Requisition Date Dpened: 08252014 |3

Sslect instancs Seq. Process Type

1320670

G2 hack o Selected Apple ants Rrport

“Location Code:  90U8A |4, Sample School Ste
[ Print code description key?
i Save [ Moty o Add r|  UpdseDispiay
Precens Liat
UsariD Tops | [t ~ 7 [ ] —
T o A Weec = [#]
o et R —— V] @ som G tn 6

Process Detall

Click the .PDF link that contains the Process Instance
number that you noted above in step 5.

Run Status: Success

Distribution Details

Distribution Node: P
File List
Name
SDRS580_1320478.PDF
surcsm!\ﬂ_'szuaru out
SOR_SDRS580_1320478
Dhstribute To
Distribution 1D Type

User

Relurn

S&l Selected Applicant Repaort

REPORTS
2885

8 "

log 1.723

Expiration Date:

File Size (bytes)

Process
Instance 1320478 Type SOR Report
Name SDRS580 Description S&1 Selected Applicant Report
Run Status Success Distribution Status Posted
Run Update Process
Run Control 1D S&1_Selected_Applicant_Rpt Hold Request
Location Server Queus Reguest
Server FSHT Cancel Request
' Dalete Request
Recurrence Restart Request
Date/Time Actons
Request Created On 08252014 3.11.38FN POT Paramiters Transfer
Run Anytime After 06252014 311.26PW PDT Message Log
Began Process At 06252014 3:11.5TFN PDT Batch Timings
Ended Procass At 06/252014 312.10F FOT viewLogTrace | “ff
Ok Canced
View Log/Trace
Report
ReportID: 09297 Process Instance: 1320478 Message Log
Mame: SDRS580 Process Type: S0R Report

’_..

Datetime Created

0E/25/2014 3.12:10.137000PM FOT
062572014 3.12:10.137000PM POT
06252014 312:10.137000PM POT

“Distribution ID

12342

4




Step 9 = s e AMPIF RFPORT el ¢ |
Your report will open in Adobe Acrobat Reader. You
can now view and/or print the report.
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