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Use this 
function to: 

• Generate reports on your applicant data. 
• The first time you run reports you will need to select Excel as the application to open your data. 
 

Reminders • Reports show data from all departments within a school. 
• Archived data is available as far back as 06/1999. 
• Reports on employee data should be run from the AWS3. 
• The reports in HIRES are: 

• Requisition Snapshot (previously available): Displays information about each applicant in 
the selected requisitions. 

• Requisition Activity (previously available): Displays information about all requisitions 
(Open, On Hold, Closed, Canceled) during the entered data parameters. 

• Application Source: Displays the recruiting source and number of applicants during the 
entered data parameters. 

• Application Source Other: Displays the applicant-entered recruiting sources and number 
of applicants to each entered source during the entered data parameters. 

• Application Entry Method 
• New Hire Source: Displays the recruiting source and number of new hires to these 

sources during the entered data parameters. 
• New Hire Source Other: Displays the applicant-entered recruiting sources and number of 

new hires to these sources during the entered data parameters. 
• Open Jobs by Job Function: Displays the number of requisitions with the status of “open” 

broken down by Job Function, during the entered date parameters. 
• Average Time to Fill: Displays summary information about the number of requisitions 

closed (broken down by grade) during the entered date parameters. 
 

 
Section  Key Points Screen Shots 

 • Select the report you want to run. 
• Enter the parameters (dates are 

MM/DD/YYYY). 
• Select “Generate Report.” 
 

 
 

• Select “Download Report.” 
 

 
 

• In this dialog box, select “Pick App.” 
• This will bring up the next dialog box. 
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 • Select “Browse...” 
• This will bring up a selection screen. 
 
 

 
 • Browse through the files on your (C:) drive: 

Program Files > Microsoft Office > Office > 
Excel.exe. 

• Double-click on Excel.exe. 
• Select “Open”. 
 

 
 • For the question “What do you want to do 

with this file?” select “Open It.” 
• Select “OK.” 
• Your report will open in Excel and be ready 

for viewing, printing, or further manipulation. 
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