[image: image3.emf] 



EEO Ad Hoc Report – User Guide This guide outlines the different between the standard EEO report contained within the Online Recruiting System (OLRS) and the EEO Ad Hoc Report Builder.

Overview
For reporting purposes, when an Agency-Wide Question is created in the system, it can be can be linked to a category within the system. This category is what the report reads to generate their data. A category can only have one question linked to it. 

The single selection Agency-Wide question “What race, ethnicity, or culture do you consider yourself” is linked to the ‘Ethnicity’ category within the system. Applicant’s response to this question on their application is what appears in the standard reports, including EEO and Applicant Flow. Note that the report pulls from the actual application, not the Applicant’s Master Profile. You may run the standard EEO Report (Reports > Standard > Statistical Reports > EEO Report) or the Applicant Flow report to view the data, excluding the multi-selection question and responses.

What race, ethnicity, or culture do you consider yourself? 

· American Indian/Alaskan Aleut

· Asian

· Black or African American

· Hispanic or Latino

· Native Hawaiian or other Pacific Islander

· White or Caucasian

· Two or more races

For reporting purposes, you may need the breakdown of the applicant’s who responded that they are two or more races. The multi-select question “If you considered yourself ‘Two or more races’ in the above question, please select all that apply” responses appear only in the EEO Ad Hoc report. You need to run the ad hoc (beta) report EEO Report by Job Posting to view this data (responses to the single selection question above will appear in the report, as well):
If you considered yourself “Two or more races” in the above question, please select all that apply. 

· American Indian/Alaskan Aleut

· Asian

· Black or African American

· Hispanic or Latino

· Native Hawaiian or other Pacific Islander

· White or Caucasian

Run the Ad Hoc Report Builder

1. Log into the system as an Insight user.

2. Click on Reports and then Report Builder.
3. Click on View in the Report Action column for the “EEO Report by Job Posting” report.

4. Enter in the exact job posting number in the [enter value] field (note, the last user’s entry may appear, click on and type over the entry).
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5. Click on View Report.
6. The report will contain the applicants first and last name, their response to the affirmative action questions from their application, and the job posting title.

7. You may export this report in Excel by click on the export icon [image: image2.png]


 and selecting Excel from the options that appear. Follow the on screen prompts for you internet browsers to open or save the document. 
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