SuccessFactors How-To 000

Generate Job Posting Data Report (OESH)

Overview

Authorized representatives from Occupational & Environmental Safety & Health (OESH) can generate the Job Posting
Data Report in SuccessFactors to help facilitate the medical accommodation review process. To access the report,

authorized OESH representatives must proxy on behalf of OESH Disability Case Management / French Language Services
in SuccessFactors.

The report information is used to identify job requisitions for potential medical accommodation, and can be filtered by
future-dated posting start dates.

Note: When HR Shared Services creates a job posting, it is post-dated to provide OESH with two business days to
review and evaluate future-dated postings for potential medical accommodation.

Refer to Using SuccessFactors to Facilitate a Medical Accommodation for further information.

Procedure

1. Click the Home menu and select Reports from the drop-down.

Cl Search for actions or people D_, ':\_Fl .

Home

Careers
Recruiting

Company Info

EIE

The Report Center screen appears.

2. Click Job Posting Data-OESH in the Name column.

(]

Home / Report Center [[] Switch to Classic View (O View Schedules 1]

Report Center

m Import aQ T YO

Mame Author Last Modified Type Action

| Job Posting Data - OESH 22 | Recruiting Admin Dec 8, 2017, 4:06:57 PM Report - Table :
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The Execute Job Posting Data-OESH pop-up window opens.

3. Click the Export radio button and then select Excel from the Format drop-down menu.

4. Click [Z under the Actions column next to the Job Posting Data-OESH C... row, then click Free-Text in the menu
that appears.

Execute Job Posting Data - OESH C_.

Run Online Download (CSV)
Run Offline —> (& Export
wmp- ormat| PDF w
FDF
PPT
Report Hame Group Hame Column Name  Operator Value(s) Actions
Job Posting Data - JobReq Posting Avdit  Posting Start Greater than or 11/19/2018; —}I—ﬂ
OESHC... Hist... Date equal to Edit
Cancel Generate Report

The Enter a value pop-up window opens.

5. Select the applicable reporting date from the calendar.

Enter a value
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6. Click OK.

1111972018 @
Cancel oK |

7. Click Generate Report.

Execute Job Posting Data - OESH C_..

Run Onling Download (C5V)
Run Offline ® Export

Report Hame Group Hame Column Mame  Operator Value(s) Actions
Job Posting Data - JobReq Posting Awdit  Posting Stard Greater than or 1119/2018; [5
OESHC... Hist... Date equal to

Note: If the Do you want to open or save... message displays (see example below), click Open.

Do you want to open or save report_Job_Posting_Data OESH--winnipeghcP--sf_rec-oesh_fls--_eddd0ce7-4e....xls from report17.sapsf.com?

Open Save | v| Cancel |
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The Microsoft Excel pop-up warning message opens.

8. Click Yes.
ﬂ
h The file you are trying to open, report_Job_Posting_Data_ OESH--winnipeghcP—sf_rec-oesh_fls—_eddd0c67-4e8b-45f6-90dd-3a3f4dcf612d.x1s', is in a different format than spedfied by the file extension. Verify that the file is not
# corrupted and is from a trusted source before opening the file. Do you want to open the file now?
Yes No I Help |
The report opens in Excel and the Protected View message displays in a yellow bar at the top.
9. Click Enable Editing.

Data

Review WView

Add-Ins

Acrobat

| lg ) -~ (4 - |: report_Job_Posting_Data__ OESH--winnipeghcP--sf_rec-oesh_fls--_eddd0ce7 -4e8b-45f6-90dd-3a3f4dcfel2d [Protected View] [Compatibility Mode] - Mic

C
Position Number
20021923
20021923

Home Insert Page Layout Formulas
0 Protected View  This file originated from an Internet location and might be unsafe. Click for mare details.
A1 - Je| JobReglID
A B
4 [JobReqID Job Title
o 673 Licensed Practical Murse
3 |673 Licensed Practical Murse

Enable Editing
D

Position Group
Casual
Casual

E
Position Sub Group
Casual
Casual

The report is ready for review.

10. Click the Data tab and then click Filter to apply filters to the report in order to filter for relevant information.

| H ) - = report_lob_Posting_Data___ OESH--winnipeghcP--sf_rec-oesh_fls--_eddd0c67-4e8b-45f6-90dd-3a3f4dcf612d [Read-Only] - Microsoft Excel o = ES
“ Home Insert Page Layout ﬁData Review View Add-Ins Acrobat (4] o o [ 2
5 % o) o) |Gl connedtions 4| BT i Clear = E = E =% g :ar ¢|r 7 5
3 L 1 1 P, ! i? - = ] “ &
L% —a — =i =i lﬂ 21 Properties Zl Z o Reapply = tl.‘; ? L L E ==
From From From From Other Existing Refresh o il Sort Filter Y- Textto  Remove Data Consolidate What-If Group Ungroup Subtotal B
MAccess Web | Text | Sources~ | Connedtions All~ =2 Edit Links 7 Advanced | columns Duplicates Validation ~ Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Cutline F]
Al - Jx | JobReqID ~
.
il
A B c D E F
1 |JobReqID  [Job Title ~+ | Position Number « | Position Group ~ | Position Sub Group ~ | Personnel Area -
o |B73 Licensed Practical Nurse 20021923 Casual Casual Riverview Health Centre
3 (673 Licensed Practical Murse 0021923 Casual Casual Riverview Health Centre
4 (873 Mursing Assistant 20029785 Casual Casual Health Sciences Centre
5 (873 Mursing Assistant 20029785 Casual Casual Health Sciences Centre
g (873 Mursing Assistant "0029785 Casual Casual Health Sciences Centre
7 |956 General Duty Murse (N2) 70029887 Permanent Part Time Health Sciences Centre
g (956 General Duty Murse (M2) "0029887 Permanent Part Time Health Sciences Centre
g (1359 Clinical Resource Murse (N3) "0082263 Permanent Full Time Health Sciences Centre
1p | 1359 Clinical Resource Nurse (N3) 20082263 Permanent Full Time Health Sciences Centre
11 [1359 Clinical Resource Murse (N3) P0082263 Permanent Full Time Health Sciences Centre
12 (1359 Clinical Resource Nurse (N3) 20082263 Permanent Full Time Health Sciences Centre
13 (1359 Clinical Resource Nurse (N3) 20082263 Permanent Full Time Health Sciences Centre
14 [1359 Clinical Resource Murse (N3) P0082263 Permanent Full Time Health Sciences Centre
15 | 1448 Murse 2 20027545 Permanent Part Time Riverview Health Centre
1 | 1446 Murse 2 20027545 Permanent Part Time Riverview Health Centre
17 |3483 Licensed Practical Murse 20030159 Casual Casual Riverview Health Centre
1g |3483 Licensed Practical Nurse 20030159 Casual Casual Riverview Health Centre
1g |6886 Housekeeping Aide 2 P0051970 Permanent Part Time Victoria General Hospital
o G886 Housekeeping Aide 2 "0051970 Permanent Part Time Victoria General Hospital
o4 G886 Housekeeping Aide 2 20051870 Permanent Part Time Victoria General Hospital
Admitting Clerk 1 20051292 Permanent Part Time Victoria General Hospital i .
4 4 » ¥] Report /FJ 4 1l »
Ready | 3 | [Eom wes o O @
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The report data can now be filtered according to your needs.

e For example, to view future-dated postings, scroll to the far right of the report to reveal the Posting Start Date
column. The column can be filtered by month and date.

Fl H - M- s report_lob_Posting_Data___OESH--winnipeghcP--sf_rec-oesh_fls--_eddd0oe7-4e8b-45f6-90dd-3a3f4dcfel2d [Read-Only] - Microsoft Excel o B ER
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat & o o ER
5 5 5 5 - [E Connections | \? i Clear == E = E @ i % =>r ¢|r .—D E
= b = &) &
miel @ @ [ rroperes | 2V (214] 2. reanoly =5 = =P R W &
From From From From Other Existing Refresh o il Saort Filter Yh Textto  Remove Data Consolidate What-If Group Ungroup Subtotal
Access Web  Text  Sources | Connections All= =2 Edit Links L7 Advanced | Columns Duplicates Validation = Analysis ~ > >
Get External Data Connections Sort & Filter Data Tools Cutline [F]
Al - S| JobReqlD -
.
il
] N 0 P Q R E
4 |Job Post Name ~ | Posting Start Date ~ | Posting End Date ~ |Organization Unit Name « |FTE ~ | Anticipated Shift Length - |§|
5 Job Posting:Int El Sort Oldest to Newest 1/13/2018 Mursing Relief and Casuals .00 778
3 |JobPosting:Ex} Z | sort newest to Oldest 1/13/2018 Mursing Reliefand Casuals  [0.00 775
4 Job PostingEx| Sort by Color v 1/25/2018 Meurosurgery .00 8 hours
5 |Job Posting:Ex| } - 1/20/2018 Meurosurgery .00 8 hours
g |Job Posting:Ex| " 1/20/2018 Meurosurgery .00 8 hours
7 Job Posting:Int Filter by Color " 2012018 SurgeryIP Long Call Relief  [0.70 12 hours
g |Job Posting:Ex] Date Filters * zoizo1s Surgery IP Long Call Relief ~ [0.70 12 hours
g |Job Posting:Ex| Search (All D v| 2162018 Meurosurgery M.00 12 hours
= - |
10 |Job Posting:Ex 511 January N 1/27/2018 MNeurosurgery "1.00 12 hours
14 Job Posting:int +)-[] February [1/27/2018 Meurosurgery 1.00 12 hours
42 |Job Posting:Ex] March 112712018 Meurosurgery .00 12 hours
13 |Job Posting:int April 112712018 Neurosurgery .00 12 hours
M,
44 |Job Posting:int Jua:e 2/6/2018 Meurosurgery .00 12 hours
15 |Job Posting:Ex] July 2122018 Mursing Relief and Casuals "0.40 7175
15 |Job Posting:Int [+-M] August 21212018 Mursing Relief and Casuals "0.40 775
17 |Job Posting:Ex] w2017 Mursing Relief and Casuals  [0.00 fr7s
p [ (Blanks) - . . v
43 |Job Posting:int Mursing Relief and Casuals 0.00 778
19 |Job Posting:Ex] ,—I 5/1/2018 Environmental Senvices - VGH  [0.70 775
20 | Job Postingint oK Cancel | J5112018 Environmental Senvices - VGH  [0.70 775
24 Job Posting:Es 1/2018 Environmental Senvices - VGH  [0.70 775
ostina:inters ina 5/212018 511042018 Admitting "0.50 77 .l
A ReErt/%;ll/c 4 — Il »
Ready | I3 | |[EEEm w00% C———0—G)

Next Steps

After identifying job requisitions for potential medical accommodation, you can display the job posting preview. The
information in the job posting can be used to determine the suitability of the job(s) for potential medical
accommodation.

Refer to Using SuccessFactors to Facilitate a Medical Accommodation for further information.
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