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Agenda

0 Purpose of Collecting
e Process of Collecting
e Reviewing Responses
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Purpose of Collecting Intents

== |nformed Vacancies

e Recruiting Efforts
e Transfer Requests

e Head Start Processing Retirees
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Purpose of Collecting Transfer Requests

Informed Vacancies

e Recruiting Efforts

me Employee Satisfaction

mmm [VIay Reduce Application Processing
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i Process of Collecting

. Checklists Available Forms

e Provide e Allows you to e Allows you to
specific data collect collect
e Allows for responses responses
accept/decline e You assign e Staff self-
e Reporting e Reporting assign
e Reporting
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Contracts

* Provide Specific Data
* Do you want to provide custom information to the staff member?
e Can you prepare a file toimport?

* Allow for Accept/Decline & Reporting
* Is an accept/decline enough information for you at this point?

 Other things to consider:

* Do you want to provide separate instructions for resignations, retires, and transfer
requests?

¢ Could be handled through Available Forms
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Checklists .o

Allows you to Collect Responses .
¢ Custom Dropdown Lists 8
* Required Responses
* Optional Responses .

You Assign

e Can bulk assign using one of 2 ways
Reporting

* Checklist Completion Report

* Custom Reports

Other things to consider
* Basic Employee Information
* ID, Name, Primary Location, Title
* Do you have accurate data?
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Available Forms

Allows you to Collect Responses
* Custom Dropdown Lists
* Required Responses
* Optional Responses

Staff Self Assign

e Can have one or more available for staff members to select and fill out as needed
* Reporting
* Custom Reports

* Other things to consider
* Visibility
* Basic Employee Information
* ID, Name, Primary Location, Title
* Do you have accurate data?
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Applications

ﬂ_@ SchoolSpring

Apple Grove
Unified Schools

® I n te rn a I A p p | I C atl O n S f S o Secondary Math Teacher a
Sean Vair Sandbox Sean Vair Sandbox
. . :’ls;,om (;!;o«ma al Office - Folsom, California Open in Google Maps
* Applicant Tracking - Internal
. . it e Job Details
Application Management S o
‘::,"':"'Z‘Dg;‘“'“"‘ Posted: jan 20, 2025 2R/ S00 P (contal SEndard Tl

osted: Jan 20,2
Starting Date: Immediately

@ Application Submitted - View A pplication

.
[ V I eW S Job Description
job Summary:
We are s dedicated and passionate Teacher to
delivering ing lessons, and fostering the acadel

* Video: Create a New View - "
Applicant Tracking PowerBytes PS
N

JOB APPLICATION TIMEFRAMES
* You are required to define at least one begin date.

Internal Application Timeframes (Central Standard Time) External Application Timeframes (Central Standard Time)

Begin: 02 , 01 . 2025 Begin: 03, 01, 2025
End 11:59PM | mm . dd . yyyy End 11:59PM | mm, dd i yyyy
on: On:
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https://help.powerschool.com/t5/PowerUp-Events/Applicant-Tracking-Internal-Application-Management/ec-p/493042
https://help.powerschool.com/t5/PowerUp-Events/Applicant-Tracking-Internal-Application-Management/ec-p/493042
https://help.powerschool.com/t5/Applicant-Tracking-Systems/Video-Create-a-New-View-Applicant-Tracking-PowerBytes/ta-p/531458
https://help.powerschool.com/t5/Applicant-Tracking-Systems/Video-Create-a-New-View-Applicant-Tracking-PowerBytes/ta-p/531458
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Reports - Contracts & Letters

* These reports are used to check the progress of Contracts and/or Letters
being signed

* Additional tasks can be done such as sending reminders, retracting, and

°
. °
o
exporting results :
°
°
- °
t—) Export °
2024-2025 Coaches Report - 8 Signed Out of 40 Sent °
°
°
L]
Search M
[
‘ °
Filters °
Completed v ‘ Archived v | Retracted v ‘ °
°
Location l All Locations v Job Types [ All Job Types v | Contract Sent [ Iﬁ To [ ] ..
°
Contract Signed l lﬂ To [ lﬂ
Contract Completion Report
O rast First Employee ID# Job Type Location Last Viewed Date Sent Date Completed Views Status 4 -
Administrative - ot
Davis Alexander 1907 Central Office 11/8/2022 11/8/2022 11/8/2022 1 Completed
Associate |
QOcean
Miller Michael 2051 Custodian Elementary 11/8/2022 11/8/2022 11/8/2022 1 Completed
school
Garcia Ethan 1937 School Counselor  River High School  11/8/2022 11/8/2022 11/8/2022 1 Completed
River Middle - et
Jones William 2011 Teacher <choo! 11/8/2022 11/8/2022 11/8/2022 1 Completed
River Middle - ot
Brown Mason 1867 Assistant Principal cchoo! 11/8/2022 11/8/2022 11/8/2022 1 Completed
Mountain Middlle c et
Johnson Liam 2009 Teacher School 111812022 11/8/2022 11/8/2022 1 Completed
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Reports - Checklist Completion

* This report is used to check the progress of paperwork being completed

from a checklist
* Completion status is important for individual task completion, as well
as overall checklist completion

L]
e L]
5 § :
g £ S .
£ S & K .
3 = £ °
S roS S .
% s 5 £ £ :
5 s £ 2 & 2 §
s 5 ¢/ 2 &2 g £
o) o2 s L2 f g
3 & 3 & 4 & 3 =
. . . o o I = £ < o 7] ]
O First Last Location Assigned i i =T 5 4 ~N Qg Status
O | Katherine Chavez Ocean Middle ... | 10/25/2023 04:39 PM @Complet
O Eli Carter Central Office  06/08/2023 03:25 PM
O | Gabriel Harris Vernon High S... | 06/02/2023 07:30 PM
0O Caleb Torres Vernon High S... | 06/02/2023 07:30 PM
O | Charles Roberts | Vernon High 5... | 06/02/2023 07:30 PM
O | Justin Gray Vernon High 5... | 06/02/2023 07:30 PM
O | Robin Franklin | Ocean High Sc...  06/02/2023 07:30 PM
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Reports - Custom Reports

e Can be used to pull in Employee Information and Form Elements to create a report

* Data elements can be filtered for on the spot exporting, or you can be scheduled to
export

e Form status can be viewed

Show filters . Start typing to filter results

I.. First Na... Last N... Current Locatio... Current Job Title... Requested Locati... Requested Positio... Hire D... TenureD... Submitted Date Ti... Created Date Ti... Completed Date Ti...
1) Gabriel Harris 15 Art Teacher Vernon High School | English Teacher 01/22/... | 01/22/2018 | 11/01/2022 09:45 AM | 11/01/2022 09:45...

1. Lillian Harris 2 Future Certified .. | Vernon Middle Sc.. | Music Teacher 02/22/.. | 02/22/2018 | 03/13/2023 11:47 AM | 11/01/2022 11:02..

2. Michelle Robert.. 15 Ecconomics Teac... | River High School Ecconomics Teacher 08/22/... | 08/22/2015 | 11/01/2022 09:47 AM | 11/01/2022 09:47__ | 11/01/2022 11:01 AM
1) Cora Alexan.. 9 Assistant Principal 06/22/. 11/07/2023 12:00...

1! Preston Burns 5 Accountant Test Any Math Teacher 07/13/2023 02:20 PM | 07/13/2023 02:15_.. | 07/13/2023 02:25 PM
1. Santiago  Fisher 15 Paraprofessional | River Middle School @ Paraprofessional 03722/ 10/31/2022 09:01 PM | 10/31/2022 09:01_..

1/ Elena Fisher 15 Paraprofessional Mountain High Sc... | Paraprofessional 047221 10/31/2022 09:03 PM | 10/31/2022 09:02...

1. Ezekiel Ford 15 Paraprofessional Ocean High School | Paraprofessional 07/22/. 10/31/2022 08:52 PM | 10/31/2022 08:52..

Link to previous PowerUp: Configuring eForms to Streamline Custom Reports
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https://help.powerschool.com/t5/PowerUp-Events/Employee-Records-Configuring-eForms-to-Streamline-Custom-Reports/ev-p/476833

Settings - Completion Status

"o pletion Status can be chosen In the
. orkflow Steps
workflow settings

* Forms can be considered complete when: o
1 1 Direct Edit
OTh ey are Smeltted Direct Report  Signature Report
O A specific step is complete S |
OAll steps have been complete resources ”
. . o 3 i
* Changing when the form is considered Superasor  Review  Supervisr
complete can impact Custom Reports as
well as the Checklist Completion Report Forms Are Considered Complete When: |
| Step 2Is Completed v
Il 50 | v |
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Upcoming Employee Records PowerUp Topic

3/18 - Employee Records: A Deeper Dive into
C heC kl iStS All sessions

will start at:
9 PT/12 ET

Additional Upcoming Talent PowerUp Topics

« 2/19 - Applicant Tracking: Making the Most of the Hiring Season: A
Guide to Job Fairs & Career Days

* 3/4 - Perform: Auditing Your Solution to Maximize Use Part 1
* 3/5- Professional Learning: Instructor Tools & Permissions
« 3/11- SmartFind Express: Reviewing Substitute Effectiveness
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https://help.powerschool.com/t5/PowerUp-Events/eb-p/PowerUp_Events?filter=includeOngoing,includeUpcoming,labels&include_ongoing=true&depth=0&label_texts=Perform,Applicant%20Tracking,Employee%20Records,Professional%20Learning,SmartFind%20Express,SchoolSpring%20Job%20Board&byPassHideMessagesFromListFilter=true&sort_by=occasionStartTime&include_upcoming=true
https://help.powerschool.com/t5/PowerUp-Events/eb-p/PowerUp_Events?filter=includeOngoing,includeUpcoming,labels&include_ongoing=true&depth=0&label_texts=Perform,Applicant%20Tracking,Employee%20Records,Professional%20Learning,SmartFind%20Express,SchoolSpring%20Job%20Board&byPassHideMessagesFromListFilter=true&sort_by=occasionStartTime&include_upcoming=true
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