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Purpose of Collecting Intents

•Recruiting Efforts

•Transfer Requests

Informed Vacancies

Head Start Processing Retirees
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Purpose of Collecting Transfer Requests

• Recruiting Efforts

Informed Vacancies

Employee Satisfaction

May Reduce Application Processing
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Collecting 
Responses
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Contracts

• Provide 
specific data

• Allows for 
accept/decline

• Reporting

Checklists

• Allows you to 
collect 
responses

• You assign

• Reporting

Available Forms

• Allows you to 
collect 
responses

• Staff self-
assign

• Reporting

Process of Collecting

7



This document is considered PowerSchool Private and hence confidential. It should not be copied, distributed, or reproduced in whole  or in part, or passed to any third-party without PowerSchool 
written consent.

Contracts

• Provide Specific Data
• Do you want to provide custom information to the staff member?
• Can you prepare a file to import?

• 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

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

• You Assign
• 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
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• Allows you to Collect Responses
• Custom Dropdown Lists
• Required Responses
• Optional Responses

• Staff Self Assign
• 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

• Internal Applications
• Applicant Tracking - Internal 

Application Management

• Views
• Video: Create a New View - 

Applicant Tracking PowerBytes
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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


This document is considered PowerSchool Private and hence confidential. It should not be copied, distributed, or reproduced in whole  or in part, or passed to any third-party without PowerSchool 
written consent.

Reviewing 
Responses
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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 
exporting results
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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
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• 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

• Form status can be viewed

Reports – Custom Reports
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Link to previous PowerUp: Configuring eForms to Streamline Custom Reports

https://help.powerschool.com/t5/PowerUp-Events/Employee-Records-Configuring-eForms-to-Streamline-Custom-Reports/ev-p/476833
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Settings – Completion Status

• Completion Status can be chosen in the 
workflow settings

• Forms can be considered complete when:
oThey are submitted
oA specific step is complete
oAll steps have been complete

• Changing when the form is considered 
complete can impact Custom Reports as 
well as the Checklist Completion Report
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Upcoming Employee Records PowerUp Topic

3/18 - Employee Records: A Deeper Dive into 
Checklists
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All sessions 
will start at:
9 PT/12 ET

• 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

Additional Upcoming Talent PowerUp Topics

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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