Run or Create a Report in ATS

(Applicant Tracking/iHire)

6 thread

Learn how to navigate the report builder to generate detailed applicant information
for your job listings. This guide simplifies the process of creating custom reports to

help you track candidate data effectively.

Navigate to Applicant Tracking via isolved, or the identity login. If you don't have
access but think you should, please contact your Account Manager.
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2  Click Reports
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3  Click Standard Reports
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4 Here you can view a number of existing reports by scrolling down or click the topic
headers here.
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5 Otherwise you can click Report Builder to build your own report.
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6  Click New Report
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7  Add your Title, Choose Report Type and Description

Add Custom Report

Title* Report Tybe"

Applicant Report Apyliml:;ts by Job Listing;/

Description




Field Selection

8 Then you can choose all your fields. Click the Field Categories and choose each
Field.
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9  Add]Job Listing ID
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10 You can also search for fields. When you've chosen all your fields, click Save.
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11 Change any of the field titles here. Then Click Create Report

Edit Report Fields
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