Printing or Saving the Weights and Screen Outs Report


Use the following procedures to print a report of the vacancy questions with their weights & screenouts for each vacancy announcement.  Two ways you can use this report with your managers to develop the weights/screenouts for rating applicants include:  (1) Fax or email this printed report to your manager to assign the weights and screenouts for the vacancy; or (2) assist the manager by pre-entering suggested weights/screenouts for the vacancy questions at the time you build the vacancy announcement, and fax or email this report that includes your proposed weights/screenouts to the manager for final review and approval.   

1. Choose the Report menu -> Vacancy -> Weights and Screen Outs.   Click on the “+” sign to locate your vacancy.
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2. Double Click on the vacancy # (or click once and click the OK button):
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3. The Weights and Screen Outs Report looks like this:
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4. Click on the “printer” icon at the top of the screen.  This will bring up the EOL Printer Driver. The e-mail option is not set up so you will always leave the default “Print Directly to client” and click “OK”.
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5. Important:  If you do not see the following preview, you will need to reinstall QuickHire and the EOL Printer Driver at the same time. Contact HR System Support for help with printing problems.
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Now you are ready to print a copy of this report and/or save it to your desktop as a “pdf” file (so you can forward it to your manager if you desire):

6. To Print a hard copy, click the “Print” button.  After the document prints, the following will appear:
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Click the “ok” button to return to the Report window (as shown in 5 above).  If you do not wish to save this report to your desktop, skip number 7 and follow step 8 below.

7. To “print” (save) it to your desktop, click the “Save As” button.  Enter a file name and click “save” from the following screen:

[image: image7.png]ETEEE—— 2«
Sovein [@Deskion <] « @ ok B~

[ty Documerts Eeoemedort pdf Fwezara.pck
Sy conputer S Brweraspar
A Blbudetanshst ik Elnwzseo i
CiNew Foldr Festsnudaet o Elneescoria
Narschadtioner fles T Offcer Tem Apptoat EphipPesarel
oF 6. fes Becertpr Bserscreqa

|
Fiepame:  [0TIRvac Sove
Save as type: [PDF(" pof) B Cancel

2





Note:  The default file location for “save as” is “Desktop.”  If you wish to save it to another location, use the down arrow next to “Save in” to locate and select your preferred location.  

8. After you are finished printing this report to your printer and/or file location, close all open windows as follows:

· Click “OK” to exit the printing message window (as shown in 6 above).

· Click the “X” in the top right corner OR click “Cancel” button to exit the print preview window (as shown in 5 above).

· Click the “Close” button to exit the Weights & Screen Outs Report (as shown in 3 above).   

· Click the “X” in the top right corner OR click “Cancel” button to exit the Report window (as shown in 2 above).

9. Send the printed Weights & Screenouts Report to the manager by fax (hardcopy from the “print” procedure in 6 above) or as an email attachment (from the “save as” procedure in 7 above).  Instruct your manager to review, edit or complete the weights and screenout questions, and fax or mail the marked-up hardcopy to you.   

10. After you receive the “approved” weights and screenouts from your manager, you must enter the final info into QuickHire as follows:    

· Click the “Vacancy” tab and then click on “Weights/Screenouts for Vacancy” as follows: 
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· Locate and select the specific vacancy (click on “+” next to org and series to locate your vacancy).  

· Enter final weights and screenouts for all vacancy questions as appropriate.  
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· Click “Finish”.  

· Click “Close.”
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