Procedure for Data Mining for Applicants


Data Mining vs. Filtering
Filter when:

· You want to see only eligible applicants

· You want to find ICTAP & CTAP applicants

· To find an applicant by last name or SSN

· To find applicants by status

Mine when:

· Looking for a specific answer to core or vacancy question(s)

Mining Tips:

· To use both mining and filtering, you must Mine first and then filter on the applicant results set.

· Saved mines work only for the vacancy they were created in

Data mining

· In Applicant Manager, click on the Mine Applicants button
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· This will take you into the Mining Wizard

· Ignore the buttons in the middle of the page and simply click on Next
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· You must select a location criteria

· Click the location, click the arrow to move it to the right-hand box, and then click Next
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· Next, to select the question you want to use, click on the Change/Add Question button and expand the Vacancy Questions
· Select the question you would like to mine on and click OK
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· The question now appears in blue next to the Change/Add question button. 

· You must select the answer you will mine against

· Choose “answered choice” from the Operator drop down menu

· Choose your answer from the Desired Answer drop down menu

· Check the box next to the statement “This result is required for an applicant to be considered in the results set.” Otherwise, all applicants will be listed.

· Click the button Add Answer Criteria to Criteria List

· Your criteria will then appear in the Answer Criteria List

· Then, click Next
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To mine for more than one question, you will need to add Criteria based on Boolean logic.

Boolean Operators

AND

TRUE if all conditions are TRUE
If you add two answers AND check the box for “This result is required” on both, this will act as AND
OR

TRUE if any condition is TRUE
If you do not check to box for “This result is required” for BOTH questions, you will end up with OR
The data mining wizard will do most of the work for you. If you select a question and more than one answer, the wizard will insert “OR”. 

For example, to mine for all applicants who have a molecular biology specialty AND have strong capabilities in Endocrinology:

· Choose the appropriate specialty question and “Answered choice: Molecular Biology”. You should check the box that requires this result for the applicant result set. 

· Choose the appropriate specialty question and “Answered choice: Endocrinology”. You should check the box that requires this result.
· If you get stuck data mining, please feel free to contact HR Systems Support 
(301-451-1436 or thru WiTS)

· Review the criteria selected and click Finish
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· Your results will contain those who applied meet both criteria ONLY.

· This will create a report of results that can be exported, printed, or viewed
· To sort results by column, click on the column heading
· To apply the results of the data mine to the Applicant Manager, click the Close button and when prompted to transfer the results click Yes

· If you wish to save this mine so you can use it again in the future, click Save Mining Definition and follow the prompts
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· You may now review applicants. 
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