Careers Job Aids (jobs.ks.gov)

Interview Preference — Veteran’s or Disability Preference

Identify if Applicant(s) have Interview Preference for your Job
Opening

The Applicant Summary report should be generated prior to selection of the final group
of candidates who will be offered an interview for any job opening subject to either the
Disability Hiring Preference or Veteran’s Preference.

If an applicant has presented proof of disability required for the Disability Hiring
Preference or has been verified as a veteran qualified for Veteran’s Preference, the
Applicant Summary report will display the words “Interview Required” in the report
column labeled “Interview Status.

Any applicant with “Interview Required” in the “Interview Status” column must be offered
an interview for the position if they are qualified, with or without a reasonable
accommodation, to meet the performance standards of the position.

In the event agencies have multiple qualified applicants exercising preferences and they
are equally qualified as the top candidates for the position, please contact the OPS to
determine the appropriate prioritization of the candidates.

Instructions for generating the Applicant Summary Report

Step 1: Select Recruiting from the Homepage drop down menu.
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Step 2: Click on the Reports and Analysis tile.
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Step 3: Lefthand side menu — select Applicant Summary under the Reports
Section.
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Step 4: Enter a valid Run Control ID and skip to Step 6. If no previous Run
Control ID exists, click the Add a New Value tab.
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Step 5: Enter a new Run Control ID in the space provided and click Add.
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Step 6: Enter your Job Opening ID to determine if you have applicants with
Interview Preference. Then select Save. Then Select Run.

Reports & Analysis

. - Run Paramaters
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Run Control 1D Test12341234 Report Manager Process Monitar Run ‘
Applicant Summary

Candidate Evaluations List
Report Request Parameters
Full Text Vacancy =Y 1-10f1 v View All
Job Code and Position Audit
Job Title

Job Req Department Position Description

Job Opening Status
1 212003Q. | Administrative Assistant Division o Administratrve Assistant- Test +| -

Jab Posting
Pre-Screening Activity Repart D E oty | Add Update/Display
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Step 7: Click OK on the Process Scheduler Request screen to generate
the report.

Process Scheduler Request
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Step 8: After clicking OK, the system will return you to the Process
Request Parameters page. This time you will click on the Process Monitor
link to monitor the report run status. Use the Refresh button to update the
report’s Run Status and Distribution Status. When the report status is

Success and Posted, click on the Details link to access the report.

[ Process List Server List

View Process Request For

Process Monitor

UseriD DAOOMAP Q. Type ast Days v "
Server v Name Q  Instance From In: T
Run Status Distribution Stat Save On Refresh
Process List
m o Q View Al
Select Instance  Seq. Process Type fe ser Run Date/Time RunStatus  Dismibution nmil:/
2020398 SOR Repo PRI DAODMAP  08/28/2024 105:22PM COT Success Fosted i
2520368 SQR Report KAPP. DAODMAP  DB/27/2024 7/56:36AM COT Success Posted Detais
2920268 SOR Report HRS00S DAODMAP 082712024 750.55AM CDT Cancelled osted

Step 9: On the Process Detail page click on the View Log/Trace link.

Process

Instance 2920398
Name KAPP300

Run Status  Success

Run
Run Control ID  Test12341234
Location  Server
Server PSUNX
Recurrence
Date/Time
Request Created On  06/28/2024 1:05:43PM CDT

Distribution Status Posted

Run Anytime After
Began Process At
Ended Process At

“ Caneel

06/28/2024 1:05:22PM CDT
06/28/2024 1:05:55PM CDT
06/28/2024 1:06:08PM CDT

. Process Detail x I

Help

Type SQR Report

Description  Applicant Summary

Update Process

Hold Request

Queue Request

Cancel Request
O Delete Request

Re-send Content Restart Request

Actions

Parameters Transfer

Message Log

Batch Timings /
View Log/Trace




Careers Job Aids (jobs.ks.gov)

Step 10: From the View Log/Trace screen click on the
kapp_300_28xxxxx.PDF link to access a pdf version of the report for
reviewing or saving to a location you choose. Right click on kapp300.dat
link to save a text version of the results that can be imported into excel.

View Log/Trace x
Help =
Report
ReportID 1297932 Process Instance 2920398 Message Log
Name KAPP300 Process Type SQR Report

Run Status Success

Applicant Summary
Distribution Details

Distribution Node ReportNode Expiration Date |07/05/2024

File List

Name File Size (bytes) Datetime Created
SQR_KAPP300_2920398.log 1,617 06/28/2024 1:06:08 779220PM CDT
kapp300.DAT 2,468 08/28/2024 1:06:08.779220PM CDT
kapp300_2920398 PDF 3,004 08/28/2024 1:06:08.779220PM CDT
kapp300_2920398.out 35 06/28/2024 1:06:08.779220PM CDT

Distribute To
Distribution ID Type *Distribution 1D

User DAOOMAP
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Step 11: The Applicant Summary (KAPP300) report is generated. Under
the Interview Status column, if an applicant has Disability or Veterans
preference, the report will state Interview Required.

STATE OF KANSAS - SHaRP SYSTEM
Report ID: KAPP300 DEPARTMENT OF ADMINISTRATION

Page No. 1
RECRUITING - APPLICANT SUMMARY Run Date 06/27/2024
Run Time 07:57:09
Job Regn #: 212903

Department: 1733500000 Division of Personnel Services
Position #: K0245839 Administrative Assistant- Test

Applicant Interview
Name/Address/Phone/Email applid Enplid Disposition Type Status
Phillipee,Mikel A 23000462343 010 2pplied External Applicant Interview Required
1223 A Glendale Dr

Topeka, KS 66604

Salazar,Christian L
300 silver Springs Blvd
Wichita, KS 67120

23000462344 010 2pplied External Applicant

Interview Required

Cox,Billy E 23000462345 010 Applied External
3651 SE 38th Terr
Topeka, KS 66605

Applicant Interview Required

Doodle, Daisy D 23000462346 010 Applied External
322 NE Freeman
Topeka, KS 66603

Applicant

Total # of Applicants Selected: 1




