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1. REPORTING 

This guide outlines the reporting features in UACareers that will help you generate reports regarding 

applicants, diversity, and postings. 

1.1 APPLICANTS 

UACareers provides the option to generate excel reports containing your applicants’ information. To 

generate a report with the information you need, first access your applicants for the posting. Note: the 

UACareers Navigation Guide provides additional guidance on finding/sorting applicants. 

When accessing your applicants, they should be listed in a format similar to a postings list (see image 

below). You can hover over your columns to change the order, hide irrelevant columns, and sort your 

applicants: 

 

< >  The sideways arrows change the order of the columns. Click < to move a column to the left and 
> to move a column to the right.  

 
^ v The vertical arrows change the order in which applicants are listed. You can sort any column in 

alphabetical or reverse alphabetical order, numerical or reverse numerical order, or date and 
reverse date order (depending on the type of data in that column).  

 
x Use x to hide a column. 
 

 

< >  The sideways arrows change the order of the columns. Click < to move a column to the left and 
> to move a column to the right.  

 
^ v         The vertical arrows change the order in which applicants are listed. You can sort any column in 

alphabetical or reverse alphabetical order, numerical or reverse numerical order, or date and 
reverse date order (depending on the type of data in that column).  

 
x Use x to hide a column. 
 

You will also be able to add additional columns on this screen. Click ‘More Search Options’ next to the 

search box. Once you do, the button will be renamed ‘Hide Search Options’ as seen below: 

 

To add additional fields/columns to your report, click “More Search Options” next to the search box.  
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Once you click this, the button will be renamed “Hide Search Options” as seen below. Use the “Add 

Column” dropdown to select the new field/column you wish to add. The system will automatically 

refresh your page. 

 

 

To export the results of your report, select the applicants you would like to include in the spreadsheet. 

You can do this by clicking the check box next to their name or by using the ‘select all’ box next to the 

“Applicant Last Name” column.  

Next, open the “Actions” drop-down in the orange box above the list of applicants. Select “Export 

results.” 

 

Once the download is complete, your computer will ask you to either open and/or save the file. 

1.2 DIVERSITY INFORMATION 

Departmental level users have access to generate diversity reports containing aggregated gender and 

ethnicity information about their applicant pools. To access this report, use the “Reports” tab of your 

posting:  
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Click “Departmental EEO Report” to gather your diversity data. It might take a moment to generate, but 

once complete, use the “Actions” button to view the report or download it as a PDF.  

 

Note: the “Reports” tab also allows you to access and download a report titled “Applicants in Process” 

and “Applicant List.” 

1.3 POSTINGS 

UACareers provides the option to generate excel reports containing your posting information. To 

generate a report with the information you need, access your desired postings. Note: the UACareers 

Navigation Guide provides additional guidance on finding/sorting postings. 

Your postings will be listed in a format similar to your applicant list (see image below). You can hover 

over any column to change the order, hide irrelevant columns, and sort your postings: 

< >  The sideways arrows change the order of the columns. Click < to move a column to the left and 
> to move a column to the right.  

 
^ v         The vertical arrows change the order in which postings are listed. You can sort any column in 

alphabetical or reverse alphabetical order, numerical or reverse numerical order, or date and 
reverse date order (depending on the type of data in that column).  

 
x Use x to hide a column. 
 

 
 

To add additional fields/columns to your report, click ‘More Search Options’ next to the search box.  
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Once you do, the button will be renamed ‘Hide Search Options’ as seen below. Use the ‘Add Column’ 

dropdown to select the new field/column you wish to add. The system will automatically refresh your 

page. 

 

 

To export the results of your report, you will need to first select the posting you would like to include in 

the spreadsheet. You can do this by clicking the check box next to the titles or by using the “select all” 

box next to the “Title” column.  

Next, open the “Actions” drop-down in the orange box above the list of applicants. Select “Export 

results.” 

 

 

Once the download is complete, your computer will ask you to either open and/or save the file. 
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2. HUMAN RESOURCES IS HERE TO HELP 

Do you have questions about UACareers? Contact our Recruitment Team and we will be happy to assist!  

 

Name Contact For E-mail Address Phone 

Main Campus 

Dora Eamon Job posting creation, 
applicant support, 
posting updates 

doraeamon@email.arizona.edu  (520) 621-4292 

Audelia Shay Job posting creation, 
applicant support, 
posting updates 

audeliag@email.arizona.edu  (520) 621-2720 

Jacquelina Valenzuela Job posting creation, 
applicant support, 
posting updates, 
advertising 

jacquelinav@email.arizona.edu (520) 621-9329 

Endeliza Ramos 

Recruitment Lead 

Recruitment 
advising, policy 
interpretation, job 
posting creation, 
advertising 

endelizr@email.arizona.edu  (520) 626-5657 

UA Health Sciences 

Ron Cox Job posting creation, 
advertising, 
recruitment advising 
for UAHS 

recox@email.arizona.edu  

 

(520) 626-2600 

Kelli Wheeler Applicant support, 
One-Minute 
Requests, UACareers 
navigation and User 
updates for UAHS 

kwheeler@email.arizona.edu   (520) 626-5593 

Phoenix Biomedical Campus 

Jessica Tualla Talent Acquisition 
and Sourcing for 
Phoenix Biomedical 
Campus 

jrcorona@email.arizona.edu  (602) 827-2033 

Phoenix HR Team Job posting creation, 
advertising, 
recruitment advising 

COMPHX-
HRServices@email.arizona.edu  

 

(602) 827-2600 
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