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OVERVIEW 
 

GatorJobs provides ready-made reports for each job requisition to view your applicant pool, such as the 

Applicant List report and the Departmental EEO report. Follow the steps in this instruction guide to 

generate these reports. You will need the security role UF_N_GJ_Department Admin or 

UF_N_GJ_Department Approver. 
 

STEPS 
 
Navigation 

There are two ways to navigate to GatorJobs in myUFL: 

1. Click Main Menu > Click UF Departmental Admin > Click GatorJobs 

2. Click Main Menu > Click Recruiting > Click GatorJobs 

 

3. Navigate to the job posting. For example, Requisitions > Staff/Faculty. 

4. View the job requisition by clicking its link. For example, click the PROGRAM AST link. 

5. Click the Reports tab.  

 

 
 

6. Click the report link to generate and view. 
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For either report, follow the next steps: 

 

1. The report will start generating as shown by the green bar message at the top.  

a. The Status of the report will show as Queued until it changes to Completed.  

b. Please be patient; it only takes a few seconds to change to Completed.  

c. You may also click the Refresh button on your browser if needed at the end of the 

Address bar or press the F5 button on your keyboard. 

 

 
 
 

2.  Once the status is Completed, click the Actions button. 

3.  Click the View Report link. 
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The Applicant List Report will display the following for each applicant: 

• Name, phone and e-mail 
• Whether or not the applicant has transitioned to each workflow state 

 

 
 

4.  Save or print by clicking the File menu at the top. 
5.  Click the Close button to return to the list of generated reports. These generated reports 

will display only for a day. 

6.  Click the Back button to return to the original reports page for this job posting 
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The Departmental EEO Report lists the applicants by gender and ethnic origin for each workflow state in 

which they transitioned. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For further assistance, please contact Recruitment and Staffing at 392-2477 or visit 

http://www.hr.ufl.edu/recruitment/default.asp. 

 

 

 

 

 
 

 

 

 

 

 
 

 

 

 


