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RUNNING AN EEO REPORT PER JOB REQUISITION 
The EEO report can be found on the job card, under the Reports tab.   

NAVIGATION 
1. First log into myUFL in order to access Careers at UF. Use the following navigation path: NavBar  Main Menu  

Human Resources  Recruiting  Job Requisitions. 
 

Via the Dashboard (Originators Only): To locate the job requisitions, select the title of the desired job 
requisition from the Dashboard.  
 

 
 
Via the PageUp Menu (Originators, Approvers, Hiring Managers): Click the PageUp menu icon in the upper 
right-hand corner. Then click Manage Jobs.  
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RUNNING AN EEO REPORT 
 

1. Find the requisition you want to report on, and click on the title to be taken to the job card. 
 

 

 

2. From the job card, click on the Reports tab. 
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3. Select the csv or Excel icon to choose which format you want to run your report.  
 

 

 

 

4. The icon on the bottom left will provide the raw data in csv format.   
 

5. The icon on the bottom right will provide the data in a formatted Excel file, like the example below: 
 

 

 

csv raw 
data 

Excel templated 
data 
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Note: the requisition must have three or more applicants in order for the EEO Report to run. 

 

6. Selecting either report option will open up a new window.  Click the Download Report link to access the report. 

 

 

 

 

 

 

 

 

ADDITIONAL HELP 
Further resources may be found in the Careers at UF Toolkit.    

For help with technical issues, contact the UF Help Desk at 352-392-HELP or helpdesk@ufl.edu.   

For assistance with policies and directives, contact Talent Acquisition & Onboarding at 392-392-2477.  

  
 

https://learn-and-grow.hr.ufl.edu/toolkits-resource-center/human-resources-toolkits/careers-at-uf/
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