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Time to Hire – User Guide
This guide outlines how to capture the start and end dates for the Time to Hire on a recruitment and how Insight Recruiters can run a report on the responses. 
A performance measurement agencies can utilize is a measure of Time to Hire. Time to Hire is typically calculated on the average number of days to fill funded vacancies for permanent positions. The start date is the date entered in the HR Received Notification to begin the Hiring Process field on the Requisition. The end date is the date the hired candidate accepted the job offer as entered in the Answer Date filled in on the Hire/PA Form. These days need to be dates entered by the online recruiting system user, they are not automatically captured by the system.

Overview
Start Date of Time to Hire

OHC – Department User:

1. A Requisition is created and the field labeled Date HR Received Request to Start Hire Process is populated with the correct date the request is submitted to HR.

a. This field is required and can be edited at any time while the requisition status is Open or Approved.
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2. Once all of the information is entered in the Requisition, the click on Save and Release.
Insight – HR User:

1. Once logged into the system, click on Jobs, then Requisitions, and select to view requisition in the Approved status.

2. Locate the Requisition, click on Authorize in the Action column.

3. In the Status field, select Open.

4. In the Analyst field, select the analyst for the recruitment (this is typically you).

5. Click on Save. The Requisition is now open to be assigned to an existing Exam Plan or a new Exam Plan may be created.
End Date of Time to Hire

OHC – Hiring Manager role:

1. Once the preferred candidate on a Referred List/Certification has been determined, enter in the Hire activity by clicking on My List from the top level navigation.

2. Find the Requisition, click on View in the Candidates column.

3. Select the candidate by clicking on the box to the left of their name. In the Select dropdown field, click on Hire and then Go.

4. The PA/Hire form will appear. The Answer Date is the end date for the Time to Hire. This is the date that the candidate accepted the job offer. Fill out the fields as required, hit Save and Release.

Steps

Time to Hire Report

Insight – HR User:

1. Click on Reports and then Report Builder.
2. Click on View in the Report Action column for the “TIME TO HIRE” report.

3. Enter in the dates in which to run the report by clicking on the first date field to enter the start date and the second date field to enter the end date. The date range is based on the offers that were accepted during the date range entered.

In this example, the report is going to provide data on offers that were accepted from January 1, 2016 to June 3, 2016. 
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4. Click on View Report.
5. Export the report into Excel by clicking on the export icon [image: image3.png]


 and selecting Excel. Follow any on-screen prompts by your internet browser to open/save the document.
In this example of the report in Excel, the crucial information is in columns M and N:
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Calculating Time to Hire in MS Excel:
1. Add a new column to the end of the report titled Time to Hire.
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2. Scroll down to the bottom of the report and create a new row titled Average Time to Hire.
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3. Scroll up to the top of the report and place the cursor in the first cell under the “Time to Hire” column. 

4. Click on Formulas tab at the top of the screen.

5. Click on Date & Time and select NETWORKDAYS from the drop-down.
6. In the Start_date field, enter the name of the first cell under the “HR Received Request to Start Hire Process” column (e.g., J2).

7. In the End_date field, enter the name of the first cell under the “Offer Accepted Date” column (e.g., K2).
8. Click OK in the Function Arguments box.
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9. The total number of working days to complete the recruitment will be calculated in the “Time to Hire” column.

10. Copy the formula to the remaining cells in the column by clicking on the cell that contains the formula, and dragging the fill handle [image: image8.png]


 down through the last row of data.    
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11. Scroll down to the bottom of the report and place the cursor in the cell below the last row of data in the “Time to Fill” column.     
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12. Click on Formulas tab at the top of your screen.

13. Click on AutoSum and select Average from the drop-down.
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14. The column above should highlight and a formula should appear in the cell. 
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15. Click Enter. The Average should now appear. You can round up or down your average to a whole day.
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Additional Information
1. If the start and end dates are not entered into the system by the requisition creator or when the Hire Action is complete and approved, then the system will not be able to provide the data for the Time to Hire report.
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