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Franchise Search Activity Report

Once jobs are published to the careersearch.ihg.com site, they will start to appear on search results. As
candidates, search for jobs, view the job descriptions and apply for jobs, their activity is logged. The
Search Activity Report will give you a chance to see how many times your job posting have viewed by
candidates.

1. Login to the IHG Franchise Jobs Portal and go to the Reports page.
The Reports page contains the Search Activity Report as well as a summary count of all jobs that have been
applied to in the past 30 days.

Reports

View Search Activity Report
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2. Click the View Search Activity Report button.
The report will automatically load showing search results data for the past 30 days by default. Depending on
what other filters are selected, the search activity report contains all jobs the current hotel has created. For
each job listed in the report it contains a summary of all the candidate activity the job has had on the career
search site.
The activity includes:
e  How many times the job has shown up in search results
e  How many people clicked on the job to view the job description
e  How many people have shared the job on LinkedIn, Twitter, or Facebook
e  How many people applied for the job through the career site (Clicking on the apply link)
At the bottom of the report, there is a summary section where it will combine all the activity results from all
the jobs being displayed.
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3. Filters
The Search Activity Report has a number of default filters. The Start Date will be set to 30 days ago and the
End Date will be set to today. To remove the date filters click the X on the right side of the start and end date
pickers when hovering over it. You can also change the date range by clicking on the calendar icon next to
each and selecting a new date.
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The Published Status will automatically be set to show only Published jobs. To show unpublished jobs or all
jobs simply change the value of this drop-down.
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Sorting

The order of the jobs can be sorted by a number of ways. By default the Search Activity Report will be sorted
by Most Viewed job. Which means that the Activity Report will be sorted by what job descriptions have been
viewed the most on the IHG career site. The Most Applied option will sort by the jobs that have been applied
to the most. . The Most Search Result filter will sort by the jobs that have shown up in the search results on
the IHG Career site the most first.

Most Viewed v

Least Viewed
Most Applied
| Least Applied i
o Most Search Results
¢ Least Search Results
4 Most Shared

Least Shared

—

Export to Excel

The Search Activity Report data can be exported to an Excel file by clicking the Export to Excel button. This
will download an Excel file with two worksheets. The first worksheet will contain the summary data of the
Search Activity Report. The second worksheet is a more detailed report about each individual activity during
the timeframe. This includes specifics about the job, the activity and the date and time of the event. When
exporting the data to Excel we use all the same filters and sort options as the Search Activity Report.
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Date/Time Activity
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