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Log into the system
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1. Select the Applicant Tracking module by clicking 

the three dots in the top-left corner of the screen. 

2. Select EO Coordinator from the 

User Group drop-down menu. 



Locate the posting
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1. Click on Postings in the menu across the top of the page then select either 

Admin Professional/Research Professional or Faculty from the drop-down menu.
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1. Find the posting in the list below or search for it 

using the Posting Number. Once you have located 

the correct posting, lick on the working title.

Locate the posting
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1. Select Reports.

Generate the aggregate demographics report
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1. Select Departmental EEO Report.

Generate the aggregate demographics report
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Note: The ‘Status’ of the report will say ‘Queued’ while the data 

compiles. It will change to ‘Completed’ when it is ready to view. 

1. To view the report, hover over Actions and select View Report. 

Note: If you want to download the report to as an Excel 

Spreadsheet, select Download to Excel from the drop-down menu.

Generate the aggregate demographics report
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You now are viewing the aggregate applicant demographics for the 

search. If you wish to compare these to the University’s Affirmative 

Action Utilization and Placement Goals, please click here. 

Note: If you would like to print a hardcopy select ‘Ctrl’ + ‘P’ to print. 

Aggregate Applicant Demographics Report

https://oeo.colostate.edu/affirmative-action/
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Please visit the OEO website for more 
resources on the CSU Talent Management 

System (TMS) at: 
www.oeo.colostate.edu/talent-

management-system-tms

For additional help, contact 
the Office of Equal Opportunity at:

(970) 491-5836
or

Email at oeo@colostate.edu

Need further help?

http://www.oeo.colostate.edu/talent-management-system-tms
mailto:oeo_main@Mail.Colostate.edu

