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Referred List by Requisition Report
 State of Louisiana

Along with the applications, you may also want to send the referral list to the Hiring Manager.  Using the Reports feature, you can create a list of referred applicants by requisition to print or email.  
1. Login to Insight.

2. Go to the Reports tab, select ‘Standard’.

3. Under Referred List, select ‘Referred List by Requisition’.

4. Enter the appropriate start and end dates, and select ‘Generate Report’.

5. Your search may return information for multiple requisitions if there were others in your agency which had the same dates you entered.
6. Click the ‘Export to Excel’ link.
a. Delete the information that is not related to the recruitment you are working.

b. Save the file.
c. Send as e-mail attachment.
These Quick Sheets will be updated as needed on the Civil Service website.  It is your responsibility to ensure that you are using the most up to date materials.


