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TALX

Welcome to TALX Insight Management Reports!
The place to find all the valuable unemployment information you need in our user-
friendly client reporting system!

This guide will provide step-by-step instruction in how to read and interpret the standard “Unemployment
Summary” report that can be created in Insight. We'll point out some of the primary features of this report
as well as some helpful hints about key areas of the reports that can assist you in determining the success
achieved through your unemployment cost control program.

The “Unemployment Summary” report is a comprehensive and innovative account of all key measurements of
your unemployment cost management program. It provides summary information about claims that have
been processed, which ones have been protested, what percentage of unemployment decisions you have won
for the period, and much, much more. But perhaps most importantly, it lets YOU determine what period of
time you wish to see AND it gives you instant access to the employee-level claim detail behind each of those
key summary measurements.

The Custom Unemployment Summary even lets you determine which of the reporting segments you wish to
retrieve for review.

The statistics and measurements provided in our reports will help you determine which areas of the
unemployment cost management process — and even which areas within your organization — are performing
well, and which ones represent opportunities for improvement. Your Client Relationship Manager or Account
Manager is always a great resource to work with you and can assist in interpreting and evaluating the results
of our partnership.

Let's get started!
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1. webManager Menu: From the webManager Menu, click on “"Reports”.
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2. Choose an Action: Click on "New Report” to start your new report.
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templates.
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Client Support - Contact a TALY representative, view FAQS regarding UCK Reports, orview demos on how
to use UCK Reports.
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3. Select Report: Two standard, configurable reports are available to most employers: The “Unemployment
Summary’ and the “Unit Performance Analysis.” To start, click on the "Unemployment Summary” link as

illustrated
below.
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4. Report Structure: The “"Unemployment Summary” is a standard report that is highly configurable.

Most of

our clients prefer to see data organized by their own organizational hierarchy, while others like to see it
organized by legal entity and/or state. If more than one option is available to you, you will be asked to
choose the structure as illustrated below. The system automatically defaults to the organizational hierarchy

your employer provided TALX. Check the desired structure, and click “Continue.”
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5. Timeframe & Parameters: Next, you will need to define the parameters of your report. The system is
automatically defaulted to include all claim-related data for all areas of your company for which you are
However, you can limit the content of the report

responsible (as provided to us by your corporate office).
by un-checking any portions of your organization that you do not wish to include.

Next, simply check the desired date range and reference period and click “Continue”. A reference period
provides a comparison period for your report by displaying either the period immediately before the period
Structure units with a small

you select, or the same period a year ago for a year-over-year comparison.
plus or minus box in front of them can be expanded (+) or collapsed (-).

W Choose all (default) or a portion of the
company for which you are responsible.
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Then choose the reporting period and a
reference period and click “Continue”.
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HELPFUL HINT: If you would like to limit the
summary information to only a single unit

within your area of responsibility, simply
collapse the entire structure (-), uncheck it and
expand (+) it again. This will uncheck
everything, and you can then check only the | Back || continue
unit you wish to view.
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6. Choose an Action: Now you must determine if you would like to Save the report as a template or simply
run the report. If you have done a great deal of configuration to the parameters of the report and feel this
is a report you may need to view again in the future, we recommend that you save it for use in the future

If not, simply check "Run” and then click “"Continue”.
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If you chose to run the report without saving it as a template, the system will prompt you to confirm that you
do not wish to save it. To continue running the report without saving it, click "Continue”.
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7. SAVE: If you choose to Save your report, you will be presented with a screen which allows you to type in a
name for the report as well as a description. The description presents a good opportunity to enter notes
regarding the configuration of a report, as well as document the segment of your organization reviewed. If
the report is not for your entire company, notes entered could prove to be helpful when either retrieving or
running the report again at a later date (for example, this report reflects data for Region A only). Enter the
name and description, and click “Save”.

= Test User 2
m Privacy Policy F  Glossary &0 Help Logout &0 EMTERPRIZE LS,
webManager Save Report ]

Enter a name and a description for this report. Click 'Save'to save this repart template.

Create Mew Report * Required field Enter a report name
Wy Reports (1) S i and description of your
Company Messare ‘4 choice and then click
Select Company =
?e o Name: |Quarterly Standard Summary Template g “Save”.
Client Support !
Description: | o japarly report of all activity and perfarmance
measurements
[ Back ] [ Save
Terms and Concditions Copyright @ 2007 TALY Corpaoration. All Rights Reserved.
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8. All saved report templates are stored in "My Reports” in the "Manage Saved Reports” tab for easy
access at any time. To view the details of a saved report template, click on the report name to view more
options. Note: You may also click "Run” in the Action column to view the report now.
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9. Run: Once you have saved the report, you may run it, edit the template, or delete the saved report if it is
no longer needed. To view the report now, simply click “Run”.
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Viewing Your Summary Report — Key Features

The Unemployment Summary report has many features to ensure the report is as useful as possible. Below is
an explanation of some of the key features of this flexible and easily configurable reporting system.

1. On-Demand Reporting: Because the Unemployment Summary Report is delivered via a secure
Internet website, it can be accessed from anywhere and anytime you have Internet access. For busy
business professionals, self-service ensures that you get the information you need when you need it!

2. Valuable Measurements: We've made sure that all the key unemployment metrics — such as
unemployment claims processed, protested, and appealed — are immediately accessible through the
Unemployment Summary Report.

3. Reference Periods: To ensure “at a glance” abilities to determine long or short-term trends, Insight
provides the ability to use a “Reference Period”. The reference period allows you to not only see
summary values for the period of interest, but also for a prior period for comparison. You can choose
to compare the report period with the period that directly precedes it OR the same period last year.
Reference periods will appear on the report as the right column of summary information as illustrated
below.
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i compare the current e i
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N of your choice. = e
T 2.52% 1.54% L
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Requests For Additional Details 202 B0
Average Response Time Provided (days) 5 5
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Termz and Conditions

4. Access to the Details: One key component of the Summary Report is that, as you view totals,
percentages, and other summary information, you should have immediate access to the detailed,
claim-by-claim information that makes up those measurements. That's why we've made detail
accessible through the summary. All you have to do is click on the link provided, and a detail report is
provided as illustrated below.
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To view the detail behind
summary totals, simply
click on the link provided
for each category.
Note: Only the detail for
the current reporting
period will be provided.
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5. Export Capabilities: Another key feature of the Summary Report is the ability to take reports OUT of
Insight to manipulate the data in ways that are meaningful to you. Exporting reports is simple! When
viewing any report in Insight, just click on the “Export” link as illustrated below:
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4 4 [ oft b bl [100% v | |Find [ next [  pack Print w Export Reparts
Enterprise USA U

Unemployment Activity Performance Summary
72007 - 743102007

Financial Impact Detailed rosults are avaifabie by clicking the finks below,
1172007 - 7/3172007 6/1/2007 - 6/30/2007
Charae Credite Raceived (H213 481 B MRS A39 4™ | il

Then, choose the type of file format in which you'd like to save the report, as illustrated below. (Note: For
most users, Microsoft Excel will be the most common and user-friendly format.)
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6. Exportable Charts and Graphs: Insight provides access to many charts and graphs which will
depict several of the key metrics provided. These graphs — illustrated in the picture below for
“Separations Received by Category” — may also be exported to Excel or other formats for use in
presentations or meetings.
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