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Navigating Reports for: 

• Jobs Filled 

• Jobs Not Filled  

• Time Reported 

• Class Coverage 
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Using Reports in SEMS 
1. From the homepage, click on “Administrator” in the side bar, and then select 

“Job Inquiry/Reports” 

 

Note: All reports you run can be exported in Excel formatting. 

 

 

 

2. Here you can search by Job #, or, you can run a report. To run a report, 
next to “Job Status” select “All, exclude canceled” to see all jobs within a 
timeframe.  
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3. Then identify the dates you want to search.  

 

 

 

Then, click “Search” 

4. The system will then give you a list of the jobs for that date 
range, and the status. 
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5. To see the jobs that are unfilled, scroll back up 
and next to “Sub Status” select “Not Filled”, 
then click Search again. 

 

Alternately, if you want to see all the jobs that 
have been picked up, you would select 
“Filled” 

 

 

 

 

 

 

 
 


