Instructions
Data Mining on Certificates
Date Available
The following instructions are for finding applicants interested by their availability dates – “What is the earliest date you are available to work” 
1. Open certificate to view the names

2. Select the button 
3. Select the option “Create A New Data Mining Definition”
4. Select the NEXT button
5. Select Questions for Mining – 
a. 
Click on the + in front of All Grades to expand and view all available questions to select. 
b. Select the question “What is the earliest date you are available to work?”  by clicking on “Add” in front of the question.  (If you selected a question in error, click on the “Remove” in front of the question.)
c. Select the NEXT button at the bottom of the screen after adding the question(s) for mining.
6. Define Mining Criteria – 
a. Click on the ‘Add’ in front of “What is the earliest date you are available to work?”
b. From the drop down menu to the right of the word Mandatory select the operator Less Than or Equal To – This will identify applicants available from a specified date and prior.  All available operators are:  Equal, Not Equal, Greater Than or Equal To, Greater Than, Less Than, or Less Than or Equal To
c. Enter the desired date in the blank ‘Choice’ text block, i.e. 05/17/2007.
d. Click on the [image: image2.png]Add Criteria



 button on the right side of the page.  
e. The question and answer choice will appear at the bottom of the screen. (If you selected the wrong answer choice, click on the “Remove” option to the right of the answer option at the bottom of the screen.)
f. Select the NEXT button at the bottom of the screen after adding data mining criteria. 
g. Select or Unselect the “Show Statistics Option”.  This is automatically selected; unselecting will not affect the outcome of the data mining.
h. Select the NEXT button at the bottom of the screen.
7. Data Mining - Review Results – this page displays the results of the data mining.  

a. To apply the data mining results to the certificate, select the [image: image3.png]Apply



 button at the bottom of the screen.
b. A pop-up box will appear to confirm the transfer of the data mining results.  Click “OK” to transfer the results to the certificate

8. Mining Applied[image: image4.png]


 
a. All applicants who have selected the desired date when responding to the question “What is the earliest date you are available to work” will have a red check mark by their name and be highlighted on the certificate.  
b. Applicants who have not selected the desired date when responding to the question “What is the earliest date you are available to work” will still appear on the certificate but will not appear with a check mark or highlight.
9. OPTION:  To clear mining results, click the [image: image5.png]Clear Mining



 button directly above the  “Selection Ranking” column
