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Path in PeopleSoft:
RECRUITING - CREATE NEW JOB OPENING

1. Enter Job Family* and then hit Tab on keyboard. The

Opening Information

system uses the Job Family to display all job openings. | ebopening Type:  Standard Requisition -
eas Business Unit: Standard BU -
2. Enter your Position Control Number (PCN) or use the o BRI, oo
lookup to give you a list of positions with this Job Position Humber: 00008317 Q. gr Employ Svcs
. Job Code:
Famlly. 0 = Magr Employ Svcs
Posting Title: |Mgr Employ Svcs
3. Click Continue to move to the next page.
Continue I

*To find the Job Family you must have the Job Code.
The Job Code can be found at the Path in Peoplesoft HR:

ORGANIZATIONAL DEVELOPMENT - POSITION MANAGEMENT - MAINTAIN POSITIONS/
BUDGETS - ADD/UPDATE POSITION INFO
Enter the Position Number click on search. The Job Code is located under Job Information section.

Once you have the Job Code go to the Path in Peoplesoft HR:

SET UP HRMS - FOUNDATION TABLES - JOB ATTRIBUTES - JOB CODE TABLE
Enter the six-digit job code and search. The Job Family is located on the Job Code Profile tab.

4. Three fields are required on this page:

Establishment ID — Will automatically default to
University of Louisville. Do not need to change.

Recruiting Location - select a location that helps identify
your department to an applicant — use the lookup to find
the department name. If you do not find the
department listed contact your Employment Coordinator
for assistance.

Projected fill date — enter the desired date to have a
new employee hired.

5. Continue to scroll down. DO NOT enter the employee
being replaced.

Opening Information

Job Opening Type: Standard Requisition
1415214 |C Paula Soder

0410212012 [

Created By:
Created:

*Openings to Fill: Limited -

Target Openings: [

Available Openings: ’_‘I

Establishment ID 001 C, University of Louisville
Business Unit: [UOFL1 @, standara Bu

Position Number: 00008317 & Mgr Employ Sves

Job Code: 001607 Mar Employ Svcs

Company: [UL 1@ university of Louisville
Department: 3710000156 2 VP Human Resources
Location: BELKNAP . Belknap Campus

1157 O, Human Resources

Recruiting Location:

Status Code: 005 Draft

Status Reason: MNew Authorization bt

Status Date: 0410212012

Desired StartDate: | [

Encumb. Dt: b
Projected Fill Date: 0510112012 |[=]

Date Authorized: !

Referral Program ID: v
Recruitment Contact: x.

Employees Being Replaced

]
customize | £ind | 80 | B First B 4 o1 Bl Last
*Name Empl ID

| Q 0]

Add Emplovees Being Replaced
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Additional Job Specifications Find i First B 4 or 4 D Lag

6. Add Competencies (Optional) needed to perform Work Experience 8 Education Customize | Find | Bl Fivst K 1 054 B Lost
Minimum Maximum
“Highes ucation Level ‘ears of ‘ears of
the job st St e mos st

= Competencies can assist in your screening o ndea ) = @

Add Work Experience and Education

of applicants.

Licenses & Certificates Customize | Find | B0 | #8  First Bl 4 or1 Ml Last

= Continue to add additional competencies icense or Certicate
by clicking Add Competencies. ! & d

Add LicensesiCertifications

Competencies customize [ Find [ B0 38 First B 4 or 1 B Lot
*Competency
|Microsoft Word Q m

7. Add Team to Recruiters to select the appropriate
team.

Add Competencies
emdView Al First KN 4 061 T Last
= Select HR/Employment Recruiting Team
for all positions.

= Click the OK button. You will then get a list No Recruiters have been added to this Job Opening

.
of HR Recruiters. Put a check by your  soreouters ¥l pgatesm
Employment/Comp showing them as Add Team
PRIMARY.
Select Team ID Description
2 HR/Employment Recruiting Team
OK Cancel
8. Click on Add Job Posting to enter the Job Postings &
Postings Primary Posting Title

posting information.

Add Job Postings

Add Job Posting Information
Required posting description boxes when creating a staff job opening posting information are:
=  Underutilization
=  Search Committee (only if underutilized)
= Minimum Qualifications
=  Position Description
=  How to Apply — Staff Positions
=  Equal Opportunity Employment
= Courier Journal Speedtype
Optional posting descriptions are:
= Preferred Qualifications

=  External Advertisement (CJ, Career Builder, Chronicle of Higher Education)

(s )
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Underutilization:

Visible Field

Description
Type

Description
ID

Description

Office Only

Underutilization

Leave blank

Text will auto
populate. Do not
edit.

Recruiting Solutions 9.0 User Manual

Job Destipfions Find First 4} 1-2 0f 2 | Last
*Visible: Office Only i -
*Description Type:  Underutilization t]

Description ID: -

Description: This Position is not underutilized

Add Posting Descriptions

@ Underutilization is based on the Job Family code associated with the job code and will populate
automatically. Underutilization for staff positions is university wide.

If your position is underutilized for (i.e., females and/or minorities, other) then you will need to form a
Search Committee. You may be asked to give additional details on reasons for selection or non-selection

from candidates in the pool.

If the position is not underutilized, skip adding a Search Committee and move to the next step.

Search Committee (If position is underutilized):

Click Add Posting Descriptions.

Visible Field

Description
Type

Description
ID

Description

Office Only

Search Committee

Search Committee

Text will auto
populate with
instructions. List the
information

requested at the
bottom of the text
box.

*Visible:
*Description Type:

Description ID:
Description:

Office Only v o

Search Committee -

Search Committee -

P\Iways remind your Dept. Manager /Chair to assemble a diverse Search Committee - fa @
Affirmative Action DeptHR manitors the Search Committee makeup before they approve the (51
posting of the position. Ifyou are unable to appoint a diverse commitiee, please give a brief

+ Pty

kot no

Add Posting Descriptions

—
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Minimum Qualifications:
Click Add Posting Descriptions.

Visible Field

External Only

Description = Minimum
Type Qualifications
Description
ID  Leave blank
Description | Text will auto populate

with minimum
qualifications for the
position. Do not edit.

Preferred Qualifications (optional):
Click Add Posting Descriptions.

Visible Field

External Only

Description = Preferred
Type Qualifications
Description
ID ' Leave blank
Description Type the preferred

qualifications in the
text box. For any
questions about this
category, please
contact your
Employment
Coordinator.

Recruiting Solutions 9.0 User Manual

*\isible: External Only -

*Description Type:  Minimum Qualifications |:J

Description ID: -

Description: lasters dearee in Human Resource Management, Public Administration, or a related field  » &

-

and five years of related experience. Additional experience may be used on a oneo-one  |£]

basis to offset the educational requirements. The university offers market competitive salary _
A mmnBin Pmnia F11

Add Posting Descriptions

“Visible: Exernalonly =

*Description Type:  Preferred Qualifications i =

Description ID: -

Description: Prefer candidate to have SPHR cerification &

Add Posting Descriptions
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Position Description:
Click Add Posting Descriptions.

“Visible: External Only -
HH H *Description Type:  Position Description -
Visible Field External Only bescption 0 .
D . t' Description; Enter your description here\ @
escription
Type  Pposition Description (5] Adt Posiing Descrptons
Description
ID  Leave blank
Description = Type or paste your
position description in
the text box. This will
be the description that
will be posted as your
advertisement.
How to Apply — Staff Positions:  Click
Add Posting Descriptions.
*Visible: .External OI’]|Y_ b
Visible Field External Only “Description Type: | HOW T AN St Pusions
Description ID: How to Apply - Staff Positions b4
Descrlptlon HOW to Apply - Staff Description: To apply for this position, please dlick on the "Apply Now” button on this page or by clicking  » @
. on Return to Previous Page link. This will take you back to the CareersiJab Listings page, 5]
Type Positions once there put a checkin the box for each Job Titlello ID that you want to apply for. Besure
P +| Add Posting Descript
Description How to Apply — Staff SR
ID Positions
Description Text will auto populate

with application
instructions. Do not edit.

Equal Employment Opportunity:
Click Add Posting Descriptions.

£

-

o

The University of Louisville is an Afirmative Action, Equal Opportunity, Americans with
Disabilities Employer, committed to diversity and in that spirit, seeks applications from a broad

&

*Visible: External dﬁly

. e . “Description Type:  Equal Employment Opportunity
Visible Field External Only IR === ==
Description  Equal Empl t e

escrlp Ion qua mp Oymen variety of candidates

Type OppO rtunity Add Posting Descriptions
Description = Equal Employment
ID | Opportunity

Description = Text will auto populate.

Do not edit.
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The university advertises all staff positions locally to support our EEO/AA planning objectives.
You must add your speedtype for the $125 charge. Click Add Posting Descriptions.

Visible Field
Description
Type
Description
ID

Description

Office Only

Courier-Journal —
Speedtype #

CJ — Enter Speed Type
# ONLY
Type in the speedtype

you wish to use for the
$125 charge

External Advertisement 1 (Optional)

*Visible:
*Description Type:

Description ID:
Description:

Add Posting Descriptions

Office Only - @
Courier Journal - SPEEDTYPE# =

CJ - Enter Speed Type # ONLY -

Speadtype - XXX &

Use this option if an ad will be posted in a publication other than UofL Jobs website or an
individual ad in the Courier Journal. Click Add Posting Descriptions.

Visible Field

Description
Type
Description
ID

Description

Office Only

External
Advertisement 1

Leave blank

If you will be placingitin
other publications,
please list them here as
well. Show the ad that
will include the Job ID#
and link to the job on
UofL Jobs website.

*Visible:
*Description Type:
Description ID:
Description:

Office Only - i}
External Advertisement 1 -
Would like Job News ad for 4/812 - 4/22/12. SpeedType - X0000( @

Will place ad on SHRM website 4/8/12 - 4(22(12

Add Posting Descriptions

NOTE: You must always reference our website www.louisville.edu/jobs and the Job ID for
your search in your outside publication ads. All applicants must apply online. They can
complete their application, attach or paste in their resume, and complete the self-id form.

Last updated 1/15/2021
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The only job position destination you will use is External-Staff.

Destination

Posting Type
Relative Open Date

Post Date

External- Staff

External

Leave blank

Add the date you wish the advertisement to start. This will be

Thursday for the ad to post on Friday.

Remove Date Add the date you wish the advertisement to be removed.

First L4 10f1 Last

Posting Duration
{Days}

Job Posting Destinations Customize | Find | Ell i

£ Relative Open
*Posting Type
Posting T Date

External b

Post Date Remove Date

*Destination

External-Staff - [o6r1a:z012 [3) [06/2512012 [[3) 11

Add Posting Destinations

NOTE: The destination should be either External Only. All positions should be posted for 11
consecutive days, starting on Thursdays for staff position. Temporary and Part Time Lecturer
positions may post for a minimum of 3 business days beginning on Friday through the following
Tuesday.

—
(0]
| —
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Preview Job Opening

> Click Preview to review the posting. Jo Tits: Temaoran ot Sz
JobID: 40505
Location: HumaEn Resources

> After reviewing the advertisement, you
may need to make some corrections to
certain areas of the Job Description. Click
BQJ'EDISGE;I'EI'IG EE’.&I'EHQ'H‘DJ[:.B&ISU’TQE’N&I:@[ETE I'IE"HDD:."I'ET. Imrunwh; s,
Return to Previous Page I|nk Make the and refzrral. AddRlonal experience may be used on 3 ane-i-one basis i offset e educational reguinements

'Wage minkmum 521,040

Swhch 10 Imamal View

Minimum Qualfcstions

necessary corrections and click the OK Position Dsseription

H H ‘The Human Resources depariment at e Unkershy of Loulsdlle believes faculty and si=l are e Unkersk's
button. This will return you to the Job 1 e v e P Remouroes’ 1 priorty.Faaren Recources” o £ 1 e Compus Sdmiciatrs

recruR, retain, recognitze, and newand oD Gl tculy and stafl

(0] pening page. The UniersRy of Loutsuilie Human Resounces Deparment ks sescing 1 SulHime Temporary Emplojment
Coondinztor. This posion 15 up 10 3 1 jear assignment, Includes medicai-only Denatis, currently Tatures 3
remnole work schedule, wilh an approdmate start dale of February 1, 3E21. The Temparary Employment
Coondinztor supports e IR ANCHon by perbrming 3 wide varisty of complex and dierse amplojment dutles n
support of e day-io-day operafions of e universly’s hiring processes whilth confribule fo overall HR goals

> CI|Ck Save and Submit Th|s W|“ send a and InRLves Housed on meeting UL Sirategic Plan goaks. Minlmum hourly raie
. KEY REZPON SIBILITIE 5~
workflow to Employment Services for

+ Bulld and Maintin MElEonSNIRS WIN N2 LANSTSRY COMMUNRY, Wi Do primary goal of providing
ffzciie Support 1o sirateglc InRiztves.
approva | . Scrol | back to the top of the « Develop, lmgilement and delier area specifc consultation, prosesses and polices o achiew Rirkgion-
boarding oojecthes.
. Oo'sle:’wm Depariment Adminisiraiors / hirlng managers fo undersiand recraliment needs and guilde

page to see the Job openlng ID — be sure deparimental i3 Mough e RiNing process; provide £02cAINg on Inentew lechalgues and legal
_re:JIre'neTs L e . : o
to write it down. " Comicing PcnAGW. Soretig oo 20 Rhow D TRRE TR

« Impilement go0d TN EMDMs 10 ensune et 3pplicant pots Nave dherss candidses (Le. minorky
weterans, and Indhduals wiln disabliRies)

= Infieract Wit S1a, Baouly, exemal agensies and oher unkersky deganments; malntain colisnorathe
relationsnips

» Coardingie and assist wilh on-boanding new employess.

* Agsist with ensuring compliance Wit feceral'sias 1aws 3nd UkersRy pollcies 3nd procedures

» Serve 35 polnt of contadt for arlous HR funclians.

« PrEgars reg0Ms. Provioe QUITENce, STEWEr QUESTIONS 200 IeS0he lssuss

Equal Employment Opportunity

The Unhersky of Loulsdlle ks an egual opporiuniy, afMirmathe aciion empiloyer, and ks commilied fo providing
employment opporunities 10 il quaIMed Spniicants WINoUL Negard 10 race. $8x, 30, color, NEtional onigin
efrnichy, creed, religlon, disabiiRy, genetic Information, sexual orlentation, gendar, gender klently and
SUPIEESkon, Marka| SiEs, Pragnancy, of veleran status. I jou ane LNsnle 10 Use our anling application process
cue 10 = ImpEinment or disanlify, plezss contact Me Emplyment team 2 employment@louisyilleedu or
502 8526258

How To Apply - $taft Positions

To 3ppiy for ks posRion, Tillow e “Online App. FomT™ link Delow 3nd Men click on e “Apply Now”. You must
answer 3l reguired fizkis and sutii your spplication by clicking e "Submi bulon. Detalled Instnuctions are
aalianie 3t loulsuilie S0w)ons In e "Ly Caresr Tooks™ section. VSCNCHEs ane routinely removed rom e joos
peairtal anound T00PM exch Monday.

NOTE:

Only ONE aftachmeant can he wioated par anplcation. [ jou wish i Inchyde 3 Covar itiar ar aher gocuments,
please cambine tham as ans docunent with your resumedcy. save the document with 3 simple short it that
contains only eHers, SAacos, O NUMBars, and than Lk

Computers anz aaliable for apolkation submisskon at e Human Resources Degartment looated 2t 1930
Arnur Streed - Loutsuilie (ET.JD’:..' 40208, For mane IMormation, plesse conMact us oy emall &
emplymentioulsAlie.edu o by phone 502-852-6258

0 Tequine 35511002 OF 3CC0MIMDASToN W our online SppIlcation BTOCESS, jOU My Schedule a0
appalriment & (502) 852-6255 with Employment Senvices 3t e Human Resources office localed ai 1550 Arfur
Streat, Loulsilie, KY 40208

REtum 1o Previous Fage Swhch 1o Inemal View

@ NOTE: Please do not change the job posting once you have submitted it for review. If you
would like to make changes prior to advertisement contact your Employment Coordinator.
Your Employment Coordinator will review the job opening submitted and contact you if
revisions are required prior to approval and advertisement of the job.

Last updated 1/15/2021
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Track Job Posting Status in PeopleSoft
Path in PeopleSoft to find Job Opening:

RECRUITING @3  FIND JOB OPENINGS

1. Remove Open from the status field by selecting the blank line from the drop-down menu.

2. Enter Job ID # and click Search button.

3. Click on the Job Title. This brings you to a Manage Applicants list of all the applicants that have applied for
your position.

@ NOTE: If you have any questions please work with your employment coordinator. If you need assistance
immediately and your coordinator is out of the office, you may contact employ@louisville.edu or call
502.852.6258.

Manage Applicants

Viewing Applicants

You can put Job Opening
applicants in Posting Title: HR Internal Business Use Only Job Opening ID: 27586
. Job Opening Status: 010 Open Job Type: Standard
alphabetical order by e 0 e
) Position Number: 00008317 Mar Employ Svcs
first name — Business Unit: UOFL1  Standard BU
or Deposition Order. Job Family: 105 Adrministrators
Click the applicable Esave EPcione [EcreateMew  Previous Job Opening |Next Job Opening |Job Opening
title to re-order. s
Manage Applicants | | Activity 8 Attachments | Job Opening Details

View Applicants Screen Applicants [nterview Schedule

View, save or print

a Resume or CV: Display: Al -
Applicants Customize | Find | View 20 | EI| F|rr-tlll 1-75 of T&u Last

CIICk on the icon Of a :Bml:'an A e Disposition Resume *Take Action

age in the resume

pag o [ test fixfix 203447 |Ext Applied ;'Izrggﬁoﬂ Select Action..

column. This will not

. . i : 102712011 |- .

include the Apphca“on. [[] |nerr test 202740 |Ext Applied 11:35AM Select Action... -
[] | mememe test | 204511 |Ext Applied ;‘fglﬁﬁm“ ‘Select Action... =

Our system can only accommodate one resume attachment at this time. If applicants wish to add a cover
letter, they are instructed to combine it with their resume document.

Any applicant with “HOLD” status may indicate that the applicant has accepted another position. Contact
your Employment Coordinator for further instructions before proceeding with this applicant.

'

10

—
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Generate Job Application and Resume Report (to receive all applications)

Path in PeopleSoft

UofL CUSTOM MENU @) UL HR GENERAL-NEW EE) UL JOB APPLICATION EEE)
PRINT APPLICATION RESUMES

Select the process: Print Applicant Resumes
You will be taken to a new window to set search criteria/or add [ Fing
new value. Either click on “Search” or “Add a New Value”.

| Existing Value ] Add a New Value

Run Control ID:[JOB_APP_AND_RESUME
Add a New Value:
If this is the first time running the process, add a new value. Name
it JOB_APP_AND_RESUME and click add.

Add

Find an Existing Value | Add a New Value
Search:
Once you have saved the value JOB_APP_AND_RESUME, you may simply click on “Search” and then select
that value. Otherwise you will need to add a value.

1. Enter Job Opening ID

Run Control ID:  JOB_APP_AND_RESUME Report Manager Process Monitor B

2. Remove any existing dates unless this is the

second time you are running this process for —— B Atinchond scommen?

this job id. If that is the case, you may input Date From 0310522012 |15

the date the report was last run to print only

the applications received since then.

3. Check the “Print Attached Resumes”

option;

4. Click the yellow SAVE button at the bottom

of the page. THIS MUST BE DONE EVERYTIME

YOU RUN A NEW JOB.

5. C||ck RUN_ ESave! [=] Notify [ExAdd | JFEUpdateDisplay
(1)

Last updated 1/15/2021
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1. Select server name: PSNT (otherwise the report ~ Frocess Seheduler Request
will not run correctly).

UserID: 51415214 Run Control ID: JOB_APP_AND_RESUME

Server Hame: PSNT T Run Date: WE‘J
i Recurrence: Run Time: Z1451PM | Resetto Current DatelTime |
2. Click OK.
Time Zone: A

Process List

Select |Description Process Name Process Type *Type *Format Distribution

Print Resumes Attachment L_PRTAPP SQR Report

Web * FDF ~ Distribution

OK Cancel

Run Control ID: CBC

Report Manager Process Monitor Run
3. You will be directed back to the Run Control screen. In Process Insinee nznzas
. . . . . “Job Opening ID| 34300y [Iprint attached Resumes?
the View Log/Trace section you will see a box with File ——— -
Name where the report will begin as “No Report
-
posted”. Click on Refresh to update the report from N

If file size is over 100 MB, we strongly recommend to right click on the file you
Queued, then Processing Until you see a Flle name wish to open and click "Save Link As" (Firefox & Chrome browser) or "Save

Target As" (Microsoft Edge) to download onto your desktop (normally it is

that has pdf at the end. Click on that file to open the iocated at Bownload foiden

[ File Name [ File Size |
report and download as a pdf document. INo Report posted (Processing) |

& save || QA Retumto Search || tE|Previous in List | |+[E|Next in List | |[Z] Notify [Ek Add 3| Update/Display

View Log/Trace

If file size is over 100 MB, we strongly recommend to right click on the file you
wish to open and click “Save Link As" (Firefox & Chrome browser) or "Save
Target As" (Microsoft Edge) to download onto your desktop (normally it is
located at Download folder).

[ File Name [ File size
[L_PRTAPP_4121206 out TS

|L_prTAPP_4121206 PDF | 22150k8

@ Save || QRetum to Search || #Previous in List | | #[ElNext in List | |[=] Notify BbAdd || Elupdate/Display

Generate Individual Application and Resume Report (to receive one application)

Path in PeopleSoft

UofL CUSTOM MENU @PEMR GENERAL - NEW @580 JOB APPLICATION @) pRINT
INDIVIDUAL APPLICANT RES

Select the process: Print Individual Applicant Res

Last updated 1/15/2021
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In the next window, click on “Search” to find and select the “Run Control ID” (this will be the one you
created in the previous). If this is the first time running the process, add a new value. Name the file
JOB_APP_AND_RESUME_INDIVIDUAL and click add.

1. Enter the following

Run Centrel ID: JOBAPPANDRESUMEZ2 Report Manager Process Monitor Run
[ ] Job Opening ID number Process Instance:4121298
= Applicant ID box. You can either enter the

. . . . PRINT INDIVIDUAL JOB APPLICATION
applicant id or click on the magnifying glass

. . . . | 40234 )
to see the list of applicants that applied for Jeb Gpening 12 « B print Atached Resumes?
. . . *Applicant ID 357644/ Q
that job id and select the one you desire to Feren
Refresh
view/print.
View Log/Trace
) If file size is over 100 MB, we strongly recommend to right click on the file you
2. Then follow ste ps 1-3 from the previous wish to open and click "Save Link As" (Firefox & Chrome browser) or "Save
Target As" (Microsoft Edge) to download onto your desktop (normally it is
process. located at Download folder).
File Name File Size
Report_4120969 paf 4009 KB
IPRTAPP_4120969.0ut 1.08 KB
‘ilsave |[&h Returnto Search | |t] PreviousinList ||+ NextinList |[=] Notify =% Add ¥ Update/Display

If you get this Message click Ok and continue to click refresh until your report processes. If you are
unable to get past this message go back to the beginning of the process and start over.

Message

Page data is inconsistent with database. (18,1)
When trying to save your page data, the system found that the information currently in the database did not match what was expected.

This problem can happen if another user has changed the same information while you were making your changes. Note the changes you have made,
then cancel the page. Reload the page and view any changes made by the other user. Ensure your changes are compatible and retry, if appropriate.

If the problem persists, it may be a result of an application or other programming error and should be reported to technical support staff.

Possible application errors that can cause this message include:

- changing page data from SavePostChange PeopleCode, without making a corresponding change to the database.

- changing the database via SqlExec at various points, for data that is also in the component buffers.

- database auto-update fields maintained by triggers didn't get defined correctly in Record Field definition or in Record Properties definition.

OK

Last updated 1/15/2021
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MANAGE INTERVIEWS AND DISPOSITIONS

Path in PeopleSoft:
RECRUITING @)  FIND JOB OPENINGS

DISPOSITION OF CANDIDATES

Disposition of Candidates is the process in which the employer identifies the reasons why the eliminated
candidates were not hired for the position.

¢ A disposition must be entered for every candidate.

e Dispositions must accurately reflect why a candidate was not selected.

Disposition Reasons for Candidates NOT INTERVIEWED

On the Manage Applicants tab:

1. For each candidate that has the same Smith 294341 Ext Applied B
disposition reason, select the checkbox
next to the left of their name. Each ine Sommers 294344 Ext Applied =
disposition reason must be entered 2
separately. Sprat 294342 Ext Applied EL)
t All *Group Action: [Select Group Action_ [~| Go
2. Go to “Group Action” at the bottom of the Create Interview Evaluations

applicant list. Click on the dropdown box Interview
and select “Not Interviewed”. Click on ts| | ACcalect Group Action ing Details
IIGOII GTITITETILS

3. You will see a list of candidates that were selected on the screen.

4. Next to the Status Reason click on the 204330 Sally Ride

dropdown box and select the most applicable

reason the candidate(s) was not interviewed.  Status Code: 110 Not Inlerviewed
Status Reason: | |"

(See list of disposition attached). [Didnt follw SUDMLMIISANC 3Dp
Submit & Falled Testing tancel
1 ineligible - Employment Cond
Lacks Other Pref Qualification
5. Click on Submit. Lacks Required Credentials

Lacks Required Education
Lacks Required Experience |
Min Requirements Not Met
Misrepresentation

No Show for Interview

Not Eligible for Rehire

Not Legal to Hire

Only Int Candidates Considered
Reempioyment of RIF Employee
Selecled for Other Position
Unabie to Contact
Unsatisfactory Work History

'
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Manage Interviews (For candidates that were interviewed)

Recruiting Solutions 9.0 User Manual

All applicants that were interviewed must be recorded in PeopleSoft.

On the Manage Applicants Tab:

1. Select the checkbox to the left each applicant’s name ck Sprat 204342 Ext  Applied B e
interviewed (even your preferred candidate). lect Al “Group Action:  [Select Group Action__ [~] [eo

Create Interview Evaluations

Not Interviewed

Go to “Group Action” at the bottom of the applicant list.
ants| I B¢ seject Group Action...

Click on the dropdown box and select “Interview”. Then Atrecrmremcs
. s Screen Applicants Interview Schedule
click Go.

Click on the arrow next to the candidate’s name to

Applicant Mame: Buz Aldan Applicant |0 294340

expand and then click on Interview 1 arrow to expand. Applicant ype:  Extemal Appicant Prafarred Gontace. ol Sgecilid

Enter Type of Interview. Department is used most often

for staff interviews.

Submil | Save for Laler Cancel

Enter the Date, Time Begin and Time End.

Enter EMPLID of the person who did the interview (only the search committee chair or main interviewer’s
information needs to be entered).

Continue to expand each candidate and enter the information until all Interviews are recorded.

Click on Save & Submit.

NOTE: Most of the time, this is all you need to do on applicants that were interviewed and who were not
your preferred candidate. However, sometimes your employment coordinator may need additional
reasons for not selecting someone you interviewed (i.e., Reduction in Force or Underutilization).

Interview Evaluation & Disposition Reason

You must enter and Interview Evaluation and Disposition reason for each candidate that was interviewed
including the Preferred Candidate.

On the Manage Applicants Tab:
1. Click on the checkbox next to each candidate interviewed.

()
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Go to “Group Action” at the bottom of the applicant list.
Click on the dropdown box and select “Create Interview

Evaluations”. Then click Go.

Expand each candidate by clicking on
the arrow next to their name.

Complete the Interview Rating, Overall
Rating and Recommendation for each.
After Entering the “Recommendation”
the “Reason” dropdown box will
appear. Enter the most accurate
reason why they were not selected if
not the Preferred Candidate.

For the preferred candidate, enter the
applicable ‘Interview Rating’, ‘Overall
Rating’ and ‘Recommendation’. Then
select Best Qualified Candidate from
the ‘Reason’ dropdown.

Recruiting Solutions 9.0 User Manual

an Eoretoers Lan v

=)

*Group Action: | Select Group Action_ .. 1~ &

Create Interview Evaluations

Interview h‘
| Not Interviewed

| :J Select Group Action...

ing Details

L]
=
a
A
=

Apglicant io:

294340 Applicant Name:  Buzz AN
Job Dpening 10c TETR Pasting Tite: Admeny AssE - Testng
Interview Date: 042552017 " Interview Type: | Campus b |

Calepory Indornaew Raling Soore

Cverall Review [ ot Preferres Candigate | 0 =

Recommengation

Grrarall Rating: | Nat Prefarmed Candinate v]

Recommendation:| 021 Did Hed Make Cfer ~|  meason:[Lacks Frafrd Exp AmuReledn | ~|

Continue to expand each candidate and enter the information until complete. Then click ‘Submit Evaluation’

(NOT save).

16,

—

Last updated 1/15/2021



UNIVERSITY OF

LOUISVILLE.

Once the interview evaluation has been completed for the preferred candidate, a job offer must be
prepared.

Go to the Manage Applicants Tab of the Job Opening, on applicant list, use the dropdown box under
*Take Action next to the preferred candidates name; Select “Prepare Job Offer”.

ID Type Dispositiona Resume Application Last Updated *Take Action
340878 Ext Applied % 12/18/2020 4:38AM !SElEEl Action... o !
340866 Ext Mot Intrvw FI% 03/12/2020 1:48PM |Selecl Action... s |
1. Enter the following: Offer
Save for Late [ Submit | [ Add Revised Offe| [ Delete Offer| [ Gancel | Return to Previous Page

> Offer Letter: Select appropriate offer

Offer Details
|Etter from the drop down' Job Opening: 38321 Employment Coordinator TEST ONLY
» Salary: P&A should always be annual; Business Unit =i
Position Number: 20003471 ‘3 Employment
Classified should be the hourly rate. Job Code: 000644 Employment Goord
> Comments: e e
Commencement Date: L}

Hiring Manager:

A,
=  Enter the justification for the hire. If Recruiter = @ Janet Tomazin

you copied your comments from the :” B e

interview evaluation they can be *Status: 008 Pending Agproval

pasted here. These must be job Z:DLH : =

related. Letter: [FOURLY_CLASSIFIED_OFFER_LETTE: ~ | Date Printed: %

Generate Letter Email Applicant  Upload Letter

Recommended Salary Range

= [fsalary is over the midpoint of the

Job Offer Components

grade, justification for the Salary “Component “Offer Amount Currsncy Fragusncy
amount should also be put in the Saseouty g o000 [usp v | [Hewy ~] 8
comments section. Comments

This is our preferred candidate because ... 2 Q”

B25, 40 hours|

= On staff offer, enter the paygroup
(i.e., P12, B24, B25) and the hours

Added By:

they will work (i.e. 37.5, 40) =
+| Add Another Comment Previous Comment Next Comment
2 Submit Save for Lates| | Submit Add Revised Offe| | Delete Offfer Trree] | s e
.

Offer Approved by Employment Services

Once an offer has been submitted, please do not make changes. Your employment coordinator and
compensation will review the offer and contact you if additional information is needed. Once the offer is
approved your employment coordinator will update the status to Extend 010, approving the offer and the
salary. Your coordinator will notify you via email with further instructions and an offer letter. The offer letter
should be updated with the department contact information prior to presenting to the preferred candidate.

Last updated 1/15/2021
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Update Offer to Accept

Once the preferred candidate has accepted the contingent® offer and CBC is successfully completed (see page 19-20
for instructions), return to the offer page from Manage Applicants. Click on the disposition of Offer next to the
preferred candidate’s name.

1. Scroll down and click on the yellow Edit Offer button.
S Daiete Offar] [ Gancal | Retum o Previous Page

2. Scroll up the page and change the status from Extend o

010 to Accept 020. If it does not say extend, your Offer Details| Approvsls

employment coordinator hasn’t approved it yet. Submit Ganoal_| Fletum o Previous Page

Offer Details

3. Scroll down to the comments box and click Add a Job openin e

Comment. (If you have problems adding another Position Number:  [80002¢ 2

comment, you can also add this information to the
current comments). Enter the following:

=  EMPLID (if known)

= Date of Birth

= Paygroup (i.e. P12, B24, B25)
=  Hours to work (i.e. 37.5, 40)

= Start date (same day as they will attend
orientation). Remember, the CBC must be
successfully completed prior to starting.

= CBCsequence number. If Internal transfer or

promotion that doesn’t need new CBC, note that.

Job Code: 000644
Offer Date: Tz
Commencement Date:
Hiring Manager:
Recruiter:

Created By:

Status

*Status: [020 Accept

Reason: [

Offer Letter

Letter: |

e ‘ Date Printed:

Generate Letter Email Appl

Recommended Salary Range

Job Offer Components

“Componsnt

“Offer Amount

Cursney

Fraquency

[UsD

_________

v ] [Hewry |

e

Added By:
Last Updated By:  Jane

+| Add Another Comment

Submit

Odffer Details| Approvals

Return to Previous Page

Cancel

*The state of Kentucky requires criminal background checks (CBC) on all initial hires. A
CBC panel in PeopleSoft must be completed to initiate the CBC. PeopleSoft path: UL Custom Menu > UL HR

General > Background Check > CBC Data Entry.

Notify your employment coordinator when the CBC is completed, and the start date has been confirmed.

Last updated 1/15/2021
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CRIMINAL BACKGROUND CHECK (CBC) PROCESS

Department HR. adds Vendor sends Dl ;
2 education check, . y completes online
submits request - » b - instructionsto — =
» if required, and Pt - authorization
in PeopleSoft new hire via email

form
|

submits to vendor

2 Department
CBC is processed v :
; » receives email of
and reviewed :
completion

REQUESTING A CBC

To submit a request for a criminal background check, the department will need the following information for the new hire:

1. Full name
2. Email address
} The email address provided will be sent instructions from Truescreen to complete the online authorization
form. The notification e-mail will come from applicationstation@true scree n.com, subject line "Background
Investigation Forms Requested". Please notify the new hire that they will receive this email and to check their
spam folder if it has not been received within 1-2 days of the department's submission.

} No email address? If the new hire does not have an email address, please enter employment@louisville .edu
and then notify the new hire they will need to come to the Human Resources office (1980 Arthur Street) to
complete the online authorization form. The instruction email from Truescreen will be emailed to HR.

DEPARTMENT SUBMITS REQUEST IN PEOPLESOFT
NAVIGATION: UofL Custom Menu> UL HR General New> UL Background Check> UL CBC Data Entry

1. Select Add a New Value.

Limit the number of results to (up to 300): 300

Sequence Number: = -

Position Number:
Expected Hire Date:
Empl ID:

First Name:

Last Name:

begins with = Q
= - 3
begins with  + Q
begins with ~

begins with ~

2. Leave as the default for sequence number . If any other
number appears, delete and leave blank. Click Add.

( T s evvae

Sequence Number: 1]

Add l

Last updated 1/15/2021
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1. Complete the CBC Data Entry Panel

Complete ALL required fields. Required fields are marked with an asterisk(*). Click on the magnifying
glass “4 to look up lists of information for each field.

i
Sequence Humber Status poslTloN NU MBER
Position Humber 2 Enter the PCN associated with the
Bl el B candidate’s position and hit Tab. Job Code
by e and Department will auto-populate.
*Department
*SpeedType Key &}
EMPLID Empl ID Q
Enter the EMPLID if *First Name|
known. The name will Widdle Name |
auto-populate. “Last Name | Name Suffix a
DEPARTMENT CONTACTS
T Enter two department contact’s user IDs
» Confirm Email Address | : ; ) ;
DapaHmant Conticts ? 1t Tehtrerant INs" to receive email notification when the
SAVE S— Q CBC is completed.
Click save and status will update to “Userio| Q !
Initiated. You are now finished Dates
with the CBC request process. Initiated by
Notify new hire they will receive an — Ciraitai i
email with instructions for the L :
Last Update Date/Time by
consent form.
5 save [ 4Add | 7 |Update/isplay
UBM |HR

ADDITIONAL INFORMATION

} Sequence Number: Once you have clicked save, scroll back up to find the sequence number. You may wish to note
this number for your reference.

Cancel a Request: If you need to cancel a request, return to the form through the CBC Data Entry panel in PeopleSoft
and search by sequence number. Then select the cancel button at the top of the page and save. If the request has

already been submitted to the vendor this will be grayed out and you will not be able to cancel. Please contact your
employment coordinator.

CBCs are submitted at 4:00PM daily.

Last updated 1/15/2021
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Recruiting Solutions 9.0 Prepare for Hire Checklist

PCN:

Job Code: Job Family:

Interviewer EMPLD:

Preparing for the Recruitment Process
O All necessary approvals have been received.
O Compensation reviewed the Job Description to ensure the position is classified correctly.

O If applicable, PAR completed to reclassify and the correct information appear on the PCN (i.e. title, paygrade,
job code, etc.)

O Search committee chair and members have been selected.
O If applicable, plan anticipated advertisement sources other than Courier Journal and UofL Website.

O For targeted professional publications and listserv, be sure to include Job Opening ID and our website
http://louisville.edu in all postings.

O Determine dates the job will be posted for advertisement. Postings run Friday through Mondays and must be
approved by your employment coordinator.

O Create Job Opening in Peoplesoft.

O Generate job application and resume report.

Recording Interviews
[0 Dispositions entered for applicants not interviewed.
O Interview Information entered for all applicants interviewed, including preferred candidate.
= Enter Interview Date and Time
= Enter Interviewer/chair EMPLID

= Enter Interview Type

O Enter Interview Evaluations for all applicants interviewed, including the preferred candidate.

Last updated 1/15/2021
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Job Offer
O Prepare and submit the Job Offer. Include specific job-related reasons for selection.

[0 Obtain HR approval to Extend Offer for the requested offer amount. You will receive and email from your
employment coordinator when the contingent job offer is approved that will include an offer letter.

O Discuss contingent offer with the selected candidate. Remember, offer is contingent on the successful
completion of the criminal background check (CBC) and/or physical exam (if required) and proof of US
Citizenship or authorization to work in the United States.

Criminal Background Check (CBC)

O Initiate CBC in Peoplesoft.

O Received email notification of CBC completion. CBC submissions generally take four to seven business
days to complete once the new hire has entered their information.

Complete the hire

O Update the offer panel to “ACCEPTED” and notify employment coordinator of acceptance and desired start
date.

O Inthe comments box add to the previous comments the following information:
=  EMPLID (if known)
= CBC sequence number
= Desired start date

For more information and hiring resources contact your Employment Coordinator or go to
the Human Resources Employment page for Manager Resources
https://louisville.edu/hr/employment/managers

Last updated 1/15/2021
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