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Special Hire (Blackboard) Access has been renamed to Departmental Special Appointments and will be
referenced as such in this document. Reference to the PeopleSoft panel itself, will be Special Hire.

Remember- For most users, your Departmental Special Appointments will be under a 2" userid that
begins with a capital “S” — you will need to login to PeopleSoft HR with this 2" userid to use the
Departmental Special Appointments access. There are a few users who have the access under their
main user profile, if they do not have any other type of HR access. You cannot log into ULink with
your 2" userid, you will need to go to www.louisville.edu > “My Accounts” (upper right corner) then
click on PeopleSoft HR in the resulting pop-up box. When entering the 2" userid, it must be entered
as upper-case S followed by your emplid. Your password should always be entered in lower-case.
Passwords are normally a default set by Information Technology, if you desire to have a different
password, please contact Becky Letcher, however the password must conform to the password
standards set by I.T.’s Enterprise Security group (at least 8 characters and consist of alphabetic
characters, at least 1 uppercase alphabetic character, 1 number and 1 special character (< >; and &
are not allowed). It will be your responsibility to remember this password and remember, do NOT
share your login and passwords with others.

When and why to use or not use the Departmental Special Appointments Process:

e Instructors need access before they are reappointed in the next semester. These people
normally will have an existing EMPLID.

¢ Instructors have not been hired through the university payroll system yet. These people
need to be researched to see if an EMPLID exists for them.
NOTE: These Special Appointments will be given access to Blackboard, but will be unable to
post to their class until they are actually in pay status and are listed as the instructor of
record.

e Instructors that are not paid through the university payroll system, may fall into one of the
following categories:

o Gratis Faculty, appointments are currently being added to the system, by the Medical
School Dean’s office (Toni Corbett). All Gratis appointments must be approved by
the Board of Trustees.

o ROTC, IESL, and other joint programs with Western Kentucky University, etc. The
department must request a Sponsored Account for those individuals, via I.T.’s
website: https://louisville.edu/it/forms/accntforms/sponsreq.html

What information do you need to get started: If you already have an EMPLID, skip to page 9.
MUST have:

e Always ask if there is an exisiting EMPLID — if the hire has attended UofL or is a former employee they
may know their EMPLID. (If they don’t know it, they should appear in your search/match).

e First name and last name (correct spelling) — It is also very important to have the middle name or at
least the middle initial.

e Date of birth.


http://www.louisville.edu/
https://louisville.edu/it/forms/accntforms/sponsreq.html

4/16/2014(last updated) Departmental Special Appointments PeopleSoft 9.1 Page 2 of 16

Would be good to have:

e Home address — If they give you a mailing address you will should note that, IF you have to create a
new EMPLID. Foreign addresses should NOT be entered as a mailing address.

Getting Started

JMIVERSITY OF

LOUISVILLE

:a\rc;rites Mainvl'v'lenu > UoflL Custvom Menu > UL HR Genveral -MNew > UL Spevcial Hire > Search Match / Add a Person

Search Match / Add a Person

Search for Matching Persons

Step 2 - Add New POI

: Add Person

Step 1: - You must do a complete search match:
To start, click Search for Matching Persons

(A) Enter the entire last name then hit tab key (tab) — system will capitalize the name when you TAB out
of the box

(B) Enter the first letter of the first name then hit (tab) key

(C) Enter the Date of Birth

(D) Now click on the Search Button

Search Criteria

Search Type: Person Ad Haoc Search

Search Parameter. PSHR_SAVE_TIME HR Auto Run akSave Time

Search Result Code: PSCS_TRAD_MAS CS_Pers Tradtional Result . Sarmiidles ek
Mask Search Clear All
Search Criteria
Search Fields Value:
Address Line 1 | @,
City | @,
| First Name Search |B @,
| [TEST @,

Last Mame Search

Date of Birth 12/20/1978 [5]
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On the results page —try to be an “EMPLID Detective” BE SURE TO VIEW ALL or to check other pages for
more possibilities.

Are there matches to your hire’s Date of Birth — the first and last name (with or without a DOB)?
Look for names similar to your employee’s-name. Robert may show as “Bob”, William may show as “Bill”,

Rebecca may show as “Becky”, etc.

.ln ltm:hm (8 Lw'un Ll L Cu-ml Nt n S.I..Zm e Search Mt | AZE & Peraen

Search Results
Search Type Persen Ast Hoc Searce
Seacch Parameter: PIM_SAT TV MO Ats s 41 Save Tine
Hedat Code POCS _TRAD NAGK C8_Pem Toadema Raasl Mass
Tmrber of 11's Frame 7 Hetyr b Seqict Cagvg

Search Oeder Marder 0 taame Oay

Frpt@e e Towe Ao BN st e Middts Mayw  dant lane Mattanat 1) Dt o Barrs Cemeite Canypud L

| CayiD 3900337 PRI 3L B3 30 MR Test . b 00 1] g

2 BaiD ot P LINAZUA acitizard Haw Tast wvieg213 LT ‘ [

) GampiD. o0 PR Mages B3A ey ™ 000 Ll ] F ag~

4 Garpid 3500018 ' QIIIDM DA wa®d Tt R 0101w u nare

£ .Gampil 2000016 FRI ARt Baty_56a vt " PRURG & ¥ BEt

¢ CamiD: WIIIET PR gensant e Toates ouaEl u

) Sl 1T PRI QUMY Bamany H Tester RGFLT

If you do not find an existing EMPLID for your hire, then you can create one by following these steps:
Click “Search Match / Add a Person” on the top bread-crumb menu — this time you will click “Add Person”
button in the “Step 2 — Add New PO!” box

pvortes  Main Menu > UofL Custom Menu > UL HR General - New > UL SpecilHre > Search Match / Add a Person

Search Match / Add a Person

Search for Matching Persons

Step 2 - Add New POL
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Once here, NEVER take the word NEW out — if you do for some reason, DO NOT retype the word NEW, just
start over by clicking on “Search Match / Add a Person” on the top bread-crumb menu, then click “Add
Person” button in the “Step 2 #Add New PO!” box

Favorites | Main Menu > Uofl Custom Menu > UL HR General - New > UL Special Hire > Search Match / Add a Person

Personal Data

(_Eind an Existing Value [t E=RL AT

o

EmplID:[NEW x|
. Aol

Click: “Add” button

Click: “Add Name” button

Favorites  Main Menu > UofL Custom Menu > UL MR Gensral - New > UL Special Hire > Search Match / Add & Parson

Blographical Deiaiks Contact Information Heglonal Qrganizational Retationships

Parson 1D; NEW
|*Eftective Date: [p1/16/2014 = [ (=] (=]
*Format Type: | English ~|
| Display Name: | Add Name | ‘
Date of Birth: [ L2 o Yoars 0 Months
Birth Country: |uUsAa Gy United States
Birth State: [ b

Birth Location: |
Bilograpnhical History

] waive Data Protection

wos AN Pivel KV g opq !
|"Effective Date: lmnp{'_zgm [x} (=1 1= |
MGender:
|*Highest Education Lavel: [A ~
%‘Murlml Status: [_l:lﬁkﬁQYr}(n V| As of: "
Language Code: | ~|

Alternate 10D: [

Name:

» Do not enter Prefix or Suffixes
» Use upper and lower case

It is important to enter a middle name or at least a middle initial, otherwise the employee will have a
userid with the number O for their middle name.
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Favorites © Main Menu > UofL Custom Menu > UL HR General - New > UL Special Hire > Search Match / Add a Person

Edit Name
profix:
First Name: |Leroy
Middle Name: [Bentley| x
Last Name: |Test
st
Display Name: Leroy Test
Formal Name: Leroy Test
Name: Test Leroy B
' Refresh Name
- OK  Cancel = Refresh

Confirm the name > Click “Refresh Name” button and then click “OK” button.

Favglites Hainvh'lenu » UofL GJSE}ITI Menu > UL HR Gelleml -Mew » UL Spegial Hire > Search Match / Add a Person

*Effective Date: [171E2014 [y [+ (=l
*Format Type: | English wv|
Display Name: Leroy Test - Edit Name |
Date of Birth: [ B o Years 0 Months
Birth Country: IUSH—'% United States
Birth State: [ e
Birth Location: | [IwWaive Data Protection
Biographical History Find | View All First BN qorq1 I3 1 as
*Effective Date: 01162014 | =]
*Gender: [ Unknown v
*Highest Education Level:  |A-Not Indicated v|
*Marital Status: [ Unknown v|  Asof i
Language Code:
Alterate ID: [ ]
L] Full-Time Student

Only enter the items below that you 100% know are correct
» Date of Birth
» Gender
> Highest Education Level
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Click “Contact Information” tab > “Add Address Detail” link

Favorites = Main Menu > Uofl. Custom Menu > UL HR General - New > UL Special Hire > Search Match / Add a Person

Biographical Detalls Contact Information Reglonsl gmunlunomsl Relationships

Porson 1D: NEW

oot |As Of Date Status  Addross

|01/16/2014

Address History

Address Type: Home
Address History -

Find First B} 4 of 1 I3 Last
“Effective Date:  [0326/2014 B pggress: (=]
Country: |U3ﬁ N
*Status: |‘ﬂ‘ @,

Add Address

. OK | Cancel  Refresh

Click: “Add Address” link

Use the “Look Up” for the County — ONLY enter county if you are 100% certain the county is correct. Also,
you can only entercounties for Kentucky addresses.

Favorites Main Menu >
~ -

ofL Custom Menu > UL R General - New - UL Special Hire > Search Match / Add a Person

Edit Address

Country: United States

ange Country|
Address 1: |307 Higher D1 N )

Address 2: |Apt #2

Address 3: |

City: [Couisvilie 1S kentucky
Postal: [40z207

County: [JEF |, Jefferson
| O]  |onCancel..|

Click: “OK” button, then when you have returned to Address History panel, click the ”Refresh” button
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Enter UofL Work Phone, if you know what that number will for your person.

Phone Information Personaize | Find | View Al | B | 38 First £ 4011 O Last
*Phone Type Telephone Extension Preferred
[Uof L Work v| [252-5643] x O |

Click: “Save” button
Click on the “Organizational Relationships” Tab

Click > “Add Relationship” hutton

Fawlﬁtes MainvMenu > UofL Cu tom Menu > ULHR Genveral -MNew > UL SpEEiaI Hire > Search Match / Add a Person

" Biographical Details || Contact/information || Regional |80 ENEEIGERSEE T

Leroy Test Person ID: MEW

Choose Org Relationship t» Add

| Person of Interest UL Person of Interest
Select Checklist Code: Add Person of Interest Inst.
\
f Add Relationship |
[S)save  [Z]Notty | (% Refresh [4Add | 5|UpdateiDisplay . Include History [ 7 Comect History

[ T SR SRS A P S U I S T S SR P

Click: “Save” button
If you did not enter National ID/SS # or an address, you will get a warning — that is not a problem.

Click: “OK” button

Add a POI Relationship

LeRoy Banks Person ID: 3000042

Person of Interest Type:; LIL Person of Interest
0K Cancel  Apply

Click: OK

Be sure to write down your new EMPLID.
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Click the “Save” button on this page. You now need to enter your new person on the Special Hire panel.

On the bread-crumb menu, click on “UL S;%

Favortes Man Menu > Uofl CustomMenu > UL HR General - Hew > UL SpecialHire » Search Match / Add a Person

Biographical Dataits | Contacinformation | Regional | WREI0ELF=1EIE ST ET

Lerooy Test Person 1D: 3000041
‘Choose Org Relationship to Add

Person of Interest UL Person of Interest
Select Checklist Code: Add Person of Interest Inst.

id Relationsiig

[} Save =] Notty | | Refresh 3 Al 2] UpdateDispisy xi include History = || CorrectHistory
Biggraphical Detalls | Contact information | Reqiong! | Organizational Relationships

Since you just created a NEW EMPLID for a person, you will not need to check existing job data information
and you will go straight to the “UL Special New Hire” panel. Skip to page 12 in this document.
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Entering Hires that are Special Department Appointments (no pay status)

Before you enter anyone for a Special Hire — be sure to check their existing Job Data Record

How to determine the Employee Status using Workforce Administration

PATH: Workforce Administration>Job Information>Job Data

UNIVERSITY OF USER USER
LOUISYILLE

Favorites = Main Menu > Workforce Admingtration > Joblnfgrrmtton > Job Data

Job Data

Enter any information you have and dclick Search Leave fields biank for 3 list of all values

Find an Existing Value

~ Search Criteria

Empt ID: pagins with « |
Empl Record: = v
Name: begins with |
Last Hame: bagins with ~ |
Second Last Name: pegins with « .'

Alternate Character Name: begins with «
Middie Name: begins with + |

#inciude History [ Correct History || Case Sensitive

- Search Clear  |Basic Search [&° Save Search Criteria

Enter the EMPLID, checkmark — “Include History” box then click “Search” button. We include this
step to see all history for this person to verify the dates of access.


http://www.louisville.edu/orion/training/CBTModules/Verify_Status/Verify-status.html
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3 ot Data - Microsaft Imtesnet Explarer

Be B8t Yew Frote ok teb r
BTN A =, . ).
O - ) (x] 8] (0 ) swch SrFmcan £ S 3
b ) 00_DATA_GRAIEckere b ignonu anTenher ddePathriacsroder ¥ (£ Go por @t Rstondd Robet (2 wordPad @] Minescts State Governvent =
A
PopleSoft. —
rr £ J_\
e
b RTTPRN )
e ireiow | Hsp | 39

Job Data

Enter any inmdcemation yeu have and chck Eearch Loave Nsids blank for a fisd of allvatues

Eonpix DEGing with 1025686

Fmpl Rod Nus: - v

Karns: DEgIngG with »

Last Name: Daging with »

Second Name: DegIng wih »

Aernate Character Names begins wih »

Mddie Name: begins with W

Vlecthude History | Correct History | Case Sansitha

Search | Chaar | BasicEeaeh & Save 3eanh Critesta

Search Results

1025653 0 Deborah WA WLT Qany Ganky Sumane

1025688 400 Dobosan WAl WALT Llany @ank Samne

1025606 500 Dedoran Wit WILT (lanyy Qank Qgzang
) S O Trinted e

If there are multiple Empl Rcd numbers displaying on the search panel, each one designates a
different type of record in the system. The various values are as follows:

e Empl Rcds 0, 1, 2, etc indicate that the person has been processed in payroll at some point
in time.

e Empl Rcd 200 indicates that the person is being billed for their benefits directly. These
records generally do not have security access.

¢ Empl Rcd 300 indicates the person has a Gratis appointment.

o Empl Rcd 400 indicates that the person has been processed with a “Departmental Special
Appointment”.

e Empl Rcd 500 indicates that the person has received a student refund. These records do not
control any security access.

Any of these records could have termination dates in the past indicating that the appointment is no
longer active, and the security has been removed.

If there is an existing 400 Empl Rcd — bring it up and check the start and termination dates. Be sure
not to enter dates that may fall within the dates already shown for this “Departmental Special
Appointment”.
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A Job Data . Micrasoft laternet Lxploror

Page 11 of 16

Be [ Yew Fogertes Jook tep

Q- O X @G Pt Jrretn @ (3-05, B 3

At @) 00_DATA_GRAISF cderwt ssabipnoneP sranTengieFoderratiadsoin ¥ £ G i @t Ratonal Rebox (7 wordPad - @] Mroescs State Goverrevers ot

PeopleSoft. e e
=1

v Window | Helo | Custenae Page | B,

Work Locatem | 208 Wanmamon | oum Labo Eaproh Sabary Fran OMmpRt)

TestTest EnP [ 43 1436292 tmplRod % 0

Work Location

| Mt Statusc Inactvo Payroll Statusc  Turmnated Sli=

Effoctive Date: Pa02200¢ W goquence: ! “Jub indicator | PrmaNAs v
) im,m Torminakon - v [

Current

| Last Start Dater: 0RO22004 Termination Date: ORO12004

| Expoctod Job End Date g

| Last Date Worked: 000872004 [ Override Last Date Woeknd

 Position Mumber: 00000010 D assee Professor Position Exry Dite: 00022004

| el T | | Positian Managesnuet Rocord

| Regudatory Reglor: Usa Unted States

| Coerguaesy. uL Unsversity of Louiswile

Businoss Unit: UOFLY Standard BU

| Department: 2012000102 ASS Bislogy Dopartmont Extry Date: 040 2/2004

| Locationc BELMNAP Bolnap Campus

Establishment I0: oot R Unversity of Loulswile-Batin

Date Created: 020272004 |

|@ﬂ Ermalmenamd Nals  Eaminny Pt v Banafss Brasewmy B3t inifan ==t I e »
&) torm 5 © Tnated stes

If the employee’s Status is Active, review the dates to confirm that the person will have an active
Job Data record for the entire semester. Please remember that Special Hire access is needed in

order to enter the grades at the end of the semester, ONLY if they will not have an active job data at

that time.

If the employee’s Status is Terminated (or anything other than Active), use the Special Hire
panel. You may also know that the Instructors pay status will be terminated, and you don’t want
them to lose Blackboard and Outlook access — you should create the Departmental Special
Appointment on the Special Hire panel. Continuing Instructors should always be given a 2-year

appointment.
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Special Hire entries:
You should be logged into PeopleSoft HR.

Navigation = “Main Menu > UofL Custom Menu > UL General — New > UL Special Hire > UL Special
New Hire”

If you are using an existing EMPLID - enter your person’s EMPLID then click “Search” button.

Favorites ~ Main Menu > UofL Cusgom Menu > ULHR General-New > UL SpecalHire > UL Special New Hre
UL Special New Hire
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value oL R T 0A7 113
Empl 1D: begins with ~ |1025688 - ¥
Position Number: begins with ~ | @
| Begin Dates: = v | ) ]
| L
End Date: = - W
[¥] Include History
Limit the number of results to (up to 300). 300
Search Clear  Basic Saarch _,;"i"’ Save Search Criteria
Search Results
View All First [} 18018 (8] Last
1025688 30000010 QU01/1998 02/01/2004
1025688 30000010 07/01/2005 09/01/2005
1025688 30000010 07/11/2007:07/01/2009
1025688 30000050 04/27/2012 05/01/2012
1025688 30000090 06/30/2005 09/01/2005 \

Be sure you review existing Special Hire start and end dates — do NOT enter new dates that will
overlap existing dates.

If your ‘emplid only’ search comes up blank or when you are ready to enter new begin/end dates for
your instructor, click on the “Add a New Value” tab.
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Favortes Man Menu UofL Custom Menu UL HR General - New UL Special Hre » UL Specal New Hre

UL Special New Hire

Find an Existing Vaiue 4l
Empl 1D:
Position Number: =
Begin Date: 51/
End Date: 1l
Add

Enter the Emplid and position number.

Position numbers for each department were created for these Special Appointments. Your Position
Number will always be the same for any instructor you enter for that particular department. It will
start with a 3 and will always be eight digits.

Begin Date should always be current date

End date — cannot be longer than two years — on continuing Part-time Instructors, you should
always give them a two-year appointment (ex: if begin date is 04/01/2014, end date would be
03/31/2016).

If you are using the “Departmental Special Appointment” to setup a Temporary Job Data record, just
to get Blackboard & Outlook advance access for an incoming employee, before Payroll actually
completes the pay status Job Data record. You should set the appointment end date, up to 45 days
after their true start date on the “Departmental Special Appointment” (Special Hire) panel. Once
Payroll has entered the employee’s actual hire job data record, it will override the Departmental
Special Appointment record and show their actual job title in Outlook.

Click “Add” button.
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Empl ID: 3000027 Name: TestMegal
Position Number: 30000012 Blackboard Access
Start Date: |p3/26/2014 |[5]
End Date: |03/24/2016 [ Last Update User ID:
Last Update
Date/Time:
(5 save =] Notify [h Add | 7] UpdateiDisplay | include History |

STOP and verify the name next to the emplid and that the dates are correct.

Click: “Save” button.

If you have any questions, you can call or email, Deb Wilt: deb.wilt@louisville.edu — 856-5643

If you are unable to reach me, you may also contact, Becky Letcher: becky.letcher@Iouisville.edu
852-4330.

There is a batch process that creates the actual 400 job data records and it runs after 5:00 PM each
day. The new Job Data, Blackboard Access and Outlook accounts should appear the next morning.


mailto:deb.wilt@louisville.edu
mailto:becky.letcher@louisville.edu
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HR University Report - View Department Special Appointment by department:

Access to this report, requires that you have HR University Reports access.

Log into ULINK > Click “Faculty/Staff” tab > Click on “University Reports” link in the University Reports box.

You will have to log in again OR go directly to University Reports login page at

http://reports.louisville.edu/BOE/BI (make sure that “Authentication:” box contains the word, LDAP)

When the folder list appears in the “My Documents” box, expand “Human Resources” folder and double-click

the “General UBA Reports” folder. In the” Details” box , you should see “Dept Special Appts (BBA) Term

Report”, double-click this reportname to run the report.
57 Favorites *F University Reports

UHIVERSITY OF

Federal Work Study PAY-702 International Employees by Visa Type and EmplID

) . PAY-901 Check Listing for Pay Period Ending
Fiscal Year 2009 PayrollPosition Data
Performance Appraisal - Overall Individual Rating
Fiscal Year 2010 PayrollPosition Data
SHP-521 Training Completion Repart

Figcal fear 2011 Payroll/Position Data

LOUISYILLE. Welcome:
Home | Du-cumenisl
View = Mew Organize - Send More Actions Details
My Documents Title =
I?ulders k| | Active Position Utilization
= : Public Folders 1| | Criminal Background Chedk - Dept
El General University Reports g | | Criminal Backaround Check - Speedtype
L HR Lahels »| | Dept Specal Appts (BBA) Term Report
El Human Resources }| | Ethnidty Recanvas Audit Report
.. External HR | | HR 667 Performance Appraisal Metrics
3| |HR-Job Code Listing - Run to Excel
Forms | PAY-000 Deceased Employees Report Version 4
" Internal HR k| | PAY-211 Terminated Employees Report
510 usa | | PAY-234 Employment Verification Report
Data Verification 3 PAY-562 Service Date Listing
>
;
>
>
{5

SHP-522 Training Requirement Report
Fiscal Year 2012 PayrollPosition Data

Fiscal Year 2013 PayrollPosition Data
Fiscal fear 2014 Payroll/Position Data

How To Run HR. Data Reports - UBA Train

Prior Fiscal Year Payroll History


http://reports.louisville.edu/BOE/BI
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In the “Enter Values” box, enter your department id, and select one of the following statuses from
the drop-down menu:

A — Active only (to view only appointments)
* - All (to view all appointments, both active and inactive)

Enker Walues

Deptid Deptid
Enter Status: Status
A - Active only -
Enter a Value:
A

Click “OK” button to run the process and obtain your report.



