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Here you ONLY need to enter the Job Offer Components — the amount you want o pay the
candidate (P&A positions should always be annual — Hourly positions should always be at
the hour rate) & paste the comments you brought over from your Interview evaluation into
this comment Box — Plus enter reason for the dollar amount you want to pay the candidate
IF the amount is greater than the midpoint of the grade for the position or if the candidate is
an internal and you are wanting to give them more that 8% over what they are currently
making. On Staff Offers enter Paygroup (i.e. P12 — B24 — B25) — Hours the person will
work (i.e. 37.50 — 40)

Submit
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You may see an approval box or even a series of approval boxes ignore them this is all you
need to do — now your Employment Rep will need to review and approve for you to extend
the offer to your candidate.
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Your page will look a little different.

The only way you will know when your offer has been approved is for you to come back
into the system — Find Job Opening

Scroll down your list of applicants find your Preferred Candidate — or put in Disposition
Order — your Preferred Candidate will have the Disposition of OFFER — Click on the word
OFFER

Scroll down the page that shows Status of 010 Extend — this means you Employment Rep
has approved for you to Extend an offer to your Preferred Candidate for the Dollar amount
you requested.
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Once your preferred candidate has Accepted your offer:

1) As of 7/12/2006 the state now requires Criminal Background Checks (CBC) on all initial
hires — & or if your position is a position or dept that requires the CBC on all candidates
hired, promoted, transferred or demoted into your dept you will need to enter the
background check request panel in PeopleSoft (see instructions from training). Path to CBC
panel UL Custom Menu>UL HR General>Background Check>CBC Data Entry.

2) Come back to this page — Scroll down click on the Yellow Edit Offer button — Scroll up
the page and change the status to Accept 020
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Then scroll down use the Add a comment — (or you can not add another box just add a new
dated comment as | have done here
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SI312006 - Accepted will start 8M/2006 - S5# 414-18-7011 - Date of Birth 5M18M1372 (|
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1) SS#
2) DOB
3) Paygroup (i.e. P12. B24, B25)

4) Hours to work (i.e. 37.50 — 40)
5) Start date - same as the day they will attend orientation. REMEMBER any candidates you

want to start on a Monday MUST have their CBC Panel completed before 4:00 of the
previous Monday that you want them to attend orientation. Example — Desired Start date of
8/7/2006 CBC panel would have entered before 4:00 PM - 7/31/2006.

6) Be sure to note the Criminal Background Checks (CBC) sequence # in your comment
box on all initial hires. If this is a promotion or transfer of a current employee and will not
require a background check note that. If the position and/or department require a CBC on all
candidates hired, promoted, transferred or demoted, please include the sequence number in

the appropriate field.
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Office 2007 Compatibility Patch

To apply the patch go to:
http://www.microsoft.com/downloads/details.aspx?Familyld=941B3470-3AE9-4AEE-8F43-
C6BB74CD1466&displaylang=en

Click on Download — unless you have done this you might not be able to see resumes/CVs than
were saved with the rich text or docx extensions
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Security Setting to allow computer to download attachments:

NOTE: If you click on a resume icon and get NO response, you may want to check your
security settings, which enable your computer to download attachments, using these
instructions:

Go to Tools on Menu Bar.

Click “Internet Options.”

Locate/Select “Security” tab.

Select Custom level then scroll down to “Downloads” subheading.

“Automatic prompting for file downloads” should be enabled (green dot).

Click “Apply” and then Click “OK”.

ok wnE

r

Security Settings - Internet Zone E|

Setkings

|¢] Run Activer conbrals and plug-ins P
) Administrator approved
) Disable
(%) Enahble
{:} Praormpk

| @] Soripk Ackives conkrols marked safe For scripting™®
) Disable
) Enable
'@' Prompk

l&? Downloads

,93 Aukomatic prompting For file downloads
) Disable
&

,93 File dovinload

) Disable
(&% Frishla
£ ¥

*Takes effect after wou restart Internet Explorer

Reset custom settings

Resettal | medium-high (dsfault) v| [ Reset. . ]

[ oK l [ Cancel ]




2009 Staff Underutilization by Job Family
Most Current Years listing - http://louisville.edu/hr/affirmativeaction/aa/

Job

Famil

Job Family Description

2009 Underutilization

104 Educational Administrators (graded staff) NONE
105 Administrators (grade staff) NONE
200 Faculty See Affirm Action
301 Financial NONE
302 Management & Other Analysts NONE
303 Buying & Purchasing Prof NONE
304 Personnel & Training NONE
305 Higher Education Prof NONE
306 Archiitect, Eng & Surveyor NONE
307 Computer Prof NONE
308 Natural & Math Sci. Prof NONE
309 Physician & Health Diag Prof NONE
310 Nurse NONE
311 Misc Health Workers NONE
312 Counselors & Advisors NONE
313 Librarians, Archivists & Curators NONE
314 Psychologist & Social Workers NONE
315 Sports Professional NONE
316 Writers & Editors NONE
317 Public Relations Spec NONE
318 Clinical Lab Technologist NONE
319 Electronic & Science Technologists NONE
320 Misc Professionals NONE
321 Academic Advisors NONE
322 Research Scholar Professionals NONE
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Disclosure Questions on our staff, faculty and administrator online application.

Personal disclosure questions are required; you must update all existing answers to reflect
changes.

1) Prior Position and Criminal History Disclosure

Have you ever been discharged from, forced to resign from, or have resigned in anticipation of being disciplined or terminated from
a prior position?

2) Have you ever been convicted of a crime other than minor traffic violations?

Governmental Sanction Disclosure

3) Have you ever been or are you currently excluded, suspended, debarred or otherwise deemed ineligible to participate in
governmental healthcare, procurement, or other programs? If yes, list ALL such exclusions, suspensions, or debarments
including applicable governmental agency, action date, and your address at the time of the action.



