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Welcome to the Recruiting Solutions 9.0 User Manual   

This user manual is designed to be used electronically, with embedded links to help you to 

maneuver through the guide.   Click on a topic heading in the Table of Contents to automatically 

jump to a specific section.  At any time, you can use Ctrl + Home to return to the Table of 

Contents.  

 

Table of Contents 

Computer Settings .......................................................................................................................... 2 

Setting Trusted Sites in Internet Explorer ................................................................................... 2 

Office 2007 Compatibility Patch .................................................................................................. 2 

Security Settings for Attachment Download ............................................................................... 2 

Clearing Internet Cache ............................................................................................................... 3 

Create New Job Opening ................................................................................................................ 4 

Create Opening in PeopleSoft ..................................................................................................... 4 

Add Job Posting Information ....................................................................................................... 5 

Track Job Posting Status in PeopleSoft ..................................................................................... 11 

Manage Applicants ....................................................................................................................... 14 

Generate Job Application and Resume Report PDF .................................................................. 14 

Manage Interviews .................................................................................................................... 16 

Prepare Job Offer ....................................................................................................................... 18 

Staff Underutilization by Job Family ........................................................................................... 20 

Disclosure Questions on Job Application .................................................................................... 21 

Checklist for New Staff Searches ................................................................................................. 22 

 

Recruiting Solutions 9.0  



http://www.microsoft.com/downloads/details.aspx?FamilyId=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?FamilyId=941B3470-3AE9-4AEE-8F43-C6BB74CD1466&displaylang=en




http://louisville.edu/hr/employment/manager/underutilized-positions.html




 
 
 

 

 

Recruiting Solutions 9.0 User Manual  

6 
Last updated 10/23/13 Ctrl + Home to return to Table of Contents 

 

Underutilization:  

Visible Field Office Only 

 

 

Description 

Type Underutilization 

Description 

ID Leave blank 

Description Text will auto 

populate. Do not 

edit. 

 

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 females and/or minorities, 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 Office Only 

 

 

Description 

Type Search Committee 

Description 

ID Search Committee 

Description Text will auto 

populate with 

instructions.  List the 

information 

requested at the 

bottom of the text 

box. 

 



http://www.louisville.edu/jobs
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Position Description:  

Click Add Posting Descriptions. 

Visible Field External Only 

 

 

Description 

Type Position Description 

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 Field External Only 

 

 

Description 

Type 

How to Apply – Staff 

Positions 

Description 

ID 

How to Apply – Staff 

Positions 

Description Text will auto 

populate with 

application 

instructions.  Do not 

edit. 

Equal Employment Opportunity  

Click Add Posting Descriptions. 

Visible Field External Only 

 

 

Description 

Type 

Equal Employment 

Opportunity 

Description 

ID 

Equal Employment 

Opportunity 

Description Text will auto 

populate.  Do not 

edit. 
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Courier Journal Advertisement                    

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 Office Only 

 

 

Description 

Type 

Courier-Journal – 

Speedtype # 

Description 

ID 

CJ – Enter Speed Type 

# ONLY 

Description Type in the speedtype 

you wish to use for 

the $125 charge 

 

External Advertisement 1 (Optional)   

Use this option if an ad will be posted in a publication other than UofL Careers, including if you would 

like to place an advertisement in Job New Louisville or an individual ad in the Courier Journal.  Click Add 

Posting Descriptions. 

Visible Field Office Only 

 

 

Description 

Type 

External 

Advertisement 1 

Description 

ID Leave blank 

Description For a Job News 

Louisville ad or an 

individual CJ ad, 

please note that in 

this text box with your 

speedtype and notify 

your Employment 

Coordinator.  If you 

will be placing it in 

other publications, 

please list them here 

as well. 

 



http://www.louisville.edu/jobs
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Preview Job Opening 

ü Click Preview to review the posting.  

ü After reviewing the advertisement, you 

may need to make some corrections to 

certain areas of the Job Description.  

Click Return to Previous Page link.  Make 

the necessary corrections, and click the 

OK button.  This will return you to the 

Job Opening page.  

ü Click Save and Submit.  This will send a 

workflow to Employment Services for 

approval.   Scroll back to the top of the page 

to see the Job Opening ID – be sure to write 

it down.  

 

 

 

 

 

Track Job Posting Status in PeopleSoft 

Path in PeopleSoft: 

RECRUITING          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.  

 

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 

employment@louisville.edu or call 502.852.6542. 

mailto:employment@louisville.edu
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Manage Applicants 

 

Be sure you have set up Trusted Sites and allowed pop-ups, applied the Microsoft Office 

Compatibility Patch (page 1) and enabled download security setting to allow your 

computer to download attachments BEFORE you start (page 1). 

Path in PeopleSoft: 

RECRUITING          FIND JOB OPENINGS 

Find Job Opening 

1. Enter the Job Opening ID#  

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

3. Click Search  

4. Click on the Job Title.  This brings you to a Manage Applicants list of all the applicants that have 

applied for your position. 

Viewing Applicants:  

You can put 

applicants in 

alphabetical order by 

first name – or in ID # 

or Deposition Order.  

Click the applicable 

title to re-order.   

 

View, save or print 

a Resume or CVs:  

Click on the icon of a 

page in the resume 

column.  (Remember 

you must have set up 

Trusted Sites on your 

computer & Allow 

Popups. See page 2). 
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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 that applicant has accepted another 

position. 

 

HELPFUL HINT:  If you are having trouble getting the attachment to open, you may be able 

to open it by holding your CONTROL key down and clicking the icon at the same time, until 

it ask you if you want to view a document.   
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2. Select server name: PSNT (otherwise the report will not run correctly).   

Á Click OK. 

Á Then, click Process 

Monitor.   

Á You may need to click 

Refresh a few times. 

 

 

3. Once you see Success & Posted – click on Details.  

4. Click on View Log/Trace.  

5. Click on the link name that has the PDF extension 

and you should be taken to a PDF file that has all 

applications and resumes submitted for the Job ID 

you entered.  

 

 

Generate Individual Application and Resume Report: 

Path in PeopleSoft 

UofL CUSTOM MENU            UL HR GENERAL – NEW               UL JOB APPLICATION     PRINT 

INDIVIDUAL APPLICANT RES          

Select the process: Print Individual Applicant Res 

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).  

Input the job id number; in the applicant id box, either enter the applicant id, or click on the magnifying 

glass to see the list of applicants that applied for that job id and select the one you desire to view/print. 

Then follow steps 4 - 7 from the previous process. 
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Manage Interviews 

Path in PeopleSoft: 

RECRUITING          FIND JOB OPENINGS 

Recording Interviews 

Manage Interviews: 

All applicants that were interviewed must be recorded in PeopleSoft.   

1. Check each applicant that you interviewed (even your preferred candidate). 

2. Use Group Action, Manage Interviews even if you interviewed 1 or 20 candidates.  We do not 

use Interview Scheduling at all.  Then click Go.  

 

3. Enter EMPLID of the person who 

did the interview (only the 

search committee chair or 

main interviewer’s 

information needs to be 

entered).  

4. Enter the date of the 

interview.  

5. Enter the type of interview.  

Department is used most often for 

staff interviews.  

6. Continue Down the List - then Save & Submit.   

Most of the time, this is all you need to do on applicants that you interviewed and who 

are not your preferred candidate. However, sometimes your employment coordinator 

may need you to give an additional reason for not selecting someone you interviewed.  If 

that is the case, you will need to do an interview evaluation.  
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Interview Evaluation:  

You must do an interview evaluation for 

your preferred candidate.  This is done after 

you enter the interview dates, like all the 

others interviewed.  

1. Return to manage applicants, click on 

word Interview next to the applicant’s 

name, then Create New Evaluation.  

 

2. Rate Applicant: rate education/training 

and work experience 

3. Overall Rating: rate your applicant  

4. Recommendation: make offer  

5. General Comments: Give clear job 

related reasons why this applicant is 

your preferred candidate, and why you 

selected them above all others in the pool. 

 

HELPFUL HINT: Use your browser copy (or right click > copy) command and copy the 

statement you just typed in the comment box.  You will need this statement again in the 

job offer, and copying it now can save you time. 

6. Click Submit Evaluation 

7. Then, Return to Previous Page 

8. Once there, click on the job title – that will take you back to your applicant list. 
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Offer Approved by Employment Services 

Once an offer has been submitted, your employment coordinator will review and update the status to 

Extend 010, approving the offer and the salary.  Your coordinator will notify you via email when 

completed. 

Update Offer to Accept 

Once the preferred candidate has accepted the contingent*  offer, come back to the offer page from 

Manage Applicants.  Click on the disposition of Offer next to the preferred candidate’s name.   

*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.  Instructions can be 

found from CBC training on HR website. 

1. Scroll down and click on the yellow Edit Offer button.  

2. Scroll up the page and change the status 

from Extend 010 to Accept 020.  If it 

does not say extend, your employment 

coordinator hasn’t approved it yet.  

3. Scroll down to the comments box and 

click Add a Comment. (If you have 

problems adding another comment, you 

can also add this information with the 

other comments).  Enter the following: 

Á EMPLID (if known) 

Á Date of Birth 

Á Paygroup (i.e. P12, B24, B25) 

Á Hours to work (i.e. 37.5, 40) 

Á Start date (same day as they will attend orientation).  Remember, the CBC must be 

completed prior to starting.  

Á CBC sequence number.  If transfer or promotion that doesn’t need new CBC, note that. 
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2009 Staff Utilization by Job Family  

 

 

 

 





http://louisville.edu/jobs
http://louisville.edu/jobs
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Recruiting Solutions 9.0  
Prepare for Hire C hecklist (page 2)  

 

  Salary - hourly rate (for classified) or annual rate (for P&A). 

  Offers greater than the mid-point of the grade require HR review and Dean/VP approval 

  Start date        Pay group (i.e. P12, B24, B25)   Hours to work (i.e. 37.5 hrs) 

If the position is underutilized and the selected candidate does not address the underutilized area your 

employment coordinator or Affirmative Action may request additional evaluation on other candidates 

in your pool.  

Job Offer  

  Prepare and submit the Job Offer.  Include comments from Interview Evaluation. 

  Get HR approval to Extend Offer for the requested offer amount.  You will receive an email from 

your Employment coordinator when the job offer is approved. 

  Discuss contingent offer with the selected candidate.  

Remember, offer is contingent on the completion of a criminal background check (CBC) and/or physical 

exam (if required) and proof of US Citizenship or authorization to work in the US. 

Criminal Background Check 

  Once accepted, have selected candidate complete the CBC authorization form. 

  Initiate CBC in PeopleSoft. 

  Fax CBC authorization form with fax cover sheet to HR @ 852-5665. Include the sequence number 

on the form and cover letter. 

For background checks on all initial hires, allow 5 business days for the CBC results.  Employment 

Services processes the CBC with the vendor.  The department will be notified via email when the CBC is 

completed and can proceed with the hire.  If there are any issues, the department will be contacted via 

phone. 

Complete the Hire 

  Return to Job Opening and change your candidate’s offer disposition from Extend to Accepted. 

  In the comments box, add a note to the top of your previous statement with the following: 

  EMPLID (if known)      Date of birth   CBC sequence number 

   Update offer panel to “ACCEPTED” and notify employment coordinator of acceptance and 

desired start date. 


