Quick Guide: Direct Hires & Navigating Your Dashboard.

This guide will show you how to download a copy of the direct hire dashboard. This can be used to track
where your temporary or direct hires are in the system.

1. Gotothe hiringtab. Then click on Direct Hire Transaction Table.
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2. Click on the Actions button to export the table.
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3. Under the data tab, use the filter button to make the column headers searchable.
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ones you started.

There are several columns. Scroll to the right and use the Originator Name column to filter for

File  Home Insert Draw Pagelayout Formulas Data Review \View Automate Help  Acrobat [ comments
[ From Tes/Csv & From Picture v [T Queries & Connections SZ Clear = = iy Iy ol =
I3 @ w0 | Vv |Z aEl E B @E BB ¢EHEE-
Get LB From Web [8 Recent Sources Refresh Stock . 5 " N Fiter | 1 Reaprly Textto Remove  Data  Consolidate Data Analyze  What-f Forecast  Group Ungroup Subtotal
Data~ [ From Table/Range B Existing Connections A tocks umencies  beography ZAdvanced | Columns Duplicates Validation Model~ Data  Analysis~  Sheet ~ -
Get & Transform Data Queries & Connections Data Types Sort & Filter Data Tools Forecast Outiine [ N
A v fiv o v
AH Al Ly AK AL AM AN AO AP i
| Assignment smﬁ Originator Email Originator Name Originator Person Numbﬁlﬂ Originator User \tl Line Manager Approval Comments 5 Line Manager Approval Status = Line Manager User '['1_‘| Line Manager/Supervisor Emah
2 ACTIVE_PROCESS dmlinton@memphis.edu Mr Daniel M Linton 1000134 dmlinton Dr Colin Brett Chapell Comments: null Dr Colin Brett Chapell: APPROVE chchpell chchpell@memphis.edu
r
3 ACTIVE_PROCESS dmlinton@memphis.edu Mr Daniel M Linton 1000134 dmlinton Lauren F Byrd Comments: null Lauren F Byrd: APPROVE Infarmer Infarmer@memphis.edu
r
4 ACTIVE_PROCESS mcozinel@memphis.edu Michelle Cozine 1006238 mcozinel Michelle Cozine Comments: null Michelle Cozine: APPROVE mcozinel mecozinel@memphis.edu
r Michelle Cozine Comments: Submitted
5 ACTIVE_PROCESS mcozinel@memphis.edu Michelle Cozine 1006238 mcozinel contract before system was fixed. Michelle Cozine: REJECT mcozinel mecozinel@memphis.edu
r
6 ACTIVE_PROCESS ndgomez@memphis.edu Natalia de Jesus Gomez 1003574 ndgomez Natalia de Jesus Gomez Comments: null Natalia de Jesus Gomez: APPROVE ndgomez ndgomez@memphis.edu
r Michelle Cozine Comments: Submitted before
7 ACTIVE_PROCESS mcozinel@memphis.edu Michelle Cozine 1006238 mcozinel system was fixed. Michelle Cozine: REJECT mcozinel mcozinel@memphis.edu
r Michelle Cozine Comments: Submitted before
8 ACTIVE_PROCESS mcozinel@memphis.edu Michelle Cozine 1006238 mcozinel system was fixed. Michelle Cozine: REJECT mcozinel mcozinel@memphis.edu
r
9 ACTIVE_PROCESS mcozinel@memphis.edu Michelle Cozine 1006238 mcozinel Michelle Cozine Comments: null Michelle Cozine: APPROVE mcozinel mcozinel@memphis.edu
r
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Important columns to:

Column Header

Description

Originator

Tell you who originated the
contract. Allows you to search
for specific users.




Employee Approval Status

Tell you the status of your hire.
Allows you to prompt the next
level of approval if necessary.

Line Manager User ID

Informs you of line manager.

Line Manager Approval Status

If blank, tells you they have
not approved.

Line Manager’s Manager User
ID

Inform you of the second level
approval.

Line Manager’s Manager
Approval Status

If blank, tells you they have
not approved.

Employee Creation Status

Tellyou if there are any errors.
If so, see Employee Creation
Detail column.

HR Approver Approval Status

Inform you if HR has
approved/finalized the hire.

Note, the data on the spreadsheetis current at the point at which you exported the data. Additional
approvals will not be captured until a new copy has been downloaded.

Pro Tips:

e Formore information on the University of Memphis hiring process, take HCM: Direct Hires
Training, which can be found at Memphis.edu/erp/training.

e To learn more about navigating and using Microsoft Excel, take one of the training courses
available to all employees in LinkedIn Learning. In myMemphis, under the Employee tab, click
on Training Opportunities to login with your single sign on.



