
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. Go to the hiring tab. Then click on Direct Hire Transaction Table.  

 

 

2. Click on the Actions button to export the table.  

 

 

 

 



3. Under the data tab, use the filter button to make the column headers searchable.  

 

 

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

 

 

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 Tell you 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 spreadsheet is 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:  

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

• 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.  


