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PageUp User Guide
Requesting to Fill/Close

This job aid is designed to walk you through the process of uploading recruitment materials and notifying
the TA team when a position is ready to be filled. Please note that all recruitment materials must now be
uploaded for a classified search before the position can be closed.

Screenshots are in Initiator-Recruitment view. Please note that you may not have access to some of the
features based on your access

Initiator — recruitment: Can complete the tasks outlined in the job aid

Search Coordinator: Can complete the tasks outlined in the job aid

Department Approver: This job aid does not apply to this Permission Group

Basic User (Search Participant): This job aid does not apply to this Permission Group
Supervisor: This job aid does not apply to this Permission Group



STEP 1

On the Dashboard, navigate to the hamburger menu in the top-left of the

screen.

@ Youare controlling 1

sacc

= PageUp’

My jobs

Visibility

Al jobs My jobs. Team jobs

8 search resuits

Jobnumber  Title

494121 Costume Shop Assistant - TA Test by CC (8/21/2023)

Strategic Operations/Executive Coordinator (to
VPIT/CIO)

494100

494098 Student Support and Wellbeing Coordinator
494092 TEST Production Coordinator 8.4.23

494068 WAGE Pooled Template Test

494057 HR Assistant - Pooled Position Test by CC (7/27/2023)

494054 Admissions Counselor - Test Interview TA team NA

STEP 2

Click on "Manage jobs".

Assigned applications

Manage position descriptions ...

New applicant
Manage applications

Manage reference check requ...

Communication center

YIBSON

If you selected Part-time, enter FTE

Status

Al Current

CVPA Deans Office

Enterprise Service Dellvery

CEHD Academic and Student
Services

Kellar Inst for Human Disabllities
Facllities Services
Human Resources

Sbus Graduate Administration

der review

and create...

L5 - Academic Dept | Admin Unit
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STEP 3

This will display a new page with all jobs cards (postings).
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STEP 4

Find the desired job by using the search or filter options. Once found, click
the position title.
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STEP 5

This will open the job card. Select the "Documents" tab.

o Academic Advisor
Raised from: PD-337 - Academic Advisor

Position info Notes Sourcing

Type of position requested:

Position:

Supervisor (Position Reports to):

Tenure Status:

9-month or 12-month (I/R Faculty Only):

Danmnicitinn Muambkar

STEP 6

Job Advertising NEW

REQUISITION INFORMATION

Classified Staff, Research Staff, or A/P Faculty

Position: Academic Advisor

Position No: FAQ9EZ

N/A

View applications

To add a document, use the drop-down list and select “*document from a

file”.

o Academic Advisor

Raised from: PD-337 - Academic Advisor
Notes

Position info

o

( Select V)

Document

AN

Sourcing

Job Advertising NEW  Documents

Date

Done

Size

View applications ave

Category
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STEP 7

Upload separate files for Confidentiality Forms, Search Completion Form,
Selection Matrix, and Interview Notes. Select appropriate "Document
Category" for each document.

Upload a new document a8

Flle:* s Upload file
Document category:* Confidentiality Form Acknowledgement w
Title:
Save and add another Save and close Close

STEP 8

You can use the “Save and add another” feature to add the files one after
another. After adding the documents, select the “Save and close” button.

Upload a new document a8

File:* Search Completion Form (2).pdf (82 kb) | Delete
Document category:* Search Completion v
Title:

Search Completion Form -

Save and add another Save and close Close
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STEP 9

You will be able to see all uploaded documents here.

Select ~
Document Date Size Category
Search Completion Form - Test 1 Aug 22,2023 82Kb Search Completion View Delete
Selection Matrix - Test 1 Aug 22,2023 8Kb Selection Matrix View Delete
Interview Notes - Test 1 Aug 22, 2023 12Kb Interview Notes View Delete

Confidentiality Form - Test 1 Aug 22,2023 208Kb Confidentiality Form Acknowledgement View Delete

Save as draft Cancel
\

STEP 10

Select "View applications" to navigate to applicant progress board

©® Academic Advisor

2 N
Raised from: PD-337 - Academic Advisor View appiications ) o

Position info Notes Sourcing  Job Advertising NEW  Documents
LiJ
Select b
Document Date Size Category
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STEP 11

Make sure all applicants are in a "Non-Current" status.

Quick filters ~  Application Review Unsuce... OO Interview 2 Unsuccessful (1) OO O Offer Accepted - Notify De...

O
AN
Statuses with Applications Emma Fraser Ethan Parson Jamle Fry
Shortlisted Applicants Falls Church = [ Chantily [ Chantilly =[O
L Administrative Assist... Financial Analyst Data Analyst
Current Application Statuses
Internal Applications
Form Résumé Form Résumé Form Résumé
Flags ~
Other documents Other documents
Change status S
Application status Select all COo
Unsuccessful v Progress v o~ ¢ Change status OO0
, . L
Unsorted applications (0) (] - =

Draft (0)
Submitted (0)
Application Review (0)
Application Review Unsuccess... (1)
Interview 1 Booking (0)
Interview 1 Accepted (0)

Interview 1 Declined (0)

Intaruisw 1 1 Incireaccfil MM

STEP 12

Go back to the job card and navigate to the "Notes" tab.

o Academic Advisor

Raised from: PD-337 - Academic Advisor LT SR e

Position info lNotes lSourcing Job Advertising NEW  Documents

i

REQUISITION INFORMATION
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STEP 13

Clickon "Select". There are two options - Note and Hold Day. Use the "Note"
option.

o Academic Advisor
Raised from: PD-337 - Academic Advisor

Position info Notes Sourcing  Job Advertising NEW Documents

pdes

Aug 29, 2023, 11:34am

Hi. the Academic Advisor (494171) pos

STEP 14
This will open a new window named "Add Note".

fAdd note 9

Note:*

E-mail this note to:

Other e-mall
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STEP 15

Please include a brief sentence that you are requesting to fill the position.
Check the “Email this note to” box and input Talent Acquisition for the user.

Click "Save".

Note:* Please fill this posting. Applicant Jamie Fry hired and will start end of August. All search
documents have been uploaded.

File: # Upload file

E-mall this note to:

User Talent Acquisition Q”
Other e-mail:

STEP 16

After saving you will see the note under the "Notes" tab. The note is sent to
the Talent Acquisition Team and they will complete additional steps to fill the
position.

Pasition info Notes Documents
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