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Description

PageUp is an online Applicant Tracking System for managing the recruiting process for benefitted, non-benefitted, and
graduate student employee hires within UMass Boston. Should you have any questions regarding the recruitment
process, please contact Kim Burke or Henry Paquin in Human Resources at kim.burke@umb.edu or
henry.paguin@umb.edu.

Website information

Login information
o http://umass.pageuppeople.com.

o From the login screen, enter your campus ID and password.
o Select Boston for your campus from the dropdown list.
o Select to login.

Careers websites (Job Postings)
o UMass Boston: https://hr.umb.edu/jobs
o System Site: http://careers.massachusetts.edu

Permissions
Based on the permissions that you have been granted in PageUp, not all features/functions described in this
document may be available to you. Please email kim.burke@umb.edu or henry.paquin@umb.edu if any questions.

General guidelines for using PageUp
o Do not use the Back button in your browser to go back to the previous page, as your session will be
interrupted and you may lose your changes.
o Your session will timeout after 120 minutes of inactivity.
Do not share your login details with any other person.
o Clean cache if unable to login or unable to view stacked menu options

o
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Logging In

The link to log into PageUp can be found on the Human Resources website, under Careers. You will click on “Hiring
Manager/Search Committee PageUp Log-in.” You will be prompted with the login screen, enter your campus ID and
password. Select Boston for your campus from the dropdown list. Select to login.

BENEFITS CAREERS CONTACT EMPLOYEE RELATIONS FORMS HR DIRECT JOB AIDS PAYROLL POLICIES

Careers

The University of Massachusetts Boston is a public research university with a dynamic culture of teaching and learning, and a special commitment to urban and global
engagement. The university is nationally recognized as a model of excellence for urban public universities.

Our faculty and staff are committed to the university’s mission to serve both traditional and non-traditional student populations on our urban, public campus, located
on the scenic waterfront with easy access to downtown Boston.

By working as a member of UMass Boston's team you will help in shaping the future of the university by applying your skills, talents, and expertise in the pursuit of our
mission.

If you have any questions email Recruitment at HRRecruitment@umb.edu.

Current Employment Listings and Returning University of Massachusetts Boston Hiring Manager/Search Committee PageUp

Applicant Log-in Policy on Background Checks Log-in

As a condition of employment, the university will
conduct appropriate background reviews for all
new hires once an offer has been accepted. This
policy will be implemented in a manner consistent
with the rights of privacy, equal opportunity, and
academic freedom afforded to those who serve
the university.

%, . .
Lf./.s‘s University of Massachusetts

Secure Access Login

Campus User ID
Password

Boston v

Important Signout Message: You must always sign out completely from a UMass Secure Access Application. Please remember to click the application's Sign out or Logout link and close o
all internet windows.

Page 5 of 38



Dashboard

= Pagelp® People  Reports  Recentitems

My Dashboard

Welcome Gina, this is your Dashboard where you will see all your tasks organized in various stages.

£ ~ 4 =
:
Position Description New Requisition Approvals Advertisements

My position description - Under review O Jobs open 0 Jobs awaiting your approval 0 Advertisements

101 Team jobs open

( New Requisition )

0 Approved

82 @
ana
Search committee review Offers
0 Jobs requiring panel review 0 Offers awaiting your approval

This dashboard is the landing page for the hiring manager permission group within the system.

A Permission Group determines what level access a PageUp user has within the system. There are different
roles within the recruitment and hiring process and therefore the need for various levels of permission.
Human Resources assigns users their permission group based on the needs of the department. The
permission group with the most powerful role for each search will be the Hiring Manager. They will be
responsible for creating requisitions, the day-to-day management of the search, applicant management,
and will be the main point of contact with HR. Hiring Managers will have access to applicants and the
submission of first round applicants.

This dashboard provides a summary of their current work and the ability to access jobs and applicants from
the homepage. Jobs you have created will appear on your dashboard. Click Dashboard in the left side menu
to view available options. You will see your jobs in the Current jobs column grouped by job status. The job
statuses can be expanded/collapsed to view your job details.

Hiring Manager Information— access to the job

Each job on the Hiring Manager dashboard will contain the information [£¥! icon. This icon provides a
summary of the job and the applicants that have applied for the job. From this icon, you can click on the job
title which will take you to the requisition or open a specific applicant card.

Field types

Fields in PageUp are filled in by entering data directly on the screen or selecting from drop down or lookup lists.
Described here are some common field types and how to fill them in.

Mandatory fields
Mandatory fields are flagged with a star. These must be completed when filling in a screen.
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Lookup or Binoculars fields

Binocular fields are used to allow users to select from a large set of data e.g. users or departments. To populate
binocular fields, click on the binocular icon to view a pop up window which will allow you to search through the
data. Select the data you would like to enter by clicking on the appropriate row, then click OK.

Lists of information

All lists of information throughout the system support the following functions:

o Enhanced navigation between pages of information.

Show or hide columns.

o
o Change the number of records displayed per page.
o

Show all records.

Navigating between pages of information

Navigation

When too many results are returned to display on a single page, PageUp provides a number of navigation options (see

below)

Navigation functions at a glance

Columns can be resised by hovering and
dragging the column header border.

Job number Recruiter Status ﬁnuc

Date entered Applications =

[ s12168 DR Sourcng Customer Service Consuitant® 26 Apr 2006
[C] 512357 KL Apprened Himan Ressrees Offeer 1 Dt 2010
£ 512178 DR Offer aPAl Scholarship = Faculty of Sdence 26 May 2009
I 512170 GR Sourang Account Manager 30 Apr 200%
[ s1z15z GH wifer Implementanon Coordnans ¥ Apr 200y
] 51408 RHR Sorconing WP Wiorkforos Flannng 1 5cp 2011
[F] 51214 K Sourang 21Mar 2000
] 512188 =] Sourdng MINE Lead Fiek] Mechanical B 24 Jun 2008
[[] 512392 DR Aporoved Senior Staffing Advese 12 Jul 2011
17| 512402 SR Sourang Senior Mining Engness 25 Aug 2011
M 312252 R vendng SEnIor AUMPIST SUON ASSSLANT 18 0T 2003
[[] s1zac9 HHA Approved Employes Benefis speaalist 158p 011
] sizz15 23 Approwed et Developer 26 Aug 2009
[E] s1z204 = Approved Contractor 3 3ul 2009
] 5ix3%s GR. Pending Account Manager 12 Ot 2005
€] 512326 CR Aporoved Account Manager 26 Jul 2010
17| 512220 on Aporoved Acoount Manages 3 Sep 2009
[T w1 GH, PeEndng ACCOUNT MaNSHer 12 Apr &U1a
O] 312321 » Inlervicrdng  Account Manoges M 18 Jun 2010
[ 512311 HF Approved Actount Manogor Refernal 15 Awg 2010
ragc 1ofz [ (P |i—'-u--r-' reverds | Jumg to page: 3]
i I T

Pagea navigation allowing you Clicking here will Jump directly

1o [ump ta the start or the end return all records to any page

of the list with one click from all pages in the 1esulls

[max Uy

Navigate between pages

24

Cwick page navigations is
provided al the lop ol he lisl

A § 8 ™=
2 & 8
LS B &
@ s & ™
LS 8™
s &
$ & ™
2 S 8™
. $ B =
2S5 &
E § & ™
LS a™
s &m
L 5 8 @
= s 8™
.S 8 =
S &
L5 & @
da @ $ 8™
2% 8™

Records 1t 20 of 24

Click on the appropriate navigation icon, or enter a page number into the Jump to page field and click the button. You
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will be taken to the page you selected.

Showing all records
Note: A maximum of 500 records will be displayed using this function
1. Click the Show all records link at the bottom of the list. If there are more than 500 records in your list, a
warning message will be displayed confirming that only the first 500 records will be returned.
2. The screen will re-load will all records displayed. Note: Depending on the amount of information being
returned, this may take up to a few minutes to complete.
3. To return to your standard list of information, click the Return to standard list link at the bottom of thelist.

Recruitment

Recruit for a position
Before recruiting for an approved position, you should familiarize yourself with certain Roles found within the
Requisition. PageUp Roles and Terms are found at the end of this document.

Creating a Requisition for posting

Each new Requisition must contain an approved job description, evaluation memo and the position number that
corresponds to the position being filled. To confirm the correct approved job description, please contact Tom Kelly at
thomas.kelly@umb.edu. To confirm the correct position number, please contact Gerald Ellis at
gerald.ellis@umb.edu. To ensure data integrity with HR Direct and PageUp reporting, position number data must
correspond exactly with the position being filled.

Jobs  People  Reports  Recent items

= Pagelp®

My Dashboard

Welcome Gina, this is your Dashboard where you will see all your tasks organized in various stages.

= 4
2=
Position Description New Requisition Approvals Advertisements

0 Advertisements

My position description - Under review 0 Jobs open 0 Jobs awaiting your approva

0 Approved

Search committee review Offers

0 Jobs requiring panel review 0 Offers awaiting your approval

Selecting a Posting Template
Team Link will default to the department you have been assigned to in HR Direct. If you have any questions regarding
this team access, please contact Human Resources.

Enter the position number. Select UMass Boston from the Campus drop-down menu. Select the Posting Template
that corresponds with the Page 8 of 38
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position being filled.

Select Next to open the Requisition.

1. Team link

B004000-Human Resources v

2. Position
Academic Advisor @ L
00003893 ~

A Job template will supply you with default advertising text and
summary for a job depending on what has been setup. Please select
your campus name and look for a template that is appropriate for
your job in box #4. If you do not see one click next at the bottom.

Select 'No Template’ if there is no suitable template available

3. Campus

--No campus--

Univ of Mass Boston

Univ of Mass Central Admin.
Univ of Mass Amherst

Univ of Mass Lowell

4, Template

Boston Faculty Template
Boston Graduate Assistantship
Boston Non Union Staff
Boston Police Officer

Boston Professional Union Staff =

Department and Position Number
Select your department from the Department drop-down menu.

REQUISITION INFORMATION

Requisition Number: Leave blank to automatically create a requisition number
Campus:* Univ of Mass Boston
Division:

Q#

No Division selected.

Department: ( Select v )

In the Position No search field you should enter the Position Number that corresponds to the position being filled, if
not previously entered, then hit tab. A Blue Box under the Position No will populate and the information should mirror
the Blue Box below. Please note that the position number entered must be an approved budgeted position number
and all data must match the position being filled.
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The Position Type you select is dependent upon whether or not there is an incumbent in the position you are hiring for.
If there is no current or former incumbent and the position is a new Headcount for your department, you should select
New. If there is not a new Headcount for your department you should select Replacement.

NUMBER OF POSITIONS
Positions:
Positiopno Type: Applicant Application status
Assistant Director - - - Cance

Assistant Director

Campus: Univ of Mass Central Admin.
Department ID: C990207

Department: PO-Human Resources
Paosition Reports To:

Job Code: POD125

Pay Grade:

Union Code: P72Non-Unit Professiona
PEDS Code: Management

EEO-1 Category: First/Mid Level Officials
EEQ-6 Category: Executive/Admin/Manageria

SOC: 11-1021-General and Operations Managers
FLSA: X-No FLSA Required
Job Group: 14

New: Replacement: Add more

Select the amount of positions required: New (additional headcount) or Replacement (backfilling
an existing employee)

Recruit for Multiple Positions with the same job description
To recruit for multiple positions enter the number of Positions in as a new position or as a Replacement position.
Once you enter the amount of Positions you are hiring against for the Position Description, you must click Add.

You are able to recruit for multiple positions for the same Job Description, however, every position requires a position
number. For example, if there are 3 position numbers that need to be filled for one Job Requisition, you can enter the
number 2 and the system will open two more job slots. You will need to assign an approved Position Number to each
opening. As applicants are hired, the system will attach the appropriate Position Number and populate the applicant
name and offer status. Once the final position is filled, the system will prevent additional applicants from being hired.
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NUMBER OF POSITIONS

Positions:
Position no Type: Applicant Application status

- - Cancel
Assistant Director Q New v

00028205

Assistant Director

Campus: Univ of Mass Central Admin.
Department ID: C990207

Department: PO-Human Resources

Position Reports To:

Job Code: P0O0125

Pay Grade:

Union Code: P72Non-Unit Professional

IPEDS Code: Management

EEO-1 Category: First/Mid Level Officials
EEO-6 Category: Executive/Admin/Managerial
SOC: 11-1021-General and Operations Managers
FLSA: X-No FLSA Required

Job Group: 14

placement: Add more

Select the amount of positions requird New (additigial headcount) or Replacement (backfilling
an existing employee)

vepartment: Select v

NUMBER OF POSITIONS

Positions:
Position no Type: Applicant  Application status
1 - - Cancel
Assistant Director Q - New v
00028205

Assistant Director

Campus: Univ of Mass Central Admin.
Department ID: C990207

Department: PO-Human Resources

Position Reports To:

Job Code: PO0125

Pay Grade:

Union Code: P72Non-Unit Professional

IPEDS Code: Management

EEO-1 Category: First/Mid Level Officials
EEO-6 Category: Executive/Admin/Managerial
SOC: 11-1021-General and Operations Managers
FLSA: X-No FLSA Required

Job Group: 14

2 Q - New v - - Cancel

No position selected.

3 Q - New v - - Cancel

No position selected.
New: Replacement: Add more

Select the amount of positions required: New (additional headcount) or Replacement (backfilling
an existing employee)
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Position Background and Working Title

All requisitions must have the correct Working Title/ Posting Title for the job description being filled.

If the requisition is backfilling a previous incumbent, details of that incumbent must be included in this section as well.

Reason:

Current/Previous Incumbent:
Previous incumbent’s salary:
Incumbent termination date:
Working Title/ Posting Title:*

If temporary, please specify duration:

an SAIBINE SHHpIvy STy

Select v

Goston professional Union staff >

Position Details

Complete the fields in the Position Details section. If you are filling a union position, Pay Grade is a required field.

Position/Classification Type:*
Date opened:
Date filled:

Hours Per Week:
Is this a 52 week position?-
If not please specify otherwise:

Shift and Daily Work Schedule (ie M-F 8:30am -
Spm):

Pay Grade:

Salary range:
Benefited Position:

Recruitment process:*

POSITION DETAILS

Select v
8 Apr2019
U ¥Yes © No
Q~

No pay grade selected.

U Yes © No

Boston Professional Union Staff

Page 12 of 38



Funding Source, Percentage and Speedtype
You should indicate whether this position is funded via State Funds or Grants, the primary percentage of salary
dedicated to the payroll and your department’s payroll Speedtype.

FUNDING INFORMATION

How is this position funded?: | Select v

HR Speedtype/Combo Code:

Union-Boston: Select v

Search Committee

Search committees are not required. If you are choosing to, select “Yes” that you would like to utilize a Search
Committee and identify your Search Committee Chair. Using the magnifying glass will help you easily search for UMass
employees. Please remember to allow pop-ups within your browser.

SEARCH COMMITTEE

Do you wish to utilize a search committee?: O Yes O No
Mot required, but if used, search committees for PSU searches require at least one PSU member.

For PSU Positions: Indicate number of candidates in final round as requested by the Hiring
Manager (normally three but never more than five.)

How many finalists will you have?: Select v

Search committee chair: Q-

Mo user selected.

Search committee members:
Add Search committee member
Recipient

No Search committee member selected.
Search committee member information:

To add search committee members, select Add Search Committee Member. Find the Committee Member and select
Add. Continue to add members until done. Click the done button when finished to verify that all committee members
have been added.
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Search committee members:

Add Search committee member

Recipient

No Search committee member selected.

Search committee member information:
!

@ Search - Google Chrome - O X

& Secure | https://admin.dcd.pageuppeople.com/v5.3/provider/multiSearchField/searchdialog

-

First name: Last name: Team: Search
Firstname Lastname » Team i
Michael Aaronson D424000-HVAC Add
Megan Abajian D272000-Dean Visual & Performin Add 8
W
Kara Abate B011300-Nursing Add '
Lisa Abdallah L650600-School of Nursing Add
Search committee member information:
No search committee member selected. :H Min

=

oo

ode: 023(

T

Done Add new search committee member
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Posting Details
In this section, indicate if an external advertisement is needed for your posting and the speed type for recharge
purposes. HR will confirm final advertising costs prior with hiring departments prior to placement.

POSTING DETAILS

Open: at: AM

Close: at: AM

Speed Type for Advertising:

Please list any other advertising sources:

Posting location:* UMass Boston

Posting summary:

Posting text:

Posting Location should always be UMass Boston.

Posting Summary is introductory text that will appear on the University’s Employment Opportunities website,
advertising the job. The text should be descriptive enough to make an applicant interested in the position.

Posting summary:

Y

The Hazardous Materials Technician within the Office
of Environmental Health and Safety (QEHS) is
responsible for supporting the radiation, laser

Current opportunities
FOSITION DEPARTMENT CLOSES

Hazardous Material Technician Environmenta 8 Mar 2019
Health & Safety

he Hazardous Materials Technician within the Office of Environmental Health and 5afety (QEHS) is responsible
for supporting the radiation, laser chemical and biological safety programs, as well as the environmental

management system, including data input into the inventory control system for chemical, radiological and
biclogl i
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The Posting Text must be copied and pasted directly from the HR approved Position Description.

Posting text:

B 7 U & E- :i=- = = Fomats- A . [A &

.
"
B
I~

®

-

General Summary:

The Hazardous Materials Technician within the Office of Environmental Health and Safety (QEHS) is responsible for supporting the
radiation, laser chemical, and biological safety programs, as well as the environmental management system, including data input into the
inventory control system for chemical, radielegical and biclegical materials. The incumbent will be respensible for receiving, bar coding
and distributing chemical, radiological and biological materials throughout the campus; will support the collection and shipment of
hazardous materials in accordance with state and federal requirements; and may also be involved in routine laboratory inspections;
working at the Integrated Science Complex (ISC) loading dock; maintaining the supplies and equipment in the ISC waste rooms; and
providing other Environmental Health and Safety (EHS) support services to laboratories campus-wide.

Examples of Duties: h

Users and Approvers

In the Users and Approvers section, you will identify the appropriate Approval Process and ensure that a Hiring
Manager has been assigned to the requisition.

Whomever initiated the recruitment process, their name will automatically populate into the Hiring Manager field.
The Administrative Support/Originator should put in the correct Hiring Manager’s name in that field and add their
name into the Administrative Support/Originator’s field. The appropriate approval process for the department
should be selected from the Approval Process drop down list.

USERS AND APPROVALS

Administrative Support/Originator: Q Y 4

No user selected.
Please ensure you select the appropriate Approval Process from the list below

A Hiring Manager or designee for all searches is required.

Hiring Manager:* Gina Chan Q Y 4
Email address: Miu.Chan@umb.edu v
Approval process:* Boston Academic Affairs v
i None R
1. Hiring Manager: Boston Academic Affairs

Boston Academic Affairs Classified
No user{ Boston Chancellor's Office

Boston Graduate Assistantship
2. Dept Head: Boston HR ONLY
Boston Non Academic Affairs

Boston Vice Chancellor
No user Serecreas

3. Dean: Q Y 4

No tiser selected

After selecting an approval process, names may prepopulate into the approval process, however the user will have the
ability to change names within the approval process. Human Resources advises you not to change the names that
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prepopulate unless you are aware that an individual is on vacation or a name is incorrect. Should names need to be
updated after submission, please contact Human Resources. Names within the sections below will all receive emails at
different stages of the process. The Hiring Manager and Administrative Support/ Originator will receive an email
when the Requisition has been fully approved. Approvers will receive email notifications sequentially. Once a
requisition is fully approved, Human Resources will post the job.

An HR recruitment team member will need to be indicated on the requisition. Please refer to the departmental
distribution list for your representative.

Human Resources:*
Q#

No user selected.

Adding Documents
Before saving and submitting the Requisition, the approved Job Description and Evaluation Memo must be attached to

the Documents tab of the Requisition.

Position info Notes Documents

Select v

Select
Document from a file Size Category
Document from library

Save a draft Submit Submit & exit Cancel

Select Boston Compensation Memo from the Document category drop-down menu. Once the document is uploaded,
select Save and Add Another to add the position description.
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Select v

Document Sizg Category
& Upload a new document - Pagelp - Goagle Chrame - O X
@ https://umass.dcd.pageuppeople.com/FileUpload?sD. FUtV]M vowvADC.. Q
Upload a new document a

- -
File: s Upload file # Dropbox

-k
Document category: Boston Compensation Memo v

Title:

Save and add another Submit and close Close

Select Position Description from the Document category drop-down menu. Once document is uploaded, select Submit
and Close.

Select T

Document Sig Category
& Upload a new document - PageUp - Google Chrome = O X

8 https:;//umass.dcd.pageuppeople.com/FilelUp

Upload a new document a

s -
File: s Upload file # Dropbox
-k L .
Document category: Paosition description v
Title:
Save and add anothq Yose

Note: If you are requesting a Posting Waiver, the memo that explains the reason for a waiver, position description, and
evaluation memo must be attached to the Requisition before saving and submitting.
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Saving and Submitting the Requisition

e Selecting Save a Draft can be used when you need to save the Requisition you are working on without

starting the approval process.
e Submit will save and begin the approval process on your Requisition.

e Submit and Exit will save and begin the approval process and exit your screen back to the home screen.

e Cancel will exit the Requisition without saving.

Save a draft Submit Submit & exit Cancel

Hiring Managers and Administrative Support/Originators will receive an email when the requisition has been approved

and is with HR.

=)

L= Job Approval Completed - Sent to HR for Posting - Message (HTML)

Message McAfee E-mail Scan Q Tell me what you want to do...

=3 x E;\ﬂ |ﬁ;?1 E% ] ¥ Compensation 3 To Manager ¥ ‘= - 5% Mark Unread % I Q
ol oo R (IE . 4 =1 Team Email v Done v it i Categorize ~ ol - 2

& - Delete eply :le orward Ef - = Reply & Delete ¥ Create New v ?ve ER - ™ Follow Up - ranvs ate Iy - eom

Delete Respond Quick Steps = Move Tags = Editing Zoom

Thu 2/14/2019 12:12 PM
jobapproval@PageUpPeople.com <jobapproval-822@mail.pageuppeople.com>
Job Approval Completed - Sent to HR for Posting

To  Kim Burke
@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Dear Kimberly,

The job requisition for Executive Assistant to the Vice Chancellor for Student Affairs -Job Number: 497930 has been
approved.

To view the requisition, click the following link:
View requisition

MNow that the approval process has been completed Human Resources will post this job to the careers page.
Thank You

University of Massachusetts
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Approving a job

Users will receive an email notifying them to review and approve/decline a job. This email will have instructions on
how to approve the job; you can do this either by replying to the email with the word Approve or you can login and
approve the Requisition. DO NOT FORWARD APPROVAL EMAILS TO OTHER USERS.

Job approval <jobapproval.rvirhg.yll.hkhlkl-822@mail.pageuppeople.com>

Job Requisition Approval

Hi Kimberly,
A job requisition for position Degree Audit Specialist - Job Number: 492431 has been submitted for your approval

You can approve the requisition as is or decline the requisition so that the "Administrative Support/Originator” can correct any errors. Please discuss errors
with the "Hiring Manager” and "Administrative Support/Originator.”

To view the job requisition in more detail, approve, provide comment or decline, please click the following link to go to the online system to manually do so:
View requisition

OR ‘
To approve the job requisition via email, please reply to this email with the word "Approve”
Please Note: the word "Approve” is the only valid response accepted via the email job approval option.

Thank You ‘

You can access these jobs by clicking the Approvals tile on your dashboard. The number of positions to approve will be
included there and you will click View to see the job you are approving and review the details.

Jobs People Reports Recent items

My Dashboard

Welcome Gina, this is your Dashboard where you will see all your tasks organized in various stages.

o] 4 &

Position New Requisition Approvals Advertisements
Description

1 Jobs open O Jobs awaiting your O Advertisements
My position __ ~ approval
description - Under ( New Requisition )
review . O Approved

£22 @
2828
Search committee Offers
review
O Offers awalting
— 0 Jobs reauiring e anncaual hd
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You can click through the tabs of the requisition to view attached documents and notes, if any. You can also look at
History and Revision at the top of the page to see if any changes were made throughout the approval process.

If you scroll down to the bottom of the position information tab of the requisition, you will see approve and decline
buttons. You will see your name as well as the names of the remaining approvers. Click Approve.

Declining a job
Scroll down to the bottom of the position information tab of the requisition, click Decline. A pop-up requesting a
reason for your decline will be displayed — this is mandatory. Save.

Restart an approval process
In the approval section of the requisition, click Cancel. A pop-up will appear requesting a reason for cancelling and
restarting the approval process. Fill this in and select a new approval process.

Assigning a different approver

Depending on your permission group you may be able to assign a different approver for a particular point of the
approval process. Back in the approval section of the requisition, click Edit. A pop-up will appear showing the
approvers for this job. If you have permission you will be able to clear a name from any box where the approver
has not yet approved and add a different user.

Job Requisitions — Searching and Managing

Searching for jobs via manage jobs

Select Manage jobs in the left side dropdown menu or select Jobs from the top left of the screen to view and search
for jobs in the system (both open and closed jobs). Access to jobs from this area is based on your permission and team
settings (e.g., some users can only see their jobs; others can see team member jobs, etc).

Jobs  People  Reports  Recentitems Gina (2]

Dashboard

~ome Gina, this is your Dashboard where you will see all your tasks organized in various stages.

Applicant search

= 4 &
CmraiTes Position Description New Requisition Approvals Advertisements
My position description - Under 1Jabs open 0 Jobs awaiting your approval 0 Advertisements
review
£ L

Search committee review Offers

0O Jobs requiring panel review 0 Offers awaiting your approval

Please note that you will only see jobs in which you have been assigned to as a Hiring Manager or Administrative
Support/Originator, or Search Committee.
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Sorting jobs
Click column headings on the Manage jobs screen to sort on the column you have selected.

Manage Applicants

Navigating to the applicants
Depending on the role you have in the recruitment process, you will have access to review applicants to the positions
you are recruiting.

To navigate to the applicants, there are several options.

Once open to the job list, the number of applications is displayed and can be selected.

Status:  Current recruitment v Clear = Search

Types: Al

& Show other search criteria

JobNo. Date created User Title Department Status  Applications Openingdate Closing date Hiring manager Posted

494146 12Mar 2018 KB @ Media Communications Specialist - Boston TS Political Science ~ Approved 7 12Mar 2018 16 Mar 2018 Gina Chan X Hal$le

|

Click on Title to be directed to the Requisition Information page. Next, click on View applications to be directed to the
applicants who have applied to the position.

(494146) Media Communications Specialist - Boston TEST B View applications @ Print Actions
JOB

Positioninfo  Notes  Documents  Reports

REQUISITION INFORMATION

Requisition Number: 494146
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The applicants will display in the following format. Columns contain pertinent information.

O New Posting on 3.1.17 (492300)

] ! I “

1 n |
= | e
Received The status each Employee 7 Source and sub-

[ Candidate name and contact details ]
applicant isin for this Referral source of applicant |
position ‘

L
View Resume e

Download Resume ¢

View Answers

Viewing an applicant’s resume and application form
On the same line as the applicants name, on the far right you will see three icons and the words View application.

e |[f you click View Resume this will open the resume in HTML.
e Clicking on Download Resume i will download the resume in the format is was uploaded.
e Click on View Answers 2l to view the application form answers.

e Clicking on View application will open the applicant card to view all the applicants’ details.

Viewing an applicant card

Hiring Managers have access to view the applicant card which includes the applicant’s personal details, job application
information, previous history and communications, resumes and application forms, etc. Choose an applicant in the
system. Search for them via Manage applications in the left side menu. Search by your job and view your applicant.
Click View Application to see the applicant card.

The Applicant card (under Applications) contains the Position being reviewed, the status of the applicant, offer status,
and any additional Actions. Actions may be accessed with the down arrow.

The Status lets the reviewer know where in the recruitment process an applicant stands. This may include interviews
in process, designation of the success or rejection of an applicant, and recommendation for hire.

From the Actions drop down menu, action can be initiated to impact the applicant. However, it is best practice to
review all applicants prior to taking any specific action. Bulk actions will be explained in the next step.

Applicant history section

On the applicant card, there is a section called Applicant History where you can view the history of an
applicant and filter by item (e.g. documents, communications, notes) and/or by job (e.g. you can view ALL
documents attached to an applicant or filter by job and view documents only for a particular job).
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Changing the Applicant Status

& hitps;//umass.ded.pageuppeople.com

® Mickey Mouse s HEN . S

Media Communications Specialist - Baston TEST JOB

Address: Florida
United States Phone:
E-mail: w m k Number: 14225
Original source: HigherEd Jobs
|
|
Applications
[] Media Communications Specialist - Boston TEST JOB F tInter fler 1 Actions [» |
KB 1 activity
it
History
All v } All v
Date & time Item
¥ Today, 6:09pm Interview 2
1= Tuesday, 18 Dec 2018, 3:19pm Offer, Status: Offer made

< Previous Done

Hiring Managers are permissioned to change the Status of an applicant. This is a critical point in the applicant review

process, since a Status change may trigger other actions within the PageUp system. A status change can also happen
when viewing all applicants on the Manage Applicants Page.

Permissioned users should only move applicants when the Search Committee has finalized their
review and/or the candidates approved by Human Resources (or Provost Office if a Faculty
search). Applicants should not bounce through different statuses.

Once you make the selection and click on Next, you are taken to the Confirm status change screen. Near the
bottom of the page, you will see the Status which the person has been moved to.
Once you have made the appropriate selection, click Move Now.

Human Resources will notify applicants not selected for interview. Once applicants are notified, hiring departments
will no longer have access to those candidates.
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Confirm status change =]

‘You are about to move Andy Applicant to a different status:

From status: Offer proposal - Selected Candidate
To status: First Round Interview

Communication template: - No template - v

E-mail: Applicant: ® Yes © No

Additional users from Job: ® Yes © No

= Note

The following will be added to the applicant notes for administrators to view:

m J aﬂce‘

Additionally, Hiring Managers have the ability to send customized or template emails to
the applicant, indicating their status during the process.

Managing applications - Bulk activities

Note: Bulk activities can be used throughout your recruitment process to process multiple applicants at the
same time. Certain actions may not pertain to all users.

Select a bulk action r

= PpageUp®

Select 2 bulk action v
Select a bulk action
Bulk Communicate

Bulk compile and send
Bulk move

Bulk move and send
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Bulk communicate

From Manage applicants, select a number of applications and click on Bulk communicate in the top toolbar.
Choose the correct communication template to preview the template and click next when ready. From this
next page, you can make updates to the template if required before clicking send. You can also export the
person out to an excel file to perform a mail merge. If this has been selected, an excel document will open.
A yellow information bar will confirm the action. To verify, open an applicant card and verify the
communication was sent via the applicant history area.

Bulk compile and send

From Manage applicants, select a number of applications and click on Bulk compile and send in the top
toolbar. Check Application form as the application document you wish to print and click on Create PDF.
When the process is complete and the Download document dialogue is displayed, complete the user details
you would like to send the documents to and click OK. Then click on the Done button to return to Manage
applications.

Bulk move

From Manage applicants, select a number of applications and click on Bulk move in the top toolbar. Choose
the applicant status you wish to move the applicants to. You have the option of communicating with the
applicants at this point if you wish as well as assign to a talent pool and make a note. Click move now.

Bulk move and send

From Manage applicants, select a number of applications and click on Bulk move and send in the top
toolbar. Select the information you wish to send to a user. Once you click next, the user will receive an
email with URL’s containing the details you have compiled. The next page will perform a standard bulk
move.
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Communicating with candidates
Hiring Manager permissions can select the Actions toolbar and then select Communicate.

@ Bob Smith a\...“v
@ v ywing this applicant’s application for the job Media Communications Specialist - Boston TEST JOB. Only info n related to this application wi @
Address: Massachusetts .
United States Phone: Add note
E-mail: hr@umb.edu Number: 13379
Original source: HigherEd Jobs
S |
Applications
(=) Media Communications Specialist - Boston TEST JOB Finalist Intes No offer [Actions | =]
[IGEEIERs #494146 KB Submitted: 12 Mar 2018 via HigherEd Jobs Status char Resum

Then you may select a communication template. If you wish to communicate with the applicant / candidate
free form, select No template.

Select a communication template

Select a communication template:

- No templale -

Incomplete Application (non system generated) A
Keep Warm

Position Filled v
Position On Hold

Preview

Submission of candidates selected for interview
Hiring Managers will download the Applicant Details report following their review of candidates and indicate
a disposition reason for each applicant under the Application Status Reason column. First round candidates
will be indicated with “First Round”, all other applicants will be indicated as “Does not meet job
requirements” or “Other candidates more suitable.”

Note: These are the only disposition reasons to be listed on the report.
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The Applicant Details Report can be found on the Reports tab of the requisition.

(494146) Media Communications Specialist - Boston TEST
JOoB

Position info Documents Reports

Applicant Details

PageUp Administrator

a month ago

EE

Disposition reasons will be added to the column below on the report, saved, and uploaded.

Applicant_Details_export_2013_03 01 [Compatibility Mode] - Excel

Insert  Pagelayout Formulss Data  Review  View  ACROBAT ‘.:' Tell me what you want to do... 9 Share

b _ m = .
D ?Cut Arial 0 AN T=E= & FWepTet General . 5“ D & Ex @ 2 hutosom éY p B sau
t8 Copy ~ - W Fil- k4 Sau
Paste V BIU- #H.b-A-=== 5 B Merge & Center - §-% » & & Condiional Formatas Cell Insert Delete Format ¢ Sort & Find &
Format Painter = Formatting~ Table~ Styles~ - ° < Clear Filter - Select =
Clipboard 1 Font G Alignment 1 MNumber 1 Styles Cells Editing A
Al M % | Applicant name M
A B | c | D | E | F | 6 | H| | | J | K -
1 [Applicant name lAppHcam e-mail Date application submitted  Degree type Degree discipline Education stafus  Company Role Cell phone Phone Application stafus reason
2 |Applicant Andy  kanen+applicant@pageuppeople.com  11/04/2018 12.00:52 PM 0179695512 NIA
3 |Bird, Larry benefits@umb.edu 20/03/2018 10:09:55 AM 617-287-5150 NIA
4 |Burke, Kim kim burke@umb edu 12/03/2018 1:52:12 PM 6172875150  NIA
5 |Knight, Sandra  sandra.knight@umb.edu 20103/2018 1:09:54 PM NIA
6 |Mouse Mickey  mickeymouse@magickingdom.com  28/03/2018 10:16:22 AM Bachelor Degree 617-287-5150  NIA
7 |Recruitment HR  HRRecruitment@umb.edu 12/03/2018 1:57:06 PM NIA
8 |Smith Bob hr@umb.edu 12/03/2016 2:01:39 PM NIA
n v
Applicant Details | (3) q v
Ready H o - 1 + 100%

The completed report will be attached to the Notes tab for HR review of the first round candidates. Select your HR
Recruitment contact to notify HR.

For faculty searches: The Applicant Details Report will be sent directly to the Provost’s Office once candidates have been
identified for interview and dispositions have been listed for each applicant. The Provost’s Office will upload the
spreadsheet to PageUp notes for HR Diversity review. HR will notify the academic department and the Provost’s Office via

the notes upon final approval.
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Jobs

(494146) Media Communications Specialist - Boston TEST

People Recent items

View applications
108

Position info Notes Documents Reports

Add:| Select v

Select
26F n
Holdday  [ed-
26 Feb 2019, 10:13am
Henry here are the questions

Note emailed to: Henry.Paquin@umb.edu

18 Dec 2018, 3:08pm
Hi

This is our PageUp demo.

KB

Please include a brief note indicating what action is needed by HR and the recipient.
"Add note - PageUp - Google Chrome = O X

& https://umass.dcd.pageuppeople.com/JobNote/Add?sData=UFUtViMtuh7ZMV4anOpeSfu7uCovvaySIAO BZdsmTW...

Add note a2

Note:*

Please review the first round candidates

File: o+ Upload file 4# Dropbox

E-mail this note to:

User: Kimberly Burke Q

Other e-mail: myself.lastname@umb.edu

Submit Cancel

The document will be available to HR and all users listed on the Requisition.

Henry Paquin

Kimberly Burke

Gina Chan

Edit Delete

An additional user can be selected.
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(494146) Media Communications Specialist - Boston TEST

JOB

Position info Notes Documents Reports

Add:  Select v

21 Mar 2019, 6:43pm
This is a test.docx
Please review the first round candidates

View applications see

Gina Chan

Edit Delete
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Making an offer

Application status move
Once you have interviewed your candidates and are ready to make a recommendation for hire, the Hiring

Manager will be required to change the status of the applicant. First, open the requisition, and then select
View Application. Click on the Status of the applicant you want to extend an offer to and change their
status to Offer Proposal-Selected Candidate. Click next to continue.

‘

Change application status

Search Committee Review
First Round Interview

Finalist Interview

Offer approved

Offer accepted

Offer declined

Offer cancelled

Offer accepted form complete

Submit Cancel

Click Yes to update the Job status at the same time you are updating the applicant status.
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Confirm Status Change:

’ Confirm status change - Google Chrome — O X

@ https://umass.dcd.pageuppeople.com/v5.3/provider/manageApplicants/changeStatus.asp?sData=UFUtVjMt5mspGzd...

Confirm status change =

You are about to move Andy Applicant to a different status:

From status: Offer proposal - Selected Candidate
To status: Offer proposal - Selected Candidate
Guidance information

Upon approval of Human Resources, a verbal offer can be extended to the selected candidate

Communication template:  -- No template -- v

E-mail: Applicant: ® Yes ©O No

Additional users from Job: ® Yes O No

" Note

The following will be added to the applicant notes for administrators to view:

Move now Cancel

After clicking Move Now the Offer card (offer details page) will be displayed. Do not elect to send an email to the
Applicant.

Fields from the Requisition and the Applicant Card will be pre-populate certain fields on the Offer Card.
The initial display of the Offer Card pulls forward personal details, job details and offer details contained in
the PageUp applicant tracking system.

In the Offer details section, you will see the Position Number and Applicant’s name. In most situations, the
Position number will already be marked for the individual. However, if there are several position numbers
listed on the job requisition, you may need to change the position number to match the applicant. To do
this, select the appropriate position number and proceed with the offer card.
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Selected Candidate Offer Card:
Please fill in all mandatory fields marked with an asterisk (*).
Andy Applicant (Andy) D Revision history

= Personal details

Address: 260 Madison Avenue Phone: 9179695512
SDuite 8061
New York, New York
11238, United States

E-mail: kanen+applicant@pageuppeople.com

Applicant number: 14315

= Job details

Working Title/ . N 5

Posting Title: € Media Communications Specialist - Boston TEST JOB.
Employment Staff Full Time

type:

Campus: Univ of Mass Boston

Department:  Political Science

Site:

= Offer details

Approval status: Pending

Human

Resources: Kimberly Burke

L A Y A4 Ne mAAl AT

Complete offer details

From the Offer details page, enter details into all fields ensuring all mandatory fields are completed. The proposed
salary must be listed.

You must attach the Data Selection Form to the Offer Card indicating the finalists and their reasons for selection or
non-selection.
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= Offer documents

@Documents attached ’ Upload a new document - PageUp - Google Chrome = O X

@ https://umass.dcd.pageuppeople.com/FileUpload?sData=UFUtVjMt8Hz0tGsfGUIpRgYES3...

Upload a new document a8

Add document

Document

Test Document .
File:* s Upload file %# Dropbox

- — Document category:* Boston Selection Data Form v
Application documg

Title:
Documents uploaded

Documents belonging

Title =

Test Document

Save and add another Submit and close Close

You must then select an Approval Process. Enter the appropriate names, if names did not default, and then select
Submit and Close. This will start the approval process. Human Resources is last in the approval workflow and will be
responsible for sending the offer letter out to the candidate for staff searches. Hiring Managers will be notified via the
system once the offer details are approved by Human Resources and a verbal offer can be extended.

= Approval process

Originator:* Kimberly Burke

Approval process: Boston Vice Chancellor/Vice Provost

Approval workflow initiated: 25 Feb 2019, 5:59pm EST

1. VC/VP: Kimberly Burke @ You are here
2. HR Diversity: Kimberly Burke
3. HR Compensation: Kimberly Burke

Edit Cancel
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=)

L= Offer approval - Message (HTML)

Message McAfee E-mail Scan (_J Tell me what you want to do...

SN o ¥ Compensation £} To Manager ¥ =7 S Mark Unread S
= X QRfg 3= i oo -- % L. Q
= E Team Email v Done ] i Categorize - B -
2 . Delete Reply Reply Forward [ - a - Move Translate Zoom
o] P o €2 Reply & Delete ¥ Create New v BP0 1* rollow Up- - [ -
Delete Respond Quick Steps IF] Move Tags I Editing Zoom ~

Maon 2/25/2019 5:59 PM
noreply@pageup.com <noreply-822@mail.pageuppeople.com>

Offer approval
To Kim Burke

@ Ciick here to download pictures, To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Dear Kimberly,

You are required to approve the offer details for Andy Applicant for the position of Media Communications Specialist - Boston TEST JOB, job
number 494146, so that a verbal offer can be made.

Please click on the link below, then login using your email address and passward. You will be able to view, amend and approve the offer
details for Andy Applicant.

Click here

Once approved, the offer details will automatically workflow to the next approver.
Should you have any questions, please feel free to contact me directly.

Kind regards,

Kimberly Burke

Kim.Burke@umb.edu

Approving offers

Approving an offer

Click the Offers tile on the dashboard and click View next to the offer you are an approver for and review
the details. If you scroll down to the bottom of the Offer Card you will see approve/decline buttons. You will
also see your name listed as an approver as well as the names of the remaining approvers. Click Approve.
On the Manage offer approvals page, the information panel displays that the job has been approved.

Declining an offer

Select Manage offer approvals on the right hand menu again. Click View next to the job you are an
approver for and scroll down to the bottom of the page. Click Decline. A pop-up requested a reason for
your decline will be displayed and this is mandatory. Save.

Restart an approval process

In the approval section of the offer card, click Cancel. A pop-up will appear requesting a reason for
cancelling. You will then need to select Restart to create a new approval process. Fill this in and select a new
approval process.

Submit and close Submit Remove Offer Cancel Approve Decline
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Closing out a Search

Under limited circumstances, a search can be closed out for lack of a viable candidate. To indicate that you
would like to close out the search, add a Note to the requisition and upload the Close Out Search Form.

Jobs People Recent items

(494146) Media Communications Specialist - Boston TEST

View applications
J0B

Position info Notes Documents Reports

Add:| Select v

Select
26F m Henry Paquin
Hold day |29

26 Feb 2019, 10:13am Kimberly Burke
Henry here are the questions
Note emailed to: Henry.Paquin@umb.edu

18 Dec 2018, 3:08pm Gina Chan
Hi

This is our PagelUp demo.

KB
Edit Delete
. Add note - PageUp - Google Chrome = m} s
& httpsy/umass.dcd.pageuppeople.com/JlobNote/Add?sData= UFUtVjMt5pv362FeQLgby3%2FGG0tcM2mBRYK20bNdv... @
Add note =]
Laes Candidata declined the offer, please close out the search, We will re-post,
File: Clase Out Search Form.docx (11 kb) Delete

E-mail this note to

User: Krystle Santana Qs

Other e-mail: |

Submit Cancel
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Key Terms and Roles within PageUp
Key Terms

Job Card: PageUp form used to submit a requisition to recruit

Offer Card: PageUp form used to select a candidate for an offer of employment.

Requisition: Online request to post for a vacant, or soon to be vacant, position.

Approval Process: The sequence of approvers needed to post a vacancy or select a candidate for an offer.
Application Status: The different steps an applicant goes through during the recruitment process.
Applicant Card: Individual application details and history (Hiring Manager and Vice Chancellor permissions).

Permission Groups: Access level assigned to each user; HR assigns permissions in consultation with department
needs.

Administrative Support/Originator: Enters requisition on behalf of department/hiring manager; no access to
applicants; optional.

Hiring Manager: Will coordinate the full hiring process for the search, including submission of Offer Card, first
round candidates, and interview questions; serves as point of contact with HR.

Search Committee and Search Chair: Reviews all applicants and makes recommendations for first round
interviews.

Vice Chancellors: Can view all requisitions and applicants within assigned “Teams”; can also submit an Offer
Card for selected candidate

Requisition field roles
Hiring Manager (required field):

On the requisition, this field will always default to the person who is creating the requisition. If
the individual creating the requisition is not a true hiring manager for this position, you should
replace the name.

Responsible for day-to-day applicant and search management on a requisition that they are
assigned to.

Most powerful role with most visibility on requisitions. Has the ability to create and submit a
requisition, move applicants into the correct application statuses throughout the hiring process.
Will see all requisition statuses (open, filled, draft, approved etc). Is able to communicate to
applicants via PageUp.

Can view jobs assigned to them by selecting the jobs link at the top of their dashboard. Can view
approvals of the Requisition throughout the job approval process.

If no search committee, will submit Applicant Details Report of applicant pool via PageUp Notes.
Only one Hiring Manager can be assigned to a Requisition.

Administrative Support/Originator (optional field):

Individual who is completing the Requisition on behalf of hiring department.
Will attach approved job description and compensation memo to requisition.
No access to applicants.

Will see status of the requisition through approval.

Search Committee Chair (optional field):

Someone who will oversee the applicant review process.
Only able to see jobs that they are assigned to.
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e Search Chair is able to view applicant documents.

e Will be able to view search committee members’ feedback.

e Should oversee search committee meetings and make recommendations to Hiring Manager. Will
submit Applicant Details Report of applicant pool via PageUp Notes.

e Search Chair may be the Hiring Manager.

e Able to view the original requisition, but cannot edit it.

e Responsible for working with the Hiring manager, Administrative Support/QOriginator to move an
applicant into the correct disposition status.

Search Committee Member (optional field):
e Can view applicants and is able to evaluate an applicant based on the selection criteria. Unable to
comment on an applicant.
e Only able to see jobs that they are assigned to.
e Able to view the original requisition, but cannot edit it.

Other PageUp Roles
Vice Chancellor/Vice Provost:
e Senior administrators will have access to job requisitions and applicants for multiple Teams (departments)
within their division.
e Access to applicants similar to Hiring Manager. Has ability to change application statuses and initiate or approve
an Offer Card.
e (Can approve a requisition.

e Office of Budget and Financial Planning access to review and approve requisitions.
e No Access to applicants

Offer Card field roles

Reports to Manager (required field by HR):

Who this individual will report to. Will receive notices (future rollouts) in relation to onboarding responsibilities and
provisioning.

Originator (required field):
Individual completing the Offer Card, typically the Hiring Manager.
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