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PageUp Recruitment System — Screening Applicants

e To login go to: go.udayton.edu/employment (if redirect doesn’t work, use: udayton.dc4.pageuppeople.com)
e We recommend using Google Chrome as your browser for access to PageUp.
e You will see the following screen. Login using your UD username and password.

UNIVERSITY of DAYTON

Use your University of Dayton username and password.

Usemame |

Password

Forgot your username?

Forgot your password?
Trouble logging in?

PRIVACY POLICY FAIR, RESPONSIBLE AND ACCEPTABLE USE POLICY TITLE
1
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View Applicant Pool

1. Once logged in, you will be taken to the home screen. For direct access to view your applicant pool, click on ‘Requisitions’.

Requisitions People Reports Steven

My Dashboard

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

Guidelines / Tips

E= 7 Hiring Manager Toolkit - CLICK HERE

Position Description My Requisitions Approvals
I/ My Position Descri... ‘\\ 1Jobs Open 0 Jobs Awaiting Your
~ - Approval
- ~ 1 Team Jobs Open PP
| Create/Edit/ViewPD )
o J O Approved

& B £

Job Postings Applications Search Committee
Review
O Job Postings 0 Jobs Have Applicants
For Review 0 Jobs Requiring Panel
Review

0 Applicants Assigned To
You For Review
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2. Find the job and click directly on the number of applications to view applicants.

a. If you are unable to find your job just by scrolling, you can always click on the ‘Show other search criteria’ and type in the
working title, etc.

Requisitions People

Manage Jobs

Status: Current recruitment v Clear Searc

Types:  Alljobs ¥

o= Show other search criteria
Job No. Date Created User Title Area Department Status Applicgtffons Site Opening Date  Closing Date  Hiring Manager  Sourcec

492343 20ct 2018 TL O Interim Super Hero University of Daytor Fin Admin Approve 2 Main Campu 2 Oct 2018 9 0ct2018 Steven Perucca x

Pagelof1 | > %] Records 1to 1 of 1
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Review Application Materials

3. The next screen will show the applicant pool. You can view application materials by 1) selecting on the applicants name 2) selecting the
documents icon in the right column, 3) by selecting ‘view profile.

Select applicant’s

name

O Faculty PageUp Test (492409)

EZIEN Resuls | \

X

A submi status | prer N First Naf Last Nal Rankil Phorl Moll Email |C0uniState|City [Refl scord DU Undisclo]EmpIcl source | sub-source | [Fe)

ooo30 Oct 2(Under Review by SVicki @ victori Adams 9372% vadams1@udayton.e Unitec Ohio Daytor = True Internet Website led (4 View Profile
ooo30 Oct 2(Under Review by SLisa @ Lisa ccaffre 9376: 937¢ lisa.mccaffrey@udri.u Unitec Ohio  Ketteri @ True Internet Website [P
ooo30 Oct 2(Recommend for H Ginny @ Ginny Dowse 937-2 vidowse@gmail.com UnitecOhio Centers True Internet Website @G @ ViewProfile
ooo30 Oct 2(Recommend for H Test @ Test Rando 4199: jacobw+572@pageup Unitec Ohio  test 0 False Internet Website [+ ¥l View Profile

a. Toview and/or send multiple applicant materials in one PDF, check the first box (green) next to the applicants name and select
‘bulk compile and send’ from the ‘select bulk action’ field. Later in this document, there will be further instruction on the check
boxes.

PageUp.’

Select A Bulk Action A

OYou have just moved 4 applicants to the status 'Under Review by Department (New)'.

Check the first box next to the © Queen 2 (492268)
applicant’s names, then select search
bulk compile and send from
[@ all E] submitted | Status a Pref Name | First Namd Last Name
the drop down.

D6 jul 2018 Under Review by Department (New) Judy @ judy Block
OO 6 jul 2018 Under Review by Department (New) Jules @ Julia Roberts
DO 10 Jul 2018 Under Review by Department (New) ® test booking
OO Jul 2018 Under Review by Department (New) Cap'n @ Steve Rogers
D18 Jul 2018 Under Review by Department (New) @® Agency Candidate

O] J6 Aug 2018 Under Review by Department (New) Road ® Road Runner



PageUp Recruitment System — Screening Applicants

—T

(@A [+] Submitted
)6 Jul 2018

[JCII6Jul 2018 Later in this document, there will be further instruction on the check

boxes and why there are multiple for each applicant.

IS0 Jul 2018

D11 jul 2018
)18 Jul 2018

[JJ)6 Aug 2018

b. Please note: The picture of the hammer tool will allow the user to select and update the columns in their view.

© Queen 2 (492268) = "/r"”_""_'"""r_’"""r'_'""""' =

Search m Collumns

elect the columns to display on the grid:

[ a0 E] Submitted Status

DO 6 Jul 2018 Und ¥ Submitted .
DD 6 Jul 2018 = Status
o B pref Mame
s Aug 2018 nder & First Mame
DI 10 Jul 2018 Under = Last Heme
M Ranking -

I3 11 Jul 2018 Under
Records per page
D= 18 Jul 207 Under

Select how many records per page you would like displayed:

Records per page: 20 @ 50 @ 100 ©
Page 1 of
Sawve Cancel
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Change Status of Applicant/Move in Workflow

2. Applicant status can be changed individually or in bulk. To move an individual applicant, click on the applicant’s individual status.

© Queen 2 (492268) Select the applicant
EIS
|:|E”'” EJ Submitted * Status / Pref Name First Name Last Name
e Jul 2018 Under Review by Department (Mew)  Judy @ Judy Block
OO 6 Jul 2018 Under Review by Department (Mew)  Jules ®ulia Roberts
10 Jul 2018 Linder Review by Department (Mew) ®test booking
0 Jul 2018 Under Review by Department (Mew)  Cap'n @ 5teve  Rogers
I8 Jul 2018 Linder Review by Department (Mew) @ Agency  Candidate
JJJ6Aug2018  Under Review by Department (New)  Road @®Road  Runner

Pagelofl | » ]



A new window will open with a list of statuses. Select the next status and click ‘Submit’. There are different lists of status for the staff and faculty

recruitment processes.

. Change application status - PageUp People - Google Chrome

8 https://udayton.dcd.pageuppeople.com/v5.3/provider/manageApplicants/t

Change application status

Under Review by Department (New)

Phone Screen

Onsite interview

Mo Interview - Unsuccessful

Interviewed, not selected

Recommend for Hire (Offer Card Launches)
Withdrawn

Staff recruitment

process statuses

Next > Cancel
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-
. Change application status - Pagellp People - Google Chrome:

[E=NTER=X=)

Change application status

& https://udayton.dc4.pageuppeople.com/v5.3/provider/manageApplicants/ChangeStatus.aspx?sData=UFUtVjMIH7YC...

Incomplete
Submitted
Under Review by Search Committee (New)
Search committee unsuccessful

1+ Met all required and most or all preferred
1 Met all required and some or all preferred
1 - Met all required and all or most preferred
2+ - Met all required and some preferred

2 Met all required and some preferred

2 - Met all required and some preferred

3 Met all required and no preferred

4 Met some required and some preferred

5 Did not meet required gualifications
Shortlist

Reference Check - Letters of Recommendation

Reference Check - Letters of Recommendation Unsuccessful
Affirmative Action Review

1st Interview (Phone/Skype/Conference)

1st Interview Unsuccessful

Campus Interview

Campus Interview unsuccessful

2nd Affirmative Action Review

Recommend for Hire (Offer Card Launches)

Send Offer Letter/NHP {(Online Offer Made)

Offer accepted

Faculty recruitment
process statuses

Submit

Cancel
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3. To move applicants in bulk, use the check boxes next to each applicant name. There is a green, and red box for each applicant.
You can group the applicants using the boxes. For example, some might use the green box for the most qualified, yellow for qualified
and red for not qualified. Once the boxes are checked, select “bulk move” from the drop down. You can also move one group at a time
(i.e. select the green boxes and bulk move, then the yellow and move, etc....). Bulk move is recommended.

Mew Applicant | Search By Answers To Questions | Merge Applicants | |SEIectA Bulk Action '|

First, use the check

O Queen 2 (492268)

@A [=] Submitted Status

boxes to group the
applicants

Pref Mame First Name Last Name Ranking

&6 Jul 2018 Under Review by Department (Mew)  Judy ® Judy Block 1
&6 Jul 2018 Under Review by Department (Mew) Jules @ ulia Roberis
8 Aug 2018 Under Review by Department (New) Road @ Road Runner

g 10 Jul 2018 Under Review by Department (MNew) @ test booking

JOE 1T Jul2018 Under Review by Department (Mew] Cap'n @ Steve Rogers 2
IS 18 Jul 2018 Under Review by Department (New) @ tgency  Candidate
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a. After ‘bulk move’ has been selected, the status change box below will appear. Select the applicant status for the green
applicants, then yellow, then red by clicking “next”.

Bulk action status: & 2 Applicants ¥ 2 Applicants ¥ 2 Applicants Complete

You have requested to move 2 applicants. Use the drop down
to select your

Select a status to move these applicants to:
/ applicant status
Application status: = Select ¥
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4. Next, the ‘confirm status change’ box will appear and you will have the opportunity to email the applicant or other internal users in the
PageUp system regarding the status or action being taken. For example, you can notify an applicant that the position is on hold or that
their application is incomplete or you could notify a hiring manager that you are ready to interview applicants in the pool.

Select yes to send an email to

the applicant. You can use a
communication template from
the drop down est booking to & different status:

From status: Phone Screen

To status: Onsite interview

Communicatiog template:. - Mo template -- ¥

ETEILLEIEE L L Select yes to send an email
to an internal PageUp user.

& o SMS will be sent to the applicant as they do not wish to receive them.

Additional users from Job: ® Yes © No

a. Inthe ‘confirm status change box, you will be asked to indicate a reason for not interviewing an applicant.

' No Interview - Unsuccessful reason
Flease indicate the reason for selecting the no interview - unsuccessful status:*

Select r

b. Then, select ‘move now’ to complete the bulk status change.
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© Queen 2 (492268)
|:_.-t|| E| Submitted Status Pref Name First Name Last Name

& Jul 2018 Phone Screen Judy @ Judy Block
& Jul 2018 Phone Screen Jules Julia Roberts
10 Jul 2018 Fhone Screen test booking
& Aug 2018 FPhone Screen Road Road Runner
11 Jul 2018 Mo Interview - Unsuccessfu Cap'n Steve Rogers
18 Jul 2018 Mo Interview - Unsuccessfu @ Agency Candidate

5. Once confirmed, the applicants will be moved to the designated status.

a. For STAFF, continue to move the applicants through the workflow and conduct interviews until you are ready to initiate a hiring
proposal. You will not have to rate or seek approval to interview. The next approval will be when submitting the hiring
proposal.

b. For FACULTY, continue to move applicants through the workflow according to the current process. This will include, rating the
applicants, changing status to interview disposition (shortlist, first interview, no interview) in the case of an interview
disposition, the next step is to change the status to Affirmative Action. Affirmative Action will review the pool and reset the
disposition to the interview status. This step is repeated with the campus interview status. Please view the Creating a hiring
proposal training document to learn more about this process.

This concludes the training document for “Screening Applicants”. If you have questions, please contact the Office of Human Resources for
Staff positions or the Provost Office for Faculty positions. Thank you!



