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PageUp Recruitment System – Screening Applicants 

 

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

 

 

 

 

Click on 
Requisitions 
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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.  

 

 

 

 

 

 

 

 

 

 

Click on the number 
of applicants  
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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. 

 

 

a. To view 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. 

                                                                                      

Select applicant’s 
name 

Select the document icons 
to view the resume or 

application  

Select ‘view 
profile’, then 
click ‘form’ 

next to 
application 

Check the first box next to the 
applicant’s names, then select 

bulk compile and send from 
the drop down. 
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b. Please note: The picture of the hammer tool will allow the user to select and update the columns in their view.   

 

     

Later in this document, there will be further instruction on the check 
boxes and why there are multiple for each applicant. 
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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. 

 

 

 

 

Select the applicant 
status 
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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. 

 

 

 

Staff recruitment 
process statuses 

Faculty recruitment 
process statuses 
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3. To move applicants in bulk, use the check boxes next to each applicant name.  There is a green, yellow 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. 

 
 
 
 
 
 
 
 
 
 

First, use the check 
boxes to group the 
applicants 

Then, select 
‘bulk move’  
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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”. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use the drop down 
to select your 

applicant status 
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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. 

 

 

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

 

b. Then, select ‘move now’ to complete the bulk status change. 
 

 

Select yes to send an email to 
the applicant. You can use a 

communication template from 
the drop down 

Select yes to send an email 
to an internal PageUp user.  
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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! 

 


