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Overview

PageUp, provides an enhanced candidate experience from application to onboarding. PageUp, delivers
a set of tools for managing job postings and applicant information. In addition, interviews and other
events can be scheduled, offers can be initiated and tracked, and employee onboarding can be
managed, all in one location. during and after the hiring process. It provides oversight into the
numerous organizational units and empowers teams to organize and monitor a large volume of postings
and applicants.

PageUp Reference Guide

The Hiring Manager and Staffing Coordinator roles will have the main responsibilities of a job posting
and by default, will receive all system-automated emails. The Hiring Managers and Staffing Coordinators
can complete the following tasks within PageUp:

¢ Review and manage job postings and their statuses
¢ Manage and communicate with applicants

¢ Schedule interviews and other events

¢ Check applicant’s references

¢ Create offers

¢ Manage employee onboarding tasks

Reference Guide Page |5
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General Navigation

General Navigation

Access the PageUp System
To access the PageUp System, click on ucf.pageuppeople.com

\g{! UNIVERSITY OF CENTRAL FLORIDA UCF SIGN IN  + Search UCF

UCF Federated Identity

NID You are logging into

https://admin.dc4.pageuppeople.com/

Password

What is my NID? ©
Sign on NID Password Reset [>)
Trouble Signing On? [>)

By signing on, you agree to the terms of the

UCF Policies & Procedures

[“Y UniversiTy oF
IEd CENTRAL FLORIDA

User

Types

e Hiring Manager

O
O

Access to submit a requisition and hiring documents to Staffing Coordinator
Ability to update the applicant’s status

e Staffing Coordinator (HR Liaison)

O

O
O
@)

Ability to submit a requisition and hiring documents

Ability to edit a requisition and hiring documents

Ability to approve or decline a requisition or hiring documents
Ability to update the applicant’s status

e Executive Approver

O
O

Access to view a requisition and hiring documents
Ability to approve or decline a requisition or hiring documents

e Search Committee & Additional Viewers (aka Guest users)

o

O
O
@)

Access to view applicants

Ability to provide feedback/responses

Access to view job

Search Chair has ability to view committee responses

Reference Guide

April 2019
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Definitions

e My Dashboard
o The homepage display of workflow task tiles based on what functionality a user has access to.

[“] universiTy oF
P centraL FLORIDA

= PageUp'

My Dashboard

Welcome jaclyn (Mgr), this is your Dashboard where you will see all your tasks organized in various stages.

2 4

(o

Position Description New job Approvals
My position description - Under 9 Jobs open 0 Jobs awaiting your approval
review 01
) Team jobs open 0 Approved
( Manage position descriptions and ... ) ——————————
~— ( New Job (Faculty) )
\ J

( New Jobs (OPS) )

>

& =

Advertisements Assigned Applications

o

o
¥

Do

Search Committee & Additional
iewers

4 Advertisements. 0 Jobs have applicants for review
1 Jobs requiring panel review

0 Applicants assigned to you for
review

@

Interviews Offers
6 Scheduled interviews 0 Offers awaiting your approval
1 New hires

O New hire tasks.

i

OER
|~ =

N Position Description Task Tile allows you search for USPS and A & P positions

to create a posting.

My position description - Under
review

N
( Manage pesition descriptions and ... )
- /

= New Job Task Tile allows you to view the number of jobs open, the number of

(=)
s

New job
9 Jobs open

302 Team jobs open

New Job

New Job (Faculty)

Y N 7Y

NI ANV RN/

New Jobs (OPS)

Reference Guide Page |7
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4

Approvals
0 Jobs awaiting your approval

Q Approved

&

Advertisements

4 Advertisements.

=

Assigned Applications

O Jobs have applicants for review

0 Applicants assigned to you for
review

&

Q
add

Search Committee & Additional
Viewers

1 Jobs requiring panel review

Interviews

4 Scheduled interviews

@

Offers
0 Offers awaiting your approval
1 New hires

0 New hire tasks

Approvals Task Tile allows you to view the number of job cards awaiting your
approval and the number of job cards you have approved.

Advertisements Task Tile allows you to view a list of your jobs active on the
UCF Careers Portal.

Assigned Applications Task Tile allows you to view assigned jobs and
applicants to you for review. This may be used when seeking feedback about
an applicant from another user.

Search Committee & Additional Viewers Search Committee & Additional
Viewers Task Tile allows you to view positions for committees you are
serving. Additional viewers are the same as guest user access

Interview Task Tile allows you to view the number of scheduled interviews if
utilizing the events function in PageUp.

Offers Task Tile allows you to view the number of offers awaiting your
approval. The number of your new hires and the number of your new hire
tasks.

Reference Guide
April 2019
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Main menu

o The Menu is grouped into subheadings. It allows the user access to different areas of the system.

" UNIVERSITY OF
W4 cCeEnTRAL FLORIDA

Manage position descriptions ...
New Job (Faculty)

New Jobs (OPS)

Jobs open

Advertisements

Search Commitiee & Addition...
Assigned applications
Interviews

My new hires

My new hire tasks

Manage Jobs

Manage poslitlon descriptions ...

Manage applications

Manage reference check regu...

MNew event

Manage events

Reference Guide Page |9
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Agreement and Clauses
o Agreement and clauses are specific provision aimed at clearly defining the duties, rights and
privileges that each party has under the contract terms.
Alternate Onboarding Delegate
o An alternate person who can assist with the onboarding of new employees.
Applicant Card
o The applicant card is a complete summary of an applicant in the system, including their personal
details and application history.
Applicant Flags
o Flags granted by the Talent department after review.

Applicant flags:

Written notice preference

Application & Forms

o Enables quick review of the applicants resume, attachments, application and other documents.

Application Statuses

o These are pre-defined statuses that are required for the hiring process to function correctly. For
example: Incomplete, Submitted, New, Withdrawn, Removed, Ineligible, Offer made, Offer
accepted, and Offer declined.

Booking an event

o Booking an event sets up time slots and invites the appropriate applicant to book themselves in
at their preferred time. These approved events are then able to be entered into the Hiring
Manager's Outlook calendar, streamlining the process.

Bulk Actions
o Bulk activities are actions that can be performed on multiple applicants simultaneously, saving
you time.

Document library

o Alibrary of documents used in the recruitment process.

History Items

o The applicant History can be filtered to display only certain items (such as notes, applications,
and communications) and can be filtered further to only display history relating to a specific Job
application. These filters can be used simultaneously.

Internal Personal Data Form

o Form used for current UCF Employees - internal moves.

Reference Guide Page |10
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e Job Card
o Job Card creates a requisition that you utilize to advertise a position. The job card contains the
following tabs:
= Position Info
= Notes
= Documents
= Reports
e Manage Application screen
o The Manage applications screen is the primary screen used to search, view and sort a job's
applicants.
e Manage Jobs screen
o From this screen you can:
= Search, view, edit and close jobs (within your permissions)
= View job costs (using the dollar sign icon)
= (Click on the desired column headers to sort information
= Use search criteria to find a specific job
=  View applications associated with jobs
e Mandatory Fields
o Mandatory fields are flagged with a star. These must be completed when filling in a screen.
e Merge document
o When you merge a document, you are automatically merging items from the offer card onto the
offer letter/welcome letter.
e Offer Card
o The offer card is typically the first point for initiating an offer process for an applicant. You will
begin the offer card when creating the hire documents.
e Onboarding Delegate
o The person responsible for the onboarding documents that allow for the effective onboarding of
new employees.
e Originator
o The individual who initiated the job card and/or offer card for approval.

e Personal Data Form
o Form used for International Only candidates.
e Personal Data Form Domestic
o Form used for new hires and hires of previous employees with a break in service.

e Position Description
o A Position Description summarizes the important functions of a specific job. It represents actual
duties, responsibilities and job specifications. You will use PD task tiles for A&P and USPS
positions.
e Posting number
o The posting number refers to the requisition number. The system will automatically create the
posting number. You will utilize the posting number for most searches.

Reference Guide Page |11
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e Recruitment process
o Recruitment processes define the steps that applicants will progress through once they have
applied for a job.
e Referees
o Referee names and contact information provided by the candidate via the application form to
complete the reference check when requested.
e Sub Department
o Sub Department is the smaller departments within the home department/division.
e Sub Source
o Second ad or external sources.

Reference Guide Page |12
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Flags and Icons

Flags and Icons
There are many graphic indicators in the PageUp system designed to quickly provide you with

PageUp Reference Guide

information for the Recruitment process. When reviewing applications, you may see some of the
following icon/flags.

Icons
Grouping icon, you can assign candidate into one of three different groups to take
v action on. Will appear at the beginning of an applicant row under the Select drop
down field on the Manage Applications screen.
Grouping icon, you can assign candidate into one of three different groups to take
action on. Will appear at the beginning of an applicant row under the Select drop
down field on the Manage Applications screen.
. Grouping icon, you can assign candidate into one of three different groups to take
|J action on. Will appear at the beginning of an applicant row under the Select drop
down field on the Manage Applications screen.
View resume.
(=)
Download resume.
u\
View application and forms.
o Quick view of job information.
Edit.
Notes
Reference Guide Page |13
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Preview.

Job costs can be recorded against a job by selecting the dollar sign on the Manage
jobs screen.

View applicants for job.

Flags

Veterans’ preference status granted by Talent.

Ineligible for Rehire status granted by Talent.

[

Recall preference status granted by Talent.

USPS preference status granted by Talent.

Written notice preference status granted by Talent.

Reference Guide

April 2019
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Talent Network

Talent Network

PageUp Reference Guide

A Talent Network is a tool for gathering applicants into your talent pipeline without the need for
applying to a specific job. Applicants can be pre-screened and invited to apply for suitable jobs as they
become available.

How is a Talent Network different from a job?

A job card is essentially a requirement for one or more specific positions, for example, a Business
Analyst. Job cards can be raised by Hiring Managers, allocated to cost centers, linked to position
descriptions and so forth. To allow for more proactive recruitment, Talent Networks allow applicants to
register their interest for a range of roles before specific jobs become available. A Talent Network is
used when an employer is casting a wide net to find a certain type of candidate. Perhaps they haven’t
nailed down the job role or roles they will be offering soon, but they do know the skills they’ll need.

JOIN THE UCF TALENT NETWORK

Computer Support

We want you to be a part of the Knight Nation's tech community! If our current technical
opportunities don't align with your employment goals, we would love to keep in touch
through our Talent Network.

Applicants will fill out a brief form, shown below. The form will not constitute as a formal application.

Page 2 of 4: Personal Information

Are you 18 years or older?* Select v

Are you legally able to work in the United States?* ¢ v

What type of employment are you willing to accept? (Check all that apply)*

Fulltime Part time
Temporary

Have you previously worked for us in any capacity?*

= If you are interested in utilizing the

No response .
iyes, ndicate days of employments Talent Network and having access to
the applicants, please email your

point of contact. We plan to feature

Page 3 of 4: Join our Talent Network

Whatis your highest completed level of education?®  ¢_y - four to f|Ve talent networks r0|es ata
Please select up to three (3) areas of Interest.* Ume and each W|“ be posted for a
Administrative Support Advising . .
f— PR minimum of one month.
FinanceAccounting Human Resources
Information Technology Instructional
Law Enforcement Legal/Compliance
Library Legal/Compliance
Nursing Other
Project Management Related Health Care Field
When looking at job boards, what positions/titles are you most interested in?*
Reference Guide Page |15
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SUBMITTING A JOB CARD

Submitting a Job Card USPS and A&P

From My Dashboard

Select Manage position descriptions for USPS and A&P
Select the appropriate New Job for Faculty and OPS

My Dashboard
E3 o
Position Description New job
My position description - Under 12 Jobs open
review
310 Team jobs open
r N
[ Manage position descriptions and ... ) -
USPS and A&P -~ ~ I: New lob (Faculty) )
P : Facultv & OPS
( New lobs (OPS} )

1. To find position information for posting, you can use the following search fields. Then click Search.

Position Description

PD No Classification Title Functional/Administrative Title  Position Number Job Code Employee Name Employee No, '
Supervisor Name Work Type Area Department Sub department Approval status Status

Clear  search
Al v All v Al v Al v Al v Active v

2. View the position to make sure no changes are needed before continuing.

Some information on the job card will auto populate from the job description and will not be
editable. If the information is not accurate, please do not submit the job card but stop here and
reach out to Compensation for reclassification.

3. Select the position you want to post by clicking on Recruit for position.

Position Description
PD No Classification Title FunctionalfAdministrative Title  Position Number Job Code Employee Name Employee No.
2603 Jamie
Supervisor Name Work Type Area Departme, Sub department Approval status Status
Search
All All Al v Active
PDNo.  Position Number Job Code Classific Functional/Administrative Title Employee Name Supervisor Name Date modified Approval status
PD-11 00036467 2603 HRIS Analyst Senior Jamie Employee Teresa Manager 19.5ep 2018 Approved Recruit for position
: .

NOTE: Required fields are marked with an asterisk* and must be completed to submit a job card
Reference Guide Page |16
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USPS and A&P Position Information

NOTE: The following screens pertain to USPS and A&P fields. Faculty and OPS have much the same
process; some fields differ. You can find instructions on Faculty and OPS toward the end of this
reference guide.

1. Classification Title: This is the title that candidates will see in the posting.

POSITION INFORMATION
Job Code: Sknior Secretary Q~
h e selecte
Classification Title:* Senior Secretary

2. Job Summary/Basic Function: Essential functions are the basic job duties that an employee must be
able to perform. A generic job description will generate but the text box is editable.

i i) -k
Job Summary/Basic Function: Lead project teams and collaborate with teams to gather essential requirements and businass
processes.

3. Additional Minimum Qualifications (PERM only): When a U.S. employer sponsors a foreign worker
for a green card (lawful permanent residence), the law usually requires the employer to complete a
process known as labor certification, or "PERM."

Additional Minimum Qualifications (PERM only):

4. Preferred Qualifications: These qualifications include additional job-related education, experience,
skills, competencies, and credentials desired but not mandatory.

Preferred Qualifications:*

Reference Guide Page |17
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5. Special Conditions: Special conditions of employment describe conditions (i.e., environment, safety,
travel, hours outside of the traditional work week, etc.) unique to the position.
6. Annual Salary: Varies depending on job code.

Special Conditions:

Annual Salary:*

7. Additional Application Materials: Request of supplemental documents/information in addition to
application

Additional Application Materials:

8. Job Open Date: The first Friday you want the position opened.
9. Job Close Date: The Thursday you want the position to close; or you may leave blank for open until
filled option.

Job Open Date:* 14)an 2019
Position will be opened on Friday after approved
Job Close Date:

10. Type of position: Select from drop down: New or Replacement.

Positions:
Position no Type: Applicant Application status
1 =
HRIS Analyst Senior Q- Select v _
Position no: 00036467 . & Saect e
MNew
Replacement
MNew: Replacement Add more
Reference Guide Page |18
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a. If you are submitting a job card for a Pool advertisement you will enter the appropriate number
of positions in the New/Replacement field and click Add more.

Positions:
Position no Type: Applicant Application status
HRIS Analyst Senior Q 4 Replacement ¥ Cance
Position no: 00036467 v

Ne-.@ REpIacemE"t:© Add more

b. Position numbers are required to submit job card for approval. All position titles must be the
same.

Replacement

11. Type of Appointment: Select from drop down menu.

Type of Appointment:* Select a
Q
—
Time Limited
Not Applicable

Regular

Interim

12. FTE Examples:
e 1.0 (40 hours
e .75 (30 hours
e .50 (20 hours
e .25 (10 hours

—_— — — —

FTE:*
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13. Sub Department: Select from drop down menu. Contact Talent Acquisition if sub department is not
listed.

sub Department: select '_

Select

Accounting & Operations
Administration

Benefits

Compensation

Employee Relations & HR Compliance
Employment Services & Records

HRIS

14. Work Schedule: Example - Monday to Friday from 8 AM to 5 PM.

Work Schedule:

15. Recruitment process: Select from drop down menu.

Recruitment process:* Select v _

SEAF e : 'ERS
Administrative & Professional (A&F)
Expression of Interest
Faculty
OPS (Advertised)

OPS (Mot Advertised)
Search Committee (A&P / USPS)
USPS

a. Select Search Committee (A&P / USPS) if you are using a Search Committee.
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USPS and A&P Search Committee & Additional Viewers

(Additional Viewers previously known as Guest Users.)

1. Select YES or NO
2. If YES add Search committee chair and Search Committee Member(s) or Additional Viewer(s).
a. Inorder to utilize the lookup function the Chair and Member(s) must be active in PeopleSoft.
Search by first name, last name, or email address.
b. Note: Allow pop-ups to open in your browser settings to search for name.
c. Name search will be actual employee name, no nicknames.
3. Answer if using a Search Firm and include name of firm if you are.
4. For Search Committee Members or Additional Viewer(s) who are not UCF employees to access the
system, enter the following information in the Non-UCF Employees Requiring Access text box:
a. First Name, Last Name, and E-mail.

. o ased on yc cta user
Will a search committee be used for this (
requisition?:
First name: Last name:

Search Committee Chair: W4

-mail: Search

rstname > Lastname Email
AFMSanul  Haq saniul hag@knights.ucf.edu

Are you working with a Search Firm?-* Yes No
AHMAnwar  Sadman sadm:

Search Firm Name: Aadithya

Aakash

Search Committee Member or Additional Viewers: Aaliyah

saro
Add Search Committee Member or Additional Viewer =en
saron

Recipient Aaron
No Search Committee Member or Additional Viewer selected.
Search Committee Member or Additional Viewer information:

User information:

Non-UCF Employees Requiring Access as Search
Committee Member or Additional Viewer:

USPS and A&P Posting Details
Make appropriate selection(s) for ad source.
1. Internal Posting only is for UCF internal candidates only, CareerBuilder and/or HigherEd Jobs
2. If you are advertising the position on CareerBuilder website, fill out the following:
a. Funding Department to be charged
b. Does the position manage others — Yes or No.
c. Ifthere is travel required- select one from drop down menu.

POSTING DETAILS

If you plan to advertise indicate the advertising Internal Posting only Highergd Jobs
B CareerBuilder

If you selected Career Builder, please complete the following three questions.

Funding Department to be charged:

Does this position manage others: Yes Mo
Is there travel required: Select v
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3. List any other external sources you are using for the position in text box provided. Field is a required
field; enter N/A if no additional sources.

4. Include Additional Posting Instructions in text box provided — Information for approvers and/or
Talent Acquisition (not for applicants). If you have a video link, enter the URL in this box.

Please list any other sources:

Include Additional Posting Instructions:

5. Posting Location: Please select one from drop down menu.
a. Posting location selected here is where the position will be categorized in the UCF Careers page.

Posting Location:* Select v _

Main Campus (Orlando)

UCF Rosen Col - Universal Blvd
UCF Downtown

UCF HSC at Lake Nona

6. Posting Introductory Sentence: Please enter a brief description as an introduction to the job
details.

Posting Introductory Sentence:

USPS and A&P Users and Approvals

1. HR’s Point of Contact by College/Division is attached for reference.

2. View Only Department Delegate: (Optional) — This role can be assigned on the job card to allow
someone who is not an approver view only access (Must be active in PeopleSoft).

3. Funding Department: Utilize lookup function to identify funding department to be charged for
background screening.

4. Hiring Manager: Will default to job card initiator. Make sure that the actual hiring official is listed.
This may require replacing the auto-populated name in this field.

View Only Department Delegate: Q -

Funding Department Code for Background Screen: Qs

Hiring Manager field will default to job card originator, if needed please make appropriate
change to actual hiring manager

Hiring Manager:* Q -

Reference Guide Page |22
April 2019



Human Resources
UCF PageUp Reference Guide

UNIVERSITY OF CENTRAL FLORIDA

5. Approval process: Select from drop down menu — for example, A&P.

Approval process:* A&P ¥
1. Staffing Coordinator:
£ o 4
Mo user selected
2. Executive Approver:
¢ P Q=
Mo user selected
3. Talent Management Point of Contact: Q -

Mo user selected

6. Select appropriate Point of Contact for each apb-roverlrole.
a. Staffing Coordinator — Actions allowed:

e Update job details on job card
e Approve or decline a job card
e Update applicant status
b. Executive Approver — Actions allowed:
e Access to read-only a job card (requisition)
e Approve or decline a job card
c. Talent Management Point of Contact

Next page: You can add notes and/or upload documents.

Paosition info Notes Documents

Select A

Document Size Category

Save a draft Save Save & Exit Cancel _

Save a draft: Allow you to save but not submit the job card for approval.
Save: Saves and submits job card for approval workflow.

Save & Exit: Saves and submits job card for approval workflow. Page closes and brings you back to
PageUp My Dashboard home page.

Cancel: Cancels and deletes information entered.
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Submitting a Job Card Faculty

Select New Jobs (Faculty) from My Dashboard, then click ® to search for position number. Once
you have the have the position you want to advertise, click on select, then click next.

FACULTY
1.‘P“o-swti-o-n )

"o position selected

Next > Cancel

Faculty Position Information

1. Classification Title: This is the title that candidates will see in the posting.
2. Administrative Title: Add administrative title if position will have an administrative function.
Classification Title:* Assistant Professor

Administrative Title:

3.

Job Summary/Basic Functions: Essential functions are the basic job duties that an employee must
be able to perform. A generic job description will generate but the text box is editable.

Job Summary/Basic Function:*

4. Minimum Qualifications: The minimum amounts of education or experience and the minimum level

of knowledge, skills, abilities, licensures, certifications and other job-related requirements that must
be met for a candidate to be considered for this position.

Preferred Qualifications: These qualifications include additional job-related education, experience,
skills, competencies, and credentials desired but not mandatory.

Special Conditions: Special conditions of employment describe conditions (i.e., environment, safety,
travel, hours outside of the traditional work week, etc.) unique to the position.

Minimum Qualifications:*

Preferred Qualifications:*

Special Conditions:
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7. Annual Salary: Varies depending on job code.

8. Additional Application Materials: Supplemental documents/information in addition to application,

such as: professional statement of research interest, evidence of excellence, list of affiliations, three
professional references, etc.

Annual Salary:*

Additional Application Materials:

9. Job Open Date: The first Friday you want the position opened.

10. Job Close Date: The Thursday you want the position to close; or you may leave blank for open until
filled option.

Job Open Date:* 14)an 2019

Job Close Date:

11. Type of position: Select from drop down: New or Replacement.

Positions:
Position no Type: Applicant Application status
1 - - Cancel
Assistant Professor Q~” Selact & "
Position no: 00030043 v
Mew: Replacement: Add more

a. If you are submitting a job card for a Pool advertisement you will enter the appropriate number

of positions in the New/Replacement field and click Add more. Position numbers are required to
submit job card for approval.

Positions:
Position no Type: Applicant  Application status
1 - - Cancel
Assistant Professor Q- Selact v !

Position no: 00030043 v
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Positions:
Position no Type: Applicant Application status
! Assistant Professor Q- Salact v - - Cancel
Position no: 00030043 v
2 Q- Mew - - - Cancel
Mo position selected.
3 Q- Mew - - - Cancel
Mo position selected.
4 Q- Replacement v - - Cancel
Mo position selected
5 Q Replacement v N - Cancel
Mo position selected.
MNew: Replacement: Add more
12. Work Type: Please select Faculty from drop down menu.
Work Type:* Select v
USPS (Staff) .
Administratiye & Professional
Faculty h
OPS5 (Temporary) v
Postdoctoral Associate
13. Type of Appointment: Select from drop down menu.
Type of Appointment:* Select .
a
USPS Time Limited
Regular
nterim
Visiting - 1 year non-renewable
Visiting - renewable
Exempt from Posting
Provisional
Adjunct Faculty
Clinical M
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14. FTE Examples:
1.0 (40 hours)
.75 (30 hours)
.50 (20 hours)
.25 (10 hours)

FTE:*

15. Tenure Status: Select from drop down menu.

Tenure Status: Select
[ Q
Select
Tenure Track
Tenured/Tenure Earned
/A
Mon-Tenure Earning
Tenure Earning
Tenured

Multi-year Appointment

16. Sub Department: Select from drop down menu. If you do not see your Area, please contact your
Talent point of contact.

Sub Department: Select v

Select

17. Work Schedule: Example - Monday to Friday from 8 AM to 5 PM.

Work Schedule:

18. Recruitment Process: Select from drop down menu. Faculty process is a Search Committee
recruitment process

Recruitment Process:* Select T

Select

Administrative & Professional (A&P)
Expression of Interest

Faculty

OPS (Advertised)

DPS (Mot Advertised) ]
Search Committee (A8&FP / USPS)
LSPS
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Faculty Search Committee & Additional Viewers

(Additional Viewers were previously known as Guest Users.)

1. Select YES

2. If YES add Search committee chair and Search Committee Member(s) or Additional Viewer(s).
a. Inorder to utilize the lookup function the Chair and Member(s) must be active in PeopleSoft.

Search by first name, last name, or email address.

b. Note: Allow pop-ups to open in your browser settings to search for name.
c. Name search will be actual employee name, no nicknames.

3. Are you working with a Search Firm: Yes or No, if yes add the name of the firm(s).

4. For Search Committee Members or Additional Viewer(s) who are not UCF employees to access the
system, enter the following information in the Non-UCF Employees Requiring Access text box:
First Name, Last Name, and E-mail.

& Search - Google Chrome = O X

@ https;//ucf.dcd.pageuppeople.com/v5.3/provider/searchField/searchdial..

s were found based on your criteria, please select a user

First name: Last name:

E-mail: Search

Firstname = Lastname E-mail
Elizabeth (Comn Committee

SEARCH COMMITTEE & ADDITIONAL VIEWERS,| Jacyn (Comm)  Committee
Jamie (COMM)  Committee

will a search committee be used for this )
requisition?:

N
Search committee chair: Okay  Cancel  Add new user

No user selected

Non-UCF Employees Requiring Access as Search
Committee Member or Additional Viewer:
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Faculty Posting Details

Make appropriate selection(s) for ad source.

1. Internal Posting only is for UCF internal candidates only.

2. If you are advertising the position on CareerBuilder website, fill out the following:
a. Funding Department to be charged
b. Does the position manage others — Yes or No.
c. Ifthere is travel required- select one from drop down menu.

POSTING DETAILS
If you plan to advertise indicate the advertising Internal Posting only HigherEd Jobs
sources: CareerBuilder

If you selected Career Builder, please complete the following three questions.

Funding Department to be charged:
Does this position manage others: Yes No

Is there travel required: Select

3. List any other external sources you are using for the position in text box provided. Field is a required
field; enter N/A if no additional sources.

4. Include Additional Posting Instructions in text box provided — Information for approvers and/or
Academic Affairs or Talent Acquisition (not for applicants). If you have a video link, enter the URL in
this box.

Please list any other sources:

Include Additional Posting Instructions:

5. Posting Location: Please select one from drop down menu.
a. Posting location selected here is where the position will be categorized in the UCF Careers page.

Posting Location:* Select r

Main Campus (Orlando)

UCF Rosen Col - Universal Blvd
UCF Downtown

UCF HSC at Lake Nona

6. Posting Introductory Sentence: Please enter a brief description as an introduction to the job
details.

Posting Introductory Sentence:
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Faculty Users and Approvals

1. HR’s Point of Contact by College/Division is attached for reference.

2. View Only Department Delegate: (Optional) — This role can be assigned on the job card to allow
someone who is not an approver view only access (Must be active in PeopleSoft).

3. Funding Department: Utilize lookup function to identify funding department to be charged for
background screening.

4. Hiring Manager: Will default to job card initiator. Make sure that the actual hiring official is listed.
This may require replacing the auto-populated name in this field.

View Only Department Delegate: Q -

Funding Department Code for Background Screen: Q -

Hiring Manager field will default to job card originator, if needed please make appropriate
change to actual hiring manager

Hiring Manager:* Q -

5. Approval process: Select Faculty from drop down menu.

Approval process:* Faculty r

1. staffing Cocrdinator: Q=
Mo user selected

2. Executive Approver: Q -
Mo user selected

3. Academic Affairs: Q=

No user selected

Next page »

Please fill in all mandatory fields marked with an asterisk ().

6. Select appropriate Point of Contact for each approver role.
a. Staffing Coordinator — Actions allowed:

e Update job details on job card
e Approve or decline a job card
e Update applicant status
b. Executive Approver — Actions allowed:
e Access to read-only a job card (requisition)
e Approve or decline a job card
c. Academic Affairs Point of Contact
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Next page: You can add notes and/or upload documents.

Position info Notes Documents

Select v

Document Size Category

—

Save a draft Save Save & Exit Cancel

Save a draft: Allow you to save but not submit the job card for approval.
Save: Saves and submits job card for approval workflow.

Save & Exit: Saves and submits job card for approval workflow. Page closes and brings you back to
PageUp My Dashboard home page.

Cancel: Cancels and deletes information entered.
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Submitting a Job Card OPS

Select New Jobs (OPS) from My Dashboard, then select a Job Template (OPS Advertised, or OPS Not
Advertised).

OPS

t "No Template' if there is no suitable template available.

1. Template

Mo template—
OPS (Advertised)
OPS (Mot Advertised)

Next > Cancel

OPS Position Information

1. Job Code: Click on the OPS Job Codes. Once you determined the OPS classification and job code you
must type it in the Job Code field.

OPS JOB CARD

POSITION INFORMATION

Job Code:* Q~

Click HERE to view OPS Job Codes —

2. Position Number: Copy and paste position number 00080100 — OPS Non-Exempt default position
will appear on field.

Position Number Position Number OPS Non Exempt
(Please enter position Qs (Please enter position on Bxemp Q=
number 00080100)-* Jo position selected. number 00080100)-* Position no- 00080100

3. Classification Title: Remove what is generated and add title. Title must have OPS as prefix. For
example: OPS Administrative Support, OPS Computer Support.

Classification Title:* OPS Computer Suppor‘t|
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4. Job Summary/Basic Function: Detail the specific requirements, responsibilities, job duties, and skills
required to perform this role. It also includes a list of common day-to-day tasks, equipment or tools
used, who the role reports to, and overall goals.

Job Summary/Basic Function:*

5. Minimum Qualifications: The minimum amounts of education or experience and the minimum level
of knowledge, skills, abilities, licensures, certifications and other job-related requirements that must
be met for a candidate to be considered for this position.

- e ———
AT SR T ITE Enter qualifications required for position

6. Preferred Qualifications: These qualifications include additional job-related education, experience,
skills, competencies, and credentials desired but not mandatory.

Preferred Qualifications:*

7. Special Conditions: Special conditions of employment describe conditions (i.e., environment, safety,
travel, hours outside of the traditional work week, etc.) unique to the position.

Special Conditions:

8. Hourly Rate: The amount of money earned for every hour worked.

Hourly Rate:*

9. Additional Application Materials: Request of supplemental documents/information in addition to
application.

Additional Application Materials:
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10. Job Open Date: The first Friday you want the position opened.
11. Job Close Date: The Thursday you want the position to close; or you may leave blank for open until

filled option.
Job Open Date:* 14)an 2019
Job Close Date:

10. FTE Examples:

e 1.0(40 hours)
.75 (30 hours)
.50 (20 hours)
.25 (10 hours)

FTE:*

11. VP Area: Make selection from drop-down menu.

12. Home Department: Make selection from drop-down menu.

13. Sub Department: Make selection from drop-down menu.

If you do not see your Area, please contact your Talent point of contact.

VP Area:* Select v

Home Department:*

Sub Department:

14. Work Schedule: Example - Monday to Friday from 8 AM to 5 PM.

Work Schedule:

15. Work Location: Place of work

i -
Work Location: Q-

Reference Guide Page | 34
April 2019



Human Resources
UCF PageUp Reference Guide

UNIVERSITY OF CENTRAL FLORIDA

OPS Posting Details

Make appropriate selection(s) for ad source.

1. Internal Posting only is for UCF internal candidates only.

2. If you are advertising the position on CareerBuilder website, fill out the following:
a. Funding Department to be charged
b. Does the position manage others — Yes or No.
c. Ifthere is travel required- select one from drop down menu.

POSTING DETAILS

If you plan to advertise indicate the advertising Internal Posting only HigherEd Jobs
sources: CareerBuilder

If you selected Career Builder, please complete the following three questions.

Funding Department to be charged:

Does this position manage others: Yes No

Is there travel required: Select v

3. Include Additional Posting Instructions: in text box provided Information for approvers and/or
Talent Acquisition (not for applicants). If you have a video link, enter the URL in this box.

Include Additional Posting Instructions:

4. Posting Location: Please select one from drop down menu. Posting location selected here is where
the position will be categorized in the UCF Careers page.

Posting Location:* Select v -

Main Campus (Orlando)

UCF Rosen Col - Universal Bivd
UCF Downtown

UCF HSC at Lake Nona

5. Posting Introductory Sentence: Please enter a brief description as an introduction to the job details.

Posting Introductory Sentence:
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OPS Users and Approvals

1. HR’s Point of Contact by College/Division is attached for reference.

2. View Only Department Delegate: (Optional) — This role can be assigned on the job card to allow
someone who is not an approver view only access (Must be active in PeopleSoft).

3. Funding Department: Utilize lookup function to identify funding department to be charged for
background screening.

4. Hiring Manager: Will default to job card initiator. Make sure that the actual hiring official is listed.
This may require replacing the auto-populated name in this field.

View Only Department Delegate: CL -

Funding Department Code for Background Screen: CL -

Hiring Manager field will default to job card originator, if needed please make appropriate
change to actual hiring manager

Hiring Manager:* Q -

5. Approval process: Select from drop down menu — for example, OPS (Advertised).

Approval process:* OPS (Advertised) v
1. staffing Coordinator: Jaclyn (Coord) Coordinator Q~

glossy11+2@knights.ucf.edu

2. Talent Management Point of Contact: Jaclyn Velez Qs

Jaclyn Velez@ucf.edu

6. Select appropriate Point of Contact for each approver role.
a. Staffing Coordinator — Actions allowed:
e Update job details on job card
e Approve or decline a job card
¢ Update applicant status
b.Talent Management Point of Contact
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Next page: You can add notes and/or upload documents.

Position info Motes Documents

Select v

Document Size Category

Saveadraft ~ Save | Save &Exit  Cancel _

Save a draft: Allow you to save but not submit the job card for approval.

Save: Saves and submits job card for approval workflow.
Save & Exit: Saves and submits job card for approval workflow. Page closes and brings you back to
PageUp My Dashboard home page.

Cancel: Cancels and deletes information entered.
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Managing Jobs

Managing Jobs

You can manage and track job postings in the following ways:

1. The jobs open link on the dashboard

PageUp_’

2. The Manage jobs link from the Main Menu.

(*Y UNIVERSITY OF
<8 CENTRAL FLORIDA

= pageUp®

Manage position descriptions ...

New Job (Faculty)

New Jobs (OPS)

Jobs open

Adveriisements

Search Committee & Addition...
Assigned applications
Interviews

My new hires

My new hire tasks

Manage Jobs

Manage position descriptions ...

Manage applications

Manage reference check requ.

New event

Manage events

o The Manage jobs screen displays assigned job postings and the following information:

a. Job number
b. Date created: Date job card was created
c. JobTitle: Click the Job Title link to go directly to the Job Card.
d. Area
e. Department
f. Status: This is for internal purposes, allows you to see where you are in the hiring process.
g. Applications: Click the number to displays all applicants for this posting. See Manage
Applications in this document for additional information.
h. Site: Posting location for position.
i. Opening Date
j. Closing Date
k. Hiring Manager
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I.  Sourced: The green check mark indicates when a job is currently advertised and accepting
applicants
o Clickthe @ information button next to the Job Title to see a quick view of the job posting
information. Appl Syst Analy Programmer
Appl Syst Analy Programmer
. § af

Requisition Number: 492665
1 Type: Job
Pos.: 3
| VP Area: AA-College of Graduate Studies
| Site / Location: Main Campus (Orlando)
User: )
| Owner:
Recruitment process:Admi
| (AGP)

! Applications
| Offer Accepted Paperwork Complete (HR USE
ONLY) (1)

| HConner
| View all applications
| Sourcing

UCF Career Site: 28 Feb 2019 - (none) ( EST)

o To the far right of the screen, each job has the following options:

a. View/Edit the Job Card — Click the Edit button to open the Job Card.

b. View/Add Notes - Click the Notes button to open the Notes screen.

c. Preview the Job — Click the Preview button to open the advertised posting text.

d. Job costs can be recorded against a job by selecting the dollar sign on the Manage jobs
screen.

e. View Applications — Click the Applications button to open the Manage Applications screen.
See Manage Applications in this document for additional information.

o Results can be filtered by selecting criteria. If you do not clear your search criteria, it will
default the next time you visit the page.

Manage jobs

Status: A v Clear Search

Types: A v

Show other search criteria

a. Status: Select from the drop-down menu. ==~

Current recruitment

NN current recruitment
Draft

Pending approva

Approved

Declined

Under Review by Manager
Final Talent Acquisition Review
Final Compensation Review
Interviewing

Compliance Review

Selected Candidate Approved
Background Check

Testing

Cancelled

Offer

On hold

Filled
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b. Types: Select from the drop-down menu. Types: | A v

All jobs

Mew Job (Faculty)

Mew Jobs (OPS)

Campaign - General

Campaign - Graduate campaign
[ Campaign - Layoff Notification

c. Click the plus sign for Show other search criteria: to find additional filtering options.

Classification Title:

Requisition Number:

Currently sourced: Al v

VP Area: Select v
Home Department: Home Department f v

Site: Q-

Site name selected.

5]

Team: Al v

HR Representative: Q -

No user selected

Hiring Manager: W4
o user selected

Recruitment process: = Select v
Search

Click Search for results to update.

3. Manage jobs from the New Job task tile

o]
L

New job

12 Jobs open

314 Team jobs open

N

New Job (Faculty) )

Y

New Jobs (OPS) )
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o On the screen you can sort by:
Visibility
a. Alljobs

b. My jobs
c. Team Jobs

As well as by:

Status

a. Allstatus jobs

b. Current jobs

c. Non-current jobs

Jobs  Reports jaclyn (Mgr)

My jobs

Visibility Status

All jobs My jobs Team jobs Al Current

Non-current

o Ifyouclick on, you can remove displayed columns and view more

rows {3 Settings

Settings X
Select columns to display

Job number Title

Administrative Title Sub Department

Date added Status

Request Provider Reporting to Manager

Team

Number of rows per page
@ 20 50 100

Cancel @

o You can also sort the columns

My jobs

Visibility Status

All jobs My jobs. Team jobs Al Current

12 search resuits

Job number

492619 Appl Syst Analy Programmer Appl Syst Analy Programmer 17 Dec 2018

402607 Assistant Professor Assistant Professor 2 Nov 2018
492676 Assistant Professor 28 Mar 2019
492620 Computer Specialist Computer Specialist 18 Dec 2018

Non-current

Offer

Pending approval

Approved

Offer

jaclyn (Mgr) Manager

Jaclyn (Mgr) Manager

Jaclyn (Mgr) Manager

Jaclyn (Mgr) Manager

Default Team

HR Talent Acquisition

HR Talent Acquisition

HR Talent Acquisition

& Settings

View

View

View

o Once you find the position you want to work on, click view.
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MANAGE APPLICATONS

Manage Applications

There are several ways to view and manage applicants for any job posting:

1. Onthe My Dashboard, click on Jobs located on the blue toolbar, this will take you to the Manage
Jobs Screen.

= PageLIp..’

My Dashboard

a. From the Manage Jobs screen, click on the job title, this will take you to the job card, click View
Applications on the top of the screen.

Manage jobs
Status: All v Clear Search
Types: All T

< Show other search criteria

Job No. Date created User Title Area Department Status  Applications
492620 18 Dec 2018 M i Computer Specialist DMIN & FINANCE-BUSINESS SWCS BS SV-AUX OPERATIONS Offer [}
492619 17 Dec 2018 JC © sppl Syst Analy Programmer AA-College of Graduate Studies GR STDY-PAYROLL Approve 7
492616 7 Dec 2018 m ® HRIS Analyst Senior ADMIN & FINANCE-HUMAN RESOURCE HM RES-PAYROLL Approve 1

(492620) Computer Specialist B View applications

b. From the Manage Jobs screen, click the number listed in the Applications column.

Manage jobs
Status: Al M Clear = Search
Types: Al v

< Show other search criteria

Job No. Date created User Title Area Department Status  Applications

492620 18Dec 2018 M © Computer Specialist ADMIN & FINANCE-BUSINESS SVCS  BS SV-AUX OPERATIONS offer 6 -

492619 17 Dec2018 JC @ Appl Syst Analy Programmer AA-College of Graduate Studies GR STDY-PAYROLL Approve 7

492616 7 Dec2018 M OHR S Analyst Senior ADMIN & FINANCE-HUMAN RESOURCE HM RES-PAYROLL Apprave 1
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c. From the Manage Jobs screen, click the Applications icon (blue person) located on the far right.

Job No. Date created User Title Area Department status  Applications [ S | 8
492620 18Dec2018 |M @ Computer Specialist ADMIN & FINANCE-BUSINESS SVCS BS SV-AUX OPERATIONS Offer

FaRE S8

492619 17 Dec2018 JC @ Appl Syst Analy Programmer Ad-College of Graduate Studies GR STDY-PAYROLL Approve 7

1. From the Main Menu, E click the Manage Applications link

My Dashboard

Manage applications

Manage reference check requ...

2. Once on the Manage Applications screen, use the Search tab to identify the posting.
3. You can search for the position via the lookup Qicon, then search using the job posting number or

job title.
4. To view the list of active applicants only for the identified posting, check the box next to Current
application statuses only. O Computer Specialist (492620)

@ Results
Job/campaign: Computer Specialist Q” _

< Computer Specialist

Application status: Hiring Manager Under Review
Not Hired- Not Interviewed
Phone screen scheduled
Interview #1 scheduled
Interview #2 scheduled

E-mail:
First name:
Last name:

Reference check status: All

Applicant number:
Current application statuses only: ¢

4 Show other search criteria _

5. You can also select the desired Application status, or search by applicant email, applicant name or

applicant number. © Computer Specialist (492620)
Results
Job/campaign: Computer Specialist Q-

<= Computer Specialist

Application status: iring Manager Under Review
ot Hired- Not Interviewed
hone screen scheduled
nterview #1 scheduled

Interview #2 scheduled

E-mail

First name:

Reference check status: All

Applicant number:

Current application statuses only: (¥

4 Show other search criteria

6. Click Search.
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The Results tab displays the selected criteria along with other criteria such as:

1. Job Title and Job Number
2. Submitted Date
3. Status of each applicant (click to change the application status)
4. Candidate Name (Click to open Applicant Card)
5. Candidate Email
6. Sub source — If applicant found position via secondary job source
7. Applicant Flag — for USPS preference such as Veteran, USPS employee, etc.
Flag no. Name Flag Flag no. Name Flag
1: Weteran's Praference 1: Recall preference [
2 Ineligible for Rehire @ 2 USPS preference
ES Written notice preference

8. Additionally, there are four buttons displayed on the far right of the screen.

These four buttons allow you to do the following: abce s

a. Click the View Resume button to view the resume/CV in a new window. ROV

b. Click the Download Resume button to download and save to the b (4@ Applicant
computer.

c. Click the View Applications and Forms button to view application and other documents in a
new window.
d. Click the Applicant Card link to open the Applicant Card.

Senior Secretary (492664)

Search I-H

|i;hll E| Submitted | Status First name Last name Email Sub-source | | - —
27 Feb 2019  Interview 1 Captain Crunch glossy11+1@knights.uc WOM Applicant flags: @@ Applicant Card

Vete Preference
27 Feb 2019  Create Hire Documents MNoah Velez lossy11_2@knights.ucl CareerB A
sy @ Ineligible for Rehire wled
27Feb 2019 Interview 1 Jon Snow glossy11_3@knights.uci HE] Application flags: BE 3 Applic
28Feb 2019 Interview 1 Sandra sandra.rodriguez@ucf.c Website m Recall preference 4@ Applicant Card
1 Mar 2019 nterview 1 George pupdown3+103@gmail Empl FLA BE@H A
n notice preference
1 Mar 2019 Hiring Manager Under Reviey @ Nika nikag749@aol.com WOM 4@ Applicant
1 Mar 2019 Hiring Manager Under Reviev @ Shanna atsucfpu@gmail.com  WOM e (4 @ Applicant Card
SMar2019  Hiring Manager Under Reviey @ Caro Arce Carol.Arce@ucf.edu Website = 4@ Applicant Card
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Applicant Card

The Applicant Card displays a full history of the applicant, including the following information (see full

screenshot below).

1. Applicant Profile

2. Applications completed
3. History

Note: Filter History by selecting criteria from the /ltem and Job drop-down menus. The filter is
automatically applied when selected and the information below is updated. The History section can
show users important information about the applicant and actions taken during the process.

Examples of Items:
e Notes:

=  Status changes and who changed the status.
= The reason the applicant provided when declining an event booking or offer.
e Bookings: Details of event bookings
e Communications: Emails that have been sent to the applicant
e Documents: Documents associated with the application (i.e., Resume/CV, reference

letters, etc.)
Resume

Nous

Grouping icon, you can assign candidate into one of three different groups to take action on.
Click the Print button in the top right hand corner to print the application.
Option to communicate to candidate, add note, document or view profile.

v Noah Velez o

Address Phone

3536 State Drive +1(407) 478-4534
Orlando, FL

32826, United States

E-mail Number
glossyl_2@knights.ucf.edu 1222

e-Zines comms hold
No

Applications History Resume

© Senior Secretary

Job ID Date submitted Originator Applied via
492664 27 Feb 2019 Daren Hill CareerBuilder

Cell Work

Original source Flags

CareerBuilder Flags

Applicant Profile

Offer Accepted Paperwork offer

Complete (HR USE ONLY) accepted

Status changed 23 Mar 2019

O C = Actions A
Communicate
Invite to apply

Profile Add note
View profil

Add document

View profile

Active

Flags

Applications  History ~ Resume

Job Hem
an - Al &

Today, t42am L] Communication @

ior Socrotary

Bounced E-mall; UCF - Onboarding Task Reminder, To: glossyl_2aknights.uctedu

Soturdny, 23 Mar 2019, 219pm @

Daren Hill

Solurday, 23 Mar 2019, 21%pm @

‘Personal Data Form (Domestic)' completed

Activities
Application submissions
Assign applications
Background checks
Bookings
Communication
Documents

Motes

Notes (user)
Offers

Rankings
Tasks/reminders

Reference Guide
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Change Applicant Statuses
Application statuses can be changed individually or using bulk actions. Do not use bulk actions for
creating documents.

Certain applicant statuses will send an email notification to the applicant through the Talent
Management system. Most emails can be edited before sending.

Changing an applicant status individually

1. Click the link of the current applicant status.

O Appl Syst Analy Programmer (492619)

Seal-Ch m

[DAII E] Submitted Status First name Last name
[JOD 18 Dec 2018  Create Hire Documents Jon Snow
OOO18 Dec 2018  Hiring Manager Under Review Walt Zing

D18 Dec2018  Hiring Manager Under Review - Susan Sunshine

2. Select the appropriate applicant status from the Change application status pop up window and
select Next.

Change application status 8

Hiring Manager Under Review
Minimum Requirements Not Met
Search Committee Review
Not Hired- Not Interviewed
Phone screen scheduled
Phone Screen Accepted
Phone Screen Declined

Onsite Interview #1 scheduled
Interview Event 1 Accepted
Interview Event 1 Declined
Not Hired- Interviewed

Onsite Interview #2 scheduled
Interview Event 2 Accepted
Interview Event 2 Declined
Onsite Interview #3 scheduled
Interview Event 3 Accepted
Interview Event 3 Declined
selected Candidate Approved
Reference Check

Reference Check Unsuccessful
Create Hire Documents
Background Check Pending
Background Check Complete
Final Compensation Review
Launch Offer

save Cancel _
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3. Select Move now.

NOTE: Maintain radio button responses (circled in RED) as defaulted.

Confirm status change

You are about to move Walt Zing to a different status:

From status: Hiring Manager Under Review

To status: Reference Check

Communication template:  -- No template -- v

E-mail: Applicant: ® Yes O No

I

© No SMS will be sent to the applicant as they do not wish to receive them.

I

Additional users from Job: ® Yes O No

= Note

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

Update job status from Approved to Reference checking: © Yes ® No

m cancel

I

Reference Guide
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Defintions: Available Bulk Action Options

Select a bulk action

o Bulk Assign: Used to assign application to any other user in the system for

: review. Assigned users will be sent an email notification and receive a
Select a bulk action

Bulk assign
1 Bulk communicate

notification on the Assigned Applications task on their dashboard. The
assigned user can review the application with the option to approve or

Bulk compile and send decline the applicant. Approving or declining the applicant has no effect
Bulk invite to apply on the applicant status or progress, but is for informational purposes only.
s Bulk move b The assignee can view the feedback under history on the Applicant Card.
Bulk move and send Only one user can be assigned to the application at a time. Assigning an
Bulk reference check i application to another user will cancel the previous assighment.
{Bulk send

Bulk Communicate: Used for communication with the applicants. Choose from the available
templates and edit as necessary, or start from scratch. This function provides the option to set up
delayed emails, but be careful as these cannot be canceled once scheduled.

Bulk Compile and Send: Used to compile documents of selected applicants into a single PDF. Choose
what to pull into the PDF by selecting checkboxes next to relevant information. Once the PDF is
generated, download it or email the complied documents to another user in the system.

Bulk Invite to Apply: This function allows users to invite existing applicants to apply for a different
job. This is available via the Manage Applications page.

Bulk Move: Used to change the application status of multiple applicants at once. Note: Do not use
this action to send emails to internal users as part of the bulk move action. Otherwise, internal users
will receive an email for every applicant moved into this status. To send an email to internal users,
use Bulk Move and Send, as it will eliminate the duplicate emails.

Bulk Move and Send: Used to change the application status of multiple applicants at once and send
application materials to another user in a single email. This bulk action may be beneficial if other
users need to be notified of the status change, but should not receive an email for each applicant.

Bulk Reference Check: Rather than using the application status to trigger reference letter checks,
use this option to Bulk Refence Check. Select the appropriate reference check form and modify the
email that will be sent to the referee accordingly. The ability to modify the email is one benefit of
using bulk reference check over using application status.

Bulk Send: Used to send application materials to another user as a separate attachment. Each
application and document for each applicant will be sent as a separate attachment. For most
purposes, Bulk Compile and Send will be a much better option as it compiles all of the documents
into one sorted attachment.
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Bulk Actions
The Bulk Action function makes it easy to perform an action on one or more applicants at once, such as
status update, compile documents or send communication. To perform bulk actions:

1. Group applicants- you may use the colored checkboxes to the left of the applicant names to help
select and categorize applicants all at once. The boxes have no default meanings and may be used
for the reviewer’s preferences. For instance, the green box may be used to identify applicants for
phone interview, the yellow box may be used to identify applicants who should have further review,
and the red box may be used to identify applicants to be disqualified for not meeting the minimum
qualifications.

Note: the color categories are temporary and will clear if the screen is navigated away from or
refreshed. Remember, the colors have no inherent meaning of their own. They can be used to
classify applicants into whatever groups are needed.

[selea [+ Submitted
@30 0ct 2018
100ct 2018

E100ct 2018

2. Once the appropriate box has been checked for the applicants, use the Select a bulk action drop-

down menu to select an action.

Search by answers to questions | | Selecta bulk action ¥ _

O Computer Specialist (492620)

NOTE: The PageUp bulk actions functions are extremely powerful and need to be used responsibly.
Incorrect use of bulk actions can lead to large numbers of applicants being sent incorrect information.
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3. Once the bulk action is selected, a new window will open with instructions for that specific task. The
system allows action to be taken on applicants from each color category. The bar at the top shows
the color group being worked with.

a) Enter the information or choose criteria for the green applicants.
b) Enter the information or choose criteria for the yellow applicants.
c) Enter the information or choose criteria for the red applicants.

Bulk action status: '@ 1 Applicant @ 1 Applicant ¥ 2 Applicants Complete

4. Regroup the applicants as necessary and repeat additional Bulk Actions as needed.

Bulk Compile and Send
From the Manage Applications screen, view and download all applicants documents into one PDF using
the Bulk Compile and Send function.

1. Check the box next to the name of all applicants to include in the PDF.

O Appl Syst Analy Programmer (492619)

A Al Submitted Status First name Last name

[J18 Dec 2018  Create Hire Documents Jon Snow
[018 Dec 2018  Hiring Manager Under Review Walt Zing
OO 18 Dec 2018  Hiring Manager Under Review Susan Sunshine

2. Select Bulk Compile and Send from the drop-down menu.

Search by answers to questions | 5elect a bulk action h

Select a bulk action

Bulk assign
uAFlFll SYSI ﬂnaly PI’DEI’ Bulk communicate

Bulk compile and send

Bulk invite to apply
Search Results _ Py
Bulk miowe

Bulk move and send

[@an E| Submitted Status Bulk reference check he
: Bulk send
d 18 Dec 2018 Create Hire DOCOmMENTS Ton

18 Dec 2018 Minimum Requirements Mot @ Walt

NOTE: Bulk Complile and Send does not send the document automatically, but does provide the
option to send via email once generated.
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Applicant documents
3. Select all documents to include and click Create PDF. =L
.| Offer Contracts
(=) Other Application Documents
1 Reference Letter
% Resume
Recruiter documents
(M) Mail matcher document
Print options:
O Format for double-sided printing

Cancel

4. Choose to download the PDF or send to others for review.
a. To download the PDF: click the Download Document link to open the PDF.

Bulk action status: & 1Applicant = Complete

® 75 download the document, right click on the link below and select 'Save Target As',
Mote: To send the document it is not necessary to download the document below.
The document will be sent as an attachment with the communication below.

Your document is ready to download:
Download document (87 kb)

b. To send the PDF to others for review, enter information in the email form and edit as needed.

User: [ } n 2

No user selected.

Other e-mail | |

From:* | ryasharpé@test msu_edu |

Subject* | ]

Body:"
0 4 Show merge field information
Fomsiseection v | B I EFE S ZFF [Toos w
Please see attached the applications for:
- Maomi Anthony

Okay Close

5. Click Okay to send the email and return to the View Applicant screen.
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Bulk Move
1. Group applicants using the colored checkboxes to the left of their names to select and categorize
applicants all at once.

Search by answers to questions | Selecta bulk action v
Select a bulk action

Bulk categorize

Bulk assign

Bulk communicate

oAppl Syst Analy Progr Bulk compile and send

Bulk document merge
Bulk invite to appl
o [ u e 260y G—

Bulk move and send

@You have not selected any applica those you wish to action.

[@a1 [+) submitted status | Bulkreference check Firstname  Last name
Bulk send
@Y 18 Dec 2018 Create Hire Documents Jon Snow
018 Dec 2018  Hiring Manager Under Review Walt Zing
@118 Dec2018  Hiring Manager Under Review Susan Sunshine

2. Once the appropriate box has been checked for each applicant, select Bulk Move from the drop-
down menu.
3. Select the appropriate Application status from the drop-down menu and click Next.

Bulk action status W 3 Applicants amplete

You have requested o move 3 applicants

Salect 4 SLatus t0 Move these apalicants to

Application status: | Sebec T

noer Resiew
Kinimum Reguirements Mot ket

e Review

Search Comim
Haot Hired- Mot
Phone someen scheduled
Phone SCreen Aotepted
Phone Screen Dedined

Onsite Inerview &1 scheduied
Irgenview Event 1 ACccepted
Ineendiew Event 1 Declined

Mat Hired- Interviewed

[ErsEaed

Dnsite Inendiew &2 scheduled

Interyiew Event 2 Acoepied

Interyiew Event 2 Declined

Oenshie Interview #3 scheduled

Iriervtew Event 3 Accepied

Irgendiew Everi 3 Declined

Selected Canddane Approwed

Reference Check -
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4. When selecting Not Hired — Not Interviewed or Not Hired — Interviewed, you will need to select the
rationale.

Bulk action status: & 3 Applicants Complete
You have requested to move 3 applicants to the status "Mot Hired- Interviewed".

You now have the opportunity to notify these people::

Communication (e'nplae - A

E-mail: Applicants: ® Yes © No

© None of these people have opted to receive SMS messages, so they cannot be notified via SMS
Additional users from Job: ® Yes © No

' Mot Hired- Interviewed reason
Please indicate the reason for selecting the not hired- interviewed status:®

Select v

Select

Accepted ancther offer

Background / Reference check requirements not met
Declined interview

Dioes not meet minimum qualifications Trators to view:
Less related job skills

Less relevant education

Less relevant education and work experience
Less relevant work experience

Medical / Police check requirements not met
Mo longer interested

Other

Salary unacceptable

Unable to contact for interview

Unable to perform required skills

Unable to relocate

Unavailable for interview

Cancel

a. Leave default settings for Communication template

b. You may add Additional users from Job to communicate status change.
Indicate the reason for selecting the Not Hired — Not Interviewed or Not Hired — Interviewed
status from drop-down menu.

d. If you select Other, please enter reason in the open Note section.

' Mot Hired- Interviewed reason
Please indicate the reason for selecting the not hired- interviewed status:*

Other ¥

' Note

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

5. Click Move now.
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How to Create & Book an Event

Create & Book an Event

Booking an event allows users to manage and invite applicants to interview.
The user sets up time slots and invites applicants to book a preferred time. These events can be
entered into user’s Outlook calendar.

PageUp Reference Guide

PAGEUP MY DASHBOARD

—
Navigation: Main Menu g \ New event ‘ = PageUp_.

My Dashboard

New event

Create NeW Event Manage events

1. Title: Type in a title for your event, for example: Phone screen for Job No# or Interview for Job No#.
2. Event type: Select from drop down menu.

Event details

Title:*

Event type:* Select v
Interview 1
Interview 2
Interview 3

Phone Screen

3. Venue: Click Q) icon to select venue.
e IMPORTANT: PageUp does not reserve the Venue location. Venue must be reserved through department
calendar.
e NOTE: Allow pop-ups in your browser to open in settings to search for venue
e If you do not see the venue, you may add a venue by performing the following actions:
o Scroll down and select Add new venue
o Type in venue name and mandatory information in fields
o Save
NOTE: Phone and Skype are listed as venues for you already
4. Job: Select the job that the event is being scheduled for, if required.

Venue

(PageUp System does not reserve the
Venue location. Venue must be reserve T
through dep calendar.):*

Job:
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5. Owner: Identify the Owner (the person who will be conducting the interview) of the event. NOTE: This will
default to the initiator who creates the event.

6. Add owner as user?: If set to Yes, this will set the owner of the event as a user against the time slot when an
applicant selects and confirms a time slot. Assigned users may be facilitators of the event.

7. Contact name: This is helpful to applicants when asking for someone when arriving at an event.

8. Public instructions: For example, directions to the venue or information about what to bring.

Owner:* Jamie (Mgr) Manager Q=

Email address: pupdown3+20@gmail.com B

Add owner as user?; U Yes ® No

Contact name:

Public instructions:

9. Click Save to create the event and progress to set up the time slots available for event.

Please click SAVE below (not Save & Exit). This will allow you to enter timeslots.

‘ m Save & exit Cancel

Creating bulk time slots

Time slots
Bulk add timeslots a
Please fill in all mandatory fields marked with an asterisk (*).
Add bulk time slots: Add _ s
(PageUp System does not reserve the
Venue location. Venue must be reserve g yenue selected.
through dep calendar.)*
Creating Bulk time slots enables you to set up several time slots at once. C = )
For example, if interviews are being held every Tuesday, Wednesday, and
F rl d ay fo r th e T Monday [ Tuesday [ wednesday [ Thursday
L Friday O saturday O sunday

next four weeks, this function allows you to create all the time slots in

one operation.

1. Nextto Add bulk time slots, click Add. — — e .

2. Inthe Bulk add timeslots pop up window, complete the following: 3 e cee 8 e e
e Venue — Carries over from prior screen it Sk ) e o
e  From - Beginning date of the event o N o N

e To - End date of the event pOM ‘ et ®vs O

e Select the day(s) Cance

Start time: End time:

e Complete the Start time and End time for up to 10 time slots
e Positions — Enter the number of applicant(s) the timeslot is available to hold.
e  For example, for an Assessment, you might allow a maximum of 12 people to attend one time slot, so
you will indicate 12 positions; for a face-to-face interview, you may only want 1 person to attend
each timeslot, so you will indicate 1 position.
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e Users —If required, click Invite to select users in the Add Attendees pop up-window, then click OK. You will

have the option to email them regarding the upcoming event below. For
example: Hiring managers, Staffing Coordinators, etc. At bottom of screen (1 EEicess N1 2 anidztony felds makded whtl atl sk )

Users

click Okay to email the invited users, notifying them of the event.

e Active — If Yes, the timeslots will be as available for applicants. o i
3. Confirm all details are completed and then click Add. The time slot will then be N e
displayed in the time slot panel below.
LU UTp Lasue s
o] S5Feb 2019  B:00am 9:00am OUsers0AL1 ARTS & HUMAMITIES £ o
] 5 Feb 2019  9:00am 10:00em O Users QAL 1 ARTS & HJN’ANITIES.@ PEARRERSE
] S5Feb 2019 11:00am 12:00pm O Users 0 A 1 ARTS & HUMAMITIES £ it
I 5Feb 2019 1:00pm 2:00pm O UsersOAL1 ARTS & HUMAMITIES Avvisen mm
i & Feb 2019  9:00am 10:00am O Users DAL 1 ARTS & HUMANITIES ANMNEX
] 6 Feb 2019  11:00am 12:00pm 0 Users 0 Af 1 ARTS & HUMAMITIES ANMNEX
I BFeb 2019  B:00am S:00am OUsersOAL1 ARTS & HUMAMITIES AMMEX

4. If you desire to send out a reminder email out to applicants prior to the event, select Yes against
the Remind applicants field and set the desired reminder time using the drop-down box
(for example, two hours or two days).

5. Email User: YES

Remind applicants @ Days ¥ before the event?: ® Yes Mo

O The following users have not yet been sent invitations:
s 0 Applicants
s 0 Agency contacts

wiy Hsers

E-mail: User: © Yes @ No

6. Click Save & Exit to confirm the time slot details for the new event and be redirected to the
Manage events page.
7. Click PageUp to return to Hiring Manager Dashboard

%“ UNIVERSITY OF
[l CENTRAL FLORIDA
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Creating a single time slot

= Time slots

1. Venue: This will pre-populate with the

Or Add a single time slot:

event's Venue. venue
. H {PageUp System does not reserve the
2- Event date- USE the date pICker Venue location. Venue must be reserve
3. Start time: Use the number selector to set a through dep calendar.k*
INNOVATIVE CENTER Q&

12 hour format

. < INNOVATIVE CENTER
4. End time: Use the number selector to set a

Event date:* Start time:* End time:*® Users: Positions:™
12 hour format L — 0 Add
5. Users: If required, click Invite to select users frvite
in the Add attendees pop up window, then Venve
C“Ck Ok YOU Wl" have the Option tO email Active Event date  Starttime Endtime Attendees Positions {PageUpSys_temﬂne;notreserveme
. . Venue location. Venue must be reserve
them of this upcoming event below. through dep calendar)

6. Positions: Enter the number of applicant(s)
positions available.
7. Click Add.

Inviting applicants to an event
1. Click on Jobs open.

My Dashboard

=

Position Description New job

My position description - Under review - 111 Jobs open
2. Click on View for the position for which you created the event.

My jobs

Visibility Status
Alljobs My jobs Team jobs Al Current Non-current

1M1 search results & Settings
Jobnumber |z Title Functional/Administrative Title Sub Department Date added Status, Request Provider Reporting to Manager Team
492616 HRIS Analyst Senior HRIS 7Dec 2018 Approved Jamie (Mgr) Manager HR Administration View
492613 Senior Telecomm Services Speci 30 Nov 2018 Approved Jamie (Mgr) Manager HR Administration View
492612 Human Resources Representative Human Resources Representative Employment Services & Records 27 Nov 2018 Approved Jamie (Mgr) Manager HR Administration View
492609 HRIS Analyst Senior 7Nov 2018 Approved Jamie (Mgr) Manager HR Administration View
492608 Project and Planning Manager 6 Nov 2018 Declined Jamie (Mgr) Manager HR Administration View
492608 Project and Planning Manager Project and Planning Manager 29 0ct 2018 Approved Jamie (Mar) Manager ‘ View

3. Click on View applications.

(492604) Project and Planning Manager B View applications
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4. To send event invitation to more than one applicant, select the applicants you want to invite by clicking on
the selection box.
5. Click on Select a bulk action to choose Bulk move.

to questions | Select a bulk action
Select a bulk action

Search by answe
el

Bulk aszign
@You have just moved 2 applicants| BUlk communicate er Under Review".
Bulk compile and send
O Project and Planning |Bukinviteto apply
Bulk mowve
5 Bulk mowve and send
are Bulk reference check
Bulk send
g El Submitted Status First name Last name Email Sub-source | Flags|»
& MNov 2018 Clay Stewart pupdown3+163@gmail. Linkedin
11 Dec 2018 Hunter Conner pupdown3+181@gmail. Chr H Ed

6. Select the status the event is for:
For example: Interview 1, then click Next
7. Recommendation:
a. For Event, click the radio button: Select an event and for
b. Event timeslot click the radio button: Allow the applicant to choose an event to allow applicants to select
the time slot on their own.
8. Leave Accept the booking on behalf of the applicant? As NO.
9. Click Move now. There is a template email attached to the status which explains the steps the applicant will
need to follow to book a time slot.

. Event sezrch - Google Chrome = (m] X
Create an event booking invitation for the applicant © Yes ® No = e - = =
& https://ucf.dcd.pageuppeople.com/v5.3/provider/manageEvents2/...
O This applicant will be invited to attend a Interview 1 event @No events were found based on your criteria.

Event: :
Event title: Search
Allow applicant to choose an event

7a@ Select an event: _ Only show my event:

EVENE Interview - Project & Planning Mz = Q, # Event title = LI

Interview - Project and Planning Manager _

Millican Hal Interview Test

Interview - Proj

ct & Planning M

Event timeslot: Interview Test

7b@® Allow applicant to choose the time slot _ Onsite Interview

Select a time slot: Onsite Interview
Timeslot: Q- Onsite Interview
No timeslot selected Siiakcauns
Onsite Interview - Developer v
8 ACCEP:E"EE ClCOki"g on behalf of the applicant? Yes @ No
T
10. The applicant status will change.
Reference Guide Page |58

April 2019



Human Resources
UCF PageUp Reference Guide

UNIVERSITY OF CENTRAL FLORIDA

[DAu E] Submitted Status First name Last name

JOO26jul 2018 Greg Morton

D26)jul2018 John Miller

Samantha Jones

Managing your event(s) by navigating to Main Menu ==/ Manage
Events

[}
DOO14 Aug 2018
(]

— PageUp..’

Here you will be able to view events, view bookings to events, search My Dashboard
for events, edit events, delete events and delete bookings. New event

Manage events

To navigate through different days, use the following features:

a. Select a specific date and click the Go s .
button. That day’s events will be listed. = Pagelp
b. You can also navigate to previous or : : B il L

following days by selecting the Previous
day or Next day buttons respectively. m Events | Timeslots b

4 Pravicus day | | Nst day B

Other options available on this page are: d« shows:
c. New event - Provides the ability to add S| Febiaing = a
new events. B M onsine Interview, Venue: ARTS & HUMANITIES ARNEX, Positions: 1, Booked: 0
d. Show search criteria - Provides the 9 00 — -
. . (5 Onsite Interview, Venus: ARTS & HUMANITIES ANNEX, Positions: 1, Booked: 0
ability to search for specific. events 5
(click plus sign to open).
e. Print events - Provides the abl'lty for 1190 e Srisite Interview, Venue: ARTS & HUMANITIES ANNEX. Positions: 1, Booked: 0
users to print the events displayed on 12pm
the calendar. pe
[ Onsite Interview, Venue: ARTS & HUBMAMNITIES ANNEX, Positions: 1, Booked: 0

f.  Print events with bookings - Provides
the ability for users to print the events
displayed on the calendar, along with 30
the names of the applicants who are
booked into the time slots for that day.

Once applicants book their event, their booking will appear on the event calendar.

™ Interview - Project & Planning Manager 492604, Venue:
INNOWVATIVE CENTER. Positions: 1. Booked

- view booking Edit event

1. Editing an event - Specific details about an event may need to be edited from time to time. This can be done
two ways:
a. When viewing events in the Calendar tab, left-click in the event panel, and click the Edit event link.
b. When viewing bookings within the Events tab, click the Edit link next to any event. In order to search for a
particular event, click the = Show other search criteria
You can modify the details as required and click Save to continue.

2. Editing a timeslot (Rescheduling)
a. From the Main Menu, click Manage events.
b. Click the Timeslots tab.
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c.
d.
e.

Next to the relevant event, click Edit timeslot.
Make the required changes.
Click Save.

You will be asked if you wish to send an e-mail to existing users and/or attendees to notify them of any
changes. If you choose Yes, an email template will populate. You may edit this template if desired.

3. Deleting applicant bookings (Canceling)

a.

b.
C.
d

From the Main menu, click Manage events.

Click the Timeslots tab.

Next to the relevant event, click Edit timeslot.

Click Delete next to the applicant you wish to remove from the booking.

4. Adding events to your calendar - This currently only works for Microsoft Outlook.

a. From the side menu, click on Manage events.
b. Onthe calendar page, you will see any events you have scheduled for that day and the option to go to the
next day or the previous one. Find your desired event.
c. Click the calendaricon = | to export the event and add it to your calendar.
d. Open the details of the calendar file that you have just downloaded. Click Save & Close to save the file to
your Outlook calendar.
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REFERENCE CHECK

Reference Check

2 Reference Checks are required to process USPS and A&P hires.
3 Reference Checks are required to process Faculty hires.

PageUp Reference Guide

There are four (4) types of reference check form options you may select to have the referee complete.
The types of reference check forms are:
e A&P Reference Questionnaire
e Faculty Reference Questionnaire — has option to upload letter of
recommendation/reference in addition to answering questionnaire
e Letter of Recommendation/Reference — Referee to upload a letter of
recommendation/reference instead of answering questionnaire
e USPS & OPS Reference Questionnaire

Invite Referees to Conduct Reference Check / Recommendation Letter
You can request reference letters and letters of recommendation at any point in the hiring
process. Referee information is provided by the applicant when applying for the position.
Reference letters and reference check forms that have been submitted through the system can
be compiled with all other application documents using Bulk Compile and Send (directions can
be found in Managing Applicants reference guide).

There are four ways that you can complete reference checks request:
Option 1: Bulk Reference Check
Use Option 1 if you would like to:
¢ Send to one or more applicants.
o Select the type of reference check form to be sent to the referee.
e Set the expiry date or deadline by which the reference check must be completed.
e Customize the communication that is sent to the referee, such as department contact
information or guidelines for writing the reference letter.
e Attach a custom department questionnaire to the email. The referee can then complete
the custom questionnaire and upload against the reference check form.

Option 2: Send Reference Check form from Applicant Card
Use Option 2 if you would like to:
¢ Send to one applicant
e Select the type of reference check form to be sent to the referee.
e Set the expiry date or deadline by which the reference check must be completed.
e Customize the communication that is sent to the referee, such as department contact
information or guidelines for writing the reference letter.
e Attach a custom department questionnaire to the email. The referee can then complete
the custom questionnaire and upload against the reference check form.
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Option 3: Change application status to Reference Check Requested
Use Option 3 if no customization is required to the default settings. Default settings are:
e Reference Check Form is based on the position type.
o A&P and Search Committee (A&P) - A&P Reference Questionnaire
o USPS, OPS and Search Committee (USPS) - USPS & OPS Reference
Questionnaire
o Faculty - Faculty Reference Questionnaire
e Expiry date is set to 2 days. You can reinitiate the email request if the expiry date has
passed.
e Standard email communication is sent.

Option 4: Manually call the referee and fill out Reference Form

Use Option 4 if you wish to telephone the referee and ask the questions from the form.
¢ Reference Check Forms can be found on HR (A to Z Index).
¢ Upload the completed form on the job card (Document tab).

Position info MNotes Sourcing Documents Reports
Select v
Select

Document from a file
Document from library
Generate selection report

No further instructions for Option 4
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Option 1: Bulk reference check

1. Check the box next to all applicants whose referees you would like to contact.

(@A [7) Submitted First name Last name
OOO 18 Dec 2018 Walt Zing
B0 18 Dec 2018 Susan Sunshine
@118 Dec 2018 Jon Snow
@018 Dec 2018 Abbee Camen

2. Select Bulk reference check from the drop-down menu.

Select a bulk action v
Bulk assign

1Bulk communicate
Bulk compile and send
Bulk invite to apply

{ Bulk move h

Bulk move and send
Bulk reference check F
{1Bulk send
3. Select the Invitation expiry date. The expiry date determines how long the referee must complete
the reference check. The expiry date is included in the email to the referee. Once expired, the
referee will not be able to submit their response. You can reinitiate the email request if it surpasses

the expiry date.
4. Select the appropriate Reference check form.

Request reference check
Please fill in all mandatory fields marked with an asterisk (¥).

Bulk action status: & 2Applicants = Complete
You have requested to perform reference checks for 2 applicants.

Please select the expiry date for the reference check invitation:

Invitation expiry date* 31 Jan 2019 _

Please select the form you would like the reference to complete:

Reference check form:* A & P Reference Questionnaire v
Select

A & P Reference Questionnaire

Faculty Reference Questionnaire
Letter of Recommendation/References
USPS & OPS Reference Questionnaire

5. Click Next.
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6. Do NOT modify merge fields in email message. If you prefer to add an attachment or custom
qguestionnaire, click Drag and Drop files here to upload a document.

Bulk action status: @ 1Applicant ~ Complete
You are able to request reference checks from 2 references, on behalf of 1 applicants

eview the references who will be invite

ted to provide reference checks

Emails will only be sent ta refer th a valid email address.

You can communicate using the methods below
E-mail: References: O Yes ® No
From:* noreply@uct.edu

Reference Check Invitation

S =-i5- == Fomas- A LW . P @A L o @
Dear {REFEREEFIRSTNAME],
Recently {FIRSTNAME} {LASTNAME} ({ ME}) applied for a position with the University of Central

Florida

and has nominated you as an employment reference contact. In order to progress their application
further we

Iheed your assistance in completing a reference on their behalf.

Please click on the link below to complete the reference by 29 December 2018:

7. Click Finish to send invitation to referees.

Option 2: Send Reference Check form from Applicant Card
1. Open the applicant card and scroll to the Applications section.
2. Next to the relevant application, click Actions drop down and select View References.

Applications

{=| Assistant Professor-Tenure System Fhan f | l!!HIIII

3. The Manage references pop up window displays the references provided by the applicant.

4. To send a reference check to an individual reference click the Send link. The send link will appear for
each referee who has not yet completed a reference check.

5. Inthe Send pop up window complete the following:
o Select from drop down the Online reference check form

Indicate the Expiry Days - 2 days is recommended

E-mail from

E-mail subject - Reference Check Invitation

E-mail body - Do NOT modify merge fields in email message.

Click Send to trigger a reference check invitation email.

O O O O ©
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Online reference check form:* Select ‘ v A &P Reference Questionnaire
Faculty Reference Questionnaire
Expiry Days:+ ‘ Letter of Recommendation/References
USPS & OPS Reference Questionnaire

E-mail from:* noreply@ucf.edu

E-mail subject:* Reference Check Invitation

E-mail body:* Merge fields
B 7 US E-i= Formats~ A -~ A & " E- L o

Dear {REFEREEFIRSTNAME},

Recently {FIRSTNAME} {LASTNAME} ({PREFNAME}) applied for a positicn with the University of Central Florida and has neminated you as an employment reference
contact. In order to progress their application further we need your assistance in completing a reference on their behalf.

Please click on the link below to complete the reference by {REFERENCECHECKEXPIRY]:

{REFERENCECHECKURL }

o At the Manage references page, a notification status of /nvited or Completed displays.

Option 3: Change application status to Reference Check

1. The application status can be changed individually by clicking on the status.

2. Once the Change application status screen opens in a new window, select the Reference Check
status.

3. Click Next. The position-specific reference form is sent to the referee(s) provided by the applicant
for this application.

ange application status
Incomplete
[seec [¢] Submitced Status First name Lastname Email Submitted
18Dec2018  Create Hire Documents Jon Sno glossy Hiring Manager Under Review

Minimum Requirements Not Met
18 Dec 2018

b

finimum Requirements Not Met

pupdawn3= Search Committes Review
Not Hired- Not Interviewed

18 Dec 2018 nine  pupdown3+7]

18 Dec 2018 Abbee Camet

19 Dec 2018 rguc-&@yah u

w Event 1 Accepte

8Jan 201 T updawn3=
8Jan 2019 Dillos Pupdawn3=1 w Evont 1 Declned
9Jan2019 < pupdown31 | Mot Hired-Interviewed
Onsite Interview #2 scheduled
w Event 2 Accepted
i w Event 2 Declined
Pagetoft | 2 Onsite Interview #3 scheduled

w Event 3 Accepted
Interview Event 3 Declined

On Hold (Maximum of 3 Applicants)

Selected Candidate Approved

Reference Check Unsuccessful

Create Hire Documen
Background Check Requested
Background Check Pending
Background Check Complete
Background Check Unsuccessful
Final Talent Acquisition Review

Final Compensation Review

Launch Offer

Offer Accepted Paperwork Complete
Offer Accepted

save [UCVEM Cancel
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Manually Entering Reference Contact Information
If references are not provided on the application, you can manually enter the referee information into

the applicant’s record.

1. On the Applicant Card, click on the Actions drop-down menu listed next to the application.
2. Click View references from the drop-down menu.

Applications

=) Appl Syst Analy Programmer No offer

#492619 |C Submitted: 18 Dec 2018 via HigherEd Jobs

History

tem:  All v Job: Al

Date & time Item

3. Atthe top of the screen, select New to manually create a new referee.

Manage references

New | Send invitations

Job: Appl Syst Analy Programmer (492619)

4. Enter the Reference information. Click Save.

Add: Reference

First name:*

Ralph
Last name:* Reference
Organization: ABC Company
Relationship :* Previous Supervisor/manager v

Phone Number:* 407-333-9999

E-mail:* pupdown3@gmail.com
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Viewing completed references
There are several ways to view references completed by a referee:

Option 1: Open the applicant card and scroll to the Application section.
1. Click on the Actions drop-down and select View references.

Applications
=) Project and Planning Manager Reference Check No offer
#492604 |C Submitted: 6 Nov 2018 via Linkedin Status changed 17 Jan 2019
History
term: | All v o o Job: | Al v
Date & time Item

2. Confirm status is Completed, then click Application & Forms.

First name Last name Relationship Status Expiry Score Organization Reference position Phone Number E-mail Length of Tenure

Henry Glass Current Completed ) 9 Jan 407-333-9999  Pupdown3@gmail.com -Aap\\:aﬂc‘&ﬁ ms \ Edit | Control \ Archive
Supervisor/Manager 2019

Franklin Hood Previous Invited 19 Jan 407-888-9999  Pupdown3@gmail.com Application & Forms | Edit \ Control | Resend \ Archive
Supervisor/Manager 2019

3. View pop-up window to review responses.

Option 2: From the Main Menu E click Manage reference check requests.

- PageUp.’

Manage applications My DaSh boal'd

Manage reference check requ...

1. From the Manage reference check requests screen, search for the applicant name and confirm
status is marked as Completed, click View on the far-right side. A pop-up window will open to review
reference.

Manage reference check requests

OReference check requests successfully upd

4= Show search criteria

Requisition Number Invited = Expires Reference name  Applicant name E-mail Phone Status
492604 17)an 2019 19)an2019 Henry Glass Clay Stewart Pupdown3@gmail.com 407-333-9999  { Completed
492604 17)an 2019 19Jan 2079  Franklin Hood Clay Stewart Pupdown3@gmail.com 407-888-9999  Invited View
492602 17)an 2019 19Jan 2019 Rebecca McClain  Gabby Mcdonald  Pupdown3@gmail.com 407-333-9999 Completed
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How to provide a Reference Requested Notification to the applicant
Moving the applicant to Reference Check Requested status triggers the email to referees, to notify
applicants of this action you can send applicants a communication.

1. Onthe Manage Applications screen, check the box next to all applicants who you would like to
notify of reference requested.
2. Select Bulk Communication from the bulk action drop-down menu.

Search by answers to questions | |Selectabulk action ¥
Select a bulk action
Bulk assign

©® Web Applications Dey Bulk communicate
Bulk compile and send

Search m Bulk invite to apply
Bulk mowve -
Bulk mowve and send

[d A El Submitted  Status Bulk reference check e
@ 22 Feb 2019 Search Cha Bulk send

3. Select Reference Requested Notification from communication template. Preview the email and
click Next.

= PageUp®

Select a communication template

Select a communication template

Bulk action status: @ 1Applicant ~ Complete

Select a communication template:

Position Filled

Position On Hold

Requesting Candidate Contact

Search Committee Review -
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4. Review the email and click Send once you have completed any necessary edits to send the email to
the applicant.

Bulk action status: & 1Applicant ~ Complete

You have requested to communicate with one person.

You can communicate using the methods below:

The " From" field defaults to the User. This
email address can be changed to a different
UCF email address.

E-mail: Applicant: © Yes ® No

From:*

Subject:*  Reference requested for {JOETITLE}

Message: Merge fields

B /Y <§ E Merge fields are identified by the { } around the text

and are auto-populated by the system. Do NOT edit.

Dear {FIRSTNAME},

We are pleased to inform you that we wi g t l
recruitment process for Web Applications Developer with University of Central Florida.

As part of this process, we will be requesting two reference checks on your behalf. The
reference checks will be requested based on the information you provided on your

application. Each reference will receive an email with a link to answer a questionnaire.
Once submitted, the reference will be added directly to your existing application packet.

We require a minimum of two references and the deadline for your references to respond is
stated in the emails to your reference providers.

Please remember to inform your references that they will receiving an email at this point.
You may forward this email which contains additional information about the position for
which you have applied.

Kind regards,
The body ot the
message can be
modified if
necessary.
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Search Committee/Panel

Search Committee/Panel

PageUp Reference Guide

This functionality allows search committee members to review and rate applicants, with a Chairperson
assigned to oversee the panel responses.

This functionality provides the following benefits:
e Provision of panel feedback
e Streamlined panel review and feedback process

1. Loginto PageUp at https://ucf.pageuppeople.com
2. From My Dashboard, Select Search Committee & Additional Viewers

My Dashboard

Welcome Jaclyn (Comm), this is your Dashboard where you will see all your tasks organized in various stages.

= £a2

Position Description New job Search Committee & Additional
Viewers

My position description - Under 0 Jobs open
review 3 Jobs requiring panel review
7 Team jobs open

3. Search Committee Chair has the option to:
a. View applicants
b. View responses
c. View job
4. Search Committee members have the option to:
a. View applicants
b. View job

My search committee jobs

Job number Date added Status Title User Total applications Your role
492607 2 Nov 2018 Reference checking  Assistant Professor ~ JM 2 Search Committee Member or Additional Viewer View Applicants | View responses | View job
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View Applicants

From the My Search Committee Jobs, find the title and click the View Applicants link. The View
Applicants screen displays the Job Title, Posting Number and Position Number. Search committee
members will be able to perform the following actions:

1. Sort by first name, last name, and date submitted. Applicants are grouped by application status.
2. Access an applicant’s resume by clicking on the View Resume icon.
3. Access an applicant’s application and application materials by clicking on the Application & Forms
icon.
= PageUp®
General Counsel (492382)
Job Code Title (blue box): General Counsel
[} =2t=all First name {A-Z)
First name {Z-A)
M Search Committee Review Last name (A-Z)
X | Application & Forms | Last name (Z-A)
a2 Lauren Baker Date submitted (First to Last)
View resume &rzma Date submitted (Last to First)
Both #2 and #3 above will open in another window, allowing multiple resumes and/or multiple
application answers to be viewed at the same time.
4. To compile documents of multiple applicants into a single PDF using Bulk Compile and Send.
a. Check the box next to the name of all applicants to include in the PDF. Click the Bulk Compile
and Send button.
b. Select all documents to include and click Create PDF.

Choose the following options:

e Download the PDF: Click the Download Document link to open the PDF.

o Send PDF to others for review: Select the name of the recipient user to send documents for
review, enter information in the email form and edit as needed. Click Okay to send the
email and return to the View Applicant screen.

Applicant documents:
1 Cover letter
(| Offer Contracts
(] Other Application Documents
[~ Reference Lefter
p[,% Resums Bulk action status: @ 1Applicant = Complete
Recruiter documents
1 Mail matcher document
Print options
M| Format for double-sided printing Your document is ready to download:
Download document (87 kb)
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5. To rate each applicant using the Outcome field, select one of the following options from the drop-
down menus.

a. No further consideration

b. Further consideration — Discuss with committee

c. Further consideration — Yes

d. Does not meet minimum qualifications

To move to the next applicant, click on Save and Next or Close when you want to exit.
Your work is autosaved and allows for interruptions.

PageUp will update to show a Reviewed icon when you have reviewed an application.

The Selection Criteria Outcomes you chose when rating an applicant will display next to the
applicant’s name.

= PageUp,’

Assistant Professor (492607)

Job Code Title (blue box): Assistant Professor

4 Bulk compile and send Sort: Qutcome A 5

Select all Outcome: | Further consideration - Discuss with committee 7

W Scarch Chair Under Review No further consideration
Further consideration - Discuss with committee
Further consideration - Yes

e (&) Honey Cheerios Does not meet minimum qualifications
2 Nov 2018

LN

Job Code Title (blue box): Assistant Professor

e (1 Helen Sterbach 9
8 Nov 2018 Further consideration - Discuss with committes 6

m Close

View Responses (Search Chair task ONLY)

The Search Committee Chair has access to view ratings from Search Committee Members. However,

Search Committee Members DO NOT have access to view anyone else’s application reviews.

To access Search Committee Member reviews as Chair:

1. Click on View Responses

2. Click on an applicant’s name to view Search Committee Members’ reviews of that application.

3. Only applications that have been reviewed by a search committee member will be visible. You will
see the Selection Criteria and overall Selection Criteria Outcome responses from the Search
Committee Member(s) who reviewed the applicant.

= PageUp,.

Assistant Professor (492607)

Application status: Search Chair Under Review
Feedback from search committee members

i .
A Overall

Select all &= Print Jaclyn (Comm) Committee

A . "Further consideration - Discuss with
# Search Chair Under Review -
com

¥ Helen Sterbach

No response

Honey Cheerios
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View Job
Allows search committee members and chair to have view access to job information and job
advertisement.

Search Committee Chair will have access to run a Search Chair — Committee Feedback report.

(492607) Assistant Professor & Print  Actions ¥

Position info Notes Documents Reports
a

Assistant Professor

Search Chair - Committee Feedback

Done
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Offer Card

Offer Card

Create Hire Documents is utilized simply to record the final hire and to initiate a chain of events to
activate their Onboarding Portal.

1. From the Manage Applications screen, click on the current status for the selected candidate.

18 Dec 2018 Reference Check _ Susan  sunshine

2. The Change application status screen opens in a new window. Select Create Hire Documents.

Change application status

Phone Screen Declined

Onsite Interview #1 scheduled
Interview Event 1 Accepted
Interview Event 1 Declined
Onsite Interview #2 scheduled
Interview Event 2 Accepted
Interview Event 2 Declined
Onsite Interview #3 scheduled
Interview Event 3 Accepted
Interview Event 3 Declined
Not Hired- Interviewed

Not Hired- Not Interviewed
Selected Candidate Approved
Reference Check

Reference Check Unsuccessful
Background Check Pending

Background Check Complete
Create Hire Documents
Launch Offer

Offer Accepted

Offer Declined

Offer Accepted Paperwork Complete
Withdrawn

Removed

Ineligible

Save Next >

3. Click Next. The Confirm status change screen displays.
4. Ignore Communication template drop-down menu.
5. E-mail Applicant leave as default - No radio button

Confirm status change

You are about to move Jon Snow to a different status:

From status: Hiring Manager Under Review

To status: Create Hire Documents

Communication template: - Mo template -- b

E-mail: Applicant: ® Yes © No

® INo SMS will be sent to the applicant as they do not wish to receive them.

Reference Guide Page |74
April 2019



Human Resources
UCF PageUp Reference Guide

UNIVERSITY OF CENTRAL FLORIDA

6. Additional users from job - Select Yes radio button if you wish to inform additional user(s) of status
change by email. If not, select No.

Additional users from Job: © Yes ® No

Additional users from Job
View Only Department Delegate Hiring Manager
HR Representative Reporting to Manager
Search Committee Chair
Search Committee Member or Additional
Viewer
Additional users from Offer
Alternate Onboarding Delegate Originator
Reports to
Cther additional users

Q=

E-mail from:*
E-mail subject:*

E-mail body:* M4

B [

Ic
|=
%
]
a

5 E- i=- E = Fomats~ A

7. Update job status from Previous Status to Offer — leave as default.

Update job status from Reference checking to Offer: © Yes ® No

8. Click Move now. The Offer details screen will open in a new window.
The Offer details screen includes the following sections:
* Personal details Personal and Job details sections carry over from
e Job details . . .
: application and job card (View only) :
o Offer details
Approval Status
Position Details
Salary
Pre-Employment Checks
Onboarding
Offer Progress
e Offer Documents
e Application documents
e Approval process

O 0O O 0O O O
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Offer Details

Approval Status
Approval status will identify approval workflow status such as pending, approved, declined, and
cancelled as well as information that will carry over from application and job card.

Position Details
1. Administrative Title: Add administrative title if position will have an administrative function
2. Job Code: unable to edit, will carry over from application and job card
3. Employee ID: add if applicable
4. Start date: Input desired start date
5. End date: If applicable
6. New Employee Orientation date — if internal hiring type 1111 in date field
7. Type of appointment: Will default from job card
FACULTY, USPS or A&P POSITION DETAILS
Administrative
Title:
Job Code: Senior Secretary
Job No: 118 =
Employee |0
Start date 8 Apr 2019
End date if
_ applicable:
g;;'?iat on 12 Apr 2019
4';" ]
Type ,Of . agula v
appointment:® =
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8. Employee classification: make selection from drop down-menu

Employee -
USPS Regular -
classification:* - =

OPS Medical Resident -
OPS Mon-Swudent

OPS Student Assistant/not CWSP

OPS Student Government

OPS Undergraduate Workstudy

PHR Phase Retiree

Post Doctoral
USPS Emergency
USPS Probationary

USPS Regular -

i

9. Exemption status: make selection from drop down-menu - field is required.

10. Union code: make selection from drop down-menu - field is not required.

11. Budget entity: make selection from drop down-menu - field is not required.

12. Liability Account #: Department responsible for budget of position - field is required.
13. Pay group: make selection from drop down-menu - field is required.

Salary
1. Annual salary: required field
2. Shift rate: applies to designated USPS positions working 2nd and 3rd shift.
a. Enter the total annualized amount of shift rate.
e For example: Annual salary of $25,000 at 5% shift rate = $1,250
e 2nd Shift rate is calculated at 5% of the pay.
e 3rd Shift rate is calculated at 10% of the pay.
b. The Shift rate should not be included in the annual salary field.

Annual salary:® | |

al Residents) and include a

L positions.

Shift Rate:

Pre-Employment Checks

Background screening is required for all employees except for undergraduate students or internal moves
where the screen was previously completed. All expenses for processing background checks will be
charged directly to the respective hiring department.

Background Screening radio button: Select Yes or No

Background
screening:

on of l_II'|::—1'",5""E-_'|L ate students or
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Onboarding
1. Onboarding form: make selection from drop-down menu.
a. Internal Personal Data Form (Current UCF Employees) - internal moves
b. Personal Data Form Domestic — new hires and hires of previous employees with a break in
service
c. Personal Data Form (International Only)

Onboarding
form:*

—_—

Personal Data Form {Domestic) L

Select

Internal Personal Data Form (Current UCF Employees)
Personal Data Form (Domestic)

Personal Data Form (International only)

2. Onboarding workflow: make selection from drop-down menu - field is required.

Onboarding
workflow:*

USP5-Domestic-MNew Hire v

Mone

A&P - Domestic New Hire

ABP - International-Maw Hire

Faculty - Domestic Mew Hire

Faculty-International-Mew Hire

Internal Line Hire (In current line position)

0OPS Mon Stdnt - Domestic-Mew Hire

OPS Non Stdnt -International-Mew Hire

OPS to Line {A&P)

OPS to Line (Faculty)

0PS to Line (Post-Doctoral)

OPS to Line (USPS)

Post Doc / Medical Resident-Domestic-Mew Hire

Post Doc / Medical Resident-International-Mew Hire

Rehire-Domestic

Rehire-International

USPS—Domestic—New Hire
USPS-International-Mew Hire

3. Reports to: Use lookup icon to find Supervisor.

4. Onboarding Delegate: Supervisor and Onboarding Delegate users will have access to the new hire
task list and are responsible for ensuring the candidate and the department complete all assigned
tasks. Therefore, Supervisor and Onboarding Delegate selections should be made appropriately.

5. Alternate Onboarding Delegate (Optional): The Alternate Onboarding Delegate will not receive email
reminders regarding incomplete onboarding tasks.

Offer Progress
Fields will be automatically updated by the system.
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Offer Documents
1. Click Merge document and select an Offer/Welcome letter or agreement to send to candidate from
document library.

= Offer documents

@Documents attached to the offer appear in the sectign below.

—

2. You can also click Add document to upload, such as an addendum or an agreement.

Add document Merge document @

a. Please upload the Relocation allowance paperwork if applicable
3. Pop up message may appear, click ok.

Application documents
Section will display all documents attached

Approval process
1. Originator: Field will default to person who originated the offer card.
2. Approval process: Select from drop down menu — for example, A&P.

Approval process: A&P v _

1. Staffing Coordinator: Q
2. Executive Approver: Q~
3. Talent Management: Q

4. Compensation: Q~

5. Talent Management: Q~
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3. Approval workflow
a. An email will be sent to the first approver, informing them of the approval request. The user will
need to log in to the system to review the offer and approve. Once they have approved the next
person in the workflow will receive an email. The approval process is sequential.
b. The originator will receive an email when the offer is approved and if at any point in the process
a user declines the approval. This section will track the progress.
c. Use Point of Contact for fields above.

Save & Close: Saves and submits job card for approval workflow. Page closes and brings you back to
PageUp My Dashboard home page.

Save: Saves and submits job card for approval workflow. Page remains open.

Cancel: Cancels and deletes information entered.
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Approving a Job Card & an Offer Card

Approving a Job Card & an Offer Card

System emails are automatically sent when a Job Card or an Offer Card is awaiting your approval. From
your Home Screen, you will see links to the actions pending approval.

PageUp Reference Guide

The link to Job Cards pending approval will be found in .
Approvals
10 Jobs awaiting your approval

163 Approved

The link to Offer Cards pending approval will be found in @

Offers
64 Offers awaiting your approval
6 New hires

23 New hire tasks

Approving a Job Card

The 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 do this from the Job Card. Once you have click on the
link Jobs awaiting your approval, click View next to the job you are approving and review the details.

Manage approvals
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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.

(492441) Assistant in Simulation

Position info Notes Documents Reports Print
History

Revision history
USPS / A&P JOB CARD View applications
Copy job

As you scroll down the page you will see position information, committee details, and advertising
details. Atthe very bottom of the Job Card are the approve and decline buttons. You will see your name
as well as the names of the remaining approvers. Click Approve.

1. staffing Coordinator: Jamie (COCORD) Coordinator € You are here
2. Executive Approver: Jamie (EXC-MGR) Executive-Hiring Manager
3. Compensation Point of Contact: Jamie (COMP) Compensation
4. Talent Management Paint of Contact: Jamie (TAL) Talent

MNext page »

Please fill in all mandatory fields marked with an asterisk (*).

Sawve a draft Approve Decline Cancel

Declining a job
Select My job approvals on the right-hand menu again. Click View next to the job you are declining and
scroll down to the bottom of the page. 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 canceling and restarting the approval process. Fill this in
and select a new approval process.
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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.

Approving an Offer Card

Select My offer approvals on the right-hand menu. Click View next to the offer you are an approver for
and review the details of the offer. If you scroll down to the bottom of the offer details page 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.

An offer is not approved until it has completed the approval process. Changes or comments can be
added at any point during the approval process. Any user in the approval process can decline the offer (a
reason is required).

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
canceling. You will then need to select Restart to create a new approval process. Fill this in and select a
new approval process.
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Application Statuses with Email Notification

“Incomplete” status

Email communication will go out to potential applicants who started their application but did not
complete it. The email will advise them to complete their application two (2) days after not completing
and/or two (2) days before the position closes.

“Hiring Manger Under Review” status
Email communication will go out to applicants thanking them for their application submission. Email will
have job title included.

“Search Committee Under Review” status
Email communication will go out to applicants thanking them for their application submission. Email will
have job title included.

“Not Hired — Not Interviewed” status
Email communication will be sent to applicants placed in this status letting them know they are no
longer under consideration.

“On Hold” status

No email is system generated. If you have alternate candidates, you interviewed for the position you
can move up to three (3) alternate candidates to the “On Hold” status in PageUp to prevent the
alternate candidates from receiving the non-selection email. When the approved selected candidate
accepts the position, Talent will disposition the alternate candidates as “Not Hired — Interviewed
(Alternate Candidate)” unless notified otherwise.

“Not Hired — Interviewed” status
Email communication will be sent to applicants placed in this status letting them know they are no
longer under consideration.
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Application Status

These are the stages applicants will go through following the submission of their application.

A&P & OPS

I Hiring Manager Under
Review: Applicants will

Minimum Requirements Mot Met

automatically default to this No Hirec- N Interviewed
Interview 1

status when the applicant has Interview Event 1 Accepted

X \nterv!ew Event 1 Declined
successfully applied to the Interviaw 2

Interview Event 2 Accepted

pOSition Interview Event 2 Declined
- Interview 3

ini H Int: w E t 3 As ted

2. Minimum Requirements Not e e
Met: Applicants will ot ree Intervimwed
automatically default to this ©nHle (Vaximum of 2 Applicants)
status if they answered a e et

. . Background Check Complete (HR USE ONLY)
supplemental question in a Final Talent Acquistion Review (HR USE ONLY)
. . . Final Compensation Review (HR USE OMLY)

dlsquallfylng Way- Selected Candidate Approved (HR USE ONLY)

. . L h Offer (HR USE ONLY)

3. Not Hired — Not Interviewed: O?;C_Acce:ted [HR usn\mm

. . .. Offer Accepted Paperwaork Complete (HR USE ONLY)

You will need to disposition Offer Declined
. Withdrawn

applicants who are not Removed
moving onto the interviewing
process. An email will be sove [ conee
sent to the applicants
notifying them they are no longer under consideration.

4. Interview 1, 2 & 3: Regardless of method of interview (phone, skype, or face-to-face) You will move
the candidate along the interview process.

5. Interview Accepted/Declined 1, 2, & 3: If Creating Events on PageUp, this status will automatically
default to accepted or declined depending on the applicant’s selection.

6. Not Hired - Interviewed: You will need to disposition applicants who are interviewed and not
selected to move forward in your search. An email will be sent to the applicants notifying them they
are no longer under consideration.

7. Reference Check: You can add, edit, and review the referee details and trigger the request to
complete the employment reference check through PageUp.

8. On Hold (Maximum of 3 Applicants): This allows you to move 3 applicants to on hold as alternate
candidates for the position, in case the selected candidate declines. The candidates on hold will not
receive an email until the position is closed.

9. Create Hire Documents: The offer card is typically the first point for initiating approval for an offer
process on an applicant.
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USPS

1.

Hiring Manager Under
Review: Applicants will be
released to this status by the
Talent dept. on the Friday
morning after the position
closes. Preferences will be
reviewed and flagged.
Minimum Requirements Not
Met: Applicants will
automatically default to this
status if they answered a
supplemental question in a
disqualifying way.

Not Hired — Not Interviewed:
You will need to disposition
applicants who are not
moving onto the interviewing
process. An email will be

Change application status a

Minimum Requirements Mot Met

Mot Hired- Not Interviewed

Interview 1

Interview Event 1 Accepted

Interview Event 1 Declined

Interview 2

Interview Event 2 Accepted

Interview Event 2 Declined

Interview 3

Interview Event 3 Accepted

Interview Event 3 Declined

Mot Hired- Interviawad

Reference Check

On Hold (Maximum of 2 Applicants)

Create Hire Documents

Background Check Requested (HR USE ONLY)
Background Check Pending (HR USE OMLY)
Background Check Complete (HR USE ONLY)
Final Talent Acquisition Review (HR USE ONLY)
Final Compensation Review (HR USE ONLY)
Selected Candidate Approved (HR USE ONLY)
Launch Offer {(HR USE ONLY)

Offer Accepted (HR USE OMLY)

Offer Accepted Paperwork Complete (HR USE ONLY)

Offer Declined
Wwithdrawn
Removed

sent to the applicants notifying them they are no longer under consideration.

Interview 1, 2 & 3: Regardless of method of interview (phone, skype, or face-to-face) You will move
the candidate along the interview process.
Interview Accepted/Declined 1, 2, & 3: If Creating Events on PageUp, this status will automatically

default to accepted or declined depending on the applicant’s selection.

Not Hired — Interviewed: You will need to disposition applicants who are interviewed and not

selected to move forward in your search. An email will be sent to the applicants notifying them they
are no longer under consideration.
Reference Check: You can add, edit, and review the referee details and trigger the request to

complete the employment reference check through PageUp.

On Hold (Maximum of 3 Applicants): This allows you to move 3 applicants to on hold as alternate

candidates for the position, in case the selected candidate declines. The candidates on hold will not
receive an email until the position is closed.
Create Hire Documents: The offer card is typically the first point for initiating approval for an offer

process on an applicant.
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Faculty & Search Committee (A&P)

1. search chair Under Review: . Change application status - PagelUp People - Google Chrome — m] x

jol

@ https//ucf.dcd.pageuppecple.com/v5.3/provider/manageApplicants/ChangeStatus.aspx?sData=UFUtVjMtPhGFIP..

Applicants will automatically

default to this status when

. I
the applicant has successfully iy
. . Search Chair Under Review
applled to the pOSItlon Minimum Requirements Mot Met
. e . Round 1 Does Not Meaet Minimum Criteria
2. Minimum Requirements Not Round 2 Meets Minimunm Criteria
M t A I t ” Round 3 Meets Preferred Criteria
et ICants wi Diversity Review
t ptp ” d f It t th Round 4 Interview 1
automatica erau (0] IS Round 4 Interview 1 Accepted
. y Round 4 Interview 1 Declined
status if they answered a Round 5 Interview 2
Round 5 Interview 2 Accepted
Supplemental questlon In a Round 5 Interview 2 Declined
. . Round 6 Interview 3
d|sq ua||fy|ng Way. Eouns E :HEEFV!EW :gccepte(;j
ound & Interview 3 Dacline
3. Round 1 Does Not Meet Not Hired- Interviewsd
On Hold (Maximum of 3 Applicants)
Minimum Criteria: You will Reference check

Create Hire Documents

H +1 1 Background Check Requested (HR USE OMLY)
need to d ISpOSItlon appl |Cants Background Check Pending (HR USE ONLY)

ini Background Check Complete (HR USE OMLY)
Who do nOt meEt minimum Background Check Unsuccessful
criteria and who are not e o e E R e o
. Offer Accepted (HR USE ONLY)
movi ng Onto the nEXt round . Offer Accepted Paperwork Complete (HR USE ONLY) v

An email will be sent to the
applicants notifying them
they are no longer under consideration.

4. Round 2 Meets Minimum Criteria: You will need to disposition applicants who meet minimum
criteria but do not have the preferences you requested and who are not moving onto the next
round. An email will be sent to the applicants notifying them they are no longer under
consideration.

5. Round 3 Meets Preferred Criteria: You will need to disposition applicants who meet preferred
criteria but who are not moving onto the next round. An email will be sent to the applicants
notifying them they are no longer under consideration.

6. Round 4,5, & 6: Regardless of method of interview (phone, skype, or face-to-face) You will move
the candidate along the interview process.

7. Round Accepted/Declined 4, 5, & 6: If Creating Events on PageUp, this status will automatically
default to accepted or declined depending on the applicant’s selection.

8. Not Hired — Interviewed: You will need to disposition applicants who are interviewed and not
selected to move forward in your search. An email will be sent to the applicants notifying them they
are no longer under consideration.

9. Reference Check: You can add, edit, and review the referee details and trigger the request to
complete the employment reference check through PageUp.

10. On Hold (Maximum of 3 Applicants): This allows you to move 3 applicants to on hold as alternate
candidates for the position, in case the selected candidate declines. The candidates on hold will not
receive an email until the position is closed.

11. Create Hire Documents: The offer card is typically the first point for initiating approval for an offer
process on an applicant.

Save Next > Cancel
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Search Committee (USPS)
1. Search Chair Under Review: - —_—
ttps://ucf.dcd.pageuppeople.com/v5.3/provider/m

Applicants will be released to

this status by the Talent dept.

0 Change application status - Pagelp People - Google Chrome = m] x

Incomplete

on the Friday morning after the e et

i+ Minimum Requirements Not Met
pOSItlon Closes Preferences Round 1 Does Not Meet Minimum Criteria
will be reviewed and flagged. o2t

Diversity Review

Round 4 Interview 1

Round 4 Interview 1 Accepted
Round 4 Interview 1 Declined
Round 5 Interview 2

2. Minimum Requirements Not
Met: Applicants will

aUtomatlcally defaUIt to th IS Round 5 Interview 2 Accepted
. Round 5 Interview 2 Declined
status if they answered a Round 6 Interview 3
. . Round 6 Interview 3 Accepted
supplemental question in a Round 6 Interview 3 Declined
. e . Mot Hired- Interviewed
d|Sq ua I |fy|ng Way. On Hold (Maximum of 3 Applicants)
Reference check
3. Round 1 Does Not Meet Create Hire Documents
. . . . . Background Check Requested (HR USE ONLY)
Mlnlmum crlterla, YOU WI” Background Check Pending (HR USE ONLY)
. s . Background Check Complete (HR USE ONLY)
need to d isposition app| icants Background Check Unsuccessful
L. Selected Candidate Approved (HR USE OMLY)
who do not meet minimum Launch Offer (HR USE ONLY)
Offer Accepted (HR USE ONLY)
criteria and who are not Offer Accepted Paperwork Complete (HR USE ONLY) hd
moving onto the next round. sve ([ conce

An email will be sent to the
applicants notifying them they are no longer under consideration.

4. Round 2 Meets Minimum Criteria: You will need to disposition applicants who meet minimum
criteria but do not have the preferences you requested and who are not moving onto the next
round. An email will be sent to the applicants notifying them they are no longer under
consideration.

5. Round 3 Meets Preferred Criteria: You will need to disposition applicants who meet preferred
criteria but who are not moving onto the next round. An email will be sent to the applicants
notifying them they are no longer under consideration.

6. Round 4,5, & 6: Regardless of method of interview (phone, skype, or face-to-face) You will move
the candidate along the interview process.

7. Round Accepted/Declined 4, 5, & 6: If Creating Events on PageUp, this status will automatically
default to accepted or declined depending on the applicant’s selection.

8. Not Hired — Interviewed: You will need to disposition applicants who are interviewed and not
selected to move forward in your search. An email will be sent to the applicants notifying them they
are no longer under consideration.

9. Reference Check: You can add, edit, and review the referee details and trigger the request to
complete the employment reference check through PageUp.

10. On Hold (Maximum of 3 Applicants): This allows you to move 3 applicants to on hold as alternate
candidates for the position, in case the selected candidate declines. The candidates on hold will not
receive an email until the position is closed.

11. Create Hire Documents: The offer card is typically the first point for initiating approval for an offer
process on an applicant.
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Onboarding Delegate: Monitoring Employees’ Onboarding Tasks

Step 1 - Log in to PageUp at https://ucf.pageuppeople.com

PAGEUP DASHBOARD

Step 2 — Under Offers, select the number next to New hires.

Guidelines / Tips
RECRUITMENT

&

&2

Position Description New job Search Committee & Additional « Approve a Job Card
Viewers

bo

« Submit a Job Card

- Manage Applicants
My position description - Under 0 Jobs open

review 3 Jobs requiring panel review « Create & Book an Event
5 Team jobs open
+ Check References

+ Submit an Offer Card

- Offer Job to a Candidate

@ ONBOARDING
- Monitoring Employees' Onboarding Tasks
Offers Sl J
- Complete Onboarding Tasks
93 New hires.

- Submit a Hire ePAF

289 New hire tasks
- PageUp Video

« Video UCF President

Select Name

Step 3 — Locate the employees name, and to the far right, select View all Tasks.

My new hires

Applicant first name Applicant last name «  Requisition Number Title Application status
Walt Zing 492598 Senior HR Representative Launch Offer iew offer details
Walt Zin 492613 Senior Telecomm Services Speci Offer Accepted Paperwork Complete View offer details | View all tasks

View Status of Employee’s Onboarding Tasks

It’s very important as the onboarding delegate that you verify that the employees are
completing their tasks timely. The Hire ePAF cannot be approved until the “Before the First
Day” and “Before Or On Your First Day” onboarding tasks are completed. Please follow-up
with the employees if the tasks have not been completed.

Step 4 —You will see a dashboard of the new hires’ and supervisors/onboarding delegate tasks.
Tasks are grouped by due date (Before Your First Day, Before Or On Your First Day, Your First
Week, Your First Month).

There are tasks specific for the employee to complete, specific of the onboarding
delegate/supervisor to complete, and there are joint tasks such as the completion of the I-9
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Form which both employee and onboarding delegate must complete. New Hires and
Onboarding Delegate/Supervisor will receive one reminder email a couple of days before the
task is due.

Select All tasks to - -
view all tasks [ Select Supervisor/Delegate to see Onboarding ]

Delegate Tasks

Assigned to ; ’ Select Employee to see
) Employee Only Tasks.
All tasks Supervisor/Delegate Employee Add new task

Task Assigned to Due date Status

Confirm that the employee has completed their tasks by reviewing the status column or each
task.

Assigned to Due date

Before Your First Day O Add
Complete Section 1 of Electronic 19 Onboarding Ucf 16 Dec 2018 Overdue
Complete 3-in-1 Form Onboarding Ucf 16 Dec 2018 Completed
Complete the Loyalty Oath Onboarding Ucf 16 Dec 2018 Completed
Instructions on Uploading Onboarding Documents Onboarding Ucf 16 Dec 2018 Overdue
Acknowledge Pre-Employment Notices Onboarding Ucf 16 Dec 2018 Completed
Complete Employee Acknowledgement Form Onboarding Ucf 16 Dec 2018 Overdue
Complete Retirement Status Notification Form Onboarding Ucf 16 Dec 2018 Overdue
Disclose Relatives at UCF Onboarding Ucf 16 Dec 2018 Overdue

Review Health Insurance Marketplace Notice Onboarding Ucf 16 Dec 2018 Overdue

Review Drug Free Workplace Policy Statement Onboarding Ucf 16 Dec 2018 Overdue
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Status Key

Open = Task has not been completed but is not overdue
Completed = Task has been completed

Overdue = Task has not been completed and is overdue.

Step 5: Review the information that was completed.

Click on the hyperlink of task title:

. _ ? 10 Mar
Disclose Relatives at UCF Clifford Danson Completed

2019

Select the “Open Form” button Review the Information

Disclose Relatives at UCF x

Relatives Employed at UCF

Completed date: 15 Feb 2019, 2:59pm

Please click "Open” to acknowledge If you have any relatives that currently for work UCF.

For questions or If you need assistance please contact Jamle (DEL)Delegate at pupdown3+iagmail.com

Onboarding Form

—_— D

Additional Information: I-9 Processing

Hiring Departments will continue to complete I-9s within the Electronic I-9 Express system
(www.i9express.com). Continue to provide the employee with the instructions to complete
Section 1 of the I-9 form so that they select the appropriate location. Once the employee has
completed Section 1 of the I-9 form, the employee will need to log back into the Knights
Welcome Center and mark the task as completed. Once the hiring department completes
Section 2 of the I-9 form within I-9 Express, the onboarding delegate will need to mark the task
as completed within PageUp. Hiring department must view the original documents to complete
Section 2 of the I-9 Form. Section 1 of the I-9 must be complete no later than the employee’s
first day of hire. Section 2 of the I-9 form must be completed no later than the employee’s 3™
day of hire.

Step 6: After you have confirmed that the “Before the First Day” onboarding tasks have been
completed, submit the Hire ePAF. For more information about submitting the Hire ePAF, refer to the
Submit a Hire ePAF under the Onboarding guides on the PageUp Dashboard.
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Optional: Additional Functionality

Onboarding Delegates and Supervisors have the ability to create additional tasks that are specific to the
division, college, or unit, or new hire’s position.

Select “Add new task”

Assigned to

All tasks Supervisor/Delegate Employee Add new task

A Blank Task Box will appear Fill in the Task Information and Select Create.
New task X New task X
Title*
Title* Complete PeopleSoft Training
Group®
Your First Week e
GI‘OLIP‘ Due date Due time
Select (Vi -
Description Merge field:
Due date Due time B 7 UYS E- = EE - @
——m Log into myUCF-Employee Self-Service-Learning and

Development-Request Training Enroliment and
register/complete the following courses.

Description Merge fields PSCO01(Basic Navigation), PAFD02(ePAF Originator
Training), and REC001(Electronic I-9/E-Verify Training).
B7US - ®

.
i
.
Ll
.
il

Activity type

Select v

Task allocated to”

Both Supervisor/Delegate (@) Employee

Add to faverites H \‘
Cancel
-~ N
“ )

Select Notify Updates

Send an email message to the employee that a new task has been added. You can update the
message as needed and select “Send”.

Email employee X

Abbee Camen

pupdevm3-Tegmall.com

. .
Position = ———
[E—

Senlor Telecomm Services Speci

Message" Merge fieids
B/UYUSHE = 33 - @
Dear clifford, A~

Start date
10 Dec 2018

This Is a notification to advise you that some updates have
bieen mads to your onboarding tasi st

Please login to hitp://careers pageuppeople com/864 to
) review any updates.

( Notify updates

Thani you

< >
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Note: If you check the box to add it your favorite, it will be available for you to add to other hires as
needed. You can select the (+) sign under “My Favorite Tasks”, Select the “Group” and Select Create to
add to the onboarding task for other hires.

New task x
My Favorite Tasks ~
Title™
Complete PeopleSoft Training
Complete PeopleSoft Training l Your First Week wo
Due date Due time
-
Description Merge fields
B 7 UYUS§E- = EE - @

Log into myUCF-Employee Self-Service and complete the
following training:

+ PSCO001 (Introduction to PeopleSoft)
» PAF002 (ePAF Originator)
+ RECO001 (I-9 Training)

((cancel ) — @
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Onboarding Delegate: View Offer/Welcome Letter

Step 1 - Log in to PageUp at https://ucf.pageuppeople.com

PAGEUP DASHBOARD

Step 2 — Under Offers, select the number next to New hires.

& %

282
Position Description New job Search Committee & Additional
Viewers
My position description - Under 0 Jobs open
review 3 Jobs requiring panel review

5 Team jobs open

\ Offers
93 New hires

289 New hire tasks

« Submit a Job Card

- Approve a Job Card

+ Manage Applicants

« Create & Book an Event
- Check References

+ Submit an Offer Card

« Offer Job to a Candidate

- Monitoring Employees' Onboarding Tasks
- Complete Onboarding Tasks

- Submit a Hire ePAF

- PageUp Video

« Video UCF President

Guidelines / Tips
RECRUITMENT

ONBOARDING

Select Name

Step 3 — Locate the employees name, and to the far right, select View Offer Details

[Ropiicant first name “Applcant last name & Requisition Number Title "Application status

viatt ‘ Zing 492658 Web Applications Developer Offer Accepted Paperwork Complete (HR USE ONLY)

lagy Zing 492661 Project Manager Offer Accepted Paperwork Complete (HR USE ONLY)

Forrest ‘Woody 492661

Project Manager Offer Accepted Papenwork Complete (HR USE ONLY)

— Vicw ofterdetas | View al asks

View offer details | View all tasks

View offer details | View all tasks

Step 4 —The Offer Card will open.

Walt Zing (Walt)

D Revision history

= Personal details

Address 3536 Test Drive
Orlando, Florida
32826, United States

Phone: 407-333-3333

E-mail pupdown3-+55@gmail.com
Applicant number: 1160

= Job details
Classification
Title: € Web Applications Developer.
E| "
. &
type:
VP Area AA-COLLEGE OF SCIENCES
Home
Deparment  COS DN-PAYROLL OPERATIONS
Site: 001 - Oriando
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Step 5: Scroll Down towards the bottom of the page to Application documents section. Under
the Category of “Offer Contracts”, to the right select View .

Application documents h

Documents uploaded by the applicant are displayed in blue.

Documents belonging to a different application are marked with an asterisk (*).

Title = Size Category
Walt Zing - Test Resume.docx * 15Kb Resume View
Welcome Offer Letter docx 49Kb Offer Contracts View

Pl

Depending on the browser that you are using, the following may appear, select Open and then
Allow.

Do you want to open or save Welcome Offer Letter.docx from ucf.dc4.pageuppeople.com? ‘ Open Save - Cancel

Internet Explorer Security X

|47 A website wants to open web content using this
@ pe g
program on your computer

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program.
l;‘ Hame: Microsoft Office

Publisher:  Microsoft Corporation

[JDo not show me the warning for this program again

* Allow Don't allow

Step 6: You can view the Offer/Welcome Letter.

UCF

UNIVERSITY OF CENTRAL FLORIDA

Human Resources Department
3280 Progress Drive, Suite 100
Orlando, FL  32826-3229

19 March 2019

Dear Walt,

I am pleased to offer you the position of Web Applications Developer. # 00038078, in the department. Your annual
salary will be $75,000.00, which will be paid on a biweekly basis. You will report to Jamie (Mgr) Manager. It is
icipated that your appoi will on 15 Apnil 2019.
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Onboarding Delegate: Reviewing and Completing Tasks

Step 1 - Log in to PageUp at https://ucf.pageuppeople.com

PAGEUP DASHBOARD

Step 2 — Under Offers, select the number next to New hire tasks.

=
222

Position New job Search Committee
Description & Additional
O Jobs open Viewers
My position
description - Under 5 Team jobs open 3 Jobs requiring
review panel review

Kd

Offers

53 New hires

120 New hire tasks

Select Name

Step 3 — Check the box next to the name of the new hire and select Search.

My new hire tasks

En— / o o

Wl Davey Baker [J Attach Completed Employment of Relatives Form o~

[ Attach Completed Employment of Relatives Form-

gApple Jacks [ Attach Employment Agreement to ePAF
Barry Humphrey v [Attach USPS Time-Limited Memorandum (if applic™
[ Calvin Clark [
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View Department’s Onboarding Tasks

Step 4 — Click on the title of each onboarding tasks. Read the task information. After the task is
completed, mark as completed.

&m[jﬂm Employee BadgelD Step due = Hiring manager

[ Verify Employee Completed Onboarding Tasks Davey Baker 1 Feb 2019 Jamie (Mgr) Manager
[ Submit Hire ePAF Davey Baker 1 Feb 2019 Jamie (Mgr) Manager
[ ] Employment of Relatives Form (if applicable) Davey Baker 1 Feb 2019 Jamie (Mgr) Manager
| Complete Section 2 of the Electronic -9 Davey Baker 7 Feb 2019 Jamie (Mgr) Manager
[ ] Submit Signed Position Description Davey Baker 11 Feb 2019  Jamie (Mgr) Manager

Verify Employee Completed Onboarding Tasks

Step due: 1 Feb 2019

Review and verify that all the employee onboarding tasks under “Before the First Day” have
been completed by the new hire. If the tasks have not been completed, follow-up with the new
hire on the completion of the tasks.

Note: Do not submit the Hire ePAF until the “Before the First Day” tasks have been completed
by the employee.

Mark as completed z Close

Optional: Bulk Complete

Onboarding Delegates have the option to “Bulk Complete” multiple employees’ onboarding
tasks as one time. This feature would be typically used for departments that hire high volume
of employees at one time.

Follow Steps 1 and 2 above
Log in to PageUp at https://ucf.pageuppeople.com
Under Offers, select the number next to New hire tasks.
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Step 3: Check the box next to the employees’ names that you would like to “Bulk Complete”
their onboarding tasks at one time. Select Search.

Bulk Complete

My new hire tasks

& ~
[ attach Employment Agreement to ePAF

v [Attach USPS Time-Limited Memorandum (if applic™

—_ .

EFmployee:
@Apple Jacks
M wait Zing

Task Search

L

Clear
[ attach Completed Employment of Relatives Form A
[ attach Completed Employment of Relatives Form-,

O Barry Goodman
[IBarrv Humohrev

Select E| Title Employee & BadgelD Step due Hiring manager
Complete Section 2 of the 19 Apple Jacks 21 Mar 2019 Jamie (COORD) Coordinator

] Signed Position Description Apple Jacks 25 Mar 2019 Jamie (COORD) Coordinator
Mandatory New Employee Training Apple Jacks 17 Apr 2019 Jamie (COORD) Coordinator
Review & Acknowledge HR Annual Notices Apple Jacks 25 Mar 2019 Jamie (COORD) Coordinator
Submit Signed Position Description Walt Zing 4 Apr 2019 Jamie (Mgr) Manager
Verify Employee Completed Onboarding Tasks Walt Zing 25 Mar 2019 Jamie (Mgr) Manager

] Submit Hire ePAF Walt Zing 25 Mar 2019 Jamie (Mgr) Manager
Employment of Relatives Form (if applicable) Walt Zing 25 Mar 2019 Jamie (Mgr) Manager
Complete Mandatory UCF Webcourses Walt Zing 4 Apr 2019 Jamie (Mgr) Manager

Or if you would like to Bulk Complete a specific task, Check the Box under Task. Select Search

Bulk Complete

My new hire tasks

e

¥ Attach Employment Agreement to ePAF

[Employee:
O Barry Goodman
O Barry Humphrey

Task: Search

. R

Clear
~

[[] Attach Completed Employment of Relatives Form

O calvin Clark

Clcarl Bench O Attach Completed Employment of Relatives Furm—V

— [ Attach USPS Time-Limited Memorandum (if aoolic

Select B Title Employee & BadgelD Step due Hiring manager
Attach Employment Agreement to ePAF Colleen Baker 25 Mar 2019 Jamie (Mgr) Manager
Attach Employment Agreement to ePAF Freddy Burger 29 Mar 2019 Jamie (Mgr) Manager
Attach Employment Agreement to ePAF Lauren Carpenter 25 Mar 2019 Jamie (Mgr) Manager
Attach Employment Agreement to ePAF Edward Charles 5 Apr 2019 Jamie (Mgr) Manager
Attach Employment Agreement to ePAF Barry Goodman 3026596 25 Mar 2019 Jamie (Mgr) Manager
Attach Employment Agreement to ePAF Paul Jasner 25 Mar 2019 Jamie (Mgr) Manager
Attach Employment Agreement to ePAF Marissa Lee 5 Apr 2019 Jamie (Mgr) Manager
Attach Employment Agreement to ePAF Franks Lott 478989 5 Apr 2019 Jamie (Mgr) Manager
Attach Employment Agreement to ePAF Kurt Mendelfield 5 Apr 2019 Jamie (Mgr) Manager
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Step 3: Under the drop down above the Onboarding Tasks, Check the box “All Pages”

Bulk Complete
My new hire tasks
fmployee: Task Clear ~ Search
App\e Jacks " [ attach Completed Employment of Relatives Form
M walt Zing [ Attach Completed Employment of Relatives Form-
0 [ Attach Employment Agreement to ePAF
Barry Goadman v [ Attach USPS Time-Limited Memorandum (if applicv
[ Barrv Humohrev [l -
2 |v| Title Employee & BadgelD Step due Hiring manager
[Select '9‘30“'5’ of the 19 Apple Jacks 21 Mar 2019 Jamie (COORD) Coordinator
& All pages _
cription Apple Jacks 25 Mar 2019 Jamie (COORD) Coordinator
i Current page
Clear all sloyee Training Apple Jacks 17 Apr 2019 Jamie (COORD) Coordinator
selections dge HR Annual Notices Apple Jacks 25 Mar 2019 Jamie (COORD) Coordinator
Submit Signed Position Description Walt Zing 4 Apr2019 Jamie (Mgr) Manager
Verify Employee Completed Onboarding Tasks Walt Zing 25 Mar 2019 Jamie (Mgr) Manager
Submit Hire ePAF Walt Zing 25 Mar 2019 Jamie (Mgr) Manager
Employment of Relatives Form (if applicable) Walt Zing 25 Mar 2019 Jamie (Mgr) Manager
Complete Mandatory UCF Webcourses Walt Zing 4 Apr 2019 Jamie (Mgr) Manager

Step 4: You will notice that all the boxes are now in green with a check box next to them. You
can “uncheck” any that you do not want to Bulk Complete. Select Bulk Complete at the top of
the page.

Important: Once you select Bulk Complete the tasks will no longer appear under your “new hire
tasks”. Verify that you have read the information for each associated task and the tasks have
been completed before selecting Bulk Complete.

Bulk Complete h
My new hire tasks
Employee Task: Clear Search
App\e Jacks o O attach Completed Employment of Relatives Form o~
Ml walt Zing [ attach Completed Employment of Relatives Form-,
O [ Attach Employment Agreement to ePAF
Barry Goodman v [Attach USPS Time-Limited Memorandum (if applic™v
[JBarv Humohrev —_ T
\:;An E\ Title Employee = BadgelD Step due Hiring manager
& Complete Section 2 of the 19 Apple Jacks 21 Mar 2019 Jamie (COORD) Coordinator
i@ Signed Position Description Apple Jacks 25 Mar 2019 Jamie (COORD) Coordinator
& Mandatory New Employee Training Apple Jacks 17 Apr 2019 Jamie (COORD) Coordinator
& Review & Acknowledge HR Annual Notices Apple Jacks 25 Mar 2019 Jamie (COORD) Coordinator
& Submit Signed Position Description Walt Zing 4 Apr 2019 Jamie (Mgr) Manager
i Verify Employee Completed Onboarding Tasks Walt Zing 25 Mar 2019 Jamie (Mgr) Manager
& Submit Hire ePAF Walt Zing 25 Mar 2019 Jamie (Mgr) Manager
@ Employment of Relatives Form (if applicable) Walt Zing 25 Mar 2019 Jamie (Mgr) Manager
& Complete Mandatory UCF Webcourses Walt Zing 4 Apr 2019 Jamie (Mgr) Manager
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Step 5: The tasks have been marked complete and no longer appear.

Bulk Complete

My new hire tasks

3 You have successfully completed 9 tasks h

Employee Task: Clear Search
O Barry Goodman A [ attach GCompleted Employment of Relatives Form A
O Barry Humphrey [ Attach Completed Employment of Relatives Form-

[Ccalvin Clark [ Attach Employment Agreement to ePAF

[Jcarl Bench v [JAttach USPS Time-Limited Memorandum (if applicv
[ B - . e

Select E\ Title Employee =&

BadgelD Step due

q © There are no items to show

Hiring manager
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Submitting Hire ePAF

Step 1 - Log in to myUCF (Human

Capital Management) and navigate to:

Department Self-Service
ePAF Homepage-Start a New
ePAF

Hire an employee

Hire Processed Through Pageup
Step 2 -

Select “Yes” if the hire was done through Pageup.
Click the magnifying glass icon and lookup the Job

Req ID. You can sort by name.

Electronic Personnel Action Form (ePAF) Home Page

&

Start a New electronic Personnel Action Form (ePAF)

&

Stari s New sBAF

S1ar1 & e QPAF, wich will ey be rmuted 1 the opproprle 4pprovers

| Y Hire an Employee
8

Use this form to hire a new employee into your

department or to add an additional job for an
employee who already works in your depariment.
Hire an Employee

Edit Existing Job

working in your department
Edit Existing Job

" Use this form to edit the job of an employee currently

Select the requisition number in blue to the far left of the employee’s name.

Hire an Employee sl a
Help
Step 1 of ch
Sep . oti: vandidaic Searc Search by: | Job Requisition ¥ |begins with
Search below for the person you wish to hire. If you know the Employee ID or Social Security
[Mumber, enter it, and choose Search. Otherwise, complete ail the required fieids and diick Search
Look Up Cancel | Advanced Lookup
Use the arrow icon to select a row. If nothing is found, the Add button will display. Clicking Add will
create a new Employee ID using your entries
arch Result
Was this hire done through PageUP? Teives No I Se achubdic
iew 100 First ‘&' 1150f15 ‘&' Last
Search Fields
Job Requisition Applicant ID Name Last Name
Employee ID: Job Req App 1D e 492464 1305 lifford Danson
Q QU 492485 1312 Thomas Thompson
*Social Security #: 492534 1303 Benjamin Howard Roosevelt
492598 1307 Henry Carl Ford
*First Name: Middle Name: 492621 1304 Ted W Norman
492626 1310 Michael M Messichner
‘Last Name: “Date of Birth: 492626 1314 Dennis Becker
492626 1313 Carl Bench
492628 1315 Paul F Albert
Search Clear 492632 1306 Sally Johnson
492633 1311 Pamela Joyce Jones-Smith
492635 1309 Frankie Joey Palantonio
e Click the magnifying glass icon and lookup the App (Applicant) ID
. . )
e Select the applicant ID number in blue to the far left of the employee’s name.
e Select Search
Look UD App 1D Hire an Employee
Help
Search by: Applicant IDbegins with |
Look Up Cancel Advanced Lookup
search Fields
Search Results P worsa App 1D
\View 100 First ‘&' 101 & Last Social Security #
Applicant ID Job Requisition Name Empl ID First Name: Middle Name:
1305 492464 Clifford Danson} 5076929 Last Name Date of Birth
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Select Appropriate Record
Step 3 -

Applicant and Person Results
e If there is a match under
person results,
Select the yellow arrow.
e GotoStep4.

Hire an Employee
Step 1 of 6: Candidate Search

JOtherwise, complete all the required fields and click Search

jentries

ISearch below for the person you wish to hire. if you know the Employee ID or Social Security Number, enter it, and choose Search

Use the arrow icon fo select a row. If nothing is found, the Add button will display. Clicking Add will create a new Employee ID using your

Was this hire done through PageUP? ® Yes INo
Search Fields
Employee ID: Job Req App ID
492216 |Q 1001 Q
*Social Security #:
IMPORTANT :Look under Person
. Results, if there is a match select the
First Name: Middle Name: yellow arrow for that record. Only
Mary select the white arrow under
*Last Name: *Date of Birth: Applicants if there is no Maich under
Maples 10/011971 Person Results. Selecting the white
arrow under Applicants will create a
new UCF ID number.
Clear
Applicants Personalize | Find | 20| [ Fiest ‘& 1o0f1 & Last
App ID JobReq Name Date of Birth National ID Empl 1D
1P 1001 492216 Mary Maples  10/01/1971 (Not Displayed) 5027221
Person Results Personalize | Find | .".7‘\ E First ‘4" 1-20f2 '} Last
HR Job Act EmpliD Red#  Name Date of Birth National ID
1= B O O o3148e8 0 Mary Maples 1212411960 (Not Displaye
Mary Maples 10/01/11971 MATCH

2-4. B [ [ s027221 0

OR

Step 3-

e [f there is no match under Person Results, Select the White Arrow under Applicants.

Hire an Employee

JobReq  Mame Date of Birty

wnr | 0011950

yee ID or Social Securily Numbes, enter i, and chaose

found, the Add button will display. Clicking Add will create a new E

mployee

Use the a
10 usir
Was this hire done through PageUP? ®Yes No
Search Fields
Employee 1D Job Req App 1D
wnit_|Q 1017
*Social Security #:
*First Name: Micidle Narme:
Topanga
Chear

In this example, 3s there was not a
“"Match® under Person Resulls, cick on
ne white arrow under Applicants.

Personalize | Fing | L7

Please note by selecting the white
arrow, a new UCF ID number (Emplid)
and NID will be created once the
information is submitted. Please be
careful when making your selection
as we do not want to create
duplicates IDs.

Message

e You will receive a message to enter the
Social Security Number. Select Ok.

Make an entry in the following required field(s) to proceed: Social Security # (20002,205)
Fields marked with an asterisk are required. Make an entry in each of these fields before proceeding

=

OK

Reference Guide
April 2019

Page | 102



Human Resources
UCF

UNIVERSITY OF CENTRAL FLORIDA

PageUp Reference Guide

e Enter the Social Security Number and
select the white arrow again.

If you receive the following warning message,
Entered National ID/SSN matches an existing

Individual at UCF, Stop, do not proceed with

the ePAF and contact HR-Records.

Biographical Information
The data from Pageup will populate the fields.
Step 4 -

e C(Click on Update with PageUp Data
button.

(if it appears)

e Verify the name and Social Security
Number on the ePAF matches the
information on the 1-9.

e Check the Enterprise Email box if an
UCF email is needed.

e Select Save & Stop (to create
emplid or NID ONLY) or Save &
Next to proceed with the job
information.

Hire an Employee

Step 1 of 6: Candidate Search
Search below for the person you wish to hire. If you know the Employee ID or Social Security Number, enter it, and choose
Search. Otherwise, compiete all the required fields and click Search.

Use the arow icon to select a row. If nothing is found, the Add button will display. Clicking Add will create a new Employee
ID using your entries.
Was this hire done through PageUP? OvYes @no

Search Fields

Employee ID: Job Req App ID
492217 1017
ocial Security #
444-33-2222
st Name: Middle Name: Enter the Social Security Number.
pang: select the Tab or Enter Key. and then
“Last Name: “Date of Birth: select ihe white arrow again.
Lawrence 03/01/1950
Clear
Applicants Personalize | Find | | B First ‘@ 10f1 ) Last
App ID JobReq Name Date of Birth National ID Empl ID.
Topanga , . )
1 b 1017 as217 [OPA0E 03/01/1950 (Mot Displayed)
Message

Warning -- Entered National ID/SSN matches an existing individual at UCF, do you still want to process the

Stop: Contact HR-Records!

applicant row?
The PeopleCode program executed a Warning statement, which has produced this message:

OK

Hire an Employee
Step 2 of & Contact Information

Enter the personal and contact information for the individual being hired

Personal Info

-

Empl 1D 5076930

prems:
First Name: Sally Middle:

*Last Name: Johnson Suffix:

Email Address: |Pupdown3+169@gmail.com

Personal Info

Name: Knie, Gregory F EmplID 1211491

Identity Info

Gender: [Vale 1 “Marital Status:

Date of Birth:  12125/1963 “Citizenship Status: Alien Temporay v/
-Sociat security ? [ pisabled
i
Military Status: [NoMitary Sevice v [ pisabled Veteran
Ethnic Group Find  First ‘& 10f1 * Last
Regulatory USA | United States Ethnic Group: PACIF | Native Hawaiian/other ~ [¥][=]
egion: Pacific siander

O primary
Is the employee or the employee’s spouse a former or aclive law enforcement offcer, judge or member of a protected class
under FS 1197
Oves ©No
Exchange Email

Please check the Enterprise Email checkbox if your new employee needs to have an email account created.
If checked, you will not need to do an Enterprise Email User Account eForm for the new employee

[ Enterprise Email

&~

<= Previous Save&Stop || Save&Nexi>>
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Review the Job and Position Information
The data from PageUp will populate many of the ePAF fields.

Step 5:
e Verify the information is correct.
o Effective Date
o Employee Group
o Employee Class
o Position Information

Personal Info

Hire Form Data

"Position Number: 00032003 |Q

Name: Danson Clifford EmplID: 5076929 "Job Code: LGo118 |Q Associate General Counsel
Cit Status: Naturalized jet:sg;‘:“ Data *Position Title: JAssociate General Counsel *Short Title:  Associate
0 la
Email Address: Pupdown3+168@gmail.com Additional Pay
“Department: 01812000 I yp GEN CN-PAYROLL

*Location Code: ~ MAIN Q UCF MAIN CAMPUS
FEffective Date: 03/11/2019 |G eForm ID: 659050
*Regular/Temporary: | Regular hd
The information will auto
® Position Non-Position Reports To: po037613_|Q, populate from the offer card
. " - Verify the information is correct.
The information will "Authorized FTE: 1.000000
*Employee Group Exempt A&P v auto populate from
the offer card. Verify -
2 : —— the information is Liability Dept: 01812001 |Q  yp GEN CN-PAYROLL
Pay Group: A&P Executive Service v
correct.
"Admin Code: 2 _q Associate General Counsel
*Empl Class: Fac/A&P Regular v
0"" Salary Admin Plan: 24 Grade 24 J
<< Search Next >>
<< Previous Next >>

eForm ID: 859050
Position As Of: 02/22/2019

e Verify the salary and standard hours is correct.
e Input the funding account number(s) and percentage.

Hire Form Data

The standard hours and salary will automatically populate
from the offer card. Verify the information is correct.

Bi-weekly Rate:  $1119.460000 Annual Rate:  $29217.800
*Standard Hours:  140.00

Pay Component
Comp Rate Code Compensation Rate

1 NAANNL 29217.800000 +]

eForm ID: 659050

Input the funding account number(s),
mark one as primary, input the
percentages(s). Select the (+) if you
need to add accounts. Percentages
must equal 100%.

Job Distribution

Funding

Department Primary Earnings Code

Description

1 Q REG v

*Percent of Compensation
Distribution Rate

0.000 0.000000 [+] [=]

<< Previous

Next >> h
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Submit Hire ePAF

Step 6:
Attach appropriate documents via selecting Add File Attachment

[ ]
o Employment Agreements (when applicable)
o Fully Executed and Signed Employment of Relatives Form (when applicable)
o USPS Time Limited Memorandum (when applicable)

e Inthe comments, indicate “Hired through PageUp.”

e Select Submit
e A message will appear, “Submit this form?”

Select “Yes”

Personal Info
Empl ID: 5076929

Name: Danson,Clifford
Cit Status: Naturalized Personal Data
Job Data
Additional Pay MESSEQE‘

Email Address: Pupdown3+168@gmail.com

Action/Reasons
eForm ID: 659050

Hire Rcd Nbr: 0

Submit this form? (24642,112)

Hire Action: Hire

Hire Reason: Original Appointment
The form will be directed to the next approver, if any.

Add File Attachment ‘

Comments Yes No
Your Comment:

Hired Through PageUg &

<< Previous Submit
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