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OVERVIEW OF WHAT HAPPENS NEXT?

The list below is intended as an at-a-glance guide for next steps. However, the following pages of this document provide
detailed step-by-step directions for using the hiring system to complete these required steps for a faculty search and hire.

Obtain permission from the provost to post the position.

The submitter or department chair determines the details needed for the position posting draft — DO NOT add the posting directly to
PageUp.

Submit posting details on the Academic Resources Faculty Posting Request dynamic form (page 8).

PosT

The faculty recruitment specialist reviews, edits, and posts requisitions after receiving department chair approval of the posting copy.

- Posting periods required: 30 days for tenure-track positions; two (2) weeks for all other full-time temporary faculty

Review date passed

- The faculty recruitment specialist emails the search committee that applicants are ready for review.

- Individual search committee members conduct reviews of applicants who successfully applied using the Faculty Applicant
Selection Criteria Form (pages 9-14).

- The search committee convenes to determine the pool to be submitted for approval by IE&C.

The search committee chair enters collective selection criteria in the system ONLY for applicants recommended to be in the pool (pages 15-
19).

CoOMMITTEE
REeviEw

- The committee chair provides the department chair with a list of names of those being recommended for the pool.

The department chair confirms that the selection criteria have been entered for applicants recommended to be in the pool (pages 20-28).

The department chair moves the selected applicant pool to “Dean Pool Review” (pages 29-30).

The dean reviews the pool and moves them to “Equity & Compliance Review” (pages 31-37).

IE&C reviews the pool and will delete applicants who do not meet the posting’s requirements

The department is alerted once the pool is returned after IE&C’s review.

- The department reviews the approved candidate pool, begins scheduling and conducting interviews, and checks references. The
hiring system automatically solicits recommendation letters when IE&C approves an applicant. Department chairs can retrieve
letters of recommendation once the recommender uploads them to the system (pages 38-39).

Once approved, short-listed finalists are identified, the department chair must move each to “Finalist Interview Scheduled,”
which prompts an automatic email via the hiring system to candidates requesting official transcripts (pages 40-44).

- The department chair sends a pre-filled salary recommendation form provided by the faculty recruitment specialist, with the
curriculum vitae attached (hard copy), to Academic Affairs for the finalists they are considering.

- The search committee DOES NOT RANK finalists; the department chair and dean select a finalist to recommend for hire.

PooL APPROVAL &
IDENTIFYING FINALIST

- The department chair or search committee chair confirms that the reference checks are completed. This is DIFFERENT from
recommendations.

- The department chair communicates with the finalist the negotiated terms of the recommendation contingent upon the
provost's approval, then follows up with an email containing the terms of the recommendation, which will be made to the
provost.

- The verbal (emailed) recommendation is accepted. If the finalist declines the recommendation, please email the faculty
recruitment specialist.

The department chair moves the finalist in the hiring system to status "Recommend for Hire (Enter Recommendation Details” IMPORTANT -
Please select the correct workflow (pages 45-52).

The department chair generates an electronic “Offer Card” in the hiring system for the recommended finalist.

- All negotiated terms, reference check dates, and persons completing reference checks must be entered into the PageUp system.

- The department chair forwards the “Offer Card” through the online hiring system for the dean’s review and approval.

- The hiring department prepares and sends a hiring packet to the dean for approval. The dean approves and submits it to the
faculty recruitment specialist.

The dean reviews and moves the electronic “Offer Card” through the system to the faculty recruitment specialist (pages 53-54).

- The faculty recruitment specialist initiates the background check. (The candidate responds directly to TrueScreen with the
information.)

The faculty recruitment specialist moves the “Offer Card” to IE&C.

IE&C returns the offer review response to Academic Affairs, allowing a formal contract to be initiated (or forwards for further approval when
needed).

RECOMMENDING
YouR FINALIST

Academic Affairs initiates an electronic offer to the recommended finalist after the provost’s review and approval.

- Once the finalist accepts the offer, the faculty recruitment specialist closes the posting.

An automatic email is sent to applicants and candidates not chosen for hire.
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PAGEUP LOGIN

To enter PageUp, open Google Chrome, the preferred browser for PageUp, and enter
https://mtsu.dc4.pageuppeople.com/ and hit return.

When logging in, you must enter your FSA credentials to gain access via the required SSO (Single Sign-On).

Bl < o0 e e - " . N o % % &

Enter password

Once logged in, you will see the Recruitment Dashboard.

Postings  People  Reporis Recent items

= PagelUp®

My Dashboard

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

Guidelines / Tig

2 ~ . . Click HERE to access «
L~ .
Position Description New job Approvals
My position description - Under review 2 Jobs open 0 Jobs awaiting your approval
( Manage position descriptions and create . ) ( New Job > 0 Approved

‘ \ ---
Advertisements Applications Search committee review

2 Advertisements 0 Jobs have applicants for review 0 Jobs requiring panel review

O Applicants assigned to you for review

s

Offers

0 Offers awaiting your approval

ded.



https://mtsu.dc4.pageuppeople.com/

RECRUITMENT DASHBOARD

The dashboard identifies all the options available within the PageUp system based on the permissions assigned
to you. This is where you will manage your active faculty postings, including the submittal of a pool for approval
and recommendations of finalists.

Postings People Reports v Recent items v

My Dashboard

Welcome William, this is your Dashboard where you will see all your tasks arganized in various stages

Guidelines / Tig

~™ . Click HERE to access 1
——— ~
Position Description New job Approvals
My position description - Under review 2 Jobs open 0 Jobs awaiting your approval
( Manage position descriptions and create ... ) ( New Job ) 0 Approved

\ %

A J a e
Advertisements Applications Search committee review
2 Advertisements 0 Jobs have applicants for review 0 Jobs requiring panel review

0 Applicants assigned to you for review

Offers

0 Offers awaiting your approval

tpsiffadmin.ded.pageuppecple.com/HiringManagerDashboard#
The menu bar at the top of your screen provides the following information:

Clicking on this image will bring up a vertical side menu of options based on your permissions in the
system. Many of the options available on My Dashboard are listed here. You can select the page you

would like to navigate to instead of returning to your dashboard when navigating between sections in the
system.

When you are on a page and need to return to the Dashboard, click on the PageUp logo, which
will return you to the Dashboard.




Recent items Quick search Q

The Postings link will open up a page that shows postings. The People link will provide you with a list of the
applicants for a specific posting. Within the People tab, click the search button to look at applicantsin a
specific application status or review applications for a different position. The Reports link will provide access to
reports you have permission to run. The Recent Items drop-down is a quick way to navigate to a previous
person or job you have reviewed.

Position descriptions are only used for administrative/classified position postings.
You will not use this field for faculty recruitment.

e ~,
| Manage position descriptions and create... |
. S/

To view a current job opening within your team, click the “# Jobs Open” link in the

- New Job box.
New job The faculty recruitment specialist should be the only one to use the New Job link

to initiate a new faculty posting.

New Job

If you are an approver in the postings process, this will provide quick access to the
items awaiting your action. Click the “# Jobs awaiting your approval” link to review
your action items.

\

Approvals
Q Approved
The “# Advertisements” link will provide you with a link to all the jobs we currently
. ) have advertised for your department. Click on the link to view.

Advertisements

2 Advertisements



earch committee review

0 Jobs requiring panel review

Offers

0 Offers awaiting your approval

1 New hires

O New hire tasks,

If you are a search committee member assigned to review applicants for a posting,
you can begin your review by clicking this link.

If you approve the offer process, this link will provide quick access to the items
awaiting your approval. Click on the “# Offers awaiting your approval” to review
your action items.

This dashboard menu also provides easy access to any new hire tasks that may be
pending for you or your new employee. Click on “# New hire tasks” to view any
pending action items.



INITIATING A FAcULTY POSITION POSTING

Please ensure you have obtained the necessary approvals to search. For full details, reference the Guide to
Full-Time Faculty Recruitment (rev. September 2023), pages 6-9.

Per the instructions on those pages, you must utilize the Faculty Line Request Template to receive the proper
approvals to initiate a faculty posting.

4 )

Departments WILL NOT create a Job Card (aka “faculty posting”) within the PageUp hiring system.
Instead, once you have obtained the required approvals to search for a faculty position, please complete
the Academic Resources Faculty Posting Request dynamic form.

N\ /

Completing and submitting this form indicates you have received all required approvals to search and provides
the information needed by the faculty recruitment specialist to create your faculty posting within the PageUp
hiring system. You must provide details within the form of all information specific to your posting. All required
areas are denoted with an asterisk (*). NOTE: Provide the M# for each of your committee members within this
form, as it is not unusual for us to have multiple faculty members with the same/similar names. Providing the
M# will guarantee we add the correct faculty member to your posting for future committee alerts within the
system. You may leave sections not required for your position blank (e.g., Required Related Experience and
Required Licensure/Certification/Registration).

Once the faculty recruitment specialist receives the completed form, they will strive to advertise the position
on the hiring site as soon as possible. You must have obtained the provost’s approval before submitting the
Academic Resources Faculty Posting Request form.
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OBTAINING APPLICANT PooL APPROVAL
COMMITTEE MEMBER ACTIONS:

Review of Applicants’ Documents

As a faculty search committee member, you are charged with reviewing ALL applicants to the posting for
which you are serving. To assist you during your review of applicants, please use the following instructions to
compile and download the applicants’ submitted materials.

Upon the arrival of the review date for the posting, committee members will receive an email alerting them
that they may begin the review of the applicants to the posting. Two links will be provided within the email,
allowing you to log in to the hiring system and start your review. The first link will enable you to access the new
hiring system. Please reference your committee release email alert for both links needed to review the
applicants.

Once you have used the provided link to log in to your Welcome page, locate the “Search committee review”
section of the posting and click on the “# Jobs requiring panel review” link.

NOTE: Your posting will not be available until the Review Date of the posting arrives and you have received the
email alerting you to begin review.

X + - o X

x » IO :
on @ JRA @ PUP Applicant portal

@ PageUp People - Cor

€ > C 1 & msude mvs.3,

53/ c DARUQEMRINSpHsReB642
ops [ Tuescreen B Pandora @ PATlve - FedBx @ Middle Termessee S

m vove

My Dashboard

Welcome Mit7i, this is your Dashhoard where you will see all your tasks organized in various stages.

Guidelines / Tips

Py Click HERE to access onl lina refarance materials
aa
New job Search committee review

0 Jobs open

Englich (US) A | Poworod by PageUp

A new page showing “My search committee jobs” will populate and display a list of all jobs available for you as
a committee member. Committee members will have two options to select from this page: Selecting “View
Job” allows you to see the posting description details and requirements needed to qualify, assisting you in
determining if an applicant meets requirements (e.g., required document attachments, required education,
required experience). If applicants do not meet the criteria in the position description, you cannot consider
them and should not move them forward for pool approval.
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My search committee jobs
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Note to Search Committee Chairs: You will have three options available (View Applicants, View Responses, and Edit Job
— edits will not be available as this is a read-only option to allow chairs to review the posting requirements). Directions
for Search Committee Chairs to submit the pool within the hiring system are provided below.

Selecting “Review Applicants” will allow you to review all documents that applicants submitted. The list of
applicants will be displayed on the left-hand side. Select to sort the review “Outcome” by choosing the Last
name (A-Z) sort option first.

& PageUp People - Control x  + - X
<« C Y & misudcd m/v5.3/p c asp?sData =UFUtVjMtsAKZ 1vO7Tho_HYsf8aQ_BGUayihqdtB5wapvuoDdRUQERInSpHsReB642TrukdLWC_oF86cEjMti3mWIo9sRA~~ w = e H

5 apps [ Tuescreen P Pandora @ PATLve e Fedfx @) MiddleTennessesS. My Middle TennesseeS.. s . geUp People Login ) My Profile - Zoom ) My Meetings - Zoom @ JRA & PUP Applicant portal »

Faculty TEST (495242)

Saved: ¥
Bulk compile and send sort:| Outcome v
- Outcome
[Oselectall
First name (A-Z) Selection Criteria (from library only) Outcome Comments
(e Last name (A-7) Meets minimum education requirement colect .
Last name (2-4)
[ | ) Colby Henry Date submitted (Fist to Last) (Education)
s Date submitted (Last to First)
[ [ @ Laura smith
Jan 31,2021 i
O s @ Rachael Newman
Jan 31,2021
summary
[ g & Will Shoemaker
Jan31, 2021
4
Selection Criteria Outcome: |~ Select v

1/31/2021

B
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Saving the bulk compile and send report allows you to reference applicants’ documents, including all attachments,
at any point. To initiate the report, check the “Select all” button and click on the blue “Bulk compile and send”
button below the job title and just above the applicant list. (This action remains available for committee members
to perform when applicants are in the “Under Review by Department” workflow.)

- o X

control.asp?sData=UFUtVjMtsAKZ1vO7Tho_HYsf8aQ_BGUayihqdtB5wapvuoDdRUQEfRINSpHsReBEA2TrukALWC_oF86<EjM ~ I R S I

<« C 0 @ misudcd om/v5.3/p

ATLive o FedEx @ Middle Tennessee S..  Mr Middle Tennessee ..~ NA [ MDVIP §E PageUp People Login (@ My Profile - Zoom (@ My Meetings - Zoom @ JIRA @ PUP Applicant portal

eeeee

ucation;

summary
(& @) Laura Smith

n 21,2021

Selection Criteria Outcome:  Select ~

A new page will populate and be titled “Bulk Compile.” At this review stage, please select the following
categories as you compile the applicant information: Under Applicant details — Application form; Under
Applicant documents — Cover letter, Resumé, and Supporting Applicant Documents. Scroll to the bottom of
the page and click “Create PDF.”

@ulk compile

Bulk action status: & 6 Applicants Complete

You have selected 6 applicants to compile documents for, please select the documents you would
like to include.

Application details

J Applicant personal details

J Profile

J Additional form

| Application notes

J Onboarding Form

Applicant documents

] Cover letter
<O e U;Remmert© See bottom of Page 39 for this item.

J Other - Applicant

J Resume

Supporting Applicant Documents

J Test Results

J Transcript of results
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A screen will display the report's progress as the report is compiled.

@ PageUp People - Control X ® Creati

- X
<« X 0 & mtsudcd 5/cloudBulkPrinting.a: ppl ount_0=4&15MSCount_0=&lJobl D_Bulk=&sRedirectTo_Bulk=&isPagelD_Bulk=&ICurrentMultilD=0&sOriginalQuerystring_.. ¥ # e H
# apps [ Tuescreen B Pandora @ PATLive @ MiddleTernesseeS.. M Middle TennesseeS.. ,~ NACES | Credentials.. M MTSUG [ MOVIP B2 PageUp People Login (@) My Profie - Zoom (D) My Mestings -Zoom @ JRA @ PUP Applcant portal

= PageUp®

Creating document

Bulk action status: | @ 4Applicants ~ Complete

0O 0 O

Currently processing Laura Smith (Application documents)

Qx>
158PM
3V

2

‘Waiting for mtsudcd pageuppeople.com.

Once the compiled documents are complete, a page will display instructions on downloading or saving the
document. NOTE: A warning message regarding the file size may appear if the response to your posting has been
significant. Please disregard the warning, as you will not send the document to anyone.

@ Download or send document x o+ - x

<« C } @ misuded le.com/v5.3/prov geApplicants/bulkPrintDownloa: = &lBatc

unt_0=48ISMSCount_0=8&1JobID_Bulk=8sRedirectTo_Bulk=8sPagelD_Bulk=8&ICurrentMultilD=08sOriginalQuer... ¥ » = e H
HEoApps [ Tuesceen B Pandora @ PATLue ke Fedix @ MiddleTennesseeS. Mr Middle Tennessee S\ NACES|C

[ MoviP BE PageUp People Login - @) My Profile - Zoom (@) My Meetings - Zoom @ JIRA @ PUP Applicant portal

s: & 4Applicants ~ Complete
Your document is
Download doc:
Send document: O Yes @ No
User: Q -
No user selected.
Other e-mail:
From;* Mitzi.Brandon@mtsu.edu
Subject:*
Body:*
% Show merge field information®
BIUYSE = = A-B-&f B L o @
Plaase see attached the applications for
« Colby Henry
= Rachael Newman
= Will Shoemaker
» Laura Smith
o 4
sapm
Sunday
1/31/2021
B
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Please select NO on the question “Send document.” Your options to view the download or save it will remain
available to you as the email portion of the screen disappears. To view the document, click download and look
in the lower left-hand corner to locate the report. If you want to save the download as recommended for later
access and review, open the file and save it to your chosen location.

Download or send document

Bulk action status: @ 4 Applicants ~ Complete

The compiled document will have a cover page listing the position and the applicants whose materials have
been included in the download. All documents downloaded will be available for you to scroll through page by
page for close review to ensure all required documents are provided. Applicants who fail to attach all the
necessary documents successfully cannot be considered for the position.

P X @ bk M@ x - o x
e | G:/Users/ithayer/Downloads/bulkCompile_2021131%20(4).pdf L B - B

cn B Pendors @ PATLve - edlx @ MiddleTennesseeS. M Middle Tennessee .. NACES | Credentials 15U Coronavirus.. [ MDVIP [ PageUp People Login @ My Profile - Zoom @) My Mestings -Zoom @ JIRA € PUP Applicant po

= bulkCompile 2021131 (4).pdf
| @

=]
ulk Compile

NOTE: If you do not perform and save the “Bulk Compile” report during your initial review, you can perform
this step at two later stages. (See page 39.)
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Individual Member Review Comments:

Individual committee members will not use the online hiring system to record the review of applicants.
Instead, you should use the Faculty Application Selection Criteria form to record your reviews. A link to this

form is provided within the email alert you will receive on the review date for your posting. You may also
locate this fillable Excel form on our website. This form will download to your computer and can be renamed
and saved to the location of your choice.

pplicant Selection Criteria

Position Title
Position Number

Department

Applica NS (referred to as "Candidates” once approved by E&C in the Candidate Interviuew Pool)

Years of
Experience

License/ Registration
and/ or Certifications

Strengths/ Limitations

Desirables

Highest Degree | Degree Discipline

As committee members, please adhere to the requirements of your posting during your review. You cannot
introduce new requirement criteria not advertised in the posting but must only consider the posting
requirements during your review (e.g., a degree from an “lvy League” school).

After individual review, the entire committee should meet to discuss and determine the applicants they will
recommend in the pool to submit for approval. Your committee chair will need strengths and limitations to
enter into the hiring system for those recommended for pool approval. This is only required for applicants

being recommended for the pool.

REMEMBER: Committee members may not contact applicants until IE&C approves them
as candidates in the pool.
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OgTaining AppLicant Pool ApprovAaL — CONT.

SEARCH COMMITTEE CHAIR ACTIONS:

Submittal of Applicant Pool for Review and Approval

Initiating the submittal of the recommended applicant pool occurs after your committee meets to discuss the
outcome of the individual search committee members’ review of all applicants. Only you, as the Search
Committee Chair, will enter the selection criteria within the system, which the committee has determined
collectively for the applicants recommended for the pool. DO NOT have individual committee members include
their review responses in the system.

Suppose your department chair elects to perform the online review instead. In that case, they must notify the
faculty recruitment specialist to adjust the posting to allow them access to complete the selection criteria
review(s).

Search Committee Chairs will not MOVE applicants within the PageUp hiring system. Only the department
chair will have the ability to move the applicants being recommended in the pool.

Please read through the following steps before completing the required review of applicants being submitted
for pool approval.

Log in to the hiring site at https://mtsu.dc4.pageuppeople.com/

You will see the “My Dashboard” screen display, which provides the “Search committee review” section,
allowing you to click on the “# Job requiring panel review” link.

= R
€ 3> C (1 @ misudcdpageuppeople.com/vs.3/pro
2pps [ Truescreen [P Pandors @ PATLive e Fedkx

‘ 9 My Dashboard

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

Guidelines / Tips
: o Click HERE to access online reference materials
-
a®a

Position Description New job Search committee review

My position description - Under review 0 Jobs open 1Jobs requiring panel review

=)

426PM
21672021

=X English (US) A
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“My search committee jobs” page will appear, displaying a list of jobs for which you serve on a committee. As
Search Committee Chair, you will see three options: View Applicants, View Responses, and Edit Job.

e “View Applicants” allows you to provide the required selection criteria responses for pool submittal.

e “View response” is not being utilized at this point since your committee members must perform their
reviews outside the online hiring system using the “Faculty Applicant Selection Criteria” Excel form.

[ ]

“Edit Job” allows you to view the posting and its requirements as you complete the review of applicants
submitted for pool approval. You will not have the ability to edit the posting.

Select the “View Applicants” option to see the list of all applicants, just as you did when performing your review
of all applicants during the committee review.

@ Pagelp People - Cortral X+ - X
€ 5 C (Y & misudcdpageuppecplecom/vs3/provider/manageUsers/control.asp?sData=UFUtVMsAKZ 1vOTTho_HYsf8aQ BGUayihdtBSwapvuoDdRUQETRINSpHsReBEA2Truk4LWC_oF86cBjMtI3mWlogsRA~~ L I L I
# Apps [ Tuescreen P Pandon @ PATLive we Fedx @ Middle TenmesseeS.. M Middle Tennessee 5.,/ NACES|C

My MTSU C us.. [ MOVIP B PageUp People Login - ) My Profile - Zoom () My Meetings - Zoom @ JIRA & PUP Applicant portal

»

Return to your account

My search committee jobs

Job number Date added Status Title User Total applications. Your role

Chairperson View responses | Editjob

Records 1to 1 0f 1

495242 Jan31,2021 Approved Faculty TEST KB 4

x>

213PM
Sunday
173172021

B

You will ONLY be required to enter selection criteria in PageUp for applicants recommended
for the pool.

You may have a significant applicant response, so as you begin your review, please use the “Sort” function to

display your applicants alphabetically. This will assist you in selecting the applicants for whom you are about
to enter the review outcomes for your recommended pool.
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@ Pagelp People - Control X M Middle Tennessee State Univers: X | + - 8 X
¢ C (Y @ misudcd.pageuppeople.com/vS.3/provider/ma

i g [ Tuesceen P Pordos @ PATUe e Fed

Faculty TEST (495242) Saved: ¥

Bulk compile and send sort:| Last name (A-2)

= Outcome
[CJselectall
First namala Selection Criteria (from library only) Outcome Comments

Committee Release ats minimum education reqireme:
™ Last name (A-2) Meets minimum education requirement Meets criteria v
Last name (Z-A)
- Dessbaaiizad (i (Education

3 Colby Henry

Jon 31,2021 Date submitted (Last to First)

(@ @ Rachael Newman
Jan31,2021

@ @ Laura Smith ==

Jan 31,2021
Ssummary

Strengths: TEST TEST TEST TEST

Limitations: TEST TEST TEST TEST

Selection Criteria Outcome:  Meets criteria v

pr——

Please use caution to ensure you enter information for the correct recommended applicant as you go through your
applicant list. You may scroll through the list and click on the applicant’s name to enter their information. The
applicant’s name should be highlighted in blue, confirming you are entering information on the intended applicant.

. @ *= P X My Middle Tennessee State Univers' X | + - o X
s B C (Y & misudcdpageuppeople.com/vs.3/pro * » O :
a5 as | e D P (O PATI) WATFAER My Meetings -Zoom @ JIRA @ PUP Applicant portal @@ PUP Applicant portal »

wl Faculty TEST (495242) Saved: ¥
9 Bulk compile and send Sort:  Outcome v
[selectall
Selection Criteria (from library only) Outcome Comments

m education requirement
education requirement Meets criteria ¥

W Committee Release Me

[ & @ Rachael Newman

-1 202

) @ Colby Henry
Jan 31,2021

) @ @ Laura Smith [Reviewed
Strengths: TEST TEST TEST TEST
Limitations: TEST TEST TEST TEST
Selection Criteria Outcome: Meets criteria v
> saveand provious | soveand e [RELY
o )
1232PM
FZZ

Selection criteria categories, specific to the posting’s requirements, will be available and require the search
committee chair to select a response (e.g., does not meet criteria, meets criteria, or exceeds criteria) for each
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category. You may also choose to enter comments for each category. Strengths and Limitations should be
detailed in the “Summary” box below the selection criteria categories. An overall criteria outcome rating

(located below the Summary area) should be selected.

&

wi Faculty TEST (495242) - i
‘ ) Bulk compile and send Sort:  Outcome -
S
T ym— .
e o e
Jan
) & @ Colby Henry ==
e .
) @ @ Laura Smith [Reviewes
o 3557 s
o
Strengths: TEST TEST TEST TEST
T
ey P
=i
iz o
5

You must save your response before moving to the next applicant. As you “Save” and move through your list, a
“Reviewed” flag and the overall criteria response you chose will appear to the right of your applicant’s name in your

applicant list, confirming your input.

X M Middle Tennessee State Univers

o) <« C {d @& mtsudcd.pageuppeople.com/vs.3)
# Apps [ Tuescreen P Pandors @ PA7Live e FedEx

wl Faculty TEST (495242) G
9 Bulk compile and send sort:  Outcome v
[selectall
Selection Criteria (from library only) Outcome Comments
Committee Release A m education requirement
Ve education requirement Meets ciiterla ¥
[ & @ Rachael Newman (Ed
Jan 31,2021
O & @ Colby Henry  Reviewed |
Jan 31,2021 Meets crite
] @ @ Laura Smith [ Reviewed |
Jan 31,2021 e
Summary
Strengths: TEST TEST TEST TEST
Limitations: TEST TEST TEST TEST
Selection Criteria Outcome: Meets criteria v
> Soveand prevous | soveandnex: D
)
1232PM
212021 c
P22
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You can navigate through your list of applicants by scrolling through the list and clicking on the next applicant’s name
(helpful with significant applicant response), OR you may use the “Save and previous” OR “Save and next” function
buttons at the bottom of the page to move through your list of applicants. Please confirm you are on the intended
applicant’s review page by noting their name, which is highlighted in blue on the list on the left-hand side of the page.

©

PageUp People - Contro X M Middle Tennessee

€ C (Y & misudcdpageuppeople.con

[EW  Faculty TEST (495242)

| 9 Bulk compile and send Sort:  Outcome b

[Select all R
Selection Criteria (from library only) Outcome Comments

Committee Release Meets minimum education requirement
e LSRR Meets criteria b
(Education

[J [ @ Rachael Newman
jan31, 2021

0 & @ ColyHenry e
Jan31, 2021 Meets criteria
0 (@ @ Laura Smith  Reviewed |
Jan31,2021 Exce eria
Summary
Strengths: TEST TEST TEST TEST
Limitations: TEST TEST TEST TEST
Selection Criteria Outcome:  Meets criteria v
24
1232PM
2172021 o
&

/ Since committee chairs are not moving applicants through the online hiring system, an automatic email\
alert to your department chair cannot be generated. Once the selection criteria response reviews are in
the system, please email your department chair to let them know you have completed the process and
provide them with the list of recommended applicants. Please also provide your department chair with
the names of any applicants you have detected who failed to apply successfully or did not meet the

\ qualifications and cannot be considered at any point for this particular search. J

WARNING: It is essential to confirm that at least one committee member has saved the compiled document
attachments downloaded while reviewing the applicants if the committee intends to refer back to any
documents at any point in the future. You will only have access to applicants and their materials while they are
in the “Committee Release,” “Under Review by Department,” “Approved as Candidate for Interview,” and
“Finalist Interview Scheduled” workflow states.
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OgTaining AppLicant PooL ApprovAL — CoNT.

DEPARTMENT CHAIR ACTIONS:

Search Committee Chairs are instructed to enter the selection criteria responses for applicants recommended
in the pool and then provide their department chair with an emailed list of the applicants recommended in the
pool. Afterward, department chairs may access the applicants to provide their review/approval before the
pool submittal to the dean. (If, as a department chair, you have elected to enter the selection criteria responses
for applicants being recommended in the pool rather than having this action performed by your search
committee chair as intended in the system, please notify the faculty recruitment specialist so that changes can
be made within the posting allowing you access to

perform this function.)

Otherwise, department chairs are asked to confirm the selection criteria (e.g., strengths/limitations)

entered before moving the pool forward in the system. Without this information entered into the system,
Equity and Compliance will be unable to conduct their review of the pool, which will be returned for completion
without approval.

Department chairs should log into the hiring system at https://mtsu.dc4.pageuppeople.com/

Locate your “My Dashboard” screen display. Under the “New Job” field, click on the “# Job open” link to travel
to your posting(s).

PRl 0 rocvereopeconol x|+ ) )

‘ wl My Dashboard

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

Guidelines / Tips

~ " Click HERE to access online reference materials

o
Position Description New job Approvals

My position descrij iption - Under reviey w 1Jobs open 0 Jobs awaiting your approval

(( Manage position descriptions and create ... ) New Job 3 0 Approved

. a®a
Advertisements Search committee review Offers
1 Advertisements 0 Jobs requiring panel review 0 Offers awaiting your approval
O New hires

O New hire tasks

= )

10:33AM
21772021

B8, English (US) A | Powered by PageUp
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https://mtsu.dc4.pageuppeople.com/

Select the posting whose applicant pool is recommended to have access to review and approve your pool by clicking on
“View.”

@ PageUp Pecple 1 X Mr Middle Tennessee State Univers X |

?sData=UFULV}Mi tUCTbpSrLDHGM2zuBUWVLTVNPBIGp6HU T bOhSPXEXHTYCTBY3:

LS C (0 @ mtsudcd v5.3/provid Jsers/cof
. P

o/ NACES | Credentisls.. M MTSU Coronsvirus.. [I] MOVIP B2 PageUp People Login () MyProfile -Zoom () MyMestings - Zoom @ JRA @ PUP Applicant portsl @ PUP 2

@ PATlve - Fedix @ MiddleTennesseeS.. M Mi

are cor g Karla Barnes's a Return to

People Recent items. Quick search

Sl My jobs
9
Visibility Status
Alljobs, My jobs Team jobs Al Current Non-current
1search results £ Settings.

Job number Job supplementary field 1

English (US) A

The “Job Information” will populate, allowing you to review the posting details and your applicants. Locate and select
the “View applications” button at the top of the information page.

- @ PageUp Pe x o+ = =] x
s B c O & 4 ) trol.asp?sData=UFUtVjMIBT. E6HG)-LmTALKPQBSbNZOXpIC-vS89ZIYNCxoxBnbIURQEWafGnA * »O
sppe [ Tesreen B Pandors @ - [ Move B2 b @ JRA @ PUP Applicantportal @ PUP Applicant portal »
urn ¢ .
%%

@ Thisis a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupported - for more information, please see the Knowledge Portal.

Postings  People  Reports Recent items Quicksearch Q  Medha (-]

(492337) Computer Science, Tenure-Track Faculty \

Positioninfo  Notes  Documents  Reports

JOB INFORMATION

Reason for Search:* Termination
Recruitment Process:*
Job Title:

Index Number:*

FLSA Status:

ECLS: F9 - Facu

Work Type:
Division:*

College/Div

Department:

Team uter Science

FACULTY ONLY

Dean:
App ew Date: MM/DD/YYYY
>
) Application Review Date: 02
i Other Desirables:
2187201 University Expectation:
2
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Suppose you have had significant applicant responses resulting in multiple pages of applicants (the default view is 20
applicants per page). In that case, you may scroll to the bottom of your first-page list to locate and select “Show all
records,” generating a complete running list of all your applicants. Referring to your search committee chair’s email
providing the names of recommended applicants, scroll through your list and check the box on the far left by the name
of each applicant being recommended in the pool.

@ PageUp People - Control x| M Middle Tennessee State Univers - o x
<« C (0 @ misudcdpageuppeople.com * O :
pe [ Tuescreen [P Pandora @ PATUve - Fedix - e &- & U »

People  Reports Recent items.

selectabulkaction v

ce [Fisge~

[Powered by Pageup

Once you have selected all names to be moved, scroll up to the top of the page and locate the drop-down arrow in the
“Select a bulk action” box. From the list that populates, select the “Bulk move” option.

PR @ Feceup pecpie - Contol X | M Middie Tennessee State Universit X | + = s

¢ C (Y @& misudcdpageuppeople.com/vS.3,

Postings People Reports Recent items Quick search  Q

‘ Search by answers t esylr Select a bulk action b3
B Select a bulk action

@ Faculty TEST (d95242) |20k comple and send

‘ 9 Bulk document merge |
Search m Bulk move and send
<t |v| Submitted Status Pref Name Firstname Lastname Ranking Phone Mobile Email Country State  City Ref. Score Dup Undisclosed? Employee Source Sub-source [Fiags|¥]
- BRG Vi
H ® BR® Vi plicatior
® @ Vi plicat
mith e e her  EmpRef B Viewap
28 Rec
>
o)
214PM
21772021

[P 3lloovered by PageUp
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This action allows you to move those recommended applicants to the new workflow state of “Applicant Being

Considered for Interview.”

] @ PageUp People - Control X M Middle Tennessee State Univers' X | +
Jo) < C () @& mtsudcdpageuppeople.com/s vider/manag

i apps [ Tuescreen P Pandors @ PATLve
4]

People
Mpplicants Complete
Wl w = :
b et move 2 applicants.

Select v

Application

Select

New

Committee Release

Initial Screen Unsuccessful

Under Review by Departmen
ficant Not Recommended for Interview
icant Being Considered for Interview D

President Pool Review (Executive Level Searches)
Equity & Compliance Review
Not Approved for Interview
Approved as Candidate for Interview
Candidate Declined Interview
Candidate Interview Scheduled

for Hire (Enter R Details)
Background Check Complete
Interview, Not Hired
Extend Recommendation (Sends Recommendation to Candidate)
Recommendation Accepted

Accepted - Form Complete -

=)

216PM
271772021

2

Reports

Recent items.

Quick search  Q

A “Bulk action status page” will populate, identifying the total number of applicants you have selected for the bulk

move. Please do not adjust the screen regarding emails or communications at this point. All that will be required is to

scroll to the bottom of the page and select the blue “Move now” button.

X M Middle Tennessee State Univers X

/o) <« C { @& mtsudcd.pageuppeople.com/v5.3/provider/mana

# Apps [ Twescreen P Pandors @ PATLive me- o 4 Middle Tenne:

Postings  People

Reports

[

Quicksearch  Q

Karla

action status: | @ 2 Applicants ~ Complete

| «8
w
| You have requested to move 2 applicants to the status "Applicant Being Considered for Interview".
‘ 9 You now have the opportunity to notify these people:
Communicationagmplate: - No tgmplate - v
E-mail: Apphiants: @ Yes O No
Additional »-sers from Job* ® Yes O No
Status. Date Time Applicants affected
A 0of2
& 0of2
A 0of2
“JLine manager review 1 All
(Joffer accepted All
Oloffer declined All
Note
>
=)
219PM
PZZ
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Once you have completed the action, you will receive a screen confirmation of the number of applicants successfully

moved in the system.

™ Pagelp People - Control X M Middle Tennessee State Universi X | NewTab x| +

yel <« C {d @& misudcd.pageuppeople.com/vs.3)
1 Apps Truescreen [P Pandora @ PATLlive me- Fedx

Postings  People  Reports Recent items Quick search  Q Karla

Selectabulkaction v

9 @ You have just moved 3 applicants to the status ‘Applicant Being Considered for Interview'.

@ Faculty TEST (495242)

search m

seiec [v] Submitted Status

PrefName Firstname Lastname Ranking Phone Mobile  Email » Country State  City Ref. Score Dup Undisclosed? Employee Source Sub-source [Fiags]¥)

United St New Yo Other  EmpRef DR Vews

®

(=0

604PM
2/17/2021

|7 lloovered by PageUp

You may now search those recommended in the pool within your applicant list by clicking on the blue “Search” tab just
below your posting’s title and selecting the search criteria for their new workflow, “Applicant Being Considered for
Interview.” This will help you narrow the list of applicants to those being submitted for the pool.

= Pagelp People - Control X M Middle Tennessee State Univers: X x| + = o=
PRl ¢ © C O & misudcépageuppeoplecom/vs

# Apps [ Twescreen P Pandors @ PATLive me Fedt

Postings  People  Reports Recent items Quick search  Q Karla

Selectabulkaction v

B
‘ 9 @ You have just moved 3 applicants to the status ‘Applicant Being Considered for Interview"
@ Faculty TEST (495242)
b/campaign
R FecUiy TEST Qs Clear  Search
Faculty TEST
ch
Al v
[
Search
>
=)
609 PM
21772021

[P lloovered by PageUp
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At this point, department chairs should review the search committee’s responses to the selection criteria evaluations
before sending the pool to the dean for dean review/approval. When reviewing the report, you can export the
information to an Excel spreadsheet if you choose to do so.

Please note you may use the “hamburger” (3 stacked lines) menu in the upper left corner of your page at any time to
travel in the different areas of your access within the system. Select the “hamburger,” and a vertical menu will appear

on the left-hand side of your screen.

Postings  People  Reports Recent items.

@ You have just moved 3 applicants to the status ‘Applicant Being Considered for Interview'.

losed? Employee Source Sub-source [Flags[¥)

LUl A

[Powered by PageUp

By selecting “Jobs Open” under the Workflows heading, you can return to pick your posting again to initiate steps to
generate the report to review your committee’s criteria.

- @ Pagelp People - Control x |+ S
o C (Y @& adminuatdcdpageuppeople.com, * O :
# oapps @ T P Pandors - - Meeting " @ ] »
This is a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupp - for more please see the Portal
Postings People Reports Recent items Quick search Q. Karla (~)

My position description
Manage position descriptions T ————
Now: 1nh (Eaculty Only)

Jobs open

Manage jobs
Country State ~ Cit Ref. Score Dup Undisclosed? Employee Source Sub-source [Flags]s

PrefName Firstname Lastname Ranking Phone Mobile  Email »

Manage position descriptions

Manage applications

Legacy Reporting

>
(=0

11:41 AM
2187201

2
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Generate Report to Confirm Selection Criteria — Highly Recommended

Department chairs should generate the report to review the committee selection criteria responses and confirm their
provision. Without the criteria, E&C will not be able to review the pool. Travel to your list of postings in the system and
select “View” for the posting whose pool is being submitted.

- @ PageUp Pecple - Contrl x o+ - 8 X
s IS C (1 @ adminuatdcdpageuppeople.com/vs.3) * » O
i Apps [ Truescreen [P Pandors @ PATLive e Fedix @ VA My Meetings -Zoom @ JIRA @ PUP Applicant portal @) PUP Applicant portal »
accou
%

@ This s a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupported - for more information, please see the Knowledge Portal.

Postings  People  Reports Recent items Quicksearch Q,  Karla (%]

My jobs

Visibility Status

Alljobs My jobs Team jobs Al Current Non-current

£ Settings

1search results

Job number i Job supplementary field 1 i Reporting to Manager
495242 Faculty TEST Artand Design Jan 31,2021 Approved — University Provost °
Re 1 1 Page 1of1 Jump to p G
>
(=F0)
11:43AM
2n8/2021
L) English (US) A | Powered by PageUp.

The “Job Information” page will populate in its entirety. Locate and select the “Reports (Legacy)” feature at the top of
the information page.

Postings People Reports Settings Recent items Quick search

= PageUp® sem

o Faculcy TEST

Position info Notes Sourcing Documents Reports (Legacy) Reports

JOB INFORMATION

Reason for Search:* Vacant ~
Recruitment Process: Faculty Recruitment ~
Requisition Number: 485245

Leave blank to automatically create a reference No.

Job Title:* Faculty TEST

Index Number:* 213050

FLSA Status: Exempt -
ECLS: F2 - Faculty 9710 Month ~

Work Type: Faculty - Tenure-Track ~

Division:* Academics ~

College/Div: College of Liberal Arts ~

Department: Art and Design ~

Team: University Provost -
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Locate and select the Search Committee Evaluation Criteria link.

= @ PageUp People - Control x  + - o x
s I c O & 4 5.3/provider/1 eUsers/control.asp?sData=UFUtVjMIBT_dayQQ0Y3mscqvLrDToCdbRB4VbS959Y7EGHG;-Lm TALKPQSSbNZOXpSC-vs89ZIYNCxoxBnbIURQE: * »O
# Apps [ Tuescreen P Pandors @ PATLive me- Fedfx @ MiddleTennesseeS.. Mr Middle TennesseeS.. " NACES |Credentials.. Mr MTSUCoronavius.. [I] MOVIP BE PageUp People Login (@) My Profile © MyMeetings-Zoom @ JRA @ PUP Applicant portal @ PUP Applicant portal »
= .
u are controlling Medha Sarkar's account. Return to your account
%%

@ This is a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are - for more i ion, please see the

Portal.

Postings  People  Reports Recent items. Quicksearch @,  Medha (~]

(492337) Computer Science, Tenure-Track Faculty

Position info Notes Documents  Reports

Search Committee Evaluative Criteria

Done

Powered by PageUp

A “Search Committee Evaluative Criteria” page will populate—type in the name of the search committee chair assigned
to the posting.

- @ Report - PageUp - Google Chrome.

& mtsu.dedpageuppeople.com/ReportBuilder/Override re portBY. I 524

Search Committee Evaluative Criteria (C)
Save & view

 Filters @

m - ry

Reviewer Equals * ® 9
UE | Search Committee Member
9
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After entering your committee chair’s name, select the “Save & view” button.

- @ Report - PageUp - Google Chrome.

& mtsu.dedpageuppeople.com/ReportBuilder/Overridereport Y. portTyp 52

Search Committee Evaluative Criteria
Save & view

oR Y Filters @ ~

= _ s

Reviewer Equals b Mitzi Brandon + ® 9
wg Search Committee Member
(=0
228PM
2372021
2

Your Search Committee Evaluative Criteria report will populate. Click on the committee chair’'s name to
be able to have the system reveal the comments entered for those being recommended in the pool.

*

-

Report: report.aspx’sData=UFUtViMtgdH 8/L 03 | HBIHKH ol PdqLINIZCWebLX 541dCILLIG 2g0) ¢ B 1DRIZSCQ3WaK...

Search Committee Evaluative Criteria

®  Wanpicant name [ — S — Selection Criteria (rom lihrary anly) o L — Summary  Qverall Qurcome

1 - 12 Colby Henry. 1.00

™ strengths:
TFST TFST
Meets criteria TESTTEST  Meets criteria
Limitations:
TEST TEST

P TEST 1S

= Mitzi Drandon

strength
TCSTTCST

Mects minmum cducation requirement Excecds criteria Ierminal degree in desirable field Excecds criteria

B Kachael Newman 1.00
@ Milsi Srandon
B Wwill Shoemaker 1.00
1 MItzl Srandon

Close window( | select

~|| Eexporc

If you choose, though it is not required, you can export the data into Excel by selecting a format at the bottom of the
page and exporting. The exported material allows you to sort and save the criteria provided for applicants being
recommended in the pool.
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Submittal Of Pool to Dean

After the pool recommendations and provision of the selection criteria have been completed, the pool is
ready to be released to your dean. Please use the same steps used above on Pages 22-23, transitioning your
pool to the “Applicants Being Considered” status (e.g., populate your applicant list, “move-in bulk”); however,
this time, you will perform a bulk move selecting the “Dean Pool Review” workflow. By doing so, your dean
will have access to review, approve, and submit the recommended pool to Equity and Compliance, who will
provide their required final review and approval.

IMPORTANT

You must change the communication screen slightly as you perform this workflow status transition ONLY. For
email alerts to automatically generate regarding the progress of the recommended pool’s approval, you MUST
prompt the PageUp system to email your dean.

Leave the “Email Applicants” response as NO, scroll down to the second blue bar, locate the “Additional users
from Job:” section, and select YES. Enter your dean's name in the **Other Additional Users** section. You

must perform this step if the dean is to receive an email alert from the system regarding their access to the pool for
approval!l!

@ Pagelp People - Control x  +

< C Y & mtsuded.pageuppeople.com/vs.3/providerfmanageUsers/controlasp?sData=UFUtViM tky3NixL6oaxu2xklzkAugKdFulqWsLih 1dRXB706NBkbSWKTH PhxiZjgXF11ILXO7BCiBk2AevMCEACTj4va~~ * » O :

= Apps Truescreen P Pandors @ PATLive b Fedix @ Middle TennesseeS.. M Middle Tennessee 5. " My T [ movie B PageUp People Login - ) My Profile - Zoom (@) My Meetings - Zoom @ JRA & PUP Applicant portal

nt. Return to you

Postings People Reports Recent ltems Quicksearch Q)

Bulk action status: & 2 Applicants ~ Complete
You have requested to move 2 applicants to the status "Dean Pool Review".

Guidance information

Please select the Dean in the
"Other Additional Users"
field below to notify them of this request

You now have the opportunity to notify these people:

Communication template:  — No template — v

E-mail: Applicants: ® Yes O No

‘ Additional users from Job: OYes ®No
———————

Additional users from Job

O Equity and Compliance O PD Owner
O HR Representative Reporting to Manager
O Chairperson O search Committee Member

Additional users from Offer

O Equity and Compliance O originator

O Repoick

*+Other Additional Users**

E-mail from:* noreply-hr@mtsu.edu

E-mail subject:* Applicants for Dean Review | {JOBNO} - {JOBTITLE}

E-mail body:* Merge fields
B/ USS=-i=-== fomas- A - - & B L o ®
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Department Chairs, please also NOTE:

Suppose your committee identified applicants during their review who failed to apply successfully or who did not meet
the requirements to qualify for the position and cannot be considered. In that case, they should also provide you with
the applicants’ names. Using the steps above to transition applications to a different workflow, you may move those
applicants who cannot be considered and change their workflow to “Initial Screen Unsuccessful.”

Applicants not currently being recommended for the pool may be moved to the workflow “Under Review by
Department,” where they may be held as the search proceeds.

Please do not leave applicants in the “Committee Release” workflow. Since our faculty postings remain “open until
filled,” we will continue in our process of encountering NEW “late” applicants (those who apply beyond the posted
Review Date). This new system will require the faculty recruitment specialist to regularly review all postings to detect
new applicants and make them available to committee members by moving their workflow status to “Committee
Release.” It will aid your committee members if they are not sorting through new AND previously released/reviewed
applicants, but they can focus only on those new applicants who have moved to the Committee Release workflow.

Also, in rare instances, your committee may need to return to reconsider a previously reviewed applicant who had
not been recommended for the pool and would have been placed in the holding status “Under Review by
Department.” If this occurs, please get in touch with the faculty recruitment specialist to discuss having the
applicant’s workflow returned to “Committee Release.”
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OgTaining AppLicant Pool ApprovAaL — CONT.

DEAN ACTIONS:

Once you have logged into the hiring system (https://mtsu.dc4.pageuppeople.com/), use your “My Dashboard”
screen to travel to the fields. Under the “New Job” field, click on the “# Job open” link to travel to your posting(s).

a8 x

= T <

* » O :

My Meetings -Zoom @ JIRA @ PUP Applicant portal @ PUP Applicant portal »

€ > C (0 @ mtsudcdpageuppeople.com/v5.3,

P Pandora @ PATLive e Fedt

# apps [ Trvescreen

Postings  People Recent items Guickssareh Q|  Medna o

My Dashboard

Welcome \gghis is your Dashboard where you will see all your tasks organized in various stages

Guidelines / Tips

2 —~ ; Click HERE to access online reference materials
=S ¥
Position Description New job Approvals
My position description - Under review < T Jobs open > R —
7 N e N
(( Manage position descriptions and create ... ) (i New Job D O'hpproved

@) 222 &

Advertisements Search committee review Offers
1 Advertisements 0 Jobs requiring panel review 0 Offers awaiting your approval
O New hires

O New hire tasks

English (US) A | Powered by PageUp

From the list that populates, select the posting whose applicant pool is recommended to have access to review and
approve your pool by clicking on “View.”

Postings  People  Reports Recent items Quicksearch Q@ Karia

Visibility Status
Alljobs My jobs Team jobs A Current Non-current
1search results £ Settings
Job number L Job supplementary field 1 = Reporting to Manager
1 Page 1of1 Jump to page o
B, English (US) A | Powered by PageUp
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https://mtsu.dc4.pageuppeople.com/

As you select “View” your posting, the “Job Information” page will populate, allowing you to review the posting details
and your applicants. Locate and select the blue “View applications” button at the top of the information page.

@ PageUp People - Control X+ = X

r »@

portal »

€ C (Y @ adminuatdcdpageuppeople.com/vs.3,
H Apps [ Tuescreen P Pandora @ PATLve e Fedkx

o This is a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupported - for more information, please see the Knowledge Portal.

PageUp,’ Postings  People  Reports v Recentitems Guicksearch Q  Medha v @

(492337) Computer Science, Tenure-Track Faculty

Positioninfo ~ Notes  Documents

Reports

JOB INFORMATION

Reason for Search:*
Recruitment Process:*
Job Title:*

Index Number:*

FLSA Status:

ECLS:

Work Type:

Division:*

College/Div:

Department

Team: Com ce
FACULTY ONLY

Dean: —

Date: MM/DD/YYYY

>
)

1024 AM

218/2021

&

Application Review Date: 2/01/2021
Other Desirables:

University Expectation

****BEFORE moving the applicant pool to Equity and Compliance, deans can review the search committee’s responses
to the selection criteria evaluations. When reviewing the report, you will have the ability to export the information to an
Excel spreadsheet. If you want to produce the report before moving your recommended pool to Equity and Compliance,
please reference the instructions from the Generate Report to Confirm Selection Criteria sections on pages 26-28.

Suppose you have had significant applicant responses resulting in multiple pages of applicants (the default view is 20
applicants per page) and want to review all your applicants. In that case, you may scroll to the bottom of your first-page
list to locate and select “Show all records,” generating a complete running list of all your applicants.

OR

If you want to view/move ONLY the applicants recommended in the pool, we recommend you perform a search for
applicants in the “Dean Pool Review” workflow. This search will provide a list of applicants recommended in the pool by
the search committee for the posting.
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To initiate the search, locate and select the “Search” tab above your list of applicants.
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At this point, your new list of the applicants recommended in the pool and forwarded as “Dean Pool Review” only will

populate.

+ @ - Pagelp Pesple x 4+ — X
- N C ) & adminuatded le.com/v5.3/provider/\ eApplicants/manageApplications.asp?sp=  * O
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@ This is a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupported - for more information, please see the Knowledge Portal

Postings  People  Reports Settings  Recentitems Quicksearch Q) Lisa ()

Merge applicants | | selectabulkaction v

v @ Faculty TEST (495242)

City Ref. Score Dup Undisclosed? Employee Source Sub-source |Fags|v
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Dean Pool R:
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To transition all recommended applicants to Equity and Compliance for their review, you can select them in bulk by
clicking the green checkmark at the “All” button just above the name list.
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o
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Ref. Score Dup Undisclosed? Employee Source Sub-source [Fiags|>

Mobile  Email Country State  City

mitted Status PrefName Firstname Lastname Ranking Phone
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Once you have selected all names for the pool, scroll up to the top of the page and locate the drop-down arrow in the
“Select a bulk action” box. From the list that populates, select the “Bulk move” option.
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This action allows you to select and move those recommended applicants to the new “Equity & Compliance Review”
workflow state.

-+ & Bulk move - Pagelp People x 4+ - X
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@ This is a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupported - for more information, please see the Knowledge Portal

Postings  People  Reports Settings  Recent items Quicksearch Q) Lisa ()
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9 e -
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Background Check in Process

Background Check Complete -
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A “Bulk action status page” will populate, identifying the total number of applicants you have selected for the bulk

move.

& Bulk move - Pagelp People x 4+ - X
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E-mail: Applicants: ® Yes O No
Additional users from job: OYes ®No
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Additional users from Offer
O Equity and Compliance O originator
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E-mail from:* noreply@mtsu.edu

E-mail subject:* Applicants for Review - {JOBNO}: {JOBTITLE}

E-mail body:* Merge fields

B 7 UYsS == Fomats- A - B - £ BEB- L © ®
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B The following applicants are now ready for Equity & Compliance review for job {JOBNO} - {JOBTITLE}.
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=
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Delay e-mail by: Nodelay v
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Status Date Time Applicants affected
& 0of2
Intel L 0of2
Line manager review 1 & 0of2
New application 5 0of2
EReview 1 Feb 23, 2021 6:03 pm All
Ointer All
O offer accepted All
DOoffer declined All
Ooffer made All
% Show all
= Note
The following will be added to the applicant notes for administrators t
“
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Once you have completed the action, you will receive a screen confirmation of the number of applicants successfully
moved in the system.
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RETRIEVING LETTERS OF RECOMMENDATION

Letters are automatically solicited within the system as the applicant is approved in the candidate pool by Equity and
Compliance. The recommender should return letters through the PageUp system using the unique link assigned to each
recommender. They should not be accepted by email.

Committee members may desire the ability to review letters of recommendation. Therefore, they can access these
letters for approved candidates during the interview stage. Department chairs will need access to letters to ensure
complete Hiring Packet materials are submitted for their recommended finalist(s). Department chairs and committee
members use different methods to access these letters; please reference the instructions below for your respective
roles.

DEPARTMENT CHAIR METHOD:

Go into the posting and select the “View Applications” button to populate your list of applicants (reference Pages 20-22
above) to retrieve the approved candidate’s letter(s). From the list of applicants, locate your candidate’s name and click
on their first name to generate a screen specific to their application. Select the box to the far right of this screen with
the three bullets.

< 1of2 > o You are viewing this applicant's application for the job Faculty TEST. Only information related to this application will be shown.
Jules Ostin @ = Actions v
View profile View references Add flags
Address Tennessee Phone +1 5555555555
United States
E-mail aboutthefitl@gmail.com Number 3340
Original source Employee referral e-Zines comms hold ‘:) Yes

Applications History Scheduled emails CRM Resume

@ 495242 - Faculty TEST Undisclosed @

Date submitted Applied via Status changed Aug 10, 2021 Offer

Mar 1, 2021 Employee referral Recommended for Hire (Enter R. No offer

Resume Form

View View
e N
| Close | O O < >
. o
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A drop-down menu will populate, allowing you to select “View references.”

Applications History Scheduled emails CRM Resume

@ 495242 - Faculty TEST Undisclosed

Date submitted Applied via Status changed Aug 10, 2021 Offer
Mar 1, 2021 Employee referral Recommended for Hire (Enter R... No offer Add activity
Resume Form Add document
View View Add document from file
Add note
Compile and send
New form
Disclose application
* sl k.
f\_ Close _/] O O < >

A “Manage references” screen will populate with your posting job title and the names and contact information of your
finalist’s recommenders.

‘ Manage references

New | Send invitations
Job: Dance, Tenure-Track Faculty (FAC101)

Status: Active - Clear Search

stname Lastname Type of Reference/Recommender Status  Expiry Score Organization Reference/Recommender Position Phone Number E-mail Length of Tenure >

Within the information provided under these columns, you can select “View answers” for each recommender who has
responded on behalf of an approved candidate. A new screen will populate, providing the recommender’s information
and a link to the letter delivered on behalf of the candidate. Clicking on the letter’s link will populate a PDF button for
the letter in the bottom left-hand corner of this information screen. Clicking on the PDF button displays the letter and
allows you to print a hard copy or save it as a PDF file to be shared with your committee during their
review/consideration of the approved candidates.

COMMITTEE MEEMBER METHOD:

Committee members may access recommendation letters submitted on behalf of approved candidates at two latter
stages of the pool approval and the identifying finalist stage. Suppose members elected not to perform the “Bulk
Compile and Send” during their initial review stage, generating a downloadable report capturing submitted documents

for their pool of applicants being considered. In that case, they can do so while retrieving letters of recommendation.
This can be accomplished at either the “Applicant Approved as Candidate for Interview” or the “Finalist Interview
Scheduled” workflows. Retrieval of these documents post-candidate approval can be performed by following the steps
outlined on Pages 9-13 above. The only selection exception would be to include “Letters of Recommendation.”
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IDENTIFYING YOUR APPROVED SHORTLIST
DEPARTMENT CHAIR ACTIONS:

Once you have identified your 2-3 “shortlisted” candidates being considered for possible recommendation (either
through the tiered approach from an initial interview of all candidates from a larger candidate pool approved by E&C or
having initially refined your pool before submittal for E&C review/approval), you will be required to transition the
workflow state of your shortlisted candidates. This action is needed and works as a system prompt to generate an
automatic email to the candidates notifying them of the need to initiate the provision of their required official
transcripts and credential evaluations.

Locate your “My Dashboard” screen display. Under the “New Job” field, click on the “# Job open” link to travel to your
posting(s).

@ PageUp People - Control x e

Pl < > C O @& muudcapageuppeoplecony
5 Apps [ Teseen P Pandos @ PATLve

wl My Dashboard
L, ol IS is your Dashboard where you will see all your tasks organized in various stages

Recent items Quicksearch @,  Medha

o

9
Guidelines / Tips
. P ; Click HERE to access online reference materials
|~ | ¥
Position Description New job Approvals
My position description - Under review 0 J5bsAwaiRG Youraparaval
(" Manage position descriptions and create ... ) New Job O'Apsroved
“ a®a
Advertisements Search committee review Offers
1 Advertisements 0 Jobs requiring panel review 0 Offers awaiting your approval
O New hires
O New hire tasks
= )
1033AM
2n177200
s, English (US) A | Powarod by PagoUp

Select the posting whose applicant pool is recommended to have access to review and approve your pool by clicking on

“View.”

Quicksearch @  Karla (]

Postings  People  Reports Recent items:

My jobs

Visibility

All jobs My jobs Team jobs

1search results

Job number L Job supplementary field 1

Status

Al

Non-current

£} Settings

Hiring Manager Reporting to Manager

495242 Faculty TEST

Records 1to 1 of 1

Art and Design

Jan 31, 2021

Approved Karla Barnes University Provost »

Page 1of 1 Jump to page Go



The “Job Information” will populate, allowing you to select the “View applications” button at the top of the information
page.

-} @ PageUp People - Control x o+ . B §
0 <« C {d @& adminuatdcd.pageuppeople.com/v5.3/provid
i Apps Truescreen [ Pandors @ PA7Live we FedEx

Postings  People  Reports Recent items Quick search  Q

(492337) Computer Science, Tenure-Track Faculty

Positioninfo  Notes  Documents  Reports

JOB INFORMATION

Reason for Search:*
Recruitment Process:*
Job Title:*

Index Number:*

FLSA Status

ECLS:

Work Type:

Division:*

College/Div;

Department:

Team; C ence
FACULTY ONLY
Dean: Robert Fischer
MM/DD/YYYY
>
=) Application Review Date:
10:24 AM Other Desirables:
e University Expectation
PZZ

When transitioning your “shortlist” candidates, limiting your applicant list to only those candidates previously approved
for an interview is helpful. This is especially helpful if you have multiple pages of applicants. (When there are numerous
pages of applicants, be sure to select the “show all records” option at the bottom of the page of the applicant list so that
all pages will be populated as one running list.) By clicking on the “All” button just below the “Search” tab, you will note
that each name will have a green vV checkmark indicating they have been selected for the search.

Postings  People Recent items Quick search Q) Karla (2]

Search by answers to questions | Select a bulk action v

@ Faculty TEST (495242)

search m

@) Submitted Status Pref Name Firstname Last name Ranking Phone Mobile  Email Country State  City Ref. Score Dup Undisclosed? Employee Sour

[DMar1,2021  Approved as Candidate for Interview (E8 Flounder Fish 4444422 flounder fish@mtsu.edu United St Tenness ® True Othe
[DJan 31,2021  Approved as Candidate for Intel Colby  Henry 5555555 55555555 jamie.wilson@misu.edu United St New Yor New York @ False Othe
T Mar 1, 2021 Committee Release (AA Use ONLY) Ariel Mermaid ariel. mermaid@gmail.com United St Tenness = Tue Othe
[ JJan 31,2021  Approved as Candidate for Interview (E8 Rachael Newman 5555555 Becky.Cole@mtsu.edu United St New Yor New York @ False Othe
[0 Mar 1, 2021 Jules Ostin 5555555 aboutthefit1@gmail.com United St Tenness [ ] True Othe
[0 Mar 1, 2021 Committe: Zack Pearlman aboutthefit3@gmail.com United St Tenness ® rue Othe
[DJan 31,2021 Committee R Wil Shoemaker 5555555 55535555 kathy.musselman@mtsu.edu United St New Yor New York @ False Othe
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Click on the blue “Search” tab just below your posting’s title and select the search criteria “Approved as Candidate for
Interview,” then travel to the bottom of the page and click on the “Search” button.

—4 PageUp’ BETA Postings People Reports Settings Recent items Quicksearch Q) Lisa

New applicant | Search by answers to questions | Merge applicants Bulk move M

° You have just moved 2 applicants to the status ‘Approved as Candidate for Interview (E&C Use ONLY)".

@ Faculty TEST (495242)
ob/campaign:
J paig Faculty TEST Q= Clear search
<= Faculty TEST
Save search:
Application status: O president Pool Review ive Level Searche «

interview (E&C Use

E-mail:

First name:

Only the approved candidates will populate from the overall applicant list, allowing you to quickly select and identify the
2-3 candidates you intend as your “Shortlist.”

E PageUp.’ Postings People  Reports Recent items. Quicksearch Q) Karla

Search by answers to questions | | Selecta bulk action v

@ Faculty TEST (495242)
[I]Al E] Submitted Status PrefName First name Last name Ranking Phone Mobile  Email Country State  City Ref. Score Dup Undisclosed? Emplo
BOOMar 1,2021 Approved as Candic (E& Flounder Fish 4444444 flounder.fish@mtsu.edu United St Tenness ® rue
@00Jan 31,2021  Approved as Candidate for Inte (E8 Colby Henry 5555555 55555355 jamie.wilson@mtsu.edu United 5t N ® False
@O@OJjan 31,2021 Approved as Candidate for Int Rachael Newman 5555555 Becky.Cole@mtsu.edu United St N L] False
BOOMar1,2021 Approved as Candidate for Inte Jules Ostin 5555555 aboutthefit1@gmail.com United St Tenness ® rue
@OOMar 1,2021  Approved as Candidate for Interview (E8 Zack Pearlman aboutthefit3@gmail.com United St Tenness L] rue
[@0DJan 31,2021  Approved as Candidate for Interview (E& will Shoemaker 5555555 55555555 kathy.musselman@mtsu.edu United St New Yor NewYork @ False

CAUTION: If you are using the tiered interview approach after having received E&C approval of a large
pool, you must have completed interviews of ALL approved candidates from the large pool before
moving forward with identifying your “short-list” of candidates being considered for a final interview
and possible recommendation.

To transition your shortlist, you may select or deselect the applicants/candidates individually in the list generated from
your search by just clicking on the box to the left of their names. Once you have selected/deselected and identified the
2-3 candidates transitioning to your shortlist, you may either change their workflow status individually or move them “in
bulk” all at once. Transitioning them individually only requires you to click on the “Approved as Candidate for
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Interview” in the Status column and select “Finalist Interview Scheduled” from the dropdown menu on the screen.
Complete the process by hitting “Next” at the bottom of the page.

hange application status =

New

Committee Release (AA Use ONLY)

Initial Screen Unsuccessful

Under Review by Department

Applicant Not Recommended for Interview

Applicant Being Considered for Interview

Dean Pool Review

President Pool Review (Executive Level Searches)

Equity & Compliance Review

Not Approved for Interview (E&C Use ONLY)

Approved as Candidate for Interview (E&C Use ONLY)

Candidate Declined Interview

Finalist Interview Scheduled (CAUTION: Use for approved, short-list candidates ONLY)
Recommended for Hire (Enter Recommendation Details)

Background Check Complete

Interviewed, Not Hired

Extend Recommendation (44 USE ONLY - Sends Recommendation to Candidate)
Recommendation Accepted (AA Use ONLY)

Recommendation Accepted - Form Complete (AA Use ONLY)

Recommendation Declined (A& Use ORNLY)

Savancel

A “Confirm status change” box will populate, allowing you to preview the email automatically generated due to this
transition. (Please do not modify the body of this email in any way.) Select “Move now” at the bottom of the page to
ensure the email is generated and the status move is complete.

If electing to move the finalists in bulk, select the box to the far left of each final candidate’s name, scroll to the top of
the page, and select “Bulk move” from the dropdown menu.

Recent items Quick search Q

Search by answers to questions | Bulk move v
Select a bulk action
Bulk compile and send

@ Faculty TEST (495242) |_

Bulk move

[Dm Submitted Status Pref Name Firstname Last name Ranking Phone Mobile  Email Country State  City Ref. Score Dup Undisclosed
DOODMar 1, 2021 Approved as Candidate fol Flounder Fish 4444444 flounder.fish@mtsu.edu United St Tenness ® rue
[DJan 31,2021  Approved as Candidate fol Rachael Newman 5555555 Becky.Cole@mtsu.edu United St New Yor New York @ False
[OMar1,2021  Approved as Candidate fo Zack Pearlman aboutthefit3@gmail.com United St Tenness [} rue
DOOJan 31,2021  Approved as Candidate fo wil Shoemaker 5555555 55555555 kathy.musselman@mtsu.edu United St New Yor New York @ False

A new window will open, allowing you to select the application status to be used for the transition. Select “Finalist
Interview Scheduled” from the dropdown menu and click “Next.”

E PageUp’ = Postings People Reports Settings Recent items Quicksearch Q) Lisa

Bulk action status: & 2 Applicants ~ Complete

You have requested to move 2 applicants.

Select a status to move these applicants to:

Application status:  Finalist Interview Scheduled (CAUTION: Use for approved, short-list candidates ONLY)
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A bulk action status page will populate, DISPLAYING a blue banner bar depicting confirmation that an email to your

applications has been initiated. You can also see the email content to be sent. Please do not adjust this screen or the
automatically generated email sent to each selected candidate for your shortlist.

Lisa

= * - ; . :
f— Page Up BETA Postings People Reporis Settings Recent items Quick search Q

Bulk action status: & 2 Applicants = Complete

You have requested to move 2 applicants to the status "Finalist Interview Scheduled (CAUTION: Use for approved,
short-list candidates ONLY)".

You now have the opportunity to notify these people:

Communication template: - No template - v

cants: O Yes @ No

From:* emp@mtsu.edu

Subject:* | Finalist Interview Approved

Message: Merge fields

B 7 US ®

= Formats- A - A &£

il
I~
"
¢

Dear {FIRSTNAME},

Thank you for taking the time to submit your application for the position of Faculty TEST with Middle
Tennessee State University.

Your application has been processed and assessed in line with the specific requirements for this

position. After careful consideration, we're happy to advise that you have been approved as a finalist
candidate for interview.

Scroll to the bottom of the page and select the “Move Now” button to complete the transition of the applicant status.

ck
Delay e-mail by: No delay v
Status Date Time Applicants affected
Assessment 2 X f2
Interview 1 i 0of2
Line manager review 1 5 0of2
New application % 0of2
M interview 2 Jul 27, 2021 5:56 pm All
Cloffer accepted All
Doffer declined All
Uoffer made Al
% Show all
= Note

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

m Lpoce
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RECOMMENDING YOUR FINALIST (AND RESULTING OFFER)

DEPARTMENT CHAIR ACTIONS:

Once you have determined your recommended finalist and they have accepted the negotiated terms being
recommended for the appointment, please log in to the online hiring system to initiate the
recommendation/offer process at mtsu.dc4.pageuppeople.com

By this point, you should have already forwarded a salary recommendation form with the recommended finalist’s
CV to Becky Cole, who will return it to you. You will have the approved recommended salary (range) information
to finalize negotiated terms.

Locate your “My Dashboard” screen display. Under the “New Job” field, click on the “# Job open” link to travel
to your posting(s).

| wa My Dashboard
Welcome Medha, this Is your Dashboard where you will see all your tasks organized in various stages.
| ©
— Guidelines / Tips
= P = i Click HERE 1o access online reference materials
Position Description New job Approvals
position - Under review 1 Jobs open 0 Jobs awaiting your approval
o N F N
(Manage position aescriptions andcreste ) (C Newsow ) Rhigoenii
Advertisement ts Search committee review Offers
1Advertisemen iy O Jobs requiring panel review O Offers awaliting your approval
O New hires
O New hire tasks
1)
A
on
B, English(US) A 1 Pow v Pageup.

= PageUp®

| wa My jobs

Visibility Status

Alljobs. My jobs Team jobs An Current Non-current

English (US) ~
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Click on the blue “View Applications” button in the upper right corner to populate your list of applicants.

@ PageUp People - Control X +
<« C { @& adminuatdcd.pageuppeople.com/\

s [ Tuescreen P Pandors @ PA7Lve - Fedkx

A w My Meetings - Zoom @ JIRA @ PUP Applicant portal € PUP Ay

@ Thisis a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupported - for more information, please see the Knowledge Portal.

Postings  People  Reports Recent items Quicksearch Q  Medha (-]

(492337) Computer Science, Tenure-Track Faculty

Positioninfo  Notes  Documents  Reports

JOB INFORMATION

Reason for Search:*
Recruitment Process:*
Job Title:*

Index Number:*

FLSA Status

ECLS:

Work Type:

Division:*
College/Div

Department:

Team: Com e
FACULTY ONLY
Dean:
MM/DD/YYYY
Application Review Date: 02/01/202

Other Desirables:

University Expectation

Once viewing your applicant list, locate your finalist’s name. At this point, your short-listed finalists should have already

been moved to the workflow state “Final Interview Scheduled.”

= pageup’ — Postings  Pecple  Reports Seitings  Recent items ick search O Lisa
New applicant \ search by answers to questions | Merge applicants |  Selectabulkaction v
@ Faculty TEST (495242)
[D—‘\I E] Submitted Status Pref Name First name Last name = Ranking Phone Mobile  Email Country State  City Ref. Score Dup Ur
QDO Mar 1, 2021 Finalist Interview Scheduled (CAUTION: Use | Flounder Fish 44444444 flounder fish@mtsu.edu United St Tenness ® I
OO@Jan 31,2021 Finalist I w Scheduled (CAUTION: Use | Colby Henry 55555555 55555555 jamie.wilson@mtsu.edu United St New Yor New York @ Fa
OO Mar 1, 2021 Ariel Mermaid ariel. mermaid@gmail.com United St Tenness = Tt
[DD@Jan 31, 2021 Rachael 55555555 Becky.Cole@mtsu.edu United St New Yor New York & Fa
DD Mar 1, 2021 Jules Ostin 55555555 aboutthefit1 @gmail.com United St Tenness ] i
DO Mar 1, 2021 w Scheduled (CAUTION: Use | Zack Pearlman aboutthefit3@gmail.com United St Tenness @ n
DDOjan 31,2021 Approved as Candidate for Inten (E&C U will Shoemaker 55555535 55555535 kathy.musselman@misu.edu United St New Yor New York @ Fa
DOOjan 31,2021 Recommended for Hire (Enter Recommenda Laura Smith 55555555 55555555 LisaThayer@mtsu.edu United St New Yor New York & Fa
OO Mar 1, 2021 New Ben Whitaker aboutthefitz@gmail.com United St Tenness = Tt

If choosing to move the finalists in bulk because you are searching for more than one position, select the box to the far
left of each final candidate’s name, scroll to the top of the page, and select “Bulk move” from the dropdown menu.
(Reference steps for a “bulk move” on Page 41 above.)
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If your posting has multiple pages of applicants, a couple of options allow you to locate the recommended finalist

quickly.

You may want to perform a “Search” using the workflow status to more quickly locate your finalist(s) in the list. (Please
reference instructions for a search on Pages 39 and 40 above using the “Finalist Interview Scheduled” as your search

category for the workflow status.)

After locating your recommended finalist’s name, click on their “Finalist Interview Scheduled” workflow in the “Status”
column when recommending only one finalist. From the dropdown list that populates, select “Recommended for Hire

(Enter Recommendation Details)” and click “Next” at the bottom of this drop-down list. Select this recommendation

status as several workflow states contain “Recommend.”

= PageUp® sen

New applicant | Search by answers to questions | Merge appl

@ Faculty TEST (495242)

’ Change application status - Pagellp People - Google Chrome = m} X
@ adminuat.dcd.pageuppeople.com/beta/vs.3/provider/manageApplicants/ChangeStatus.aspx?sData=UFUtVjMta8sbk7...

Change application status

Incomplete

Submitted

New

Committee Release (AA Use ONLY)

[@a [z] Submitted Status

D Mar 1, 2021 Finalist Interview Scheduled (CAUTION:

O@OJan 31,2021 Finalist Interview Scheduled (CAUTION:

O OO Mar 1, 2021 Committee Release (AA Use ONLY)

COODJan 31,2021 Approved as Candidate for Interview (E

OO@OMar 1, 2021 Finalist Interview Scheduled (CAUTION:

OO @O Mar 1, 2021 Finalist Interview Scheduled (CAUTION:

COO)an 31, 2021 Approved as Candidate for Interview (E

COD)an 31, 2021 Recommended for Hire (Enter Recom

O OO Mar 1, 2021 New

Pagel1of1 | » 4|

Initial Screen Unsuccessful

Under Review by Department

Applicant Not Recommended for Interview

Applicant Being Considered for Interview

Dean Pool Review

President Pool Review (Executive Level Searches)

Equity & Compliance Review

Not Approved for Interview (E&C Use ONLY)

Approved as Candidate for Interview (E&C Use ONLY)

Candidate Declined Interview

Finalis Hew-Serettet TCAUTION. USe 10r approved, snoreIist canarda

Recommended for Hire (Enter Recommendation Details)
heck Initiated

Background Check in Process

Background Check Complete

Background Check Unsuccessful

Interviewed, Not Hired

Extend Recommendation (44 USE ONLY - Sends Recommendation to Candidate)

Recommendation Accepted (AA Use ONLY)

Recommendation Accepted - Form Complete (AA Use ONLY)

Recommendation Declined (AA Use ONLY) -

Sa ncel
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A “Confirm status change” page will populate, allowing you to click on the blue “Move now” button at the bottom of the
screen. Please do not change any preset default information regarding emails at any point on this screen. Both bubble
options should remain with “e No” selected before completing this move step.

Confirm status change -Ysoogle Chrome = | *

@ adminuat.dcd.pageuppeople.com/beta/v5.3/provider/manageApplicants/changeStatus.asp?sData=UFUtVjMtQ2qcVlehnAQuu...

Confirm status change =

-

You are about to move Jules Ostin to a different status:

From status: Finalist Interview Scheduled (CAUTION: Use for approved, short-list candidates ONLY)

To status: Recommended for Hire (Enter Recommendation Details)

Communication template: - No template - b

E-mail: Applicant: ® Yes O No
SN —

Additional users from Job: ®Yes OMNo

SN——
Status Date Time User

¥ Assessment 2 5 Mar 2021 2:07 pm Wendy Beckman

Einterview 1 Mar 4, 2021 8:45 am Lisa Thayer

+Interview 2 15 Mar 2021 11:16 am Wendy Beckman

+Line manager review 1 4 Mar 2021 11:17 am Wendy Beckman

Enew application Mar 1, 2021 3:22 pm Lisa Thayer

Y Compliance review 15 Mar 202 11:29 am Wendy Beckman -




An “Offer/Recommendation Details” page will populate. Begin by completing the Current or Previous Employee Details
by following the directions provided.

= Current or Previous Employee Details

@ If the applicant you are extending an offer to is a current or previous employee of MT5U, then use the lookup
below to select their employee profile. If the applicant is not a current or previous employee, or if the applicant is
not found in the search, please leave the field blank.

Employee
number:

Employee: Q~

Mo user selected.

Travel down the page to the “Faculty Positions Only” section of the offer card and begin providing the
negotiated/agreed-upon terms of the recommendation. Please do not add information to the “Special Conditions for
Appointment” section. Only the faculty recruitment specialist should enter information in this field.

Offer/Recommendation Details H

Date Employes

Desired:
A

Faculty Positions Only

Salary: Enter without $ but with a comma, decimal, and cents

Rank: Select v

Administrative
Supplement:

Approved Movin . . .
hp g . Enter without $ but with a comma, decimal, and cents
Allowance Amount:

Approved Immigration

Reimbursement Enter without $ but with a comma, decimal, and cents

Amount:

Credit Toward Tenure:

Special Conditions for

Appointment: x
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Travel down the page to the “Positions Details” section and be sure to select the “Reason for Selection of Candidate.”
(The first selection will typically be used for faculty appointments, as many other options pertain more to HR’s
Admin/Classified appointments.) You may use the Salary Recommendation for Faculty Candidate form you should have
already submitted to and received back from Ms. Becky Cole to complete the three “Experience” boxes within this
section. Continue completing this section, noting all boxes with an * must be completed.

Offer/Recommendation Details =

/j -~
Reason for Selection o
Candidate:*

Other Higher Education
Experience:

Positions Details

Select v

Other Related
Experience:

MTSLU Years of
Experience:

Date References
Checked:*
Reference Informatiog
Checked By:*
ome Department Org
Code*
imekeeping Org
Code*
Employee Campus
Address:*

Building Code:* Select M

Campus Telephone
Number:®

Select v

Select v

Enter EXACTLY as MTSU Box XXXX

(must be four digits, so add a leading(s) zero if necessary)

50



Scroll down to the “Approval process” section, where you must select “Academic Affairs Recommendation Approval”
from the dropdown menu. You may use the lookup feature to include the following:

e Yourdean’s name,
e Mitzi Dunkley (for both areas designated Academic Affairs),
e Michelle Halman for Equity and Compliance, and
e Rebecca Cole for provost/designee.
Hit “Save” to initiate the approval process in the system and confirm by selecting “OK.”
(Any required boxes not completed will generate an alert for you to complete before moving forward.)

& Offer/Recommendation Details - Google Chrome = O >

@ adminuat.dcd.pageuppeople.com/beta/v5.3/provider/managefpplicants/offer.asp?sData=UFUtV]MtwQFeK%2BtvOGOXkuskzX...

Offer/Recommendation Details =

Page 1 of 1 Records 1 to 4 of 4 .
= Approval process
i gi vk
Originator: Lisa Thayer Q -
Email address: Lisa.Thayer@mtsu.edu i
Approval process: None b

ndation Approval
rAppTava

. - -
= Annliratinn etatnc

Save and close m Cancel
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A complete Hiring Packet of hard copy materials must be submitted to Academic Resources to generate an electronic
contract.

REMINDER: Reference information required on the “Offer Card” cannot be fulfilled by information provided
within letters of recommendation. Direct department communication with a finalist’s past
employer/supervisor or colleagues (listed and/or unlisted) regarding their work performance must be
completed before the recommendation within the system. This is especially important when contacting their

current employer.

DEPARTMENT CHAIRS - your actions within the hiring system are complete now.
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Recommenping Your FinauisT - Conr.
DEAN ACTIONS:

After receiving an automatically generated email alert in PageUp that you have a recommendation offer
pending, please go into the hiring system to complete your approval.

You may click on a link within the email alert or log in to the system and locate the “Offers” field from your dashboard.
When you have a recommendation approval pending, you should be able to see/select the “# Offers awaiting your

approval” link.

Postings People Reports Recent items Quick search Q

Welcome E—1this is your Dashboard where you will see all your tasks organized in various stages.

Guidelines / Tips

~ . Click HERE to access online reference n
[ = | .
Position Description New job Approvals
(" it inti M 0 Jobs open f
My position description F 0 Jobs awaiting your approval
. /
6 Team jobs open
Manage position descriptions and create ... 0 Approved
e ™
( New Job )
. gy

& 143 ’

Advertisements Search committee review Offers
O Advertisements 0 Jobs requiring panel review 1 Offers awaiting your approval
0 New hires

O New hire tasks

From the screen that populates displaying information specific to the pending recommendation offer, select “View”
from the far right.

Postings People Reports Recent items Quick search Q) David

@The following offers have been assigned to you for approval. Click view to review the offer details, and then either approve or decline the offer

Offer created = Applicant name Originator name Job title Job number

Aug 10, 2021 Shannen Sohl Jeannie Harrington Jacobs Chair of Excellence in Accounting, Professional Practice-Track Faculty 492350

Page1of1 | » 4l Records 1to 1 of 1
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An “Offer/Recommendation Details” page will populate. Scroll down the page to the “Faculty Positions Only” section to
view details regarding the negotiated recommendation.

Offer/Recommendation Details =
Date Employee g

Desired:

Faculty Positions Only

Salary: 100,000

Rank: Assistant Professor v

Administrative
Supplement:

Approved Moving

Allowance Amount: 2,000

Approved Immigration
Reimbursement
Amount:

Credit Toward Tenure: 2 years

After reviewing details, you can scroll to the bottom of this page and select from the following:

save and close m Cancel Approve Decline

There will not be a confirmation alert to populate regarding your approval; however, you can exit the online system or
travel elsewhere if you have other pending actions.

The steps above are critical to initiating the recommendation of your finalist, AND they alert the
faculty recruitment specialist to begin the background report. Please follow these directions as
presented.



Facutty Hires WiTHouT A SEARCH (HWO)

When a department finds itself in need of an emergency full-time faculty hire without a search (HWO), which
should be the exception, not the rule, they must obtain approval from their dean, the provost, and IE&C using
the Request for Waiver of Search Procedures dynamic form.

Hire Without A Search Waiver Form

8/29/23, 2214 PM Request for Waiver of Search Procedures | Dynamic Forms

Timer i) Hide
44 minutes

* = required field
MlDDLE Request for Waiver of Search Procedures
TENNESSEE

——
STATE UNIVERSITY

College:  * - Please Select - ~ | Department: * .. please Select -- v | Date.

Dean:

First 5 i Last Name: * Email: *
Name:

Dean's

Assistant:

First il Last Name: * Email: *
Name:

Chair's

Assistant:

First A Last Name: * Email: *
Name:

Position to be Filled

Position #: ¥ Previous Employee/Rank/Title:  *

Recommendation

Name of Recommended Person: o
Appointment Type *__ Please Select — v Contract Type *-- Please Select - v
Please attach a copy of Provost's approval, if applicable. Q Attach File

Justification for Request to Hire Without a Search

Please provide a statement to justify filing position for one year or less without a search process.

DEPARTMENT CHAIR: | request a waiver of regular search procedures as specified above. * []

Approval/Denial

DEAN: " Approved
Denied
https://dynamicforms.ngwebsolutions.com/Submit/Page?form=2265693c-1848-4db9-9dba-a5c3acce95a28section=3886668page=3313828token=7a... 1/2

Be sure to include all information requested in the upper boxes before submitting for signatory approval. You
may attach any email correspondence associated with your request and approval when submitting the waiver
form and reference them in the Justification section of the form as “See attached.” Such supporting
documentation can be helpful for those providing signatory approval; however, these emails do not replace the
required waiver form, which must still be included and routed within the hiring packet.
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https://itdwebapps.mtsu.edu/DFPassThrough/DFCasAuth?TargetResource=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2f76207ec4-ff0f-4758-bd60-b5ff3b29bc1d

Please also submit a request to initiate a background report when filling a faculty position as a HWO. Please
follow the directions closely provided on the form, which can be accessed at:

https://acadadmin.mtsu.edu/wp-content/uploads/sites/50/2024/08/BackgroundADJandHWOonly.pdf
The accuracy of the information being provided is critical!!!

Rev.
01/25/2023

MIDDLE
TENNESSEE

T ——
STATE UNIVERSITY
OFFICE OF THE UNIVERSITY PROVOST

ELECTRONIC BACKGROUND CHECK REQUEST FORM

NOTE: TO BE USED FOR ADJUNCT FACULTY and FULL-TIME TEMPORARY FACULTY APPROVED for HIRE
WITHOUT a SEARCH ONLY

Email this form to the appropriate address listed below by clicking on the envelope icon at the top left
of the form window in Adobe Professional after completing the information requested below.
DO NOT PRINT and MAIL/DELIVER TO OUR OFFICE

First Name, Middle Name:

Last Name:

Personal Email Address:

Department:

D Check here if request is for Nursing Department Clinical Faculty

What happens after Academic Resources receives your electronic request?

1. Adjunct/HWO FTT will receive an email from Academic Affairs alerting them that they
will soon receive an email from TrueScreen requesting completion of their background
check information form via the Application Station portal

2. Academic Resources submits above information to TrueScreen

3. Truescreen emails faculty member with direct link to background check information
form in Application Station

Adjunct/HWO FTT will have 4 days to complete background check information form
5. Academic Affairs will receive notification emails when background check is completed
and when results are available

For questions, please contact:
Adjunct Faculty: Angie Parsons, Angie.Parsons @mtsu.edu 615-898-5544
FTT Hires W/QO Search: Mitzi Dunkley, Mitzi.Dunkley@mtsu.edu 615-898-5128

Submit for Adjuncts Submit for Full-Time Faculty
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https://acadadmin.mtsu.edu/wp-content/uploads/sites/50/2024/08/BackgroundADJandHWOonly.pdf

Hiring packet items should be compiled and forwarded to Academic Resources. Please include items listed on
the checklist specific to the packet for hires without a search found at:

https://acadadmin.mtsu.edu/recruit/hiring_paper/

H
For Acadamic Afairs use only:

H Print Form iFi Flirviorw Dl

MIDDLE
TENNESSEE g
S:I'ATE UMNIVERSITY '

OFFICE OF THE UNIVERSITY PROVOST
FULL-TIME FACULTY HIRING CHECKLIST WITHOUT SEARCH

FEDERAL LAW REQUIRES SECTION 1 OF AN |-9 BE COMPLETED OMN OR BEFORE THE FIRST DAY:
OF EMPLOYMENT AND SECTION 2 OF THE |-9 BE COMPLETED WITHIN THREE BUSINESS DAYS:
OF EMPLOYMENT START DATE (THIS WILL BE THE FIRST DAY OF CLASSES FOR FULL-TIME FACULTY).

: Personnel Appointment (PAF) Form (full- time faculty DO NOT sign PAF)
Academic Preparation Certification (SACSCOC) Form *

salary Recommendation for Faculty Candidate Form

Request for Waiver of Search Procedures form

Candidate’s curriculum vita

Three current letters of recommendation (date should not precede job posting date) **

E2JE SIY] U] 3114M 10U 0]

Original transcripts of college degrees as sent DIRECTLY to the MTSU DEPARTMENT
: {all completed degrees required; must not be "lssued to student”!)

*If the candidate will be an exception to SACSCOC criteria, please include justification on the
: SACSCOC form including documentation of o minimum of three external sources of experience,
i honors, owards, ete. that attest to the individual’s ability to teach and to exhibit an
understanding of learning outcomes.

** Letters of recommendation should be from sources external to MTSU, specific to the

. position, addressed to the Department Chair, signed originals with a current date, and

: on letterhead. General dossiers will not be accepted.

Rev. 32519
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QUESTIONS

Faculty Recruitment Specialist

Mitzi Dunkley
Email: Mitzi.Dunkley@mtsu.edu
Phone: 615-898-5128
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