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 To login go to: go.udayton.edu/employment (if redirect doesn’t work, use: udayton.dc4.pageuppeople.com) 

 You will see the following screen. Login using your UD username and password. 
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CREATING A HIRING PROPOSAL 

1. Once logged in, you will be taken to the Home Screen. To create a hiring proposal, click on ‘Requisitions’.  
Please note: that the user can determine their preferred method of navigation in the PageUp system. Please user guide “Getting Started 

for more information about navigation in PageUp. 
 

 

 

 

 

 

 

Click on 

Requisitions 
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2. From here, you will now be able to view all of your requisitions, postings and applicants.  Find the job and click directly on the number of 

applications to view applicants.  

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

working title, etc.  

 

 

 

Click on the number 

of applicants  
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3. To move the applicant into a status of Recommend for Hire, click directly on his/her current status. This will open a ‘Change application 

status’ screen. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click directly 

on the current 

status 
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4. Select ‘Recommend for Hire’, then click the NEXT button and then MOVE NOW.  This will launch the ‘Hiring Proposal’.  

 

Select 

Recommend 

for Hire, then 

click on NEXT 
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Then click on 

MOVE NOW 

to launch the 

hiring 

proposal 
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5. Fill out all of the required fields on the Hiring Proposal.  

a. Please note that you will be required to submit a ‘Narrative Interview Summary’ outside of the system via email per instructions 

within the Hiring Proposal.  
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6. IMPORTANT: After you have reviewed and completed all required fields, you will then select the appropriate ‘Approval Process’, i.e., 

Faculty Offer Approval or Staff Offer Approval, then click the Submit button. This will move the hiring proposal along in the workflow for 

approval.  

 

 

 

Select appropriate approval 

process from the drop down 

then click ‘Submit’.  
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HIRING PROPOSAL PROGRESS 

1. Once the Hiring Proposal is fully approved through the approval process, the Hiring Manager will receive an automatic workflow email 

titled Hiring Proposal Approved when you are able to make the offer. Please make sure to follow instructions within the email to 

continue the onboarding process.  

Forward 

your reply 

to the 

appropriate 

people 

listed once 

offer has 

been 

accepted.  
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2. Once the appropriate office has received your email, they will initiate the next steps in the onboarding process (i.e. offer letter, contract, 

new hire paperwork, background check, etc.). Further instructions available within the next training guide ‘Tracking New Hire & 

Onboarding’. 

 

This concludes the training document for “Creating Hiring Proposals & Hiring Proposal Progress.” If you have questions, please 

contact the Office of Human Resources for Staff positions or the Provost Office for Faculty positions. Thank you! 


