
Comprehensive Tenure Track  
Search Job Aid



Creating Tenure Track Requisitions in PageUp

Requisition
(Page Up)

Record Keeper inserts 
relevant tenure-track 
position information 
and upload ISG 
questionaire.

Approval path
- College Level Approval
- Provost's office (hiring plan)

- ISG (ISG Interview requirement)

- Talent Management 
(Review of requisition information 

and advertising plan)

Changes
- One requisition (Page Up) instead of two.
- ISG & college level approvers interacting 
with Page Up instead of APWS.

Short-List & 
Finalists
(APWS)

Record Keeper initiates 
Phase II submission, 
uploads approved Page 
Up requisition and 
candidate information 
(CVs).

Approval Path (No Change)

- Talent Management 
(short-list approval)

- Provost Office
- ISG (if required)

       

Changes
- Record Keeper needs to data input 
certain requisition information

Offer Card
(Page Up)

Record Keeper initiates 
offer card with 
relevant candidate 
information, draft 
offer letter & start-up 
spreadsheet.

Approval path
- ISG (start-up & facilities)

- Provost Office 
(draft offer letter)

Changes
- Offer card replaces email to 
Academic Personnel for offer letter 
approval.



Click the New 
Requisition



Click Tenure Track

Select the correct 
DeptID for the TT 
position

Click Univ of 
Mass Amherst

Skip this box and 
click the Next 
button to move 
to a blank Req.



Enter TT position number if known 
otherwise email TalentManagement for 
new number

Enter previous req. number from 
prior search otherwise leave blank

Input your Division 

Select the department 
the TT position resides in



Enter TT position 
number

Select New or Replacement

Select a reason why the TT position 
is vacant

Enter name if applicable

Enter date if applicable

Update Title i.e. Asst. Professor etc.

Skip this field



Select Faculty Full Time

Skip Date opened and 
Date filled

Select Exempt
Skip this field

Select Faculty - Academic Yr. 
or Faculty - Calendar Yr.

Skip this field



Skip these
fields

Select 
MSPSelect 

Yes Select 
Amherst TT

Select No

Skip this field

Skip this field



Enter speed type(s) that 
will fund the position

Enter budgeted amount for position

Select Tenure Track
Select Yes or No for lab 
space

Click link to download ISG Form. Attach 
completed form to documents tab

ISG will indicate if an ISG 
campus interview is required

Make a selection for 
joint appointments



Complete this ISG Smart Form 
and attach it to the requisition 
in PageUp on the Documents 
Tab. Instructions on how to 
attach document are on next 
slide.



Click “Document from a file” to 
attach a document to the req.

Select Amherst – Other as the 
Document category

Click Upload file to find 
document on your computer

Click Save and add another to attach 
multiple documents otherwise click the 
Submit and close button to attach your 
document

Click Save a draft to save the 
req. without submitting it 
for approvals otherwise 
click either Submit buttons 
to route the req. through 
your approval process if you 
have completed filling out 
the required fields on the 
“Position info” tab



Select Yes for Search Committee

Enter Search 
Committee 
Chair’s name 
here Enter Record 

Keeper’s 
name here

Click button to add 
Search Committee 
Members

Pop-Up window will appear search 
each member and click the “Add” 
link to add them to the req. as a SC 
Member

Skip this field

Email PageUpsupport@umass.edu
to add/remove search committee 
members after requisition has been 
submitted for approvals in PageUp.

mailto:PageUpsupport@umass.edu


Enter Speed Type that funds Ads here

Enter brief summary of position i.e. Dept. 
of X seeks applicants for a TT appointment 
in Physics

Check the applicable 
boxes, PageUp will not 
post to these sites, this 
is to inform HR of your 
advertising plan

Skip this field

List each advertisement source(s) here 
i.e. websites, journals, periodicals etc. 



Complete the Posting text section. 
See next slide for example.

Describe the TT 
position

List the minimum 
requirements 

Specify priority 
deadlines etc.

List required documents 
and materials for a 
completed application



Example of Completed Posting Text



Enter the Record Keeper’s 
name or the person who 
created the req. name here

Enter Appointing Authority’s 
name here

Both people will receive emails 
from PageUp once the req. has 
been approved

Select “Pending Approval” 
to route your req through 
your Approval process 
above

Click “Save a draft” to save 
the req. without submitting 
it for approvals otherwise 
click either Submit buttons 
to route it through your 
approval process

Select one of the Amherst 
TT Approval paths

Enter your Dept 
Approver’s name then 
leave the remaining 
approvers as is. 



Example of New Tenure Track Approval Paths

Enter your Dept 
Approver’s name then 
leave the remaining 
approvers as is. 



To leave a note click Note 
then type your note within 
the next pop-up window

Type notes here, 
these can be seen 
by all approvers

Click Submit 
to save note 
onto the req.

Click “Next page” to move 
to the Posting tab on the 
req.

Click Save a draft to save the 
req. without submitting it 
for approvals otherwise 
click either Submit buttons 
to route the req. through 
your approval process 

How to Leave a Note



Click “Add posting sites” to 
open Source Channels pop-up 
window

Posting Your TT Position After The Req. Has Been Approved



Posting Your TT Position After The Req. Has Been Approved

1. Click the word Amherst to refresh 
the source channel page. Amherst 
should be highlighted blue, when 
done correctly.

2. Enter Opening date and time.
3. Click “ + Ungrouped” then select 

the “Faculty” check box under the 
Search Categories section. 

4. Select Amherst Faculty as the 
“Application form”

5. Check the Posting Text to ensure 
the correct priority deadline etc. is 
listed.

6. Click the check box next to Amherst
7. Click the “Submit” button
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Posting Your TT Position After The Req. Has Been Approved

Your TT position is set to post 
if you see the Opening date 
you selected.

Use the “Actions” button to 
access a drop down menu

1. Edit = Opens the Source Channel 
Page for editing.

2. Close = Close the posting and 
remove it from the careers page.

3. Link = Gives you a direct link that 
can be placed in external ads.

4. Job Preview = A snapshot of the 
Posting Text

5. Bulk Update Sourcing  Text =  DO 
NOT USE



Dispositioning Applicants



Search by Current 
Recruitment

Click on the title of the 
job you wish to view



Click View applications 



Clicking an applicant’s 
name will launch their 
applicant card.



New Disposition Process



Click on an applicant’s 
status to open a pop-up 
window with additional 
statuses you may place 
them into.

Select the status you wish 
to place the applicant into 
then click the “Next” 
button.



When placing applicants into any status 
that doesn’t have an automatic email 
template your next pop-up window 
should be similar to this screenshot.

Do not update any of the fields, simply 
click the “Move now” button to place 
your applicant into your specified 
status.

Review to confirm you are moving your 
applicant to the correct status.



Your pop-up screen should resemble the 
screen below, when placing your 
applicant into a status that has an 
automatic email or a *Final Status. 

When using a Final Status, 
make sure you scroll to the 
bottom of the window to 
disposition your applicant(s). 
See next 2 pages for 
acceptable disposition codes. 

Click the “Move now” button 
after selecting the appropriate 
disposition code.



After clicking the “Move now” 
button your applicant’s status 
should be updated to the status 
indicated on the prior pop-up 
window.



Run EEO Report
(Under the following Statuses)

1. New = Applicants appear on the “All Applications” tab within the EEO report. This is the 
first tab in the report that reflects the demographic data of your entire applicant pool.

2. Meets Minimum Qualifications = Applicants in this status appear on the 2nd tab labeled 
“Minimally Qualified” within the EEO report. This shows you the demographic makeup of 
your minimally qualified pool. 

3. Preliminary Interviews (Skype/Zoom/Phone) = Applicants in this status appear on the 3rd

tab labeled “Preliminary Interview” within the EEO report. This shows you the 
demographic makeup of your preliminary interview pool.

4. * Campus Interview (Shortlist) = Applicants in this status appear on the 4th tab labeled 
“Campus Interview” within the EEO report. This shows you the demographic makeup of 
your campus interview pool.

5. *Finalist = Applicants in this status appear on the 5th tab labeled “Finalist Interview” 
within the EEO report. This shows you the demographic makeup of your finalist pool.

6. Offer Accepted = Applicants in this status appear on the 6th tab labeled “Offer Accepted” 
within the EEO report. This shows you the demographic makeup of your final candidate.

*Requires Pre-Approval in APWS 



Run EEO Report
(Example)

Click Reports then click the 
“Amherst EEO Report –TT link



Begin APWS Process Now

Requisition
(Page Up)

Record Keeper inserts 
relevant tenure-track 
position information 
and upload ISG 
questionaire.

Approval path
- College Level Approval
- Provost's office (hiring plan)

- ISG (ISG Interview requirement)

- Talent Management 
(Review of requisition information 

and advertising plan)

Changes
- One requisition (Page Up) instead of two.
- ISG & college level approvers interacting 
with Page Up instead of APWS.

Short-List & 
Finalists
(APWS)

Record Keeper initiates 
Phase II submission, 
uploads approved Page 
Up requisition and 
candidate information 
(CVs).

Approval Path (No Change)

- Talent Management    
(short-list approval)

- Provost Office
ISG (if required)-

    

Changes
- Record Keeper needs to data input 
certain requisition information

Offer Card
(Page Up)

Record Keeper initiates 
offer card with 
relevant candidate 
information, draft 
offer letter & start-up 
spreadsheet.

Approval path
- ISG (start-up & facilities)

- Provost Office 
(draft offer letter)

Changes
- Offer card replaces email to 
Academic Personnel for offer letter 
approval.



Short-List (Campus Interviews) Approvals

Log-In with your NetID and 
Password

https://cps.provost.umass.edu/umaerpt/auth/login

https://cps.provost.umass.edu/umaerpt/auth/login




IMPORTANT: These two fields 
will determine workflow! Select the appropriate 

department.

Ensure the appropriate 
search year is selected

Select the appropriate 
School/College.

Enter in the approved Page 
Up Requisition Number

Enter in the area of 
specialization. If more than 
one position is part of this 
requisition, note it here.

Choose between:
Assistant, Associate, 
Professor, or Open Rank





This will reflect your Page 
Up Requisition Number

Your APWS reference 
number.



Confirm this information is correct

Upload approved Page Up 
requisition



Enter in the record keeper. Be 
consistent with what you entered in 
Page Up.

Enter in the search committee chair. 
Be consistent with what you 
entered in Page Up.

If ISG indicated on the Page Up 
requisition that ISG interviews are 
required, Select Yes. 

If yes, upload the ISG questinnaire. 

IMPORTANT: This field will 
determine workflow!





Record Keepers or Search 
Committee Chairs can complete this 
step.



Insert Candidate information

Upload Search Committee Memo









Begin Offer Card Stage

Requisition
(Page Up)

Record Keeper inserts 
relevant tenure-track 
position information 
and upload ISG 
questionaire.

Approval path
- College Level Approval
- Provost's office (hiring plan)

- ISG (ISG Interview requirement)

- Talent Management 
(Review of requisition information 

and advertising plan)

Changes
- One requisition (Page Up) instead of two.
- ISG & college level approvers interacting 
with Page Up instead of APWS.

Short-List & 
Finalists
(APWS)

Record Keeper initiates 
Phase II submission, 
uploads approved Page 
Up requisition and 
candidate information 
(CVs).

Approval Path (No Change)

- Talent Management   
(short-list approval)

- Provost Office
- ISG (if required)

     

Changes
- Record Keeper needs to data input 
certain requisition information

Offer Card
(Page Up)

Record Keeper initiates 
offer card with 
relevant candidate 
information, draft 
offer letter & start-up 
spreadsheet.

Approval path
- ISG (start-up & facilities)

- Provost Office 
(draft offer letter)

Changes
- Offer card replaces email to 
Academic Personnel for offer letter 
approval.



Click an applicant’s status

Completing the Offer Card



Select Recommended 
For Hire then click 
Next



Leave screen as is 
and click Move 
now



Offer Card Process

Ensure this is the 
correct applicant 
and the correct 
requisition



Skip this field

Skip this field

Enter start date
FLSA status should be Exempt



Exempt Positions enter Annual Salary

Use this field for all Fall/Spring Pre-TT appointments
Enter full stipend amount/title/percentage of time 

Enter start date of Pre-TT appointment

Tenure Track 
positions skip 
these fields

Only Pre-Tenure 
Track complete 
these fields



Answer Yes if applicant has 
never worked on campus before 
or their last hire date was 
beyond one year.

Enter position’s reports to manager

Skip this section

Enter Reference’s Name, Title & Date contacted



Docs. Uploaded 
by the applicant 
are here. 

Enter your name here. 
You will receive an email 
once the Offer Card is 
approved.

Upload draft offer 
letter and start-up 
spreadsheet.

Select Amherst TT as the 
Approval process.

Click Submit and close to 
submit Offer Card for 
approvals.



How To Check An Offer Card’s Approval Status
1. Follow steps outlined on slides/pages 21-24 to get to the 

Applicant Pool screen as shown below. 
2. Click on the applicant’s first name to launch their 

applicant card.
3. Click on the link that appears under “Offer” this will 

launch the Offer Card.
4. Scroll to the bottom to view the approval path.

*If you complete the steps above 
and don’t see an application, 
contact Talent Management.



To enter new salary after 
initial salary has been 
approved click the cancel 
button.

Enter reason why new offer is 
being requested. i.e. candidate 
declined wants new salary of X 
amount. Then click the OK 
button.

After completing the steps shown on this 
slide scroll back to the Salary section on 
the Offer Card and enter your new salary 
amount then resubmit through the same 
approval paths.

Modifying An Offer After Approval

*For Pre-TT offer modifications please see next slide



Modifying a Pre-TT Offer After Approval

1. Click “Cancel” to update Pre-
TT start date & stipend amount.

2. Enter reason why new offer 
is being requested. Then click 
the OK button.

3. Scroll up to the “Salary” section in the Offer Card.
4. Use the “Summer Salary” field to enter all Fall/Spring Pre-TT     
appointments and full stipend amount/title/percentage of time.
5. Enter the Pre–TT appointment start date in the identified 
field.
6. Upload signed offer letter to the “Offer Document” section, 
see slide 12 for reference.
7. Submit for approval: 

1. ProvostOffice Faculty
2. Talent Management

Use this field for all Fall/Spring Pre-TT appointments
Enter full stipend amount/title/percentage of time 

Enter start date of Pre-TT appt.
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