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What is a Direct Hire? 

• An individual who has been identified by an appointing authority outside 
the context of a search procedure. 
• For Example: A Lecturer identified to teach a 3 credit fall semester course, in order to 

provide coverage for a sabbatical leave. 
• For Example: A Post-Doc identified by a PI to work on their research project.
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Process for Direct Hires 
• Requisition 

• Department uploads draft offer letter to requisition 
• Dean’s Office (Approves) 
• Provost’s Office (Reviews/approves requisition and candidate) 
• Departments create hidden posting link and sends it to the identified individual to apply 

• Application 
• Identified individual applies to the job through the hidden link 
• Abbreviated application 

• Offer Card 
• Talent Management (Reviews/approves to ensure offer card is complete) 
• Department sends approved offer letter to identified individual. 

• Background Check Completion 

• ePAF Initiated
4



Reappointments

Searched Positions 

• Non-Tenure Track 
• Greater than 50% if 

originally hired on a 
search waiver 

• *must go thru PageUp 
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Direct Hires 

•Non-Tenure Track 
•Less than 50% 

•Research Fellows & Senior 
Research Fellows 

•Post Doctoral Research 
Associates



Reappointments for Direct Hires 

• Do not need to go through PageUp if the following criteria have been 
met: 
• The original requisition the individual was hired from is fully complete 
• An application for the individual is in PageUp. 
• The break in service was less than a year. 

Questions regarding the status of these three criteria can be directed to Talent 
Management
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Process for Reappointments 

• Has the aforementioned criteria been met? 
• No – A requisition may be needed. Contact Talent Management to see the status of the 

original requisition and/or application. 
• Yes – Proceed as below 

• Complete the Reappointment Form/Letter and gather the appropriate 
approvals. 

• Initiate ePAF
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PageUp Direct Hire Process
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Click the New 
Requisition



Select Direct Hire 

Select the correct 
DeptID for the Non-TT 
position

Click Univ of Mass 
Amherst

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

Enter the position 
number for the direct 
hire position

Commonly used 
position numbers for 
positions less than 50% 
FTE.



Enter a position number if you did 
not do so on the prior screen

Skip this field

Input your Division 

Select the department 
the position resides in

Commonly used 
position numbers for 
positions less than 50% 
FTE.

*If your position is 50% FTE or more then you 
will need to enter a position number with eight 
digits. You should not enter a position number 
using the UMAMH prefix in these scenarios. 
Please contact Talent Management for a new 
position number in that case. 



Select New or Replacement

Select a reason why the position is 
vacant i.e. reappointment 

Enter name of direct hire

Enter date if applicable

Update title i.e. position title – Direct Hire’s Name

Pick length of 
appointment if 
applicable

Enter appointment period if applicable

Enter the same position number 
from position number field above



Skip Date opened and 
Date filled

Select Exempt

Enter number of hours position works a week

Enter typical work schedule if known 

Select appropriate 
classification

Select appropriate 
weeks per year



Skip these
fields

Select appropriate 
Union Select Benefit status

Yes or No Select Amherst 
Direct Hire

Select No

Skip this field

Enter salary information &     
start/end date

1. You will need to attach a C.V. to the 
requisition for any direct hires. 

2. For NTT searched with waiver a 
search waiver justification & draft 
offer letter must be attached to 
the requisition. 

3. Scroll to the top of the requisition 
and click the “Documents” tab. 

4. Follow the steps on the next page 
to attach a document to a 
requisition. 



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

Select Amherst – Other as the 
Document category

Click Upload file to find a 
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



Enter speed type(s) that 
will fund the position

Enter budgeted amount for the position

Select Non-Tenure 
Track

Skip this field

Skip this field

Skip this field

Skip this field



Select No

Enter Direct Hire

Skip this field

Skip this field



Skip this field

Enter brief summary of position i.e. X 
position will be responsible for….

Skip check boxes

Enter building name

Skip this field



Complete the Posting text section

Describe the direct 
hire position

List the minimum 
requirements 

Specify any 
additional info you 
wish to share with 
your direct hire

List required 
documents and 
materials for a 
completed 
application



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 
Direct Hire Approval Paths

Enter your Dean’s 
Office Approver’s 
name then leave the 
remaining approvers 
as is
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Example of Non Tenure Track Approval Paths 
(Direct Hire Approval Paths)

*Departments should consult with 
their respective Dean’s Office 
regarding appropriate approval 
path.



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

Posting Your Non-TT Position After The Req. Has Been Approved
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Open the req. and click on the 
Posting tab



Creating A Hidden Link Once 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 (Direct Hire) 
as the “Application form”

5. Check the “Hidden Job” box
6. Review the Posting Text to ensure 

the correct priority deadline etc. is 
listed.

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

Your Non-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



Click Jobs

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 Direct Hire 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 3 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.



Click an applicant’s status

Completing the Offer Card

Select Meets Minimum 
Quals/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



Enter hrs per wk.

Enter start date

Enter ExemptEnter end date if applicable

Select appropriate 
weeks per year



Enter Annual Salary

Non-TT Skip 
these fields

Skip these fields 

Enter salary information and FTE% 

Skip 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.

Skip this section

Select Approval Path

Click Submit and close to 
submit Offer Card for 
approvals.

Only Talent Management is 
required on the Offer Card 
approval path. Departments 
should consult with their 
respective Dean’s Office 
regarding additional approvals.

See next page for approval 
path examples.



Example of Non Tenure Track Offer Card Approval Paths 
(Direct Hires)

*Departments should consult 
with their respective Dean’s 
Office regarding appropriate 
approval path.



How To Check An Offer Card’s Approval Status1. Follow steps outlined on slides/pages 25-28 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
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