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Hiring Manager - Review Candidates and Initiate Reference Checks

Accessing Cal Poly Jobs by PageUp

1. Open a web browser B

2. Navigate to
my.calpoly.edu

New Tab X +

C & my.calpoly.edu

3. Enter your username

and password CAL POLY

Username

Password

Need Help?

4. Select Cal Poly Jobs

t A
= Cal Poly]obs
under My Apps = y) @
5' SeIeCt RecrUIt CAL POLY \ Administration & Finance A&F Services  my CalPoly login Search Cal Poly Q

Recruitment

ASFHOME ~ RECRUTMENT ~ RECRUITMENT ONLINE TOOLS

Recruitment Online Tools

&

Recruit
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Hiring Manager - Review Candidates and Initiate Reference Checks

Hiring Manager - Review Applicants
1. Select the Cal Poly logo
in the upper-left corner —
3 CALPOLY
to return to your
dashboard

2. In the Jobs tile, select
the Jobs open link. s

Jobs

2 Jobs open

3. Select View = TS werron g :

4. On the position Position info
information screen, S

select the Documents

tab.
REQUISITION INFORMATION
*Job Code/Employee Classification:* Info Tech Consultant 12 Mo
Job No: 0420 e
*CSU Working Title:* Technology Consultant - Cassie
Requisition Number: 492885

Leave blank to automatically create a Requisition Number

5. Review the uploaded

hiring recommendation View applications

form. All interview

Position info Documents
guides should be
available here for your
review as well.
Select v
Document Category
Office Assistant - Test - Interview Guide.xIsx Recruitment Documents elete
Office Assistant - Test - Hiring Recommedation.pdf Recruitment Documents View Delete
Office Assistant - Template - PageUp People.pdf Position description View Delete

4/4/2019 Page 3 of 12



6.

Select View
Applications to view
the resume and

Hiring Manager - Review Candidates and Initiate Reference Checks

— View applications oo

applications for the Position info Documents
candidates.
7. Select View Application  wyapplicants
. . Job pumber; Ticle: Status:; Clear Search
for a specific .

candidate.

[saect [] Requisition Number Title Applicant name Application source Employee | v| Date assigned HR/Faculty Affairs Representative Assignec by  Status Dace actioned

1493085 Infa Tech Consulan Jordan Mekim 18Mer2019  CPSL UAT Staff Recruiter CPSLO Commith Appiov 18 Mar 2019

1283110 Technalogy Consult Valerie Hajjala © B 19Mar2019  Jennifer Myers CPSL UAT Searct Assigne 19 Mar 2079

View application

Select Form (A) to
view the application or
Resume/CV (B).

@ vou are viewing this applicant’s application for the job Info Tech Consultant 12 Mo - McKim. Only Infarmation related to this application will be shown.

Address: 1234 Cal Poly
san Luls Dblspe, California Phone: +1123-456-7890
93401, United States

E-mail: |booza@calpoly.edu Applicant No: 1027

Original source: Linkedin
View references

Profile

Applications

=) Info Tech Consultant 12 Mo - McKim
#493085 SRUAT Submitted: 18 Mar 2019 via Careers website

Offer Paperwork Complete
Status changed 18 Mar 2019

Offer accepted [Actions =)

Hags Form Resume/CV

-

History
ftem: Al v job: Al -
Date & time Item 4
[3 Monday, 18 Mar 2019, 6:14pm  Mew hire form: Base New Employee Data Form , Status: Completed View
System nfo Tech Consultant 12 Mo - McKim

Done Next >

9.

The application and/or
resume will appear in a
new window for
review.

8 Print application 9 Close window

Applicant address: 1234 Cal Poly
San Luis Obispo, California
93401, United States
Applicant phone:  123-456-7890

Applicant e-mail:  jbooza@calpoly.edu

Application: Office Assistant - Test N
Applied via Invite to apply
Source: Internet - Careers website
Department: Add a compelling 1-2 sentence statement about the role. For example: Our IT Enterprise
Applications Team is looking for a Business Intelligence Engineerl Information Technology Services is a
Description: growing division that faces new challenges as it evolves and this team focuses on the building blocks of

applications and tools that im prove the productivity of students and employees across the campus. Join
usl

10.

Select Done

Done

11. Repeat steps 7-10 for

each candidate.

4/4/2019

Page 4 of 12



12.After reviewing the
application materials
for all the candidates,
select Approve or
Decline for the
preferred candidate.

Note: Do not decline
other candidates until
the preferred candidate
is finalized.

13.For the preferred
candidate, select I
Approve (A), add a
comment (B), and
select Submit (C).

14.Select the applicant
status link to change
status.

15.Update the status to
Reference Check
Initiated and select
Next.

4/4/2019

Hiring Manager - Review Candidates and Initiate Reference Checks

@ Fred Flinstone - Mozilla Firefox

E3 This applicant has an application (Technology Consultant - Test 5) that hae bean aecteag

'. Approve application - PageUp People - Google Chrome

O x

& https:;//adminuat.dcd.pageuppeople.com/v5.3/provider/manageAp.. Q

Approve application =}

Please approve or decline the application:
Applicant:Valerie Maijala

Job:Technology Consultant - Valerie Maijala

*'| approve
R a
COMMENTS: || \ould like to move forward with this candidate

)

Submit Cancel

SMrQT(QN

I You are viewing

Address:

E-mail

View references

&-Zines comms hold

Applications

1 8054406984

Careers website

=1 Office Assistant - Test

No offer

History
tem: All v Job: All v
Date & time Item
B T 1pr uis Obispo, Source: Intemnet - Careers website, Score: 0.00

Applied
Office As: Test

Change application status (=}

Committee Review

Committee Review Unsuccessful

First Committee Interview

FIrst Committee Interview Unsuccessful
Second Committee Interview

second Committee Interview Unsuccessful
Hiring Manager Review

Hiring Manager Review Unsuccessful
Reference Check Initiated

Reference Check Unsuccessful

Prepare Offer

Offer Approved

Verbal Offer Extended

verbal Offer Acceptad
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Hiring Manager - Review Candidates and Initiate Reference Checks
16.Select Next to edit
email communications
to the applicant and
others associated with
the recruitment.

Note: Selecting submit S | e

will change the status
without moving the
applicant or sending an
email. Generally, this is
not recommended.

17. Edit the email text if

desired and select [ Conrm saschange — o

Move now to change You are boUK £ Move Semeon Bleckiiell 10 8 GHTere: Stetus:
the status. The i e Rt
candidate will receive R e aaeia 20 WA OSSR P L TASMAR S At PSS S e

SOl IR ep————
MELEER AT Zele e (e mavrppicans O ves w0
email to key s e '
stakeholders to update Subject* | Conducting Refersnce Checks
them on the progress
of the recruitment can e 2
be sent using the email [ rtove now | EECER

template.

18.The applicant’s status
will update to
Reference Check
Initiated and you will
be returned to the
applicant screen.
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Hiring Manager - Review Candidates and Initiate Reference Checks

Reference Checks

Reference checks are initiated by the hiring manager and typically completed online by the references.

1. On the a ppl | Ca nt B vouare viewing this applicant's application for the job Info Tech Consultant 12 Mo - McKim. Only information related to this application will be shown
screen click on the Address: 1234 cal Poly
San Luis Obispo, California Phone: +1123-456-7890

93401, United States

candidates name

jbooza@calpoly.edu Applicant No: 1027
2. Select View References tinkedin
to initiate the reference
check process.
Applications

[[=] Info Tech Consultant 12 Mo - McKim Hiring Manager Review Offer accepted
85 SRUAT Su N

mitted: 18 Mar 2019 via Ca

Status change

3. Select Send Invitations | sk
to send a request to all '

re fe rences Job: Office Assistant - Test (493085)
Status: Active v Clear Search
Firstname Lastname Type of reference Status Expiry Score Organization Position Title Phone Number E-mail Length of Tenure
Jordan Booza Professional Imvited 18 Apr P T5A 805-555-5555  |booza@calpoly.edu ]
"McKim” 209
but Booza
Kim Villanueva Professional Imvited 18 Apr P ECD 555-545-5555  KMillan@calpoly.edu ]
2019
Jeft Williams  Professional Imvited 18 Apr P ECD 546-555-5455  Jwilll 30@calpoly.edu ]
2019
Page 1 of 1 Jump to page [ Records 1 to 3 of 3
3
Done
4 Se I eCt S L _ Staff @ https://adminuat.ded.pageuppeople.com/Referee/Send/?sData=UFUtVjMtVxHWurXnoYnTsgNUJQOwc)zdLrUeOt!
.
Online Reference
Check Form Online reference check form;* Select v
Select

Base - Online Reference Check Form

N Ote : S L Sta n d s fo r Copy ofBase - Online Reference Check Form
Sa n Lu | S O b | S pO o Copy ofBase - Online Reference Check Form
Dlsregard Othel’ FL - Faculty Reference Form

campus templates.

FL - Staff Reference Check Form (External)
FL - Staff Reference Check Form (Internal)
SB - Base Faculty - Online Reference Form
., SB-Base Staff- Online Reference Check Form
SD - Staff Reference Check Form
; SD - TT Online reference check form
i 5D Base - Online Reference Check Form
SL - Faculty Reference Form
S0 - Online Reference Check Form (Competence Based)
SO - Online Reference Check Farm (Employment Based)
S0 - Online Reference Check Form {Upload Only)
ST - Faculty Online Reference Check Form
ST - Staff/MPP Online Reference Check Form

ST - TT Faculty Recommendation Request Form
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Hiring Manager - Review Candidates and Initiate Reference Checks

5. Set Expiry Days to 5. Se

=)
This sets a deadline for
the response after Online reference check form:* SL - Staff Online Reference Check Form v
which the link to the Expiry Days:* E| S————
online reference form
W|“ no longer function E-mail from:* #DOMAIN_CAREERS@EMAIL.COM#
E-mail subject:* Reference for {FIRSTNAME} {LASTNAME}
E-mail body:*
Merge fields
B 7 U S EE = Formats A A @
Dear -

6. Edit the email text if sees___________________________________________________ o

deSIred and Se|eCt Online reference check form:* SL- Staff Online Reference Check Form -
Send at the bottom of SRR 5
the screen. £-mail from:* #DOMAIN_CAREERS@EMAILCOM#
E-mail subject* Reference for {FIRSTNAME]} {LASTNAME}
E-mail body:* Merge fields
B/ USE i == foras- A - B - S ER B L o e

Dear
{REFEREEFIRSTNAME} {REFEREELASTNAME}

{FIRSTNAME} {LASTNAME} is a candidate for a pesition at our institution and has identified you as 2 reference. Please provide your than
{REFERENCECHECKEXPIRY}

Click the following link for specific instructions and to provide the reference.

{REFERENCECHECKURL}
Vmis mmmis mmfme mmis mim et mmmm e dima bhin mmmbbae bm (IEERETRETRAME] FUCEDI ACTAMARMEY e [LISENEMATL L e
L
o |
7. An email will be sent to  “reference forQT

eaCh refe rence. noreply@calstate.edu <noreply-873@mail pageuppeople.com> 5 Replyall |v

foday, 1131 AM

Jordan Mckim ¥

o help protect your privacy, some content in this message has been blocked, To re-enable the blocked features, click here.

ontent from this sender, click here.

Action Items

Dear
Jordan Booza

QTis a candidate for a pesition at our institution and has identified you as a reference. Please provide your reference as soon as possible and no later than 9 Apr 2019

Click the following link for specific instructions and to provide the reference.

https://admin.dc4.pageuppeople.com/gateway/Default.aspx?sData=UFUtVjMtnZkOINNjW3rglDggOx4PaasU 8 7G o7 VR5jtm rtNBZ0bQVvFVOwr
[FASqQzug¥PnQAOIfZhz|087nZ-Xmkz7PvCFoXAzHvea3enPDINRGIGUr3dE y2XVOYXM1fUqIEyGesSAJDZOVWigBSKsagudAjXréQp1BQIwZTc-hbLU%7e

‘You may refer any questions regarding this matter to CPSLO Hiring Manager at cppgup+admin@gmail.com

Thank you for your reference.
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Hiring Manager - Review Candidates and Initiate Reference Checks

Reviewing Reference Check Responses

1. Log into PageUp or
select the Cal Poly logo
in the upper-left corner
to return to your
dashboard

2. In the Jobs tile, select
the Jobs open link. -

Jobs

2 Jobs open

3 . S e I ect Vl ew Jobnumber §5  Title Anticipated Hiring Range “College/Program ~ Dateadded  Status Hiring Administrator  Team (internal team)

T

4. Select View
Applications to view ‘ —_—
the resume and
applications for the Position info Documents
candidates.

5. Select View Application  myappiicams

. Job number: Tirle: Status: el Search
for a specific
ca ndldate [seect [3] Requisition Number Title Applicant name application source Employee [ [v] Date assigned HR/Faculty Affairs Representative Assignedby  Status Date aeticned
o 493085 \nfa Tech Consuliar Jordan ckim 1BMr019  CPS. UAT Staff Recruiter CPSLO Committ Approv 18 Mar 2019
483110 Tecnnalogy Canmul: Valsrie Malsla @ B2 19Mar2019  Jennifer Myers CPSL UAT Search Assigne 19 Mar 2019 Viewr application
6. OI’] the a p pl |Ca nt B vou are viewing this applicant's application for the job Infe Tech Consultant 12 Mo - McKim. Only information related to this application will be shown.
screen, select View Address: 1234 Cal Paly
4 San Luis Obispo, California Phone: +1123-456-7890

93401, United States

References to review E-mail: jbooza@calpoly.edu Applicant No: 1027
the reference Check Original source: LinkedIn

View references

responses. Profle
Applications
[[=] Info Tech Consultant 12 Mo - McKim Hiring Manager Review Offer accepted
#493085 SRUAT Submitted: 18 Mar 2019 via Careers website Status changed 18 Mar 2019
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7. Select View Answers
for each of the
references.

8. Review the response
and close the window.

9. Repeat steps 8-9 for
each reference.

4/4/2019

Hiring Manager - Review Candidates and Initiate Reference Checks

8 Mansge references - Pagellp Pecple - Marilla Firefox - o x

@ @ httpsy/calstate.ded pageuppeople.com/vs.3/pr

videt/man

-Applicants/ManageReferees.aspx?sData=UFUtVjMIGTB4EBGD1 9QHT2c00 TveGadH4 10zBgASQpayx 3wiivid%2FruSiNSCiIGpCIZBVATY . === | =

New | Send Invitations
Job: Technology Consultant - Test 5 (492854)

Status: Active . Clear  Search

Firstname Lastname Type of reference Status Expiry Score Organization Position Title Phone Number E-mail Length of Tenure

samson  Blackwell  Prafessional Invited 24 Feb Cal Poly Director of Ta 310.955.0458  sblackwe@calpoly.edu Eelir | Control | Resend | Archive
2019

asdfl adf Emplayer Invited 24 Feb adf adf adf adfl View answers | Edit | Control | Resend | Archive
2019

adfadf  adf Manager/Supenvisor Invied 24 Feb adf adf adf adf View answers | Edit | Control | Resend | Archive
2019

Page 107 1 Jump to page O] Records 1 ta3af3

< >
Done

Reference check details-Q T

Status: Check completed
Reference name: Kim Villanueva
Relationship: Professional
Position Title: EOD
Organisation: cp

Candidate position:
Length of tenure:

Reference email: Kivillan@calpoly.edu

Referee telephone: 555-545-5555

Referee secondary telephone:

Score: %

Question Score

Please indicate your relationship with the individual
Personal

Please indicate the dates you worked with this individual (menth/year - manth/year)
3/25/19 - present

This individual communicates clearly and professionally both verbally and in writing
Agree

This individual makes sense of complex, sometimes contradictory information to solve problems
Agree

This individual consistently meets commitments
Agree

This individual resolves conflict professionally and thoughtfully
Agree

This individual builds partnerships inside and outside department and works collaboratively to meet shared objectives
Agree

This individual builds trust with others by demenstrating henesty, integrity, and authenticity
Agree

This individual relates openly and comfortably with groups of individuals from diverse backgrounds
Agree

This individual actively learns and impraves from both success and failure when tackling new problems
Agree

Would you rehire this individual if given the opportunity? -

Page 10 of 12



Preparing Your Offer
At this point, you will decide which candidate you will advance to the prepare offer stage. Before
changing the candidate’s status, you should have received the HR compensation analysis for this
candidate. This information will be required to extend the offer.

are viewing this applicant's application for the job Office Assistant - Test. Only information related to this application will be shown

1. Change the candidates’
status by selecting the
status link on the
candidate’s screen.

2. Change applicant’s
status:

a. Select Prepare Offer

b. Select Next

4/4/2019

Address:

E-mail

Applications

123 Soutrwood
Sa

Hiring Manager - Review Candidates and Initiate Reference Checks

alifornia Phone: +1 805

| Office Assistant - Test

Histor

No offer

em: | Al
Date & time
ic] Today, 3:11pm
) Kim

Item
Applied via: San Luis Obispo, Source: Intemet - Careers website, Score: 0.00
Office Assistant - Test

Change application status

Committee Review

Committee Review Unsuccessful

First Committee Interview

Flrst Committee Interview Unsuccessful
Second Committes Interview

Second Committes Interview Unsuccessful

Hiring Manager Review

Hiring Manager Review Unsuccessful
Reference Check Initiated
Reference Check Uns
Prepare Offer
Offer Approved

Verbal Offer Extended
Verbal Offer Accepted

Submit Cancel
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3. A pop-up window will
appear with an email
template - be sure to
complete the required
information:

a. Desired Salary:
Desired Start Date:

b. Select Move Now

Note: This email will
prompt your recruiter
to share the approved
hiring range for your
finalist and discuss
extending the verbal
offer.

4/4/2019
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Additional users from Job: '© Yes ® No

Additional users from Job
O Department Admin

¥ HR Representative

O Search Committee Chair I

O Hiring Manager I}
2 Hiring Administrator

Search Committee Member

Additional users from Offer

I Department Admin

U *Reports To

Other additicnal users

E-mail from:*

E-mail subject:*

E-mail body:*

B / Y &5 =

' Originator

Q-
noreply@calpoly.edu
Review Offer Request
Merg
i=- = = Fomats~ A A & H- I o

I'm preparing an offer for {FIRSTHAME} {LASTMAME} for the position of {J0OBTITLE} ¢

{JOBNO}.

« Desired Salary:

« Desired Start Date:
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