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Policy No: 1311 
Recruitment & Appointment Procedures for 
Tenure-Line Faculty 
• Policy 1311 was revised and approved by the President on 7/17/2023

• Link can be found in the Academic Manual: 
https://www.cpp.edu/academic-manual/1300-1399-academic-personnel-
policies/policy_1311_recruitmet_appointment_procedures_tenure_line_fa
culty.pdf 

• The policy outlines the role of various University Offices, committees and 
designated officials, critical tools of the recruitment and selection 
process, and an overview of the stages of the recruitment and selection 
process

https://www.cpp.edu/academic-manual/1300-1399-academic-personnel-policies/policy_1311_recruitmet_appointment_procedures_tenure_line_faculty.pdf
https://www.cpp.edu/academic-manual/1300-1399-academic-personnel-policies/policy_1311_recruitmet_appointment_procedures_tenure_line_faculty.pdf
https://www.cpp.edu/academic-manual/1300-1399-academic-personnel-policies/policy_1311_recruitmet_appointment_procedures_tenure_line_faculty.pdf


CHRS Recruiting is the first piece of the Common Human Resources 
System (CHRS) to be implemented at all 23 campuses. 

• Handles all categories of recruiting: faculty, administrators, staff, students
• Offers a paperless way to perform most functions within recruiting, from 

posting a job to onboarding new employees
• Automates workflow and integrates with the main PeopleSoft human 

resources system to streamline functions and increase recruitment 
efficiencies

• Provides valuable analytics to help campuses make informed decisions



Overview of today’s presentation
1. How to access PageUp – the online Applicant Tracking System
2. How to view applicants
3. How to view resume and application documents
4. How to use bulk compile and send
5. Requesting letters of reference
6. Search Committee Chair duties
7. Search Committee Review
8. Closing out the Search



1. Accessing PageUp
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1. MyCPP
2. Faculty Affairs homepage



2. How to View Applicants – The PageUp:  
Dashboard 

Once you are logged in, you will see a dashboard on your homepage. The 
dashboard provides quick access to various functions in PageUp that help 
manage applications through the recruiting and onboarding processes.



What you will see…

Click View Applicants on the line of the applicable job. The 
View Applicants page opens. 



3. How to view resume & application documents
The View Resume and View Application documents icons are next to the 
applicant’s name in the applicants list. Click the applicable icon to view each.



When you click on 
the Application 
Documents icon, a 
new window will 
open which shows 
you everything 
submitted by the 
selected applicant:

• application details
• application form
• documents 

uploaded



4. How to use the ‘Bulk Compile & Send’ function
You can use the Bulk Compile function to gather the applicants’ 
documents together and create a PDF file for you to review or send to the 
search committee members. 

Presenter Notes
Presentation Notes
Note – before downloading and sharing with committee, three things must be complete – approval of pool, trainings, Full Search Package approved



Select the following documents from each section of the Application 
Details and Application Documents



What happens next

• All documentation for the 
selected applicants are 
included in one PDF file.

• If you downloaded the PDF 
document, you could review it 
at your computer.

• If you sent the PDF document 
in an email, the selected user 
receives an email with the 
document as an attachment.



Recruitment Statuses

Each recruitment has different ‘STATUSES’  that applicants are 
placed into throughout the application process to indicate where 
they are in the recruitment cycle.
• It is the way to trigger requests for letters of recommendation.
• It helps the search committee chair stay organized.
• It helps facilitate communication with the applicant/s.
• It helps initiate the offer letter & background check.
• It helps begin the CPP onboarding process.
• It helps gather reporting data to CPP and the Chancellor’s office.



5. Requesting Letters of Reference
By moving candidates to status “Reference Letters Requested:

• PageUp will send an email to the contact references asking them 
to submit a letter of reference. 

• PageUp will provide a link where they can upload the letter. 

• The recommender will have 15 days from when you send the 
request to upload the letter.



To change the status:
• Select the applicants
• Click on the ‘Select a bulk action’ button and select ‘Bulk Move’



• Select ‘Reference 
Letters Requested’



• Here is the 
email that will 
be sent to the 
applicants 
letting them 
know we are 
requesting 
reference 
letters 

• Feel free to 
make changes 
to the verbiage

• Insert your 
email address 
in the ‘From’ 
box

• When ready, 
click ‘MOVE 
NOW’ at the 
bottom



• Here is the email 
request the 
recommender will 
receive.

• They will have 15 
calendar days to 
complete the 
upload before the 
link expires.

• Search chairs can 
resend a link if 
needed.



Here is what you will see on your end.



6. Search Committee Chair duties

• Search chair has access to view applications for ‘completeness’ once the 
applicant has uploaded and submitted the minimum requirements 
(CV/Resume, Cover Letter, Transcripts, Student Success Statement, and 
Application Form).

• Search chair can send reminder emails, add documents before and after 
the review date and view submitted letters of reference.

• Email AVP Hargis and the Dean when the search is one week away from 
the first consideration date.

• Once the first consideration date has passed, the applicant pool will be 
reviewed for approval.



7. Search Committee Review
Applications will be released to the Search Committee for review once the: 

1. Applicant pool is approved by the Dean and AVP Hargis
2. The complete Recruitment Packet is approved by the Dean and AVP 

Hargis
3. Search Committee member trainings are complete

The Search Chair can then ‘Bulk Compile and Send’ the applications as 
one PDF to the committee members.

Once the committee’s review is complete, a list of semifinalists should be 
emailed from the Search Chair to the Dean and AVP Hargis with the 
subject line “SearchName – List of SemiFinalist”



8. Closing out the Search
• Communicate with applicants no longer being considered
• Update the final statuses for each applicant (Further instructions 

forthcoming.)
• No longer need the ‘Applicant Tracking’ excel because we will pull the 

data directly from PageUp

Final Search Material to be sent to Dean includes:
1. Completed Compliance Statement
2. Recommendation memo with service credit recommendation, initial 

date and terms of appointment, an objective discussion of the strengths 
and weaknesses of each of the finalists based on the qualifications 
listed in the position announcement, and recommendations about 
service credit, if any.



Contacts
Immigration/Visa questions
• Mary L. Ferrel (luceroferrel@cpp.edu)

PageUp questions
• Mary L. Ferrel or Marianne Slavin (mmslavin@cpp.edu)

Everything else search-related 
• Dr. Jill Hargis (jehargis@cpp.edu) 

mailto:luceroferrel@cpp.edu
mailto:mmslavin@cpp.edu
mailto:jehargis@cpp.edu


Any Questions?
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