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Recruitment Request Quick Guide for Staff 
If you prefer Text based guide, click Text based staff recruitment request guide 

Log Into PageUp Go to https://western.pageuppeople.com to log into the system.  

From your dashboard, click on New Faculty/Student Job in the Jobs tile. 
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POSITION INFORMATION 
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POSITION PURPOSE/FUNCTION/REQUIREMENTS 

 

 

 

 

https://campuswebdata.blob.core.windows.net/bfs/pageup/PageUp-Guides%20/Recruitment%20Request%20Staff%20Guide.pdf
https://campuswebdata.blob.core.windows.net/bfs/pageup/PageUp-Guides%20/Recruitment%20Request%20Staff%20Guide.pdf


5 | P a g e  
If you prefer Text based guide, click Text based staff recruitment request guide 

 

FUNDING INFORMATION  

 

Click three, or more funding strings ONLY if you have three or more fundings to download spreadsheet. 
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SECURITY ASSESSMENT 
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RECRUITMENT PLAN 

 
 
Click  Search Committee (Non WWU Employee) to add non Western employee to the search 

https://campuswebdata.blob.core.windows.net/bfs/pageup/PageUp-Guides%20/Recruitment%20Request%20Staff%20Guide.pdf
https://campuswebdata.blob.core.windows.net/bfs/pageup/PageUp-Guides%20/Recruitment%20Request%20Staff%20Guide.pdf
https://campuswebdata.blob.core.windows.net/bfs/pageup/PageUp-Guides%20/Search%20Committee%20(Non-WWU%20Employee)%20%20Guide.pdf


8 | P a g e  
If you prefer Text based guide, click Text based staff recruitment request guide 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EXTERNAL ADVERTISING 

 
ADVERTISEMENT TEXT 
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USERS AND APPROVERS  

 

ADDING EVALUATION MATRIX 
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SAVING A DRAFT/ CHECKING ON STATUS 

 

 

SUBMITTING RECRUITMENT REQUEST FOR APPROVAL 
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TO RESTART A DECLINED RECRUITMENT REQUEST 
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