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Brief Document Description 

This User Guide has been developed to assist Academic Supervisors when using the PageUp 
system to review a staff member’s ASP application online. 
 

About this Business Process 

For further assistance in using the PageUp system, please contact HR on (07) 3735 4011 
and select option 4 or email: academicwork@griffith.edu.au. 
 
 
For assistance with Policy and Procedures, please contact HR Advisory Services.  

Arts, Education and Law:  hrael@griffith.edu.au 

Business:  hrabusiness@griffith.edu.au  

Health:  hrhealth@griffith.edu.au  

Sciences:  hrsciences@griffith.edu.au 

mailto:academicwork@griffith.edu.au
https://app.griffith.edu.au/phonebook/browse.php?level=4&id=Corporate+Services&id2=Human+Resource+Management&id3=HR+Client+Services
mailto:hrael@griffith.edu.au
mailto:hrabusiness@griffith.edu.au
mailto:hrhealth@griffith.edu.au
mailto:hrsciences@griffith.edu.au


 
 

Steps  

Step 1 Logging into the PageUp system 

Step 2 Navigating through the PageUp system and Bulk Compiling 

Step 3 Entering Assessment for the ASP Application 

 

Step 1 - Logging into the PageUp system 
Log into the Griffith Staff Portal using your Griffith ID and Password. 

 
 
Navigate to: 

 
 



 
 

Step 2 – Navigating through the PageUp system & Bulk 
compiling 
Once logged in you will land on the home screen of the PageUp system and will need to select 
“Review Applications” 

 
 

Select “View Applicants” from the list below you wish to review applications for: 

 
 
Select the person whom you wish to review the submission for: 

 
  



 
 

You can now select the document that you wish to view by clicking on “View PDF”. 

 
 

In order to Bulk compile the applicant’s documentation, select the action drop down list and 
select “Compile and Send” as per the below image: 

 
  



 
 

From the Bulk compile screen, select the documentation you wish to view or print: 

 
 

Once the relevant documentation has been selected, select Create PDF (located at the bottom 
of the Bulk compile screen). 

 
 
Once the bulk compile PDF has been created, click the Download Document link. 

 

Staff member’s review documentation will be compiled into a single PDF which can now be viewed or 
printed.. 



 
 

Step 3 - Entering Assessment for the ASP Application 
Select “Assess applicant” next to the applicant you wish to leave comments against: 

 
 

The following screen will appear: 

 
 

To score the employee ASP application: 

• Submit your assessment by selecting Yes, No or Maybe 

• Write a comment in the field box provided. If supporting the application, HoS/Ds need to 
advise what arrangements will be made to cover duties of applicant during absence. 

• In the comments section, the HoS/D will need to advise: 

o How provision will be made for carrying out the duties (including supervision of higher 
degree students, examinations and teaching) of the applicant during their absence. 

o If the applicant teaches in more than one element, have other Heads of Element 
been consulted? 

o What other academic staff will be/plan to be on ASP or leave without salary during the 
same calendar year? 

o Details of staff whose ASP is already requested and those seeking to take ASP during 
the same calendar year (name and dates of ASP period). 

o Other circumstances the Dean should be aware of?  

Select SUBMIT to save your score and recommendations: 
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You can now view your recommendations/comments on the “View Applicants” page: 
 

 
 

Further information 
Staff Portal Access: IT Service Centre 

Phone:  373 55555 

HR Information: AskHR webpage 

Email:   askhr@griffith.edu.au 

Phone:   373 54011 

https://app.secure.griffith.edu.au/SelfService/?REF=8A801029239BC38C57D73BE4C04BADD8ABEE0DFE1F05335733BFD3270003
https://intranet.secure.griffith.edu.au/university-administration/human-resource-management/ask-hr
mailto:askhr@griffith.edu.au
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