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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@qriffith.edu.au
Business: hrabusiness@qriffith.edu.au
Health: hrhealth@qriffith.edu.au

Sciences: hrsciences@qriffith.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
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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.

Griffith Single Sign-On

Username

Password

login

Navigate to:

|
Staff portal

Supporting students

Staff portal

— o ¥ Supporting students
Wiork * Employment
Learning and teaching # Human Rezource System
Rezearch * AskHR

Worklist and reports * Pay and bank details

Finance
* Academic work at Griffith e
Library
Conditions and benefits
Compuiing Staff portal =
il * Staff development
Buildings and grounds VeI  Academic work ok Grifsth
[Parking, transport and travel B L

Fo nlicies and procedures :
D " * Academic Manager review
Community, welfare, recreation * Erok i

L e T Academic performance review
Safety, securty and amergency
Applications A ey * Academic studies program
PeopleTooks * Health, safety and wellbeing Bromotion

Organisational units * Recruiment resources * Review committee login e



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”

I\ Grifth

Recent items . o =

Welcome

POSITION REQUEST Raise a position
0 - Positions Open

CJFER) AR =TI =g TE=S

0 - Open Advertisements

REVIEW APPL'CATION? 12 - Positions requiring pane! raview

AREDINIMENIFAEERGVALS 0 - Appeointments awaiting your approval

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

Recent items e =
My panel jobs
Job number Date added Status Job title: User  Your role
501021 8Dec2014  Approved Performance Review 2015 - HRAEI Chairpersor \flg Applicants | View responses | View position
501042 9Dec2014  Approved Performance Review HRAEI Chairpersor View Applicants | View responses | View position
Select the person whom you wish to review the submission for:
Recent items . 0 =
Back
View Applicants
i G )
Performance Review 2015 -
First name Lastname Application status H Employment status Initial review score Comments
Review Finalised < Unscored View application | Assess applicant
Review Finalised @ Unscored View aihaatmm Assess applicant

Records 1to 2 of 2
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You can now select the document that you wish to view by clicking on “View PDF”.

& 17| Actons -

You are viewing this applicant's application for the job Only information related to this application will be shown.
Address:
Phone:
Mobile:
E-mail: Gender:
Birth date: Nationality:

Original source:

Applications
Review Finalised No offer [ Actions [ |
#501021 Status changed 10 Jun 2015 Form

History

ttem: [ All v dob: [AN >
Date & time: Itlem

[ Tuesday, 3 Mar 2015, 10:00am Research Performance (My Publications): PUBLICATIONS docx Size: 36kb View PDF
System

[ Tuesday, 3 Mar 2015, 9:39am Academic Staff Review and Plan: 2015 Academic Staff Review and Plan.docx Size: 75kb View PDF
Systemn

ﬁ Tuesday, 3 Mar 2015, 10:00am Score: 0.00 View

[ Thursday, 26 Feb 2015, 12:24pm Academic Staff Review and Plan: 2014 Signed ASPR.pdf Size: 868kb View PDF
System

[ Thursday, 26 Feb 2015, 12:23pm Summary of Teaching Evidence (SET/SEC): 02,14 SETS,SECS pdf Size: 1223kb View PDF
Systemn

[ Thursday, 26 Feb 2015, 12:23pm Academic Portfolio: Academic Portfolio 2015.docx Size: 111kb View PDF
System

Show all records

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:

& | = | Actions «

You are viewing this applicant’s application for the job Only information related to this application will be shown
Address
Phone:
Mobile:
E-mail Gender:
Birth date Mationality

Original source:

Applications
Review Finalised No offer [ Actions [ =]
#501021 Status changed 10 Jun 2015 Compile and send Form
Offer details
View references
B Undisclose application
History £
item: [ Al ~ ] dob: [ AN ~
Date & time Ilem
[§ Tuesday, 3 Mar 2015, 10:00am Research Performance (My Publications): PUBLICATIONS docx Size: 36kb View PDF
System
[ Tuesday, 3 Mar 2015, 9:39am Academic Staff Review and Plan: 2015 Academic Staff Review and Plan docx Size: 75kb View PDF
System
Tuesday, 3 Mar 2015, 10:00am Score: 0.00 WView
[ Thursday, 26 Feb 2015, 12:24pm Academic Staff Review and Plan: 2014 Signed ASPR.pdf Size: 868kb View PDF
System
[ Thursday, 26 Feb 2015, 12:23pm Summary of Teaching Evidence (SET/SEC): 02,14 SETS SECS pdf Size: 1223kb View PDF
System
[§ Thursday, 26 Feb 2015, 12:23pm Academic Portfolio: Academic Portfolio 2015.docx Size: 111kb View PDF

System



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

Wy Sriffith

Bulk compile

Bulk action ststus: | & 1 Applicant & Complete

You have selected one applicant to compile documents for, please select the documents
you would like to include.

Application details

Applicant personal details
Application form

Application notes

Ll

Completed reference check forms

Applicant documents

Academic Portfalio

Academic Promotion Application Form and Checklist
Academic Staff Review and Plan

Academic Studies Program (ASF)

Academic Supervisor's Report/Head of School Comment
Academic Transcript

Additional Information

B e ] s (R [

Copies of Best Papers

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

Print options

[ Format for double-sy

Create PDF ‘ Cancel ‘

’_ ’_ ’_ ’_ ’_ ’_ & Internet | 100%

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

Download or send document

Bulk action status: | T 1 applicant » Complete |

I To download the document, right click on the link below and select 'Save Target as',
Mote: Ta send the document it is not necessary to download the document below.,
The docurnent will be sent as an attachment with the cormmunication below.

T L

: e Exats
I Ciownload document (32,6 kb I

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:

CEE)

Back

Recent items .. (i ] |E|

View Applicants

Performance Review 2015 -

First name Last name Application status n Employment status. nitial review score Comments
Review Finalised L4 Unscored View application | Assess applicant
Review Finalised & Unscored View application Aast;ﬁmlicam
Records 110 2 of 2
Page 1 of 1

The following screen will appear:

/- PageUp People - - Windows Internct Explorer i =10l =]
P https:/ Biprovider Managelobs EditScore. aspx7=Data =L 4026V 18P FMIVTGoatWrDMagiQz58Rk |& E
Job title: Lecturer, Bachelor of Medicine {453700)
Applicant name: Jim Addock

Recruitment step fYes No Maybe Binscored fJComments
New application & O O L@ Strong Application, relevant qualities and experience for leadership role

inuat, pageuppeople. com

Submit | Cancel | Spell check |

Done [T T T T [@mtemnet [Fa - [R5 -

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 duringabsence.

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

0 How provision will be made for carrying out the duties (including supervision of higher
degree students, examinationsand teaching) of the applicant during theirabsence.

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

0 What other academic staff will be/plan to be on ASP or leave without salary during the
same calendaryear?

0 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).
0 Other circumstances the Dean should be aware of?

Select SUBMIT to save your score and recommendations:



HRM User Guides

/= PageUp People - - Windows Internet Explorer

| P https:Hadminuat.pagemenple‘mﬂfvﬁ.3!Dro\riderﬂdanageJobstditScore.ascrx?sData=L4qZGV3ﬁPxFMIvTGu6t'NrDMgiQ258Rk
Job title: Lecturer, Bachelor of Medicine (453700)
Applicant name:  Jim Addock

Recruitment step Yes Mo MMaybe Unscored Comments

New application - O A L) Strong Application, relevant qualities and experience for leadership role ;I

| Cancel | Spell check |

[ [ [@meme [Fa~ [Fww =

H

You can now view your recommendations/comments on the “View Applicants” page:

/- PageUp People - - Windows Internet Explorer
P https:Hadmlnuat.pagetmeeple‘mfv5.3JprovlderManageJobstdnﬁcore.ascrx?sData=L4q26V31ﬁPxFMIvTGq6tWrDMg|QzSSRk

Job title: Lecturer, Bachelor of Medicine {433700)
Applicant name:  Jim Addock

Recruitment step ¥Yes Mo Maybe Unscored Comments

New application ® O O o Strong Application, relevant qualities and experience for leadership role ;I

| Cancel | Spell check |

[pone [ [@memet [Ph - [Ros% -
Further information
Staff Portal Access: IT Service Centre
Phone: 373 55555
HR Information: AskHR webpage
Email: askhr@qriffith.edu.au
Phone: 37354011
8|Page

Date Created: 5 June 2017


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

	Brief Document Description
	About this Business Process
	Step 1 - Logging into the PageUp system
	Step 2 – Navigating through the PageUp system & Bulk compiling
	Step 3 - Entering Assessment for the ASP Application
	Further information


	Steps

