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Search Committee Member - User Guide 

If granted search committee access, you will be able to review applicants and log a 

recommendation for each. 

What you need to 
do 

What you will see 

STEP 1:  Go to the Search 
Committee 

From your dashboard in 
PageUp, navigate to the 
Search committee review 
bubble. 

 

Click on the jobs requiring 
panel review link.  

 

STEP 2:  Find applicable 
requisition that requires 
your application review. 

You will be presented with a 
listing of requisitions (jobs) 
that you are on the search 
committee for. 

From the row of the 
applicable job, click View 
Applicants. 
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STEP 3:  Review applicant’s 
resumes, cover letters and 
other documents.  

 

You will be taken to a listing 
of all applicants for that job.   

Check off the box next to 
the applicant’s name.  

 

 

STEP 3.1:  

Click Bulk compile and send 
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What you need 
to do 

What you will see 

STEP 3.2:  

Select the documents you 

would like to review.  

 

Available options are: 

• Cover letter 

• Resume 

• Other – Recruiter 
(these are any additional 

documents the applicant 

wished to submit) 

 

 

Click Create PDF 

 

STEP 3.3: Review 
applicant’s resumes, 
cover letters and other 
documents 

You will see a pop-up box 
that alerts you on the 
progression of the 
download. 

If any issues arise, it will 
tell you on this screen. 

If successful, it will take 
you to the screen in Step 
3.4 

Documents downloading screen: 
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STEP 3.4: Download or 
email compiled applicant 
documents 

 

After successfully 
compiling the documents, 
you can review the 
documents. 

 

Option 1: Click Download 
document. This will 
download the PDF onto 
your computer. Locate 
and review as needed. 

 

Option 2: Send compiled 
document to an email 
address.  

Input name of email 
recipient in USER field. 

Input Subject line. 

Update body of email, if 
needed. 

Click Okay. Email will be 
sent. 

**If document is too large, 
your computer/email 
configuration may not 
allow you to send the 
document. 
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STEP 4: Review applicants 
at your own will.  

 

 

STEP 5: Log your 
recommendation for each 
applicant. (This will only be 

viewable by the search 
committee chairperson and 
supervisor listed on the 
requisition.) 

Highlight the name of the 
applicant (this is shown in 
blue). 

Select your overall 
recommendation from the 
drop-down menu. 

 

Click Save and next 

 

Click Close when done 
rating applicants. 

 


