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Final Candidate and Offer Process in PageUp 
Login to PageUp at www.gvsu.edu/hiring with GVSU Network Account 

 
The process to obtain approval to hire the final candidate and how to send the appointment 

letter to candidate to accept. 
 

Step 1: Preparing Offer Details 
This is the first step in obtaining the approval to hire the final candidate.  

**Verify with your Dean/AO’s Office prior to making changes whether they would prefer the 
search chair to complete this or the Assistant to the Dean/AO.** 

1. Go to the job card for the position you are updating and select applicant name.  

If you hover over the blue “i”, you will see candidates listed.  Here you will click on the candidates name 
you are looking to hire, and their applicant card will display.   

You can also get there by going to Jobs then click on applicants to the right of listed job title.  

  
2. In the applicant card, select their status and update to preparing offer details.  

Note: If you are moving a candidate to preparing offer details, they should have already gone through 
the necessary steps of interview pool approved and interviewing steps (pre-screen and/or interview 1). 
 
This will pop-up with the Confirm status change screen; it should be pre-populated with no selected for 
e-mailing applicant and yes for additional users from job.  

http://www.gvsu.edu/hiring
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Scroll down to see the pre-populated email template that will be sent to those selected in additional 
users from job; scroll to bottom and select move now to confirm the status change. 
  

 

3. Once you select move now, another screen should pop-up with the offer details.  The offer details 
will show the personal details section for the candidate whose offer is being processed at the top. 
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You will need to scroll down and enter applicable information into the sections noted below: 

Position Details: 
Note:  Employee Class is pre-populated, and Appointment End Date is for Adjunct positions. 
 

 

Selection Justification Form: 
Note:  Fill out Rationale in this section as well as their qualification information below.  The approved 
salary range will pre-populate if filled out on the job card/HAF and areas in red will be completed by HR 
compensation analyst (for AP & Faculty). 



 

4 
Updated January 2023 

 

  
 
Salary (AP & Faculty): 
Note:  The suggested starting salary is important to complete as this is the amount being approved or 
denied by the HR compensation analyst for the initial salary offer being provided to the candidate. 
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Faculty Qualifications Assurance Form:  Completed for Faculty Only 

 

Hourly: This section will be completed by HR for PSS and other hourly positions only. 
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Onboarding:  
The Background check form depends on the position: 

Position Type Onboarding form 
Faculty Onboarding – criminal background check (no driving or financial check) 
MGS Onboarding – criminal background check and driving check 
AP/PSS* Onboarding – criminal background check (if financial check is required, criminal background 

check and financial check) 
Public Safety* Onboarding – criminal background check and financial check (if financial check is required) 
Position Change Only or 
Internal Hire/Transfer 

No onboarding required 

*If you are unsure which process to choose, please contact your HR Generalist/Business Partner. 

 

The Supervisor/Onboarding delegate/Onboarding HR Admin will likely default to the HR 
Generalist/Business Partner and will need to be updated.  

- Supervisor/Unit Head – this will be the person completing performance reviews/supervisor 
- Onboarding delegate – this is optional. If you choose an Onboarding delegate, this person can 

assist the Supervisor with the Onboarding task list.  
- Onboarding HR Admin - HRO@gvsu.edu 

 
Offer Documents:  
This is where the appointment letter will be uploaded by your Dean/AO Office.  

 

mailto:HRO@gvsu.edu
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Approval Process:  
Choose an approval process depending on the type of position. 

i. AP & Faculty 
ii. Changes Only 

iii. Hourly 

 

Enter the appropriate person’s name into each step of the approval process.  
- You can use the magnifying glass to search, if needed.  
- HR Compensation should pre-populate with Rebecca Berrevoets and under Human Resources, 

you should list your HR Generalist/Business Partner.   
- If someone besides the Dean/AO is creating the offer, enter that person’s name into the 

Dean/Appointing Officer slot.  
- Click Save and close. This begins the approval process.  

 

Step 2: Uploading Appointment Letter and Other Documents 
The appointment letter templates are housed in the system or within your Dean/AO’s Office 
network files.   

1. Go to the applicant card for the person you are hiring and select Offer incomplete; this will pop up 
their Offer Card/Offer details.  
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The Dean or Appointing Officer’s Office will send the appointment letter and complete this step of 
the hiring process. The appointment letter is not sent to the candidate until the Approval Process is 

complete and the verbal offer has been made to the candidate. 

2. Scroll down the Offer Card until you see Offer documents and click Add document. 
 

3. Add your created appointment letter to the upload file. Leave the Document category as 
Appointment Letters and type the name of the document in the title field.  Use the format: 
Appointment Letter and Date.   

 
 
 
 
  
 
  
 
 
 

 
4. Click Save and close. The document will appear under Document header. 

Note: Adding Additional Documents 
- (FACULTY ONLY) Faculty Qualifications Assurance Form- Upload this form by adding to 

offer documents and changing the Document Category to Faculty Qualification.  
 
Note:  Making Changes to the Appointment Letter 

- Do not delete the old version(s) of the appointment letter(s) in the system. This may be the case 
when the candidate comes back with a counteroffer and updated letter is needed. We want the 
candidate to see that we have made the changes from the original letter to the revised copy.  

- If you upload a revised appointment letter, use this format: Revised Appointment Letter and 
Date 

 
 
 
   

 
 

Step 3: Sending the Appointment Letter to the Candidate 
 

 
  

 
 

1. Change candidate status from Verbal Offer by Dean/Appointing Offer to Verbal Offer Accepted 
– Letter Sent to Candidate.  
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If the candidate does not accept or declines the offer, the offer link needs to be removed.  
Please contact your HR Generalist/Business Partner 

 

2. You do not need to send an email to the candidate – the candidate will receive a system-
generated email. This email includes a link to the appointment letter and any other documents 
that you have attached to their offer card. 

5. Click Move now to confirm the status change.  
 

Step 4: Removing the Online Offer 
 


