How to Update Task Completion in PageUp

Login to PageUp at www.gvsu.edu/hiring with GVSU Network Account

Note: To check the task completion status for an employee, you must be listed as their
onboarding delegate to have access. Assigning of an onboarding delegate is done within the
candidates offer card.

Offer details

Step Level:

Grade:

Probationary
End Date:

Senierity Date:
ONBOARDING

Backgmun(jk Onboarding - criminal background check and driving check A
check form:
Onboarding
workflow:* EAP v
Supevisor/ oo
Unit Head: Q2

i hing

Onboarding
delegate:

Step 1: Check New Hire Tasks

To check tasks needing to be completed, click on the “New hire tasks” under Manager Activities
on your dashboard.
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http://www.gvsu.edu/hiring

Step 2: Task Selection Details

You can pull information by employee or by the type of document you want to check on. You
will only see employees that are assigned to you as their onboarding delegate.

To view a specific task, check the task you are wanting to see and press search, it will pull up all
the employees that have that task to complete.

To view a specific employee and the status of all their tasks, click “View all tasks”.
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Step 3: Send Reminders

To send a reminder to an employee to complete a task, press Notify updates, this will pop up
with the window below to send an email to the employee.

Note: **Human Resources Only** tasks can only be updated by an HR representative.
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Notify updates email:

Email employee

Subject”

ONBOARDING task updated
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Hi -
Some tasks in your Onboarding Pertal have been updated or changed.

Plaase login to review the updates.

Cancel
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