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VIEW AND DISPOSITION APPLICANTS (Last Revised 3-2-2020)  

 

 

STEP 1:  A link to PageUp may be found on MyUAH, under Human Resources (right-side). Enter the system via the UAH Single Sign 
On screen. (If you have not gained access to the system, please complete the PageUp Access Request Form.)  You will enter the 
My Dashboard screen in PageUp. Click on the “Applications” box. 
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STEP 2:  Upon entering the Applications screen, you will note the applicants who have applied for your position and meet minimal 
requirements provided by your department. 
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STEP 3:  You may click “View” to see additional information on each applicant, including his/her résumé, application, and any other uploaded 
documents (such as the cover letter).   
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STEP 4:  Once you have reviewed the candidate, return to the Applications screen by clicking the “Close” button. If you do not wish to 
interview the applicant, you may change the Selection Criteria Outcome drop down box and select “Hiring Manager Résumé Review 
Unsuccessful”.  Please list a reason that the applicant’s résumé is insufficient. For all applicants that you interview and do not choose, change 
the Selection Criteria Outcome to “Hiring Manager Interviewed-Not Selected” and please provide a reason. For the applicant that you do 
select, change the Selection Criteria Outcome to “Hiring Manager Interviewed-Selected Candidate”. 
 
Notes: 

 It is required that a reason is provided for all applicants who are not the selected candidate. 

 Once you submit this page, you will not be able to go back and change the Selection Criteria Outcome of an applicant for whom you 

have already dispositioned. Therefore, it is recommended that you perform this function at the end of your interviewing process for all 

applicants. (You may disposition some applicants and return to disposition the remaining applicants at a later date. However, once a 

disposition is chosen in the Selection Criteria Outcome for a particular applicant, you will not be able to change it for that applicant. If 

you inadvertently disposition an applicant too soon, you may contact your assigned Talent Management Associate for assistance.) 
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STEP 5:  After you identify the selected candidate(s), your assigned Talent Management Associate will review your chosen candidate(s) and 
then begin the background and reference check processes. You may return to this screen, at any time, to check the status of your applicant 
through the duration of the process.  Additional statuses will identify if a background check is in process or complete, and when an offer has 
been extended, accepted, and when offer paperwork is complete. Throughout the process, your Talent Management Associate will contact 
you, via email or phone, when additional information is needed, and when confirming the terms of employment offer. 

 

 

 

CONGRATULATIONS! YOU HAVE VIEWED AND DISPOSITIONED APPLICANTS! 
 
Should you have any further questions, please contact your assigned Talent Management Associate. 

 

 
 
 
UAH Human Resources, Talent Management, jobs@uah.edu, (256) 824-6545 

mailto:jobs@uah.edu

