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PageUP: Creating An Offer Card (Graduate Student) 
1. Login to your MyJaxState account. 

 

2. Select the Human Resources card 
• You may have to search in Discover More for the card.  
• You can bookmark it for later use. 
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3. Select Talent Management System (PageUP) 

 

4. Click on your “Team jobs open” OR click on “Jobs” from the PageUP navigation 
bar at the top of the screen. 

 

 

5. Find your job in the list. 
6. Select Review Applications (on the right) 

7. Find the candidate in the list of applicants. 
a. This may be in the Progress Board view or List view. 
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8. Click on the candidate’s name to bring up their Applicant Details page. 
9. Click on the “no offer” link. 
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10. Please complete the fields marked with an asterisk (*).  

11. Skip the Offer Progress Section (this will update on its own). 

 

12. Scroll to Approval Process. 
13. Select Graduate Assistantship for the Approval Process. 
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14. Add users to open fields. You can enter their name or search by name. 

15. When you are done: 
a. Save and close: closes Offer Card and emails first approver 
b. Save: emails first approver 
c. Cancel: cancels the offer card 

16. A popup will ask you if you wish to continue. Click “OK”. 
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17. To monitor the offer’s progress, log back in to the offer and scroll to the bottom. 

 


