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PageUP: Creating An Offer Card (Faculty) 
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. 

 

10. Please complete the fields marked with an asterisk (*).  
a. Start date – First contracted work day. Check with the Provost’s office for 

the start date for each academic year. This must match the contract. 
b. Academic Rank – Be sure to select the academic rank the candidate will 

begin at. This may be different from the job posting if the candidate is 
granted years toward tenure or is hired as an Associate Professor. 

c. Tenure Track – select Yes or No 
d. Recommended Salary – enter the employee’s starting salary. 
e. Hours per week – 40 
f. Pay ID – select monthly for most all faculty.  
g. FOAP – Be sure the budget information is correct 
h. FOAP notes – please enter any required notes regarding the budget 

and/or any notes regarding credit toward tenure or reimbursement for 
moving expenses (if applicable).  
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11. Skip the Onboarding Section (you will use it in the future). 

 

12. Skip the Offer Progress Section (this will update on its own). 
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13. Scroll to Approval Process. 
14. Select the appropriate Approval Process for your position. 

a. Faculty – 1 Approver (includes VP/Provost) 
b. Faculty – 2 Approvers (includes (VP/Provost & Dean/Chief) 
c. Faculty – 3 Approvers (includes Supervisor/Director/Dept. Head, 

Dean/Chief & VP/Provost) 

 

15. Add users to open fields. You can enter their name or search by name. 
16. 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 
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17. A popup will ask you if you wish to continue. Click “OK.” 

 

18. To monitor the offer’s progress, log back in to the offer and scroll to the bottom. 

 

  


