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How to Create a New Job Posting without a Position Number 

Log into PageUp 

Navigate to the hamburger menu (top left) 

 
 

Select New Job 
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On the next page “Select a Job Template/Position Number”:  leave blank and hit Next

 

 

Fill out as much as possible about the new job under requisition information 
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Under Number of Openings, please select a new position. 

 

 

 

 

 

If you are recruiting for a pooled position or multiple roles under one posting, list them in the 
Number of Openings by selected add more. 

  

 

Under Position Details fill out as much as possible.  Anything with a * will be required 
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At the bottom of the Position Details section select the type of  
recruitment process you are hiring for  

 

  



 
 

PageUp Training Materials  
 

  
Under Search Committee Details you will be asked if you are using a committee for this 

position. If you are, please indicate that and select the Search Chair. To add additional search 
members, select the Add Search Committee Member button to add members  

  
  
 

All faculty jobs must complete the Additional Fields for Faculty section. This is not required 
for any other employee type.

  
  

Under Posting Details, enter the position summary description. 
  

Please review the other areas for accuracy and enter the name of the contact person for the 
job posting  
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In the next section, you will complete the Advertising Details. If you have a review date, 

please enter it here as well as position type and location. 

 

 

 
 
 
 
 
 
 

To add documents that you’d like to request from the applicant click the drop down and 
select General Application Form 

  
Then after select that click on Customize for job 
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Then select the Question Library 
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Then under Pages select Application Required Documents 
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Then select the documents that you would like to have the applicant attached. 
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Once you have added all the documents you’d like, you’ll hit save. Then you’ll be able to 
access the questions again and determine if they need to be mandatory. Select Edit 

Please Note: A Resume is already pre-selected as a requirement  
 

 
  
 
Then mark yes as mandatory for the ones you require. For Optional you can leave it as no and 

still add the document requested. 
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Then select save again. 
 

You’ll then see that it as updated your posting and will now list the Application as General 
Application with your job number 

   

 

Then click Generate Description 

 
 

Your position will generate in the box for review of what will be published to 
 the EKU Career site 
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If there is another department user that will need access to this job please enter it in the 
Departmental User field 

  
Please select the approval process that is related to your position 

  
  
  

Then select the users that will need to approve this  

  
  

You will then have your HR Representative, select your HR rep. If you do not know who to 
select please visit https://hr.eku.edu/hr-rep 

  

https://hr.eku.edu/hr-rep
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Then select Pending approval as the Status 

  
Then select Save at the bottom of the page to move it to the first approver 

 
 

 

 


