
Your Talent Acquisition 
Strategic Partner is sent an 

email notification and may do 
follow-up with the department

Move most qualified candidates  
statuses to Reference Check, 
perform reference checks

Screen applicant pool, identify 
qualified candidates

Conduct phone/video 
interviews, identify more 

qualified candidates 

Managing Applications and Offers Flowchart

Disclaimer: This flowchart is a standard guideline for 
managing applications and offers. Talent Acquisition 
understands that the process may vary by college, unit or 
position and will collaborate with you to find appropriate 
adjustments if needed.

Move statuses of applicants 
who do not meet minimum 
requirements to Interview 

Panel/ Hiring Manager Review 
Unsuccessful or Search 

Committee Review Unsuccessful

Move most qualified 
candidates  statuses to 

Recommend for Hire, inform 
hiring manager, hiring manager 

makes final decision

Create In Person Interview 
Event, invite candidates for 
interviews  by moving their 

statuses to In Person Interview 
Event Booking

Move statuses of candidates 
who are no longer under 

consideration to Phone/Video 
Interview Unsuccessful

Move statuses of candidates 
who are no longer under 
consideration to In Person 

Interview Unsuccessful

Use search committee PageUp 
screening tool OR upload paper 

screenings to the requisition 
Documents tab

Create Phone/Video Interview 
Event, invite candidates for 
interviews by moving their 
statuses to Phone/Video 
Interview Event Booking

Conduct in person interviews, 
identify the most qualified 

candidates

Candidate DECLINES Candidate ACCEPTS

Move candidate s status to 
Verbal Offer Accepted. Prepare 
Offer Card to complete offer 

card – STOP HERE!

Make verbal offer to the 
candidate and other offer 

negotiations

Identify next most qualified 
candidate

Move candidate s status to 
Offer Declined

ALL other applicants  statuses 
MUST be moved at this point

Talent Acquisition takes over the 
remainder of the PageUp 

process

Background check is NOT 
needed

Background check is needed

Your Talent Acquisition 
Strategic Partner will initiate 
the background check and 
notify the dept. when the 

results come back

Your Talent Acquisition 
Strategic Partner will move the 
candidate to the final statuses, 

forward the contract for 
approval, and close out the 

search

Offer letter AND contract (if 
applicable) MUST be uploaded 

to the Offer Card

Your Talent Acquisition 
Strategic Partner will move the 
candidate to the final statuses, 

forward the contract for 
approval, and close out the 

search

Search Chair act ions

Search Chair or 
Hiring Manager 

actions

Hiring Manager or 
HR Liaison actions

Talent Acquisit ion 
actions

Key

Search Chair notes 
and reminders

Search Chair or 
Hiring Manager 

notes and reminders

Hiring Manager or 
HR Liaison notes 

and reminders

Direction of flow Note or reminder

PageUp Instruction Guides

Hiring Tools

Hiring Resources

Links

Chair, Hiring 
Manager or HR 
Liaison Act ions
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Policies and Procedures Manual

Create or update Position 
Description (PD), submit for 

approval
Unclassified and USS

Faculty

Create requisition, establish 
search committee/interview 
panel, submit for approval 

PD must be approved before 
moving forward

Utilize the Behavioral Interview 
Guides built in PageUp to create 

a structured interview 
questions to identify most 

qualified candidates

Your Talent Acquisition 
Strategic Partner sends a Hiring 
Manager Feedback Survey that 

will be used for continues 
improvement initiatives

Upload paper interview notes 
to the requisition Documents 

tab

Reference Check status will 
auto-send electronic reference 
checks for faculty recruitments 
but not for unclassified or USS 

recruitments

Contact your Talent Acquisition 
Strategic Partner to send 

electronic reference checks in 
PageUp for unclassified or USS 

recruitments

Search committee/interview 
panel completes required 

online trainings

http://www.k-state.edu/hcs/tools/managers/recruitment/ats/
http://www.k-state.edu/hcs/tools/managers/recruitment/tools/index.html
http://www.k-state.edu/hcs/tools/managers/recruitment/resources/index.html
http://www.k-state.edu/hcs/policies/ppm/index.html
http://www.k-state.edu/hcs/tools/managers/recruitment/ats/PageUp-CreatingaPositionDescription-NewUserTrainingGuideV3.pdf
http://www.k-state.edu/hcs/tools/managers/recruitment/ats/
https://www.k-state.edu/hcs/time-comp/compensation/position-descriptions.html
https://www.k-state.edu/hcs/tools/managers/recruitment/tools/index.html
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/scheduling-interviews-v2.pdf
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/behavioral-interview-guide-v2.pdf
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/scheduling-interviews-v2.pdf
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/behavioral-interview-guide-v2.pdf
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/scheduling-interviews-v2.pdf
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/scheduling-interviews-v2.pdf
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/managing-applicants-v3.pdf
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/managing-applicants-v3.pdf
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/managing-offers-v9.pdf
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/managing-offers-v9.pdf
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/job-requisitions-v3.pdf
https://www.k-state.edu/hr/tools/managers/recruitment/ats/pageup_guides/job-requisitions-v3.pdf
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