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Apply for a Position (Candidate View): 

 

View Job 

Regular Payroll jobs are posted online on the UConn Careers page (jobs.uconn.edu). Applicants peruse jobs and click the 
Apply now link in the job to create an application. 

Special Payroll candidates are sent a link from the department to apply for the special payroll job and the jobs are not 
publicly posted on the UConn Careers page (jobs.uconn.edu). The link is listed in the SP job under Notes/Documents. 
Applicants navigate to the link provided. 

 

NEW APPLICANT PROFILE – NO PROFILE IN PAGEUP 

Create an Applicant Profile 

The first time an applicant applies in PageUp, a profile must be created by entering an email address. The email address 
can be a personal or work email. The candidate also must agree to the privacy notice which is available by clicking the 
Privacy Notice Link and Next.  

Note: If the applicant has applied in the past, they use the same email address as in the previous application. (See 
section for Returning Applicants and the end of this document.) 
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Document Upload for New Profile: Applicant uploads their resume file and the system parses the information and pre-
populate some of the profile fields. 

 

 

Personal Details: The example profile was successfully pre-filled as noted in the top banner. The applicant must fill in 
the remaining required fields (marked with an asterisk), then click Save and Continue. 
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Personal Details Fields: Remaining required fields must be entered prior to moving forward. 
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Education: Highest Level of Education is selected from the drop down menu, and then click Continue. 

 

Image note: Applicants can navigate back/forward in the application by clicking the section link at the top listed as Save and jump to:  

 

Note: Additional fields may displayed based on the selected Type of Education. 

 

College/University Graduate    Vocational Studies 

  

 

High School or equivalent 
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Application Materials - Document Uploads:  The fields displayed for the document uploads are dependent on the type 
of application selected in the job. Special Payroll jobs default with the general Application. Regular Payroll jobs display as 
either the general Application or the Detailed Application. 

 

Application Example: Resume Upload is required. Applicants have the option to add additional documents as needed. 

 

 

 

Detailed Application Example: Three uploads are required – Resume/CV Upload, Cover Letter Upload, and Contact 
Information For Professional References. Applicants have the option to add additional documents as needed. 
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Additional Document for Application: When the application selects yes for additional documents, they then select the 
number of additional documents. The upload fields display. 
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Special Payroll Compliance Questions: Special Payroll jobs display the below UConn Compliance Questions and the 
fields are required.  

 

 

For compliance question(s) marked with a Yes response, additional applicable fields are required: 

 

 

 

 

 

 

 

–– 
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Voluntary Forms: The following forms/fields are voluntary and applicants can check the selections as applicable, or 
leave blank and continue through the application. 
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Voluntary Forms (continued) 
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Voluntary Forms (continued) 
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Submit Application: If any mandatory fields were missed, the system notes the missing fields in the red banner. The 
applicant must fill in the fields prior to submitting. 

 

 

 

Saved Application: Applicants can save their applications and display in the portal as Incomplete Applications. Using the 
Complete Application button returns to the application page for further editing and submission. 
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Submitted Application: A submission confirmation displays on the page and applicants can view under the Submitted 
Applications section on the portal. 

 

 

 

 

 

Applicants can Withdraw their submitted application – once withdrawn, the applicant cannot undo. Applicants can 
reapply when the job is actively posted. 
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RETURNING APPLICANT PROFILE –PROFILE CREATED FOR PRIOR APPLICATION 

 

Returning Applicant Profile: Returning applicants applying for another job, log in using the email address and password 
used for the prior application. The Profile, Education pages display for updates, then save and continue. 
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Create Application: Returning applicants complete the remaining fields including additional attachments, voluntary 
forms. 

 

 

 

 

Document Uploads for Returning Applicants: The applicant is required to either use the most recently used resume or 
upload a new file. To select the most recent saved in the system, the applicants clicks Most Recent Resume button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continue Application to Submit: The remaining application sections follow the same steps as new applicants beginning 
on page 5 of this document. 

 


