ELON | Human Resources PageUp Quick Guide

How to Create a Search Committee

All job requisitions must be generated from an approved position description.

1.

2.
3.

Select a Recruit for Position (blue text) to the right of the identified, approved position description.

Position Description

Fill in the requisition details in the sections.
Complete the following details in the SEARCH COMMITTEE DETAILS section:

SEARCH COMMITTEE DETAILS

1.
2.

Type the name of the Search Committee Chair in the text field.

Click on the magnifying glass ( @ ) to search for that user. An email address will populate the blue box beneath the Search Committee Chair's
name when the user is found. Use the magnifying glass to help you easily search for Elon employees.

To add Search Committee Members, click the Add Search Committee Member button. Please remember to allow pop-ups within your
browser, because this action causes a pop-up window to appear.

In the pop-up window, conduct a search of PageUp users to add an individual as a search committee member by entering search criteria and
clicking the Search button.

Once you locate a search committee member’s name, click Add (blue text) to the right of the name. This will add the name to the SEARCH
COMMITTEE DETAILS section. You can search and add multiple times within the same window.

Reach out to HR's Compensation and Recruitment Team (compandrecruitment@elon.edu) to add external users to search committees.

Once you are finished, click Done at the bottom left corner of the pop-up window to close the window. PageUp will remain open.

To remove search committee members, click on Remove (blue text) to the right of the search committee member’s name. You also have the
option to Remove all.
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