
Hiring Coordinator Reference Guide

How to Create a PARF in PageUp



To begin, log into PageUp by visiting:
https://msstate.pageuppeople.com

https://msstate.pageuppeople.com/


Complete the DUO login using your netID and password to enter 
PageUp.



Once you have logged into PageUp, select the hamburger icon in the 
upper left hand corner of the page as seen below.** Then select new 

job to begin.

** you may not see all these options.
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Once you have logged into PageUp, select the hamburger icon in the 
upper left hand corner of the page as seen below.** Then select new 

job to begin.

** you may not see all these options.



This is your start page to create your PARF.  



Position is where you enter the position number for the PARF 
you are creating.  If you do not know the position number, leave 
blank or search for it using the binocular icon to the right of the 

text box.  The eraser next to it is used to remove any position 
number entered into the box

This is your start page to create your PARF.  



Next select an appropriate template.



Template is where you select the PARF template to use for your 
posting.  Most of the available options are for support staff. If it 

is not a support staff position, you can select the appropriate 
option (faculty, intermittent, etc.…)

Next select an appropriate template.



Next select an appropriate template.



Next select an appropriate template.

Preview shows the 
template selected.



Next select an appropriate template.



Next select an appropriate template.

Select next to continue.
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new position.

Area of Specialization is 
utilized to designate specific 
expertise such as Biological 
Engineering, Chemistry, or 
others.  Typically used for 
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PARF number leave blank. The 
system will generate this for 
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New Job Page- Headcount Management

Position no. will auto populate 
based off your selection on 
the beginning page.

Type is a drop-down menu.  
Select from new or 
replacement.  Use 
replacement if you are refilling 
an existing position, otherwise 
select new.

The new and replacement 
boxes on the bottom right are 
used if you are needing 
multiple positions.  If you are 
only posting for one new 
hire/replacement leave empty.
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If this is a new position, select 
yes.  This step requires 
approval from your HRM 
generalist before moving 
forward.  Also, if any changes 
to the position were made 
contact your HRM generalist 
prior to posting. For faculty or 
existing positions with no 
changes, select no.
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Current/Previous incumbent 
name: if you are replacing an 
exiting employee enter their 
name here.  Otherwise, leave 
this blank.

Resignation Date: if you are 
replacing an exiting employee 
enter their resignation 
date/last day here.  
Otherwise, leave this blank.
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For this example we selected 
support staff.
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Division: Auto populates but if 
it fails to do so, select from 
the drop-down menu.

Department: Auto populates 
but if it fails to do so, select 
from the drop-down menu.

Recruitment Process: Here 
you select the position type 
utilizing the drop-down menu.  
For this example we selected 
support staff.

Department Profile: Entered 
by the department providing a 
brief description of the hiring 
department or unit.  
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Type of Posting: Utilize the 
drop-down menu to select the 
type of posting, for example 
external or internal.

Position Type: Utilize the 
drop-down menu to select the 
type of position, for example 
Regular Full-Time 12-month or 
rehired retiree.

FTE Percentage: Amount of 
time devoted to the position.  
If full-time enter 100.

If Time-Limited: If this 
position ends following a grant 
or is temporary, enter the date 
here.

Tenure Track Status: Utilize 
the drop-down menu to select 
whether the position is 
tenured, tenure-track, non-
tenure track, or N/A.

Anticipated Appt. Date: Date 
you anticipate this position 
being filled.



New Job Page- HRM

The HRM section is completed 
by the HRM generalist. Leave 
blank. If information does 
populate here, leave it as is.
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Joint appointment refers to if 
the position will be funded 
from two departments/units. 
Select yes if it is, no if only one 
source of funding is used. 

Is the position budgeted?  If 
so select yes from the drop 
down menu.

Amount budgeted is the 
salary you have budgeted for 
the position.  If it is not 
budgeted, leave blank.

Fiscal year for the budgeted 
amount.

Account Information and 
Comments refer to the Banner 
Account number for the 
funding source and any details 
you want to include about the 
funding. Typically comments 
are made if the position is not 
budgeted.

Restricted Clause typically 
refers to grant funded 
positions that are contingent 
on funding availability.  Select 
the appropriate choice 
depending on funding source.
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You have now submitted your PARF.

If you have questions, you can contact your HR Generalist or 

Paula Estes, Employment Services Coordinator.
Paula Estes pestes@hrm.msstate.edu

mailto:pestes@hrm.msstate.du

