
Offer Process Guide 
 

Preparing the Offer  
 
Move applicant Finalist to status “Verbal Offer (Prepare Offer).”   

 
 
Select “Next” to review status change detail in pop-up window. 
 
Available edits 
 
Communications sent: 
 
Email applicant (selections available): 
 Yes – Edit email as needed 
 No – No email is sent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Additional users from job (selections available): 
 Yes – To send a communication. 

• Select listed users from job and/or offer.  
• Manually add an email recipient in “Other additional users” field.  
• Edit email as needed 

 
 No – No communication is sent. 
 

 
 
Applicant notes can be added in lieu of sending an email. Type notes into Note text box. 



 
 
If an automatic job status change is set against an applicant status, the user has the option to override the job status 
change. Select No to not move the job status. 
 

 
 
After confirming status change details, click Move Now. 
 
The next window will populate the Offer Details screen.  Navigate down the screen completing all necessary and 
required (*) fields starting at the Offer Details section. 
 
Select the position that will be filled for current offer. 

 
 
Offer Details 

1. Working Title: *autopopulated 
2. State Role Title: Job Code Title 
3. Start date: Hire date 
4. Day One Reporting Date: First day to report to work 
5. Day One Reporting Time: Time to arrive  
6. Offer Signed By: *agency discretion  

 



 
 
Salary details 

1. Annual salary: Employee salary 
2. Semi Monthly Pay: Standard semi-monthly pay for listed salary 
3. Hourly Pay rate: Use only for wage/hourly hires 

 

 
 
Onboarding details 

1. Working Title: Agency unique title  
2. Onboarding Form:  New hire form 
3. Onboarding Workflow:  Select 

option to use “Onboarding” 
module or “no onboarding” 

4. Reports to Manager:  
Manager/Supervisor the new hire 
is reporting to. 

5. HR Rep/Onboarding Delegate:  
Agency HR Rep who will be 
responsible for overseeing 
onboarding process. 

6. HR Rep/Onboarding Delegate 2:  
Secondary agency HR Rep who will 
be responsible for overseeing 
onboarding process (if applicable) 

 
 
 
 



Offer Progress 
DO NOT fill in this section. It will be auto populated. 
 
Offer Documents 

1. Select Add Document.  
2. In pop-up window, select Upload file. Choose documents as appropriate (agency offer letter). * 
3. Save. 

 
 
*NOTE: Multiple documents can be added to offer 
 

Once the offer details are complete, scroll to the Approval Process section to begin the approval process. 
 
Select the Offer Approval Process and designate the appropriate offer approver. 

 
 
Click Save and Close to begin the approval process.   
 
NOTE: Further action cannot be taken until the approver has reviewed and approved the offer. 



 
 
Approver will receive an email notifying them that the offer is awaiting their approval 
 

 
 
Sending an Online Offer (Offer Letter) 

1. Once the offer has been approved, the Originator (as designated in the Approval process section) will receive a 
notification via email.   

 



 
2. To send the formal offer letter to the applicant, navigate to the applicable job. 

 
3. Navigate to finalist and move status to “Online Offer Made” of the candidate that is receiving the offer. 

 
4. A default communication 

is triggered and sent to 
the finalist for this status 
change. The email 
provides all details for 
how the log into the 
online applicant account 
to review the offer 
documents and formally 
accept/ decline the offer.  
 
Once action has been 
taken, a notification will 
trigger advising if the 
applicant has accepted or 
declined the online offer. 

 
 
 
 
 


