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Overview/Description 
This document provides step-by-step instructions on how to Prepare Job Offer for Applicant 
accepting Job Offer.  
Prerequisite(s) 
N/A 

Instructions 
Navigate to Manager Self Service (MSS) to access the “Recruiting Alerts” tile or Browse 
Job Openings (or Search Job Openings) to Manage Job Opening and then Prepare Job 
Offer. 

Navigation 
Navigator > Recruiting > Browse Job Openings (or Search Job Openings) 

1. The Manage Job Opening page can be reached by clicking on the Open Jobs tile or 
using the above navigation.   
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2. Prepare Job Offer 

 
a. To Prepare Job Offer, on the appropriate applicant’s row, in the “Other 

Actions” column, click on “Recruiting Actions”, then “Prepare Job Offer”.  
 

                 
 

b. Fill out the required fields on the “Prepare Offer” page  
 

 
c. Click “Submit for Approval” 
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d. Once complete, you will receive notification that your Job Offer was accepted 
for approval. Click OK. 
 

 
 

e. Notice that the Applicant has been moved to the “Offer” tab 
 

 
 

f. From the “Prepare Job Offer” page, you can also “Edit Offer” or “Reject Offer”. 
Click on “Edit Offer” 
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g. This opens the original Job Offer.  You can make any applicable changes, then 
“Submit” again.  Choose the appropriate reason for the Offer Rejection from 
the drop-down menu, then click “Reject”. You will get a pop-up confirming 
you successfully rejected the offer.  Click OK.  The Applicant will now show up 
on the “Reject” tab. 
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h. The Applicant will now show up on the “Reject” tab. 

 

 
 

i. After Rejecting Offer, you will now have the opportunity to add a Revised Offer 
on the “Manage Job Offer” page.  Click “Add Revised Offer”, then follow steps 
“a-e” again. This creates an all new Job Offer. The Applicant will now show up 
on the “Offer” tab. 
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j. After the Job Offer is finalized – You may check the “Notify Applicant” box, 
choose to select an “Offer Letter” or Not, and post the Job Offer.  If you choose 
to continue without selecting an “Offer Letter”, the following Message will 
appear. 
 

 
 
 
 
 
 
 
 
 
 
 
 

k.  
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l. You will be asked to confirm and submit the Job Offer for the Applicant to 
review online. 
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m. The Applicant will receive a notification and will log on and check their 
notification folder.  The Applicant will review the offer details and accept or 
reject the Job Offer. The system also allows for Applicants to upload signed 
documents, etc. 
 

 
 
 
 
 
 
 
 
 

  


