Send Offer to Candidate

Once the offer letter has been approved by Human Resources and other
applicable approvers, you may extend the offer to the candidate. You can either
do this manually via paper, or the system allows you to send the offer letter

electronically.

1. Return to the applicant’ profile and click the status tab. You will see that the
offer letter has been approved. You also have the ability to click “Send Offer”.
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2. Once you click “Send Offer”, a send offer pop up will appear.
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3. There are various send methods that you can use. Offer letters can be sent
to the My Profile page for external candidates, via email, or via paper mail.
The “Other” tab enables you to record the date the offer is sent in the event
that none of the other send methods are used.

a. Candidate Profile - This option sends the offer to the My Tasks panel on
the candidate's My Profile page.

In the Instructions field, enter information regarding the offer. For
example, you may wish to indicate that the candidate can respond to
the offer via their My Profile page. The maximum character limit is 500.
The instructions appear for the candidate when they review the offer.

Click the “Send to Candidate Profile” button to submit the offer to the
candidate.

Once the offer is sent, you can resend the offer, either with the same
offer letter and attachments or with changes to these sections. The
Candidate Profile tab displays a Re-send to Candidate Profile button
that enables you to resend the offer. The last date on which the offer
was sent displays above the button. Note: If the version that is being
resent to the candidate is the same as the current version on the
candidate's My Profile page, then clicking Re-send to Candidate Profile
replaces the current version, even though it is the same version. A new
Sent date is recorded.

b. Email - The Email option enables you to email the offer to the
candidate.

In the Instructions field, enter instructions regarding the offer. For
example: Please review the attached letter. Please sign and date the
letter and return to the hiring manager.

Click Send Email to send the offer to the candidate. Any attachments in
the Additional Attachments field are included.

Once the offer is sent, you can resend the offer, either with the same
offer letter and attachments or with changes to these sections. The
Email tab displays a Re-send Email button that enables you to resend
the offer. The last date on which the offer was sent displays above the
button. Note: If the version that is being resent to the candidate is the

26 HR Partner Services — updated 4/6/2015



same as the current version on the candidate's My Profile page, then
clicking Re-send Email replaces the current version, even though it is
the same version. A new Sent date is recorded.

Paper Mail - The Paper Mail option enables you to create a record that
the offer is being sent via paper mail. The candidate's address from
their user record is pre-populated in the Paper Mail tab. If an address is
not available, then you can enter an address by clicking the Edit
Address link in upper-right corner. From this link, you can also edit the
pre-populated address. An address is not required. Note: Editing the
address does not affect the candidate's address on their user record.

In the Date Sent field, you must enter the date on which the offer will
be or was sent. Then, click Save to commit the date sent.

. Other - The Other option enables you to record the date an offer was or
will be sent to a candidate if you are not using any of the other send
methods. Enter a date in the Date Sent field, and then click Save to
commit the date sent.
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