
 

HOW TO EXTEND AN OFFER LETTER 
Select View job details and review compensation range to ensure job offer is within the range 
posted 

 

 

 

From the candidate dashboard for your position find the candidate you are requesting to send 
an offer letter and select progress for the candidate to request an offer approval 

 

 

 

 

 

 

 



 

Select move now 

 

 

 

 

 

 

 



 

Select Request offer approval 

 

Select individuals in your department you want to send the email notification to in the 
Additional users from job and Additional users from offer. You may add another person to 
receive the email in the other additional users field 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



Select move now at the bottom of the page now you may complete the offer card and create 
an offer letter 

 

Current or previous employee details enter the name of the candidate you are creating the 
offer letter for  

Approval Status you can see here the approval us pending 

 



 

 

 



 

Start Date enter anticipated start date 

End date if applicable most positions will not include this field 

Enter the appropriate compensation amount based on the position posting, for salaried 
positions complete the annual salary field, for hourly positions, complete the hourly pay rate. 

 

NOTE Position Title if the position is on a CDP, please be sure to specify the level at which the 
candidate will be starting. (i.e. change the title from Groundskeeper I-IV to Groundskeeper III if 
the candidate is starting at the III level)  

Complete the rest of the fields. 



 

 



 



 

Select the appropriate number of approvers for your department/division 

 



 

 

Enter the appropriate approvers into the approval workflow 

NOTE Jobs Account HR User will always be the final approver 

 

 

 

 

 

 

 

 



Select add document to upload an offer letter created outside the system or select merge 
document to merge fields and generate an offer letter 

 

Select the appropriate offer letter template and select merge 

 

The offer letter will appear in the Application documents section; select view and review. Once 
the offer letter has been reviewed select save to submit offer letter for approval 

NOTE: If the candidate negotiates for a different start date, offer amount or other item you may 
edit the fields, re-merge the document and send another offer.  

NOTE: Should the candidate decline, you may extend an offer to another candidate from the 
pool however, a new position will need to be added to the offer card. The candidate’s decline of 
the original offer will be tracked for reporting purposes.   

 



 


