SuccessFactors How-To

Accept an Offer

Overview

When you are the successful candidate for a job posting, the hiring manager will document the terms of your job offer.

HR Shared Services will then create an electronic offer letter and sent it to you by email.

The email contains a link to the offer letter and provides instructions for viewing and accepting or declining the job offer,

or sending a message to the hiring manager (e.g. if you have a question about the terms of your offer).

Procedure
From the email notification,

1. Click the View/Accept Offer link.

Example email:

Congratulations on being the successful candidate in our search to fill the position of Job Title, Job name
and requisition # at Site Location. We are extending you an offer of employment.
Please respond within three days, following the instructions below:

+ Review your offer carefully, checking the start date, vacation entitlement, salary, work location, etc.
Do not accept your offer letter if it contains outdated or incorrect information.

to explain your requested changes. You will be contacted for further discussion or sent an email with
an updated letter of offer.

+ To decline your offer, select “Decline Offer” and provide your reason in the comment box. Click on
the Decline Offer button

« To accept your offer, select “Accept Offer”.

View/Accept Offer

For detailed instructions with screen shots, click here.

a message soon asking you to complete a few ‘onboarding’ steps before you begin work in your new
position.

Regards,
HR Shared Services

Subject: FW: Offer of Employment
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Dear Jane,

« To request updates or corrections to the offer, select “Email Recruiter” and use the automated email

After you have accepted your offer, please continue to check your email regularly. We will send you

Note: You will be prompted to sign into SuccessFactors using your network ID and password.
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The My Offers screen appears and displays your offer letter.
2. Review the details of your offer and click one of the options on the right side of the screen:

o Accept Offer: accept the terms of the offer.
o Decline Offer: decline the terms of the offer.

e Email Recruiter: send an email to the hiring manager (e.g. a question about the offer).

Refer to the examples on the next page for details on each selection.

- SAP SuccessFactors Q)
My Offers
My Offers .
Administrative Manager Req (2880) - Pending Oferteter (™ I
Location understand and agree to the

terms of this offer

Offer Date  02/08/2018

Decline Offer

Offer Letter & Print & Download Email Recruiter

Winnipeg Regional Office régional de la : or 3
Health Authority  santé de Winnipeg E ba nitoba)

Caring for Health A I'écoute de notre santé 138 2K6 CANADA

Private and Confidential
02/06/2018

Dear

We are very pleased to offer you the position of Administrative Manager Req # 2580

Position Details

Start Date 01/22/2018 Hourly Salary el 5

Status Full-Time Equivalent I
FTE)

|Anticipated Shift Vacation Pay (paid each pay T
lperiod on hour worked)

Employee Group IAnnual Base Hours (part- |
ftime employees are prorated based
fon their FTE}

‘You may be eligible for an academic allowance under the terms of your collective agreement. If you wish to be considered for the
allowance, you must provide proof of your eligibility by submitting your original certificate(s), diploma(s) and/or degree(s) for verification at
the time of hire to Human Resources Shared Services (HRSS) located at 5th floor — 300 Carlton Street. The Academic Allowance will
not be paid retroactively if documentation is not provided at the time of hire.
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Accept Offer:

Accept Offer

If you click Accept Offer, a system-generated email notification will be sent to
the hiring manager to indicate that you have accepted.

Decline Offer:

Decline Offer

* Comment

Decline Offer

If you click Decline Offer, you will be prompted to enter a comment in the
Comment field about why you are declining the offer.

Click Decline Offer under the Comment field after you enter your comment. A
system-generated email notification will be sent to the hiring manager to
indicate that you have declined the offer, including the comment you entered.

Email Recruiter:

Email Recruiter

If you click Email Recruiter, you will be prompted to enter an email message.

Enter your message in the Email Content field.

Email Recruiter

Click Send when you are finished. The email will be

*Subject

Administrative Manager (2580)

sent to the hiring manager with your message.

*Email Content
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After you click/complete an option, the screen displays a message indicating whether you accepted, declined, or emailed
the recruiter, along with the date the action was taken.

Note: In the example below, the offer was accepted. This information is recorded in SuccessFactors and can be
displayed by users with access to the corresponding job requisition.

Careers Q Search for actions or people L":l '_ﬁ . Clayton McKnight ~

Job Search Job Applications ~ Saved Jobs  Saved Searches/Alerts My Candidate Profile ~ Saved Applications My Offers
My Offers
__ . Off
Administrative Manager Req (2883) - Accepted ot
Location
Offer Date 02/07/2018
Offer History
Administrative Manager Req #2883 (2583) 02/07/2018 Accepted  View Offer
Copyrght © 2017 SuccessFactors, Inc. All rights reserved. These online services are SuccessFactors confidentisl and proprietary and for use by authorized
SuccessFactors customers only. Show version information.

Next Steps

After you accept the offer, HR Shared Services will initiate the final stage of the process known as Onboarding (if
required).
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