SuccessFactors How-To 000

Display Offer Letter Information

Overview

After the final approval is completed for an offer, HR Shared Services uses SuccessFactors to create an offer letter and
send it to the successful candidate electronically.

The offer letter, and all activities associated with it (e.g. the date it was sent, the date it was accepted/declined, etc.),
can be displayed in the Candidate Overview area for the job requisition.

Note: HR Shared Services can be contacted to cancel an offer letter that is pending a response from the successful
candidate through the Candidate Overview area. For example, in a case where the successful candidate verbally
declines the offer, but does not address it online.

Procedure

1. Click the Home menu and select Recruiting from the drop-down.

Home

Careers

Onboarding

als
Company Info

Reports

1

The Job Requisitions screen appears.

2. Click the applicable job requisition link in the Job Title column.

Job Requisitions

Candidates Mew Current External Current Internal ~ Average Days Oper
Forwarded Candidates Requisitions Requisitions
Filter Job Requisitions  All job requisitions v Clear all filters

Job Title Requisition ID T Org Chief HR Shared Services
Administrative Manager 28873 = 5
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The Requisition screen appears and displays the details for the job requisition

3. Click Candidates.

WRHA Requisition for Administrative Manager

JOB REQUISITION DETAIL JOB PROFILE CAMNDIDATES (1) JOB POSTINGS (D) CANDIDATE

The Talent Pipeline screen appears.
4. Click the Offer segment of the Talent Pipeline.

Note: A list of job applicant names displays at the bottom left of the screen in the Name column.

5. Click the name of an applicant to review the application details.

Recruiting ~ Search for actions or people ,I_':]_ -_ﬁ .

Job Requisitions  Preferences Candidates Intery Central Inten Scheduling

Administrative Manager Req (2883) View Details

JOB PROFILE CANDIDATES JOB POSTINGS (0) CANDIDATE SEARCH MARKET JOB

Status = Open o
+ Talent Pipeline & View active candidates (1) & View all candidates (1)
0 O 0 of 1| 0o o0
MNew Appllcanl Review Short List Interviews -~ Reference Checks Offer -~ SAP -~ Hired

Candidates : View active candidates (1)

0 Selected & Display Options % Filter Options Highlight Candidate

New Status Forwarded By Candidate Type Interview Result Overdue Interviews Rati

r=4A Offer Letter Internal IIA

< |

The Candidate Overview displays beneath the Talent Pipeline.
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Note: The Candidate Overview contains a number of headings that organize information about the
candidate, and activities that have taken place with the application. For a full list of the details

contained in the Candidate Overview, see how to Screen New Applicants.

6. Scroll down the screen until you see the Offer Letter area on the right.

The Offer Letter area contains the following details:

Status Name \ What

Offer of Employment
Author

Send Mode

Offer Extended On

Link to open and display the offer letter.

HR Shared Services user who processed the offer letter.

Method by which the letter was sent to the candidate (e.g. online).

Date the offer letter was sent to the candidate.

Offer Response

Candidate’s response to the offer letter (e.g. accept, decline). Displays “Pending”

until the candidate responds.

Candidate Responded On

Date the candidate responded to the offer letter.

Cancel Offer

Button used to cancel the current offer if applicable (available to HR Shared
Services users only). Only available when Offer Response status is “Pending.”

Click the Offer of Employment of Offer link to display the offer letter.

~ Talent Pipeline & View active candidates (1) & View all candidates (1)

0 0

Forwarded  Invited To Apply

Candidates : View Multiple Application

Status (1)

W Filter Options

‘I
I
Do

0 0

Short List

New Applicant Review

(Internal Candidate)

02041234567 =

E Email
ElResume E View Profile e
[3 Take Action
v Application v Comments + Add
Offer s There are no items in this section.
* Status:
Offer Letter ~

Additional Documents

Supporting Documents

How did you hear about
this job?

Redeployment #

v Screening Details

There are no items in this section.

v Current Employment

There are no items in this section.

ADDITIONAL INFORMATION ~  Offer Letter
Offer of Employment
for the QOSiliOﬂ of
Author:

HRSS Req Approval
Send Mode: Online Offer
Offer Extended On: 02/07/2018
(Offer Response: Fending
Cancel Offer
“  Application Status Audit Trail
Date: 02/07/2018
User: System System
Status: Mew Applicant Review Ll

& Attach a document

RESUME AND SUPPORTING
DOCUMENTATION

& Documents 0 attached

Online - WRHA career site

* *

0 0 1 0

Interviews ~~  Reference Checks Offer ~~ SAP -

Application JE=EETHIE

& Cover Letter

~ Correspondence

Date: 02/07/2018 User.
System System
Action: Email
Your application for the
position of Administrativ...
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The offer letter opens in a new browser window.

Note: You can cIick|IE Download Pdf |to open and/or print and/or save a copy of the offer letter.

Y Mozilla Firefox ;IEI 5'

‘@I @ https://hcm17preview.sapsf.com/xi/ui/rcmoffer/pages/offerLetterAudit.xhtml?_s.crb=1%2b4YVutchHGCEAK, | wss ﬁ" =

-

Send Offer to:
Subject: Letter of Offer

Offer Attachments: E Download Pdf

¥ wbar ol LA -
, ealt santé de Winnipeg RIB 2K DA RIB 7K CANADA

Private and Confidential

Office régional de la

02/07/2018
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