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Process an Offer Letter 
Overview 
After an offer approval is completed for a successful candidate, and the offer is approved,  HR Shared Services uses SuccessFactors to create an offer letter and 
sends it electronically to the successful candidate. Offer letter templates in SuccessFactors are used for processing offer letters, helping prevent errors and the 
duplication of work.  

Note: Candidate data entered in SuccesssFactors is used in the creation of the Offer Approval and the Offer Letter, and is integrated with SAP and Onboarding. 

Procedure 

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

 

The Recruiting screen appears and displays a list of requisitions. 
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2. Click the applicable job requisition under the Job Title column (the requisition ID can be found under the Requisition ID column).  

 

The Requisition screen appears and displays the details for the requisition. 

3. Click Candidates.   
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The Talent Pipeline screen appears.  

4. Click the Offer segment. 

The candidate’s name appears below the Talent Pipeline. 

5. Click the checkbox next to the candidate’s name under the Name heading.  

6. Click the Action button and select Move Candidate from the menu that appears. 
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The Move Candidate screen opens.  

7. Click in the Select status to move candidate(s) to field and select Offer from the drop-down. 

The Sub item menu appears.  

8. Click in the Sub item menu and select Offer Letter from the drop-down. 

9. Click Apply Updates.  

 

Note: Offer must be selected from the Select status to 
move candidate(s) to drop-down menu in order for the 
Sub item menu to appear. 

 

The Talent Pipeline screen appears. 

Note: The candidate is now in the Offer Letter folder within the Offer segment of the Talent Pipeline.  
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10. Click the candidate’s name. 

 

The Candidate Overview appears on the left side of the screen. 

11. Click . 
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The Take Action menu appears. 

12.  Place your cursor over Offer in the menu, and then click Offer Letter in the sub-menu that appears. 

 

The Offer Letter screen appears. 
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13. Click in the Template field and select the applicable offer template from the drop-down.  

The Subject field auto-populates based on your selection, and the selected template loads in the letter field at the bottom of the screen.  

14. Click Next Step.  

 

Note: Refer to the 
Personnel Subarea (union) 
and Employment Group/ 
Subgroup (permanent/ 
term/casual), to determine 
which template to use. 
 
Offer Template selection 
options include: 
•  PSA 2415 / 2415 

o  HCDSS Casual  
o  HCDSS EFT PERM 
o  HCDSS EFT TERM 

•  PSA 2000 / 2001 
o  Non-union Casual  
o  Non-union EFT 

PERM 
o  Non-union EFT 

TERM 
•  Union (excluding PSA 

2414 & 2415) 
o  Union Casual  
o  Union EFT PERM 
o  Union EFT TERM  

 

The Offer Letter template screen appears. 
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15. Review the offer letter. 

• Add additional supplementary language, if applicable, based on requirements specific to the position (e.g. rotation, work location, standby, underfill, 
eligibility list). Refer to the HRSS SharePoint for more information. 

• Remove benefits wording if it is not applicable to the position (e.g. benefits enrolment is not required). 
• For HCDSS letter templates, copy the rotation calendar from the requisition and paste it directly into the letter (the rotation calendar does not correctly 

populate in the letter).   

Note: Refer to the HRSS SharePoint for additional details on what must be reviewed in the offer letter. 

 

16. Click Online Offer at the bottom of the screen. 

 

https://wrhasp.manitoba-ehealth.ca/hrssc/SitePages/Home.aspx
https://wrhasp.manitoba-ehealth.ca/hrssc/SitePages/Home.aspx
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The Email link to Online Offer Letter screen appears. 

17. Click in the Template field and select the [Offer] Pending Offer for Internal Candidate or [Offer] Pending Offer for External Candidate email template 
based on the candidate type (internal/external). 

18. Click Next.  

Note: A review of SAP should be completed to confirm whether the employee is Internal (has an active SAP assignment), or External (no SAP record, or all  
assignments withdrawn). 

 

 

 

The Cc: field autopopuates with the Org Chief when the following 
templates are selected: 

− [Offer] Pending Offer for Internal Candidate 
− [Offer] Pending Offer for External Candidate 
− [Offer] Pending Offer for External Candidate…complete 2nd step 
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A preview of the notification that will be sent to the successful candidate appears. 

19. Click Send. 

 

A message displays: Notification of pending offer sent to Candidate REC###. 

20. Click I’m Done. 
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Next Steps 

The successful candidate will receive an email notification to advise that an online job offer is waiting for review and acceptance.  

After the successful candidate has accepted the job offer, HR Shared Services can Send Candidate Information to SAP. 

 

https://sharedhealthmb.ca/files/sf-send-to-sap.pdf
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