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Step 3:  CREATE OFFER  

Map:  Main Menu>Recruiting>Find Job Opening 

 

To create offer in system, please follow steps below: 

1. Go to the Job Openings Page 

2. Type in 5 digit job opening ID in the Job Opening field.  Manage Applicant screen will 

display.  Check the box next to name of the selected applicant. 

3. Select ‘Prepare job offer’ from the drop down list in the ‘Take Action’ column to the 

right.  In the offer detail section, complete the date fields below: 

 Enter tentative appointment begin date.  Please select date at least (5) days in 

the future. 

 Enter supervisors ID 

 Enter Compensation Rate per Hour 

Any changes from the original posted salary range must be reviewed and 

approved by HR (Tawana Branch) prior to extending offer to applicant 

 Enter short-code; remember to use 236520 for work-study funded positions.  

Work-study funds should be verified in banner prior to offer submission. Please 

contact Mary Horgan if you have questions related to work-study funding.   

 Enter percent distribution in % field.  Note % distribution values for all rows must 

equal 100.  To add additional short-codes, click ‘Add Row’ and repeat. 

 

Create Offer Approvers List 

 

Enter Approver Information:  Enter ‘SEQ#1, Check Primary Box, Tawana Branch 

(35142891)  This is very important – Tawana Branch should be the only approver; 

otherwise the system will slow down the hiring process. 

1. Please extend a contingent verbal offer to your selected candidate.  The selected 

candidate will receive various emails throughout the Hire process: Background Check 

Consent email, Welcome email(I-9), Offer Letter-Authorizing them to Work email, as 

well an ‘Employee Validation’  notification in which they will be required to identify their 

ethnicity/race, complete tax documents, confirm paycheck delivery or set-up direct 

deposit and/or update address, phone number and emergency contact information.   
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Important:   As a hiring department, it is your responsibility to remind your selected candidates 

to watch and respond immediately to emails regarding the hire process.  

 

Email Communication sent to Candidate 

 Background Consent Request Email-This is a system generated email that goes out 

from the system once a job offer is submitted by the department. 

Note:  Selected applicants will receive one (1) reminder email notification regarding 

their background consent request. (See Sample 1) 

 Welcome Email-Communication is sent to selected applicant from the Office of 

University Human Resources, requesting applicant complete the I-9 process.  

Department contact is copied on this communication sent to applicant.  The email 

includes instruction on the I-9 process. (See Sample 2) 

Note:  This communication is sent once applicant background check consent is received 

and completed by the Office of Human Resources-Flint Campus. 

 Offer Letter Email-Communication sent to selected candidate and department contact 

upon completion of the I-9 process.  This communication notifies both the candidate 

and hiring department that new hire now is ‘Authorized’ to work.  (See Sample 3) 

 Employee Validation Notification-This communication is sent to newly hired temporary 

employees to the University of MI-Flint.  New hires are required to complete the 

validation process before the system will upload their appointment.  If the employee 

does not complete this step, they will not be viewable in job data or the time keeping 

system to report time and be paid.    (See Sample 4) 

    

 

For additional information regarding hiring of temporary employees on the Flint, please contact 

Tawana Branch 810/766-6772 or by email:  brancht@umflint.edu. 

 

Update:  09/23/2011 
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Sample Email 1 
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Sample Email 2 
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Sample Email 3  
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Sample 4 

 
 


