
MSS – Creating a Job Offer

1. Select My Team to display your 
manager functions

2. Click Hiring
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3. From the Job Requisitions tab, 
click into the Applications for the 
desired job in which the offer will 
be created
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4. Click the ellipsis (. . .) for the 
applicant in which the offer will 
be created

5. Select Create Job Offer

6. Enter the offer details for section 1

7. Click Continue

Note: This example shows the offer 
process for an internal applicant

Note: You might see some minor 
differences in the offer generation 
process between an internal applicant 
and an external applicant
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8. Enter/edit the Assignment Info

Note: Most of this information will 
populate from the job 

9. Click Continue
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10. Enter the Offer Team details

11. Click Continue

12. Enter the Salary details

13. Click Continue
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14. If applicable, drag or upload any 
relevant attachments

15. Click Continue

16. Enter the Offer Letter details
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17. When finished, click Submit

Note: Upon submittal, the applicant’s 
status will update to Offer, Draft and 
the offer letter will be routed to an HR 
Specialist for review and presenting 
to the applicant

End of Procedure


