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Overview: This job aid guides hiring managers and requisition administrators

on the faculty offer process. EMORY

UNIVERSITY

Once the Offer Details is routed to all approvers, view the dashboard Offers Approved, Ready
to Extend.
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The next step is to select Send Offer and Confidential Data Form.
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e Select Faculty Offer Letter - Copy & Paste Template.

Click Edit, then add your individual message in the highlighted area to the candidate.
Select Save and Exit, then Send Form.
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Select Request (candidate) to complete this iForm, then click Continue.
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Your email template will appear.

e \Verify the template is named Faculty Offer Letter.

e Edit the email message to your candidate by clicking in the text box. Do not overwrite the
highlighted variables.

* Drag and drop (or double click the drag and drop area) to bring up your computer files and
attach your final, approved offer letter.

® Preview the message by selecting Preview.

* When ready to send, click Send.
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You can follow your offer progression on your dashboard. Click on Finalist Accepted Offer.
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0 Once a candidate accepts an offer, Offer Accepted Status MUST be selected. Use the green
Advance button to select this status.

This step is critical in auto-generating the Faculty Background Check (See Faculty
Background Process for more details).
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