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Selecting an Applicant for Offer  
Summary: 
 
During the interview process, the Hiring Manager will select a applicant of choice.  This choice will be discussed with the HR 
Consultant or the HR Recruiter.  The prior steps that take place outside eRecruit are as follows: 
 

- The Hiring Manager may contact an HR Recruiter or HR Consultant to meet with candidates for an interview or to talk 
about benefits. 

- The Hiring Manager selects finalist for offer and forwards background checks to Recruiter. 
- HR Support verifies degree(s).  
- Recruiter verifies that HR Support or the Hiring Manager has checked references. 
- If Finalist accepts offer the Hiring Manager or Human Resources sets the start date and discusses new hire paperwork. 
- If the Finalist does not accept the offer the Hiring Manager and the HR Consultant discuss if the offer can or cannot be 

raised. 
Once a finalist has accepted an offer the Data Coordinator or the Hiring Manager will go through Self Service to select the 
applicant for offer. 

Step 1 - When the Data Coordinator or 
the Hiring Manager signs into the HRIS 
Self Service, they will be brought to the 
Self Service Home page. 
 
-Click on Recruiting/Job Openings title 
on the menu and then click on the Review 
Job Openings/Applicants link. 
 
OR 
 
-Click the Review Job 
Openings/Applicants link under the 
Recruiting/Job Openings section on the 
portal page to the right. 
 
 (See Page A) 

 
 

 
 
 
 
Page A 

Step 2 - When the Review Job 
Openings/Applicants link is clicked, the 
Browse Job Openings page appears. 
 
-To view applicants for a job opening, 
click on the Job Title link under the Job 
Openings column. 
 
-To view job openings in various statuses, 
click the down arrow next to the 010-
Open field and then click the green 
arrowed Refresh button. 
 
-To view job openings that have been 
approved within a specific period, click 
the down arrow next to the Active within 
View All field and then click the green 
arrowed Refresh button. 
  
 
(See Page B)  
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Step 3 - The Data Coordinator or the 
Hiring Manager can attach notes to any 
job opening. 
 
-To include a note for a Job Opening do 
the following: 
 

• Check the box next to the Job 
Opening field 

• Click the down arrow button 
next to the Select Action field 
and click on Add Note 

• Click the Go button 
• Enter a Title in the Subject field 
• Enter a Note in the Notes field 
• Indicate the note to be Private or 

Public by clicking the down 
arrow next to the Audience field 

 
OR 
 
• Check the box next to the job 

opening field, and enter the 
Subject, Note, and Audience  

• Click the Save and Return 
button. 

 
(See Page C)  
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Step 4 - When the Job Title link is 
clicked, the Manage Applicant page 
appears. 
 
-To view or add notes or attachments, 
click the Activity & Attachmnents link. 
 
-To view the position description, 
funding, or the job opening, click the Job 
Opening Details link. 
 
-To review the applicant’s resume, click 

the  icon under the Resume column. 
 
-To review the applicant’s cover letter, 

click the  icon under the View Cover 
Letter column.  
 
-To review the applicant’s on-line 
application, click the View Application 
link. 
 
-To return to the Browse Job Openings 
page, click the Return to Previous page 
link. 
(See Page D) 
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Step 5 - To document the offer the Data 
Coordinator or the Hiring Manager will 
do the following: 
 
-Click the down arrow next to the Select 
Action field for the candidate that 
accepted the offer. 
 
-Click on the Select Applicant for Offer 
title. 
 
(See Page E) 
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Step 6 - When the Select Applicant for 
Offer title is clicked, the Prepare Job 
Offer page appears. 
 
-All the information in the Offer Details 
section will default in and be display 
only. 
 
-The status defaults in as 010-Extend. 
 
The following information needs to be 
entered under the Job Offer Components 
section: 
 

• Component-Base Salary 
• Currency-USD 
• Frequency-Monthly or Hourly 

depending on the position 
• Recommended Offer- The 

monthly or hourly amount that 
has been discussed and approved 
by your recruiter/consultant. 

 
-When finished, click the Submit button. 
 
-When submitted, click the Return to 
Manage Applicants Page link. 
 
(See Page F) 
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Step 6 - When the Return to Manage 
Applicants Page link is clicked, the 
Manager Applicants page reappears. 
 
-The Disposition changes to 070-Offer. 
 
-All other applicants must be rejected. 
 
-To reject applicants either click the down 
arrow next to the Select Action field for 
each candidate or reject applicants in a 
group by using the Group Action funtion. 
 
 
 
 
 
 
 
 
 
 
 
 
 
(See Page G) 
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Step 7 – When the Reject Appicant title is 
clicked under the Select Action field for 
the appropriate applicant, the Reject 
Applicants page appears. 
 
-Select a rejection reason by clicking the 
down arrow next to the status reason 
field. 
 
When the reason is selected, click the 
Submit button. 
 
 
 
 
 
 
 
(See Page H) 
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Step 8 - To reject applicants using the 
Group Action funtion, do the following: 
 
-Click the boxes to the left of the 
applicant name field for the applicants 
that should be rejected . 
 
-Once the boxes are checked, click the 
down arrow next to the Group Action 
field and click on the Reject Applicant 
title. 
 
-To select all applicants, click the Select 
All link 
 
-To deselect applicants, click the Deselect 
All link 
 
-When the Reject Applicant title is 
selected,click the Go button. 
 

 
Step 9 - When the Reject Applicant title 
is clicked, the Reject Applicant page 
appears. 
 
-Select a rejection reason by clicking the 
down arrow next to the status reason 
field. 
 
When the reason is selected, click the 
Submit button. 
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Step 10 - When the Submit button is 
clicked, the Manage Applicants 
reappears. 
 
-One candidate is in the 070-Offer 
disposition. 
 
-All the other candidates are is the 110-
Rejection disposition and a rejection 
reason has been selected. 
 
-Click the Save link. 
 

 
 
 

 


