
 
 

Quick Reference Guide – Putting the offer letter online 

What you need to do What you will see 

STEP 1: Change status to ‘Online offer 
made’ 

Change the applicant’s status to Online 
offer made. 

This status change should trigger an email 
to the applicant, which will explain how to 
accept their offer online. 

 

STEP 2: Applicant experience 

The applicant will be instructed to login to 
the Applicant services area.  They will be 
presented with a banner inviting them to 
approve or decline the offer. 

The applicant will be able to view their offer 
letter, and then click I accept or I decline. 

The applicant must open the offer letter in 
order to accept or decline the offer. 

If the applicant accepts the online offer, 
his/her application status is automatically 
updated to Offer accepted. 

If the applicant declines the online offer, 
his/her application status is automatically 
updated to Offer declined.  In this case 

 

 

 

 


