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	Quick Reference Guide
Saving Candidate Offer Letter - Faculty



This QRG outlines the steps for the Department Recruiter to download and save a copy of the offer letter. A copy of the offer letter is required Faculty hiring.

	Access SuccessFactors

	Visit OneCampus and select Employee Launchpad.
	https://one.purdue.edu/ 



	Log in using Purdue Career Account ID and BoilerKey passcode.
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Save Offer Letter

	From the Success Factors home page, click the Home drop-down menu and select Recruiting.
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	Click the number of Candidates to open the Talent Pipeline.
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	Click on the Offer status.
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	Click candidate Name to open profile.
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	Under the Offer Letter section, click Conditional Offer of Employment.
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	[bookmark: _Heading_2]A new window opens displaying the offer letter.

[bookmark: _GoBack]Click Download PDF to save a copy of the letter.
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	Click Save.
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	Send Offer Letter

	Attach the PDF download of the Offer Letter to an email and send to designated Payroll Specialist and Executive Assistant to the VC for Academic Affairs.
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Send Offer to:  noemailBsuccessfactors.com
Subject:  Conditional Offer of Employment

Offer Attachments: ) Download

12/08/2017
Sonia E Hooker

105 Disney
West Lafayette, Indiana 47506

Ret Your appointment to the faculty of Purdue University

Dear [Dr. /Mr./Ms.] Hooker:

On behalf of Dean 40007242 and the Health and Human Sciences, it is my sincere pleasure
£o offer you an [academic-year!fiscal-year], tenure-track appointment as an 1 in the.
Christine Ladisch at Purdue University. This offer is contingent upon approval by the.
Provost of Purdue University and the satisfaction of various other conditions as described
in this letter.

Salary & Benefits

[for AY faculty]

Your appointment is at a [1JOB REQUISITON CUSTOMITI full time cauivalent (“FTE") on

A
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