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Display Offer Letter Information 
Overview 
After the final approval is completed for an offer, HR Shared Services uses SuccessFactors to create an offer letter and 
send it to the successful candidate electronically.  

The offer letter, and all activities associated with it (e.g. the date it was sent, the date it was accepted/declined, etc.), 
can be displayed in the Candidate Overview area for the job requisition.  

Note: HR Shared Services can be contacted to cancel an offer letter that is pending a response from the successful 
candidate through the Candidate Overview area. For example, in a case where the successful candidate verbally 
declines the offer, but does not address it online.    

Procedure 

1. Click the Home menu and select Recruiting from the drop-down. 

 

The Job Requisitions screen appears. 

2. Click the applicable job requisition link in the Job Title column. 

 



SuccessFactors How-To 

2020-06-10  2 

The Requisition screen appears and displays the details for the job requisition 

3. Click Candidates. 

 

The Talent Pipeline screen appears. 

4. Click the Offer segment of the Talent Pipeline. 

Note: A list of job applicant names displays at the bottom left of the screen in the Name column. 

5. Click the name of an applicant to review the application details. 

 

The Candidate Overview displays beneath the Talent Pipeline.  
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Note: The Candidate Overview contains a number of headings that organize information about the 
candidate, and activities that have taken place with the application. For a full list of the details 
contained in the Candidate Overview, see how to Screen New Applicants.    

6. Scroll down the screen until you see the Offer Letter area on the right.  

The Offer Letter area contains the following details: 

Status Name What  
Offer of Employment Link to open and display the offer letter. 
Author HR Shared Services user who processed the offer letter. 
Send Mode Method by which the letter was sent to the candidate (e.g. online). 
Offer Extended On Date the offer letter was sent to the candidate. 
Offer Response Candidate’s response to the offer letter (e.g. accept, decline). Displays “Pending” 

until the candidate responds.  
Candidate Responded On Date the candidate responded to the offer letter. 
Cancel Offer Button used to cancel the current offer if applicable (available to HR Shared 

Services users only). Only available when Offer Response status is “Pending.”  

7. Click the Offer of Employment of Offer link to display the offer letter.  

 

https://sharedhealthmb.ca/files/sf-screen-new-applicants.pdf
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The offer letter opens in a new browser window.  

Note: You can click  to open and/or  print and/or save a copy of the offer letter.  
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