
Electronic Job Offers 
In Taleo 

 
 
Beginning on December 1, 2016, electronic job offers and candidate acceptance of job offers will be made via a new process.  Both of these processes are 
performed within the Recruiting module of the Taleo applicant tracking system.  No longer will the candidate acceptance of the offer require the use of Legacy 
Onboarding nor the use of the New Hire Portal.   
 
Once a job offer has been created and approved (the approval continuing to be done using IRIS workflow), then the recruiter should: 
 

1. Extend the job offer to the candidate. 
 

a. Under “More Actions”, select the “Extend Offer” option. 
 

 
 

b. Click the “Extend in Writing” radio button in the dialog box that pops-up. 
 



 
 

c. In the “Send Offer Letter” dialog box, choose the “E-Offer” option 
 

 
 

d. You then have the option to select the appropriate email offer template.  This part of the process is the same set of email templates you’ve used 
previously. 
 



 
 

e. After you’ve sent the E-Offer the candidate will receive an email notifying him/her that an E-Offer is available and to log into the system to 
review and accept it. 
 

 



f. The candidate logs into the recruiting site – just as they have to do job searches or check on the jobs to which they have applied.  Now they will 
see a new tab entitled “Offers”.  The offer tab will only appear when there is an offer available to that candidate.  If they have more than one 
offer, all their offers will appear in the tab. 
 

 
 



g. At the bottom of the offer letter is the option for the candidate to accept or reject the job offer. 
 

 
 
 
 

Onboarding (Transitions) 
In Taleo 

 
 

2. Start the new “Onboarding (Transitions)” function.  This will begin a potential series of tasks for others to complete to onboard the new employee.  
Initially, there is only one task – the candidate’s “post-offer and pre-employment” opportunity to self-identify for diversity and affirmative action 
purposes. 

 
a. Under “More Actions”, select the “Start Onboarding (Transitions) New Hire Process…” 



 
 
 

b. There is only one process so it will come up pre-selected in the “Start Onboarding (Transitions) Process” dialog box.  You may enter comments.  
When ready, press “Done”. 
 



 
 

c. The new hire will receive an email asking him/her to log into the career site to complete onboarding “paperwork.” 
 



 
 

d. The new hire logs into the recruiting site – just as they have to do job searches or check on the jobs to which they have applied.  Now they will 
see a new tab entitled “Tasks”.  The tasks tab will only appear when there is/are tasks for the new employee to complete. 



 

 



e. At the bottom of the self-identification form are the options for the new hire can identify him/her self and click submit. 
 

 
  



 
f. Upon completion of the last task, the new hire has a “Thank You” task.  Once he/she clicks “Submit” the task tab will no longer be available. 

 

 


