Changes to Offer Card for Staff and Faculty


Position Details section will be shared for both Staff and Faculty to fill out.


[image: ]









Staff hires will have their own section similar to past configurations
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Faculty – Salary and Offer Details section [image: ]

The offer letter section, previously used only by HR will now allow you to upload the Justification Memo in this area and allow for faculty to upload many of their other required documents.
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status: Regular M
Type: Staff Full-time
Hours per week: 40

Only list the start date if it is firm. Otherwise, leave it blank.

Start dat Sep 27,2019

End date if

applicable:

Reports To:* Rosemarie Mahoney (oW 4
Email address: mahoneyr@umbc.edy v

Reports ToTitle:*  specialist

-
Payroll Preparer: Michele Kimery Qs

Email address: mkimery@umbc.edu v




image2.png
Anticipated
Starting Salary
Range:

Requested Annual
salary:

Hourly Pay rate (if
not Annual salary):

Salary notes:

Approved Salary
(HR Only):

Moving
Allowances:

Moving Allowance
Amount:

Offer Comments:

56,000

select v

Remember to upload the Justification Memo under the Offer Letter Section. When you are
finished, enter the approval process at the bottom of the offer card

In order to route the Offer Card for approval you must select an Approval Process and enter
the names of the approvers.

When you are finished, Click Save and Close.

The Offer Card will immediately start routing.

Note: If you are listed as one of the approvers, you will need to approve the offer card after
Save & Close.
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Requested Salary:

Offer Comments:

Remember to upload the offer selection/approval documents for the hire under the Offer
Letter section below.

You will also need to enter the approval process at the bottom of the Offer card.

In order to route the Offer Card for approval you must select an Approval Process and enter
the names of the approvers.

When you are finished, Click Save and Close.

The Offer Card will immediately start routing.

Note: If you are listed as one of the approvers, you will need to approve the offer card after
Save & Close.
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eUpload Justification Memo and Offer Approval Documents in this
section by clicking the Add Document button

Staff Positions - Upload the Justification Memo (Select ustification & Selection Documents Category)

Faculty Positions - Upload all the approval documents - Memos, Justification, etc. (Select Faculty Offer Approval
Documents Category)
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