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Offer Process Guide 

Launching the Hiring Proposal (Offer Card) 

1. Hover over the selected applicant, drag and drop into “Hiring Proposal (launch offer 

card).” A pop-up window will appear confirming the status change. Click “Move Now.” 
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2. The next window will populate the Offer Details screen. Navigate down the screen 

completing all fields. 
 

 

 

 
 

Personal Details: 

This information will auto-populate from the application form. 
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Current or previous employee details: 
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This is an optional field. (You can use the magnifying glass to the left of the text field to search 

for current employee banner information. 
 

 

Job Details: This information will auto-populate from the position description and is ‘Read 

Only’ 
 

 
 

 

Offer Details: This information will auto-populate. Approval status will show as ‘Pending’ 

until it has gone through the ‘EMU Offer Approval’ process. 
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Position Details: Mandatory fields are marked with an asterisk. 

 

• Reports to manager: Use the magnifying glass to the right of the text box to search for 

your name. 

• Use the calendar symbol to open the calendar and identify a start date. It’s typically 

the first day of class for PTLs and one week prior to the first day of class for Faculty. 

• End date: LEAVE BLANK 

• Orientation Date: A tentative date will be provided by AHR. 

• FLSA Status:  Exempt 

• Bargaining Unit:  Select LL (for PTLs), LE (for FTLs) and FA (for Faculty) 
 

 

 
 



ACADEMIC HR 

103 Boone, Ypsilanti, MI 48197 Phone: 734.487.0076  

 

 

emich.edu 

• Salary section: Insert “0” for both the Annual Salary and Hourly Pay Rate.  You 

will provide specifics to the candidate later in the offer letter. 
 
 

 
• Additional Offer Details: LEAVE BLANK 
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Fund: G00005 

Org:  Please insert your department org number (or drop-down to search) 

Acct Code:  1140 (for PTLs), 1100 (for FTLs), and 1010 (for Faculty) 

Prog Code:  10 (for Instruction) 
 

Employment Checks: (Optional field) Click the ‘Yes’ radio button for external hires and the 

‘No’ radio button for internal promotions/transfers 
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Onboarding: Choose the ‘New hire form’ under onboarding forms. Choose the appropriate 

Onboarding workflow. If the candidate is a current permanent staff member, select “No 

onboarding”. For PTLs, select “PTL/VF positions”.  For full-time positions, select “Faculty/FTL 

positions” 

Onboarding delegate: Type in Candice Hunter. 
 

 

Offer Progression: This information will be automatically updated by the system. No action is 

required. 
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3.  Select “Academic Offers” to kick off the Hiring Proposal approval process. Click 

‘Save and Close at the bottom of the screen. This will close the entire screen and revert 

you back to the applicant card. 

 

*The approval will run through Academic HR. Below is only a sample page.* 
 

 


