
PeopleSoft V9.1

Making the Job Offer Steps



Reminders

In order to go into the system to enter the selected 

candidates in a “Make Offer” status for HR to review and 

finalize with your department, please be sure you have 

first completed the Creating Interview Schedule and 

Evaluations instructions.  

NOTE: All official offers are to come from the Human 

Resources Division for staff positions.



Steps to ensure you are ready to finalize 

the offer.

1. Discuss with the appropriate decision makers to ensure all 
information regarding the offer for the candidate being 
considered is fully supported.

2. Ensure that your office has entered the interview schedules in 
the system

3. Ensure the evaluations have been completed on all candidates 
who interviewed in the system.

4. Ensure that the disposition codes of all candidates that applied 
have been updated in the system.

5. References should be completed before changing the status of 
the selected candidate to “Make Offer”.



From the PAWS Employee Portal
(https://paws.augusta.edu), select the 
“All Apps” icon from the Quick Access 
Bar.

https://paws.augusta.edu/


From the PAWS Employee Portal ALL 
Apps page, select PeopleSoft HRMS 
link.



Log in using your AU NetID and Password. This 
would be the same ID and password that you use 
to log into Outlook.



Navigate to Recruiting

Main Menu > Recruiting > 
Find Job Openings

OR, you may go to the “My 
Job Openings” category on 
your Manager Dashboard, 
then select the appropriate 
Job Opening.



Enter the Job Opening ID.  Change the 
status field from “Open” to a blank field.  
Select “Search”. 



Click on the position title.



Click on the Take Action dropdown menu with the selected candidates name and select Create Interview 
Evaluation.  



Choose the Overall Rating and 
Recommendation “Make offer” from 
the dropdown menu for your final 
candidate.

Your Recruiter will receive a 
notification that you have selected your 
final candidate when you submit the 
evaluation.

Enter General Comments regarding the 
recommendation.

Attest to the fact that the department 
is not in conflict with AU’s nepotism 
policy by selecting the radio button.

Submit Evaluation.



You will be returned to the Manage Applicant page. Select 
the disposition 060-Interview. 



On the Disposition Details page, you will need to select the Final Recommendation of “Make Offer”.  It is critical that you complete 
this step because it will trigger the notification to the HR Talent Consultant/HR Representative to proceed with the salary calculation 
for staff positions.  If a faculty position, this step will trigger a notification to Faculty Support Services so that a representative may 
begin requesting the required hire packet from the department.  



Choose the Reason of “Recommended for Job Offer”.  Save the page. 



Navigate to the Activity & Attachments page to attach any Recruitment/Search Related Notes or Reference Forms. 

Navigate to Recruiting

Main Menu > Recruiting > Find Job Openings > Enter Job Opening Number

OR,

You may go to the “My Job Openings” category on your Manager Dashboard, then select the appropriate Job Opening.

Hard Copy Evaluations & Reference 
Forms



HR Steps to Finalize the Offer

• The HR Staff will receive a notification that a candidate is in the “Make Offer” 

status:

For Staff Positions: Your HR Talent Consultant will contact your with a salary 

calculation (as we do currently) and will extend the offer to the candidate.

You will receive a notification via your AU email account as well as from your 

HR Talent Consultant when the candidate has accepted the offer. 

For Faculty Positions: A Faculty Support Services Representative will work 

with you to collect the appropriate documents required on the faculty hire 

packet checklist. 



Points of Contact

• System Access Inquiries: Sharri Peck or Cathy 
Carver-Parker

• Faculty Support Services: Laurie Bush or Omar 
Forbes

• Executive Recruitment: Carolyn Burns, Sharon 
Wingard, or Sherena Hobbs

• Staff Recruitment: Dena Pickett, Jacob Usry, 
Toneshia Rickerson, or Veeta Perry


