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How to Create a Job Offer 
HRPRD91: https://hrprd.umsystem.edu/psp/prd/?cmd=login 
 

 
 

Step Action 
1. Log in to PeopleSoft using your SSO and Password. 

 
Click the Sign In button. 

 
 

Log in to PeopleSoft. 

https://hrprd.umsystem.edu/psp/prd/?cmd=login�


 
University of Missouri Proprietary & Confidential 
Page 2 Division of Information Technology 

                                                                            
                                                                                 

 
 

Step Action 
2. Click the Main Menu button. 

 
3. Point to Recruiting and then click the Find Job Openings menu item. 

 
 

Click Main Menu, 
point to Recruiting, 
and then click Find 

Job Openings. 
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Step Action 
4. Click the Search button. 

 
 

Click Search. 
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Step Action 
5. Select the job opening by clicking on the Job Opening hyperlink. 

 
For this training example, click the COORDINATOR, PROGRAM SUPPORT 
job opening link. 

 

Select the job opening 
by clicking on the Job 

Opening hyperlink. 
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Step Action 
6. Select the applicant for which you would like to make an offer. 

 
For this training example, select Rebecca Nuckolls. 

 
 

Select the applicant. 
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Step Action 
7. Click Prepare Job Offer from the Take Action drop-down list. 

 
 

Click Prepare Job 
Offer. 
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Step Action 
8. The Prepare Job Offer page will display. 

 
In the Offer Details, enter the Hiring Manager. 

 

Enter Hiring Manager. 
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Step Action 
9. In the Job Offer Components section, enter the Base Salary. 

 

Enter Base 
Salary. 
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Step Action 
10. Enter required information in the Comments section as well as any notes you may 

have. 
 
Required: 
Start Date 
MOCODE info: MOCODE, PS Account, Fund Code, Amount % 
FTE 
Salary 
Campus Address 
New Employee's Campus Phone Number 
Reports To and Position Number 
Status (New Hire, Transfer, Promotion, or Rehire) 

 

Enter Comments. 
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Step Action 
11. Click the Submit button. 

 
 

Click Submit. 
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Step Action 
12. The Hiring Manager listed previously will receive an email once the Recruiter has 

approved the job offer. At that point you may call and make a verbal offer to the 
candidate and send the candidate an offer letter and background check authorization 
form.  
 
Refer to How to Approve a Job Offer for specific instructions on how to add 
additional approvers and how to approve a job offer. 
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Editing a Job Offer 

 
 

Step Action 
13. To make changes to a job offer or to change a candidate to accepted after the job 

offer has been approved and accepted by the candidate, return to the Disposition 
Details page and scroll down to the bottom of the page. 
 
Click the vertical scroll bar. 

 

Scroll down 
the page. 
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Step Action 
14. Click the Edit Offer button. 

 
 

Click Edit Offer. 
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Step Action 
15. The fields on the Disposition Details page will now be editable. Make any necessary 

changes to the job offer and click Submit. 
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Step Action 
16. To edit a candidate's status, click the Edit Disposition Details Expand 

section button. 
 

 

Click Expand 
section. 
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Step Action 
17. Click the Status Code list. 

 
 

Click Status Code. 
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Step Action 
18. Click the 071 Offer Accepted list item. 

 
 

Click 071 Offer 
Accepted. 
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Step Action 
19. Click the Save button. 

 
 
 

Click Save. 
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