
Create and Submitting the Offer 
Card
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Getting Started

• To login go to jobs.ua.edu/hr.

• You will see the following screen. Login using your MyBama ID and 
password. 
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Creating the Offer Card

• You can access the requisitions library by selecting Open Requisitions 
on your PageUp home screen.

• From here navigate to the requisition you want to submit an offer for, 
press view.

• You can find you list of applicants by clicking view applications on the 
right-hand side of your requisition card.
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Creating the Offer Card:

• To create the offer card, click on the applicant’s current status. 

OR



/// [Title of Presentation] ///

Creating the Offer Card:

• Change the applicant’s status to Create Offer for Approval.
• Click Create Offer for Approval then Next then Move Now.
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Completing the Offer Card:

• Complete all fields, specifically those with an asterisk next to them. 
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Completing the Offer Card:

• Provide a thorough explanation as to why this candidate is the best 
choice for the position and a strong justification for the salary/rate being 
offered.
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Completing the Offer Card:

• When entering the FOAP detailed, be sure you are using the correct 
format. These formatting details are listed on the offer card. 
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Completing the Offer Card:

• The Onboarding From will be the Standard Onboarding Form.

• The Onboarding workflow is dependent on the current status of the applicant being hired and 
the type of position the applicant is being hired into. Use the drop-down menu to select the 
appropriate status. 

• The onboarding delegate is the individual who will be assisting in onboarding the new hire.
• The ePA point of contact is the person who submits the ePA for new hires.
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Completing the Offer Card:

• Please do not add any documents to this section. Your HR Recruiter or 
HR Business Partner will upload the offer letter here once approved. 
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Select an Approval Process:

• Once you have completed all mandatory fields, include the approval process, press Save and submit. If any 
required fields are missing or filled out incorrectly, you will be prompted to complete these fields before 
moving forward. 

• An email will be sent to the first approver listed in the approval process. Email notifications are sent to each 
approver notifying them that the offer is pending their approval. 

• Once the offer is approved, the HR Recruiter or HR Business Partner will contact the Hiring Manager to review 
the offer letter. 

• Please, ensure that when you receive an offer letter from your HR Recruiter or HR Business Partner you 
review it closely for any changes.

• Once the letter is finalized, the Hiring Manager will notify the HR Recruiter or HR Business Partner to send out 
the letter to the applicant. 
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For more information, please contact your 
Talent Acquisition Specialist or HR Business 

Partner!

https://hr.ua.edu/staff-recruitment-resources/recruiters-by-assigned-area
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