
ESS – Reviewing My Job Offers

1. Select Me to display your 
employee functions

2. Click Current Jobs
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3. Click the Job Offers tile
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4. Review any Pending or Accepted
job offers you might have

Note: Pending offers are new 
offers that have not been accepted 
yet

Accepted offers are job offers that 
have already been accepted
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5. To view the offer details, click the 
hyperlinked job title
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6. Review the job offer

7. If desired, you can click to 
download the offer
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8. When ready, click to Accept or 
Decline the offer
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10. If declining, click Yes to confirm

9. If accepting, enter your E-
Signature and click Submit

End of Procedure


