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Offer of Employment Review: 
 
1. Staff member receives an email 

notifying them of an offer of 
employment. 

2. Click on the Offer of Employment 
Review link. 

3. The Accept Contract window is 
displayed. 

4. Click on the personalised link to display 
contract details. 

 
Accept Contract 
5. Once reviewed, if you agree with the 

terms check the box and click I 
Accept. 

6. A window will appear asking for 
confirmation of acceptance. Click Yes. 

7. The Saved screen is displayed. 
8. Click OK. 
9. Close the page or Sign out of 

PeopleSoft.  
 
Request More Information 
10. Once reviewed, if one of the contract 

conditions is not met enter a 
Comment regarding the details of 
your request. 

11.  Click on Request More Information. 
12. A window will appear asking if you wish 

to submit the form back to the 
SchoolContact for More Information. 
Click Yes. 

13. The Saved screen is displayed. 
14. Click OK. 
15. Close the page or Sign out of 

PeopleSoft. 
 
Decline Contract 
16. If you do not wish to accept the 

contract Click on the I Decline button. 
17. A window will appear asking you to 

confirm that you wish to Decline the 
contract. Click Yes. 

18. The Saved screen is displayed. 
19. Click OK. 
20. Close the page or Sign out of 

PeopleSoft. 

      
      

      
 

      
      

      
 

I Accept will finalise 
the Contract 
Renewal process 
and will notify the 
School Contact and 
Supervisor of your 
acceptance. 

Request for Information will send 
the request back to the School 
Contact for further actions. Ensure 
that the comments field is 
populated with the reason for the 
request for more Information. 

I Decline will send the request to 
Human Resources to process a 
Contract Termination. 

http://www.adelaide.edu.au/hr/about/service-centre/enquiry/
http://www.adelaide.edu.au/hr/docs/craft-faqs.pdf
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