CRAFT Contract Renewal Quick Reference Card - Action Offer of Employment

THE UNIVERSITY
+ADELAIDE

)

CRAFT — Action Offer of Employment

Subject:-Action-Required-—-Offer- of-Employment- Review

Dear-,

Names. Name _Prefix- Names.Last _Name]N

We-are-pleased-to-offer- you- an-offer- of-employment- for- Position- Title, -Position- Number- Position-
Number. 9

Please-follow- the-link- below- to-review- your- offer- of-employment- and- accept-or-decline-the-offer.q

Offer-of-Employment- Review.-1
Upon-review- please-choose-the-appropriate- action.-

Please-note:-you- have-thirty-(30)- days-to-respond- to-this-offer.-Please-visit-the-HR-Website- specific-
page-for-information- surrounding- timeframes- for-payroll- cut-off- dates-and-the-continuation- of-salary-
payments,-and-guidelines- relating-to-the-continuation- of-IT-access.-

Ifyou- have. any-enquiries: relating-to-this-matter, -please-contact-the-HR-Service: Centre-on-8313-1111-

or-hrservicecentre @ adelaide. edu. au.

Kind-Regards, 1

Human- Resources-q

Human- Resources-Branch-—Partnering-in-PerformanceY
The-University- of-Adelaide,- AUSTRALIA- 50054
Ph-:-+61-8-8313-11111

Fax-:-~+61-8-8313-43531

e-mail:- hrservicecentre@adelaide.edu.auf

Visit- the-Human- Resources- website- to-find- information, - forms, - policies- and- the-latest-HR-news ']
Note:-Please- do-not-reply-to-this-email. - This- mailbox- does-not-allow- incoming- messages
CRICOS- Provider- Number- 00123M-+

IMPORTANT:- This-message- may- contain- confidential- or-legally- privileged- information. - If fou-think- it-
was-sent-to-you- by-mistake, - please- delete-all- copies- and-advise- the-sender. -For- the-purfoses- of-the-

SPAM-Act-2003, - this-email- is-authorised- by-The-University- of-Adelaide.

Think: green:-read-on-the-screen.q

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 |
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.

Accept Contract

Contract Acceptance Form

Request More Information

(AT A

Congratulstions, you have recelvesd o subsequent offer Tor youf role as UnivernsityProl Res Fellow (E}

Plaaie favisw the lollewing document Belors ascapting diclising your

Once yous have sccepind the oller, you will receivs @ copy of your wia amail.

By clicking ‘request more information’, you will ke sending youy

This can also be used Tor re-negotiaticn, P it im the comments box what you requife more informaticn on.

| Accept will finalise
the Contract
Renewal process

I haree reaad and agreed to the terms of e offer.

Vi | Aceapd and will notify the
€ School Contact and
Reerguast ler nfo masion Supervisor of your
acceptance.
| Dl

r back 1o your supendsor to roview four request and act accordingly.

10. Once reviewed, if one of the contract
conditions is not met enter a
Comment regarding the details of
your request.

Click on Request More Information.
A window will appear asking if you wish
to submit the form back to the
SchoolContact for More Information.
Click Yes.

The Saved screen is displayed.

Click OK.

Close the page or Sign out of

11.
12.

13.
14.
15.

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.

| Accept

Request More Information

)

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

| Decline

Further Information

PeopleSoft.

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

contract Click on the | 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.

If you require further information please contact the HR Service Centre at 8313 1111, complete the online enquiry form or view CRAFT FAQs.
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Warning

This process is uncontrolled when printed. The current version of this document is available on the HR Website.


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