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7.  PREPARE AND EXTEND AN OFFER 

When you select an applicant to hire, you need to prepare and extend an offer of employment.  
To accomplish this, you need to know how to perform certain key activities in Hiring Center, the 
new Staffing tool, including: how to prepare and route offer details for approval, approve offer 
details, and create and print and/or e-mail the offer letter.  Information on how to complete these 
activities is covered in the proceeding sections.   

 
 

A. Preparing And Routing Offer Details For Approval 
 

After the Hiring Authority interviews and selects a prospective applicant to hire, the 
Hiring Authority needs to prepare and extend an offer of employment.  Preparing the 
offer involves first establishing the offer details including: the specific terms of 
employment, for example the position title and base pay and the expected start date 
associated with the position.  Once the offer details are prepared, they must be 
routed for approval to the appropriate people.  Hiring Authorities can use Hiring 
Center to route the offer details electronically to the designated approvers. 

 
 B.  Approving Offer Details 

 
Once the offer details have been routed for approval, the designated approvers can login 
to Hiring Center to review and approve them.  Each individual who is specified as an 
approver must review and approve the offer letter before it is finalized and sent to the 
prospective applicant.  The Hiring Authority can then use Hiring Center to track if and 
when the offer details were approved and by whom. 
 

C.  Creating and Printing/E-mailing an Offer Letter 
 

After the offer details have been prepared, routed, and approved, the Hiring Authority can 
either print and mail or e-mail the offer letter to the applicant.  The Hiring Authority is 
responsible for sending the offer letter to the applicant and obtaining the applicant’s 
decision to accept or decline the offer. 

 

Key Activities Covered In This Section
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 Applicant – A person who submits a State of Florida application.  The application may 
either be submitted to apply for a specific position or to indicate interest in an  employment 
opportunity for any occupation within the State of Florida.  There are three types of 
applicants.  Each type is defined by the type of employment opportunity they can apply to: 

 
 Applicants who can apply to Internal Agency Opportunities are those currently 

employed by the Agency, including OPS employees. 
 

  Applicants who can apply to State Personnel System Opportunities are those who 
are currently employed within the State Personnel System. 

 
 Any person can apply to an External Opportunity. 

 
 Button – A box that can be clicked to perform a certain action within the system. 

 
 Candidate – An applicant who has been selected for an interview.  For the purposes of 

Hiring Center, the new Staffing tool, the term Candidate is not used.  Applicant is used from 
when an individual submits an application to when they are provided with an offer of 
employment. 

 
 Check Box – A box which when clicked indicates that a certain action should be performed 

against the entity next to it.  When the box is clicked, it is filled with a black check mark. 
 

 Default – When information within a field is pre-populated. 
 

 Drop Down Box – A field that has a list of options from which to choose.  A drop down box 
is usually indicated by having a set of arrows on its side. 

 
 Field – A place in the system where free-form text can be entered. 

 
 Hiring Authority – State management employee responsible for the selection and hiring of 

candidates who has authority to extend offers of employment.  The Hiring Authority works in 
concert with specialists to ensure that proper sourcing and recruitment functions are 
followed.  The Hiring Authority is also the individual who is the Manager/Supervisor of the 
position on the organizational structure. 

 
 Hiring Center – An integrated and automated applicant tracking system that helps users 

organize and share information used to support the Staffing process. 
 
 HTML – An Internet-based language that is used to display information as it would appear 

on a web site.  An e-mail notification can either be sent in plain text or HTML, depending on 
the applicant’s preference.  In either case, the information contained in the notification would 
be the same. 

 
 Letter – There are various types of letters that you can send to an applicant or candidate 

throughout the Staffing process, such as offer and rejection letters. 
 
 Link – A word or set of words which, when clicked, direct you to specific information. 

 
 Login – The process of identifying yourself within the system. This typically includes 

providing a User ID and Password.  To perform most activities within the People First 
system, you only need to login to the system once.  This is referred to as single sign-on.  
The only exception to single sign-on is when you are applying for an employment 
opportunity. 

Important Terms & Concepts You Need To Know
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 Menu – A drop-down list of options that appear when you click on a given word within the 

system. 
 
 Navigate – How you move from screen to screen within the system. 

 
 Note – A piece of information that is indicated on an applicant or candidate.  Notes are a 

helpful way to convey important information to multiple individuals involved in the Staffing 
process. 

 
 Notification – An e-mail that is sent to an individual informing and/or reminding them of a 

certain activity or piece of information. 
 
 Offer Details – The key pieces of information that are used to populate an offer letter. 

 
 Offer Letter – A written contractual agreement of employment between the State of Florida 

and a prospective hire that provides the specific terms of employment, including the position, 
title, salary, and expected start date.   

 
 Offer Package – Materials sent to a candidate selected for hire. The package should 

include the formal offer letter and any supplemental information, relevant to the position or 
candidate.   

 
 People First Web Site – One of the self-service tools available to perform key human 

resources-related activities.  You can access the People First web site by going to 
https://peoplefirst.myflorida.com. 

 
 Pre-Populate – When the system automatically enters information in a field so you do not 

have to enter it yourself. 
 
 Radio Button – A circle that can be clicked on to indicate a specific choice.  When the circle 

is clicked, it is filled with a black dot. 
 
 Recruiting Team – Individuals who are involved in the staffing process for a specific 

requisition.  Members of the recruiting team can be involved in approving the requisition, 
interviewing candidates or approving an offer for a candidate. 

 
 Requisition – A request to fill a vacant position or to advertise to fill a vacancy. 

 
 Scroll – Refers to using the bar on the right-hand side of the screen to move up and down 

on a page or screen. 
 

 Tab – A place on a screen that you can click to access specific information.   
 
 Template – A predefined format for a specific document.  Templates are then customized 

by entering key pieces of information. 
 

 Toolbar – A group of tools that you can use to navigate the system. 
 

 Work Schedule – Established work hours and schedule including optional break times for 
different groups of Employees. 
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1. In order to prepare offer details, you first need to login to the People First web site.   
Once you login, you are directed to the People First Home Page, which is shown below.  
On the People First Home Page, click on the Staffing tab.  This directs you to the Hiring 
Center Home Page. 

 
 For more detailed information about how to login and navigate the People First web 

site, please reference the Navigating the People First Web Site activity. 
 

 
 

2. In Hiring Center, click View | Applicants | By Status from the Hiring Center toolbar 
shown below. 

 

 
 

3. You are directed to the Applicants By Status screen, as shown below. Click on the 
Applicant Name to access the applicant for whom you want to view offer details. 

 
 If you have a long list of applicants, you can search for a specific applicant by 

selecting the radio button next to the search criteria you are using, entering either 
the Status or the Applicant Name in the search bar and clicking Find. 

A.  How Do I Prepare And Route Offer Details For Approval?
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4. You are then directed to the Details tab for the applicant you selected. A portion of the 
Details tab is shown below.  Click on the activity HM: Applicant Selection Checklist. 

 
 On the Details tab, you can see each of the activities that need to be performed for 

the applicant you selected.  For each activity, you can see the status, the date that 
the last action was taken against that applicant and who the action was taken by. 

 
 

5. On the Activity Update screen, shown below, click Yes on the corresponding radio 
button and click Ok. 

On this screen, you can 
view each applicant and 
identify where they stand 
in the Staffing process.  
For example, Belle Ball 
has been identified as an 
applicant for the 
Accountant I position. 

A red “x” indicates that 
the activity is contingent 
on the completion of the 
preceding activity.  For 
activities marked with a 
red “x”, there is no 
hyperlink until the 
preceding activity is 
completed.  For example, 
you cannot create & 
send an offer letter until 
you sent the offer details 
through the approval 
process. Move your 
mouse over the red “x” 
for more information. 
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 The Applicant Selection Checklist is a list of items that a Hiring Authority should 

consider prior to making an offer of employment to an applicant.  Items on the 
checklist include considering the recall pool, veterans’ preference requirements and 
the licensure, certification and registration requirements of the position. 

 
 

6. Click on People First: Prepare Offer Details on the Details tab.  On the Activity 
Update screen, which is displayed below, update the status of the activity to Pending by 
clicking on the corresponding radio button and click Ok. 

 

 
 

7. You are then directed to the Offer tab, a portion of which is shown below. Fill in any 
information that is missing. 

 
 Information is pre-populated on the Offer Details portion of the Offer Tab from the 

requisition. 

 Click File | Save from the Hiring Center toolbar to save your information. 

Deleted: Click on the
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Key field definitions on the Offer tab include: 
 

 Field Name Field Description 
a Location Click on the Select button to choose the County in which 

the person who fills the position will be located. 
b Agency Click on the Select button to choose the Agency that the 

position is in.  The Agency Manager will default when you 
select the Agency. 

c Work Schedule This section captures the work schedule of the position 
including the days and hours that are required. 
 For Working Hours, indicate the starting time and 

finishing time for the workday, for example – 8:30 
a.m. to 5:30 p.m. 

 In the Working Days field, indicate the days of the 
week that a person in this position would work (e.g., 
Monday, Tuesday, etc.) 

 
8. Click the Setup Approvers button on the portion of the Offer tab shown below to set up 

the Approver(s) for the offer details. 
 

 

 

a 

b 

c 

Click on the 
calendar 
icon to 
select a 
Start Date. 

Here you can view 
a quick status of 
the offer.   

Click here to setup approver(s) 
for the offer details. 
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9. On the Change Approver List screen, shown below, click the radio button Add 

Approvers for the next sequential level and click Go. 
 

 
 

10. From the Add Offer Approvers screen, shown below, click the check box next to the 
individual(s) you want to approve the offer and then click Ok. 

 
 You can search for a specific individual by entering their last name in the Last name 

starts with search field and clicking Find. 

 You can also search for additional individuals by clicking the Next button to view the 
next set of individuals.    

 
 
11. After you click Ok, you are presented with the Change Approver List screen again, as 

shown below.  Click Ok to continue with the approval routing process. 
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 On this screen, you can make any additional changes to the approval list such as 
adding additional approvers at various stages of the approval process, resetting the 
status of an approver or deleting an approver. 

 
 

Key field definitions on the Change Approver List screen include: 
 

 Field Name Field Description 
a Level Approvals can either occur sequentially or in parallel. 

 Sequential approvals mean that one individual 
approves the offer and then it is routed to the next 
approver and so on. 

 Parallel approvals mean that two or more individuals 
can review and approve the offer at the same time. 

The levels correspond to when the approver is presented 
with the offer.  For example, a 1st level approver would 
see the offer first before it is presented to a 2nd level 
approver. 

b Overrider Name The Overrider Name can be used to designate an 
individual who can override a given approver.   

 
12. You are then presented with the Details tab again, a portion of which is shown below. On 

the Details tab, click on the Send Offer Approval Notifications link. 
 

To make additional 
changes to the 
approver list, click 
the appropriate 
radio button, check 
the approver’s 
name and click Go. 

a b 
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13. You are directed to the Select approvers to notify screen, shown below.  Click the 
check box next to the name(s) of the approver(s) you want to notify and click Ok.  Each 
approver is then sent an e-mail notification alerting them that an offer is awaiting their 
approval. 

 
 The approvers listed here are the individuals who you added using the Add Offer 

Approvers screen in Step #10. 

 For more detailed information on how to approve an offer, please reference the 
Approving Offer Details activity.  

You can click here 
to begin routing the 
offer details for 
approval.   
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1. To approve offer details, login to Hiring Center by clicking on the Staffing tab of the 
People First Home Page and click My Hiring Center | Offers Pending Approval from 
the Hiring Center tool bar, as shown below.   

 
 For more detailed information on how to navigate the Hiring Center Home Page, 

please reference the Navigating Hiring Center topic. 

 
 

2. You are directed to the My Pending Offer Approvals screen, as shown below.  Click on 
the name of the applicant for which you want to view the offer details. 

 
 If you have a long list of applicants, you can search for a specific applicant by 

selecting the radio button next to the search criteria you are using, entering 
Applicant Name in the search bar and clicking Find. 

 
 

3. Click on the Offer tab, if you are not directed there automatically.  A portion of the Offer 
tab is shown below.  Click the Approve button. 

 
 If you continue to scroll down on the Offer tab, you can view the offer details.  This is 

a critical step prior to approving or disapproving the offer. 

 

B.  How Do I Approve Offer Details?
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4. Click on either the Approve or Disapprove radio button from the Approve Offer Draft 

screen shown below and click Ok. 
 

 Your Offer Status, shown above, is then updated from Pending to either Approved 
or Disapproved. 

 
 
 

Your offer status changes once you either 
Approve or Disapprove the offer details. 

You can click here 
to approve the offer 
draft.   
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1. Once you have received approval on the offer details, you can create and print and/or e-
mail the offer letter.  To perform this activity, you need to access Hiring Center by clicking 
on the Staffing tab on the People First Home Page.  You are directed to the Hiring 
Center Home Page.  Click View | Applicants | By Status from the Hiring Center toolbar 
shown below. 

 

 
 

2. You are directed to the Applicants By Status screen, as shown below. Click on the 
Applicant Name of the applicant for whom you want to create an offer letter. 

 
 If you have a long list of applicants, you can search for a specific applicant by 

selecting the radio button next to the search criteria you are using, entering either 
the Status or the Applicant Name in the search bar and clicking Find. 

 
 

3. You are directed to the Details tab for the applicant you selected.  A portion of the Details 
tab is shown below.  Click on the activity State: Create & Send Offer Letter. 

 
 On the Details tab, you can see each of the activities that need to be performed for 

the applicant you selected.  For each activity, you can see the status, the date that 
the last action was taken against that applicant and who the action was taken by. 

A. How Do I Select A Candidate? C.  How Do I Create & Print (Or E-mail) An Offer Letter?

On this screen, you can 
view each applicant and 
identify where they stand 
in the Staffing process.  
For example, Belle Ball 
has been identified as an 
applicant for the 
Accountant I position. 

Formatted: Bullets and Numbering
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4. From the Create Letter screen, shown below, select the Letter Template from the drop 
down menu and click OK.  Then, select the Letter Closing and the Return Address and 
click Ok. 

 
 The letter template that you select is pre-populated on the screen.  In this case, you 

would select the Offer Letter Template, as shown below. 

 
 

Key field definitions on the Create Letter screen include: 

 Field Name Field Description 
a Letter Template A letter template contains the basic information for a 

a 

A red “x” indicates that 
the activity is contingent 
on the completion of the 
preceding activity.  For 
activities marked with a 
red “x”, there is no 
hyperlink until the 
preceding activity is 
completed.  For example, 
you cannot create & 
send an offer letter until 
you sent the offer details 
through the approval 
process. Move your 
mouse over the red “x” 
for more information. 
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 Field Name Field Description 
specific type of letter.  The template is then customized by 
populating certain key fields.  There are several templates 
available for you to choose from. 

 
5. The Create New Letter screen appears, as shown below.  Input the appropriate 

information directly into the letter and click Ok. 
 

 The body of the letter is displayed as formatted rich text. Check the View HTML 
Source Box to show any HTML formatting tags within the text message.  

 
 

6. You can view and print the letter by clicking the letter Type that is displayed in the Notes 
and Letters tab of the applicant document, as shown below.   

 
 To navigate to the Notes and Letters tab, click on the Applicants tab from the top 

toolbar.  The Notes and Letters tab is the fifth tab on the secondary toolbar as 
shown on the screen. 

 For each letter type, you are able to see the name and author of the letter as well as 
the date that the letter was created.  

Use the toolbar to 
make any additional 
modifications to the 
letter text, such as 
font color and size. 

Enter relevant 
information in the offer 
letter template here. 
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7. You are directed to the Read Letter screen, as shown below.  Select File | Print from the 
Hiring Center toolbar. 

 

 
 

8. Click Print on the screen below to print the offer letter. 
 

 
 

Click on a letter Type 
to access it for printing 
or e-mailing purposes. 
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9. You can also e-mail an offer letter to an Applicant.  To e-mail the offer letter, click the 
Notes and Letters tab on the Applicant document, shown below and click on the letter 
Type to display the appropriate letter. 

 

 

10. Select File | Email on the Hiring Center toolbar from the Read Letter screen shown 
below. 

 

 
  

11. Complete the relevant fields on the EMail Letter screen shown below and click Ok to e-
mail the letter to the Applicant. 
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 The offer letter serves as a contractual agreement of employment between the State of 
Florida and the prospective hire. 

 
 The Offer tab located on the applicant document is the central location in Hiring Center for 

all offer-related information.  
 

 The activities on the Details tab are updated automatically when an activity is completed.  It 
is a key place to look to understand the status of the applicant-related activities.  

 
 The People First Service Center operates betweens the hours of 8:30 a.m. – 5:30 p.m., 

Monday through Friday, Eastern Standard Time (EST). A Service Center Specialist is 
available to assist you or answer your questions during normal business hours.  You can 
contact the People First Service Center at 1-866-ONEHRFL (1-866-663-4735). 

 
 
 
 

 

Key Things You Need To Remember

Deleted: ¶


