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1. If you have a candidate who you would like to appoint, you will need to progress them to the 

offer stage through the system.  First, search for the candidate by clicking the ‘Home’ tab 

and finding the ‘Search Candidates’ field.   

 

 

 

2. Enter the candidate’s name and click the purple ‘search’ button.  In this example we are 

looking for Stacey Miller. 

 

 

3. The candidate’s name will appear in the screen.  Click on ‘process’ icon.  

 

 

 

4. The ‘Process Application’ window will open. 
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5. Click the ‘Move candidate to stage’ drop down and change the status to ‘Make Verbal 

Offer’ 

 

6. Click the purple ‘Move to Selected Stage’.  Close the window and you will go back to the 

candidate screen, showing the candidate’s name 

 

 

7. At this point you are likely to want to speak to the candidate to make the offer.  To find the 

contact details click the ‘contact’ icon (a blue telephone). 

 

 

8. A pop-up window will appear to show you the candidate’s telephone number and email 

address. 
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9. Close the pop-up window when you have made a note of the information you need. 

 

10. After the conversation, hopefully your candidate has decided to accept the offer.  Find your 

candidate in the system as before and click the ‘process’ icon. 

 

 

 

11. In the pop-up window select ‘Verbal Offer Accepted – Initiate Second Fund Check’ 
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12. Click the purple ‘Move to Selected Stage’ button 

Important Note: If the candidate has declined the verbal offer or has withdrawn their 

application, please select the appropriate item from the drop-down list.   

 

13. Click ‘OK’ to confirm. 
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14. You should now initiate the Second Fund Check process through the system. 
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Second Fund Check 

 
15. Click the ‘Approval Request’ tab at the top of the screen and click ‘Request to Recruit’ on 

the drop down menu.  

 

 

16. Click the purple ‘New Request’ button. 

 

 

 

 

17. Select the workflow that you require.  In this example we are making an offer for a 

Professional Services vacancy and so we will select ‘Professional Services’ in the drop down. 
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18. Click the purple ‘Select Workflow’ button to proceed. 

In the Workflow Definition field select the appropriate fund check workflow – either ‘offer 

within 2 increments’ or ‘offer above 2 increments’, depending on the level of offer you wish 

to make.  If you are unsure, please contact your HR Adviser. 

 

 

 

19. In this example we have selected ‘offer above 2 increments’.  Complete the fields with your 

email address, your funders email address, your HR Adviser’s email address and then select 

the HR Systems team email address.  Click the purple ‘Start workflow’ button at the bottom 

of the screen. 

 

20. A Vacancy Approval Form will appear in a pop-up window.   
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21. Enter the details of the offer that you would like to make. 

 

22. In this example we are making an offer above the normal 2 increments.  Therefore, we are 

asked to upload a business case to explain why you need to offer above the normal 

minimum.   

 

23. If you are unsure how to write a business case for making an offer above 2 increments, 

please refer to the Starting Salary Policy for guidance, or speak to your HR Adviser. 

 

 

 

 

 

 

 

https://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/internal/vacanciesContracts/definingTheVacancy/salaryGuidance/home.aspx
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24. Click the purple ‘Save and Exit’ button if you want to come back to it later or click ‘Submit’ if 

you want to proceed. 

 
 

 

25. You will see this screen.  The status of the second fund check is now ‘Active’.  This will 

change to ‘Completed’ when it is approved. 
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26. You should now complete the ‘Offer Checklist’ in order to confirm to HR the details that you 

would like include in the contract. 

 

Completing the Offer Checklist 

 
1. Go to the ‘Home’ tab and find the ‘Search Candidates’ field.   

 

 

 

2. Enter the candidate’s name and click the purple ‘search’ button.   
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3. The candidate’s name will appear in the screen.  Click the ‘Checklist’ icon. 

 

 

  

4. A pop-up window will appear called ‘Candidate Documentation’ 

 

 

5. Click on the arrow to the right of the ‘Offer Checklist’ to open it.   

 

 

 

 

 

 

 

6. Enter the details of the offer in the fields, similar to the example below. 
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Important Note: Please ensure that you complete all sections related to the type of the job 

that you are offering as this information will be merged from this checklist into the offer 

letter. 

 

7. If the post is part-time, please complete the ‘Working Pattern’ field stating how many hours 

the candidate is working and the days per week that they work. 

 

8. Please state the review period.  If the person is an internal candidate and has already 

successfully completed a review period, select ‘Internal (informal only)’. 

 

9. Check that you have completed all sections correctly. 

10. Scroll to the end of the ‘Offer Checklist’ and click the purple ‘submit’ button.  
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11. The ‘Checklist’ icon will become bold to show that information has been completed. 
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