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1. Introduction 

Once a hiring manager has verbally offered a role to a candidate, Recruitment Administrators 

have to complete an Offer Conditions form. This will be sent to approvers for 

departmental/finance approval. It will also integrate with ICIS to onboard the candidate and 

create their HR record. The information on the form will be used to issue the offer letter and 

employment contract so it is critical that the form is completed correctly. 

 

 
2. How to access the offer conditions form for the first time 

 
Click on the successful candidate’s name. This will lead you to the candidate’s Selection 
Steps. 

 
Make sure the Prescreening, Panel Decision and Interview 1 steps are closed. 

 

To close them, click on next to one of those steps and select Continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A pop-up will appear: 
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Select Do not start another step until you see the Request Hire option appear in the Next step 
section. 
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3. How to access the offer conditions form once it has been created 

 
Once all steps have been closed, you can access the Offer Conditions form by going to the 

Hiring Process tab and clicking on next to Hiring Process.  
 
Click on Change Conditions to edit the form. 
 

 
 
 

 
4. Completing the Offer Conditions form 

 
Click on Request Hire. The first page of the Offer Conditions form will pop-up. 
 

 
 
Click Continue. 
 



 

4 
Last updated: 08/02/2023 

 
 

 
Notes: 

• Salary: Only input salary there for new starters on a fixed salary – Other 
people are on an Imperial payscale. 

  For people on a payscale, add “0.00 GBP Year” in base salary line 

• CID number: Leave blank. The CID number will need to be created on ICIS 
by the Staff Hub. 

 
 



 

5 
Last updated: 08/02/2023 
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Notes: 
 

• Position FTE working hours: 35/37/40 per policy 

• Working hours: actual working hours (so could be 21 if part-time) 

• Work unit: hours 

• Work period: week 

• Probation length: actual number per policy. Enter even if the candidate has 
already passed probation. 

• Probation units: months/years 
 



 

7 
Last updated: 08/02/2023 

 
 

Notes: 
 

• Line manager CID: available on ICIS 
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Notes: 
 

• The account section is populated from the information on the requisition, but 
can be updated if account codes have now changed. 

 
The Offer approval process needs to be “Set as Approved”. Then click on Create. 

 
 
 
 
5. Sending the Offer Conditions form for approvals 

There are two ways to save an approval form. The first option is the preferred one as 

approvers can directly approve via Talentlink. Currently for approvers with shared inboxes, 

the second option is required as approvers cannot log in to Talentlink using those shared 

email addresses. 

 

a. Sending for approvals on the offer conditions form 

 

At the bottom of the offer conditions form, you will get three options: 

 

 

Set as approved: only used when you are waiting for more information before submitting to 

approvers or when you have to follow the old approval way when an approver uses a shared 

inbox. 

Collaborative approval: use when only one approver is required, or when all approvers can 

approve/reject at the same time. 

Sequential approval: Use if one approver needs to approve/reject first, before the next can 

approve/reject. 

 

1. Using collaborative approval 
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Leave “Set Offer as Accepted after it is approved” unticked. 

- Add the names of the approvers required and make sure to add the minimum number of 

required approvers so the offer only gets approved once all approvers have completed their 

approvals. 

- Switch on Send communication to Approvers. The IC Offer approval template should 

automatically appear.  

Click Create. 
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2. Sequential approval 

 

Leave “Set Offer as Accepted after it is approved” unticked. 

- Enter the list of approvers in order of approval required. 

- Switch on Send communication to Approvers. The IC Offer approval template should 

automatically appear. Click Create. 

 

3. Attaching documents to the offer form 

If you need to attach a document for the approvers, click on Add Attachments below the 

Message content. 
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In the Select Attachments pop-up, make sure to click on the Any Application dropdown to 

see documents regarding the relevant application. Then tick on any document you want to 

attach.  

Alternatively, you can click on Upload New to add an attachment that is not stored on 

Talentlink. 

 

 

4. Viewing the approvals status 

Once the offer has been sent, the application status will be switched to Offer sent for 

approval. To check on the status of each approval, go to Hiring Process and click on the 

last version of the offer conditions form. 
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You will then be able to see the status of each approver: 

 

 

  

 

b. Sending for approvals via the Selection Steps (when approver is using shared inbox) 

 
1. Saving an Offer Request document 

You will first need to save the Offer Conditions Form as an Offer Request word document 
before sending it to the approvers. 
 
Click on the successful candidate’s name.  
 
Click on Hiring Process. 
 
Click on the three dots next to Hiring Process and select Write Contract. 
 

 
 
A pop-up will open. Click Offer Approval Request. 
 
Hover over Download Merged and click on as Docx to download. 
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Download the document and check all details are correct. 
 

On top right of the candidate’s page, click on and select Documents. 
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On top right of the candidate’s page, click on and select Add Documents. 

 

 

A pop-up will open. Click on Select file and upload the Offer Conditions Form. 

Document type: Always select Other. 

Application context: pick the role for which the candidate is being hired. 

Document security: Always select Application security. 

Click Save. 
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2. Sending the Offer Request for approval 

Go to the Selection Steps. 

Next to Offer Approval 1, click on and select Start. 

 

 

A pop-up will open. 

Next to Assign to, click on Send Task. 

Enter the email address of the approver required.. 

In the attachments section, select the offer conditions form you want to attach. 

Click Submit. 
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Redo the same steps under Offer Approval 2 if you need to send the Offer Request to a 
second approver. 

 

3. Checking an offer request has been approved 

On the Talentlink Dashboard, under Messages, a new message will appear once an 

approver has made a decision. 

 

 

To check whether the offer request has been approved or rejected, go to the Selection Steps 

page for the candidate. 

Next to Offer Approval 1, click on IC Offer Approval Form (0). 

 

 

 

A pop-up will open that will state whether the request has been approved or not. 

 


