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Go to the HR Employment 
page.     
 
1.  Click on Access to 
Taleo Administration 
Site.  
 
Login with your computer 
login credentials (Last 
Name and Password). 
 
2. Click Sign In. 
 
 
 

 

 
The Recruiting Center 
screen displays. 
 
3.  Click “Recruiting”. 
 
 
 
 
 
 
The Requisitions screen 
displays. 

 

 
4.  Click on the Tasks tab. 
 
 
 
Any items needing 
approval will be on the 
Tasks list. 
 
 
 
 
5.  Click on Approve Offer. 
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The Decide on Approval 
screen populates.  
 
6.  Click on “Offer for 
Candidate Name”. 

 

 
The Offer grid will upload 
in PDF form.  Please 
review entire document 
for accuracy. 

 

 
7.  To approve or reject 
the offer, click on the 
drop down menu and 
select the appropriate 
response. 
 
 
Click Done in the bottom 
right corner. 
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Upon completion item 
will be removed from 
your Tasks list. 

 

 


