
 

Directions for Accepting or Declining Student 
Employee Job Offer  
 

1. You will receive an email titled: Offer Letter for <Insert your Job Title> 

2. Please Read the WHOLE email. 

3. Verify that the information in your attached offer letter is correct. 

4. Follow the link provided in the email. 

 

5. The link will take you to the screen shown below. 

 

 

 



 

6. Click on the job for the NEXT and DECLINE buttons to be displayed. (There may be multiple jobs, you 

can only accept/ decline them one at a time.) 

 

 



 SKIP DOWN TO STEP 9 IF YOU ARE DECLINING THE POSITION. 

7. If all the information is correct and you would like to accept the job select “NEXT”. 

That will take you to the next screen where you will select “I ACCEPT”. If you do not want to accept just 

select “BACK”.  

  

 
8. If you accept the offer, a Signature Confirmation email is sent to both you and your supervisor. 

 

YOU HAVE COMPLETED THE PROCESS IF YOU ARE ACCEPTING THE POSITION. If you want to review your jobs 

look at Step 10.  

9. If you want to decline the job you must first enter a comment explaining why you are declining the 

job and THEN you can click “DECLINE”. Reasons to decline would be if you see information that is 

incorrect and needs to be fixed or you simply are no longer taking the job.  



 
10. If you want to review the job offer letters you have accepted and declined you can go to the all jobs 

tab.  

 

 

 


