Quick Guide
Authorising an Onboardee

Authorising the Offer

Once completed and saved you can authorise the offer to send it out to the Onboardee. Use the Review Offer button

to begin this process.

Review Offer

This will navigate you to the Review page and generate the documents with merge fields for the process. If any merge
fields have not been populated they will be highlighted in an information box to ensure no essential fields are

missed.

0 Generation complete

Please note the following fields were not populated:

Contract: Address line 1 (Onboardee > Address Tab)
Contract: Address county (Onboardee > Address Tab)
Contract: City (Onboardee > Address Tab)

Contract: Address line 2 [Onboardee > Address Tab)
Contract: Continuous Service (Onboardee > Contract Tab)
Contract: Middle name (Onboardee > Personal Details Tab)
Contract: Address line 2 (Company = Address Tab)
Contract: Pension Amount Units (Onboardee = Salary & Benefits Tab)
Contract: Title (Onboardee > Personal Details Tab)
Contract: End (Onboardee > Contract Tab)

. [+ 11 more messages)

Any generated documents (Contracts, Offer Letters, Signed Documents) will be available to be downloaded or
viewed in the system for review purposes. If there are any corrections to be made click on the Onboardee name at

the top of the page to navigate back and make changes.
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g“ Onboardees > BillLondon > Review Offer

Overview

When we generate the contract and offer letter they become available for you to authorise. You must download, review and autherise these before we can send them to
the onboardee.

@ HR: Not yet authorised

Contract
Name Contract One
File Name Contract One
File Extension PDF
Generated On 24/05/2022 17:28
Offer letter
Name Basic Offer Letter - Demos
File Name Basic Offer Letter - Demos
File Extension PDF

If you are happy that everything is completed and you are included in the authorisation chain you can authorise the
documents at the bottom of the page. Once all authorisation processes are completed the initial emails will be sent

to the Onboardee.
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