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Approving an Offer Card in CSU Recruit  

This section outlines the process for handling the offer details once a Final 
Candidate is selected for the position. The offer information will be entered into 
the offer card and routed through the approval process. This process is applicable 
to both staff and management hires and is managed by the Talent Acquisition 
team. 

To see which Talent Acquisition team member is assigned to your division/area, 
please click here.  

General Steps: 
1. After notifying the appropriate Talent Acquisition member, they will initiate 

the offer card and send it through the appropriate approval process.  
2. You will receive an email notification requesting your approval. 
3. Review the offer card details. 
4. Approve the offer card. 

Email Notification 
 

https://www.csusb.edu/human-resources/talent-acquisition/background-check-policy
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1. On the email, click on the blue hyperlink. 

 

Offer Card 
2. Select the ‘View’ button to open the offer card.  
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3. The Offer card will pop open. Verify it’s the correct candidate 
for the recruitment.  

 
 

5. Review the ‘Position Details’. 



 

6 of 8 
CSU Recruit – Offer Card Approval 

 
 
6. Review the ‘Salary and Compensation’. The base rate will be 

entered in as the monthly rate.  
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7. Click on ‘Approve’.  
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What Happens Next?  
1. The offer card will be routed to the other stakeholders for approval.   
2. Once approved, Employment Services will extend the verbal conditional 

offer to the candidate.  
3. Upon acceptance, Employment Services will disposition them to conditional 

offer accepted and submit them for background check/Live Scan (if needed). 
You will receive system notifications regarding these updates.  
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