
Offers – Quick Reference You can now use Web 
Recruitment to enter 
offer details, generate 
an offer letter and 
submit an Appointment 
Request. You no longer 
need the CHRIS 10/10A 
form. 

Move the applicant to 
Offer and confirm. 
You will then be 

directed through the 
six step offer 

process. 
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Step 2: Record the 
dates, hours, 

remuneration and 
screening details. 

Step 3: For a system 
generated letter, 
enter the offer 

details, review and 
download the letter 
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Log on to 
Web 

Recruitment 
using your 
CRS-id and 
locate the 
successful 
applicant. 

Step 3: Decide 
whether to 

create a system 
generated 

letter. 

Step 1: Select the position. 

See CoS 
quick 

reference 



Offers - Quick Reference 

More information can be found at: 
 the HR Systems web pages 
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Step 4: Record whether the offer was accepted. 

Step 3: Record the 
details of how the 
Offer was sent . 

Step 5: If a CoS is 
required, record this and 

optionally request the 
applicant’s CoS details 

via the system (see CoS 
Quick reference) 

Step 6: Once the applicant has supplied required CoS details and documents (where 
applicable) you can initiate a request to the New Appointment Team to process the 

appointment (an Appointment Request). 

NB: If you have finished with 
the vacancy, don’t forget to 

‘complete’ recruitment on the 
vacancy overview screen to 
ensure the correct retention 

policy is applied. 

http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/web-recruitment-system

