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Conditional offer to candidate: once the conditional offer is extended, you can view it in 
your profile page and status column. 
 
 

 
You will also be notified via an email as below. You will need to respond to the email id 
provided in the email. 
 

 
 
Once your application has been moved to Pre- Employment Checks you can view your 
status. 
 
 

 
Final Offer contract to candidates- when the final offer is extended, you can view this in 
your profile page and status column. 
  
 



            

 
You will also be notified via an email as below and will be required to Click Respond to Job 
Offer hyperlink. 
 

 
 
The offer letter will open on the screen.  
All candidates are advised to download the offer letter before accepting or declining 
otherwise you may not able to open it again later. 
 

 
 
The offer letter opens on the screen, and at the bottom you can download and accept it. 
 



            

 
 
You will have to supply your full name and click accept button. 
 

 
 
Welcome to our team message pops up along with the final contract letter. 

 
 
 
 
You will also be notified via an email as below. 
 



            

 
 
In the candidate profile screen, the status will be displayed as offer accepted. 

 
 
Declining a job offer- If you wish to decline, please select the reason from the drop-down 
arrow and provide your comments and click decline button. 
 
 

 
 



            

 
 
Below notifications will pop up 
 

 
 
You will also be notified via an email as below 

 
 
 
 
If you need this information in another language or format, please contact us to 
discuss how we can best meet your needs. Phone 0303 123 1015 or 
email equalities@southlanarkshire.gov.uk. 
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