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Create a Job Offer for a Student/Temp/GA in
DASH

1 Navigate to DASH

https://scribehow.com/viewer/Create_a_Job_Offer_for_a_New_Employee__1AbTnN3jSGelVVzCrZWzOQ?scrollToActionId=bb531bc4
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2 Click in the Hiring tile under My Team or My Client Groups.

3 Click "Requisitions"
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4 Search for the position name.
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5 Click on the Active Applications.

6 Click the applicant's name
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7 Click on the 3 dots above the candidate's name and select Create Job Offer.



Made with Scribe - https://scribehow.com 6

8 Select Offer Team, Payroll Info, Salary, Other Compensation, Comments and
Attachments, and Additional Information and click on Contiue.
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9 Enter in the employee's start date. Worker type will be 'Employee'. Action will be
'Add Pending Worker' for new hires who are not currently active in DASH. Action
will be 'Add Assignment' if they are active in DASH. Click on 'Continue'.

Tip! f the position is bi-weekly (paid hourly), the hire date will need to be at the
start of the bi-weekly pay period. Please refer to the payroll calendar on the HR
page or contact HR for assistance at x4221.
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10 Verify the information listed - it will pull over from the position details. Click
"University of Tennessee" for 'Reporting Establishment'

11 Click the "Hourly Paid or Salaried" field and select the pay type.
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12 Click "Continue"
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13 The Offer Team listed will contain the hiring manager, recruiter, and onboarding
specialist(s) to receive notifications from DASH regarding the new hire.

Tip! If another individual needs to be a part of the offer team and receive
notifications from DASH, you may enter them in as a Hiring Manager Assistant
located under 'Add Collaborator Type'.
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14 Click 'UT 7 Day OT' for bi-weekly hires in the 'Overtime Period for Payroll'. Also
select 'Yes' for 'Time Card Required for Payroll' if position is bi-weekly.

Alert! Both 'Payroll Frequency' and 'Other Info' sections will need to match
information for the position.

If the position is monthly, select 'No' for 'Time Card Required for Payroll'. The
'Overtime Period for Assignment' selection will remain blank. You will receive
notifications as seen on the above screenshot with instructions to set up the
'Payroll Info' section.
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15 Select the appropriate 'Salary Basis' for the position. Enter the 'Salary Amount'
associated with the new hire. Click on 'Continue'.

Alert! 9-Month Salary Basis is only applicable to 9-month faculty positions.
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16 If other compensation is needed, click on 'Add' and select the correct
compensation type.

17 Enter any hiring or offer comments. These comments are not seen by the
candidate and kept internal.
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18 Click "Submit"

Alert! The offer will NOT go through an approval process and will show as
'Approved'
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19 If you receive an alert regarding FTE or headcount, the information may be
updated through 'Request a Position Change'. Click 'Continue' - this does not
affect the hiring of the candidate.
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20 Click on the back arrow to view the list of applicants.

21 Click "Accept Offer" under the 3 dots to accept the offer on behalf of the new hire.
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22 Click on the 3 dots to select 'Move to HR' to be set up as a pending worker or to
add an assignment (this is done automatically by DASH). NOTE: You may need to
wait a few minutes before the 'Move to HR' option is available after
accepting the offer on behalf of the new hire.


