
Guide to Accepting Your Job Offer

This guide provides the essential information you need to successfully
accept your job offer. 

Following these steps is important to ensure your offer is processed on
time and that you are able to begin working without delays. 

To support you, the guide includes clear summaries of key emails as
well as a step-by-step breakdown with screenshots, making the
process straightforward and easy to follow.

Student Offer
Acceptance
Process

Your job offer will arrive by email and must be accepted
through that email. Accepting the offer will then trigger a
series of follow-up emails with the next steps you’ll need
to complete. This guide will walk you through those
emails, explaining what each one means and the actions
required.
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IMPORTANT EMAILS:
SUMMARY

Action is required for this email 

No action is required for this email

email from UWin Careers to complete your personal details

Job Offer Acceptance – Thank You Email 

Action is required for this email 

Action is required for this email 

email

email

email

email

email from 
efhc-dev2.fa.sender@workflow.email.ca-toronto-1.ocs.oraclecloud.com
outlining Tasks in UWP New-Hire Journey that you need to complete

email from 
efhc-dev2.fa.sender@workflow.email.ca-toronto-1.ocs.oraclecloud.com
includes Employee number, and other relevant information related to
your employment at the University 
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An email from UWin Careers requesting Additional information. It
is highly important that the tasks associated with this email are
completed accurately to avoid delays in processing your
employment. Tasks related to this email include:

Date of Birth
SIN number information (please expand “National Identifier”
section)
Marital status
Gender
Address
Contact information

Once the Provide Additional info is clicked on, you will be required
to confirm your identity to inputting the code that gets emailed to
you. 

EMAIL 1: COMPLETE YOUR
PERSONAL DETAILS 

SCREENSHOTS  ARE 
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Screenshots of email 1 and step-by-step
instructions for completing the tasks:

Clicking on Provide Additional Info will
bring this page up. 

A separate email will be sent with the
code. 
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An email from UWin Careers thanking you for accepting the
job offer for the position you accepted the offer for. 

No action is required for this email.

EMAIL 2: JOB OFFER
ACCEPTANCE – THANK YOU
EMAIL 
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EMAIL 3: TASKS IN UWP
NEW-HIRE JOURNEY 

All tasks that must be completed by the employee in UWinsite People are
listed directly in the body of this email (see on the next page).

Watch for this email — it may look like spam, but it is not. If you don’t see it in your
inbox, check your junk or spam folder.

This email contains the tasks you need to complete in UWinsite People. These
are referred to as Journeys and can be found in the Journeys section under the
Me tab on your UWinsite People home page.

After accepting a job offer, students must wait 2 hours before accessing 
UWinsite People. This time is needed for the system to update and integration to 
occur to ensure there are no sign-in issues. Please wait at least 24 hours before 
submitting a ticket for access support.
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Screenshot of email 3 
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EMAIL 4: WELCOME TO THE
UNIVERSITY OF WINDSOR!  

The contents of the welcome email include the Employee number, and other
relevant information related to your employment at the University that may or
may not be applicable to you.

This email also includes the link to start the preboarding tasks.

Screenshot of email 4:
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We hope you found this guide helpful! 

Additional tips and step-by-step instructions related to
UWinsite People can be found here

HUMAN RESOURCES

uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/?CategoryID=24190

https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/?CategoryID=24190





