JazzHR Final Steps

Job Offer:

1. On the Documents tab, use the drop-down by +ADD DOCUMENT and choose
‘Create an Offer’
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2. Title the Document by Candidate Name, ensure to choose correct offer

letter, and update viewers to ‘Everyone’ so it’s accessible to your entire
hiring team.

CREATE NEW OFFER

MOTE: The Account Owner (currently Joshua McCown) always has access to every
offer uploaded to JazzHR, regardless of its privilege settings.

1. Give this offer a name for your internal reference.

‘ Candidate Name - Offer Letter |

2. Select the default offer template for generating offer letters. @
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3. Secure who can view offer (and the offer letters it generates).
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4. Fillin open text boxes where there are asterisks, then click ‘SEND OFFER’
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5. Review the data entered and click the purple button ‘REQUEST ESIGNATURE
NOW’
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6. Scroll down to Part 6 and choose the ‘Offer Letter Email’ from the Template
drop-down, then click purple button ‘ASSIGN FIELDS AND SEND
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5. (Optional) Te radirect signers to a page other than the default confirmation page, eater It here,
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7. Scroll down on the offer letter to the very bottom and drag and drop the
signature icon from the left hand menu onto the Candidate Signature line,
then click the blue box ‘Send for signature’
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Select a field type fram the left panel

1t to the document. Each signer
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Wednesday at 11:59PM. with payday fling on cvery other Thursday

Benefits Package: A1 WhiteWater, we provide & i Health, Dental, Visien,
Short ard Lang-Term Disability coverage for those hised on full time, company-paid life insusance of $25.000, Pet Insurance, 401k
plan with up o 104 matching. und imedinte acerual of PTO from your first day!
*Eligibifity eritcria apply. Please reach out 1o the HR deparment for frther details.

Contingencies: 1. Sereening: Your satisfactory completion of enployment. refercaces und background screening. 2. Previous
Emplayment: Based on our understanding from your disclosures, fhere are o contractusl obligations preventing you from fulfilling
the i e, This includes adhering to any lryment agreements, such ox na.

competc clises

Conclusion: You acknowbedge that this offer letter encompasses the entirety of the compensation offered by White Water [ixpress.
Verbal ussurances or representations not explicitly oullined in this offer are ot birding upon WhiteWaser Express. Your employment
wsatwill, party o terminate atany Bme, . and with of without notice.

We cagerly anticipate your potendial contribation 10 tbe WhiteWater fansily!

Sincerely.

Liz Lentz

VP of HR

WhiteWater Express Cas Wash
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