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Congratulations! You have verbally accepted a contingent offer of employment. We are so excited to
have you join our team, and there are a few very important steps you need to complete in order for us
to initiate the onboarding process.

This document will help walk you step by step through the tasks you will need to complete.

Log into your Candidate Home Account.

When you are in the Candidate Home Account, there will be pending tasks for you to complete as soon
as possible. It is important you complete all 3 pending tasks for us to be able to move forward with the
additional pre-hire process.

Task 1: Offer Letter
a. Click on the “Start” button. This will
- Candidate Home take you to another screen where you can
My Tasks (3 have access to view and sign your offer
letter.

Welcome

Submitted Applications

Welcome to your candidate home at
Trinity Health! Please review your
. applications.

About Us



Review Document

The online signature is powered by Adobe E-sign.
This is not enabled on some mobile devices so it is
best to complete these steps on a computer. A

b. Click on “E-Sign by Adobe”

c. This will bring up a window containing your offer letter. Read through the letter carefully and
click on the e-signature button.

Adabe Sign

Review Documents for C

If you have questions regarding this offer or need assistance completing the required employment forms, please contact me
directly at

Sincerely,

Please sign at your earliest convenience:

P Name: Bow wawer

Next Signature: *ciick hev‘@' sign
Date: Sej =7 77 1

d. Type or Draw your signature into this box and click “Apply”
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Type Draw Image Mobile

Draw or take a picture of your signature

I
T

Type your signature here

1 Bleace fill it thic field |

Eam

e. This will bring you back to the document where you can “click to sign”

somEREDBY
| Adobe Sign

Review Documents for Offer for Job Application: Walker, Beth - 00253327 Nutritional Services Coor...

If you have questions regarding this offer or need the required forms, please contact me
directly at .

Sincerely,
-

—
Please sign at your earliest convenience:
Click to change

Name: Lex. valke
Signature: %=

oth ths agreement and the Click to Sign ;

f.  After you have completed the signature, you will be brought back to this document page where
you can click on the link to download a PDF version of your signed offer letter. Then Click “OK”.



Click on this link to
download a PDF copy of
your signed offer letter
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Comment

Click OK

g. After clicking “OK”, you will see the pop-up window below confirming completion of that task. If
you exit out of that pop-up menu, you should be directed immediately to your next task.

Thank you!

“This task is complete.

There are 1 or more tasks for the Nutritional Services
Coordinator job that require your attention. Close this
message to complete your next task




Task 2: National ID (SSN)
Complete the required fields and select “OK”

Update Identifiers

"National ID". Select the country, the National ID Type of Social Security Number (SSN) and then enter your SSN under the
Identification Number. Then click "0k".

This is a very critical piece of your hire process into the organization as it is required for payroll, benefits, etc.

You will see the "Congratulations”. Click the "X" to close and proceed to the next task.

National ID

Country *

United States of America v —

National ID Type *

‘ Social Security Number (SSN) v —

Identification Number *

,,I,'i p—

Issued Date

‘ MM/DD/YYYY [

Expiration Date

‘ MM/DD/YYYY [E]

After clicking “OK”, you will see the pop up window below confirming completion of that task. If you
exit out of that pop-up menu, you should be directed immediately to your next task.

Thank you!

This task is complete.

Task 3: Add Personal Information
Complete the required fields and any optional fields you wish to complete. Then press “OK”".



Update Personal Information

Personal Information change task, Enter your date of birth, gender and marital status. You may enter in the other fields but
they are not required. Once complete; click "0k".

The date of birth, gender and marital status is also a very critical piece of your hire process into the organization as it is
required for benefits.

Gender * &

select one v e

Date of Birth *

{M)"/DUJWW ] | —

Marital Status *

select one V fp—
‘Hispﬂml: or Latino optional
J
Race/Ethnicity
select one v optional

Citizenship Status
= optional

After clicking “OK”, you will see the pop up window below confirming completion of that task. If you
exit out of that pop-up menu, you should be directed back to your Candidate Home Account.

©

Thank you!

This task is complete.
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