Accepting an offer in the Employee Self Service (ESS)

portal (internal)

A guide to viewing and actioning an offer that has been sent to you (the recipient) internally
(through ESS) if you currently hold an active appointment. If you do not currently hold an active
appointment with the University of Manitoba, please use the guide for accepting an offer in UM

Careers (external).

If you are unable to action or action an offer that has been sent to you after following the steps
outlined below, please contact hris@umanitoba.ca for further assistance and provide a
screenshot of what you see.

1. Navigate to VIP (https://vip.umanitoba.ca/default) and login using your staff (@umanitoba.ca)

email address and password using multi-factor authentication.
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password to access the application.

Please sign in with your University e-mail address and

2. Once logged in, select the UM Careers tab under your Employee Portal.

Employee Portal
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Notifications About Me
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3. Under My Applications, view the application that is applicable and select “View Offer”.

My Applications
Reg No Location

38437 Manitoba
38428 Manitoba
38409 Manitoba
38399 Manitoba
38382 Manitoba
38327 Manitoba
38384 Manitoba
38343 Manitoba

Job Title
UMFA Dentist
CUPE sessional MUSC 3000
Instructor I/11/Senior Instructor, Civil Engineering
Postdoc Fellow - Advancing sow reproduction knowledge
Clinical Education Facilitator (Other Academic)
Associate Professor
Certified Plumber/Steamfitter (Unifor)
Associate Dean

Closing Date
10-Dec-2025
13-Nov-2025
13-Sep-2025
10-Sep-2025
14-Aug-2025
14-Aug-2025
14-Aug-2025
13-Aug-2025

Application Date
13-Nov-2025
13-Nov-2025
14-Aug-2025
11-Aug-2025
30-Jul-2025
15-Jul-2025
30-Jul-2025
14-Jul-2025

More
Application Status Withdrawn  Offer Status
Received No
Received No
Applicant added by unit No
Applicant added by unit No
Applicant added by unit No
Offer extended to candidate No
Offer extended to candidate No View Offer
Applicant added by unit Mo
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4. Select “View Documents” to review the offer. A panel titled Job Offer Documents will appear
displaying the document(s) for review, including the link to the full letter of offer and an option

to accept/refuse that offer.

Employee Portal

O Welcome I My File (® My Pay

Job Offer

Job Title . Associate Professor [38327]

Date  Status Base Salary

Offered

15-Jul-2025 Pending $181,909 32 YEAR

? My Benefits

Accepted Refused Refusal

Reason

/:. UM Careers

5. Select the offer letter under the “Document” column to open it and fully review the contents

before accepting or refusing.

Job Offer Documents

Job Title :  Associate Professor [38327]

UMFA PROFESSORIAL. pdf

6. Once the letter of offer has been fully reviewed, select the “Accept” or “Refuse” button in the

bottom right of the Job Offer Documents panel.

Job Offer Documents

Job Title - Associate Professor [38327]

Document

UMFA PROFESSORIAL pdf

1 result(s) found
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7. A window will pop-up asking you to confirm your choice. Select “OK” to confirm or “Cancel’ to

go back.

Job Offer Documents

Do gaccept the job offer?

If you select “OK”, you will receive a confirmation notification of your acceptance or
refusal. Select “OK” again to close the dialogue box.

Job Offer Accepted

Congratulations on accepting our job offer! We look forward to having

you igip our Team.
() )

e If you select “Cancel”, you will be brought back to the “Job Offer Documents”
panel to review.
8. You have now successfully actioned an offer that has been sent to you in your Employee Self-

Service (ESS) portal.
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