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1. About Email Templates

In most organisations, many emails are sent during the recruitment process to individuals
including candidates, HR recruiter, hiring managers, referees etc.

To create significant efficiencies, Reach allows pre-prepared email templates to be out at
any time during the process:

e Automatically by attaching the template to a specific stage in the workflow
e Manually by the HR recruiter

Examples of templates include:

e Application received

e Interview invitations

e Regrets (e.g. failed interview)

o Offer letters & contracts

e Reference requests

e Internal notifications (e.g. New Starter IT Requirements - sent to IT dept.)

Templates are extremely versatile and can be sent to candidates, HR recruiters, hiring
managers, referees, your IT department, your payroll department, or ANY person or email
address that you nominate.

All of the templates are specific to your organisation and are created and amended by the
HR team.

Templates are stored and managed from the Email Library.

Figure 1: Example email template

., Preview x

~
BB Email Template Preview for Interview Confirmation’

Subject: Interview confirmation for your [JobTitle] interview

Dear [FirstMame]

We are delighted to invite you to an interview for the position of [JobTitle]: within our organisation
Please find the interview details below

Date & Time: [IntTime] on [IntDate]

Location: :[IntVenue]

Please arrive promptly. You must bring a recognised form of identification & proof of your address. This should be either your passport or your Full Birth
Certificate. If you do not have this information with you we will be unable to interview you.

The interview will consist of a competency based interview and should last for around 1 hour.

On arrival, please ask for [IntContact]

Please confirm your attendance no later than 48 hours prior to your interview.

If you have questions on any of the above, please do not hesitate to contact us on the number below
Kind Regards

ACME plc Recruitment Team

Tel: 01527 574245
Fax: 01983 471670
Web: www.acme-careers.com

WWW.CE- CAreers.com
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2. Email Library

The email library contains all of the templates that have been created by your organisation,
organised by type.

To access the Email Library:

1. Click the Libraries tab
2. Click Email Library

Figure 2: Click Libraries to access the Email Library

Libraries  [EREINEEIS R Settings Preferences #  Sign Out @

| (@1 Files Library U [=] Email Library. H [ Workflow Library ‘ @) Form Library ‘

H @extemal | [lintemal | (3 Universal | Archived | © Create New Email Tempiate H

1D Email Template Name Created Created By Last Modified Files
311 Application Form Received 18/01/2012 Stuart Wheeler 07/03/2013 08:50AM 2
379 Application Form Received - Legal Secretary 03/04/2012 Stuart Wheeler 03/04/2012 04:10AM 1
214 Application Form Received - LGV Drivers 01/11/2011 Stuart Wheeler 24/07/2013 09:55AM 0
206 Application Form Received - Sales Advisors 24/10/2011 Stuart Wheeler 05/02/2012 04:09PM 1
201 Application Form Received - Store Manager 23/10/2011 Stuart Wheeler 05/02/2012 04:13PM il
602 Contract - IT 25/10/2012 Stuart Wheeler 25/10/2012 04:12AM 1
603 Contract - Marketing 256/10/2012 Stuart Wheeler 25/10/2012 04:12AM 4
601 Contract - Sales 25/10/2012 Stuart Wheeler 25/10/2012 04:13AM 1
204 Failed Interview 23/10/2011 Stuart Wheeler 02/08/2012 05:51AM 0
715 Failed Interview - Support Worker 23/05/2013 Stuart Wheeler 23/05/2013 07:54AM 0
202 Failed Screening 23/10/2011 Stuart Wheeler 02/08/2012 05:38AM 0
615 Initial Offer Letter Attached 21/11/2012 Stuart Wheeler 21/11/2012 02:49PM 4
412 Interview Confirmation 02/08/2012 Stuart Wheeler 13/12/2012 09:58AM 0
413 Interview Success 02/08/2012 Stuart Wheeler 01/08/2013 07:10AM 0
714 Offer & Contract - Merge Contract 22/05/2013 Stuart Wheeler 22/05/2013 04:40PM 3
205 Offer & Contract - Online Acceptance 23/10/2011 Stuart Wheeler 20/01/2013 12:11PM 2
653 Offer & Contract - Postal Acceptance 20/01/2013 Stuart Wheeler 24/04/2013 11:50AM 1
203 Telephone Interview Confirmation 23/10/2011 Stuart Wheeler 02/08/2012 05:43AM 0

The templates are organised into tabs for easy access:
e External (for emails sent to external candidates)
¢ Internal (for emails sent to existing employees)
e Universal (for general use emails e.g. chase incomplete application)
e Archived (templates that are no longer required for active use)

Email templates can also be sent triggered manually by the HR Administrator at any time

There are no limits on the number of email templates that can be created and stored in
this library.
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3. Create an Email Template

To create a new template, access the Email Library then click Create New Email Template
and complete the following details then press Save & Return.

Template Details

e Name (e.g. Failed Interview)

e Source Type (sets the tab for the template listing e.g. External)
e Search Tags (optional)

e Description (optional)

Figure 3: Add the template details

®reach ATS a Can Va Libraries Talent Bank Reports Seftings Preferences ¥ Sign Out @

B Files Library H [ Email Library H [ Workflow Library H [ Form Library

‘ BB Email Template

[Z# Template Details | [=] Template Content @ File Atachments

Name Failed Intarview
Tags Intendew Reject
Source Type External v

Description This template is sent to external candidates that do not pass the 1st Interview for the vacancy

Template Content

o To (select the email recipient from the pick list e.g. Candidate)
e Subject (type as you wish it to appear in the recipient’s Inbox)
e Type the Content

Type the content directly into the space provided, using the formatting tools provided
where required (e.g. bold, underline, bullet points etc.).

Use merge tags such as [JobTitle] in your text as required. When the email is sent, the
merge fields will be automatically populated. Click an item in the merge fields menu on the
left hand side of the page to input the correct merge tag into your text (e.g. clicking ‘First
Name’ inserts [FirstName] into your template).

Your organisational signature will appear at the bottom of the email by default. Please note
that you can edit this signature on each template as required.
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Figure 4: Add the template content

Libraries

{ Files Library I Email Library H [ workflow Library H Form Library

‘ B=d Email Template

| [ Template Details | [=]Template Content | {§ File Atachments

To

The Candidate

Subject | Your Application for [JobTitle]

- & Candidate Fieids e GBI Ul Aial < ropt -l
@ Title MK BREGEEE || A -2 -

@ First Name

Dear [Firsthame]

@ Last Name Thank you for taking part in the recent interview for the position of [JokTitle] with our organisation.

@ Full Address
After carefully considering all the information you have given us during the recruitment process, we have decided

@ 15t Line 01 Address not to take your application any further.

@ 2nd Line of Address

We are sorry to send you a disappointing reply. but must stress that all applicants assessed were of a high

@ Town/ City standard, making the decision very difficult

@ County We appreciate the time and effort that you have spent taking part in our selection process and thank you for
‘your interest in our organisation.

@ Country

® Appication D We wish you all the best with your future job search-
@ Fencing Kind Regards

@ Archery ACME plc Recruitment Team

@ Snorkeling

@ Water Competency
Tel: 01527 574245

@ First 4 o| | Fex: 01983471670
——— | Web: www acme-careers com
» [Eliob Fields FB:  www facebook.com/acme.staff

» @ Recruiter Fields

File Attachments

Any file that is stored in the File Library can be attached to an email template. Attach as
many files as necessary to the template but be aware the recipient may have a limit on the
size of emails that can be delivered.

Figure 5: Attach a file to the email if required

Preferences #§  Sign Out @

| (B Files Library H [=] Email Library H (3 Workflow Library ” Form Library

‘ - Email Template

[Z Template Details 4] Template Content ) File Atachments

File Name File Type Document Type File Size  Uploaded \ @ Add J
L& How_to_Find_Us.pdf Adobe PDF Location Map 107.63KB  30/07/2012

= Discard & Go Back o Listing <7 Save &Return

o Instinctive Technologies Ltd 2013 All Rights Reserved | Page 5



oreach ATS’
4. Copy an Email Template
To copy an email template:
1. Click the Libraries tab

2. Click Email Library
3. Click the template name and then Copy

Figure 6: Use the Copy button to quickly create new templates

Libraries Talent Bank Reports Settings Preferences ¥ Sign Out @

‘ [ Files Library H [ Email Library || G Workflow Library !\ B Form Library |

{ - Email Library

‘ @ Exteral ‘ [Elinternal (3 Universal g Archived | © Create New Email Template H

D Created

Email Template Name Created By Last Modified Files

3N Application Form Received 18/01/2012 Stuart Wheeler 07/03/2013 08:50AM

379 Application Form Received - Legal Secretary 03/04/2012 Stuart Wheeler 03/04/2012 04:10AM

214 Application Form Received - LGV Drivers 01/11/2011 Stuart Wheeler 24/07/2013 09:55AM

206 Application Form Received - Sales Advisors 24/10/2011 Stuart Wheeler 05/02/2012 04:09PM

201 Application Form Received - Store Manager 23/10/2011 Stuart Wheeler 05/02/2012 04:13PM

602 Contract - [T 25/10/2012 Stuart Wheeler 25/10/2012 04:12AM

603 Contract - Marketing 25/10/2012 Stuart Wheeler 25/10/2012 04:12AM 4
.
=T
601 Contract - Sales 25/10/2012 Stuart Wheeler 25/10/2012 04:13AM 1
204 Failed Interview 23/10/2011 Stuart Wheeler 02/08/2012 05:51AM 0
715 Failed Interview - Support Worker 23/05/2013 Stuart Wheeler 23/05/2013 07:54AM 0
202 Failed Screening 23/10/2011 Stuart Wheeler 02/08/2012 05:38AM 0
615 Initial Offer Letter Attached 21/11/2012 Stuart Wheeler 21/11/2012 02:49PM 4
412 Interview Confirmation 02/08/2012 Stuart Wheeler 13/12/2012 09:58AM 0
413 Interview Success 02/08/2012 Stuart Wheeler 01/08/2013 07:10AM 0
714 Offer & Contract - Merge Contract 22/05/2013 Stuart Wheeler 22/05/2013 04:40PM 3

Offer & Contract - Online Acceptance 23/10/2011 Stuart Wheeler 20/01/2013 12:11PM

Change the name of the template and any other details (e.g. template type, content etc.)
then Save Copy & Return.

5. Edit an Email Template
To edit an email template:
1. Click the Libraries tab
2. Click Email Library

3. Click the template name and then Edit

Make any necessary edits to the template details, content or file attachments and then
click Save & Return.

The amendments will be live immediately.
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6. Preview an Email Template
To preview an email template:

1. Click the Libraries tab
2. Click Email Library
3. Click the template name and then Preview

The email template will appear on screen for your review.

Figure 7: Use the Preview button review the template content

), Preview x

A~

Email Template Preview for ‘Contract - Marketing'

Subject: Offer of Employment & Contract

Dear: [FirstMame]

Further ta your application to join the ACME Team, we are pleased to offer you employment with the Company on the terms and conditions as detailed in the
enclosed Contract of Employment Letter.

When you have electronically accepted the terms of the Contract of Employment Letter (see below) we will send you more information regarding the induction
course including an outline of the programme

Please note that this offer of employment is also conditional on the following:
+ Receipt of a minimum of 2 excellent references (one of which MUST be your most recent or current employer)
« Confirmation i proof of relevant qualifications as appropriate

= Fornon UK citizens - evidence of your right to wark in the UK.

If you wish to accept this offer of employment, please click the link below and electranically sign the Contract Acceptance form. Please note: if this is not
actioned within 10 days of the date of this letter the offer may be withdrawn

[additionalFormsURL]
Whilst the main terms and conditions of employment are given in your Contract of Employment Letter. full details of all your terms and conditions of employment

are contained in the Staff Handboak, a capy of which will be provided to you during your assessment and induction course

References

By signing and returning your Contract of Employment Letter you are giving consent for us to contact your referses including your most recent or current
employer. It would help us with this process if you contact them to ask that they respond quickly to the request. We will not contact any referees until we have
received your signed Contract of Employment Letter.

7. Archive an Email Template

When a template is no longer required, use the Archive feature to keep the template listing
concise.

To archive an email template:
1. Click the Libraries tab
2. Click Email Library

3. Click the template name and then Archive

The template can be found in the Archived tab.

Use the Restore button to move the template back into the active listings.
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8. Automatically Send an Email Template

HR Administrators can choose to automatically trigger emails by attaching the relevant
email template to a workflow stage.

Templates can be automatically triggered when a candidate:

o Enters a stage

e Isrejected from a stage

e  Withdraws their application at a stage
e Completes a stage

To attach an email to a workflow stage:

Click Libraries then Workflow Library

Click the name of the workflow then Edit

Click the Recruiter Stages tab

Click Edit on the stage you'd like to trigger the email template(s) from

Click Emails tab then Add

Click the Template Name and set when the email should send (e.g. Stage Entry)
Click Use

No v AW

The email will automatically be sent to the intended recipient whenever a candidate
reaches this stage of the workflow.

Figure 8: Attach an email template to any stage in a workflow

Email Template Library - Recruiter Stage Interview Outcome ®

~

- Please Select a Template

@ Newstaff | [FReturning Staff 5 Universal

1D Email Template Name Created Created By Last Modified
Application Form Received 18/01/2012 Stuart Wheeler 07/03/2013 08:50AM
Application Form Received - Legal Secretar 03/04/2012 Stuart Wheeler 03/04/2012 04-10AM
Application Form Received - LGV Drivers 0111201 Stuart Wheeler 24/07/2013 09:55AM
Application Form Received - Sales Advisars 24110/2011 Stuart Wheeler 05/02/2012 04:09PM
Application Form Received - Store Manager 23/10/2011 Stuart Wheeler 05/02/2012 04-13PM

Contract - IT 25/10/2012 Stuart Wheeler 25/10/2012 04:12AM

Please Select

Contract - Marketing 25:10:2012 Stuart Wheeler 25/10/2012 04:12AM

Contract - Sales Stage Completion 25/10/2012 Stuart Wheeler 250012012 04:13AM

Failed Interview Candidate Rejection 23/10/2011 Stuart Wheeler 02/08/2012 05-51AM

Failed Interview - Support|  Candidate Withdrawal 23/05/2013 Stuart Wheeler 23/05/2013 07-54AM
Failed Screening 23102011 Stuart Wheeler 02/08/2012 05:38AM
Initial Offer Letter Attached 21/11/2012 Stuart Wheeler 2111172012 02:49PM
Interiew Confirmation 02/06/2012 Stuart Wheeler 13/12/2012 09:58AM
Interview Success 02/08/2012 Stuart Wheeler 01/08/2013 07:10AM

Offer & Contract - Merge Contract 22/05/2013 Stuart Wheaeler 22/05/2013 04:40PM

A copy of each Email can be viewed in the history tab of the candidate's record card.
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9. Manually Send an Email Template

HR Administrators can manually send an email template to any candidate on an ad-hoc
basis at any time during the recruitment process.

To manually send an email to an individual candidate

Click Candidates then select the job title

. Click the name of the candidate you want to email from the candidate listing
Click Email from the available options

Click Edit on the stage you'd like to trigger the email template(s) from

Click Template Email tab then click the name of the email template to send
. Click Send this Email to the Selected Candidates

Please note: to compose and send an ad-hoc email, select Ad Hoc Email instead of
Template Email when prompted.

Figure 9: Manually trigger an email

®reach ATS Candidates Libraries Talent Bank R Preferences ¥  Sign Out @

Q Candidates On Hold

| & Active Candidates \ | Incomplete Candidates || & Rejected C

1% Candidate Listing - Fabric Controller [ID: 25724 ]

-=>Job Selection - Actions

B shortlist 2

[ Screen 7 & Interview & 8. Offer 2 | Contract 1 & Appointed o I Onboard o

[1 Candidate

App ID Application Date  Location Grade Score Stage

[0  Patrick Mccallum 575050 B & 10/06/2013 09:22AM  Belper 100%, Screening

[ (] Card h B Rec Forms I <7 Progress I © Reject I <A Withdraw l @ Hold l ] Email M
[¥  Elliot Appleton 575049 = & 10/06/2013 09:-20AM Birmingham 100% Screening Decision

[0 Lisa Simmons 575047 [E] & 10/06/2013 09:01AM  Manchester 100%| Screening Decision

[0  Luke Glenton 554725 [ &  10/12/2012 05:55PM Derby 150%| Screening Decision

[J Jason Brown 554727 [E] & 10/12/2012 05:44PM  Nottingham 75% | Screening Decision

[0 Luke John Morley 554728 ) & 10112/2012 05:42PM Derby 100%, Screening Decision

[0  Sandrine Slater 564721 B & 10/12/2012 05:26PM Nottingham 100% Screening

To send an ad-hoc email to multiple candidates:

Click Candidates then select the job title

Tick the checkbox next to each candidate’s name of the individuals to email
Click the Actions Button

Click Email from the available options

Click Template Email tab then click the name of the email template to send
Click Send this Email to the Selected Candidates

ScUAwWNR

The email will be sent to the recipient for the template for each of the selected
candidates.
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Figure 10: Send emails to multiple candidates at the same time

Candidates Sign Out @

| @ active candi 2

Q R
‘WProgress ‘e Reject Hﬂwilhdraw & Email ‘
VL ;

=0 Job Selection .~ Actions

| [Escreen 7+ | RBshotistz = &inteniews | (S.Offer 2 | [ Contract 1 | & Appointed o | Gl Onboard o

|
Candidate App ID Application Date  Location Grade Score Stage
Patrick Mccallum 575050 [E & 10/06/2013 09:22AM Belper W [100%] Screening
Elliot Appleton 575049 & 10/06/2013 09:20AM Birmingham 100%, Screening Decision
Lisa Simmons 575047 & 10/06/2013 09:01AM  Manchester 100%, Screening Decision

Luke Glenton 554725 10/12/2012 05:55PM  Derby 150%| Screening Decision

8
Jason Brown 554727 E) & 10/12/2012 05:44PM  Nottingham YW 75% | Screening Decision

Luke John Morley 554728 B & 10/12/2012 05:42PM Derby 100%| Screening Decision
Sandrine Slater 554721 B & 10/12/2012 05:26PM Nottingham 100%, Screening
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