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How to change status and send emails 
 

Chrome is recommended to access Emply Hire. 

Change status 
1. Open relevant project. 

2. Select relevant candidates. Notice following actions apply to all selected candidates. 

3. Click Status. 

 

4. To change status, open Status tab. 

5. Chooses new relevant status in the drop down menu. Some status changes require 

that an email is send to the candidate. Should this be the case the related guide will 

highlight this. 
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6. If no further changes are necessary, for example sending accompanying emails, click 

Execute. 

7. To send emails, open the Message tab. 

8. Choose relevant option from the drop down menu.  

 

9. Choose the relevant mail template. This will be specified by the related guide. 
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10. Edit subject and content if needed. 

11. Click Execute. 
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Send emails to project participants 
1. Open relevant project. 

2. Click More, Participants. 

 

3. Select relevant participants.  

4. Click Messages. 

 

5. Choose relevant mail template. 
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6. Edit subject and content if needed. 

7. Click Send. 

 


	Change status
	Send emails to project participants

