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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.

" Projects 4 candidates | * Outbox ﬁ‘ videos “¥ calendar ¢ Tasks L Documents O UserLog More v
- [N
& NewCandidate | Search P screening B E N Y adlh |
i Advertisement (5) Selection () Daselected shorlisting (0) Assessment (0) Job inteniew {0} Pay negotiations (0) Decision (0)
2 have been marked. Mark all 6 in this list or Uncheck all Mark

% Application recemed 02022 13:27 Request - Recommendatio.. v

1 Application recewed 0571072022 02:53 Request - Recommendatio o

LB Application receied HA02022 16:01 Thank you for your applica...

L 5 Application recemed 12112022 12:06 Thank you for your applica..

L 2 {:F Apphcation recened 07110v2022 07-38 Thank you for your applica...

1 B d’ Application recemved 1312022 01:22 Request - Recommendatio

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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Manage Candidates

Status @ ° J Message @ 2 { Event @ 3 Task @ 2
‘ Don't change status |
Don't change status -

Advertisement > Application received
= Advertisement > Application validated
Assessment = Awaiting assessment

Assessment > Assessment done

Assessment > Assessment approved

Job interview > Invited for interview
Job interview > Selected for employment
Pay negotiations > Selected for employment

Paiy nanntiatinne = Emnlavmant annroad

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.

Manage Candidates

Status @ 3 H Message @ © l Event @ 2 Task @ 2

H

‘ - Don't send message

Don't send message

Save message as draft

E Send message now

Send message with delay

9. Choose the relevant mail template. This will be specified by the related guide.
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Manage Candidates

Status @ 3 Message @ 3 Event @2 @ Task @ 3
Send message now
Language: Template:
' English | Use empty template
Layout: s Use empty template

. Anszettelse uden opslag ST -> 1a. Anmodning om ansegermateriale
| Please choose... | b " s
L - ARTS VIP -> 3. Info om bedemmelsesudvalg og deadline for bedemmelser

- ARTS VIP -> 4. Afslag
Souco @@ & A B I U },p1svip-> 6. Orientering om bedemmelser il ansageme
ARTS VIP -> 8. Indkaldelse til samtale
ASE uden opslag -> Info om bedemmelsesudvalg
Bedemmelse uden opslag HE -> 1. Info om bedemmelsesudvalg
Bedemmelse uden opslag HE -> 2. Orientering om bedemmelse

BT Dh A = 2 Dh A tillid AxA

- ce ' Bee |ﬁ[ Attach files | send as sms: | ]G0

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.

““ Projects 1 Candidates | Outbox ﬁ Videos '5: Calendar ¥ Tasks L'. Documents O UserLog More =
Setup
&) NewCandidate | Search ) screening Ads
Questions
‘ Advertisement (6) Selection (0) Deselected shortlisting (0) Assessment () Job intendew (0) Pay negotiations (0) Publishing
Traffic
L Candidates (6) a DU T = Status = Applied = Latest message Mark
1 #3 Application received 1072022 13:27 Request - Recommendatio. ..
L fl Application received 05/10/2022 02:53 Request - Recommendatio...
1 #4 Application received 1171072022 16:01 Thank you for your applica...
b 3 #5 Application received 12110/2022 12:06 Thank you for your applica...
1 #2 :_'9 Application received 07/10/2022 07:38 Thank yau for your applica...
1 #6 d Application received 13/10/2022 01:22 Request - Recommendatio...
3. Select relevant participants.
4. Click Messages.
“+ Projects v setup 4L Participants Ads @ Questions P Publishing [§ Traffic More =
48 AddParticipants ¥ Add Department Message
' Participants = E-mail Status Enabled Disabled Mark
b { anaget) - 280912022 13:15 Not possible W
1 - 2810972022 13:40 et specified v
1 ] 2810372022 13.40 ot specified 4
1 - 28109/2022 13:40 Not specified
L - 28009/2022 1340 Mot specified
1 - 28092022 1340 Mot spacifed

5. Choose relevant mail template.
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Message

Language: Template:

| English | Use empty template n|
Layout: s Use empty template | |

| Please choose | Anszitelse uden opslag BSS -> 1. Anmodning om ansegermateriale

- Ansaettelse uden opslag BSS -> 2. Faglig bedemmelse - adgang til ansegermateriale
Ansatielse uden opsiag BSS -> 2a. Indstiling om ansaetielse til godkendelse hos predekan/dekan
Bl Source @ &+ B I U {snganeise uden opsiag BSS -> 3. Orienter om indtastning i MSK
Ansattelse uden cpslag ST -= 1. Anmodning om ansegermatenale
Ansaettelse uden opslag ST -> 3. Onenter om indtasining | MSK
Ansaettelse uden opslag ST -= Start of assessment
ARTS WIP -= 1. Godkendelse af bedemmelsesudvalg Dekan
ARTE WIP % 7 Hanna af hadammalecacudialn Alkadamick B3

Ce Bec | || Attachfies

Dispatch at a specific time.: [m

e |

6. Edit subject and content if needed.
7. Click Send.
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