JOB AID – EMAIL APPLICANTS


Following are suggestions for when applicants should be emailed:

· Upon cancellation of a vacancy, applicants should be provided the new vacancy number (if applicable).

· Upon closing of a vacancy, applicants should be notified that their application was received.

· After reviewing applicants who were screened out, and verifying that they are ineligible, applicants should be notified of the reason they will not be considered.

· Applicants who did not submit a resume should be notified that they are not being considered.

· Applicants who were referred should be notified that they were not selected.

· Applicants who were not referred should be notified that they were not among the best qualified.

These are not all-inclusive.  All applicants should ultimately receive an email providing them with the disposition of their application.

There are several Bethesda email templates in the system that you can choose from.

I.  HHS Careers Procedures for Emailing Applicants

1) Click the Applicant menu, click Applicant Manager.
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2) Select last radio button.  Click “Ok.”
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3) Select appropriate IC/Division and double-click.
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4) Locate the Staging Area for your vacancy by clicking the plus signs next to the division, series, and the vacancy. 
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5) Left-click on the Staging Area.
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6) Click on Applicant Hiring View tab (at the top).
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NOTE:  You may use the “User Defined Filter” (based on score, vet preference, system status, etc.) or “Data Mining” (based on the applicant’s response to a Core question or a vacancy question) to identify applicants who will receive the same email.

7) Right-click on the staging area. From the menu, click on E-mail Applicants.
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9) The Applicant E-Mail List Selection box will appear.  This box is divided.  The left side is the Source List.  The right side is the Destination List.
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10) To email a single applicant, highlight the applicant’s name and click on single right-pointing arrow to move name to right side.  Click “Ok” once selected name is in Destination List.  (To remove name, highlight applicant in Destination List, and click on single left-pointing arrow.)

To email all applicants on the Source List, click on the double right-pointing arrows.  This will move all names from the Source list to the Destination List.  (To remove all  names, click on double left-pointing arrow, or you may remove individual names as discussed in the previous paragraph.) Click “Ok.”

Note:  You may use the “User Defined Filter” (based on score, vet preference, system status, etc.) or “Data Mining” (based on the applicant’s response to a Core question or a vacancy question) to identify applicants who will receive the same email.  This would be done from the Applicant Hiring View screen.
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11) You may either compose your own message or use one of the Bethesda templates.

Right-click anywhere in the message box to pull up the menu.   Click on “Use E-Mail Template.”
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12) Scroll through the list and left-click to select Bethesda template applicable to your reason for emailing the applicant.  Do not attempt to locate a template by typing the first letter, e.g., “B” for Bethesda.  This will erroneously change the name of template that is currently highlighted.
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NOTE:  MAKE SURE THAT YOUR TEMPLATE DESCRIPTION BEGINS WITH BETHESDA.

13) IMPORTANT:  Make sure that you click the “Copy” button before you proceed.  If this is not done, you will be editing the original template.  After you select ‘Copy’ you will see the following screen.
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14) Complete the Subject line; if you would like to keep a copy for your files, “bcc” yourself (see note below) by typing your e-mail address in the appropriate box; and in the message body, insert HR Specialist’s name on the line above “Human Resources Specialist.”  Do not remove any of the text within the <  > or the <  > symbols.  These tell the system what information to populate in each applicant’s email.  In this example, the <REASON> is referring to the screenout reason you entered when creating the vacancy, and is based on the applicant being marked ineligible by the system because they answered a question with a response that had a screenout assigned to it.

NOTE:  Remember – if you have five or more applicants, you will get an individual e-mail notification for each applicant.  Therefore, if you only want one copy for your file, e-mail one individual and “bcc” that e-mail.  Then e-mail the other applicants.
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15) Click on “Preview.”  Review message for accuracy.  Click “Ok.”
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16) Make changes if necessary.

You are now ready to send e-mails to the applicants. Even though only one email is being created, each applicant gets a personalized e-mail, so they will not see the names of all of the other applicants in the “To” field.
17) Click “Send.”  
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18) You will see “E-Mails Successfully Sent.”  Click “OK.”
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II.  HHS Careers Procedures for Corresponding with Applicants

This feature can be used to create paper-based correspondence for applicants, even though the user can also send an email from this tool.  For example, if an email is returned to you “undeliverable” and you want to inform the applicant that he/she should update his/her HHS Careers registration to include a valid email address, there is an email template that can be printed out and mailed to the applicant.  This example is provided below.

When using the “Correspond with Applicants” feature, you cannot create your own message.  This feature only works using the email templates.

Complete steps 1 through 7 from the previous instructions in this document.
8) From the menu, click on “Correspond with Applicants.”
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9) The Applicant E-Mail List Selection box will appear.  This box is divided.  The left side is the Source List.  The right side is the Destination List.
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10) Scroll through the list and left-click to select Bethesda template applicable to your reason for emailing the applicant.  Do not attempt to locate a template by typing the first letter, e.g., “B” for Bethesda.  This will erroneously change the name of template that is currently highlighted.

For example, we chose the Bethesda – LETTER – Email Update Req (Print & Mail) template.  Fill in the current date at the top of the message, replacing “(FILL IN TODAY’S DATE).”  Note that the title, series, grade and vacancy number have populated the template.
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11) Click “Print.”
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12) Click “Ok.” Click “Print” again.
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13) Mail the letter to the applicant.
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