Sending Email Correspondence Instructions
In PeopleSoft, please go to the Manage Applicants section for the Job Opening (see below picture).
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1. Select the applicant to whom you would like to send an email.
2. From the “Take Action” drop down menu, click on Send Correspondence.

*** In order to send a group correspondence, please see the instructions on page 2.  If sending individual correspondence, please continue to page 3.
Sending group correspondence:

Please note that you are able to display applicants by their disposition, by clicking on the drop-down menu highlighted in red below.  If you want to send a group email to rejected applicants, please select “110-Reject” from the drop down menu and follow the below steps.
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3. If you would like to select all applicants, please click on the “Select All” link.  Please note that each applicant has a checked box next to their name.  You can unclick the boxes of those who you don’t want to receive the email.

4. Select “Send Correspondence” from the Group Action drop down menu and click on the yellow “Go”.

5. The Send Correspondence page will appear.

6. The Contact Method needs to be set at email.  The system will load the email address the applicant has entered in their profile.  You do not need to enter the email address.  *Please note: you will see the applicant’s name, NOT their email address.  

NOTE:  If sending a group correspondence, all the applicants’ names will appear in the “To:” box – when the email is sent the recipients will NOT be able to see each other, it will look like the email was only sent to each individual.
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7.  To copy or blind copy an employee – click on the [image: image4.png]


 link
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8.  Type in the name of the employee you wish to add to your email.

9. Click [image: image6.png]



10. The name of the employee is returned from the search
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11. Check the [image: image8.png]


 to add this employee to your email.

12. Click [image: image9.png]
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13. Once you click [image: image11.png]


, the system will take you back to the Send Correspondence page.

NOTE: Here you will see that the employee you searched for has been added to the email. 

14.
Continue by adding a subject (required) and then your message.  If you have any attachments you would like to send you may attach them at the bottom of the page.  
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15. 
When you are satisfied with the email, please click on the yellow “Send” button and the correspondence will be sent.  If you wish to preview the message first, click on the yellow “Preview” button.  If you wish to spell-check the message, please click on the blue “book with a checkmark” icon to the right of the message box.
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