[bookmark: _GoBack]Instructions to send mass emails to candidates

Please note this only works using the Rich Client (not the web based version of the application at this point)
Navigate to your requisition by entering the job ID in the search field:
[image: ]
Select the candidates that you want to send the email to by clicking on them and holding down the CTRL button or click and Shift to select all:
[image: ]
Click on the double arrows on your req, then select the “Options” menu, then select “Export to CSV”.
[image: ]

This should open an excel spreadsheet:


[image: ]
Select and highlight the column with the email addresses in it, then copy – do not include the header row
[image: ]
Open up a new email message and click in the CC field, this should open up a dialog box where you can click “paste” in the BCC box. This way the candidates won’t see each other’s names on the email message: 
[image: ]
You will need to enter a valid email in the To address box –either send it to yourself or a main HR email box you may have setup.
Once the email has been sent you can navigate to your sent items and save the email as a txt file or pdf (depending on what is loaded to your pc) to your desktop or shared drive:
[image: ]
You can then upload the email document to Talent acquisition as an attachment on your requisition to keep the history of the email you sent:
[image: ]
[image: ]
Save to attachments link in requisition:
[image: ]
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