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CU Careers: Step-by-Step Guide

Sending Correspondence to Candidates

This guide describes how to send correspondence, with or without using a template, in CU Careers. This can

be done for a single candidate, or for multiple candidates at one time, at any point in the recruitment process.
Correspondence can be sent to up to 150 candidates at a time.

You should use templates for correspondence when communicating with a candidate about the selection
process (not selected, still reviewing, meets minimum qualifications or does not meet minimum qualifications).

Sending Correspondence to Candidates Using a Template

This section describes how to send a correspondence using a template to one or more candidates.

. . " Tasks  Requisti Candidates
1. Click Candidates from the recruiting menu bar. I I

2. Select the boxes next to the candidates with whom you want to correspond. You can choose one or
more candidates (150 maximum)
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Z & & 8B ¢ x B | Moeaos & &=
|_1|,h| Candidate 2A| Req. ID, Tite 14| Selection Step, Status |.j| CCV Confirmation
¥ 01577 - i P of Public R
Cleaver, June (48420) 01577 - Assistant Professor of Interviews - Interview QJ Yes
Public Relations
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Public Relations

3. Click More Actions, Mere#etens ¥

4. Click Send Correspondence.

5. Click From template, and then click the button to the right of the From Template field.

Send message by
Emai .

Write a message
_J From scratch

=) From tempiate|

5]
Comments u

1 | CU Careers Step-by-Step Guide | hcm_cuc_sbs_Sending-Correspondence.docx
Revised: March 1, 2019 | Prepared by: Employee Services | Training Feedback: system.training@cu.edu



mailto:system.training@cu.edu

CU Careers Step-by-Step Guide
6. Click the Select button to right of the template you want to use.
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Al Engiish CU_Faculty_Offer culty Offer Letter A candidates
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7. Choose the correct paragraph for your campus, if listed, and click Next; or click Next if no paragraphs are
provided.

Select the paragraphs to include in the message

[¥] Meets Min Quals-Classified Staft

Meets Min Quals—Uriveﬂ' Staff

Canczl

Edit

8. Review the message text and click Edit to modify the letter.

9. Click Review All to see a list of all the candidates who will receive this message. Review A

send
10, Cick sond. IS
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Sending Custom Correspondence to Candidates (No Template)

If you don’t want to use a template, you can send custom correspondence.

. . . ¥ Recruill Tasks Requisitions Candidates
1. Click Candidates from the recruiting menu bar. ks e Sanso
2. Select the box for one or more candidates with whom you want to correspond.
Candidates
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¥ 01577 - i Profe of Public Ry
Cleaver, June (454207 1577 - Assistant Professor of Intenviews - Interview @ Yes
Public Relations
Simmons, Gene (45860) 01577 - Assistant Professor of MNew - To be Reviewed f
Pubkic Relations
. . M Actions *
3. Click More Actions. L—=
4. Click Send Correspondence.
5. Click From scratch.
end rresponence
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6. Click Next.
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* Subject ‘ IMessage] The field “Messaae” is mandatory.
Message
gme i%aaﬁé [+ Fort | [+] e | [T -~

7. Type your subject and message.

Send

8. Click Send.
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