
Guide: Sending Email Notifications to Applicants via NeoGov

Step 1: Login to your NeoGov Account (www.login.neogov.com) and selectOHC on the top left
hand corner.

Step 2:Click themagnifying glass on “My Requisitions” and type the requisition number (e.g.
2024-00534 for Lecturer, CC Engineering position).
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Email Notifications to Applicants who are added to the Lecturer Pool

Step 3.a:Click the color that is labeled “Lecturer Pool” to view the list of applicants who have been
moved to the “Lecturer Pool”.

Step 3.b:Check the box next to the candidate's name and click on “SendNotices”.
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Step 3.c: Click themagnifying glass to view the email templates.

Step 3.d: Type “KCC” on the “Name” field and choose “KCC Lecturer - Added to the Pool”.
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Step 3.e: On the “Template” page, click “Override” to edit the following information: applicant’s
first name, expiration date of the applicant’s eligibility to be in lecturer pool, as well as the
Administrator’s name and position title.
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Step 3.f: On the “Override Notice Template” page, enter or type the following information:
applicant’s first name, expiration date of the applicant’s eligibility to be in lecturer pool, as well as
the Administrator’s name and position title. On this page, spaces can be edited as well. Once done,
click “Save”.

Page 5 of 11



Step 3.g: Click “Sample Candidate” to preview the finalized email notification to the applicant.
After proofreading, click “Send”.
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Email Notifications to Applicants who have been Rejected

Note: Notification emails do not need to be sent to applicants whowithdrew their application

or declined an interview.

Step 4.a:Click the color that is labeled “Rejected” to view the list of applicants.
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Step 4.b:Check the box next to the candidate's name and click on “SendNotices”

Step 4.c: Click themagnifying glass to view the email templates.
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Step 4.d: Type “KCC” on the “Name” field and choose “KCC Lecturer - Did not meetMQs”.

Step 4.e: Click “Override”.

Step 4.f: On the “Override Notice Template” page, edit the following information: applicant’s first
name as well as the Administrator’s name and position title. On this page, spaces can be edited as
well. Once done, click “Save”.
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Step 4.g: Click “Preview”.
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Step 4.h: Click “Sample Candidate” to preview the finalized email notification to the applicant.
After proofreading, click “Send”.
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