Guide: Sending Email Notifications to Applicants via NeoGov

Step 1: Login to your NeoGov Account (www.login.neogov.com) and select OHC on the top left
hand corner.
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Step 2: Click the magnifying 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”.

y Candidates History

Candidates

—— Lecturer Pool : 5

Rejected 16 —

(et~ | (e[

Eli
nﬂu - _-H-
Comments

2024-00534 Lecturer, CC Enginesning) 05152024 "N |
O 2024-00534 Lecturer, CC (Englneering) fes 05/15/2024 - Lecturer Poal m
O 2024-00534 Lecturer, CC Englnesring) Yes 05152024 ["Na |
0 202400534 Lecturer, CC Enginesring) Yes 05152024 "N |
O 2024-00534 Lecturer, CC (Engineering) fes 0518/2024 - Lecturer Poal [ NA |

Step 3.b: Check the box next to the candidate's name and click on “Send Notices”.

[ @ Lecturer Pool ~ ” # Actions v ]
1 record(s) are selected. Move to Application
Review

Move to Interview

ve o Offered

2024-005 o Hire =ring)
rint Apps

O 2024-008, =ring)

O 202400534 Lecturer, CC (Engineering)

O 202400534 Lecturer, CC (Englneering)
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Step 3.c: Click the magnifying glass to view the email templates.

Step 3.d: Type “KCC” on the “Name” field and choose “KCC Lecturer - Added to the Pool”.

Page 3 of 11

I Send Notice

Notice Details
Required fels

ds are merked

* Notice

Find a Notice Template

Click here or press enter

windc

Select a Notlce

= ==

), kec s Oy, Search

| Cancel |

KICC - Regret - Did not meet MGs Please review,

KICC - Regret - Mot as qualified as selectee Please review,

I KCC Lecturer - Added 1o the Pool I Please review

KCC Lecturer - Did not meet MGis Please review:

edit template before emaill.

edit template before emaill.

edit template before emaill.

edit template before emaill.

»




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.

Send Notice Cancel m

Notice Details

+ Requirad fields ars marked vith asterisk

* Notice

‘ KCC Lecturer - Anced to the Pool (%) “ ‘

Motice Preview
Template Sample Candidate

<Reg_DepartmentLogo>

<Today>

Deaffpplicant,

Thank you for your interest in the <Pesition_Title> position at Kapi‘olani Community Cellege.

We are pleased to inform you that your application has been placed into our lecturer pool and will remain in the pool untilimm/dd/yyyy.

Again, thank you for your interest.

Sincerely.

{Administrator/Unit Head Mame)

{Administrator/Unit Head 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”.

Override Notice Template Cancel
Search merge ficlds Q B i Q e — Ty = = =- =
Double click, press Enter while Press Alt + FI0 to move to the toolbar
focused, or drag and drop a merge
field to add it to the template _ -
<Today=
Applicant ”~
First Name Last Name
Middle
Address 1
MName
We are pleased to Inform you that your application een placed Into our
ecturer pool and will remain in the pool untld3
Address 2 City
Agaln, thank you for your Interest.
Zip/Postal
State [ T——
Code Sincerely,
eronica Ogata
Dean of Arts & Sclences
oo Home an of & c
oun
v Phone
Characters - 353
Other
Person ID
Phone
APT_PRIO APT_PRIO @
RITY RITY
(35160) (35161) Drag and drop file here, or click here to upload
APT_PRIO APT_PRIO Suppored file types are bmp, dac m, hm ipg. P4
RITY RITY Png. patx. petL. B p.wp
(35162) [35163) _ L
he maximum a ed flle size is 1OMB.
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Step 3.g: Click “Sample Candidate” to preview the finalized email notification to the applicant.
After proofreading, click “Send”.

Send Notice Cancel |m|
]

Notice Details

+ Required fislds ere maried with asterisk

* Notice

MEC Leciurer - Atced to e Pool  (E) - ‘
Notice Preview & Override

Template Sample Candidate

B Ubarvrmsiry of B

)) KAPI'OLANI

COMMLUNITY COLLEGE

Thank you for your intérest in the Lecturer, CC ([Engineering) position at Kapi'olani Community Coliege.

J that your application has been placed into our lecturer pool and will remain in the pool until 03/06/2027.
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Email Notifications to Applicants who have been Rejected

Note: Notification emails do not need to be sent to applicants who withdrew their application
or declined an interview.

Step 4.a: Click the color that is labeled “Rejected” to view the list of applicants.

Candidates History

Candidates

\

11 —— Lecturer Pool 1 5
Rejected 16— AL

TOTA

(omeen | mas [ N Y

O 2024-.00534 Lecturer, CC {Engineering) 05242024 ed COrther Regular
O 2024.00534 Lecturer, CC {Engineering) es 05/24/2024 - Other Regular
O 2024-.00534 Lecturer, CC {Engineering) fes 05242024 - COrther Regular
O 2024-00534 Lecturer, CC {Engineering) fes 05/24/2024 - Other Regular
O 2024-.00534 Lecturer, CC {Engineering) fes 05242024 - COrther Regular
O 2024-00534 Lecturer, CC {Engineering) : fes 05/24/2024 - Other Regular

1 10w | ltems per page Showing 1-6 of & ltems
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Step 4.b: Check the box next to the candidate's name and click on “Send Notices"ﬁ

@ Rejected o || 2 Actions e

Mowve to Interview

Mowve to Lecturer

Pool
[ 2024-005; \ring)
Move to Cffered
0 2024005 pgve to Hire ringj
| s024.005] Send Motices ring)
Print Apps
| 2024-005! tring]
0 2024-00534 Lecturer, CC (Engineering]
0 2024-00534 Lecturer, CC (Engineering)

Step 4.c: Click the magnifying glass to view the email templates.

I Send Notice

Click here of press enter to view notice In &

window.
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Step 4.d: Type “KCC” on the “Name” field and choose “KCC Lecturer - Did not meet MQs".

* Riequired fislds are marked with asterizk

INACTIVATION REASON TEMPLATE © ACTIONS
Other - Notice
1 Applicants | v

Name

KCC - Regret - Did not meet MQs
KCC - Regret - Not as qualified as selectee

KCC Lecturer - Added to the Pool

I KCC Lecturer - Did not meet MC‘EI

Step 4.e: Click “Override”.

INACTIVATION REASON TEMPLATE * ACTIONS
Other T Nofice l & Override @ Preview
1 Applicants

KCC Lecturer - Did nat mestMas (%) v ‘

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”.

Owverride Motice Template Cancel E

Search merge fields ‘ B i u o [ —_ ra £ — = = = =
Couble click. press Enter while Press Alt + FI0 to mowe to the toolbar
focused, or drag and drop a merge _ =
: : Dea ~
field to add it to the template
X Thank you for your Interest In the <Positlon_Tile> position at Kapi'clani
Applicant L .
Community College.
User b
This message Is to Inform you that your applicaticn Is not being placed In our
Agency - ecturer . 85 you do not meet the minimum gualificaticns for the position.
Position ~ continue to pursue other opporunities at the University of
Requisition — . which will further your career goals.
Referral L Agaln, thank you for your Interest and good luck In your future endeavors.
Referred List - Interview b Sincerely.
Referred List - Exam - -
(Administrator/Unit Head Mame)
Referred List - Offered b
(Rdministrator/Unit Head Title) -
Referred List - Hired L -
Characters : 570
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Override Motice Template Cancel

eare eroe fields ' M § — — —_— —_—
Search merge fields - B i u o) E — [] ) = = = = =
Dounle click. press Enter whils Press Alt + F10 to move to the toolbar
focused, or drag and drop a merge
field to add it to the template .
Deardichelin
Applicant W i ) ) _ B
Thank you for your Interest In the <Positlon_Title> position at Kapl'clanl
Uszer y Community College.
Agency e This message Is to Inform you that your application Is not being placed In our
- ecturer poal, 85 you do not meet the minimum qualifications for the posttion.
Position o
Requisition V I hope that you continue 1o pursue other opponunities at the University of
Hawal'l system, which will further yvour career geals.
Referral e
Agaln, thank you for your Interest and good luck In your future endeavors.
Referred List - Interview o
) Incerely
Referred List - Exam i Slncerely
\eronica Ogata
Referred List - Offered ~ Dean of Arts & Sclences
Referred List - Hired ~
Characters : 545
Referred List - Rejected o
H «“ . n
Step 4.g: Click “Preview”.
INACTIVATION REASON TEMPLATE * ACTIONS

Other * Notice

# Override l @ Preview l
1 Applicants

KCC Lecturer - Dkt not mestMos (%) ~ ‘
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Step 4.h: Click “Sample Candidate” to preview the finalized email notification to the applicant.
After proofreading, click “Send”.

Send Notice Cancel m
|

# Required fields are marked wit

INACTIVATION REASON TEMPLATE * ACTIONS

Other " Motice

Y
| Template Sample Candidate

URIVIRSITY of HAWAI'T

KAPI'OLANI

COMUUNITY COLLEGE

5/24/2024

Dear Michelin
Thank you for your interest in the Lecturer, CC (Engineering) position at Kapi‘clani Community College.

position

This message is to inform you that your application is not being placed in our lecturer poel, s you do not meet the minimum qualifi

ity of Hawai'i system, which will further your career goals.

hope that you continue 1o pursue other opportunities &t the Unives
Again, thank you for your interest and good luck in your future endeavors.

Sincerely,
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