Sending Correspondences to Candidates

Taleo version 22C

Last reviewed: November 2022
Next review: November 2023

Saskatchewan/.,



Table of Contents

Competition Cancelled, On Hold, or Reactivated

Blank Correspondence (You Supply The Content)

Resending Previously Sent Correspondence



Communication with candidates, ideally, should be done through Taleo, for tracking purposes. It also allows those who have access to your requisition to see
what correspondences have been sent, without cc or bec’ing them.

This instruction guide describes how to send the following correspondences to candidates:
o Cancelled competition
o Competition on hold
o Competition reactivated
o Blank correspondence (you provide the desired content)

For instructions on these commonly-used correspondences, refer to the instruction guides for their related activities:
o Invitation To Assessment/Interview

o Regret Letters (In Screening Or Assessment Step)

o Salary Calculation Request

o Commencement

Competltlon Cancelled, On HOId: or Reactivated When a competition has been cancelled, placed on hold, or
reactivated, it is good practice to notify applicants so that they
i © aren’t left wondering what is happening with the competition.

~] j™  candidate 14 You can send a correspondence to more than one candidate at

a time (maximum 150 candidates at a time), as long as the
| Select all submissions on this list [54) ) ) ) o
S correspondence will be identical for each recipient.
Select none
CIToOOarT, T aurTiar {oOUZ7O007 %

To select all candidates, click the drop-down in the box in the

title bar of the candidate list. Click Select all submissions on

Saskatchewan b ot i i the list. Ensure that fewer than 150 candidates are selected at a
REQUISITIONS CANDIDATES time.

All Submissions (4)

To select individual candidate(s), place a checkmark in the box
to the left of their name in the candidate list.

From the More Actions drop-down, select Send
Correspondence.

| - Accounting Clerk -

a3 : i Alternatively, click the Send Correspondence icon g by the
left side of More Actions button.
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The Send Correspondence window (Bulk Action window if

| Bulk Action - Send Correspondence I . .
multiple candidates selected) pops up.

You are performing this action on 3 submission(s)

Send message by:

- K Email and From Template are selected by default.

O Printed Letter

Write a message

e — Click Next.

Click Filters to open the filter window. Type the following
keywords, as appropriate: cancelled, on hold, or re-activated, in
the Keyword field and click Apply Filters.

» Organization
* Location

* Job Category

Confidential

' Read-only attachment

Intended for:

[ All candidates

Keyword

[Cinte\led
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+ Fiters | Competition Cancelled D Select the appropriate template from the list that appears.

Showing Templates Select the paragraphs to include in the message Expand All
R —— mendedtor- Al cndidares | @[] cancelled competition Each correspondence consists of several paragraphs. Each
R T _ paragraph is listed on the right-hand side. Click ” to the left of
P signature Block - Operator . .
GO T the paragraph title to open and review the paragraph, ensure
T
Language: English Intended for:: All candidates those that are selected are appropriate.

Competencies for Competition
3 paragraphs

Language: English Intended for: All candidates

T Click Select Template.
2 paragraphs
Language: English Intended for- All candidates

Competition On Hold

2 paragraphs
Language: English Intended for:: All candidates.
Competition Re-Activated

2 paragraphs -

uik Action - Send Correspondencs to 4 submizsions - Preview Message _ The Preview Message screen pops up. Any changes made in this
B : screen will apply to the correspondence send to all selected
candidates.
Click Send.

You will get a warning message if the template contains any
missing information. This is normal when the template inlude
& the prompts (tokens).

Bulk Action - Send Correspondence x

3 of 3 correspondences contain errors, and will not be sent. You must resolve these errors to send these correspondences. Click Review All

Select 'Review All' to review and correct these errors.

=
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Bulk Action - Send Correspondence to 3 Submissions - Preview Message x

& There are 3 submissions containing errors (9 in total)

Hide selected submissions

Please resolve following submission errors

Candidates

© MD Ahmed
1D 5228630
Language English

© gbenga akintubuwa
1D 5132806
Language English

© Abisola Alabi
ID 5137558
Language English

Sort by v

3 Errors

3 Errors

3 Errors

MD Ahmed 1D:5228630

-

4 Missing Information Edit Message Language: English IEVEVN  Edit Message
EREME RIS P\ease make necessary revisions before sending the

‘ ‘ correspondence
3 unresolved tokens were found.

ENTER_YOUR _DIVISION_FOR_SIGNATURE_BL - FENTER MRIGINAL DAGTING NATEY

OCK

‘ ‘ 4 Email Header
ENTER_YOUR_MINISTRY_FOR_SIGNATURE_BL From: * | Government of Saskatchewan <Saskatchewa
OCK

3043316@invalidemail.com

cc |

Iil ReplyTo | taleo.testing@gov.sk.ca

Bee: | 8045309A5CED91BBE053257D5C0A06EC@invi

‘ ‘ To: ¥

Subject: * | ADMO017117 - Executive Coordinator

— >

(o) (o) [

Blank Correspondence (You Supply The Content)

Saskatchewan ﬂ

= RICRUITNG TASKS

REQUISITIONS

v

CANDIDATES

inchude flledicancelled requistions

+ Candidates

+ Requ

Apply Candidate riters SIS
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- -

FLTERS ) Show candidates for requisitions | own or collaborate 0 @

15 Draft @ Tobeapproved © Approved @ Onkokl @  Sourcing @

i =8

o~ = arf ge e LY Woman Disability

Aoriginal
ssistan A persen (First
e Nations)

ENGO01947 - Student - En

[
visinls minority

Jones, Samuel (3036930) FINDOIDOZ - Accountin 8 Clork

November 25, 2022

Read the warning message in this window for more information.
Fill in all of the missing information in the middle section. Click
Apply. Review the message.

You can use these navigation buttons by the top right to
move from one candidate to another. Alternatively, you can
click on each candidate names displayed by the left of the
screen. Review and update the missing informaiton for each

candidate if required. Click Apply for each candidate. Review
the message.

The correspondence will insert what you type, exactly as you
type it; so ensure you use correct formatting, spelling, and
grammar.

The Send (X) button will be available when the messages are
ready to send. X is the correspondence number to be sent. Click
Send.

Note: Candidates will stay being selected until manually
deselected.

From the candidate list, place a checkmark to the left of the
name(s) of the candidates to whom you wish to send the
correspondence.

To select all candidates, click the drop-down in the box in the
title bar of the candidate list. Click Select all submissions on
the list. Ensure that fewer than 150 candidates are selected at a
time.

From the More Actions drop-down, select Send
Correspondence.

Alternatively, click the Send Correspondence icon = by the
left side of More Actions button.
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The Send Correspondence window (Bulk Action window if
multiple candidates selected) pops up.

Bulk Action - Send Correspondence

You are performing this action on 3 submission(s)

Send message by:

e Email and From Template are selected by default.

© Printed Letter

Write a message

) Click Next.

Click Filters to open the filter window. Type the word “blank” in
T the Keyword field and click Apply Filters.

» Organization
» Location

» job Category

Confidential

Read-only attachment

Intended for:

| All candidates
Keyword
| blank ]

Send Correspondence - Select Template x

Hide Template List

The correspondence is set up to be four paragraphs in length by
B default. If you don’t need to use that many paragraphs, navigate
L L I to the right-hand panel and un-check the paragraphs that you
Lpn g one do not need. For example, if you want to use three paragraphs,
then you will un-check “Blank Paragraph — four.”

Showing Templates (1)

» Blank Paragraph - two

» Blank Paragraph - three

> Blank Paragraph - four Click Select Template.

» Signature Block - Blank
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Send Correspondence - Edit Message

4 Missing Information

ENTER_1ST_PARAGRAPH_CONTENT

ENTER_2ND_PARAGRAPH_CONTENT

ENTER_3RD_PARAGRAPH_CONTENT

ENTER_NAME

ENTER_TITLE

ENTER_DIVISION

ENTER_MINISTRY

Edit Message

Language: English

ZI\ Please make necessary revisions before sending the correspondence
7 unresolved tokens were found.

« {ENTER_1ST_PARAGRAPH_CONTENT}
e [FNTFR ?ND PARAGRAPH CONTFNTY

4 Email Header

LT Edit Message

From: * | Government of Saskatchewan <Saskatchewan PublicService@careers.gov.sk.ca>
To: * | 3043316@invalidemail.com |
ReplyTo | taleo.te
Bec: 8045309A5CED91B8E053257D5C0A06EC@invalidemail.com; taleo.testing@gov.sk.ca; 964D
Subject: *

The field Subject: is mandatory

You must include Subject: before proceeding

Autachments:

Message created from Blank Correspondence - 4 paragraphs *

Source

Q

Send Correspondence

1 submission(s) were processed

@ Successfully sent correspondence to 1 submission(s)

Public Service Commission — Strategic Systems & Innovation Branch

November 25, 2022

The Send Correspondence window (Bulk Action window if
multiple candidates selected) pops up.

Read the warning message in this window for more information.

Fill in all of the missing information in the left section. Click
Apply. Fill in the Subject of the correspondence. Review the
message.

While the boxes are small, you can type as much as you need to
in the boxes. The sentences will wrap properly in the email.

Please be aware that the correspondence does not
automatically reference the competition number or title, so you
need to include that in the paragraphs that you provide here.

Review the content of the correspondence, checking for
content, spelling, grammar, and punctuation.

Note the Subject line is empty. The system will not send the
correspondence until that error is corrected. Click Edit Message
to enter the subject line.

The Send button will be available when the messages is ready to

send. Click Send.

You will get a message to notify the successfully process.
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Resending Previously Sent Correspondence

-

E RECRUITING TASKS REQUISITIONS CANDIDATES CANDIDATE POOLS SEARCH

You are here > Requisition List > Submission List > Submission View

@ | ewss
ID

Canada >! Job Submission Attachments Histery

Back to Submission List

Show history for ‘ Current submission -

Submission (M General Profile Modify Categories | 4 out of 12 event categories selected
@ HIGHLIGHTS (CURRENT SUBMISSION) sortBy -

Requiredmet  Assetsmet  Result

4 Administrative Support - Student Less than Full-time (1D: ADM019288)

Date Events Details/Comments By
Step:
Status Correspondence | Salary Calculation Request
o sent (goes to HRSC) - NOT for
i | up-in-range - MASKED_ (g
Date of Application:

Send Correspondence - Preview Message

Message Preview

4 Email Header

Language:English

x

From: MASKED
To: MASKED_
Cc: MASKED_

Reply To: do_not_reply@invalidemail.com

Bco MASKED_
Subject: MASKED _

Attachments

Message

77658375696

Comments
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In the Submission View page, click on History tab for
candidate’s submission.

Click on the correspondence that needs to be resent in the
Details/Comments column.

The Send Correspondence window pops up.

Click on Resend button at the bottom of the screen to resend
the correspondenec as it is.

Before resending the correspondence, you can change the
recipient's email address, add additional email addresses, and
edit the subject of the email.

Click on the Edit Email Header button on the top right corner.

This will enable editing of the email adresses and the subject of
the correspondence.
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