
Email job seeker’s 
information  
to a PIC as 

recommendation 
 



※ There is a possibility that the screen image might change. 
※ In this manual, the default menus displayed are the default settings. 
     To change the global menu display settings, please refer to the document “How to Customize the Global Menu”. 

A recommendation email will be sent to the recruiter of the client if the 
candidate who received the sound out email consents to apply. 

 
Because we are sending email from the Process screen,  
please click the search submenu in the process menu.  
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Input the resume name and click the 
"Search“ button. 
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Search results are displayed. 
It may be easier to work with the search results by checking the 

phase checkboxes to narrow them.  
 

Please check “Job Sent” now. 

Please click “Email to Recruiter” in the Action Menu of e  the 
process in the “Job Sent” phase. 
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Input the contents  
(Share, From,Reply To Settings,To, Cc,Bcc, File). 

Please consult the “How to Create an Email” manual for details. 
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You can attach files of up to 5MB per file, up to a total of 10MB per Email. 
 

Extension：txt, pdf, xls, doc, ppt, xlsx, docx, pptx, html, htm, gif, jpg, jpeg, png, bmp 
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Files that are saved in Resume are available to attach by 
just clicking the check box. 

 
Files saved on your PC are also available to attach by 

clicking the “Browse Files” button. 

To attach files such as resume, please check “Make a 
zip”. Enter the zip file name and password into the 
corresponding fields. Please note that the “Set a 

Password” option is automatically checked when the 
“Make a zip” option is being checked. 

Files that are saved in Resume are available to attach by 
just clicking the check box. 

 
Files saved on your PC are also available to attach by 

clicking the “Browse Files” button. 

To attach files such as resume, please check “Make a zip”. 
Enter the zip file name and password into the 

corresponding fields. Please note that the “Set a 
Password” option is automatically checked when the 

“Make a zip” option is being checked. 

Click the “OK” 
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■Attachment icons 
 
ZIP no compression： 
 
ZIP compressed but not encrypted by password： 
 
ZIP both compressed and encrypted： 

File name and icon will be displayed if there is 
attachment. The icon also indicates whether the 

attachment is compressed or encrypted. 
 

It is advised to encrypt the attachment by setting 
password if it is confidential such as resume. 
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Please choose the signature to be used in 
this Email by clicking the corresponding 

signature button. 

 It will come in handy if setting the phase to change to 
“Recommend” when the email is sent. 

Please choose the template to be used 
by clicking the template name. 
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Click the Send button after composing the email. 
 

※Please note that there is no confirmation screen. 
In other words, the email will be sent immediately 

after clicking the Send button. 
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Click “OK” 
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After the email sent, HRBC will return back to the previous screen and the latest 
information will be displayed by a reload.  

 
Notice that the phase is changed to Recommend. Also, the number of Job Sent and 

Recommends are updated. 
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To check the recruiter’s email history, please click the 
recruiter’s link in the process details. The details of the 

recruiter will be displayed. 
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If the emails are being shared, sent recommendation emails can be 
found in the Email History. To show the Email History, please click the 

Email History in the Action Menu of the corresponding resume or 
the EMail icon in the Detail View 
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The mailbox of the selected recruiter will be opened and the 
recruiter’s email address will be shown in either From, To, or 

CC. In addition, shared emails will be displayed as well. 


