How to Email Job Information
to Multiple Job Seekers



HR-B C

|;}__'. |

@ Client Recruiter Job  Person  Resume

Process Sales  Activity

Send Ema

Auto Matching Results (]

Job List (1) FiIterE Add Mew JDb/—ELdLﬁctmu—!
] B8 sample Job 04

Job Sent Detai .

Edit Client

: Position

Copy alary Details

Delete ork Location

Document Permission

Job Owner

In this manual we will show you how to send bulk mails to job
seekers from the Job list view after the matching process.

2<You can search for Resumes from a Job record.

Please note that if more than one job is sent to a single candidate by bulk

send, the email for each job is composed and sent individually.
X Please refer to “How to Match Job from Resume” manual: for details.

- S
Catherine Porters Apps - {:E. '\?/I

Customize View

/

> 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”.
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Resume Search Criteria

Sort Order
Keyword
Keyword Search Mode

Process(End Flag Excluded)

Pinned
Resume ID

Person

Resume Owner

Registration Method

Phase

Phase Date

Photo

Current Employment Status

Educational background

Graduation date

Current Annuai Salary

Experienced Job Category

Updated Date(Desc)
Contains All (AND)

s All Attachment Data

Contains Any (OR)
[ IMatching [JJob Sent [ JRecommend [ J1st

ID ® Name, E-mail, Telephone
Contains All (AND)

Contains Any (OR)
[IMethod 1 [ IMethod 2 [ |Method 3

Contains Any (OR)
[JEntry [JOpen [JClose

Contains All (AND)

Contains Any (OR)
[ Employed [ Between jobs [ No Experience
Contains Any (OR)

P show/hide Job information (¢

-

“Resume Details” are displayed on the right side in
“Quick preview”, and “Resume Search
Criteria” are displayed on the left.

N

L4

~

[ Junior high school [ High school  []Short-term college/Trade school/Various school [ University [ Graduate school

Contains All (AND)

Contains Any (OR)

|| Engineer(IT/Internet/ Telecommunications)

[_| Systems Analyst/Consultant [] Project Manager [ Application Development Engineer{Open Source)
[_| Application Development Engineer(Web/Mobile) [| Application Development Engineer| Enterprise)

T

T

T

T

|| Application Development Engineer(Embedded Systems) || Database Architect/Design Engineer || Server Architect/Design Engineer

[ Support/Maintenance/Operation,/Trainin ns) Engineer

|| Engineer(Electrical/Semi-Conductar)

|| Research & Development | Circuit Des
[ Quality Control/Production Managemen

[_| Engineer(Mechanical)

LI Research & Development [ Mechanical
[ Quality Control/Production Management [J

[ Technology(Materials/Chemical)

==

Se

Set your desired search
conditions and click “Search”.

Cancel

ineer || Other(Mechanical) Engineer

sment
ar

cess Development

~ Job Details
Job ID

Client
Recruiter
Position

Job Owner
Phase

Phase Date
Phase Memo
Department

Telephone
(Recruiter)

Fax (Recruiter)
E-mail {Recruiter)
Mobile {Recruiter)

Mobile E-mail
(Recruiter)

Zip Code (Recruiter)

Address {Recruiter)
Permission
Job Summary

Job Category

Business Summary

Industry Category

Salary Details
Minimum Salary
Maximum Salary

Work Location
Details

Waork Location

Number of
Employees

Memo

10007

Sample Client 01
Sample Recruiter 01
Sample Job 04

Catherine Poriers

00-0000-0000

00-0000-0000
sample@porters.jp
090-0000-0000

sample@porters.jp

Q00-0000

Sample Address (Recruiter)
Publish (Real Name)
Sample Jocb Summary

Server Architecty/Design Engineer
MNetwork Engineer (Operation /
Maintenance)

Metwork Engineer (Design)

Application Develocpment Engineer{Open
Source)
Suppori/Maintenance/Operation,/Training
Project Manager

Internal Information Systems/EDP/MIS
Other{IT/Internet,/Telecommunications)
Engineer

Systems Analyst/Consultant

Research & Development

Database Architect/Design Engineer
Application Development
Engineer{Embedded Systerns)
Application Development
Engineen{Enterprise)

Application Development
Engineen]Web/Mobile)

Sample Business Summary

Software/Information Processing
IT/Telecommunications

Sample Salary Details
3,500,000
5,000,000

Sample Work Location Details

Tokyd

Sample Number of Employees

Sample Memo

F Y




5 Click the check box of the Resume to Catherine Porters  Apps < % (@)
CE which you want to -]
Job . . . ustomize View

—— Email the Job information, s
(]
Jog u . . . . .
> if you want to send to all candidates in the matching list or the Phase
0 c Ph Dat
candidates displayed, please do not put any check here. o
/& Cathering  Porters
& Matching
Matching (4) ¢ | Search Resume
Resume ID Resume 1 Add Process 4 3 . | | 1 1
10007 Anne Tak: In this manual we will show you how to send bulk mails to job seekers
g from the Job list view after the matching process.
10004 Tommy February({10004) Entry ]
Auto Matching G | Add New In the Matching list, click the records where the email will be sent.

Auto Matching Results

Terms of Agreement  About PORTERS HR-Business Cloud copyright © PORTERS Corporation All Rights Reserved.

B Bulk Mail to Resume: Introduce jobs to job seekers.
B Bulk Mail to Job: Recommend job seeker to recruiters.

> “Bulk Mail to Resume” and “Bulk Mail to Job” can only be used
after the matching process using the Bulk Action menu. And also from

the Process list view Bulk Action menu.




HR-B C

For our example, please select
“Selected Items” and click the
“Next” button.

Select bulk email target.
(_lAll Ttems(matching search criteria)
Dizplavad

® Selected Items

B Bulk Send Mail can be performed using these 3 patterns:

1. All Items (Matching Search Criteria)
The count of the target items is the “@ @” in the “Matching(@ @)”
located in the list.
>¢In our example, the target count is 3.

2. Displayed Items
The default number of displayed items in the Matching list is 10.
Those 10 items are the initial target records.
When “more” at the bottom of the page is clicked, an additional 30
items will be displayed. Therefore, the number of bulk send mail
target records also increases.

3.Selected Items
The target items are the records with checks.
>¢In our example, the target count is 2.
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Template (1ztching

-

g -= Person)

The templates are ordered alphabetically

Shared Templates (1)
Job E-mail (Default)
My Templates (3)
e-mail magazine
Job E-mail

Job E-mail(Bulk)

Add Mew template in My Template list

Don't share mail @ Share mai

# Signature

From <hrbc-support@porters.jp=
To E-mail {Person) (2) #| Mobile E-mail (Person) (2)
Cc
Bco
File
Subject

The name of the Mail Type field and the number of data in each fields
are displayed. Please check the data the checkboxes of the data being
sent.

> Recipients can not be added when using bulk mail sent.
> Each recipient will receive a email which is sent to him only but not
receiving the email as one of the recipients of the bulk send.

The screen for writing the Email is
Phase U displayed in
JIE e another window.
email. Whe

|JI|EEISE select UpPUatE e oot T ioos
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Template (Matching -> Person) Don't share mail  ® Share mai _# Signature Phase Update
The templates are ordered alphabetically The phase can be updated when sending an
<hrbe-supporti@iporters. jp: email. When appending to the Phase Memo,
Shared Templates (1) - = please select "Update the latest Phase"
To E-mail (Person) (2) #/ Mobile E-mail (Person) (2
Job E-mail (Default) { ) 2) { ) 2)
Cc
My Templates (3)
Bco
e-mail magazine
File
Job E-mail
Subject

Job E-mail(Bulk)

Input the contents (Share, From, Reply To Settings, Cc, Bcc).

IH

X:Please refer to “How to create an Email” manual: for details.

Add Mew template in My Template list +
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Templﬂte (Match ng -= Person) Don't share mail # Share mai -94 Signature phase Update
The templates are ordered alphabetically The phase can be updated when sending an
From porters <hrbc-support@porters.ip> email. When appending to the Phase Mamo,
Shared Templates (1) o . please select "Update the latest Phase"

To E-mail (Person) (2) | Mobile E-mail {Person) (2
Job E-mail (Default) ( )(2) ( ) (2)

Cc
My Templates (3)
Bco
e-mail magazine
Job E-mail
Subject

Job E-mail(Bulk)

If you wont to attach the files for the mail, click the “File” button.

You can attach files of up to 5MB per file, up to a total of 10MB per Email.
Correspoding extension : txt, pdf. xls. doc. ppt. xlsx. docx. pptx. html, htm, gif. jpg. jpeg. png. bmp

Add Mew template in My Template list +
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Add Attachment Files that are saved in Job are available to attach by just

Select files from HRBC or from your Computer Clicking the CheCk bOX.
o Select from HRBC

~ Job (Sample Job 04)

Sl [ J0B DESCRIPTION ] o Files saved on your PC are also available to attach by
B —— clicking the “Browse Files” button

><¢|f a JOB search is done from Resume, “Choose from
HRBC” will be empty because JOB’s attachments can not
be read individually.

[ ] Select from Computer | Erowse Files

Zip Options

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

l# Make a zip

Name of the zip file archive Zip
|| Set a Password

Sqtdzvd0 Zenerate Password

Please note that the “Set a Password” option is
automatically checked when the
“Make a zip” option is being checked.

> The same password will be applied to all attachments. If
different password for each attachment is desired, they
have to be sent by different separated emails. /
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Template (Matching -> Person) Don't share mail  ® Share mai Phree neee
The templates are ordered alphabetically ) ) ) ) oture The PhaEE can be Llp.dated when sending an
Shared Templates (1) From [porters Please choose the signature to be used in this Email o e LT s e s T
— : . . . . Manager please select "Update the latest Phase
Job Eorriai] (Defadt) o | [E-mail (Pel by clicking the corresponding signature button. =
My Templates (3) e Phase
Bec Job Sent
e-mail magazine
Job E-mail _
oo = Subject Career Opportunities 2015/11/24 15:30 @
Job E-mail(Bull) - e s e e .
I {{Person.P_Mame:Person Mame}} I Process Memao
We have a job you may be interested in !
This is {{User.P_MName:Name}} of {{Company.P_N\ at},
Please choose the template to be used by 277" 20 End Flag
. 1e I
clicking the template name. . clos=
to hearing from yo . . . . End Reason
~ Whensending bulk mail, the tags shown in the mail e et NG pereon e
For creating template, please refer “How to compose window will be replaced by the corresponding LB AT

Create an Email Template”.

Add Mew template in My Template list +

Person Consultant NG

data stored in HRBC.

2] {{Client.P_N
_dob.P_Pasition :Positio

[1ob Detail]
{1{Job.P_JobCategorySummary:Job Summary

[Business Summary]
{{Job.P_IndustrySummary:Business Summary

[Mumber of Employees] {{Job.P_PayrollsText:Number of Employesas)}
[Location] {{Job.P_AreaSummary;”

{annual Salary (JPY)]
{{Job.P_MinSalary:Minimum Salary

.................................................................. Automatlca”y update Process after Send|ng Emall.
It will come in handy if this is set up together with the template.

10
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Template (Matching -> Person)

The templates are ordered alphabetically

Shared Templates (1)
Job E-mail (Default)
My Templates (3)
e-mail magazine
Job E-mail

Job E-mail(Bulk)

Add Mew template in My Template list +

Don't share mail @ Share mail

From
To E-mail (Person) (2]
Cc
Bco
File fa archive.zip X

Subject Career Opportunities

T{Person.P_MName:Person Name}}
We have a job you may be interested in !

This is {{User.P_MName:Name}} of {{Company.P_Name:Company Name}}.

{{Person.P_Name:Person Name}}, we would like te introduce you to a new opening which suits your skilss and experignce.

Please contact{{User.P_Mame:Name}} if you are interested in the opportunity.

We look forward to hearing from you.

mJob Information

[Company Name] {1 Client.P_Mame:Cliznt Name}}
[Position] {{Job.P_Position:Position}}

[1ob Detail]
{1{Job.P_JobCategorySummary:Job Summary

[Business Summary]
{{Job.P_IndustrySummary:Business Summary

[Mumber of Employees] {{Job.P_PayrollsText:Number of Employesas)}
[Location] {{Job.P_AreaSummary:Work Location Details}

{annual Salary (JPY)]
{{Job.P_MinSalary:Minimum Salary}} ~ {{Job.P_MaxSalary:Maximum Salary}}
{{Job.P_SalarySummary:Salary Details}}

Catherine Porters  hrbc-support@porters.jp

EML Co,
Akasaka Minato-ku,Tokyo, 107-0052 Japan
T +81 (0)3-0000-0000 F +81 (0)3-0000-0000 M +81 (0)50-0000-0000

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.

/ Sgnature Phase Update

Fl

The phase can be updated whean sending an
email. When appending to the Phase Memo,
please select "Update the latest Phase"

L

Phase
Job Sent

Process Date
2015/11/24 15:30 m

Process Memo

End Flag
Close

End Reason
Success Client NG Person NG
Job Cunsultant NG
Person Consultant NG

A new Process will be added

11
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There are some cases where a mail will not be sent when
using the phase update option:

- There are phase flow settings that conflict with the
current item

- There are phase field restrictions that conflict with the
current item

In those cases, the mail will not be sent and the reason
will be written in the Bulk mail report.

Do you want to send the bulk mail?

Warning message is shown. Please confirm and click the
“Yes” button. If the “No” button is clicked, HRBC will go
back to the mail compose screen.
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The bulk Email has started. You can review the prograss
and result by clicking on the icon in the top right corner
and choosing bulk Email

Bulk emails are being sent. Please click “OK” to close
the mail screen.
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Catherine Porters  Apps =~ % @

P':H | |_|;:._;. Trial expires in 205 days
@ Client Recruiter Job Person Resume Process Sales  Activity
. , : Resume - Bulk Mail Complete
Filter Add New Job Bulk Action ize Vi
Job List (1) E H Start time2015/11/24 15:21 Customize View

Download the file containing the results of the
mail send bulk operation

[ - | Sample Job 04 +

Job Sent [
Client Sample Client 01 se
Position Sample Job 04 Jate
Salary Details Sample Salary Details Aemo
Work Location Takyd
Permission Publish (Real Name)
Job Owner M/A Catherine Porters o ‘
& Matching ' -
Matching (4) & | Search Resume | Bulk Acti
Resume ID Resume Title
E= 10007 Anne Takahashi(10C 31:32
[~ ][ 20001 =mpefesonfll - After the email is sent, a mail icon is displayed at the upper ***
== 10002 Sample Person 02(1 . . L. . 32:01
BEE L0004 Tommy Februarv(1C right corner of the screen. Click this icon, then click the 134
Auto Matching ¢ “Download” link to download and check the result.
Auto Matching Results &
[ PORTERS HR-Business Cloud copyright € PORTERS Corporation All Rights Reserved.

14
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Customize View

After downloading the result (CSV) file,
you can now verify the result.

PORTERS Trial expires in 205 days Catherine Porters
@ Client Recruiter Job Person Resume Process Sales  Activity
Job List (1) Filer 5 | Add New Job | Bulk Action [
[ - | Sample Job 04 +
Job Sent
Client Sample Client 01 Phase
Position Sample Job 04 Phase Date
F™ AR SR bulk_mail_log_686169.csv - Microsoft Excel =
F-b | BA A-T AT  HE 74 BE =5 o @ o @ =B
% s C o= I _ B W S 3 W) =
Zeuly =11 - A = = | A RELT2EEET TS BE - = H o
© Matching = By~ A %]_ 7 = 1E5 H Ej @- Eﬁ
. BAR{T - | B - | I === == B =, - <0 .00 | EfHETE T-TILELT T gL EEr =5 MnEir BEE
Match A B I U - A === EE ragslieEmi- g o v | a0 5 - - !
- - = = Boess A R R 7 {1/ I A VT '
Resume I sy Jifi—F | JAvhk | BE | HiE | 2540 7l , £
A= 10007 RBC2 - F| v
E|'f' 10001 7 8 | 8 [ 10 | 11E
EI'—' 10002 1 § Date sent URL To Status Error code  Details %
El[l 10004 2 2051/24 1523 https S hrboc—jpporte rscloud.co ms resume S search., id 1 0007 gaa@porters. jp Sent 0 Success
Auto Matching i 20511724 1523 https/ A hrbe—joporte rscloud comA resume S searchid 1 000 sample@parters o Sent 0 Success
Auto Matching Results o
& =
7
8 | !
d
10 i
11 \ L
12
13
14
15 -
W 4 v W] bulk rail log 686160 % - b []
IF | M 100% (=) () (3

ights Reserved.

15
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PORTERS Trial expires in 205 days
@ Client Recruiter Job Person Resume Process Sales  Activity

Job List (1) Filer 5 | Add New Job | Bulk Action [

m B3 sample Job 04

Job Sent
Client Sample Client 01
Position Sample Job 04
Salary Details Sample Salary Details
Work Location Takyd
Permission Publish (Real Mame)
Job Owner MN/A Catherine Porters
& Matching
& | Search Resume | Bulk Action ‘

Resume ID Fesume Title Phase
E|LEJ 10007 Anne Takahashi(10007) Open
EIIEJ 10001 Sample Person 01(10001) Cpen
== 10002 Sample Person 02(10002)  Open
== 10004 Tommy February(10004) Entry

Trovecing_—— PIRCTES

Auto Matching Results (o]

Fhase ‘
2014/ 1
2014/ 14
2014/

2014/ 10

Catherine Porters  Apps =~ % @

Job | sample Job 04 (10007) * |50 (17) Print View

E-mail (Recruiter) sample@porters.jp
Mobile (Recruiter) 090-0000-0000

Mobile E-mail (Recruiter) sample@porters.jp

~ Job Information
Permission Publish (Real Name)
Job Summary Sample Job Summary
Job Category Systems Analyst/Consultant, Project Manager, Application Development Engineer{Open Source), Application
Development Engineer{Web/Mabile), Application Development Engineer{Enterprise), Application Development
Engineer{Embedded Systems), Database Architect/Design Engineser, Server Architect/Design Engineer, Network
Enginesr (Design), Network Engineer {Operation / Maintenance), Intarnal Information Systems/EDP/MIS,
Support/Maintenance/Operation/Training, Ressarch & Development, Other(IT/Internet/Telecommunications)
Engineer
Business Summary Sample Business Summary
Industry Category Software/Information Processing, 1T/Telecommunications
Salary Details Sample Salary Details
Minimum Salary 3,500,000
Maximum Salary 5,000,000
Work Location Details Sample Work Location Details
Work Location Tokyd
Number of Employees Sample Number of Employees
Memo Sample Memo

~ System Information
Date Created 2014/12/059 10:50:22 / S AR s RS R A s s aa

Registered by N/A Stacie
The contents that you selected

Edit || Copy || Delets || Document || Send Email || Resum
when sending the Email are
reflected in “Process” in the Sublist.

Sublist | Attachment ¢ ELEET

ID File Name
Elzl [ JOB DESCRIP : e
TION .pdf

Sublist | Phase History & JRUEERET
Sublist | Process ¢ ECLEELE IO - Progliist [2

Process ID Resume Title Process Process Date Process End Flag Process Date Updated
Memo Owner
Sample Person  Job Sent 2015/11/24 M/ A 2015/11/24
01{10001) 15:30:00 Catherine 15:31:05
Portars
Anne Job Sent 2015/11/24 M/ A 2015/11/24
Takahashi( 100 15:30:00 Catherine 15:31:04
Portars
EI ] 10023 Hanako Job Sent 2015/08/06 NS A 2015/08/06
Yamada(1000 19:34:00 Catherine 19:35:04
3] Porters
o 10022 Taro Job Sent 2015/08/06 N/A 2015/08/06
Yamada(1001 19:34:00 Catherine 19:35:03
0} Porters
[ 10012 Meg Recommend 2015/08/06 Close M/ & Stacie 2015/02/19
Tanaka(10009 13:32:00 11:21:11

)
Sublist | Activity ©

Sublist | Sales ¢ QGULHEETE Sales List [

e

4]

16



