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

 
※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. 

※Please refer to “How to Match Job from Resume” manual: for details. 

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

Criteria” are displayed on the left. 

Set your desired search 
conditions and click “Search”. 
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Click the check box of the Resume to  
which you want to 

Email the Job information, 
 

※ if you want to send to all candidates in the matching list or the 
candidates displayed, please do not put any check here. 

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

 
In the Matching list, click the records where the email will be sent. 

■Bulk Mail to Resume: Introduce jobs to job seekers. 
■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. 
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■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. 
 

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

“Next” button. 
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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 
displayed in 

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

※Please refer to “How to create an Email” manual: for details. 
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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 
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Files that are saved in Job 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 
 

※If a JOB search is done from Resume, “Choose from 
HRBC” will be empty because JOB’s attachments can not 

be read individually. 

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. 
 

※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. 

Click “OK” 
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When sending bulk mail, the tags shown in the mail 
compose window will be replaced by the corresponding 

data stored in HRBC. 

Please choose the template to be used by 
clicking the template name. 

 
For creating template, please refer “How to 

Create an Email Template”. 
 

Automatically update Process after sending Email.  
It will come in handy if this is set up together with the template.  

Please choose the signature to be used in this Email 
by clicking the corresponding signature button. 
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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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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. 

12 



Bulk emails are being sent. Please click “OK” to close 
the mail screen. 
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After the email is sent, a mail icon is displayed at the upper 
right corner of the screen. Click this icon, then click the 

“Download” link to download and check the result. 
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After downloading the result (CSV) file,  
you can now verify the result. 
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The contents that you selected 
when sending the Email are 

reflected in “Process” in the Sublist.  
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