Set up a Notice Template

Notice templates can be used for a variety of notice types including interview scheduling, assessment
results, candidate rejection and job offer.

Required OHC permission: With the OHC permission of Create OHC Notice Templates you can create a
notice template for your assigned department(s)/division(s).

Steps to Set up a Notice Template

1. From the upper right, click the Settings button. It looks like a gear.
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2. Click Notice Templates and click Add.

3. The first of two notice template pages will display.

General Information

Name * Reject reason

Scheduled for On-Site Interview Find a Reject reason Q
Description Departments

Scheduled for On-Site Interview Administrative Office () Q

Air Pollution Control District ()

Auditor Controller ()

Board of Supervisors (%)

Cantral Sarvices ) 0 Clark-Dacardar ()

4. Complete the notice template form and click Save & Continue to Next Step.



5. Type the contents of your notice template. When a merge field is required, locate it
using left- side search and then drag to the proper area of the notice. Also, drag any
applicable files to the attachments section.
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APPLICANT b Hello <Applicant_FirstName= <Applicant_| astName=

Thank you for submitting your aggfication for the position of <Position_Title>

First Name Last Name with our <Pasition_Depart > Dapartment

Middle Name Address 1 ve been scheduled to attend an on-site with our hiting department staff.
Below are all the details you need including where and when. We've also aftached a driving
Address 2 City instructions map to making finding our offices easy.
Location:
State Zip Code <Referredinterview_LocationTitle>
<Referredinterview_Address1>
Country Home Phone tarview_City=, <Referradint State> <Refer ZipCode>

Date: <Referredinterview_DatelnterviewStart>
Other Phone Person ID Start time: <Referredinterview_TimelnterviewStart>
End time: <Referredinterview_TimelnterviewEnd>

USER > We look forward to meeling you soon!
AGENCY H <User_FirstName> <User_LastName>
<User_Title>
POSITION N <User_Phone>
REQUISITION >
REFERRAL > @
REFERRED LIST - INTERVIEW >
Drag and drop your B,.

REFERRED LIST - OFFERED > file here, or browse 2 Move

Supported file types are .doc ’ .
REFERRED LIST - HIRED > focx, .aif, jpa, .pdf, .png, —

ppt, .pptx, .rtf, xt

REFERRED LIST - REJECTED >
GENERAL >

Note: In the previous version of the OHC, inserting a merge field was a process of either typing
or copying and pasting, from left angle bracket (<) to right angle bracket (>), e.g.,
<Applicant_LastName>. With the current version of the OHC, dragging the merge field to
the notice body is required. Typing or copying and pasting the merge field will not work

properly.

6. Once you’re done, click Save & Close.



