Send Notices to Candidates in the Online Hiring Center
For candidates to have a positive experience with the City of Portland, it is important to notify the
candidate of their status throughout the recruitment. You as a Hiring Manager can now send notices
to candidates from the Online Hiring Center.
Note: You can send notices to candidates at any step of the selection process. Below are general
instructions for how to send notices to candidates. You can send interview
invitations, interview reminders, rejection notices, offers, or even survey the list to see if the
candidates are interested in a specific division.

1. Check the boxes next to the names of the candidates to whom you want to send a
notice. If you want to send the notice to every candidate, click on the box in the blue
column header. This selects all candidates on that page. If you want to ensure to
select “All” candidates, you can change the “Items per page” so all candidates on the
referral display. To select the remaining candidates, click on Select all records.

2. From the Actions menu, select Send Notices.
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3. Select a notice template by clicking on the magnifying glass. Workforce Recruitment &
Training has created a generic template to which you can make simple modifications.
If you have a standard template that you would prefer to use instead, please contact
Workforce Recruitment & Training to have your template entered in NEOGOV for
future use.

BHR_WRT_NEOGOVStep7_042121

3

4. Once you have selected the template, you must select Override to make edits. It is
important to remember that all notices are sent out under the Recruiter’s email, so
you must edit the template to add your contact information.

5. After making your edits and adding your contact information, select Done.
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6. You will be returned to the Notice Preview page. Review your edits by looking at the
Template or clicking Sample Candidate to see what the email will look like to the
candidate.

7. Once you are satisfied with the notice, select Send. You can see how many people
will receive the notice at the top of the page. Note: Carefully review your notices for
accuracy before clicking Send. Emails cannot be recalled.
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*** Sending notices to candidates who are in the Rejected step is a little different. You do not
have to select the candidates based on their rejection reasons. You can Select All and
NEOGOV will group candidates together based on the rejection reasons. You will have the
opportunity to select and edit a notice template for each reason.
Depending on the rejection reason, some have assigned notice templates, but you should
always Override the template and make edits.

If No Hire Is Made on a Referral
There are several scenarios in which a hire might not be made on a particular referral. If the referral has
expired, and you still plan to make the hire by requesting the same list of candidates again, you do not
have to reject all of the candidates in the initial referral. The disposition of these candidates will be
entered in the new referral, and notices can be sent to the rejected candidates from the new referral.
If the vacancy will not be filled at all using this list of eligible candidates (e.g., the vacancy will go unfilled
or a new recruitment will be run to generate a new eligible list), all candidates on the referral must be
rejected and notices must be sent to explain that the recruitment was cancelled. BHR should be notified
of the cancellation, providing a reason for the cancellation.
If the referral has expired and you need to access it to reject candidates and send notices, contact a
member of the Workforce Recruitment & Training Team.
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