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How To Invite Candidates to Submit
Their Application
This guide provides a straightforward process for inviting candidates to submit their
applications, ensuring a smooth and efficient recruitment experience. By following
the outlined steps, users can easily navigate the platform, utilise bulk upload
features, and manage individual candidate invitations. It is an essential resource for
HR professionals looking to streamline their hiring process and enhance candidate
engagement.

1 Click Invite Candidates from the Dashboard

https://www.teammatrix.com
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2 The Organisation will be pre-populated based on the Organisation you are a user
of

3 If your Organisation has multiple groups that you have been assigned, select the
Organisation Group you wish the candidate(s) to be created under from the
Organisation Group field
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4 Select the type of check(s) you require the candidate(s) to submit from the 'Checks
Required' section

5 If you have a large number of candidates that you need to invite, a Bulk Upload
feature is available from the 'Candidate Details' section
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6 A spreadsheet containing the candidates details can be uploaded

7 An Excel Template is available to download for populating with the candidates you
wish to invite, ensuring the data is supplied in the correct format
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8 If you don't need to bulk upload a large volume of candidates, select 'Add
Invidually'

9 Enter the candidate's forename into the Forenamefield
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10 Enter the candidate's surname into the Surname field

11 Enter the candidate's email address into the Email Address field.

If you would like to also CC someone into the invitation, this can be entered in the
CC Email Address field
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12 You can invite up to 10 candidates using the 'Add Individually' option.

If you wish to add more than one candidate, click 'Add another' to enter the details
of another candidate.
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13 A preview will be available of the email that the candidate(s) will receive once
invited in the 'Template Details' section

14 If you wish to amend the content of the email for these candidates, click the
Override Email Template button
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15 From here, you can amend the content of the email before inviting the candidates

16 Once you are happy, click Send Invitation
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17 All the candidates invited will now appear on the Dashboard in the Awaiting
Candidate category.

The candidates will also have now been setup with a user account against the
email address provided for them. They will receive automated emails inviting
them to set their password for their user account, and login to submit their
application


