OLRS Communication 
What?        Notice Templates
Who?           OLRS professional users 

Why?         Notice Templates Archiving 
When?        Distributed 4/15/11
Message: Once a month the Department of Personnel System Administrator archives all Notice Templates that are not centrally maintained by DOP.  We will be archiving these templates no later than COB on Friday, 4/15/11. 

Maintaining the Notice Templates:  If you have a Notice Template that you created in the past and want to use it again, you will be able to remove the notice from archives using the following process:

1. Go to CandidateTrack,

2. Select Notice Templates,

3. Click on Show Inactive Templates link at the top of the page,

4. Find your notice and click on Unarchive.

Additional Information: As part of the 2011 Winter Enhancements, you now have the ability to edit a Notice Template prior to sending is out. This can be done for notices sent to one applicant or in mass to multiple applicants at a time.

1. Select the applicant(s) to Email Notify.

2. Select the Template.

3. Click on the Edit button that appeared to the right of the Template field. 

4. Type any edits directly into the notice.

5. Click on Generate Notices.

The edited notice will appear in the tracking for the applicant(s) on that exam plan. The original Notice Template is not affected.

If there is a Notice Template that you feel would be beneficial to the majority of the Insight users, submit your request to DOP’s Service Center at the email below. Include the text you are recommending for the Notice Template. The request will be reviewed by the Interagency Online Recruiting System Advisory Team at their next meeting.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Want to review past communications? Visit OLRS Notices on DOP’s website.
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