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Jobs by Email module
This proactive service not only automatically keeps candidates up to date with your latest relevant vacancies, they can view 
and apply for the jobs online and will be automatically shortlisted within Chameleon-i. 
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Set up Bulk Email

Order Jobs by Email

1 Select the Admin  tab from the Smart
Navigation on the left of the screen.

2 The screen will default to the Company  tab.  
Select the Order  button next to Jobs by Email 
and follow the on screen instructions.

3 Once the Jobs by Email module has been 
ordered the Order button will be replaced by a 
Setup  button.

Purchasing the Jobs by Email module provides 
automatic access to the Bulk Email tool (inc. single 
user licences).  If you haven’t already set up your 
SMTP settings you will need to do so.

1 Select Admin  from the smart navigation, and 
then select the Users tab.

2 Select the user you wish to edit from the drop 
down list.

3 Select the link labeled SMTP Send Mail 
Settings  to open the Email SMTP info pop-up 
window.

Tip:  If you do not have access to the 
Chameleon-i Admin panel, please contact your 
system administrator.

4 Enter the details provided by your ISP and 
press the Test settings  button.  Wait for the 
confirmation status message to be displayed.

5 Your settings will automatically be saved when 
you close the pop-up window.

Tip:  If the status message displays an 
authentication error please check your SMTP 
details are correct.

Tip:  Ensure you update the SMTP details for 
each user you want to permission for bulk 
email.
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SMTP server details are provided to you by your 
ISP, and comprise of a Server name (Outgoing mail 
server SMTP) and a username and password, 
optionally an ISP may specify a port.  If you do not 
have these details please contact your ISP.

Important information: It is your responsibility to ensure contacts are 
emailed on an opt-in, permission basis and if contacted by email may 
unsubscribe through placeholder links in every bulk email send.

If you are sending large quantities of emails it may trigger your ISP to 
mark all your emails as spam. Please note it is your responsibili ty  to 
ensure your ISP understands your requirements and does not blacklist 
your email account and therefore your companies legitimate business 
email.  Refer to our terms of use for details.



1 From the Company  screen in the Admin 
panel select the Setup  button next to the 
Jobs by Email.  

2 Use the Send Jobs by Email  drop down 
box to select the frequency of the Emails.  

Tip: The Jobs by Email service will only 
send your latest opportunities to the 
candidate. 1

3 Use the Send Mails From  drop down box 
to select a consultant or the candidate 
owner whose name you want to appear in 
the From field of the Email and receive all 
Jobs by Email responses.
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55 Control the criteria that displays on your 
Jobs by Email registration page.  Select 
from the the tickbox options to display 
Salary, Location and criteria defined in 
your Tag management.

Tip: To test the Jobs by Email settings 
select the tickbox labeled Redirect all 
mails to the user for testing .  Test Emails 
will be sent to the consultant named in the 
Send Mails From  drop down box.

6 Press the Save button.
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4 Set the number of days before the job is 
re-sent to candidates.

4

Set up Jobs by Email module
From the Jobs by Email popup screen you can set the frequency of the Email alerts, set who the email is sent from and set the 
registration criteria you want to display. 

Chameleon i



1 Select the Admin  tab from the Smart
Navigation on the left of the screen.

Set the Jobs by Email Tags
Define the ‘Jobs by Email Tag Tree’ criteria that will display on the Jobs by Email registration page to enable candidates to 
receive relevant job alerts tailored specifically around your sector and job roles.
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2 Select the Tags button to open up the Tag
Mangement screen. From this screen you 
will see a new tier 1 Tag labeled Jobs by 
Email .

Tip: The tier 1 Tag Jobs by Email must 
not be deleted as this is used to pull the 
relating information through to the 
registration page.

3 Select the tier-1 Jobs by Email  Tag and 
enter your tier-2 Tags.

Example: List the sectors/verticals you 
work in. i.e. Financial, I.T

4 Once your tier-2 Tags are in place,
highlight a Tag and start to enter your
relating tier-3 Tags.

Example: Depending how your agency 
runs you can list either Job titles/roles or 
more generic job types here. 
i.e. Financial Advisor, Systems 
administrator or Sales, Marketing and 
Management.
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Jobs by Email templates
Two default Email templates are provided for Jobs by Email, these can be edited from the CMS system or for a small extra 
cost we provide an Email template design service to individually brand the Emails.

1 Select the Admin  tab from the Smart
Navigation and then choose CMS.

2 From the drop-down menu, you will see 
the two Email templates labeled Jobs by 
Email invite  and Jobs by Email .  

4 Once the edits have been made, press 
Save to overwrite the existing template.

3 Choose a template to edit and select the 
Content 1  tab from the CMS menu to edit 
the message of your email.

Tip: Further details about editing Email 
templates can be found in the 
Knowledgebase.
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Tip: The Jobs by Email page  in the drop 
down box enables you to edit the header 
of the registration page.  More details 
about this are found later in this document. 
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1 Select the Vacancy  record you want to 
assign to the Job alerts.

2 Select the All Tags tab on the right of the 
screen.

Assign vacancies to Jobs by Email
To ensure the jobs are matched to the relevant candidates via Jobs by Email they must be Tagged.  

Tip: For the job to be included in the Job 
alert email the vacancy MUST be live AND 
have the Jobs by Email tag selected.

4 Press the Save button to record the 
changes you have made.

Tip: Candidates will only receive details of 
a job matching their criteria once, until the 
job is readvertised at the time interval 
setting in the Admin  panel, Setup  
window.

3 Tick the Jobs by Email tag, and the tier 2 
and 3 Tags that correspond to the 
vacancy.
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3 Once completed ensure you press the 
save button.

Display options

2 Chameleon-i provides a default display on 
the web page where the vacancy record is 
not fully completed.

If the location or salary calculator are not 
fully completed the web page display will 
default to not specified  and negotiable  
respectively.

1 Complete the vacancy record with the 
information you have available.

The information stored in the vacancy record will 
be displayed on the job description web page 
that the candidate will link to from the Job Alert 
Email. The job description pages are provided 
by Chameleon-i as part of the Jobs by Email 
package.
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1 Use the baskets to create your candidate 
contact list.

2 From your basket select the Bulk Email  
button.

Invite your candidates to sign up to Jobs by Email
Using the Jobs by Email invite  template Email you can invite your candidates to register to receive Jobs by Email and 
select their chosen criteria.  

3 Select the Jobs by Email invite  template 
from the Templates drop down box. This 
will open the template into the Message 
window for editing.

4 When you are satisfied with your message 
and layout press the Send button. The 
email will be queued for dispatch to your 
selected contacts 
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Tip: We recommend using the Send to me 
button that will send you a test email so 
you can check it displays correctly.

Tip: You can manually register candidates 
rather than send the invite Email.  UK law 
and best practice Email marketing states 
that your candidates MUST opt-in to 
receive the emails or have a pre-existing 
business relationship with your agency.  



1

Jobs by Email Tag Tree.  
Displays only the Jobs by Email tags stored 
in your database.  Only ONE Tag is 
required to cause a job match.  For 
example, if a vacancy has 10 Tags, the 
candidates that have selected any 1 of 
those 10 Tags will receive the job details. 

Register page
Displays the criteria you have chosen in the 
Setup screen.  The information the candidates 
enter on the registration page will overwrite any 
previous information stored in the candidate 
record.
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Candidate registration page
A default candidate registration page is provided that displays the criteria chosen in the Setup screen for candidates to opt-in 
to receive alerts.  The header of the registration page can be edited from the CMS system.  For a small extra cost we can 
individually brand the Jobs by Email web pages or integrate the pages with your existing website.

i The Job alerts will be sent at the time 
specified in the Setup  window to 
candidates that have job matches.  The 
Email will list each relevant job with a 
secure link to the job details page. 

Candidates will only receive details of a job 
once, until the job is readvertised at the 
time interval in the Admin  panel, Setup 
window.

Tip: If the salary is set to 0 in the candidate 
record all jobs will be matched.

2 Renumeration.  
If a candidate has specified either Contract, 
Temporary, Self Employed or Permanent 
jobs this will be updated as a tick in the 
Candidate record.  Job details will be sent 
either where the pay rate of the job is 
greater than that specified or is between 
the salary range specified by the 
candidate.
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Location. 
A candidate will receive details if their 
record is set to Anywhere ; or the specified 
location and radius fall within the job 
location.

4 CV upload. 
Candidates can upload the latest copy of 
the their CV.

5 Opt in.
This confirms the candidates wish to 
receive the Jobs by Email alerts.
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Candidate registration page
The header of the default registration page can be edited from the CMS system.  For a small extra cost we can individually 
brand the Jobs by Email web pages or integrate the pages with your existing website.

Edit the header
By default the header includes your company 
name and contact telephone number (as 
displayed in the Admin tab).

1 Select the Admin  tab from the Smart
Navigation and then choose CMS.

2 From the drop-down menu, select the 
page label Jobs by Email page .  

4 Once the edits have been made, press 
Save to overwrite the existing template.

3 Select the Content 1  tab from the CMS 
menu to edit the header.
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5 The updates will display on the header of 
the candidate Jobs by Email registration 
page.

Tip: Don’t be alarmed by the text style 
display - the default header is styled by 
our Jobs by Email style sheet.  This can 
be overwritten from within the CMS if 
required.


