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Outgoing Email system

The outgoing Email system includes an Outbox and Sent items basket so users can monitor and organise Emails more
easily.

Outbox

The Outbox acts as a bounced Email filter,
displaying any Emails that have failed to send and
offers a method of resending them, also Emails in a
queue to be sent and Emails that have been
scheduled to send later.

o

o Select the Outbox tab (displayed under the

Mail tab) from the Smart Navigation on the left

of the screen.
@ A list of Emails held in the Outbox will be

displayed. The Status column will show

whether the Email has been queued,

scheduled or failed.

Queued Emails

Emails in the queue to be sent. (4 (5

Scheduled Emails

Emails that are scheduled to be sent later.

These can be generated by bulk email or Jobs

by Email.

Emails failed (3]

Emails that have failed to send successfully.

Tip: There are a wide range of reasons why
Emails will fail to be delivered for example
incorrect recipient email address, or the Email
has been rejected by the remote SMTP server.

9 For Emails that have failed it's possible to
expand the view to show the failure message.
From the Email list, select the + button next to
the Email you wish to review and select the
Status tab.

Tip: The error message will indicate the reason
for the failed Email send.

In our example the error message reads
‘Address syntax error’ where the recipients
email address is incorrect.

Contact your SMTP provider who will be able to
help identify and correct the error messages.

If the Email send has failed and you are not
getting an error message then you will need to
check your SMTP details are correct.

9 To retry the Email send, select the tickbox
next to the Email and use the Resend button.

@ To delete the Email from the Outbox without
resending, select the tickbox next to the Email
and use the Delete button.
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Outgoing Email system

The outgoing Email system includes an Outbox and Sent items basket so users can monitor and organise Emails more
easily.

Sent items

The Sent items basket displays Emails that have
been sent successfully.

9 Select the Sent items tab (displayed under the o
Mail tab) from the Smart Navigation on the left )
of the screen.

9 A list of all the Emails sent successfully from
the system will be displayed in the Sent items
basket.

@ Use the + button to expand the view to show
the Email message.

@ The Email list defaults to show your own Email
messages. Select the tickbox labeled Show
mail from everyone to view Emails sent from
all users.
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Accessing Emails via Contact records

An Email tab within the candidate and client records, lists the relating Emails sent to the contact from the system and
provides a link to display the original Email details.

Email tab

From the candidate or client record select the
Email tab at the top of the screen. (1)

9 An itemised list of all the Emails sent to the
contact via the system will be displayed.

@ Select the link against each listed Email to view
it in full.

9 Where the candidate or client has been
contacted in relation to a Vacancy or
Placement an icon is displayed that provides a
quick link to the related record.



