
Employer How-To Tutorials 
How To Configure My Email Templates



1. Login into your account. 

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com

mailto:support@talentsquare.com


2. Click on the gear icon “Company Settings” on the down left corner. You can then choose “Email Templates”. 

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com

mailto:support@talentsquare.com


3. You can create a new template by clicking on the “Create new Email Template” button or edit a current one. 

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com

By default all employers will have 3 default templates: 
- Default email sent to all applicants, to acknowledge their application 
- Default email to reject candidates (can be sent in bulk) 
- Default email to spontaneous applicant, to acknowledge their application 

mailto:support@talentsquare.com


4. When creating a template, you can use several variables to make it customizable. 

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com

Name of the Template

Subject of the email

Content of the email
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5. When creating a template, you can use several variables to make it customizable. 

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com

To use a variable, use a insert a '{' then write the variable name and ends it with another '}'. 

For example, if I want to add the name of the sender in the mail, I add "{sender_name}" without quotes: 

 sender_name: Name of the sender 
 sender_email: Email of the sender 
 receiver_name: Name of the receiver 
 company_name: Name of the company 
 company_url: URL of your company's website 
 company_description: Description of your company 
 talent_name: Candidate name 
 job_title: Job title 
 job_short_description: Short description of the job 

mailto:support@talentsquare.com


6. Once the template is created, you can use it to send it to applicants in a bulk. 
The emails are sent from the candidate view, or the “Applicants” menu. 

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com

Sender email

Emails of recipients

Choosing template to be used

Subject email

Body email
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