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Introduction 
 
Within your Workspace on TalentLink, you have access to an app – ‘Job Advert Templates’ which allows 
you to create advert templates for standard jobs which you can use whilst raising vacancies on TalentLink. 
 
This guide will provide you step-by-step instructions on how to; 
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Throughout the guide, you will see the following icons which indicate the WMJobs Team’s 
recommendations which will help you with all your [title] queries. 
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1. Creating a Job Advert Template 
 
To create a Job Advert Template, log-in to TalentLink and you will be taken to your Homepage. 
 
If you take a look at your Homepage, if you scroll down, you will see an app called ‘Advert Templates’; 
 

 
 

To create a new template, at the top right-hand side of the app, you will see the option ‘New Job Ad 
Template’. Click on the plus icon next to the title; 
 

 
 
When you click this option, you will see a pop-up box appear where you will then enter all the details for 
the advert you are creating. 
 
The first part of the template will ask you for the title of your advert template, which you will need to 
enter as this is mandatory.  
 
You will then see the language of your template – this will be defaulted to ‘English (UK)’. 
 
You will then select which organisation you want the template to appear under; 
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You are only able to select ‘Level 1’ Organisations when creating Job Advert Templates.  
 
Also, if you have Qualifiers set up in your environment, you will be able to allocate Job 
Advert Templates to your qualifiers, by selecting the option from the drop-down list when 
this appears. These options will only appear if you have qualifiers set-up in your configuration 
 

 
You will see underneath the option of ‘Job Advertisement strapline’. This is a functionality which is no 
longer used so this can be ignored. 
 
If you then scroll down, you will then see boxes where you can input the information for the content of 
your job advertisement; 
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At the start of the boxes, you will see the option of ‘Plain Text’ or ‘HTML’. This will be defaulted to ‘Plain 
Text’, but if you change this to ‘HTML’, the template will allow you to format the text entered into the 
template; 
 

 
 
When setting up a Job Advert Template, you will have access to your ‘Image Library’ where you will be 
able to enter images into your templates so they appear each time you use them. To access the library, 
when creating the template, select the ‘Image Library’ logo; 
 

 
 
You can then select from your library which image you want to appear in the template. Click on the image, 
and select the paper icon for this to appear on your template; 
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For more information about ‘Image Library’, please visit our Service Centre  
 
 

 
You will see that each box on the template has a character limit of 4000 characters – when you are typing 
or pasting information, you will see the counter change; 
 

 
 
If you need to use more than 4000 characters, you can use the boxes below and your advert will follow on 
when appearing on the front end of the website. 
 
On the right-hand side of each section, you will see a green icon which will give you access to system 
standard merge fields. If you click this icon, you will see the available merge fields appear; 
 

 
 
The merge fields are broken down into sections – if you select the plus icon next to the merge field name, 
you will see those available.  
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If you decide to use merge fields in your advert template, you will need to test these fields 
within the Sandbox environment. Depending on the set-up within your environment, you 
may find that you are using some fields which relate to the merge fields, but not others, 
therefore, an exercise would need to be done locally to understand the mapping on the fields 
you are using and the merge fields  
 

 
If you scroll to the bottom of your template, you will see that you can add images again in the specified 
areas on your advert, for example, headers. This is again using the ‘Image Library’ functionality; 
 

 
 
To add an image, click on the box where it reads ‘Choose image’, and you would follow the steps shown 
on page 5. 
 
Once you have populated all the information for your template, click on ‘Create’. 
 
This will then appear in your app on your Homepage; 
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2. Copying a Job Advert Template 
 
If you want to copy a template that already exists, if you go to your app on your Homepage - from the 
list, click on the name of which advert template you wish to copy. 
 
When you click the name, a pop-up will appear and at the bottom of the screen, you will then see some 
options; 
 

 
 
From these options, if you select ‘Save as…’ a prompt will appear which will ask you to name the new 
template that you are creating; 
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Once you have renamed the template, click ‘Ok’. 
 
The screen will then refresh and you are able to edit the new template you have created as the title of the 
template has now changed; 
 

 
 
You can then amend the template as you like and click ‘Save’. 
 
You will also see the new template appearing in your app on your Homepage; 
 

 
 
 

 

 
         
 

 
When you copy a Job Advert Template, the system will copy this to the organisation it was 
created in  
 

 
If you wish to copy a template that already exists in one organisation and want to copy it to another within 
TalentLink you have access to, you have the option to share. 
 
If you want to share a template, from the Advert Template app, click the name of the template you wish to 
share – this will bring up the template information. Next to the Organisation that’s selected, click the ‘Share’ 
button.  
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This will then bring up a list of the organisations you have access to and you can select where you want 
to share this to; 
 

 
 

 

 
         
 

 
This will be different for all users depending on what Level 1 Organisations they have 
access to within TalentLink  
 

 
Tick the options you wish to share with and click ‘Save’. 
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3. Deleting a Job Advert Template 
 
If you no longer wish to use an Advert Template, if you go again to your Advert Template app on your 
Homepage, click on the name of the template you wish to delete. 
 
The template pop-up will then appear and from the options at the bottom of the screen, click ‘Delete’. 
 

 
 
When you click ‘Delete’, the system will ask if you are sure you want to delete it; 
 

 
 

Click ‘Ok’ to confirm. 
 
This advert will then be removed from the system and your app.  
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4. Using a Job Advert Template 
 
Once Advert Templates have been created, you can then use them when raising vacancies within 
TalentLink. 
 
When you are raising a vacancy, when you come to the ‘Job Description’ tab of your requisition, you pull 
the template through by using the ‘Import’ function. 
 
If you click ‘Import’, you then select the ‘Import from Job Ad Template’ option; 
 

 
 
You will then see a list of the templates you have access to; 
 

 
 
You can preview the template by clicking the        icon. 
 
To select the template for use, click on the        icon to the left of the name of the template you want to 
use. 
 
Once you select the template for use, you will then see the information has been populated with the 
system telling you, what template is currently in use; 
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If you want to select another template to use, you would follow the steps above, and this would override 
the template that is currently in use. 
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5. Troubleshooting/FAQ’s 
 
I have created an Advert Template, but I can’t see this in my Advert Template app – why? 
 
If you can’t see this in your app, it’s probably related to how your app is filtered on your Homepage. If you 
go to your Homepage, and to your Advert Template app, at the top right-hand side of the app, you can 
see a small arrow; 
 

 
 
By selecting this arrow, this will allow you to filter the app. 
 

 

 
         
 

 
If you can’t see this arrow on your app, this is linked to your roles and rights within 
TalentLink. In order for you to be able to access the filter, you will need the role of ‘Manage 
Homepage – Configure Apps’ 
 
This will need to be allocated to you by a Local System Administrator. Once this is 
assigned, you will be able to see the filter. Please bear in mind that this role can only be 
removed by a Global System Administrator 
  

 
Once you select the arrow, you will see some options appear; 
 

 
 



 

 

15 T: 0121 569 2070   E: helpdesk@wmemployers.org.uk  W:www.wmemployers.org.uk 

 

If you click on the ‘Filter’ tab along the top of the screen, this will allow you to select the organisation you 
can see; 
 

 
 
Select the Organisation you want to see, and click ‘Save’. 
 

 

 
         
 

 
You can only select one Organisation filter at a time for your app, but this won’t affect 
you using the templates when raising vacancies on TalentLink 
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You can now create and amend Job Advert Templates! 
 
We have outlined in this guide the essential information you need to know about creating and managing 
your Job Advert Templates within TalentLink. 
 
We have created several resources for you to use which sit on the Solution tab on the Service Centre  
 
You can visit the Service Centre at http://wmemployers.freshdesk.com/helpdesk 
 
 

 
 
 
 

 
Job Advert Templates is a short module featured in our Open House Recruiter Training. 
If you or any colleagues are interested in attending an open house training session, 
please contact the team who will be able to provide you with further information. 
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