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Introduction

Within TalentLink, you are able to add images to your Communication Templates using HTML Code, which
allows you to brand your communications and add to your candidate experience.

This guide outlines the following;
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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.

'n' Top tips
o Important Information
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1. Understanding how images work in Communication Templates

Placing a logo or image into a Communication Template within TalentLink is slightly different than adding
an image onto a Form or using an image using Image Library.

To place a logo into a communication template, the image in question needs to be web based. This is
S0 you can obtain a link to the image which you can insert into a specific coding format for your logo to
appear on a communication template as logo’s can only be entered into Communication Templates
through HTML code.

If your image already sits on a website as a web based image — great — you can copy and paste this
straight into your Communication Template.

If it doesn’t, you will need upload an image to a webpage and obtain the link.
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2. Copying an image from a webpage

Find the image you want to use on your webpage, and copy the image.

0 ® WMJobs

/ Open in new tab Jobseekers Signin or Create account

Open in new window

[« Save target as cruiters A-Z Careersadvice Help Candidate Home Page
Copy link
Add to reading list Search from 810 public sector opportunities
Ask Cortana
Save picture as *

Share picture
eg Socal] —M Chief Executive

Select all [ worcestershire \yorcester
g b

e.g. Birmin( COPY Within 5 miles v~ - Worcestershire
e Excellent Package

Inspect element

View source

JobType Sector Get job alerts

) ) Let us do the hard work. Signup
Administration / Clerical / Secretarial - inc Finance 12 for our free service and et great

Once copied, navigate to ‘Communication Templates’;

» Home
v Jobs
Candidates

Source

=

Communication Center

]

Reporting

Configuration

o]

Settings

» Communication Templates

v System Administration
» User Management
»  Workspace Management
Quick actions

Hew

Advanced Search

Once selected, you will see the Communication Template Management screen;

pyr— e (O 21 7 X X |

TEMPLATE MANAGEMENT: EMAIL USED IN CANDIDATE COMMUNICATION

Bitems  page 1/1
Templates in Organisation Document Type Language View
Training Dema Emall used in Candidate Communication Al Current Documents

Author

Document description

Move to Organisation Copy ta an Organisation
Pleas sl Peas sl &

@

Click on the Document description of the template you wish to add the image to, ensuring that you
have filtered the list correctly by Organisation and Document Type.
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Within your template, paste the image;

Template Content
From ® Use email address of | Connected User ~

O Use alternate Email Address

] save Email in candidate history.

Subject Test WME Email * add merge fields
’ Priority O High ® Normal O Low
Sensitivity Normal i |
Email Te late Content 1= f e |l | Gl | ]
mafl Tempiate Lontem a & 0| B 7 U ‘}: ::‘A,‘DL|E = = E‘a‘ TimesNewRoman\/|12 ~

Select all

Th paste 1g for a role with West Midlands Employers. We'll be taking a look at your
ap 1d we'll be in touch.

wi Inspect element

The logo will then appear in your template;

Template Content
From ® Use email address of | Connected User ~ |

O Use alternate Email Address

[[] save Email in candidate history.

Subject Test WME Email * Add merge fields
Priority O High ® Normal O Low
Sensitivity Normal v |
Email Te late Content == A Gl | Sl | ]
mail femplate Conten @, & o | B r u ‘ i=E= ‘ A, \b’,‘ EEEE ‘ m‘ Times New Roman V‘ 12 v

MWe Manage Jobs
Your Public Sector Job Site |

Thank you for applying for a role with West Midlands Employers. We'll be taking a look at your
application shortly, and we'll be in touch.

WMJobs Team

o HTML code works by locating the source of the image on a webpage — if the logo is
removed or moved to another location, this will no longer appear in the template as
the code can’t identify where the image sits so bear this is mind when using this
option
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2. Creating a link to a web-based image

The image you want to include within a Communication Template may be sat on your local drive — to
enter this into a template, this will need to be uploaded to the web as a web based image so that the
image link can be obtained and entered into HTML Code on your template so that your image appears.

This section of the guide will show you an option to use to obtain the link that you need.

Before hosting an image, contact your to see if there are
options available for you locally to do this and it this is acceptable

Firstly, visit an image hosting website - in this example, www.imgur.com is being used;

lmgUl’ /. & Newpost v Q @ Q nwarner

The Most Viral images on the Internet, sorted by popularity

To add an image, click ‘New post’ and ‘Upload Images’;

Upload Images

Video to GIF

Make a Meme

The following box will appear;
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http://www.imgur.com/

eIl or drag images here.

Paste Image or URL

Meme Gen Video to Gif

Click ‘Browse’ to find the image you wish to upload.

Once uploaded, this will create a post;

lmgUl' b €@ New post v

7z

(:' West Midlands
employers

[
SAYMlobs &7

Browse my Imgur Uploads

Q & Q nwarner

Share to community

Help people find your post

Add Tag

Thanks! We have received your application! O Mature

https://imgur.com/a/dj9y2 Copy

f @ P =

Click your username to the right-hand side, and click ‘Images’;

nwarner

images

] albums
gallery profile
favorites
messages

settings  sign out

This will take you to your bank of images.
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If you click the icon of your image;

This will provide you the links to your images;

é’ West Midlands

® WMJobs ( employers

Thanks! We have received your application!

From the list, you will need to option the ‘Direct Link’.

You now have the link to your image.

Image Link

View and edit post
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3. Inserting an image using HTML Code

Once you have the link to your image, you will then need to go into TalentLink and open the
Communication Template you want to include the logo on and enter the relevant code.

Navigate to ‘Communication Templates’ from your left-hand toggle menu;

» Home
+ Jobs
v Candidates
»  Source
Communication Center

Reporting

Configuration
=] settings

v Forms & Questionnaires

v Communication Templates

v System Administration
v User Management

v Workspace Management

Quick actions
Mew
Advanced Search

Once selected, you will see the Communication Template Management screen;

v Talent Acquisition by Lumesse

WM Jobs Sandbox > Home > Template Management: Email used in Candidate Communication

TEMPLATE MANAGEMENT: EMAIL USED IN CANDIDATE COMMUNICATION

8items  page1/1

Templates in Organisation Document Type Language View
Training Demo v \ Email used in Candidate Communication v Al Current Documents |

Document description & Organisation Author Last Update

(o] TD Candidate quality survey Training Demo System GSA 12/04/2017
’ [e] TD Conditional offer without DBS Training Demo System GSA 12/04/2017 q
' o TD Formal offer no DBS Training Demo System GSA 12/04/2017 ‘

(@] TD Interview - Confirmation to Candidate Training Demo System GSA 12/04/2017

O TD Interview - Intivation to Candidate Training Demo System GSA 12/04/2017

O TD Interview — Cancellation to Candidate Training Demo System GSA 12/04/2017

o] TD Rejection after interview Training Demo System GSA 12/04/2017

(o] 1D Rejection after shortlisting Training Demo System GSA 12/04/2017

Move to Organisation Copy to an Organisation

@

Please select ~ | Please select v

© Lumesse (UK) Ltd
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Click on the Document description of the template you wish to add the image to, ensuring that you
have filtered the list correctly by Organisation and Document Type.

Once you are in the Communication Template, along your formatting bar, there is an option to switch to
HTML code — ‘Toggle Source Mode’. Click this icon;

Template Content
From (®) Use email address of Connected User w

(O Use alternate Email Address

[ save Email in candidate history.

Subject test * add merqe fields

Priority O High ® Normal O Low

Sensitivity HNormal ~ |

Email Template _ ==

Content : (& & §| B 15 U | iSE= | A &.| EEEE || Times New Roman | 12 |

The text within your template will change to HTML code and will look similar to the below;

Template Content
From ® Use email address of | Connected User v \

O Use alternate Email Address

[] save Email in candidate history.

Subject Test WME Email * Add merge fields
Priority O High ® Normal O Low
Sensitivity Mormal |

Email Template Content

Rz @|s ru

-SiH= | A, \5’.| || Times New Roman v | 12w

|<div=<br=</div><div><br></div><div> <font face="Arial">Thank you for applying for a role with West Midlands
Employers. We'll be taking a look at your application shortly, and we'll be in touch.</font></div><div><font
face="Arial"></font><br></div><div><font face="Arial"> WMlcbs Team</font></div>

What you will need to do now is add coding to this which will insert your logo into your Communication

Template. At the top of the coding, insert the below coding as it shows below — any text in bold is action
you need to take;

<img src="HERE YOU NEED TO ENTER THE LINK TO YOUR WEB BASED IMAGE - THIS IS THE
LINK YOU HAVE OBTAINED FROM IMGUR.COM IF YOU HAVE USED IT">

0 The format of the code will be the same for all images — the only thing that will need to
change are the links to the images

Once you have entered the code into your Communication Template, it should look similar to this;
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Template Content

From ® Use email address of | Connected User w
O Use alternate Email Address
[[] save Email in candidate history.
Subject Test WME Email * Add merge fields
Priority O High ® Normal O Low
Sensitivity Normal ~ |

Email Template Content

EE‘A.&JE || Verdana V|12 Vv
<img src="https:/ /i.imgur.com/yqqKiVh.jpg?2" >

<div><br></div><div><br></div><div><font face="Arial">Thank you for applying for a role with West Midlands
Employers. We'll be taking a look at your application shortly, and we'll be in touch.</font></div><div><font
face="Arial"></font><br></div=<div> cl‘ont face="Arial"> WMJIobs Team</font></div>

If you click the ‘Toggle Source Mode’ icon, you will then see the image appearing in your
Communication Template;

Template Content

From ® Use email address of Connected User v
O Use alternate Email Address
[[] save Email in candidate history.
Subject Test WME Email Add merge fields
Priority O High ® Normal O Low
Sensitivity Normal % |

Email Template Content

Reoee|ls 7 u|=E=AdE

| & | verdana v|l12 v

/ West Midlands

o ® VWUobs employers
/‘ﬁwf Manage J PLE & LEADERSH

Thanks! We have received y«

Thank you for applying for a role with West Midlands Employers. We’'ll be taking a look at your .

>

Click the ‘Save’ icon to save the changes you have made.
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You can now add images to your Communication Templates!

We have outlined in this guide the essential information you need to add images to your communications
sent from TalentLink, improving your employer brand and adding to your candidate’s experience.

We have created several resources for you to use which sit on the Solution tab on the Service Centre
to help you.
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