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Sending an Email to a Site Contact

Sending an Email to a Site Contact

If you need to email the site contact for a particular vacancy, for example to remind them to return a
timesheet, this can be done from any location you would email the client contact
e.g. Temp Desk Vacancies, Placements or Timesheets or direct from the Vacancy or Placement.

First find the record in question and press F2, or the Make Contact Event Button.

Select the Client Contact and write your email in the section at the bottom, then press send email.

@ Contact Event Alfie Hunter Placement as Bricklayer for ABBA Ltd

W > M (53 (558 () (Repons | peete |[ nep | (0[] (ew vacancy |
Tont Person Alfie Hunter =~ BEalfie

Company ABBA Ltd, Kieran Hamilton IMobile 0700 13245976

Letter Text Vacancy Bricklayer E-mail alfie@ip:. co.uk
Questionnaire.  Placement  Temp Z9/05/2017 ElKieran

Made By SHELLEY E-mail infoi@igx.co.uk

Date 05/01/2018 ABBA Ltd

Time 12:21

Type Email Sent

Summary

COutcome

Calback i

| Repty as Text | | To Alfie Hunter ||| To Kieran Hamitton ] | with Both

| msertText || SpellCheck | Duplicate

| Convert to HTHL

| sendText || write Letter || Send E-mail ||Reply to E-mail |

This iz a reminder about the changes to payrol this week.|

When the email box appears click on the three dots at the end of the address field to select the site
email address instead of the company contact email address.
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Address |info@igx. co.uk New Vacancy |
oC
3 Select Recipients
BCC -
Subject Companies Contacts
Message Text People Consultantz
@ Wacancies
<htmi=<head=<meta http-equiv="content-ty
[==style=<l— p.bodytext, p.origmeszage, p Address
font-gsize: 10pt; margin-top: 0em; margin-b Aricklaver ABBA vhs@ipx.co.uk

=iztyle=<=/head> <body=<p clazsz="bodyte:

payroll this week </p> <p class="signature"
class="MsoMNormal"=<o:p=&nbsp;</o:p=-</p
clazz="MzoNormal"=<o:p=&nbsp, <o p=</p
border="0" cellzpacing="0" cellpadding="0"
collapse:collapse™s<bri><tbody=<bri><tr=<

Attachments

CVis) Files and Documen

| ——— infoi@igx.co.uk
| File ||Quu:urnent|

|  Remove |

Cancel

| el

You can then send the email as normal.

See Also:
Getting Started Contact Events.
Timesheets Tab/Working with Timesheets.

Back to:
Contact Management
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