
Client Guide: Inviting Applicants



Navigate to the Applicant List and select Invite Applicants. You will be
presented with two options:

Invite an Individual Applicant
Invite Multiple Applicants

The Applicant Invite List displays information about applicants who have
previously been invited through a bulk upload. This provides a record of
applicants who have been invited in bulk.

Inviting Individual Applicants
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To invite an individual applicant, select Invite Individual Applicant and choose
the required screening package.
You will then need to enter the applicant's:

First name
Last name
Email address

You also have the option to add a custom message to the invitation. If
included, the message will appear in the email the applicant receives
alongside their login details and a link to their application form.
Once the required information has been entered, you can send the invitation to
the applicant.

https://cbscreening.co.uk/


Select the screening package for the applicants. All applicants in the upload
will be screened to the same level, so applicants requiring different packages
must be invited separately.

You will then need to add a label to the upload. The label can be anything that
helps you identify the group of applicants, such as:

The date of the upload
The department or team
The type of applicants

You can also add a custom message (if required), which will be included in the
invitation email sent to all applicants.

Upload a CSV file containing each applicant’s first name, last name, and email
address. The CSV must follow the format shown in the sample file
downloadable to ensure the applications are created correctly.

Once the file has been uploaded, select Invite Applicants. The upload will then
appear in the Applicant Invite List.

To invite multiple applicants at the same time, select Invite Multiple Applicants. 

Inviting Multiple Applicants
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