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Creating a Notification Letter                                                     C 

The job aid explains how to create mail notifications to send to candidates. 

*Do not send email notifications to candidates on the Certification Eligible or Layoff List. 
 

 
Navigation Path:  Admin – Notice Templates 

 
NOTE: You must have “Create OHC Notice Templates” security access in order to complete 
the following steps. 

 

 
 

 

 

 

 

 

 

 

 

 

Step Action Comments 

1.   Log into the Online Hiring 
Center 

 

2.  Select the “Admin” drop-down 
menu at the top left-hand side 
of the page 

 

3.  Select the “Notice Templates” 
option 

 

4.   Click “Add New Template”  
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Step Action Comments 

5.   Name your template.  

6.  Select your “Department” Make sure to select your department for 
certification purposes. 

7.  Enter a “Description” “Description” is not a required field, but will 
help identify your template for future 
reference 
 

8.  Enter a “Subject”  

9.  DO NOT select a “Reject 
Reason” 
 

 

10.  Type your template using the 
Merge Fields listed under the 
template area 

You will have to scroll down to see the 
Merge Fields. 

11.  Click “Save”  
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