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As a licensed* TalentHook user you have access to unlimited training and support for the TalentHook software product. 

It is our goal to make the tool an efficient and viable mechanism toward your success. The following guide is 

complimentary to the training you received so far, all of which is designed to provide you the best platform to build your 

successes from.  

Important  Contacts  

Below is a list of contacts that might be helpful: 

Training   training@talenthook.com 
Matt Lemay Lead Trainer 702.853.4218 mlemay@talenthook.com 
Scott Kraske Trainer 702.853.4219 skraske@talenthook.com 
    
Support   support@talenthook.com 
Doug Buskey Lead Support 702.948.0262 dbuskey@talenthook.com 
Scott Kraske Support 702.853.4219 skraske@talenthook.com 
    
Accounts    
Andrew Montoya Account Manager 702.851.7281 amontoya@talenthook.com 
    
 

*TalentHook is a single user license agreement; support and training is only provided to the subscriber of the software. I 

can be loaded per license on one machine at a time. 

 

  

mailto:training@talenthook.com
mailto:mlemay@talenthook.com
mailto:skraske@talenthook.com
mailto:support@talenthook.com
mailto:dbuskey@talenthook.com
mailto:skraske@talenthook.com
mailto:amontoya@talenthook.com
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Introduction  

In order to maximize your usage of the TalentHook software there are a variety of key points that will prove helpful. The 

idea you should be able to achieve with TalentHook is to find the best available candidates on the internet as early in the 

process as possible by choosing criteria and resources that fit the position best. Use all the tools at your disposal and be 

open to trying new ideas.  

You want to begin searching for candidates but are not sure where to start? Before you begin have these processes: 

 Organizational Structure: How will I manage my clients, open jobs, and candidates in the most effective manner? 

 Am I OFCCP compliant by using Linked Searches with History Preservation instead of Quick Search? 

Your process will follow a typical flow:  

Start

Press the

Magnifying Glass 

in the upper-left 

corner to begin.

Quick Search 

or Linked 

Search?

Quick Search:

If No OFCCP 

requirements and 

are only doing a

ñhit-and-runò 

search

Is this an

OFCCP

Position?

Create 

organizational 

structure in 

TalentHook for 

Job Order (next)

Note: this includes:

Client / Department

Hiring Manager

Job Title

Job Description

Choose from 

1 of 8 Searches 

available in TH

(next)

Choose your 

Resources.

(Monster, Dice, 

etceteras)

Complete Criteria 

for Job Posting

(submit/refresh)

Yes

No

Review Results

Were results 

desireable

Purge List / Click 

Refresh and 

Change Criteria

End

No

Yes
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Core TalentHook  

Your First Search 

 
Example A 

 

Clicking the magnifying glass (in Example A) in the above 
dialog box will open and ask for key information that will 
be important through your sourcing process. 

 
 The easiest way to start is with the magnifying glass in the 
upper left corner of the screen. Click on the magnifying glass 
and a dialog box will appear in the middle of the page.  
 
(Note: the magnifying glass and New button are 2 buttons. 
For this portion focus on the top half of the button.) 
 

 
Example B 

This form (Example B) will appear and this will allow you to 
start building a structure for organizing your searches.  

  
1. First determine how you want your folders structured.  You can organize your searches by Company or Client 

name, Department, Location (city or state), Group, Business Unit, etceteras. Another option would be to setup 
your folders by skill set to create one master list of candidates for that type of position. 

 CƛƴŘ ǘƘƛǎ ǎŜǘǘƛƴƎ ƛƴ ȅƻǳǊ ƳŜƴǳΥ  ¦ǎŜǊ {ŜǘǘƛƴƎǎ Ҕ !ǇǇƭƛŎŀǘƛƻƴ {ŜǘǘƛƴƎǎ ҔΧ hǊƎŀƴƛȊŜ ƳŀƴŀƎŜǊǎ ǳƴŘŜǊΥ 

 Click Save 
 

2. When completing the form as it appears in Example B you will use the buttons to enter in new information. The 

companies, clients, or parts of your company you list will appear in the drop-down for future searching. 

 New Company (Department, Division, Group, or Organization) 

 Hiring Manager (Person whom you might answer to in regard to the position; see Submittal Feature) 

 New Job (fill in the Job Title and Description) 

3. Lƴ ǘƘŜ ǎŜŎǘƛƻƴ ǘƛǘƭŜŘ άbŜǿ Wƻōέ ȅƻǳ ǿƛƭƭ ŜƴǘŜǊ ǘƘŜ ǘƛǘƭŜ ƻŦ ǘƘŜ Ǉƻǎƛǘƛƻƴ ȅƻǳ ŀǊŜ ǘǊȅƛƴƎ ǘƻ ŦƛƭƭΦ   

 Once you have created this folder you are now ready to start searching for candidates.  Just click the 
next button when your folder is completed and select the category of the internet you would like to 
search. 
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8 Kinds of Searches in TalentHook 
Which one is better for you? It depends on the kind of position you are staffing, because all of them are good choices. All 

of these resources have their merits and many will work better than others, because there is a different customer in 

each of these many resources. In many cases the searches can overlap and yet not produce duplicates to give the best 

results possible. 

Pay Board

Desktop

College Board

Custom Flip

Org Flip

Company Flip

Open Web

Free Board

 

Pay Boards: Detailed searchable data from resources that you will need to have a membership in order to access. 

 ALWAYS have your number of hits set to 10 for your first search.  Your future searches should not exceed 25 or 
50 Maximum candidates per search to avoid exhausting your contract with the boards.   

 Never search ZIP CODE and STATE at the same time; it will be one or the other as Zip Code is more precise. 
 

Free Boards:  Awesome alternative to the Pay Sites. Be aware of Alerts and Flags on this board!!! 

 Geography: No Zip Codes (Except LinkedIn), No OR Boolean operator support. 
 

Open Web Search:   Uses the web to search the entire internet on a broad level and will return a lot of  Microsoft Word, 

PDF and other formats including a lot of resumes posted on personal web pages. 

College Search:  College boards where alumni and current students post public profiles and resumes. 

Flip Searching; Company, Organization, and Custom: Looks for specific hyperlinks in resumes. 

 Company and organizational searches look for preformatted links in the body of a resume that are predefined in 

a list of resources. It will also use your key words to define that candidate like any other search, but as they 

relate to this list of resources; companies like Adobe and Microsoft and organizations like IEEE. 

 Custom searches allow you to put in up to 425 web sites you want to see in a candidates resume you might like 

to see on a search.  

Desk Top Search: Allows a user to search your own computer for resumes from saved documents and Outlook 

attachments. It is a powerful tool, but requires a software install to work properly. (See: Desktop Search Install) 
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Formatting your Search 
When using TalentHook to search for resumes the software uses simplified Boolean search string creation. You will not 

enter Boolean operators. The interface provides a virtual representation of the operators AND, OR and NOT on the 

search lines that give an excellent visual of the Boolean strings. 

 

Example C 

For example: instead of building a search using AND and OR operators all you will have to do is plug the keywords you 

would like to find in resumes into the appropriate fields in our search criteria interface.  Use Example C (above) as a 

reference point. 

 ά!ƭƭ ƻŦ ǘƘŜǎŜέ  = AND     (all of the keywords you use in this line have to appear in the resume) 

 ά!ƴȅ ƻŦ ǘƘŜǎŜέ  = OR     (use this line to choose a variable you want to see;  never a single word/phrase) 
1. 9ȄŀƳǇƭŜ {ǘǊƛƴƎΥ  άƳƛŎǊƻǎƻŦǘ ƻŦŦƛŎŜέ hw ƳǎƻŦŦƛŎŜ  hw  άƳǎ ƻŦŦƛŎŜέ 

 ά!ƴŘ ŀƴȅ ƻŦ ǘƘŜǎŜέ ƭƛƴŜόǎύ ŀƭƭƻǿǎ ŦƻǊ ƳǳƭǘƛǇƭŜ hw ǎǘŀǘŜƳŜƴǘǎΦ 

 άbƻƴŜ ƻŦ ǘƘŜǎŜέ = EXCLUSION operator, so it would be the same as using NONE or NOT operators. 
 

General Search Tips: 

 Run very specific searches first to locate top talent, then systematically broaden your potential results by 
ǊŜƳƻǾƛƴƎ ƻƴŜ ƪŜȅǿƻǊŘ ŀǘ ŀ ǘƛƳŜ ǳǎƛƴƎ ǘƘŜ ΨwŜŦǊŜǎƘΩ ŦŜŀǘǳǊŜ; reach for the Stars! 

 ALWAYS use lowercase lettering; even with acronyms or words you are used to seeing capitalized! 

 ¦ǎŜ άv¦h¢!¢Lhb{έ ŦƻǊ ƪŜȅ ǿƻǊŘǎ ǘƘŀǘ ōŜƭƻƴƎ ƛƴ ŀ ǇƘǊŀǎŜΤ  
1. Examples ς άƳŜŎƘŀƴƛŎŀƭ ŜƴƎƛƴŜŜǊέ άƧŀǾŀ ŘŜǾŜƭƻǇŜǊέ άŦƛƴŀƴŎƛŀƭ ŀŘǾƛǎƻǊέΦ  Never quote a single word 

 NEVER use Boolean Logic operators such as commas, AND, OR, NOT, IF, *, etceteras 

 NEVER leave only one key worŘ ƛƴ ǘƘŜ Ψ!ƴȅ ƻŦ ǘƘŜǎŜΩ ǎŜŎǘƛƻƴ 
 

http://talenthook.com/help/search_tips.html
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Free Boards 

 aŀƴȅ ƻŦ ǘƘŜ CǊŜŜ .ƻŀǊŘǎ Řƻ ƴƻǘ ǎǳǇǇƻǊǘ ǘƘŜ άhwέ .ƻƻƭŜŀƴ ƻǇŜǊŀǘƻǊΤ ǎƻ Řƻ ƴƻǘ Ŧƛƭƭ ƛƴ ǘƘŀǘ ŦƛŜƭŘ 

 {ƻƳŜ CǊŜŜ .ƻŀǊŘǎ Řƻ ƴƻǘ ǎǳǇǇƻǊǘ άǇƘǊŀǎŜ ǎǘŀǘŜƳŜƴǘǎέΤ you may need to adjust 

 LinkedIn provides extended criteria that can enhance your search 

o {ǇŜŎƛŀƭ bƻǘŜΥ LŦ ȅƻǳ Ǝƻ ƛƴǘƻ wŜǎƻǳǊŎŜǎ ŀƴŘ ŎƘƻƻǎŜ ά/ƭŜŀǊ !ƭƭέ ǘƘŜƴ ǎŜƭŜŎǘ [ƛƴƪŜŘLƴ ōȅ ƛǘǎŜƭŦ ȅƻǳ ǿƛƭƭ ǎŜŜ 

that the Search Criteria tab will offer Zip Code as a search option; this will limit you so probably should 

not use this option. 

o LinkedIn does not provide resumes, it provides profiles; you will have to choose the link that is provided 

at the top of the profile to go to LinkedIn to contact this potential candidate. 

 

5ƛŘ ȅƻǳ ƪƴƻǿΧ 

You can turn off the Boolean simplified search operators that appear when entering your key words. This will take away 

the visual reference when applying key words that appear between them. 

 Dƻ ǘƻ   ¦ǎŜǊ {ŜǘǘƛƴƎǎ Ҕ tǊŜŦŜǊŜƴŎŜǎ Ҕ  Χ{ŜŀǊŎƘ {ŜǘǘƛƴƎǎ  н [ƛƴŜǎ Řƻǿƴ ǳƴŎƘŜŎƪ ǘƘŜ ōƻȄ ǘƘŀǘ ǎŀȅǎ ά{Ƙƻǿ .ƻƻƭŜŀƴ 

ƻǇŜǊŀǘƻǊǎ ǿƘŜƴ ǘȅǇƛƴƎ ǉǳŜǊȅ ƪŜȅ ǿƻǊŘǎέΦ  
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Flags 

There are small colored squares next to the fields on the search forms that are colored red, yellow and green. These 

ΨŦƭŀƎǎΩ ǊŜǇǊŜǎŜƴǘ ƛƳǇƻǊǘŀƴǘ ƴƻǘŀǘƛons. They note that your resources (Dice, Monster) either support or do not support 

those fields.  

 Green ς all resources support those fields 

 Yellow ς one or more of your resources do not support that field 

 Red ς none of your selected resources support that field 

If the field is RED do not use that to search with; it could affect your overall results of the search negatively. 

If the field is in YELLOW try avoid using it; ideally the field will only be seen by those fields that support it but use the 

ά9ȄǘŜƴŘŜŘ /ǊƛǘŜǊƛŀέ ƻǇǘƛƻƴ όǿƘŜƴ ŀǾŀƛƭŀōƭŜύ ǘƻ ŜƴƘŀƴŎŜ ȅƻǳǊ ǎŜŀǊŎƘ ŦƻǊ ŀ ǇŀǊǘƛŎǳƭŀǊ ǊŜǎǳƭǘΦ 

 

Alerts 

A red triangle and a pop-up message will appear occasionally and bring up some important information. The quality of 

your search results will be affected without recognizing what this is bringing to your attention. Please read the issue in 

the alert and adjust the search accordingly for the best results. 

 

Missed Alerts 

Mouse-over the red triangle or the colored flag to see a pop-up message that will explain the issue if it cleared before 

you could read it. It will display and provide options for correcting the problem.  
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Results 
Upon submitting/refreshing a search you can now take a look at your results. Earlier we talked about leaving your 

maximum candidates per site at a low number like 10. This gives you the chance to make sure you are getting the right 

kind of candidate back and make changes without impacting your views on the boards with any severity.  

Prioritizing Candidates 
These folders are strong tools for managing candidates as well as maintaining a clean work surface.  These are 

organizational folders allowing you to set priority to your candidates.  These folders are usually used to go group your A-

list and B-list candidates together respectively. 

 Hot List: usually a priority position where you might put a candidate who is an ideal fit for the position 

 Work List: usually where you want to set someone aside for a variety of reasons; a hold tank 

Example: One recruiter I know will search candidates and when he reviews his result he 

ƛƳƳŜŘƛŀǘŜƭȅ Ψ²ƻǊƪ-[ƛǎǘǎΩ ǇŜƻǇƭŜ ƘŜ ƭƛƪŜǎ ŀƴŘ ǘƘŜƴ ΨwŜƧŜŎǘǎΩ ǇŜƻǇƭŜ ƘŜ ŘƻŜǎ ƴƻǘΦ ¢ƘŜƴ ƘŜ 

ǉǳŀƭƛŦƛŜǎ ǘƘŜƳ ǿƛǘƘ .ǳƭƪ aŀƛƭ ŀƴŘ ŀ Ŏŀƭƭ ƭƛǎǘ ŦǊƻƳ ǘƘŜ ²ƻǊƪ [ƛǎǘΧ άƳƻǾŜΩƳ ǳǇ ƻǊ ƳƻǾŜΩƳ ƻǳǘΗέ 

 

5ƛŘ ȅƻǳ ƪƴƻǿΧ 

 You can drag / drop a candidate you like from one job to another Hot List or Work List 

 The Jobs tab will show you if this person is on another job as Hot List or Work List; it will also show a colored in  

icon on the candidate resume in the list 

The Hot List and Work List folders can be very beneficial for any recruiter, because it provides a consolidated list of top 

talent from all the various areas of the internet TalentHook makes available.  These folders will be very useful for 

recruiters that are filling similar positions regularly.  

 

Conclusion 
The search is a valuable tool with 8 categories, Work Listed and Hot Listed candidates will come together in those folders 

where they can be managed as a whole. It makes working with a variety of search categories more efficient. In the 

current version one job can have one of eight search categories each; so one Pay Board Search per job. If you want some 

suggestions on managing your folders or have any related questions about TalentHook functionality, please contact any 

trainer or email us at training@talenthook.com. 

mailto:training@talenthook.com
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TalentHook Functions  and Features  

There are a variety of functions built into TalentHook designed to further advance the efficiency and performance of 

your day, which is the ultimate goal of this product. By using all the features in TalentHook there is a great opportunity 

to free a lot of time in your day of more menial work and provide it some level of automation or streamlining. 

Some of these features include: 

 The Agent: Automate your searches and have candidates waiting for you review when you come to work 

 Lookup: Quickly look-up any candidate in TalentHook and their resume 

 Bulk Mail: A tool for marketing your open position as well as networking your candidates 

 Exporting to ATS (Applicant Tracking System) 

 Exporting to Microsoft Excel: Call lists, reporting and more 

 Submittal: Get a candidate to the hiring manager right away 

 Tracking: Knowing what you have done and being able to instantly follow up 

 OFCCP 
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The Agent 
The Agent will allow you to run searches in a designated window of time . It can run whether you are sleeping at night, 
in an interview with a candidate, at lunch or you can set your agent to work for you while you completing other 
tasks. The Agent will run in the background without disturbing you even if you want to run it while working on other 
projects.  This is a great way to multi-task and be twice as productive. 
 
The Agent is located at the top left-hand side of your TalentHook screen.  To activate the agent you will need to: 

 ŎƘŜŎƪ  ǘƘŜ ά9ƴŀōƭŜ ŀƎŜƴǘ ǎŜŀǊŎƘέ ŀǘ ǘƘŜ ǘƻǇ ƭŜŦǘ-hand side of the agent window.   

 select the timeframe you would like the agent to run  
o rule of thumb: give the agent approximately 10 minutes for each position you have open. 

 ǎŜƭŜŎǘ ǘƘŜ άWƻō ǎŜƭŜŎǘƛƻƴέ ǘŀō ŀǘ ǘƘŜ ǘƻǇ ƭŜŦǘ-hand side of the agent window to choose what jobs and searches 
you want included on the Agent search. 

 
Example A                                                                                         Example B 

 
REMEMBER! 

 When you add new jobs and/or searches to the 
software you will have to manually add them to 
the Agent if you want it included in future 
searches; it will not assume 

 After the Agent completes it search it will leave a 
report of the results on the Last Results Tab 
(shown on Example B) 

 To get that report sent to you complete the 
ά9ƴŀōƭŜ ŜƳŀƛƭ ƴƻǘƛŦƛŎŀǘƛƻƴέ όǎƘƻǿƴ ƛƴ 9ȄŀƳǇƭŜ !ύ 

 
Example C 

 

The Agent is a very powerful tool that can provide you significant freedom from manually prompting the software to 

search each time individually. There are a couple more important things to remember: 

 The computer must be on and TalentHook running in order for the software to complete its function 

 If the computer goes into sleep mode or hibernation it will not run 

 Be aware of any Network Security Policies that might be a barrier  
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Lookup 
The Lookup is designed to give you quick access to any candidate in TalentHook who is listed by their name or email 

address and make it appear as if you were waiting for the candidate to call you back. The feature in TalentHook is 

simple, but extremely valuable and effective.  

The Lookup Button is actually 2 buttons. The top half will provide a default view for quick access while the second half 

allows you to choose if you want to look-up any Company, Manager, Job or Candidate in TalentHook. 
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Bulk Mail 
Bulk Mail is a feature that will allow you to create one single email template that will be individually sent and completely 

personalized to each candidate in your list.  ¢Ƙƛǎ ƳŜŀƴǎ ǘƘŜǊŜ ŀǊŜ ƴƻ //Ωǎ ƻǊ .//Ωǎ! Each email is individually sent to 

every candidate you have chosen on your list.  Recruiters will have the ability to email new candidates that are Hot 

Listed, Work Listed or from any individual search like a Pay Board or Free Board; etceteras.   

The benefit of using your Hot List and Work List is that you have a combined platform for managing these candidates 

that originated off any of your Boards that you can combine into a single group.  

  

Example C                                                                                                                        Example D 

 Click the button Bulk Mail (shown in Example C) 

 A dialog box will open confirming your email address (you cannot change that here if it is not right; see User 

Settings). Click Next. 

 Review the list of users that shows up and look for a couple of things: 

o that there is a proper name (full name and first name) if you plan on using the candidates name in the 

email. 

o checked candidates will be included in the mail message; check and uncheck the ones you want to 

include verses exclude. 

 Missing candidates from your list? Who is excluded? 

o note the top of the window where there is a list of exclusions; these are useful tools in most 

circumstances. This view can change depending on what list you are using to send mail on.  

 Once you confirm your ƭƛǎǘ ƛǎ ŀŎŎǳǊŀǘŜ όƭŜŀǾŜ άtǊŜǾƛƻǳǎƭȅ .ǳƭƪ aŀƛƭŜŘέ ŎƘŜŎƪŜŘύΤ ŎƭƛŎƪ ƴŜȄǘΦ 

 Create the email that will be individually sent to each candidate you selected in the previous screen.  Use the 
άLƴǎŜǊǘ /ŀƴŘƛŘŀǘŜ bŀƳŜέ ƻǇǘƛƻƴ ŀŦǘŜǊ ȅƻǳǊ ǎŀƭǳǘŀǘƛƻƴ ǘƻ ǇŜǊǎƻƴŀƭƛȊŜ ŜŀŎƘ ŜƳŀƛƭΦ  If you would like the email to 
reflect just the candidates first name ŎƘŜŎƪ ǘƘŜ άCƛǊǎǘ bŀƳŜ hƴƭȅέ ƻǇǘƛƻƴ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ άLƴǎŜǊǘ /ŀƴŘƛŘŀǘŜ 
bŀƳŜέΦ (all shown in Example D) 

o cool tip: when you setup your job description when you created your job profile you could insert your 

template, then with a single click your entire letter inserts ōȅ ŎƭƛŎƪƛƴƎ άLƴǎŜǊǘ Wƻō 5ŜǎŎǊƛǇǘƛƻƴέ 

o You can also import or copy/paste from a template you created in MS Word or Notepad 

Try using the bulk mail feature to Network with your candidates.  For example, you could verbiage like ς άLŦ ǘƘƛǎ Ǉƻǎƛǘƛƻƴ 

is ƴƻǘ ǘƘŜ ǇŜǊŦŜŎǘ Ŧƛǘ ŦƻǊ ȅƻǳΣ ōǳǘ ȅƻǳ ƪƴƻǿ ƛŦ ǎƻƳŜƻƴŜ ǘƘŀǘ Ƙŀǎ ǘƘŜ ƛƴŘǳǎǘǊȅ ŜȄǇŜǊƛŜƴŎŜ ǿŜΩǊŜ ƭƻƻƪƛƴƎ ŦƻǊ ǇƭŜŀǎŜ ŦƻǊǿŀǊŘ 
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ǘƘƛǎ ƻƴ ǘƻ ǘƘŜƳ ƻǊ ǊŜǇƭȅ ōŀŎƪ ǘƻ ƳŜ ǿƛǘƘ ǘƘŜƛǊ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴΦέ  ¢Ƙƛǎ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ŜȄǘŜƴŘ ȅƻǳǊ ǊŜŀŎƘ ōŜȅƻƴŘ ǘƘŜ 

internet in many cases, and contact candidates that may not even have their resumes online.   

E-Mail Templates for Bulk Mail 
1.) Create your email in the bulk Ƴŀƛƭ ǿƛƴŘƻǿΣ ƘƛƎƘƭƛƎƘǘ ŀƴŘ ŎƻǇȅ ǘƘŜ ǘŜȄǘ ŦǊƻƳ ǘƘŜ ŜƳŀƛƭ όƛƴŎƭǳŘƛƴƎ ǘƘŜ άIŜƭƭƻ 

ϪŦƛǊǎǘƴŀƳŜΣέύΣ ŀƴŘ ȅƻǳ ǿƛƭƭ ǘƘŜƴ ǇŀǎǘŜ ŀƴŘ ǎŀǾŜ ǘƘŀǘ ŜƳŀƛƭ ƛƴǘƻ ǘƘŜ ŘŜǎŎǊƛǇǘƛƻƴ ŦƛŜƭŘ ŦƻǊ ǘƘŀǘ ǇƻǎƛǘƛƻƴΦ   
2.) To access the description field for each position you can right-click on the folder for the job on the left-hand 

side of your screen (Example Aύ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ǎŜŎƻƴŘ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ǘƻǇ ǿƘƛŎƘ ƛǎ άhǇŜƴέΦ 

  
Example A                                                                                                 Example B 

3.) AftŜǊ ȅƻǳ ŎƭƛŎƪ άhǇŜƴέ ȅƻǳ ǎŜŜ ǘƘŜ ǿƛƴŘƻǿ 
(Example B) open in the center of your screen. 

4.) bƻǘƛŎŜ ǘƘŀǘ ǘƘŜ ά5ŜǎŎǊƛǇǘƛƻƴέ ǘŀō ƛǎ ǎŜƭŜŎǘŜŘΦ  You 
will need to paste your email in the description 
field and then click save at the bottom of the 
window. 

5.) Now, when you are ready to send a bulk mail for 
that job all you need to do is select who you want 
to send the email to and when you get to window 
to build the context of your email all you will 
ƘŀǾŜ ǘƻ Řƻ ƛǎ ŎƭƛŎƪ άLƴǎŜǊǘ Wƻō 5ŜǎŎǊƛǇǘƛƻƴέ ŀƴŘ 
the email will immediately populate for you. 

6.) ²ƘŜƴ ǘƘŜ ǘŜƳǇƭŀǘŜ ƛǎ ŎǊŜŀǘŜŘ ŀƴŘ άLƴǎŜǊǘ Wƻō 
5ŜǎŎǊƛǇǘƛƻƴέ ōǳǘǘƻƴ ƛǎ ǎŜƭŜŎǘŜŘ ǘƘŜ ǊŜǎǳƭǘ ƛǎ ǘƘƛǎΧ 
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Below is an alternative template you can easily cut/paste to being your process to a quick and easy template! 

Hello @firstname,  

 

I found your resume online and you looked like a great fit for the position below.   Please contact me 

at your earliest convenience to discuss this great career opportunity.    

  

 

 

                                           ~~~Copy and paste job description here~~~~  

 

 

 

***This position may not be the perfect fit for you, but if you know of someone with the experience 

we are looking for please forward this email along to them or feel free to forward me their contact 

information.  
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Exporting to ATS 
TalentHook is established with a number of premium Applicant Tracking Systems (ATS) so that migrating a candidate 

from TalentHook to your system is fast and easy. TalentHook is not designed to be an ATS because it does not have the 

same functionality, but there are some who rely on the History Preservation to track their work even on a limited scale.  

Is your ATS missing? You can request it be added after visiting http://www.talenthook.com/ats for information on how 

to get your system added. 

  
  

  
  

 
 

 

 

 

 

To export to your ATS (if included): 

 wƛƎƘǘ /ƭƛŎƪ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜ ŀƴŘ ǎŜƭŜŎǘ ά9ȄǇƻǊǘ ǘƻ !¢{έ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu (see example). 

 {ŜƭŜŎǘ ǘƘŜ !¢{ ȅƻǳ ŀǊŜ ǳǎƛƴƎΧ {ƻƳŜ !ǇǇƭƛŎŀƴǘ ¢ǊŀŎƪƛƴƎ Systems require that you provide your log-in and 
password, so enter if needed. 

 ¢Ƙƛǎ ǿƛƭƭ ǘƘŜƴ ǇǊƻƳǇǘ ǘƘŜ ŜȄǇƻǊǘ ǿƛƴŘƻǿΣ ǎƛƳǇƭȅ ŎƻƴŦƛǊƳ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŎƻǊǊŜŎǘ ŀƴŘ ǎŜƭŜŎǘ ά9ȄǇƻǊǘέ ŀǘ ǘƘŜ 
bottom of the window. 

 
  

http://www.talenthook.com/ats
http://www.maxhire.net/
http://www.recruiterseek.com/
http://www.recruitersnetwork.com/
http://www.pcrecruiter.com/
http://www.workstreaminc.com/
http://www.smartsearchonline.com/
http://www.tngglobal.com/
http://www.cbizsoft.com/
http://www.mrinetwork.com/
http://www.irn123.com/
http://www.sendouts.com/
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Exporting to Microsoft Excel 
Exporting information on candidates is fast and easy which can be used for a variety of reasons. Often it is used for a 

calling list or some internal reporting. Reports are easily generated from a variety of resources in the candidate profile 

but it does not export the actual resume itself. 

   

 

To export data to Excel is fast and easy: 

 Choose Export List from the menu at the top which will give you options; choose Excel Work Sheet 

 A dialog box will open 

o make sure you a showing check marks on your list, if not choose select all or pick and choose. 

o after selecting desired candidates choose next 

 The you can choose the field you would like to see reported like Name, City State, etceteras. 

 Choose Export to see the information automatically format on an Excel Worksheet. 

DonΩǘ ƘŀǾŜ 9ȄŎŜƭ ƻǊ ǿŀƴǘ ŀƴƻǘƘŜǊ ŦƻǊƳŀǘΚ 

 /ƭƛŎƪ 9ȄǇƻǊǘ [ƛǎǘҔ ǘƘŜƴ ŎƘƻƻǎŜ ¢ŜȄǘ CƛƭŜҔ Χ ǿƘƛŎƘ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ŀ Ǉƭŀƴ ǘŜȄǘΣ ƴƛŎŜƭȅ ŦƻǊƳŀǘǘŜŘ ǇŀƎŜ 

Want to export data for import into Constant Contact or other resource? 

 Click Export List > then choose a delineated format that will easily import into other databases 
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Submittal 
This feature will allow you to quickly submit a resume to a hiring manager. When you set up a job to be searched you 

have a chance to enter a Hiring Manager (like Bob Smith in the Example below).  The software also provides you a means 

of submitting a candidate directly to the Hiring Manager and will also create a Tracking Note.  

 

 
 

 R-click on the candidate you want to submit over to your Hiring 
aŀƴŀƎŜǊ ŀƴŘ ŎƘƻƻǎŜ {ǳōƳƛǘ /ŀƴŘƛŘŀǘŜΧ 

 You will get a confirmation for your email; click Next> 

 You will get a confirmation for the job; click Next> 

 ¢ƘŜƴ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ŦƻǊƳ ŦƻǊ ȅƻǳǊ ŜƳŀƛƭΧ 
o subject line will automatically fill in 
o your signature should already fill in 
o complete the body; a note you might send along 
o ŎƭƛŎƪ ά9Řƛǘ ϧ !ǘǘŀŎƘ wŜǎǳƳŜέ ǘƘŀǘ ǿƛƭƭ ƻǇŜƴ ǘƘŜ ǊŜǎǳƳŜ ƛƴ 

MS Word and give you a chance to edit the resume 
o close the resume and you will see it attached 
o press Send and the email will go out  

 Note: if you click on the Tracking Tab you can see a notation that 
the candidate was submitted. 
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Tracking 
Lƴ ǘǊŀƛƴƛƴƎ ȅƻǳ ŀƴŘ ȅƻǳǊ ǘǊŀƛƴŜǊ ŎƻǾŜǊŜŘ ǎƻƳŜ ƻŦ ǘƘŜ ƻǳǘǎǘŀƴŘƛƴƎ ŦŜŀǘǳǊŜǎ ƛƴ ¢ŀŎƪƛƴƎ ǿƘƛŎƘ ƛƴŎƭǳŘŜǎ ά{ƘŀǊŜŘ ¢ǊŀŎƪƛƴƎέΦ 

Now, you and your office mates can share tracking information in TalentHook so you cŀƴ ŀǾƻƛŘ ǎǘŜǇǇƛƴƎ ƻƴ ŜŀŎƘ ƻǘƘŜǊΩǎ 

toes while working together.  

 
Example A                                                                                                  Example B 

In Example A, this is the way of checking on individual tracking (per candidate)that was demonstrated in training. A lot of 

processes you do in TalantHook will be saved in Tracking thanks to History Preservation (an option in your User 

Settings). You will see your tracking notes as well as other co workers who have authorized you access. 

 Tracking on individual candidates shown 

o some tracking is automatically generated like for bulk mail and submittals 

o some tracking is generated by the sourcing person by clicking the New button  

 {ƘŀǊŜŘ ¢ǊŀŎƪƛƴƎ ƛǎ ŀǾŀƛƭŀōƭŜ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά{Ƙƻǿ ǎƘŀǊŜŘ ǘǊŀŎƪƛƴƎ ƛǘŜƳǎέ 

o only people in your office can see Shared Tracking 

In Example B, there is an additional Tracking View. Note the Tracking Tab under the job profile where you can see all of 

your tracking notes but excludes shared tracking notes. It will provide you a list of the activity for the candidates in that 

job. You can see the same under the Hiring Manager view. 

 Job Tracking and Manager Tracking only apply to local (not shared Tracking) per job 

 Tracking as it applies to the group of candidates: 

o άtŀǊǘȅέ ǊŜŦŜǊǎ ǘƻ ǘƘŜ ŎŀƴŘƛŘŀǘŜ ǿƘƻ Ƙŀǎ ǘƘŜ ǘǊŀŎƪƛƴƎ ƛǘŜƳ ƴƻǘŜŘ 

  


