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Use multiple channels of communication to communicate quickly and efficiently 
with candidates and company contacts. 



Communications

Whatsapp

If the candidate or company contact has a mobile number recorded, then you will see the 
Whatsapp icon displayed on the Candidate or Client screen.  

You will need to download and install Whatsapp for Windows on your computer, and link your 
device to be able to use Whatsapp with Intelligence. 

The benefit of using Whatsapp with Intelligence is that it is a quick and informal channel of 
communication, and you don’t need to save the number on your phone’s contacts first. 

Select the Whatsapp button 
to open the Whatsapp 
message form  - simply type 
in your message and click on 
OK to send. 

You will need to still press 
send in your Whatsapp for 
Windows application on your 
computer. 

The message will be recorded in Communications against the appropriate profile.  Only the 
outgoing message will be recorded. 
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SMS

You will need to purchase SMS credit bundles from TextAnywhere (UK based) to use the SMS 
feature with Intelligence. Please contact us for more information on this feature. 

The message will be recorded in Communications against the appropriate profile.  

Click on the Email 
button to open the 
Email/SMS form. 

Simply type in your message and send.

You can also send an SMS based on previous 
messages. This is particularly useful when 
working through a shortlist and quickly 
contacting candidates. 
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Emails

Send an email from Intelligence. Type up your own emails or use predefined templates that pull 
data from any part of Intelligence. 

The message will be recorded in Communications against the appropriate profile.  

Click on the Email 
button to open the 
Email/SMS form. 

You can add a subject line and message, attach documents from the current candidate or client 
record – this will copy to a new Email message in Outlook, where you can double check your 
email before sending. 
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Setting up Email Templates

Set up your own predefined email templates that pull data from any part of 
Intelligence.  These templates are saved locally on each person’s computer, so 
you can set up templates specific to each user. 

1. Select Template and either select the 
template you wish to use, or select Add/Edit 
Template to set up a new template or edit an 
existing template. You can add images or 
merge fields, or edit in HTML directly. 

5. The finished template will look like 
the example below. Save and Close 
when it is complete.

3. Type in the text required. 

2. From the 1st drop-down list, 
select an existing template to 
edit, or select Create New 
Template.

4. Select the merge field from 
the 2nd drop-down list to 
insert that value into your 
text.
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Setting up your Email Signature

Set up personalised email signatures that will be appended to outgoing 
emails.   This signature is saved locally on each person’s computer.

3. Add your email signature 
as required.

4. If you want to insert a logo 
or image, click on the 2nd

drop-down list  and select 
Insert Image. 

2. From the 1st drop-down list, 
select Create New Template.

5. The finished template will look like the 
example below. Select Set As Signature 
and Close when it is complete.

1. Select Template and select Add/Edit 
Template to set up your email signature. You 
can add images or merge fields, or edit in 
HTML directly. 


