How to send rejection notices

1. Login to NeoGov with your DHHS e-mail and NeoGov password

2. On the OHC side, click “My List” under the drop down menu from your name in the top right
hand corner.
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Click “View” under Candidates to bring up referred list

3. Click the “Rejected” tab
4. Check the box at the top left hand side next to “Name” to select all candidates
5. Select “E-mail Notify” from the drop down menu, click “Go”
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How to send rejection notices

6. Select the template you want to send
7. Select “Generate Notices”
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8. Click “Send”

9. System will let you know that the notices were sent via e-mail. If a candidate chose not to

receive e-mail notices, the screen will say None-notice will not be sent, under the candidates e-
mail column.
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