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5. Click on “Submission Date”(shown in the image below).
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6. Select the option that fits best with your applicant search criteria (you will never
select unsubmitted applicants)(shown in the image below).
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7. Next ONLY select the candidates names that were not interviewed — then
select “Send them an email’(shown in the image below).
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8. Select “Currently checked applicants’(shown in the image below).
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9. Select “Do Not Reply” — Keep “Dear (FirstName)(LastName),”— deselect “copy
me on this email”(shown in the image below).
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10. Copy of Rejection Letter for Non-Interviewed Applicants

Thank you for your interest in the position with Dearborn Public
Schools. We have had the opportunity to review your resume and regret to inform
you that we have chosen to pursue other applicants whose skills, background, and
education are more closely matched to the requirements for the position. Although
your name was not among those recommended for an interview, | encourage you to
continue to apply for positions in which you are interested.

Best wishes for future success.
Sincerely,

(First Name) (Last Name)



11.Review email — click “send message”(shown in the image below).
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