
How to Use the 
Communications (CMM) Post-

Onboarding Service
FOLLOW THESE STEPS TO CREATE AND SEND COMMUNICATIONS THROUGH THE COMMUNICATIONS (CMM) SERVICE



This instructional presentation covers the two 
topics below. To skip ahead, click the button.

Topics
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How to add a new user

How to send communications to employees

How to create a communication



How to create a 
communication
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How to create a communication
In the Admin section, open the Company Details by selecting the open icon next to your company name. 

Select the + Add Communication button. 



How to create a communication
Complete the required fields, Subject - English and Message – English. The fields, 
Subject - English and Message – English, are optional. You can also add one 
attachment. 

Once all information has been added, select Add Communication to create the new Communication. 

Please note that edits cannot be made after it has been created. If changes are needed, deactivate the communication and 
repeat the steps to create a new one.



How to send 
communications 
to employees
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How to send communications to employees
On the dashboard, choose the Employee Management option.

Select the Communications tab.

Select your Company name in the Company filter, then use any of the available filters, including Title, Status, Location, and More filters, 
to filter your results.
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How to send communications to employees
Next, use the checkbox to select each employee you would like to include. If you have filtered your results or simply wish to select 
all employees listed, use the checkbox next to Name.

Select the Manage Communications option.
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How to send communications to employees
In the Select Communication dropdown menu, choose the Communication you would like to send to the selected employees.

Select the Add Communication option.

The column Last Communication At will be updated to reflect the date the communication was last sent.
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How to send communications to employees
To review the Communications sent to an individual employee, select their name to open their employee profile, then choose the Communications tab.

All Communications sent will be listed along with the details of each.  To resend the communication, choose the Re-notify icon.

To send a new Communication to the employee, choose the + Add Communication option and follow the steps listed on the previous page.
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