HIREPLANNER

Introducing
HirePlanner's New

Internal Messenger

A smarter way to collaborate on hiring decisions

For Hiring Managers




Announcement

|
Dear Hiring Managers,
Thank you for your ongoing support in our recruitment efforts. We are excited to

announce that HirePlanner, our Applicant Tracking System (ATS), has been updated
with a new feature: the Internal Messenger.

This new tool will help you keep all candidate-related discussions organized and
centralized within the system. By bringing communication that previously took place
via fragmented emails or chats into one place, you will now be able to prevent
information gaps and accelerate your hiring selection process.

We hope this update makes your work easier. Please read through this guide to get
started.

— The HirePlanner Team
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HIREPL AL

LeoK. (LA K)
CETTEED

Application Details

AAAAAAAAAA

puBLISH

& Internal Discussion o




The Problem — and the Solution

The secret to attracting top talent is responsiveness. Speed, clarity, and transparent communication help your team make faster — and better — hiring decisions.
But when emails are buried in personal inboxes, disconnected from the job or candidate they belong to, it becomes easy to miss context, forget commitments,
and lose track of what was said — or promised.

A\ THE PROBLEM 4 THE SOLUTION
Internal Messenger
u. AEI BT burle'd. _ Real-time notifications
Feedback and decisions get lost in crowded personal Get email alerts for each new message or status update

inboxes. from your recruiting team about your candidates — nothing

slips through.
SOLUTION

Candidate-linked threads
Missing context _ Keep your conversations tied to your requisition(s) and

Messages are disconnected from the job or candidate they their respective candidate applications.

relate to.
Centralized & searchable
Easy access to your candidates' notes, interview feedback

and HR conversations in one place — no more digging

® No shared history through email chains.

It's hard to remember what was said, promised, or @

el — e e Full conversation history

All past discussions stored, visible, and easy to reference.
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Getting Started

Login URL: https://www.hireplanner.com/company_users/sign_in .
HIiREPLANNER
CORPORATE
SIGNIN
Your Account E-MAIL
Your account has been pre-configured by your HR team. If you cannot log in, please | r |
contact your HR team directly.
PASSWORD
Your Role as Hiring Manager O REMEMBER ME

As a Hiring Manager assigned to a job posting, you will be able to access all candidate
applications tied to your requisition and will be able to review, select and discuss with

Forgot your password?
Didn't receive confirmation instructions?
Didn't receive unlock instructions?

the recruiter assigned to your role.

Forgot Your Password? @ NEW TO HIREPLANNER?

Use the Password Reset link on the login page to regain access instantly. No need to Regi
|T eglster your company
contact IT.

ﬁ If your company already uses HirePlanner, no need
to re-register your company. Instead please contact
your HR representative to create your user account

Use the Internal Messenger when you want to:

Find out more about HIREPLANNER

Q Ask HR about a candidate application O Request HR to schedule an interview
ol A&

Share a document, update or request next

° Share interview feedback after a meeting
steps
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Use the Internal Messenger from "My Messages" Area

Best for: Managing all HR conversations in one centralized view

HirePlanner -

Log in to HirePlanner
Go to hireplanner.com and sign in with your credentials.

Click on the "My Messages" icon |
Find the icon in the top navigation bar, or select "My Messages" from the Email
dropdown menu.

Select the person you wish to communicate with
Search by recruiter name, candidate name, or the job they applied to. The full
conversation history will appear on the right.

Review the conversation
Read the full thread tied to the candidate and the role they applied for.

Type and send your response
Write your reply to the recruiter in charge and click Send.

Internal Messenger - Quick Start Guide
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Req # 2888 - Sales Manager (§ (Leo k) ~
Jiro TANAKA ~

Dear Recruiter, Thank you for letting me23 Mar 13:37

know about this candidate's application.

His resume an..

Req # 2888 - Sales Manager (§} (Tomoko ~
) a
Jiro TANAKA 20 Mar 09:40
Test Hiring manager

B @ z B s =

TE I TOOLS  MAILS ‘@OB' & ﬂ
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Req ID# 2888 - Sales Manager @ | Application from LeoK.| View Application

[ITETT To: Jiro TANAKA Recruiter

Cc: Team SUPPORT |Recruiter

Click here to communicate with your recruiter RS ——
[MARKAS UNREAD

[BJLPT Certification.pdf

Jiro TANAKA | Recruiter
Dear Hiring Manager,

Here is a candidate we received this morning that | think could be good for
your role. Would you mind taking  look at his resume and let me know if you
would like me to schedule an interview later this week?

Best,..

Read more

Emiko T, HiringManager 2026/03/23 13:37
Dear Recruiter,

Thank you for letting me know about this candidate's application. His
resume and background looks very interesting indeed. Let's schedule an
interview on Thursday afternoon if the candidate is available. | am open
between 3:00pm and 6:00pm....

Read more
Select Template - s

Drop files here, paste or browse
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Use the Internal Messenger from a "Candidate Application” Page

Best for: Messaging HR while reviewing a candidate's full profile on one screen

HirePlanner -

Log in to HirePlanner
Go to hireplanner.com and sign in with your credentials.

Select the candidate application you wish to discuss
Browse your requisitions and open the application you want to review.

Open the Application Detail page
Click on the candidate's name to open their full Application Detail page.

Click the "Internal Messaging" tab
Scroll to the Conversations section and select the Internal Messaging tab.

Review the candidate's details
Resume, interview feedback, status and documents are all visible on the same
screen.

Type and send your message
Write your message to the recruiter in charge and click Send. They are notified
immediately.
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REQUISITION : (#2888) SALES MANAGER (&

{iring Manager: Emiko T.

& DETAILS

& CANDIDATES (3)

Tomoko I.(REZ 1)

Application Details

CURRENT POSITION
Software Developper
CURRENT COMPANY
Tech Start-up
APPLICATION DATE
2026/03/20

SOURCE

HR Recruiting Team
BASE SALARY (ANNUAL)
¥6,000,000

HOURLY RATE

Yo

OTHER DOCUMENTS

SHARED CANDIDATE INFORMATION

Interviews

You haven't organized any interviews yet for this application.

STATUS

New Application
RESUME (ENGLISH)
RESUME (JAPANESE)
R

RESUME (OTHER)

B inkedin
LANGUAGES

Japanese - Native
English - Fluent

French - Business Level
DEGREE

Tsukuba University
Master Degree
Engineering
2016/01-2020/03

Aco0@E. ﬂ

STATUS : (B2
HEADCOUNT VOLUME : [FTEY

PUBLICATION STATUS : [ENETIZSIIT)

DISCUSSIONS

Internal
f (Recruiter in charge)

/

Click here to communicate with your recruiter




HIREPLANNER

Your All In One Recruiting Solution

for Hiring Talent in Japan

Internal Messenger Guide

Thank you!

We're here to help you hire smarter and faster.

F@ Website www.hireplanner.com
Q Platform hireplanner.com/company_users/sign_in
5{ Support support@hireplanner.com

About HirePlanner

HirePlanner is an all-in-one recruiting solution for companies hiring in Japan. It offers a comprehensive suite of HR
tech software, including a bilingual Applicant Tracking System (ATS), online job advertising services across multiple
job sites in Japan, an agency management system, employer branding consulting, and social media and video
content production services. Additionally, HirePlanner regularly organizes tech meetups, networking and career
events in Tokyo to help companies attract bilingual professionals.

© HirePlanner - www.hireplanner.com - All rights reserved



