
 

Sending Culture Index Assessments in JazzHR 

 

1. Open Candidate Profile 

Within JazzHR navigate to your job posting and click on the candidate’s name to open 
their profile. 

2. Go to the Emails Tab 

Select the “Emails” tab within the candidate’s profile. 

3. Create a New Email 

Click “New Email.” 

4. Choose a Template 

In the email window, click “Choose Template.” 
 
Find and select “Assessment Email.” 

5. Select the Correct Culture Index Title 

Choose the appropriate Culture Index title for the position. 

This will automatically fill the email with the correct message and assessment link. 

6. Review and Edit (Optional) 

Check the prefilled email for accuracy. 

Make any edits if needed. 

7. Choose the Sender 

Decide if the email should come from you or from WhiteWater. 

8. Send or Schedule 

To send immediately, click “Send.” 

To schedule for later, select the drop-down arrow in the “Now” box and choose your 
date/time. 

9. Update the Workflow Status 

 



 

After sending the email, update the candidate’s workflow status to “Culture Index 
Assessment Sent.”​
 

10. Verify Email Delivery 

Go back to the Emails tab and click on the sent email. 

You’ll see the time and date it was sent. 

Check the email status (e.g., Delivered, Opened) with corresponding timestamps. 

 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 


