
6 Steps

Create an Email in HR Essentials

Created By

Rachel Hollander

Updated

Oct 27, 2026

View latest

Open in Tango

Created with 1 of 3

https://app.tango.us/app/workflow/ed26fa26-be19-4bb1-ac43-3d1a92f43d4f?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links
https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


Create an Email in HR Essentials

Reports dashboard

1 Click on Hubspot Ticket you want 
to send an email out of.

2 A. Click on Emails
B. Click on Create an email

3 A. Type the contacts name within 
the To
B. Select the contact from the 
drop down
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4 A. Click within the Subject field
B. Type your subject

5 Type the body of the email

6 Click on Send
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