
 
 

Hello colleagues, 

 

In our first edition of The More You Know: WebAdMIT Edition, we are focusing on the Search Correspondence feature.  

 

BACKGROUND 

Looking for a way to confirm applicants opened your email? Curious if any sent emails have dropped or bounced? Many 

users are aware that you can track the email status (including drops and bounces) in WebAdMIT via a manual process. 

The email status can be found by selecting an individual applicant, scrolling to the email tab, and opening the sent email 

to locate the email status, as seen here: 

 

 
 

However, many users desire a more efficient way to view this information.  

 

SOLUTION 

The Search Correspondence function allows you to view correspondence that was sent or is waiting to be sent to 

applicants. In WebAdMIT, open the Applicants panel, then click Search Correspondence: 

 

 
 

 



Use the Email Status field to select the email status that you are looking for, such as Bounced, Dropped, or Opened: 

 
 

Use the Date Created field to narrow down your search. NOTE: When using the Date Created field, WebAdMIT searches 

for correspondence sent on or before the selected date. 

 

 
Once you have filled out the Search Correspondence fields accordingly, you can select the Search button to narrow 

down your list of applicants who may not have received an email or confirm certain applicants opened your email. You 

can view results, but cannot export results from Search Correspondence. 

 

RESOURCES 

The following sections of the WebAdMIT Help Center may also be helpful for users: 

• Viewing Email History 

• Sending Emails 

• Email Statuses 

 

QUESTIONS ABOUT WebAdMIT? 

• Email: webadmitsupport@liaisonedu.com 

• Phone: 857-304-2020 

 

https://help.liaisonedu.com/WebAdMIT_Help_Center
https://help.liaisonedu.com/WebAdMIT_Help_Center/WebAdMIT_Manual/Corresponding_with_Applicants/5._Viewing_Email_History
https://help.liaisonedu.com/WebAdMIT_Help_Center/WebAdMIT_Manual/Corresponding_with_Applicants/1._Sending_Emails
https://help.liaisonedu.com/WebAdMIT_Help_Center/WebAdMIT_Manual/Corresponding_with_Applicants/1._Sending_Emails#Email_Statuses
mailto:webadmitsupport@liaisonedu.com

