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Inviting Candidates to Interview 
 

1. Now that you have your final shortlist, you will be able to use the system to invite the 

candidates. 

 

2. First, think about the schedule.  Will candidates be asked to undertake a test or give a 

presentation?  Will they have any additional interviews or meetings with other members of 

the department?  It is worth noting a schedule which sets out the slots needed for each 

person.   

 

3. Adding some slippage time, either at the end of the schedule or in between candidates, will 

help the panel keep to time, or allow candidates to get from ‘A’ to ‘B’ if they need to move 

locations during activities. 

 

4. Next, think about logistics.  Where will candidates report to?  Who will greet them when 

they arrive?  Will you need to arrange any catering for the panel members or candidates? 
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Using Engage ATS to invite candidates to interview 

 
1. The first step is to create the interview schedule in the system. 

 

2. Log-in to the system and click the ‘Interviews’ tab at the top of the screen. 

 

 
 

3. You have the option to create a schedule with participants (panel members) or without.  

Creating a schedule with participants will mean that the panel members will also be asked 

to confirm that they will attend the interview once the candidates are invited.  It is likely that 

you will already have the panel members’ confirmation that they will attend outside of the 

system and so you can create the schedule ‘without participants’.   

 

4. Once you have created the interview schedule, it is worth ensuring that panel members are 

informed where and when the interviews will take place, as well as the names of the 

candidates and their interview slots. 

 

5. In this example, we will create a schedule without asking panel members to confirm their 

availability for the interviews. 
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6. Click ‘Create a schedule without participants’. 

  

 
7. The ’Scheduling Wizard’ will open, showing you a step-by-step guide on creating a 

schedule for interviews.  Click the purple ‘continue’ button in the bottom right of the screen 
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8. The ‘Schedule Details’ screen will appear.  Give the Schedule a name in the ‘Schedule 

Name’ field.  This is usually the job title of the vacancy.  You can also enter the job title in 

the ‘Description’ field. 

 
9. Select the ‘Application Stage’ from the options in the drop-down list.  If this is the first 

interview or the only interview in the process, select ‘Invite to Interview’ at the bottom of 

the list. 
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10. Click the ‘Add vacancy’ link on the left side of the screen.  

 

 
 

11. The ‘Search Vacancies’ window will appear.  Start typing the job title in the ‘vacancy field’ 

and click the ‘search’ icon.   
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12. The vacancies that match the job title will appear on the right side of the screen.  In this 

example, there is one vacancy which has been found.  Check the box next to the vacancy 

and click the purple ‘OK’ button on the bottom right of the screen. 

 
13. The ‘Schedule Details’ screen will appear and you will see that there are 3 candidates at 

this application stage. 

 
TIP: If the system shows ‘0 candidates’ return to your vacancy and check that the candidates are 
at the ‘Invite to Interview’ stage.  
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14. Click the purple ‘Save and Continue’ button at the bottom right of the screen.   

 

 
 
 

15. The ‘Create New Slots’ screen will appear.  Using the 24-hour clock format enter the start 

time and the end time of your interview schedule in the ‘From’ and ‘To’ fields. 

 
 

16. Insert the number of slots you require.  In this example, there are 3 slots because there 

are 3 candidates.   

 

17. You can also insert the amount of time that you would like to have in between slots to allow 

for slippage etc.   
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TIP: If you would like to include time in between slots, please ensure that the time between the 
start and end is long enough.  In this example, to have 5 minutes between each interview slot you 
would need to start the slot at 10:00 and end it at 13:15 to allow a one-hour slot per candidate and 
a 5-minute gap in between each one.  See the screenshot below for an example: 
 

18. Click on the red ‘Show all locations’ link and select ‘LSE’ from the drop down.  You will be 

able to add the specific location of the interview and the place to which candidates should 

report to when you prepare the invite email. 

 
 

19. Select the date that the interview will be held on using the calendar on the right side of the 

screen 
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20. In this example we have selected 1 February 2016.  When you are happy with the slots you 

have created, click the purple ‘Add Interview Slots’ in the middle of the screen 

 

 

 
21. The ‘Create Interview Slots’ window will appear.  Review the slots to check they are 

correct and press ‘OK’ or ‘Cancel’ to go back. 
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22. When you click ‘OK’ you will see a message to confirm that your slots have been created.  

Click ‘OK’ to proceed. 

 
 

23. Click ‘Next’ in the bottom right side of the screen to proceed. 
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24. The ‘Review Slots’ screen will appear showing clearly the slot that has been created for 

each of the 3 candidates.  If you wish to remove any of the slots click the red ‘X’ next to the 

slot. 

 

 
 

25. If you are happy with the slots, tick the boxes next to all the slots and click the purple ‘Next’ 

button at the bottom right of the screen.  

 

 
 

26. The ‘Email Details’ screen will appear.  This is where you can select which invite template 

you would like to use to send to the candidates. 
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27. In the ‘Candidate publication notification email’ field select the template from the drop-

down list.  In this example we are inviting candidates for their first interview and so we will 

use the ‘CAND – Invite to 1st Interview (PS)’ template.  The (PS) denotes professional 

services. 

Please note: This template should also be used in cases where there is only one interview 
stage. 
 

 
28. Click the red ‘edit template’ link to view and edit the template. 
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29. The ‘add email template’ window will appear.   

 
 
The template gives you flexibility to tailor it to the vacancy, depending on how you would like to run 
the interviews.  You will need to include additional information about the interview so that 
candidates can prepare, as follows: 
 

I. Adding the location of the interview 

Edit the following sentence in the template to tell candidates where to come to for the interview.  If 
you have a name of the person that they should ask, please add their name here too. 

Please report to <INSERT INTERVIEW LOCATION> at least 10 minutes prior to your 
interview time where a member of staff will be waiting to receive you. 
 

II. Adding panel members names 

Edit the following sentence in the template to tell candidates who they will be interviewed by 
The Panel Members are: 
<INSERT PANEL MEMBER NAMES AND JOB TITLES HERE> 
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III. Adding information about a test 

Edit the following sentence in the template to tell candidates if they will be asked to take a test and 
any further information so that they can prepare.  If you need advice on tests, please contact your 
HR Adviser.  If this is not applicable, please remove this text.   

<IS A TEST IS REQUIRED? – INSERT DETAILS HERE> 

 

IV. Adding information about a presentation 

Edit the following sentence in the template to tell candidates if they will be asked to give a 
presentation and any further information so that they can prepare.   If this is not applicable, please 
remove this text.   

<IS A PRESENTATION REQUIRED? – INSERT DETAILS HERE> 

 

V. Adding additional information about an interview 

Edit the following sentence in the template to tell candidates anything else that they will need to be 
aware of in advance of their interview, for example, if they will be invited to lunch, have meetings 
with anyone else on the day, have a tour of the School etc.  If this is not applicable, please remove 
this text.   

<IS THERE ANY ADDIONAL INFORMATION THAT YOU WOULD LIKE TO INCLUDE 
ABOUT THE INTERVIEW PROCESS? – IF YES, INSERT DETAILS HERE> 

 
 

30. When you are happy with the template click the purple ‘OK’ button.  You will return to the 

‘Email Details’ screen. 
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31. The ‘Candidate publication reminder email’ field allows you to set up an automatic 

reminder to be sent to candidates who have not booked their interview slot.  

 

Select ‘Schedule Candidate Reminder’ in the drop down and click the red ‘edit temple’ 

link.  The ‘Add Email Template’ window will appear.  Scroll through the email and edit the 

content if you wish to do so.  

 
 
 

32. Click the purple ‘OK’ button if you are happy with the content.  You will return to the ‘Email 

Details’ screen 

  
  



17 
 
 

33. In the ‘Reminder sent after’ field, you can specify the number of minutes, hours or days 

that you would like to send the reminder email to candidates if they have not booked their 

interview.  In this example, we have selected 2 days.  Therefore, if candidates have not 

booked their interview slot within 2 days of receiving the original email, they will receive a 

reminder.  

 
 
 
34. In the ‘Candidate finalise notification email’ field you can specify the template that will be 

sent to the candidate when they have booked their interview slot.  In this example, we have 

selected the template ‘CAND – 1st Interview Confirmed (PS)’.  As before, you can also 

use this template if there is only one interview in the process.  
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35. Click the red ‘edit template’ link to view and edit the content of the email. 

 

36.  The ‘Add Email Template’ window will appear showing the message that the candidate 

will receive.  

 

This is a standard template which is designed to let the candidate know that their interview 

is confirmed and they will receive it once they go into the system and choose their interview 

slot.  You do not need to edit if, however you may do so if you wish. 

 

 
 

 

37. When you are happy with the content of the email click the purple ‘OK’ button. 
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38. You will return to the ‘Email Details’ screen.  Click the purple ‘save and continue’ button 

in the bottom right side of the screen.  

 
 
 
 

39. The ‘Publish to Candidates’ screen will appear.  This is where you can send the emails 

out to the candidates. 

 

You will see the names of the candidates that you are inviting to interview.  Check that the 

boxes next to their names are ticked.  
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40. Click the purple ‘publish schedule’ button in the middle of the screen. 

 
 

41. A pop-up message will appear asking you to confirm that you would like to continue.  TIP: 

check that you have included all the candidates that you would like to invite and that you 

have created the slots correctly before clicking ‘OK’ or click ‘Cancel’ to go back. 

 

 
 

42. Once you have clicked ‘OK’ you will see the ‘Schedules’ page, showing you the list of 

vacancies that you have created interview schedules for.  You will also see that the status 

of the interview schedule has changed to ‘Published to Candidates’ as in the 

Administrator example. 
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43. If you wish to ‘Edit’ the Schedule, you can do so by clicking the ‘Edit’ icon 

 
 
 

44. As soon as at least one candidate has booked their slot the status of the interviews will 

change to ‘Finalised’. 

Once all candidates have booked their slot you will need to ‘Finalise the Schedule’ in 
order for the candidates to receive the email to confirm their interview.  Click the ‘Edit’ icon. 
 

 
 
 

45. You will see that there is a red cross next to the ‘Finalise Schedule’ menu option on the 

right.  Click on it. 
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46. If a candidate has confirmed their interview slot, the ‘Finalise Schedule’ button will appear 

in purple.  If it is grey, it means that no candidates have confirmed their slot. 

 
 

47. A pop-up window will appear.  Click ‘OK’ to confirm that you want the system to send the 

confirmation email to the candidates. 

 
 
Important Note:  The confirmation email will only be sent to the candidate(s) who have selected 
their interview slot.  Therefore, it is advisable to wait until all candidates have confirmed their slots 
before finalising the schedule. 
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Creating Interview Schedules for 2nd Interviews 
 

1. If you are creating a schedule for a 2nd interview you can follow exactly the same process 

as when creating the schedule for the 1st interview.  

 

2. However, in the Schedule Name field on the Schedule Details screen you should call it the 

post title and 2nd interview for example, Administrator 2nd Interview to differentiate it from 

the first schedule.  You should also use the ‘Invite to 2nd Interview’ and ‘2nd Interview 

Confirmed’ templates instead to clarify it is a second interview. 
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Allocating an interview slot to a candidate 
 

1. You can give candidates specific slots if they cannot book their own slots themselves or if 

you want to allocate a specific time to a particular individual.  However, this will only be 

possible if you have already created the interview schedule in the system. 

 
2. Log-in to the system and click on the ‘Interviews’ tab. 

 
 

3. You will see a list of Interview schedules you have created.  In this example, we are using 

the ‘Administrator’ vacancy.  Click the ‘Edit’ icon 

 

 
 
  



25 
 
 

 
4. You will see the ‘Schedule Details’ screen.  Click the ‘Publish to Candidates’ link on the 

right 

 
 

5. This screen will appear: 

 

Ensure that the candidates are not highlighted (as below).  If they are, un-tick the box on 

the left-side of their name. 
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6. To book a candidate into a slot that you have already created, click on the link to their email 

address. 

 

 
 

7. You will see this screen.  Click on the ‘appointments’ icon. 
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8. The ‘Candidate Appointments’ screen will appear.  At the bottom of the screen, you will 

see the interview that the candidate has been invited to attend.  Click the link to view the 

interview slots that have been created. 
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9. Hover the slot that you would like to book the candidates into and press ‘confirm’ 

 
 

10. You will be taken to the interview schedules page; 

 

 
 

11. If you have other candidates that you would like to allocate slots to, you can do that by 

repeating the process as set out above. 
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12. Once you have allocated the slots you will need to click the ‘Select Email Templates’ page 

and edit the templates to tell the candidates what slots they have boon booked into. 

 

 
 

13. Edit the templates by clicking the ‘Edit Template’ links next to the drop-downs. 
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14. Click the ‘Finalise Schedule’ page.  

 

 
 
 
 

15. Check the box if you would like the email notifications to come from yourself and click the 

‘Finalise Schedule’ button.  The system will send the candidate(s) the interview emails to 

the candidates. 
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Changing a candidate’s confirmed interview slot 
 

1. Go to the ‘Interviews’ tab and find the relevant interview schedule.  For this example, we 

are using the ‘Administrator’ schedule.  Click the ‘Edit’ icon. 

 

 
 
 

2. Click the ‘Publish to Candidates’ menu option on the right-side of the screen.  
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3. Click on the appointment details link next to the candidate’s name. 

 

 
 

4. You will see the following window.  To cancel the appointment, select the first red cross 

(the delete icon).  
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5. A pop-up window will appear, asking you to confirm you would like to remove the slot.  Click 

‘OK’ to confirm 

 
 
 

6. The candidate’s status will change to ‘Candidate declined’. 
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7. To move the candidate into a new appointment slot, you will need to create the new 

appointment slot within the schedule.  Click the ‘Create slots’ option on the right. 

 
 
 

8. Create your slot by entering the start time and the end time, and the number of slots you 

would like.  Select if you would like any time between the slot and then click the red ‘show 

all locations’ link.  Select ‘LSE’ in the drop down list.  Then click on the date of the 

interview in the calendar on the right and click the purple add interview slots button. 
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9. A pop-up window will appear stating the slot you have created.  Click ‘OK’ to confirm 

 

 
 
 

10. Another pop-up will appear confirming that the slot has been created.  Click ‘OK’ to 

proceed. 
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11. Click the ‘Publish to Candidates’ menu option on the right. 

 

 
 
 

12. Click the candidate’s email address. 
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13. Click on the ‘Appointments’ icon 

 
 

14. The ’Candidates Appointment’ window will appear.  Click on the red interview link at the 

bottom of the screen.  
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15. Hover over the slot you have just created and press ‘Confirm’. 

 
 

16. You will be taken back to the ‘Schedules’ screen.  To check that the appointment has been 

changed, click the ‘Edit’ icon. 
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17. Click on ‘publish to candidates’ 

 
 

18. You will see that the candidate’s interview time has changed to the new slot, and the status 

is now ‘Candidate Confirmed’ 
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19. If you are happy that the slot is correct click the ‘finalise schedule’ menu option on the 

right. 

 

 
 
 

20. Click the purple ‘Finalise Schedule’ button to send the candidate an email to confirm their 

interview. 
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21. Important Note: Check that you are happy with the email before it goes to the candidate 

by clicking on the ‘select Email Template’ menu option and editing the email templates 

using the red ‘edit template’ link next to the drop downs. 

 

 
 

22. When you click ‘Finalise Schedule’ you will see a pop-up window confirming that the 

candidates will be sent the emails.  Click ‘OK’ to proceed. 
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23. The ‘Finalise Schedule’ status on the right will turn to a ‘green tick’ showing that the 

confirmation email has been sent to the candidates. 
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How to view an interview agenda. 

 
1. Log-in to the system and click on the ‘Interviews’ tab at the top of the screen.  Find the 

schedule that you would like to see an agenda for.  In this example, we will use the 

‘Administrator’ schedule.  Click the ‘Edit’ icon. 

 
 
 

2. Click the ‘Publish to Candidates’ menu option on the right of the screen. 

 
 

3. Click on the ‘Export Excel Schedule’ link to download the Excel file. 
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4. Open the file and you will see a spreadsheet of the candidate’s names and the interview 

times.  Click ‘Enable Editing’ if you would like to edit or amend the schedule – for example, 

to include a pre-meeting or a discussion. 

 
 

5. You can either save the file, send it to the panel by email or print it if you wish to do so. 

 
 


