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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?



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.
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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.



6. Click ‘Create a schedule without participants’.

Schedules

Create schedule with participants Ig]

Create schedule for an event Ig]

Create schedule without participants |

Total

Schedule Start End Status Cands Edit Del
Slots

Test 1401 1401 Published to Candidates 1 o [& x

HR Manager, Information and Systems 121 121 Closed 3 1 o] x

DB Admin Interviews 201 201 Finslizad 2 2 [& x

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

Home | Panel Home | My Settings | ‘Vacancies | Approval Request | Interviews | FAQs
What stages are involved in creating and editing a schedule l
4 e

. Step 1: Schedule Details

Give the schedule a name and select which application stage you
would like to create the schedule for. You also have the option to
make the schedule vacancy specific by selecting one or more
vacancies on this page.

Step 2: Create Slots

Enter the dates, fimes, duration and locations of the slots on the
schedule. To create slots with different durations or locations, or
non-concurrent slots, you will need to select the Create Mew Slots
button more than once. You can create as many new slots within
one schedule as needed.

Step 3: Review Slots

Review what slots have been created, who has signed up and
make changes.

¢4  Step 4: Select Email Templates

Select the email templates that will be used when communicating
with participants and candidates. Additionally, reminder emails can
be selected that will be used if candidates or participants haven't
entered their availability in a timeframe you decide. Certain emails
can be sent as meeting requests, in which case, the recipient will
be able to add the appointment directly to their calendar.

Step 5: Publish to Candidates

E—

By clicking the Publish Schedule button on this page you can send an email fo
candidates to notify them that there are available slots for them to book
themselves into. If you are cresting a schedule with participants you will not be
able o publish the schedule to i until participants. have fi d the
slots that they are available for.

If more candidates become available and you would like to invite them to select
a slot, you need to select the Publish Additional Slots to Candidates button.

“fou can also see a list of the candidates already on the schedule and detsils of
their appointments. You can also cancel an appointment and, via a link to
candidate search, accept the schedule on behalf of the candidate.

Step 6: Finalise Schedule

E—

After parficipants and i have i d their appoil the
schedule can be finalised. By clicking the Finalise Schedule button on this page
an appointment confirmation emazil is sent to all participants and candidates with
details of the appointment.

b Step 7: Email Correspondence

Take a look at all the corespondence sent regarding this schedule.




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.

Home Panel Home My Settings ‘Wacancies Approval Request Interviews FAQs |
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Save and Continue

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.
Hame Panel Home My Settings ‘azancies Approval Request Interviews Fals
Set the schedule name and the criteria that will be used to select candidates
Schedule Mame Administrator
Description Administrator
Application stage I-I Invite to interview

Add Vacanoy(s)

This schedule is

Candidates at application stage 4 gandidales



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

| Home | FPanel Home | My Settings | Vacancies | Approval Request Interviews | FAQS |

Set the schedule name and the criteria that will be used to select candidates

Schedule Mame Administrator
Description Administrator
Application stage Invite to interview -

® ®

I Add Vacancy({s) I

This schedule is

Candidates at application stage 4 candidates

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

Search Vacancies . O
facan
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Show More Search Options

(sl Cancel




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.

Search Vacancies

Vacancy

acancy

Administrator

b

adm

Show More Search Oplions

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

Home Pansl Home My Settings ‘acancies Approval Reguest Interviews FaQs
: Set the schedule name and the criteria that will be used to select candidates
Schedule Mame Administrator
Description Administrator
Application st e I intervi 7
pREEITIEEGE | Invite to interview ll@
Add V. ( 7
acancy(s) Administrator @

This schedule is

Candidates at application stage 3 candidates

TIP: If the system shows ‘0 candidates’ return to your vacancy and check that the candidates are
at the ‘Invite to Interview’ stage.

LSE



14. Click the purple ‘Save and Continue’ button at the bottom right of the screen.

Save and Continue

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.
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will occur between the interview slots, as well as the location of the interviews.
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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.

Ll T VIEW 310D UT IITUIUEIE Udy> di d e, SPeciy udies difd e diru uunduurs.

Select the dates that you would like to create interview slots for. You can create slots on multiple days at a time. Then select the start and end times
of the interview slots occurring on each day. Select how many slots will occur in that time range and how long each slot will be. Specify if any gaps
will occur between the interview slots, as well as the location of the interviews.
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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.

Select the dates that you would like to create interview slots for. %

of the interview slots occurring on each day. Select how many slc
will occur between the interview slots, as well as the location of £

From O

Total mumber of Slots required

Shot duration
[ 1 Hour ,

Time between slots
| Mone |
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19. Select the date that the interview will be held on using the calendar on the right side of the
screen

Create interview slots on multiple days at a time, specify dates and times and durations.

Select the dates that you would like to create interview slots for. You can create slots on multiple days at a time. Then select the start and end times
of the interview slots occurring on each day. Select how many slots will occur in that time range and how long each slot will be. Specify if any gaps
will occur between the interview slots, as well as the location of the interviews.

From 10:00 o DEi= January 2016
e 12:15 o)
Totsl number of Slots required a
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| 1 Hour )
Time between slots . =
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Create Inferview Slofz

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

1
Create interview slots on multiple days at a time, specify dates and times and durations.

Select the dates that you would like to create interview slots for. You can create slots on multiple days at a time. Then select the start and end time
of the interview slots occurring on each day. Select how many slots will occur in that time range and how long each slot will be. Specify if any gap:
will occur between the interview slots, as well as the location of the interviews.

(O]
(©

From 10:00

. 13:15
Total number of Slots required 3

Shot duration | 1 Hour

ime between slots | & Minutes

Location Show only related (LsE

locations

21. The ‘Create Interview Slots’ window will appear. Review the slots to check they are
correct and press ‘OK’ or ‘Cancel’ to go back.

Dates

You are about to create the following
interview slots:
P— 1 Feb 10:00 - 11:00

1 Feb 11:05 - 12:05
1 Feb 12210 - 13:10

Would you like to proceed?

LL I | Jamuary 20MG L 2
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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.

.

Interview slots have now been
created.

Go to the Review Shots page to
review these slots

or create more slots on this

page

23. Click ‘Next’ in the bottom right side of the screen to proceed.

Create interview slots on multiple days at a time, specify dates and times and durations.

Select the dates that you would like to create interview slots for. You can create slots on multiple days at a time. Then select the start and end times
of the interview slots occurring on each day. Select how many slots will occur in that time range and how long each slot will be. Specify if any gaps

will occur between the interview slots, as well as the location of the interviews.

FTi (O] Dates “ o4 January 2016 S
° (O] M T W T F S 5§
Total number of Slots required 3 1 2 0 W M 1 2 q
Slhot duration | 1 Hour LI 2 4 5 B = 5 g 10
ime between slois | 5 Minutes v 3 i1 12 13 14 165 16 17
4 18 189 20 21 22 23 24

Location Show only related |LsE - | -
locsations 5 25 28 27 28 28 0 M
B 1 2 3 4 5 B 7

Add Interview Slots

Previou: I Mext
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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.
Heview and edit the slots on the schedule. 10 change the iimes of a 5ot delete a slot and recreate it in the previous
page.
Fiter by date | Filter by dale... [l
Filter by location | Filter by location... [*
x Bulk Remowe Slots
O Slot Status View [| Remove
O 1 Feb 12:10- 1%:10 Avsilable - ®
O 1 Feb 11:05 - 12:05 Avsilable o b 4
O 1 Feb 10:00 - 11:00 Avsilable = ®
E—
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.
Slot Status View

1Feb 12:10-13:10 Awvailable

1 Feb 11:05 - 12:05 Awvailable

1 Feb 10:00 - 11:00 Awvailable

Mext I

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.

12



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 1% 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.

et which email templates will be used at each stage of this schedule

Candidate publication notification email - Edit template
Candidate publication reminder email Edit template

Reminder sent after

—
|
I Candidate fimalise notification email I I CAND - 2nd Interview Confirmed (PS) ;'I Edit template

28. Click the red ‘edit template’ link to view and edit the template.

Set which email templates will be used at each stage of this schedule

Candidate publication notification amail | CAND - Invite to 1st Interview iP=) +* I Edit template

Candidate publication reminder email - .
| Edit template
Reminder sent after -
l — 1
Candidate finalise notification email | CAND - 2nd Interview Confirmad (PS) - Edit tamplate
13



29. The ‘add email template’ window will appear.

Add Emai Template

Mame’ CAMD - Invite to 15t Interview (P3)

System

Type

Email Type’ | Candidate notification of schedule publication -

Description | CAND - Invite to 1st Interview (PS) 2| (Max 100 characters)

Subject’ LSE Jobs Message: Invite to interview for {Vacancy Title} {}#

Body

;% W X E_E 'EE

F|9-0-d DR GRAE|B 7 U

i— #—
o= % zoom ~| & | Documents v |

Dear {CandidateTitle} {Candid ateLastMame}

Further to your recent applic ation for the post of {VacancyTitle} we are pleased to inform you that we would like to
invite vou for an interview.

Please click here to leg-in to the system and select your interview slot. If you are unable to attend any of the available
slots, please let us know by contacting hr jobs @lse.ac.uk.

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.

The Panel Members are:
=|[MSERT PAMEL MEMBER MAMES AND JOB TITLES HERE=

=5 ATEST |15 REQUIRED? — INSERT DETAILS HERE=

=5 A PRESENTATION REQUIRED? — INSERT DETAILS HERE=

/ Design | €% HTML

only for me "®' for everyone

on oo

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>

LSE .



lll.  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 ATEST 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.
<|S 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.

2UIRED? — INSERT DETAILS HERE=

f e

DI{ Eam::el




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.

% Add Email Tempiate

Mame" SCHEDULE - Candidate Reminder

e

Email Type | cangidate reminder on & schedule |

Description | SCHEDULE - Candidate reminder {Mazx 100 characters)
EUDJ'ECJ- LSE Jobs Message: {VacancyTitle} { } "’R

Body = =

P[(9-0-f DAGNE|[B I U MEEEEE X EE

e g

Dear {CandidateTitle} {CandidatelastMame}

Please click here to log-in to the system and select your interview slot. If you are unable to attend any of the available
slots, please let us know by contacting hr.jobs@lse ac.uk.

Yours sincerely,

Human Resources
London School of Economics and Political Science

We recently sent you an invite to attend an interview and note you have yet to book your slot and confirm your attendance.

.~ Design | 4% HTML

o caen

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

OK | Cancel

16



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.

Candidate publication notification email GAND - Invite to 1st Interview (PS) = || Edit template

Candidate publication reminder emai SCHEDULE - Candidate Reminder = || Edittemplate

Reminder sent sfter

leminder sent afte z | Dayi=) -

Candidate finalise notification emal = = =y y - Edit tamnplate
CAMD - 2nd Interview Confirmed (PS) Szl

Previous | Save and Continue

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 — 15! Interview Confirmed (PS)’. As before, you can also
use this template if there is only one interview in the process.

Set which email templates will be used at each stage of this schedule

Candidate publication notification email

CAND - Invite to 15t Interview (PS) ¥ | Edittemplate
Candidate publication reminder emsi SCHEDULE - Candidate Reminder v | Edit template
Reminder sent after ] Day(s) -
Candidate finalise notification ema I | CAND - 1st Interview Confirmed (PS) - I;Ci-_ temnplate

Previous | Save and Continue|

LSE !



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.

Set which email templates will be used at each stage of this schedule m
CHEDI
Add Email Template [
Candidate public atio
Name’ R — )
Candidate pubiicatio CAND - 1st Interview Cenfirmed (PS)
System
Reminder sent after| | Tvpe
Candidate finalise n Email Type’ | Candidate finalise schedule -

Description’ | CAND - 1st Interview Confirmed (PS) 2 (Mazx 100 characters)

Subject LSE Jobs Message: Interview confirmed for {Wacancy Title} {}¢

Body” — =
P|0-e- ¥ BERAS|[B 7 ULESE

= = %|Zoom Y| 8 | Documents @
Dear {CandidateTitle} {CandidateLastName}

= x X iE E

-
L

Thank you for bocking your interview slot for the post of {Vacancy Title}.

A map of the School can be found at: hitp:/fwww lse. ac.uk/maps AndDirections/home. aspx

If for any reason you can ne longer attend, please let us know by e-mail to HR. jobs @lse.ac.uk
We look forward to meeting you.

Yours sincerely,

Human Resources
London School of Economics and Political Science

ontact Us - Technica
hange Password | Ac)

/" Design | €% HTML

only for me '® for everyone

37. When you are happy with the content of the email click the purple ‘OK’ button.

OK | Cancel

LSE .



38. You will return to the ‘Email Details’ screen. Click the purple ‘save and continue’ button
in the bottom right side of the screen.

S ———

Candidate publication notification email

| CAND - Invite to 1st Interview (PS)

| Edittemplate

Candidate publication reminder email

| SCHEDULE - Candidate Reminder

;I Edit template

Reminder sent after 2

Candidate finalise nofification email

| Day(s)

| CAND - 1st Interview Confirmed (FS)

=
| Edittemplate

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.

See which candidates are avallable to invite and notity them ot the schedule.

To accept an invitation on behalf of the candidate click the email address link and then choose the appointments icon.

Send from system Isejobsi@engageats.co.uk
Send from mie Convenorl@test.com |:|
iz | Show sll candidates hd
FiE R | Filfer by location... bl
Re-Order:
SrmEr | - Re-Order candidates — -
Appointment date = and
betwean
Publish Schedule [ |
candidates but @
don't send emails
X Euport Excel Schedule
Email Address Candidate Vacancy

3500350 sarshi@test com Sarsh Brown

St
3500377 Steven@testeom oo

Hudson

3500422 Stacey@testcom  Stacey Miller

Posifion

Position

Posifion

@ Print Schadule @ Bulk print

Status Appointment Date

Not published to
candidate

Mot published to
candidate

Not published to
candidate

19



40. Click the purple ‘publish schedule’ button in the middle of the screen.

Appointment date 5]
between =

SRy | Fublish to (e
A= @

don't send emails

2 cunort Excel Schedule

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.

|
o romnerss N =

3 1 This schedule will be published to candidates and you will be able to
Y confirm which slot the candidate will take from within this screen. If the
, tick box Publish to candidates but de not send emails, is unticked then
the candidate will get an email and they will be able to book their own
slots,

Are you sure you would like to continue?

|I OK I||l Cancel I|

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.

Search Schedules Schedules
Sened Creste schedule with participants IQ-,I Create schedule without participanis IQ-.I Create schedule for an event IQ-,I
chedule
Total

Schedule Start End Status Slots Cands Edit Del
Application Stage:

Administrator 112 12 I Published to Candidstes I 3 0 i x
| All Application Stages |
Senedule Type: Test 1411 1401 Fublished to Candidstes 1 o i x
| &1 Sehedule Types ;I DB Admin Interviews () 201 201 Finalizad 2 2 E" x

Vacancy:

| All Vacancies -

Status:

| All States excl. Closed |

Search | Clear search

20



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

Search Schedules

Schedule

Application Stage:
| All Application Stages

Schedule Type:

| All Schedule Types

Vacancy:

| All Vacancies

Status:

| All States excl. Closed

Clear search

Schedules
Craate schedule with participants 1@ Create schedule without participanis 1@ Create schedule for 2n event 1@

Total r
Schedule Start End Status Slots Cands Edit Del
Administrator 12 12 Published to Candidstes E o =0 x
Test 1411 141 Published to Candidstes 1 0 & x
DB Admin Interviews () 201 201 Finalised ] 2 =i b 4

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.

Search Schedules

Schedule

Application Stage:

| All Application Stages

Schedules

Create schedule with participants @

Create schedule without participants @

Create schedule for an event (@)

Schedule Type:

I;ﬁ«ll Schedule Types

Vacancy:

| All Vacancies

Status:

I;ﬁ«ll States excl Closed

Schedule Start End Status -;I‘::fsl Cands Edit Del
Postgraduate Administrator @) 16/2 16/2 Candidates Confirmed 4 1 E[ x
Events manager &) 82 82 Candidates Coenfirmed 6 1 E[ x
Course Manager &) 16/2 252 Candidates Confirmed ] 1 E[ x
tEFr:‘p;Ic;yuerI]Engag EETYAIEE TS 812 82z Published to Candidates 5 o E[ x
Content Management Administrator 12 1z Closed 2 1 E[ x
Book Manager 12 12 Closed 2 1 4 x
Administrator 132 152 Finalised 5 3 I E[ I x

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

Schedule Name
Description
Application stage

Add Vacancy(s)

This schedule is

Candidates at application stage
Candidates invited to sehedule not vet accented

Course Manager
Course Manager

| Invite to interview

SET TNE SCneaule name ana tne critera tnat will 0e usea to select candinares

Course Manager

only for me '® for everyone

1 candidates

1 nandidates

SCHEDULING STATUS

Owerview

qﬁ@@@@@

21



46. If a candidate has confirmed their interview slot, the ‘Finalise Schedule’ button will appear
in purple. If itis grey, it means that no candidates have confirmed their slot.

Send appointment contfirmation emails to participants and candidates

Send from system Isejobs@engageats.co.uk s

Send from me HR1@test.com

Emails an appointment confirmation to participants and candidates I = Sc:ha:lule

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

The page at https://lsejobs.engageats.co.uk says: -

This will send an email confirming the schedule to

candidates and participants.

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.

LSE a



Creating Interview Schedules for 2" Interviews

1. If you are creating a schedule for a 2" interview you can follow exactly the same process
as when creating the schedule for the 1% interview.

2. However, in the Schedule Name field on the Schedule Details screen you should call it the
post title and 2" interview for example, Administrator 2" Interview to differentiate it from
the first schedule. You should also use the ‘Invite to 2nd Interview’ and ‘2" Interview
Confirmed’ templates instead to clarify it is a second interview.

LSE #



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.

FAQs |

Home Search My Settings Vacancies Appro\JaIRequest! Inter'.'iewsl Reports

Number of Applications by Vacancy

&

Wacancy Live Status: @ All ILI Vacancy Status: | Al ILI Vacancy Title: Wacancy 1D m
Vacancy Name Live status Status Closing date

[+ HR Business analyst W 2 Live Published 15/0142016
Administrator Mot Live Published Ongoing

& :igx?emmmmmmam Not Live Interview 121012016

[#] HR Data Cleanser Mot Live Interview 10/01/2016

[#] DB Admin - Test IMT Job Live Cffer 18/01/2016
HR Analyst Mot Live Published 12/01/2016

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

Home Search My Settings Vacancies Approval Request Interviews Reports
Search Schedules Schedules

Create schedule with participants (g Create schedule without participants (g Create schedule for an event (g
Schedule i : © ) : : © ©

Total

Schedule Start Status Slots Cands Edit Del
Application Stage:

HR Business Analyst 151 Finalised 3 2 ol
I;ﬁ«ll Applic ation Stages > | D x

- , ) ) ;

Schedule Type: Administrator 12 Published to Candidates 3 0 E[ x
| All Schedule Types - | DB Admin Interviews () 201 Finalised 2 2 E[ X



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

right

Set the schedule name and the criténa that will be used to select candidates

Schedule Name

Description

Administrator

Administrator

Application stage | Invite to interview

, .
Add Vacancy(s) Administrator %

This schedule is

Candidates at application stage 2 candidates

Candidates invited to schedule not yet accepted 2 candidates
Candidates that have accepted the schedule

Mew candidates that could be invited to schedule

0 candidates

0 candidates

5. This screen will appear:

) only for me '® for everyone

®e

SCHEDULING STATUS

Overview

Schedule Details

Ao

Abowe is a [isf of all fhe sfages on the
hedule and their associated sfafus

lick on a link fo fake you
directly fo that secfion

Tool Tips
O Section complete

9 Incomplete optional fields

0 Incomplete section

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

the left-side of their name.

See which candidates are avallable to invite and notity them of the schedule.

To accept an invitation on behalf of the candidate click the email address link and then chocse the appointments icon.

Send from system lsejobs@engageats.co.uk ¥

Send from me HR1@test.com =)

Wiew: | Show all candidates T

Fitter by location | Fiter by location 17
Re-Order: | -- Re-Order candidates -- M

Appointment date

between e

Publish Schedule [l Publish Additional Slots To Candidates [ELALUEIRG]
candidates but

don’t send emails

2 Export Excel Schedule

U@

[E] Print Schedule [BJ Bulk print Yo

Status

Appointment Date

SCHEDULING STATUS
T

e Slots

Review Slots
Select Email Templates
Publish to Candidates

Finalise le

QAOAQdRQ

Email Comespondence Histony

Above is a lisf of all the sfages on the
schedule and fheir associated stafus

click on a link fo fake you
direcfly fo fhaf secfion

L Id Email Address Candidate Vacancy

J 3500350 sarahi@test.com Sarah Brown  Administrator

o 3500377 ST e sdministrator
Hudson

(] 3500422 Stacey@testcom Stacey Miller  Administrator

Published to candidate

Published to candidate

Published to candidate

Tool Tips
0 Section complete

9 Incomplete optional fields
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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.

See which candidates are available to invite and notify them of the schedule.

To accept an invitation on behalf of the candidate click the email address link and then choese the appeointments icon.

Send from system | Isejobs@engageats.co.uk Cdl
Send from me HR1@test.com o
Wiew: | Show all candidates ™|
Fitter by location Fitter by location. . d
Re-Order. = Re-Order candidates -- T
Appointment date 3 3
between and
Publish Schedule Jll Publish Addiional Slots To Candidates [aGIRG] U@
candidates but
don't send emails
2% Export Excel Schedule [El'] Print Schedule [Eh Bulk print
o Id Email Address Candidate Vacancy Status Appointment Date
(] 3500350 sarah@test.com Farah Brown  Administrator Published to candidate
] 3500377 Steven@test.com it:;:;n Administrator Published 1o candidate
(] 3500422 Stacey@test.com [Btacey Miler  Administrator Published to candidate
.|

7. You will see this screen. Click on the ‘appointments’ icon.

| Home | Search | My Settings | Vacancies | Approval Request | Interviews | Reports | FAQs |

:D Window tiling preferences
Currently using Client Default Search Form. Click here to Change

i =
0 Back to Schedule ET Print Settings [EJ Bulk Print s Bulk Process &4 Bulk Email & Bulk References x Export all scores, recs, etc.

Select All Select Mone

% 4[| 4 KM Page:| 1|of1 Go| Pagesize:| 1| Change Item 1to 1 0f 1
% Candidate Details Process Select
| =
@
Q || Stacey Miler Wacancy Name: Administrator =5 ' = e
sl en® ! B 2 3 @ @ B B2
= « Application Stage: Invite to interview view  View contact  Trns  process note
@ =
] Registered on: 12/01/2016 i > @ a | # -
C’] e-mail  history Ccv add Checklist  print  Referenc  Edit
il Vacancy 1D: 11
docs App
: G e Ch
|| 4 LN ] Page: | 1|of1 0| Pagesize: | 1 ange Item 1to 1 of 1
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Candidate Appointments o O a

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.

1 ' - 31/01/2016 - 06/02/2015 Day m Maonth

%lim. Mon, 1 Tue, 2 Wed, 3 Thu, 4 Fri, 5 Sat 6

all day

1|:|Ell'n
12pm
2pm

4em

2 Show 24 hours...

This candidate has been invited to confirm their availability for the following:

Administrator

27



9. Hover the slot that you would like to book the candidates into and press ‘confirm’

Application to Administrator Submitted 1/12/2016

Available locations | Alliocations M|

Please select a date and time out of the available options. You wil receive an email confirming the appeintment.

“ - 2/14/2016 - 2/20/2016 ooy [[NY vow
Sun, 14 Mon, 15 Tue. 16 Wed, 17 Thu, 18 Fri, 19 Sat, 20
All Day
08:00
09:00
10:00
11:00
Q
12:00 Administrator
for Administrative Assistant
———— atLSE

™ BO0P o 15 Feb 13:00 - 14:00

PM

Locati
14:00 Adrninistrator

PM

Locati
15:00 —

3:10 Pl

PM

Lecation:
16:00

4:15 PM - 5:15

PM
17:00 Location: LSE

4 Show 24 hours...

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

Search Schedules Schedules
Sehedul Create schedule with participants @ Create schedule without participants @ Create schedule for an event @
chedule
Total
Schedule Start End Status Stots Cands Edit Del
Application Stage:
ini 16/2 16/2 Candidates Confirmed 4 1 1 .
IA" Application Stages - Postgraduate Administrator @9 D x
Schedule Type: Events manager (b 82 82 Candidates Confirmed & 1 E[ x
IA" Schedule Types - Course Manager 16/2 2502 Candidates Confirmed g 1 E[ x
Vacancy: Employer Engagement Adviser Interviews " .
. (Feb 2016) 812 82 Published to Candidates 5 o E[ x
| All Vacancies hd
ini I /I g
Status: Content Management Administrator 12 12 Closed 2 1 E[ x
! ! i
| Al States excl, Closed - Book Manager 172 112 Closed 2 1 [ b 4
ini 12 152 Candidates Confirmed 4 1 o 4
Administrator D x

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.

Set the schedule name and the criteria that will be used to select candidates

Schedule Name Administrator

Drescription Administrator

Application stage | Invite to interview

P
Add Vacancy(s) Administrator

This schedule is only for me '® for everyone

Candidates at application stage 2 candidates
Candidates invited te schedule not yet accepted 2 candidates
Candidates that have accepted the schedule 1 candidates
New candidates that could be invited to schedule 0 candidates

SCHEDULING STATUS

Above is a lisf of all the sfages on the
schedule and fheir associafed sfafus
k on a [ink fo fake you

o that section :

Tool Tips
0 Section complete

0 Incomplete optional fields

o Incomplete section

Save and Confinue

13. Edit the templates by clicking the ‘Edit Template’ links next to the drop-downs.

Set which email templates will be used at each stage of this schedule

Candidate publication nefification email | CAND - Invite to 1st Interview (PS)
Candidate publication reminder email SCHEDULE - Candidate Reminder

|
Reminder sent after 2 | Day(s)
Candidate finalise notific ation email | CAND - 1st Interview Confirmed (PS)

Edit template

Edit template

Edit template

SCHEDULING STATUS

Uverview

Schedule Details (V]
Create Slots (V]
Review Skots 0
Select Email Templates a-
Publish to Candidates Q
Finalise Schedule (]
Email Comespondance History 0

Above is a lisf of all the sfages on fhe
f and their associated sfafus

¥ n click on a link fo fake you
direcfly fo that secfion.

Tool Tips
0 Section complete

0 Incomplete optional fields

0 Incomplete section

Save and Confinue
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14. Click the ‘Finalise Schedule’ page.

Set the schedule name and the criteria that will be used to select candidates

Schedule Mame Administrator

Description Administrator

Application stage | Invite to interview e |@D
- =

Add Vacancy(s) Administrator ©

This schedule is only for me '® for everyone

Candidates at application stage 2 candidates

Candidates invited to schedule not yet accepted 2 candidates
Candidates that have accepted the schedule 1 candidates

Mew candidates that could be invited to schedule 0 candidates ‘V‘o
dir y o)

Tool Tips
0 Section complete

9 Incomplete optional fields

0 Incomplete section

Save and Confinue

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.

|
Send appointment confirmation emails to participants and candidates

Send from system lsejobs @engageats.co.uk i

Send from me HR1@test.com

Emails an appointment confirmation to participants and candidates Finalise Schedule

LSE *



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.

Search Schedules

Schedule

Create schedule with participants @

Schedules

Create schedule without participants @

Create schedule for an event @

Total
Schedule Start End Status SI(::ts Cands Edit Del
Application Stage:
ini 1612 16/2 Candidates Cenfirmed 4 1 & >
I’e‘" Application Stages - Postgraduate Administrator @9 D x
Schedule Type: Events manager &0 812 812 Candidates Confirmed 6 1 Ef x
| Al Schedule Types - Course Manager () 1612 2512 Candidates Confirmed B 1 Ef x
W : Empi Ei it Adviser Interview |
acancy mployer . ngagement Adviser Interviews a2 Published fo Candidates 5 0 Ef x
) (Feb 2016)
| All Vacancies -
- , , |
Status: Content Management Administrator 12 12 Closed 2 1 Ef x
| 21 States excl. Closed - Book Manager 12 12 Closed 2 1 _— x
Administrator €0 112 15/2 Candidates Confirmed 4 1 Ef x

o ey

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

Set the schedule name and the criteria that will be used to select candidates

Schedule Name
Description
Applic ation stage
Add Vacancy(s)

This schedule is

Candidates at application stage
Candidates invited to schedule not yet accepted
Candidatt pted the schedule

Mew candidates that could be invited to schedule

that have a

Administrator
Administrator

| Invite to interview

Administrator

) only for me '® for everyone

2 candidates
2 candidates
1 candidates

0 candidates

SCHEDULING STATUS

Cwerview

Schedule Details

Create Skots

Review Slots

aeQ

Publish to Candid

Email Comespondence History

]

Above is a lisf of all the stages on fhe

e and their associafed stafus
fake you
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3. Click on the appointment details link next to the candidate’s name.

See which candidates are available to invite and notify them of the schedule.

SCHEDULING 5T,

To accept an invitation on behalf of the candidate click the email address link and then choose the appointments icon. Ty
Send from system | |sejobs @engageats co.uk T}
Send from me HR1@test.com =
Vievi: | Show all candidates >
Fitter by loc ation Fitter by location... [
Re-Order: | -- Re-Order candidates — |
Appointment date and
between . . Administrator - Invite to interview

i e i e ]  Cublish to = ) -
Publish Schedule il Pubiish Additional Siots To Candidates e @ Candidate: Stacey Miller

don’t send emails Centact:
2 Export Excel Schedule
. . First name: Stacey

[} Id Email Address Candidate Vacancy Status

Surname: Miller
(] 3500350 sarah@test.com Sarah Brown  Administrater Publish

Address Line 1: 20 Third Avenue
O 3500377 st t Steven Administrat Publish
= even@test.com S — ministrator ublis Address Line 2:

Address Line 3:

3 . . Address Line 4 Dagenham

|5} 3500422 Stacey@test.com Stacey Miler  Administrator Candid

Postcode: Essex

Preferred contact number: 010292

E-mail address: Stacey @test.com

Title: Mrs
Preferred contact number
type:

Vacancy: Administrator

Location: LSE

gne: 15 Feb 13:00 - 14:00

Mobile phone Mo

Contact Us - Application query

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

(the delete icon).

See which candidates are available to invite and notify them of the schedule.

To accept an invitation on behalf of the candidate click the email address link and then choose the appointments icon. Overview
Send from system lsejobs @engageats.co.uk ] 0
Send from me HR1@test.com U (V]
[T | Show all candidates =

V]
Filter by location Fiter by Io | (]
FElmE | -- Re-Order candidates -- = <
,;gt[:l?érg:]ent date and 9
e g °

candidates but

don't send emails

2 Export Excel Schedule

[BJ Print Schedule [BJ Bulk print

he sfages on the
iated stafus
fo fake you

L 1d Email Address Candidate Vacancy Status Appointment Date
()] 3500350 sarah@testcom [ Sarah Brown Administrator Published to candidate
Steven . " "
[} 3500377 Steven@test.com Hudson Administrator Published to candidate
15 Feb 13:00 - 14:00 at
|55} 3500422 Stacey @test.com | Stacey Miller  Administrator Candidate Confirmed & @

Tool Tips
9 Section complete

9 Incomplete optional fields

0 Incomplete section

LSE
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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

The page at https://lsejobs.engageats.co.uk says:

This will remove the scheduled candidate appointment and
move the candidate to the previous application stage.
Would you like to continue?

Cancel

6. The candidate’s status will change to ‘Candidate declined’.

SEG WP A U aLGS GG avanau s i iiiviee and iduny oG @i uiG SuicuiG.

To accept an invitation on behalf of the candidate click the email address link and then cheose the appeintments icon.

Send from system Isejobs @engageats . co.uk C

Send from me HR1@test com

View: | Shew all candidates |

Fitter by location Fiter by location... hd
Re-Order: | -- Re-Order candidates — v

Appointment date

between and

Publish Schedule [l Publish Addifional Slots To Candidates [IRESlIEE @
candidates but

don't send emails

2£ Export Excel Schedule [E]PrintSchedule [EhEulk print
Id Email Address Candidate Vacancy Status Appointment Date
3500350 sarah@test.com Sarah Brown  Administrater Published to candidate
Steven L : "
3500377 Steven@test com Hudson Administrator Published to candidate
3500422 Stacey@testcom Stacey Miller  Administrator Candidate declined

LSE *



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.

See which candidates are available to invite and notify them of the schedule.
SCHEDULING STATUS

To accept an invitation on behalf of the candidate click the email address link and then choose the appointments icon. I —
Send from system lzejobs @engageats.co.uk ] t
Send from me HR1@test.com I Q
View: | Show all candidates -

J <
Filter by location Filter by location. . [ (]
Re-Order: | - Re-Order candidates — M| <
Appointment date
between ane L

@

don’t send emails

) a ce History
Publish Schedule il Publish Additional Siots To Candidates [ @
candidates but

2€ Export Excel Schedule @Prlnt Schedule @Eulk print
Id Email Address Candidate Vacancy Status Appointment Date
3500350 sarah@test.com  Sarah Brown Administrator Published to candidate TOOI T|ps
Steven - : S
3500377 Steven@test.com Administrator Published to candidate .
Hudson Section complete
3500422 Stacey@test.com Stacey Miller  Administrator Candidate declined 9 Incomplete optional fickds

e Incomplete section

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.

]
Create interview slots on multiple days at a time, specify dates and times and durations.

Select the dates that you would like to create interview slots for. You can create slots on multiple days at a time. Then select the start and end
times of the interview slots occurring on each day. Select how many slots will occur in that time range and how long each slot will be. Specify
any gaps will occur between the interview slots, as well as the location of the interviews.

R 09:00 O Dates “ o February 2016 o
To 10:00 O] s M T W T F 5§
Total number of Slots required 1 6 31 1 2 3 4 5 6
R | 1 Hour - | Tomieg & 2 10 11 12 13
Time between slots | Mone - | B I L 15 16 17 18 19 20
ol r rd

Loc ation Show only related | LSE i - R
locations 0 23 29 1 2 3 4 5

11 & 7 8 8 10 11 12

Add Interview Slots

LSE *



9. A pop-up window will appear stating the slot you have created. Click ‘OK’ to confirm

Create Interview Siots )

You are about to create the following
interview slots:

14 Feb 09:00 - 10:00

Would you like to proceed?

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

= a

Interview slots have now been
created. =

a o to the Review Slots page to
. E review these slots
LB or create more slots on this
page

|_OK |




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

L LI |

5
6 31
7 T
g 14
9 21
10 28
11 i

February 2016 3
M T W T F
1 2 3 5
g 9 1m0 11 12
15 16 17 18 19
22 23 2 2% 26
29 1 2 3 4

8 g 1 11

ke

12. Click the candidate’s email address.

Pubiish Schedule [l Publish Addifional Slots To Candidates [N

2 Export Excel Schedule

candidates but

Gﬁliﬂﬁﬁi

Email Comres pondence History

Above is a lisf of all the sfages on fhe

You can click

.............

on a fink fo fake youw

direcfly fo fhat secfion

Tool Tips

0 Section complete
0 Incomplete optional fields

don't send emails

'I@

@ Print Schedule @ Bulk print

(] Id Email Address Candidate Vacancy Status Appointment Date
(] 3500350 sarah@test com arah Brown  Administrator Published to candidate
teven - " "
] 3500377 Steven@test com udson Administrator Published to candidate
(] 3500422 Stacey @test.com tacey Miler Administrator Candidate declined
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13. Click on the ‘Appointments’ icon

Ei] Window tiling preferences O Back to Schedule ET Print Settings @ Bulk Print ﬁ Bulk Process &4 Bulk Email Lj Bulk References x Export all scores, recs, etc.

Currently using Client Default Search Form. Click here to Change Select All Select MNone
4| 4 (1( k(M Page: | 1|of1 | Go| Pagesize:| 1| Change Item 1 te 1 of 1
I ]
2
% Candidate Details Process Select
=
o
O | Stacey Miller ‘acancy Mame: Administrator ) = [EY]
O | sace v B m E - W= =
ﬁ Li] % . Application Stage: Invite to interview view View  contact  Trns  process  romnd § appoints ote
@ . . : - )
7] Registered on: 12/01/2016 = i» ® ) il 8 =) 2l u
o e-mail  history Ccv add Checklisi print  Referenc Edit
j Vacancy ID: 11
: docs App
M| 4 b || M Page: | 1|of1 | Go| Pagesize:| 1| Change ltem 1 to 1 of 1

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

Candidate Appointments o O a

41 ) - 31/01/20148 - 06:/02/2018 Day m Month

U Mon, 1 Tue 2 Wed,3 Thu 4 Fri,5 Sat 6

all day

gam -

-“]-EI'I'I

12Pm

2pm

4pm

% Show 24 hours...

This candidate has been invited to confirm their availability for the following:

Administrator

LS ¥




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

1» - 211472016 - 2/20/2016
Sun, 14 Mon, 15 Tue, 16 Wed, 17 Thu, 18
All Day 9
08:00 Administrator

for Administrative Assistant
at LSE

09:00 9:00 AM - 102 on 15 Feb 09:00 - 10:00
AM
Location: LS
10:00
12:00
13:00 1:00 PM - 2:00
PM
Location: LSE
14:00

2:05 PM - 3:05

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

changed, click the ‘Edit’

Schedules

Create schedule with participants @ Create schedule without participants @

icon.

Create schedule for an event @

Schedule Start End Status Total Cands T Del
Slots
Postgraduate Administrator @0 16/2 1672 Candidates Confirmed 4 1 Ei x
Events manager &y 82 82 Candidates Confirmed ] 1 Ei ’
Course Manager ) 1672 252 Candidates Confirmed G 1 Ei x
(EF";E';FDTE]E"QEQ sment Adviser Interviews g a2 Published to Candidates 5 0 B 4
Content Management Administrator 172 172 Closed 2 1 Ei x
Book Manager 12 12 Closed 2 1 Ei x‘
Administrator &) 1532 152 Candidates Confirmed 3 1 Ei x
38



17. Click on ‘publish to candidates’

|
select candidates

SCHEDULING STATUS

Cruerview

Schedule Details

Create Slots

Review Shots

Select Email Templates

I Publish to Candidates I

Finalise Schedule

QQQQ

&

Email Comres pondence History

(S

Above is a isf of all the sfages on fhe
schedule and fheir associafed sfafus
You can click on a link fo fake you
direcfly fo thaf secfion

—— T

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

See which candidates are available to invite and notify them of the schedule.

Teo accept an invitation on behalf of the candidate click the email address link and then choose the appointments icon.

send from system | lsejobs @engageats.co.uk Cd

Send from me HR1@test.com U

view: | Shew all candidates ™|

Filter by location | Fitter by location... hd
Re-Order. | -- Re-Order candidates -- |

Appointment date and

sefween

Publish Schedule

Publish Additional Slots To Candidates [N U @
candidates but

don't send emails

2% Export Excel Schedule EBJ Print Schedule [BJ Bulk print
(0] Id Email Address Candidate Vacancy Status Appointment Date
L 3500350 sarahi@test.com Sarah Brown  Administrator Published to candidate

Steven - ; -
(0] 3500377 Steven(@test. com Hudson Administrator Published to candidate

15 Feb 09:00 - 10:00 at

J 3500422 Stacey@test.com  Stacey Miller  Administrator Candidate Confirmed LSE

LS *



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

right.

ind notify them of the schedule.

tments icon.

SCHEDULING STATUS

Cruerview

Schedule Details
Create Shots

Review Slots

Select Email Templates

Publish to Candidates

QR Q

Finalise Schedule

X

[Eh Print Schedule [B] Bulk print

Status Appointment Date

Email Comes pondence History ﬂ

Abowve is 3 Osf of all the sfages an fhe
schedwle and fheir associafed sfafus
You can ciick on a link fo fake you

direcfly fo fhaf secfion

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

interview.
Send appointment confirmation emails to participants and candidates
Send from system lsejobs@engageats.co.uk L
Send from me HR1@test.com (-

Emails an appointment confirmation to participants and candidates

Finalize Schedule
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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.

Set which email templates will be used at each stage of this schedule

Candidate publication notific ation email | CAND - Invite to 1st Interview (PS) 1 Edit template
Candidate publication reminder email | SCHEDULE - Candidate Reminder | Edit template
Reminder sent after 2 Day(=) -

[ : |
Candidate finalise notification email | GAND - 1st Interview Confirmed (PS) | Edit template

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.

Send appointment confirmation emails to participants and candidates

Send from system lsejobs@engageats.co.uk v

Send from me HR1@test.com
Emails an appointment cenfirmation to participants and candidates I Finalize Schedule

The page at https://Isejobs.engageats.co.uk says: *

This will send an email confirming the schedule to

candidates and participants.
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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.

ticipants and candidates
SCHEDULING STATUS

Crwerview

Schedule Details

Shots

Creat

Review Slots

Finalise Schedule Select Email Templates

Publish to Candidat

QRO

Finalise Schedule

Email Comespondence History ﬂ

LS *



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.

Home Search My Settings Vacancies Approval Requestl Interviews Iieports FAQs |

e——
Search Schedules Schedules
sehedul Create schedule with participants (@  Create schedule without participants (@  Create schedule for an event (@)
chedule
Schedule Start End Status -;Ioot:sl Cands Edit Del
Application Stage:
ini 162 162 Candidates Confirmed 4 1 o
| Al Appication Stages - Postgraduate Administrator @0 |:[ X
Schedule Type: Events manager &) 82 812 Candidates Confirmed 6 1 B b4
| A1 Schedule Types - Course Manager €0 162 25/2 Candidates Confirmed 5 1 =i b4
“acancy: Employer Engagement Adviser Interviews o
! T Einte a2 812 Published to Candidates 5 0 =i *
) (Feb 2016)
| Al Vacancies - |
Status: Content Management Administrator 12 12 Closed 2 1 E[ x
| a1 States excl. Closed - ﬁ = e I 2 i ﬁ , X
Administrator 15/2 15/2 Finalised s 3 o
EN R
Ee—

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

Set the schedule name and the criteria that will be used to select candidates
SCHEDULING STATUS

Lvennew
Administrator Schedule Details /]
Administrator Craote Slate Q
| Invite to interview n7 |@ - - )
(EVIEW o015
Administrator @
only for me '® for everyone Publish to Candidates Q

0 candidates
accepted 0 candidates

Email Comespondence History Q

3. Click on the ‘Export Excel Schedule’ link to download the Excel file.

Pubiish Schedule [l Publish Additional Slots To Candidates [REEEELRG] @
candidates but

don't send emails
I 2£ Export Excel Schedule [Eh Print Schedule [Eh Bulk print
L] Email Address Candidate Vacancy Status Appointment Date
15 Feb 14:05 - 15:05 at
3500350 sarah(@test.com Sarah Brown  Administrator Candidate Confirmed ® LSE #
3500377 Steven@test.com Steven Administrator Candidate Confirmed 15 Feb 16:15 - 17015 at
Hudson LSE
15 Feb 09:00 - 10:00 at
3sno4z2 Stacey@test.com  Stacey Miller  Administrator Candidate Confirmed

LSE

LSE “



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.

o —
@“ H9- &% m"ﬁniﬂmtorﬂm [Protected View] - Microsoft Excel -

Home Insert Page Layout Farmulas Data Review View Add-Ins

0 Protected View  This file originated from an Internet location and might be unsafe, Click for more detagk, | Enable Editing |

A2 - f | 3500350

A B C D E F

1 cCandidateld Email Address Candidate Vacancy Status Appointment Date

2 |3500350 |sarah@test.com Sarah Brown  Administrator Candidate Confirmed 15 Feb 14:05 - 15:05 at LSE
3 3500377 Steven@test.com Steven Hudson Administrator Candidate Confirmed 15 Feb 16:15- 17:15 at LSE
4 13500422 Stacey@test.com Stacey Miller  Administrator Candidate Confirmed 15 Feb 09:00 - 10:00 at LSE
2

i}

7

8

9

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