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After the Interview 

 
Once you have held your interviews you will need to record your decisions for the candidates that 
you have seen.  Important Note: These should be the agreed decisions made by the panel and 
the Chair, although they can be input by the Vacancy Manager. 
 

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

 

 
 

2. Find the vacancy that you have held interviews for and click on it.  In this example, we are 

using the ‘Administrator’ vacancy. 

 

 
 

3. The ‘Interview Confirmed’ status will be highlighted in yellow, indicating that an action is 

required.  Click on it and a list of candidates that you interviewed will appear.  Select the 

first candidate by clicking on their name.  
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4. The shortlisting screen will appear.  Scroll down the page and click on the 

‘Recommendation stage’ drop down. 

 

 
5. Select the decision the panel made from the list.  These are: 

 Initiate offer – Confirm offer details to HR 

 Invite to 2nd interview 

 No show at interview 

 Regret after interview 

 Reserve after interview 

 Withdrawn application 
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6. You can save the decision by clicking the purple ‘Save’ button.  Once you are happy that 

the recommendation you have chosen is correct, click the purple ‘Submit’ button. 

 

 
 
Important Note:  If you select ‘Regret after interview’ the candidate will receive an 
automatic email informing them that they have been unsuccessful as soon as you click 
‘Submit’. 
 

7. Repeat this process for all the candidates you have interviewed. 

 
 


