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Employee Guide - How to Manage Interviews

We realise this formatting may not be accessible for all — to request this document in an alternative
format please email hrhelpline@ed.ac.uk.
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Introduction

This guide covers key tasks for current employees in managing interview invites within People and
Money.

Within People and Money there are typically 2 ways you will be invited to interview:

1. The hiring team tells you the exact date and time to attend (Hiring Team Managed).

2. You are given a range of times to choose from for scheduling your interview (Candidate
Managed).

Your confirmed interview details will be viewable in your candidate profile within People and
Money by going to Me > Current Jobs > Submitted Applications.

© Explore Submitted Applications ‘9\{ Referred Candidates

In Brief

This section is a simple overview and should be used as a reminder. More detailed information,
screenshots and tips are provided within the ‘In Detail’ section.

How to confirm your interview when the hiring team have given you the exact date
and time

1. You should confirm your attendance to the interview by contacting the named person in the
interview confirmation email/notification you received.

How to select a time slot when asked to schedule your interview

1. From the Home page, click the Bell notification icon or the received email to view the
interview invitation.

2. To select the interview timeslot, click the Interview Calendar link in the interview invitation.

3. Inthe Schedule Interview you can view the slots available to book in a calendar view or list
view (using the list button at the top of the screen). Select the Date and Time that suits and
then click Pick this Time.

4. View the bell notification or email, this will confirm the interview has been scheduled and
provide further details about the interview.

How to request additional time slots

1. If there are no suitable dates/times, you can request additional interview slots by clicking
the link Message your recruiter
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2. Provide the details of the date and time you are looking for and click Send Message

How to reschedule or cancel an Interview

When the hiring team has given you the exact date and time to attend.
1. If you need to reschedule your interview for an interview that the hiring team have
specified, contact the named person in the interview confirmation email/notification you
received.

When you were asked to select an interview slot

1. Loginto People and Money and click on Me then Current Jobs

2. Click on the Submitted Applications tab at the bottom. In the Active applications, click on
the title of the post which you have applied to ad you will see all upcoming interviews that
you have scheduled.

3. To cancel or reschedule an interview, click on the date and time under Upcoming interviews
for the interview you want to change.

4. To cancel an interview, navigate to the top right of the screen and click on ‘Cancel
Interview’.

5. Toreschedule an interview, navigate to the top right of the screen and click on ‘Reschedule’.
If you don't see the Reschedule option, it means there are no other time slots available, or
the hiring team has set a fixed date and time for the interview. In such cases, contact the
named person in the interview confirmation email/notification you received

6. If you select the option to Reschedule, select a new Date and/or Time from the slots
available and click Pick this New Time.

7. Once you have rescheduled your interview you will receive a further email and notification
with the details. Your revised interview details will also be viewable in your candidate profile
within People and Money by going to Me > Current Jobs > Submitted Applications.
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In Detail

This section provides the detailed steps and includes relevant screenshots from the system.

How to confirm your interview when the hiring team have given you the exact date
and time

1. You should confirm your attendance to the interview by contacting the named person in the
interview confirmation email/notification you received.

How to select a time slot when asked to schedule your interview

1. From the Home page, click the Bell notification icon or the received email to view the
interview invitation.

THE UNIVERSITY
CJ{ EDINBURGH Notifications

Pending Notifications = More Details

Enter search term Q
GODd mornlng Mark GI”aﬂ' @FYI: Schedule your interview for the job Trainer 18 minutes agc
/ E
Me My Team My Client Groups Benefits Administration Sales Help Desk My Eni 3
QUICK ACTIONS APPS

B4 Personsl Details
[ ]

e TR

Directory Onboarding Checklist Tasks

@@ Document Records
BL icentification info

B¥ Contact Info e ® =
M © |
2

Time and Persanal Current Jobs

» _
&3 Family and Emergency Contacts
Absences Information

2. To select the interview timeslot, click the Interview Calendar link in the interview invitation.
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THE UNIVERSITY
of EDINBURGH

Be Part of Something Bigger

Dear
We are pleased to invite you to schedule an interview for the role of Postdoctoral Research Associate
Please choose a suitable time and date by going to the Interview Scheduling Page (if the link below is not actionable please copy and paste it into a web browser).

hitps /lelxw-lest fa em3 oraclecloud com 443/fscmUl/faces/deeplink?
objType=IRC_RECRUITING8&action=IS_SCHEDULE_INTERVIEW_RESPA&objKey=pSubmissionld=3000024 13001376 pAction=Schedule pSchedulelnterviewRequestid=300002413001527

Kind regards

This 1s an automated notification and replies are not monitored. If you have any questions, please contact me at

Time zone note (UTC)

vser However.

The scheduling link displays times in Coordinated Universal Time (UTC) When you save the interview, it should be added to your calendar in the time zone selt by your bro
the calendar invitation may still show UTC unless you manually adjust the time zone in your calendar settings

Managing your account

It you are not an existing employee, you can update your communication preferences, amend your personal details, or delete your account from your profile (link opens in a new browser

tab)

3. Inthe Schedule Interview you can view the slots available to book in a calendar view or list
view (using the list button at the top of the screen). Select the Date and Time that suits and
then click Pick this Time.

< Schedule Interview

Select i’ you. M

3/07/2028, 1000 x

28/06/2026 - 4/07/2026 -
< |, ‘ el ‘ [ — M HWD 10”00—]]wGW‘Q‘.UJC@MQIS./meiWJ
.

Sunéy28 Man 629 Tue &30 Wed3/1 a7z FaTs sazpe e

e
J Addresz
1.7 George Scuare
7 Gaorga Smaare
4004 EDNBLRGH
BRI
7004 - UNITED KINGOOM

Pk This Time

1000.4M

1100.4M

1200PM

* 100pM
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4. View the bell notification or email, this will confirm the interview has been scheduled and
provide further details about the interview.

THE UNIVERSITY
of EDINBURGH

Notifications Show Al

@ Fy 1 minute ago

Good morning, Mark Gillan! &

My Client Groups Benefits Administration Sales Help Desk

QUICK ACTIONS.

Personal Details - .
s —_
T L

(1] ] —_—

LJ
M
&> Document Records

HizsiE) Onboarding Checklist Tasks
BS icentiication Info

B Contact Info [ ]
= © v > ]

Time and Personal Current Jobs

.73 ST _ . -
) Family and Emergency C E
M ! Absences Information

How to request additional time slots

1. If there are no suitable dates/times, you can request additional interview slots by clicking
the link Message your recruiter

< Schedule Interview
Select the date and time you're available for an interview. You can also request additional interview times if you don't see a time that works for you. Message your recruiter

June 2026 v
= et |

Fai Sat

(<] [3] [omn | [caenss |

Sun Mon Tue Wed Thy
1 6

2. Provide the details of the date and time you are looking for and click Send Message

Message recruiter

| am available after 1pm on the 3rd June
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| Cancel | Send Message

How to reschedule or cancel an Interview

When the hiring team has given you the exact date and time to attend.
1. If you need to reschedule your interview for an interview that the hiring team have specified
the time you should attend, contact the named person in the interview confirmation
email/notification you received.

When you were asked to select an interview slot

1. Loginto People and Money and click on Me then Current Jobs

7. THE UNIVERSITY
/- of EDINBURGH

Good afternoon, Craig Hennessy

2. Click on the Submitted Applications tab at the bottom. In the Active applications, click on
the title of the post which you have applied to ad you will see all upcoming interviews that
you have scheduled.

< Submitted Applications

Jobs

Active

Application Date
Application received - Thank you Teaching Administrator Hiring Manager 30/06/2026 D: -

Reruiinitinn Number Upcoming Interviews.
. 1/07/2026 10.00.AM

3. To cancel or reschedule an interview, click on the date and time under Upcoming interviews
for the interview you want to change.
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< Submitted Applications

Jobs
Active
Application Date
Application received - Thank you Teaching Administrator LH R 30/06/20256 [a -
Reruiiitinn Humber Upcoming Interviews.

1/07/2026 10.00.AM

4. To cancel an interview, navigate to the top right of the screen and click on ‘Cancel
Interview’.
X THE UNIVERSITY -
- of EDINBURGH o<

Interview details Cancel Interview m

Student Records Support Officer - 11200

20/07/2026 10.30.AM - 20/07/2026 11.00.AM (UTC +01:00) British Summer Time

JONERE

External Examiner

JobTitle
Student Records Support Officer

Conference Link
www.test.com

Notes

This is where Info for the candidate - Additional notes appears

Post-schedule Details

This is where Info for the candidate - For the scheduled interview appears

5. Toreschedule an interview, navigate to the top right of the screen and click on ‘Reschedule’.
If you don't see the Reschedule option, it means there are no other time slots available, or
the hiring team has set a fixed date and time for the interview. In such cases, contact the
named person in the interview confirmation email/notification you received.
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6.

If you select the option to Reschedule you will be taken to the following screen. Select a
new Date and/or Time from the slots available and click Pick this New Time.

Ay THE UNIVERSITY
(&x): of EDINBURGH

< Reschedule Interview

Student Records Support Officer - 11200

Select the date and time you're available for an interview. You can also request additional interview times if you don't see a time that works for you. Message your
recruiter

20/07/2026, 11.00AM X

19/07/2026 - 25/07/2026 ~

> ‘ Today | Calendars ‘ Month m List

Sun7/19 Mon7/20 Tue7/21 Wed7/22 Thu7/23  Fri7/24 Sat7/25 Conference Link
www.test com

<]

11:00 - 11:30 GMT+0100 (British Summer Time)

All day Notes
This is where Info for the candidate - Additional

notes appears
6.00.AM
7.00.AM
8.00.AM Pick This New Time
9.00.AM
10.00.AM (2
11.00.AM

12.00.PM

1.00.PM

Once you have rescheduled your interview you will receive a further email and notification
with the details. Your revised interview details will also be viewable in your candidate profile
within People and Money by going to Me > Current Jobs > Submitted Applications.
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