THE UNIVERSITY of EDINBURGH

System User Guide
Hiring Manager & School/Department Administrator

(SDA) - How to Schedule and Manage Candidate
Managed 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 Hiring Managers and SDAs in ‘How to Schedule and Manage Candidate
Managed Interviews’ system process. It is related to the Process User Guide for Recruitment and
Onboarding which is linked below.

Guide to Recruitment and Onboarding

Hiring Managers will access their requisitions via My Team, School/Department Administrators and will
access requisitions via My Client Groups.

All interviews must be created from the template in People and Money. The benefit of this is that standard
information can be populated for all interviewees before the schedule is created or individual invites are
sent.

There are two types of interviews:

e Hiring Team Managed (where a specific interview time and date is sent).
e Candidate Managed (candidates choose a time from interview slots that have been set up).

Each interview type has different templates for the following interview formats:

e InPerson
e Phone
e Web conference

This guide covers How to schedule and manage candidate managed interviews. For details of how to set up
hiring team managed interviews please refer to the guide ‘How to schedule and manage hiring team
managed interviews’.

Before scheduling interviews ensure the candidate's status (phase and state) matches the stage they have
reached, for example: Phase (Interview) and State (1st interview to be scheduled).

It's suggested to set candidates to '1st Interview to be Scheduled' before arranging interviews and update to
'Interview Scheduled' once confirmed. More information on recruitment phases and states is available in the
Recruitment and Onboarding guide.

If the candidate cancels their interview and does not plan to reschedule, the state should be updated to
‘Withdrawn by Candidate’. Candidates can also withdraw applications themselves, hiring teams would
receive a notification.

Once a candidate has been moved to the interview (or offer) phase a report will be sent to the recruiter
listed on the requisition via email to provide the reference details submitted upon application. This is
currently limited to 2 references only and is sent the following day at 8am.
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Add Timeslots Invite Candidate(s)

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.

Create an Interview Schedule

10.

11.

From the People and Money homepage select My Team (if accessing as a Line Manager) or My Client
Groups (if accessing as an SDA), then the Hiring App.

There are two tabs at the bottom of the screen: Requisitions and Offers. Ensure the Requisitions tab
is selected and search for the job requisition using the requisition title, number or description. Click
on the job requisition name to open it.

Click the Interviews tab.
Then, click on the plus + (Add) button to add an interview schedule.

An ‘Add interview schedule’ pop up will appear. Ensure ‘Create an interview schedule’ is selected
and click on the Continue button.

New Interview Schedule screen, complete the required fields. Select ‘Candidate’ in Who will
schedule the interview. Add appropriate Location Details (or phone number and extension for a
phone interview, and phone number or web conference link and/or access code for a web conference
interview). Then click Continue.

Configure Schedule. Complete the required fields
Check the configure schedule details, then click Continue.

Add interview resources. Here you can add additional details for the candidate, guidelines for the
interviewers and resources for the interviewers. Then click Continue.

Add time slots. Click on +Add to open the add time slot screen, complete all required fields, and click
on Add. Note - You cannot schedule the same time slots over multiple days. You must set up the
timeslots for each day in separate actions. For example, create your slots for a Monday with a start
and end time and then a separate one for the Tuesday.

Click Submit once you have added all the slots you need, this will return you to the Job requisition
Interview tab.

How to make changes to an Interview Schedule or add, amend or delete timeslots

1.

Within the Hiring App, find the requisition you want add slots to.
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Click the Interviews tab.
Select the interview schedule you have previously created.
Click on the pencil icon to edit any of the schedule details.

To add timeslots, navigate to the Interviews Tab and click on +Add Timeslots and complete as
required.

If you need to edit or delete any of the slots click on the slot and then the ellipsis on the right hand
side of the screen to edit or delete. If there are already candidates booked in to the slots, the “Cancel
Interview” option will appear, you should cancel before deleting. Both the candidate and the
interviewer(s) will receive a notification to confirm the cancellation.

How to Invite a Candidate(s) to an Interview

1.

7.

From the People and Money homepage select My Team (if accessing as a Line Manager) or My Client
Groups (if accessing as an SDA), then the Hiring App.

There are two tabs at the bottom of the screen: Requisitions and Offers. Ensure the Requisitions tab
is selected and search for the job requisition. Click on the number of applications for the correct job
requisition.

Select the candidates you want to invite to interview and click on the More Actions button.
Then select Send Interview Invite.

Select the candidate managed interview you have created, then click Submit.

Remember to update the candidate’s status to 1st Interview Scheduled.

Once the candidate has booked a slot you will receive a notification.

Cancelling or Rescheduling an Interview
From the People and Money homepage select My Team (if accessing as a Line Manager) or My Client Groups
(if accessing as an SDA), then the Hiring App.

1.

From the People and Money homepage select My Team (if accessing as a Line Manager) or My Client
Groups (if accessing as an SDA), then the Hiring App.

There are two tabs at the bottom of the page in the Hiring app: Requisitions and Offers

In the Requisitions tab, search for the job requisition using the requisition title, number or
description. Then, click on the number of applications for the correct job requisition.

Select the appropriate candidate.

Select the Interviews tab then click on the ellipsis (3 dots) and select Cancel Interview. The Candidate
and hiring team will receive a notification.If you want to Reschedule the interview click on ‘Send
Invitation to Reschedule’. In this scenario you should have already checked that you have available
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slots for them to book.

How to Update the Candidate Status

1. From the People and Money homepage select My Team (if accessing as a Line Manager) or My Client
Groups (if accessing as an SDA), then the Hiring App.

2. There are two tabs at the bottom of the screen: Requisitions and Offers. Ensure the Requisitions tab
is selected and search for the job requisition using the requisition title, number or description. Click
on the number of Applications.

3. From the job applications screen select the checkbox next to the candidates’ name, click on the
Move Application button.

4. Use the Phase dropdown to select Interview.
5. Then use the State dropdown to select 1st Interview Scheduled then click the Move button.

6. If the candidate cancels an interview and does not plan to reschedule, ensure you update the state to
Withdrawn by Candidate.
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In Detail
This section provides the detailed steps and includes relevant screenshots from the system.

Create an Interview Schedule

1. From the People and Money homepage select My Team (if accessing as a Line Manager) or My Client
Groups (if accessing as an SDA), then the Hiring App.
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2. There are two tabs at the bottom of the screen: Requisitions and Offers. Ensure the Requisitions tab
is selected and search for the job requisition using the requisition title, number or description. Click
on the job requisition name to open it.

Job Requisitions
Search by requisition title, number, or description

Phase State Recruiter Location Filters

Hiring Manager

Hiring Team Role

7 results ‘ + Create m ‘
Requisition Title & :i(::li’sei:ion < Ste:‘tissition < Applications & Prospects T Department T g;e‘:tion v Actions
Food & Beverage Assistar 13130 Open - Expired 0 0 ACE Catering 18/09/2025

12617 Open - Expired 8 0 ACE Catering 5/06/2025
Catering and Events Oper 12214 Open - Expired 2 2 ACE Catering 7/03/2025
Catering and Events Tean 12135 Open - Expired 40 1 ACE Catering 18/02/2025
Food & Beverage Assistar 12044 Open - Expired 0 0 ACE Catering 3/02/2025
Catering and Events Assic 11427 Open - Expired 0 0 ACE Catering 7/10/2024

Requisitions &5 Offers
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3. Click the Interviews tab.

< Commis Chef

12617

Send Message to Team

Overview Details Messages Progress Feedback

Activity overview

New - To be Reviewed Active Applications
Unconfirmed Applications Referred Prospects
0

Key info

Requisition Status Requisition Type
Open - Expired Standard

Requisitions 3 Offers

4. Then, click on the plus + (Add) button to add an interview schedule.

< Commis Chef

12617

. Send Message to Team

Overview Details Messages Interviews Progress

Interview schedules

After interview schedules are added, you can see them here.

Requisitions 3 Offers

Feedback

5. An ‘Add interview schedule’ pop up will appear. Ensure ‘Create an interview schedule’ is selected

and click on the Continue button.
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Add interview schedule

@® Create an interview schedule I

O Add a shared interview schedule

Cancel

6. New Interview Schedule screen, complete the following fields:
e Who will schedule the interview — Candidate.

e Template — select the appropriate template from the dop down menu.

Template When to use

Candidate Managed Interview — Web For interviews being conducted via Teams, zoom

conference etc.

Candidate Managed Interview — In Person For interviews being conducted on campus in
person.

Candidate Managed Interview - Phone For interviews being conducted over the
telephone.

e Schedule Title — will default from the template used. Amend this to something more meaningful if
you are setting multiple interview templates for the same requisition e.g. you may wish to add the
date of the interview DD/MM/YY at the end.

e Schedule Owner — will default to the person creating the interview, this can be amended here or
later if required.

What are the details of this interview section (the screen shot is for ‘In Person’, the screens will vary
depending on the template selected above)

e Interview title — give this a meaningful title
e Format - Select from the drop down

e Address

e Location Details

Tips
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For In-Person interviews you can enter an Address and any additional Location Details e.g. meeting
room number or floor. To enter a university location, begin typing the building into the address field
and select the option from the search options provided (see above).

For Phone interviews, a phone number and extension can be added.

For web conference interviews enter a phone number or web conference link and/or access code can
be added.

MNew Interview Schedule

How to start

Who will schedule the interview?

() Hiring Team
@® Candidate

Candidate Managed Interview - In Person (CM_| Candidate Managed Interview 01.10.24

Template ‘ ‘ Schedule Title

Schedule Dwner ‘

Sarah Kane

What are the details of this interview?

TEST 5K In Person

interview Title ‘ ‘ Format ‘

Address - Location Details
Dalhousie Land 4th Floar

Cancel | Continue |m

Now click Continue to go to the Configure Schedule screen.
7. Configure Schedule. Complete the following fields:

When can candidates schedule interview? Select Same day or after a specific number of days after
the interviews are viewable.
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When can candidates schedule their interview?

This starts as soon as candidates are viewing interview time slots.

®) Same day

() After a specific number of days

What else can candidates do?

a. Tick the Reschedule Interview Box to limit the amount of times a candidate can reschedule an

interview using the options here as needed.

What else can candidates do?

B Reschedule interview

‘Jur_ntlur of Times -
2 times

b. Tick the Cancel Interview Box and select the number of hours before a candidate can make

changes.

Cancel Interview

How many hours before the interview can candidates
make changes?

Hours Before Interies

4B hours

c. Select How far in the future can candidates see available time slots?

Haw far in the future can candidates see available time
slots?

Thiis starts as soon as candidates are viewing interview time shots,

nterview Visibility

2 weeks

d. Select Do you want to receive a notification about the number of time slots available?

Do you want to receive a notification about the number of
time slots available?
[J When the number of time slots is low

[J When there's no more time slots

8. Check configure schedule and click Continue.
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Mew Interview Schedule

Configure schedule

When can candidates schedule their interview?

This starts as scan as candidates are viewing interview time slots.

(@ Same day

(O After a specific number of days

What else can candidates do?

B Reschedule interview

Humber of Times
2 times

Cancel Interview

How many hours before the interview can candidates
make changes?

48 hours

Hours Before Interview |

How far in the future can candidates see available time
slots?

This starts as soon as candidates are viewing interview time shots.

Interview Visibility
2 wieeks

Do you want to receive a notification about the number of
time slots available?

0 When the number of time slots is low

‘When there's no more time slots

Cancel | Continue |m

9. Add Interview Resources. In this section you can provide additional details for the candidate,
guidelines for the interviewer(s) and resources for the interviewer(s).

e Within the section ‘Info for the candidate’ the details you enter within the ‘For the Scheduled
Interview’ and ‘Additional Notes’ will also appear in the notification sent to the candidate inviting
them to attend the interview.

e Resources for the Interviewers will default to resume but others can be added, e.g. cover letter.
A link to these documents will be included in the notification sent to the hiring team to access.
Then click continue.

Tips
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You can also opt in and select to send any of the documents and the .ics attachments (to add to calendar) to
the candidate, candidate and interviewer(s) or just the interviewer.

Resources for the interviewers

Docurments |

| Resume x || Miscellaneous Attachments X

Link tojob posting

Jcs attachments

Send to .
Candidate and Interviewers

Candidate

Candidate and Interviewers

Interviewers
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Hew Interview Schedule

Add interview resources

Info for the candidate
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10. Add time slots. Click on +Add to open the add time slot screen on the right hand side.

Note - You cannot schedule the same time slots over multiple days. You must set up the timeslots for
each day in separate actions. For example, create your slots for a Monday with a start and end time
and then a separate one for the Tuesday.

e Select the Modify Interview details for this time slot to view the details and amend if required.
e Add a start date and time (note you will not see the time zone here).

e Add an end date and time.

e Meeting duration — how long the interview will last.

e |[nterviewers — search for and select the interviewers to add.
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e How many candidates can select the same time slot.

Add Time Slot
Madify interview details for this time slot
. . | [ e
Additional notes for candidate
B I US =v =& == & ¥
Start Date and Time B8 End Date and Tim ] ] ;‘5*::5:]‘[’;""" -
Required Required
- |
S
11. Click Add, you can now view the schedule within the list view or calendar view on screen.
The example below shows time slots created for the same times (10am-12pm) on 3 separate days.
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Mew Interview Schedule

Add time slots

| -+ add | List View | Calendar View

] 1/07/2026 - 1/07/2026

Start Time Endl Tame
1/07 /2026, 10.00.AM 1/07/ 2026, 12.00.PM
Meeting Duration Slots Created *
1 hour 2
Irberviewers How many candidates can select the same shot?
1

= 2/07/2026 - 2/07/2026

Start Time Enddl Time
20742026, 10.00.AM 20742026, 12 00PM
Meeting Duration Slots Created -
1 hour 2
Irrteryviewers How many candidates can select the same siat?
1

4] 3/07/2026 - 3/07/2026

Start Time End Time
300772026, 10.00.AM 30077 2026, 1200 PM
Meeting Duration Slots Created -
1 hour 2
Irrteryviewers How many candidates can select the same siat?
1

@ Time slot created X

You can also view the slots in a calendar view by selecting that at the top of the screen.
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| List View Calendar View |

July 2026

|+Add | |(||)| | Today | | Calendars

[ | s [ |

Sun Mon Tue

12 13 14 15 16 17 18

12. Click Submit once you have added all the slots you need, this will return you to the Job requisition
Interview tab. You can view the schedule from here by clicking on the title.

Overview Details Messages Interviews Progress Feedback

Interview schedules

Candidate Managed Interview - In Person
Candidate Managed
Created By Status

Active

Schedule

13. The schedule will default to being active, allowing candidates to book a slot when invited.

e Toinactivate an interview schedule click the ellipsis button and click Inactivate schedule.
e To delete a schedule, first inactivate the schedule and then click the ellipsis button, you will

now see an option to delete schedule.

e To reactivate a schedule, click the ellipsis button and click the option to activate schedule.
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e Send Message to Team

Overview Details Messages Interviews Progress Feedback
Interview schedules +
Candidate Managed Interview - In Person Schedule

Candidate Managed

Created By Status E’

Inactive

Activate Schedule

Candidate Managed Interview - Web Conference Schedule Duplicate Schedule

Candidate Managed

Created By Status Translate Schedule
Active

Delete Schedule
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How to make changes to an Interview Schedule or add, amend, delete timeslots

1. Within the Hiring App, find the requisition you want add slots to.

Job Requisitions

Search by requisition title, number, or description

Phase  State | Hiring Manager

Recruiter

Hiring Team Role Location Filters

7 results + Create

Requisition Title <

Food & Beverage Assistar

Com hef

Catering and Events Oper
Catering and Events Tean
Food & Beverage Assistar

Catering and Events Assis

Requisitions fé Offers

2. Click the Interviews tab.

< Commis Chef

12617

Requisition
Number

13130

12617

12214

12135

12044

11427

C ;e:::issi(ion < Applications <
Open - Expired 0
Open - Expired 8
Open - Expired 2
Open - Expired 40
Open - Expired 0
Open - Expired 0

Prospects &

0

0

Department T

ACE Catering

ACE Catering

ACE Catering

ACE Catering

ACE Catering

ACE Catering

Creation
Date

18/09/2025

5/06/2025

7/03/2025

18/02/2025

3/02/2025

7/10/2024

Send Message to Team

Overview Details Messages Progress Feedback

Activity overview

New - To be Reviewed

8

Unconfirmed Applications
0

Key info

Requisition Status

Open - Expired

Active Applications

Referred Prospects

0

Requisition Type

Standard

Hires Out of 3

Requisition Number

12617

Requisitions }5 Offers

3. Select the interview schedule you have previously created.
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are Send Message to Team

Overview Details Messages Interviews Progress Feedback

Interview schedules

Candidate Managed Interview - In Person
Candidate Managed

Created By Status

Active

Candidate Managed Interview - Web Conference
Candidate Managed

Status

Active

Schedule

Schedule

4. Click on the pencil icon to edit any of the schedule details.

< Candidate Managed Interview - In Person

Translate Schedule

Schedule Details Interviews

Basic info

Haw will time slots be determined?
Manually created

Schedule Type:

Candidate

Schedule Title Schedule Dwner
Candidate Managed Interview - In Parson e e e e e

Interview details

Format
In Person

Interview Title
Sarah Kane Interview Test

Location Details

Configuration

‘When can candidates schedule their interview?

~ Same day

What else can candidates do?
~" Reschedule interview
Nurrber of Times

3times

~ Cancel Interview

Temgplate
Candidate Managed Interview - In Person

Address
1-7 George Square, EDINBURGH, EHB 932, U
KIMGDOM

7

RITED

5. To add timeslots, navigate to the Interviews Tab and click on +Add Timeslots and complete as

required.
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< Candidate Managed Interview - In Person s | Translate Schedule

Schedule Details Interviews

View Candidate
All

28/06/2026 - 4/07/2026 -

e ||

Wednesday

10.00.AM - 11.00.4M  ElAvailable
1100AM-1200PM  ElAvailable
Thursday

10.00AM - 1100.4M  EAvailable
1100AM - 1200PM  EAvailable
Friday

10.00AM - 1100.4M  EAvailable

1100AM- 1200PM [ Available

6. If you need to edit or delete any of the slots click on the slot and then the ellipsis on the right hand
side of the screen to edit or delete. If there are already candidates booked in to the slots, the “Cancel
Interview” option will appear, you should cancel before deleting. Both the candidate and the
interviewer(s) will receive a notification to confirm the cancellation.

Interview details x
Wednesday July 12026, 10:00 - 11:00

Candidate Managed Interview - In Person Format

fddress Location Detsls
1-7 George Square, EDINBURGH, EH8 9JZ, UNITED
KINGDOM
Edit Time Slot

After candidates schedule their interview, you'll see the candidates here. Delete Time Slot

Interviewers
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How to Invite a Candidate(s) to an Interview
Once you have created your schedule and have all appropriate timeslots you can then proceed to inviting the
selected candidates to interview.

1. From the People and Money homepage select My Team (if accessing as a Line Manager) or My Client
Groups (if accessing as an SDA), then the Hiring App.

THE UNIVERSITY
f EDINBURGH

My Team My Client Gro Help Desk Procurement Tools Guaranteed He

QUICK ACTIONS

B change Manager
@
‘gt

.o
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B =mployee summary k73
2

Workforce
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L (=)

Annual Review
Record Dashboard

Ra

HR Reports

1)

Line Manager

o . A
Change Assignment
W/ ek Dashboard

@ Document Records

W~/ Termination

Absence Reports
&%/ Direct Reports

Show More

There are two tabs at the bottom of the screen: Requisitions and Offers. Ensure the Requisitions tab
is selected and search for the job requisition using the requisition title, number or description. Click
on the number of applications for the correct job requisition.

Job Requisitions

Search by requisition title, number, or description

Phase State Hiring Manager Recruiter Hiring Team Role Location Filters

7results | -+ Create \ m
Requisition Title zi?::ei:ion < gteaq‘ti:ition < C Prospects ¢ Department T graet:tion v Actions
Food & Beverage Assistar 13130 Open - Expired 0 0 ACE Catering 18/09/2025

Commis Chef 12617 Open - Expired 0 ACE Catering 5/06/2025

Catering and Events Oper 12214 Open - Expired 2 2 ACE Catering 7/03/2025

Catering and Events Tean 12135 Open - Expired 40 1 ACE Catering 18/02/2025

Food & Beverage Assistar 12044 Open - Expired 0 0 ACE Catering 3/02/2025

Catering and Events Assic 11427 Open - Expired 0 0 ACE Catering 7/10/2024

Requisitions

@ Offers

Select the candidates you want to invite to interview and click on the More Actions button.
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< Commis Chef (12617)

Job Applications

Keywords

Show favorite job applications only Candidate Type When Applying Phase State Prescreening Question Filters

O 8items Move Application More Actions Sort By Application Submitted, New to Old ~
Favorite Candidate name and number Application status Contact details CV and submission date
Interview, 1st Interview to be Resume
scheduled
19/08/2025
ww 25/12/2025
'&.
Prescreening score: 0 out of 0
Interview, 1st Interview to be Resume
scheduled
T * 19/08/2025 e

Prescreening score: 0 out of 0

Requisitions &) Offers

4. Then select Send Interview Invite.

< Commis Chef (12617)
Job Applications

Show favorite job applications only |  Candidate Type When Applying  Phase  State  Prescr Question  Filters.

View
© UOE Default View

0 sitems Move Application More Actions v Sort By Application Submitied, New to Old

Send Message
Favorite  Candidate name a Contact details CV and submission date Education Experience
Save Application as PDF

fiew to be Resume First Degree
1/03/2024 - Present
19/08/2025
g i N Request Interview to Be Scheduled =0
Ooutof0
Copy Offer Jiew to be Resume
2 . Send Confirmation Request 19/08/2025 -
Ooutof0
Contirm Application
Interview, 1st Interview to be Resume Diploma of higher education
scheduled (DipHE), 2017
[ I+ . 18/08/2025 bl

Prescreening score: 0 out of 0

New, To be Reviewed Resume

5. Select the candidate managed interview you have created, then click Submit.
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Schedule Interview for 2 Candidates

How to start

What schedule do you want to use to create this interview?

Interview Schedule
Candidate Managed Interview - In Person

Interview details Ve
Interview Title Earliest Available Date
Sarah Kane Interview Test 29/06/2026

Scheduling Time Range
2 weeks

=r-1

6. Remember to update the candidate’s status to 1% Interview Scheduled (see next section for
guidance).

An example of the interview information sent to the candidate and the interview team are in the
appendices for reference.

Please note: When candidates are asked to schedule an interview there is an option for them to request
additional date/time slots. When candidates make a request the Hiring Manager and named recruiter will
receive a notification that contains details of the request. You can add additional slots as per the steps above.
Once these are added the candidate can access any newly added slots from their original notification.

7. Once the candidate has booked a slot you will receive a notification. You can also view a summary of
slots available or scheduled by navigating to the requisition, interviews tab and view the details:
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< Candidate Managed Interview - In Person s | Translate Schedule

Schedule Details Interviews

Wiew Candidate -
All

28/06/2026 - 4/07/2026 ~

| 4 Add Time Slat | |T| |T| | Today | | Calendars
Wednesday
10.00AM - 11.00.AM  E?No response
11.00.AM - 12.00.PM =] Available
Thursday
10.00.AM - 11.00.AM =] Available
11.00.AM - 12.00.PM (=] Available
Friday
10.00.AM - 11.00.AM ] Available

11.00.AM - 12.00PM  [ElAvailable

Cancelling or Rescheduling an Interview

1. From the People and Money homepage select My Team (if accessing as a Line Manager) or My Client
Groups (if accessing as an SDA), then the Hiring App.

= X THE UNIVERSITY
i )z of EDINBURGH

Me My Team

QUICK ACTIONS

2. There are two tabs at the bottom of the page in the Hiring app: Requisitions and Offers
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Job Requisitions

Search by re n title, number, or des

Phase State Hiring Manager Recruiter g Te Recruiter, Hiring Manager, Collaborator X Location Filters Clear (1)

1 results + Create m
S x A Requisitio .. ylady s o 5 7 X Z c

Requisition Title < Number, 2 Requisition Status Applications C Prospects C Department C Creation Date v Actions

Catering and Events Assistant 11427 Open - Expired 0 0 ACE Catering 7/10/2024 soe

B Offers

3. In the Requisitions tab, search for the job requisition using the requisition title, number or
description. Then, click on the number of applications for the correct job requisition.

Job Requisitions

Phase  State  HiingManager  Recruiter  Hiring TeamRole | Location

7 results -+ Create m
Requisition Title < :ﬁ?::;:io" < gz‘qtt‘:i:iﬂon Prospects Department < ;’:{:‘io" v Actions
Food & Beverage Assistar 13130 Open - Expired 0 ACE Catering 18/09/2025 Qo
Commis Chef 12617 Open - Expired 0 ACE Catering 5/06/2025 .
Catering and Events Oper 12214 Open - Expired 2 2 ACE Catering 7/03/2025

Catering and Events Tean 12135 Open - Expired 40 1 ACE Catering 18/02/2025 see

Food & Beverage Assistar 12044 Open - Expired 0 0 ACE Catering 3/02/2025 S¥e
Catering and Events Assic 11427 Open - Expired 0 0 ACE Catering 7/10/2024 o0

Requisitions = &) Offers

4. Select the appropriate candidate.
< Commis Chef (12617)

Job Applications

Show favorite job applications only  Candidate Type When Applying  Phase  State  Prescreening Question  Filters

@ UDE Default View -
[ 8items More Actions ~ Sort By Application Submitted, New to Old ~
Favorite Candidate name and number Application status Contact details CV and submission date
Mew, To be Reviewsd Resumea
O r Prescreening score: 0 out of 0 19/0B/2025 LLL
8.
Mew, To be Reviewed Resumea

Requisitions &) Offers
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5. Select the Interviews tab then click on the ellipsis (3 dots) and select Cancel Interview. The Candidate
and hiring team will receive a notification. If you want to Reschedule the interview click on ‘Send
Invitation to Reschedule’. In this scenario you should have already checked that you have available
slots for them to book.

Details Screening Messages Activity Progress Interviews Feedback
Employee
Interviews
Status
New, To be Reviewed —+ Schedule Interview
Applied On
13/03/2026 Sarah Kane Interview Test

Candidate Managed Interview - In Person
Last Contacted

Today, Sent E-Mail

Start Date and Time End Date and Time
Email 6/07/2026 10.30.AM 6/07/2026 11.00.AM
Scheduled v
Schedule Type Format
Candidate Number Candidate Managed In Person
ST Cancel Interview

Interviewers

Send Invitation to Reschedule

How to Update the Candidate Status

1. From the People and Money homepage select My Team (if accessing as a Line Manager) or My Client
Groups (if accessing as an SDA), then the Hiring App.

THE UNIVERSITY
of EDINBURGH

Me My Team My Client C S Help Desk Payables Procurement Tools
QUICK ACTIONS

B change Manager e
@
it -l

Q Continuous Service Dates
My Team Journeys Hiring Learning

B employment info

B =mployee summary (3 ioa -Q ﬁ_‘

Workforce Line Manager Annual Review HR Reports
Compensation Dashboard Record Dashboard

w/ (Change Assignment

@ Document Records

&/‘ Termination

&%/ DirectReports

Show More

2. There are two tabs at the bottom of the screen: Requisitions and Offers. Ensure the Requisitions tab
is selected and search for the job requisition using the requisition title, number or description. Click
on the number of Applications.
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Job Requisitions

Search by requisition title, number, or description

Phase | State  HiringManager  Recruiter ~ Hiring TeamRole | Location  Filters

7results | Create m
Requisition Title < zi?:;sei:ion < gte;:isshion < Prospects ¢ Department < g;et:tion v Actions
Food & Beverage Assistar 13130 Open - Expired 0 0 ACE Catering 18/09/2025 L
Commis Chef 12617 Open - Expired 0 ACE Catering 5/06/2025 Res
Catering and Events Oper 12214 Open - Expired 2 2 ACE Catering 7/03/2025 oo
Catering and Events Tean 12135 Open - Expired 40 1 ACE Catering 18/02/2025 L12

Food & Beverage Assistar 12044 Open - Expired 0 0 ACE Catering 3/02/2025 X
Catering and Events Assic 11427 Open - Expired 0 0 ACE Catering 7/10/2024 L%,

Offers
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3. From the job applications screen select the checkbox next to the candidates’ name, click on the
Move Application button.

< Commis Chef (12617)

Job Applications

Keywords

Show favorite job applications only Candidate Type When Applying Phase State Prescreening Question Filters

O gitems Move Application More Actions v Sort By Application Submitted, New to Old ‘
Favorite ~ Candidate name and number Application status Contact details CV and submission date
Bloggs, Joe Interview, 1st Interview to be Resume
' scheduled
19/08/2025
b 25/12/2025
&

Prescreening score: 0 out of O

Interview, 1st Interview to be Resume
scheduled
O &« o 19/08/2025

Prescreening score: 0 out of O
Requisitions B Offers

4. Use the Phase dropdown to select Interview.

Move application
1 candidates
Phase - | State -
Required
Interview
Offer

5. Then use the State dropdown to select 1st Interview Scheduled then click the Move button.
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Move application

1 candidates
Phase - State -
Interview
1st Interview scheduled
Comment

Awaiting response

Accepted invitation

Declined invitation

Additional assessment to be scheduled

Additional assessment scheduled
Awaiting interview/Assessment outcome

Panel feedback requested

==

If the candidate cancels an interview and does not plan to reschedule, ensure you update the state to
Withdrawn by Candidate.

Move application
1 candidates
Phase - | State -
Interview
Selected for Offer
Comment
Did not attend interview
2nd Interview to be scheduled
2nd Interview scheduled
On Hold
Reserve
Rejected by Employer
Withdrawn by Candidate
‘ Cancel ‘
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Appendix

Appendix A — Example of email sent to the candidates to book an interview

THE UNIVERSITY
of EDINBURGH

Be Part of Something Bigger

Dear

We are pleased to invite you to schedule an interview for the role of Research
Fellow.

Please choose a suitable time and date by going to the Interview Scheduling
Page (if the URL is not actionable, copy and paste the URL into your browser).

hitps:ifelxw-
dev4 fa.em3. oraclecloud com:443/hemUl/CandidateExperience/s/azuF0g8sQg

Kind regards,

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

Time zone note (UTC)

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 sel by your browser. However, the calendar invitation may siill show UTC
unless you manually adjust the time zone in your calendar settings.

Managing your account

External candidates can update communication preferances, amend or delete
personal details from your profile (link opens in a new browser tab).

Clicking the “Interview Calendar” takes them to the following screen where the available slots are displayed.
The candidate is asked to enter a unique 6-digit code emailed to them prior to accessing this screen:

Schedule Interview

[ s e et o erred sncer o o e ot -getoe sreduing e et spoes: ]

Tima some Burspalongon

1200AM

1o to30

e e —
monday - 00

o 253006

Monday i

Novamser 2 32

It is possible for candidates to request additional interview slots.
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Appendix B — Example of interview confirmation email sent to candidates

WELVE

w

THE UNIVERSITY
of EDINBURGH

A

e

COTRRY
Be Part of Something Bigger

Dear

1 am delighted to confirm we: would like %o wile you o intervgw, The detaits of your scheduled mbervigw an 35 follows

* Slar dale] 107/2026 11.00.AM British Summar Tima
* Role: Research Fellow

* Intisrview brpe In Person

* Intarvigwer(s)

Loscation: 1-7 George Square, EDINBURGH, EHE 8JZ. UNITED KINGDOM

S A SCCRSEaRR £0. Lkt y-of o g quare-5

Additional infoamation:

This is whvere e bl you enlisied under Inls fof he canddate - For the scheduled nlenview wil appear.

This i where the hext you eneresd under info for the candidate - Addtional noles wil appes.

Uses Bis ik bo dowslosd he calendsr STachment and 530 The interview 1o your calendar
e abos-devd fa am: 4 -
- .2 20Ty ‘ ¥ (SFASPEG0uCwTEL Tw_3d_3a

Time rone nobe: Calendar inks s5e Coorfinated Unvarsal Tma [UITC) Wian you 5ave the inferview,  wil e adced 1o your calendar in the Sme 20na 56 by your browser. Howewer, T calendar invita may still @splay UTC unless you change ha time zone
SEINGY. I your Cakenda

Frioe 10 #ny emplywant commancing with e Usiversity, you wil be sked 10 provioe 0ocumants o demonsirale your Righi o Work in the UK. This includes if you &re Sreaty working wilh 8 53 & coniracion of Sgency worker, Furiher infonmation about ie

Gcumants. TN provide #A2ANCH Can s found on T D your Eghlta Wark n & new Beowsed 185
Wi e commiad 9 accessiba 1 1 you reguins any raasonable adustmants at any stage for example. an ccessile vanss or an allemaivg Tormat). please o s know
Extamal candidates can view inbarviaw details Dy Iogging ino e sepiils and clckang chcking on "My ged, ks al pour there. or amaid

Wbemal cadidates Can virw of updale Meit nleniew by going to wbmilled ancicalions. expanding the active applicabons secion. Men chcking the rdevant inleniew.
This emae i an sutomanied notfication and rephes an not monsored

Appendix C — Example of the interview scheduled notification
This email is sent to the interviewers

&9\ THE UNIVERSITY
of EDINBURGH

=

T

A0 Ty,

*,
Fip

s

Here: are the details of the interview scheduled with

Date and time: 14/07/2026 11.00.AM British Summer Time
Requisition: Business Analyst - 14016
Interview type: Web Conference

Web conference link: www lest com
Dial-in number: +44 (123456778
Access code;

Practical tips for interview preparation:
hifps.iwwwedweb ed ag gsirecii e Jection

You can access the candidate's CV here: View CV

Access the job description using: Job Requisition quick link
Once on the requistion page, go to the Details tab, expand Posting Description, and select the lnk to view the ful job description

Chck the cabendar nk to download an aftachment you can add to your calendar

Please note: Calendar links default to UTC tme. When you save the event, it will be stered in your calendar in your local ime Zone according 1o your setings. However, the invite will retan UTC time unless you manually change thes in your calendar

Version History
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Version Date Description Approved By
2.0 15 December 2025 Updated guide to new format. SK
Updated screenshots and steps to
reflect Redwood changes in P&M.
3.0 13 July 2026 Updated to reflect changes and move | SK

of Interview Management to Redwood
Screens

Reviewers & Approvers

Further details of the Reviewers and Approvers of this document can be found by contacting HR Process
Improvement. Please raise a Service Request using the category Continuous Improvement.
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