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System User Guide
Hiring Manager & School/Department Administrator

(SDA) — How to Schedule and Manage Hiring Team
Managed Interviews System User Guide

We realise this formatting may not be accessible for all —to request this document in an alternative format
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Introduction

This guide covers key tasks for Hiring Managers and SDAs in ‘How to Schedule and Manage Hiring Team
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 Hiring Team Managed Interviews. For details of how to set up a Candidate Managed
interview please refer to the guide ‘How to schedule and manage Candidate 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‘Withdrawn by Candidate’.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.

Create Interview

Update Candidate

Invite Candidate

Schedule

Status
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In Brief

This section is a simple overview and should be used as a reminder. More detailed information on each
outcome is provided later in this guide.

How to 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.

2. Inthe Requisitions tab, search for the job requisition. Click on the job requisition name to open it.
3. Click the Interviews tab.
4. Then, click on the plus + (Add) button to add an interview schedule.

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

6. In New Interview Schedule Schedule screen, select the appropriate Hiring Team Managed interview
schedule template (in person, web conference or phone) and complete all of the fields in the ‘What
are the details for this interview’ section, then click Continue.

7. Configure schedule, select the number of hours before the interview that a candidate can cancel
their interview. Then click Continue.

8. Add Interview Resources. Here you can add additional details for the candidate, guidelines for the
interviewers and resources for the interviewers. Then click Submit.

How to Invite a Candidate to 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.

2. Inthe Requisitions tab, search for the job requisition. Then, click on the number of applications for
the correct job requisition.

3. Choose the candidate you want to invite to interview.
4. Select the Interviews tab, then click on the +Schedule Interview (Add) button.

5. Select the button ‘By selecting time for the interview’ and then select the appropriate Hiring Team-
Managed Template (created in previous steps) from the Interview Schedule dropdown. Review the
information pulled in from the schedule template and edit if required.

6. Add the Start Date and Time and End Date and Time.
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7. Add Who will be interviewing by typing the interviewer’s full name into the field and selecting their
name from the list which appears. Select the Add Another Interviewer to repeat the process if
required.

8. Add any relevant Interview Resources.

9. Click Submit to send the invite to the candidate. An email notification will be sent to the candidate,
therefore it is important to make sure you have checked the accuracy of the information before
submitting.

How to Reschedule 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.

2. In the Requisitions tab, search for the job requisition. Then, click on the number of applications for
the correct job requisition.

3. Choose the candidate you want to edit the invite to interview for.
4. Select the Interviews tab, then select the interview.
5. Click Edit Interview.

6. Make any required changes, then click Save, at this point the candidate will be sent an email advising
that their interview has been updated. Members of the Hiring Team will also receive a notification
advising them of the update.

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

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

4. Inthe Phase dropdown, select Interview.
5. Then, in the State dropdown, select 1st Interview Scheduled then click Move.

6. If the candidate cancels an interview and does not plan to reschedule, ensure you update the state to
Withdrawn by Candidate. To do this, repeat steps 4 and 5 of this section, then in the State dropdown,
select Withdrawn by Candidate. Click on the Move button to save the new status.
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How to Cancel 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.

2. Inthe Requisitions tab, search for the job requisition. Then, click on the number of applications for
the correct job requisition.

3. Select the appropriate candidate.

4. Select the Interviews tab then click on the Cancel Interview icon. The candidate and hiring team are
notified that the interview is cancelled.

Page 5 of 30
PM1043a

DRAFT 26B July 2026 v3.0



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

How to 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.

THE UNIVERSITY
of EDINBURGH

Me My Team My Client Groups Help Desk Payables Procurement Guaranteed Hc
QUICK ACTIONS

B change Manager TR
@)
0 K<) ®

g Continuous Service Dates
My Team Journeys Hiring Learning

E Employment Info

B eviossmsy 7 19 L[] R

Workforce Line Manager Annual Review HR Reports

L
Change Assignment
a/ Change Assignme: Compensation Dashboard Record Dashboard

@ Document Records

:/ Termination

Absence Reports
;!7‘ Direct Reports

Job Requisitions

Search by requisition title, number, or description

Phase State Hiring Manager Recruiter Hiring Team Role Recruiter, Hiring Manager, Collaborator X Location Filters Clear (1)

1 results + Create ‘ m
P " o~ Requisitio A AR ~ S A ~ ~ : :
Requisition Title T NorGarl L~ Requisition Status Applications ¢ Prospects C Department C Creation Date v Actions

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

Requisitions & Offers

3. In the Requisitions tab, search for the job requisition using the requisition title, number or
description. Click on the job requisition name to open it.

Page 6 of 30
PM1043a

DRAFT 26B July 2026 v3.0



Job Requisitions

Search by requisition title, number, or description

Phase State Hiring Manager Recruiter Hiring Team Role Location Filters

7 results + Create

Requisition Title & Requeition < Requisition < Applications & Prospects < Department ¢
Number Status

Food & Beverage Assistar 13130 Open - Expired 0 0 ACE Catering
12617 Open - Expired 8 0 ACE Catering

Catering and Events Oper 12214 Open - Expired 2 2 ACE Catering

Catering and Events Tean 12135 Open - Expired 40 1 ACE Catering

Food & Beverage Assistar 12044 Open - Expired o] 0 ACE Catering

Catering and Events Assic 11427 Open - Expired 0 0 ACE Catering

Requisitions

o
E’:.Zm" v Actions
18/09/2025
5/06/2025 o
7/03/2025 ks
18/02/2025
3/02/2025 o
7/10/2024 c

4. Click the Interviews tab.

< Commis Chef

12617

wee Send Message to Team

Overview Details Messages Progress Feedback
Activity overview
New - To be Reviewed Active Applications Hires Out of 3
8 8 2
Unconfirmed Applications Referred Prospects
0 0

Key info

Requisition Number

12617

Requisition Status

Open - Expired

Requisition Type

Standard

Requisitions 25 Offers
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5. Then, click on the plus + (Add) button to add an interview schedule.

< Commis Chef

12617

Overview Details Messages Interviews Progress Feedback

Interview schedules =+

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

Requisitions ;5; Offers

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

Add interview schedule

@ Create an interview schedule |

(O Add a shared interview schedule

Continue
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7. New Interview Schedule screen complete the following fields:
e  Who will schedule the interview — Hiring Team

e Template — select the appropriate template from the drop-down menu.

Template When to use

Hiring Team Managed Interview — Web For interviews being conducted via Teams,

conference zoom etc.

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

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

e Schedule Title — will default from the template used
e Schedule Owner — will default to the person creating the interview

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

Format

Select from the drop down

Address

Location Details
Tips

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

Now click Continue to go to the Configure Schedule screen.
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New Interview Schedule

How to start

Who will schedule the interview?

(® Hiring Team

O Candidate

Template
Hiring Team Managed Interview- In Person (HTI

- ‘ ‘

Schedule Title
Hiring Team Managed Interview- In Person

Schedule Owner

HRPITEST+

What are the details of this interview?

Interview Title
Test Interview

Format
In Person

Address
40 George Square

Location Details

How to start
Room 1 ‘

Configure schedule

Cancel | Continue |

8. In the Configure Schedule Screen, select the number of hours before the interview that a candidate

can cancel their interview.

New Interview Schedule

Configure schedule

Candidates can cancel interview

Hours Before Interview

24 hourj

1 hour

2 hours

4 hours

8 hours

12 hours

24 hours

48 hours

No Limit

How to start

Configure schedule

Cancel | Continue |

Add interview resources

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).
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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 (CV) 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.

New Interview Schedule

Add interview resources

Info for the candidate

For the scheduled interview

vs]
-
[
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I

£
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fil
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@
i

Additional notes

m
[
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[{e]
i

£
]
iii
il
’Q;
w

Resources for the interviewers

Documents

| Resume x

cance'

Tips

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
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& Link to job posting

.ics attachments

sendto

Candidate and Interviewers

Candidate

Candidate and Interviewers

Interviewers

10. Once all sections are complete click on Submit and the schedule is saved in the requisition.

Administrator

Send Mesiape 1= Team

Owverview Details Messages Inderyiews Progress Feedback
Interview schedules +
Candidate Managed Interview = Web Conference Sxheduls
Carchdatey Managed
Crewted By
HRATES! Active

Schaduls

Hiring Team Managed Interview- In Person

Huting Team Maraged

Crasted By Sistum

HRATES! Ative

Hiring Team Managed Interview- In Person Sehedule
Hemg Team Maraged

Created By Status

HRATES Actren

@ Schecdule created X

11. You can review the details by clicking on the interview schedule created and edit any details as
required by clicking on the pencil icon.
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< Hiring Team Managed Interview- In Person

Schedule Details mieTviews

Basic info

Templstn Scteduls T
Hiring Team Managed Inberview- In Person Hiring Team Managed Interview- In Persan
Interview details s
Merviaw | the Format Adddreus
Tast Interwiew Ir Prarzan 40 Geprge Square, EDINBURGH, EHE 510 UNITED
EINGDOA
Limartizn Dalaib
Room 1
Configuration s
Cat red e s £ e el My Hours Befor Intersew
Wes 24 hours
Interview resources &

Info for the candidate

For the scheduled intenvios

Addiional moies

Resources for the interviewers
Qeurmanis
Resurne

« Link to job posting

~ s atlachrmenls

Candidate and Interviewers
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How to Invite a Candidate to 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.

THE UNIVERSITY
of EDINBURGH

Me My Team Help Desk Procurement

QUICK ACTIONS

g Change Manager e
()
i s ®

g Continuous Service Dates
My Team

Journeys Hiring Learning

B enpoyment info

Ersicye Sty ) 19 ) Ra

S/ Change Assignment Workforce

Compensation

Annual Review
Record Dashboard

Line Manager
Dashboard

HR Reports

Document Records

/' Termination

&3/ Direct Reports

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. Then,
click on the number of applications for the correct job requisition.

Job Requisitions
Search by requisition title, number, or description
Location Filters

Phase  State Recruiter

Hiring Manager

Hiring Team Role

7results | Create m
Requisition Title zit::;sei:ion ;eaq'l;issition < C Prospects C Department gl;et:tion 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 Assi¢

11427

Open - Expired

0

0

ACE Catering

7/10/2024

Requisitions = &) Offers

3. Select the candidate you want to invite to interview.
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< Commis Chef (12617)

Job Applications

Keywords

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

ﬁa View -
UOE Default View

O sitems More Actions v Sort By Application Submitted, New to Old ~
Favorite Candidate name and number Application status Contact details CV and submission date
New, To be Reviewed Resume
o 1 Prescreening score: 0 out of O 19/08/2025 250

New, To be Reviewed Resume

Requisitions Offers

4, Select the Interviews tab, then click on the Schedule Interview + (Add) button.

Details Screening Messages Activity Progress Interviews Feedback

External

Interviews

Status + Schedule Interview
— Skl

New, To be Reviewed

After interviews are added, you can see them here.

Applied On
10/03/2026

Last Contacted
Mot contacted yet

Email

Candidate Number
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5. You are now taken to the ‘Schedule Interview’ screen. Select the button ‘By selecting time for the
interview’ and then select the appropriate Hiring Team-Managed Template (created in previous
steps) from the Interview Schedule dropdown.

6. Enter the start date and time and end date and time.

7. Add Who will be interviewing by typing the interviewer’s full name into the field and selecting their
name from the list which appears. Select the Add Another Interviewer to repeat the process if
required.

Schedule Intervies

How to start

How do you want to schedule this interview?

®) By selecting a time for the interview

ik v Schusdle
Hiring Team Managed Interview- In Person

()} By inviting the candidate to select a time for the interview

What are the details of this interview?

nisraiew Trile Format .
Tt Inbervieny In Persan

ey - Lecatian Detaily

A0 George Square Room 1

Star Thime ﬁ Erutl Tiene

Whao will be interviewing?

i D e -

Reguired

Cancel |Cu"|l.'-1ul.-

Tips

By default, the interview is scheduled is in the browser local time zone in which you are working from.

Time zone differences:

The scheduled interview time will be may differ from what an external candidate sees within their candidate
profile (accessed on the career site). This is because the time adjusts according to their local time based on
the time zone of their browser. Additionally, the .ics attachment in the interview invite will initially show the
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UTC time, it is only when the .ics is added and saved to their calendar that their correct time zone is
reflected.

8. Add Interview Resources. This is any additional information you want to add for the candidate. You
may see the information you added at the ‘Create an Interview’ schedule as noted above. This can be
modified if required here. This text will be included in the invite to interview email sent to all
candidates.

Schedule Interview

Add interview resources

Notes to candidate

Add anything you'd like to share with the candidate before the interview, for example, how to join the web
conference

B 7 U &

1t
<

i

fii

@ X

How to start

Add interview resources

9. Click Submit to send the invite to the candidate. An email notification will be sent to the candidate,

therefore it is important to make sure you have checked the accuracy of the information before
submitting. Once submitted the screen will summarise and confirm the details.
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Details Screening Messages Activity Progress Feedback
External Lo

Interviews —
Status
i—l—l—l— IHmng Team Managed Interview - In Person 25/12/25 I
New, To be Reviewed
P o Start Date and Time End Date and Time
pplied On
.30. .30.Al
19/08/2025 25/12/2025 4.30.AM 25/12/2025 5.30.AM
” Schedule Type Format Scheduled X v
Last Contacte: Ty
Today, Sent E-Mail Hiring Team Managed In Person

Interviewers
Email

Candidate Number

Requisitions @ Offers

10. The candidate status should be manually updated to reflect that the interview has been scheduled, to
see how this is done, click here.

11. Once the candidate responds you should update the status further to reflect the candidates response
e.g. accepted invitation / declined invitation / awaiting response.

Note

The interview email invitation asks the candidate to confirm whether they can attend the interview by
emailing the recruiter. The invitation auto populates the name and contact email of the recruiter. An
example of the interview invite template is included in the appendices for reference.

How to Reschedule 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.

Page 18 of 30
PM1043a
DRAFT 26B July 2026 v3.0



THE UNIVERSITY
of EDINBURGH

Me My Team My Client Group!

QUICK ACTIONS

B change Manager
B continuous Service Dates
g Employment Info
Employee Summary
O/ Change Assignment
Document Records
armination

i3/ Direct Reports

Procurement

My Team

1

o o
MO)
\

Hiring

L=

Workforce Line Manager Annual Review
Compensation Dashboard Record Dashboard

__F_

Absence Reports

Guaranteed Ho >

®©

Learning

Ra

HR Reports

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. Then,
click on the number of applications for the correct job requisition.

Job Requisitions

Search by requisition title, number, or description

Phase | State  HiringManager  Recruiter  Hiring Team Role

Location

Filters

7 results + Create ‘

Requisition Title & Zz?:li)sei:ion < Is?:a;:issition

Food & Beverage Assistar 13130 Open - Expired
Commis Chef 12617 Open - Expired
Catering and Events Oper 12214 Open - Expired
Catering and Events Tean 12135 Open - Expired
Food & Beverage Assistar 12044 Open - Expired
Catering and Events Assic 11427 Open - Expired

Requisitions @ Offers

< Applications | Prospects &

0 0
o
2 2
40 3
0 0
0 0
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ACE Catering

ACE Catering

ACE Catering

m

Creation

Date o Actions

18/09/2025
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7/03/2025
18/02/2025
3/02/2025
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3. Choose the candidate you want to edit the invite to interview for.

< Commis Chef (12617)

Job Applications

Keywords

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

View
© UOE Default View M
O 8items More Actions v Sort By Application Submitted, New to Old ~
Favorite Candidate name and number Application status Contact details CV and submission date
New, To be Reviewed Resume
[m} i} Prescreening score: 0 out of 0 19/08/2025 EES
Ox
New, To be Reviewed Resume

Requisitions Eé Offers

4. Select the Interviews tab, then select the interview.

Details Screening Messages Activity Progress Feedback

External

. Interviews —

Status
— | IHirmg Team Managed Interview - In Person 25/12/25 I

New, To be Reviewed

Start Date and Time End Date and Time

Applied On
19/08/2025 25/12/2025 4.30.AM 25/12/2025 5.30.AM

Schedule Type Format Scheduled x] v
Lesl oo Hiring Team Managed In Person

Today, Sent E-Mail

Interviewers
Email

Candidate Number

Requisitions @ Offers
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5. Click Edit Interview.

< Interview Details wo | Editinterview

Requisition Candidate |

Basic info

Hiring Team Managed Interview- In Person Date and Time Format
Test Interview 30/06/2026, 12:00 PM - 1:30 PM GMT+1 In Person
Address Location Details

40 George Square Room 1

EDINBURGH

EH8 9JX

UNITED KINGDOM

Interviewers

6. Make any required changes, then click Save, at this point the candidate will be sent an email advising
that their interview has been updated. Members of the Hiring Team will also receive a notification
advising them of the update.

Edit Interview with

Test Interview - Hiring Team Managed Interview- In Person, 7

Basic info
Intervigw Tithy Format
Test Interview In Person M
Start Time End Time
30/06/2026, 12:00 PM GMT+1 @ 30/06/2026, 1:30 PM GMT+1 &
Address - Leeation Details
40 George Square Room 1
Interviewers
=+ Add

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.
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THE UNIVERSITY
of EDINBURGH

My Team My Client Groups Help Desk Payables Procurement Guaranteed Hc >
QUICK ACTIONS

B chenge Manager
o & ®
]V &
g Continuous Service Dates
My Team 3 Hiring Learning

yment Info

23] 1) i

Workforce Line Manager Annual Review HR Reports
Compensation Dashboard Record Dashboard

+

Absence Reports

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

Job Requisitions

Search by requisition title, number, or description

Phase State Hiring Manager Recruiter Hiring Team Role Recruiter, Hiring Manager, Collaborator X Location Filters Clear (1)

1 results ~+ Create ‘ o
Sras S A Requisitio . e A o A = xR 3 :
Requisition Title Nombal Requisition Status Applications ¢ Prospects C Department Creation Date v Actions

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

Requisitions 75 Offers
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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

Search by requisition title, number, or description

Phase State Hiring Manager

7 results + Create

Requisition Title < zfj‘:"l‘;sei:i""
Food & Beverage Assistar 13130
Commis Chef 12617
Catering and Events Oper 12214
Catering and Events Tean 12135
Food & Beverage Assistar 12044
Catering and Events Assic 11427

Requisitions

B Offers

Recruiter

Hiring Team Role

. Requisition Z e
< Status < Applications |

Location Filters.

Open - Expired 0 0
Open - Expired 0
Open - Expired 2 2
Open - Expired 40 1
Open - Expired 0 0
Open - Expired 0 0

Prospects

Department

ACE Catering

ACE Catering

ACE Catering

ACE Catering

ACE Catering

ACE Catering

m
gl:‘zﬁﬂn v Actions
18/09/2025 o
5/06/2025 o
7/03/2025 L
18/02/2025 s2e
3/02/2025 S
7/10/2024 "'

4. From the job applications screen select the checkbox next to the candidates’ name and click on the

Move Application button.
< Commis Chef (12617)

Job Applications

‘ Keywords

Show favorite job applications only

Candidate Type When Applying

O 8items

Move Application ‘

More Actions

~v

Favorite Candidate name and number

Bloggs, Joe
“
o
0O % C
Requisitions &) Offers

Phase State Prescreening Question

Application status Contact details

New, To be Reviewed
25/12/2025

Prescreening score: 0 out of O

New, To be Reviewed

Prescreening score: O out of O

New, To be Reviewed

Page 23 of 30

Filters.

Sort By Application Submitted, New to Old v ‘

CV and submission date

Resume

19/08/2025

Resume

19/08/2025 e

Resume
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5. Inthe Phase dropdown, select Interview.

Move application
1 candidates

Phase
| h State h

Required

New

Screening

Interview

Offer

' Cancel m
6. Then, in the State dropdown, select 1st Interview Scheduled then click Move.
Move application
1 candidates
Phase State
Interview T T
1st Interview to be scheduled
Comment
1st Interview scheduled
Awaiting response
Accepted invitation
Declined invitation
Additional assessment to be scheduled
Additional assessment scheduled
Awaiting interview/Assessment outcome
Cancel
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If the candidate cancels an interview and does not plan to reschedule, ensure you update the state to
Withdrawn by Candidate. To do this, repeat steps 4 and 5 of this section, then in the State
dropdown, select Withdrawn by Candidate. Click on the Move button to save the new status.

1 candidates

Move application

Phase
Interview

State

Comment

Page 25 of 30
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Did not attend interview

2nd Interview to be scheduled

2nd Interview scheduled

On Hold

Reserve

Rejected by Employer

Withdrawn by Candidate
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How to Cancel 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.

THE UNIVERSITY
f EDINBURGH

My Team / Help Desk Payables Procurement Tools Guaranteed Ho >
QUICK ACTIONS

B change Manager .0
] ®©

B continuous Service Dates
Journeys Hiring Learning

g Employment Info

B employee Summary @ MG rD ﬁ_‘

Workforce i Annual Review HR Reports

o,
Ch Assignment
W/ Change Assignmen Compensation Record Dashboard

@ Document Records

&/‘ Termination i +

Absence Reports
i/ Direc

Show More

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

Job Requisitions

Search by requisition title, number, or description

Phase State Hiring Manager Recruiter Hiring Team Role Recruiter, Hiring Manager, Collaborator X Location Filters Clear (1)

1 results -+ Create m

Shic : A Requisitio . oS ~ s A A A : :
Requisition Title Nuribar Requisition Status C Applications & Prospects C Department Creation Date v Actions
Catering and Events Assistant 11427 Open - Expired 0 0 ACE Catering 7/10/2024

Requisitions & Offers

3. Inthe 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.
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Job Requisitions

Search by requisition title, number, or description

Phase State Hiring Manager Recruiter Hiring Team Role Location Filters

7 results + Create m
Requisition Title ¢ Requisition < Requisition < Prospects C Department Creation v Actions
Number Status Date

Food & Beverage Assistar 13130 Open - Expired 0 0 ACE Catering 18/09/2025 (LT
Commis Chef 12617 Open - Expired 0 ACE Catering 5/06/2025 LERS
Catering and Events Oper 12214 Open - Expired 2 2 ACE Catering 7/03/2025 LA
Catering and Events Tean 12135 Open - Expired 40 1 ACE Catering 18/02/2025 L1

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

Requisitions @ Offers

4. Select the appropriate candidate.

< Commis Chef (12617)

Job Applications.

Keywc

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

ca View -
UOE Default View
O sitems More Actions v Sort By Application Submitted, New to Old
Favorite Candidate name and number Application status Contact details CV and submission date
New, To be Reviewed Resume
[m} i} Prescreening score: 0 out of 0 19/08/2025 EES
o
New, To be Reviewed Resume

Requisitions

5. Select the Interviews tab then click on the Cancel Interview icon.
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Details Screening Messages Activity Progress Feedback
External

- Interviews +
Status
] | \ Hiring Team Managed Interview - In Person 25/12/25

Interview, 1st Interview

scheduled Start Date and Time End Date and Time
25/12/2025 4.30.AM 25/12/2025 5.30.AM

Applied On

19/08/2025 Schedule Type Format Scheduled E e
Hiring Team Managed In Person

Last Contacted

Today, Sent E-Mail Interviewers

Email

Requisitions & Offers

6. The candidate and hiring team are notified that the interview is cancelled.
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Appendix

Appendix A — Example of Invite Email Sent to Candidates

THE UNIVERSITY
of EDINBURGH

Be Part of Something Bigger

Duar

I am defightad to confiem wea would lie to Invite you 1o interview. The detais of your scheduled intarview are as follows:

* Slan date 13072026 B.00.AM British Summer Time
* Aol Busingss Anityst

* Interview type Web Conlesence

* Interviewer(s)

Web conference link: www lest com

Phone number:

Access code:

Additional information:

This.is whena the text you entered under Info for the candidate - For the scheduled interview will appear

This & where the text you entered under Info for the candidabe - Addibonal notes will appear

Utz this i [0 downioad the calendar altachment and add the meniaw o yow Calendar

g ffebow-devd faem

toimnsARncE_Iangik 1ur2MpOaveE4)_ S 26Tl OO 1_2MY2e57 RVINSEZ .
T Calenc bnks.
i your caendar.

555 9 L3434
Universal Time [UTC). Whian you save i inlarview, i wil be 2335 bo your cakendar in the time zone 561 By yor browser. Howsver, Ihe calendar invite may st @splay UTC urless you change the lime zone sefings

[Py 10 iy amploymant commencing Wil he Univeesily, you wil o 0 your Right 1o Week in the UK. This includes il you are already working with s 85 3 conlracion of agency workes. Further infermation aboul the
documents that provide evidence can be found on the Demanstrating your Right 3 Work webodgs (006 in & R bitesed tab)
hat our

i5 accessible 10 8l candedates. If you raquirg any reasonatie adustments 3 any stage (or axamglo, an accassibie venue Of an alemative Tormat). plaase ket us know.
Extemal candidales can view intenview details by iogging nlo yout orofile cking on My C. Hyou

Wpeed. 10U 3 S0 Cancel your interview from Meve, of amail
Imdernal candidales can view or update thelr inberview by geing to suenified anokcalions. expanding B active sachon Infenvigu.

This email is an automated notifcation and replies are not monfored
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Version History

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 full move of SK

Interview Management to Redwood

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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