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

 

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:  
 

• Hiring Team Managed (where a specific interview time and date is sent).  

• 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:  
 

• In Person 

• Phone 

• 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). 
 

Hiring Manager Guide- How to schedule and manage Hiring Team 

Managed Interviews 

Hiring Manager/ School/Department Administrator  

 

 

 

 

People and Money system  

mailto:hrhelpline@ed.ac.uk
https://www.ed.ac.uk/staff/services-support/hr-and-finance/people-and-money-system/people-and-money-user-guides
https://www.ed.ac.uk/staff/services-support/hr-and-finance/people-and-money-system/people-and-money-user-guides
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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updated to ‘Withdrawn by Candidate’.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 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. 

 

Quick Links to Detailed Steps 

Create an Interview Schedule  

How to invite a candidate to an Interview  

How to reschedule an interview 

How to update the candidate status 

How to cancel an interview 

 

Appendices 

Example of invite email sent to candidates 
 
Example showing the notification sent to the hiring team for an arranged interview 
 
Example showing what the candidate sees when they click on interviews scheduled within 
their candidate profile 
 

  

 

Create an Interview Schedule  

1. From the Home page, click the Navigator menu on the top left icon.  

Create Interview 
Schedule

Invite Candidate
Update Candidate 

Status

In Detai l… 

 

https://www.ed.ac.uk/staff/services-support/hr-and-finance/people-and-money-system/people-and-money-user-guides
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2. Expand My Team/My Client Groups, then click Hiring.  

 

3. In the Job Requisitions screen, select the job requisition you want to set interviews 
for.   
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4. Click the Interviews tab then click Add.  

 

5. In Create Interview Schedule screen, select the appropriate Hiring Team 
Managed interview schedule template 

Template When to use 

Hiring Team Managed Interview – Web 
conference 

For interviews being conducted via Teams, 
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. 
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Confirmation will display on screen that the template details have copied to the 
schedule 

6. The Schedule Title will auto-populate with the name of the template selected. 
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, then select Continue. 

 

7. Add appropriate Location Details. Then click continue   
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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 a phone number or web conference link and/or 
access code can be added 

8. Review and make changes to Settings as appropriate. Then click continue   

 

a) Candidates can cancel – ensure this box is ticked 
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b) Select/Deselect the Candidates can’t make last minute changes checkbox 
as required. If this is selected, the Hours before interview field can be used 
to select the length of time before the interviews that changes will be unable 
to be made. (Options include 1 hour, 2 hours, 4 hours, 8 hours, 12 hours, 24 
hours, 48 hours). 

9. Make changes to Candidate info, if needed. Then click continue 

Post-Schedule Details: These are details you want to include in the interview email 
sent to all candidates. The interview email invitation (see appendices) 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.  

Once the candidate responds, the hiring team should update the candidate's status 
accordingly, for example "Interview – Accepted Invitation." This section can also be 
used to include extra info, like interview location directions, contact person on arrival, 
or web conference instructions. The text will be included in the interview invite email. 
An example of the interview invite template is included in the appendices for 
reference. 

  

10. Make changes to Interviewer Documents if needed. Then click Save and Close 
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Selecting Include link to job posting and/or include link to resume will include a 
link to these documents in the notification sent to the hiring team to access these 
documents.  

Selecting include link to .ics attachment will allow the hiring tram to add the 
interview to their outlook calendar. See appendices for an example of the 
notification.  

How to invite a Candidate to an Interview 

1. From the Home page, click the Navigator menu on the top left icon. Open the My 
Team/My Client Groups section and click Hiring. 

. 
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2. In the Job Requisitions screen, click the Applications hyperlink for the correct job 
requisition.  

 

3. Choose the candidate and go to the Interviews  tab.  
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4. Click Add  to add Hiring Team-Managed Interview.  

 

5. Choose the appropriate Hiring Team-Managed Template (created in previous 
steps) from the Schedule Title dropdown  
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6. Review the information pulled in from the schedule template and edit if required: 

 

For In-Person interviews you can enter an Address and any additional Location 
Details. To enter a university location, begin typing the building into the 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, web conference link and/or 
access code can be added 

7. Add the Start Date and Time and End Date and Time 
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a) Select the Calendar next to the appropriate field 

 

b) Select the date from the calendar 

c) Click Select Time 
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d) Select the hour, minute and AM/PM sections and scroll to the appropriate time 
or type your selection. By default, Greenwich Mean Time (GMT) should be 
shown (it is advised not to change this). If a candidate has specified a 
preferred time zone the system will default to that time zone. Make sure that 
you change the time zone to GMT if this is the case.     

Time zone differences: The scheduled interview time 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 UTC time, it is only when the .ics is 

added and saved to their calendar that their correct time zone is reflected.  

8. Add Interviewer Details by typing the interviewer’s full name into the field and 
selecting their name from the list which appears 
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 Select the Add Another Interviewer link below and repeat the process if required 

10. Add any relevant Notes to Candidate. This is any additional information you want to 
add for a specific candidate (not all candidates). This text will be included in the 
invite to interview email sent. Please see a copy for the invite to interview template in 
the appendices. 

 

11. Click Save and Close to send the invite to the candidate. An email will be sent to the 
candidate as soon as save and close is clicked so make sure you have checked the 
accuracy of the information. 
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The candidate status should be manually updated to reflect that the interview has been 
scheduled, to see how this is done, click here.  

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

 

How to reschedule an interview 

1. In the Job Requisitions screen, click the Applications hyperlink for the correct job 
requisition.  

 

2. Select the appropriate candidate 
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3. Select the Interviews tab then select the interview  

 

4. Click Edit 
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5. 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 job applications screen select the checkbox next to the candidates’ 

name, click action then select move 
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2. Use the Phase dropdown to select Interview 

 

 
3. Then use the State dropdown to select 1st Interview Scheduled then click Save 

and Close 
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4. If the candidate cancels an interview and does not plan to reschedule, ensure you 

update the state to Withdrawn by Candidate (within the New Phase) 

 

How to cancel an interview 

1. In the Job Requisitions screen, click the Applications hyperlink for the correct job 
requisition.  
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2. Select the appropriate candidate 

 

3. Select the Interviews tab then click the ellipsis next to the interview and select 
Cancel Interview 
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Alternatively, you can also click on the interview link and select to cancel the 
interview from this screen.  

 

The candidate and hiring team are notified that the interview is cancelled. 
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Appendices 
 
Example of invite email sent to candidates:  
 

 
 
 
Note the post schedule details and candidates notes section highlighted red and yellow in the image below is for illustration 
purposes only, it does not appear this way to candidates.  
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Example showing the notification sent to the hiring team for an arranged interview: 
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Example showing what the candidate sees when they click on interviews scheduled within their candidate profile 
(accessed via the Career Site) 
 

 


