Updated 2.11.15

Creating an Interview Series in Applitrack

Step #1: Log into Applitrack (https://admin2.applitrack.com/edenpr/)

Step #2: Click Interviews

Main Menu

~u
o My Dashboard kx| My Recent Actyity

Welcome,
Q & Test User

My Dashboard

Applicants >

P o P A+

Job Postings >

Forms

[

Interviews

& My Account >

& My Recent Vacancies My Recent Files & Folders and Routings

Step #3: Click Create New Series

SpEATe O

Main Menu

= ‘—; ;
€ e My Interviews linclude Inactive Series

‘Work with your scheduled interview sessions and serigs below.
Interviews, Interviews

B oypate ’ w Interview Calendar [ Download Calendar
Mo upcoming interview sessions available

W ayTite > w Interview Series
Mo interview series available for review

b By Qrganiec > o1 Create New Series (

= Create Interview

(A separate window will then pop up)

= 2| | .-
Manage Intens = —
appitrack.cam | hitps://adminZ.applitiack.com/ edenpi/OnlineApe/ Admin/Trteriew-ScheduleWizard, sspx?Seriesld_0
e - .
€ 2 Interview Series luGinan Include Inactive Series
“Starc | sares Datal is || Sessions || parsicipants || Quastionnares || summacy |
Add to interview series [ ]
Cdt or create an interview series by makina a selection below. h
R ——— The new

. Ne=
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Step #4: Click the radio button for Create New interview series

AppliTrack

Main Menu
€2 % [
Interviews, Interviews
% By Date
¥ ByTitle
;ﬁ By Organizer

=+ create Interview

@ hitps//al-L.applitrack.com/=denpr/onlinsapp/admin/Int ScheduleWizard aspx?Seriesid=0

Eden Prai

: 1 Interview Series

| & Inact

Add to interview series

> v Edit or create an interview series by making a selection below.

> | © Create new interview series

| General Recruiting - not associsted with a spacific pasting or pool

> 25 Specific Posting

Position Poal

fownloa

Step #6: Click Specific Posting (A dropdown box will appear that lists all current postings/vacancies), select the
position you will be interviewing for

Step #7:

FRONTLINE

Main Menu

€2 % [
nterviews, Interviews
g By Date

¥ ByTite

.-:1. By Organizer

¥ Creste Interview

Click Next

e v

€z

Interviews, Interviews
% By Date

¥ ByTitle

P18 By Organizer

&= Create Interview

& hitps

a1-1.applitrack.com/edenpr/onlineapp/admin/Interview-ScheduleWizard, aspxISeriesld=0

= 5 =
€ 2 Interview Series

| Start ‘__Senes Details || Sessions

| Partidpants || Questionnaires || Surnmary |

Add to interview series
Edit or create an interview series by making a selection below.
@ Create new interview series
General Recruiting - not associzted with a specific posting or pool

© Specific Posting Select a specific posting -
Position Pool

€' Interview Series

[Tlinclude Tnactive &

=3 Download Cal

(Cioe | [N

‘ e Inactive Seri

Start \_'_SeFies Den:‘il‘g___sa.;éion :Parti(j:i_‘p_an‘t‘:s_____LIEIestinnnaires____§umrrang____

Add to interview series

> bl Edit or create an interview series by making 2 selection below.

> b @ Create new interview series

* General Recruiting - not associated with 3 specific posting or poal

b9 ou @ Spacific Posting

*! Posttion Poal

ownload Calenc

—_—

Next »
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Step #8, 9, 10:

Step #8: Add the words Round X (X=1, 2, final, etc.) in front of the Job ID................ (ex. Round 1: Job ID: 00000 Coolest
Person Ever at Human Resources)

Step #9: Select the Location (from the dropdown list)
Step #10:

¢ Uncheck the box that refers to enabling automated phone interviews;

e Leave the box unchecked that refers to allow applicants to reschedule interviews;

¢ Leave the default option of As soon as session is created for the section that refers to when do sessions become
available;

e Leave the default option of No Cutoff for the When do sessions become unavailable

e Click Next

& https:;//al-1.applitrack.com/edenpr/anlinsspp/admin/Interview-ScheduleWizard asp?Senasdd =0

Main Menu

Q&g Interview Series Close '

e = Fitte Create New Interview Series e Inactive Sel

§Er‘gi Series Detzils LSES’S\UHS’{,E‘EI’UUQE"@  Questionnaires || Summary

nterviews, Interviews

Title: How weuld you like to refer to this interview serfes in the future?
Job ID:5516 - Custodian (Non-licensed) at Oak Peoint Elementary #8
B eyDate > v — fownload Caler
Location: Where wil these interviews be held? This location can be overridden asis later,
Select 3 default location for interview sessions 4 #9
B ByTite > wi
Options: [7] Enable automated telephone interviews via the Questionnaires Tab - ApplTrack can call your applicants, read them your
questions and record the candidate responses over the phone (Reguires: Automated Telephone Interview Credits).
By Organizer > o e
I allow applicants to reschedule interviews.
#10
F  CreateInterview When do sessions become available:  As soon as sessions are created
When do sessions become unavaiable: No cutoff -
«Prev | Next » ]

7 APl oo e n s i e AP A i It e R Tl m S 2 <O

Unscheduled
Applicants

S coin by cicang e Gnes created, applicanta may be Ssmanad to any scsion or

scssions cast ver. i e Add New Sesson. On:
csent | ited to choose from avalabie tme Slots on & ArEt-come. firetEervad ba

€

“wizardLsL Timestotade’, ")
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(A new window will pop up)

[ Spplitrackccom | http=/ogming

Job 14547

® Sl Occunence
1192013 (=

'+ applicants: & Foced -Count: 1 0 Uniimited

1872013

window

Step #12-19:
Step #12: Select Single Occurrence

Step#13: Select the Start Date (date of the interview)

Step #14: Enter the Start Time (time of the interview)

Step #15: Enter the Duration (# of minutes) (length of the interview)

Step #16: Enter the Maximum number of applicants per interview slot in the box for Fixed

Step #17: Select Interview Location (from the dropdown list) enter Address

Step #18 Enter any additional instructions (i.e. please select and interview time from the options available, if you have
any questions call (contact person’s name), you will receive a separate follow up email that contains additional interview
information),

Step #19: click Save Session

rrrrrrrrrrrrrrrrrrr -

[ e Sl e e R

Steps #12-19 E

|

Step#20: Repeat steps 12-19 for the number of interview slots available, after you have created all of sessions, click
Next

All of the sessions
you created will
be listed as you

save a session
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Step #21: Select Participants (those on the interview team), by clicking the box next to their name that are Applitrack

Users from the list of Users

2 applit ac k corn/ e/ Onlie A/ Adei

= s s =
€ 2 Interview Series [m=rrem
30b 1D11517 - Accounting/Accounts Favablc Clork 3t AdmInIStrative Scrvices Cente  Applicants: 0 Sessions: 1
s | Questionnaies || Summery | -
il be visible only o the AppIIrack USers you Selact i the Ist. Uther parScPants should be isted

AppliTrack Users:  Finer v

31518
£
f
H
i
i

lls}

— #21

I 1 Dewniesd Camncar

1|@|3 3|0|3

1a0a
ilis]
100
1 L
—

€ ‘2 Interview Series

[ Downioad Calsndar

Type any names for those not on the

Other = - = = =
participants: .
F user list
T - e =

httpz:/rodminZ.applitrack.com/cden. w SchedulcWizard.ozpxrScricsld—327 ) |

Adding Applicants
If there is no folder created with the applicant list created follow steps #23-26, if there is a folder created follow Steps

#27-32

Step #22: type the applicants name (last name, first name) in the Search field

Main Menu

€C fiter My Dashboard \Welcome My

& My Dashboard

@ Applicants >

‘ Job Postings > We | CO | | | e
!

H 2 h Test User

) Interviews > ! Search
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Step #23: The selected applicant’s information will pop up as a new tab, Click Interviews tab

New tab
with
applicant
information

é B interviews ©

~
€ test test & ¥ Next App B NewForm 4 Email 8Pt | FTodsw & Notes = AddToFolder ¢ Forward

Quick Look

‘ Online Application
test test

[+ Application Materials (_';

€ References (2]

#, Communication Log [ 0 ]

Step#24: Click on Schedule A New Interview

test test x

O 4

[+

~n
L test test €« ¥ Next App W New Form 4 Email 8 Pt | FTods™ & Notes & Add To Folder ~ Forward

Quick Look

Online Application

Application Materials [ O ]
— ? Fill Out Interview Evaluation + Schedule A New Interview
References &D
Communication Log E:Ft)
Interviews ‘;_ﬁ:‘_)

AppliTrack
8 https://al-1.appltrackicom/edenpr/onlinsapp/admin/nterviaw-ScheduleWizard aspriAppProfile=trusfid=10084
Main Menu test test x
~ ﬁQg Interview Series Close
(. - | Fo Folde] ~ Forviar
|
e Quick Look | start I_Ser]es Details || Sessions ;_Partl’cw’gants__‘ __Q__uestlbnna\reg_ Summary |
. Add to interview series
. Online Application The new
1 applicant selected. Select an option below to add the applicant to an existing or new interview series. —
& Application Materials WlndOW
* Edit existing interview series
% References (
~ Create new interview series
) communication Log [0
g Interviews ( 0
—
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Step#25: Select Edit existing interview series (A); Select which interview series you are adding applicant to (B), Click

Next (C)

"0 4

&, _ .
o € ') Interview Series

Quick Look

Start ;_Senes Demil_s: Sessions || F_amlﬁluantg__ _Ouestmnna'\re_s:__summar\!r__

) Add to interview series
Online Application

1 applicant selected. Select an option below to add the applicant to an existing or new interview series.

‘ Close |
e ™ Fo

o Folder

e

Application Materials

References

Fill Out a New Ferm

Send a Form

List All Forms. (

9 Edit existing interview series
Choose Interview Series A

Create new intarview series

|

| Next » ]

«—

(A new box will pop up showing that the applicant has been added to the interview series); Click Close

~
L

Quick Look

0O 4

Online Application

[+

References

Communication Log

Application Materials (o

Interviews (0

T

e

€ '3 Interview Series

Interview Sessions represent  Invited to choose from available time slots on a first-came-first-served basis,

the actual occasion of the
interview - it time and
location.

& Add New Session

Step #26: Repeat steps 22-25 for all of the applicants that will be interviewed

Step #27: (On the Main Menu tab) Click My Account

oTolder ~* Forwar
| Job 1D:5516 - Custodian (Non-licensed) at Oak Point Elementary Applicants; 1 Sessions: 0 |

Use the Sessions section on this screen to manage the interview times, locations, and assigned applicant. Additional applicants may be |

added to this series at a later time. ——
Unscheduled Applicant Invitation Status Applicants
Apphcants | test, test [ ] | Remove

information

Sessions Mo sessions exist yet. Begin by dicking the Add New Session. Once created, applicants may be assigned to any session ar

Main Menu
€2
@ My Dashboard
ﬁ' Applicants
‘ Job Postings
D Forms

)

Interviews

% ‘ My Account

My Dashboard

Vielcome My

Test User

>
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Step #28: Click My Folders & Routings

Main Menu

-~
L I Fiiter My Dashboard Visicome My Recent Activity

My Folders & Routings

4 Create A New Folder

Welcome,

h Test User

News

-3 Configure My Routings

) My Interviews

Search

My Settings

&  Edit User Information

d

*Any folders you created will be listed under My Folders, any that were shared with you will be listed under Shared
Folders

Step #29: Click on the Title of folder you would like to access
€«Z Fifter My Folders & Routings
Click a group to show applicants in it.

= My Folders & Routings

w My Folders
4= Create A New Folder : Create a New Folder

Creation Date Count

-3 Configure My Routings

® Test Folder
*= JobID 4547 - Closed 11/19/2013
L] My Interviews i il

My Settings

b There are no shared folders
/ Edit User Information

Step #30: Check the box of the applicant(s) that you would like to schedule an interview with

Main Menu
Test Folder ‘ | @l | B ‘
= 1 5 o e e
i S Date Comp. i, Hotes
Y Filter Applicants > | [EhiEaanal anpkcations
test, test 12/12/2012
+ Add/Remove Columns >
Active Jobs (1) | Pools (0 |
0pen | , g active vacandes are visble You Viewed On 2/11/2015
£¥  Batch Actions & Tools Internsl You Forwarded On 4/4/2012
...to rlackner @edenpr.org
o]
Test Folder
.. by Test_System on 11/18/2013

Step #31: Click Schedule an Interview (from the list that pops up on the left hand side)

test, test 12/12/2012
+  Addthem to afolder >

Active Jobs (0) |Poals (2) |
Open * MNo active vacandes are visible | You Yiewed On 2/11/2015
Internal You Forwarded On 4/4/2012
...to rlackner @edenpr.org

X Remove them from a folder

= 5
™ sk them with notes > Test Folder
... by Test_System on 11/19/2013

2  send them an email >

@

View sent emails

m

@ View submissions

M Forward applicant(s)

Schedule an Interview >
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Step #32: Click currently checked applicants (from the list that pops up on the left hand side)

Main Menu

Test Folder

1 Applicants Found

€

EHEE

i [ [ [

=

il Full Hame Date Comp. &8,  Hotes
é @ currently checked applicants ik aterat AnpScation=
test, test 12/12/2012

& Al spplicants in the list

| Active Jobs (0) | Pols (0) |

. [7] 9880 | 4 o active vacancies are visible You Viewed On 2/11/2015
Y Allin the list minus some Internal | You Forwarded On 4/4/2012

+..to rlackner @edenpr.org

Step #33: All of the applicants names will be added to the interview series

FRONTLINE

@ hitps://al-1applitrack.com/edenpr/onlineapp/admin/Interview-ScheduleWizard aspk?AppP rofile=tius8d=10084

| T

\ppliTrack

; = - -
LT testtest x| @) Interview Series
— | Job ID:5516 - Custodian (Non-licensed) at Oak Point Elementary Applicants: 1 Sessions: O
F - = 1“1 All of the
Start || Series Details| Sessions | Participants || Questionnaires || Summary |
I % . : y y : : ’ : names
uick Look Use the Sessions section on this screen to manage the interview times, locations, and assigned applicant. Additional applicants may be
added to this series at a later time. .
will show
o
h Online Application Unscheduled I Applicant T N up here
z - = o
Appllcants Ltest, test Li] | Remove
3 Application Materials
SeSSiOnS No sessions exist yet. Begin by dicking the Add New Session, Once areated, applicants may be assigned to any session or '
2 References Interview Sessions represent invited to choose from avaiable tme slots on a first-come-first-served basis.
the actual occasion of the
interview - its time and |

Step # 34: (once all of the applicants have been added to the series) Click Invite All Unscheduled Applicants

P=r =1

e |

] Lo e | o 8 L] 1 | e | e

ol

e

Use the Sessior ction on o o monage the interviaw Hmes, locations, and assigncd apolicant. Additional spplicants may be

P

Unscheduled v e T
Applicants Test, TusL @ |nwite | Assian Lo Sussivn Rermuve

- Invite Al Unschertied Anglicants | | Tnvite Oot

Sessions patc [ starc [ Ena | rocation [ Intervicwees

s sent 13/19/2013 | 8:00 AM | 9:00 AM | Administratice Sendces Center N
Ecit Selectod scamon | Lelets tolocred scamon
T pa=re— 0 = 1

(A new window will pop up)

Step #35: Type a message to the applicant(A); Make sure the box is checked that states Receive notification when

scheduled (B) , Click Send Invitation (C)

C e B <
@) Manage Interview Seres - Moxzilla Firafox

Receive notification when scheduled

([CSendimamten]

A. Type a message
here to the
applicant re: any
interview
information
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Step #36: Click Close out of this window; you have finished creating the series

TR

S ernean
£ Doduments

Unscheduled
Applicants

=B Add Mew Session

et ~
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