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Recruiting and Hiring - Scheduling
Interviews

1 Navigate to https://recruiting-help.frontlineeducation.com/hc/en-us/articles/94
90947635603-Interview-Manager-eLearning-Course

2 Click "Recruiting & Hiring"

https://recruiting-help.frontlineeducation.com/hc/en-us/articles/9490947635603-Interview-Manager-eLearning-Course
https://recruiting-help.frontlineeducation.com/hc/en-us/articles/9490947635603-Interview-Manager-eLearning-Course
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3 From your dashboard, Click "Applicants"

4 Click either "Vacancies by Category" or "Vacancies by Location"
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5 Navigate to the section/location of your position.

6 Select the position for interviewing
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7 Select the section of applicants you'd wish to invite. This will usually be located
within the "Qualified" pipeline.

8 Select the candidates to invite by either selecting check box next to their name, or
to batch select, use the checkbox indicated above.
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9 Click "Schedule an Interview"

10 On the Interview Series window, Click the "Create new interview series" field.
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11 Click the "Specific Posting" field, and choose your Job ID number from the list.
Click this button, and then click next.
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12 Edit title to include Job ID, Title, and Location of the position.

13 Select the location interviews will be held.
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14 Applicants have the option to schedule and reschedule interviews if allowed by
clicking the button below.

15 Click Next.
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16 Review candidates to invite and click "Add New Session"

17 Select whether this is a single or multiple occurrence (more than 1 interviewee).
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18 Select interview start and end date(s)/ and start time.

19 Select the duration of the interview.
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20 Select the number of interviews being held. System defaults to 10. For more,
repeat process.

21 Select the location again and/or modify the address as needed.
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22 Enter any additional instructions for the candidates, if necessary.

23 Once complete with all steps, click "Create Sessions."
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24 Click "Invite All Unscheduled Applicants"

25 Click "Send Invitation"
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26 Select Users to be included on the series, if needed. Additional users can have
access to edit the series, or be notified once an applicant has selected their time
by clicking the box next to their name.

27 Navigate to the "Questionnaires" section to build your interview questions for the
series. Click "Add or Create a New Questionnaire" to start.
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28 Choose either to "Use a Global Template" or "Create a new Interview
Questionnaire for this series" field, and then click submit.

29 If you select to create a new questionnaire, choose from "a blank form," or "an
existing questionnaire."
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30 Using the "blank form" option, allows for use of the Frontline vetted interview
questions per position.

31 To add questions to your series, click the "Add" button. You'll be able to edit later.



Made with Scribe - https://scribehow.com 17

32 To edit your questions when done selecting, click "Edit Questions."

33 Edit the questions using the "Edit Form Content" screen. Once done, click "Save
Changes."
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34 To finalize questionnaire, click "Complete and Return to Interview Series"

35 Click "view" to preview questions.
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36 Click this button.


