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Record Interview Schedule
In this example, we will record the interview schedule for one of the applicants for Job Opening 9717, Cookie Monster.

	1.  
	Your HCM (Human Capital Management) Home page might look different, depending on your access.

Click the Recruiting link.
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	2.  
	Click the Find Job Openings link.
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	3.  
	The Find Job Openings page appears.

There are many ways to search for a Job Opening, using specific criteria.

If you are unsure of specific information, you can use the Display Jobs field to find all jobs created by or associated with your ID. 

In this example, we know the specific Job Opening ID, 9717.

	4.  
	Click in the Job Opening ID field.
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	5.  
	Enter the desired information into the Job Opening ID field. Enter a valid value e.g. "9717".

	6.  
	Click the Search button.
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	7.  
	The Search Results appear.  Because we used a specific Job Opening ID number, we have only 1 result.

Click the Administrative Assistant III link.
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	8.  
	The Job Opening page for Job Opening 9717, opens.

We would like to increase our view of the full screen and will reduce the size of the navigational menu.

Click the Collapse (Ctrl+Y) Menu button.
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	9.  
	We are on the Job Opening page.

 

The top section of the page contains information about the Job Opening and cannot be modified.

 

The grey  Manage Applicants header and View Applicants sub-header indicate where you are.

	10.  
	There are 10 applicants for this job,  as indicated by the number in the blue Applicants bar.

If there were more applicants, you might need to use the arrows to see all of your applicants.

	11.  
	Review the Applicants on this page.  

In this example,  some applicants have been "Deselected" (110-Deslct)  and some are still listed as "020-Appl" - indicating they are still an eligible Applicant.

	12.  
	In this example, we will select Cookie Monster to schedule an interview with the Interview Team.

Click the Take Action list for Cookie Monster.
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	13.  
	The Take Action drop-down menu appears.

Click the Manage Interviews list item.
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	14.  
	The Interview Schedule page opens with the applicant name (Cookie Monster) at the top of the page and at the top of the Interview Schedule section.

There are general instructions at the top of this page how to modify the schedule.  In this example, we will provide more specific information as to how to schedule an interview.

	15.  
	The Interview Schedule section contains the names of those on the Interview Team.

If the Interview Team has changed, go back to the Job Opening Details and change the information on the Hiring Team page.  If you want to add or subtract a person from one interview, you can do so from this point.

In order to understand how these names were added to the Interview Team list see, "Create a New Job Opening" or "Create a Temporary/Limited Job Opening".

	16.  
	You have the option to notify the applicant and/or the Interview Team about the interview schedule details.

This is an auto-generated email that will come from TAM.  It cannot be edited.

Make sure you have already contacted the applicant by phone or email.  The person in charge of setting up the interview may also wish to first schedule the interview committee in Calagenda.

In this example, we want to notify both the Interview Team and the Applicant of the interview schedule that will be created below.

Click the Notify Interview Team and the Notify Applicant options. 
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	17.  
	Notice that both the Interview Team and Applicant will get emails.

In order to view more of the page, use the vertical Scrollbar.



	18.  
	The bottom of the screen is now visible.  

We will use the calendar feature (for Jane Austen)  to select an Interview Date.

Click the Choose a date (Alt+5)- Calendar button.
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	19.  
	The Calendar opens.

Select the desired month and date.

In this example we will select April 30, 2009.

Click the 30 link.
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	20.  
	Notice the April 30, 2009 date fills the Interview Date field.

Click in the Start Time field.
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	21.  
	Enter the desired information into the Start Time field. Enter a valid value e.g. "9 AM".

	22.  
	Notice the Start Time is now 9 AM.

Press [Tab].

	23.  
	Enter the desired information into the End Time field. Enter a valid value e.g. "10 AM".

	24.  
	Click the Interview Type list.
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	25.  
	The Interview Type drop-down menu is an industry created template. 

In our example,  we will use Inhouse 1 to indicate that this is the first interview for Cookie Monster.  If there are additional interviews,  you would use the "Inhouse 2" and "Inhouse 3" designations.

If you conduct a telephone interview with the applicant, you would record the date and time of the "Phone" interview.

	26.  
	In this example, this is the first interview with Cookie Monster.

Click the Inhouse1 list item.

[image: image14.png]Inhouse1





	27.  
	Location is where you enter the address and room number where the interview will take place.

Click in the Location field.
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	28.  
	Enter the desired information into the Location field. Enter a valid value e.g. "103 UHall".

	29.  
	We will now enter the Interview Schedule for the remainder of the Interview Team.  You can manually type in the date or use the calendar to select a date.

Click the Choose a date (Alt+5) Calendar button.
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	30.  
	Click the 30 link.
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	31.  
	Press [Tab].

	32.  
	In this example,  we have completed all the necessary steps to schedule a Cookie Monster interview with the entire Interview Team on the same date and time. 

Note:  you can have multiple interviews or have them occur at different days or times.

Review your work carefully.

Use the SAVE button at the bottom of the page if you want only to save your data at this time.  

In order to save and send an auto-generated email to the Interview Team and the Applicant, detailing the above information, you would use the Save & Submit button.

	33.  
	Click the Save & Submit button.
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	34.  
	The Manage Applicant: Cookie Monster page opens, with the Interview Schedule listed below.

Review the list of the Interview Team displaying interview details.

You are able to navigate (using the appropriate link) to either the Previous Applicant or return to the Applicant List.

	35.  
	The Interview Schedule can be modified by clicking the Date link to the left.  In this example,  we will not modify the Interview Schedule.

	36.  
	We would like to return to the Administrative Assistant III Job Opening page.

Click the Administrative Assistant III link.
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	37.  
	The Job Opening, Manage Applicants, View Applicants page (grey header and sub header) opens.

Notice that under Disposition, Cookie Monster has the Disposition code, 060-Intvw.  For details of this interview schedule, click the link.

	38.  
	We have finished setting up an Interview Schedule and want to continue with other TAM work.

Click the Home link.
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	39.  
	Congratulations!
You have successfully scheduled an interview.

End of Procedure.
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