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Scheduling Interviews through Cronofy

Scheduling interviews will be the responsibility of the hiring manager unless otherwise specified by the

department.

1. Select your open jobs.
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2. Navigate to the job you will be scheduling interviews for, click ‘Review applications’.

@ You are controlling Chris Egeland's account. Return to your account

Visibility
Alljobs My jobs.
2 search results
Job number Title HRMS Title
493236 Human Resources Intern
12345 Test Job Card - Benefitad Staff Training

Status
All
Unit Date added
Jun 26, 2023
Mar 20, 2023

Interviewing

Approved

Current

Request Provider First Name

Christine Egeland

Christine Egeland

Non-current

£ Settings
Reports to Pravider First Name
Review applications  View job

Kimberly Idiand

Hannah Whalen

View job
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3. Open the applicant card for the first candidate that will need an interview scheduled. If you will be calling the

candidate to schedule their interview, make note of their phone number.
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12345 - Test Job Card - Benefited Staff Training ¥

Quick filters ~

Statuses with Applications
Shortlisted Applicants
Current Application Statuses
Internal Applications

Flags

Application status
Initial Review Successful (0)
Invite ta Interview (0)
Interview 1 - Accepted/Sched... (2)
Interview 2 (1)
Background Check - Initiated (0)
Background Check - Pending (... (0]
Background Check - Status U... (0)
Background Check Complete ... (0]
Offer Card Request (Verbal of... (2

Online Offer Made (0)

P Arenrend (Candid=sn ™ im

Job status: Appro

Select all

Interview 1- Accepted/Sch... OO0 Interview 2 {1
# Becca Bergee - & Test Appl
= 0
Form  Résumé Form  Rés
Change status Progress « OO0 Change status.
® Test Applicant 1
= 0
Form  Résume
Change status Prograss OO0
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Becca Bergee @

View profilc View reforences  Add flags
Phane AT cell
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@ You are viewing this applicant’s application for the job Test Job Card - Benefited Staff Training. Only information related to this
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4. Update the candidate’s status to ‘Invite to Interview’. Click ‘Next'.

3

Change application status =

© You are viewing this applicant's application for the job Test Job Card - Benefited Staff Training. Only information related to this

application will ba shown. -
i Initial Review Successful

{ Invite to Interview

Becca Bergee ® = Atz Interview 1- Accepted/Scheduled
View peofile View selerences  Add flags Interview 2
Background Check - Initiated
Phane nTInn 2o e, Background Check - Pending (HR USE ONLY)

Numbes 96 Background Check - Status Update (HR USE ONLY)
Background Check Complete - Proceed with Offer Card
E Offer Card Request (Verbal offer accepted)
mvold Q@D e Online Offer Made

Oviginal saurce Careers website

Offer Accepted (Candidate Only)
Applications  History  Scheduled emalls  Resume Offer Accepted - Paperwork Complete (Candidate Only)

Hired (HR USE ONLY)

© 12345 - Test Job Card - Beneficed Staff Training

N offer

Save Next > Cancel

5. You will now have 2 options, to choose an interview time on your candidate’s behalf, or to allow your candidate

to select their interview time based on parameters you set up.

‘Who should select an interview time?

o
Select a particular interview time for a candidate Allow candidate to select their interview time
P — )
[ choose an imerview time | Candiaate chooses imerview time

Don't ask me again

6. Both selections will bring you to a screen that looks like the below screenshot. Within this screen you will

need to do the following:

a.

Select all interviewers. Each time you add an interviewer their current outlook calendar availability
will populate in the screen to the right. Available times for all interviewers will appear green.

Unavailable times will be gray.

Select start & end dates of when you would like the interviews scheduled between.
Create availability hours by selecting ‘edit availability hours’

Select the duration of the interview.

If this will be a virtual interview, select ‘Integrated’ which will default to a Teams meeting. If it will not

be virtual, select ‘None’ and add a location.
Select ‘Remember this for next time’ if you would like these settings to be saved.

If you would like your interviewee to select their interview time, make sure ‘Allow candidate to select
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interview time’ is toggled on.

h. Once all parameters are set, click ‘Preview Invite’

Interview Booking: Becca Bergee

Interviewer's calendars Check interviewers' real-time availability [ Allow candidate to select their Interview time ()
lows C
Search and add interviewers:

- Oct 2023
Hannah Whalen (hannah.whalen@und.edu) X

Chris Egeland (chris.egeland@und.edu) X Wed 4 Thu 5 Fri6 Sat 7 Sun 8 Mon 9 Tue 10

Becca Bergee (beccabergeedund.edu) X |

No matches found. 9:00 am |

zeting room for in-person interviews.
Add meeting room for in-person interview: 10:00 am

]

100 am

Event details

Start date * End date * 12:00 pm

10/04/2022 0 10/25/2023 0O

Availability hours
Mon 8am - 6pm

100 pm

200pm
Tue 8am - 6pm

Wed 8am - 6pm
Thu 8am - 6pm 300 pm
Fil 8am - 6pm

Time zone: America/Chicago
4:00 pm
[Edit availability hours

Duration 5:00 pm

<

60 mins

g
H
&
-
&
L]

Vietrial emmnsinn tinl /2

Remember this for next €] — review invi
O amember this for it ame L [ ] Interviewers availability Unavailable time slots &) Time zone: America/Chicago | P e

7. If you are selecting the interview time for your candidate, it is best practice to contact the candidate by phone
to confirm the time that will work best for them based on theirs and the interviewer’s availability. Select that
time on the above screen and then click ‘preview invite’ which will be a confirmation email that will be sent to
the candidate and interviewers. A calendar appointment will be added to your interviewers’ calendars when

the confirmation email is sent.

8. If you are allowing the candidate(s) to select their interview time an email invite will be sent to them which will
appear like the below screenshot. The candidate will then click the link and select a time that works for them.
Once they have selected a time, a calendar appointment will be sent to the interviewers and the candidate

will receive a confirmation email.

Select a timeslot for your interview

CLIENT HR Team <noreply-11 mail.pageuppeople.com=

LH. To ® hannah.whalen+testapp2@und.edu
This sender noreply-113 ail.pageuppeople.com is from outside your organization.

Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

Dear Test,
You have been invited to an interview for the job: Test Job Card - Benefited Staff Training.

Please click the link below to pick a time slot for your interview: hitps://app.cronofy.com/add to calendar/scheduling/XWsmwd4Yvhei7yfywiggxfeT

Kind Regards,

UND Recruitment Team
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