Scheduling an Interview

The Schedule an Interview feature is used to send interview participants a calendar invitation for the
interview. You can include the invitation's location — a physical or virtual location (Zoom hyperlink),

candidate submission file, requisition information, and interview participants.

1. Ensure all candidates you wish to interview are in the Step/Status of Interviews: Interview
Scheduled.

2. From the candidate list within the requisition, check off the candidate you wish to schedule an
interview with.
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3. Goto More Actions and select Schedule an Interview.
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4. Fill in the appropriate fields in the new window. Most of these will be auto-populated with
information. You can make edits to any field. Select Next when done.
a. Subject
Organizer (this should be left as your own name)
Location (this can be a physical location or virtual location)
Start and End date and times
Default Time Zone (do not change, should reflect Eastern Time)
Reminder
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Interview Properties

Subject

Interviewers & Message Review & Submit

Language: English

Date

| Interview for the position of Research Scientist at Temple University (20000290} |

‘ December 1, 2020, 3:30 PM

Eastern Time (UTC -05:00)

Organizer

Duration

| Simon Karly

‘ 30 minutes -

Location

Remind interviewers prior to meeting

| g ‘ 15 minutes M

i m

5. Next, choose Select Interviewers to add your interview participants.
Taleo Tip: The individuals you add must have Taleo access to receive the interview notification from

Taleo.

Interview Properties

Interviewers

Interviewers & Message Review & Submit

Invitation

© selectinterviewers  © Invite the Candidate (simon Karly) 2.

ect intervi

rwitation

otification

O send the candidate file to the attendees (but not to the candidate)
O send tne requisition file ta the attendees (but notto e candidate)

Notes

Update Candidate progression Status

Currentiyin Change o
Step Status =) e Status
Interviews Interview Scheduled Interviews Interview Scheduled

The Filters on the left-hand side of the window will allow you to jump directly to the name or

email address of the person you are searching for. Select the checkbox on the left-hand side of
the participant’s name. Once your participant has been selected, click Select Interviewers to
add your participant to the interviewers list.

Interviewers Selector

O Frequent Collaborators

Emall Address
Employee ID
Jon Title
Department

user Group

Al

m clearhl

Filters v [AN  select

1 Interviewers are available

[FITERS) Name: karly ©

@ | Name

User Group: All @ Clear All

~ Email
Karly Simon karly simon@temple.edu

1 of1 (1 of1iems)
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Taleo Tip: Your interviewer must have Taleo access to be added as a participant.
7. You are able to send a PDF hyperlink of the candidate file or the requisition file to attendees,
excluding the candidate. Click Next to review the interview invitation.

Interviewers Invitation il
© Selectlnterviewers @ Invite te Candidate (Simon Karly) &

Karly simon
kary simon@temple edu zele A Invitation

v Notification

{OUTNOTTO the candidate)

o s

anaigate fle 1o me o

O sena e requisition fle to e (but ot to tne cangidate)

Updte Candidateprogresion Status
St - e S
e Inerview Scheduied e e

Taleo Tip: Check off the box for sending an invite to the candidate if you would like them to receive an
email with this information. Uncheck the box if you do not want the candidate to receive an email from

Taleo.
8. Review your invitation, then select Submit to send the invitation.

Interview Properties Interviewers & Message Review & Submit

The following candidate has been scheduled for an interview on Friday, December 18, 2020
Interviewers
Simon Karly 430 PM To 5:00 PM Esstern Time (UTC -050) Karly Siman

karlysEtemple 2o 2152040028
Is candidate Included In the Invitation?

Yes

9. You will receive the success message once you select Submit.

[iSS| @ The interview for Simon Karly has successfully been schaduled.

lection process @ Clear all

10. Once the interviews are completed, interview evaluation forms should be completed.
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Creating an Interview Evaluation

The electronic Interview Evaluation form can be used to send an interview evaluation to the interview
participants, excluding the candidate.

1. Navigate to your requisition.
2. Select the Interviews tab of the requisition.

” Requisition Info Prescreen Alerts Attachments Approvals sourcing Interviews History

3. Under section 4. Resources select Add below Questionnaires Attached to Requisition.

» 4. Resources

Questionnaires Attached to Requisition

Preview Add  Remove

Questionnaire Aftached By Date Attached -

Mothing found to display.

4. Under the Available Questionnaires category, click the Select button to add the Interview
Evaluation Form to add the form to the Questionnaire section. This will add the form to the
Questionnaire box at the top of the window.

) Administrative Coordinator-Fluid Manual (10: 20000095

ﬁ (= All Candidates 5
Requisition Info Prescreen Alerts Attachments Approvals Sourcing Interviews History

Expiration | t]

Mothing found

Questionnaire

v 4. Ret

Questionn:
Preview

Questionng v

MNothing found

Participant ' quick Filters Interview Evaluation Form Select

Add  Remt | qyestionnaire

Category
Nothing found

Filter
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» 4. Res

Questionnairz

Questionni ! Interview Evaluation Form
Preview

Nothing found

5. Scroll to the bottom of the window to select Done.

& ® [

£ Administrative Coordinator-Fluid Manual (1p: 20000095)

Attachments

Nothing found

Participant  quick Filters

Add Remt | questionnaire
Parlicipant
Category
Nothing found
Filter

Requisition Info Prescreen Alerts
v «
4. Rex Interview Evaluation Form
Questionn:
Preview

All Candidates 5

Sourcing Interviews Histery

[ Done MY >

6. Under section 4. Resources select Add, below Participants.

* 4. Resources

Questionnaires Attached to Requisition

Preview Add  Remove

One result found.

Nething found to display.

Questionnaire Attached By Date Attached
Interview Evaluation Form Karly Simon 2/24/20 10:112 AM
Participants
Add  Remove
Participant Aftached By Date Attached
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7. Participants to receive an Interview Evaluation form can be added from this window. The
external participants section can be used to add people who do not have Taleo user
permissions. The internal participants section can be used to add participants who have Taleo

user permissions.

a. Forthe upper section, manually type in the first and last name and the email address of

your participant. Select Add when names are entered.

Taleo Tip: If you do not find the user in the internal participants section, they can be added using the

external participants section.

b. For the internal participants section, use the Filters function to jump to the name or
email address of your participant. Click Select to add a participant to the list.

i
Add Participants

Selected Parficipants

Add External Participants
First Name Last Hame Email Address

INon-Taleo Participant Name participantemail@address

Name Email Address
Quick Filters

Name

& | Sydnora Simon 2D3803351F95D433E0538FFDEFOAEEE invalidemail com

karly simon

Email Address

Kariy Simon karly.simen@temple.edu

Kevin Simons 358AC19BE1672857E05381FDEF0ABDIC@invalidemail com

Keyword

Filter

%

8. Select Done when all participants are added to your list.

Taleo Tip: You can only add three participants at a time. If you have more than three participants to
receive the interview evaluation, you will need to repeat the steps above to add the additional

individuals.

Add Participants
Selected Pariicipants
Non-Taleo Participant Name

Karly Simon

Add Extemnal Parficipants

First Name Last Name Email Address

it

Cancel

9. Your participants will now show under the Participants section.
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» 4. Resources

Questionnaires Attached to Regquisition

Preview  Add  Remove

onnaire

Interview Evaluation Form

Attached By

Karly Simon

One result found.

Date Attached

2/24/20 10:12 AM

Participants

Add  Remove

Participant

Karly Simon

Attached By

Karly Simon

2 found, displaying all.

Date Attached

2/24/20 11:01 AM

Mon-Taleo Participant Mame

Karly Simon

2/24/20 11:01 AM
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Sending out and Reviewing Interview Evaluations

1. From the candidate’s submission, navigate to the Interviews tab.

@ Submission: Name, Your Temple for Administrative Coordinator-Fluid Manual {ID: 20000095)

ﬁ '@ E ‘ Meore Actions = ‘

Job Submission Attachments(d) Referral

Interviews History

2. Scroll to section 4. Resources to see Questionnaires Attached to Requisition. Select the radio
button next to the Interview Evaluation Form and select Send Request.

Cluestionnaires Attached o Requisition

)
]

nt=riew Evaluason Fo Doty fyan 127116 217 P
AEILEIPBHI!

In the new window, open the Select User dropdown to select the participants receiving the

interview evaluation. To include the Candidate file and Requisition file, select the checkboxes
below if you wish to share these files with the evaluators.

Taleo Tip: When sending out the interview evaluation form, the candidate’s name and requisition

information are not included on the form. It is best to include the candidate file and requisition file so
the evaluator knows which candidate they are evaluating.

3.

Questionnaire: Interview Evaluation Form

Select the fime zone and message language of guestionnaire recipients

Time Zone | America/New York v Language | English ¥

Evaluators

| Expiration Date | Message Template

[Select User v] prszo it
[Select User v] [a=520 =

[ | [Select User v [zr=520 B

File Share
Select which files will be sent to questionnaire recipients.

) Candidate file

) Requisition file

ion-specif
!

There is no data to display.

*Only files visible by the candidate are available for sharing

4. Select Send when done.
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P——————————————————————————————
LUESUONIEIre: M View Cyaiuduon -orm

Select the fime zone and message language of questionnaire recipients

Time Zone | America/New York v Language | English v

Evaluators | Expiration Date: | Message Template

[ Non-Taleo Participant Name =participantemail@ad v | [3/25/20 i

| Karly Simon <karly.simon@temple edu= v | [3r25120 G|

[Select User v| [ar25r20 | -
File Share

Select which files will be sent to guestionnaire recipients.

Candidate file

Requisition file

Submission-specific Aftachments*

There is no data to display.

*Only files visible by the candidate are available for sharing.

Send Cancel

5. Participants will receive an email with a link to complete the evaluation. If you attached the
candidate file and requisition file, those items will be included in the email.

Wed 3/4/2020 12:41 PM

noreply@temple.edu <hr-empty@invalidemail.com>
Final - Interview Evaluation Form

To  Karly Simon

=y Appaintment.ics - CandidateFile. pdf . . RequisitionFile.pdf .
— 1KB we | S0KB e | 34KE

Dear Karly Simon,

Please complete the following evaluation:

Evaluation: Interview Evaluation Form

Requisition: Admimstrative Coordinator-Fluid Manual
Candidate: Your Name

Expiration Date: 4/3/20

Click the link below to access and save the evaluation.

Evaluation URL

Best regards,
Human Resources Department

Replies to this message are undeliverable and will not reach the Human Resources Department. Please do not reply.

6. To view completed evaluations, navigate to your candidate’s submission. Select the Interviews
tab and scroll to section 2. Completed Interviews and Evaluations. You will see a list of all
completed evaluations. Select the radio button of the evaluation you wish to review and select
View Results.
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@ Submission: Name, Your Temple for Administrative Coordinator-Fluid Manual (ID: 20000095) (4

Go s
Job Submission Attachments(4) Referral Interviews History

* 1. Interviews and Evaluation Requests

Create Interview

Cancel

©ne result found
Event v | EventType Details Participants Status
4/3/20 11:59 PM Feedback Interview Evaluation Form Non Taleo Pariticipant Requesled
(Américalliew York)

» 2. Completed Interviews and Evaluations

Completed Evaluation Questionnaires

View Results  Remove

One result found.

Questionnaire Participants

374720 12:41 PM Feedback Interview Evaluation Form Karly Simon

7. When you have completed your review, select Done to be brought back to the Interviews tab.

@ Submission: Name, Your Temple for Administrative Coordinator-Fluid Manual (ID: 20000095) (4

6o =
Job Submission Attachments(4) Referral Interviews History

Interview Evaluation Form

Done

Response Display Avg Question Score Avg Skill Score
English v Document v 0% 0%

% indicates a response is required

» Questionnaire Information

This Interview Evaluation Repert is a tool to be used to provide feedback to Human Resources regarding interviewed candidates. Please use your best
judgment in evaluating the candidate’s responses to your questions. Remember to use goed listening and note taking skills as the interview progresses
In order to provide guidance o you in evaluating the responses, a iable containing rating categories and definitions is provided below. Please familiarize
yourself with these definitions prior to the interview.

The candidate’s responses will be evaluated on a 5-point scale. To assist the interviewer and to provide for consistency, an outline of the rating scale to
be used follows.

Rating Category, Standard
outstanaing Evidence that the candidate has performed similar functions very well or has

met even higher performance standards for similar functions. Demonstrated
a record of performance exceeding the level required by the job.

» Questions

Question Answe

Weight Score
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