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1 Accessing the System and Menus

To access the system log in at: https://abdn.shibboleth.hireserve.com/

Please Use Log Off button to log out of the system when needed.

1.1 Dashboard

Upon log in you are presented with the dashboard and the tools menu on the left. See below:-
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The dashboard contains several portlets which can be moved in to a different order (by drag and drop) or

closed altogether (by clicking the X). The portlets provide basic statistics or shortcuts. You will only need to
use ‘My Candidates and My Inbox’.

The My Candidates portlet for example summaries the number of candidates at each status in your
vacancies. See below:-
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The My Inbox portlet provides notifications of any new applications, workflows or folders shared with you.
This can be customised to a certain level for example if you only want new applicants to be displayed in My
Inbox you can de-select all other notifications. See below:-

My Inbox -

had
>

._. ;j [#/] Shared [] Applications [ Workflows [] SLA [] Tasks

Date: Time Description
o 02Mmz0s 15:51 O'Hara, Caroline
J\'_-'L 021102015 16:34 Jones, Tom (Car Parking Attendant})

“ Displaying 1 -2 of 2

R

You can restore the default dashboard layout and set-up at any time by clicking on Options>Restore to
Default Dashboard. See below:-

Dashboard

Home

options_~ )] Hstory -

Restore o default dashboard

My duplicate candidates

1.2 Manager Tools Menu

Manager Tools -
The Manager Tools menu appears on the left side of the screen. My Jobs
See opposite:- My Folders
My Interviews

Interviews Scheduler
Workflow Motifications
Descriptors

The below descriptors are the options that are available to you during the recruitment process:

My Jobs — provides a list of your job vacancies with an overview of the information related to the vacancy (e.g.
the closing date, number of applicants).

NOTE: Recruiting managers have restricted access within My Jobs tool. To review applications and other
information refer to My Folders tool.

My Folders — Provides access to the folders of your jobs and the jobs where you were added as a shortlister. This is the
main are of work for you where you can review applications, shortlist or reject candidate.

My Interview s — provides a list of any interviews that have been arranged and you are on the interview panel.
See section 7 “My Interviews” for further information.

Interview Scheduler — from here you can set up interviews and invite candidates to interview. Section 4
“Scheduling Interviews and Inviting Candidates” explains how this section functions.

Workflow Notifications — if you initiate a workflow you will receive an e-mail notifying you and providing a link
to log in to the system. However you can also access any workflow tasks from here. Workflows are used for a
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number of processes including; redeployment feedback, making offers of employment and are covered in this
document.

2 Accessing and Rating Applications

1. Go to Manager Tools > My folder

Manager Tools -
e You will be presented with a list of folders corresponding to each vacancy
=3 you have access to as either a jobs owner or a shortlister. All vacancies
My Folders . . . .
B will have “Living” in front of them which means vacancies have not yet
R been filled. See below:-

Interview Scheduler
Workflow MNotifications

Hame Diate due
5 8L o Living - Leshuer in Socickogy 120 View Candidates in

g
View Folder y B A Living - Lecturer in Enginesring / 19 Folder

.'é'f £ Living - Training Test Job - Reference 6410/ 13

,o, J_" Living - Human Resources Partner / 17
‘ Paul st 2708
Living - CO - HR Director [ 18

]

o

b Lk Ik

L

2.1 Access for Shortlisting Panel

A. Go to Management Tools > My Folders

NOTE: Make sure you provide names of all the panel members to be present on the interview for your vacancy
to your Recruitment Assistant beforehand to make sure all of your panel members have accounts with

eRecruiter.
B. Click on the View Folder icon
You will be shown information relating to the folder e.g. the number of candidates, the folder name. See
below:-

My Folders

Folder: Living - Human Rescurces Pariner { 21

S Folder name  « [Living - Human Resources Pariner / 21 Comments Living Folder for Human Resources
::‘ec;;: :I:: i“r:ips:iﬂed Job Human Resources Pariner / 21 et
Candidates 2 e ale &a
Folder status View Folder Fitter g viewsSet Fitter
Zip (Not yet created) Live only gl
Notify commentg_]
Folder: Living - Human Resources Partner / 21
C. Firstly, check who already has access to the - "
folder by clicking on Options-View Shares.
See opposite:- View Shares
Selection Filtel
’ Documents 4
Min. appl. scor
Candidates Merge 4
Folder status
Zip View/Zet Filter
“iew Job

Interview Schedule

| have finished
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A new window will open listing all individuals with access and what level of access. If need be you can revoke
access by clicking the Revoke button > Finished (at the top right of this screen). See below:-

SHARES

Folder Name: Living - Lecturer in Sociology / 20 (76430)

Revoke All Shares Finished

User Access Mode Share Status Granted by ‘Granted on
Bruce, Kenny Share - With share option OPEN Amot, Tim 15/09/2015 14:56
Arnot, Tim QOwner OPEN Amnot, Tim 15/09/2015 14:29

D. To share access with the interview panel
please go Options > Share > Share >

Share

Share

&= Q

b

- Trusted

Review See opposite'- \fiew Shares Share - With share option
' ' Selection Filtel Share - Review ™
Dotuments 4
Min. appl. scor Share - \View only
Candidates Merge e
Folder status Folder Filtet
Zip Wiew/Set Filter Live only
e Notify comn
) Interview Schedule
| have finished
i -File - mm -Histor',r -
E. Follow Step 1. Click on Select
Users to select your shortlisting
panel. See opposite:— Folder Sharing (Living - 'Capturing the Energy' Development Officer - REDEPLOYMENT
ONT)
‘If the required User is not listed in Step 1
the system please ask the Please select to which user(s) the folder should be assigned.
Recruitment Assistant to add them Each user you select will be sent an e-mail containing a link to open the folder
to the System’. Select users
Ctan D
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1. Use Search Box to find your
shortlisters

F. Gl

Folder Sharing (Living - Lecturer in Sociology / 20)

Users %
Search users: brue

Available users

Step 1

Name Branch Usemame
(&3 Bruce, Kenny K D.BRUCE@ABDN AC.UK

Selected users
Hame Branch Usemame -

3 Bruce, Kenny(58326) K D BRUGE@ABDN AG. UK

2. Click on & next to the name of owert ) [
shortlister to add this person. This user
will appear in the bottom half of this
screen

G. Now click OK. It will bring you back to the previous screen

H. Use Step 2 if you would like to add additional text to that e-mail that will be received by all shortlisters
added

I.  Tocomplete this process click File-Save. Once this process is complete an e-mail will be sent to the users
you have added advising them that they have been granted access

2.2 Assessing and Rating Candidates

-~
£y

A. Click on the My Folder > View Candidates icon !
B. In order to shortlist candidates. See below:-

Summary of
Recorp mendations

Folder candidates

Folder: Living - Lecturer in Sociology / 20

Fle = 3 categories
4 Go to the folder configuration screen Recommendation | — All — ] ymﬁatﬁ only
Name Status Date Applied Score Employee Gid Intww Redeployment Candidate
[3 &1 Arnet, Tim TO70 - Shortlisting 0 o
'H'_j &) O'Hara, Caroling TO70 - Shortlisting 150/09/2015 40 W
[ &1  stewar Grasme  TO70- Shortistng  15/08/2015 i v

C. Further Particulars and Person Specifications. Click on Options > Documents and select the further
particulars document. It will then open in a separate window.

D. In the list of candidates you can see names, status on the system and whether they fall under one of the 3
categories: Current Employees, Redeployment or Guaranteed Interview Scheme candidates.

NOTE: Redeployment and Guaranteed Interview Scheme applicants must be invited to interview if they

meet 100% of the vacancy’s essential criteria (or would dowith reasonabletraining for
Redeployment candidates).
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E. The summary icons mean the foIIowing.‘:':n-_I Invite to interview.

Ty

“&i Reserve
;= Rejectcandidate
——Comments have been left

F. Click onl. to view candidate’s application. The below window will open.

Rate candidate "Arnot, Tim" x

et b

ste mame  Tim st

Decumenlype  Docement descrgten Decument rame Size

Click this to view / '

document

Dispiayng 1-10f 1

You can leave a comment
by using this option

Use buttons to
make
recommendation

NOTE: Only you will see all the comments left by other shortlisters.

NOTE: It is not mandatory to leave comments. However, it is preferable where candidate is rejected after
shortlisting.

NOTE: Bear in mind that any comments recorded may be sent to the applicant in the event of a Subject
Access Request.

4 Previous Next B

G. You can view the next candidate in the list by clicking
window and you will be returned to the list of candidates.

. Alternatively, you can close the

H. Click File-Save.

2.3 Creating a PDF of All Applications Collated

To review applications offline you can create a PDF document of all (or selected) applications. See below:-

. . ] Tool -
Note: Only Job Owner has access to this function. :"jg:r —
v Jobs
My Folders
My Interviews
A. GotoManager Tools > My Folders. Interview Scheduler

Workflow Notifications

B. Click on the View Candidates icon :

C. Select the candidates you want to add to a PDF by clicking ~ Folder candidates
the box next to each candidate. See opposite:-
D. Then click on Options > Merge and Convert to
PDF.

4 Go to the folder configuration screen Recommendation | — All -
=] Name Status
A& &EIE  OHara Carcline  T06D - On hoid

EI \:_j &, &) Ifl Arnot, Timothy TO50 - In-person Interview
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E. On the new screen select the following: See

Select

oppOSite:- Document Type [AI [None]
H H Application Form ]
e Application Form, ST 0
Redeployment Fesdback From Recruiting Manager f
e CV Passport m
. Qualifications (]
o Su ppOI'tlng DOCUmentS. Supplemeniary Information []
. Right to work evidence L]
® JOb DeSC”ptlon Selection Committee Form B
Supplementary Form ]
Supporting Documents ]
Reference ]

NOTE: You can also select Qualification and References but Seloct
. Job Document Type TAI [None
those may have not been provided yet. P = el

F. Thenclick File > Continue. This will bring you back to the list of candidates.

G. Once the system finishes compiling the documents and creating the PDF you will receive an e-mail
informing you.

H. To retrieve the PDF return to the Dashboard in eRecruiter and there will be the option to open or delete
the PDF in the My Inbox portlet. See below:-

My Inbox allglx
" ; Shared Applications Warkflows SLA Tasks
Date Time Description
|1"_'J 4 2011205 09:57 Batch print PDF document for Job ESTOD3A
[ T 20 Zru% TESt T
= Displaying 1-2 of 2

3 Progressing & Rejecting Candidates

Having reviewed the applications you can now progress your preferred candidates. Only the Recruiting
Manager can progress and reject candidates. Those who have review access can only make
recommendations.

3.1 Rejecting Redeployment Candidates

You only need to follow this particular rejection step when rejecting redeployment candidates.
NOTE: Redeployment candidates must be invited to an interview if they meet 100% of the essential
criteria.

NOTE: If you reject a redeployee candidate after shortlisting a feedback from must be provided.
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A. Select the candidates you want to Folder candidates
reJeCt (tICk the bOX [ fOI" eaCh Folder: Living - Lecturer in Computing Science / 22
candidate) then click Options >

Opti b Hist =
Contact > Recommend ions istory
Red eploym ent Reject After Export to Excel
Shortlisting. See opposite:- 4 Gototetol  view Fiter mendation | — All - G A

[ Clear Fitter Score Employee « | Gid Intvw Redeployment Candidate
[@] Arnot, Tim 0 L o v
Merge and Convert to PDF

Zip 3
Progress L3
Contact » T030 - Recommend Redeployment Reject After Shortisting
Reject b

B. A warning message will appear asking you to confirm this action. Click OK.

NOTE: Once you recommend a redeployee to be rejected after shortlisting this person will disappear from the
lists of candidates. The name will reappear once the feedback form is approved by your Recruitment

Assistant.
C. You will then be required to complete the Redeployment Feedback Manager Tools -
Form(s). For this go Management Tools >Workflow Notificatiqns. My Jotis
See opposite:- My Folders
My Interviews
My Inbox || 5
Interview Scheduler
[] shared | [¥] Applications [¥] Workflows (&) SLA [¥] Tasks Workflow Notifications
Date Time Description
o 02102015 1300 O'Hara, Caroline
= 0202015 1300 Amot Tim

Alternatively, if you have retained the My
Inbox portlet on your dashboard you will
find there is a workflow notification in the
inbox. See opposite:-

D. Click on the View Workflow icon = for the candidate you want to record feedback for. You are then
required to record a response for all of mandatory questions.

E. Once complete click Save at the bottom of the screen. This will send the form to the Recruitment Assistant
who is dealing with the post. Once the feedback has been approved the feedback will be passed to the
redeployment candidate.

If the feedback is hot complete, you will receive an e-mail informing you that the feedback has been rejected,
(with comments explaining why) and you will be asked to re-start the feedback process.

NOTE: If you move a candidate to Recommend Redeployment Rejection but do not go on to complete the
feedback form you will receive a daily reminder until this action is completed.
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3.2 Rejecting Other Internal/External Candidates

Folder candidates
A. Select the candidates you want to reject (tick the  oider Liing - Lecturer in Computing Stience /22

box @ for each candidate) then click Options- g ! v —
Reject- Reject After Shortlisting. See opposite:-

Export to Excel

Go to the folf et Fitter endation | — All - v | [Jsr

B. You will see a message asking you to confirm

. B . . Date Applied Score Er
you wish to reject the selected candidate. Click Merge and Comvertto PDF 1o T
OK to proceed' Zip » 1 for Interview 2302015 (1]

. . Progress 3
C. You will then be asked to send an e-mail. _ _ —
Reject L7 T031 - Reject after shortiizting

T032 - Reject after interview

D. Select “Reject after Shortlisting” template. See
opposite:- Bulk Update

Checkiedit &-mail before confirming
s 'I — 'I o '_

Candidate
Job

F. Click Continue or go File > Save to send ..,
out the rejections. Folder

E. Click Preview e-Mail to review the
correspondence

ler Status Summary

Lecturer in Sociology/20
TO031 - Rejact after application
Living - Lecturer in Sociology / 20

Correspondence
NOTE: If you would like to provide a specific i
. . From * |t amot@aban.ac.uk
feedback to a rejected candidate please .. e e
reject this person individually. All G |
amendments done to the draft will be i“;ﬂ L ——
. . eply-lo amot@abdn.ac.u
issued to all selected candidate. E-mail body e .
\With reference to your application for position of [job_title] ([refno]), we
regret to inform you that, on this occasion, your app!lcat\on has not been
successful
IT in the future you would like to consider other opportunities with us, (¥]
please do return to our website
. . Preview e-mail
3.3 Progressing to Interview Contnue
A. Select the candidates (tick the box @ for ;:FglflLe_r cf";'d'dgteﬁ e
each candidate) you want to invite to "°CT M EECHIEINRAMRHING SEEREE
Interview. File = COpfions = History =
B. Click on Options > Progress > Slgaiti b
Shortlisted for Interview. See opposite:- dGoothefol oot Fier L distion |— Al = v [
| Date Applied Score
!il l-.,-: &] :-_| Merge and Convert to POF | P b "
w [ 5 &5 Zip v iforinterview 23092015 o
Frogress ¢ TO60 - On hold
Reject * TO72 - Shortlisted for Intervisw

C. You will receive a warning message asking you to confirm this action. Click OK to proceed.

The selected candidates are now at the Shortlisted for Interview status. These candidates will now be available
to invite to interview under Interview Scheduler. See section 4 “Scheduling Interviews &lnviting Candidates”.
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3.4 Reserve Candidates

You can place candidates on reserve. Candidates will not be advised they are reserve candidate but will
receive an e-mail explaining that their application is still under consideration and they will be advised of the
outcome in due course.

) Folder candidates
A. Selectthe candidates you want to holdon  rojger: Living - Lecturer in Computing Science / 22

reserve and go to Options-Progress-

On hold. See opposite:- R P T sy -
B. You will receive a warning message EADORAOE Ko
asking you to confirm this action. 4 Gotothefol  getFyer mendation  — All —
C. Click OK. The candidates you selected [ Date Applied  Score
are now placed on hold. wl| E& Herge and Convertto FOF  Hterview  2a0er201s |
Zip 3
B o——
Fu Manager Tools A arview
My Jobs
My Folders

My Interviews
Interview Scheduler

Workflow Motifications
4  Scheduling Interviews & Inviting Candidates

A. Go Manager Tools > Interview Scheduler. See below:-

Interview Schedules

Interview Schedules

3. Use & to create a

new schedule
T Status |F‘Ianned |v

Job Title Refno  Selecfion track type Hiring manager  Stafus Date created
/ i d Lecturer in Engineering 19 TO50 - Interview date.  Bruce, Kenny PLANMED 15092015

2. Use & to amend
any existing
interviews

You are then required to enter a number of details.
Two different types of interview schedules are available:

¢ Manual — used to schedule interview slots and invite each candidate to a specific time. Setting up this
type of interview is described in section 4.1.

e Self Select — used to schedule a range of interview slots and invite the candidates to select a time that
is most suitable to them. Setting up this type of interview is described in section 4.2.

If arranging interviews where the candidates are invited to give a presentation at a different time from
theinterview you will be unable to use the Self Select feature. See section 4.1 for instructions on setting
these up.
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4.1 Scheduling Manual Interviews

NOTE: Do not draft any interview schedules before the vacancy is closed for further applications and you have

undertook shortlisting process.

A. Select “New Schedule” &z See below:-

File: - Options - History -
2. Click on Blue triangle to choose the
Interview Information JOb you are dea"ng with
Schedule Title /
ob . ©
Hiring Manager * <
Candidate Selection * —none selected — v
Schedule Type *® Manual ' Self Select
Location
o e et Cancidate : NOTE: If the list appears blank remove
Coninue] tick next to “live jobs”
B. A new window will be open with a list of Job Selector x
your vacancies. | R #l Live jobs | @1 My jobs | ] Live applications
C. Select the job you are dealing with and press =~ = o 2 LM A TG

OK. See opposite:-

D. Schedule Titile, Job and Hiring Manager
name will be auto populated. Please proceed
by populating below filleds as discribed
below. See opposite:-

E. Carry on and fill out all the information:

Schedule Title — this will automatically fill.
Job — this will automatically fill.
Hiring Manager — this will automatically fill.

Candidate Selection — select Shortlisted for Interview.

(-5, No data to display
Cancel oK
Interview Schedule
Interview Details
File > Options = History -

Interview Information

Schedule Title [Lecturer in Sociclogy / 20

Lab " o

Hiring Manager * O

Candidate Selection *|T072 - Shortlisted for Imewiewﬁ)ﬂ

Schedule Type «® Manual C Seff Select

Location EBception at University Office on Regent Walk.

" | TOS0 - Interview date [~

Invite to Interview

Invite ta Interview Email *| E73 Confirmation of interview (interview Scheduler)| v |

wr—

MNumber of Slots per Candidate

Continue

Schedule Type — Select Manual (to give candidates specific times) or Self Select (to give candidates to choose

time slots. See section 4.1 for more information)
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Location — Enter the location of the interview. Be specific as what you input will be reflected in invitations sent out
to candidates. ‘e.g Report to Reception, University Office’.

Invite to Interview — Select the invite to interview schedule template you wish to use. You will have options for a
telephone/Skype/VC interview or in-person interview.

NOTE. If you not sure if all the candidates will be able to attend in person still select “in-Person” interview type.

Invite to Interview E-mail — select which e-mail template you wish to use. If you are holding in-person interviews
you will have the option of two templates: Confirmation of Interview and Confirmation of Presentation & Interview.
Select Confirmation of Interview. See section 4.2 “Scheduling Interviews With Presentations” for using Confirmation
of Presentation & Interview.

If you selected Telephone/Skype/VC interview as the interview schedule template then you will have 3 e-malil
templates to choose from. Select Telephone, Skype or VC depending on the kind of interview you are holding.

Number of Slots Per Candidate - this is auto-populated to 1, but can be amended to your requirements.

F. Click Continue.

G. You are then required to create interview slots of each candidate you have at the Shortlisted for Interview
stage. See below:-

Interview Schedule

[ — I e 'l e _

Not et finalissd - You will nesd 1o finalise this schadula bafors candidates are notified of their siots

JLechurer n Sociclogy | 20

Hara, Caroling (T276957)
TO72 - Shortlisted for Interview
Candidate attendance confirmed
otlfy on finalise ¥

|
| Date Time Duration (Ministes) Enberviwrs Location Comments ComMict Status

v W v Porson, Test® Fiesse repot 1 recephol

o
B

H. For each slot you must complete the following information:

e Date

e Time

o Duration of the interview

¢ Location is auto-populated from the information you entered earlier (but can be edited if need be).

¢ List all members of the interview panel — see instructions below.

o Comments — there is no need to enter comments here. If your interview includes an exercise or some kind

you may wish to include the details here. Bear in mind any information entered here will be sent to the
candidate.

- Interviewers

I. To select members of the panel click on the add interviews icon ' scwes:  mae

J. In the new window find names of interviewers st —
by using Search | :;; Marwick, Deborah ABDN_ADP133
K. Select the interviewer you want to include by

clicking the add icon & for that user.
L. The interviewer should now be listed under e ——

Name Main Interviewers | Sranch Usemame

3 Marwick, Deborah{61543) = ABDN_ADP133
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Selected Interviewers.

M. Once you have selected all interviewers click OK.
N. Once complete click File-Save.

Should there be any conflict of interest (for instance a candidate is

being interviewed on this date for another post) system will come

up with an error. Once the clash is sorted go through File>Save | Mesgefom nebpage —

again.
& Are you sure? This will create interview records for candidates and will
W' e-mail the details to each candidate in turn.

O. Click File > Finalise. You will receive a warning message noting
that finalising will e-mail the candidates and asks you to confirm.

0K I ‘ Cancel

P. Click OK to proceed. See opposite:-

You will be shown a draft of the invite to interview e-mail. There is no need to enter any additional information
however if for example you want your candidates to give a presentation or some other exercise you should enter
the additional information here. See section 4.2 “Scheduling Interviews With Presentation” if you want to invite
candidates to different presentation and interview times.

Q. Use Preview E-mail to see an example of an email that will be sent out to the candidates.
R. Tosend the e-mail click File > Save.

NOTE: If you are arranging a Video Conference or Skype interview ensure you contact your Recruitment Assistant
for assistance or contact Media Services directly, so necessary equipment is arranged for the interview.
Interview panel members are expected to make the calls.

4.2  Scheduling Interviews With Presentations

A. Follow the instructions A - E from previous section.

B. Before clicking Continue change the Number of Slots per Candidate to 2

C. You are then required to enter details for 2 interview slots for each candidate you have at the Shortlisted for
Interview stage. See below:-

Interview Schedule

inlerview Detads

[ e 'I st 'I Madiic '_

Mot yet finalised - You will need to finalise this schedule before candidates are notified of thelr slots

Interview Information

ILochurer in CompuAng Scence | 22

Plannod

Candidate: Jones, Tom (T124034)

Status: Seatus: T050 - In-person Interview
Candidate attendance confinmed

Notify on linalise ¥

o -
Date Time Duration (Ministes) Interdowers Location Comments Confict Status [+] b~

B - ig  Hmuca, Kenny® Please come bo room <7 | This slot should always be for the presentation

- W~ g Dnice Renny Fléase coma 1o 1oom

NOTE: The first slot should always be used for the presentation. Failure to do this will result in the information
in invite to interview e-mails being incorrect.

D. Further follow instructions F to R from previous section.
E. You will need to enter the information relating to the presentation in the e-mail. Scroll down the e-mail body
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box until you see, “The presentation should last approximately XX minutes and should be on”.
F. Tosend the e-mail click File > Save.

Please note that if there is an overlap between the presentation and the interview itsection
the system will perceive a ‘clash’ (as either the candidate or one of the interviewers will be involved with
another slot at this point. Please ensure that the presentation and interview do not overlap.

Certain roles will have skills tests as part of the interview, so will be captured in eRecruiter as a
‘presentation’ slot. These may be overseen by one member of the panel. To avoid a clash, for the interview
slot please select the panel member who will be involved with the skills test as the Interviewer, and remove
their name as Interviewer for the interview slot itself.

4.3 Scheduling Self Select Interviews

A. Follow steps A to E from previous section
B. For Schedule Type select Self Select
C. Thenclick Continue.
D. Create as many slots as you would like but no less than the number of candidates invited. See below:-
Interview slots
Date Time (5[:"'."‘3:?5"; Candidate Interviewers Location Comments Conflict Status Book Release
x @ [~ [ v W5  Person, Test' |Please report to receptiol o] b
Candidates
Name Notify on finalise Has Profile Remove from schedule
O'Hara, Caroline [l L4 B
Schedule log
Date Action Candidate Message Usemame
16/0%2015 SCHEDULE CREATED Schedule created T.ARNOT@ABDN.AC.UK
E. Follow steps F to R from previous section
F. There is no need to amend the email
G. Click File > Save
H. Once candidates chosen slots you will receive emails to advise you of that.

4.4 Managing Self-Select Interview Schedules

There may be occasions where you are required to book a candidate in to a self-select slot for them.
A. Go to Interview Scheduler.

o . ) Interview Schedules
As you have already finalised the interview schedule Intervisw Schedules

you will need to change the Status drop-down menu
to Finalised in order to view your interview schedule.

See opposite:-

&) status | Planned v

Job Title Refno Selection track type Hiring manager

B. Click on the Editicon & for the vacancy schedule you wish to use. See below:-

Interview slots

(g‘j’:zég; Candidate  Interviewers Loeation Comments Confiict Status ~ Book  Release

X 709201521 11:00 v g Person, Test* Please report to receptiol =)

Date Time

C. To book a candidate into a slot, click on the book icon on the slot you want to book a candidate in to.
You will be presented with a list of candidates who still have to book a slot. Select the candidate you
wish to book and click File-Save.
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D. You are then required to send the e-mail confirming the booked slot to the candidate. To send the e- mail,
click File > Save/Send.

5 Editing Interview Schedules

5.1 Releasing Candidates

You can release a candidate from an interview slot.

A. Goto Interview Scheduler.

B. Click onthe Editicon .

C. Look up the interview slot with the candidate you want to release. Click on the release icon. See below:-

Interview slots

Date  Time (I\Dniﬁﬁttt‘eos!; Candidate Interviewers Location Comments Conflict Status  Book Release

17/09/2015  11:00 0 O'Hara, Caroline g Person, Test*  Please report to reception at University Office on Regent Walk. L=l

D. Click OK to the warning message to proceed.
E. Click File-Save.
F. Once saved, click File > Finalise to enable candidates to book the available slots.

5.2 Deleting Interview Schedules

Release candidates from slots as described in section 4.4.1.
Save the released slots but do not Finalise.

Once all slots are free click File-Delete.

You will receive a warning message. Click OK to proceed.
The interview schedule has now been deleted.

moow»

6 References

Once you have invited candidates to interview please notify the Recruitment Assistant for the
vacancy so that they can make the appropriate reference requests.

References can be accessed as part of the candidate documents under My Interview s (see section 7).

Note: An automated references process is under development and is expected to be available before the
end of the year. In the meantime requesting references is still a manual process and due to system
access levels must be undertaken by the Recruitment Assistant for the vacancy.

7 My lInterviews

You and the members of your interview panel can review the interview schedule; view the applications and
references for each applicant you have invited to interview.

. . Manager Tools -
A. Go to Manager Tools click on My Interview s.
My Jobs
You will be presented with a list of interviews that have been My Folders
scheduled. Each separate interview slot is listed. See opposite:- My Interviews
Interview Scheduler
The list included: Workflow Notifications

« Interview Date
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« Interview Time

« Duration

- JobTitle

« Job Reference Number

« Candidate ID

« Candidate Name

- Candidate’s mobile phone number
« List of the interview panel

« Interview location

« Anycomments

« Status of the interview schedule
« Interview Slot ID

The following information is also included in the list of information under My Interviewers. However candidates
are asked to complete this information once they have received their invite to interview so the information will
not be immediately available. See below:-

- Attendance confirmed

« Contact Number/Skype name (for telephone or Skype interviews only)

« Ifthey will require a temporary parking permit or a disabled space to be reserved

- Ifthe candidate has any additional requirements at interview (e.g. wheelchair accessible
building).

My Interviews

Allinterviews the users is assigned

l - 'I — VI e '_

Time Period | Future ~ | | Enter keywords Fal
Interview Date Interview Time Duration Job Title RefNo Candidate ID Candidate Name Mobile phone Interviewers Interview Location
\:" U-D : 2011002015 09:05:00 30 Tim Test HRS1234 7450855 Arnot, Timothy o7 533 Bruce, Kenny Please come to room 21 in the Sir Duncan Rice Library.
& L@ If 201102015 18:30:00 30 Tim Test HRS123A 7451284  Coliins, Paul 0 Bruce, Kenny Please come to room 21 in the Sir Guncan Rice Library.

To view candidate information (CV, Cover letter, Application, References) click on the View
candidate documents icon [].

If you have several interviews arranged you can filter this screen so you can review the details of only one
vacancy. To do this enter the job title in the key word filter: See below:-

My Interviews

All Interviews the users iz assigned

Time Period | Future o || |.JDI

Intervigw: Nate Intervigw Time Miratinn Inh Title Refl

You can also export the list of interviews in to an Excel spreadsheet. Click on Options-Export to Excel.

NOTE: If a candidate withdraws their candidacy from the post you will receive an email.
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As part of the University’s Athena Swan application we are asked to demonstrate data regarding
equality and diversity at the recruitment stage. During interviews with both internal and external
candidates, the University as a whole must include questions relating to equality and diversity
interests and activities that candidates have previously been engaged in.

Example of questions may be:

e Can you provide me an example where you have changed your approach to Equality and
Diversity?

e How would you enhance equal opportunities in their team, especially given our focus to
achieving Athena swan?

¢ How do you see your role contributing to the objectives of Athena Swan/ Equality and
Diversity?

o Where they aware of the University’s policy on equality and diversity?

If the candidate is struggling to answer the question, you just need to make them aware that we ask
the questions at all interviews at the University so candidates understand at the interview stage that
the University is committed to creating a positive and supportive working environment where staff
are equally valued and the diversity of staff and students is valued.

8 Recording Interview Outcomes

NOTE 1: This function is only available on or after the candidate’s interview date.
NOTE 2: Assessment form MUST be filled out for ALL candidates attended the interview prior a successful
candidate is progressed to “Recommend Offer”

Once interviews are complete you will be able to record the outcomes of the interview on e-recruiter.

A. Click on My Folders. Then click on the View Candidates icon % for the vacancy you are working on.
You will be presented with a list of candidates who were invited to interview.
B. For each candidate you will have the option to assess the candidate.

C. To do this click on Assess Candidate icon =_|. A new window will open. See below:-

Asszess Application - Aivboraye, Itohan X

aect candidate | 9077276015 2T/082015 ped (APP_FORM) -

University of Aberdeen

Application from
Job

Aivboraye, Itohan
Caterers for 14/ 15

D Type

2oolicat
pp 1 Form

Application date

Personal Detalls

27/08/2015 11:21

Title

Mrs

First name
Middle name(s)

Itohan

Lazt name
Address line 1

Aivbaraye
33 Nedffield Place

D. Input your comments in every box

E. You are required to record comments for the candidates under each category of the Selection Decision
Form. The categories of the form relate to the categories on the Person Specification for the vacancy. The
categories are:

Education/Qualifications

Work and other Relevant Experience
Personal Qualities and Abilities
Other
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F. Recommend if the candidate Exceeded, Fully met, Partly met or Did not meet the criteria in that category.
G. You are also required to record information about Equality & Diversity.

NOTE: Every interview candidate should be asked about their contribution to Equality & Diversity in their
previous employment. Their responses should be noted here.

If it was not appropriate to ask this, or the candidate has no experience of contributing to E&D, the
Convener of the Committee should give information relating to the University’s policy on E&D and Athena
SWAN. It must be recorded here if information was provided instead.

NOTE: You will be asked to rate the answer the candidate gave. This is unfortunately a limitation of the system
and any response can be recorded.

When completing this form for your preferred candidate, note the terms and conditions of the offer of
employment to be made including; salary, probation period and any other specific terms. You will be asked to
rate the answer the candidate gave. This is again a limitation of the system and any response can be recorded.

You MUST enter comments and record a rating under each criteria.

H. Once complete click Finish.
9 Rejecting Candidates After Interview

NOTE: An Assessment Form Must be filled out before any unsuccessful candidates get rejected.

A. Go Manager Tools > My Folders.

B. Click on the View Candidates icon [ for the vacancy you want to view candidates.

C. Select the candidates you want to reject (tick the box @ for each candidate) then click Options > Reject >
Reject after Interview .

D. Click OKto proceed when a warning message comes up.

E. Select Reject after interview email draft

F. There is no need to make any amendments to the rejection e-mail. If you want to add specific feedback for

a candidate you will need to reject that candidate individually

G. Click on Continue.
NOTE: If there are any candidates you want to hold as reserve candidates do not reject them at this time.

10 Progressing Successful Applicants

A. Select the candidate(s) you want to make an offer to (tick the box @ for each candidate)
B. Click Options > Progress > Recommend offer.

See opposite:- Folder candidates

Folder: Living - Human Resources Partner / 21

Opticns - History =

NOTE: all job offers should be done by HR. Export o Excel
4 Go to the fol Sat Fiter mendation | — All—
C. Click OK to a warning message. (| e Date Applied o
D. A workflow will initiate sending details to the Tl oo Cowvertlo PR 1710812015
Recruitment Assistant for the vacancy. They Zip v
will take forward the offer and will advise of
the outcome in due course. Froprees ke
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E. If you have left any other candidates
outstanding as reserves the Recruitment
Assistant will inform reject them on verbal
acceptance from the preferred candidate.
Should the preferred candidate decline the
Recruitment Assistant will discuss with you
before making an offer to the reserve
candidate.

F. Once offer is done Recruitment Assistant
will be in touch to advise of the outcomes.
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