\a_._@_s’ Queen Mary

. . . University of London
Oleeo User Guide — Setting Up Interviews

This document will provide you (Hiring Manager) with step-by-step guidance on how to:

- Create Interview Schedule and Interview Slots
- Send Interview Invites (Bulk, Individual and Manual)

Throughout this document, the terms opportunities and vacancies are used interchangeably. The term “HM” throughout Oleeo refers to the Hiring
Manager.

Accessing Oleeo/Dashboard

Step/Action ~ Example/Screenshot

To access the Oleeo system, follow this

-
link: https://amul-jobs.tal.net/ and click RQ
“Log in with single sign on” to log in to

the system.

ATS - QMUL Jobs

When you log into Oleeo, you will be e n

presented with your Dashboard.

(|Usemame )
Your dashboard includes an “Interview” (_Password

tab which provides you with an overview
of candidates and vacancies at interview

OPPORTUNITIES SHORTLISTING INTERVIEWS CONDITIONAL OFFER | PRE-EMPLOYMENT CHECKS | UNCONDITIONAL OFFER/START DATE | ONE-OFF PAYMENTS
stage.
EMPLOYMENT VARIATIONS
HM to arrange. this box shows you all Rd 1 Invites - HM to Arrange Rd 1- Outcome Forms to Complete
candidates that have been selected for
. . . Displaying |100 v | of 104 results | Filter results z Displaying | 25 w|ofSresults | Filter results
interview (successfully shortlisted).
. APPLICATION 4 FIRST LASTNAME ~ OPPORTUNITY  DAYS REASONABLE APPLICATION 4 FIRST LAST OPPORTUNITY LEAD DAYS
These candidates need to be sent D NAME TITLE AWAITING  ADJUSTMENTS D NAME  NAME  TITLE INTERVIEWER  AWAITING
INVITE REQUIRED? OUTCOME
interview invites.
. 12 Chris Gonzalez IntE= el Eidne 34 Restricted Data n Yvonne  Boucher peadciihcsetioc] Noel Edge 13
Outcome Forms to Complete: this box Saies] Gl ey RillEon
ShOWS yOU a” Candidates Who haVe 95 Lisa Hopkins Head ofthe. 0 Restricted Data 200 Pat Koepsell padcitiesckec] Noel Edge 13
School of History of History
booked into interview slots and as a
.. . 101 Robert Montemayor (=) Etdne 209 Restricted Data . 985 Wyatt Carrillo RSl Noel Edge 103 .
lelng Manager’ you will need to School of History of History

complete their Interview feedback forms
(guidance on this is further down the
document).
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Creating An Interview Schedule and Interview Slots

Step/Action Example/Screenshot
To create an interview schedule for a particular vacancy,
you will need to find the vacancy on Oleeo. 00 © title or IC P - X

OPPORTUNITIES SHORTLISTING INTERVIEW CONDITISNAL OFFER PRE-EMPLOYMENT CHECKS [ UNCONDITIONAL OFFER and START DATES

You can find this via your dashboard in the interviews
tab or search an opportunity/vacancy by entering the |

ONE-OFF PAYMENTS | EMPLEVIWENT VARIATIONS

. . . Quick Link

“Opportunity Title” or “Number/ID” in the search box on u'cc " : : I
. ) reate Opportunity nline Help

the top right-hand side of your dashboard.
Once you have found the vacancy, you will need to click e e o SR

. . . . leeo Knowledge Porta -
the “Interviews” tab and click “Create interview”. Next, 2601
you must enter all relevant details in full. Opportunity & A e A @

286 - Interview Manager
Interviews

- Title: Enter “Interviews - job title and job reference
number”. This will be the name of the outlook
placeholder invite for the interview panel members.

- Master Location: Enter the interview location in full.

+ Interviews Complete

~ Overview | Details | Forms | Participants Interviews Applications

SCHEDULED INTERVIEWS - 0 interviews Solested

Candidates will see this information in their
application portal.

Jump to: c snow. ™ Bookea M Availavie

INTERVIEW RD 1

- Co-ordinator — Enter the name of the key contact ==
for these interviews.

- Internal Information — If there is specific Titie* e
information you would like the interview panel . f f”ﬁ e ._‘VTL C @
members to be made aware of for the interviews, W e e ';ﬁj - é ‘/ fEEESRIEo

you can indicate it here — this information will be
provided to the interview panel members
automatically via the Outlook Calendar entry. T

- Candidate Description — If there is specific sslect Value P
information you would like candidates to be aware

Master Location®

Internal Information Advanced Options
of in relation to the interviews, please indicate it BT U s6m N
here. This information will automatically be o cancel
provided to the candidates in their application EEOCPRESEERIEO
portal. Please ensure the information in this box is o7
clear and appropriate.
Once complete, select “Create”. This means you have Candidate Information

created the interview details.
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Next, you will need to create interview slots by clicking
“Add Slot” and complete all mandatory and relevant
details.

Date and Slot Start Time: Enter the date of the interview
and first interview time slot.
Slot Duration: indicate the duration of each interview

Expand the “Add Multiple Slot Spaces” if you have more
than 1 candidate to invite.

- Candidates per slot: Typically, this would be 1,
but if you would like to have multiple
candidates attend the same time slot, you can
indicate the number of candidates here.

- Number of Slots: indicate the number of
interview time slots you wish to create for
these interviews.

- Slot Spacing: if you would like breaks between
each interview slot, you can indicate the length
of the break here.

- Slot Location: Enter the full location of the
interviews here. The candidate will see this.

Interviewers: the names of all interview panel members
must be added to this section including the chair. If the
name of the chair has changed from what was originally
inputted in the vacancy request, please inform the
recruitment team so they can change this.

Select “Send Calendar Update to Interviewers” so they
can receive an outlook calendar placeholder invite.

Once all the details are added, select “Create slot(s)”

You have now created your interview schedule and
interview slots. Next, you will need to invite the
candidates to the interviews (guidance on the next

page).

INTERVIEW SCHEDULE

INTERVIEW RD 1

Interviews for 286
Microsoft Teams.

Date* Slot Start Time*

£ R oW mmow

Slot Duration®

Minutes

2 Add Multiple Slot Spacss

Candidates Per slot

Mumber Of 5lots

Slot Spacing

Minutes

Slot Location

Interviewer(s)

Create New User

Send Calendar Update to Interviewer(s)

Create Slot(s) Cancel
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Step/Action

Bulk invites can be used for when you
generate 1 interview invite which
simultaneously is sent out to all selected
candidates.

To bulk invite candidates to interview,

\ Example/Screenshot

286 - Interview Manager
Interviews

+ Interviews Complete

Overview Details Forms Participants | Interviews

click “Applications” on the vacancy page
and select the number next to “Interview
Round 1 - Selected” (If the invites are for
interviews round 2 or 3 select
accordingly).

This will show you the list of applications
you have selected to invite to interview.

Next, you need to “Select all” and select

e AT

Applications

Application Search Results

Edit Search Clear Search

Displaying | 100 ~ | of 2 results | 2 Selected - Filter results -

Cenditional offers

APPLICATION 1D - FIRS ct All TNAME

EMAIL

SEARCH CRITERIA

ID Any of Interview Manager (286) AND Application Status [List) Any of Interview Rd T -

-HRAdminto v | B

PLICATION STATUS (LIST) TOTAL
Im;emmﬂd.l;ﬁﬂmiad» 2 100.0%)

Total 2 (100.0%)

View  Add to Selection Status - Comm

Selected

&

=

OPPORTUNITY TITLE APPLICATION STATUS

1347 Asr‘L lect All on Page sain A@mailcom

1346 rashraf@mail.com

Application Search Results

“status>progress route”.

SEARCH CRITERIA

Selected

D Any of Interview Manager (286) AND Application Status (List) Any of Interview Rd T

Interview Manager Interview Rd 1 - Selected

Interview Manager Interview Rd 1 - Selected

View Add to Selection

Status~ Com

Reject Route

Alternative Route

Edit Search Clear Search

Displaying | 100 + | of 2 results | 2 Selected ~ Filter results = Conditional offers - HR Admint v | 8 = “

APPLICATION ID v FIRST NAME LAST NAME EMAIL OPPORTUNITY TITLE APPLICATION STATUS
1347 Asma Hussain A@mail.com Interview Manager Interview Rd 1 - Selected
1346 romana ash rashraf@mail.com Interview Manager Interview Rd 1 - Selected
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You will then be asked to confirm the
selection and you will be shown the new
proposed status for each application
which should state “Interview Rd 1 —
Invited”

Click “Confirm” If you are happy to
proceed. This will then take you to the
Invite template details page.

Select the “Interview Selection Method”
you wish to use.

Auto Select — means the candidate can
choose to book into any one of the slots
you have created.

Specific Interview — Tends to be used if
you only have 1 candidate and 1
interview slot.

Next, select the “Correspondence”
template. This is the interview invite
email template.

- Interview Invite — select this for
face to face (in person)
interviews.

- Interview Invite (Virtual) — select
this for remote/virtual
interviews.

Confirm Selection Back o list

Please confirm that you wish to update 2 applications tc status

Displaying (10 v |of2 results | Filter resuits 1]
REF APPLICANT A OPPORTUNITY CURRENT STATUS NEXT STATUS ACTION

1346 1346 - romana ash Interview Manager Interview Rd 1 - Selected Interview Rd 1 - Invited Interview Rd 1

1347 1347 - Asma Hussain Interview Manager Interview Rd1- Selected Interview Rd 1 - Invited Interview Rd 1

Allthe selected applications have the same next status, if applicable th

en will allow you to customise the action

Bulk Invite To Interview

Interview Selection Method * ® auto Select

O specific Interview

Send Email to Candidate

Invite Email

Correspondence * Select Value
Interview - Invite

Interview - Invite (Virtual)
Cancel
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Once you have selected a template, you
are able to review and add more Invite Email
information to the email should you need
to, including, amending the email subject.
You can click the “preview” button to see
how the email will be presented. Email Text

Correspondence * nterview - Invite

Email Subject * [placsholder="ORG_NAME"]|[/placsholder] - Interview Invite - [path]application.opportunitytitie[fpath] ([pathlap

Please note: Each interview invite

template include appropriate embedded We are pleased to invite you to interview for the application.opportunity title position

attachments and links within the email To access information on how o find us, please visit the following website to access relevant maps
. and directions: hitps:/www.qmul.ac.uki; /howtofindus| html

SUCh as MS Teams Gu1dance, QM maps Please bring with you, the following decuments (if applicable)

and Access guides. Please do not remove e . .
any text that is in a grey colour. o '

Attachments Add Local File

Preview Email Cancel

Please note that if you set up a face to face interview schedule/slot/s, and subsequently, it is agreed to interview some candidates virtually. The virtual

meeting links will need to be created and managed offline.
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Individual Invites

Step/Action ________________ Examples/screenshots

cks |

to applications through the applicant’s page
if you wish to.

Follow the steps of setting up your
interview schedule and slots (in the earlier
section of this guidance).

To invite applicants individually, search the
vacancy, click “Applications” on the
vacancy page and click the number next to

You can send interview invites individually

Begins e ‘

UNCONDITIONAL OFFER and START DATES

286 - Interview Manager

Interviews

+ Interviews Complete

Overview Details Forms Participants Interviews Applications

View All

APPLICATION STATUS (LIST) TOTAL

Interview Rd 1 - Selectedy, 2 [100.0%)
v

“Interview Rd 1 — Selected”

Double click the row of the applicant you
want to invite to interview. This will take
you to the candidate’s page.

You will see two buttons:
1) Candidate Self Schedule Invite
2) Manually Schedule Interview

Total 2100.0%)

Status~ Com

Application Search Results

SEARCH CRITERIA

ID Any of Interview Manager (286)

Edit Search Clear Search
Displaying | C v | of 2 results | 0 Selected ~ Filter results a Conditional offers - HR Admintc v | & = =
APPLICATION ID w FIRST NAME LAST NAME EMAIL OPPORTUNITY TITLE APPLICATION STATUS
1347 Asma Hussain A@mail.com Interview Manager Interview Rd 1- Selected
1346 romana ash rashraf@mail.com Interview Manager Interview Rd 1- Selected

Application Summary

1347

Inte

- Asma Hussain

Interview Rd 1 - Selected

« Candidate Self Schedule Invite Il Manually Schedule Interview

Summary Access

Notes |

Forms (0) |

2 Application Summary
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Manually Schedule Interview — You may
choose to use this if you have already
arranged an interview date and time and
would like to directly book the candidate
into an interview time slot.

- When you select “Manually Schedule
Interview” you will be required to
complete an interview details form.
Please complete all mandatory fields
including “Interviewer (s)” box

- Ad Hoc Interview Title - this will be
visible to the candidate. Please enter
“Interviews - job title and opportunity
number”.

You can also choose to select and/or deselect
from the below. Depending on your
requirements.
- Add virtual Interview Link
- Send Calendar update to Interviewer
(s)

- Send email confirmation to candidate

Please note when you select the “add virtual
interview link” it will generate a virtual MS
teams link for the invite and provided to the
candidate in the email confirmation.

You must ensure you liaise with the
candidate directly to understand if they
need reasonable adjustments as this
method does not allow them to indicate this
in the system.

Once you click “OK”, you will be taken to
the email template for interview

Ad-Hec Interview Title =

Contact ®

Interviewser]s)

Time Zone =

Feedback Form

Duration [Minutes) =

Date

Location =

Applicant

Subject *

Edit content *

Attachments

Create Mew User

hhow 00 | | Check interviewar Availability

Add Virtual Interview Link
Send Calendar Update to Interviewer(s)

Serd Ermail Confirmation to Candidate

Cancel

1346 - romana ash

Queen Mary University of London Application Update

B I Y ispx v Paragraph ¥ AV @
EESCcFLEEEEHELIHorI A I

Date: |hursday, 28 September 2023 .
Time: 13:00

Further details are available in your
[urlpath="application.candidate_application_link"]Application
Centre[/urlpath] where you'll also be able to add this interview to your
calendar.

If your interview is virtual, the link to join will be available from the
Interviews menu in your

[urlpath="application.candidate_application_link"]JApplication
Centre[/u rlgat ]. Virtual interviews are conducted using Microsoft

Taama i ic an Anlina rammimninatian nlatfarm with o didan
P POWERED BY TINY
Add Local File

Send Correspondence Preview Cancel
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confirmation. This is the email the
candidate will receive and you can make
changes to this to tailor it to your needs.
Please ensure the information within the
email is correct and use the “preview”
button accordingly. Once you click “Send
Correspondence” you will see the applicant
status has changed to “Interview —
Scheduled” which means the candidate is
now booked into your interview slot.

Candidate Self Schedule Invite:

This will send the candidate an interview
invite and request for them to schedule into
an interview slot via their application portal.

If you only have 1 interview slot remaining,
then select “specific interview” in the
Interview Selection Method. If you have
more than 1 interview slot and select “auto
select” and enter the opportunity title in
“Select Interview” box.

Next, select the “Correspondence”
template. This is the interview invite email
template.
- Interview Invite — select this for
face to face (in person) interviews.
- Interview Invite (Virtual) — select
this for remote/virtual interviews.

Once you have selected a template, you are
able to review and add more information
should you need to. You can preview the

Application Summary

134’7 Asma Hussain

In

+ Candidate Self Schedule Invite

Summary Notes | Forms (0)

2 Application Summary

s Interview Rd 1 - Selected

Bl Manually Schedule Interview

Access

Interview Selection Method *

Select Interview

Select Interview *

Invite Email

Correspondence *

Email Subject *

Email Text

Attachments

Auto Select

® Specific Interview

Send Email to Candidate

Filter interviews on type

Filter interviews on assigned access

magreph v A v (B
ELBorl @Y JH-

Please bring with you, the follewing documents (if applicable)

B I Y g

= Qriginals of your professional registration, degree and other certificates (as indicated as ‘essential’ in the person specification for the post]

Please refer to the attached ‘Appendix 1" which provides some useful information for your interview.

For information on our Access Guides, please visit: Queen Mary University London Access Guide

Should yeu have additional questions or require any special assistance to enable you to attend interview, please let us know as soon as possible by e-
mailing with your name and application 1D {

Add Local File

o N
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email and attach a document should you
wish to.

Please note: Each interview invite template
include appropriate embedded attachments
and links within the email such as MS Teams
Guidance, QM maps and Access guides.
Please do not remove any text that is in a
grey colour.

Once you have clicked “Confirm” you will

see the candidate status change to
“Interview — Invited”//*

As well as the status change, you can also
see the interview invite email on the right-
hand side of the page under

1347 - Asma Hussain

nterview Manager

Interview Rd 1- Invited
 Schedule Slot

Summary Notes | Forms(0) | Interviews | Access

3 Application Summary

History

& Communication

Emai A@mailcom

Phane (Mabile)

Current Employee?

Dejoiner?

“Communication”

Please note that if you set up a face to face interview schedule/slot/s, and subsequently, it is agreed to interview some candidates virtually. The virtual

Last Communication

Candidate Languaas

22 September 2023 at 14075 BST

Queen Mary University of London - Interview Invite - Interview Manager (286)

Dear Asrnz.

meeting links will need to be created and managed offline.
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lease bring with you, the following document:

Manager position

please to invite you to interview for the Interview

following website to access relevant maps and directions:

spplicable)

of your professional registration, degree and other certificates fas indicated as ‘essential’in the person
on for the post)




