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Oleeo User Guide — Viewing, Editing and Rescheduling Interviews

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

- View your interview schedule/slots and export interview schedules

- Edit your interview schedule and slots
- Rescheduling a candidate and downloading the itinerary

Throughout this document, the terms opportunities and vacancies are used interchangeably. The term “HM” 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
“Log in with single sign on” to log in to
the system. You are not required to
enter any log in details.

When you log into Oleeo, you will be
presented with your Dashboard.

Your dashboard includes an “Interview”
tab which provides you with an overview
of candidates and vacancies at interview
stage.

HM to Arrange — this box shows you all
candidates that have been selected for
interview (successfully shortlisted).
These candidates have not yet been sent
interview invites.

Outcome Forms to Complete: this box
shows you all candidates who have
booked into interview slots and as a
Hiring Manager, you will need to
complete their Interview feedback forms
(see separate user guide for this).

\w;QMUL Jobs

Login with single sign on

(|Use.'name

( Password

School of History

OPPORTUNITIES | SHORTLISTING INTERVIEWS CONDITIONAL OFFER | PRE-EMPLOYMENT CHECKS | UNCONDITIONAL OFFER / START DATE | ‘ONE-OFF PAYMENTS
EMPLOYMENT VARIATIONS
Rd 1Invites - HM to Arrange Rd 1- Outcome Forms to Complete
Displaying | 100 v | of 104 results | Filter results 2 Displaying | 25 ~|ofSresults | Filter results
APPLICATION 4 FIRST LASTNAME  OPPORTUNITY DAYS REASONABLE APPLICATION 4 FIRST LAST OPPORTUNITY LEAD DAYS
NAME TITLE AWAITING ADJUSTMENTS D NAME NAME TITLE INTERVIEWER AWAITING
INVITE REQUIRED? OUTCOME
12 Chris Gonzalez Intz=el eFidne 34 Restricted Data n Yvonne  Boucher peadeiihcsetioc) Noel Edge 13
School of History of History
Head of th Head of the School
95 Lisa Hepkins cacortne Restricted Data 200 Pat Koepsell =8 oTIhe Sehao Noel| Edge 13
Scheol of History of History
Head of the Head of the School
101 Robert Montemayor Restricted Data 985 Wyatt Carrillo Noel Edge 103

of History
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https://qmul-jobs.tal.net/

How To Check Your Interview Schedule and Export The Schedule

Step/Action

Examples/Screenshots

WO Queen Mary

University of London

There are 2 ways in which you can
view your interview schedules.

To view your interview schedule
and to see if your slots have been
booked into. You will first need to
go into your vacancy page and
click the “interviews” tab.

From this point, there are 2 ways
in which you can view your
interview schedule.

Method 1:

On this page, you will see your
scheduled interviews and see all
interview slots that are

“Available” (no candidate has— |
booked into this interview time
slot) and slots that have been
“Booked” (candidate/s have
booked into the interview time
slot).

286 - Interview Manager
Interviews

+ Interviews Complete

Overview | Details | Forms | Participants

SCHEDULED INTERVIEW S - 3 interviews Selscted

Jumples Fick s day

Thursday 21 September 2023

(M 76: interviews for 288 - refesfing

Interviews

Applications

Booked

Avzilable

Avzilable
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Method 2:
On the same page, on the left-
hand side, click “Go to Detail”

This will take you to the interview
schedule page. Here you will see
your interview slots under the
“Schedule” tab.

Here you can select the ”Export’
Schedule” button and select the
options based on your
requirements. Once you click
“Export Schedule”, an excel
spreadsheet will download and
ready for you to access and

cascade to the interview panel. ~

INTERVIEW SCHEDULE

INTERVIEW RD 1

73: INTERVIEWS FOR 286

Team:

Intewiew Schedule Export Schedule  Copy  Availabilify Regquest

Interviews for 286

This s an sppertunity spesifie intepyis g TR

SEPTEMBER 2023 OCTCBER 2023 MOVER

Interview Schedule
Interviews for 2

P Export Sehedule

@ currently ssTes

Interview days to export

O Export all schedules in tTre

@ structure time slot layout into days and strea

Export format

O Every time slot on a new row

Cancel Export Schedules
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How To Edit Interviews

Step/Action

Examples/Screenshots
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You will need to go into your

vacancy page and click the
“interviews” tab.

Here you can see your scheduled
interviews and slots as described in
the section above.

On the same page, on the left-hand
side, you can edit your Interview
Schedule by clicking the “Edit

286 - Interview Manager

Interviews
+" Interviews Complete
Overview | Details |

Forms | Participants

INTERVIEW SCHEDULE

Interview” button next to the
relevant interview box. This will
allow you to edit the schedule
details.

To edit Interview Slots, click “Go to

INTERVIEW RD 1

& Create ntenyiew

Detail”

INTERVIEW RD 1

& Create Interview o Hide Al

73: INTERVIEW S FOR 286

Interviews

Applications
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This will take you to the interview
schedule page. Here you will see
your slots under the “Schedule”
tab. If you want to amend the
details of the slot, click the
checkbox of the slot and select the

pencil icon. — |

This will allow you to edit interview
time slots. Please note these must
not be edited if a candidate has
already booked into the slot.

Interview Schedule

Interviews for 286

This is an ppertunity specific interview: Interview Manager

SEPTEMBER 2023 OCTOBER 2023 NOVEMBER 2023 DECEMBER 2023
—n—n-——  CER N 720 ) 1 N | 20 A B B | ——————_
“ ! ! 1 1 T
: = .

Schedule

2

Interviews History | Candidate Remindeis

& Bubi Edi Slors © Deleta Siows

ots all have interviewers and 1 are fully booked

400 pm to 430 prm

Slot Loeation : DEDARTMENT W - testing SLOT LOCATION
Intervieweris) |10f 1) : Ramana Ashrat

‘Candidate (10f 1) romana ash
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How To Reschedule a Candidate’s Interview
Step/Action Examples/Screenshots
To reschedule an interview, you
must first ensure the interview
schedule and time slot is created on
the vacancy page under the
“Interviews” tab (Follow separate
user guide for this).

Application Summary

1347 - Asma Hussain

Inte
Interview Rd 1 - Scheduled

+ Interview Feedback

Next’ you must f{e] into the A Summary Notes Forms (1) Interviews
applicants page, click in the
“Interviews” tab.

Scheduled Interviews

You will then see relevant interview e o o v e
information for this particular E——
. . . i ecruiter irtual Interview 2023 { Europe/Londk )
Candldate and a Sectlon tltled Interviews for 286 |I-R i.‘:ir A Ene :‘SEDH e 6:00 - 1630 : - Microsoft teams

Candidate Meeting Link | séCopy Link

“Scheduled Interviews”.

Select “Reschedule” and a pop up )
“Reschedule Interview” box will Reschedule Interview
appear. Select the interview time

slot you wish to book the candidate

into and click “Submit”. Ifthe drop down is blank, it means there are no available slots to re-schedule

the candidate info.

. . The candidate will receive a confirmation email detailing the new slot selected.
This will send a rescheduled T grnen

confirmation email to the candidate Select Interview | Select Value
informing them of the revised Schedule/Slot *
details.
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How To View and Print Your Interview Itinerary

Step/Action

Examples/Screenshots

To view your interview itinerary
and print application forms for
your interview panel members, you
must click “Go to detail” for the
interviews.

INTERVIEW SCHEDULE

Search

INTERVIEW RD 1

T3: INTERVIEWS FOR 286

Interview Schedule

in person

Click “Print” and either:

1) Click “Print Interviews”
and select “candidates” —
this will print the interview
itinerary for you.

2) Click “Print Applications”
and this will print the
applications for you via
printbook.

“This 15 an OPPOrtUNIty SPECTIC INErVIew: INTerview Manager —

[ SEPTEMBER 2023 OCTOBER 2023 NOVEMBER 202
BN ENEENNEEF EErEESEENECENE T
1 2 1 2 3 4 5 3 7 U

3 B 5 3 7 8 E] 8 2 0 1 7 3 & 5 & 8

Print Itineraries

Type*

Cancel Drint Itineraries
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