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Viewing, Editing and Rescheduling Interviews - Hiring Manager Oleeo User Guide

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 and update panel members

- Reschedule a candidate

- Change anin-person interview to virtual after interview invites have been sent

- Delete interview slots and or the interview schedule

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 Oleeo, use this link: https://gmul-
jobs.tal.net/vx/saml|2 and click on “Log in with single sign
on” to log into the system.

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

Under your Hiring Manager Profile, your dashboard will
include an “Interviews” tab which provides you with an
overview of candidates and vacancies at interview stage.
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How to check your Interview Schedule

Step/Action Examples/Screenshots

To view your interview schedule and slots, go to the Coiop || B | oo || i peEmato
“Interviews” tab on the Opportunity page.

SCHEDULED INTERVIEWS - 1 interiews Selectsd
e The left-hand side of the “Interviews” tab displays ‘ T show: 2 Booked & available
schedules created. INTERVIEW RD Seturday 7 December 2024

e The right-hand side shows the slots created for o Hide A1 o

2 Interviews v

those schedules. Location: In per
167 INTERVIEW - INTERVIEW MANAGER (1045) e

Sunday 8 December 2024

Note: Selecting “Go to Detail” in the interview schedule
box will also take you to the interview schedule page. Here
you will see your interview slots under the “Schedule” tab.

2 Interviews ~
I Edit Interview

o ey Bosked
INTERVIEW RD 2
Arrangement of interview slots: o s o oy e
Slots are organised under schedules and dates. L )
Navigating to specific dates:
If there are interviews across multiple days, you can use SCHEDULED INTERVIEWS - 1 Interviews Sslected Expand Al Collapse All
the dropdown, “Pick a day”, at the top of the tab to jump
to a particular day. Jump te: show: ™ Booked ™ Available
Customising slot visibility: Sundav 8 December 2024
All slots are visible for all schedules attached to the i
Opportunity by default. 167: Interview - Interview Manager (1045) .
e To hide all slots, select “Collapse All” in the top- Location: |n person, Dept W, E1 4U3 ZInkorviews v

right corner.

e To expand a schedule on a specific day, select the
“Interviews” link to the right of the schedule.

e Use the checkboxes below “Expand All” and
“Collapse All” to hide “Available” or “Booked”
slots from view.
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Understanding slot details:
e The first column shows the time of the interview. Sunday 8 December 2024
e For booked slots, the candidate's name is shown.
Their name links to their Application page. 167: Interview - Interview Manager (1045) T ——
e Interviewers associated to the slot are displayed Location: In person, Dept W, E1 4U3 = e

below the candidate's name.
e The final column indicates if the slot is “Booked” or TR 1
“Available”. O . Booked

Interviewers: Moel Edge. Ann Teak

D Emipty Interview
I Interviewers: Noel E cOe, Ann Teak I

Available
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How to export and print the Schedule

Step/Action
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Examples/Screenshots

To export or print your interviews:
1) Click “Go to Detail” in the Interview schedule box.

You can either choose to print or export your schedule.

Export Schedule
i. Click “Export Schedule”, at the top of the schedule

page.
ii. Select the options based on your requirements.

iii. Click “Export Schedule”. An excel spreadsheet will
download for you to send to the interview panel.

Note: If you want to export a specific date, first select the
date from the calendar before proceeding with stepsiand
ii above.

Print Schedule
i. Click “Print” at the top of the schedule page.

ii. There are two options:
e  “Print Interviews”: Allows you to print the
interview schedule as a PDF.
a. Select the “Type” - “Interviewer” includes the
names of the interviewers on the schedule.
b. Tick “Only with candidates” if you want to
print the schedule with booked slots only

167: INTERVIEW INTER\I'IEW MANAGER (1045)

of Edit Interview

Interview Schedule ¢ ExportSchedule Copy Availability Request Print~

Interview - Interview Manager (1045)

¥ This is an opportunity specific interview:  Interview Manager

Export Schedule [ <]

Interview days to export ® Currently selected day

© Export all schedules in the future

Export format @® structure time slot layout into days and streams

C Every time slot on a new row

Cancel Export Schedules

¢ ExportSchedule Copy Awvailability Request | Print -

Print Interviews

Print Applications

EEE R A RS TR
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c. Click the “Print Itineraries” button to print the - o ;
P Print Itineraries [ ]
schedule.

e  “Print Applications”: Allows you to download the

scheduled candidates’ Applications in a print book Candidate ..
format. You can “Filter by Interviewer” or “Filter by

Stream” if needed otherwise leave blank and Click
“Print Application”.

Interviewer

I [} only with candidates I

Cancel Print itineraries

. B Interview Schedule ¢ ExportSchedule Copy Awvailability Request Print~
Returnlng to the opportunlty Interview - Interview Manager (1045) :

You can go back to the Opportunity by selecting the link at © This s an opportunity specific intervieus
the top of the page.
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How to edit Interviews

Step/Action Examples/Screenshots

1045 - Interview Manager A

Interviews

+ Interviews Complete  Additional Documents

Go to the “Interviews” tab on the vacancy page. Overview Details Forms Participants Applications

167: INTERVIEW - INTERVIEW MANAGER (1045) e

n, Dept W, E1 4]

To edit the Interview Schedule, click the “Edit Interview”
button in the relevant interview box on the left-hand side. Totak 4 Booked: T Avsilable 1 Not Releassd: 0
This will allow you to edit the schedule details. & Coto Detai e = Edit Interview

167: INTERVIEW - INTERVIEW MANAGER (1045) °

N persan, Dept W, E1 40U

Totak & Booked: 3 Availablec1 Mot Released: 0

Add Slot o Edit Interview

To edit Interview Slots, click “Go to Detail”.
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Interview Schedule

€ Export Schedule Copy Availg)

Interview - Interview Manager (1045)

¥ Thisis an opportunity specific interview:  Interview Manager

DECEMBER 2024 JANUARY 2025

a 10 n 2 13 14 5 ] 7 ] a
15 % 7 " i 20 El 2 &1 " 15 %
» 23 24 5 2 el 26 1 20 2 22 2
2 30 kil 28 27 2 29 30

Current Day: 08/12/2024 [ JRER=N w8 Copy Day

B Collapse +
This will take you to the interview schedule page. Here you intenviews | properties | i isiory | Candidate Reminders
will see your slots under the “Schedule” tab.

Of 2 slots all
+AddSlet 2 B ©

9 [_| 9:00 am to 9:20 am

AM Interviewer(s) ( 2 of 1) : Noel Edge, Ann Teak
Candidate (10f1) : Jack Smith

[_| 9:30 am to 9:50 am

Interviewer(s) ( 2 of 1) : Noel Edge, Ann Teak
Candidate (0 of1):

[ & siots

If you want to amend the details of the slot, click the pencil E
icon at the end of the slot.

This will allow you to edit that slot in terms of slot start
time, slot duration and interviewers for that slot.

Important Note: Slots must not be edited if a candidate
has already booked into the slot.
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How to update Interview Panel Members
Step/Action Examples/Screenshots

1) On the Opportunity page, go to the “Interviews 167: INTERVIEW - INTERVIEW MANAGER (1045) e
tab. n person, Dept W, E14U3
2) In the relevant interview schedule box on the left- Total s Bocked: 5 Available] Not ReleasedD

ai Add Slot o Edit Interview

r Y
Schedule nterviews | AT | il | GISEE | Gandidate Reminders _

hand side of the tab, click “Go to Detail”.

3) On the Interview Schedule screen, in the Mo Title
”SChedule” tab, Se|eCt the ed|t pencil iC0n on the Of 2 slots all have interviewers and 1 are fully booked.
. . +Addslot ¥ B © All Slots
right-hand side of the slot. e -

g | oeoamwsa0mm =]

AM | Interviewer(s) (2 of 1) : Noel Edge, Ann Teak
candidate (10f1) : Jack Smith

i Edit Slot )

Slot Start Time* Slot Location

You can update/change the interviewers here.
4) Once interviewers have been updated/changed,
click “Edit Slot”.

|09 v| oo v |

Slot Duration* Send Calendar Update to Interviewer(s)

. _

Note: You will need to do this for all the relevant slots. If |20 MImOES

you need to do this in bulk, you can select all slots and Candidates Per slot Interviewer(s) _
then use the “Bulk Edit Slots” option. (; ) | (x Edge, Noel - ATOM) (x Teak, Ann - ATEAK o

Add Multiple Slots | create New user |

Once all the slots have been updated, you will need to O
inform the relevant interviewers.

Cancel Edit Slot
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5) Click “Send Calendar Update to Interviewers” on
the top of the screen. You can check history on this
page to see if emails have been sent to the
updated members.

€&  ExportSchedule Copy Availability Request Print~ Send Calendar Update to Interviewer(s)
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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 the 1347 - Asma Hussain
“Setting up interviews” user guide for this).

Application Summary

Inte

Interview Rd 1 - Scheduled

+ Interview Feedback

AN Summary Notes Forms (1)

1) Gointo the applicant’s page and click the
“Interviews” tab.

You will see relevant interview information for this

particular candidate and a section titled “Scheduled .
Scheduled Interviews

Interviews”.
TITLE LOCATION DATE v TIME
“" ”
2) SeleCt ReSChedUIe_ and a pOp up Interview - Interview Manager In person, Dept W, El Dec 8,2024 ( 09:00 - 09:20
“Reschedule Interview” box will appear. (1045) 4UJ Europe/London ) : ig_(No status

change)

Reschedule Interview

3) Select the interview time slot you wish to

. . . Ifthe drop down is lank, it means there are no available slots to re-schedule
book the candidate into and then click the candidate info

“Submit”. _ _ _ o _
The candidate will receive a confirmation email detailing the new slot selected.
This will send a rescheduled confirmation email to the Select Interview Select Valus
candidate informing them of the revised details. Schedule/Slot *
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How to change an interview from in-person to virtual

Step/Action ‘ Example/Screenshot

Note: If the interview invites have already been sent
out and you choose to change an in-person interview | [t R
to virtual, whether the slot is booked or not, you must

. . . . INTERVIEW SCHEDULE SCHEDULED INTERVIEWS - 1interviews Selected Ermmiil Erad]
inform the candidate. This can be done in system. _
Search Jumpto: Dick a day Show: ™ Booked ™ Available
1) Go to the “Interviews” tab on the INTERVIEW RD 1 Sunday 24 Novermber 2024
Opportunity page. o R e anage 1049 = e
167: INTERVIEW - INTERVIEW MANAGER (1045)
G Candidate: Smint Blue
o Interviewers: Khaleda Shahid HBooked
2) Select “Go to Detail” in the interview
O Empty Interview o —

2 Edit Interview

Interviewers: Khaleda Shahid

schedule box. This will take you to the

“Interview Schedule” screen.
[ Collapse ~

Properties | ical | History | Candidate Reminders

3) Towards the middle/bottom of the screen,
select the “Interviews” tab.

Displaying |10 « |of5results | OSelected ~ | Filter results |

(] INTERVIEW A RELEASED SLOTS BOOKED CANDIDATES
“ . . . ” o1 4 24 Nov 20244 Add Virtual Meeting Link]| Smint Blue
4) Select “Add Virtual Meeting Link” for the oazzoflo:ool_mﬁ_l— =Teds She
required slot. g 2 v 24 Nov 2024 Add Virtual Meeting Link

10:10-10:40 - Khaleda Shahid

Virtual Meeting Link ]

Virtual Meeting Link

5) A pop-up box will appear. Select “Get A New
Meeting Link”. Once the meeting link is
generated, click “Confirm”. [ GetANewMeeting Link |

]
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If there are multiple slots that require amendments, T i c_

yOU can Se|eCt a” or the |nd|V|dua| S|0tS reqUIred | Remowe Candidates Release Interviews | Unrelease Interviews Il Generate Virtual Meeting Links |I Edit Virtual Meeting Links ‘ Delete Interviews |
then select “Generate Virtual Meeting Links” Oispiang (10 | ofsresuts [ 2seecwa - | Fiterresuts[
() INTERVIEW 4 RELEASED SLOTS BOOKED CANDIDATES
Once the I|nks haVe been generated, the teXt WI“ [ L4 24 Nov 2024Virtual Mesting_Link (Update Link) I Smint Blue
“ . . . “ 09:30-10:00 - Rhaleda Shahid
change from “Add Virtual Meeting Link” to “Virtual :
2 s 24 Nov 2024 Add Virtual Meeting Link
Meeting Link (Update Link)". 1010 -10:40 - Khaleda Shahid

Interview Schedule

6) Click “Send calendar update to S =R == osg (IS
Interviewer(s)” in the top banner to update ¢ ExportSchedule Copy Availability Request Print~ | Send Calendar Update to Interviewer(s)

the interview panelists. Then click “OK”.

¥ This is an opportunity specific interview:  Intervie
Note: The Teams link takes time to update in your v y—
calendar. If a candidate has booked into a slot, the

link will update instantly_ -n_“-“- -l Send an iCal to interviewers for all slots?

7) To notify the candidates of this change, go to Overview | Details | Forms | Participants | Interviews
the “Applications” tab on the Opportunity
page and click “View All”.

Application Search Results View Add to on  BulkActions -

8) Select the individual(s) you wish to notify of

the interview change.

ID Any of Interview Manager (1045) AND Application Status (List) Any of Interview Rd T - Scheduled Email Selected Applications

| editsearch || rsesrch |

9) C||Ck ”Communication”’ ”Send Email” |n the Dsp\ey\rg\'EEo\Derésu:S | 15elected - | Filter results | |\-| |1 - Defautt Application Layout | & | \E\
SUBMISSION DATE APBLICATION 1D » FIRST NAME LAST NAME EMAIL OPPORTUNITY ID OPPORTUNITY TITLE ORG LEVEL 2 ARR
top banner. = . _ :
03/12/2024,13:00 241 Jack Smith jack smith@email.com 1045 Interview Manager HRST System Testing (DO NOT USE] Inte
22f1/2024, 07 2335 Smint Blue smint blue@emnail com 1045 Interview Manager HRST System Testing (DO NOT USE] Inte
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10) A pop-up box will appear, type “Blank” in the Select a correspondencet.. ©
“Select Template” field and select “Blank

Template (Candidate)”. Then click “Submit”.

This will launch a blank email template for you to blan

compose and send to the candidate.
Blank Template (Candidate)

11) Compose the email.

Generate Communication : Blank Template (Candidate)

Send following email to 1 Application(s)

You can expand “Options” to view and click the Sender Address \ \

option to cc yourself or others into the email. ReplyTo® (noreplyamuticbsconfigrainet ]
[ Send a copy of the email to self

You can amend the subject line if you wish. Avoid ce ( )

amending anything in grey in the body of the email, as e

these auto populate relevant information from the sutject* ( [Paceholder="0RE_NAVE [jplaceholder

Opportunity or Application. Editcontent

12) Use the “Preview” button to view the email
. . . | am writing to inform you that the interview will now take place virtually. We have generated a MS Teams link
before Send | ng as there IS NO Opt|on to reca ” ‘which you can access in your Application Cemre" On the daiy of the interview, log into your application centre, click
on your name on the top right and then click on "Interviews" under the title for the role you have applied to. You can
an email once it has been sent in Oleeo. fhen aunen e mieniewiem here.
Therefore, ensure the email body is correct
and appropriate before clicking the “Send ’
Attachments Add Local File
Correspondence” button.

We look forward to meeting you soon

v
POWERED BY TINY - PRESS ALT-0 FOR HELP |

Pl ( Preview | cancel |

You can view the correspondence on the right of the
“Summary” tab of the candidate’s Application page
under “Communication”.

Important Note: There is no option to change a virtual interview to an in-person interview on Oleeo. Even if you remove the link, this may still be visible in the

candidate’s Application Centre. Therefore, if you set up a virtual interview schedule/slot(s), and subsequently, it is agreed to interview some candidates in person,
the change will need to be communicated and managed outside of Oleeo.
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How to delete slots and the interview schedule

Step/Action \ Example/Screenshot
Deleting slots
Note: You cannot delete slots if they have been booked by
a candidate.
1) Go to the “Interviews” tab on the Opportunity
page and select “Go to Detail” in the interview Total8 Bocked:3 Available:5 Not Released: 0
schedule box. Add Slot ¥ Edit Interview

167: INTERVIEW - INTERVIEW MANAGER (1045) °

N EErson, Depl v, ol &U0

2) Under the “Interviews” tab on the Interview Properties || icall | Mistory | - Candidata Rominders _
Schedule screen, tick the slots you wish to delete. [ Remove candidates | ReleaseInterviews | UnreleaseInterviews |  Generate Virtual Meeting Links | Edit Virtual Meeting Links | Delete Interviews \I
3) Select “Delete Interviews” and confirm the action. Displaying (10 ) of2resuits (Tselectea < | Fiterresuts( )
e
Deleting the interview schedule ! < SFebmsaddvrtusl Mecimelnk
Note: You cannot delete the interview schedule if there - » e

18:30-18:50 - Romana Ashraf, Khaleda Shahid

are slots added to the schedule. Therefore if you wish to
delete the interview schedule, ensure you remove the

interview slots first following steps 1-3 above before
) 167: INTERVIEW - INTERVIEW MANAGER (1045) °
moving to step 2 below. 1 person, Dept W, E14U3

1) Go to the “Interviews” tab on the Opportunity
page and select “Go to Detail” in the interview
schedule box.

¥ Edit Interview

- Q0

Release All Interviews  Unrelease All Interviews = Delete Schedule

2) On the top right of the Interview Schedule screen,
select “Delete Schedule”.

Click “Delete”.

Once you have confirmed the action, you will be taken to a screen presenting an error but this is normal as it means that it has worked. When you go back to the
interviews tab on the Opportunity, you will see that the schedule has been deleted.
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