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Customize Interview Workflow to setup Schedule
Interview

1 Navigate to https://secure.neoed.com/hiringcenter/requisitiondetail/0387c2ba
a045242fcd51a6bc27e9129c

2 From the dashboard, select the job under My Candidates.

https://secure.neoed.com/hiringcenter/requisitiondetail/0387c2baa045242fcd51a6bc27e9129c
https://secure.neoed.com/hiringcenter/requisitiondetail/0387c2baa045242fcd51a6bc27e9129c
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3 Click "Hire Workflow"

4 Click "Customize Workflow"
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5 Click here.

6 Click the "Display Status to Candidate As" field.
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7 Type "Interview"

8 Click here.
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9 Click here.

10 Turn Pre-configure Interview Slots on



Made with Scribe - https://scribehow.com 6

11 Turn allow candidate self-schedule on. Select interview location (LCC or Zoom).
Can add instructions to the interview notice email.

12 Click "Select Zoom" or "LCC"
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13 Click "Done"

14 Select the interview date(s) on the calendar.
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15 You can select multiple dates at a time if the same window of time is available for
interviews. If times are different on different days, you need to add more dates.

16 Click here.
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17 Click here.

18 Click "AM"
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19 Click here.

20 Enter a self-schedule deadline if you would like.
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21 Click "Save & Continue"

22 Click "Save & Close"


