FEATURE OVERVIEW

Interview Self-Scheduling

::s'ymplr‘ HIRING

Spare yourself from the tedious back-and-forth of interview coordination emails and save time for all

your other to-dos by using symplr Hiring's Interview Self-Scheduling feature. After indicating what

days your team is available, the system shares any open time slots with the candidate. Once the
candidate selects the time that works best for them, the interview’s booked.

Setting Up the Self-Scheduling Feature

In order to use this feature, your organization’s system administrator must first enable symplr Hiring

to access your company calendars’ free/busy information. After that, our support team adds a new

interview scheduling process to your checklist.

A new area in each user’s account allows them to set their working hours. This setting limits what

times and days of the week are available for Self-Scheduling, so nobody is booked during

inopportune times.

Sending the Self-Scheduling
Invitation

Selecting the Self-Scheduling process opens
a page where you can set the details of the
interview. Begin by verifying the assigned
users make up the correct interview team.
You can add or remove any of these users as
necessary. The feature searches the calendar
availability of all users assigned to the
process.

Next, select the date and time range for the
interview (the default is one week). You can
also select the duration of the meeting,
include a location address or phone number,
and send a text message if you'd like.

Then, select a preformatted email template or
customize your own email to the applicant.
Just be sure to include the Self Schedule
Link placeholder. This link is what allows a
candidate to select a meeting time using your
availability window.
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® @® @®Schedule Interview

Window  04/05/202312:43PM ] 04/12/2023 12:42PM B
Duration 1 hour
Location 800 Route 144, Clifton Park, NY 12065
Template  Scheduling
From Jimwells@healthcaresource.com
To jlandr21@gmail.com cCBCC

Subject  Appointment request

®
Style Branded

O Personal
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{Placsholder } =

Hi [{ Applicant First Name },

We'd like to meet with you! Please |{Self Schedule Link }| to schedule your interview.

Sincerely,

{ User First Name }| { User Last Name }
[ User JobTitle}
{ Location Name }/
{ User Email }

{ User Phone Number }|

Preview

Attachments Attach files
Send Self-Schedule Invitation
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Clicking Send Self-Schedule Invitation sends the self-scheduling invitation to the candidate’s email
address (and via text message, if applicable) and displays a confirmation that the invitation was sent
successfully. If needed, you can also cancel the interview invitation from here.

The candidate follows the link to schedule their interview time. After completing their scheduling
process, your calendar updates and the chosen block(s) of time are no longer selectable to other
invitees.

Candidates Select a Time

Candidates may schedule their own interview times by following the smart link provided via email or
text message. This link provides access to the Candidate Self Scheduling page, which displays all
available times within the date/time window set for their specific interview.

Welcome!

Please select a time that works for you to meet with Mary Kate for 30 minutes. You will receive an email confirmation upon

scheduling.
July 2018 Monday, 16 Jul 10 available times
{ 09:30am || 10:00am J 10:30am J 12:00pm  12:30pm J 01:00pm J 01:30pm J 03:30pm J 04:00pm J 04:30pm]
i 2 e -l ) Thursday, 19 Jul

Friday, 20 Jul 7 available times

[05:308m J 10:00am J 02:00pm ] 02:300m § 03:309m § 04:005m | 0%:30pm

22 23 4 35 26 27 28

29 30 N

Upon selecting a time, the Confirmation page displays to reaffirm the selected date, time, and
location with the candidate. Selecting Confirm finalizes the process by sending the details to every
process user and displaying a message the confirmation has been successfully sent. If needed, the
Back option lets them change their appointment.

Schedule Confirmation

A schedule confirmation email is sent to the candidate and your process users when the candidate
confirms their desired interview time. Attached to this email is an .ics file, which Outlook (or any
other similar calendar app) uses to store this candidate’s interview details on your calendar. After
confirming these details, the time is no longer available for other candidates to schedule.

Once the interview details are saved in your own calendar, you can add reminders, review meeting
details, and work with it the same way as any other calendar appointment.
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The Fine Print

Nothing to worry about, just a few more details about this feature to keep in mind.

e The email address associated with an organization’s system user is the address used to find
the associated calendar. If you make a typo in the email address or try to use a “spoofed”
address, it won't work because the system won't find a calendar using that address. To
update the email address associated with your organization’s account, please contact your
organization’s IT Administrator.

e This feature must be enabled by a symplr support representative before it can be used by
your organization. If you're ready to activate, give us a call at (866) 323-3030 or email
talentsupport@symplr.com for assistance.
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