Scheduling Interviews in PageUp

Login to PageUp at www.gvsu.edu/hiring with GVSU Network Account

During this step, scheduling of interviews should be completed by the Search Chair/Assistant.

There are two ways to schedule interviews. You can schedule the interviews in the PageUp
system, or you can call/email the candidates and schedule the interview yourself.

Do not schedule interviews until the approval process has been completed. You will receive
an email from Human Resources letting you know that the approval process is complete.

Please verify with your Dean/AQ’s Office if additional internal interview approvals are
necessary prior to reaching out to candidates.

Step 1: Scheduling Interviews in PageUp

The following (optional) process will show you Part A and Part B that need to be completed if
scheduling interviews in PageUp.

Part A: Creating the Interview in PageUp:
Video/Phone Screening and Interviews can be scheduled through the system by following these steps.

1. Click the menu button in the top left corner of the screen.
2. Click New event which is under the Events category.
3. Enter the event details —an example is shown below. Enter information into every box.
e |[tisimportant to remember the title you have created as you will need it later in
the process.

e You want the title to be specific and unique to the position. (l.e. Affiliate Faculty —
Finance Interviews or Office Coordinator SCB Interviews)

Event details
Titler* HR Secretary Interviews
Event type:* Interview 1 v
Venue:® JHI - James H Zumberge Ha : i R
s |HZ - James H Zumberge Ha
Job: Human Resources Secretary 2
Owner:* Sue Lindrup 2
Jdress: lindrups@gvsu. edu
Add owner as user?: ® Yes Mo
Contact name: Sue Lindrup
Public instructions:
Contact information:
Sue Lindrup
Human R-:sc.u'c»:s|

1
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e Click ‘Yes’ for the question: Add owner as a user? This allows you to receive
notifications on your dashboard when an applicant has accepted an interview.

4. Click Save.

5. Add time slots for the interview. You can add time slots either one at a time or in bulk.
We suggest bulk if it is several slots to add. When it asks for Positions, it is asking for
how many candidates can interview during that time slot, which would normally be one.
a. Add a single time slot: Enter the requested information.

i. Click Add.

Event date:™ Start time:* End time:® Users: Positions:*
B 0 Invite 1 Add

b. Add bulk time slots: Click Add next to Add bulk time slots and enter the requested
information.
o You can invite Users (the Search Committee members) so that they also
receive notification on their dashboard when an applicant has accepted an
interview. This will add the committee to each time slot all at once.

= L}
| Bulk add timeslots =
Please fill in all mandatory fields marked with an asterisk (*).
From:* = To:* =
Monday Tuesday Wednesday Thursday
Friday Saturday Sunday
Start time: End timea: Start time: End timea:
6
2 7
3 g
4 9
5 10
Positions:* 1 Users: 1 Invite Activer™ ® Yas Na
Add Cancel

i. Click Add.

Part B: Inviting the Applicant(s) to the Interview in PageUp:
To move several candidate statuses’ at once, see training guide, Bulk Actions on how to bulk
move.
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Click the menu button in the top left corner of the screen.
Click Manage jobs which is under the Jobs category.
Click the applications icon to view the applications which is located to the right of the

job title.

ESRER

.

Sort the applicants by clicking on Status to see all of the applicants who have the status

Interview Pool Approved.

O Nov 9, 2022

[|]A| E] Submi

(OO Oct 31, 2022

¥

nterview Pool Approve 6 (——

nterview Pool Approve BER

Pref Name First nam|

Click on the applicant’s status.
Click Interview 1.
Click Next.

Do not choose a communication template — there is already a template ready for you.
Under Event, choose Select an event.
a. You will use the title of the event that you created in Part A. You can use the
magnifying glass to search, if needed. Do not allow applicant to choose an event.
10. Under Event time slot, choose Allow applicant to choose the time slot.

Confirm status change ¢

You are about to move Gyesismilys (0 a different status:

From status: Interview Pool Approved

To status: Interview 1

\ Communication template:  -- No template - hd

Event:

T @ Select an event:

Event:
No event selected.

Event timeslot:

Create an event booking invitation for the applicant: O Yes @ No

® This applicant will be invited to attend a Interview 1 event

Allow applicant to choose an event

— ® Allow applicant to choose the time slot

Select a time slot:
Time slot:

No timeslot selected.

Q=

Accept the booking on behalf of the applicant? O'ves ®@No

11. Complete the email to the applicant.
a. The From* section of the email will pre-populate with your email address.
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E-mail: Applicant: © Yes @ No

From:* YDUREMAILI@gvsu‘edu
Subject*  Interview with Grand Valley State University

Message: Merge fields
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STATE UNIVERSITY,

Offering to re-schedule

Dear e . . . .
interviews Is optlonal.

We reviewed your application for the Assistant Professor of s rosition at Grand
Valley State University and would like to invite you to an interview.

Please login to your account at www .jobs.gvsu.edu to select an interview date and time from
the available options provided. Once you have selected the date and time, you will receive a
confirmation email

Should you need to re-schedule your interview or require further information, please contact

me at the number below
Sincerely, You must manually enter

[INSERT CONTACT INFORMATION HERE] «— contact information here.

—~ &)

12. Click Move now. The applicant will be sent the email with instructions how to

accept/decline the interview request.

13. Repeat this process for each applicant you want to invite to an interview.

Step 2: Scheduling Interviews Outside of PageUp

Once the candidate has been approved to interview, and you have scheduled the interview via
call/email (not using PageUp), their status must be changed in the system so that the interview
status is documented.

1.
2.
3.

Click the menu button in the top left corner of the screen.
Click Manage jobs which is under the Jobs category.
Click the applications icon to view the applications which is located to the right of the

job title. /

ENSHER )

Sort the applicants by clicking on Status to see all of the applicants who have the status
Interview Pool Approved.
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OO 0Cct 31,2022 Interview Pool Approve @y (——
DD Nov 9, 2022 nterview Pool Approve IR —

5. Click on the applicant’s status.
6. Click Interview 1 Accepted.
e If they decline interview, move to Interview 1 Declined.
7. Click Next.
8. Click the radio button next to No for Email Applicant and Additional users from job.

Communication template: - No temp\at7 v
——
E-mail: Applicant: ® Yes O No

© No SMS will be sent to the applicant as they do ngt wish to receive them.

Additional users from Job: ® Yes O No

Status Date Time Search Chair
Enew application Jan7,2023 12:53 pm Si———
Binterview 1 Jan 13, 2023 1:47 pm I
Ointerview 2
Ointerview 3
Cline manager review 1

Move now Cancel

Note: If you would like to send an email to the applicant confirming their interview in PageUp,
you have the option to do that here by selecting Yes for Email Applicant. You will have to edit
the body of the email.
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E-mail: Applicant: O Yes @ No

From:* YOUREMAI@gysu.edu This pa ragraph
subject:* | Interview with Grand Valley State University SPECifica"y needs to
Message: Merge fields be removed.

B 7Y S

= Formats~ A A £ B- I © ®
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STATEUNIVERSITY,

Offering to re-schedule
Dear sk interviews is optional.

We reviswed your application for the Assistant Professor of LissecGg i osition at Grand
Valley State University and would like to invite you to an interview.

ogin to your account at www.jobs.gvsu.edu to select an interview date and time fro
available options provided. Once you have selected the date and time, you will receive a
confirmator il

Should you need to re-schedule your interview or require further information, please contact

me at the number below.

Sinceraly, You must manually enter

[INSERT CONTACT INFORMATION HERE] 4’/—— contact information here.

m cancel

9. Click Move now. Repeat this process for each applicant that has been scheduled for an
interview.
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