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Welcome to SCALIS!

Getting Started with Events & Calendar Setup

We're thrilled to have you on board! Follow this step-by-step guide to set up your Calendar and Email accounts so you can
schedule interviews, manage your availability, and stay organized.
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STEP 1

Connecting a Calendar

Connect your calendar account to SCALIS to manage Interviews,
Events Scheduling and Calendar Sync.

1. Navigate to Calendar from the left navigation bar and click the
Gear icon at the top right — you can also access the Calendar
Settings from your Company Settings).

2. Click Connect button and select your calendar provider to sync
your schedule.

3. After selecting your provider, read the terms of use and click
Accept and Connect to proceed.

SCALIS separates SCALIS events from non-SCALIS events for a clear,
organized view.
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STEP 1]

Connecting a Google Account

You can use the SCALIS calendar and interview scheduling tools
to create new or modify existing events within your Calendar.

4. Select the Google Account you want to connect with SCALIS.
5. Click Continue then Allow to proceed.

6. Success! Your calendar account is now connected to SCALIS.

a SCALIS only uses your Google data to power the different features and
functionalities of our product that connect with your Google Workspace
tools. It's your data and we just want to help you work more effectively.

Note: Only one calendar can be connected at a time.
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STEP 1.2

Connecting a Microsoft
Account

You can use the SCALIS calendar and interview scheduling tools
to create new or modify existing events within your Calendar.

4. Select the Microsoft Account you want to connect with SCALIS.

5. Click Accept to proceed.

6. Success! Your calendar account is now connected to SCALIS.

ﬁ SCALIS only uses your Outlook data to power the different features and
functionalities of our product that connect with your Outlook Workspace
tools. It's your data and we just want to help you work more effectively.

Note: Only one calendar can be connected at a time.
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SHERP 1.3

Connecting a Zoom Account

You can use the SCALIS calendar and interview scheduling tools
to create new or modify existing events within your Calendar.

4. Log into the Zoom Account you want to connect with SCALIS.
5. Click Allow to proceed.

6. Success! Your calendar account is now connected to SCALIS.
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Set your working hours, availability windows, and scheduling [ - ——

preferences. These settings control when candidates can book L
interviews through scheduler links, including buffer times, e
maximum interviews per day, and rolling day windows. e

1. Navigate to the Calendar Settings from your Company Settings.

2. Click Scheduler Link Configuration tab. | schUs e o o @uwnen. -

3. From the Availability Settings, you can configure: m S

N

e Timezone: Set your timezone for accurate scheduling.
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SEP 3

Scheduler Link Configuration

4. From the Scheduler Link, you can configure:

A

Minimum Scheduling Notice (hours): Determines the earliest
time a candidate can select for their availability starting from
the time of submission.

Rolling Days of Availability: Determines the number of days out
a candidate can schedule an interview via scheduling link (this
window begins after the minimum scheduling notice period
passes).

Max Interviews per Day: Set the maximum number of
iInterviewers per day that can be scheduled into the calendar
of an individual recruiter or interviewer.

Buffer Time (before/after minutes): Add buffer time before or
after of each scheduled interview to allow for preparation and
prevent back-to-back bookings. Must be 0-120 minutes in
increments of 5. Set to O to disable.
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SEP 3

Scheduler Link Configuration

A

Minimum Scheduling Notice (hours): Determines the earliest
time a candidate can select for their availability starting from
the time of submission.

Rolling Days of Availability: Determines the number of days out
a candidate can schedule an interview via scheduling link (this
window begins after the minimum scheduling notice period
passes).

Max Interviews per Day: Set the maximum number of
iInterviewers per day that can be scheduled into the calendar
of an individual recruiter or interviewer.

Buffer Time (before/after minutes): Add buffer time before or
after of each scheduled interview to allow for preparation and
prevent back-to-back bookings. Must be 0-120 minutes in
increments of 5. Set to O to disable.
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SEP 3

Scheduler Link Configuration

e Rebooking settings: if enabled, candidates can reschedule

A

their interview using the same scheduling link, up to the
maximum number of rebookings you've defined. When they
select a new time, their previous time slot is automatically
released and made available to others. If disabled, candidates
won't be able to change their scheduled time on their own and
must contact your team for any updates.

Cancel Settings: if enabled, candidates can cancel their
booked interview directly from the scheduler link. The time slot
will be freed up in your calendar. If disabled, candidates won't
see the option to cancel and will need to reach out to your
team if they can't attend.
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STEP 4

Event Defaults Configuration

Manage default settings for how interviews and events are
scheduled across your company. Define the default video
conferencing provider and control whether users can override it,
and configure Al Notetaker preferences.

1. Navigate to the Interview & Event Setup from your Company
Settings.

2. Click Event Defaults Configuration tab.
3. Default Video Interview Provider: Set the default video
conferencing provider for interviews. Users can override this at

the individual level unless enforcement is enabled.

4. Al Notetaker Settings: Configure Al notetaker preferences for
scheduled interviews and events.
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Hiring Shouldn’t Suck™

We're fixing it.

www.help.scalis.ai
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