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Welcome to SCALIS!

Getting Started with Interview Scheduling

We're thrilled to have you on board! Follow this step-by-step guide to set up your Interview Scheduling and make the most of
the platform.
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STEP 1

Creating Interview Templates

Save time and drive consistency with Interview Templates,
reusable across roles and stages.

1. Navigate to your Company Settings.
2. Click “Interview Templates”.
3. Click “Create Interview Template”.

4. Give the template a name (as a best practice, we suggest to
align the template name with the interview stage it supports) and
select between a stage type: Phone Screen if it is a initial
screening stage requiring setup of format, interviewer, and
logistics, and Interview if it is a core interview stage requiring
format, interviewer(s), and evaluation setup.
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STEP 1.2

X Create Interview Template

C rea ti n g I nte rVi ew Te m p I ates below. Any automations you've set up will follow this structure automatically.

Template Name

Engineer Interviews

After selecting a stage type, you'll proceed to selecting a

Best practice: Align the template name with the interview stage it supports.

Scheduling Logic. toge Type
Interview C
‘A What are the Scheduling Logics? i
» 2 2 " " X Phone Call Onsite Video Call
e 1:1Interview: A single interviewer meets with the candidate for
each session.
Scheduling Logic 11 Interviev@
o Interview Loop: A series of back-to-back interviews with T v
Duration
different interviewers. Celoct an option | Interview Loop -
) . . S TEGa Self-Schedule Interview
o Self-Schedule Interview: Candidate selects a time based on — . X
available interviewer(s).
Interviewer or Interviewer Pool

o Panel: Multiple interviewers meet the candidate at the same

1 Enable auto-replace with alternate
time. P ©

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | 05



STEP 1.2]

X Create Interview Template

C rea ti n g I nte rVi ew Te m p I ates below. Any automations you've set up will follow this structure automatically.

Template Name

Engineer Interviews

After selecting a scheduling logic, you can customize your

Best practice: Align the template name with the interview stage it supports.

iInterview template. —
Interview T
£ 1:1Interview nterview Type
o Duration: Defines the total length of the interview session. e - B
o Scorecard Template: Determines the evaluation form used by Scheduling Logic ~ * *1interview +
the interviewer to assess the candidate’s performance. N

<O

 Interviewer: Specifies the individual responsible for conducting

the interVieW Scorecard Template (Optional)

e Enab|e AUtO‘Replace: When enabled g the SYStem Interviewer or Interviewer Pool
automatically assigns an available backup interviewer if the SElegSON .
primary interviewer becomes unavailable. Enable auto-replace with alternate @

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | 06



STEP 1.2.2

Creating Interview Templates

After selecting a scheduling logic, you can customize your
iInterview template.

£ Interview Loop

e Interview Segment: Defines each individual part of the
interview loop, typically associated with a specific interviewer,
duration, and scorecard template.

e Require Minimum Buffer: Specifies whether a mandatory time
gap should be inserted between interview segments.

e Needs Debrief Meeting: Enabling this prompts a post-
interview debrief to be scheduled with all interviewers.

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | 07

X Create Interview Template

<

Interview

Interview Type

Phone Call Onsite Video Call

Scheduling Logic @ Interview Loop w

Ch
>

Untitled Interview

Interview Name

Duration Scorecard Template (Optional)

<>
<>

45 minutes

Interviewer(s) or Interviewer Pool

<>

+ Add Interview Segment

Require Minimum Buffer Between Interviews

Needs Debrief Meeting €




SITEP1.2.3

X Create Interview Template

® *® All Inerviews scneauiea in mnis stage wil pe auto-nnea using e criteria aernnea
rea I n g n e rVI ew e m p a es below. Any automations you've set up will follow this structure automatically.

Template Name

After selecting a scheduling logic, you can customize your Engineer Interviews
inte rVieW template. Best practice: Align the template name with the interview stage it supports.
Stage Type
£ Self-Schedule Interview = i
Interview Type
e Duration: Defines the total length of the interview session. Phone Call Onstte Video Call
o Scorecard Template: Determines the evaluation form used by
. . . 7 Scheduling Logic @ Self-Schedule Interview
the interviewer to assess the candidate’s performance.
Duration
o Interviewer: Specifies the individual responsible for conducting S
the interview. Candidate will see and select from the S orecond Tome B Tnds
interviewer's open time slots. ¢
Interviewer

Candidate will see and select from this interviewer's open time slots.
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STEP 2
Setting up a Pipeline

After creating the interview template, you can link it to a job by
adding to a stage in the Pipeline Setup.

Q SCALIS ats08  Q s 70e Doshboord  Messoging O ¥z @ scovscoe.

1. Navigate to your Job Dashboard. e e

Pipeline Setup

2. Click “Create Requisition”. e i s i OO i st

3. Fill out the information for your new requisition and navigate to
“Pipeline Setup”.

4. Click “Add Stage” and select a stage type.

Please note that the interview templates can only be applied to Interview
and Phone Screen stage types. Tip: You can also include Interview
Templates within a Pipeline Template and then apply that Pipeline
Template to a Job Requisition.

A\ SCALIS Hiring Shouldn't Suck™ 2025 | 09



STEP 21
Setting up a Pipeline

There are 5 different stage types: Review, Generic, Phone Screen,
Interview, and Assessment.

If you need to enable Reference Check or Background Check stages,
please contact our team.

A Review

Internal team member responsible for reviewing this stage.
Reviewers are typically assigned based on expertise or stage
ownership.

A Generic

Flexible stage type without predefined requirements. Can be used
for any process step that doesn't fit other specific stage types.

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | 10

X Add Stage

Stage Name

Insert staae name here

Stage Visibility

[o Internal ] Public

Hiring team only Shown to Applicants

Stage Type
Review
Stage type cannot be changed once stage type is saved.

Assign Reviewer

Select an option

<>

<

Cancel Add Stage




STEP 2.2

Setting up a Pipeline

X Add Stage

Stage Name

cO - ) { | ) ! )
|11.z ! LANIT |« .

£ Phone Screen

Stage Visibility

Initial screening stage requiring setup of format, interviewer, and [o Internal ] Public
|09i$tiCS. Hiring team only Shown to Applicants
Stage Type
e Interview Template: Specifies the format of the interview, Phone Screen -
e . > Stage type cannot be changed once stage type is saved.
determining how the session will be conducted. | |
Interview Template (Optional)

o Interview Type: Specifies the format of the interview,
determining how the session will be conducted.

Interview Type

Phone Call Video Call

e Scheduling Logic: Determines the structure and flow of the
interview.

Scheduling Logic @ Scheduling Logic

Cancel Add Stage

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | M



SiEP 2.3

Setting up a Pipeline

X Add Stage

Stage Name

cO - ) { | ) ! )
|11.z ! LANIT |« .

A Assessment

Stage Visibility

Technical or take-home assignment stage for candidate’s [o Interna ] Public
evaluation. Hiring team only Shown to Applicants
Stage Type
o Assessment Type: Specifies the format of the assignment. e sl <

Stage type cannot be changed once stage type is saved.

External Link directs the candidate to an external test, while
Take-Home is a file uploaded for the candidate to complete.

Assessment Type

<

Assign Reviewer

o Assign Reviewer: Defines who will evaluate the assessment.

<>

o Expiration Date: Defines the time limit for the candidate to Expiration Date
complete the assessment.

Scorecard Template (Optional)

<>

o Scorecard Template: Determines the evaluation form used by
the interviewer to assess the candidate’s performance.

Cancel Add Stage

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | 12



STEP 2.4

Setting up a Pipeline

X Add Stage

Stage Name

cO - ) { | ) ! )
|11.z ! LANIT |« .

A Interview

Stage Visibility

Core interview stage requiring format, interviewer(s), and [o interna ] Public
evaluation Setup. Hiring team only Shown to Applicants
Stage Type
e Interview Template: Specifies the format of the interview, interview -
e . > Stage type cannot be changed once stage type is saved.
determining how the session will be conducted. | |
Interview Template (Optional)

o Interview Type: Specifies the format of the interview,
determining how the session will be conducted.

Interview Type

Phone Call Onsite Video Call

e Scheduling Logic: Determines the structure and flow of the
interview.

Scheduling Logic @ Scheduling Logic

Cancel Add Stage
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Save time and ensure flexibility with Interviewer Pools, easily = =-a -
assignable across roles and stages. i 1)
D SCALIS 3105 Qo 1oe Doswboord Mosogny O () (@) scauscore.. v

Usey Nonagemenm : 2 8
& ' Group and manage your interviswers with esse

1. Navigate to your Company Settings.
2. Click “Interviewer Pools”.

3. Click “Create New Pool”,

X Create Interviever Pool

Intersawer Pocl Name

4. Enter the required details to create the pool, then start adding ' * T

Departments (Opions)

members to it.

Offices (Optond)

Tip: Check the Load Balancing to enable the system to auto-distribute T
interviews across pool members to prevent overloading.

Enye Load Balarcing
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After creating the Interviewer Pool, you can add members to it and
view the Interviewing Activity. e

1. Click the ellipsis icon from the interviewer pool created and click i
“View”,

2. Inside the pool, click “Add User”

X Addd User(s) 1o Interview Poal

3. Select the users you want to add to the pool.

4. You can view the candidates interviewed by the interviewer
pool from the “Interviewing Activity” tab. R — 4 —

Sattivgs hlerviewer Peols > Engineers Inlerviewers ¢ Ashw  Ireason Techasogy  Gagreers T

2\’ r Moo

B CistetLiving 0 0 0 0 0 0/S
O Ones COMpes DOy Ay i PO ANY Do Lo Fonx

B Caroer Pige s
It viewirs

NEERVEW S SOHE0

Ed ¥enviemer Pock |

G norview Temps

SYSTEM TEMPLATE W Lizzy Man KGMT-03:001 Exazdid Stancnd Timne, undefined

Pl Moo Tenglanes
K2 Karckea Zonard KEMT-03001 Exacdd Stancnd Time, S0 Fauko - fanerica
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STEP 4
Adding an Interviewer Pool to = .
an Interview =

) Efgyemdars Itdinviemirs
At

An Interviewer Pool can be added to an Interview Template, a
Pipeline stage or when Scheduling an Interview. Interviewer Pools

can only be added to the Interview Loop scheduling logic. e — —
1. Navigate to Interview Templates inside Company Settings, e , s » :
create or edit an Interview Template that contains an Interview i . u ° .
Loop and select the Interviewer Pool. = 9 | . ; :

2. Navigate to the a job’s Pipeline, select a candidate, click the p—h—

Interview(s) tab, click “Schedule”, select “Interview Loop” as
Scheduling Logic and select the Interviewer Pool.

AN SRTEN LSS |

lenview Typo

Wseo Call Prowidas

3. While creating a Requisition, navigate to Pipeline Setup, click
"Add Stage”, select “Interview Loop” as Scheduling Logic and
select the Interviewer Pool.
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Streamline scheduling by requesting candidate availability directly o e -

from the pipeline. T -
g De Buggng Assassment Izberviow Not Scheckied N agal v —
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1. From your job dashboard, click “View Pipeline”. % —

biervows Do Bugging Asseszmant et Schechdod

< ) O¥or; Otler et Schechtod

2. Open the Candidate Profile and click “Interview(s)” tab.

3. Click “Request Availability” to request the candidate’s available
time slots.

X Raguest Candidate Avaiabiity

Candidate

oW (R"o.':-\nh.t
BT S Y

Interview Team

Isanviewenis) of Intenviow Pocl

4. Add suggested times and send the request.

Suggested Times &

MWM

Sugoested Times 13 “ o

03 Q0pen - Sgisacd Tive 2 B i
Tirwe 1 g
9 Cc 0
(s CO0BN - Seggeiand T &
Time 2 4
9 Cctobe »
& 4000
Time 3 g
(9 Cotober 2 z 0
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SITEP O

Scheduling an Interview

Easily coordinate interview schedules and manage candidate
availability in just a few clicks.

Oe Buggng Assessmont Itecvion Not Schedbed I sl v

Side by 4560 view

Interview(s)

X
0000 = Senior St Rovear

1) Pre-Screen Coding Assessmaont Nex Schedued —

Sereening Questons
Aty oG
v nterviows: Do Bugging Assessment o Awalabiny Ruceived @ta'v&ml
et
¥ ¥
ST 8% Ooster 22,2 ® 20300 1 11300 P £ Ocsster 22,2005 - 80min (D 30300 1 11300 P
1)

1. After user submits its availability, click “Schedule”.

2. Select how you want to schedule: Manually Schedule to
schedule an interview and invite stakeholders to participate, or
Send Scheduler Link to send a link to the candidate for them to

self-schedule into your calendar. -

3. Complete the scheduling information or select from an s om (@) | “ ©
Interview Template. - o) | » _—
4. Send a message for the candidate(s) and interviewer(s) gr— d
confirming the interview. —
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SIEP 7

Using an Interview Kit Token

Insert the “Interview Kit” token in confirmation and invitation
emails to give interviewers easy access to the scorecard.

1. When sending a message to participants from the Schedule
Interview flow, click the brackets icon ({ }) to add a token.

2. Click “Interview Tokens” and select the “Interview Kit Token.”
Adding this token to the invitation email will automatically include
the Scorecard link for all interview participants.

3. Fill out the message then click “Submit”. An email will be send to
participants inviting them for the interview.

I Important: The Interview Kit link adapts based on who clicks it: company users
are taken to the scorecard, while candidates will just be taken to the job listing.

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | 19
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Using Scorecards & Al

Side by S view

CO00 = Serdce ¥ Dirse

Scorecards in SCALIS help interviewers evaluate candidates using ——— —
structured criteria that align with the role. — —

TUEELSANE TR T ALY

Grace Whie

Gw Secheites 1om Qo e Uriversty

00¥0 + Sonior St Rezoxcher (NYC) (Exiemal 201E0705-3976-4058-008 . I

1. Click the user’s avatar to view or complete the assigned
Scorecard to the interview.

D Boing ASseamant | (=) Woirdew SC0Cosed 170 apl

Debugging Assassment (FE SWE)
Uil Ui daewiiow 00 abgyn shils

2. Inside the Scorecard, you can view the Interview Al Summary
and Transcript.

Seorocad @ Teacrtrign
A Generated Downdoad ¢
Itervigw Summaey

Caveer Sniflt Refocaton Arazon Bullding Suppont Ongs

CRM Daxpertive Aaphablny Quck Leaming 3

Q

3. You can use the Al Summary to fill out the Scorecard by clicking
the button “Add to Scorecard” inside the Al Summary tab.

© Cverview 0 ~

X Scorecard & Interview Kit

Soorecard Al Sumwvany
AN Gonacatod Sedriand View
Transcrigt

Q

4. From the Transcript tab, you can download the Transcript or
view the Interview Recording.

KT Karolna Zanwd 002! ©

H Grace, hanks for oneng todkyy® How ane you dong?

oW  GoacoWnie 0044 ©
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SIEP 9

Pool Selection Logic

When an interview needs to be scheduled, the system uses a
sophisticated selection algorithm:

Hard Filters (must pass all):

No calendar conflicts during interview time
Available during working hours (timezone-aware)
Below daily interview limit (if configured)

Below weekly interview limit (if configured)

Load Balancing Score:

Score = MAX_RECENT_INTERVIEWS - member_recent_interviews

e Higher score = less busy = preferred selection
e Recent interviews counted over last 7 days

Tie Breaking: Random selection among equally scored candidates for

fairness.

A

SCALIS

Hiring Shouldn’t Suck™

2025

21

X Event Details

Graphic Design Interview

o lizzy@scalis.ai

™) Wednesday, November 22 + 1:00 - 2:00pm

(GMT-8:00) Pacific Time - Los Angeles
= 00075 - Vice President of Partnerships (Chicago Listing)

¥ https://meet.google.com/nzk-cihh-rup

4 Guests

2 yes, 1 awaiting, 1 no

2o Team Members

PA Parker Amoroso

@ parker@scalis.ai

Andre Nunes
andre@scalis.ai

Lizzy Mann

lizzy@scalis.ai

LM

(23 Candidates

. Thomas Rodriguez
thomasrodriguez@gmail.com

Details

L1 10 minutes before

1 Graphic Desian Skills Interview



STEP 10

How Auto-Replacement Works

1. Manual Configuration: Auto-replacement is an optional feature
that must be explicitly enabled when creating interviews or

2. Alternate Interviewer Required: When enabled, you must
specify an alternate interviewer (can be an individual or

3. Trigger Mechanism: Auto-replacement is triggered when:

A

iInterview templates

another pool)

e The primary interviewer's calendar status changes to

"declined" (status: 'no’)
e Thisis detected via Nylas webhook events

SCALIS

Hiring Shouldn’t Suck™

2025

22

X Event Details

Graphic Design Interview

o lizzy@scalis.ai

™) Wednesday, November 22 + 1:00 - 2:00pm

(GMT-8:00) Pacific Time - Los Angeles
= 00075 - Vice President of Partnerships (Chicago Listing)

¥ https://meet.google.com/nzk-cihh-rup

4 Guests

2 yes, 1 awaiting, 1 no

2o Team Members

PA

Andre Nunes
andre@scalis.ai

Lizzy Mann

lizzy@scalis.al

Parker Amoroso

LM

(3 Candidates

- Thomas Rodriguez
thomasrodriguez@gmail.com

Details

L1 10 minutes before

1 Graphic Desian Skills Interview



S1EP 11

Auto-Replacement Process

When a primary interviewer declines:

1. Detection: The system monitors calendar event updates via
Nylas webhooks.

2. Validation: Checks if the interview has auto-replacement
enabled and an alternate interviewer specified.

3. Rescheduling:

e Cancels the original interview

e Creates a new interview with the alternate interviewer
e Preserves all original timing, location, and other details
o Handles debrief events if they exist

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | 23
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4 Guests

2 yes, 1 awaiting, 1 no

2o Team Members
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Andre Nunes
andre@scalis.ai

Lizzy Mann
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LM

(3 Candidates

- Thomas Rodriguez
thomasrodriguez@gmail.com

Details

L1 10 minutes before

1 Graphic Desian Skills Interview
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STEP 12

Auto-Replacement Process

When a primary interviewer declines:

Key Limitations

o Only for ONE_ON_ONE interviews: Auto-replacement doesn't
work for panel or loop interviews.

e Manual Setup Required: Must be configured upfront when
scheduling.

e Single Level: Only one level of replacement (no cascading to
multiple alternates).

o Calendar Integration Dependent: Relies on calendar webhook
events to detect declines.
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X Event Details

Graphic Design Interview

"6 lizzy@scalis.ai

™) Wednesday, November 22 + 1:00 - 2:00pm

(GMT-8:00) Pacific Time - Los Angeles
= 00075 - Vice President of Partnerships (Chicago Listing)

¥ https://meet.google.com/nzk-cihh-rup

4 Guests

2 yes, 1 awaiting, 1 no

2o Team Members

PA Parker Amoroso

@ parker@scalis.ai

Andre Nunes
andre@scalis.ai

Lizzy Mann

lizzy@scalis.al

LM

(23 Candidates

~ Thomas Rodriguez
thomasrodriguez@gmail.com

Details

L1 10 minutes before

1 Graphic Desian Skills Interview
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