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Welcome to SCALIS!

Getting Started with Pipeline Setup

We're thrilled to have you on board! Follow this step-by-step guide to learn how to configure, organize, and update your
Pipeline Setup.
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STEP 1
Setting up a Pipeline

From the Pipeline Setup, you can: Name your pipeline for internal
reference, select a Pipeline Template, and customize stages

within the Pre-screen, Interview and Offer milestones. A SNl
1. Navigate to your Job Dashboard and Click “Create
ReCIUiSitiOH"- §:  e

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

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

A SCALIS Hiring Shouldn’t Suck™ 2025 | 04




STEP 1.1
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.
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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 1.2

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
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STEP 1.3

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
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STEP 1.4

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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Company Dezoription

Pipeline templates help your hiring team maintain a consistent
hiring process across job requisitions.

1. Navigate to your Company Settings and Click “Pipeline
Templates”.

2. You'll be redirected to your Pipeline Templates settings. Click
“Create Pipeline.”

X Create Pipeline Template

Pocine Templae Nome

3. If you need help creating a new Pipeline, navigate to Step 1.

4. Once your new template is saved, you can use it to update an
existing pipeline or adding it to a new job.

This ppeine et can be changed Ul you schvanon yous ficst
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You can customize the settings for each stage within your Pipeline e e D e S ()
Milestones. >
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1. From your Job Dashboard, select the job whose hirin Ipeline e i
o ' w
ti v O PeSooen $ s Jessic de Grost
L3 l - " L ,’
you want to update, then click “View Pipeline = e 6
, 9
Helemd Rapaton it 9a% Falm Bay, Florkdy, United States Chied of St SoulMachines
Steptacie Amecdares Abeing 9% Mami Honda, Unileg States Copyar tonConlent Wi tor Fearchan Crefor
ALLAMA NCADAMS 225 Hallymocd, Fiaada, United Stimes +1754244438484 PEOPLE QPERATIONS Grevrizax Cigatal
2. Click the gear icon next to the stage name —— e ——— —
4 g g g Aetuznee Flumni 8a% Boca Raton, Florda, Unhed Stat..  +13632068506  Marketing Coordnator, Dataose Markeding  Eduegreen Vocations Corp

3. What you can update in Stage Settings depends on the stage
type (which cannot be changed):

- Generic Stages: Scorecard Template

- Review: Reviewer, Scorecard Template

- Phone Screen: Scorecard Template, Interviewer(s)

- Assessment: Reviewer, Expiration Date, Scorecard Template
- Interview: Scorecard Template, Interviewer(s)

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




QSCK\US M08 Q Jon T Doshiomwd  Messighg Q0 = escﬁusc;ee,_ =

STEP 4 7y g

Open Pending Appeons Clocod Dans On Hold Al Jobs

.
-
[ ® @ ¢
Ig rate to a ew a I pe I ne o RN oy (ONNDWNYS SEOMUAGY  DBUSUE e PRG  arWniy @ oo oo @
"\
g 1D Job Name Peparsment Acte Appiicasis Rocrutiers Slus Listi=gs Lsting Type(s) LIsing States

w3 Junor Chiet of St Myketng 401/4m MM * Cpen ) Pubic e fdee

I e m I a | e L. L™ Soqurcing - 16 © Application Review - 368 ¢ Pre-Sareen - M4 Imerviews -0 * Offer- 3 Hred -0 v
=
..
LR 104 Sersy BackendEn. Engnecring 6673 e Open 5 Pubsic o five

@ Zool by Madch Scome X 86 Madch Scoee b BO-300 X I8 Azpicaton Satan s Inteevew Comgintng, Imacview Not Schecited, Intervew Reguasted, lecvew,,, X B Yeaao'Copaiencein 0-830 X

= §

¢ o

The pipeline template can only be changed until you advance your
first candidate beyond the "Application Review" stage. —
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4. Select the “Migrate to New Pipeline Template” option and
continue.

X Edit Pipelne

Currers Fipelne Name: Junior Chief of Staf

Cormart Pipaine Template: Chnl of Staff

How woukd you lixe %0 ecil your pipeine?

Chdcee an 0pton bekw 10 peocoed win eddng your ppeing.

.

| "\
\«m) -
geata 1o New Pipaling Edit Your Exiating Pipeine

Template Template

Crange e pipeine tompiane and Modfy the Currert pgeine wemplate
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SlEP 4]

Migrate to a New Pipeline
Template

5. Choose the new pipeline template you want to apply to this
job. After selecting the template, click “Map to New Pipeline”.

6. Drag and drop the candidate stages from your current pipeline
that you want to include in the new one.

/. Click “Save and Migrate Candidates,” then “Confirm.”

8. Success! Your candidates have been successfully migrated to
the new pipeline.

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | 12
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SI1EP S
Edit Existing Pipeline Template

A Pipeline Template becomes locked from editing once it has
been used in a job where candidates have progressed beyond the
Application Review stage.

1. Select the “Edit Your Existing Pipeline” option and continue.

2. An Edit Pipeline Template drawer will open, allowing you to
adjust the template settings. Keep in mind that making
changes will generate a new template rather than updating
the existing one. Click “Save” to proceed.

3. Drag and drop the candidate stages from your current pipeline
that you want to include in the new one.

4. Click “Save and Migrate Candidates,” then “Confirm.” Your
candidates will be migrated to the new pipeline.

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | 13
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SITEP O

Creating Custom Views In
Pipelines

Custom views in your candidate dashboard let you save filtered
pipelines as tabs—making it easy to toggle between specific
groups like Uploaded Candidates, Interviewing Soon, or Top
Matches.

What You Can Customize in a View

o Filters: Application status, source, profile type, tags, etc.

o Columns: Show or hide data like match score, last activity,
recruiter, etc.

e Sorting: Sort by score, date added, name, etc.

e Pinning: Pin key views for quick access.

e Sharing: Copy a direct link to share with your team.

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | 14
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S1EP 6.1

Creating Custom Views In
Pipelines
¢ Default Views (Removable)

Your pipeline comes preloaded with a few helpful default views—
these are just pre-filtered tabs and can be removed or customized
like any other saved view.

e Active Candidates: Candidates actively moving through the
pipeline (not rejected).

o Uploaded Candidates: Candidates manually added or
imported (not sourced or invited).

o SCALIS Candidates: Candidates that have a SCALIS profile.

e Rejected: Candidates who were disqualified or rejected.

e Invited to Apply: Candidates you proactively invited to submit
an application.
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STEP 6.2 ’Q SCALIS aﬁ-sv?/S a
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2. Apply filters using the Quick Filters Bar at the top of the view or o [o=== —
the Advanced Filters Drawer by clicking the “Advanced Filters” ——_—

button. = =

3. You can customize your columns to show or hide fields.
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SHERP 0.3

Creating Custom Views In
Pipelines
+ Add Views from Other Jobs or Create One from Scratch

Click “Add View +" in the pipeline tab bar. You'll see a modal with
three sections:

o Default Views: The five default filters for this workspace.

o Saved by Me: Any views you've saved in this or other jobs (can
be reused across jobs).

o Saved by Others: Views created by teammates (if shared).

~ To add a view: Simply click any view from Default, Saved by Me,
or Saved by Others to add it to the tab bar.

[~ To start fresh: Click “Create New View +" at the bottom of the
modal.

A\ SCALIS Hiring Shouldn’t Suck™ 2025 | 17

' S

|

ale)

>3

17

17

59429570 Assistant of Team Leader and community ...

Dashboard Messaging 0

SS 1M BA M Create Task +
Invited to Apply ' Rejected | AllCandidates ' Default View | w

Add New View

Q. Search

Default Views (6) Saved by me (0)

All Candidates

Invited to Apply

Active Candidates

Rejected

te New View -+

>9654077 Marketing & Events Coordinator

441749892 PR, MKT AND COMMUNICATIONS DIRECT...

33096531 Independent Contractor | Italian Language...

COMMUNICATIONS SPECIALIST

Museum Founder & Publisher

Saved by

Top Matc
New Viev
Default Vi
Schedule

Schedule

Team Cao - Keller W
Strive Football Group
MentorStark

OGA CONSULTORES
Alan Ket

Qutlier.ai



STEP 7
Editing a Pipeline When a
Template is Selected

When configuring your Pipeline Setup with a Linked Pipeline
Template, any edits will automatically unlink it from the template,
while preserving all existing data.

1. After selecting a Pipeline Template during the Requisition
Creation flow, you can edit the Pre-Screen, Interview, and

Offer stages.

2. Click the pen icon to open a drawer where you can update the
selected stage. Make your changes and click “Update Stage.”

3. When you proceed, the Pipeline Template will be unlinked. All

existing data will be preserved, and a new template will be
created.
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