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STEP 1

Schedule Candidate
Advancement

Automatically move candidates to the next stage in your pipeline
at a scheduled time.

1. From the Candidate Profile, click the Advance button.

2. Select the stage you want to move the candidate to and
update their application status. You can also choose to send a
scheduling link to the candidate.

3. Before submitting, click the arrow dropdown next to the
Confirm button. Select a time from the dropdown or customize
the schedule by clicking Pick date & time.

4. Done! The candidate will be advanced at the scheduled time.
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STEP 2

Schedule Candidate
Availability Request

Send a timed request asking candidates to share their availability
for interviews.

1. From the Candidate Profile, navigate to the Interviews tab,
then click the Request Availability button.

2. Select the interviewers, add suggested times for the interview
and fill in the email content to be sent.

3. Before submitting, click the arrow dropdown next to the
Submit button. Select a time from the dropdown or customize
the schedule by clicking Pick date & time.

4. Done! The Availability Request will be sent to the recipients at
the scheduled time.
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Plan and automatically trigger interview scheduling with
candidates based on predefined timing. 1)

1. From the Candidate Profile, click the Schedule Interview option e T

Sctwcite Acton

L] o e 1o Candaln Intneview Dwtads '
from the elllpSIS (. ; .) menu. w $IBIUSOz2S=E3306 e Tomoyos o
Tarse £00 AN - B30 A4 (GA41-1)
Hi {{CANDIDATE_FIRST_NAME} | b nviewe Kaoing Zanodt Tomzerow abamonn
i Cite| Bipa:\visel gooshs comate-dela-t
N\ 5
od I TING TITLE)} S —

2 Pekded sme

2. Whether you're scheduling an interview manually or sending a | ),
scheduling link to a candidate, fill in the interview details and
click Next.

3. Before submitting, click the arrow dropdown next to the Send/
Schedule button. Select a time from the dropdown or
customize the schedule by clicking Pick date & time.

| w Uty King 2 0% My & &

. . Sus s VI Ty
4. Done! The Interview Schedule will be sent to the recipients at I &———— oo - -

the scheduled time.
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STEP 4

Schedule Email

Create and schedule emails to be sent to candidates at specific
times.
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1. From the Candidate Profile, click the Send Email option from
the ellipsis (:--) menu.
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2. Fill in the email content.

3. Before sending, click the arrow dropdown next to the Send
button. Select a time from the dropdown or customize the
schedule by clicking Pick date & time.

4. Done! The email will be sent to the recipients at the scheduled
time.
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Hiring Shouldn’t Suck™

We're fixing it.

www.help.scalis.ai
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