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[bookmark: _Toc359854268][bookmark: _GoBack]How to view details of interviews taking place within the next 5 days

The Interviewer can check what Interviews are taking place in the next 5 days.
The interviewer can log into eRecruitment by doing the following.
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Click on the Launch eRecruitment button.

The first screen the interviewer will see is:
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If the interviewer has an upcoming interview within the next 5 days, and the recruiter has created an interview schedule and assigned the interviewer to the interview schedule, then this will appear for the interviewer as soon as they log in.



If the interviewer is not able to see a vacancy as soon as they log into the screen, this could be for any of the following reasons:

a) The recruiter has not added the interviewer to the interview panel.

b) The recruiter has added the interviewer to the interview panel, but not created an interview schedule and assigned both the interviewers and applicants to the interview schedule.

c) The recruiter has added the interviewer to the interview panel, AND has created the interview schedule and assigned both the interviewers and applicants to the interview schedule, but the date of the interview on the schedule is not within 5 days of the date the interviewer has logged into Core Portal.

On the Interviews screen, the interviewer can glean the following detail:

Date of Interviews
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Vacancy Number     		Location of Interviews     	Applicant Names and corresponding interview time

For scenario c) the interviewer can check if they are assigned to the interview schedule by selecting All in the filter.
This will list all the Interview Schedules the Interviewer has been assigned to regardless of date.
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For scenario b) the interviewer can view applications, but unable to view details of the actual interview until the schedule has been created and assigned to interviewers and applicants.
To view applications the interviewer can click on Interview Panel button
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Then click on the cog wheel icon, then click on View Applicants.


After clicking View Applicants, the following screen will appear listing the applicants and their applicant status.
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To view individual applications, click on the cog wheel icon.
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Then click on Application Detail.


This will open the application in a web browser window.
[image: ]






The University of Edinburgh is a charitable body, registered in Scotland, with registration number SC005336.                  Page 1 of 4
image3.jpg
Charles Darwin

Academic, College Of Medicine And Vet Medicine

§ {8

My
Incerviews [ g o e we] | 1stRoundinterviews
9 old college, Room G1.3 28 osth sep 2016
09 | 15t Round Incerviews 0930 | KiausFuchs Invice For FirstInter
e ron st
5 (Ii% o 2 eour W wareros 1100 | Liian Lindsay Invite For First Inter.

11:40 | Flora Phi Invite For First Inter.

1220 | Dugald Stewart Invite For First Inter.





image4.jpg
Charles Darwin

Academic, College Of Medicine And Vet Medicine

a8

My
Interviews

!

Interview Panel

L Interviews

09 | 15t Round Interviews
Sep

1st Round Interviews

# & P osssor @l mvierormRsT

INTERVIEW.

v

EN

» Next5Days
11:00
1140
1220

d Colege. Room G1.3

Klaus Fuchs
Lilian Lindsay
Flora Philip

Dugald Stewart

B8 o5t sep 2015

Invite For First Inter.
Invite For First Inter.
Invite For First Inter.

Invite For First Inter.

4

4l

&
«

{




image5.jpg
DASH

RD:

Charles Darwin

Academic, College Of Medicine And Vet Medicine

Interviews Interview Panel

) Online Interview Panel

My
Interviews

Search for a Vacancy

Enter ID, title or status

[curator (rtists Projects, Audience Develo.

0035507 a4 & -
Status In Progress

StartDate 27 Jul 2016

2 View Applicants

Vacancy Details
( Edit Vacangy Status

page 1| of c Displaying 11 0f 1





image6.jpg
5507 - Curator (Artists Projects, evelopment)

Search for an Applicant

Enter name or status

Dugald Stewart
b

© 0 Comments
Flora Philip
b

© 0 Comments
Klaus Fuchs
&

© 0 Comments
Lilian Lindsay
&

© 0 Comments

Applicant Applied

@ status

Applicant Applied

@ status

Applicant Applied

@ status

Applicant Applied

@ status

# Experience

e Experience

# Experience

K Experience

Displaying 1 -4 of 4





image7.jpg
035507 - Curator (Artists Projects, Audience Development)

Search for an Applicant

ter name or status

Applic

@ status

@ status

@

@

 cxperience

W Experience

B Application Detail

o)




image8.jpeg
ication Form - Internet Explorer

T [Brom oo o= s P21 B by st v | @ Rosenren % |1

Application Form
Curator (Artists Projects, Audience Development)

Personal Details

Tite .
Forename ougld

Preferred Name.

Hiddle Name(s)

Inital(s) o

Surname Stevart

House Number or Name. 1

Street 5

Address 3 2

Town/City 1

Post Code: 1

Country of Residence. UNITED KINGOOM
Contact No. 78123456

Email Address Dugad Stewartged.ac.k

Qualifications
Qualiication
Qualiication Other
Subject

Resutt

Insttute

Insttue ther

From vear

Tovear

‘Section Not Applicable e

Relevant Training

Relevant Training

Employment History
Employer Name

Employer Address

Start Date (DD/MM/YY)
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