Interview Scheduling

Once you receive an e-mail notification about having pre-selected candidates in ,,Short List*, log in to
myFOX recruitment module through link in e-mail and see the details of each candidate.

In,,Short list” you can see detailed information about candidate, such as telephone number, e-mail or
salary.

TIP! Use pdf file (cover sheet), where you can find all important information about candidate.
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If you agree with information about candidate, tick the candidate to move her/him to the next step.

Candidates: View all candidates (1)
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Now you will see window ,,Move Candidate’ where choose to move candidate to ,,Interview One‘ and
right down the comment. Click on ,,Apply Updates‘‘ to confirm this step:

Move Candidate

Candidates

Rdzena Bodlakova Select status to move candidate(s) to:
Interview W
Sub item:
Interview Cne hd

Please comment on the status change (optional)

Cancel Apply Updates

Then you will receive e-mail invitation with blocker and place in calendar for interview. Do not forget to
reply.

Please note that you are not eligible to refuse candidates in MyFox, that is the task of a respective
recruiter. Only a recruiter moves a candidate to a Rejected Candidate status.



