Interview Scheduling with

Outlook 365 or GSuite

Ensure interviews are seamless for candidates &
interviewers with an approved, integrated email
client.
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It all starts with an interview

Interviews should be one of the most exciting parts of the
hiring process and ourintegrations with Outlook 865 &
GSuite help make that a reality in Talent Hub. Rest easy
knowing that candidates and interviewers are getting what
they need by scheduling interviews from within Talent Hub.

We're excited to walk you through how to schedule
interviews and collect feedback:

o Set your preferences

Never miss an interview by integrating with your calendar of
choice: Google GSuite or Microsoft Office 365.

e Schedule interviews, step by step

Hire qualified talent by connecting candidates with your team
and manage the invitation process from within Talent Hub.

e Collect team feedback

Prepare interviewers for the conversation and ensure timely
feedback by sending Scorecards directly to theirinbox.

e Control visibility into interviews scheduled

Manage your calendar settings to view the interviews you need
to keep track of.




Preferences

Integrate your calendar

Seamlessly schedule interviews and
view your message history by
integrating with Google GSuite or
Microsoft Office 365 with Talent Hub.

Click on your profile iconin the top-
right corner, then click on “Product
Settings.”

Click “Email & calendar” from the left
sidebarand select your preferred
email platform to integrate with. Once

3] TALENT HUB  Projects
Brook Burgess
Linkedin
Recent projects

TASKS
Give profile feedback 2
Review profile feedback
Fill scorecards

Review scorecards
Overdue scorecards

Reminders

[ rALENT HuB

Projects

Recruiter search

Reports

Recent projects (7)

Y¢ Beth- Applicants Project 1b: 336254186

Reports

Anchorage, Alaska, United States « Created 6mo ago
Owner: Holland Fitzgerald
Job: Beach Attendant (draft)
©® Recommended matches (active)
8 9 candidates in pipeline

test 1D: 361948204
New York City Metropolitan Area « Created 2w ago
Owner: Brook Burgess
Job: Test Engineer (draft)
® Recommended matches (active)
8a 0 candidates in pipeline

Email & calendar services

Q Ssearch for a project, candidate, or start a new search here B A 6 ‘2)

Brook Burgess

QV Sr. Implementation
Consultant, LinkedIn Talent
Hub
Talent Hub Sales Demo

Show all roles

Product settings
Account center

Manage Talent Hub career site
Change contract
Go to Linkedin.com

Sign out

Cancel

Company email and calendar platform

saved, you'll need to follow the guide
for GSuite or Microsoft to complete the
integration setup.

If you do not use Google GSuite or
Microsoft Office 369, follow these

instructions

{3 Talent Hub

Company Settings

Usage overview
Job posting
Preferences
Rooms & locations
Email & calendar

Cost centers

Connect with your email and calendar to easily schedule interviews and see messaging history

Select which platform to integrate with

o Google GSuite O Microsoft Office 365 O Don't integrate


https://business.linkedin.com/content/dam/me/business/en-us/talent-solutions/talent-hub/pdfs/g-suite-integration-guide.pdf
https://business.linkedin.com/content/dam/me/business/en-us/talent-solutions/talent-hub/pdfs/msft-office-integration-guide.pdf
https://drive.google.com/file/d/1zQOaxTbpU7BbYjunpn-JHKNZFzr54l0o/view?usp=sharing
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Preferences
Preferences

Company Settings

ACEDESR Require two-step verification Edit

Require all users to turn on two-step verification. This makes your contract more secure, off
Job posting ) F 4

Set reminders for feedback —

. . Email & calendar Enable bulk messaging restrictions Edit
When an interview scheduled from

InMail default visibility Edit

within Talent Hub begins, all i
o o 3 o 5 Recruiting Settings
interviewees will receive an email e

View reporting of other users Edit

i n C-| Ud] n g O S(:()re—C(]r(j to p rO\/-id e th e-i r cusom eles Enable cross-contract reporting visibility Edit

Approvals

feedback once theinterview is
Manage who can view and export sensitive candidate data Edit
Comp] ete, Interview templates Choose who can view and export sensitive candidate self-identification data for all candidates in the contract All seat holders

Scorecard templates
Enable cross-contract visibility

Hiring process Enable to allow users on this contract to see summary recrulting activity (tags, projects, notes, and messages) from other contracts within your

To provide interviewees a reminderif

the Scorecard is not filled out within 48 B e 13 Yot Tein 1 hanersrhy B sarh o e kit oy ved o ot reaen o

hours from the time of the interview, avanees o prfin s e lin| S S ﬁv
you can enable email reminders within o
the Preferences section of Product

Settings.

View Media Analytics reports Linkedin TALENT SOLUTIONS
nin users to

Enable to allow non-adr see the Media Analytics reporting data for all projects on the contrac

Enable recurring email reminders for interview feedback c Leave your interview feedback
Enabla to send automatic email reminders to Interviewars to finish feedback. Ramindars will sand overy 48 hours after the 1st reminder

My Account Settings

for up to 7 days.

Swati BugBash

Individual integrations

Turn on to enable automatic email reminders.

Once enabled,interviewees will

receive email reminders every 48 e S S a Skt Dopentweriar (ENEERS

hours after the interview for up to 7 B

days, or until the Scorecard'is filled out B e s e i e

— whichever comes first.

You are receiving LinkedIn Talent Solutions emails

This email was intended for Swati Raina (Product Manager @ Linkedin). Learn why we included this.

Linked [}

© 2020 Linkedin Corporation, 1000 West Maude Avenue, Sunnyvale, CA 94085. Linkedin and the Linkedin logo are
alent Hu i


https://business.linkedin.com/content/dam/me/business/en-us/talent-solutions/talent-hub/pdfs/interview-scorecards.pdf

Preferences

Setup video conference

LinkedIn Talent Hub's rich ecosystem of
video conferencing providers allows
you to seamlessly schedule interviews
with
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TALENT HUB P

Company Settings
Usage overview

Job posting
Preferences

Rooms & locations
Email & calendar

Cost centers

Recruiting Settings
Tags

Custom fields
Message templates
Approvals

Interview templates
Scorecard templates
Hiring process

Source tracking

Advanced

Import/Export

Integrations

My Account Settings

Individual integrations

Preferences

Require two-step verification Edit

Require all users to turn on two-step verification. This n ct more secure off

InMail usage limit Edit

Limit the number of new InMail messages a user can send each month No s

Enable bulk messaging restrictions Edit
Limit whether users can send bulk me 5 No seats limited
InMail default visibility Edit

Select the default option for who can view InMall message contents in your contract Anyone in my organization

View reporting of other users Edit
Enable to allow non-admin users see the usage reporting data for all users on the contract off
Enable cross-contract reporting visibility Edit
Enable to allow us view reporting for all contracts on your com on
Manage who can view and export sensitive candidate data Edit
Choose who can view and export sensitive candi olf-Identification data for all candid 1the contract All seat holders
Enable cross-contract visibility Edit
Enable to allow users on this contract to see summary recrulting activity (tags, projects, notes, and messages) from other contracts within your

N off
account
Tracking 1D for searches and InMail Edit
Require users to input a tracking ID whenever they perform a search or send an InMail (this is generally used for compliance reasons) off
Hide profile photos Edit
Turn on to hide candidates photos. off
View Media Analytics reports Edit
Enable to allow sers 10 500 the Me ontract off

orviewers to finish feedback. Reminders will send every 48 hours after the 1st reminder

Turn on to enable automatic email reminders. ©on ot

By using this site, you agree to Linkedin terma of use. Commarclal use of this site without express autharization s prahibited.
Linkedin Corporation © 2020  User Agreement | Privacy Policy ~ Gopyright Poliey  Support | Training | Blog  Language

ncel | Save |

m Swati Raina ﬁ'

Linkedin TALENT SOLUTIONS

Leave your interview feedback

Swati BugBash

Sanket Dhopeshwarkar Candidate
Engineering at Linkedin

@ There is a chance that you may lose this candidate if the scorecards are not filled on time, or accurately."

Fill s

You are receiving Linkedin Talent Solutions emails
This email was intended for Swati Raina (Product Manager @ Linkedin). Learn why we included this.

Linked [

© 2020 Linkedin Corporation, 1000 West Maude Avenue, Sunnyvale, CA 94085. Linkedin and the Linkedin logo are
registered trademarks of Linkedin.
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Mechanical Engineer - Houston #

Galaxitech - Greater Houston

Connect with candidates

Talent pool Pipeline Project settings

+ Adda candidate

Finding your next exceptional hire
begins with scheduling an interview. My pipeline

All active candidates

NOVigOte to O andidgte -in the e ’ O @ I::::a‘c—l:::;:e;:pti?ﬁe:nm‘cs International _Am B -
“Pipeline” tab. Click the ellipses and i "

IQ Search candidates by name or keywords = Allfilters

7 [J 3resuLts Sort by: Last modified v 1-3

Airlines/Aviation Schedule interview
Stage ¢

o 0 Uncontacted 2 Current Aerospace Engineer at Allitronics International - 2016 — Present Run background
Se] ect SC h e d U] e ] nte rV] e\/\/ fro m th e Past Aerospace Research Engineer at Allitronics International - 2070 — 2016 check
Contacted 0 Systems Engineer at Spaceflash - 2006 — 2010 Sond document for
d (@) p— d Oown. T h]S O pt] ono n] y ShO\/\/S Replied 0 Education University of Toronto Engineering, MS Aeronautical and Mechanical Engineering - 2006 — 2010 signing

. . . Contact sazadan+taisha@firewoodmarketing.com Add note
fO rcan d] d ates in th e screen or B +19999999998 (Cell ’

Hiring Manager Phone Activity [ 1note B Appliedto1job [DiIn 3 projects <& 3 views

interview stages. Scroen 2

Saved by Implementation L. on July 8, 2020 Save to another
project

Share for review

Technical Screen 0

Select the “Date” and “Time zone.”

Select an “Interview template” on Megan Sopko  Beth- Applicants Project
the right. Tip: Create templates for
different roles, types ofinterviews Schedule interview for Megan
(i.e. behavioral, technical), or stages

. . ‘ 4/9/2020 B ‘ ‘ America/New York {-04:00) | No template
of the interview process.

Solutions Engineer Onsite Interview

Schedule overview Software Engineer

CRM consultant Template

Click “Add to schedule” to assign RofitTest
your interview panelist(s). + Addtoscheckle Final interview

12 AM
CSM Interview Panel

Project Manager Interview
01AM

Template

m TO]e I'Tt H U b 02 AM Recruiter Demo

Sales Engineer Interview
03 AM Template




Scheduling interviews (Cont.)

Manage & review invitations

Maintain control over candidate
interviews with the ability to view all
scheduledinterviews and review them
prior to sending.

Onceyou addin the interviewers —
you can include room booking and/or
virtual conference information aligned
to the time that works best for their
calendar.WWhen complete, select
“Review invitations.”

Editthe text and click“Send invitation.”
Your message and the Scorecard link
will be sentto theinterviewer's
registered Talent Hub email.

Tip: Send the invite the day or
morning of the interview, since the
invite will be sent immediately. This
prevents interviewers from losing the
invite in theiremail inbox.
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Megan Sopko ) Beth- Applicants Project

Solutions Engineer Onsite Interview

oo | I

Schedule interview for Megan

Date Time zone Interview template
4/9{2020 B ] I America/New_York (-04:00) l Software Engineer I
Schedule overview Greeting + No scorecard Q  Interview . Software Engineer Scorecard £ Walkout « No scorecard Vs
15 minutes 30 minutes 15 minutes
B . . B .

+ Addto schedule 9 Kevin Chao @ Karishma Phansalkar 9 Kevin Chao

08 AM

09 AM

| 9:15 AM - 9:30 AM

sreeting « Kevin Chao L
Interview « Karishma Phansalkar 9:30 AM - 10:00 AM

LUl Walkout - Kevin Chao [ 10:00 AM - 10:15 AM

Megan Sopko 3 Beth- Applicants Project

Solutions Engineer Onsite Interview

Go back Send invitation

Review interview panel for Megan

Apr9, 2020
Eastern Daylight Time (-04:00)

To KevinChao  Karishma Phansalkar  Kevin Chao

9:15 AM - 9:30 AM Interview scheduled for {CANDIDATE_FULL_NAME}
Greeting « Kevin Chao
Dear {INTERVIEWER_FIRST_NAME},
9:30 AM - 10:00 AM Please complete an interview with {CANDIDATE_FIRST_NAME}.

Interview » Karishma Phansalkar
After the interview, fill out this interview evaluation form:

10:00 AM - 10:15 AM {SCORECARD_LINK}

Walkout « Kevin Chao
{INTERVIEW SUMMARY}

{



Thu 6/18/2020 3:15 PM
To: Monika Evje

@ LinkedIn Talent Solutions <messages-noreply@linkedin.com>

Scheduling interviews (Cont.)

m Monika Evje a

Linkedin TALENT SOLUTIONS

Review responses

Once invitations are sent, your ()
interview panel will have the

. . Monika Evje didn't accept the interview
opportunity to accept or decline the invitation for Patrick Fullem

time you h ave propose d . Implementation Consultant (Feb

When a panelist responds to the

. . . ’ . . L ﬂ' Patrick Fullem Candidate
invitation, you'll receive an email implementation Engineer @ Mae Norris [ & = -

notification with the opportunity to © Jun 19, 2020 « 10:00 am - 11:00 am (UTC-07:00) ettt
. . A San Francisco Bay Area + v+ 34588
reschedule should they decline. This batriok's Interviowere  manartsegmatam i

B (312)123-4567 (mobile)

V]S]b]hty & OCﬁOﬂ iS O]SO OVOﬂOb]e Monika Evje () UNAVAILABLE Profile  Projects2)  Messages(1)  Feedback (1)  Attachments(0)  Recruiting activities (14)
from the candidate’s profile in Talent a e e J - -

H U b Interviews and feedback for this project

If timing is of the essence, you'll be i e
able to replace a declined panelist —— R

from the candidate’s profile in Talent PRI SE et oo ol

Hub as well. p LS 425 e et e s

Keep track of all panelists” invitation :Zﬁ!@:ﬁ;wm

status directly from the candidate’s ek

profile in Talent Hub.
Ya Chin Ho Hiring - Account Manager W -
@ cecines LSFA-F12-5-VC-Metal Gear Solid eplace interviewer |

m I O]e nt I I U b Hugo Assungio Customer Service - Account Manager

Accepted LSFA-F12-5-VC-Metal Gear Solid



Scheduling interviews (Cont.)

Candidate confirmation

Once all panelists receive their
invitations — you can distribute a
confirmation email to the candidate
prompting their response to attend
the interview as well.

The candidate will receive an email
with your company name and
specific interview details to accept
or decline the invitation, which then
triggers an email to the user who
scheduled the interview.

Once the candidate accepts, the
scheduler can create a separate
invitation on their calendar with the
appropriate video conferencing link
and send it out the the candidate.

{3 Talent Hub

Beth- Applicants Project

Past
Interview
Saturday May 30, 2020 12:15 AM - 1:15 AM - Eastern Daylight Time (-04:00)

Interviewer Slot & room Sentiment & score
&Karishma Phansalkar 1215 AM - 115 AM
Feedback pending Not submitted
Past
Interview
Friday May 22, 2020 10:45 AM - 11:45 AM - Eastern Daylight Time (-04:00)
Reschedule
Interviewer Slot & room Ser
Cancel
&Karishma Phansalkar 10:45 AM - 11:45 AM Send candidate
Pending Nof

confirmation

©

You've accepted the interview.

Thank you for submitting your response! Our recruiting team will reach
out with next steps. If anything changes, please reach out to your
recruliter.

Candidate notification

Linkedin Talent Solutions <messages-noreply@linkadin.com> 10:52 AM (0 minutes

tome ~

Devin Chao &

Linkedin TALENT SOLUTIONS

Linkedin wants to set up an interview with you

© 2020 Linkedin Corporation, 1000 West Maude Avenue, Sunnyvale, CA 94085.
Linkedin and the Linkedin logo are registered trademarks of Linkedin

Devin (candidate) accepted the interview

in|

Devin's

U R

Karishma Phansalkar @

Linkedin TALENT SOLUTIONS

Q

Devin Chao accepted the interview

Be

0:00 am - 10:45 am

interviewers

Karishma Phansalkar @ TENTATIVE
10:00 am - 10:45 am
ustomer Success Manager

View profile

You ara racaiving | inkedin Talent Solutions emails

Scheduler notification

ago)

¥

-



Collecting feedback

Sending Scorecards

Help your interviewers feel prepared
and your candidates comfortable
by sending Scorecards prior to the
interview.

After you send an invitation, the
interviewer will receive a message
from “messages-
noreply@linkedin.com” with a link to
access and fill out the Scorecard.

Once the interviewer clicks “Fill
scorecard”, they can see the
candidate’s profile and scorecard in
a new tab.

All feedback can be viewed from
the candidate’s profile under the
“Interview & feedback” tab. If all
feedback has been submitted,
managers will see a final score.
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Interview scheduled for Megan Sopko

Getting too much email?

es-noreply@linkedin.com

m Karishma Phansalkar @

LinkedIn TALENT SOLUTIONS

Interview Scheduled

Beth- Applicants Project in Anchorage, Alaska, United States

O® Apr 09, 2020 - 09:30 - 10:00
Eastern Daylight Time (-04:00)

Megan Sopko Candidate
Public Relations Intern

Dear Karishma, Please complete an interview with Megan. After the
interview, fill out this interview evaluation form: https://Inkd.in/gVpGN55
INTERVIEW SCHEDULE Apr 09, 2020 - 09:15-10:15 America/New_York
(-04:00) 09:15-09:30 Kevin Chao Greeting No room selected 09:30-10:00
Karishma Phansalkar INTERVIEW No room selected 10:00-10:15 Kevin
Chao Walkout No room selected

Fill scorecard

Profile Projects (17) Messages (4) Interview & feedback (9) Attachments (1) Recruiting Activities

Beth- Applicants Project

Past

Interview

Friday April 10, 2020 8:00 PM - 9:00 PM -« Eastern Daylight Time (-04:00)
Candidate invitation sent on April 9

Interviewer Slot & room Sentiment & score
@ Karishma Phansalkar 8:00 PM - 9:00 PM - technical Strong yes
100100

Feedback completed

n the Anchorage, Alaska, United States area

D) e wared s Linksan 10 monts baorsyou i



mailto:messages-noreply@linkedin.com

Visibility into interviews scheduled

When scheduling an interview in
Talent Hub, we do not send an
invitation to the person who is
scheduling the interview (unless they
are added as an interviewer) so that
we do not unnecessarily block your
calendar. However, sometimes users
would like to see what interviews are
currently scheduled allin one place.

In order to do this, you will first need
to get the service account
credentials from your [T team. These
should be the credentials of the
account that was used to set up the
email/calendar integration in Talent
Hub. Then, follow the instructions on
the right-hand side of this page.

{3 Talent Hub

You can see all panel interviews scheduled in Talent Hub by sharing the service
account calendar with yourself.

i Qutlook £ search

5] Today T Jr  December 2020

= EVETH

~ December 2020

s M T W T F

29 30 1 2 3
6 7 8 9 10
13 14 15 16 17

20 21 22 @ 24

27 28 29 30 N

4

n

18

25

1

3 4 5 6 7 8 L}

Add calendar

“ My calendars

®© calendar

) United States holidays

) Birthdays

Sunday

Nov 29

20

27

Monday Tuesday Wednesday

30 Dec1 2

845 PM Interview : 10 AM Interview sc

4 AM Interview sch
9 AM Interview sch

14 15 16
7 AM Interview sch 7 AM Interview sch
8 AM Interview sch 8 AM Interview sch

21 22 Dec23 Oas

3:45 PM Interview ¢
4:45 PM Interview ¢

28 29 30

Thursday

3

12 AM Interview sc
9:15 AM Interview :

10

5 AM Interview sch
3:45 PM Interview :
415 PM Interview

17

4 AM Interview sch

24 E3

2:30 PM Interview
3:30 PM Interview ¢

31

Friday

4
4 AM Interview sch
12 PM Interview sc

1
9 AM Interview sch
3:30 PM Interview ¢
4 PM Interview sch
18

11:30 AM Interview
12:30 PM Interview

25 o

Jan 1

Saturday

5

330 PM Interview ¢
7:15 PM Interview ¢

12
9 AM Interview sch

11 AM Interview sc

19

26 oes]

fH Month v |2 Share = Print

Wed, Dec 23 34

| 345PM  Interview scheduled for ...

thour () interview Scheduler

445PM  Interview scheduled for Beth ...
30 min Interview Scheduler

Select your email provider below for setup instructions and sign into the service
account calendar (this might require an incognito tab if you have SSO or
automatically sign into your own account)

Microsoft Office - Web

Microsoft Office - Desktop

Gooqgle


https://support.microsoft.com/en-us/office/share-your-calendar-in-outlook-on-the-web-7ecef8ae-139c-40d9-bae2-a23977ee58d5
https://support.microsoft.com/en-us/office/share-your-calendar-in-outlook-2fcf4f4f-8d46-4d8b-ae79-5d94549e531b
https://support.google.com/calendar/answer/37082?hl=en

Questions?

Visit the Help Center or Talent Hub 101 — and
your LinkedIn Support team is always available
for additional support.

Thank you.

[ Talent Hub



https://www.linkedin.com/help/talent-hub
https://business.linkedin.com/talent-solutions/talent-hub-101/hiring
https://business.linkedin.com/talent-solutions/talent-hub-101/hiring
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