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Step 1: Once we have our candidate we would like to schedule a
phone screen
e Choose Schedule Phone Screen
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TEXT-BASED RESUME FORMATTED BY JAZZHR

1. SCHEDULE PHONE SCREENING

Step 2: Window will open up - Changing status to “Schedule Phone
Screening”
e Scroll Down till you see the texting feature

CHANGING STATUS TO “SCHEDULE PHONE SCREENING™
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EMAILS

An email using the template “Phone Screen Request” will be sent to Candidate.

SEND EMAIL MNow e

CANDIDATE EXPORTS

Selected Candidates will be sent to Webhook.
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Step 3: Select the template you want to use that already been created
e Phone Screen
e In-Person Interview
e No Response

Step 4: Double check you have CHANGED “Send As” - your name is listed
if you have already Enabled the Texting Feature in your profile.

CHANGING STATUS TO “SCHEDULE PHONE SCREENING™
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&, TEXT MESSAGES

A text message using the template "Phone Screening Text” will be sent to the candidate.

Message Template

Phone Screening Text -
Preview
w
Send As Delay
Robert Hernandez - Now -

CANCEL CONFIRM STATUS CHANGE

Step 5: Confirm Status Change



