WHITEWATER
EXPRESS

Launching Interview Guide In JazzHR

Department: Human Resources

System: JazzHR

Last Updated: 09/2025

Prepared by: Talent Acquisition Specialist

Purpose:
To provide step-by-step instructions for adding an interview guide into JazzHR and launching
the interview JazzHR to ensure consistency and accuracy across all users.

Scope:
This SOP applies to all users with appropriate permissions who need to interview candidates
into JazzHR.

Responsibilities:
It is the responsibility of the hiring managers, and any authorized users to ensure every
candidate interviewed has an interview guide documented in JazzHR.

Procedure:
1. Log in to JazzHR

e Go to https://lwww.jazzhr.com/

e Enter your login credentials and click Log In

2. Navigate to the Candidate Profile or Job Posting
e Use the Search bar or browse under Candidates or Jobs

e Click on the name of the candidate or the job title to open the profile

3. Open the “Documents” Tab

e In the candidate or job profile, locate the “Interview” tab from the navigation panel



e Navigate to the workflow that says, “virtual interview scheduled or In-person interview
scheduled,” and select the arrow to drop down the tab that says “ Add Interview Guide,”

click it.
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e Select the appropriate Interview Guide by clicking on “Add.”
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e Once the interview is added to the candidates profile you are ready to launch the
interview. You also have the option to delete or edit the interview.
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e Sign in with your JazzHR credentials. Select Start Interview
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On this screen, you will find several functions designed to make interviewing easier.

e Do not use the “Optional Rating Scale” or “Print Blank Guide” options. If you prefer to
print the guide instead of using the digital version, please select the option located under
the title of the interview.

As you complete the interview, be sure to save each answer—especially after making
any changes.
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e Once you have asked and answered all the questions in the guide, select “Complete
Interview” at the top of the page.

e The next screen will prompt you for feedback. Here, the hiring team will indicate whether
the candidate passed or failed the interview by selecting the appropriate option. If you
would like to share the results with someone in the organization, you can “@” that
person. Finally, enter the date the candidate was interviewed and select “Complete
Interview” to finalize.
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Passed the Interview

2. Share some post-interview feedback with the team (optional).

Use (@ to notify a team member. Use (@team to notify everyone on the Hiring Team.

3. To ensure accurate reperting, confirm when this interview tock place:

22 07-23-2025 11:30am
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e Once the interview is complete if needed, edits and viewing/printing can be made.
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