
 

 

 

HOW TO ARRANGE AN INTERNAL   
INTERVIEW 

 

 

To arrange an interview between a candidate and consultant click on the top 
bar =>internal interview=>Fill red boxes with mandatory information 

 

 

 

 

 

 



A window will display with a filled template=>ok 

 

Once clicked ok, another window will automatically open in Outlook with an 
email to the candidate; you can amend your message directly there if you need 
to. 

 



Once the email is sent to the candidate, it will be logged in your journal, 
displayed in your task page and in the calendar as well.  

 

 

 

 


