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4. View Schedule. Once a student signs up for an interview, the interview details 
appear under the Interviews tab. You can also view your schedule(s) in the 
interview schedule format by clicking on the Schedules tab and then on the View 
Interview Schedule link on the left. 
 
 
 
IMPORTANT INFORMATION ON INVITING/NOT INVITING STUDENTS: 
 

A. Once you change the status for each applicant from Pending to Invited, 
Not Invited, etc., you are finished. You do not need to save or submit 
your changes because the system automatically saves your changes. 
You can make changes until the Student Sign-up Period begins. After that, 
the status choices will no longer be available. Note: The students see 
Pending as their status until their sign-up period begins regardless of their 
status from your perspective. 

B. Students marked Pending from your perspective will be automatically 
changed to Not Invited at the end of the Employer Select Period unless 
you’ve specifically invited them to join your schedule. 

C. Once an invited student signs up on your schedule, he or she will no 
longer appear on the Applicants page, but will instead appear on the 
Interview page. As noted above, you can view the list of students who 
have signed up for an interview time by clicking on the Interviews tab. You 
can also view your schedule(s) in the interview schedule format by clicking 
on the Schedules tab and then on the View Interview Schedule link on the 
left. 
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