
Manual: change candidate 
status

This manual is intended for all users who need to 
invite candidates to an interview.



Manual

Change candidate status(in Ubeeo)

Role: Vacancy holder / Recruiter

Step by step to the best candidate

Changing the status of the candidate can be done by inviting someone for an interview or by hiring 
someone. Ubeeo helps you to change status. 

This manual highlights the following components.

• Inviting candidate for an interview

• Hiring candidate

The system helps you through it step by step. In this manual you will find an overview of the most 
important parts. 

Questions?

Do you have questions about the selection process? Please contact the ATS support team.



This is how to invite a candidate for an interview
Log in to Ubeeo and go to the Dashboard.

Folders
Just open up folders to find the right job posting.

Candidates in folder
Go to the candidate in folder.



View candidate 
Click on the magnifying glass to view more details of the 
candidate.

Select the appropriate call type. 
Then choose from one of the options.

Inviting candidate to interview



Invite candidate
After this, you will be 
taken to the page to 
send the invitation.

Correspondence 
Here you can complete the data for correspondence 
with the candidate.

Candidate status
Here you can select the date when the candidate's 
status changed. In this case, it means when you have 
sent a message to the candidate that he or she has 
been invited for a 1st interview.  In addition, you can 
place a comment for your colleagues.



Email template
At the bottom of the screen, you 
will see the email template that 
will be sent to the candidate. 

Email
The email template is a standard message, it may not be 
completely applicable. Therefore, always check that the 
message is correct for the vacancy and situation.

Send 
After you have checked everything, you can send the 
message to the candidate.  In addition, you can also 
view the message.

Subject
When sending the email to the candidate, it is important 
to specify the subject so that the candidate knows what 
position it is about.

Note!
If the candidate's status does not change within 
2 weeks you will receive a reminder. Therefore, 
it is important that candidates who do not 
qualify for an interview are rejected.



This is how to invite a candidate for an interview.
Log in to Ubeeo and go to the Dashboard.

Folders
Go to ‘Open folders’ to find the right vacancy.

Candidate in folder
Go to candidate in folder.



Candidate page
Click on the 'magnifying glass' to go to the candidate.

Hire candidate.
Hire the candidate for the position through 'options’.

Note!
The candidate will receive an email confirming that they have been hired. 
Always check that all details are correct in the proposed message, make 
adjustments if necessary.

Hiring a candidate
After this you will be taken to the next 
page.

Hire candidate.
After pressing accept you will be taken to the same screen as on slide 5,6 
of this manual.

Note!
If the candidate's status 
does not change within 2 
weeks you will receive a 
reminder. Therefore, it is 
important to notify 
candidates who are not 
hired that they have been 
rejected.
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