
Manual: navigating 
the system

This manual is intended for anyone using the 
ATS.
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Manual

Navigating the system (in Ubeeo)

Role: All users

Step by step to the best candidate

You want to use Ubeeo, the new ATS of VU Amsterdam.  With the help of this manual it will be easier 
for you to use Ubeeo. 

In this manual the following points are highlighted.

• The dashboard

• Icons in the system

• User manual 

Questions?

Do you have questions about the process of Recruitment & Selection? If so, please contact the ATS 
support team.



Searchbar 
In the search bar you can quickly search 
for a vacancy or candidate.

Live chat  
The live chat allows you to send messages 
to Ubeeo's help desk. Questions are 
usually answered within 24 hours.

Messages 
Here you will find the messages received 
from your colleagues or candidates

History 
Here you will find the recently opened 
candidates, vacancies, etc.

Share 
Here you can switch between your 
own data and the shared data of 
colleagues.

Navigating the system – Buttons 
On Ubeeo's home page you will 
find the dashboard.



Navigating the system - Icons

Icons  
The list shows the different icons used in 
the system.



Vacancies  
Under vacancies you will find all the 
vacancies you are involved in.

Navigating the system - Vacancies
On the home page you will find the 

vacancies as shown in the image below.



Expires within 3 days
Here are the vacancies that will expire 
within 3 days.

For approval
Under for approval you will find every job 
postings that you need to approve.

Published  
Under published vacancies you will find all 
published vacancies.

My vacancies
Under my vacancies you will find all the 
vacancies prepared by you.

Navigating the system - Vacancies



Candidates are filtered by their 
current status
Importantly, candidates are filtered by 
current status. This means that when 
you invite a new applicant for the first 
interview this candidate will only be 
found under the heading 1st interview.

Candidates
Here you can check the status of the 
candidate.

Navigating the system - Candidates



New applicants
Here you will find all the new applicants 
who have applied to 1 of the jobs you are 
involved in.

Applicants 
Here you will find all applications to the job you 
are involved in.

Offers 
Here you will find all candidates who 
received offers.

Interviews 
Here you will find all candidates who 
have scheduled interviews.

Hires
Here you will find all candidates who 
have been accepted.

Rejected candidates
Here you will find all the candidates 
who were rejected.

Navigating the system - Candidates



Action
Here you can see the outstanding actions 
that still need to be done.

Navigating the system - Action



Workflow tasks
Here you will find the various jobs 
you have yet to approve.

Tasks 
Within Ubeeo, it is possible to 
manually assign tasks to yourself or 
other users.

Process overruns  
Here are the tasks where the 
deadline was exceeded.

Navigating the system - Action



Folders
Here you can view the candidates to be 
judged by you.

Navigating the system - Folders



Open folders
Folders group candidates by vacancy. A 
separate folder is available for each job 
you are involved in.

Review the candidate 
Here are the various candidates you have 
yet to review.

Navigating the system - Folders



Meetings
You can view the appointments here.

Navigating the system - Agenda



Appointments
Here you can view the appointments you 
have with the candidates.

Type of appointments 
The legend shows what kind of 
appointments you have scheduled.

View
Here you can adjust the view. 

Data
Here you can see which appointments are 
scheduled each week.

Navigating the system - Agenda



User manual 
Under the heading 'Help' you will find a 
user manual about the system which can 
be consulted

Navigating the system – User manual
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