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Creating Interview Schedule



From the PAWS Employee Portal
(https://paws.augusta.edu), select the 
“All Apps” icon from the Quick Access 
Bar.

https://paws.augusta.edu/


From the PAWS Employee Portal ALL 
Apps page, select PeopleSoft HRMS 
link.



Log in using your AU NetID and Password. This 
would be the same ID and password that you use 
to log into Outlook.



Navigate to Recruiting

Main Menu > Recruiting > 
Find Job Openings

OR, you may go to the “My 
Job Openings” category on 
your Manager Dashboard, 
then select Job Opening you 
would like to screen



Enter the Job Opening ID.  Change the 
status field from “Open” to a blank field.  
Select “Search”. 



Click on the position title.



Select Manage Interviews from Take Action drop down list. You can manage interviews individually OR you 
can add multiple interviews at one time by placing a       by the applicants name.



Select the arrow by the candidates name to expand the section.



Select the arrow by Interview 1 to expand the section.



Select the appropriate Interview Status
from the dropdown menu.



Select the appropriate 
Interview Type from the 
dropdown menu.



Select Applicant 
Appointment Status. 



Checking the Notify Applicant
box will prompt a message to be 
sent to the applicant portal with 
the details of the interview 
(date, time, location, and 
interview committee member 
names).



Enter Interview Details.



Add Interviewers: the 
interviewers will be the individuals 
entered as the Interview Team 
when the job opening was 
created. 

To add more than one interview, 
select Add Interviewer.

Check the Notify box if you would 
like to send the interview details 
notification to the interview 
members. 

If you wish to remove a name, 
click on the     icon. 



DO NOT use the Venue 
Information section.

Enter the address of the interview 
location in the Location field. 

Example:
1515 Pope Avenue, Room 2219



You can add an agenda or 
important information regarding 
the interview by using the Add 
Attachment option. 

PLEASE NOTE: This information will 
be sent to BOTH the candidate and 
the hiring committee members. 

If you chose more than one 
interviewee’s name, then you will 
follow this process down the page 
by selecting the arrow by each 
candidate’s name to allow the 
appropriate drop-down options.

Select Submit.



DOCUMENTATION TO USE AND NOT USE WITHIN THIS PANEL

The appropriate documentation to attach the Scheduling Interview Page:

You can attach:

• An agenda

• Directions/map to location

NOTE: If you select notify candidate and committee, then both can receive the attachments.

You should not attach: 

• An interview evaluation (complete or not complete)

• Documents related to other candidates

We do not want to take a chance that the candidate could view this information.  If you have other 

documents you need to send to the committee members, please use Outlook to provide this 

information. 

Information which needs to be provided at the end of the search should follow the instructions which 

are under the “Evaluation” process.



Interview Guidelines

The Interviewer’s Toolkit provides guidance on the following:

• Appropriate interview questions

• Equal Employment policies

• Tips for interview process

• Discussion points to avoid in the interview

Various interview classes can be scheduled through Talent 

Acquisition & Management and Workforce Development.

The Interviewer’s Toolkit can be found here.

http://www.augusta.edu/hr/talent-acquistion-management/documents/interviewing_managers_toolkit_03252014.pdf


PeopleSoft V9.1

Creating Interview Evaluations



If you are taking action on only one applicant, click on the Take Action dropdown menu with their name and 
select Create Interview Evaluation.  

If you are taking action on multiple applicants, select the box beside their names and choose the Group Action of 
Create Interview Evaluations. Then select Go.



Enter the Interview Date

Enter the Interview 
Type

Enter the Interview Ratings 
and Comments

NOTE: For staff positions, HR 
Talent Consultants may 
request comments for all 
interviews. 



Interview Ratings and Comments



Categories for Staff Interview Rating Template



Categories for Faculty Interview Rating 

Template



Choose the Overall Rating and 
Recommendation from the dropdown 
menu.

Enter General Comments regarding the 
recommendation.

Attest to the fact that the department 
is not in conflict with AU’s nepotism 
policy by selecting the radio button.

Submit Evaluation.



Choosing a Recommendation of 
“Reject” will prompt you to enter a 
Reason from the dropdown menu.  
There is more information in the 
Making the Job Offer Steps 
instructions. 

Submit Evaluation.



Select the Recommendation of “Make Offer” for  your final candidate.  

Your recruiter will receive a notification that you have selected your final candidate when you submit the 
evaluation.  There is more information in the Making the Job Offer Steps instructions. 



Points of Contact

• System Access Inquiries: Sharri Peck or Cathy 
Carver-Parker

• Faculty Support Services: Laurie Bush or Omar 
Forbes

• Executive Recruitment: Carolyn Burns, Sharon 
Wingard, or Sherena Hobbs

• Staff Recruitment: Dena Pickett, Jacob Usry, 
Toneshia Rickerson, or Veeta Perry


