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1 Attaching Interview Notes 

In addition to interview evaluations, interview notes (questions/answers) must be attached for each applicant.                                           

Note: If there are three members on the interview panel there should be three sets of questions scanned and 

entered. 

There are two (2) ways to access a Job Opening: 

1. Recruiting page > Recruiting Quick Links tile 

2. Manager Self Service page > Manager Dashboard tile 

 

1. To access a Job Opening through the Recruiting page: 

 

Once logged into CONNECT, click “Recruiting” from the page menu.  

 

 

Click the “My Job Openings” tile.  

 

Click “>” to the right of the job opening you wish to expand.   

 

Then Skip to #3. Or… 
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2 Attaching Interview Notes 

2. To access a Job Opening through the Manager Self Service page: 

 

Once logged into CONNECT, click “Manager Self Service” from the page menu.  
 

 
 

Click the “Manager Dashboard” tile.  

 

Click the Job ID hyperlink from the “My Open Jobs” pagelet.  
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3 Attaching Interview Notes 

 

 

 

 

 

  

 

3. On the “Manage Job Opening” page, click the 

“Interview” icon next to the appropriate applicants’ name to 

open the “Interview Schedule”. 

 

 

 

4. Click on the “Final Recommendation” drop down arrow to select the appropriate choice. For the 

applicant you want to Hire, select “Make Offer”. All others can be left in “Interview” status. 
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4 Attaching Interview Notes 

 

 

 

 

 

 

To Attach Interview Notes: 

4. Click on “Edit Interview Schedule” 

5. Scroll down to the “Interview Materials” section and click “Add Attachment” 
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5 Attaching Interview Notes 

 

 

 

 

 

6. Click “Choose File” to 

search your computer for the 

saved interview notes. 

(Note: Save to your H 

Drive, under “My Scans” or 

save to a Flash Drive) 

Search for the correct 

applicant interview notes 

saved on your computer or 

Flash Drive. 

7. Click “Upload” to attach the 

Interview Notes. 

 

8. Click “Save” to save the entry. 

 

9. Click the “Return” arrow to navigate 

back to the “Manage Interviews” 

page with the list of applicants.  

 


