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Zoho Recruit 

Zoho Recruit is a cloud-based recruitment management system utilized by Vandey to efficiently 
manage candidate shortlisting, client profile sharing, interview scheduling, and feedback collection. 

Purpose: 

This guide helps clients understand how to use the Zoho Recruit Client Portal to review candidate 
details, give feedback, and manage approvals. 

Scope: 

It covers portal features such as viewing shared candidates, rating and approving/rejecting profiles, 
and providing interview time slots. 

Process steps: 

To log in to the portal, the client must first become a registered user. Vandey will trigger an email 

invitation via Zoho Recruit. The client is requested to accept the invitation within 24 hrs, click on the 

provided link, and create a password to proceed further. 

Once the client logs in, the Dashboard will display an overview of job openings, assessed candidates, 

and interviews. The navigation options are as follows: 

1. Top Menu Bar (Green Highlight) 

o Job Openings – View all active, completed, and pending job openings. 

o Candidates – Access candidate profiles shared by the recruiter. 

o Interviews – Check scheduled interviews and related details. 

2. Dashboard Tabs (Yellow Highlight) 

o Job Openings – Displays the status of openings (In Progress, Completed, Yet to Start, 

and Total Job Openings). 

o Assessed Candidates – Display the status of candidate (Approved, Rejected, 

Pending, Total submission). 

o Interviews – Display the status of candidate (Hired, Rejected, Cancelled, Scheduled, 

Cancelled Interview). 
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Step 1: Candidate Review 

After the internal screening process, the shortlisted candidate’s profiles will be shared with the 

client. The client will receive an email with the links to review candidate details and provide suitable 

time slots for interview upon confirmation. 

 

When the client clicks on the ‘Candidate Review Form’, they will be redirected to the candidate 

module in the client portal, where they can click on the candidate’s name to review details, provide 

ratings, and submit their approval. 

 

Step 2 : Interview Time Slot  

Click on the ‘Click Here’ link in the email to access the Client Portal. You will be redirected to the 

interview slot portal. 
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• The client must select their time zone(if required), enter multiple available dates and time 
slots for the interview, and then click ‘Continue. 

 

 

The client must enter their name and email address, select the interview type from the dropdown 

menu, and click “Confirm Time Slot”. 

OR 

• The interview timeslot can also be accessed through client portal. 

  Navigate to candidates module >… ( top right ) > click on book interview slots. 
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Step 3 : Interview and feedback 

Once the interview is confirmed for the allotted time slot, the invite will be shared via email along 

with the feedback link by Vandey. The client must select one of the options—YES, NO, or MAYBE—

and the calendar will be updated accordingly. 

 

Upon completion of the interview, the client is required to submit the interview feedback through 

the portal or via the link provided in the email. 

 

Click on the interview name to submit your evaluation. 
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Note:  

Once the candidate has been approved, no further edits or modifications can be made by other 

users. Any required changes or updates should be communicated through the discussion section on 

the client portal. 

Navigate to Candidate module > select the candidate > Discussions 

 

The interview will be scheduled once the Vandey team completes the screening process. Please note 

that this is the standard procedure for all job openings. 

Disclaimer: Should you require any additional clarification or assistance, please feel free to contact 

us at recruitment@vandey.in. 


