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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.

Dear Vandey,

Greetings from Vandey Global Services.

We are delighted to share the shortlisted profiles of for the role of Senior Sales Specialist.
You may conveniently access them through the link below.

Candid Review Form

We kindly request you to review the profiles at your convenience and share your feedback.

Once you would like to proceed with the first round of interviews, please mention your pre|
following the link here and we will coordinate accordingly.

We look forward to supporting you throughout the process and ensuring a smooth experien|

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.

Home JobOpenings Candidates Interviews

YW  MyCandidates
Q CANDIDATE NAME CITY

[[] Submitted Job Opening Test priya Bangalore
[ Submitted By

Priya Priya Bangalore
[[] Submitted On

Deeksha Singh Bangalore
[[] Review Status

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

2 Wandey Global Services - Face to Face/Virtual Round Asia/Kolkata ~

You can book multiple appeintments at the same time by selecting one or more time slots.
Select a day
Novernber > Meeting duration: 60 min

Select a time

1 2
1000
3 4 5 = 7 a8 =] prpm—
10 11 12 13 14 15 16 1o
1300
17 18 20 21 22 23
>
24 25 26 27 28 29 30 e
Summary E——
19-11-2028
100
1m00
srena
¢ Back to Calendar
Meeting details
Event Vandey Global Services

- Face to Face/Virtual Full Name *
Round I ]
Duration 60 min
E-mail Address *
Timezone Asio/Kolkata I ]
Location Please select the time slot

Please choose the interview type *

19-11-2025

]

Confirm the time slots

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

menu, and click “Confirm Time Slot”.

OR

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

Navigate to candidates module >... ( top right ) > click on book interview slots.

Candidate Test - Submitted-to-client

Junior Business Analyst | Zodopt technologies
Other Links

Client Portal Manual

Details  Education/Experience  Formatted Resume Discussion  Attachment

>

Racir Infa ' -
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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.

« B 0 ®' 85 © & @B D

Vandey Global Services

oo | Face To Face - Deeksha Singh
1" Thu Dec 11, 2025 Tpm - 2pm (IST)
Thu g https:#/usO5web zoom.us/j/52243092057

Ppwd=NWISUIhRbFpSZ2V6a1JjSzFtMzVaUTO9 Personal Mesting
ID: 764 944 1612 Passcode: 2Frysf

Hello Team,

Test DE.
The interview details are as follows:
Interview Date & Time : 11-12-2025 01:00 PM IST - (Asia/Kolkata) IST

Address : Prestige Center point
Meeting Location :

Click here to check the complete interview details.

Thanks and Regards,

Interview Scheduled - Face To Face || Deeksha Singh || Test DE | imbox = S =
“

This is to notify that you have been scheduled to conduct an Face To Face for Deeksha Singh for the position of

I > _ll =
P 1 I =
ace To Face - Deeksha
® F To F Deeksh:
1219PM (I minute age) ¥ Singh (Test DE) @
Thursday, December 11 = 1:00 ~
200pm
Agenda s
. w0z https:/iusOSweb.zoom.us//52249...
o 4guests
2 4 awaiting P e o
lpm  Face To Face - @ FoopaLakehmix
g
@ Ashnasuresh (=
@ cdemoos3ssegmailcom
N +
@ Fivau
3 Personal Mesting ID:* 2 oo Emait
andidate Emai
demo0a345E
@

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.

Home  JobOpenings  Candidates

Y Mylnterviews /\ n
Q INTERVIEWNAME ~ FROM TO INTERVIEWSTATUS ~ CANDIDATENAME ~ CLIENT NAME POSTING TITLE
[ Interview Name = Internal 19/11/2025 06:23 AM 19/11/2025 06:53 AM Test priya David Software Eng -
o Interview Engineers TEST
[_] From
Ot
- Total Count: ### 10 Records Per Page + 101
Click on the interview name to submit your evaluation.
Internal Interview for Software Eng -TEST %
(@ 19/11/2025 06:23 AM (GMT +02.00) (1) 30 min{s)
(_Candidate Detwils ) Interview Details
Detsils  Resume Evaluation %) Help
Basic Info Overall Recommendation
First Name Candidate I Overall Rating"
Test ZRIT13_CAND wkhk  Excellent
Last Name Status”
piiva
Salect a stat
\1‘!‘)&)&‘03!&32!}

Address Information

City
Bangalor

Professional Details

Overall Comments *
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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

Test priya - Approved by client ¥

Junior Business Analyst | Zodopt technologies

Details  Education/Experience  Formatted Resume |  Discussion  |Attachment Submission Deta Review Details
Notes Recentfirst * Reviewed On 181112025144 PM
Reviewed Status
Reviewed By Test David Engineer
Rating * & (T Excellent

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.
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