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HOW TO SEE CONFIRMED INTERVIEW
SCHEDULES IN NEOGOV

From NeoGov:

1. Look under My Candidates section and find the requisition you are
wanting to code the candidates and click on the Requisition Title.

NEOGOV & ouc ~ R (9} =

Dashboard  Jobs o @

My Tasks VIEWALL >

You do not have any open tasks!

Q
My Candidates

20-02691 12 645 lowa Department of Trancport 05/12/2020

20.02678 Highway Technici 05/08/2020

1 645 lowa Department of Transport

2. You will then automatically be taken to the Candidates tab of the
requisition. Then you will be able to see the status of each candidate.

If a candidate is showing “Unscheduled” you can click on the envelope
icon to see if they have read the email.
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You will see one or two different views depending on if they have
opened the email. If you see viewed and sent, then the candidate has
opened the email.
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5. You can also print a copy of the interview schedule by selecting all
candidates > More > Export to CSV.
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