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[bookmark: _Toc371512672][bookmark: _Toc505979559]About This Guide
Jobscience expects to launch the Generally Available version of the Meeting Scheduler Product in May 2018. A significant subset of the features are already complete and in use by a pilot customer. We are launching the Meeting Scheduler in a limited Beta as part of the Winter Business Suite Product Release to customers whose use cases align with the features that are supported at this time. This User Guide is intended to support users of this Beta release and does not reflect the full feature set which is expected at General Availability.
[bookmark: _Toc505979560]Introduction
One of the most common activities for recruiters is interviewing candidates. Scheduling these interviews is a time-consuming and demanding experience. Trying to find the right time for the right people to get together can often take longer than the meeting itself. Being able to improve this experience is where the real value is added to the hiring process.
Jobscience is launching a new set of tools that make it easy and efficient to schedule common meetings. For candidate intake, it is possible to completely automate your process such that meetings simply appear on the recruiter’s calendar with little to no effort on their part.
This User Guide is intended for the Recruiting Supervisors, Meeting Coordinators, Jobscience Admins, and Installation Specialists to explain:
· What these tools are capable of.
· How to perform the most common actions.
· How to configure the system.
· How to make minor changes to accommodate the changes in your organization.

[bookmark: _Toc371512673][bookmark: _Toc505979561]Example Use Case
This section explains the use case supported by the Beta release: Phone Screen automation.
In this example, a recruiting firm believes that all candidates should have a conversation with a recruiter to uncover their potential. In this simple use case, anyone who registers on the company Job Board or applies for a job should be scheduled for a 30-minute phone screen. Jobscience Meeting Scheduler and Job Board Application Flows can easily automate this process. 

When a candidate Applies for a job, the application flow can be configured to present the applicant with available time slots for a phone screen. The available time slots can be calculated for an individual recruiter or for an entire team based on attributes of the Job, the candidate’s answers to screening questions, or the scoring of their application. 
If the candidate is a strong match for a job, their phone screen is scheduled for the recruiter assigned to the job. If the candidate is not qualified, they will still get a phone screen, but from a general pool of recruiters.
For corporate recruiters, this last example could be modified such that if an applicant is not qualified, they are sent an automated rejection with an invitation to apply for other jobs within the company.
[bookmark: _Toc371512677][bookmark: _Toc505979562]Basic Roles and Concepts
[bookmark: _Toc505979563]Interviewer
The Interviewer is the person who is offering up time to accomplish a meeting. The system knows the location of the Interviewer, their time zone, and their availability for meetings. Location and Time Zone are set on the User Record. Availability is set for each team member. 

Note: There are mechanisms for overriding the defaults for individuals and groups.
[bookmark: _Toc371512679][bookmark: _Toc505979564]Scheduling Coordinator
The Scheduling Coordinator is responsible for defining the processes used by the company. They administer and manage interview teams and availability rules, including opening up additional time or adding interviewers to teams as needed when capacity runs low. In large companies, they will handle rescheduling individuals manually or swapping in a replacement interviewer if someone becomes unavailable.
[bookmark: _Toc505979565]Team
A Team is a collection of Users with equivalent skills who can handle the same duties, such as performing Phone Screens or other consultations. When a team is provided as the Interviewer, the Meeting Coordinator may choose to have any single member of the team cover the meeting. This is the only supported option in the Beta release.
[bookmark: _Toc371512681][bookmark: _Toc505979566]Meeting
A Meeting is a single event with: 
· A set of named participants 
· An explicit start date/time and duration 
· A description

[bookmark: _Toc505979567]On-Going Meeting
An On-Going Meeting represents a meeting that will have multiple instances over a long time period. It is a template from which actual meetings are scheduled. These meetings can be covered by a team or an individual and are usually part of some standard process or service offering.
[bookmark: _Toc371512682][bookmark: _Toc505979568]Meeting Block
A Meeting Block is used to manage and automate multiple related meetings. Think of them like a template where you define the rules for a common type of meeting so the system can create the actual meetings for you. There is one type of supported in the Beta release: On-Going Meetings. These meeting blocks are long-lived and are not necessarily tied to an actual date range. 
[bookmark: _Toc371512683][bookmark: _Toc505979569]Availability Block
An Availability Block defines the collection of defined time slots to be made available for participation in meetings. One common Availability Block is the Standard Workweek used by a company at a location. This block is defined during implementation and is used as the default Availability Block for everyone who works at that location. 
The major use of Availability Blocks is to set boundaries on when a type of meeting may occur. If a recruiting firm only wants to do Phone Screens in the afternoon, they can set the Availability Block for Phone Screens to after lunch. If a team of people is responsible for performing Phone Screens, and the firm wants to ensure coverage throughout the day, each recruiter in the group can have their own defined coverage times and will not be asked to do a screen outside that time.
[bookmark: _Toc371512684][bookmark: _Toc505979570]Calendar (Free Busy)
Calendar or Free Busy is the term used to define the committed and available time slots for an individual or a meeting room. Free Busy is not the same thing as Availability on a person’s calendar. Availability constrains the times considered for a meeting, but cannot guarantee a person is free during that time. A Meeting Block will usually have a defined Availability which defaults to the Workday for the location.
[bookmark: _Toc371512685][bookmark: _Toc505979571]Holiday Calendar
Businesses operate with a typical work week schedule and manage exceptions through a Holiday Calendar. Employees should not be required to block time as busy on their calendars to protect their holidays. The holiday calendar is used to eliminate exceptions from Availability Blocks. You can think of them as Exclusion Blocks, the opposite of Availability Blocks. A Holiday Calendar is tied to a location. Users are also tied to a location and inherit their holiday calendar just like their default Work Day.
Personal Vacation Days must be blocked out on an individual’s calendar to eliminate the possibility of being scheduled for a meeting. Jobscience does not currently provide any automation or integration with Time off Calendars.
[bookmark: _Toc371512686][bookmark: _Toc505979572]Invitee Experience
Before we examine how to configure the meetings, let’s take a look at the Invitee experience. 
[bookmark: _Toc505979573]Meeting Landing Page
The Meeting Landing Page is accessed either from a direct URL or from the link on the user’s landing page. The purpose of this page is to present available dates and times. The example below is presented as it would appear if it were for a team and not a single named individual. The Meeting Name and Invitee Instructions are both configurable in the meeting manager.
[image: Our%20New%20Flow/Our%20Home%20Page%20(2).png]
The user selects a day to view the available times for that day, then selects the time they desire. 




[bookmark: _Toc505979574]Confirmation Page
The Confirmation Page is displayed after the meeting has been scheduled and the confirmation email sent. 
[image: Our%20New%20Flow/Confirm%20Team.png]
[bookmark: _Toc505979575]Initial Configuration
Even if you are starting with a system that has been completely configured for you, this section will give you a better understanding of the data the system relies on and how to make changes with global impact.
[bookmark: _Toc371512687][bookmark: _Toc505979576]Teams
Teams are created using standard Salesforce UI with the Teams Tab. Create a team record then add the team members to the related list. Once a team has been assigned to a meeting block, it will show up in the Meeting Block related list.
[image: ]
[bookmark: _Toc505979577]Location
[bookmark: _Toc371512688]Location is critical to meetings. Even for online meetings it is important to know which time zones the participants are in. It is therefore critical that the Address and Time Zone fields on each meeting User’s record get set with their work address and time zone.
[bookmark: _Toc505979578]Availability
Create an Availability Block called “Workday” that establishes the normal business hours of your organization. If you have multiple offices and each have a different typical work day, then create an Availability Block for each and be sure to assign each participant with the appropriate block.
Note that Availability is relative to the Time Zone of the Participant. Suppose the normal workday is 8:00AM to 5:00PM with an hour off for lunch at noon. This block can be shared by workers in New York, Chicago, Denver, and San Francisco to represent their workdays. When you assign a team member from each of these offices, the effect will be to provide coverage from 8:00AM to 8:00PM in New York and from 5:00AM to 5:00PM in San Francisco.
[bookmark: _Toc371512689][bookmark: _Toc505979579]Calendar Sync
Install and configure the appropriate Lightning Sync Plugin for the org (Outlook or Google). Ensure that each user of Jobscience is enabled for this sync such that their calendar is now synchronized with Salesforce.
[bookmark: _Toc371512690][bookmark: _Toc505979580]Meeting Block Details
Meeting Blocks provide meeting coordinators with:
· Visibility into all scheduled meetings associated with this block.
· Ability to manually schedule a meeting.
· Ability to cancel or reschedule a meeting.
The Meeting Block page is where new meeting blocks are created (by clicking the New button) and existing meeting blocks are accessed (by clicking a Meeting Block name).
[image: ]
Meeting Blocks are created using a four-step process:
· Define the meeting requirements (e.g., meeting type, location, time zone, length, etc.) on the Settings page.
· Define the meeting participants on the Participants page.
· Define additional availabilities on the Availability page.
· View and manage all meetings of this type on the Meetings page.
Meeting Blocks are defined for on-going events only in the Beta Release.
[bookmark: ongoing_meeting_blocks][bookmark: _Toc371512691][bookmark: _Toc505979581]On-going Meeting Blocks
On-going Meeting Blocks are used to automate common meetings such as phone screens or candidate intake interviews, especially to allow a candidate to self-schedule. The meetings are not recurring; the block is. An On-going Meeting Block is defined for a work week and may never expire. If you want to set an expiration date on a meeting block you can.
[bookmark: _Toc371512692][bookmark: _Toc505979582]Settings Page
[image: ]
The Settings page is where you define the meeting requirements.
[bookmark: _Toc505979583]Meeting Type and Description Section
The Meeting type provides a selection between one of the three  types of meetings supported; On-Going, Personal, and Events. Changing this setting will result in changes to the other steps and fields available.
The Name and Description are for internal use and should make it clear to users what the purpose of this type of meeting is, keeping in mind it documents the type of meeting. For example, “30 Minute Phone Screen” and not a single meeting name, such as “Phone screen with David Brooks”. 
Public Meeting Name and Instructions to User are the external facing name of the meeting and the paragraph presented to the recipient on the scheduling page.
Pause Registration is provided to temporarily prevent meeting registration when teams or other structural settings are being changed to prevent erroneous registrations. Check this box before making changes and they uncheck immediately after the changes are complete.
[bookmark: _Toc505979584]Email Templates
This section enables you to specify which email templates to use for the following use cases:
· Invitation 
· Confirmation
· Cancel Meeting 
· Cancel and Reschedule 
· Reschedule 
They are standard Salesforce email templates, so they may be branded and created with plain text or HTML. These templates will generally be HTML since they contain links to the specific meeting they refer to. Jobscience has provided sample templates for each of these to use as a default or to copy and edit.
Note: some of these contain a URL Merge field which is used to schedule a meeting and must be copied exactly if you are building your own template.
[bookmark: _Toc505979585]Time Settings
Meeting Duration defines the number of hours and minutes expected for each meeting of this type. This is the time the recipient sees in the invitation.
Meeting Buffer enables the meeting coordinator to build in some buffer time after the meeting for the participants to complete notes or take a break before they are scheduled with another meeting. 
Min Lead Time provides a buffer between the time the user receives the invitation to schedule and the start time of the first available meeting slot. Some organizations have automated processes that require time to process after a user registers. Other use cases may require a meeting participant to prepare before the meeting. Whatever the reason, this setting can be used to push out the first offered start time.
Granularity of Start Time determines when meetings are allowed to start within an hour. Some organizations prefer meetings start on the hour and half-hour. This setting in conjunction with the Duration and Buffer, impacts the number of meetings that may be scheduled in a day. 
To maximize the number of meetings that may be scheduled, add the Duration and Buffer settings above and set the granularity to that amount. For example, a 30-minute meeting plus 15 minutes buffer would yield 45 minutes granularity to pack as many of these meetings as possible into a single block. If other meetings are being managed by the team with a different total time, or if you want to maximize the convenience of the candidate, then select 15-minute granularity if the sum is a multiple of 15 such as 15, 30, or 45. Select 20 if the sum is 20, 40, or 60. This allows for more options for the Invitee.
Horizon Days is simply the number of days into the future that meetings may be scheduled. This horizon starts counting at the following day and skips any days which are not covered. For example, if today is Thursday, the horizon is set to 3, and there is no coverage provided on Saturday or Sunday, then the user will see meeting start times on Friday (tomorrow), and Monday and Tuesday of next week.
Time display sets the times to display with AM/PM or 24-hour clock time. 

[bookmark: _Toc505979586]Overflow Handling
Overflow handling is an optional feature that is typically used with Teams. It takes action when there is an increase in demand for meetings and there are not enough slots to meet the demand. When Overflow Handling is turned off and there are no slots available, the invitee will not be able to schedule a meeting. Organizations should include a “Contact Us” link in their invitation emails or application pages to account for this possibility.

The first setting in this section is provided to protect individual team members for being overloaded. Max Meetings Per Day enables an organization to limit the number of meetings of a given type for a given participant. For example, a recruiter’s calendar may support 10 half hour phone screens each day, but the recruiter may also need time for Applicant Management tasks and scheduling interviews with clients. Once set, the participant will be considered busy once this number of meetings has been scheduled.

Overflow Level % defines the minimum level of remaining capacity before the overflow condition kicks in. It is calculated across the entire current horizon. If for example there are 100 meeting slots defined for a particular meeting and the overflow is set to 20%, once the 80th meeting has been scheduled the meeting is now in an overflow condition. The next setting will dictate how this situation is resolved.

Overflow Resolution provides two methods of dealing with overflow and three choices. 
· Add Days - if the current Horizon is set to 2 days, then one way to open up more capacity is to increase the horizon to 3 days. That should provide a 50% boost in available slots. If those fill up before the end of the day and we hit the Overflow Level again, we can add another to make it 4. This will continue unless constrained by the Max Horizon parameter mentioned below.
· Add Teams - if the normal team cannot handle the increased load, a second team may be defined to take on the increased capacity. The size of that team and their availability will determine the additional capacity added. 
· Add Days then Teams - combination of the two choices. It might not be practical to increase the time horizon without constraint. If an applicant can’t get screened for two weeks, they may not be available when the meeting time comes. This method as expected will increase the horizon days until the Max Horizon is reached and will then add any overflow teams required if that is not enough.
[bookmark: _Toc371512693]Max Horizon Days is a parameter used in conjunction with the Add Days overflow method. Once the Current Horizon is incremented to equal the Max Horizon, no more increments will be allowed. If the Add Days then Teams resolution method is selected, this will signal the inclusion of the overflow teams. If the Add Days method was selected, the users will potentially run out of slots.
[bookmark: _Toc505979587]Participants Page
[image: ]
The Participants page defines the participants required for the meeting aside from the invitee for On-Going and Event Meeting types. When a Personal Meeting type is selected, this page is no longer available and the only participant is set to the owner of the meeting block. See the section on personal meetings below for more.
The Source of the participant determines who is eligible for scheduling. When “User” is selected, a single user is specified in the Lookup. When “Team” is selected, the meeting coordinator must specify a Team Name.  Multiple teams and users may be added to this list. Once they are added, the individual participants will be presented in the section below.
Priority is used to specify if the Team or User is the primary or an overflow. Primary participants are considered for each meeting. Overflow participants are only considered when an overflow condition is in effect.
Any/All is used with multiple participants to determine if one person from the list of participants is required (Any), or if All of the participants are required. Only the Any setting is supported in the Beta release. 
The lower half of this screen lists the participants of the meeting, The team they are part of, their locations, time zones, and their personal availability for this type of meeting. 
[bookmark: _Toc371512694]The Active checkbox is used to temporarily remove a participant from consideration in scheduling meetings. For example, if a participant calls in sick or is out for an extended period, the Scheduling Coordinator can uncheck this box to ensure no further meetings will be scheduled for them. This does not impact any existing meetings already scheduled for that individual. See the Meetings Page section below for how to reschedule or cancel meetings scheduled with an individual.
[bookmark: _Toc505979588]Availability Page
The Availability page provides three important views for the On-Going and Event Meeting types and enables a user to specify their own availability for Personal Meeting Blocks. This section covers the Former use cases. For Personal Meeting Block use case, see the dedicated section below.
The three views provided are:
· Coverage
· Availability Block
· Actual
[bookmark: _Toc505979589]Coverage View
Coverage View answers the question “what times are covered by the participants of this meeting and how many team members are available for scheduling at any time?”
This view presents coverage with three shades of blue. The darkest shade represents coverage of more than 66% of the total primary participants. The lighter shades represent 33%-66% and less than 33% respectively.
[image: ]
Placing the mouse over a time slot will reveal the actual number of Primary Participants typically available in that slot:
[image: ]
[bookmark: _Toc505979590]Availability Block View
The Availability Block View enables the Scheduling Coordinator to edit existing Availability Blocks, create new blocks, or clone existing blocks to create similar but different blocks. Click the X in the Filter Lookup to clear out any existing blocks. Enter the name of an existing block to edit or start from there.
[image: ]
Note that in this view, white means the time is available and gray means it is not. Clicking off the check box in the day header will erase all availability for that day. In this view, the Action picklist appears and gives you three choices of behavior for mouse clicks and drags.
[image: ]
When Invert Availability is selected, clicking on a single time block will alternate the availability of that slot between available and unavailable. 
	[image: ]
	Clicking in a time slot and dragging diagonally will invert all of the slots in the selected region.
	[image: ]


Invert is the best choice for making single cell changes or inverting consistent regions. Sometimes, you need to make large blocks of time available or unavailable, regardless of the current setting. Mark Available and Mark Unavailable are the best choice for these operations. 
Once your changes are complete, click on the Save Button to save the changes with the existing Block Name or Save As New to create a new Availability Block without changing the original. 
[bookmark: _Toc505979591]Actual Availability View
Actual Availability View is used to determine the real-time availability of meeting slots.
[image: ]
This view is similar to the Coverage View in that it uses three shades of Blue to indicate varying levels of available resources. It differs in two important ways:
· First, Actual Availability is tied to an actual date range and not a prototypical week 
· Second, the coverage takes in to account the actual free busy status of the meeting participants. If a Participant is busy during a time slot, the coverage is reduced. 
Depending on the granularity and zoom level of the view, you may see a plus sign (+) in a white background. This situation occurs when there is partial coverage of the time slot that would be revealed if the time scale was zoomed in. Click on plus sign in the field of the calendar or on the zoom control to zoom in and reveal the available times.
[bookmark: _Toc371512695][bookmark: _Toc505979592]Meetings Page
The Meetings page is where the coordinator can see and manage all the meetings of this on-going meeting block type.
[image: ]

The first thing to notice is that this view is tied to a specific week in the calendar. The controls in the upper right [image: ] [image: ] enable you to choose a week to view. Normally, there will be large numbers of meetings scheduled across the organization. 
The filter at the top provides the ability to select a specific team or an individual recruiter’s commitments. It also provides a search bar to find a particular candidate name. 
Selecting a single meeting or the link at the bottom of each day displays a detail list view.

[image: ]

Click within the meeting details to display the Update Meeting screen.
[image: ]
From this screen, you can perform the following actions:
· View meeting details
· Change the interviewer
· Reschedule the meeting
· Cancel the meeting


[bookmark: _Toc505979593]Changing the Interviewer
Changing the interviewer is done when the recruiter is no longer available. On the Update Meeting screen, click the Interviewer button, select an interviewer from the drop-down, and click the Update button.
[image: ]
[bookmark: _Toc505979594]Rescheduling a Meeting
Rescheduling a meeting allows the meeting coordinator to choose a new date and time. This will likely have the effect of changing the assigned recruiter, as well. On the Update Meeting screen, click the Reschedule button, manually choose a new date and time, and click the Update button.
[image: ]


[bookmark: _Toc505979595]Cancelling a Meeting
Cancelling a meeting will remove the meeting from the calendar and notify both parties. On the Update Meeting screen, click the Cancel Meeting button and then click the Cancel Meeting button.
[image: ]
Notice the check box above the Cancel Meeting button. If this button is checked, the meeting will be canceled, but the candidate will be offered an opportunity to reschedule.
[bookmark: _Toc505979596]Mass Update Meetings
Sometimes a team member calls in sick or is unavailable for several days with multiple meetings already scheduled. We provide a way to update multiple meetings at a time using the Mass Action button on the Meeting List page.
[image: ]
Select one or more meetings in the list individually or using the Select All Meetings Check Box. Then choose the default of “Change Interviewer” if you want to keep the current meetings, but find someone else to do it. Choose Cancel if you simply want to Cancel all.
Select all works best when you have filtered the list in the meeting calendar before selecting the List view. When filtered by a single recruiter, only their meetings will be displayed in the list view. 

When rescheduling due to an illness or other absence, make sure to mark this person as not available in the participant’s screen or blocking out their personal calendar before changing the interviewer. Otherwise that interviewer will be considered when choosing a new interviewer.
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Interviewer: JS Admin
Candidate: Aaliyah Roberts
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Application: APP-082117-200962 Location: Not specified
Job Order: Technical Support Company: Not specified
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MEETING REQUEST

Please select a day and time for a 30 minute phone screen with requiters at Jobscience.
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