
Manual: candidate 
assessment

This manual is intended for users 
eligible to assess candidates.



Manual

Candidate assessment(in Ubeeo)

Role: Vacancy holder/ Recruiter

Step by step to the best candidate
Before a vacancy can be published, some (quality) checks need to be made. 

After the vacancy has been created, it goes through an approval flow. 
• Approval by job board
• Approval by HR Advisor
• Approval by ATS Support

Delegate
If you have someone other than yourself as vacancy holder draft the vacancy, then you as 
vacancy holder are always the first approver to check whether the vacancy has been drafted 
properly. This role cannot be delegated.

Questions?
Do you have questions about the process of Recruitment & Selection? If so, please contact 
the ATS support team.



Candidate assessment 
Log in to Ubeeo and click 'open folders' 
under folders.

Open Folders
Here are the current vacancies with candidates to 
be reviewed.

Folders
For the folders, participants are grouped by 
vacancy.



Candidate assessment 
After this you come to the folders 
page.

Folders
After this, click on the candidates in folder review 
of the selected job posting.

Candidate assessment 
In the overview below, your colleagues review is 
clearly visible through the thumbs up. To add a 
review yourself, click on the 'calendar'.



Candidate assessment 
In the screen below, you can rate the 
candidates.

Switching between candidates
By clicking 'next' and 'previous' you can easily rate all 
candidates with a thumbs up.

Rating candidates with a thumbs up 
By clicking on one of the thumbs you can give a rating to the 
candidate.

Posting comments
Posting a comment allows you to let colleagues know what 
you think of the candidate.



Candidate assessment 

Should you wish to view the candidates 
before giving a review you can do so in 
the following way.

Smart folder
Return to the smart folder to view the 
candidate's data.

Candidate data
Click on the 'magnifying glass' of a 
candidate to open the candidate page.



Candidate page
On the candidate page you will find 
all the candidate details that will help 
you assess the candidate.

Personal data
On the left side of the screen, you will 
find the personal information and 
below the contact information.



Candidate status 
On the right-hand side at the top of the 
screen you will find the status of the 
candidate. If there is no change in the 
status after 14 days the administrator 
will receive a reminder.

Files
At the bottom of the screen, you can 
see the various files associated with the 
candidate. Here is the resume and 
cover letter. If a reference has been 
requested, it is indicated with 'form’.

Folders
Here you will find the folders where 
the candidate has been deployed by 
the system. If the candidate needs to 
be assessed, a folder is created.

Job Application
Here you will find all vacancies the 
candidate has applied to.

Candidate page
On the right side of the screen, you 
will find the screen below.



Files
Clicking on the CV will take you to 
the following page. 

Switching between the files
Here you can easily view the 
different files of the candidate by 
clicking 'previous' or 'next'.

Switching between files
Click the cross to clear the current 
screen and return to the candidate 
page.
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