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How to use the interview arrangement function

How to set interview date 

Able to set interview date responding to the requests from 
company HRSetting interviews

Access to the URL

Login accounts(ID / password) for the Agent My Page are managed by the company which 
is offering open positions.  Please contact the company in case that you change or add 
the person in charge.

Input your user name and password, then click the “OK” button.

①

Interview arrangement for candidates
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Distinguish between upper- and 
lowercase letters for your user name 
(U) and password(P).   For a safety 
reason, do not save your password 
on browsers.

Candidate list screen

Click the [面接日程調整] 
(interview arrangement) letter.

Agent My Page Home screen

Interview arrangement 
(number of candidates)

Please click the candidate name to set interview date.

[氏名 / ID] Candidate name / ID
[依頼日] Request date

The number beside the [面接日程調
整] (interview arrangement) letter 
shows the number of candidates you 
need to set interviews.

Click the candidate name you want to set an interview.

Open position list
↓↓

← Client company name

← Your company name
← Your name



②

See an interview arrangement sheet and select available date and 
time for a candidate. Input comments to client HR, if there are any, 
then click the [入力内容を確認後に登録](view) button below.

Interview arrangement screen

Schedule confirmation screen

Once you input available 
schedules for interviews, you 
are not allowed to change the 
schedules on the  screen.

Click the [登録](registration) 
button below.

Registration of the interview date has completed

Check available interview date and time for the candidate.

← Candidate name

← Check all dates and times

Message to client HR

Check the date you input. 

←※Check available date and time

← Registration button

← View button

Modify button →

← Are you sure you want to register?

← Interview arrangement sheet
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