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1.Introduction
1-1. Login to the Management Page
(First Time)

You should have received a welcome email from

crossingapi.com at the email address you registered.

Welcome to PASONA Crossing

Thank you for creating an account.
There's 3 steps to start recruitment with Crossing.

(1) Activate your account:

Click bel ink and activate your account.
A ivate@nt
After c;' tion, you will be navigated to login page of Crossing.

Click on the Activate my account link.

Compa A When the login screen appears, enter your User

Name (registered email address) and password
to log in.
The information you need to log in is provided in

Rememberiie the welcome email.

| forgot my password

m » You can switch the language from here. You can also switch on
\_/ the management page after logging in.

LEge sessan Once you have successfully logged in, you will

be redirected to the password change page

Current Password a8

where you will need to enter your new
e a password and click the Change Password
Password Confirmation a8 bUtton .

Change Password ]

Back ]
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1.Introduction
1-2. Login to the Management Page
(Second Time Onwards)

(DEnter from the login URL

The login URL for the management page is as follows.
https://crossingapi.com/login

When you access this URL, the login screen will be displayed.
XWe recommend that you bookmark this page.

(2Enter from Pasona Crossing's web page

At the top of the Pasona Crossing web page, there is a button
for user login.

https://www.pasona.com/en/crossing/

— T

Home » Pasana Crossing

o QB

' PASONA Crossing is a SaaS-based tool that helps
-3
’ strengthen employer branding and supports
successful recruitment.

' If you have concerns such as:-
Candidates aren’t applying to our job openings.

@?
’5-.

D We hired someone, but their expectations didn't
match ours.

\< C ) >

It's taking too long to hire someone.
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https://crossingapi.com/login

1. Introduction

1-3. Forgot Your Password?

Company User Login

Click | forgot my password at the bottom left of the

&
login screen.
an
0 English v
When the Reset Password screen appears, enter your
Reset Password registered email address and click the Send Password
o =l Reset Link button, and the following green pop-up
l Send Password Reset Link ] Wlll appear. An email was sent to you.
I Goto login ]
If you want to go back to the login screen again, click
the Go to login button.
Hi there!
‘We have received your password reset. . . N
Just one more step to go. Review the email and click on the
Ph;é;“m\efollowingURLwithinBU minutes to verify your password reset. R t Password l' k . th b d
set Password ese N n e (o] .
Vot y

Pasona System Administration Team

Company Admin

[ — =] Enter your new password, and the same password again
— a for confirmation, then click the Reset Password button.
Password Confirmation a

Reset Password

Company User Login
You will be taken back to the login screen, so please

enter your new password and login again.

Remeror e

| forgot my password

e English v
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1. Introduction

1-4. How to Change Your Password

— Demo Company Management
® PASONA Crossing =

English
+ Create a new job Manage JObS Home / Manage Jobs
O Recruiting Page Link
S Jons Show Job Title
14 100entries v &  JobTitle

O Manage Jobs

,é Applicants < [ @ Export ][ + New Jab [ ® Close All Selected Restore All Selected
X
i <
@ Inserview sehdlle m] No. JobTitle 3 Location 3 Status Applicant View Action
! Notifications
[m] 1 Sales Manager San Francisco
Company <

&6 <

* Change Password

Eli\Log\DuT/

Select Change Password from the left menu.

Change Password

Enter your current password, your new password, and

Current Password a8
- s the same password again for confirmation, then press the
Password Confirmation a Change Password bUtton-

[ Change Password ]

l J

D C y M
‘ PASONA Crossing = emo Company M

+ Createanewjob Manage Jobs Home /|

O Recruiting Page Link

& Jobs ¢ Password change successfully!

O Manage Jobs Show JobTitle
O Templates 13 100entries v | & | JobTitle
& Applicants <

@ interview Schedule
Restore Al Selected

+ New Job H © Close All Selected

¢ [ B Export

A otifications

A message will appear on the screen stating that you have successfully updated
your password. You can continue to use Pasona Crossing, but please use the new
password the next time you log in.
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® PASONA Crossing =

+ Create a new job

O Recruiting Page Link

Show

= Jobs v

Manage Jobs

1. Introduction

1-5. How to View the Management
Page You can switch between
Japanese and English
from here.

Demo Com panm
English ~
Homew

Job Title

100 entries ~ | & | JobTitle

O Manage Jobs
O Templates
a -
X Applicants <
@ Interview Schedule <

n,‘ Notifications

Company <
& General <
* Change Password

= LogQut

Please refer to P4 for
instructions on how to
change your password.

[ [ Export [ 4 NewJob || © Close All Selected Restore All Selected
No. Job Title s Location 3 Status Applicant View Action
1 Sales Manager San Francisco 351
[ rout:2 |

Explanation of the left menu

Applicants

Interview
Schedule

Notifications

Company

You can create jobs, manage your jobs, and create job
templates. =See page 14

View and manage the status of applicants, schedule interviews,
and more. —See page 18

View scheduled interviews and start online interviews.
—See page 19

Notifications from the system administrator (Pasona) will be
displayed in a list.

You can edit the recruiting page, add users, and update

company information. —See page 21
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2. Creating a Recruitment Page

2-1. How to Enter the Recruiting
Page Editing Page

(DWhen logging in to the admin page for the first time or when the recruiting
page has not been published:

DEMO COMPANY Management

C =
@ PASONA Crossing English
+ createanewjob Home / Manage Jobs
Manage Jobs

Your company's recruitment page is not published yet. Please open here to create your own.

& Jobs v

O Manage Jobs Show Job Title

O Templates 13 100entries v | & | JobTitle

@ Interview Schedule <

Restore All Selected

+ New Job

@© Close All Selected

l &) Export

A Notifications

Company v

[m] No. Job Title & Location % Status Applicant View Action

) - No result was found.
O Edit Recruiting Page

QO Users Management
QO Edit Company Profile

O Edit User Prafile

When you log in to the admin page, a message will appear in red stating that
the recruiting page has not been published yet. Click here to open the
recruiting page creation page.

@If you want to edit the page you have created:

+ Create a new job

O Recruiting Page Link
From the menu on the left side of the screen, select

] v
_ ng_k_bs Company—Edit Recruiting Page.
O Templates
& Applicants <
@ Interview Schedule <

! Motifications

Company @
O Edit Recruiting Page
esee

PO NI oo
o Users Management

O Edit Company Profile

o Edit User Profile
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2. Creating a Recruitment Page

2-2. How to Edit the Recruiting Page(®

(DPage URL

Page URL* https://crossing.pasona.com/

This "Page URL" will be used as your recruitment page URL in Crossing platform.
Inputting your company name with small letter and hyphen (=) ts r d. Example: my \pany-name
This URL can't be changed after the registration.

The URL for the recruiting page is https://crossing.pasona.com/XXXXX, but you
can specify the XXXXX part at the end of the URL.

Example: my-company name

XThe URL cannot be changed once it is registered.

(@GENERAL

Logo (Cptional)

Upload
(Minimurm width is 150px, minimum height s @ =
50px; Format: PNG)
Primary color -

Text Color |:| .

Here you can set the company logo and the color scheme of the recruiting page.
Use of the logo is optional. You can use PNG files that are at least 150 px wide x
50 px tall.

The primary color will be reflected in the background color of the job search area
and Apply button, and the text color will be reflected in the text.

@ (=] @ [ ]

WORK IN DEMO COMPANY

Example: Example:
Primary Color: Red Primary Color: Yellow
Text Color: White Text Color: Black

Il you want to stop ediling the recruiting page, or If you want to check the status of your work Up to that point clickithe
Preview button in the Upper right corner of the screen:. Your edits Up to that point will be saved.
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2. Creating a Recruiting Page

2-2. How to Edit the Recruiting Page®@

RTOP

Photo
[} Media library
(Minimurm width s 10805 Format: JPEG) @ [ B Medialbrry

Title

Description

WORK WITH US
p

(Up to 500 characters)

Configure the settings for the top page.
Specify the photo, title, and description to be displayed below the title. You can
upload your own photos or use photos from the library.

INTRODUCTION
MESSAGE
BUSINESS

OUR MEMBERS
BENEFIT

ACTIVITIES

All other settings are optional. The settings screen will appear when you turn on
the toggle button for the item you wish to display.

XOnce a section is displayed, hiding it will result pisBLEsEcTIon
in the loss of the information you had previously o g YO SURE? s
entered. You will get a warning message as shown

on the right. RN B

Il you want to stop ediling the recruiting page, or If you want to check the status of your work Up to that point clickithe
Preview button in the Upper right correr of the screen: Your edits Up to that point will be saved,
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2. Creating a Recruiting Page

2-2. How to Edit the Recruiting Page®®

@INTRODUCTION In the Introduction section, you can post a video or a photo

of your company. Click on the radio button of your choice.
For the video, provide the URL of a video storage location
such as Youtube or Vimeo. Direct upload is not possible. For
photos, you need to upload 3 to 6 photos. (The maximum
size of a photo is 4MB.) The layout will automatically change
depending on the number of photos.

Our Company

Our mission Is 1o support Japanese-oy

x ess. ver,
looking to make contributions to the further globalization of Japanese-owned companies, we.
offer support utiizing the global network of the Pasona group through the introduction of
overseas talent, the design and Implementation of comprehensive U.S. hiring processes and
the acquisition of fresh talent at al levels.

= When a video is included

......... Our Company

sses operating in the U.S. as much as possible, and to play a fole n their su s abusiness.
theus. perations, cutting
sssss Moreover,looking 0 the further ., we offer suppe g th

When 4 photos are included With 3 photos

(®MESSAGE

Background Image
CAREER AT DEMO COMPANY

Become part of a team which encourages learning and rewards ambition.
These are our principles.
We are always on the lookout for new colleagues who can grow with us and help increase the value of
our services.

Description DISCOVER OUR VACANCIES

(Up t0 250 characters)

Title

You can edit the section that contains the button to jump to the job Llisting.
Specify the background image, title and text to be displayed.

If you want to stop editing the recruiting page, or if yotl Want to check the status of your work Up to that point, clickithe
Preview button in the upper right corner of the screen. Your edits up to that poirit will be saved.
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2. Creating a Recruiting Page

2-2. How to Edit the Recruiting Page®

(®BUSINESS

BUSINESS 1

Ieon

Title
Up to 50 characters)
Description

U to 300 characters)

BUSINESS

o
=Y

Human Resource Solutions
The way we work has changed
drastically over the past decade.
Human capital, the value of an
employee's experience and skills, has
become one of the factors in
determining the success of a
company. Because of this, there i an
increased need for a company to
create a human resource strategy.

®
Business Process Re-
eengineering

The global economy is growing in
complexity due to advancements in
technology and trends for economic
liberalization.
In order to stay competitive,
companies need to address dynamic
competitive requirements of ever-
changing market demands by
allocating resources effectively.

P

Knowledge Process Outsourcing
As competition heats up amid
globalization, the world is moving at
a rapid pace and there is an
overwhelming amount of data. This
has created a high demand for
increased value to business activities
and for the taking of action based on
access and analysis of necessary
data.

You can describe your business. Select the icon and enter the title and description, or
click "Add Box" to display additional fields if you want to enter more than one

description.

@®OUR MEMBERS

MEMBER 1

-

A

JONAS KAKAROTO
cFo

Jonas attributes his success in
multiple performance-based
industries on the belief that he was
comitted to providing
significantly more value to his

BEATRIX CAMPBELL
Founder and CEO

Beatrix is a serial entrepreneur and
investor. As a marketing and sales
expert, she and her team have
helped hundreds of companies
streamline customer acquisition

P

SERGIO PAULA
cTo

Sergio's passion for the technical
side of digital marketing has led
him to specialize in SEO, web
analytics, and web coding and
design. His data-driven mindset

An introduction to the company's members can be included. If you want to add more
than one person, click "Add Member" to display additional fields.

(®BENEFITS

BENEFIT 1

-

BENEFITS
Y =
V) 0 &
4 months Company Paid Parental Leave Flexible Work Schedule Birthday Paid Leave

We will provide up to 16 weeks of paid
parental leave to employees following the birth
of 2 a

Flextime, in which an employee works eight
hours per workday, but there is flxibilty in an

child with an employee in connection with
adoption or foster care.

loyee's set scheduled starting and ending
times.

You can take either your birthday o the day
after your birthday as paid leave, on top of
your annual PTO.

This is the section to fill out the benefits information. It is recommended that you focus
on the points that appeal to job seekers here. If you want to include more than one

benefit, click "Add Box".

Copyright @2021 Pasona N A, Inc. All Rights Reserved
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2. Creating a Recruiting Page

2-2. How to Edit the Recruiting Page®

You can set up a photo gallery for your
company's non-business activities and internal
events. You can choose to have one text for all
il .. | the photos or different text for each photo.
If you change this setting in the middle of the
process, the information you have entered up to
that point will be lost, so please choose which
setting you want to use first before you start
v uploading photos or entering text.

@ACTIVITIES

SNAPSHOTS

These are some of our fun memories at Demo Company.

If you have uploaded more than one photo, press the arrows to switch between the photos.

©FOOTER f © 0 W in S

Company Name (Optional) Deme Company .
(Up to 20 characters)

Company URL (Optional)

httpsy//www.pasona.com/ DEMO COMPANY
Address

> 340 Madison Avenue, Suite 12-B, New York, NY 10173

TEL

Address (Opriora))

340 Madison Avenue, Suite 12-B, New York, NY 10173 X

000-000-0000 X

000-000-0000

Email

: noreiyearercom
Configure the Footer settings.
You can set the company name, company website URL address, address, phone
number, email address, and social media sites. In the social media field, you can
display Facebook, Instagram, YouTube, Twitter, LinkedIn, and website.

If you set Facebook, the Facebook icon will appear in the upper right corner of the
Footer.

This completes the editing of the recruiting page. Press

Publish in the upper right corner of the screen to publish m m
the recruiting page. After publishing, you can edit the

recruiting page at any time from the Edit Recruiting

Information page in the Company tab.
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2. Creating a Recruiting Page

2-3. Access to the Recruiting Page

The URL link of the recruiting page will be the one you specified when you
created the recruiting page.

After the recruiting page has been published, you can access it directly from
this link or from the admin page.

+ Create anewjob Please select the recruiting page URL link from the

O Recrm@k left menu of the admin page.

a y The recruiting page will launch in a new browser
tab.

o Templates

;é Applicants <

@ Interview Schedule <

‘ Notifications

Company &
O Edit Recruiting Page

o Users Management

O Edit Company Profile

o Edit User Profile

Our Philosophy

el e
determination and sense of duty and are not afraid of taking on any challenge in
order to achieve our goal.

WORK WITH US
A\
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2. Creating a Recruiting Page

2-4. Public/Private Settings for the
Recruiting Page

Even once a recruiting page has been made public, you can switch it to private
with the click of a button. Even after the page is set to private, you can make it
public again.

+ Create a new job

Select "Edit Recruiting Page" from the "Company" menu on the left

o Recruiting Page Link . .
side of the admin page.

= Jobs v
O Manage Jobs
O Templates

@ Interview Schedule

& Applicants < /f STATUS Close
<

! Motifications

At the top of the Edit Recruiting Page screen, you will see a

/V’;j‘ " button called STATUS.
O editRecniting Page Select ACTIVE to make the recruiting page public, or CLOSE
O users Management to make it private.

O Edit Company Profile

O Edit User Profile

CLOSE PAGE
If you choose to make it private,

Are you sure to make your recruitment page close? the fouowing Conﬁrmation

BT I,

=+ Createanewjob Manage Jobs Home / Manage Jobs
& Jobs v Your company's recruitment page is now unpublished. Publish it again here to create new recruttment oppertunity.
Show Job Title
O Templates 4 100 entries | | & | JobTitle
# licants <
e 53 Q Search
@ Interview Schedule <
[ BExport “ + New Job H © Close All Selected H RestoreAll Selected
A Notifications
Company < [w] No. Job Title Location $ Status Applicant View Action
& General «<| D 1 Sales Manager San Francisco ["Active |
3k Chonge Password

If you choose to make the recruiting page private, a red banner will appear at the
top of the admin page stating that the recruiting page is private, and the Recruiting
Page Link in the left menu will become inactive.

To publish the recruitment page again, click on the here text in the banner to enter
the recruiting page edit screen, and switch STATUS to ACTIVE.
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3. Job Management

3-1. Create a New Job

Select Create a new job from the left menu on the top page.
Alternatively, select the New Job button in the Manage Jobs page.

® PASONA Crossing =

Manage Jobs
(U Recruiting Page Link

Location Status Applicant

Show Job Title

= Jobs v
1§ 100entries v | & | JobTitle

O Manage Jobs
O Templates
* Applicants < [ [@ Export M <+ New Job éCLUSEAHSelected Restore All Selected
@ Interview Schedule < O No. Job Title ®
-

Job Title ()

Description in job list

If this box is checked,

Job Title

Description in job list

Max 120 Characters(*)
Negotiable will be
displayed in the Salary salary () From - [
field. m]

Remark Remark

Max: 1000 characters

In the job detail page, it
will appear as Additional
Information under the Job
Title and Salary.

Thumbnail lcon 1
Thumbnail lcon 2

Thumbnail lcon 2

Hashtag

If you select Active, the
job will be listed in the status )
job list on the ¢

Work Location
recruitment page. If you _
are not ready to publish, -
please select Inactive. Address

Phone

Include the location
information that will
appear on the job listing.

Size recommendation: 1920x1080

1, select file...

1, select file...

1, Select file...

Type and press enter

® Active O Inactive

City

Address

o’ | Phone

Include a brief description of
the job that will appear on the
Careers page. (Underlined
section)

A San Francisco | 80,000 ~ 120,000 (USD)

We are looking for a Sales Manager 1o

VND V\
Please select a currency.

join our Outside Sales team.

You can set up to three
images to be posted with the
job (optional).

\ Be sure to press Enter after

entering the hashtag. You
can set multiple hashtags.
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3. Job Management

3-1. Create a New Job (Continued)

There are 6 job

The Title Label and .
requirement boxes

H H Job Description
details may contain displayed by default. If
sample text, but you can Tiletabel ¢ | Tite e ou don't need them
overwrite them and edit Contentir | Commerts Y '

L delete them.
them freely. please delete them

If you want to add
more boxes, click the
Add button.

Video CV [T] Make Video CV required

Click here if you would
like to set a Video CV.

SNS Post

(") Publish this job to Facebook

If you want to post jobs

on social media, please / When you are done,
check the checkbox. click the Create
You will be redirected to button.

the login information

confirmation page for

each social media site.

v

cXEICNC

[What is a Video CV]
Video CV is a tool that allows job applicants to send in a video reply to application questions set by
the company. If you would like to add the Video CV setting, please click on the Add button on the

right.
If you would like to require deocy /_memmqmm Enter a question into the
a Video CV, please check /PQ P Question box.

the checkbox. Once

checked, it will require
applicants to video-answer Set a time limit on how
all questions. Please note /- long the video may be

that if you require a Video /1/ by using the Timer (sec)

i i bar.
CV. applicants will not be For more than 2 questions

able to apply until they (max. 5), click here to
upload their video-answers. add mor'e boxes

Timer (sec) (] |
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3. Job Management

3-2. How to View the Manage Jobs Page

Status

You can choose to display 100, 150, or 200 Active: The job is listed on the recruiting page.
jobs Inactive: The job is not listed on the recruiting page.

You can also search by Job Title. Closed:

Applicant
Today: Number of people who applied for the job today.
Total: The number of people who applied for this job in total.

View
Number of times this job has been viewed.

N _ Demo Company Management
@ PASONA Crossing =

English v
+ Create a new job Manage JObS Home / Manage Jobs
O Recruiting Page Link
Show Job Title

= Jobs

13 100entries v | & JobTitle
QO Manage Jobs

S h
A& Applicants < I @ Export ” + New Job ” ® Close All Selected H Restore All Selected
i <

@ interview Schedule u] No. Job Title 3 Location $ Status Applicant View
‘ Notifications

[m] 1 Sales Manager San Francisco = [ 1 ]

Company < /\_/

You can edit the jobs you have created by clicking this button.
You can close jobs from this button.

This button allows you to export the job list to Excel.

Click on this button to open the New Job screen.

+New Job
* See PXX for details.

Close All If you check the box next to the job number and click this button, the
Selected job will be closed and will no longer appear on the recruiting page.

Resume ALl Check the box next to the job number and click this button to reopen
Selected the job and post it on the recruiting page.

When you close a job, the status will change to Closed as shown below and you will not be
able to edit the job. To make the job editable again, click the Restore Jobs button in the
Actions section or check all the jobs that apply and click the Restore Selected Jobs
button.

(] 1 Sales Manager San Francisco m ‘
o
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3. Job Management

3-3. Creating a Template

If you plan to use a similar position more than once, it is useful to have a template
ready. If you have more than one template, you can search by template name.

Demo Company Management

. PASONA Crossing =
English v
+ Createa new job Tem plates Home [ Templates
O Recruiting Page Link
Show Job Template

= Jobs R

13 | 100entries v & JobTemplate
O Manage Jobs
O Templates l + New Template @ Delete All Selected
A Applicants <

[m] No. Template Created At Last Update 3 Created By ¥
@ Interview Schedule <

] 1 Sales Template 01 Jul 2021 02 Jul2021 P e 0064
! Notifications
Company <
& General <

|®You can create a job using this template from this button.
| 7 [Click this button to edit a template you have created.
|®|You can delete a template from this button.

L Clicking this button will open the Creating Job Template screen shown below.
Template
Delete All Check the box next to the appropriate template number and click this button
Selected to delete the selected template.

Creating Job Template

* Change Password

& 1oz 00t

Template name (7} Template name
Job Title (7} Job Title
Description for job list Description for job list

(Max: 120 characters)(~)

salary 7) From ~ | Te WND v
[ Negotiable
Remark Remark

(Max: 1000 characters)

The content of the template is the

Size recommendation 1920 x 1080px.

N same as that of a regular job

N fos(tjmg, lso please refer to page 13
or details.

Xlt is not possible to change a job that has already been created into a template.
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4. Applicant

4-1. Applicant Management

You can choose whether to download a
resume, or to open it in the browser.
When a Video CV is uploaded, the [[]
icon will appear and you can click on this
icon to view the video.

You can manage a list of applicants for a job.
You can search by Job Title or Applicant Name.

+ Createanewjob Manage Applicants Home / Manage Applicants
O Recruiting Page Link
Show Job Title Applicant Name

= s <
. 13 | 100 entries v | & | JobTitle & | Applicant Name
A Applicants ~
O Manage Applicants [ Export
@ interviewSchedule <

O M. JobTitle s Applicant # Date Applied ~ Applicant Status & o Video OV Action
A Notifications

o 1 Office Manager Susan Niles 01 Nov2021 [ Hew Entry ] Nocy
Company <

P s} 2 Office Manager Test 01 Nov 2021 New Entry E

& General

Click this mark to view the applicant's information—>®

You can edit an applicant's information by clicking this button—@
You can delete an applicant's information from this button

You can schedule an online interview from this button—®
'] You can edit the online interview from this button—@

This button allows you to export the list of applicants to Excel.

Editing Application x

Creating Appointment x

@

Editing Appointment

Applicant Information

Namer) Time Zone() Cancel Appointment : \
Name David Brown Do Bronn (GMT-07:00) America/Los Angeles - Time Zone(’ v
Email XXx@xxx.com Email () Applicant Name(*) (GMT-07:00) America/Los Angeles .
David Br i -
Phone 999-999-9999 XXX@XXX.com S Applicant Name ()
Phone () Job Title(") David Brown
@ o+
999-999-9999 S Job Title(")
New Entry ~ 2023/08/21 Appointment Date(?)
Curriculum Vitae Start Timer") 2021/07/05
You can choose to I S B e
‘ime (° Z ®
download the resume or p— EniTinec1
) s b 16:32 © End Time ()
view it in Yyour browser. Mot - °
You can manage the Applicant Status y
from the status drop-down list.

You can edit the interviews you have

After filling out the information
and pressing Create, the
interview notification will be sent

{Status Options )

to the candidate.

New Entry Rejected after First Interview

Rejected Rejected after Second Interview
Passed First Interview Rejected after Final Interview
Passed Second Interview Cancel

Passed Final interview
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already set up. You can cancel an
interview from the top right corner of
the screen. If you have more than one
interview scheduled, use the buttons
at the bottom of the screen to switch
between them.




5. Interview Date

5-1. Calendar and List Views

*+ Crecteanewjob Interview Schedule(Calendar View) Home / Interview Schedule{Calendar View)

O Recruiting Page Link

Tue

£ o d= e - If you choose to view the calendar,
it 1 2 " you will be able to see all of your

- . . . : : . . scheduled online interviews in a
B s calendar. The time and the applicant's
& e ‘ - = s . = - » name will be displayed in the

® 11:00am - 12:00pm Mary

calendar, but you can hover over it to
see the details and click on it to open
the edit screen.

25 24

Editing Appointment x

Cancel Appointment :

TimeZonet) Interview Schedule(Calendar View) Home / Interview Schedule(Calendar View)

Only When you open the [ : 2021/08/27 =] EThehistnryolmzrylnhnsoninmn

Editing Appointment screen © s —
. Applicant Name() 11:00am-12:00pm @ Mary Johnson

from the calendar view, you e ) | o
will see a button called T st ey

History in the lower left
corner, which you can click to =

1200

view all the interview ot

Interviewer: HR Manager

appointments set for this SN
candidate.

— Demo Company Management
® PASONA Crossing =
English v
+ Create s newijob Interview Schedule(List View) Home / Interview Schedule{List View)
O Recruiting Page Link
a Show Appointment Date From Appointment Date To Job Title
&= Jobs <
. 13 100entries ~ yyyy/mm/dd B | yyyy/mmjdd & | JobTitle

A Applicants <

@ Interview Schedule - e
QO CslendarView B Export -

O ListView

No. Job Title Applicant 5 Appointment Date ¥ Start Time 5 End Time ¥ Video Call

A 1otifications

1 Sales Manager Mary Johnson 05 Jul 2021 11:00am 12:00pm
Company <

2 Sales Manager Mary Johnson 14 Jul2021 13:00am 12:00pm .
& General < # ¥ P

Xk Changs Password 3 Sales Manager David Brown 05 Jul 2021 10:00 am 11:00am .

& Logout

Selecting List View will show you a list of all scheduled online interviews. You can also filter
by interview date or job title. Clicking on a job title will take you to the job detail screen, and
clicking on an applicant will take you to the applicant's detail screen.

When it is time for the interview, click the video call button on the far right to conduct the

interview.

You can export the interview list to Excel by clicking this button.
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5. Interview Date

5-2. How to Conduct Online Interviews

At the interview time, press the video call button from the scheduled interview list to
start the video interview.

Press the + at the bottom right
to open the chat box and chat
Press the handset button to with the candidate.
end the call. If you
accidentally press it, go back
to the list of scheduled
interviews and press call

again.

@ PASONA

Interview Room

If you click the button before the start

& Mary Johnson time, you will see a countdown screen as
o viloochat room w shown on the left and the interview will
9 foof 12| 42 not start.

Job seekers will receive an email with the interview URL link when they set up the
interview and can click on it to join. Only job seekers will see the screen shown on
the right at the end of the call.

Dear Mary Johnson.

Thank you for your application for the position below.

Job link: XXXXXXXXXX . P A S O N A

We would like to confirm your interview date and time as follows:

Please join to the room on: 05 Jul 2021 from: 11:00 to: 12:00 - (GMT-07:00) America/Los
Angeles.

Interview Room

If the interview is conducted online, please kindly join from this URL:

Online Meeting URL L R R R
Thank you for participating the interview. Please close this page.

Best Regard.
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6. Company Information

6-1. User Management

XPlease see page 13 for the URL link of the recruiting page and
page 8 for editing the recruiting page.

In the Company User Management section, you can view and add information about
people who are registered as corporate users.

N _ Demo Company Management
@ PASONA Crossing =

English v
=+ Createanewjob Company User Management Home / Company User Management
O Recruiting Page Link

Show UserName
& Jobs <
. 13| 100 entries ~| | & | UserName
A Applicants <
@ Interview Schedule <
& Hotifications No. UserName = Email-Address » Last Login Status Action

Company v
1 Demo User XXX@XXX.COM 27 Aug 2021 £T:0T:5T =3

O Edit Recruiting Page

O UsersManagement

O Edit Company Profile
O Edit User Profile
& General <

3K Change Password

@ Logout

This button allows you to export the list of corporate users in Excel.

+New User When you click this button, you will see the following pop-up, enter
the information and click the Create button to add a corporate user.

A Creating Company User

Full Name(*)

Full Name

Email-Address(*)

Email-Address
Password])  Hi XXXXX

Password Th e paSSWO rd yOU e ﬂte Ir XXXXX who belongs to Demo Company invited you to PASONA Crossing Company Admin.
Confirm Password(’) h ere Wl | | be d | S p | ayed | n This is your access information.

Confirm Password

your ema il Login Link: XXXXX

mlﬁmtiun email to new user Username/Email: XXXXX

Password: XXXXX

|f thIS bOX iS CheCked, an It is recommended to change password after you success to login.
~email will be sent to the
user as shown in the figure
on the right.
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6. Company Information

6-2. Update Company Information

In the Company Update Information section, you can edit your company information.
Currently, the information you enter here will not be automatically used on the recruiting
page.

XThe company name and website URL (the URL of the recruiting page you created) cannot
be changed.

=+ Create anewjob Company Update Information Home | Company Update Information
O Recruiting Page Link
& . Workl.omtiuns
obs

& Applicants <
R Applicant Company English Name Company Local Name
@ Interview Schedule < ‘ | ‘ Demo Company ‘
A Notifications

President/CEO/Owner Company Size
Hl conmes dil | |
QO Edit Recruiting Page

Date Incorporated Date Operation Started
O usersManagement ‘ | ‘ ‘
Q Edit Company Profile aty ddress
Q Edit User Profile ‘ P | ‘ ‘

General
& Genera Zip Code Company Phone (%)
3K Change Password ‘ P | ‘ ‘
@ Logout
B Email Contact Page Url

Website

‘ hitps://d -d |

Description

o il

Linkedin E]

All of this information is required for posting jobs te Linkedin

Client ID Client Secret

Organization Urn

XTo post a job on LinkedIn, you must first enter your information in the LinkedIn
section of the company information page.
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6. Company Information

6-3. Update User Information

Demo Company Management

® PASONA Crossing = S
nglis

=+ Createanewjob User Update Infomation Home / User Update Infomation

O Recruiting Pags Link

= Jobs < Full Name (%)
A& Applicants < | Mari Takahashi ‘
@ Interview Schedule < Phone

A Notifications | ‘

[ company v Email

Q EditRecruiting Page | integrationuser@pasona.com ‘
QO Users Management Company Name

QO Edit Company Profile | Demo Company ‘

QO Edit User Profile

& General <

3 Change Password

@ Loz Out

In the User Update Information section, you can update your own user information.
Edit the content and then click the Save button.
XYou cannot change your email address.
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Contact Us

If you have any questions about how to use Pasona Crossing, please visit our Support

Center. We accept specific questions at the Support Center.

0 &3ssng

PASONA  PASONACrossing  Register  RequestDemo  Submit a request

Quick Start Guide
« Registration to first log-in e Create job listings

Recent activity
Create a Job Listing Article created 15 days ago
Article created 22 days ago

First Log-in

https://crossingsupport.pasona.com/hc/en-us
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