
 

  

919-376-4929 

919-882-8061  

www.headwaycorp.com  

421 Fayetteville St., Ste 1020 
Raleigh, NC 27601 

 

HireVue Video Interview Cheat Sheet 
 

Getting Started  
- If a candidate fails their phone interview, disqualify them in Taleo as Failed Client Interview 
- If a candidate passes their phone interview, proceed with the Setting up a Video Interview steps below 
- Agree upon a date and time for your video interview with the candidate and confirm he or she access to 

a computer with a web-cam or a smart phone or tablet with a front-facing camera 
 

Setting up a Video Interview 
1. Update the candidate’s status in Taleo to “Client- Video 

Interview” and keep this status until the video interview is 
completed. 

2. Go to the HireVue website: 
https://headwaywfs.hirevue.com/interviews/rti/ 

3. Log In using your username (email address) and password 
4. You will receive an email from HireVue to activate your username; 

once activated, you will log in at the top left-hand corner where it 
says, “Manager Login” 

5. Click on the second tab labeled “Positions” 
a. Under Open Positions, Click Field Interviewer – PROJECT 

NAME – Your Name 
b. At the bottom of the right-hand side there is blue button labeled “Add”; Click Add 
c. Type in the candidate’s first name, last name and email 

i. Adding a phone number and resume are optional 
d. Make sure Manual Schedule has a blue line underneath; put in the date of your video 

interview, the time and the duration (If you go over the 
designated time frame, the interview will not end) 

e. Press Save 
f. You and the candidate will each receive an email 

automatically adding the interview to your calendars 
 
Conducting the Interview 

6. Access the interview link through you the meeting you saved to 
your calendar, or by logging back into HireVue.  

a. If you choose to access from your calendar, click on the 
calendar invite & scroll down until you see the three 
options provided to you. These options include: 

i. Test your system before interviewing 
ii. Read tips for a successful interview 

iii. Start the Interview, click the link to start the video 
b. If you choose to access from HireVue, go to the Positions tab, scroll down and find the 

candidate you are conducting the interview with and click “Join Interview” 
c. The video interview will open up; click “Let’s Get Started” 
d. The system will automatically check your connection, camera, microphone and speaker settings 

i. It was ask if you heard a sound: if yes, click yes and move forward; if no, test settings  
e. Click “Enter Interview Lobby” and you’re in the video interview 
f. You’ll see words showing “Waiting for candidate” and “Start without Candidate”  
g. Wait here until candidate joins then selected Start Video  

You received a new 

candidate? Great! Follow 

Steps 1-5 to get your 

candidate set up for a 

video interview. Email 

rtirecruiting@headwaycorp

.com if help is needed. 

Once you set up your 

video interview follow 

Steps 6-8 to get set up 

and conduct the video 

interview. 
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7. To share documents with the candidate, copy and paste the secure link provided from CORE in the 
chat option on the video interview 

8. End interview for all participants when completed  
 
Reviewing and Sharing the Interview 
Finally, after the video interview is completed you will have the option to review the video. 

• It takes about an hour for the video to be available to view after it’s completed 

• Once it’s completed, a notification will be sent to both you and your supervisor stating that an interview 
is ready to be reviewed or evaluated 

o The evaluation piece is not required but is available as an option 

• To review your video, go to the Positions tab and scroll down 

• Next to the candidate’s name, there are a few “Actions” that can take place and you will select the 
button shown to the right:  

• Once you click that link, the video immediately 
open and starts from the beginning 

• You can go through the different categories you have provided and rate them or you can just review 

• Once you’re finished, go to the top right corner, click back, and it will take you back to the page. 
 
 
 
Final Steps 
After your video interview is completed, log back into Taleo and update 
your candidate’s status as you have in the past. If the candidate passes 
the video interview, move them forward. If they fail the video interview, 
move them to “Failed Client Interview – See Comments” and list any 
notes here. 
 
 

 
If you have additional questions, please reach out to Shawnita Mays (smays@headwaycorp.com) or Katie Jantzi 

(cjantzi@headwaycorp.com) with CORE. 

After your video 

interview completes, 

make sure to go back 

into Taleo to update 

your candidates status. 

Good luck! 
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