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Welcome to creating your program’s interview schedule on CASPRweb


What we will cover

» Key Dates and Timelines

» How to input your residency interview
schedule on CASPRweb

» Viewing your schedule

» How send an email to applicants

» How to leave a note for applicants
» How to get help

—
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Here’s what we will cover.


Key Dates and Timelines

- December 3 - programs may begin entering interview
schedules in CASPRweb. We recommend schedules be
entered by December 13. Interview days and times
may continue to be added through January 31, 2022.

- December 13, 8:30 PM Eastern - applicants begin
self-scheduling interviews on CASPRweb.

> January 6 - February 4 - COTH members may
interview any time during this period. January 6 - 26
are dates set exclusively for COTH members. Non-
COTH members interview January 27 - February 4.

o January 27, 11 am Eastern - Ranking opens

- February 8, 3 pm Eastern — DEADLINE to submit rank

. order lists.
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The schedule is posted to the AACPM website. Here are the key dates related to interviewing and ranking. 


CASPRweb Tabs for Interview Scheduling
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There are 3 tabs in CASPRweb that you will use for interviews:
the “My Applicants”  tab to review your applications and grant interviews,
the “CRISP” tab to submit your interview schedule,
the “Reports” tab for reports available to you on your interview schedule and your applicants.


.

CASPRweb My Applicants Tab

> This is where you find applications, grant interviews, and
leave remarks and/or send emails to your applicants.

<
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The “My Applicants” tab in CASPRweb is where you review your applications and grant interviews. You can also leave a remark for an applicant or send an email to one, several, or all of your candidates. To grant interviews, select the “Grant Interviews” button on the left and then use the “Interview Granted” column on the right. Next to each applicant is “yes,” “no, and “undecided.” The default is Undecided. To grant an applicant an interview, click on “yes.” REMEMBER, once an interview is granted by selecting “yes”, you may not retract the interview offer or change the selection to “no” or “undecided.”  You may change a “No” or “Undecided” to “Yes” up until January 31, should you decide that you would like to interview one of those candidates afterall. My Applicants is also where you can send important messages to applicants by using the Remarks column or email and we will go over that later.


CASPRweb CRISP Tab

@ Centralized Residency Interview Scheduling Program (CRISP) el 1242021 3124

e————
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CRIP Interview Scheduling Questionnaire

|‘Mw-cmmete questionnaire to submitinterview dates and times. ‘l

Preview Your Schedula - To see Applicant's view of your intervizw schedule

Print Schedufing Grid - A printable listing of your interview slots.

Export Schedule to Excel
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CRISP is the abbreviation of “Centralized Residency Interview Scheduling Program.” In the “CRISP” tab, you have options to complete and update your interview scheduling questionnaire”, preview your interview schedule, and export your schedule to an Excel file.

To input your interview dates and times in the system, select the “Interview Scheduling Questionnaire.”


Interview Scheduling Questionnaire

l. Initial Interview Times

1. Check your choice(s) and complete:
(Number of interview slots = number of applicants to be interviewed)

Time Zone | Central Standard Time =~ |
Do you want to do callbacks? ]
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To complete the Interview Scheduling Questionnaire, you must input your program’s Time Zone using the dropdown provided. If you know your program is doing second/call back interviews, check the box next to “Do you want to do callbacks?” If you are not sure about second interviews for some or all of your applicants, leave the box unchecked. You may return later and check the box, if you decide to do follow up interviews.


B
Interview Scheduling Questionnaire

Start End Lunch Start Lunch End Interview Interview Type Number of Number of
Format-00:00 Format-00:00 Format-00:00 Format-00:00 Duration applicants per  scheduled
AMPM AMPM AMPM AMPM In minutes slot interviaws

O Thursday, January 07

o | I I |20 | Inital Interview ] |1

@ ay, January 08 : ) ) ‘ [ Initial Interview

O Saturday, January 09 |- I I I |20 | [ Inital Inerview v [1

O sunday, January 10 | - I I I |20 | Inital Interview ] |1

O Monday, January 11 | _-_

I I I |20 || Initial Interview  v| |4
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Then move down the questionnaire and check the box next to the days you plan to interview and complete the requested information for each day—start and end time for the day’s interviews and, if you plan a lunch break the start and end of that break (if you do not plan a lunch break, just leave those fields blank), and the duration of your interviews. When planning  the duration of your interviews, be sure to account for some time after the interview to discuss the applicant or grab a cup of coffee. For example, if you plan to interview an applicant for 15 minutes but want 5 minutes between applicants, enter a duration of 20 minutes. If you are scheduling multiple applicants during each of your interview slots, enter the number of applicants to be interviewed. The default is “1.”


Interview Scheduling Questionnaire

[ Sunday, February 21 ‘_;_ H_;_ H_;_ H_;_ Hza ||nitia| Inferview v |[4

(] Monday, February 22 ‘_;_ H_;_ H_;_ H_;_ Hza ||nitia| Inferview v |[4

Althougn we appreciate your willingness o be fleible, please indicate ime neaded only to cover the number of interview slots. Extra time slots will result in gaps between your interviews that CRIP staff will not be able to adjust.

Back

American Associafion of Colleges of Podiatric Medicine (ARACPM)
15850 Crabibs Branch Way, Suite 320 | Rockville, MD 20855 | 301-048-8784 | CASPRweb@aarpm.org
Privasy Policy | Terms of Use
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Once you have entered your interview dates and the required details, scroll to the bottom of the page and click on “Save.”

You may return and add additional interview days and times anytime during the interview scheduling period.


'S
Preview Schedule
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After completing the Interview Scheduling Questionnaire, return to the “CRISP” tab main page to confirm your schedule. Select the “Preview Schedule” link on the CRISP main page. You will see the “Schedule Summary” box which advises you of the number of your applicants, the number of interviews you granted and how many interview spots you have created. BE SURE that you have created at least as many interview slots as you have granted interviews to applicants. You may also confirm interview dates and times, length of interviews, lunch breaks and, if you opted to interview multiple applicants for each interview slot, that the appropriate number of spots were created for those days.


B
Canceling and Adding Interview Times

Previously
. Uncheck
1. Check your choice(s) and complete: SC h e d u I e d
(Number of interview slots = number of applicants to be interviewed) { h e bO X to . .
Interview
. . : cancel
Time Zone | Pacific Standard Time =+ | d ay
Do you want to do callbacks?
Start g Lunch Start Lunch End Interview Interview Type Number of Number of
Forrrraf g-u000 Format-00:00 Format-00:00 Diiation applicants per  scheduled
/. AMPM AMPM AMPM ul minutes slot interviews

(] Thursday, January

H_.‘_ H_.‘_ ||: Z - ||2|] ||Initia| Interview v| 1

=
Friday, January 08 |08:00 AM | [03:00 PM | |12:00 PM | [01:00PM ] |20 | [Initial Interview ] |1

(J Saturday, January 09 |_:_ H_.'_ H_.‘_ ||_.'_ ||2|] ||Initial Interview | |1

O Semimyelanis |__'_ | ‘_.‘_ ‘ ‘_-’_ | |_-'_

| |20 | [Initial Interview

day to be
added
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Need to add an interview day? Just return to the CRISP tab in CASPRweb, select “Interview Scheduling Questionnaire” and add the dates and information for additional interview days.

You may also add or delete interview slots to a previously scheduled day by modifying the start and end times.

If you need to cancel an interview day, just unclick the box on the far left. The system will NOT allow you to cancel an interview day once one or more applicants has scheduled an interview for that day. If that is the case, you need to contact AACPM to adjust your schedule. 


Print Schedule

Start Time

Mumber of Stations : 3

Day: /712021

Type CPM  App# Station# ApplicantName Notes

8:00AM

8:158M

8:30AM

8:45AM

9:00AM

9:15AM

9:30AM

9:454M

10:00AM

10:15AM

10:30AM

10:45AM

Int 0 1

Int 123

0

-

John Smith

Jane Miller

Robert Jones

/=| Open in Acrobat
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To print your interview schedule return to the “CRISP” tabl and select “Print Schedule” from the page to print your schedule. Open interview slots are displayed along with any scheduled slots. Interview times are in YOUR time zone.


B
Communicating with Applicants

» The My Applicants tab in CASPRweb allows you to leave
remarks and/or send emails to your applicants.

Fiter by Inferview Granted stafus:

Grant Inferviews

Select ApplicantlD Applicant Name Email CPM GPA  APMLE Part1 APMLEWPart?  CSPE Pass |’ Remarks to Applicant ’l Intervigw Granted
] Pass 5§
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m|1izsm APPI A ApplA@.edu Tun R ‘ "‘fes Do | Unteie
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l Export All Applicants to Excel ] [ Print/View Selected Applications || Email Selected Applicants
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In the “My Applicants” tab, you can leave remarks for your applicants and send them emails. To leave a note for an applicant, input the message in the “Remarks to Applicant” column for the appropriate applicant. The message will appear in the applicant’s CASPRweb account. You may also send an email message to one, several or all of your candidates. Just use the “Select” column on the left and check the box or boxes of the applicants you wish to message. Then click on “Email Selected Applicants to create the SAME message for all selected candidates. You may use these functions to communicate information such as interview instructions and weblinks for interview on Zoom, Google Meets, and Microsoft Teams and other video conferencing platforms.


CASPRweb Reports Tab

Home | | Register | | Directory Page | | My Applicants | | CRISP | | Edit Profile | | Payment Due | | Ranking | | Match | | MP II|| Reports |‘-[e]p Sign Out
%
Report Description
Directory A sample of what your directory page will look; like when published in the CASPR Directory
Applicant Reports
o Al Anplicants

¢ Applicants Granted Interviews
o Applicants NOT Granted Interviews

PDF of your applicant list with different filters

CRISP Schedule

POF of your CRIP schedule. As students schedule, times wil fill in. The names of the students will be available toward the end of the sche

Ranking for ABC Program
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Select the “Reports” tab for Applicant Reports including Applicants Granted Interviews, Applicants NOT Granted Interviews, a PDF of your applicant list with different filters. You may also download a PDF of your CRISP Residency Interview Schedule.


Follow-Up Interviews/Call Backs

» Complete the “Callback Form” in the
“Interview Scheduling Questionnaire” and
return to us.

l. Initial Interview Times

1. Check your choice(s) and complete:
(Number of interview slots = number of applicants to be interviewed)

Time Zone | Central Standard Time V|

Do you want to do callbacks? ) [Fc iback Form
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To schedule applicants for second/callback interviews, return to the CRISP tab and the “Interview Scheduling Questionnaire.” If you have not, check the box next to “Do you want to do callbacks?” download the “Callback Form” by clicking its link. 



Callback Form

CALL BACK INTERVIEWS

Compists the Infomration on i fom, e bo vour somputsr and smail b
All Informetion on thi form 16 regquirsd. We muet havs & phone number comsons will ancwsr for guestions.

PROGRAM:

Residency Dirschor: Call Phong:

Call Back Interviaw Datas:
Mt allew T2 hours brtween the bt inital eferviow and the Ant zalback)

Start Tima: End Time: Interviaw Langih [minutss]:
APPLICANTS TO BE CALLED BACK

7]
(Faquindy First Kama Lact Kama

» Once completed, return it to us by
email to casprweb@aacpm.org ~

S
\



Presenter
Presentation Notes
Complete the Callback form and return it by email to casprweb@aacpm.org


mailto:casprweb@aacpm.org

Follow-Up Interviews/Call Backs

> Once we receive your form, we input your
interview days and times for second
Interviews.

> We also notify the applicants you selected for
re-interview so they can schedule.

> Allow at least 72 hours between the last
initial interview and your follow-up
Interviews.

> It is your responsibility to contact the
applicant with instructions to join the

. interview.
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When we receive your completed Callback form, we input your interview days as you specified on the form into the CASPRweb system. We also contact the applicants you wish to reinterview and let them know they have a second interview with your program and that they need to login to CASPRweb to schedule it.

You must allow at least 72/3 days hours between the last of your initial interviews and your follow up second or callback interviews to allow time for the us to input your schedule into CASPRweb, notify the applicants you want to reinterview, and give them time to receive the message and schedule the interview. This is not like CRIP where everyone is in one location with no other purpose than to interview. Most of your applicants are serving clerkship rotations and checking email sporadically.

Finally, just like initial interviews, you must contact the candidates to be re-interviewed with specific interview instructions. We recommend using the remarks or email functionality in CASPRweb “My Applicants.”


Need to reschedule an interview?

> Send an email detailing the applicant you need
to reschedule to casprweb@aacpm.orqg.

Questions?

> The schedule and this video, the slides, and a
“How To On Interview Scheduling” are available
here: https://aacpm.org/caspr-crip/info-
residency-programs/

I > Contact us at casprweb@aacpm.org
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Need to reschedule an applicant interview? Contact us by email with the name of the applicant to be rescheduled. We will work with you and the applicant to schedule a mutually agreeable replacement interview date and time.

If you have questions, this presentation is recorded and posted along with a “How To On Interview Scheduling” in the AACPM website, CASPRCRIP “Info for Residency Programs” section, and on the CRISP page. You will find the You may also contact us at casprweb@aacpm.org.

mailto:casprweb@aacpm.org
https://aacpm.org/caspr-crip/info-residency-programs/
mailto:casprweb@aacpm.org
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