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Smart Interview OnDemand 

Smart Interview OnDemand is a recorded, asynchronous video interviewing tool. 

Video interviews can be set up using multilingual pre-recorded questions from the SHL Question Bank 

and/or your own custom questions in text, audio, or video format.  Several Evaluators can access the 

interview recordings, scores and provide feedback, which makes the reviewing and rating of the 

candidates a structured and objective process. Optional AI scoring is available which will evaluate 

candidate’s spoken content, facial expressions, voice tonality and body language. 

Workflow 

The administrator workflow for Smart Interview OnDemand is as follows.  

 

Creating a Template 

A template contains the questions that candidates will be asked during the interview.  

 

Template creation can be initiated in two ways, either from Create New on the menu bar, or directly 

from the project. The subsequent steps remain the same irrespective of which method is used.  
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Create New Template 

From the menu bar click on Create New, then Custom Content.  

 

 

 

A window will open, displaying all interview products 

available as per contract.   

Select Smart Interview OnDemand.  

 

 

 A new browser tab will open in preparation for the template configuration: 

 

 

 

 

 

 

 

 

 

 

 

1. Test name (visible to candidates) 

2. Set of questions assigned to this template 

3. Number of questions added to the template 

4. Number of attempts candidates are allowed per question 

5. Length of interview based on questions added to the question set 

6. Default sample question to check candidate’s device compatibility (not scored) 

7. SHL preconfigured questions 

8. Create a custom question 

9. Keyword search by question tags 
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Template configuration 

To name the template add a Test Name (1), such as the name of the position you are recruiting for.  

Please note that candidates will see the template name when they start the video interview. 

Decide on the number of Attempts per Question (4) candidates will be allowed to take. 

Assign the required questions to the Question Set (2), either from SHL’s multilingual Question Bank (7) or 

by creating your own custom questions via Create New Question (8). 

SHL Question Bank 

SHL has a large repository of pre-recorded questions across several categories such as behavioral, 

domain and situational. They are often available in multiple languages and delivered by orators in 

different accents. Click on SHL Questions to see the available categories.  

Select the category, and then choose from the available questions.  

ToPreview click on the eye icon.  

To Edit click on the pencil icon. 

To Add to the question click on the plus sign. 

 

 

 

 

 

 

Your system may be configured for optional AI scoring and to use this feature select questions tagged 

with AI scored.  Search for AI scored in the searching bar to display AI configured SHL questions 

within the desired category.  

Please consider that making any changes to the AI scored pre-defined questions (e.g. increase 

preparation time) might affect the use of AI scoring for the question that has been modified. 
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Custom Questions 

It is possible to create custom questions using Text, Audio or Video format for the interview.  

 

Click on Create New Question and the following screen will open to configure 

the question:  

 

The key elements are highlighted below: 

 

1. Title of question 

2. Delivery format :text,audio, video 

3. Text of question for candidates to read 

4. Upload precorded audio/video files or record directly 

5. Preparation time for candidates to prepare 

6. Response time for candidate to record their answer 

7. Number of attempts candidates are allowed 

8. Add keyword to classify questions 
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Custom Question configuration 

Choose a Title (1) for the question and select the Delivery Format (2). 

In Question Statement (3), insert the text of the question that you would like candidates to read. This is 

required for text format, but it can also be used along with audio or video format.  If you choose to 

deliver the question in audio/video format, you can upload a pre-recorded audio/video (4) or record it 

directly from this page.  

Set the given Preparation Time (5) for the candidates. This is the allocated time for the candidates to 

consider their answer before recording begins. The maximum time limit is 2 minutes however, 

candidates are not required to use the full allocation. 

Response Time (6) is the maximum amount of time for candidates to give their responses. As with 

Preparation Time, the maximum time limit is 2 minutes, and again the candidates do not need to use the 

full allocation of time. Please contact your SHL representative if you would like to increase the 

preparation or response time. 

Specify the number of attempts for each question in Attempts per question (7). By default, this is set to 1 

attempt per question. 

Use Tag Competencies (8) for keywords to classify questions which can make it easier to find them later. 

All custom configured questions are saved in Question Bank>My Questions.  

 

 

 

Saving a question set  

Selected questions are listed under Question Set as soon as they are added to the template, and all 

relevant information is updated accordingly. Please find an example below: 

  

Once all questions have been added, click on Save & Next   

Please note that custom questions will not work with AI scoring. To use this optional functionality, 

please select any of the questions from SHL Question Bank that have been tagged with AI Scored. For 

more information on this, please refer to the previous section. 
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Evaluation Parameters 

In this section, you can define your own Evaluation Parameters (Competencies) at question and aggregate 

level for manual evaluation. 

Evaluation Parameters Configuration 

The key elements are highlighted below 

 

1. Common Evaluation Parameter 

2. Evaluation Parameter  

3. Add New 

4. Scoring Guide 

5. Question Specific Evaluation Parameters 

6. Question Specific Evaluation Parameters on/off option 

7. Dropdown for question selection 

8. Evaluation Parameter for specific question 
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Set your Common Evaluation Parameters (1) by selecting those skills or competencies you want to 

evaluate your candidates on for all questions in the question set. 

These competencies are added under Evaluation Parameters (2). 

Click on Add New (3) to add your Competencies. There is no limit on the number of Evaluation 

Parameters you can have. The scoring for each Evaluation Parameter is done on a scale from 1 to 5, 

being 1 Not Consider and 5 Excellent. This can be customized according to your requirements. 

Select Scoring Guides (4) to create a rating guide suitable to your competencies. 

The Question Specific Evaluation Parameters (5) allow you to select the Evaluation Parameters for a 

specific question. This can be used on its own or along with Common Evaluation Parameters. 

To turn off the Question Specific Evaluation, please click on the on/off (6) button on the right-hand side.  

To set up Question Specific Evaluation Parameters, choose the relevant question from the dropdown (7). 

Set your Question Specific Evaluation Parameter (8) and create the relevant Scoring Guide if desired. If 

Question Specific Evaluation Parameters only are being used, you need to set up Evaluation Parameters 

for each question in the drop-down menu. 

 

Creating a new Scoring Guide 

To create a new scoring guide, add your Evaluation Parameter and then click on Scoring guides. 

 

 

 

 

 

 

A new window will open where you can start to configure your scoring guide. A scoring guide assigns 

point values to various levels of candidate performance and should reference the standard or skill they 

seek to assess. 
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Click on Create New to begin. 

 

 

 

 

 

 

The key elements are highlighted below: 

  

1. Create New to add scoring guide 

2. Enter Rubrics Name 

3. Ratings 

4. Behaviors 

5. Positive/Negative Indicators 

 

 

 

 

Click on 'Create New' (1) to add scoring guides for the Evaluators to use. 

Enter the Rubrics Name (2) A rubric is an assessment tool that clearly indicates achievement criteria. The 

Rubrics name is the name of the Evaluation Parameter that will be visible to the Evaluators (e. g. 

negotiation skills). If a Rubric already exists, then it can be selected from the dropdown. 

Enter your Ratings (3), e.g., numbers on a scale from 1 to 5.  

Specify the Behaviors (4) for each of the Ratings. To add additional Ratings/Behaviors, click on Add more 

assessments. 

Adding Positive (5) and Negative Indicators (5) will provide further guidance for the Evaluators on 

behaviors to consider as they score the candidates 
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Clicking on SAVE will make the completed Scoring Guide available. To link this Scoring Guide to your 

Evaluation Parameter, mark the circle next to the Rubrics name and exit the Scoring guide. 

 

Upon completion of all Evaluation Parameters, save the template as a draft 

(save & exit) or publish it.  

Draft templates can be accessed in Manage>Custom Content, where you can edit, clone, or view the 

template. 

 

  Please bear in mind that once the template is published it cannot be modified.  
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Create Template directly from Project 

Templates can also be created directly from the project creation.  

To do this, go to Create New>Project>Products, and select the Smart Interview OnDemand product.  

                                                                                                

Clicking on the Create a new setup link will open a 

new tab in your browser where you create a new 

template. This process is the same as 

previously explained in the Creating a 

Template section. 

 

Upon completion of the template set up, go back 

to your project, click on the arrow to refresh the 

project, and the new template will be made 

available. 

 

 

Adding Smart Interview OnDemand to a Project 

Smart Interview OnDemand is added to a project the same way as any other product.  

Go to Create New>Project and start the project configuration.  

In the Products section, highlight Select Manually and add Smart Interview OnDemand.  

You may also want to select additional assessment(s) for candidates to complete.  
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Configure your requirements for Smart Interview OnDemand: 

 

1. Interview Setup (to select a preconfigured template) 

2. Create new set up (to create a new template directly from project).  

3. Assessment Language 

4. Choose the language of the report. This will include the scores given by the Evaluators and the optional AI 

scoring. As with the language of the assessment (3), the number of languages available for this report is 

currently limited. 

 

Select Interview Setup (1) to list all templates containing interview questions. If a template was created 

prior to the project creation you can simply select it from the drop-down list. Alternatively, you may 

want to create the template directly from the project by clicking on the Create new setup (2).  (See 

previous page) 

Assessment Language (3). There is currently a limited number of languages available. Please note, the 

interview language is determined by the questions you have chosen from the question bank, or 

the language you have used to create your own questions. 

Report Language (4). The number of languages available for this report is currently limited. 

. 
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Clicking on Add will add the product to the project in Selected Products>Core Products  

 

Selecting Evaluators 

Once Smart Interview OnDemand has been added to the project, the Evaluator section header will be 

visible.  

 

1. Select Evaluators 

2. Mark Self as an Evaluator 

3. Enable AI Scoring 

 

To Select Evaluators (1) open the drop-down where you can see all current users in your system, excluding 

Supervisors.  Add evaluators who will be required to support candidates on this project. It is very 

important that all possible evaluators are added at this time, as this list cannot be updated once the 

candidates have started to complete the interview. 

To mark yourself as an evaluator, select Mark Self as Evaluator (2). 

To enable AI Scoring for this project, select Enable AI Scores (3). 

 

 

 

 

  

This new section is crucial, as you will not be able to remove or provide access to evaluators, 

or to enable AI Scores after candidate completion. Please also make sure that the 

Evaluators you choose have access to the project. The recommendation is to include all 

Evaluators into the User Group assigned to the project. 

torstor 
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Emails and Notifications for Evaluators 

To notify the Evaluators at various stages of the project, please select the options available in the 

Emails and Notification of your project. 

 

Scoring the Candidates and providing Feedback 

Upon completion of the Interview, administrators with Evaluator access can retrieve the recordings, 

score the candidates, and provide feedback. This is done in the Review section. 

 

 

Candidate assigned 

1. Candidate assigned 

2. Assessment completed 

3. Daily Digest 

 

 Candidate assigned (1) will inform the Evaluators when a candidate has been assigned to them. 

Assessment completed (2) will notify the Evaluator that the candidate has completed the Interview. 

Daily Digest (3) will provide the Evaluators with any project updates. 

 

The steps that an Evaluator will need to follow are detailed below: 
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Review as an Evaluator 

To review a candidate, navigate to the Review section of the project and click on 

   in the Actions column on the right-hand side: 

 

Click on Smart Interview OnDemand. A new tab will in your browser taking you into the candidate review 

section. 

 

The key elements of the candidate report are highlighted below: 

 

1. Candidate name and test id 

2. Navigation Language 

3. Download report option 

4. Template Name 

5. AI scores (if used) 

6. Evaluators’ scores 

7. Summary of scores 

8. Insights of detailed AI scores 

9. Response 

10. Feedback section 
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The full name and test ID (1) of the candidate. 

Change the navigation language (2).  

Click on the arrow (3) to download the report after you have reviewed your candidate. 

Template name (4) used for this interview.  

If AI scores (5) are enabled and the candidate has given consent, this is where they will be displayed. 

Please note if several Evaluators score the candidate an average score will be shown. 

Evaluators’ scores (6) will show as pending until the Evaluator score the candidate. Please note, an 

average score will be shown, if several Evaluators score the candidate. 

The Summary (7) section provides an overview of the AI scores (if enabled for the project) along with 

scores provided by the Evaluators. 

Insights (8) will display detailed AI scores for the candidate. Please note, information will only be 

displayed in this section if AI scoring has been enabled for the project and if the candidate has 

given consent. 

Response section (9) is where the Evaluators can view the candidates’ recordings and provide scores 

based on the relevant Evaluation Parameters. (Please see the Response section for further 

explanation). 

Your Feedback (10) Evaluators can provide general feedback on the candidate’s performance by 

indicating whether they rated the candidate as Strong, May Consider or Not Consider. They may also add 

a comment to support their decision. 
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The Response Section 

The candidates’ recordings will be shown in the Response section.  

The key elements are highlighted in the screenshot below: 

 

1. Template name 

2. Questions 

3. Recording playback 

4. AI scores 

5. Evaluator scores 

6. Rating Guide 

7. Evaluator comment 
 

The template name (1). 

 Questions (2). This is where you can see the question statement. 

Recording (3) is where you can replay the recording to listen to the candidates’ answers. 

AI Based Evaluation (4) shows the AI scores for the Workplace skills based on the competency tagged to 

that question (e.g., teamwork, learning aptitude, etc.). 

Evaluator Scores (5) is where the Evaluators provide their scores based on the custom defined 

Evaluation Parameters (e.g., knowledge, confidence) using the rating guide as a reference. Click on the 

slider and move it to the score that you would like to provide, and this score will be displayed to the 

right of the slider bar. Please note, already submitted Evaluations can be changed at any time 

and the updated scores will be displayed accordingly.  
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Click on the Rating Guide link (6) to view the custom-

defined ratings for the respective Evaluation 

Parameter. 

 

 

 

Comment (7): Provide a comment to support the scores you given. 

As soon as the first Evaluator has scored the candidate, you will be able to download the report. 

If several Evaluators have scored the candidate, average (anonymous) scores alongside all the 

Evaluators’ comments (anonymous), will be shown.  

 

Viewing Results as a non-Evaluator 

Users that have not been specified as Evaluator but have been given access to the project (minimum 

user level access required is Viewer), can still see the Evaluators’ scores.  

Navigate to the Review section of the required project where the report can either be generated 

directly from the on-screen option (bars icon), or by downloading it (arrow).  

 

 

The candidate’s average rating can be viewed directly under Smart Interview OnDemand>Rating>Main, in 

addition to information such as the deadline date. 
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Glossary 

Smart Interview on Demand uses the following key terms. 

AI Scoring: transparent and validated AI automated scoring developed through the application of 

machine learning data analysis techniques, which only looks at competencies and functional knowledge 

relevant to the job. AI uses diverse, validated data sets to guide data-driven decisions. 

 Custom Content feature: allows you to set up your Interview questions and the Evaluation Parameters 

(Competencies) you want your candidates to be scored against. 

Custom Question: template creators can create their own questions in text, audio, or video format. These 

custom questions will be saved in the My Questions section. 

Evaluation Parameter: individual behaviours or attributes that will be chosen and graded by the 

evaluators against all questions or specific ones as soon as the candidates have taken the interview.  

Evaluator: an existing user with evaluator access who can view recordings, score candidates, and provide 

feedback. 

Feedback: Evaluators’ comments/feedback on the candidates’ interview performance. 

Insights: Provides a detailed view of the candidates’ AI scores, if this has been enabled on the project and 

the candidate has given consent. 

Interview Setup: this is where you select the newly created template in the Products section during the 

project creation. 

Question set this is where all selected interview questions are listed as soon as they are added to the 

template. 

Recordings: Candidates’ audio/video recorded responses and/or the template creator’s recorded 

audio/video interview questions 

Response: section in Evaluators’ view where the candidates’ recorded responses are available for 

evaluation. 

Rubrics: rating guide created by the template creator for a specific evaluation parameter (competency). 

This allows template creators to give clear instructions to those colleagues assigned as Evaluators on 

how to score the candidates against an evaluation parameter (competency). 

Scoring: process to evaluate a candidate’s interview responses based on either custom-defined 

Evaluation Parameters (competencies) or pre-defined Evaluation Parameters if AI scoring is enabled and 

has been used. 

Scoring Guide: A scoring guides assign point values to various levels of candidate performance and 

should reference the standard or skill they seek to assess. 
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SHL Question Bank: multilingual question bank created by SHL. These have been grouped into categories 

to make the navigation easier, and on most occasions have a pre-recorded video. To use AI Scoring, SHL 

questions that have been developed especially for the use of AI must be selected.  

Template: Contains the questions candidates will be asked during the interview and the Evaluation 

Parameters (competencies) candidates will be scored against. 

Workflow: steps to follow by an administrator to set up a project using the Smart Interview OnDemand 

product. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you experience any technical issue or require further support, please contact SHL Technical Support. 
(https://www.shl.com/about/company/contact/)   

https://www.shl.com/about/company/contact/

