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Logging Into
Phenom





Log In using console access
PLACEHOLDER URL: http://login.phenom.com/

Enter Id (Rally House email)
Password
click, Hiring Manager App



Viewing
Candidates



TipTasks will appear if any
action is required 

From the Home Screen go to 
Job List 

click into the Job title
to view applicant list

to view Jobs
listed 



How to view applicants

click candidates to view all  
        
click the Icon to view 

the last 7 days



Review Current Applicants

click 
to drop down and
review any
applications in
question
        

Utilize the Filters
on the Left when
needed

TipMultiple filter
 options to expidite your 
search

click on
applicants name



New  Applicant
Process

Review the 
applicants data or
information 

select 

or

and follow the
prompts

Tip
Click Contact Info to view
the  provided email or
phone number



  Applicant Process

Provide the
reason for not
interested

click, Reject
Candidate

next window
click, Next
Candidate 



Hi [[[FIRST_NAME]]],

Thank you for your interest in Rally House!

We received an overwhelming response to the [[[currentCompany.jobTitle]]]position, which makes us
feel both humble and proud that so many talented individuals (like you!) want to join our team. This
volume of response makes for an extremely competitive selection process. Although your
background is impressive, we regret to inform you that we have decided to pursue other candidates
for the position at this time.

Just as we at Rally House value our customers, we value our job candidates and invite you to review
future job openings. We hope you see another position that sparks your interest!

Best wishes,
Rally House



Scheduling
Interviews with
Candidates



Type in your response 
click 

  Applicant Process

click invite to interview 
or
reply to recruiter



Select the 
type of interview 

input all Interview
details 

click Add interviewer 
duration
location
default form

click invite



  Candidates Interview Schedule

Candidate is sent an
email.  

Candidate clinks link
to schedule an
interview



The candidate
will confirm the
date and time

  Candidates Interview Schedule

Candidate selects an
available interview time. Tip

Available times are based
off Hiring Managers
schedule

Clicks confirm Date and Time
to Finalize their selection.



  Candidates Interview Confirmation 

Interview Confirmation is
sent to the Candidate

Interview Date
Interview Time
Interview Location 



Evaluating the
Candidate after
the Interview



Tip
Note should be outlined
STRENGTH:  ... 
Opportunity:  ... 

click Evaluate

Rate the applicant 

Select
recommendation

Provide reason(s)

Add notes for the
hiring team

click Submit

Interview
Results



Making an Offer
Decision 



Making an Offer Decision
Choose “Yes, make an offer” or “No”

Provide the reason you are making the offer
and click “Make an offer” 

Time to move into Workday and send that
offer! 



Send your official offer letter through Workday! 




