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Streamline your hiring process with Recruitment Management 365 - your centralized
solution for efficient, compliant, and collaborative talent acquisition.

i SharePoint L Search this site (U S ] ?  John Taylor @
All Approvals 1  Draft 2 Q + New Requisition [ 3
Job Title © Job Code 1 Requester 1 Publish Status * Requested Date 1 Hiring Start Date Hiring End Date
Manual Tester B ¢ 678 G é"g;gjﬂ{"” External 06/24/2025 06/27/2025 07,

Show entries 10 ~ < >



https://hr365docs.github.io/docs/
https://kb.hr365.us/RM365/
https://kb.hr365.us/RM365/modern/admin/
https://kb.hr365.us/RM365/modern/admin/introduction/
https://kb.hr365.us/RM365/modern/admin/architecture-diagram/
https://kb.hr365.us/RM365/modern/admin/home-page/
https://kb.hr365.us/RM365/modern/admin/dashboard/
https://kb.hr365.us/RM365/modern/admin/reports/
https://kb.hr365.us/RM365/modern/admin/draft/
https://kb.hr365.us/RM365/modern/admin/active-items/
https://kb.hr365.us/RM365/modern/admin/inactiveitem/
https://kb.hr365.us/RM365/modern/admin/administration/
https://kb.hr365.us/RM365/modern/admin/settings/
https://kb.hr365.us/RM365/modern/admin/help/
https://kb.hr365.us/RM365/modern/admin/home-page/

Requisition: A requisition is a formal request to initiate the process of filling a position.

It typically outlines key information such as the role, department, qualifications
needed, and necessary approvals. This request is usually submitted for review and

must be authorized before proceeding with recruitment activities.

1. Click "New Requisition" to add a requisition.

SharePoint

L Search this site

All Approvals 1  Draft 2

A Requisition | @ Job Posting E% My Actions

&l 3 ) ? John Taylor

@

Job Title © Job Code 1 Requester 7 Publish Status 1 Requested Date © Hiring Start Date © Hiring End Dat%
Manual Tester B 678 ° John Taylor External 06/24/2025 06/27/2025 07,
Developer

Show entries 10 ¥ < >

2. There are two form options available in the template. The first option is a basic

form, while the second includes additional sections such as compensation

details, work schedule, and more. Complete the form and proceed by clicking the

"Next" button.

Create Requisition

| Applicant Form Hiring Process

@
£ = Job Code *
(=

Location *
B
= General

Number of Positions

m

Job Type

Hiring Start Date *

Job Description *

Requisition Form Template *

befau\t Requisition Form 1

Default Requisition Form 1

Default Requisition Form 2

-+ Add  Publish Status *

5 Years of Experience

4 Minimum Annual Budget
$
/5" Hiring End Date *

Department * + Add

Approval Flow

Priority o

Maximum Annual Budget oy
$ imum Annual Budget usD

Work mode o

Choose Template:

3.  The Applicant Form section provides three predefined templates: a basic

version, one with educational and personal details, and a comprehensive version

including work experience and additional sections. Select and complete the

appropriate form, then click 'Next' to proceed.

Create Requisition X

Requisition NSl ARl Hiring Process

Applicant Form Template *

I Default Applicat Form 1

VI




~+ Create Section Default Applicat Form 1 Drag the Fields + New Field

General 2 Default Applicant Form 2 Q_ Search

Default Applicat Form 3
Candidate Name v W i Phone Ny p W i Gender

Do you have work permission in any of ...
LinkedlIn Profile (optional)

Date of Birth

Additional Info

University Name

Degree/Course Name

Year of Graduation

4.  Use the Create Section button to add a new section and organize fields logically.

Add section

Additional Detalls’

5. Add acustom field by clicking + New Field, entering the required details, and
clicking Save.

Create Requisition X

Requisition  WEVIJIELISIM  Hiring Process

Applicant Form Template *

Default Applicant Form 1

Drag the Fields (O

+ Create Section

7 Q search

General

Candidate Name & v W i PhoneNumber v W i Email Address 7 v w i Gender
Do you have work permission in any of ...
LinkedIn Profile (optional)
Addition Details 7 i Dateof Birth
Additional Info
University Name
Degree/Course Name

Year of Graduation

Create Requisition Add Custom Field

Coll N 3
Requisition [EYJJIETNZT] Hiring Process -olumn Name
University Name

Applicant Form Template *
Enter Column Type *
Default Applicant Form 1

Single Line Text v
—+ Create Section Enter Column Category *
General / Applicant Form i
? o - Active On
Candidate Name v W # PhoneNumber v W i Email Address 7 v W @

Save and add more

Addition Details 2 T



6. Foreach field, you can edit field name, add comments, mark it as mandatory
using the checkbox, or delete it if no longer needed.

Create Requisition

Requisition [EYJJIELISSI M Hiring Process

Applicant Form Template *

Default Applicant Form 3

e reate Section Drag the Fields + New Field
General / = Q search

Current Location W i CandidateNa.. v W i PhoneNumber v u i Additional Info

Email Address | v W| i DateofBirth W i Gender o i University Name

Education ¢~ T

Degree/Course Na... W #  Year of Graduation W i GPA/Percentage W

7. Fromtheright-hand panel, drag any field into the relevant section of the form.

Create Requisition

Default Applicant Form 1

I Create Section Drag the Fields © + New Field
General Q search
Degree/Course Name a
CandidateName 2 v W i PhoneNumber 2 ' v W i EmalAddess 2 0 v @ E

Year of Graduation
GPA/Percentage

Company Name
Addition Details i

. Job Title/Role
References (optional) v W I

Employment From Date
Employment To Date
Technical Skills

Current Location hd

8.  After completing the hiring process configuration, click the Save button to
finalize and save the requisition.

Create Requisition

Requisition  Applicant Form

Hiring process flow Template *

Three section two stage

Sourced /
(@ There are no scorecards for this section, please import them
Sourced
® Import Scorecard
N
Screening /T + Add stage
Screening 1
Screening 2
N2

Interview / TiJ + Add stage



Interview 1

Interview 2

9.  Click + Add Stage under the Screening section to insert an additional stage in

the screening process.

Create Requisition

Requisition  Applicant Form

Hiring process flow Template *

Three section two stage

Sourced /
(@ There are no scorecards or selectors for this section, please import them
Sourced
@ Import Scorecard (D
¥
Screening / Ti] + Add stage
Screening 1
Screening 2 addistage
Screening 3
N2
intervic; Z8
Interview 1
Interview 2
N2

10. Click + Add Stage under the Interview section to define more interview stages

as required.

Create Requisition

Sourced /
(D There are no scorecards or selectors for this section, please import them
Sourced
@ Import Scorecard @
N2
Screening /  TiJ + Add stage
Screening 1
Screening 2
Screening 3
N
Interview /i + Add stage
i Interview 1
. Add stage
Interview 2 g
| Interview 3| |
NZ
Finalround / TiJ
Round 1

11.  Click the Import Scorecard button to import predefined scorecards for each

stage.

Create Requisition

Sourced /
(@ There are no scorecards or selectors for this section, please import them
Source
@ Import Scorecard
N2
Screening /  TiJ + Add stage
Screening 1
Screening 2
Screening 3
N2
Interview /2 i + Add stage
Interview 1

Interview 2



Finalround / Ti] + Add stage

Round 1

2288 Create Requisitii Score Card X

Sourced Add v Selected Questions : 2 Q search
O Questions Department  Job Title Users Access Global Access  Is Mandatory ~ Category Complexity Level
Search Search Search Search Search Search Search Search
Screening 1
Q 0o you have the required educa... : All Users Yes No
Screenil
Screenil @ Are you legally authorized to wo... All Users Yes No
Screenil
O  Are you available to work full-ti... : All Users Yes No
Interview /2 T
O Are you willing to relocate/travel... : All Users Yes No
Intervie
intevie O Can you confirm that you meet t... @ All Users Yes No
4 »
Final round /
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Create Requisition

Hiring process flow Template *

Three section two stage

Sourced / Scorecard Questions of Screening 1
Sourcec 1 Areyou legally authorized to work in the job location ? o)
N2 2 Do you have the required education or certifications for this position ? ]
Screening /  Ti] + Add stage
Screening 1
Screening 2
Screening 3
N2
Interview / TiJ + Add stage
Interview 1
Interview 2

Within the scorecard section, click Add to choose how you want to include
evaluation questions:

Add Question: Allows you to define individual questions as needed.

Add Bulk Questions: Enables you to upload multiple questions in one action.

eate Req Score Card 2
Sourced Add v I Selected Questions : 0 Q search
+ Add questions Department  Job Title Users Access  Global Access  Is Mandatory ~ Category Complexity Level
[ Add Bulk Questions Search Search Search Search Search Search Search
Screening /£ 1
O Do you have the required educa... : All Users Yes No
Screenil
Screel O Areyou legally authorized to wo... All Users Yes No
Screenil
O Are you available to work full-ti... : All Users Yes No
Interview /2 Ti
O Areyou willing to relocate/travel... All Users Yes No
Intervie
Intervie O Can you confirm that you meet t... : All Users Yes No
4 »
Final round /
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Each question includes configurable attributes such as category, complexity,



access level, and relevant associations.

Score Card Add Question Details X

. 3 Question *
\dd + Selected Questions : 0

Describe a challenging project you worked on

Questions Department  Job Title Users Access  Global Access ff | 2nd how you handled it
%
earch Search Search Search g Department + Add
Development
Do you have the required educa All Users Yes N
Job Title + Add
Are you legally authorized to wo. All Users Yes N Developer
Category
Are you available to work full-ti All Users Yes p  Technical
Complexity Level + Add
Are you willing to relocate/travel All Users Yes N Hard
Is mandatory O On
Can you confirm that you meet t. All Users Yes N GloballAccess @ off

wm  Users Access

Isaiah Langer X

m Save and add more

Job Posting:: A job posting is a public announcement for an available position within
an organization. It is based on the requisition details and informs potential
candidates about the job role, key responsibilities, required qualifications, and how
to apply. These postings are typically shared across multiple platforms such as the
company’s career site, job portals, and social media channels.

1. Tocreate anew job posting, click on the "+ New Job Posting" button.

L Search this site

B Live 2 Paused  Closed  Archived  Upcoming 1  Expired @l s T NewlobPosing] 13 @

Job Title ™ Job Code ™ Job Post Status Publish Status Requester Positions Location

=) & bl ? John Taylor @

= g . John Taylor

Sales Manager, Junior B : 679 Live External ° e 23 Hyderabal

Manual Tester B 789 Live External Johin;Teylor 6 Bangalord
= Developer

Show entries 10 ~ < >

2. There are three sections: Requisition, Applicant Form and Hiring Process.

3. Inthe Requisition section, complete the form. In this section, recruiters define
the job requirements and details for new positions, including the job title,
description, qualifications, and salary range. This helps in creating a clear and
detailed job posting.

Create Job Posting

| Applicant Form Hiring Process

Requisition Form Template *

Default Requisition Form 1

Job Code * Job Title * + Add Department * + Add

g |12 X Cloud Architect Cloud Computing Engineer

Laratinn * L Add  Duhlich Geatue *



4.

6.

Il @

» K B ©

Hosur Road X

General

Number of Positions

Job Type

Regular

Hiring Start Date *
06/27/2025

Job Description *

Click on Next Button.

Create Job Posting
General

| Number of Positions

Job Type

Regular

Hiring Start Date *

06/27/2025

Job Description *

Normal : B I U® i

External

6" Years of Experience

9 1-3 years
/6" Minimum Annual Budget
$ 80000
/6" Hiring End Date *
07/27/2025

 Years of Experience

9 1-3 years

7 Minimum Annual Budget
$ 80000
/6 Hiring End Date *

07/27/2025

usb

usb

S Priority
High
/3 Maximum Annual Budget
$ 90000
@ Work mode
k m

Choose Temolate:

© Priority

High

5 Maximum Annual Budget

$ 90000

S Work mode

Remote

Choose Template:

In the Applicant Form section, you can create sections by dragging the

usb

usb

We are seeking a skilled and visionary Cloud Architect to design, implement, and manage scalable, secure, and high-performance cloud infrastructure solutions. The ideal candidate will have deep
expertise in cloud platforms (e.g., AWS, Azure, GCP), excellent problem-solving abilities, and a strategic mindset to align cloud strategies with business objectives.

fields.Here, job seekers fill out their personal and professional information to
apply for ajob. This includes fields for their name, contact details, education,

work experience, and skills, as well as options to upload their resume and cover

letter.

Create Job Posting

—+ Create Section
General

Candidate Name viw

Click on Next Button.

+ Create Section
| General

[ i Candidate Name vi g

Requisition YT 2l Hiring Process

Phone Number z v w

Phone Number v U

Applicant Form Template *

Default Applicant Form 1

Applicant form 1

Email Address

Email Address

Drag the Fields

Q Search

Gender

+ New Field

Do you have work permission in any o

LinkedIn Profile (optional)
Date of Birth

Additional Info

University Name

Degree/Course Name

Vo moiaiia:

Drag the Fields ®

Q search

Applicant Form 1

+ New Field

9

9



Section2 / W it Applicant Form 2
i Requisition Form 1 W i Requisition Form 2 w i Availability Days
it Additional Info

Back Next

7. Here, we will map the job posting with the hiring process. This section outlines
the various stages of the recruitment process, from reviewing applications and
conducting interviews to making job offers and onboarding new hires. It ensures

a structured and organized hiring workflow.

232 Create Job Post X
Requisition  Applicant Form

Hiring process flow Template *

Three section two stage
(@ There are no scorecards for this section, please import them

#& Import Scorecard

Screening /T + Add stage

i Screening 1

i Screening 2

Interview / TiJ + Add stage

i Interview 1

i Interview 2

8. Byclicking on the Edit button, you can add a scorecard.

: Create Job Post X

Requisition  Applicant Form

Hiring process flow Template *

Three section two stage

(@ There are no scorecards for this section, please import them

| Sourced
ource #& Import Scorecard
| N
Screening /W + Add stage
i Screening 1 L
.
i Screening 2
Add Score Card
v W Delete
Interview /7 Ti] + Add stage
i Interview 1
i Interview 2
N

9. Byclicking on the Edit button, you can also add selectors.

SharePoint . Create Requisition

< o ] JE—

Three section two stage

Hiring process flow Template *

]

< Sourced 7
(1) There are no scorecards or selectors for this section, please import them

Sourced



@ Import Seorecard (1)

N
5 Screening /# Ti]
& i Screening 1
5 i Screening 2
2
Interview / TiJ
i Interview 1
3 Interview 2
2

Final round / TiJ + Add stage

i Round1

10.  After clicking on the selector option in the edit tab, you'll find the option to

choose a user according to your preference and then save your selection. You
can also import new users into the system.

Create Requisition

Import Users X
O User Name Role T
Search Search
Sourced O @8 John Taylor Aas
. Sencior Developer
showenwies 10 - < [l >
Screening ]

Interview

nterview 1

nterview 2

Final round

¢ Round1

11.  After clicking Submit, you can see the job post in the Job Posting section.
12.  Youcan now view this job posting in the internal portal.

SharePoint ?  John Taylor e

Developer

Job Titles
Devloper ®

Select Job Titles

@ Bengaluu (D 4+years () Part Time

Departments
B We are looking for a results-driven Sales Representative with excellant interpersonal skills to actively seek out and engage customer i
prospects.What does a Sales Representative do? ..
Posted Today Locations

Select Locations

Clear All Selected Filters: 0

13. Byclicking on the job title, you can see the candidates who have applied for it

i SharePoint O Search this site John Taylor @
& Requisition | & Job Posting E# My Actions

Live 1 Paused Closed 1  Archived Upcoming 1  Expired

Q + NewJobPosting [ &8
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Job Posting > Sales Manager, Junior > villium & x

Activity History

° villium
Sales Manager, Junior « Sales @ Sourced

e John Taylor

& 980767898 S villium12@gmail.com £ Sourced
Remarks >
Schedule Interview
Move Candidate to: O
Candidate CV  Candidate Info  Schedule Interview e >
Applicant Details O
Candidate Name Phone Number Email Address Remarks >
villium 980767898 villium12@gmail.com O
Remarks >

14.  Youcanschedule the interview by clicking on the "Schedule Interview" button
and filling in the details.

Schedule Interview X
Subject *
June 26, 2025
X

Invitation to Interview: [JobTitle]

11l @)

Interview Date * Start Time * Duration * Thursday
® 06/26/2025 01:30 PM ™ 45m (02:15PM) v~
All Day
i Select time zone * Select Stage *
6am
b UTC+05:30 Indian Standard Time Screening 1
Mode of Interview * Location 7am
B In Office Banglore 8am
= Panel Member(s) *
o
9am
9 Nestor Wilke
E: F
B e 10am
& Email to candidate * ~ Notify Candidate
11am
Normal ¢ B I U ® £ = Kk
& 12pm
Dear [CandidateName],
We are pleased to inform you that your interview for the position of [JobTitle] has been Tpm

scheduled. Kindly find the details below:

Schedule Cancel
—

Applicant Detail List

The applicant detail list includes the name, email, job status, and phone number, along
with additional information. You can also view the progress through various stages,
such as screening, interviews, and the final round.
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m creening nterview inal round Active nactive

Job Posting > Sales Manager, Junior G Q + Actions v
O  Applicant Name * Email T Job Status Job Source * Phone Number * Applied Date ©
© villium H villium12@gmail.com © Applied Internal 980767898 06/25/2025

Showentries 10 v | < >

Click on the Action button to access multiple options such as adding new candidates,
downloading candidate data, toggling view modes, or modifying visible columns in the
list.

SharePoint P Search this site £ ?  John Taylor @

O

= Screening Interview Final round Active Inactive

® Job Posting > Manual Tester G

Single Profile Upload & i >

Xl O Applicant Name © Email Job Status Job Source 1 ph "9'€ Frofiie Uploa o AREICERRER

12 _ Bulk Candidate Upload & Download Candidate >
= Toggle View Mode

B (@] Villium i villium@123.com © Applied Job Portal 9287356452
77 Modify Columns

B Show entries 10 v < >

B

Ia 2

@

?

When you click on Add Candidate, a form will appear where you can enter candidate
details and upload a resume. If Azure Al integration is enabled in the settings, the

system will automatically fetch details from the uploaded resume.

SharePoint Add Candidate

Upload Resume * &
2 Resume_1..PM.pdf T

Job Posting > Manual Tester ( Genenl
Candidate Name * Phone Number * Email Address *
O Applicant Name john X 9087867845 X johnt234@.com X

Sourced From

Job Portal

O



Interview: An interview is a formal meeting between a job applicant and one or more
representatives of the hiring organization. The purpose of the interview is to assess the
candidate's qualifications, experience, and suitability for the position. Interviews can
take various forms, including phone interviews, video interviews, and in-person
interviews, and often involve multiple rounds or stages.

My Action: In the Action tab, you can view candidates who have applied and been
selected for the next step. From this tab, the admin can perform various hiring actions
such as giving feedback, scheduling or taking interviews, moving candidates to the next
stage, approving or rejecting them, and managing all other steps in the hiring process.
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