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PRODUCT DETAILS 

 
 

METAOPTION – ‘HR & RECRUITMENT MANAGEMENT 
SYSTEM (HR/RMS)’ FOR MICROSOFT OFFICE SHAREPOINT 
PORTAL SERVER 2007/2010 
 
 
A SOLUTION FOR COMPANIES INVOLVES WITH HIRING PROCESS. IT COULD BE 
 

 RECRUITMENT COMPANY WITH MULTIPLE OFFICES AND 1000s OF RECRUITERS 

 A SOFTWARE COMPANY INVOLVES IN HIRING PROCESS 

 A PHARMACEUTICAL COMPANY INVOLVES IN HIRING PROCESS 

 AN INSURANCE COMPANY INVOLVES IN HIRING PROCESS 

 ANY COMPANY WHO IS HIRING EMPLOYEES/CONTRACTORS ONGOING BASIS AND 
NEEDS TO STREAMLINE THEIR HIRING PROCESS 

 
 
ADVANTAGES OF USING METAOPTION – ‘HR & RECRUITMENT MANAGEMENT SYSTEM 
(HR/RMS)’ 
 

 A SINGLE PORTAL TO TRACK AND MANAGE ALL REQUISITIONS AND STATUS 

 SUPPORTS DISTRIBUTED RECRUITMENT TEAM AND GROUPS 

 REQUISITIONS ONLY VISIBLE TO THE TEAM ALLLOCATED TO 

 SUPPORTS UNLIMITED VENDORS/PARTNERS IN THE SYSTEM 

 REQUISITIONS CAN BE LINKED WITH ONE, MULTIPLE OR ALL VENDORS 

 EMAIL BLAST TO VENDORS REQUISTION LINKED WITH ALL REQUIREMENTS 

 INTERVIEW SCHEDULE WITH CANDIDATE FROM THE SYSTEM  

 EMAIL NOTIFICATIONS TO INTERVIEWER AND INTERVIEWEE 

 ABILITY FOR INTERVIEWER TO ENTER INTERVIEW FEEDBACK DIRECTLY IN SYSTEM, 
ATTACH DOCUMENTS 

 MULTIPLE COMMENTS/NOTES AGAINST THE CANDIDATE 

 SUPPORTS MULTIPLE INTERVIEWS, MULTIPLE FEEDBACK 

 TRACKS THE PROCESS FROM STARTS TO FINISH 
 
PLEASE EMAIL US AT HR-RMS@METAOPTION.COM TO LEARN MORE ABOUT THIS PRODUCT.

mailto:HR-RMS@METAOPTION.COM


       Page 2 of 32 

 

     
 

 

METAOPTION LLC, 574 NEWARK AVENUE, SUITE 210  

JERSEY CITY, NJ 07306; PH/FAX: 201-377-3150 

EMAIL: info@metaoption.com: WEB SITE: www.metaoption.com 

 
Functionalities 
 
Landing Page 
 
This page will display when user logged into HR System. Three default views are available as per 
user rights/role. Views are: 
 

1. Pending Requisition List: This list only available for users who had APPROVAL 

rights. Requisition is linked with its details view. User can view requisition details 

and either ‘Approve’ or ‘Reject’ the requisition. By choosing any option 

corresponding event will be fired and requisition creator will be notified. In the case 

of requisition approval, an email will be generated to all internal employees 

regarding this new job opening. Internal employees will pass this email to their 

nearest friends, colleague etc. Organization will get referrals through this 

mechanism. In some cases even referral does the job without even posting the job 

to Dice, Monster, CareerBuilder and other job sites. Organization saves time and 

money.        

2. Open Requisition List: This section will contains only open requisition, in other 

words, it is approved requisitions list with an individual links to view details of each 

requisition. Requisitions will be visible to logged in user if they have permissions on 

specific requisitions. HR Manager will decide the permissions by team or by 

individual while creating and approving a particular requisition. User reviews the 

detail of requisition and takes necessary action. 

3. My Interview List: This section will display only to the user having interviews 

permission. User reviews candidate details and resume prior to interview and leave 

feedback once interview is completed. Requisition owner automatically notified 

once a feedback is posted and identifies next steps. Requisition owner may 

schedule next interview based upon feedback, hire the candidate or reject the 

candidate. 
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Pending Requisition: Below screen is pending requisition list. Requisition name is clickable and 
user and approve or reject the requisition in detail view.  
 

 
 
 
Open or Approved Requisitions: Below screen is displaying open requisitions list. Requisition 
name is clickable and opens details view. User will click on link to view requisition details, on 
detail screen all candidates in system matching current requisition will be automatically and 
filtered and displayed.  
 
User reviews matching profiles and may link them with requisition to schedule interviews or for 
next steps. This system displays only candidates against requisition which matches selected 
requisition criteria, matched candidates will appear as different row color easier for user to 
identify the best matches. HR systems tell you about each candidate, how much their ability & 
desired skills matched (in %) with selected jobs. 
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My Interviews Schedule: Below screen appears if logged in user has any interviews scheduled. 
User may also see history of interviews they may have taken and their feedback.  Interviewer 
can view details of candidate skills, interview schedule, etc.   
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Pending Requisition Details View: User having approve/reject permissions will view details of 
pending requisition and can approve or reject on given screen. 
 
On the same screen they are able to EDIT, DELETE & add new REQUISISTION. In any action such 
as Approve, Reject, Edit, Delete & New Requisition, an email will be generated for certain users 
group and to job creator as well. Admin will continue to receive all email notifications     
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Requisition Approval: This screen will warn user approving this pending requisition for 
confirmation.  
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Requisition Reject: This screen will warn user rejecting this pending requisition for confirmation.  
 

 
 
 
Delete Pending Requisition: This screen will warn user DELETING this pending requisition for 
confirmation. Notification email will go out to job creator and user deleting requisition.  
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Edit Requisition: This screen will bring a requisition edit mode where user can UPDATE any 
existing information and may save and cancel on OK and CANCEL button clicks.   
  

 
 
 
Requisition Permissions: System supports custom groups and functionality. Organizations can 
create different groups hierarchy based upon offices and teams. Users will be added to each 
group. System allows user to add multiple groups and individual users on a particular 
requisition. 
 
This gives a greater flexibility to larger companies with multiple offices and big recruitment 
teams. User having the permission on specific requisitions will appear on their list. 
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Requisitions List: This screen displays all active requisitions, it can be filtered by its status such 
as to view ALL, OPEN, CLOSE, CANCELLED and PENDING requisitions with self colored rows to 
identify quickly by color. Each requisition already self contained LINK to view its details. 
 
Following status are available in system for requisitions. New status can be added easily: 
 

1. ALL : In this case all requsitions listed. 

2. OPEN : In this case both status (‘Open’ & ‘Pending’) jobs are listed. 

3. CLOSE : In this case completed requisitions are listed where hiring is done. 

4. CANCELLED : Cancelled requisition list. 

5. PENDING : List of pending requistions waiting for admin approval.  
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Candidate filter by Requisition requirement skills: This is the requisition details screen which 
shows matched candidates, selected candidates, shortlisted candidates etc. Points below are 
circled in ROMAN on following screen: 
 

I. Add Item, Edit Item, & Delete Item: Actions that can be performed on requisition. 

II. Joined Candidate list: All candidates that have been selected and joined. 

III. Selected Candidate List: In this list two types of candidates are available listed, one that 

already selected for joining and another one who are good but kept on Hold as backup 

candidate in case selected ones do not join. 

IV. Short listed candidate list: Shortlisted candidates for further interviews/process. 

Interviewer can give the feedback about candidate such as for “Next Round Schedule”, 

“Selected”, “On Hold”, “Rejected” etc.        

V. All available candidates for selected Jobs: All candidates related with this requisition 

will appear in this list. 

VI. Rows Colors to identify candidates: Row color shows status of candidate.  

VII.  Candidate link: Candidate name is a link which opens corresponding candidate screen.  

VIII. Quick shortlist link: Each Candidate name has “shortlist” link to shortlist the candidate 

for this requisition. 
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INDIVIDUAL FEATURES WISE 
 
View Open Requisition: User can view details of open requisition. 
 

 
 
Applicant related with particular requisition such as Shortlisted, on hold, selected or joined or 
not joined etc. 
 

 
 
This image contains three red colored box as Joined, Selected, shortlisted candidate etc. 
 
Candidate automatically filtered by selected requisition: Below screen displays all filtered 
candidates by system for selected requisition. 
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View Candidate details from particular requisition: Screen labels are self-explained. 
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Schedule candidate interview: Now this is a candidate details with three major actions like add 
new candidate, edit candidate & delete candidate, Schedule interview, Scheduled interview list 
& Give Feedback etc. 
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Interview Schedule screen: This is interview schedule screen where user enters the address of 
interview location, date & time, and interviewer. Email notification will go out to candidate and 
interviewer and requisition owner along with interview place, date and time along with 
candidate details and any additional details. 
 

 
 
Interviewer feedback for candidate: This screen is for interviewer to provide feedback about 
the interview whether candidate is selected, not selected, on hold, rejected and eligible for next 
round. After submitting feedback again generate an email for appropriate added groups for 
feedback. 
 
Interviewer gets the capability to attach multiple documents as well along with feedback if they 
wish to do so. 
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Candidate joining screen: This screen is also self-descriptive. When user select joined/not joined 
an email gets generated to selected candidate & requisition creator.  
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Create New Requisition: This screen belongs to add new opening & it’s already self-instructive. 
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Edit Requisition: This is edit screen for existing requisition. Email notification goes out on any 
changes to creator and user and certain group. 
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New candidate: This screen also self-clarifying with attachment feature. This allows user to 
create a new candidate in system, multiple resumes can be attached against one candidate 
along with description.  
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View existing Candidate profile with their history if available: This screen displays candidate 
details in the left side and candidate requisitions history on right panel. User knows what all 
requisitions this candidate has participated. 
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Edit existing Candidate profile: This screen allows user to edit candidate profile and. 
Attachments can also be modified. 
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View Candidate History: if candidate has participated in any requisitions it appears in this list 
 

 
 
Create a Skills lookup:  
 

 
 
Skills lookup list: Skills lookup are dynamic and new skills can be added and existing ones can be 
modified without any programming change. 
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Edit Skill lookup: 
 

 
 
Add, Delete, View & Edit Job Position Name: 
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Add new Department, Delete, view & Edit: 
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EVENT for Email execution 
 
Add New Email Event: 
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Add, delete, and Edit Email status:   
 

 
 
Add, Delete, And Edit Email Type: 
 

 
 
Add, Delete, and Edit Location for open Job: 
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Add, Delete, Edit Email Sender look up type: 
 

 
 
Candidate feedback list: 
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View Candidate feedback: 
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Email contents lookup: 
 

 
 


