
Recruitment Configuration
GUIDE

A Complete Step-By-Step Guide to Configuring Your Hiring 
Process in Synclo



1.

Open Recruitment

Configuration

Begin by navigating to the Recruitment module and 
accessing the Configuration section.


This is where you define how your hiring process will 
be structured across the system.

Steps:

Navigate to Recruitment


Click Configuration


The configuration modules will appear



2.

Recruitment Users Setup
This step allows you to assign users responsible for 
managing recruitment activities.


These users will oversee hiring workflows, candidate 
movement, and evaluation.

Information configured in this 
step includes:

Recruiters


HR Managers


Interviewers

These roles ensure accountability and proper control 
throughout the hiring process.



3.

Application

Form Configuration

The application form defines what information 
candidates must provide when applying.


You can customize the form based on your hiring 
requirements.

Configurations include:
Personal details


Work experience


Document uploads


Custom questions



4.

Job Distribution Setup
This section controls how job openings are shared 
and made visible.


It helps you manage where and how your job 
postings are distributed.

Settings configured here include:

Distribution channels


Visibility settings


Posting preferences

This ensures your job opportunities reach the right 
audience.



5.

Screening Settings
Screening settings define how candidates are 
evaluated during the hiring process.


You can create structured evaluation methods for 
consistent assessments.

Configurations include:

Feedback forms


Scoring criteria


Evaluation structure

This ensures fairness and consistency in candidate 
evaluation.



7.

Sub-Stage Configuration
Sub-stages allow you to break down each stage into 
smaller steps.


This provides better tracking and more detailed 
control over candidate progress.

Example:
Interview Stage:

HR Interview


Technical Interview


Final Interview

Sub-stages help structure complex hiring workflows 
efficiently.



8.

Offer Letter Template Setup
This section allows you to create standardized offer 
letters for candidates.


Templates help maintain consistency and speed up 
the hiring process.

Configurations include:

Offer structure


Candidate details


Compensation information

These templates can be reused whenever an offer is 
generated.



9.

Complete Configuration
Once all steps are configured, your recruitment 
workflow is fully structured.

At this point:

Hiring roles are defined


Candidate data collection is standardized


Evaluation criteria is established


Your hiring pipeline is ready


Offer templates are available

You can now manage recruitment efficiently within 
Synclo.



6.

Hiring Stages Setup
Hiring stages define the main steps of your 
recruitment workflow.


These stages represent how candidates progress 
through the hiring process.

Examples include:

Application Review


Screening


Interview


Final Selection

You can customize these stages based on your 
organization’s needs.



Your recruitment configuration

is now complete
Configure smarter. Hire faster. Scale with Synclo.


