V|

Tai liéu Huéng Dan S Dung



MUC LUC

MODULE RECRUITMENT ......cuoveteurrereeeereseeresesesesesensesesessesesensesessnsesessnsesessnsesessnsesesssesenee 3
N e (o I o 11 =0 SRR 3
B. TINH NANG........coeteeeieieeeeeee e testeetetetesseeeaesaesessessassessessessensessensessesassensansensenes 3
C. HUONG DAN CAU HINH VA THAO TAC CAC QUY TRINH TRONG PHAN HE POS.......... 3

T CAU HINH ...ttt ettt ettt a e s e se s as s s s eseneseananane 3
2. QUY TRINH .....oontinieeieieiceeeeeetee e tetestetesaessesaeseesassassasasensensessessessesaesansassansansans 3
2.1 CAU HINH PHAN HE TUYEN DUNG ....eeneeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeaeseesseseenesseeneenens 4
2.2 QUY TRINH TAO M1 & KHO1 DPONG TUYEN DUNG MOT VI TRi CONG VIEC............ 5
2.3 QUY TRINH TAO MGOTHO SO UNG VIEN: .....o.eeeeeeeeeeeteeeeeeeeeeeeeeeeeeeeeeeeeesaeeseeneenes 7
2.4 QUY TRINH TAO NHAN VIEN MG1 TU PHAN HE TUYEN DUNG.......coeeueeeeeeeeeeenennne 9
2.5 QUY TRINH XEM BAO CAO TUYEN DUNG .......cocvevvrerererererererenenenenesesesesssesenesanns 9
N




MODULE RECRUITMENT
(Phan hé tuyén dung)

A. GIGI THIEU
Odoo Recruitment (Tuyén dung) 1a mét phan hé thuéc phan mém Odoo ERP, 1a mét phan mém
thudc quan ly nhan su, gitp B6 phan nhan su dé dang quan ly hé so (rng vién, xem ho so (rng

vién trén cac kénh tuyén dung...

B. TINH NANG

Quan ly hé so ting vién day du, dé dang tra ctru théng tin (rng vién.

Thuc hién toan bd qua trinh tuyén dung trén 1 nén tang. Viéc gtri, nhan email vdi &rng vién
trén odoo rat nhanh choéng, thuan tién.

Giup tiét kiém thoi gian khi hé théng sé tu déng tao thong tin irng vién & Odoo trong cac
truong hop:

+ Ung vién ndp ho so rng tuyén trén website ndi bo.

+ Ung vién ndp hd so irng tuyén trén cac tin d&ng trén cac kénh tuyén dung nhu: Vietnamwork,
topev...

+ Ung vién glri email (rng tuyén vao céc email alias tuyé&n dung.

C. HUONG DAN CAU HINH VA THAO TAC CAC QUY TRINH TRONG PHAN HE
TUYEN DUNG

1. CAU HINH

Ca&u hinh phan hé Tuyén dung

Tao méi & Khéi dong tuyén dung mét vi tri cong viéc
Tao mai ho so rng vién

Tao nhan vién méi tir phan hé tuyén dung

2. QUY TRINH
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2.1 CAU HINH PHAN HE TUYEN DUNG

Tuyén dung

- Ngudi dung chon vao phan hé Tuyén dung

#if Tuyéndung (Ungvien Biocio  Cauhinh

xac ;
Vi tri cong viéc Thit lap Q

TAO Vi i cBng vide TBoloc ENhémtheo % Yéu thich 1-10/10 F =
. Giai doan

Employment Types

o Chon cau hinh -> Thiét lap

Ngun

Mediums

Ung vién
B3ng cdp
Refuse Reasons

Tag

Nhan vién N
Phéng/Ban . o
Cc hoat dong
Kiéu hoat déng

Ban da san sang dé tuyén dung mét cach hiéu qua chua?

- Hé thong hién thi giao dién Tuyén dung. Ngudi dung chon vao Cau Hinh -> Chon “Thiét lap”

Thiét lap 2

Dang tai Tryc tuyén
4t ban cac vi tri kha dyng 1én website

Quy trinh tuyén dung’

GUi khao sét phéng van Send SMs @
53U khao sat phéng vén cho dng vién trong qué trinh tuyén dyung G tin nhén 1di lién hé cia ban

2 Buy credits

B cvDisplay CV Digitization (OCR) [I]
display CV on application forn Digi ur CV to extract name

Do not digitize
Digitize on demand only

© Digitize automatically

2 Buy credits

9 View My Services

- Hé thong hién thi giao dién Thiét 1ap phan hé Tuyén dung.

- & muc Pang Viéc:
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- Nguoi dung tick chon Pang tai truc tuyén dé dang tin tuyén dung lén Website.
- Sau d6 chon nat “Luu” dé luu théng tin.
2.2 QUY TRINH TAO MGI & KHO1 DONG TUYEN DUNG MOT VI TRi CONG VIEC

- TUr man hinh chinh phan hé tuyén dung, sé hién thi tat ca céc vi tri co trong cong ty, va trang

thai dang tuyén dung hay ngung tuyén dung cta cac vi tri.

Tuyén dung Ungvien Baocdo Cau hinh

Vi tri céng viée

Ca’c Vi tri’ hién dang tuyén dung Y Filters = Nhoémtheo ¥ Yéu thich

TAO

Sales Consultant

Ha Thj Thuy Linh
B4 salesconsultant@vmax.vn

77 Digital Marketing Specj Functional Consultant

Ha Thi Thay Linh

B4 nosdigital@vmax.vn

10 UNG VIEN 4 New Applications 96 UNG VIEN 39 New Applications 73 UNG VIEN 55 New Applications
1 To Recruit 1 To Recruit 1 To Recruit

B4 functionalconsultant@vmax.vn

MO0 ta cong viec o S MG ta cong viéc o Sy Mo ta cong viéc o %
77 Assistant Manager i 77 CEO i Consultant Leader
g
Ha Thi Thiy Linh
KHO1 DONG TUYEN DUNG KHO1 DONG TUYEN DUNG KHO1 DONG TUYEN DUNG
r . r ~
Cac vi tri dang tam ngung tuyén dung
MO0 ta cong viec =N MG ta cong viéc S Mo ta cong viéc %
77 ERP Consultant i 7 Fresher Front-end Developer i 77 Full Stack Developer
Ha Thi Thay Linh Ha Thi Thiy Linh
KHO1 DONG TUYEN DUNG KHO1 DONG TUYEN DUNG KHO1 DONG TUYEN DUNG
MO0 ta cong viec =N MG ta cong viéc S Mo ta cong viéc %

HH Tuyén dl:]ng Ungvién Baocdo Cau hinh

Vi tri cong viéc

Chon vao day dé€ két thic tuyén dung

TAO Y Filters =Nhémtheo ¥ Yéu thich

77 Digital Marketing Specialist Functional Consultant

Ha Thi Thiy Linh

B4 nosdigital@vmax.vn A ketoantruong@vmax.vn

B functionalconsultant@vmax.vn

Tuyén dung hoan thanh

Sira

4 New Applications 39 New Applications »
1 To Recruit 1 To Recruit Create Interview Form
Mé ta cong viéc o % M@ ta cong viéc o LN M@ ta céng viéc e B |
.
77 Advisor i 77 Assistant Manager i 7 CEO EEm
Ha Thi Thuy Linh HEm
KHEAI PONG T IVEI;I DUNG = .. L KHOIDONG TI |vEM’n| me /'
Chon vao day de khai dong 1 vi tri tuyén dung
Ma t3 rAna vide Q. Ma tA cdnn vide Q. Ma 13 réna vidr Q.
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- Khi can tao méi mét vi tri, vao phan hé tuyén dung => Chon Tao

# Tao mdt Vitri Cong viéc X
Chire vu KE toan trudng Vi
Email don umg tuyén ketoantruang @vmax.vn

10 s& tao mot don (ing tuyén mot céch tu dong

i/l HUY BO

+ Chirc vu: Nhap chire vu
+ Email don Ung tuyén: Nhap tén email alias. Cac mail alias nén duoc dat riéng biét

tuong ing véi tirng vi tri. (VD: dat email la: ketoantruong@vmax.vn)

=> Khi mot (rng vién gui thu dén email nay, trong muc tuyén dung ké toan trudng sé tu
dong tao mot irng vién véi véi théng tin nhu trong email tng vién gui)

- Chon vao diu 3 cham => Sira d€ nhap day du céc thong tin lién quan dén vi tri nay.

+ Nhap mé ta cong viéc, khoang luong du kién, deadline tuyén dung...

+ Nhép phong ban, noi lam viéc, nhan vién mdi du kién, nguoi phu trach...

Ké toan trudng

K ketoantruong@vmax.vn Tuyén dung hoan thanh
Stra
0 UNG VIEN :
- Create Interview Form
M@ ta céng viéc yalk § |

.
77 CEO EEE
o

KHOI DONG TUYEN DUNG
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mailto:ketoantruong@vmax.vn

Chtic vu

K& todn trudng !
Mo ta cong viéc Tuyén dung Website Description Panh gia

Trang web ERP Consulting ~ # Nhanvién mgidukién 1

Phong/Ban Administration NOS / Accounting Departme = (#  Mau phéng van -

Ngi Lam vigc cong Ty Cd Phan Cong Nghe NOS -~ @ Ngudi phu trach Ha Thi Thuy Linh - @

Bi danh Email ketoantruong @vmax.vn

Job Benefits End Date 31/10/2022 -
Min 40000000
Max 50000000

Job Position
Skills

2.3 QUY TRINH TAO MG1 HO SO UNG VIEN:

- Chon vao chit trng vién trong khung vi tri cong viéc => Nhan chon Tao

- Nhap céc thong tin cua irng vién.

Vi tri cong viéc
TAO Y Filters = Nhémtheo ¥ Yéuthich
77 K@ todn trudng i

77 Digital Marketing Specialist 77 Functional Consultant

Ha Thj Thay Linh

B4 nosdigital@vmax.vn
10 UNG VIEN 4 Ung vién méi 1 To 96 UNG VIEN 39 Ung vién mai 1 To 0 UNG VIEN 0 Ung vién mai 1 To
Recruit Recruit Recruit

M@ ta cang viéc o S Mo ta cong viéc o S M0 té cong viec S

B4 functionalconsultant@vmax.vn B3 ketoantruong@vmax.vn
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Tuyén dung Ungvien Baocdo  Cauhinh

Vi tri céng viéc / Ung vién / Méi

HUY BO

Tén Chu dé / Tén Ung vién

Ké toan trudng

Tén Ung vién

Nguyén Van A

Danh ba vana@gmail.com ~ @ Tag =
Tén dang nhap / Email  vana@gmail.com Ngudi phu trach Ha Thi Thuy Linh - @
Email CC Danh gia 7w

Dién thoai 0123456789 Kénh trung gian LinkedIn - A
Di déng Ngudn Linkedin -z
Bing Cap Trinh da Cir nhan -~ o Meeting Link

Hinh thirc phéng van

Thai gian phong van

Churc vu Hop dbng

Vi tri Gmg tuyén K& todn trudng ~ (@ Mirc luong mong doi 40000000

Phoéng/Ban Administration NOS / Accounting Departme ~ (£  Miic luong D& xuat 40000000

Céngty Céng Ty C8 Phian Cang Ngha NOS - Khi dung 01/11/2022 -

- Chon vao hoat déng tiép theo cua rng vién: Phong van vong 1, thir viéc hay (ng vién tir
chéi...

Ung vién / K& toan trudng

sUa ERY £+ Hanh déng
TAO NHAN VIEN madi CHUA BAT THAM DINH BAN DAU
TU CHOI PHONG VAN LAN 1-NOS PHONG VAN LAN DAU PHONG VAN LAN HAI THU'VIEC UV TU CHOI MORE ~

- Ngay man hinh thong tin trng vién, c6 thé dinh kem CV, dat lich hen véi tng vién, lognote
trao dGi véi nguoi quan ly hodc gui email cho tng vién.

¥ Hanh déng 1/194 ¢ ¥

-

MGl CHUA BAT THAM DINH BAN DAU

PHONG VAN LAN HAI THU' VIEC UV TU CHGI MORE ~ Tép dinh kem

© Add attachments

ﬁ guéc gap
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2.4 QUY TRINH TAO NHAN VIEN MG1 TU PHAN HE TUYEN DUNG
Khi cé mot nhan vién dat yéu cau tuyén dung. Nhan chon Tao nhén vién dé tao mot nhan

vién mdi tir phan hé tuyén dung thay vi vao phan hé nhan vién dé tao.

#  Tuyén dung Ungvien Baocdo Cdu hinh

Ung vién / K& toén trudng

SUA I £ Hanh déng
TAO NHAN VIEN Mol CHUA DAT THAM DINH BAN DAU
TU CHOI PHONG VAN LAN 1-NOS PHONG VAN LAN BAU PHONG VAN LAN HAI THU VIEC uv TU CHOI MORE ~

E guci'c gap

Ké toan trudng
Nguyén Van A

- Nhap thong tin ctia nhan vién tuong tu cac budc tao nhan vién mdi.

#  Tuyén dung Ungvien Baocdo Cau hinh

\\E

Ung vién / K& toan trudng / Mdai

I/l HUYBO

REQUEST APPRAISAL QEWANIe L} WA

0 0 0 25/10/2022 [ Gig
Ef Contracts ] Phiéu lurong &Trang thiét... ﬁ Last Appra... g Thai gian . @ Thang gan...

Nguyén Van A

K€ toén trudng

Employee Code Phong/Ban Administration NOS / Accounting Departme ~ ([
Work Mobile / Zalo/ Ngudi quan Iy NGUYEN HONG THUY - &
Skype Nguai huan luyén NGUYEN HONG THUY -
Dién thoai céng ty 0981888264 | 0981888265

Email cong viéc ovn.vmax@gmail.com

Caong ty Céng Ty C8 Phan Céng Nghé NOS - =

2.5 QUY TRINH XEM BAO CAO TUYEN DUNG
- Chon Béo cédo => Phan tich tuyén dung dé xem céc bao céo tuyén dung.

- Str dung b6 loc & nhém theo dé ra dugc nhirng bao cédo theo nhu cau.
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Phan tich Tuy&n dung R Ung vien 365 ngay gan day %

Q
TFilters % Yéu thich Chon VEIO day dé’ Xem bE'lO —'
w| =

cdo theo cac dang khac nhau
Thuscdo»  SHhomtheo » L i €  IF It 5
I = U'ng vien mon

250,00
200,00
150,00
100,00

50,00

000

thang 10 2021 thang 11 2021 thang 12 2021 thang 12022 thang 2 2022 thang 3 2022 thang 4 2022 thang 5 2022 thang 6 2022 thang 7 2022 thang 8 2022 thang 9 2022 thang 10 2022
Hired Peaple T 1 tuyén dung Kénh trung gian

188 1511 % B Uinkecin [N orgenic [N zalo

I Knng xic dinh

Ther gian xir Iy

2,69 tuan

Tuyén dung Ungvien Baocdo  Cauhinh
Phén tich Tuyé&n dung Ung vién 365 ngay gan day x|
LUl INSERTIN SPREADSHEET = 4 & TFiters =Nhomtheo % Ye
+ Total

# Ung vién mai - | # Da tuyén | # Da tir choi

= Total 1.244 188 254
+ Functional Consultant 227 14 131
+ Fresher Front-end Developer 219 27 7
+ Sales Consultant 105 9 32
+ Junior Front-end Developer 103 2 10
+ Nhan vién K& toan téng hop 91 52 0
+ HR Executive 80 10 0
+ Intern Back-end Developer 77 0 43
+ K&Toan Thué 55 10 0
+ Nhan Vién K& Toan Céng Ng 44 0 0
+ Digital Marketing Specialist 42 0 7
+ ERP Consultant 33 14 9
+ Chuyén vién Kinh Doanh (Sales Executive) 30 0 0
+ Nhan vién Admin 30 0 4
+ Content Marketing 23 12 3
+ Content Marketing (2) 23 11 6
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