QUY CHE HOAT PONG HRFORCE

I. NGUYEN TAC CHUNG
1. Muc dich hoat dong

HRForce - mdt san pham ctia CVTOT 1a khong gian truc tuyén gitip cac Doanh nghiép quan
ly tmg vién mot cach toan dién va t6i wu hoa quy trinh tuyén dung. Nén tang cho phép tu dong
hoa cac budc quan trong trong qua trinh tuyén dung, bao gdm chuyén trang thai ing vién theo
timg giai doan, giri email thong bao tu dong, 1én lich phong van va nhic nhé cac bén lién quan.
Bing cach giam thiéu cac thao tac thu cong, website khong chi giup doanh nghiép tiét kiém
thoi gian va cong sirc, ma con giam thiéu sai s6t va nang cao trai nghiém tng vién. Dong thoi,
viéc quan 1y tap trung dir liéu img vién con gitp theo ddi tién do tuyén dung, danh gia hiéu qua
ting vong tuyén va ra quyét dinh nhan sy nhanh chong, chinh xac hon. Py 1a cong cu Iy tudong
cho cac doanh nghiép mudn nang cao hiéu qua tuyén dung, chuan hoa quy trinh va téi vu hoa
nguén luc nhan su.

2. Nguyén tic hoat dong

- Tuan thu nhitng quy dinh lién quan theo phap luat

- Xay dung, phat trién va dam bao mot moi truong truc tuyén van minh, lanh manh.
- Pit quyén loi cia nguoi tiéu ding 1én trén hang dau.

- Tuan tha theo quy tic bao mat thong tin ¢4 nhin ciia nguoi ding.

II. QUY TRINH PANG Ki/PANG NHAP

Nguoi dung truy cdp vao website hrforce.ai nhdn chon muc ding nhap dé truy cip vao tai
khoén str dung ctia minh.

,
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Breakthrough in Future
Recruitment
Empowering With
HRFORCE

Automate your recruitment process, streamline candidate management, and
discover top talent faster than ever before

Start Hiring Now A



http://hrforce.ai/

Nguoi dung tién hanh nhép dia chi Email da ding ky trudc do, tién hanh ding nhap bang mat
khau hoic link dang nhap mét lan.

[JHRFORCE @en v

Sign in to HRForce

G Google M Linkedin B2 Microsoft

Email *

Email me one-time sign in link

Néu nguoi dung chua c6 tai khoan thi c6 thé tién hanh ding ky bang cach nhin chon Ping ky
va nhap céac thong tin theo yéu cau trong form.

“ﬂRFDR;E @EN v
Get Started with Your Free Account
Save up to 80% of your hiring time with our solution
Email *
First Name *

Last Name *

< Terms and Conditions as well as the Privacy Policy

S Google m Linkedin = ' Microsoft

Sau khi da dién day di thong tin, ngudi dung tién hanh nhan chon “Create free account”



“HRFQRCE @EN v

Get Started with Your Free Account

Save up to 80% of your hiring time with our solution.

Email *
First Name *

AAA
Last Name *

BBBB
ave read and agree to the Terms and Conditions as the Privacy Policy

HREORCE
Create free account
G Google m Linkedin =D Microsoft

Sau khi nhan chon “Create free account”, ngudi dung dén vai bude dién thong tin tiép theo

[} HRFORCE Sen v

Just one last step

Please tell us about the company you're hiring for.

Company Name *

DDD

Company Size *

1-50 employees v

Phone *

OV

Company Site

Finish sign up

If you want 1o change the sign-up method. Back to Sign Up

Sau khi nhap xong thong tin, nguoi dung nhan chon “Finish sign up”, sau d6 hé thong s& giri
mail vé dia chi nguoi ding di diang ky mot duong link d¢é Confirm email address



Welcome to HRForce Al Hop thu dén = v

@ HRForce Al <admin@hrforce.ais 16:37 (0 phit trudc e “
dén tdi «

[ RFORCE

Confirm your HRForce Al account

Welcom to HRForce Al

Dear AAA BBBB,

Thank you for creating a HRForce Al account, please confirm your email
address to activate your account.

Confirm email address

Or paste the link below into your browser to continue:

https://hireui.vercel. app/en/authentication-result/?status=review&token=

Sau khi nhan chon “Confirm email address” hé thong s& review thong tin dang ky trong vong
72 gio lam viéc.

[JHRFORCE S v

HRForce Account Under Review

Your HRForce account is being reviewed by HRForce Staff. We will inform
you via email in 72 working hours. Thank you for your patience and
interest in HRForce.

Sau khi tai khoan diang ky duoc duyét, ngudi dung co thé truy cap vao hé thdng va st dung
nhirng tién ich dé phuc vu cho nhu cau ctia doanh nghiép.

III. CAC MODULE CO TRONG HRFORCE

1. Candidates
Tai module nay, ngudi ding c6 thé Thém méi; Chinh sira; X6a ng vién trong hé thong dé c6 thé
quan ly.



“ HRFORCE CANDIDATES ~ COMPANY ~  HIRING SETTINGS Add Candidate

Candidate Information

First Name * Last Name *

No candidates found

No matching candidates found. Refine your filters or keywords and try agai

Email * Phone *
Add Candidate
o v

+84
Location Job
Head Quarter v v
Language
English v
Summary
Cancel ‘

Add candidate

2. Company
Trong module nay s€ c6 nhiing trudong sau:
a. Company Information

Tai day nguoi dung c6 thé dién cac thong tin lién quan dén doanh nghiép cia minh, dugc
su dung véi muc dich giri email cho tng vién hay nhén mail ttr Quan tri vién cua hé thong
HRForce.

“HRFORCE CANDIDATES ~ COMPANY v HIRING SETTINGS v/ @ EN v Ccongnghé 231 @

Settings > Company Information > General

Company Name * Display Name * Brand Name *
Cong nghé 231 Céng nghé 231 Céng nghé 231
Email * Phone Company Code
thukieutkem1@cvtot.vn [ +84 325346965
Company website Company Size
5000+ employees v

Company Address

Country * Address *
Vietnam v
Apartment City * State/Province * Zip Code

b. Team Management

Tai menu item ndy owner c6 thé Add/Chinh stra/Save thanh vién, nhan sy dé quan Iy hé
thong, tai User Role owner c¢6 nhiém phan quyén cho nhan su, mdi role s& duoc gii han
chirc nang sir dung trong hé théng.



n HRFORCE CANDIDATES ~ COMPANY v HIRING SETTINGS v

Settings > Team Management

MEMBERS (2) + Add member ‘

Q v

Basic Information

@ (ot Thay Ny 5 First Name *

Thu Nguyen Kieu Thi
X Account Email *
HR Manager
Country *
Vietnam
Job Title

c. Location Management

v

Last Name *

Contact Email

Hiring Location *

Head Quarter

@EN v Congnghe 231 @

Employee ID

Phone *

oV +84

User Role *

HR Manager x  Recruiter x v

Tai menu item nay nguoi dung s€ cap nhat nhitng dia diém lam viéc, van phong cia cong

ty dé phuc vu cho viéc sip xép lich phong van cho tng vién.

“ HRFORCE CANDIDATES ~ COMPANY v HIRING SETTINGS v
Settings > Location Management > Head Quarter
HIRING LOCATION + Head Quarter

© Head Quarter " i
Location Information

Location Name *

Head Quarter

Phone

[ B +84 325346965

Location Address
Country *

Vietnam

Apartment

3. Hiring setting
Trong module nay s€ c6 nhiing truong sau:

a. Hiring Flows

Location ID

Email

Address *

City *

State/Province *

@EN v Congnghé 231 0

Remove

Hiring oN (@D
Apply Code
Time Zone
(UTC+7:00) Bangkok, Hanoi, Jakarta v
Zip Code

Tai day, nguoi ding s& xay dung quy trinh tuyén dung riéng cia doanh nghiép va day sé
1a quy trinh tuyén dung tu dong gitip doanh nghiép thuan tién hon trong qua trinh sang

loc, chuyén doi trang thai cua ing vién.



Iv.

[ HRFORCE CANDIDATES ~ COMPANY v HIRING SETTINGS v Sen v congnohe 201 @)

Settings > Hiring Flows > Apply

HIRING FLOWS Apply
Apply
A Default Hiring Flow +
Stage name * Stage type * Disqualify
Apply

"

chedul ADD NEW STATUS

Status name * Disqualify Action Required

Status name Disqualify Action Required Actions

Apply Passed

Apply Failed @
b. Automation Flows

Tai menu item nay, ngudi ding sé tao quy trinh tuyén dung, hé thong s& ghi nhan va qua
trinh chuyén ddi tng vién, giri mail s& dugc tu dong hoa theo quy trinh d6

[§HRFORCE CANDIDATES ~ COMPANY HIRING SETTINGS v @env  congnghezs @)

Settings > Automation Flows

AUTOMATION FLOWS + Add flow New Automation Flow Cancel
Automation flow information enabled @D
Automation Name * Audience * Communication Channels *
Candidate v v
Hiring Flow Language
Default Hiring Flow v English v
Tasks
Q <+ Add Task
Task Name Status Actions

No data available in table

c. Jobs

La mot san pham ciia CVTOT, HRForce s& lién két voi nhiing vi tri tuyén dung ma doanh
nghi¢p da dang tai lén CVTOT. Menu item nay c6 nhiém vu quan ly cac job ma doanh
nghiép dang tuyén dung, ndm bat duoc ing vién dang g tuyén tai vi tri ndo va job d6 s&
dugc gin voi quy trinh automation Flows nhu nao.

VIEC KHACH HANG SU DUNG DICH VU CUA HRFORCE

Trach nhiém ctia khach hang khi sir dung dich vu cia HRForce



Tuan thi va dam bao Ngudi dung ciia minh tuan tha cac didu khoan trong Thoa thuén.
Thong bao kip thoi cho HRForce vé bat ky truy cip hodc st dung trai phép nao dbi véi
Dich vu, mat khau, thong tin xéac thuc, hoac bat ky viéc sur dung, truy cap, hay tiét 19 trai
phép nao d6i v6i Dir liéu cua Khach hang.

Tuan thu cac Quy dinh Phép luat hi¢n hanh.

. Nhiing diéu khach hang khong dwgc phép 1am khi sir dung dich vu ciia HRForce

Cép phép lai, ban, cho thué, chuyén nhuong, chia sé, khai thac thwong mai hoac cung cép
Dich vu cho bén thtr ba, trir khi dugc phép 16 rang theo Thoa thuan.

Str dung Dich vu dé gui, phan phéi hodc tao cac tin nhan thuong mai, quang cdo hoic tiép
thi khong lién quan.

Gui cac tin nhan khong lién quan dén tuyén dung, nhan sy hodc twong tac véi tng vién
Sao chép bat ky tinh ning, chirc ning, giao dién hodc d6 hoa nao ciia Dich vu.

Str dung Dich vu dé gui hodc luu trir ma doc, virus, phﬁn mém gian di¢p hodc ndi dung giy
hai.

Str dung Dich vu dé gtri hoac luu trit ndi dung vi pham phap ludt, nhu phi bang, gian 1an,
khiéu dam, phan bi¢t ching toc, hodc vi pham quyén riéng tu ciia nguoi khac.

QUYEN VA TRACH NHIEM CUA BAN QUAN TRI WEBSITE HRFORCE

Quyén ciia ban quan ly website

Chung t6i c6 quyén thu phi dich vu sau khi khach hang déng ¥ st dung dich vu.

Chung t6i ¢6 quyén tir chdi, tam ngimg hodc cham dut quyén str dung dich vu cta thanh
vién néu vi pham Quy ché hoat dong, quy dinh phép luat hodc chd két luan/thoéa thuan cudi
clng ctia cac bén lién quan hodc v6i cac hanh dong khac ma c6 thé c6 hai dén hrforce.ai
va nhiing nguoi st dung khac.

Chung tdi ¢6 quyén yéu cau cac thanh vién tham gia phai cung cip thong tin day du, chinh
xac va chiu trach nhiém phap 1y dén thong tin ma minh cung cip.

Chung t6i c¢6 quyén thay d6i biéu gia dich vu va phuong thic thanh toan dich vu trén
cvtot.vn trong thoi gian cung cdp dich vu cho thanh vién theo nhu cau, diéu kién va kha
nang cia hrforce.ai s& bao trudc cho thanh vién khi c¢6 cac thay doi trén.

Chung t6i c6 quyén thay ddi, chinh sira, thém hoic lugce bo bat ky ndi dung nao tai Quy
ché sau khi da c6 thong bao dén ngudi ding.



2. Trach nhiém ciaa ban quan ly website

HRForce s€ thuc hién cac Dich vu Chuyén nghi¢p mot cach chuyén nghiép va ding tiéu chuin
nganh, sir dung sy can trong va k¥ ning hop 1y theo thong 18 thwong mai. Tuy nhién, HRForce
s& toan quyén quyét dinh phuong phap va cach thire thuc hién cac Dich vu Chuyén nghiép.

VI. TAM NGUNG DICH VU

Bét ké c6 quy dinh nao khac trong Thoa thuan, HRForce c6 thé tam thoi dinh chi quyén truy cap
cua Khach hang hodc Nguoi dung ddi voi mot phﬁn hodc toan bo Dich vu néu HRForce ¢b co s&
hop 1y dé tin rang:

- C6 mdi de doa hodc tn cong nham vao bat ky phﬁn nao cua Dich vu.

- Viéc str dung Dich vu ctia Khach hang hodc Nguoi dung gdy rui ro bdo mat hoac lam
gian doan Dich vu ddi v6i HRForce hoic khach hang khéc.

- Khéach hang hoac Nguoi dung dang st dung Dich vu cho hoat dong trai phép, gian lan
hodc phi phap.

- HRForce sé& giri thong bao cho Khach hang vé viéc Tam ngung Dich vu va cap nhat tién
trinh khoi phuc quyén truy cdp sau khi nguyén nhan cua viéc Tam ngung duoc khic
phuc.

HRForce s& nd lyc hop 1y vé mit thuong mai dé khoi phuc quyén truy cap Dich vu sém nhat ¢6
thé.

HRForce khong chiu trach nhi€ém cho bat ky thiét hai, ton that, mat dit liéu hodc loi nhuan nao ma
Khach hang hoac Nguoi dung c6 thé ganh chiu do vi¢c Tam ngung Dich vu.

VII. QUY TRINH GIAI QUYET TRANH CHAP VA GIAI QUYET KHIEU NAI

Buére 1: Tét ca cac yéu cau, khiéu nai s& dugce chuyén dén Ban quan trj tiép nhan.

Noi dung khiéu nai can ghi r8: thong tin nguoi khiéu nai, d6i tuong khiéu nai, ndi dung vu viéc,
bang chimg kém theo (néu co).

Budce 2: Ban Quan tri va k¥ thuat tién hanh xac minh, kiém tra dit liéu va noi dung khiéu nai.

Bude 3: Néu khiéu nai dang, cong ty tién hanh ngan chan, khéc phuc su cb (x6a dir liéu, khoa tai
khoan lién quan, ngimg hanh vi vi pham) va c6 phan hoi dén nguoi khiéu nai.
Buéc 4: Thong bao két qua giai quyét dén ngudi dung bang email/dién thoai/vin ban.

Truong hop ngudi cd yéu cau khiéu nai déng ¥ v6i ndi dung va phuong an giai quyét khiéu nai thi
quy trinh tiép nhan giai quyét khiéu nai két thuc.



Truong hop ngudi cé yéu cau khiéu nai khéng dong ¥ voi phuong an giai quyét khiéu nai va yéu
cau giai quyét lai thi yéu cau giai quyét lai khiéu nai duoc tiép nhan. Quy trinh lip lai cic Budc 2,
3, 4. Tai Budc 4, néu ngudi tiéu dung van khong dong ¥ voi phuong an giai quyét khiéu nai ma
Ban quan tri dua ra, nguoi cd yéu cAu khiéu nai co quyén khiéu nai, khéi kién dén co quan nha
nude ¢ tham quyén theo cac quy dinh cia phap luat

Buée 5: Néu can, cong ty s& phdi hop véi co quan quan 1y nha nudce c6 thim quyén dé xir 1y triét
dé.

VIII. PIEU KHOAN AP DUNG

Quy ché ciia HRForce chinh thirc ¢6 hiéu lyc thi hanh ké tir ngay ky Quyét dinh ban hanh kém
theo Quy ché nay. Piéu Khoan Ap Dung c6 thé dugc cap nhat va chinh sira ma khong can thong
béo trude. Cac thay ddi s& dugc cong bd trén trang web va ban can dong ¥ voi cac thay doi dé tiép
tuc st dung Dich vu. Néu diéu khoan nao bi tuyén 1a vo hiu, cac diéu khoan con lai van c6 hiéu
luc.

IX. PDIEUKHOAN CAM KET

HRForce va cac Thanh vién tham gia ddng ¥ cam két thuc hién dung cac diéu khoan trong ban
Quy ché nay.

bia chi lién lac chinh thirc cua Website: hrforce.ai

Email: support@hrforce.ai

Hotline: 0766783968


mailto:support@hrforce.ai

