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1. Overview

e (Odoo ERP is an all-in-one, open-source business management software that integrates
multiple business functions into a single unified platform.

e [t is an open-source Enterprise Resource Planning (ERP) system designed with a
modular architecture, allowing businesses to install and use only the modules they
need.

e (Odoo is primarily developed using Python for backend development and JavaScript

for frontend functionality, and it uses PostgreSQL as its database management system.

2. Purpose

This User Manual provides comprehensive guidance for using the HRMS Module in Odoo
ERP, with a primary focus on recruitment management and employee onboarding processes.
The purpose of this document is to assist users in understanding and efficiently utilizing the

system to:

e (reate and manage job positions
e Track and manage applicants throughout the recruitment process
e Monitor and update recruitment stages

e Facilitate the onboarding process for newly hired employees

This manual serves as a reference guide for HR personnel and system users, ensuring
accurate data management, process consistency, and efficient use of the HRMS module

during recruitment and onboarding activities.

3. Recruitment Module - User Manual

The Recruitment Module helps office users manage the hiring process in an organized and
efficient manner. It allows users to create and publish job positions, track applicant details,

schedule interviews, and manage recruitment stages through a structured workflow.

With this module, all recruitment-related information is maintained in a single system,
making it easier to monitor candidate progress, coordinate with interviewers, and manage
hiring activities. This ensures better organization, clear communication, and smoother

decision-making when selecting suitable candidates for the organization.
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4. Onboarding Module - User Manual

The Onboarding Module helps office users manage the employee onboarding process in an
organized and efficient manner. It allows users to track newly selected candidates, manage
onboarding tasks, and ensure that all required activities are completed before the employee

officially joins the organization.

Using this module, all onboarding-related information is maintained in one place, making it
easier for HR and administrative teams to coordinate tasks such as document collection,
employee record creation, and initial setup. This ensures a smooth transition for new

employees and helps organizations provide a structured and efficient onboarding experience.

6. Manpower Requisition

The Manpower Requisition Module helps office users manage the process of requesting new
employees in an organized and efficient manner. It allows departments to raise requests for
required manpower, specify job roles, define the number of positions needed, and provide

necessary details for the recruitment process.

Using this module, all manpower requests are maintained in a centralized system, making it
easier for management and HR teams to review, approve, and track hiring requirements. This
ensures proper planning, better coordination between departments, and a structured approach

to fulfilling workforce needs within the organization.

6.1. Requesting a Manpower
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To request manpower, users must first login to the system using their authorized login

credentials. Once logged in, they can access the Manpower Requisition Menu to create and
submit a manpower request.

To access the Manpower Requisition menu:

Step 1: From the homepage, navigate to the Home menu.

i SelFService ADMINSTRATION ~ APPLICATIONS  Transactions  Others  Services ®7 O S SHVAPRASADVELAKATUR
HOME Q
m TFilters &GroupBy # Favorites

Employee Name Employee Code Designation Category Company

Step 2: From the Home menu, select the Recruitment menu.

m SelfService ADMINISTRATION  APPLICATIONS  Transactions  Others  Serviees S SHIVA PRASAD VELAKATURI

Self Service Search Q

Manager Self Service
! TFilters #Group By  w Favorites
Recruitment

Employee Management Emplayee Code Designation Category Company
Attendances

Calendar
Contacts
Accounting
Inventary
Manufacturing

Payroll

Step 3: From the Recruitment menu, select Manpower Requisition and click New to create a

new manpower requisition request.
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Step 4: Fill in the required Position Details to create the Manpower Requisition.
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Step 6: After filling in all the required details, click Submit to submit the record.
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aToGARIR -

Position Type —— Aatachment [If any)
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After submitting the record, the status of the request can be viewed in the List View.
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