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Preface

Working with Odoo 10, Second Edition provides a comprehensive walkthrough for installing,
configuring, and implementing Odoo in real-world business environments. This book will
assist you in understanding the value of Enterprise Resource Planning (ERP) systems and
best practice approaches for getting a system up and running in your organization. For
those that are new to ERP systems, this book will serve as an introduction so that you will
be better prepared for understanding more advanced ERP concepts. If you are already
experienced in ERP systems this book will give you an overview of the primary
applications for Odoo and how those applications can be used in a real business
environment.

Odoo is a very feature filled business application framework with literally hundreds of
applications and modules available. We have done our best in this book to cover the most
essential features of the Odoo applications you are most likely to use in your business.
Unfortunately, there are just not enough pages to cover more advanced topics. In the
Appendix we have included additional resources you can look to for more advanced
subjects.

After the book is released, be sure to check for online updates in which we can cover more
advanced subjects.

Also, PACKT offers other Odoo books that cover more advanced Odoo topics:

What this book covers

The book is divided into three sections:

1. Installation of Odoo and the basics for implementing Odoo in your business
(chapters 1 through 5)

2. Introduction to accounting and finance setup and modules to help your business
run more efficiently (chapters 6 through 8)

3. Advanced configurations and customization of Odoo (chapters 9 through 15)

4. Comprehensive comparison between Odoo Community and Odoo Enterprise
(chapter 16)



Preface

Now let's discuss in some detail what each chapter will cover:

Chapter 1, Setting Up Odoo 10, gets you started right away by showing how you can use
online without any setup. Just open up your browser and you are ready to get going. Next
the chapter goes on to cover the different installation types and prerequisites for both
Windows and Ubuntu. Instruction is provided on finding the right download package and
setting up Odoo on your own server. The chapter then goes into the basics for configuring
Odoo. At the end of the chapter is a useful collection of tips on how to troubleshooting your
Odoo installation.

Chapter 2, Installing Your First Application, begins by introducing you to the real-world case
study that will be used as an example throughout the book. We continue by learning how to
create the company database and configure the basic company settings required to quickly
get your first Odoo system up and running. The first module, Sales Management, will be
installed, and we will walk through the steps of entering a customer and a product. The
chapter concludes by entering a sales order and completing the sale and producing an
invoice.

Chapter 3, Exploring Customer Relationship Management in Odoo 10, starts with a basic
overview of CRM systems and their importance in today's modern business environment.
After we cover the installation of the CRM module, a lead is entered for our sample
company. We will demonstrate CRM workflow by turning the lead into a customer. Next, a
quote is generated for our newly acquired customer, and a call is scheduled for follow-up
using Odoo's meeting functionality. We also cover the Open Chatter feature that is used
throughout Odoo to provide notes and messages associated with Odoo documents.

Chapter 4, Purchasing with Odoo, shows us how to install the purchasing module, setup
suppliers, and begin purchasing and receiving products in Odoo. Later in the chapter we
learn how to tie purchasing into sales orders to automatically generate draft purchase
orders based on your business requirements.

Chapter 5, Making Goods with Manufacturing Resource Planning, begins to explore some of
the primary functionality of ERP systems for manufacturing operations. You will learn how
to setup your manufacturing orders and define bill of materials to specify the raw materials
that will go into your final products. Manufacturing operations can then be extended with
routing and work centers to provide you more control in tracking time and resources.

Chapter 6, Configuring Accounting Finance, discusses the Accounts Receivable and Accounts
Payable basic functions. Next we will introduce the chart of accounts and discover how to
set up fiscal periods. This chapter will also include the basic accounting reports.

[2]
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Chapter 7, Administering an Odoo Installation, begins by discussing overall considerations
for implementing Odoo into a business environment. This includes advice on server
configurations, documenting your processes, and the importance of considering business
continuity. We then go into how to manage users, groups and setup security roles to
manage access to various applications within Odoo. Finally we look how to implement
Internationalization for multiple languages and currencies.

Chapter 8, Implementing the Human Resources Application, begins by installing the basic HR
modules and going over the employee directory. Other topics in the chapter will include
time-sheets, recruitment process, and leave management. At the end of the chapter we look
at how to hire employees using the tools in Odoo.

Chapter 9, Understanding Project Management, covers the features of the Project
Management module in Odoo. We will create a project, see how to enter tasks and tie a
project to a specific customer. Next, team members are assigned to the project, and we
configure task stages. We then will go over real-world examples of using the Project
Management module to more easily manage complex orders and customer needs. Finally
we see how Project Management can be used along with analytic accounting provide better
reporting.

Chapter 10, Creating Advanced Searches and Dashboards, demonstrates how to utilize the
advanced search features and configure custom dashboards in Odoo. By the end of the
chapter, the reader with be able to create and save custom searches to re-use later as well as
add search results to dashboards.

Chapter 11, Building a Website with Odoo, is dedicated to exploring Odoo's powerful new
website building platform. At the beginning of the chapter we look at what a Content
Management System (CMS) is and some of the other popular website building platforms.
We follow along with Odoo's website building tutorial and then look at the features that can
be used to promote your website right from within Odoo.

Chapter 12, Implementing E-Commerce with Odoo, builds on the previous website chapter by
adding a fully functioning online shopping cart to the website. We see how to publish
products to the website and the various options to change their appearance. Midway
through the chapter we cover product variants that adds additional flexibility to how you
manage your products within Odoo. Finally we conclude by examining how to setup a
payment processor to take payment online through PayPal.

[3]



Preface

Chapter 13, Customizing Odoo for Your Business, explains how to enter developer mode for
making a variety of custom changes to Odoo. We will walk through how to make a backup
of the Odoo database and how to restore that database using the manage database tools in
Odoo. Next, we will go step-by-step on how to customize Odoo by adding fields to the
database and ultimately to your forms and views.

Chapter 14, Modifying Documents and Reports, goes over the basic reporting options that
allow you to change the footer and access the QWeb source for your internal and external
reports. Next we see how to modify existing reports in Odoo.

Chapter 15, Discovering Custom Odoo Modules, introduces the process of developing custom
solutions in Odoo. We build on what we have learned in customizing Odoo and create a
module that will persist our custom field and views within our module. You will then learn
how to create a simple web page that accesses the Odoo framework. Finally we go over the
basics of how to utilize the Odoo API

Chapter 16, Comparative Analysis of Community vs Enterprise Edition, explains the primary
differences between Odoo Community and Odoo Enterprise. Moving further we take a look
at the powerful dynamic accounting reports as well as the bank account integration. Next,
we examined the sales application and studied how Odoo Enterprise offers VolP
integration as well as a subscriptions application. Finally, we will learn about Odoo's new
manufacturing applications that are only available in the Enterprise edition.

Appendix, Locating additional Odoo resources, includes a list of resources that can extend your
knowledge in supporting an Odoo installation

What you need for this book

You should have Odoo version 10 installed on your system. It can be downloaded from the
following link https://github.com/odoo/odoo.

Most often it is installed in VMware or on in the cloud like AWS.

1. chapter 1, Setting up Odoo 10, in the book provides the basic Odoo Installation
for both Windows and Ubuntu

2. Odoo now provides quality documentation on how to install Odoo on a variety

of platforms: https://www.odoo.com/documentation/10.0/setup/install.htm
1

[4]


https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://github.com/odoo/odoo
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html
https://www.odoo.com/documentation/10.0/setup/install.html

Preface

Once Odoo is installed, no other software installation is required throughout the book.

To get the most out of this book you should understand basic business operations. For
example, you should know the purpose of a sales order and a purchase order. The reader
should also have basic computer skills for understanding file systems and installing
software. For more advanced customization topics in the book, the reader should have a
basic knowledge of databases and programming concepts.

Who this book is for

This book is for everyone who is interested in implementing an ERP system in a business
organization. If you are an IT professional looking to get a functional understanding of
Odoo, then this book is for you. This book is also appropriate for business and operations
managers who wish to get a comprehensive understanding of Odoo and how it can be used
to improve business processes.

Conventions

In this book, you will find a number of text styles that distinguish between different kinds
of information. Here are some examples of these styles and an explanation of their meaning.

Code words in text, database table names, folder names, filenames, file extensions,
pathnames, dummy URLSs, user input, and Twitter handles are shown as follows: "We will
now look at the Odoo configuration file so we can find the directory for our Odoo
installation and modify the addons_path to contain our new directory."

A block of code is set as follows:

'name': 'Screen Printing',
'version': '1.0',
'description': """

This module adds functionality for screen printing companies
nmn
4

'author': 'Greg Moss',
'depends': ['base',6 'sale'],
'data': ['silkworm_view.xml'],
'demo': [],

'installable': True,
'auto_install': False,

[5]



Preface

Any command-line input or output is written as follows:

sudo nano /etc/odoo/odoo.conf

New terms and important words are shown in bold. Words that you see on the screen, for
example, in menus or dialog boxes, appear in the text like this: "For our example, let's go
ahead and install the CRM application by clicking on the CRM button."

0 Warnings or important notes appear in a box like this.
9 Tips and tricks appear like this.

Reader feedback

Feedback from our readers is always welcome. Let us know what you think about this
book-what you liked or disliked. Reader feedback is important for us as it helps us develop
titles that you will really get the most out of.

To send us general feedback, simply e-mail feedback@packtpub.com, and mention the
book's title in the subject of your message.

If there is a topic that you have expertise in and you are interested in either writing or
contributing to a book, see our author guide at www.packtpub.com/authors.

Customer support

Now that you are the proud owner of a Packt book, we have a number of things to help you
to get the most from your purchase.

[6]
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Preface

Downloading the color images of this book

We also provide you with a PDF file that has color images of the screenshots/diagrams used
in this book. The color images will help you better understand the changes in the output.
You can download this file from https://www.packtpub.com/sites/default/files/down
loads/WorkingwithOdool0SecondEdition_ColorImages.pdf.

Errata

Although we have taken every care to ensure the accuracy of our content, mistakes do
happen. If you find a mistake in one of our books-maybe a mistake in the text or the code-
we would be grateful if you could report this to us. By doing so, you can save other readers
from frustration and help us improve subsequent versions of this book. If you find any
errata, please report them by visiting http://www.packtpub.com/submit-errata, selecting
your book, clicking on the Errata Submission Form link, and entering the details of your
errata. Once your errata are verified, your submission will be accepted and the errata will
be uploaded to our website or added to any list of existing errata under the Errata section of
that title.

To view the previously submitted errata, go to https://www.packtpub.com/books/conten
t/supportand enter the name of the book in the search field. The required information will
appear under the Errata section.

Piracy

Piracy of copyrighted material on the Internet is an ongoing problem across all media. At
Packt, we take the protection of our copyright and licenses very seriously. If you come
across any illegal copies of our works in any form on the Internet, please provide us with
the location address or website name immediately so that we can pursue a remedy.

Please contact us at copyright@packtpub.com with a link to the suspected pirated
material.

We appreciate your help in protecting our authors and our ability to bring you valuable
content.

Questions

If you have a problem with any aspect of this book, you can contact us
at questions@packtpub.com, and we will do our best to address the problem.
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Setting Up Odoo 10

Odoo is a powerful set of open source business applications built on the OpenObject
framework. When you first install Odoo, the only functionality you will have is limited
messaging options between users. From there, Odoo allows you to install the modules you
need, as you need them. This flexibility makes Odoo much more accessible than many
business software solutions.

In this chapter, we will get started working with Odoo by covering the installation and the
basics of setting up an Odoo database.

The topics we will cover include:

¢ Exploring Odoo Online

e Setting up a trial company

e Installing Odoo on Windows and Ubuntu

¢ Troubleshooting and configuring your installation

Community and Enterprise Editions of Odoo

Beginning with Odoo 9, Odoo SA started releasing two versions of Odoo; a Community
Edition and an Enterprise Edition. The Community Edition is free, open source, and
primarily supported by the Odoo community. Odoo Enterprise, while also open source,
requires a license based on the number of users. More recently, Odoo pricing for the
Enterprise version varies depending on region.
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Odoo Enterprise offers an alternative (arguably better) user interface. Additionally, there is
better functionality in some applications as well as support by SA, and perhaps most critical
of all, migration to the new releases of Odoo. More information on the differences between
Odoo Community Edition and Odoo Enterprise Edition is available in the Odoo Enterprise
Chapter 16, Comparative Analysis of Community vs Enterprise Edition .

This book primarily targets the Community Edition of Odoo.

Getting started with Odoo Online

Not long ago, nearly all companies kept their primary information systems in-house. This
approach requires, not only a lot of capital expense in purchasing servers and software
licenses, but also creates a lot of responsibility and risk in backing up data and ensuring
business continuity. Today, more and more companies are choosing to host their business
applications in online networks commonly called the cloud. Odoo allows you the flexibility
of both options—either hosting on your own hardware, or utilizing Odoo's online software
services.

Taking advantage of Odoo online instant access

The best thing about accessing Odoo online is that you can jump in and start using the
software right away. You don't have to decide what operating system to use. You don't
have to install any software at all. Just enter the URL into your web browser and you are
ready to get started.

Another added benefit of taking this approach is, you will verify that your web browser is
up-to-date and compatible with the latest version of Odoo. So even if you intend to install
Odoo on your own hardware, it is still worth taking a minute to test out the online trial
version of Odoo. Expect to put a great deal of time into determining which Odoo
applications are right for your company.

Taking a few hours to use the Odoo online version is time well spent and you can put off
installing Odoo until you are more certain it is the right software for your business.

Use the Odoo trial edition to verify browser compatibility with any older
8 machines.
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Odoo browser requirements

Odoo is designed to run on a variety of modern web browsers. Supported browsers include:

¢ Google Chrome (recommended)
o Firefox

e Internet Explorer

e Safari

Macintosh users will need to make sure they are running Mac OS X or
above. Users running older Macintosh systems are currently having
difficulties running Odoo version 7. Also, in my experience, Google
Chrome tends to offer the best experience in working with Odoo. Firefox
is also often recommended by others in the Odoo community.

Odoo mobile phone and tablet support

Beginning with Odoo 8, Odoo includes native support for mobile phones and tablets. This
has been further improved in Odoo 10. Menus are designed to flow and format properly.
The new website application even includes a preview within the portal administration to
emulate how the site would appear on a mobile phone. While you still suffer many of the
limitations that come with a small screen size, the applications are functional and make it
even easier for developers to create mobile Odoo applications.

Odoo's mobile application support covers both the Android and Apple iOS platforms.
Make sure, however, that for any processes you intend to implement for your business, you
test all processes thoroughly for both desktop and any mobile solutions. The smaller screen
sizes might make some data unreadable or very awkward to work with.

Accessing the Odoo free online trial

Accessing the online trial version of Odoo online could not be simpler. Just open up your
browser and navigate to https://www.odoo.com/trial.

While very similar to the Community Edition, the interface will be slightly

Please be aware that Odoo online's trial is the Enterprise Edition of Odoo.
9 different.
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You will then be prompted to choose one of Odoo's primary business applications as shown
in the following screenshot:

Odoo APPS TOUR DoCs DOWNLOAD PRICING SIGN IN

Choose Your First App

Boost your sales Streamline your operations
Point of sale Sales Subscriptions Project Inventory Manufacturing eSign
Build stunning websites Finance Grow Marketing

Cl & & &

Website e-Commerce Invoicing Accounting Mass Mailing Event

Don't worry, you can add more applications later.

Clicking on the appropriate button for the application immediately begins installing your
own unique Odoo instance.

For our example, let's go ahead and install the CRM application by clicking on the CRM
button:

&*

CRM

[11]
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Next you will be taken to a simple sign up page:

Odoo Online Subscription
ﬁ Instant access.

United States v English v

After filling out the form, simply click Start Now. Be patient as it can take thirty seconds or
longer for the servers to build the database and bring up the starting page. When the
installation is complete, Odoo automatically signs you in so you can begin trying out the
software. The goal of this approach is to get users to directly start using the software right
away and avoid having to fill out lengthy forms or create logins and passwords to begin
using the software.

[12]
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It really is just one click and you have your own version of Odoo to play with:

X @ GregMoss ~

A Activation pending! Your database will expire in 4 hours 9 Activate by email
Apps

Discuss Calendar CRM

Settings

The screen now contains the Odoo dashboard for the Enterprise Edition. Please be aware
that this will look a lot different to the Community Edition of Odoo even though they are
very similar in terms of functionality.

We will discuss the CRM application in detail in chapter 3, Exploring Customer Relationship
Management in Odoo 10.

Take a few minutes to look around in Odoo to get familiar with the interface. You don't
have to worry about breaking anything or doing anything wrong. If you run into problems
or get confused, just close your web browser and try again.

This is a demonstration and will only last for one four-hour session. If you
close your browser, you will lose your setup and have to start over again.

[13]
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Continuing to use the trial version of Odoo

At the very top of the Odoo application, just under the address bar in the browser, you will
see a message that informs you of how much longer your trial version of Odoo will run
before you need to register. Also, remember that it is possible to lose this instance of Odoo
before the time runs out:

A Activation pending! Your database will expire in about 4 hours < Activate by emai

Clicking on the Activate by email link will send an e-mail to the e-mail address that you
have filled out with a link to activate your Odoo database. Currently, Odoo lets you use
Odoo for free as long as you only install one application.

be surprised if the trial options are slightly different by the time you are

Odoo SA has experimented quite a bit with different trial terms so do not
8 reading this.

Subscribing to Odoo

You can use one Odoo application for free without subscribing. If you wish to install more
applications (as you likely will), you must subscribe to Odoo in order to keep using their
enterprise cloud hosted version of the software. The first two users of Odoo are free
indefinitely.

This means you can sign up and continue using Odoo with just two users without having to
pay any monthly fees. For additional users, the current pricing is $25 per month, per user at
the time of writing. Each application you use will also incur a monthly cost depending upon
the specific application.

[14]
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Below is the Odoo Online Pricing calculator in December 2016 in the United States:

odoo APPS TOUR PRICING COMMUNITY Docs SIGN IN TRY IT FREE

Pricing Odoo Enterprise Success Packs Pricing  Odoo Online
Odoo Online Pricing

Choose the number of Users m

Users x 25.0 USD Subscription
1 Users 25UsD
Choose your Apps 0 Apps 0Uso
CRM Invoicing sales % Total / month 25 USD

25.0 USD / month 15.0 USD / month 15.0 USD / month

. Implementation Service
Website

25.0 USD / month

Point of sale %
25.0 USD / month Success Pack
Basic (25h) 2,380 USD

eCommerce QO
15.0 USD / month

Accounting %
25.0 USD / month

Project
25.0 USD / month

Inventory

35.0 USD / month (*) The implementation service is optional but

recommended.
Manufacturing % Purchase % Timesheet %
40.0 USD / month 15.0 USD / month 15.0 USD / month

Email Marketing
15.0 USD / month

Events 00
15.0 USD / month

Expenses %
15.0 USD / month

Vacations
15.0 USD / month

Recruitment
15.0 USD / month

Appraisal %
15.0 USD / month

HEEEDON

FNNEEE
BE R E

You can locate the Odoo Online Pricing page at: https://www.odoo.com/pricing-online.

Odoo Online is priced for employees that use the applications. You are not
charged for customers or suppliers that access Odoo through the web
portal.

Depending on your requirements, an Odoo subscription might be a good decision.
Installing and maintaining an Odoo installation takes a degree of expertise and has risks for
production systems. You must maintain adequate disaster recovery procedures in case of
server crashes or hard drive failures. There are also complexities in applying bug fixes and
migrating to newer versions of Odoo. This book will help you with many of these tasks. Yet,
it can be quite convenient to have an Odoo subscription so you can focus on the functional,
rather than the technical, aspects of working with Odoo.

[15]
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Using Odoo without subscription fees

If you choose not to pay the subscription fee, do not fear! The remainder of this chapter will
assist you with installing Odoo on your own hardware.

Getting to know the Odoo architecture

Setting up and managing an Odoo installation will require a basic understanding of the
components that make up Odoo. Every business system has a set of technologies and
underlying software platforms that are required for the system to function. Fortunately,
unless you plan to customize Odoo, you only need to understand the very basics of the
Odoo architecture to complete a successful installation.

wish to get more detailed documentation on the Odoo architecture and

technical documentation visit

9 In this book, we provide a basic overview of the Odoo architecture. If you
https://www.odoo.com/documentation/10.0/.

Introducing the PostgreSQL database

Like most ERP systems, Odoo has specific database requirements. In this case, it is
PostgreSQL. PostgreSQL is an open source, cross-platform Object Relational Database
Management System (ORDMS). While not popular on the scale of Microsoft SQL Server or
MySQL, PostgreSQL is an enterprise-class database server with many advanced features. In
fact, PostgreSQL stacks up very well against far more expensive databases such as
Microsoft SQL Server and Oracle database.

PostgreSQL runs on every major operating system. For most Odoo installations, Ubuntu is
the operating system of choice. However, PostgreSQL will also run quite well under other
versions of Linux, Microsoft Windows, and even Mac OS X.

You can learn more about PostgreSQL at: http://www.postgresqgl.org/.

Writing code with Python

The primary programming language of Odoo is Python. Like the other technologies
underlying Odoo, the Python language is open source and runs on all the major
contemporary operating systems. It is an extremely popular programming language which
makes it very easy to find resources to help you get started.
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You can learn more about the Python programming language at: http://python.org/.

Following the Model-View-Controller design

Odoo is built upon a Model-View-Controller (MVC) architecture. One of the primary goals
of this architecture is to separate the visual display of the information from the business
rules and management of the underlying data. For example, if you need to change the way
data is organized in the model], it is desirable not to have to make dramatic changes to how
you view the data. This is true for maintaining flexibility in viewing data. Today, it is
common to have many different client applications sharing the same underlying data.

Designing models

The model essentially is the data that makes up your Odoo installation, which is stored in
the PostgreSQL database. Odoo is unique, in that, database structures are typically defined
by the Odoo modules at the time they are installed. The Odoo framework takes the model
definitions and automatically creates the necessary table structures inside of the PostgreSQL
database. Furthermore, a web interface in Odoo allows administrators to easily extend the
Odoo data model in a variety of ways without having to modify the Odoo source code.

Rendering views

Each view in Odoo is defined in XML documents. The Odoo framework is responsible for
rendering these view files in a web browser. Alternative views can be built to render Odoo
functionality upon other platforms such as mobile devices.

Authoring controllers

The controller component of the architecture is where the business logic and workflow rules
of the Odoo application are applied. The controller components in Odoo are written in
Python code and stored as objects in Odoo modules.
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Choosing your installation operating system

In this section, we will discuss some of the advantages and disadvantages of choosing
Ubuntu or Windows for your first Odoo installation.

Choosing a Microsoft Windows Odoo installation

For the most part, Ubuntu has been the platform of choice for most Odoo installations.
However, there are some reasons why you might choose to run Odoo under a Windows
installation.

Some of you, after buying this book, might have already jumped ahead and installed Odoo
on their Microsoft Windows computer. So, for you go-getters, that working installation of
Odoo might function just fine for researching and testing its features. Often the Windows
all-in-one installer provides a simple method to get Odoo up and running in a snap on your
hardware. Basically, you do not have to install a new operating system.

Learning Ubuntu is not required

If you are familiar with Windows and have no Ubuntu experience, you might get going a
little faster by sticking with a Windows install for your first setup. Downloading and
installing modules and making changes to configuration files will be much easier if you are
familiar with the operating system.

Introducing Ubuntu

While Microsoft Windows does not really need an introduction, it is probably worth giving
a brief introduction to Ubuntu. In short, Ubuntu (pronounced 00-BOON-too) is a very
popular open source operating system based on the Linux kernel. It has enjoyed increasing
popularity because it is easy to install and very stable. Ubuntu can be installed either as a
server operating system without a graphical interface or as a desktop operating system with
a graphical interface that closely resembles Windows.

You can learn more about the Ubuntu operating system and why it is so popular at:
http://www.ubuntu.com/.
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Choosing an Ubuntu Odoo installation

It is generally accepted that Ubuntu is the recommended operating system for running a
production installation of Odoo. There are several reasons why this is true:

e Ubuntu is the primary target platform: While Odoo is released for Windows and
still well-supported, the Ubuntu installation continues to be favored. The
development team for Odoo works primarily with Ubuntu for bug fixes and
platform releases. It can be expected that for the most part, Odoo development
will be optimized around Ubuntu, not Windows or Mac.

¢ Ubuntu is open source: Installing Odoo on any Windows operating system is
going to require a license from Microsoft. While using Odoo on your Windows
PC or Mac is a viable and perhaps desirable solution for testing and
development, it is unlikely you will want to run Odoo on a Windows desktop
system for any production environment. Why? Well, this requires Windows
Server, which has much higher license costs than desktop editions. With an
Ubuntu installation, you get an entirely open source and virtually cost-free
solution.

¢ Ubuntu has additional scalability options: It is possible to configure a more
scalable solution under Ubuntu than what you can currently configure under
Microsoft Windows Server.

e Ubuntu has strong community support for Odoo: The fact is that a vast majority
of the production installations of Odoo are running under Ubuntu. When you
run into trouble or management issues with your Odoo installation, you may find
it easier to get assistance if you are running an Ubuntu installation.

Choosing another OS option for Odoo

Although this book will focus on Windows and Ubuntu installations, you do have several
other options. In the past, Odoo has been deployed under a variety of Linux distributions
and even the Mac OS. There are also many community members actively developing client
frontends for mobile platforms such as Google's Android OS.

Understanding Odoo releases

When deploying an Odoo system, it is important to understand the various Odoo versions
as well as the release and upgrade policies. There is currently one major release for versions
8.0, 9.0, and 10.0 as well as a master branch, that is the latest development version, which
will soon become Odoo Version 11.0. The stable versions are the standard support versions
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of Odoo, and typically, the ones you should choose to install for most situations. The master
version is the development version and will often contain bugs and unfinished features.
This is primarily downloaded by developers or those who wish to get a look at the latest
features.

Upgrading Odoo

The goal of the Odoo development team is to release two stable version upgrades each year.
Odoo further labels some stable versions as Long Term Support (LTS) versions. These
releases are supported by Odoo for those that have an Odoo Enterprise support contract.
For any production environment, it is smart to choose an LTS version. Most importantly,
installing an LTS release of Odoo will make bug fixes and patches much easier to
implement.

At the time of writing this, the most recent stable LTS version is version
10.0.

Installing Odoo on Windows OS

We begin our installation by locating the packages that are currently available to install.
You can find the current list at: http://nightly.odoo.com/.

Odoo Nightly builds

Builds

Every night, a new set of packages is generated for the branches listed below. This set consists of deb
and rpm packages for Debian and RedHat distributions, an exe package for Windows and a source
package.

10 (stable) - Community Edition

Odoo 10 was released in October 2016 and is supported until Odoo 13 - the recommended
VErsion.

9 (stable) - Community Edition
Odoo 9 was released in October 2015 and is supported until Odoo 12

8 (stable)

OpenERP & was released in September 2014 and is supported until Odoo 11

master (dev) - Community Edition
This branch contains experimental features - for testing only.

Check out our installation and deployment guides
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The preceding screenshot is the Odoo Nightly builds page that is the jumping off point for
downloading the source files for installation.

The examples and case studies in this book use Odoo 10.0. This means you should select the
10.0 (stable) version of Odoo to download. You can navigate directly to the Odoo 10.0
downloads here: http://nightly.odoo.com/10.0/nightly/.

Index of /10.0/nightly/

deb/ 19-Dec-2816 ©2:19
exe/ 19-Dec-2816 92:47
rpm/ 19-Dec-2816 ©2:28
19-Dec-2816 ©2:14

released. To best follow the examples in this book, download a 10.x

It is entirely possible that Odoo will change the URL as new versions are
8 installation of Odoo.

Windows installations use the EXE packages. Click on the exe directory to get the list of
downloads that are available.

Naturally, the specific download packages are going to change on a nightly basis.

The latest version of the stable LTS release will contain the most current Odoo build with
bug fixes included and will appear at the bottom of the list. By the way, the upload dates
you'll see are in Coordinated Universal Time (UTC) and therefore, might be many hours
ahead of your time zone, especially if you live in the Western Hemisphere.

Click the latest EXE file to download the latest build to your computer.

Performing an all-in-one Odoo installation on
Windows

Installing Odoo using the all-in-one package is very simple. After the package has finished
downloading, double-click on the exe file to begin the installation wizard.

The first screen will prompt you to select the language for your install.
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After you have selected the language and clicked on OK, the wizard will continue with the
installation. From here, everything will continue like a normal Windows installation.

I highly recommend that you choose the Custom install, so you can select
the directory for installation. The default directory name contains the
lengthy build number making it rather difficult to work with in the
command prompt.

Configuring Postgres on Windows

During the install, you will be asked to provide information for the PostgreSQL connection.

[E] Odoo 10.0 Setup — bd

https://www.odoo.com
0doo

Configure the information for the PostgreSQL connection

Hostname | localhost

Port [5432

Username | openpg

Password | openpapwd

It is recommended that you change the username and password for security purposes. The
default username/password is shown in the preceding screenshot. These values will be
written into the Odoo configuration file. The username and password provided will be the
administration credentials for the PostgreSQL database, so be sure to remember them.

After the wizard is complete, if you leave Start Odoo checked and then click on Finish,
Odoo should open up in your default browser.

If Odoo fails to launch, you can look at the Troubleshooting Odoo Installations section later
in this chapter for solutions to some of the problems commonly encountered during
installation.
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Installing Odoo on Ubuntu

This book will walk you through the installation procedure for Odoo on Ubuntu using the
latest all-in-one nightly package. Depending on your Ubuntu installation and how you
want to work with Odoo, there are alternative installation methods.

At the time of writing, Odoo is most commonly installed on Ubuntu version 16.04.

Modifying the sources.list file

Installing Odoo in Ubuntu is easy when you use the Debian repository. In order to perform
these operations you may have to be the root user. If you have an account that has the
permissions to do so you can temporarily change to the root user by entering sudo -s.

For better security and to guarantee you are installing the correct package, Odoo now signs
their distributions. The following command adds the correct key to your Ubuntu
installation so that it will recognize the Odoo package:

wget —-O — https://nightly.odoo.com/odoo.key | apt-key add -

Next we want to add the distribution to the /etc/apt/sources.list file with the
following command line: echo "deb http://nightly.odoo.com/10.0/nightly/deb/
./"™ >> /etc/apt/sources.list.d/odoo.list. This installs the package.

You can start the installation process by entering these commands into a terminal window:

sudo apt-get update
sudo apt-get install odoo

The Odoo packages will be first downloaded and then installed. This is an all-in-one
installation and should set up all the necessary packages, PostgreSQL, and library
dependencies required to run Odoo.

By default the deb installation will place the source in the following directory:

/usr/lib/python2.7/dist-packages/odoo
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Testing your Odoo installation

Point your browser to http://localhost:8069 and you should see the Odoo database
creation page appear.

Troubleshooting and Odoo management tips

As far as ERP installations go, Odoo is typically very easy to install. Unfortunately, it is
possible for an installation to fail for a variety of reasons. In this next section, we will
discuss some of the most common installation issues and provide some troubleshooting tips
for diagnosis problems with an Odoo installation.

Checking your browser destination

If you have followed the default installation, then your Odoo installation should be
accessing Odoo at http://localhost:8069.

Make sure the URL is exactly as you see it above. If you did change the port number during
installation, make sure you change the port in the URL.

Verifying that the Odoo service is running

If you are unable to pull up Odoo in the browser, it might be good to verify that the Odoo
services are running.
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Checking for the Odoo services running in Windows

Pull up the task manager and go to the Services tab, then look for cdoo-server-10.0. The
status should be running, as shown in the following screenshot:

1%l Task Manager - O x
File Options  View
Processes Performance App history Startup Users Details Services
Name - PID Description Status Group
" Netlogon Metlegon Stopped
i Netman MNetwork Connections Stopped LocalSystem...
- netprofm 1608 Metwork List Service Running LocalService
MNetSetupSvec Metwork Setup Service Stopped netsves
" NetTcpPortSharing Met. Tcp Port Sharing Service Stopped
. NgcCtnrSve Microsoft Passport Container Stopped LocalServicel...
i NgeSve Microsoft Passport Stopped LocalSysternM...
i NlaSve 1048 Metwork Lecation Awareness Running NetworkService
i nsi 1608 Metwork Store Interface Service Running LocalService
o NwNetworkService 2644 MNVIDIA Network Service Running
o NwStreamMNetworkSve 2404 MNVIDIA Streamer Network Service Running
i NwStreamSve 3240 MNVIDIA Streamer Service Running
G nvsve 1512 MVIDIA Display Driver Service Running
{2 odoo-server-10.0 25000  odoo-server-10.0 10.0 Running
~: odoo-server-9.0 odoo-server-9.0 8.0 Stopped
i OneSyncSve Sync Host Stopped UnistackSvcGr...
OneSynchve 1846367 4362 Sync Host_1846367 Running UnistackSveGr...
“; Origin Client Service Origin Client Service Stopped
<. Origin Web Helper Service 3143 Origin Web Helper Service Running
058 Office Source Engine Stopped
i p2pimsve Peer Netwerking |dentity Manager Stopped LocalServiceP...
e p2psve Peer Netwerking Grouping Stopped LocalServiceP...
4 PeaSve 1040 Program Compatibility Assistant Service Running LocalSystemM...
. PerfHost Performance Counter DLL Host Stopped
% PhoneSve Phene Service Stopped LocalService
i PimindexMaintenanceSve Contact Data Stopped UnistackSvcGr...
" PimIndexMaintenanceSvc_... 4332 Contact Data_1846367 Running UnistackSvcGr..
pla Performance Logs & Alerts Stopped LocalServiceM...
i PlugPlay 104 Plug and Play Running Decomlaunch
Dyl Driasar HD717 235R Dl Drivcar HO712 Bunnina D712
Fewer details = . Open Services

Here is an example of the odoo-server-9. 0 service successfully running on Windows.

Additional Odoo troubleshooting steps for Windows can be found at:

https://doc.0doo.com/install/windows/server/complementary_install_information/.
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Checking for Odoo services running in Ubuntu

In Ubuntu, you can locate the Odoo services by running the following command in a
terminal window:

ps aux | grep Odoo

You will then see the Odoo service listed if it is running;:

root@ubuntu:~# ps aux | grep odoo
14341 1.0 11.1 925300 111756 ? sl 11:40 0:02 fusr/bin/python fusr/bin/
--config fetc/ / .conf --logfile fvar/log/f / -server.log
postgres 14489 6.0 1.1 308992 11016 ? Ss 11:42 0:00 postgres: postgres [l

ocal] idle
root 14539 0.0 0.1 21292 1008 pts/17 5+ 11:45 0:00 grep --coler=auto
root@ubuntu:~#

Starting and stopping Odoo services in Ubuntu

When managing an Odoo server, one of the most common tasks you will find yourself
performing is starting and stopping the Odoo services. Odoo allows you to start and stop
the services with a command switch.

To start the services use following commands:
sudo /etc/init.d/odoo start

To stop the services use following commands:

sudo /etc/init.d/odoo stop

Finding the primary Odoo log file

Odoo writes many messages, warnings, and error messages to a log. Often when
troubleshooting problems, this log file is valuable in determining what action you should
take. In a default installation, the log file is located at /var/log/odoo/odoo-server.log.
The log is especially valuable to locate problems you may have when installing new
modules.
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Modifying the Odoo configuration file

The Odoo framework allows you to specify a configuration file for your installation. By
default, this file is located at /et c/odoo/odoo.conf.

Using this file, you can change many of the attributes of Odoo.

Changing port numbers

By default, Odoo runs on port 8069. For many installations, the default port will work fine.
There are situations, however, where it can be useful to change this default port. One
common scenario would be the need to run more than one version of Odoo. Multiple
installations cannot run on port 8069, so you will need to modify the port. Sometimes there
are security reasons behind changing ports as many hackers are aware of the default ports
people use.

Fortunately, changing the default port number is easy.
Simply enter the following code:
Port=[port]

For example, Port=8059 will change the default port for the web client to port 8059.

Accessing the database management tools

Odoo offers database management tools that can be accessed easily through your web
browser. This makes it easy to create, back up, and even delete databases all through a web
interface. While there are sometimes links available on the login page that will take you to
these tools, it is possible that when installing some applications such as the website builder,
you will not find a link easily.

To access the database management tools, use the following path:

[ServerAddress] : [port]/web/database/manager
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Changing the admin password

As mentioned earlier, by default, Odoo sets the password for these operations to admin. To
secure your server, it is necessary to change this password in your configuration file:

Admin_password=[your password]

Also, be careful while starting up your Odoo server from the command line without
specifying an alternative password or the path to the configuration file. If you do, you leave
the instance open with the default password.

Finding additional resources on installing Odoo

Installing and configuring Odoo can quickly become a very complex task that is outside the
scope of this book. In the appendix of this book, you will find links to additional resources
that can assist you with installing Odoo.

Summary

In this chapter, we saw how easy it was to get started using Odoo online. We discussed how
to set up a trial company and the basics for creating a database and installing your first
module. If you choose not to use the online services, you likely found the topics on
installing Odoo on Windows or Ubuntu helpful. Finally, we discussed various methods of
troubleshooting and configuring Odoo.

In the next chapter, we will begin to jump into our first real business applications in Odoo.
You will get introduced to our real-world case study and set up the basic configuration for
the company. We will walk you through setting up your first product and, finally, creating
and printing your first sales order.
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We have learned about the various applications that Odoo has to offer and how you can
install Odoo on your own system. Before the release of Odoo 8, most users were focused on
ERP and financial-related applications. Now, Odoo 10 has added several important
applications that allow companies to use Odoo in much greater scope than ever before. For
example, the website builder can be installed to quickly launch a simple website for your
business. A task that typically would have been accomplished with a content management
system such as WordPress.

Despite all the increasing options available in Odoo, the overall process is the same. We
begin by looking at the overall business requirements and decide on the first set of
applications that we wish to implement. After understanding our basic objectives, we will
create an Odoo database and configure the required company information.

Next, we begin exploring the Odoo interface for creating and viewing information. We will
see just how easy Odoo is to use by completing an entire sales order workflow. We will
finish up the chapter by reviewing some of the more advanced sales order configuration
options.

Topics that we will cover include:

¢ Adding a password-protected database to our installation

Installing and configuring the Sales Management module

Using interface features to view, edit, and find information

Entering a new customer

Adding our first product to sell

Writing an order and confirming it for invoicing
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Gathering requirements

Setting up an Odoo system is no easy task. Many companies get into trouble believing that
they can just install the software and throw in some data. Inevitably, the scope of the project
grows and what was supposed to be a simple system ends up a confusing mess.
Fortunately, Odoo's modular design will allow you to take a systematic approach to
implementing Odoo for your business.

Implementing Odoo using a modular approach

The bare bones installation of Odoo simply provides you with a limited messaging system.
To manage your Odoo implementation, you must begin with the planning of the modules
with which you will work first. Odoo allows you to install just what you need now and then
install additional Odoo modules as you better define your requirements. It can be valuable
to take this approach when you are considering how you will implement Odoo for your
own business.

Don't try and install all the modules and get everything running all at
9 once. Instead, break down the implementation into smaller phases.

Introducing Silkworm — our real-world case study

To best understand how to work with Odoo, we will build our exercises around a real-
world case study. Silkworm is a mid-sized screen printer that manufactures and sells t-
shirts as well as a variety of printing printing. Using Odoo's modular design, we will begin
by implementing the Sales Order module to set up the selling of basic products. In this
specific case, we will be selling t-shirts. As we proceed through this book, we will continue
to expand the system by installing additional modules.

create a basic requirements document. This information is important for
configuration of the company settings in Odoo, and should be considered

9 When implementing Odoo for your organization, you will also want to
essential documentation when implementing an ERP system.
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Creating a new database in Odoo

If you have installed Odoo on your own server you will need to first create a database. As
you add additional applications to Odoo, the necessary tables and fields will be added to
the database you specify.

Odoo Online:

If you are using Odoo Online, you will not have access to create a new
database and instead will use Odoo's one click application installer to
manage your Odoo installation.

If you have just installed a fresh copy of Odoo, you will be prompted automatically to
create a new Odoo database:

Create Database

Fill in this form to create an Odoo database. You may create databases for different
companies or for different goals (testing, production). Once the database is created, you
will be able to install your first application.

Database Name Language

| English (US) J

Password of admin user

[ Load demonstration data (Check this box to evaluate Odoo)

In the preceding screenshot, you can see the Odoo form to Create Database.

Odoo provides basic instructions for creating your database. Let us quickly review the
fields and how they are used.
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Selecting a database name

When selecting a database name, choose a name that describes the system and that will
make clear the purpose of the database. There are a few rules for creating an Odoo
database:

* Your database name cannot contain spaces and must start with a number or letter
¢ Also you will need to avoid commas, periods, and quotes

e Underscores and hyphens are allowed if they are not the first character in the
name

It can also be a good idea to specify in the name if the database is for development, testing,
or production purposes.

For the purposes of our real-world case study, we will use the database name:

SILKWORM-DEV

We have chosen the -DEV suffix as we will consider this a development database that will
not be used for production or even for testing.

useful to have standard prefixes or suffixes depending on the purpose of
your database. For example, you may use —PROD for your production

8 Take the time to consider what you will name your databases. It can be
database or ~TEST for the database that you are using for testing.

Loading demonstration data

Notice the box labelled Check this box to evaluate Odoo. If you mark this checkbox when
you create a database, Odoo will preload your tables with a host of sample data for each
module that is installed. This may include fake customers, suppliers, sales orders, invoices,
inbox messages, stock moves, and products. The purpose of the demonstration data is to
allow you to run modules through their paces without having to key in a ton of test data.

For the purposes of our real-world case study in this book, do not load demonstration data.
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Specifying our default language

Odoo offers a variety of language translation features with support for more than 20
languages. All of the examples in this book will use the English (US) language option. Be
aware that depending on the language you select in Odoo, you may need to have that
language also installed in your base operating system.

Choosing an e-mail and password

Unlike previous versions of Odoo in which the database was created with an administrator
account named admin, Odoo 10 uses the email address you provide as your administrator
account. This is also known as the superuser account.

The password you choose during the creation of the database will be the password for this
admin account.

Choose any password you wish and click on Create Database to create the
0 SILKWORM-DEV database.

Managing databases in Odoo

The database management interface allows you to perform basic database management
tasks such as backing up or restoring a database. Often with Odoo, it is possible to manage
your databases without ever having to go directly into the Postgres database server. It is
also possible to set up multiple databases under the same installation of Odoo. For instance,
you may want in the future to install another database that does load demonstration data
and may be used to install modules simply for testing purposes.

access the database management interface directly by going to the

If you have trouble getting to the interface to manage databases, you can
8 /web/database/manager path.
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Installing the Sales Management module

After clicking on Create Database, it can take a little time depending on your system before
you are shown a page that lists the available applications:

@ Firefox automatically sends some data to Mozilla so that we can improve your experience.

Apps R Apps %] search @
o doo 184f34) < ’ =
e cAu Pru]ecl Ir\ventury Managemem Manufacturing .
Updates | Leads, Opportunities, Activities ! @ Logistics c anufacturing Orders, Bill of
Install Install Install , Install
Sales Point of Sale Timesheets Discuss
I— Install Install @ Install Install
Leave Management Invulclng Accnunllng and Finance Issue Tracking
Fedage Alceation and Leave m BN i o Ana Wl .. £ Trackor, Holpdes
| E
= = o]
Productivity ‘Website Builder ‘eCommerce Purchase Managemenl
Sticky notes ative, Memos sel Pr ne — Ny Re:
=5
=? — - | EE
Install m Install Install
Employee Directory Attendances Recruitment Process Expense Tracker
Install m Install E Install
Dashboards r Contacts Dlledury Survey Mass Maning campalgns
Install - InslaH Install Install
R ‘ Lunch = B | Calendar || g onine vents ‘

ChooseWhat|Share| x

This screen lets you select from a list of the most common Odoo modules to install.

There is very little you can do with just an Odoo database with no modules installed. Now
we will install the Sales Management module so we can begin setting up our business
selling t-shirts:

Sales Management

Iﬁ Quotations, Sales Orders

Install

Click on the Install button to install the Sales Management module.

During installation of modules and other long operations, you will often see a Loading icon
at the top center of your screen. Unlike previous versions of Odoo that prompted for
accounting and other setup information, Odoo now completes the installation unattended.
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Knowing the basic Odoo interface

After the installation of the sales order application, Odoo 10 now takes you to the Discuss
menu where your inbox and other communication activities are located. You will also
notice that Odoo provides small purple tear drops that provide helpful tips:

#Inbox

Organize your sales activities with the Search Q
Sales app.

@ Inbox

¥r Starred
CHANNELS Congratulations, your inbox is empty

# general
= New messages appear here.

DIRECT MESSAGES

PRIVATE CHANNELS

As you can see, the application menus are across the top of the interface. Click on the Sales
menu to bring up the sales application. This takes you directly to the Sales dashboard. As
we have just installed the application, there is very little to see in the dashboard, but we can
see the available menu options along the left edge of the interface.

The menus along the top allow you to change between the major applications and settings
within Odoo, while the menus down the left side outline all your available choices. In the
following screenshot, we are in the main Sales menu:

Sales

Dashboard

odoo - o

s Direct Sales oo Website Sales fro

Sales
Customers
Quotations Quotations
Quotations
Sales Orders .
Products

Invoicing
Sales to Invoice

Orders to Upsell Click to define a team target Click to define a team target

Reports
Sales

Configuration
Settings

Sales Teams
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In the dashboard, each sales team is represented with their own panel. In this case we can
see the Direct Sales and Website Sales team are set up by default.

Let's look at one of the main master files that we will be using in many Odoo applications,
the Customers. Click the Customers menu on the left.

Let's take a moment to look at the screen elements that will appear consistently throughout
Odoo. In the top left of the main form, you can clearly see that we are in the Customers
section.

Using the search box

In the top right corner of our form we have a search box:

Q n Customers | -

The search box allows you to quickly search for records in the Odoo application. If you are
in the Customers section, naturally the search will be looking for customer records.
Likewise, if you are looking at the product view, the search box will allow you to search the
product records that you have entered into the system.

Picking different views

Odoo also offers a standard interface to switch between Kanban view and list view. In some
forms you will have additional options such as the Graph view. You can see the icon
selections under the search box in the right corner of the form:

The currently selected view is highlighted in dark. If you move the mouse over the icon you
will get a tool-tip that shows you the description of the view. As we have no records in our
system currently, let us add a record so we can further explore the Odoo interface.
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Creating your first customer

Helpful instructions prompt you to begin entering your first customer into Odoo by clicking
the Create button:

Customers R customers x|searcn Q
0doo

Dashboard
Sales

Click to add a contact in your address book.

Odoo helps you easily track all activities related to a customer: discussions
Sales Orders history of business opportunities, documents, etc

Products

Invoicing
Sales to Invoice
Orders to Upsell
Reporis

Sales
Configuration

Settings

Sales Teams

This is the Odoo Customers form. Clicking Create will generate a customer record.

Silkworm sells t-shirts to both businesses and retail customers. For this example, we will
use a fictional customer named Mike Smith who wishes to purchase several t-shirts. Odoo
offers flexibility in collecting customer information, and by default, most fields are not
required. If you see a field that is purple, that is a required field. In Odoo 10, the only
required field for customers is the name.

The rest of the fields are optional. Later we will learn how you can configure Odoo to make
additional fields required.

[37]



Installing Your First Application

In this example, we have filled out some of the basic fields for our fictional customer, Mike
Smith:

Customers / New

odoo

Dashboard © individual Company 0.00 0
— s 0.
Sales W Active Invoiced S Sales

Mike Smith

Quotations

Company
Sales Orders -

Products

. Address 444 South Main Job Position eq
Sales to Invoice Street 2 Phone 999-889-7777
Orders to Upsell Murphysboro | llinols  ~ | 62896 Mobile

Reporis United States - Fax
Sace Website . om eomal

Configuration Tags — mikesmith@working.example
Settings - T Title Mister -
Sales Teams Language English j

Contacts & Addresses nternal Notes

Is this customer a company?

At the very top of the form is a radio selection option to inform Odoo if this customer is an
individual or a company. For our example, we are using a walk-in retail customer. If you
were doing a business-to-business type operation, then often your customers would select
the Company option.

In previous versions of Odoo, you were not allowed to have multiple
contacts if you had the individual option selected. In Odoo 10, you can
create contacts for individuals as well as companies.
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Entering data into Odoo forms

Odoo utilizes a consistent interface to enter data throughout the application. Once you have
learned how to enter data into one form, you should have no problem entering data into
other forms in Odoo.

Required fields will always be in purple. If you see a purple field, you must fill in that data
or you will not be able to save the record. You can move between fields by using your
mouse or the Tab key. Shift+Tab will take you back to the previous field. Unlike some
systems, you cannot move between fields in Odoo by using the arrow keys.

In many forms, you will have to select lists that allow you to choose from a list to populate
the field. You can use your keyboard to type and limit the items that are displayed in a
select list. By using the Tab key on your keyboard to find the appropriate item in the list, it
is possible to enter data into a form with limited use of the mouse.

In the version of Odoo 10 installed for this chapter, it is necessary to first
go down and choose the country before the states list can be populated. If
you try to enter the state first the list will be empty if there is no country
selected.

Many select lists have two options at the bottom that will allow you to use additional search
options or to create an item that is not in the list:

Address 444 South Main Job Position
Phone

Illinois | 62966 Mobile
Alaska

Alabama

Murphysboro
United States

Website Arkansas ail

Arizona
California
Colorado

Connecticut
Internal Motes Sales & Purchases A

Search More...

Create and Edit...
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In this example, we see a list of states with the option for additional searching or to create a
new state that is not in the list.

Odoo has the ability to work with customers in a variety of languages. For our example, we
will leave this as English. If, however, you were working with a company that prefers their
documents in other languages, you could specify that language and Odoo will manage the

translation.

Use the Internal Notes area to enter any additional notes that you wish to keep on the
customer.

Editing customers sale and purchase

The bottom area of the customer screen is divided into a series of tabs or page's that assist in
organizing customer information. In the Sales & Purchases page, we can assign such
options as a salesperson and other sales related options:

Contacts & Addresses nterna es | Sales & Purchases : Accounting

Sale Purchase

Is a Customer ] Is a Vendor

Salesperson v

Misc Payments

Internal Reference 0 Bank account(s) 0 Credit card(s)

The available options in the customer Sales & Purchases page are:

Is a Customer: This is the customer checkbox known in Odoo as a boolean field. It can be
marked checked or unchecked. Odoo has a unique method of storing data related to people
in the system. All individuals are stored in the same table (res_partner) regardless of
whether if they are a customer or supplier. The customer flag tells Odoo that this is in fact a
customer record. This field must be checked for Odoo to recognize Mike Smith asa
customer.
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Salesperson: The salesperson field allows you to select who the direct salesperson will be
for this customer. While the field is not required, it is often populated if you are integrating
your sales management system with the Customer Relationship Management (CRM)
module. We will use this field in the chapter on CRM; for now we can leave the field blank.

Internal Reference: Often when implementing Odoo, a company already has an existing
customer numbering system in place. The reference field is the perfect field to populate
with an existing customer number. Otherwise this field can be left blank or used for another
purpose. For our example, we are going to leave this field blank.

Is a Vendor: Because Odoo stores customer and vendor data in the same table, it is possible
to be both a customer and a supplier. In this example, we will keep Mike Smith as a
customer only.

Odoo uses a common database to store customer and supplier records.
This makes it easier to manage data as customers, and suppliers are
designated by simple checkboxes in the Sales & Purchases page on the
customer screen.

Editing customer Accounting

In previous versions of Odoo, the Accounting page was quite intimidating to new users.
Thankfully, in Odoo 10 the accounting page is much simpler and simply allows you to
specify terms and fiscal information:

Contacts & Addresses ntermnal MNotes Sales & Purchases Accounting
Sale Purchase
Customer Payment Term 15 Days j Vendor Payment Term j

Fiscal Information

Fiscal Position j
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Here are the available options in the customer accounting page:

Customer Payment Term: It is common in many businesses for different customers to have
different payment terms. Perhaps for a lifelong customer, you would extend 30 or even 60
day net terms for them to pay their invoice. For a new customer, you may require
immediate payment. Additional terms can be configured in Odoo depending on your
needs. The default payment terms included are:

e Immediate Payment
¢ 15 Days
¢ 30 Net Days

For our example, we will set the payment term to 15 Days.

Vendor Payment Term: Much like the Customer Payment Term, this field will determine
the payment terms for the supplier. Because a partner can be both a customer and supplier,
we have separate terms for each.

Degree of debtor trust: This field allows you to assign how much trust you have in a given
customer to pay their debts. The default selections are:

e Normal debtor
e Good debtor
e Bad debtor

Fiscal Position: The Fiscal Position field is sometimes also known as the tax status and in
some systems is represented simply as taxable. Odoo 10 now provides a robust fiscal
position framework that allows you to set up rules for your customers and vendors for
almost any scenario. Fortunately, for simple installations you can avoid this field entirely.

Remember to click on the Save button to add your new customer record to the database.

Entering a product in Odoo

Now that we have a customer, it is time we enter some products to sell to our new
customer. For our example, we are going to enter a medium white cotton t-shirt. Click on
the Products item in the menu on the left:
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Products

0000 Een
— A

Customers
Quotations

Sales Orders

Invoicing
Sales to Invoice
Orders to Upsell
Reporis
Sales
Configuration
Settings

Sales Teams

Click to define a new product.

You must define a product for everything you sell, whether it's a physical
product, a consumable or a service you offer to customers.

The product form contains information to simplify the sale process: price, notes
in the quotation, accounting data, procurement methods, etc.

Creating products in Odoo

Create a new product by clicking the Create button.

The following screenshot is for the General Information page of the product form for
entering a product record into Odoo:

Dashboard

Configuration
Settings

Sales Teams

Products

Product Name — 0
Sales W Active S Sales
Customers Medlum Whlte T'Sh"‘t
Quotations
Can be Sold
Sales Orders
Can be Purchased
Inveicing General Information Sales nvol
Sales to Invoice
Orders to Upsell Product Type Consumable j Sale Price 16.50
Reports Internal Reference Cost
7.256
Sales
Barcode

/ New

0JOO m -
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Product Name

The Product Name is what will be displayed on the sales orders, invoices, and in all other
screens that refer to this specific product. For our example, we are selling a Medium White
T-Shirt.

Can be Sold

Much like the customer active flag, you can use Can be Sold to remove products from
showing up on product lists by unchecking Can be Sold. For our example, we want to sell
this t-shirt to Mike Smith so we will leave the option checked.

Can be Purchased

Even though we have not yet installed the purchasing system, Odoo 10 lets you specify
whether if a product can be purchased. We will accept the default that we in addition to
selling this t-shirt, we can purchase them as well. This will play an important function when
we get to the chapter that discusses the Odoo purchasing application.

Product type

Product type is the first option in the Information page on the product screen. There are
two available product types:

e Consumable
e Service

Service product types will not create procurements in purchase orders. Consumables are
products that you actually sell and can be configured to generate purchase orders. For our
example, we will set the product type to Consumable.

Internal Reference

For the most part, Odoo utilizes the Name field and the description when displaying
product information. It is very common that a company has a coding system for their
products. The Internal Reference field is useful to enter an alternative product code or
number for the product. In this example, we will leave the internal reference field blank.
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Sale price

This field sets the sales price of the item as it will appear on the sales order. For our
example, we are setting the sales price of the t-shirt to $16.50.

Cost price

This field sets the cost of the item that can be utilized for simple profit margin calculations.
So we have a value in here, we will set a cost of $7. 25 for the t-shirt.

Nothing in the Sales page

Installing the Sales application creates a Sales page of the product form. By default,
however, this page is completely empty. As we install more applications and change
configuration settings, this page will be populated with appropriate information. This is a
common occurrence in Odoo. As you configure your applications, make sure to check back
in forms as you will likely have additional options.

Entering a product Invoicing page

By default Odoo has setup a tax of 15% for both our customer taxes and our vendor taxes.
However, there will be times when you have a product that has a specific tax. In the United
States, one example is that cigarettes often have a more substantial tax than other items such
as food. Odoo allows you to specify additional tax options for a given product in the
accounting page. Taxes can be specified for both the customer and the supplier separately.

The following screenshot is of the Accounting page located in the product form:

nvoicing MNotes

Customer Taxes - Vendor Taxes

Invoicing Policy

Invoicing Pelicy Q Ordered quantities

Delivered quantities
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You will also notice that Odoo allows you to have multiple taxes for the same product. This
would allow you to have a base tax that would apply to all products and then simply add
an additional tax, or even a tax credit, depending on that specific product.

Invoicing policy

By default, Odoo configures invoicing so that the line items of the invoice will be created
based on the ordered quantities from the sales order. This means that even if none of the
items have shipped, the customer will still be invoiced. Alternatively, you can change the
invoicing policy so that the customer is invoiced on the delivered items. If you have items
on a sales order that have not shipped yet, the customer will not be invoiced for those items.

Saving the product

Clicking the Save button stores the product record in Odoo. If you click on Discard, you
will get prompted with a warning message that you will lose your changes.

Setting the company information

We have entered both a customer and a product. However, before we create a sales order,
we still have some work to do in setting up our company. Currently, Odoo does not even
know the name of our company and has, by default, used YourCompany as the name.

It takes a few steps, but we can locate the company information by choosing Settings from
the top menu and then choosing General Settings from the sub-menu on the left. In the
form that comes up you will find a link at the far right labeled Configure your company
data.

Click the link and you are presented with the settings for your company.
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The following screenshot shows company record filled with the data for our sample case

study:

Dashboard
Users

Users

Companies

General Settings
Translations

Load a Translation

0Jo00

General Settings / My Company

m Discard

odoo| i
Silkworm
Company Tagline
We make great first impressions last
General Information
Address 102 8 Sezmore Dr
PO Box 340
Murphysboro | lllinois  ~ 62966
United States -
Website

http://www.silkwormink.com

Phone

Fax

Email

Tax ID

Company registry

Currency

800-826-0577

infe@silkwormink.com

Here, we have supplied the company name along with address, e-mail, phone, website, and
the company slogan. It is also possible to click the photo icon at the top left to assign a logo

to the company.

Saving company information

Click Save to update the company information. We are now ready to enter our first sales

order.
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Entering your first sales order

Now for the moment we have all been waiting for. We finally get to sell our products by
entering a sales order. To get to the Sales Order screen, click Sales in the top menu and
then choose Sales Orders from the sub-menu on the left.

The following screenshot shows existing sales orders and allows users to create a new sales
order:

Sales Orders Search Q

0doo SDE0E
Dashboard
Sales

Customers

Create a Quotation, the first step of a new sale.

Quotations Once the guotation is confirmed, it becomes a sales order. You'll be able to
invoice it and collect payments. From the Sales Orders menu, you can track
Products delivery orders or services.
Invoicing

Sales to Invoice
Orders to Upsell

Reporis

Sales
Configuration
Settings

Sales Teams

Click on the Create button to create a new sales order. Every brand new sales order begins
as a quotation and stays in that state until you confirm the sale. Only after confirming the
quotation will your sale be referred to as a Sales Orders.
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The following screenshot is a new sales order form with the cursor set on the Customer

field:

Sales Orders / New

Save Discard

Send by Email Confirm Sale Cancel

New
Customer Mike Smltrﬂ - g Order Date
Create "Mike Smith"
Create and Edit... Payment Terms
Order Lines Other Information
Product Description Ordered Qty Delivered Invoiced

Add an item

Setup default terms and conditions in your company settings.

Quotation Quotation Sent Sales Order

12/19/2016 15:06:22 -
15 Days -
Unit Price Taxes Subtotal
Untaxed Amount : $0.00
Taxes : $0.00

Total:  (update) $0.00

Selecting the customer

When you create a new quotation sales order, you are prompted to first select the customer
from the select list. As you add customers you will have the option to search and locate
customers for the sales order. For now, we will select the customer we entered in earlier in

the chapter, Mike Smith.
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You will not be able to begin entering line items until you have specified
8 the customer for the sales order.

Expiration date

By default, there is no expiration date for the quote. However, if you would like to specify a
date in which the quote will no longer be valid you can specify it here:

Order Date 12/19/2016 15:06:22 -
Expiration Date 12/21/2016 -
Payment Terms < December 2016 »

# Su Mo Tu We Th Fr Sa
49 27 28 29 30 1 2 3
50 4 5 6 7 8 9 10
bd Invoiced un 5, 49 12 13 14 15 16 17

f2 18 19, 200 22 23 24

53 25 26 27 28 29 30 3

Payment terms

Odoo will automatically bring in the payment terms for the customer you select. On the
sales order you have the option to override the customer's payment terms for the specific
sales order.

Entering line items on a quotation sales order

Now we are ready to begin specifying the product we wish to sell. Click on Add an item in
the line item area to add a line to the grid. The first field will be Product. Select Medium
White T-shirt from the list box.
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Your line item fields should populate and look like this:

Order Lines Other Information
Product Description Ordered Qty Delivered Invoiced Unit Price Taxes Subtotal
4  Medium White T-Shirt Medium White T-Shirt 1.000 0.000 0.000 16.50 Tax 15.00% 16.50 W

Add an item

Product field

Each line item starts out by selecting the product. You can add products on-the-fly by
choosing Create and Edit from the bottom of the list. Once there are more products in the
list, you can also bring up a product search window using the search more... option. After
you select the product field, Odoo retrieves the tax and pricing information from the server
to display in the line item.

Odoo provides an update link next to the Total on the form. You should

In Odoo 10 the total is automatically updated as you add new line items.
8 consider hitting this if you have any doubt as to the accuracy of the total.

Description

Odoo will pull over the description from the product record to populate the Description
field on the line item. It is possible to override the description on the quotation sales order.
For this example, we will leave the description as it pulled over from the product record.

Delivered and Invoiced

As we are just entering the sales order, both of these will be zero. They will be updated
automatically as your process delivery orders and creates invoices.

Ordered Qty

Product quantity will be 1 as default. Naturally, you will change this field to the quantity of
products you have sold. We will just leave the quantity as 1 for this example.
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Taxes

Odoo supports taxes by line item and will automatically pull over the 15% tax rate that we
have defined in the product record. Additional taxes can be added or removed from the line
item. For this example, we will leave the tax at 15%.

Unit price

Odoo pulls the sale price from the product record to populate the unit price in the line item.
It is possible to override the price in the line item. For this example, we will leave the unit
price at $16.50.

Be careful of changing prices in the line items of Odoo. It is possible that if
you click back on the product field or tab through other fields in the line
item, the unit price will flip back the price in the product record. If you are
changing prices in the line items, make sure to double-check your unit
prices before you confirm your sales order.

Saving the quotation sales order

Click Save to save the quotation. The form will refresh, displaying the full customer address
as well as updating the tax and final total of the quotation sales order.

The following screenshot is of our first quotation in Odoo:

Customer Mike Smith Order Date 12/19/2016 15:06:22
444 South Main PR
Expiration Date
Murphysboro IL 62896 g |22 2008
United Stat
n aes Payment Terms 15 Days
Order Lines Other Information
Product Description Ordered Qty Delivered Invoiced Unit Price  Taxes Subtotal
Medium White T-Shirt Medium White T-Shirt 1.000 0.000 0.000 16.50 Tax 15.00% 16.50
Untaxed Amount : $16.50
Taxes : §2.48
Total :  $18.98

[52]



Installing Your First Application

Understanding the sales order workflow

Although we started out entering a sales order, the current state of this order is a
Quotation. Odoo 10 displays the current state of transactions in the top right corner of the
form:

| Quotation Quotation Sent Sales Order

This indicator makes it very easy to see the current stage of a transaction throughout the
Odoo workflow. In this example, we can see that this is currently a Draft quotation. We can
also see that the quotation would first need to be sent and/or be confirmed as a sales order,
before finally the quotation can be considered Done.

The available actions you can take on this quotation are displayed at the top left corner of
the form.

The following screenshot is of available actions for an Odoo quotation:

Send by Email Print Confirm Sale Cancel

Send by Email

Clicking the Send by Email button will send a copy of the quotation to the e-mail address
in the customer's file. Setting up your e-mail configuration will be a topic for another
chapter.

Print

Even in the digital age it is still very common to need a printed copy of a quotation or sales
order. Clicking the Print button will generate a PDF document containing your quotation.

Confirm Sale

The Confirm Sale button will convert the quotation into a sales order and push the
transaction further down the sales workflow.
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Cancel

Clicking the Cancel button will prompt you to cancel this quotation. The quotation is not
deleted and can still be viewed. Cancelling the quotation ends the sales order workflow,
and the quotation will only be kept in the system for archive purposes.

Click on the Confirm Sale button to convert this quotation into a sales order. You will see
the status change for the sales order from Quotation to Sales Order.

Invoicing the sale

Depending on the workflow of the business, a lot of different things can happen after you
have confirmed a sales order. In manufacturing companies, you may need to both purchase
products and create a manufacturing order to produce the final product before you invoice
the customer. In our example, we are going to go ahead and invoice the customer for the t-
shirt they have ordered. Click the Create Invoice button to generate an invoice for the sales
order.

An Odoo Invoice Order wizard pops up to walk you through the invoice creation process.

The following screenshot is of the Invoice Order wizard:

Invoice Order

What do you want to Invoiceable lines

?

Tonl © Invoiceable lines (deduct down payments)
Down payment (percentage)

Down payment (fixed amount)

Create and View Invoices Create Invoices Cancel
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What do you want to invoice?

Odoo provides a variety of options for invoicing the entire sales order, or instead invoicing
based on other methods. The available choices are:

e Invoiceable lines (deduct down payments): Choose this option if you both want
to invoice the lines and deduct any down payments you have received. This is the
default option. Using the invoiceable lines without deducting down payments
will simply ignore any of those payments when producing the invoice.

e Down payment (percentage): You will be prompted to enter the percentage
amount of the down payment.

e Down payment (fixed amount): You will be prompted to enter a fixed amount of
the down payment.

Creating the invoice

For our example, we will be using the default option. As we have no down payments, Odoo
will process the sales order the same as if you chose the first option, Invoiceable lines. Click
Create Invoice to generate the invoice. Initially, the invoice is created in a Draft state.
Clicking Validate will confirm the invoice and post the transaction.

If you have followed along and everything works as it should, then you will see an invoice
similar to the following screenshot:

INV/2016/0001

Customer Mike Smith Invoice Date 12/19/2016
444 South Main

Murphysboro IL 62896 S

United States Sales Team
Payment Terms
Invoice Lines Other Info
Product Description Quantity Unit Price Taxes Amount
Medium White T-Shirt Medium White T-Shirt 1.000 16.50 Tax 15.00% $ 16.50
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At this time, it is worth noting Odoo's use of an interface feature called breadcrumb. These
links, which appear on form views just below the topmost menu, allow you to traverse from
your invoice back to the relevant sales order from which it derived. Use of these links is the
preferred method of backtracking to prior screens, as opposed to using your browser's back
button.

Summary

In this chapter, we started by creating an Odoo database. We then installed the Sales Order
Management module and created our first customer. With our customer created, we turned
our attention to setting up a product in Odoo and entering our basic company information.
Next, we created a quotation and followed the workflow all the way through to confirming
the sales order and generating an invoice.

In the next chapter, we'll look at our sales strategy and what we want to achieve via CRM
software.
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Exploring Customer
Relationship Management in
Odoo 10

Until recently, most business and financial systems had product-focused designs, while
records and fields maintained basic customer information, processes, and reporting
typically revolved around product-related transactions. In the past, businesses were
centered on specific products, but now the focus has shifted to center the business on the
customer. A Customer Relationship Management (CRM) system provides the tools and
reporting necessary to manage customer information and interactions.

In this chapter, we will cover the following:

e Looking at what it takes to implement a CRM system as part of an overall
business strategy

Install the CRM application and set up salespersons that can be assigned to our
customers

Learn how to create and manage Leads

Create opportunities and schedule events in Odoo

Discover the Odoo Open Chatter feature
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Using CRM as a business strategy

Before jumping into the specific CRM features of Odoo, it is valuable to briefly discuss the
importance of a comprehensive approach to implementing a CRM system into your
business. The fact is that successfully implementing a CRM system requires much more
planning than just installing software and asking employees to fill in the data. CRM
software systems are only a technical tool in assisting your sales and marketing department
in acquiring and keeping customers. Certainly the software will play an important role, but
to obtain real benefits from a CRM system you must do the hard research to understand
your customer and exactly how you wish to shape their customer experience.

It is critical that the sales people share account knowledge and completely understand the
features and capabilities of the system. They often have existing tools that they have relied
on for many years. Without clear objectives and goals for the entire sales team, it is likely
that they will not use the tool. A plan must be implemented to spend time training and
encouraging the sharing of knowledge to successfully implement a CRM system.

Managing the customer experience

Today, customers face a wide range of choices when it comes to purchasing products and
services. At the most fundamental level, customers often build great loyalty to brands in
which they have a positive customer experience. Companies such as Apple and Harley
Davidson are successful largely because of fierce brand loyalty based on positive customer
experiences. Making the most of a CRM system requires you to put yourself in the role of
your customer and develop a consistent strategy to improve their overall customer
experience.

Treating your customer like a real person

As computers became more common, it wasn't long before people began to feel like they
were treated like a number by many companies. In many ways, CRM systems turn the
tables around. Instead of treating customers like cattle, a smart account manager using a
CRM system can greatly personalize the customer experience. You treat your customer like
an individual, and they will reward you with their loyalty.
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Because you are looking to create a very personalized customer experience, it is important
to thoroughly look at your customer's interactions with the company when designing your
own CRM system. A company who sells high-end security systems to government
institutions will need to provide drastically different customer experiences than a company
that is marketing a pool maintenance service.

Using your mission statements and company
goals to drive the design of your CRM system

A good CRM system will build around the core goals and mission of your company. If your
company does not have customer-focused goals or mission statements, then you should
address that before beginning to design a CRM system. Most critically, there needs to be
focus on concerns and interactions that have a direct impact on customer experience. A
good CRM system will not just manage the sales process, but the entire customer experience
and interactions before and after the sale.

Real-world case study — improving customer
experience

Now we will take a detailed real-world look at how a CRM system can be implemented to
improve customer experience. We begin by looking at the company slogan:

“We make great first impressions last®.

Here we have a slogan that most certainly speaks to the value of customer experience. To
make that great first impression and keep it, there are several critical service expectations:

e Orders must be accurate and easy for customers to place
e Orders must be delivered on time
¢ Quality must be excellent
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While listing these customer service goals may seem obvious, explicitly naming your
objectives is important when building a CRM system. There is a natural tendency when
building a CRM system to focus almost exclusively on customer acquisition and pre-sale
activities. We must take care to remember that a CRM system must also support processes
that manage the entire customer experience. These are the kind of scenarios that you want
to consider when building your own CRM system:

e How are problem orders handled?
e How is the customer contacted if there is a product back order?

e If the customer calls, can the service representative easily provide delivery
tracking information?

Installing the CRM application

If you have not installed the CRM module, login as the administrator and then click on the
Apps menu. In a few seconds the list of available apps will appear. The CRM will likely be
in the top left corner in the Apps dashboard:

Q Apps-0doo

€L localhost:8069/web#view_type=kanban&model=ir.module.module&menu_id=518&action=3¢

Apps Q Kl pees = -

Odoo YFilers»  SGroupBy~ W Favorites~ | 132/32 < >

Apps CRM Prc]ect Managemenl
Updates M Leads tunities, Activities
2 -]

=

Inventory Management

Install

MRP Sales Management Point of Sale
. Install |—— Installed Install

sle

Discuss Leave Management Invoicing
Installed m ‘ Installed

Accounting and Finance Issue Tracking Notes

N B al and A Accounting —
‘ L
Install Install
Website Builder eCommerce Purchase Management
@ —
Install Install

Click on Install to set up the CRM application.

m
%,

i
Wil
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Your first look at the CRM Dashboard

Like with the installation of the Sales application, Odoo takes you to the Discuss menu.
Click on Sales to see the new changes after installing the CRM application. New to Odoo 10
is an improved CRM Dashboard that provides you with a friendly welcome message when
you first install the application. You can use the dashboard to get an overview of your sales
pipelines and get easy access to the most common actions within CRM:

ashboard

odoo I

Dashboard

.
sales Hi there!

Customers Greal sales journeys start with a clean pipeline.

Your Pipeline Create a few opportunities to activate your dashboard.

Next Activities Your Pipeline

Quotations

Direct Sales
Sales Orders More =

Products
_ Pipeline Analysis
Invoicing Pipeline F ANy
Activities Analysis

Sales to Invoice

Orders to Upsell
Reports

Pipeline

Activities Click to define a team target

Sales
Configuration
Settings

Leads & Opportunities

Sales Teams

Assigning the sales representative or account
manager

In Odoo 10, like in most CRM systems, the sales representative, or account manager plays
an important role. Typically, this is the person who will ultimately be responsible for the
customer account and a satisfactory customer experience.
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While most often a company will use real people as their salespeople, it is
certainly possible to instead have a salesperson record refer to a group, or
even a sub-contracted support service.

We will begin by creating a salesperson who will handle standard customer accounts. Note

that a sales representative is also a user in the Odoo system.

Create a new salesperson by going to the Settings menu, selecting Users, and then clicking

the Create button. The new user form will appear. We have filled in the form with values
for a fictional salesperson, Terry zeigler.

The following screenshot is of the user's Access Rights tab:

5] MasteringOdoo - VMware Warkstation 12 Player (Non-commercial use only) - o %

Player = - B «
New - Odoo - Mozilla Firefox

Q New-0doo

_(- localhost C | |Q search "B U ¥ a8 =

Settings

Users ' New

odoo =&

Change Password Never Connected Connected

Dashboard
Users:

Name

& Active

General Settings

Translations bl Mike Zeig |8I'

Load a Translation
Email Address

mdeigler@ExampleEmail.com

Access Rights Preferences
Application
Sales Manager

Lead Automation
Accounting & Finance

Human Resources Employee

[ P PR PR P

ation

Extra Rights

Multi Companies a Multi Currencies

Powered by Odoo
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Specifying the name of the user

You specify the username just like you assigned the name of your customer in the
preceding chapter. Unlike some systems that provide separate first name and last name
fields, with Odoo you specify the full name within a single field.

Email address

Beginning in Odoo 9, the user and login form prompts for e-mail as opposed to user name.
This practice has continued in Odoo version 10 as well. It is still possible to use a user name
instead of e-mail address, but given the strong encouragement to use e-mail address in
Odoo 9, and Odoo 10, it is possible that in future versions of Odoo the requirement to
provide an e-mail address may be more strictly enforced.

Access Rights

The Access Rights tab lets you control which applications the user will be able to access. By
default, Odoo will specify Mr. Ziegler as an employee so we will accept that default.

dependencies Odoo may add in various releases, it is possible that you

Depending on the applications you may have already installed or
8 will have other Access Rights listed.

Sales application settings

When setting up your sales people in Odoo 10, you have three different options on how
much access an individual user has to the sales system. The following screenshot shows the
available options:

Application

Sales Manager

Lead Automation User: Own Leads Only

Accounting & Finance User: All Leads

Human Resources Employee

Administration
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User: Own Documents Only

This is the most restrictive access to the sales application. The user with this access level is
only allowed to see the documents they have entered themselves or which have been
assigned to them. They will not be able to see the Leads assigned to other salespeople in the
sales application.

User: All Documents

With this setting, the user will have access to all documents within the sales application.

Manager

The Manager setting is the highest access level in the Odoo sales system. With this access
level, the user can see all Leads as well as access the configuration options of the sales
application. The Manager setting also allows the user to access statistical reports.

We will leave the Access Rights options unchecked. These are used when working with
multiple companies or with multiple currencies:

Access Rights Preferences
Localization
Language English -
Timezone Us/Central |

Messaging and Social

Email Messages and Notifications Never
@ All Messages

Signature

The Preferences tab consists of the following options:
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Language and Timezone

Odoo allows you to select the language for each user. Currently, Odoo supports more than
20 language translations. Specifying the Timezone field allows Odoo to coordinate the
display of date and time on messages.

Leaving Timezone blank for a user will sometimes lead to unpredictable
behavior in the Odoo software. Make sure you specify a timezone when
creating a user record. Better yet, check the customization chapter on how
you can make Timezone a required field!

Email Messages and Notifications

In Odoo 7, messaging became a central component of the Odoo system. In version 10, the
support has been improved and it is now even easier to communicate important sales
information between colleagues. Therefore, determining the appropriate handling of e-mail,
and circumstances in which a user will receive e-mail is very important. The Email
Messages and Notifications option lets you determine when you will receive e-mail
messages from notifications that come to your Odoo inbox.

For our example, we have chosen All Messages e-mails. This is now the new default setting
in Odoo 10. However, since we have not yet configured an e-mail server, or if you have not
configured an e-mail server yourself, no e-mails will be sent or received at this stage.

Let's review the user options that will be available in communicating by e-mail.

Selecting the Never option suppresses all e-mail messaging for the user. Naturally, this is
the setting you will wish to use if you do not have an e-mail server configured. This is also a
useful option for users that simply want to use the built-in inbox inside Odoo to retrieve
their messages.

Selecting the All Messages (discussions, e-mails, followed system notifications) option
sends an e-mail notification for any action that would create an entry in your Odoo inbox.
Unlike the other options, this action can include system notifications or, other automated
communications.
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Signature

The Signature section allows you to customize the signature that will automatically be
appended to Odoo-generated messages and e-mails.

Manually setting the user password

You may have noticed that there is no visible password field in the user record. That is
because the default method is to e-mail the user an account verification they can use to set
their password. However, if you do not have an e-mail server configured, there is an
alternative method for setting the user password.

After saving the user record, use the Change Password button at the top of the form:

Action =

Delete
Duplicate

Change Password

A form will then appear allowing you to set the password for the user.

Now in Odoo 10, there is a far more visible button available at the top left of the form. Just
click the Change Password button.

Assigning a salesperson to a customer

Now that we have set up our salesperson, it is time to assign the salesperson their first
customer. Previously, no salesperson was assigned to our one and only customer, Mike
Smith. So let's go to the Sales menu and then click on Mike Smith to pull up his customer
record and assign him Mr. ziegler as his salesperson. The following screenshot is of the
customer screen opened to assign a salesperson:
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@ Individual ) Company 0 0 s> $16.50
R . Opportunities g Meetings @ nvoiced
Mike Smith 1
S Sales
Company v
Address Job Position e.g. Sales Director
Phone
ate v |ZIP Mobile
Ntr v
Fax
Website e
Email
Title v
Language English j
Tags Tags v
Contacts & Addresses nternal Notes Sales & Purchases Accounting
Sale Purchase
Is a Customer [ Is a Vendor ]
Salesperson Mike Zeigler NS
Misc Payments
Internal Reference 0 Bank account(s) 0 Credit card(s)

Here we have set the sales person to Terry Zeigler. By assigning your customers a
salesperson, you can then better organize your customers for reports and additional
statistical analysis.

Understanding Your Pipeline

Prior to Odoo 10, the CRM application primarily was a simple collection of leads and
opportunities. While Odoo still uses both leads and opportunities as part of the CRM
application, the concept of a Pipeline now takes center stage. You use the Pipeline to
organize your opportunities by what stage they are within your sales process.
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Click on Your Pipeline in the Sales menu to see the overall layout of the Pipeline screen:

T Q EZEETY ovectsaws x| [l My Opvortnies .
O : m YFllers~ | SGroupBy~ % Favorites = B =2 W@ @
Dashboard New $  Qualified <  Proposition -+ — v
Sale:
Customers E
Your Pipsiine i}
=
Next Actvities 3

Quotations

Sales Orders

NWNT00 M3N aav

Leads & Opportunities
Activities

Sales Teams

Powered by Odoo

In the preceding Pipeline forms, one of the first things to notice is that there are default
filters applied to the view. Up in the search box you will see that there is a filter to limit the
records in this view to the Direct Sales team as well as a My Opportunities filter. This
effectively limits the records so you only see your opportunities from your primary sales
team. Removing the My Opportunities filter will allow you to see opportunities from other
salespeople in your organization.

Creating a new opportunity

In Odoo 10, a potential sale is defined by creating a new opportunity. An opportunity
allows you to begin collecting information about the scope and potential outcomes for a
sale. These opportunities can be created from new Leads, or an opportunity can originate
from an existing customer.

For our real-world example, let's assume that Mike Smith has called and was so happy
with his first order that he now wants to discuss using Silkworm for his local sports team.
After a short conversation we decide to create an opportunity by clicking the Create button.
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You can also use the + buttons within any of the pipeline stages to create
an opportunity that is set to that stage in the pipeline.

In Odoo 10, the CRM application greatly simplified the form for entering a new
Opportunity. Instead of bringing up the entire opportunity form with all the fields you get a
simple form that collects only the most important information. The following screenshot
shows the new Opportunity form:

Your Pipeline ' New

m Discard = w @B B
Mark Lost New Quotation m Qualified Proposition More

Opportunity 0 0
Meeting Quote(s)

Sports Team Project

P

oy
2500 25 %
Customer Mike Smith +[Z Next Activity call v on
Email mikesmith@workingexample.com 05/26/2016 ]
Phone 999-888-7777 g. Discuss proposal
Done  Cancel

Expected Closing 06/15/2016 i)
Salesperson Mike Zeigler v[Z'  Rating

T
Sales Team Direct Sales j 9= v

Internal Notes Contact Information

Prepare proposal for five teams

Opportunity Title

The title of your opportunity can be anything you wish. It is naturally important to choose a
subject that makes it easy to identify the opportunity in a list. This is the only field required
to create an opportunity in Odoo 10.
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Customer

This field is automatically populated if you create an opportunity from the customer form.
You can, however, assign a different customer if you like. This is not a required field, so if
you have an opportunity that you do not wish to associate with a customer, that is perfectly
fine. For example, you may leave this field blank if you are attending a trade show and
expect to have revenue, but do not yet have any specific customers to attribute to the
opportunity.

Expected revenue

Here, you specify the amount of revenue you can expect from the opportunity if you are
successful. Inside the full opportunity form there is a field in which you can specify the
percentage likelihood that an opportunity will result in a sale. These values are useful in
many statistical reports although they are not required to create an opportunity.

Increasingly more reports look to expected revenue and percentage of
opportunity completions. Therefore, depending on your reporting
requirements you may wish to encourage sales people to set target goals
for each opportunity to better track conversion.

Rating

Some opportunities are more important than others. You can choose none, one, two, or
three stars to designate the relative importance of this opportunity.

Looking at opportunities in your pipeline

When you navigate to the Sales menu and choose Your Pipeline, you will see your
opportunities displayed in the Kanban view. Here we see our brand new $2, 500
opportunity along with the customer and the next action we need to take and when we
need to take it.
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The following is a screenshot of the Kanban view of the pipeline:

Your Pipeline O, EEEETY oiectsaes x| | N
YFilters» | =GroupBy~ | ¥ Favorites = n = F |l i1
New < Qualified <  Proposition -+ — >
Sporis Team Project E )D>
S o
_ =
= m
=
(9]
(o]
—
(=
=
=4

Clicking the small arrow on the Kanban card will bring up a small menu allowing you to
perform actions related to the opportunity.

Let's edit the opportunity by double clicking on it and choosing the Edit button:

Your Pipeline / Sports Team Project

MNew Quotation Mark Lost Log Activity m Qualified Proposition Won

Dashboard
Sales
Customers Opportunity P SC
% Meeting Ee Quote(s)
Next Activitiss Sporis Team Project
Quotations
Expected Revenue Probabili
Sales Orders ty
Products $ 2,500 00 at 10 %
Invoicing
Sales to Invoice Customer Mike Smith ~| Mext Activity -
Orders to Upsell Email Expected Closing -
Reports Phone
Pipeline
Activities
Sl Administrator ~| Rating
Sales
Tags
Configuration S Direct Sales j v
Settings
b Leads & Opportunities
Sales Teams Internal Notes Contact Information
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Next Activity

Previously in Odoo 9, you really only tracked one action at a time. Now in Odoo 10, Odoo
will automatically keep an historical log of the activities you take on a given opportunity.
The Next Activity field allows you to specify what type of activity you need to do next on
your opportunity. Currently, you are allowed to specify the activity as either a Call, Email,
or Task that you need to perform. You can then specify the date of the task along with an
optional note providing more details on the task.

Once you complete the task you can use the Done link at the bottom of the Next Activity
area to finish and set another activity to continue handling the opportunity. You can use the
Cancel link to clear the activity.

Expected Closing

When managing your opportunities, it is important to establish a goal for when you wish to
close the sale. Providing an expected closing date is handy for managing opportunities and
running reports, and identifying which opportunities are due to be closed. The priority
setting ranges from lowest to highest, with three settings between. In defining your CRM
system, you should identify business rules for determining under what conditions an
opportunity will receive the highest priority.

Tags

Odoo also allows you to assign multiple tags to an opportunity. For example, you could
choose trade show, and sports as tags to designate the opportunity that is sports-related and
will take place at a trade show.

Email and Phone

The e-mail and phone fields allow you to specify the primary contact methods you will
likely use to communicate with your opportunity.

Internal Notes

The Internal Notes area is where you provide all the details on the opportunity. For our
example, we kept the notes brief, but when you are working with real opportunities, make
sure you take advantage of the internal notes area to document anything that will help you
in closing the sale.
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The Contact Information page

When you create an opportunity from either a customer or a lead, the information is
automatically brought over into the Lead page tab in the Opportunity. The following
screenshot is of the Lead tab of Opportunity form:

nternal Notes Contact Information
Customer Name Contact Name Mike Smith Mister{ -
Address 444 South Main Job Position
Street 2 Mobile
Murphysboro | | lllinois  ~ 62966 Fax
United States - opt-Out
Marketing Misc
SO - Referred By
Medium -
Source -

Address and Contact Information

The top half of the Contact Information page contains the standard address and other
contact information. This information is automatically populated if you choose a customer,
but can be overwritten for the opportunity if you desire. The Function field could be used
to provide a bit of detail on the event that triggered the opportunity.

Odoo does not provide separate fields for first and last names, like many
other accounting systems. Consider this as you plan how to organize
customers in your system.

Mailings

The Opt-Out checkbox prevents the lead or customer associated with this opportunity from
receiving mass mailings.
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Marketing
Also new in Odoo 10 is the ability to assign campaigns to an opportunity as well as set the
medium (that is, phone, email, television), and source of the campaign.

Save the Opportunity by clicking the Save button at the top of the form.

An introduction to sales stages

At the top of the Kanban view you can see the default stages that are provided by an Odoo
CRM installation. In this case, we see New, Qualified, Proposition, and Won.

As an opportunity moves between stages, the Kanban view will update to show you where
each opportunity currently stands. We can see this here because, this Sports Team Project
has just been entered in the New column.

Viewing the details of an opportunity

If you click the three lines at the top right of the Sports Team Project opportunity in the
Kanban view, which appears when you move your mouse over it, you will see a pop-up
menu with your available options. The following screenshot shows the available actions on
an opportunity:

Sports Team Project
o, Edit
Delete

Archive

Actions you can take on an opportunity

Selecting the Edit option takes you to the opportunity record and into edit mode for you to
change any of the information. In addition, you can delete the record or archive the record
so it will no longer appear in your pipeline by default.
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The color palette at the bottom lets you color code your opportunities in the Kanban view.
The small stars on the opportunity card allows you to highlight opportunities for special
consideration. You can also easily drag and drop the opportunity into other columns as you
work through the various stages of the sale.

Using Odoo's OpenChatter feature

One of the biggest enhancements brought about in Odoo 7 and expanded on in later
versions of Odoo was the new OpenChatter feature that provides social networking style
communication to business documents and transactions.

As we work our brand new opportunity, we will utilize the OpenChatter feature to
demonstrate how to communicate details between team members and generate log entries
to document our progress.

The best thing about the OpenChatter feature is that it is available for nearly all business
documents in Odoo. It also allows you to see a running set of logs of the transactions or
operations that have affected the document. This means everything that applies here to the
CRM application can also be used to communicate in sales, purchasing, or in
communicating about a specific customer or vendor.

Changing the status of an opportunity

For our example, let us assume that we have prepared our proposal and made the
presentation. Bring up the opportunity by using the right-click Menu in the Kanban view or
going into the list view and clicking the opportunity in the list.

It is time to update the status of our opportunity by clicking the Proposition arrow at the
top of the form:
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Notice that you do not have to edit the record to change the status of the opportunity. At
the bottom of the opportunity, you will now see a logged note generated by Odoo that
documents the changing of the opportunity from a new opportunity to a proposition. The
following screenshot is of OpenChatter displaying a changed stage for the opportunity:

Log an internal note + Following - 2 followers ~

Today

Administrator - 19 minutes ago
Lead created

= Stage: New — Proposition

Administrator - 29 minutes ago
Lead created

« Stage: New

* Salesperson: Mike Zeigler
« Partner: Mike Smith

* Sales Team: Direct Sales
« Expected Revenue: 2500

Notice how Odoo is logging the events automatically as they take place.

Managing the Opportunity

With the proposal presented, let us take down some details from what we have learned that
may help us later when we come back to this opportunity. One method of collecting this
information could be to add the details to the Internal Notes field in the opportunity form.
There is value, however, in using the OpenChatter feature in Odoo to document our new
details.

Most importantly, using OpenChatter to log notes gives you a running transcript with date
and time stamps automatically generated. With the Generic Notes field, it can be very
difficult to manage multiple entries. Another major advantage is that the OpenChatter
feature can automatically send messages to team member's inboxes updating them on the
progress. Let us see it in action!
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Click the Log an Internal note link to attach a note to our opportunity. The following
screenshot is for creating a note:

New message Log an internal note + Following - 2 followers

Activity Email |

We really need this proposal to be presented no later than May 25th. |

The activity option is unique to the CRM application and will not appear in most
documents. You can use the small icons at the bottom to add a smiley, attach a document,
or open up a full featured editor if you are creating a long note.

The full featured editor also allows you to save templates of
messages/notes you may use frequently. Depending on your specific
business requirements this could be a great time saver.

When you create a note, it is attached to the business document, but no message will be sent
to followers. You can even attach a document to the note by using the Attach a File feature.
After clicking the Log button, the note is saved and becomes part of the OpenChatter log for
that document.

Following a business document

Odoo brings social networking concepts into your business communication. Fundamental
to this implementation is that you can get automatic updates on a business document by
following the document. Then, whenever there is a note, action, or a message created that is
related to a document you follow, you will receive a message in your Odoo inbox. In the
bottom right-hand corner of the form, you are presented with the options for when you are
notified and for adding or removing followers from the document.
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The following screenshot is of the OpenChatter follow options:

+ Following &2 -

Add Followers

Add Channels

Administrator x

n Terry Zeigler x

In this case, we can see that both Terry Zeigler and Administrator are set as followers for
this opportunity. The Following checkbox at the top indicates that I am following this
document. Using the Add Followers link you can add additional users to follow the
document.

The followers who are notified are viewed by clicking the arrow to the right of the

Following button. This brings up a list of the actions that will generate notifications to the
followers:

+ Following & &2 ~

| Discussions
) Note
Stage Changed
) Oppertunity Won
) Opportunity Lost
Email
call

Task

The checkbox next to Discussions indicates that I should be notified of any discussions
related to this document. However, I would not be notified, for example, if the stage
changed.

When you send a message, by default the customer will become a follower
of the document. Then whenever the document status changes, the
customer will receive an email. Test out all your processes before
integrating with an email server. For additional resources on community
modules that help manage the chatter features, please see the Appendix.
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Modifying the stages of the sale

We have seen that Odoo provides a default set of sales stages. Many times, however, you
will want to customize the stages to best deliver an outstanding customer experience.
Moving an opportunity through stages should trigger actions that create a relationship with
the customer and demonstrate your understanding of their needs. A customer in the
qualification stage of a sale will have much more different needs and much more different
expectations than a customer in the negotiation phase.

For our case study, there are sometimes printing jobs that are technically complex to
accomplish. With different jerseys for a variety of teams, the final details need to go through
a final technical review and approval process before the order can be entered and verified.

From a business perspective, the goal is not just to document the stage of the sales cycle; the
primary goal is to use this information to drive customer interactions and improve the
overall customer experience.

To add a stage to the sales process, bring up Your Pipeline, and then click on the ADD
NEW COLUMN area in the right of the form to bring up a little popup to enter the name
for the new stage:

Your Pipeline Q Dircct Sales x N
YFilters~ | =GroupBy~ W Favorites n o= F =]
New <4 Qualified <  Proposition + — Technical Approval

Discard

Sporis Team Project
$ Aike Smith

(0) NOM

After you have added the column to the sales process, you can use your mouse to drag and
drop the columns into the order that you wish them to appear. We are now ready to begin
the technical approval stage for this opportunity.
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Drag and drop the Sports Team Project opportunity over to the Technical Approval
column in the Kanban view. The following screenshot is of the opportunities Kanban view
after adding the technical approval stage:

Your Pipeline R My Opportunities x| search.. Q
0doo a=ens
Dashboard New + — « Technical Approval =+ Won + >
Sales
S n [ o Sporis Team Project JU>
= o L] z
Next Activities I Q m
Quotations m & =
(=) — o
Sales Orders > Q Q
Products = = =
= s
Invoicing p=4
Sales o Invoice
Orders to Upsell

We now see the Technical Approval column in our Kanban view and have moved over the
opportunity. You will also notice that any time you change the stage of an opportunity that
there will be an entry that will be created in the OpenChatter section at the bottom of the
form. In addition to the ability to drag and drop an opportunity into a new stage, you can
also change the stage of an opportunity by going into the form view.

Closing the sale

After alot of hard work we have finally won the opportunity, and it is time to turn this
opportunity into a quotation. At this point, Odoo makes it easy to take that opportunity and
turn it into an actual quotation.

Open up the opportunity and click the New Quotation tab at the top of the opportunity
form:

Your Pipeline / Sports Team Project

Edit Create
New Quotation Mark Lost Log Activity

Sports Team Project
$2,500.00 ai 70 %
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Unlike Odoo 8, which prompts for more information, in Odoo 10 you get taken to a new
quote with the customer information already filled in:

New
Customer Mike Smith v (4" Expiration Date s
Payment Term 15 Days s
Order Lines Other Information
Product Description Ordered Qty Unit Price Taxes Subtotal
Add an item
Untaxed Amount : $0.00
Taxes : $0.00
Total :  (update) $ 0.00

Your opportunity converted to a quotation

The workflow in Odoo handles moving over all the required information from your
opportunity to your quotation document. At this point, you are ready to begin adding line
items and creating a quotation just like we did in chapter 2, Installing Your First Application.

Please note that, because you created a new quotation from an opportunity, Odoo still
leaves the opportunity open. Therefore, you must go back into Your Pipeline and mark the
opportunity as won if you are truly done with the opportunity.

Leads and opportunities

Odoo provides two primary documents for managing interactions with your customers or
potential customers. You can think of the Leads as less critical, and perhaps less likely to
turn into a real sales situation than an opportunity. A good example of Leads would be that
you get a few dozen business cards from people you met at a conference. You could add
each of them as a Leads for further follow up. An example of an opportunity would be if
you met someone at a conference and had a detailed conversation on how your company
provides appropriate services.
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Many people get confused between when to use Leads and when to use opportunities. The
best way to remember is that Leads are intangible and are essentially potential contacts.
Opportunities should be more clearly defined, have some sort of expected income of
successful, and provide significant project details and scope compared to a simple lead.

Turning on Leads in Odoo 10

When you first install the Odoo CRM application, Leads are turned off by default. You can
enable Leads by first choosingSettings under the Configuration section in the Sales menu.
In the settings form under the Leads you can turn on Leads by selecting the second option
and then clicking Apply:

CRM

Leads Email Alias

Setup your domain alias
Leads o Each mail sent to the alias creates a new opportunity

Use leads if you need a qualification step before creating an opportunity or a customer

Veoip integration . P
Iyt More Info

Once you have applied the changes to the settings, Odoo will refresh and add a Leads
option to your sales menu.

Creating Leads in Odoo

It can often take quite a bit of work to uncover an opportunity. In Odoo, you create Leads
when you need a qualification step before creating an opportunity or a customer. For
example, you may receive a business card or an unqualified lead from your website.
Another common situation is that Leads are purchased perhaps from a mailing list and then
imported into Odoo.

Let's create a new lead for a potential customer we met at a local event.
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Under the Sales menu, click Leads and then the Create button to open a new lead. The
following screenshot is of the form used for creating a new lead:

Leads / New

0dooO =~

Convert to Opportunity

Dashboard
Sales

Lead
B rove

Customers

My Pipeline Linda JOI‘IeS
Next Activities

Quotations -
Company Name Greative Hair Designs Contact Name Linda Jones Miss -
Sales Orders il
mal ;
Products BRI 440 South Hampion LindaJones@example.com
Streat 2... Job Position

Inveicing
Sales to Invoice Carbondale | lllinois 62901 Phone 444 555 6666
Orders to Upsell United States - Mobile

Reports

e Fax

Pipeline

Leads
Salesperson Administrator - U Rating

Tags

Activities

Sales Sales Team Direct Sales 1
Configuration

Settings

+ Leads & Opportunities Internal Notes Extra Info

Sales Teams Linda has indicated interest in using us for a new promotien for her hair salon.

As you can see, the form is very similar to the standard customer screen. There is a good
reason for this, as Odoo uses a standard structure to hold address information for Leads,
customers, suppliers, and users/employees. In our example, we have filled out the basic

contact and address information as well as assigned our sales representative to this lead.
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Converting a lead into an opportunity

Leads will stay Leads indefinitely until you take some action to either turn them into
opportunities or mark them as lost/dead. You will notice at the top left of your form is a
button labeled Convert to Opportunity. At any point, you can convert a lead into an
opportunity simply by clicking this button:

Leads / Linda Jones

Edit Create
Convert fo Opportunity

Once you click Convert to Opportunity you will get presented with an Odoo wizard that
will allow you to choose how you wish to handle converting the lead into an opportunity:

Convert to opportunity

Conversion Action © Convert to opportunity
™) Merge with existing opportunities

Assign this opportunity to

Salesperson Administrator JE
Sales Team Direct Sales j
Customers

) Link to an existing customer
© Create a new customer

) Do not link to a customer

Create Opportunity Cancel

Each of the options presented are pretty well self-explanatory. The conversion action
determines whether you will create a new opportunity or merge this lead with an existing
opportunity. You get the option of assigning the opportunity to a specific sales person.

Finally, you get to tell Odoo if you wish to create a new customer for this opportunity or if
instead you wish to assign this opportunity to an existing customer.
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Using Odoo to schedule calls, meetings, and
events

Often when working with leads and opportunities you will find it beneficial to schedule
meetings and calls. Odoo provides a built-in meeting scheduler that you can use specifically
to manage your schedule and relate those events to customers within Odoo. Odoo considers
it so useful that they have a dedicated menu for it. Let's take a look at how we can schedule
an event in Odoo. Meeting scheduling is handled in the messaging menu of Odoo. Begin by
choosing Calendar from the main menu.

Odoo will then display your personal calendar:

Meetings (Week 19) Q -
n Day | Week | Month TFilersv SGroupBy~ ¥ Favorites « B = 2
w21 Sun 05/15/2016 Mon 05/16/2016 Tue 05/17/2016 Wed 05/18/2016 Thu 05/19/2016 Fri 05/20/2016 Sat 05/21/2016 rs May 2016 Y
Al day Sun  Mon  Tue  Wed  Thu  Fn  Sat
1 2 3 a s s
Bam 8 10 1 12 1 14
s w vl v =» =

@ 1 Administrator [Me]

i Everybody's calendars

10am

11am

12pm

1pm

2pm

3pm

4pm

5pm

Odoo will bring up the current week. Arrows at the top left of the form allow you to quickly
navigate to the previous and next month, respectively. To the right of the title is the option
to look at the calendar by week or by day. This can be particularly valuable to see more
information when you have many meetings scheduled.

On the far right you have a small calendar for the next month. This small calendar is
interactive and you can use it to quickly jump to that month and even a specific day.
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Scheduling an event

Scheduling an event is very easy. Simply click on the day you wish to schedule an event.
You will then be prompted to give a name to the event and to either create or edit the event:

Create

Summary:

Followup with Mike Smith

Edit Cancel

After entering the event summary, you will have two options. You can directly create the
event, or you can choose Edit to provide additional details about the event.

Depending on how you want to organize and manage your meetings, it may work for you
just fine to create the event; provided the event summary is enough information for you to
take the action you require. Typically, however, it will be a better practice to edit this event
and provide some more details.

Click Edit to create an event and automatically bring it up for editing;:

Create: Meetings

Meeting Subject

Followup with Mike Smith

Altendees

Select attendees... -
Meeting Details Options

Tags
Starting at 12/21/2016 09:00:00 -
Reminders
Duration 00:30 hours
Location
All Day .

Description

m Discard
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Odoo will automatically bring over the event summary that you filled in after clicking on
the day. Notice, however, that instead of Event Summary the title is now Meeting Subject.
Perhaps Odoo will moditfy this in the future for greater consistency.

Adding attendees to your meeting

By default, you are the only person attending this meeting. When you are meeting with a
client, customer, or vendor it is largely up to you whether you wish to add the attendee
here in the list. For our purpose, we will add Mike Smith to the list of attendees. Odoo will
automatically search in real time as you type out the name:

Meeting Subject

Followup with Mike Smith

Attendees
Meeting Details il
Termry Zeigler
Create "M"
Starting at
9 Create and Edit... -

Duration 00:30 hours

All Day —

Odoo will then add the attendee to the attendees list. For internal communications, this can
be used to make sure all of the necessary team members are notified of the meeting if they
are also using the Odoo schedules.

Odoo will provide you with a warning if you add an attendee who does
not have an email address. In this case, Odoo will still add the attendee,
but naturally any automated notifications cannot be delivered to the
attendee.
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Specifying meeting details

Odoo's meeting scheduler offers quite a few different options that assist you in customizing
the meeting. One of the first things to notice is that by default, Odoo schedules the meeting
for the full day. If your meeting does not have a specific time you can check the All Day
option. After you have checked the option, the Duration field disappears and is replaced
with an Ending at field to specify the ending day for the event. This allows you to specify
events that may span several days:

Create: Meetings

Meeting Subject

Followup with Mike Smith

Attendees

Select attendees... -
Meeting Details Options

Tags -

EEEnoint 12/21/2016 -
Reminders

Ending at 12/21/2016 - -
Location

All Day

Description

Discuss the latest proposal‘

Specifying tags for your meeting

Odoo provides a set of default meeting tags that quickly tell you the overall scope of the
meeting. You can specify multiple tags as well as create new tags to organize your meeting
schedules:

[88]



Exploring Customer Relationship Management in Odoo 10

Tags

-

Reminders Internal Meeting

Off-site Meeting
Location
Open Discussion

Feedback Meeting

Setting up reminders for your meeting

Often you may like to have a reminder or notice a little bit before your meeting. Setting
reminders can possibly help prevent you from missing an important meeting. Odoo offers
two kinds of basic reminders, notifications and e-mail reminders.

Notifications will prompt you visually on screen in the top right corner of your window
when the reminder times comes. Email reminders will send you an e-mail:

Reminders

-

1 Hour(s)
2 Hour(s)
1 Day(s)
2~3 Hour(s) mail
5~6 Hour(s) mail

Create and Edit...

In addition to tags and reminders you also have the option to specify the location of the
meeting. This location is a simple text field and is just some extra information that you can
use to keep your team members informed.

Specifying additional meeting options

Under the options page, Odoo allows you to specify several additional options for
meetings. One of the most powerful features is the ability to configure reoccurring
meetings. When you select the reoccurring option, additional options will become available
in which you can select the interval.
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Depending on the interval you select, the form will refresh with the appropriate options for
that interval. In the following screenshot, we have selected a weekly interval. Odoo then
allows us to select which day(s) of the week the meeting will repeat:

Create: Meetings

Meeting Subject

Followup with Mike Smith

Attendees

Select attendees...

Meeting Details Options
Recurrent
Repeat Every 1 Week(s) :I

Ll Number of repetitior j 1

Wed
Thu m

Fri (m|

Sat '

m Discard

In addition to selecting the specific days, you can also specify how long until the
reoccurring meeting will end. The preceding example demonstrates how you can specify a
meeting to end based on the number of repetitions. If you choose, you can select an end
date to stop the reoccurring meeting.
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Summary

In this chapter, we started by discussing the role of a CRM system in a modern day
business. We installed the CRM module, created salespeople, and proceeded to develop a
system to manage the sales process. In our example, we walked an opportunity through the
various stages in the sales process. Finally, we saw how to modify stages in the sales cycle
and turn the opportunity directly into a quotation.

In the next chapter, we will turn our attention to purchasing products and setting up the
MRP application to handle production operations.
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In this chapter, we start getting into what could be considered the core functionality of most
ERP systems. We will begin by setting up a vendor and then purchasing raw material
components. After the products arrive, we then receive the products into inventory and pay
the invoice to complete the purchasing cycle.

Topics we will cover in this chapter include:

e Examining a typical purchasing process for a business
e Setting up your vendors and warehouse locations

¢ Entering a quote and turning it into a purchase order
¢ Receiving products from your vendors

e Paying invoices

Understanding the overall purchasing
process

Let us begin by taking a 30,000-foot view of the purchasing process. Putting together a
purchasing system requires several steps, and initially it can be confusing for people new to
ERP systems. But when you break the steps down and look at them individually, the
process becomes much easier to understand.
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Setting up a vendor

When you set up a vendor, you are determining the individuals or companies that are
providing you with products. Sometimes vendors are also referred to as suppliers. In Odoo,
it is perfectly possible to create a product and sell it without implementing a purchasing
system. However, to begin using your system for purchasing, you will need to configure the
vendors.

The steps you take with setting up a vendor are much the same as setting up a customer. In
fact, now is as good a time as any to tell you that Odoo maintains core customer, employee,
and vendor records all in the same model (or table) named res.partner. Odoo
distinguishes between customers, vendors, and those who are both with the use of the Is a
Customer and Is a Vendors checkboxes.

Setting up warehouse locations

Once you have decided to start using Odoo to purchase your products, you will need to set
up locations to receive them. In a simple operation, you may only have one location, but
other companies may have literally hundreds of warehouse locations. In Odoo, each
location can maintain its own address, and it is possible to create nested sub-locations for
better management and reporting of inventory.

Generating quotations and purchase orders

To acquire the raw product, you will need to create Request for Quotations and/or
purchase orders to send to your vendors. In purchasing, these are the documents you create
that tell the vendors which products you require, the quantity in which you require them,
and what you expect to pay for those products. Often this process is referred to as
procurement. Depending on the industry and the specific location of the company, it is
possible that there might be a variety of methods to manage quotations and approvals
when purchasing products.

Receiving the product

In a simple purchasing workflow, once your purchase order has been received by the
vendor, you will be waiting for them to fulfill the order. At some point, you will receive the
product. Depending on your industry, this could be the same day or can even stretch to
months. When the delivery is complete, you receive the products and they will move into
the location you select.

[93]



Purchasing with Odoo

Now that the product has been received, you are ready to create a manufacture order. But
first, let's pay the vendor for what we ordered.

Settling the invoice

Once you have received the product, it is just a matter of time before you must pay for it.
Invoicing can happen at the time you order the product, before the product is shipped to
you, or after you have received the product. Regardless of when you get an invoice, you can
be sure that if you are receiving products, you will eventually be invoiced for them.

When an invoice is received, it is essential to compare it to the purchase order for accuracy.
Any discrepancies between the purchase order and invoice must be resolved before the
invoice is paid. Essentially, this is your way of ensuring that you are only paying for the
products you have authorized for purchase. Finally, it is good practice to match the
receiving or delivery order to the purchase order and invoice as well. This three-way match
ensures that you got exactly what you ordered and that invoice reflects exactly what you
are required to pay.

Installing the purchasing application

Odoo is a modular set of applications in which you only install the applications you need.
Therefore, we must install the purchase management application to continue. By this point,
you should be familiar with the process of installing a new application to Odoo. Following
is a screenshot of the Purchase Management application in Apps list:

Purchase Management

BN B Purchase Orders, Receipts, Vendor Bills
L

When you install the purchasing application, you will get two new menus:

e Purchases
e Inventory
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It is possible that these menus may already exist or that purchasing may
already be installed if you have installed another module such as e-
commerce, that requires Purchase Management as a dependency.

The Purchases menu is where you can create quotations and purchase orders for the
products you purchase from your vendors. In the Inventory menu, you can manage
physical inventories. If you take a few moments to look through the menus you will notice
you can access some of the same features from both menus. For example, you can get to the
Products view from either menu.

Setting up your first vendor

To begin setting up our first vendor, you will select Purchases | Vendors and click on
Create:

Vendors Search Q

0J00

Purchase
R ts for Quotat i i
= Click to add a contact in your address book.
Purchase Orders

QOdoo helps you easily track all activities related to a supplier: discussions
el rs

history of purchases, documents, etc
Products

Control
Incoming Products
Vendor Bills
Reporis
Configuration

Settings

Powered by Odoo

This is the Vendors listing, but as it is empty, you will see instructions on how you can add
a new vendor. Odoo also lists a few of the features that you can expect from vendor
management such as tracking discussions, history of purchases, and documents associated
with a vendor.
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After clicking Create, Odoo will bring up the vendor form for you to fill out:

Individual g Company — . 0 0
Il Active g Meetings @ Activities
T-Shirt Supply Co. s 0 0
@ Sercoroms. |
endoar Bills. Purchases
Address 564 Made up street Phone 444-555-6666
Street 2 Mobile
Canton Ohio v | 49432 Fax
United States -
Email
Website

Language i -
Tags — English J

Contacis & Addresses ntermnal MNotes Sales & Purchases Accounting

This form is very much like the customer form because it is based on the same basic
structure. In fact, it is perfectly acceptable for a customer to also be a vendor. When you
create a new vendor record, a vendor checkbox is automatically marked for you under the
Sales & Purchases page on the form. Sometimes this can get a little confusing for people
new to Odoo. This chapter will start to make the relationships between companies, contacts,
customers, and vendors in Odoo clearer.

Designating vendor companies versus
individuals

Much like when you set up a customer, the Company and Individual options at the very
top of the form are where you inform Odoo of the relationship you have with this vendor.
Typically, you will be purchasing products from a company.
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For our example, we will choose the Company option.

Once you've filled in the vendor name, address, and other contact information, as well as
the required accounting information, click Save at the top of the form.

Configuring your product for procurement

When we set up our first product, we were only concerned with selling the product to a
customer. We essentially named the product and set the price at which we wish to sell it. To
purchase the product from our vendor, we must provide a little more information. To do
this, we will edit the product and change the information under the procurement tab.

Go to Purchases | Products, then click on the option for Medium White T-Shirt to bring
up the product form. Then click Edit to enter the edit mode.

Following is a screenshot of the Inventory section of the product form:

Product N
S ﬁ Active I Traceabllity E DPurchases
Medium White T-Shirt .

S Sales
E4 can be sold
&4 can be Purchased
General Information Inventory Sales nvoicing
Routes Buy Weight 0.00
Make To Order Volume 0.00

Internal Cat

nternal Category All = |_)‘l

Vendors

Vendor Minimal Quantity Price Start Date End Date
Add an item

At the top of the form, check Can be Purchased so that the purchasing systems know to
include this product in the list of products when you make a purchase order.
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Supply chain information

In Odoo 10, you have far more options to manage your purchasing supply chain, using
routes. Fortunately, by default, Odoo sets up two of the most common routes. These routes
are Buy and Make to Order. For purchasing, we must check the Buy checkbox so that Odoo
can properly route the products we purchase from our vendor to our internal warehouse
location.

Using buy routes

When you configure a buy route, you can purchase products in one of two ways. One of the
ways to purchase this product would be to create a purchase order and add the product to
the purchase order manually. This is the typical manual purchasing system where a
purchase agent perhaps uses other events outside Odoo or examines reports in Odoo to
create purchase orders.

In addition to creating manual purchase orders, you can also create re-ordering rules that
will automatically create draft purchase orders when the stock of the product dips below a
set minimum. This method works well on products that are ordered frequently and frees up
your purchasing managers from having to manually create purchase orders for some or
even most of your inventory.

Using Make To Order

When you configure a Make to Order route, you are telling Odoo that you wish for draft
purchase orders to be created when a sales order includes that specific product, regardless
of the stock you have on hand. For example, even if you had 2,000 of a product in stock and
a customer orders ten of that product, Odoo will create a draft purchase order for 10 units if
you have the Make To Order route checked.

Often a business would use the make to order option when they do not need to keep stock
on a product and instead will either manufacture or purchase the product for reselling once
a sales order is confirmed. It is certainly possible to use a combination of buy and make to
order with re-ordering limits to set up a system in which you always keep a minimum
quantity in stock, but a draft purchase order is created for sales orders which include that
product. Remember, draft orders can always be cancelled, so depending on the processes in
your purchasing department, it may be desirable for them to get make to order purchase
drafts even if they wish to maintain their own minimum and maximum limits within Odoo.
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Purchasing information

In addition to the changes under the Procurement tab, there are also a few changes we need
to make under the General Information page on the product form:

Product Name

— ) e LY ) 0
) . : [l Active ‘%) on Hand ‘sl Forecasted

Medium White T-Shirt I 0
I Traceability K./ Reordering R... ™ Purchases

k4 can be Sold 1
Can be Purchased S -

General Information nventory Sales nvoicing Notes

Product Type Stockable Product 4  SalePrice $ 16.50

Internal Reference
Cost $7.25

Barcode :
Control Purchase On ordered quantities
Bills

© On received quantities

Product type

When you configure purchasing, you will want to pay special attention to product type. For
this example, we have chosen Stockable Product because we wish to manage the inventory
of the product and perhaps sell directly out to the customer. Alternatively, you can choose a
consumable product type. This would be a good choice for products you don't wish to
manage in inventory and just plan to purchase and use, such as office supplies or coffee
filters for the break room.

Setting records to active

Like most records in Odoo, you can set a product to Inactive so that it will no longer be
available when creating new sales orders or purchase orders. You can do this from the
General Information tab on the product page.
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Once you have any transactions associated with a product, you will not be
allowed to delete that product from the system. Instead, set active to false
so that the product will no longer appear in the active lists. To view these
inactive records, you can use the advanced search feature to create a filter
to show records where the active flag is false.

Setting the cost price of the product

Often, you will wish to assign a cost to the product. This will be the cost that will appear on
your purchase quotations, though it can be overwritten at any time to reflect a vendor's new
pricing. If your vendor happens to give you a one-time discount, you will want to reflect
that change on the actual purchase order, rather than here in the base product record. For
our example, we have set the cost price of the shirt to 7.25.

Assigning vendors to the product

At the bottom of the Inventory tab is the option to add vendors. It is very common that a
company may have multiple vendors which offer the same product.

Click on Add an Item in the vendor grid to add the vendor to the product:

Create: Vendor

Vendor Price List

Vendor T-Shirt Supply Co. v L),' Minimal Quantity 12

Vendor Product Name Med Wht Shirt Price 9.25

Vendor Product Code MWT-20 Validity 05/24/2016 to
Delivery Lead Time 4 days 09/30/2016

Save & Close Discard
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Establishing the vendor

You have the choice in the drop-down list to search for vendors as well as to create and edit
a new vendor on the fly. To the far right of the drop-down, you can use the small icon to
edit the current vendor. In the pop-down we have selected T-Shirt Supply Co. as the
company to provide our blank Medium White T-shirts.

Designating vendor product name and product code

Because a vendor may use different product codes or product names than your company
does to describe a given product, here you have the option to specify how the vendor
identifies the product. This information will be displayed on the purchase quotations and
purchase orders you create to make sure you get the right product from the vendor.

Setting minimum quantity

Vendors will often have a minimum order quantity for a product. Sometimes, vendors may
actually sell you a lower quantity but the cost per unit is dramatically higher. Setting a
minimal quantity in this form allows you to prevent those problems by forcing purchase
quantities to be at least the minimal quantity value. For our example, we will set the
minimal quantity to 12.

Calculating delivery time

Depending on the vendor, a product may take less or more time to obtain. Often this can
make a difference when you are putting together a time-sensitive purchase quotation. A
product may be cheaper, but if the delay is too long and puts the delivery time in jeopardy,
you may need to buy the product at a higher price from another vendor who can deliver the
product faster. Setting the delivery time in days for the vendor to deliver the product
provides your purchasing agents with the information they require to make decisions based
on price and availability. For our example, we have set the delivery time to 4 days.

Setting price and validity

Now in Odoo 10 you can also specify the price for the item from that specific vendor. This
simplifies managing your vendor pricing. When you select the given item for a specific
vendor, you will get the price you have specified here. Optionally, you can specify validity
dates so you can proactively manage products when suppliers bring on new products or
perhaps discontinue a product.
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Creating your first purchase quotation

Now that we have our vendor entered and the product associated with the vendor, we are
ready to create our first Request for Quotation (RFQ). This is typically the document you
will create when requesting pricing from a vendor (sometimes called a vendor) prior to
actually ordering the product. For our example, we are going to create a RFQ for Medium
White T-Shirts.

Go to Purchases | Requests for Quotation and click on Create to make a new RFQ:

Requests for Quotation Searct Q
0Jdo0 =lajn u e
Purchase
_ SIS E TR Click to create a request for quotation.
Purchase Orders
- The quotation contains the history of the discussion/negotiation you had with
endors
Broduct your vendor. Once confirmed, a request for quotation is converted into a
roducts
purchase order.
Control

Most propositions of purchase orders are created automatically by Odoo based

Incoming Products
on inventory needs.

Vendor Bills
Reports
Configuration

Settings

Powered by Odoo
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After you click on Create, the RFQ will appear for you to enter the required information:

Requests for Quotation / New

Discard
‘Send RFQ by Email Print RFQ Confirm Order Cancel

odoo

Purchase Order
Purchase

Requests for Quotation
Purchase Orders
Vendors

Preducts

Control

Incoming Products

Powered by Odoo

Request for Quotation
New

Vendor

T-Shirt Supply Co. - [ Order Date

Vendor Reference

Vendor Bills
Reporis
Configuration . .
Products Deliveries & Invoices
Settings
Product Description Scheduled Date Quantity Unit Price Taxes Subtotal
++ Medium White T-Shirt [MWT-20] Med Sht Tshirt 12/24/2016 16:53:30 12.000 7.25 Tax 15.00% 87.00 @
Add an item
et up default Terms and conditions in Untaxed Amount - $87.00
Taxes : $13.05
Total:  $100.05

w RFQ Sent

12/20/2016 16:53:30 -

When you first create the request for quotation, the order date will be automatically
populated with the current date. You can then select the vendor you wish for the RFQ as
well as include an optional vendor reference and source document. An example of a source
document would be a sales order number that triggered the purchase order process.
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Adding products to your request for quotation

After you click Add an Item you can select the product from the drop-down list on the far
left. The description will automatically be filled in. The scheduled date will be determined
based on the delivery delay from the vendor. We also find the minimum order quantity
from the vendor has been pulled to the RFQ. Finally, the unit cost is populated from the
unit price on the Procurements tab of the product.

Printing RFQs and updating status

For now, we will skip the Deliveries & Invoices and go right to printing our RFQ. By
default, Odoo will print to a PDF file. This file can easily be attached to e-mails. Once you
have configured an e-mail server, you can configure Odoo to automatically send the
purchase order by e-mail.

The status is then updated to show that the RFQ has been sent:

| RFO Purchase Order

Confirming a purchase order

Once you have a final quotation, you are ready to confirm the purchase order. It is very
important to understand that once you have confirmed, it becomes a purchase order and it
can no longer be modified. Once you are sure you wish to finalize the purchase order, click
the Confirm Order button. Any modifications that need to be made at this stage would
require you to duplicate and cancel the original order. This is necessary so that Odoo can
maintain an audit trail.
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If you happen to receive an error message reading No Expense Account
when you attempt to confirm the order, check your settings for your chart
of accounts. You must have an expense account designated for the
products contained on the PO.

Requests for Quotation / PO00001: $ 100.05

Edit Create Print= | Action ~ 1/1 € | >
Send PO by Email Receive Products Cancel Lock RFQ RFQ Sent Purchase Order

Purchase Order

PO00001

1 > 0
! Shipment EJ? Vendor Bills

Vendor T-Shirt Supply Co. Order Date 12/20/2016 16:53:30

Vendor Reference

Products Deliveries & Invoices
Produci Description Scheduled Date Quantity  Unit Price  Taxes Subtotal
Medium White T-Shirt [MWT-20] Med Sht Tshirt 12/24/2016 16:53:30 12.000 7.25 Tax 15.00% 87.00

Untaxed Amount : $87.00
Taxes : $13.05

Total:  $100.05

The preceding screenshots shows the RFQ form. Once you have confirmed, the form will
refresh to show the new status of the purchase order. At this point, you are waiting on the
vendor to deliver the products and send you an invoice. The status is updated to Purchase
Order and is now just one step from the Done condition.

After clicking Confirm, you will notice in the upper-right corner that we can see there is
one incoming shipment. Each of these is an active button that you can click to see the
corresponding shipments or invoices associated with this purchase order.
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Receiving products

If everything goes as planned, the products we have ordered will be arriving within four
days or less. Once the products have arrived, we must receive our products into inventory.

Click Receive Products to bring up the Receiving form:

Requests for Quotation / PO00001: $ 100.05/ WH/IN/00001

Edit Create Print= | Action = 171 €| >
Validate Print Cancel Draft Waiting Availability Partially Available Available Done

Partner T-Shirt Supply Co Scheduled Date 12/24/2016 16:53:30
Source Document PQ00001
Operations nitial Demand Additional Info
Product To Do Done
Medium White T-Shirt 12.000 0.000

Getting ready to receive

At this point we have not actually received the product yet. This is just showing us the
details on the product that we are ready to receive. The WH/IN/00001 is sequentially
assigned for each transaction.
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Please be aware that it is possible the transaction name WH/IN/000001
may be different in your installation as Odoo changes the sequences that
are defined in a default installation from time to time. These names can be
user-configured by going to Settings|Sequences &

Identifiers| Sequences. You could even change the default prefix from PO
to whatever you desire, as long as it does not conflict with the prefix of
another module.

The WH in the name is short for warehouse and the IN is for incoming goods. When we are
receiving products into inventory, we are creating an inventory transaction. You can see the
associated purchase order under the Source Document field on the right side of the form.
We can also see the actual time the order was received compared to the scheduled time of
the order. In this case, we can see we received the order in plenty of time.

Receiving our goods

By editing the transfer and changing the value in the Done column, you can specify an
alternate quantity if what you have received does not match the quantity on the purchase
order. For this example, we will assume that the entire product arrived as expected.

When you click the Validate button near the top of the form you will get a confirmation to
receive the quantity that was on the purchase order:

Immediate Transfer?

You haven't set processed (done) quantities. Click apply and Odoo will process all quantities to do.

m Canes!

Once you click Apply, the quantity in the Done column matches the To do quantity; the
product is now in inventory. Since all of the products on this purchase order have been
received, the purchase order status at the top right is set to Done. Finally, you will notice
the Reverse button that is available for instances in which you need to manage product
returns:
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Requests for Quotation ' PO00001  WH/IN/00001

Edit Create Print= | Action =
Reverse Draft Waiting Availability
Partner T-Shirt Supply Co. Scheduled Date
Destination Location Zone  \wH/Stock Source Document
Operations nitial Demand Additional Info
Product From To To Do
Medium White T-Shirt Vendors Stock

Today

Partially Available

06/03/2016 18:44:07
PO00001

Done
12.000

Lag an internal note + Following -

1-10f 1

12.000

One follower «

If you would like to verify that your goods have been received into inventory, look up the
Medium White T-Shirt under Products and click on the Inventory tab. You should notice
its quantity on hand increased by 12 units. Odoo automatically adjusts stock levels as
products are received into your company's inventory. Likewise, stock levels are

decremented if products are returned to their vendor.

Paying vendor bills

Once you have received your product, sooner or later you should receive a bill. This is often
called a supplier or vendor invoice. It is of course possible to receive a bill before you
receive products. Each business will have to decide the exact workflow for when they pay

bills and under what conditions.
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Unlike in Odoo 8, when you confirm a purchase order in Odoo 10 there is no visible record
of a draft invoice or bill. This was likely a control that was put in place so that the receiving
of the bill from the vendor would be required and help prevent someone from simply
validating the purchase order and creating and sending out a bill.

To create a vendor bill, go to the Invoicing menu and select Purchases | Vendor Bills:

Vendor Bills Search Q

0Jdo0 SpB0r
Purchase ¢
Requests for Quotation

Purchase Orders

Click to create a vendor bill.

Use this menu to control the invoices to be received from your vendors. When
registering a new bill, set the purchase order and Odoo will fill the bill
automatically according to ordered or received quantities.

Vendors

Products

Control

Incoming Products

Vendor Bills

Reports
Configuration

Settings

Click Create to bring up the Vendor Bills form.

In the workflow, the user should now have the vendor bill in front of them that they need to
pay. Use the Vendor drop-down menu to select the vendor.

Next, use the Add Purchase Order drop-down menu to select the purchase order PO00001 :
$ 100.05 as the one we wish to pay:

Draft Bill

Vendor T-Shirt Supply Co. v L);|
Vendor Reference

Add Purchase Order | -

PODDDO1L: $ 100.05
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At this point, you will see all the necessary information from the purchase order including
the product, description amount, and tax:

Vendor Bills / New

Save Discard

Validate |IeRUSIR=I m Open

Paid

Draft Bill

Vendor T-Shirt Supply Co. - Source Document PO00001
Vendor Reference Bill Date

Add Purchase Order Due Dale

Bill Other Info
Product Description Quantity Unit Price Taxes Amount
++ Medium White T-Shirt PO00001: [MWT-20] Med Sht Tshirt 12.000 7.25 Tax 15.00% $87.00 W

Add an item

Tax Description Tax Account Amount Untaxed Amount : $87.00

Tax : $13.05
Tax 15.00% 101300 Tax Paid $13.056 @
Total : $100.05
Add an item

From here you can click Validate to create the bill. This will then leave the bill with the
status Open, until you register a payment or ask for a refund.

[110]



Purchasing with Odoo

So let's pay this bill. Click on Validate on Register Payment page as shown:

Register Payment

Payment Method Bank (USD) j Payment Date 05/31/2016

Payment Amount % 127.65 Memo

Validate Cancel

Most of the information will automatically be filled out including Payment Date and
Payment Amount. You can change these if necessary. The one piece of information you
must provide is the Payment Method. For our example, we have chosen Bank (USD).

The Memo can be used to create whatever note you wish to document this payment. For
example, you can use the Memo field to specify the check number you use to pay your
vendor.

When implementing a purchase order system, it is critical to train users
thoroughly on how transactions are tied together. While many forms
allow you to click on a link to view a related record, fields such as
Payment Ref store the data just as text. Train and encourage users to
quickly use copy and paste rather than re-entering data into search fields.

Odoo will allow you to configure multiple payment methods. For now, choose Bank and
click Validate to complete the transaction.
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You have now completed the entire purchasing cycle from purchasing, to receiving, to
finally paying for the product:

Bill

Vendor T-Shirt Supply Co. Source Document PO00001

Vendor Reference Bill Date 12/21/2016

Add Purchase Order - Due Date

Bill Other Info
Product Description Quantity Unit Price Taxes Amount

 Medium White T-Shirt PO00001: [MWT-20] Med Sht Tshirt 12.000 7.25 Tax 15.00% $87.00

Tax Description Tax Account Amount Untaxed Amount : $87.00
Tax : $13.05

Tax 15.00% 101300 Tax Paid $ 13.05

Total : $100.05
©  Paidon 12/21/2016 $ 100.05

Amount Due : $0.00

In the prior screenshot, you can see the final paid invoice for our purchased products.
Notice at the bottom-right of the form it shows that we have a balance of zero. Now we can
also see a summary of the payment as well by hovering over the little information icon
above the amount due.
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Summary

In this chapter, we installed the purchasing application and set up a vendor to purchase
products. Next, we successfully purchased products and received those products into
inventory. After our products were received into inventory, we proceeded to pay the
invoice to complete the payment cycle.

In the next chapter, we will take the raw materials we have just received into inventory and
use them to manufacture and deliver a finished product. We will create manufacturing
orders to define the steps of the production process and allocate the required resources.
Coordinating all of your resources, including machinery and manpower, can be a daunting
and time-consuming task, but we are learning how Odoo makes this significantly more
manageable.
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Making Goods with
Manufacturing Resource
Planning

In this chapter, we will cover how you can use Odoo to manage the process of
manufacturing products. Once you have received the required raw products in your
inventory, you can begin manufacturing the end product. Part of the functionality of an
ERP system is to assist you in scheduling these orders based on available resources. One of
the resources is, of course, the raw product. Other resources could include available labor or
the availability of a particular machine. Essentially, the goal is to schedule the
manufacturing order at a time that all resources are available and produce the product for
an on-time delivery.

In this chapter, we will cover the following topics:

e Setting up the manufacturing process
¢ Defining our bill of materials

Manufacturing our final product

Analyzing the inventory report

Creating manufacturing orders

Manufacturing orders define the product you wish to build, the resources required, and
when you wish to produce the product. They also designate when you wish to produce the
product. In addition, they can contain information about work orders and routings that are
related to that manufacturing order.
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Producing the product

When it is time to actually produce the product, you then inform Odoo of each of the
products produced and your manufacturing order changes to a status of Complete. In a
typical workflow, your raw materials are moved out of the inventory, and your finished
product is added into your inventory.

Delivering the order

After a product has been produced and has been put into the inventory, it can be packaged
and delivered to the customer. Depending on the specific manufacturing environment, a
product may not even sit in a physical inventory location at all and instead may be shipped
almost immediately to the customer. Meanwhile in another industry, you may have a
product that is produced and then sits in a warehouse for months before delivery. Of course
it is always possible that something gets produced and gets left in dead stock. In this case,
you would never have a delivery order and instead use a process to determine how to
manage that dead inventory.

Defining the workflow for your business

Much like configuring the CRM application, oftentimes the most complex part of setting up
a purchasing and manufacturing system is not the ERP software itself. Instead the real
challenge is to understand the business requirements and how the current processes can
best be implemented. If you have never set up a purchasing and manufacturing system
before, it is highly recommended that you supplement your knowledge with additional
source material on the subject. Please refer to the appendix for references to additional
resources on ERP and manufacturing.

A real-world example of producing a custom-
printed t-shirt

In Odoo, you manufacture products by creating manufacturing orders. For our example, we
will be printing T-shirts that have a custom designed logo. The basic manufacturing process
itself involves using a screen to apply ink to each of the T-shirts. For now, we don't need to
know all the details of this process to begin using Odoo to help schedule and track the
manufacturing of the product.
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The basic steps in the process are simple:

1. Define a bill of materials that determine what items are needed to produce the
final product

2. Use a manufacturing order to print a design on the blank T-shirts
3. Deliver the printed T-shirts to a customer

Installing Manufacturing Resource Planning

We must now install the Manufacturing Resource Planning (MRP) application so that we
can begin configuring our T-shirt production. By now you should begin to understand the
modular nature of Odoo. Install the MRP applications just like you did with the other Odoo
applications:

Choose Apps and install the Manufacturing application:

Manufacturing

Clicking the Install button installs the MRP application.

Creating your first manufacturing order

The flexibility of Odoo provides a variety of approaches that you can take in setting up your
system. Manufacturing can also become a complex topic and is one of the more challenging
aspects of setting up any ERP system. For our first manufacturing order, we will ignore
many advanced options.

understand them all. If you are new to manufacturing systems, it will take
you longer to implement Odoo, and you should consider hiring

8 Keep it simple at first. There are many options and it will take time to
professional consultants to assist you.
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To create your first manufacturing order, go to the Manufacturing menu, choose
Manufacturing Orders, and then click Create:

Manufacturing Orders ' New

m Discard 2 n | B2 2 |
Confirm Production Cancel Production m Ready to Produce Production Started Done

Reference

Product v Bill of Material v
Product Quantity 1.000 Responsible Administrator Y|
Scheduled Date 06/15/2016 10:54:37 i Source Document
Raw Materials Location WH/Stock e
Finished Products Location | wiH/Stock 2
Consumed Products Finished Products Scheduled Products Extra Information
Products to Consume Consumed Products
Product Quantity Product Quanlity
Add an item

This is the manufacturing order as it appears just after you have hit Create.

Take a minute to look through the various tabs and get an idea of the information that is
collected for a manufacturing order. Don't worry if you don't understand all the options yet.
We will begin with a simple product and look at some of the most important aspects of
creating a manufacturing order. Later, we will explore some of the more complex
manufacturing scenarios.
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What product are we going to manufacture?

The only product we have entered into Odoo so far is the medium white T-shirt, which is
blank. Nothing is printed on the T-shirt when it is received from the supplier. Now, we
want to create a manufacturing order that will produce a new product in which we print on
the T-shirt a design of the customer's choice.

For our operations, we can still use the medium white T-shirt. But now instead of selling the
blank T-shirt directly to our customer, it will be used as a raw material for our
manufacturing order.

Let's first configure the final product that is to be created during the manufacturing process,
that is, the complete T-shirt with the final design that will ship to the customer. For our
example, it will be a Class of 2016 T-shirt.

Odoo allows you the ability in most forms where it is appropriate to create a product on the
fly. Let's create a product by clicking the drop-down arrow under the Product tab and
choosing Create and Edit...:

New
Product | -
Bill of Material -

Using the quick Create and Edit..., you can add your finished products directly when
creating a manufacturing order. In some workflows where you may use a separate system
for handling sales orders, this option can be a fast way to create the required finished
products to push into the inventory.
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Next, you will fill out the product form with the fields required for a finished product:

Create: Product
Update Qty On Hand Procurement Request

Class of 2016 T-Shirt

Can be Sold
_) can be Purchased

m Discard

General Information Inventory Sales nvoicing

Routes B Buy
Manufacture
") Make To Order
Internal Category Al
Vendors
Vendor Minimal Quantity
Add an item

—
- Active

I Traceability

Weight 0.00

Volume 0.00
-z

Price Start Date

a 0
On Hand Forecasted

7~ 0 A 0
K./ Reordering R... Bill of Materials

0 o
= Manufacturing S Sales

End Date

The General Information and Inventory tab should look familiar by now. Starting in Odoo
9, Odoo provides routes that allow a lot of flexibility in defining complex workflows and
supply management operations. Fortunately, the more common routes are already
configured and we can check Manufacture to let Odoo manufacturing know that this
product is part of the manufacturing workflow. Only products that have the supply method
of Manufacture can be selected as a product on a manufacture order.
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Please also notice at the top of the form that the Can be Purchased box is unchecked. This
will keep this product from appearing in the product list on a purchase order. Since we
cannot purchase this product directly from a supplier, we don't want it appearing in our
product list when working within purchasing.

Building your bill of materials

A Bill of materials (BOM) is essentially a list of products that are required to produce
another product. You can think of it like the list of ingredients for a recipe. Odoo needs to
know what materials are required for us to produce this Class of 2016 T-shirt
product.

In complex products, a bill of materials can be nested. For example, it may take many
products to make a sub-product and then several sub-products to make a final product.

Don't let nested BOM intimidate you. Once you understand how a simple
BOM is processed you will more easily see how you can group parts
together. Think about grouping more complex BOM by assembly and
work centers. This makes it easier to see your inventory in real time as
BOM can be processed at each stage of your operations, properly using up
materials and creating finished sub-assemblies.

For our first bill of materials example, we will be keeping the bill of materials simple. We
are just going to require the white T-shirt. The rest of the operation, printing the actual T-
shirt, will be incorporated into the manufacturing order. In other words, if there are enough
white T-shirts, this manufacturing order can be processed, and we can produce the final
product. For now, the inks and screens will not be managed in the manufacturing process.
This is an example of starting simple and adding more complexity as we build up the
system.

A smart button in the top-right of the form shows you a count of the bill of materials
attached to this product:

0
& Bill of Materials
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Clicking this button will bring up the bill of materials listing for that product:

Manufacturing

Products / Class of 2016 T-Shirt/ Bill of Materials = Cass of 2016 T-Shirt % | Search Q

0doo
Operations ¢
Manufacturing Orders

Unbuild Orders

Click here to add new document

Scrap

‘Workorder Messages

Master Data

Products
Bill of Materials

Naturally, this is a blank list, as we have not yet defined any bill of materials for this
product. Notice in the top right corner, the product filter that is restricting this list view to
only display the Bill of Materials that are for the Class of 2016 T-shirt.

Clicking Create will now bring up a blank Bill of Materials form with the Class of 2016
T-shirt automatically pre-populated as the finished product to build:

Products / Class of 2016 T-Shirt / Bill of Materials / New

m Discard

—
I Active

Product Class of 2016 T-Shirt - L}Jl Reference

Quantity 06T BoM Type © Manufacture this product
Ship this product as a set of
components (kit)

Components Miscellanecus
Product Product Quantity
+ Medium White T-Shirt [ ] 1.000 &

Add an item
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Many of the fields will be automatically filled out as Odoo knows we are creating a bill of
materials for our Class of 2016 T-Shirt product. In this example, we have added the
Medium White T-Shirt to the bill of materials. When we manufacture one Class of 2016
T-Shirt, we will require one medium white T-shirt.

Many times, if not most of the time, a bill of materials will contain multiple items.
Regardless of the number of items in the bill of materials, the way it is processed is exactly
the same.

It is possible that your manufacturing order or bill of materials screen may
look slightly different than the ones you see here. One reason is that,
depending on the modules that are installed and what options are
selected, the forms may have different content. Another common reason is
that Odoo is currently getting frequent updates that can change the
appearance of a given form.

Confirming production

Once you click Confirm Production, you are ready to manufacture the product. Odoo will
provide reasonable defaults, which you can override as required. When production is
confirmed, that does not mean that production has actually taken place. Confirming
production has only informed the system that production is ready to proceed. You can tell
we are ready to begin manufacturing because the Produce button is available.
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Here is what our Class of 2016 T-shirt Manufacturing Order looks like now:

Manufacturing

Manufacturing Orders / MO/00001

odoo Edit Create Print+ | Action ~ 1/1 < | >
(SR EGITN | Produce || Cancel || Scrap Confirmed In Progress Done
Operations

Unbuild Orders M0/00001

Scrap

‘Workorder Messages

Product Deadline Start 12/29/2016 17:18:17
Master Data "
N Responsible Administrator
Broducts Quantity To Produce coures
Bl of Materials Bill of Material
Reporting
Manufacturing Orders
Consumed Materials Miscellaneous
Configuration
Product Quantity Available To Consume Consumed
Settings
Medium White T-Shirt 0.000 1.000 0.000

This is the manufacturing form showing the products waiting to be consumed to produce
the order. In this case, it is our Medium White T-Shirt. You will also notice that this item
is in red, and at the top of the form you can see the warning Raw materials not available!.
This informs us that we must check the availability of our raw goods before we can begin
manufacturing this product.

Checking availability

Odoo manufacturing links into the inventory automatically and it will use available stock to
complete the order. As we have already purchased Medium White T-Shirts inthe
previous chapter, clicking the Check availability button will hide the button and remove
the red highlight on the Medium White T-Shirt as well as remove the material warning
message.
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Please be aware that at this stage, if you don't have an available quantity, Odoo will
continue to display the Check availability button and the warning message until the
product is acquired and put into the inventory. Each time you click Check Availability,
Odoo will look into the inventory to see if we have the necessary products so we are ready
to produce. Alternatively, you can click Produce to identify to Odoo manufacturing that
you are in fact ready to produce this product even if the inventory within the system does
not meet the necessary requirements. Note that doing this will give you negative inventory
quantities in your warehouse.

After the raw product has been acquired and we are ready to produce our final product, the
form will be updated and the state changed:

Manufacturing

Manufacturing Crders / MO/00001

odoo @ | Create Print~ | Action~ 171 < | >
Cancel Scrap Unreserve Confirmed In Progress Done

Operations

Manufacturing Orders
Unbuild Orders M0/00001
Scrap
Workorder Messages
! Product Class of 2016 T-Shirt Deadline Start 12/29/2016 17:18:17
Master Data Responsible Administrator

Quantity To Produce

Products Source

Bill of Material
Bill of Materials

Reporting

Manufacturing Orders

Consumed Materials Finished Products Miscellaneous
Configuration
Product Quantity Avallable To Consume Consumed
Settings
Medium White T-Shirt 1.000 1.000 0.000

Here, we can see in the grid the quantity of Medium White T-Shirt available, the amount
we will consume in the manufacturing order, and finally the total that will be consumed
once the order is complete.
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Producing the product

After you click the Produce button, you will be prompted to confirm that the product has
been produced:

Produce
Product Class of 2016 T-Shirt
Quantity 1.000 Unit(s)

Record Production Cancel

In Odoo 10, the production wizard has been simplified to ask only for the quantity of the
number of finished goods you wish to produce. For our example, we will leave the quantity
set to 1.000 unit.

Click the Record Production button to produce the product:

Manufacturing Orders / MO/00001

Edit Create Print=  Action = 1/1 < | >
Post Inventory Scrap Unreserve Confirmed Done

MO/00001 e
I Moves
Deadline Start 2
Product Class of 2016 T-Shirt 12/29/2016 17:18:17
Quantity To Produce 1.000 Update Responsible Administrator
Bill of Material Class of 2016 T-Shirt Soures
Consumed Materials Finished Products Miscellaneous
Product Quantity Available To Consume Consumed
Medium White T-Shirt 1.000 1.000 1.000
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The product has then been produced and is ready to be posted into inventory. If at this
stage you go and look at the product record you will not see any Class of 2016 T-Shirt
on hand. At this stage you can click the Mark as Done button and Odoo will both post the
inventory and mark the manufacturing order as done. Alternatively, you could click the
Post Inventory button to add the Class of 2016 T-Shirt toinventory and then use a
separate step to click the Mark as Done button to move the order to the done state.

Congratulations, you have just used Odoo to manufacture your first product!

Analyzing stock valuation

In our example, we have taken a raw material and increased its value by producing a
finished product. One of the easiest ways to see the effect of our manufacturing order is to

look at the inventory valuation report, which can be found at Inventory | Inventory
Valuation.

Here you will see that we now have one Class of 2016 T-Shirt and 11 Medium White T-
shirts. The inventory is accurately reflecting the purchases made by us as well as the
products consumed and produced by our manufacturing order:

Inventory

Inventory Valuation R Intemal Locations x ||searcn Q
0doo ==
") Product Quantity Location Incoming Dale Inventory Value
Dashboard
Operations » Medium White T-Shirt (1) 11.00 79.75
All Transfers
» Class of 2016 T-Shirt (1) 1.00 0.00

Inventory Control
Products
Reordering Rules
Inventory Adjustments
Scrap

Schedulers
Run Schedulers

Run Reordering Rules

Reports

Inventory Valuation

Stock Moves

Procurement Exceptions
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With this view, everything is collapsed and as a result, many of the columns are empty. For
example in this view, you don't see anything under Location or Incoming Date because the
data is rolled up. You can use the small triangles on the far left of the grid to drill down into
the data and see more details on how the stock value is derived. Here is the same data, but
expanded out so you can see the details:

Inventory Valuation

A Internal Locations % | Search Q
=

Product Quantity Location Incoming Date Inventory Value

~* Medium White T-Shirt (1) 11.00 79.75

+ WHiStock (1)

~ Class of 2016 T-Shirt (1)

+ WHiStock (1)

Medium White T-Shirt

Class of 2016 T-Shirt

11.00

11.00 WH/Stock

1.00

1.00

1.00 WH/Stock

12/20/2016 18:24:21

12/29/2016 18:10:56

79.75

79.75

0.00

0.00

0.00

In the more detailed listing, you will see how you can get a great deal of information on the
operations by looking at the stock move column. Here we can see exactly where the product
came from, where it went, and how it affects the product quantity for that location.

Managing production by work orders

This first manufacturing order was very simple and our bill of materials only contained one
product. In many companies, the manufacturing operations are more complex. For
example, in some instances depending on the attributes of the product, the manufacturing
could involve different work centers or alternative steps to produce the final product. By
default, Odoo's manufacturing application takes a more simplified approach. Going into the
settings of the manufacturing application allows you to specify additional options.
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Simply go to the Manufacturing | Settings menu and select under the Configuration
section on the left. Here under Routing & Planning you can check Manage production by
work orders. Once this option is checked, you will have the ability to manage more
complex manufacturing processes inside Odoo:

Manufacturing

Apply Cancel

OO0 | Losisics

Manufacturing Lead Time * 0.00
Operations
Manufacturing Orders .
T Manufacturing Order
Scrap Product Variants © No variants on products

Workorder Messages ) Products can have several attributes, defining variants (Example: size, color,...)

Master Data By-Producls © No by-products in bills of materials (A + B —> C)
Products ") Bills of materials may produce residual products (A + B —> C + D)
Bill of Materials Routings & Planning ") Manage production by manufacturing orders

Reporting ° Manage production by work orders

Manufacturing Orders

Configuration Extra Features
2EiiTe Master Production Schedule @) No need for Master Production Schedule as products have short lead times

") Use Master Production Schedule in order to create procurements based on forecasts

PLM © No product lifecycle management
") Manage engineering changes, versions and documents
Maintenance ° No maintenance machine and work centers

*) Preventive and Gorrective maintenance management

Quality © No quality control
*) Manage quality control points, checks and measures

After you apply the changes, the menus will refresh, and new options will be added to the
manufacturing application.

Sometimes when adding new functionality to Odoo, such as applications
or modifying settings, it can be helpful to do a shift-refresh on your
browser to make sure Odoo is refreshed with the latest options.
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Creating a work center

In our previous simplified manufacturing order, we specified the raw product required in a
bill of materials and then turned that into a finished product. Now we will expand this
example to specify the human labor that goes into printing our Class of 2016 T-Shirt.
In Odoo, we define the parameters in a work center.

For the purpose of our example, we will create a work center called Printing that is
responsible for taking the blank T-shirt and applying the design to create the final product.
We begin by going to the manufacturing application and under the Master Data menu
choosing the Work Centers option. Then we click Create to set up a new work center
record:

Manufacturing

Work Centers / New
olo ololl] - =

Dashboard

Operations B Actve ¢ (U;EE [l E;‘E‘zunsl
Manufacturing Orders Iﬂ 0 ) Iﬂ Oeg
‘Work Orders Work Center ... Performance
Unbuild Orders
S Work Center Name Printing Code
Workorder Messages Working Time -

Master Data
Products
Routings General Information
Bill of Materials

Efficiency Factor 100.00 % Time before prod. 00:05 T

Reporting Capacity 1.00 Time after prod. 00:05 minutes

Manufacturing Orders OEE Target 53 -

Work Orders

Overall Equipment Effecti...
Description

Configuration
Description of the work center..

Settings
Productivity Losses

In our example, we have named the work center Printing. In a full implementation, it
would be common to have different work centers based around the work performed.
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Setting General Information

When defining a work center, it is possible to define General Information that will allow
you to estimate the cost and time required to produce your products. In our example, we
are going to configure this work center so that we can estimate the time required to produce
a T-shirt.

Efficiency Factor

The Efficiency Factor is a metric of how efficient this work center is at completing tasks.
Often, the Efficiency Factor is most valuable in allowing you to tweak your work center
capacity without modifying many of the other variables. If, for example, you have an
efficiency factor of 200.00 (or 200 percent) then the work center will complete twice as
many tasks. For our example, we are leaving the efficiency factor as the default of 1.00 or
100%.

Capacity

The Capacity allows you to determine how many tasks the work center can do in parallel.
For example, if you had a work center that could be configured with three workers and all
three workers can complete a cycle at the same time, you could set the capacity per cycle to
three. When a manufacturing order is then routed to the work center, the work center can
complete three tasks at the same time. For our example, we will assume one worker, and
therefore one capacity per cycle.

Overall Equipment Effectiveness (OEE) target

In Odoo 10 the manufacturing application now places far more emphasis on tracking and
reporting. A central metric to the information provided is Overall Equipment Effectiveness
(OEE). This is essentially a calculation that determines what percentage of your
manufacturing time is used in actual production. The closer this is to 100%, the more
efficient use you are making of your resources. By setting a work center goal you can
determine how well your work center is meeting expectations.
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Time before and after production

Many work center operations will have time required for set up and tear down times
outside of the time consumed by actually producing the product. This is certainly true for
our example. It takes time for someone to prepare a printing press with inks before the first
T-shirt can be printed. For our example, we have estimated five minutes of set up time.
Likewise, when we are done producing the last product in our work order it takes time to
clean up and prepare for the next job. In this example, we have estimated five minutes of
time at the end of production for clean-up operations.

Creating routing orders

After defining a work center, you need to define a way to specify under which conditions
you should use the work center. This is accomplished by defining routings. For our
example, we are going to keep it simple and use routing to send our manufacture order to
the printing work center for the finished product to be produced. In a real-world example,
the job may use routings to go through many work center operations before the final
product is produced.

To create a routing order, go to the Manufacturing application and choose Routings under
the Configuration submenu. Click Create to bring up the new routing form:

Manufacturing

Routings / Print Job
0doO m -

Dashboard

Operatl Time —
ESsions RO/00001 P B Actve
Manufacturing Orders
Work Orders

Routing Name Print Job
Unbuild Orders
Scrap
e R ED Work Center Operations Notes
Master Dala
Operation Work Center Duration
Products
Routings Add an item

Bill of Materials
Work Centers

Reporting
Manufacturing Orders
‘Work Orders
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In our example, we have named the routing Print Job and specified the

Next, we will define our work station operation by clicking Add an Item and bringing up
the Operation form:

Create: Operations

Operation Print T-Shirt Duration Compute based on real time
Work Center - S COmPLTIOn © st duration manually
Default Duration 05:00 minutes
Description Work Sheet

This operatien prints one t-shirt at the work center.

When defining our operation, we can name it whatever we wish, but in this case I picked
Print T-Shirt. This indicates that this operation is more specific than the simple Print Job
we are assigning to the routing order.

For complex routings, you can specify the sequence of the operations. We could, for
example, have a Design operation and a Build Screen operation before the print job
operation. Then we could specify a Quality Assurance operation and a Packing operation
after the Print Job. You would handle all of these in exactly the same way you set up the
printing work center and created the required operations to produce the product. By
starting simply and adding additional operations and complexity over time, you can often
get up and running much more quickly than trying to track every little task right from the
beginning.
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Once you have set up your operation, your routing should resemble the following form:

Routings / Print Job

Edit Create Action ~ 171, £ | >

Time — }
RO/00001 Amaysis | Il Active
Routing Name Print Job
Work Center Operations MNotes
Operation Work Center Duration
Print T-Shirt Printing 05:00

Here we can see the finished routing along with the operation details.

Assigning the routing to a bill of materials

Now that we have created a routing we need to tell the bill of materials to use our newly
defined routing. In previous versions of Odoo it was possible to assign a routing right on
the work order. In Odoo 10, if you don't set up the routing on the bill of materials it will not
be available to you when you create a manufacturing order.

Pull up the BOM for our Class of 2016 T-shirt and set the routing to the Print Job
we just created:
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Dashboard
Operations

Manufacturing Orders

Work Orders

Unbuild Orders

Scrap

Workorder Messages
Master Data

Products

Routings

Bill of Materials

Work Centers
Reporting
Manufacturing Orders
Work Orders
Overall Equipment Effect...

Configuration

0doo E -

Bill of Materials / Class of 2016 T-Shirt
11 ¢ | >
B Actve
Product Class of 2016 T-Shirt ~ [ Reference
Quantity 100 BoM Type © Manufacture this product
Ship this product as a set of
Routing Print Jot] -z components (kit)
Create "Print Job'
Gomponents Misce e
Product Product Quantity Consumed in Operation
«f Medium White T-Shirt [ Y 1.000 Ic}
n item

Creating a manufacturing order with routing and
a work center

Now that we have defined our work center and our routing operation, we can create a
manufacturing order that will utilize our new production steps. In this example, we are
going to produce 15 Class of 2016 T-Shirts:

odoo

Dashboard
Operations

‘Work Orders

Unbuild Orders

Scrap

‘Workorder Messages
Master Data

Products

Routings

Bill of Materials

‘Work Centers
Reporting

Manufacturing Orders

‘Work Orders

Overall Equipment Effecti...
Configuration

Settings

Productivity Losses

Manufacturing Orders / MO/00003

Discard
[CIESEVEERITN WCEEEA SISO | Cancel || Scrap || Unreserve

MO/00003

Product Class of 2016 T-Shirt
Quantity To Produce 15.000 Update

Bill of Material Class of 2016 T-Sh

Routing Print Job

Consumed Materials Finished Products Miscellaneous

Product Quantity Available

Medium White T-Shirt

m In Progress © Done

Deadline Start

12/29/2016 20:01:14 T
Responsible Administrator -
Source
To Consume Consumed
11.000 15.000 0.000
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When we select the product, Odoo will now automatically assign the associated bill of
materials for the product. You will notice in the manufacturing order that Odoo
automatically selected Print Job for the routing of this order. This is the key field that will
send this job to the printing work center to be produced.

When you click Save you will notice that Odoo has not automatically created work orders.
There is a separate button in Odoo 10 to trigger the creation of the work orders.

Click the Create Workorders button to create the work order.

You can now go to the Work Orders option under Operations to view the work order in the
default Kanban view:

Manufacturing
Work Orders L4 In Progress or Ready x| search.. Q

odoo oD Boor

Class of 2016 T-Shirt
15.000 Unit(s) MO/00003

Dashboard
Operations

Manufacturing Orders

Unbuild Orders

Clicking on the Class of 2016 T-Shirt will then bring up the work order for you to
review:

Work Orders / Print T-Shirt

Odoo = SR
Start Working Scrap Pending m In Progress Finished

Dashboard

Operations
Manufacturing Orders
To Produce Class of 2016 T-Shirt
Unbuild Orders Quantity Produced 0.000 / 15.000 Unit(s)
Ready to produce

Scrap

Workorder Messages
Master Data Current Production Time Tracking Miscellaneous

Products

Routings Current Qty 15.000

Bill of Materials

Work Centers
Reporting

Manufacturing Orders

Work Orders
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As you can see from the label, we have a Ready to produce label and so we can now click
the Start Working button at the top of the form.

At this point Odoo considers this to be a real-time tracking system. That means that when
your worker begins the job that is when they should click the button. When the workers has
completed the job, they should click the Done button. By implementing tablets or other
workstations capable of running Odoo, you can create a manufacturing environment that
automatically tracks the time of your operations.

If you click on the Time Tracking tab, you can see details on the current operations as well
as a timer that displays the updated duration of the operation in real-time:

Work Orders / Print T-Shirt
0doo m s
Done | Pause | Block || Scrap Pending Ready Finished

Dashboard
Operations

Manufacturing Orders

Work Orders Bl Class of 2016 T-Shirt

Unbuild Orders Quantity Produced 0.000 / 15.000 Unit(s)

Scrap Ready to produce

‘Workorder Messages
Master Dala Current Production Time Tracking Miscellaneous

Products

Routings Planned Date from Expecied Duration 75:10 minutes

Bill of Materials Effective Date 12/29/2016 20:14:27 Real Duration

Work Centers
Reporting

Start Date End Date Duration User Efficiency
Manufacturing Orders
12/29/2016 20:14:27 00:00 Administrator Fully Productive Time

‘Work Orders

Overall Equipment Effecti...
Configuration

Settings

Productivity Losses

Now that you have had a chance to see the operation running, let's go ahead and click Done
so we can see the results of our work in Odoo.

Odoo now refreshes the screen and moves the state of the workstation operation to Done.
There is one thing that needs to be mentioned. Workcenters can perform their operation to
completion regardless of the quantities in their inventory. This means that you would most
likely have an internal process in which the worker would first check the availability on the
manufacturing order before the worker even bothers to pull up the work order.
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Let us now go and look at the manufacturing order:

Manufacturing Orders / MO/00003

odoo Create Print~ | Action = 1711 < >
Scrap Unreserve Confirmed Done

Dashboard
Operations

Manufacturing Orders 1,1 Inventory
MO/00003 ® vonomes | ] Moves
Work Orders
Unbuild Orders
Product Class of 2016 T-Shirt Deadline Start 12/29/2016 20:01:14
scrap ass of 2016 T-S|
Workorder Messages Quantity To Produce Responsible Administrator
Source
Master Data Bill of Material Class of 201
Products Routing Print Job
Routings
Bill of Materials
Consumed Materials Finished Products Miscellaneous
Work Centers
Reporting Product To Produce Produced

Manufacturing Orders Class of 2016 T-Shirt

Work Orders

Overall Equipment Effecti...
Configuration

Settings

Productivity Losses

Here we can see that, because that was the only work order required to complete the
manufacturing order, the Finished Products tab already shows the 15 T-shirts as being
produced. The order will continue to stay In Progress until you click the Mark as Done
button. At that point the manufacturing order will simply drop out of the list.

If you now go to your Inventory Valuation you will see the results of these operations.
Remember that while we did not have enough inventory of the white T-shirts that because
we started the work order, Odoo let us go ahead and produce them. Fortunately, Odoo
keeps complete track of everything revealing that if in fact the worker was able to produce
15 T-shirts that the inventory must have been incorrect. We therefore see a negative number
of Medium White T-Shirts in our inventory as well as the 16 Class of 2016 T-
shirts produced from the two manufacturing orders in this chapter:
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Inventory Valuation b f Intemal Locations X | Search... Q
= |8
—| Product Quantity Location Incoming Date Inventory Value
» Medium White T-Shirt (1) -4.00 -29.00
} Class of 2016 T-Shirt (2) 16.00 0.00

Summary

In this chapter, we installed the MRP application to begin setting up our manufacturing
process. A bill of materials was created to define what products would be consumed when
our product was manufactured. We manufactured our final product and looked at the
inventory analysis report to verify our results. We then turned on the work center feature so
we could explore how to set up work centers and routings to get more control over our
manufacturing operations.

In the next chapter, we will take a closer look at accounting and other reporting options.
Setting up your chart of accounts is an important step that we'll cover, as well as reviewing
journal entries, creating invoices, and receiving payments. We will also be defining sales
taxes and managing fiscal periods. Yes, there is a lot more to cover!
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One of the nice things about Odoo is you can get up and running fairly quickly without
having to spend a lot of time setting up complicated accounting and finance options. Odoo
does a reasonable job of creating a basic chart of account structures as a starting point and
allowing you to get familiar with Odoo. When setting up a production system for your
company, however, you will want to take time to properly define your accounting
requirements.

In this chapter, we will learn how to configure accounting in Odoo, which includes the
following;:

¢ Installing the Accounting and Finance application
¢ Examining the chart of accounts
¢ Learning how the other applications create transactions in accounting

Adding new custom accounts

Configuring fiscal years and periods

A quick overview of the available accounting reports

Creating journal entries
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Defining the chart of accounts for your
business

The backbone of an accounting system setup is the chart of accounts. Wikipedia defines a
chart of accounts like so:

A Chart of Accounts is a created list of the accounts used by a business entity to define each
class of items for which money or the equivalent is spent or received. It is used to organize
the finances of the entity and to segregate expenditures, revenue, assets and liabilities in
order to give interested parties a better understanding of the financial health of the entity.

It is very likely that if you are setting up Odoo for an existing business, you will be asked to
configure the chart of accounts in Odoo to match the account structure the business is
already using. Even if you are not tied to any existing chart of accounts, it is inevitable that
you will need to have a firm understanding of how the accounting functionality in Odoo
works if you are going to have a successful implementation.

If you are completely unfamiliar with accounting, then this chapter may prove somewhat
challenging. It is important to get familiar with accounting basics if you want to succeed in
implementing any ERP system. In the Appendix, you can find resources that can help you
get started in learning basic accounting.

Installing the Accounting and Finance
application

Odoo configures a basic accounting structure when you install base modules such as Sales
and Purchasing. To access all of the accounting configuration options, you must install the
Accounting and Finance module. If this application is not already installed in your
configuration, go to settings and click on Apps to pull up the available applications. Find
Accounting and Finance and click on Install to install the module:

Accounting and Finance

=
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After you have installed the Accounting and Finance module, your menu structure at the
top of Odoo will change. Before installing the application, you probably had an Invoicing
menu that contained the necessary options for the Sales and Purchasing applications. Once
the Accounting and Finance module is installed, the Invoicing menu is replaced with an
Accounting menu and is populated with several more options.

Viewing the current chart of accounts

We will begin by learning how to view the current Chart of Accounts in Odoo.

Go to the Accounting menu and choose Chart of Accounts under the Adviser sub-menu.
Immediately, you will see the chart of accounts sorted by the Code column:

Accounting  App

Chart of Accounts Searct Q
0doo SR
Code Name Type
Dashboard
Sales
100000 Fixed Asset Account Fixed Assets
Customer Invoices
Payments 101000 Current Assets Current Assets
Customers
101110 Stock Valuation Account Current Assets
Sellable Products
101120 Stock Interim Account (Received) Current Assets
Purchases
Vender Bills 101130 Stock Interim Account (Delivered) Current Assets
Payments
Vendors 101200 Account Receivable Receivable
Frsimerr s Fenns 101300 Tax Paid Current Assets
Adviser
101401 Bank Bank and Cash

Joumal Entries

Chart of Accounts 101501 Cash Bank and Cash

Manual Payments & Invoices...

101600 Opening Income Account Other Income
Make Manual Tax Adjustments
Reporis 101700 Liquidity Transfers Current Assets
Business Intelligence 102000 Non-curtent assets Non-curtent Assats
PDF Reports
103000 Prepayments Prepayments
Configuration
FENE 111000 Current Liabilities Current Liabilities
Accounting
111100 Account Payable Payable
Taxes
Fiscal Positions 111200 Tax Received Current Liabilities

In the preceding screenshot, we see the currently configured Chart of Accounts, including
the Code, Name, and Type of account. Unlike previous versions of Odoo, Odoo 9 no longer
has hierarchical (otherwise known as nested) accounts. This simplifies the management of
your chart of accounts while still providing you with the ability to have accounting reports
that meet the needs of your business.
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Getting more information on a specific account

In Odoo 9, the type of account is used by the various reports to determine if that account
should be included, and if so, where on the report to include that account. Clicking on one
of the accounts will bring up the account along with an example report structure so you can
see just how that account type will be represented.

Click on the Account Payable account in the Chart of Accounts list view:

Chart of Accounts / 111100 Account Payable

od OO =g Create Print~ | Action ~ 15/29 ¢ | »

Dashboard
Sales

Code 111100 How account type affects your reporis?
Customer Invoices

Name Account Payable Profit & Loss Balance Sheet
Payments

Current

TS Type Payable Income Currer
Sellable Products ?elaull Taxes Minus Cost of Revenue Receivable Accounts

ags

e] Prepayments
Purchases Allow R iat < pay!
ow Reconciliation

Vendor Bills econcile Plus Other Income Plus Bank
Payments Deprecated Minus Expenses Plus Fixed Assets
Vendors Expenses Plus Non-Current Assets
Purchasable Products Depreciation
Adviser NE Minus Current Liabilities
Lo B Minus Credit Card
Chart of Accounts Accounis

Manual Payments & Invoices... Minus Payable Accounts

Make Manual Tax Adjustments Minus Non-Current

Liabilities
Reporls

N

Business Intelligence

PDF Reports Equity
Configuration Plus Net Profit
Settings =

Accounting

You can see on the far right of the preceding screenshot that payables are on balance sheet
reports and that they are subtracted from total assets to give you your net assets.
Understanding how the account type affects your reports is critical to setting up a
successful business system. Odoo simply makes this a little easier to understand by
providing a quick reference. The panel on the right will not change no matter which
account you will choose.
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Learning how transactions in Odoo get posted to
accounts

All transactions that take place in Odoo create Journal Entries that either credit or debit a
specific account. Each journal entry must balance. This means that the debits must equal the
credits. Odoo makes it very easy to examine your Journal Entries so you can see exactly
where each transaction is posted.

To view the Journal Entries, go the Accounting menu, and under the Adviser sub-menu,
click Journal Entries. By default, Odoo applies a filter restricting the journal entries to only
Miscellaneous Operations. Clear this filter to see all the journal entries:

Purchases Inventory Manufacturing Accounting Apps Seltings

‘ Journal Entries Ql -
Odoo Import YFilters~ | =GroupBy~ ¥ Favorites ~ 13013 E | &
Demhiscrst 1 Date Number Partner Reference Journal Amount Status
Sales (] 05/31/2016 BNK1/2016/0001 T-Shirt Supply Co. Bank (USD) $127.65 Posted
Customer Invoices -] 05/31/2016 BILL/2016/0001 T-Shirt Supply Co. Vendor Bills (USD) $127.65 Posted
Payments ] 04/28/2016 INV/2016/0001 Mike Smith 50001 Customer Invoices (USD) $18.98 Posted
Customers
Purchases 274.28
Vendor Bills
Payments
Vendors
Adviser

Journal Entries
Chart of Accounts

In the preceding screenshot of the listing, you can see three journal entries.

If you do not see any journal entries in your list, make sure you have
cleared the Miscellaneous Operations filter. Odoo applies it by default.

You can see that in the journal listing you get a summary including the amount and the
status, indicating if the journal entry is posted or unposted. You can also see that in the
invoice journal entry that we have a reference provided to the original sales order.
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Notice that the journal entry summary does not contain any references to specific accounts
in Accounting and Finance. To see these details, we must click on a specific journal entry.
Click on the last journal entry, the invoice for $18. 98 assigned to our customer/partner
Mike Smith.

You will now see the details of the transaction and each account that was involved:

Reconciled
INV/2016/0001 = entes
Journal Customer Invoices (USD) Reference
Date 12/19/2016
Journal ltems

Account Partner Label Debit Credit

101200 Account Receivable Mike Smith $ 18.98 $ 0.00

111200 Tax Received Mike Smith Tax 15.00% $ 0.00 $2.48

200000 Product Sales Mike Smith Medium White T-Shirt $ 0.00 $ 16.50

18.98 18.98

When we open the account, we see all the postings to the specific accounts that were
involved. In the first row, we can see that Accounts Receivable was debited $18. 98 for the
invoiced t-shirt order. Next, in the second row, Odoo has posted a credit of $2. 48 sales tax
on the order. This goes into 111200 Tax Received. Finally, in the third row we see that a
$16.50 credit was posted to 200000 Product Sales for the actual t-shirts themselves.
Notice how the Debit column matches the Credit column. Debits and credits must always
be equal in a journal entry.
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Under each of these items is more detail on the transaction. Click on the first posting to
101200 Account Receivable to pull up more details on that posting:

Open: Journal ltems
Label ! Journal Customer Invoices (USD)
Reference Date 12/19/2016
Partner Mike Smith

Information
Amount Accounting Documents
Account 101200 Account Receivable Journal Entry NV/2016/0001
Debit 18.98 Statement
Credit 0.00
Quantity 1.00
Dates Taxes
Due date 01/03/2017 Originator tax

Taxes

Matching States
Matching Number No Follow-up

Close

In preceding screenshot you can use the links to quickly find the partner, account, journal,
and journal entry related to the posting.

If this is still a little confusing, don't worry. We are now going to follow through a set of
transactions from the Accounts Receivable side so you can better understand how Odoo
handles accounting transactions.
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Following transactions through the sales
and accounts receivable process

In the previous example, we were looking at the chart of accounts and determining what
transactions created the entries. Next, we will sell an item to a customer and see exactly
how that transaction affects the accounting entries in the journal.

Let's begin by creating a new sales order.

Go to Sales and click on Sales Orders to bring up the sales order listing. Click on Create to
create a new sales order:

New
Customer Mike Smith ~ [/ Order Date 01/01/2017 18:30:20 -
Expiration Date -
Payment Terms 15 Days - |'_/]"
Order Lines Other Information
Product Description Ordered Qty Delivered Invoiced UnitPrice Taxes Subtotal
++ Medium White T-Shirt Medium White T-Shirt 5.000 0.000 0.000 16.50 Tax 15.00% 8250 ™
Add an item
Setup default terms and conditions in your company setlings Untaxed Amount : 582.50
Taxes : $12.38
Total : update) $94.88
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If you have followed along with our examples, then you will already have the customer and
product entered to create the samples sales order. Otherwise, you will need to add a
customer and a product if you wish to follow along on your computer. In this example, we
have created a sales order for five Medium White T-Shirts.Make sure you click

on Confirm Sale to create the sales order.

Odoo will automatically number sales orders and other documents. In the
preceding example, there have already been two sales order numbers used
by the Odoo system. Therefore, depending on what you have already
done with your current system you may not have the same sales order
number for your sample.

At this point, if you were to go and look at the journal entry listing, you will not see any
additional journal entries. Why is this? The way Odoo is currently configured, we must
manually create an invoice. As long as you are in the To Invoice state you will not see any
transactions in accounting.

Only when we click on the Create Invoices button at the top of the screen it will actually
create accounting transactions.

Click on Create Invoices to generate a draft invoice for this sales order:

Invoice Order

What do you want to Inveiceable lines

i i ?

Invoice? © Invoiceable lines (deduct down payments)
Down payment (percentage)

Down payment (fixed amount)

Create and View Invoices Create Invoices Cancel

Odoo will present you with a wizard that allows you to determine how you wish to invoice.
Please take note that the primary difference is in how down payments are handled. As we
have no down payments, we are fine to take the default option Invoiceable lines (deduct
down payments). If we did have a down payment, then it would be deducted automatically
from the invoice total.
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Click on Create and View Invoices:

Draft Invoice
Customer Mike Smith
444 South Main
Murphysboro IL 62896
United States
Payment Terms 15 Days
Invoice Lines Other Info
Product Description

Medium White T-Shirt Medium White T-Shirt

Invoice Date

Salesperson

Sales Team

Account

200000 Product Sales

Quantity

Unit Price

Taxes

5.000 16.50 Tax 15.00%

Untaxed Amount :

Tax :

Total :

Amount

$ 82.50

$82.50
$12.38

$94.88

Because this is just a Draft Invoice, if you look at the journal entries, you will see no
changes. However, if you look at the Draft Invoice, you can see exactly the transactions that
will be created once you validate the invoice.

In the line item of the invoice, you will see the 200000 Product Sales account. This will be
the account that will be credited for the sale of the medium white t-shirts the customer has

purchased.

Choose the Other Info page on the Invoice form. Notice under Account it reads 101200
Account Receivable; this account will be debited to journal the amount the customer
owes to the company once the invoice is generated.
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You can also see this invoice will post $12.38 to the 111200 Tax Received account:

nvoice Lines

Fiscal Position
Journal

Account

Tax 15.00%

Tax Description

Other Info

Tax Account

Source Document 50003

Reference/Description

111200 Tax Received

Amount

$12.38

Click on Validate to post the invoice and create the transactions.

Viewing the transactions created by validating
the invoice

Now that we have validated our invoice, Odoo has automatically created the accounting
transactions to increase our Accounts Receivable assets and the accounting transaction to
record the sale. We can now open back up the journal entries and see the newly posted

transaction:

Journal Entries
Import
Date
01/02/2017
12/21/2016
12/21/2016

12/19/2016

Number

INW/2017/0001

BNK1/2016/0001

BILL/2016/0001

INV/2016/0001

Pariner

Mike Smith

T-Shirt Supply Co.

T-Shirt Supply Co.

Mike Smith

Reference

BILL/2016/0001

Journal

Customer Invoices (USD)

Bank (USD)

Vendor Bills (USD)

Customer Invoices (USD)

14/4

Amount

$94.88

$ 100.05

$ 100.05

$18.98

313.96

Q
< 2
Status
Posted
Posted
Posted

Posted
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The number assigned to this specific invoice is INV/2017/0001 and the amount is $94.88.

Under the Reference column, Odoo typically would include the sales
order #. As you can see in the preceding screenshot, the reference is blank
for our invoice. It's possible this is a bug and will be fixed in future builds
of Odoo 10.

We can now click on this journal entry to see the details of the transaction:

Reconciled

INV/2017/0001 = enies
Journal Customer Invoices (USD) Reference

Date 01/02/2017

Journal ltems
Account Partner Label Debit Credit
101200 Account Receivable Mike Smith $ 94.88 $ 0.00
111200 Tax Received Mike Smith Tax 15.00% $ 0.00 $12.38
200000 Product Sales Mike Smith Medium White T-Shirt $ 0.00 $ 82.50
94.88 94.88

In Journal Items, you can now see the same figures we examined on the invoice posted to
the correct accounts. The 101200 Account Receivable account has been debited by
$94.88 to show the new current asset that represents this customer invoice. The customer

owes the company $94.88. As you create invoices and customers owe you money, Accounts
Receivable will continue to grow.

Next, you will see that the tax for the invoice is a credit to the 111200 Tax Received account.
Typically, you will then use this tax received account to later send that money on to the
appropriate government agency. This, by the way, would require you to write a check that
would credit your bank account (reducing its value) while posting a debit to the tax
received account.
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Finally, notice the 200000 Product Sales account has been credited with $82.50. This account
will continue to be credited for products you sell.

For our example, we are using only one sales account to keep things
simple. In most companies, you will have far more sales accounts to
organize the various types of products sold.

Now let us see what happens to these accounts when a customer pays their invoice.

Go to Accounting and choose Customer Invoices, then click on the invoice to bring up the
form. Click on Register Payment to bring up the Register Payment form:

Register Payment

Payment Journal Bank (USD) :I Payment Date 01/02/2017 -

Memo INV/2017/0001

Payment Amount %9488

Validate Cancel

For our example, we have chosen the Bank (USD) payment method. You have the option to
provide a memo to document that invoice payment. By default this will include the sales
order number, but many businesses may wish to include a check number as well.

Click the Validate button to pay the invoice and create the appropriate accounting
transactions.

The invoice is now paid and the journal entries have been automatically created, and we
can now see the payment listed as a new journal entry.
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As you did previously, use the Accounting menu and choose Journal Entries to bring up

the list of journal entries:

Journal Entries

Date Number
] 01/02/2017 BNK1/2017/0001
~) o1/02/2017 INV/2017/0001
] 12/21/2016 BNK1/2016/0001
] 12/21/2016 BILL/2016/0001
] 12/19/2016 INV/2016/0001

Partner

Mike Smith

Mike Smith

T-Shirt Supply Co.

T-Shirt Supply Co.

Mike Smith

Reference

INV/2017/0001

BILL/2016/0001

Journal

Bank (USD)

Customer Invoices (USD)

Bank (USD)

Vendor Bills (USD)

Customer Invoices (USD)

Q
15/5 < | >
Amount Status

$94.88 Posted

$94.88 Posted

$ 100.05 Posted

$100.05 Posted

$ 18.98 Posted

408.84

Notice that we now have an entry number BNK1/2017/0001 that is also for $94.88, the same
amount as the invoice. The Journal allows you to more easily organize transactions and
identify exactly which accounts will be affected.

Let's examine the details of the payment that has been posted by clicking on the journal

entry:

BNK1/2017/0001

Journal Bank (USD)

Date 01/02/2017

Journal ltems
Account
101401 Bank

101200 Account Receivable

Partner

Mike Smith

Mike Smith

Reference

Label

CUST.IN/2017/0001

INV/2017/0001

Customer Payment: INV/2017/0001

Reconciled
=  entries
—_—

Debit Credit
$ 94.88 $ 0.00

$ 0.00 $ o4.88
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In this cash receipt, you will notice that we can see the details on exactly which accounts
will be affected when we post the entry:

e 101401 Bank is debited with $94.88. This will increase this asset account.

e 101200 Account Receivable is credited with $94.88. This will decrease this
asset account.

Essentially, this journal entry transfers the potential asset the customer owes the company
from account receivable into the bank account. The customer's account balance is reduced to
reflect their payment.

Practice posting transactions and tracking the
results

Remember that people spend many years and even get full university degrees in financial
accounting. It is important that you take time learning how each process you implement
affects the accounts in Odoo. When implementing an ERP system for your company, take
the time to get this right. It will save you a lot of pain in the long run.

Setting up your own accounts

For default English installations, Odoo installs the standard United States Chart of Accounts
template. Most companies, however, will need to modify this chart of accounts or even set
up an entirely different Chart of Accounts to match the needs of their business. As an
example, we are going to add an additional sales account specifically for t-shirts so that we
can better organize our sales into types of products.
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To set up a new account, go to the accounting menu and then down to the Adviser section
and choose Chart of Accounts. Odoo will present you with a listing of all your current
accounts in Odoo. Click on Create to add a new account:

Chart of Accounts ' New

oecas

Name

Code

Type

Default Taxes

Tags

Allow Reconciliation

Deprecated

T-Shirt Sales

200010

Income

I

How account type affecis your reports?

Profit & Loss
Income

Minus Cost of
Sales
Direct Costs

GROSS PROFIT

Plus Other

Income

Minus Expenses
Expenses
Depreciation

NET PROFIT

Balance Sheet
Current Assets
Receivable
Accounts
Prepayments
Plus Bank

Plus Fixed
Assets

Plus
Non-Current
Assels

TOTAL ASSETS

Minus Current
Liabilities
Minus Payable
Accounts
Minus
Non-Current
Liabilities

NET ASSETS
Equity

Plus Net Profit
TOTAL EQUITY

Notice in our screen that we have specified the account code as 200010. Why did we choose
this as the account code? Odoo had already provided 200000 for the general Product Sales
account. Therefore, 200010 was an appropriate account code to choose for our t-shirt sales.

For the name of the account, we named it simply T-shirt Sales.
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The other important setting is the Account Type. Odoo needs to know the type of account
you are setting up. So, for example, if you were setting up an account that was to track the
costs of products you must purchase to produce your products, you would specify an
expense account type.

Take time planning your Chart of Accounts in Odoo. Even if your
company has already been using an existing Chart of Accounts, it is
always a good idea to evaluate the current Chart of Accounts and make
any improvements given the current state of the business.

Specifying a new account for your product
category

With Odoo, you can manage accounts at the product category level. Therefore, all products
in a given category can utilize the same account settings. Let's create a new product
category, T-shirts, for our Medium White T-Shirt, and assign that category to the
200010 T-Shirt Sales account we created. Later, we can add all t-shirt products to this
category.

Go to the Inventory menu, and in the configuration section, choose Product Categories
from the Products sub-menu. This lists the current product categories:

Product Categories

Display Name
All

All / Saleable
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At this point, you will see we only have two categories. Click Create to create a new
category for our t-shirt products:

T-Shll‘tS EE t:IF’rcN:Iucts

Category Type

Parent Category All / Saleable Category Type Mormal

Inventory Valuation

Inventory Valuation Periodic (manual)
Account Properties Account Stock Properties
Price Difference Account Stock Input Account
Income Account 200010 T-Shirt Sales Stock Output Account
E A t o Stock Valuation Account
Xpense Accoun <=0iul Expenses Stock Journal Customer Invoices (USD)

Logistics

Routes
The following routes will apply to the products in this category taking into account parent categories:
Force Removal Strategy

We have named our new category T-shirts. All t-shirt products can now be grouped
under this category. Also notice that we have set a parent category of All/Saleable. This
allows you to view the t-shirt products along with all the other products when you choose
the parent category.

Most important from the accounting standpoint is we have assigned the Income

Account 200010 T-shirt Sales that we have set up in the Chart of Accounts. When an
invoice is posted that has a line item attributed to this product category, the amount for that
line item will be posted to 200010 T-Shirt Sales. For the Expense Account, we have
specified the built-in 220000 Expenses. This will post our expenses related to products in
this category to that account.

Exercise: Now try going into the product record for the Medium White T-Shirt and set
the product category to T-shirts. Create a sales order, turn it into an invoice, and validate
it. View the journal entries and you will see the income for your t-shirt in the specified
income account.
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Remember that it is important to practice using Odoo until you are comfortable setting up
accounts and understand clearly where the transactions are posted. A little bit of time and
effort put in during the configuration will save you a lot of time later.

Examining the available legal reports in Odoo

Like nearly all accounting and finance systems, Odoo provides the standard reports you
would expect, including the following:

General Ledger

Trial Balance
Balance Sheet
Profit and Loss
Financial Report

These reports are a bit buried near the middle of the Accounting menu in the Reporting
section and then Accounting Reports | Legal Reports:

Reports

Business Intelligence

PDF Reports
Sale/Purchase Journal
Partner Ledger
General Ledger
Trial Balance
Balance Sheet
Profit and Loss

Aged Partner Balance

Financial Report

Each report you select will bring up an appropriate wizard to specify the criteria for a given
report. After you have made your selections and generated the report you will be prompted
to download the PDF file that contains the results. While going through each of these
reports with all the screenshots is beyond the scope of this book, you are encouraged to
spend some time examining each report and make sure you understand how it fits within
the reporting requirements for your business.
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As you add more and more data to your system, some of the accounting
reports will take additional time to process. As part of the testing before
you go in to production, you should take the time to make sure all your
accounting reports run at acceptable levels of performance using data that
will simulate real-world conditions.

Creating journal entries

While Odoo will create many journal entries automatically when you perform various
operations in the system, it is inevitable at some point you (or your accountant) will wish to
create a manual journal entry. A manual journal entry allows you to adjust account balances
in a way that can easily be tracked and audited.

For our example, we are going to create a journal entry that will account for a small
investment by one of the company owners. When someone puts money as an investment
into a company, they are not buying anything and they are not selling anything. While there
are other potential methods, a simple journal entry is a straightforward way to accurately
record the transaction.

To enter a journal entry, go to the Accounting menu, select Journal Entries in the Journal
Entries section and click the Create button:

Journal Entries / New
odoo Save Discard
Post. Unposted Posted
Purchases
Vendor Bills
Payments — Z‘;C”E;Zm‘ed
Vendors
Purchasable Products Journal Bank (USD) - Reference Owner Investment
Adviser Date 01/02/2017 .
Chart of Accounts
Manual Payments & Invoices. .. Journal Items
Make Manual Tax Adjustments
Account Partner Label Debit Credit
R:’u:::lsess Intelligence 101401 Bank Silkworm Inital Investment 5,000.00 0.00 &
PDF Reporis 300100 Capital Silkworm Initial Investment 0.00 5,000.00 @&
Sale/Purchase Joumal Add an item
Partner Ledger
General Ledger
Trial Balance
Balance Sheet
Profit and Loss 2 R
Aged Partner Balance Add an internal note.
Financial Report
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When you first create a new journal entry, you will need to pick which journal to post to.
For this situation, we used an example of how we can post to the Bank journal to represent
the owner's investment into the company.

We are considering the $5000 investment as a cash investment by the owner, so we have
posted this into the Bank journal.

Whenever you create a journal entry, you will add at least two line items. Furthermore, the
line items must balance out. In our example, we are putting $5, 000 in funds from the
owner into the company bank account.

Typically, any investment the owner puts into the company must also be recognized as a
liability for the company. Why? The money really does not belong to the company. Instead,
the $5, 000 in this case is considered the owner's equity. The owner is entitled to get that
money back, and therefore it is booked as a liability. You can verify this by opening up the
chart of accounts and looking at the list of main accounts. Liabilities and Equity are
grouped together, then are divided out as you drill down into the account hierarchy.

Odoo sets up a Capital account that allows us to post the $5, 000 we have put into the bank
as capital stock for the owner. Once you save your journal entry, it is in a draft form. To
post the journal entry and have it appear in your reports, you must click the Post button.

Summary

In this chapter, we examined how Odoo generates transactions and how you can use the
Chart of Accounts to look at how those transactions originated. We examined both the
Accounts Payable and Accounts Receivable accounts and how an invoice is posted. There
are certainly more advanced Odoo topics, such as bank reconciliation and recurring entries,
that are beyond the scope of this book. Please refer to the Appendix to locate additional
resources on more advanced Odoo subjects.

In the next chapter, we will look at the Human Resources (HR) application. HR allows us to
keep track of employees, the hours they work, and the services they provide. Staff can be
assigned to user-defined departments and designated as managers of other employees. And
since your employees will often also be users of the Odoo system, the HR module is tied
tightly to the user administration system, which manages access rights and messaging.
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One of the greatest advantages of Odoo is that it is easy to get up and running with very
little setup. Within just a few minutes you can have several applications installed and begin
working with the system right away. In the previous chapters, we covered a great deal of
functionality without having to spend a lot of time with configuration, access rules,
languages, or other administrative topics.

Now we will take a closer look at important topics to consider when administering an Odoo
installation. Topics we will cover in this chapter include the following:

e Basic administration of an Odoo installation

¢ Backing up and restoring Odoo databases

¢ Creating users and assigning access rights

e Internationalization, including currencies and language translation
¢ How to manage document sequences

Multi-company configurations

Basic considerations for an Odoo
administration

Like most IT installations, successful Odoo installations require proper planning and
maintenance. Care must be taken in documenting important configuration details, and you
must always have a business continuity plan in place that focuses on getting your Odoo
installation back up and running within an acceptable period of time.
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Have an implementation strategy

While you are learning Odoo and prototyping how you may use Odoo for your business,
you may not care much about a clear implementation strategy; however, once you have
made the decision to use Odoo for your business, it is important to plan your
implementation strategy. While you may not have time to write out a 150-page detailed
strategy, it is important to take the time to document your overall strategy and have a
minimal plan in place before you begin setting up servers and installing Odoo.

While the total breadth of project management and administration that goes into an ERP
system is beyond the scope of this book, there are several basic implementation
considerations you will always want to consider.

Development, staging, and production servers

One of the first considerations you will need to make when contemplating an Odoo
installation is how you will configure servers for various Odoo instances that may be
required during planning, deployment, and final production operations. For example, you
don't want to be making modifications to Odoo's functionality in your live production
system. Instead, you should always make changes and modifications in a development
instance of Odoo where you can test your changes outside of the live database.

In addition to a development server and production server, it is often desirable to have an
Odoo installation that users (and in some cases, business partners) can use to train and learn
the operations of the system. Sometimes, this installation is known as the staging server.
This server will typically have all the tested changes and functionality of the live system but
will be loaded with test data and configurations that are useful for training.

Each installation will have its own requirements and constraints. What is important is that
you make these decisions early on in your Odoo configurations so that you can properly
administer the installations all the way from development into production.

Clear documentation of all Odoo configurations

Once you have decided what Odoo servers you require and how those installations should
be configured, it is important that you create a clearly defined method for documenting all
the details that go along with the setup. This can be as simple as a text or Microsoft Word
document that is in a known place and kept up-to-date. It can be as complex as using a full-
blown project manager. Using cloud organization tools such as Dropbox, Evernote, and
Google Documents provide you with a lot of options of how you can document your Odoo
installations.
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It will be up to your own business policies to determine exactly where you store this
information and how much detail you keep. One bit of advice is that it is almost always
better to err on the side of having too much detail rather than too little. You will naturally
need to be aware of how you secure usernames and passwords and have a clear policy on
how that information is securely stored.

Focusing on business continuity

Any business information system is only as good as its ability to recover from something
going wrong. Despite having more reliable hardware and software, data can still get
corrupted. Even the most dedicated employee can accidentally post bad data. The best
security can be defeated. While everyone is making their best efforts, there are certainly still
bugs lurking in Odoo's applications as you are reading this. No amount of planning can
prevent a problem from occurring. This is why one of the most important tasks in
administering an Odoo installation is making sure that you always have a clear recovery
strategy.

Here are a few important considerations:

e Regularly test your backups for recoverability. Just because you are backing up
your data, it does not mean that it is quickly recoverable. All too often, businesses
may go months or even years without testing if the data they are backing up is
recoverable.

e Have a strong archive of backups. Perform daily backups along with weekly and
monthly snapshots as well. Often, data can be bad, deleted, or corrupted long
before anyone knows anything has gone wrong. Someone might accidentally
delete a set of old entries, and it may not be until a few months later a manager
doing a report finds critical holes in the data.

e Have contingency system options. Even if you plan on hosting locally, consider
having a cloud server configured where can run your Odoo installation in a
pinch. Too often, you can have the backups ready to go but if you are waiting on
hardware to be fixed or a part to be delivered, you are going to extend your
downtime. If you plan to use your development server as a backup production
system, make sure you have the proper procedures in place and tested. Don't
make blindly optimistic assumptions about your system contingencies. Test them
at least once or twice a year.

e Make sure you know how long it takes to fully recover your Odoo installation
and what data would need to be re-entered into the system. If you back up
nightly, and it takes you four hours to get your installation back up and running,
make sure your internal business processes are clear on exactly what steps are
required.
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¢ Know exactly how much downtime costs your business, and plan accordingly.
Companies such as eBay and Amazon are in crisis if they are down for even a few
minutes. More than an hour of downtime for them would make international
news. While you may not have their uptime requirements, it is important that
you understand exactly what risk your business does face if your Odoo
installation goes down for two minutes, two hours, or even two days.

Backing up your Odoo database

It is critical in a production environment that at the minimum you back up both your
working Odoo application directories and the associated Postgres databases. Ideally, you
will have server snapshots and a clear business continuity plan in place and tested. Still, it is
valuable to know that Odoo provides a built-in database backup tool. I use it frequently in a
variety of Odoo installations.

Before going ahead, it should be noted that this function will not be applicable to all Odoo
installations. If you are running in a hosted Odoo environment where you have been
provided a login and password to your database, then you will be provided a specific
backup procedure. Make sure you fully understand how it works and have a way to test
and make sure that it functions as expected.

The easiest way to get to the backup database function is to navigate directly to the
database manager. By adding /web/database/manager to the end of your Odoo URL,
you will be taken directly to the Odoo database manager:

0Jdoo

Warning. your Odoo database manager is not protected. Please
set a master password to secure it.

SILKWORM-DEV Backup ) Duplicate @ Delete

Create Database Restore Database Set Master Password
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Here you will see all the databases in your Odoo installation with the option to Backup,
Duplicate, or Delete each of the databases.

Sometimes, if you are having trouble with an Odoo installation, such as
getting Internal Server errors and other system-related issues, you can
navigate directly to the database manager to back up your database and
perform operations that may help you recover from the problem.

Clicking the Backup button will bring up a simple wizard that will allow you to backup the
database in ZIP format that will contain all the filestores associated with that database, or as
a pg_dump file. A filestore could contain such things as document attachments or pictures
associated with your products. The pg_dump format is a standard Postgres database
operation that will make a backup of the database only without the associated filestore:

Backup Database

Database Name

SILKWORM-DEV

Backup Format

zip (includes filestore) :I

Click the Backup button to begin backing up the database. The database will then
download through your browser just like any other file you may download off the Internet.
(If your database is extremely large, there is a chance that the file may not be easily
downloaded.)
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Restoring an Odoo database

The ability to back up a database does little good unless you have the ability to restore the
database to get up and running again. You can click the Restore Database button to bring
up the Restore Database form:

Restore Database

File
Browse... | SILKWORM-DEV_2016-12-30_00-34-56.zip

Database Name

SILKWORM-RESTORE|

This database might have been moved or copied.
In order to avoid conflicts between databases, Odoo needs to know if this database was
moved or copied. If you don't know, answer "This database is a copy”
© This database is a copy
This database was moved

Here, you specify the Master Password and choose the file you wish to restore. Once you
have the file selected, you will need to specify a new database name to restore the database
into it.

You also get the option to choose either Backup Restore or Copy of an existing database as
the Mode for the restoration. As the instructions explain, Odoo will handle the restore
slightly differently if you are restoring a database that has been moved rather than copied.
Use the appropriate mode for your situation.

Administering users in Odoo

In any ERP system, it is important that you completely understand how users and user
access rights are managed. When Odoo is first installed, an admin account is created
automatically. This is a superuser account, and it is the only one like it. In some systems,
any account can be specified to have full administration privileges. Odoo, however, gives
permissions to the administration account that no other user in the system has.
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Specifically, all access rights are bypassed when using the administrator account. Much like
the root account in Linux or Ubuntu, you always need to protect your administration
account by using a strong password and keeping it secret.

Selecting a user to administer

Let's begin looking at a user in Odoo and how they are tied to partner records within the
rest of the Odoo applications.

To access the list of users, click Settings in the main menu and then choose Users from the
Users section in the left-hand menu:

Users A Intemnal Users X | Search (¢}
Import 12/2 £ | >
Name Login Language Latest connection
Administrator grgmoss@yahoo.com English 01/01/2017 18:18:18
Terry Zeigler terryzeigler@samplemail.com English

We can now click on Terry Ziegler to bring up the user so we can look at the additional
options that are available:

Terry Zeigler W Active

terryzeigler@samplemail.com

Access Rights Preferences
Application
Sales Manager
Inventory
Manufacturing
Accounting & Adviser
Finance
Purchases
Employees Employee

Administration
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When you pull up a user in your own Odoo installation, it is unlikely this screen will look
exactly like yours. Depending on the exact applications that are installed, the available
application and technical settings will change. Also, it is common to see modifications to
this screen depending on the Odoo build you are running.

Managing user preferences

Now click on the Preferences tab so you can look at the available options:

Terry Zeigler W Adtive

terryzeigler@samplemail.com

Access Rights Preferences
Localization

Language English

Timezone US/Central

Messaging and Social

Email Messages and All Messages

Notifications

Alias

Signature Best Regards,
Terry Zeigler

Sales Manager

In this section, we have the ability to specify important localization options that can
dramatically change the user experience. We can specify one of the more than a dozen
languages that Odoo supports, as well as the timezone and default sales team of the user.
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Additionally, the preferences section lets you manage your Messaging and Social options
for the user.

Currently, there are only two options for receiving inbox notifications by e-mail. Either he
never receives notifications or the user receives all the notifications.

The Alias option will allow administrators to configure an e-mail alias for the user. By
creating an alias the user can receive incoming messages from an e-mail that is different
than the one assigned to the account.

Finally, you can use the Signature rich text area at the bottom to specify a signature footer
for the e-mails sent by this user. If desired, the user can change their own signature at any
time by choosing Preferences from the menu in the upper right-hand corner of the screen:

Change My Preferences

Administrator

Language English j Timezone US/Central :I

Email Preferences

Email Messages and o Never
Notifications All Messages
Email grgmoss@yahoo.com
Signature

«~ B | I U | | 16+ R |~ Br | % B 9 C

iii

1[0
[
4

Administrator

m Cancel
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Remember that, if you are an administrator making these changes for another user,
changing these settings will require that user to log out of the system so their session is
updated with the changes.

If you are setting up a lot of users, don't forget that you can use the
Duplicate option under the More menu at the top of the form to make a
copy of a user. This can be handy if a worker has left and has been
replaced with another worker. You can deactivate the old employee and
duplicate their profile for the new employee.

Understanding groups in Odoo

In Odoo, you give users permissions by assigning the users to groups. Once a user is
assigned to a group then the user has all the permissions and options that are associated
with that group. Users can belong, and often do belong, to more than one group. To see the
list of groups that are currently available in your Odoo installation we will need to turn on
the developer settings. To do this, go to the Settings menu at the top and then choose
Dashboard:

odoo o 208 « -<:

Companies

General Settings
Translations

Load a Translation

9 Installed Apps

of App store
[&a)] Theme siore

2 Active Users

Manage access rights

Invite new users:
Enter e-mail addresses (one

per ling

Pending invitations:

terryzeigler@samplemail.com

0% Share the Love
Implementation

Follow these implemeniation
guides to get the most out of

friend
- u n m
Y

0% Accounting

Help us spread the word: Share
Odoo's awesomeness with your
endas

0% Inventory > Odoo 10.0-20161219
@ (Community Edition)
Copyright @ 2004-2016 Odoo S.A
> GNU LGPL Licenced
0% Sales

Activate th

sveloper mode
Activate per mode
Need more help? Browse the

documentation
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At the bottom right you will find a hyper-link to Activate the developer more. Clicking the
link will then refresh the Settings menu providing you many more options for
administering your Odoo installation.

Once you have successfully entered developer mode you can manage the user groups in
Odoo by clicking the Groups link under the Settings menu:

Settings

Groups

0Jdo0 = -
Group Name
Dashboard
Users
Users

Companies

General Settings

Languages
Load a Translation
Import / Export "] Technical Settings
Application Terms
Technical Settings
Technical

Email Technical Settings

Actions Technical Settings

User Interface

Technical Settings /

Technical Settings /

h{ Internal Groups X |Search... Q

Administration / Access Rights

_ ] Accounting & Finance / Accountant

B / Addresses in Sales Orders

Translations B Accounting & Finance / Adviser

[ Analytic Accounting

I Analytic Accounting for Purchases

I Analytic Accounting for Sales

I A waming can be set on a partner (Account)

/ A warning can be set on a partner (Stock)

/ A warning can be set on a product or a customer (Purchase)

I A wamning can be set on a product or a customer (Sale)

Database Structure Technical Settings
Automation Technical Settings /
Workflows

Calendar Accounting & Finance / Billing

As you can see, Odoo has a lot of groups. Fortunately, once you understand how groups
work, you will easily be able to determine exactly what options are available to a user when
you put them in a specific group.
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For our example, let's examine the Sales / Manager group. You can find this group by
scrolling down the list of groups a little or using the search to narrow the list until you can

find the group you are looking for.

Like other lists, clicking the Sales / Manager group brings up the form:

Application Sales
Portal
Users nherited Menus liews Acc
Name Login
Administrator grgmoss@yahoo.com
Terry Zeigler terryzeigler@samplemail.com

Name Manager

Share Group

Rules Notes

Language Latest connection
English 01/01/2017 20:18:18
English

At the very top of the form on the left, you can see that a group is always associated with a
given application. In this case, the group is associated with the Sales application. On the
right is the name, Manager. Odoo automatically adds the slash (/) in between the
application and the name when displaying the full name in the list.

As you can see, the first page lists the users that are assigned to the group. Naturally, you
can add and remove users from this group as required. You will also notice there are seven
pages on this form that you will be using to configure exactly what permissions this group

will offer to users that are members.
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Understanding group inheritance in Odoo

Managing access permissions in any ERP system is always a challenge. Odoo makes
managing user permissions a little easier by allowing you to inherit permissions from
multiple groups and then define a new group that automatically includes all the
permissions from those groups. With proper planning, this allows you to create groups that
provide your users with the permissions they require.

Let's take a look at the groups Inherited by the Sales / Manager group:

Application Sales Name Manager

Portal Share Group

Users Inherited Menus Views Access Rights Rules Motes
Users added to this group are automatically added in the following groups.

Group Name

Sales / User: All Documents

The Sales / Manager group has Sales / User: All Documents included in the inherited list.
Just like the instructions say, users added to the Sales / Manager group will automatically
be added to the Sales / User: All Documents group.

With this in mind, manager groups such as this will most often include all the other groups
that have more restrictions in the system. In this case, looking at the Sales / User: All
Documents group will let you see the most restrictive group permissions for the sales

group.
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Defining menus for your group

Groups provide a direct way to determine what menus users in that group should have
access to. In the case of the Sales / Manager group, we have additional menu options listed.
Members of the Sales / User: All Documents group would not see these menus unless they
are also members of Sales / Manager: or they are added specifically to the Sales / User: All
Documents group:

Application

Portal

Sequence

1

29

100

Sales Name Manager
Share Group
nherited Menus Views Access Rights Rules Motes
Menu

Sales/Configuration/Sales
Sales/Configuration/Opportunities
Sales/Configuration/Leads & Opportunities
Sales

Sales/Reports/Activities
Sales/Sales/Sales Orders

Sales/Reports

Sales/Configuration

If, for example, you wanted to allow users in the group Sales / User: All Documents group
to view the Activites report, you could remove the menu from the list in this manager
group and add the menu to the Sales / User: All Documents group. Because the manager
inherits from the Sales / User: All Documents group, they will still be able to see the menu
in addition to users that are only in the Sales / User: All Documents group.
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Understanding Access Rights in Odoo

So far we have seen how groups can inherit from other groups and how menus can be
assigned to a specific group. Now we will look at the access rights that determine exactly
which models the group has access to and what permissions they are assigned.

Below is the Access Rights page for the Sales / Manager group:

Application Sales Name Manager
Portal Share Group
Users nherited Menus Views Access Rights Rules Motes
Read Write Create Delete
Object Name
Access Access Access Access
Sales Team crm.team.manager
Invoice account_invoice manager
Sales Order sale.order.manager

Sales Orders Statistics

Partner

ir.attachment

Product UoM Categories

Product Unit of Measure

Product Category

Information about a product

vendor

Pricelist

Partner

sale.layout_category

Pricelist item

product. price. history

sale.report

res.partner.sale.manager

ir.attachment.manager

product.uom.categ salemanager

product.uom salemanager

product.category salemanager

product.supplierinfo salemanager

product.pricelist salemanager

res_partner group_sale_manager

report_layout_category_1

product.pricelist.item salemanager

prices.history sale manager
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Access Rights is where you define exactly what models the group has access to. In Odoo,
the term Model represents a business entity object and its related operations. You can
determine for each object if the group should have any combination of Read Access, Write
Access, Create Access, or Delete access. For example, in the preceding listing if you scroll
down you will find the Sales / Manager group has the ability to read, write, and create
meeting types, but they cannot delete meeting types.

Now let's take a quick look at the access rights of the Sales / User: Own Documents Only

group:
Open: Inherits
Application Sales Name User: Own Documents Only
Porial Share Group
Users nherited Menus Views Access Rights Rules Notes
Object Read Access  Write Access  Create Access Delete Access Name
Sales Team crm.team.user
Sales Order sale.order

Sales Order Line

Invoice Tax

Invoice

Invaice Line

Payment Term

Analytic Tags

Analytic Account

Sales Orders Statistics

ir.property

Journal

Partner

Product Template

Product

Close

sale.order.line

account_invoice_tax salesman

account_invoice salesman

account_invoice.line salesman

account_payment_term salesman

account.analylic.tag.sale.salesman

account_analytic_account salesman

sale.report

ir.property_sales

account.journal sale order.user

res_pariner.sale user

product.template sale use

product.product sale use
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The manager group we looked at previously had a lot of permissions to create and write
records, but the Sales / User: Own Documents Only group only has read access for many
objects such as Sales Team, Journal, Partner, Product Template, and so on. This group can
see the information, and it can be selected on forms and reports, but they do not have
permission to modify records in those objects.

Understanding group rules in Odoo

Sometimes in a system you want users to have access to a particular model, but not to all
records in that model. For example, you may want users to have access to phone calls
within the system. But for some groups, you only want the user to have access to the
records of their own phone calls, not the phone calls of everyone in the system. When you
need to control user access based on the contents of records within a model, you can define
Rules.

For this example, we are looking at the rules for the Sales / User: Own Documents Only
group. Because this is a very restricted group, there are many rules that limit users in this
group to only see the records that are associated with them personally:

Open: Inherits
Application Sales Name User: Own Decuments Only
Portal Share Group
Users nherited Menus Views Access Rights Rules Notes
Name Object Global
Personal Orders Analysis Sales Orders Statistics
Personal Order Lines Sales Order Line
Personal Orders Sales Order
Own Salesteam Sales Team
Personal Leads Analysis CRM Opportunity Analysis
Personal Leads Lead/Opportunity
Personal Activities CRM Activity Analysis
Close
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Typically, manager groups will have little or no rules because they do not have restrictions
on what records they can access. Groups such as Own Documents Only have quite a few
rules so that the users can't see records that do not belong to them. Let's take a quick look at
the Personal Orders rule so we can see how we can construct a rule that limits what records
a user can access:

Open: Rules
General Access Rights
Name Personal Orders Apply for Read Apply for Write
Object Sales Order Apply for Create Apply for Delete
Active

Rule Definition (Domain Filter)

[T.(user_id''="user.id),(user_id,’="False)]

Groups (no group = global)
Global

Group Name

Sales / See Own Leads

Interaction between rules

Global rules (non group-specific) are restrictions, and cannot be bypassed. Group-local rules grant additional permissions, but are constrained
within the bounds of global ones. The first group rules restrict further than global rules, but any additional group rule will add more permissions
Detailed algorithm:

1. Global rules are combined together with a logical AND operator, and with the result of the following steps

2. Group-specific rules are combined together with a logical OR operator

3. If user belongs to several groups, the results from step 2 are combined with logical OR operator

Example: GLOBAL_RULE_1 AND GLOBAL_RULE_2 AND { (GROUP_A_RULE_1 OR GROUP_A_RULE_2) OR (GROUP_B_RULE_1 OR
GROUP_B_RULE_2))

Close

Odoo provides a pretty good description at the bottom of the form on how rules interact. If
no groups are specified in the list, this means this rule will apply to everyone-all groups. As
you can see on the right, you can specify the access rights for this rule. So, you could have a
rule in which a user can access (read) certain records, but they would not be able to create,
write, or delete records.
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The most important part of the rule is the Rule Definition or Domain Filter. This is the
filter that is applied to each record to determine if that record should be available. While the
syntax may look a bit cryptic, you can see that the system is checking that user_id is equal
to the current user_id. Specifically, this filter will be true if you are looking at your own
records or records that have not been assigned to any specific user.

When making your own rules, copy and paste rules from a similar rule to
make it easier to get the syntax right. Also, be careful about changing rules
in a live system. It is possible that an error in your syntax could make it
impossible to access certain parts of the system.

Internationalization in Odoo

Even with a conventional English installation of Odoo it is possible to configure Odoo to
work with a variety of languages, time zones, and currencies without downloading any
additional add-ons. Odoo has very robust features for configuring a global ERP system that
can meet the demands of today's multi-cultural business environment.

As with most Odoo features, you only need to configure the international features you
require for your business. For example, you may do business entirely in US dollars but
would like to offer Odoo in Spanish for some of your workstations, users, or portal
customers. On the other hand, if you are purchasing from a supplier in an alternative
currency, you may choose to create a special price list that allows you to do business in that
currency.

Configuring language translation

Like many of the other options in Odoo we have discussed, business requirements should
drive how you configure your system. For our real-world example, it has been increasingly
desirable to offer a native Spanish Odoo interface for some employees. Let's see how we can
configure Odoo to provide other language alternatives.
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Fortunately, Odoo makes this very easy. Simply go to the Settings menu and choose Load a
Translation in the Translations section on the left:

s ~ Load a Translation

Language X =
Spanish (MX) / Espanol (MX) j

Overwrite Existing
Terms

Cancel

You will find quite a few languages to choose from in the list. At the time of writing, there
are more than 80 languages to choose from.

Many of these languages are community supported, and translation will
certainly vary. Furthermore, ERP systems can often be confusing, even for
users that speak the language fluently. Take the time to train users so they
understand all their processes well.

You would use Overwrite Existing Terms if you have made custom modifications to a
language translation and now wish to overwrite them.

After the language is loaded, you will get a confirmation message and instructions on the
next step you need to take to begin using the installed language:

Language Pack

The selected language has been successfully installed. You must change the preferences of the user and open a new menu to view the changes.

Close
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Now that we have installed the new language, we can assign that language to our users and
even our customers and suppliers. In the following screenshot, we can see that we have set
Mike Zeigler's language choice to Spanish. Odoo also allows you to specify timezone by
either the GMT offset or by common regions. In this case, we have chosen Cancun as the

Timezone:

Name .
& Active

Terry Zeigler
Email Address
terryzeigler@samplemail.com

Related Partner Terry Zeigler
Access Rights Preferences
Localization Menus Customization
Language Spanish (MX) / Espariol (MX) | SEIIE LELET -
TimezoneA America/Cancun :I

After the changes are saved and the user has logged back in, we will see their interface has
changed over to Spanish:

#Bandeja de entrada Buscar
Marcar todo como leido

e entrada Ldoo necesita sU permiso para gnable deskiop notincatons.

CANALES iEnhorabuena! Su bandeja de entrada esta vacia.

Los mensajes nuevos se muestran aqui.

DIRECT MESSAGES

CANALES PRIVADOS
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Using translation features to customize Odoo for your
business

Even if you do not plan to use Odoo's translation features for alternative languages, the
translation features can be great for changing forms to better fit a given business
requirement.

Starting in Odoo 10 the base language is no longer loaded into the translation framework.
Therefore, you will need to synchronize terms for the English language if you wish to make
any changes to the translations it uses.

To synchronize terms, go to Settings; then down under Translations, choose Languages. In
the row for the English language you will see an icon at the far right that when you click it
will bring up a confirmation to synchronize the terms:

s ~ Synchronize Terms

Synchronize Translation

Language English j

Update Cancel

Once we load the translation for English we can examine the terms.

To see the translated terms for a given language, go to Settings; then down under
Translations, choose Application Terms / Translated Terms:
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Dashboard
Users

Users

Groups

Companies
General Settings
Translations

Languages

Load a Translation

Import / Export

Application Terms

Translated Terms

Synchronize Terms

Technical
Email
Actions
User Interface
Database Structure
Automation
‘Workflows
Calendar
Reports

Sequences & Identifiers

Translated Terms

0JOO Em -

Source term

Let's start with a new customer invoice.

Ready to discover your new favorite

"] <b=accounting app</b>? Get started by

clicking here.

Use the path to quickly click back to

B <b=previous screens</b>, without reloading

the page.

Your reports are available in real time. <i>No

—, need to close a fiscal year to get a Profit

&amp; Loss statement or view the Balance
Sheet.</i>

—, % transactions had already been imported

and were ignored.

1 transaction had already been imported and
was ignored.

) Already imported items

) Bank

—, Cannot find in which joumal import this

statement. Please manually select a journal

Could not make sense of the given file.
Did you install the module to support this type
of file ?

[E=ULITELEY English X

Y Filters »

Translation Value

Let's start with a new customer invoice.

Ready to discover your new favorite
<b>accounting app</b>? Get started by
clicking here.

Use the path to quickly click back to
<b=previous screens</b>, without reloading
the page.

Your reports are available in real time. <i>No
need to close a fiscal year to get a Profit
&amp; Loss statement or view the Balance
Sheet.</i>

%d transactions had already been imported
and were ignored.

1 transaction had already been imported and

was ignored.

Already imported items

Bank

Gannot find in which joumal import this
statement. Please manually select a journal

Could not make sense of the given file.
Did you install the module to support this type
of file ?

=Group By~ | W Favorites =

Translated field

addons/a

ftour.js

unt_accountant; 3 il

addons/account_accountant/static/srcijs
four.js

ftour. js

unt_accountant i

addons/account_accountant/static/srcijs
four.js

addons/account_bank_statement_import
account_bank_statement_import.py

addons/account_bank_statement_import
/account_bank_statement_import.py

addons/account_bank_statement_import
account_bank_statement_import.py

addons/account_bank_statement_import
/account_bank_statement_import.py

addons/account_bank_statement_import

account_bank_statement_import.py

addons/account_bank_statement_import
account_bank_statement_import.py

1-80/

Language

English

English

English

English

English

English

English

English

English

English

16737

Type

Code

Code

Code

Code

Status

Translated

Translated

Translated

Translated

Translated

Translated

Translated

Translated

Translated

Translated

Notice that in the second to the last column we can see that the first page has all English
translations and the record count is 16,737. Nearly every message, menu, and label in Odoo
is driven off the translations in this table. That is how Odoo can easily adapt and support
dozens of languages, but we can also use these translations to change terms to make them

more business-friendly for our requirements. For instance, you could change Fiscal

Position in Sales to Tax Status, or change Meetings in the Calendar module to Activites.
Neither will affect how the system works and are just labels.

International currencies

As you saw, it was quite easy and straightforward to configure Odoo for multiple
languages. Currencies, however, are going to require more planning and more testing
during your system configuration. Unlike languages, multiple currencies have the ability to
directly modify the amount of money you are receiving or paying out. If the system has

misconfigured currency settings, you are almost guaranteed to have inaccurate transactions
within your system at some point. Make sure you thoroughly test all scenarios when
working with multiple currencies in Odoo or any other ERP system.
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To set up multi-currency in Odoo, go to the Accounting menu and select Settings in the
Configuration section:

Bank & Cash

Odoo Bank Stalements | Bank Interface - Sync your bank feeds automatically View supported banks

Plaid Connector [Eay Vore Info

Piaranse - Import .qif files m More Info

Vendor Bills ) Import in .ofx format ESIESEEE More Info

Payments ) import in .csv format [N More Info

Vendors Automate Payments Use SEPA payments More Info

Purchasable Products | Allow check printing and deposits More Info
Adviser Configuration Bank accounts footer preview

Journal Entries Inter-Banks Transfer Account 101700 Liquidity Transfers = [_’fI

Chart of Accounts
Manual Payments & Invoices... Multi Currencies

Make Manual Tax Adjustments Configuration
9 Allow multi currencies

Reperts

Business Intelligence Rate Difference Journal Exchange Di ~ ('
PDF Reports

Configuration

=T Invoicing & Payments

Accounting
Management Customer ~| Allow pro-forma invoices
Financial Reports | Enable payment followup management [[EEEIEY More Info
Payments ) Use batch deposit [T More Info
Powered by Odoo Warning o All the partners can be used in invoices

Under Multi Currencies, you will find Allow multi currencies. Check this, and you will get
the option to select the accounts to which the differences between exchange rates will be
posted. When setting up a full production system, you will want to assign appropriate
accounts as discussed in chapter 6, Configuring Accounting Finance. However, we can post
to the default account Exchange Difference as an appropriate typed income and expense
account for demonstration purposes.
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Once you click Apply, Odoo will work for a few seconds and then return you to the same
screen. Odoo has now added an additional menu option to the accounting configuration
menu for currencies.

Clicking this option will bring up all the currencies that are available in your Odoo
installation:

Accounting

Currencies

* Favorites = <2

FETELE Currency Symbol Date Current Rate Active

Vendors

Purchasable Products ) AEC
Adviser 7] AFN Afs
Journal Items
Journal Entries
Chart of Accounts ] AMD
Manual Payments & Invoices...
Make Manual Tax Adjustments
Reports ) AOA z
Business Intelligence
PDF Reports
Configuration
Settings
Accounting
Management -

Multi-Currencies ~Ts

Financial Reports

Powered by Odoo ) BDT

When you turn on multi-currency Odoo specifies both the USD and EUR currencies as
active. You can activate any other currency by editing the appropriate record and checking
the active option.
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Let's go ahead and activate the currency for the Mexican Peso by finding the MXN currency
record and setting it to active:

Currencies / MXN
Create Action = 19/80| € | >
View Rates
—
- Active
Currency MXN Current Rate 1.000000
Price Accuracy Display
Rounding Factor 0.010000 Symbol $
Decimal places 2 Symbol Position Before Amount

You will notice that this screen also contains the options to specify the rounding factor that
will be used in converting from the MXN currency to the base Odoo currency. In this
installation that is the US currency.

You will not notice the changes from multi-currency until we look at how some of our
documents now appear in Odoo.

As when configuring other Odoo options, it is a good idea to Shift-Refresh
your browser to force Odoo to display any new menus or settings
resulting from your changes.
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Purchasing in a different currency

Create a new purchase order and observe the new currency selection available at the top of
the form:

Request for Quotation
New
Vendor T-Shirt Supply Co. ~ (4 OrderDate 01/04/2017 19:53:10 -
Vendor Reference
Currency US[ﬂ - l_))l
MXN
Products Deliveries UsD
Product Desci Create and Bt Quantity Unit Price Taxes Subtotal

Add an item

Once you choose a currency, you will see the symbol change at the bottom of the purchase
order to show that you are now purchasing in the new currency.

If you continue, however, and try to add a product to your purchase order, you will quickly
find out that unit cost does not auto-populate from the cost we have specified in the
product file. As we are now using multiple currencies, we either need to provide more
detailed pricing information, or we must enter the amount on each purchase order we
create.
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Managing supplier price lists

Now that we know we are going to have suppliers from whom we need to purchase in a
different currency, let's see how we can set up a price list for this alternative currency so
that when we order products we do not have to re-enter our costs.

We must first turn on multiple vendor price lists. Click on the Purchases menu and then
click Settings within the Configuration section. There you can check the Allow using and
importing vendor pricelists option under the Vendor Price section and click Apply:

Furchase Lead Time 0.00

Purchase Order Modification * o Allow to edit purchase orders
Confirmed purchase orders are not editable
Levels of Approvals * ° Confirm purchase orders in one step

Purchase Get 2 levels of approvals to confirm a purchase order

Requests for Quotation

Purchase Orders

Vendors Purchase Order
Products
Product Variants © No variants on products
Control Preducts can have several attributes, defining variants (Example: size, color,...)

Incoming Products

Units of Measure © Products have only one unit of measure (easier)
Vendor Bills N
Some products may be sold/puchased in different units of measure (advanced)
Reporis .
Configuration Costing Methods © set a fixed cost price on each product
m Use a 'Fixed', 'Real' or ‘Average’ price costing method
Products Calls for Tenders © Purchase propositions trigger draft purchase orders to a single supplier

Allow using call for tenders to get quotes from multiple suppliers (advanced)

Vendor Price Manage vendor price on the product form

o Allow using and importing vendor pricelists

Warning © Al the preducts and the customers can be used in purchase orders

An informative or blocking waming can be set on a product or a customer

[187 ]



Administering an Odoo Installation

After we have turned on the option to manage pricelists per supplier, we can go to the
vendor and set the currency for the vendor under the Sales & Purchases tab:

i § Individual @) Company ——— 0 0
g— =
."m-)‘“"f I Active g Meetings @ Activities
i .
{41, T-Shirt Supply Co. - -
~ Wendor Bills. Purchases
Address 564 Made up street Phene 444-555-6666
Mobile
Canton Ohio | 49432 Fax
United States -
Email
Website
Language "
Tags . English 1
Contacts & Addresses ntermnal Notes Sales & Purchases Accounting
Sale Purchase
Is a Customer - Is a Vendor
Salesperson - Supplier Currency MXN -

Once you save the vendor record and go back and create a new purchase order, the
currency will automatically default to the new supplier currency we specified.

Let's see what happens when we add the line item for the Medium White T-Shirt:

Request for Quotation
New
Vendor T-Shirt Supply Co. ~|(7' Order Date 01/04/2017 20:24:24 -
Vendor Reference
Currency MXN -
Products Deliveries & Invoices
Received  Billed  Unit
Product Description Scheduled Date Quantity " Taxes Subtotal
aty Price

Medium Whit MWT-20] Med Sht  01/08/2017 T
o Medium White — [MWT-20] 12.000 0.00 0.00 725 ' 87.00 @

T-Shirt Tshirt 20:24:24 15.00%
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If you look carefully you will notice that the Unit Price for our Medium White T-Shirt is
set to 7.25. This is the same price as the US currency. So what happened? While we have
configured the vendor to use the MXN currency we have only specified a cost for US
currency. Let's see how we can fix that.

Under the Purchases menu select the Vendor Pricelists option:

Vendor Pricelists Search (=}
Odoo Import TFiters~ =GroupBy~ ¥ Favorites 1-1/1 € | >
] Vendor Product Minimal Quantity Price  Start Date End Date
Purchase
Requests for Quetation | 4 T-Shirt Supply Co. Medium White T-Shirt 12.00 7.25 12/20/2016 12/30/2016
Purchase Orders
Vendors

Products

If you have worked with previous versions of Odoo, the pricelists in Odoo 10 have been
greatly simplified. Rather than master price lists, you now just simply create a record for
each product and vendor combination you require.

Let's make it so that this shirt is now priced by the Peso (MXN):

Vendor Pricelists / T-Shirt Supply Co.

m Discard 1/1 € | >

Vendor Price List
Vendor T-Shirt Supply Co. ~ [ Product Medium White T-Shirt -4
Vendor Product Med Sht Tshirt Minimal Quantity 12.00
I MName
Vendor Product Code MWT-20 Price 70.25
Deli MXN - L’J‘
very Lead Time 4 days
Validity 12/20/2016 ~ to
12/30/2016 -

Once you Save and create a new purchase order the product will then be picked up and
priced correctly in Pesos.
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As you can see pricelists are flexible but you must be very careful to properly configure and
test your configuration. It's very easy to end up pulling the wrong currency into a
document.

Managing sequences in Odoo

When you are setting up a system for your business, there is a very good chance that the
default naming of documents and the number sequences that Odoo defines may not be
ideal. A simple example is that you most likely do not want your invoices starting at
number 00001 when you may already have produced thousands of invoices. You would
want the numbers to start where the old system left off

Additionally, sequences in Odoo don't just manage the numbering of your documents.
They also manage how the document name looks inside of Odoo. To see the current
sequences defined by Odoo, go to the Settings menu and choose Sequences under
Sequences & Identifiers:

Settings

Sequences Search Q

Odoo Import YFilters~ | =Group By~ | ¥ Favorites ~ 1-37/37 € | >

Sequence  Next

Dashboard Sequence Code Name Prefix — e Step Implementation
Users
Users "] account.reconcile Account reconcile sequence A 0 3 1 Standard
Groups Bank BNK1/%(range_year)s/ 4 1 1 Nogap
Companies

- Bank : Check Number
General Settings Sequence R
Translations

(&)

Languages i Cash CSH1/%(range_year)s/ 4 1 1 Nogap
Load a Translation - Cash : Check Number
5 1 1 Mo gap
Import / Export Sequence
Application Terms Customer Invoices INV/%(range_year)s/ 4 1 1 No gap
Lz Customer Invoices : Check - ] q
§ o gaj
Email Number Sequence s
Actions
Exchange Difference EXCH/%(range_year)s/ 4 1 1 Nogap
User Interface
Database Structure - Exchange Difference : Check - ; e
Number Sequence
Automation
Workflows i Miscellangous Operations MISCr%(range_year)s/ 4 1 1 Mo gap
Calendar
Miscellaneous Operations : 5 1 1 Nogap
Reports Check Number Sequence
Sequences & Idantifiers stock.quant.package Packages PACK 7 1 1 Standard
External Identifiers )
_ stock.lot.tracking Packs 7 1 1 Standard
Sequences
- Payments customer invoices  CUST.IN/%
Parameters account.payment.customer.invoice y N 4 1 1 Standard
sequence (range_year)s/
Powered by Odoo = 5 Fod e T AT
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Here, we have scrolled down so you can see the Sales Order sequence. Click on the Sales
Order sequence to bring up the details:

Sequences / Sales Order

m Discard 24737 £ | »
Name Sales Order Sequence Code sale.order
Implementation Standard j Active

Sequence

Prefix SILK-S0 Sequence Size 3
Suffix Step 1
Use subsequences - Next Number 5200
per date_range
Legend (for prefix, suffix)
Current Year with Century: %(year)s Day of the Year: %(doy)s Hour 00->24: %(h24)s
Current Year without Century: %(y)s Week of the Year: %(woy)s Hour 00->12: %&(h12)s
Month: %%(month)s Day of the Week (0:Monday): Minute: %(min)s
Day: “(day)s “Yo(weekday)s Second: %(sec)s

Using simply SO is very generic and could potentially match a document identifier from
another company.

For this example, we have changed the Prefix of the Sales Order in our Odoo installation so
that they will being with SILK-s0. It is common in a business situation that you may wish
to prefix your documents with a notation that identifies that document specifically to your
company. Also notice that we have bumped up the Next Number to 5200.
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After you save the changes to the sequence, any new documents will now use the new
sequence definition:

SILK-S05200

Customer Mike Smith Order Date 01/04/2017 20:41:11
444 South Main

Expiration Date
Murphysboro IL 62896

United States BT
Payment Terms
Order Lines Other Information
Product Description Ordered Qty Delivered Invoiced Unit Price Taxes Subtotal
Medium White T-Shirt Medium White T-Shirt 1.000 0.000 0.000 16.50 Tax 15.00% 16.50

Multiple companies in Odoo

Odoo has the ability to manage multiple companies within the same database. This feature
allows you to consolidate some of your system administration and manage more complex
operations. As a general rule, multiple-company configuration is an advanced topic. You
should be very comfortable with working with single-company configurations before you
begin looking into multiple-company configurations. Also, Odoo's warehouse management
and analytic accounting abilities can often be a preferable way to manage operations than
by configuring multiple companies.

A good general rule is that if they are not separate legal entities, then most likely they
should not be set up as multiple companies in Odoo. However, every business requirement
is different, and the ability to use multiple companies in Odoo may allow you to easily
implement a solution that otherwise may have been rather difficult with just a single
company.
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To set up Odoo to begin using multiple companies, go to the Settings menu then choose
General Settings:

Apply Cancel

Odoo General Settings

You will find more options in your company details: address for the header and footer, overdue payments texts, stc.

© Configure your company data
Dashboard
Users
Euzl Configure outgoing email servers - A7failed emails
Users
Configure the incoming email gateway
Groups nfigur T ng 9 Y
Companies Alias Domain | localhost

General Settings

Translations Portal access

Activate the customer portal

Languages When you send a document to a customer (quotation, invoice), your customer will be able te signup to get all his

(T E T =T documents, read your company news, check his projects, efc.

Import / Export ~) Enable password reset from Login page
Application Terms ) Allow external users to sign up

Technical
Email Authentication ") Use extemal authentication providers (QAuth)
Actions
User Interface I Pt Allow users to import dala from CSV/XLS/XLSX/ODS files
Database Structure
Automation Multi Company Manage multiple companies
Workflows
Calendar R Allow multi currencies
Reports
Sequences & Identifiers Inter company - Manage Inter Company
Parameters

After you have checked Manage multiple companies and clicked Apply, Odoo will work
for a few seconds to configure the installation for multiple companies. Please note that this
operation can take more than a few seconds on some systems.

First off, by default Odoo does not turn on multi-company operations for a user even
though we have configured multi-company operations through general settings. Even for
the administrator user, you must go in and set multi-companies to on:
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Setting up a second company in Odoo

Now we can create a second company. With Odoo, you can have multiple companies that
are all independent of each other, or you can have child companies in which you can link a
chart of accounts and other operations to roll up into the parent company. For example, we
have created a new company named Euro Shirts and have set Silkworm Inc. as the
parent company.

For our example, we are choosing France and using the Euro as the default currency:

Company Name

Euro Shirts

Company Tagline
e.g. Global Business Solutions

General Information

Partner Phone

Address 4930 Place Bellecour
Fax

: Email
Lyon State > | ZIP

Tax ID
France -

Website e.gJ. WwWw.oaoo.com Company registry

Currency EUR - L);'

Activate here a new currency before

creating a new company.

Parent Company Silkwerm - L)J|
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Now that we have defined a second company, we need to go into our Accounting settings
and see how we can define our Chart of Accounts:

Accounting

Apply Cancel
0dOO  comem
Company Euro Shirts -
Customers This company has its own chart of accounts
Sellable Products
Purchases Chart of Accounts
Vendor Bill
endor Bills Chart of Account Configure your comp
Payments
Template j = Install more chart templates
Vendors
Purchasable Products
. Fiscal Year
Journal Items Fiscal Year Lasl Day December :I 31

Journal Entries
Lock Entries Lock Date for Non-Advisers -

Chart of Accounts
Lock Date -
Manual Payments & Invoices...

Make Manual Tax Adjustments

T Accounting & Finance

Business Intelligence Options Default company currency | EUR -

PDF Reports
R Get dynamic accounting reports [l ageg More Info

Configuration

) Analytic accounting
Settings .

Assets management
Accounting

Revenue Recognition

Budget management

Management
Multi-Currencies

Financial Reports Allow Tax Cash Basis

Notice that we now have an opportunity to set up a chart of accounts specifically for our
new company along with its fiscal years. Also note that at the very top of the form we have
specified that This company has its own chart of accounts.

Implementing a multi-company solution

As was previously stated, setting up a multi-company system is complex. While the system
will work much the same as it did previously, it is important that you understand how a
multi-company system impacts every operation within the system. Customers, users,
suppliers, and the chart of accounts all tie into multiple company operations. This chapter
has provided the very basics to get started configuring a multi-company setup, but final
configurations will take a great deal of planning and fine-tuning to have a truly successful
installation.
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Summary

In this chapter, we examined some of the things you should consider when administering
an Odoo installation, such as planning your server configuration and establishing good
practices for ensuring business continuity in the case of failure. We discovered how to back
up and restore databases as well as manage user access and group permissions.

Later in the chapter, we took a look at internationalization and configured Odoo to handle
multiple languages and international currencies. We learned how to change Odoo
sequences so your documents can have the formats and numbering that work for your
business requirements. Finally, we took a brief look at setting up a multi-company
configuration in Odoo.

In the next chapter, we will take a look at Human Resource applications and how you can
configure Odoo to make it easier to recruit, interview, hire, and manage employees.
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Over the past few decades, companies have had increasing demands placed upon them to
keep track of employee-related information. Odoo has a variety of modules that can help
your company organize information involving your employees. Some of these applications,
such as timesheets and attendance, can become critical processes that help a company
contain costs. In this chapter, we will look at how you can integrate Human Resource (HR)
applications.

We will cover the following topics in this chapter:

e Modular approach to Human Resources

Installing the Employee Directory

Creating new employee

Timesheet and Leave Management

Recruitment process

Modular approach to Human Resources

Like the rest of Odoo, the HR application allows you to implement the functionality you
need today, and then later add additional modules. This approach makes it much easier to
start using Odoo right away to solve specific company needs. The best way to be successful
with implementing a system is to plan ahead and implement in stages. Once you are
successful at putting one application in place, then you can move on to putting additional
applications in place.
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Installing the Employee Directory

When you install the base Odoo applications, you get the ability to manage system users,
but you will notice that there are no menu options for entering and managing employees.
To begin working with HR application, you will need to install the base Employee
Directory application.

Go to the Settings menu and install the Employee Directory application using the same
process as the previous Odoo applications:

Employee Directory

Install

After you have installed the Employee Directory application, you will see a new menu at
the top called Employees. Clicking on the Menu will take you to a dashboard that displays
the Employees in a Kanban view:

Employees

Employees Search... Q

0 d OO m TFillers~ | =Group By = 1-1/1

“ Favorites - < > =
Employees
Departments
Configuration Administrator

Employee Tags

-2 Following

What you may notice first is that for better or for worse, Odoo does not consider users as
employees. The only employee that is in the current Odoo installation is the Administrator.
On top of that there is no built-in mechanism to automatically turn your users into
employees.
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Creating a new employee

Let's go ahead first and see how we can add a new employee to our system.

Click the Create button to bring up the form for you to begin entering a new employee into
Odoo:

Departments ' Employees ' New

n®

Save Discard

N
ame ﬁ Not Archived
Tina Robbins|
art Time v
Public Information Personal Information HR Settings

Contact Information Position
Working Address Silkworm v (&' Department Sales ey
Work Mobile Job Title v
Work Location Manager -
‘Work Email Coach v

Work Phone

The only required field in the employee form is the name. All the other fields are optional.
Odoo will default the working address to the company address. While most fields are self-
explanatory, we will go over several of the more important fields to take into consideration.
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Department

The employee department is a common way for a company to organize employees. While
we currently have Tina assigned to the sales department, we can move her to another
department. In our example, we are going to create a production department and assign
Tina to that department:

Create: Department

Department Name Production Manager Tina Robbins &

Parent Department v Company Silkworm v l_);'

m Discard

In this screen, we have set the Department Name to Production and set the Manager of
this department to Tina Robbins. Please be aware that you must save the record first
before you can assign Tina as the manager.

Also, you will notice the Parent Department field. This field allows you to create a
hierarchical structure of departments for your company. Typically, you will wish to look at
the organization chart of a company and take some time preparing the company
department structure.
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Job Title

The Job Title field allows you to manage job titles for employees inside of Odoo:

Create: Job Title

Stop Recruitment Recruitment in Progress Recruitment Closed

Job Name

Production Manager

Department Production M=

Expecled New Employees |4

Job Description

In this screenshot, we have created for Tina Robbins ajob title of Production Manager.
As you can see from this form, job titles are tied to departments. This means that to
properly configure Odoo, you would need to create job titles across departments. Therefore,
you do not necessarily want to name a job simply Manager. That would make it difficult,
when looking at the list of job titles, to know with which department that manager may be
associated.

You will notice that there is a place to enter the new employees that are to be expected and
the default value is set to 1. You can also see that the status of this job title shows
Recruitment in Progress as well as a Stop Recruitment button, which we will cover later in
the chapter.

If you try to save the record you may get an error 'Error! You cannot
create recursive hierarchy of employee(s). It appears because Odoo
knows Tina is in the Product ion department that the manager of that
department should be Tina and fills in the Manager field. Clear the
Manager field to proceed.
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Manager and Coach

The Manager and Coach fields in the employee screen can be used to specify any other
employees that are already in Odoo. The manager is often called the supervisor in some
companies and may be involved in approving the employee's timesheets, leave requests,
performance appraisals, and so on. The coach is just an optional field that you could use to
specify another relationship the employee has that is valuable to the position.

Employee personal information

The Personal Information tab on the employee screen contains the individual's private
details pertinent to the HR department, such as home address, date of birth, and citizenship
status:

Name

Tina Robbins

Tags

-
Work Email
Work Phone
Public Information Personal Information HR Settings

Citizenship & Other Info Contact Information
Nationality United States v Home Address v
Identification No 4432
Passport No
Bank Account Number v
Other Id
Status Birth
Gender Female v | Date of Birth 06/02/1967 [
Marital Status Single v
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The nationality field allows you to select from the entire country listing that comes
preloaded in Odoo. Typically, the Identification No field would be used for an employee
badge. Odoo includes a Passport No on the form which may be required in some cases
where a company is required to report citizenship information to the government.

If you do decide to enter a home address for the employee, you will be taken to another
screen. Near the bottom of the form, you have the ability to specify Gender, Marital Status,
and Date of Birth for the employee.

HR Settings

On the HR settings page, the Related User field will allow you to associate the employee
with an existing user account in Odoo. Simply select the user from the pop-up list and
choose which user you want associated with the employee. It is also possible to add user's
on-the-fly by choosing Create from the Related User popup:

Departments ' Employees ' New

m Discard =2 =2

Name

E Not Archived

Tina Robbins
— v
Public Information Personal Information HR Settings
Status
Company Siikworm By
Related User .

If the employee is not a user in the system, you can simply leave this field blank as we have
in the preceding screenshot.
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Managing departments

Earlier we saw how we can add a department on the fly as we are entering an employee.
Odoo also provides a dedicated Department dashboard that lets you see and add
departments to the system.

Click on the Departments link to bring up the form:

Departments Search Q
odoo m YFitersw =GroupBy~ W Favorites = 13/3 € > =
Employees Administration More = Production More = Sales More =
Silkworm Silkworm Silkworm

Departments
Configuration

The default installation of the Employee Directory application comes with two
departments, Administration and Sales. We have added the Production department in the
previous section when we added Tina Robbins as an employee. Clicking the Employees
button on either department will take you to the appropriate list of employees for that
department.

Timesheets

Odoo allows you to install a HR module that will allow you to track employee time and
attendance. Timesheets are most useful when you have jobs that require you to account for
employees' work hours and assign those hours to projects or customers.

To utilize this feature, install the Timesheets application:

Timesheets

% Install
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Once you have installed the Timesheets application, the menu bar will be expanded to
include two new main menus, called Timesheets and Attendances. Currently, after
installing the Timesheets application, Odoo just takes you to the standard Discuss menu
just as if you have logged in.

Click the Timesheets menu to pull up the application.

The default installation of the Timesheets application is far more simpler than the
Timesheets application in Odoo 9 with only two menu options. There are no weekly
timesheet entry capabilities, no direct tie-in with analytical accounts, and no timesheet
approvals. You essentially put in the activities through the Detailed Activities option and
then use the Activity Analysis to report that data.

To begin recording employee activities, click on Detailed Activities then click the Create
button:

t Timesheets Employees Apps Settings

Activities Search a
od O‘O Import m Discard TFiters~ = =GroupBy~ | W Favorites
Date User Description Project Task Duration

My Timesheet

Detailed Activities ~ Adminisirator ¥ < - 00:00
Reporis

Activity Analysis

00:00

As you can see we get presented with a form that allows you to enter the activities line-by-
line. Each line has four required fields. The Date is filled in with the current date by default,
and the User defaults to the current user in the system. You must then enter a Description
and provide a Project to attach the activity to.
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A Project is how Odoo ties the duration of the activity to the appropriate accounting entries.
We will learn more about projects in the next chapter on Project Management. For now, we
will simply create a project to attach the activity to:

Create: Project

Sales Team @ UDc>cumer1ts % ‘?’asks E Timesneets

—
Tasks as Tasks B Actve

Allow timesheets

Settings Emails

Project Manager Terry Zeigler{ - L’J‘
Py
Create "Terry Zeigler"
Create and Edit...
Customer -

Save Discard

One thing you will notice is that you can assign a customer to the project as well. This can
then allow you to more directly invoice customers based on a given project or activity. We
are going to leave this blank for now and consider this an internal project that we need to
track the time for.

Let's look at what the form looks like after has been filled in with a few activities:

Activities Search =}
odoo Import YFilters~ = =GroupBy~ | Favorites ~
N | Date User Description Project Task Duration
My Timesheet
Detalled Activities ] 01/05/2017 Terry Zeigler Sales Meeting Sales Team 00:45
Reports
01/05/2017 Terry Zeigler Sales Department Report Sales Team 01:30

Activity Analysis

02:15
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Leave Management

In addition to managing and approving daily timesheets, it is also possible to install an
Odoo HR application that will manage holidays, leave, and other information related to
employee time off. We install Leave Management the same way as the other Odoo
applications:

Leave Management

Install

After you have installed the Leave Management application you will have yet another new
menu, the Leaves menu. One departure from early additions of Odoo is now Odoo installs
many of the HR applications as separate menus. This does lead to having more and more
main menus within the Odoo application. Fortunately, the menu automatically collapses
down into a drop-down list when there is not enough room to display the menu
horizontally across the screen:

More «

Employees

Leaves

TFilters» | ¥ Favorite
Apps

Settings

@ Inbox

e Cmenrd

The primary purpose of this Leave Management application is to provide an easy
mechanism for employees to request leave and for their managers to approve or deny the
request.

Creating a leave request

When you click on the Leaves menu option, you are taken to a monthly calendar that will
show you your current leave requests. Naturally, if there were no prior leave requests
made, or there are none for the current month, then the calendar is empty.
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Click on a day in the calendar to tell Odoo to schedule a leave request beginning on that
day:

Create: All Leaves

Refuse To Submit Approved

Description Sick Day Mode By Employee
Leave Type Sick Leaves v (4" Employee Tina Robbins v
Duration 07/19/2016 07:00:00 - Department Production =y
07/19/2016 19:00:00 Reported in last payslips O
1.00 days

Comment by Manager

e.g. Report to the next month...

Discard

In this example, we have requested a Sick Day. It's possible to configure leave types to only
allow a specific number of days or time. The personal days leave type, for example, is
configured this way by default in Odoo.

Leave Type

For our example, we have chosen the Sick Day leave type. This implies that the employee is
taking this leave with pay. Alternative leave types can be managed for reporting purposes.

[208]



Implementing the Human Resources Application

Duration

When you change the Duration using the date range fields, Odoo will automatically
recalculate the Days field.

Mode

The Mode field deserves special explanation and dramatically changes the way in which
this leave request is submitted. For our example, we are submitting the leave request for a
single employee. By using the By Employee Tag mode, you can submit leave requests that
match all employees that share that same employee tag. This can be useful if you need to
schedule leave for entire sets of employees.

Employee

This field lets you set the employee for whom leave is requested.

Department

This field lets you set the department for which leave is requested.

Submitting for approval

When requesting leave, clicking the Save button is all that is required to save the
information and send it on to the assigned manager for the employee for approval.
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Once you have saved the leave request the form will close and you will see the updated
calendar:

All Leaves (January 2017) Current Year X |E Employee X | Search [=]
n n Day | Week | Month YFilters» | =Group By~ | W Favorites -
w Sun Mon Tue Wed Thu Fri Sat 4 Jan2017 % x
1 1 2 3 4 5 6 i

Sun Mon Tue Wed Thu Fri Sat

2 8 9 10 1 12 13 14
Tina Robbins

3 15 16 17 18 19 20 21

07:00:00 -

19:00:00 Tina

Rebbins on Sick

Leaves : 1.00

day(s)
4 22 23 24 25 26 27 28

As you can see our leave request is presented on the calendar with the appropriate
information.

Approving leave requests

Clicking on the Leaves option in the Leaves to Approve section of the HR menu pulls up
the list of leave requests to approve. You may have to clear the My Department Leaves
filter if the leave is not showing in the list. In our example, we see the leave request we have
submitted for Tina Robbins:
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Depariment Leaves Q Rl T o = -
odoo o TRmn e EGmunby- | kFaoms vt =2 &
o

Employse Allaeation Mode Employes Tag Leave Type Description Allecaied Days. Start Dale End Date Status

T Rctbing By Empioyee Sick Leaves Sick Day 100 071192016 07:00:00 711972016 13:00.00 To Approve

To approve a leave simply click on a request and then choose Approve to approve the
request or Refuse to deny the request.

Recruitment Process

Many HR departments can spend a great deal of time managing the recruitment process.
Odoo provides an application that can help organize the information and make it easier to
keep track of the communication required when hiring new employees.

Install the Recruitment Process application as you have the other Odoo applications:

Recruitment Process

Install
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After the Recruitment Process application has been installed, you can access the application
by selecting the newly added Recruiting menu.

You are then presented with the Job Positions form:

Job Positions Search Q
odoo YFiters~ =GroupBy~ Favorites ~ 1-1/1) € | >
Job Positions Production Manager e

Applications
Resumes and Letters

Reports Application(s) Recruitment Done
Configuration
Settings

Stages Hired Employees 0/1
Tags

Degrees
Job Positions
Sources of Applicants

Departments

You will then see the Production Manager job position we added early in the chapter. Like
the other Kanban setups in Odoo, each position provides various options to color the panel,
and perform other common operations.

Recruiting for a new job position

Tina Robbins has been very busy in her position of Production Manager. It has been
decided that there is a need to hire a Production Assistant to assist her in her duties.
With the new recruitment application installed, we can now create a new job position and
start the recruiting process.
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Click on Job Positions under the Recruitment menu and click the Create button:

%t ~ Create a Job Position

Job Title Production Assistant

Job Email @localhost

Here, we have filled in the details for our Production Assistant assigned the position to the

Production department.

When we go back and look at the Job Positions in Odoo, we will find that the Kanban view
now displays details about the job position we created:

Job Positions

0Jdoo

Search..

YFiltersw | =Group By

Production Manager

Job Positions
Applications
Resumes and Letters
Reporis
Configuration

Recruitment Done

Settings

Tags

More =

Stages Hired Employees 0/

Production Assistant

Hired Employees 0/1

More =

Recruitment Done

Degrees
Job Positions
Sources of Applicants

Depariments

¥ Favorites 12/2 € | >
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Creating an employment application

When a potential employee sends in an application, resume, or another trigger that will
allow you to document their interest in working for your company, you create a
recruitment application.

Click the Application(s) button for the Production Assistant to bring up the application list
for the job position:

Job Positions / Applications Search Q

odoo Create YFiters~ =Group By~ | Favoriles ~ n = w M &

Job Positions
Applications
Resumes and Letters
Reports
Configuration

Settings
Stages
Tags
Degrees

NANTOD M3INQQY Vv

Job Positions
Sources of Applicants

Departments

Because there are no applications, naturally this list will start out empty. Also, notice that
there is a filter applied that is restricting the applications to only those that are associated
with the Production Assistant position.
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Click Create to add a new application:

Subject / Application Name g Meetings ([))Dcumems
Production Assistant Applicant
Applicant's Name Tags
Bob Nelson -
Contact - Responsible -l
Emall bobnelson@exampleemail.com Next Action 01/12/2017 -
Phone 333-444-5555 e.g. Call for interview
Mobile 200 333 4444 Appreciation
Degree Bachelor Degree - Medium T
Source Search engine -
Referred By
Job Contract
Applied Job Production Manager ~|[4' Expected Salary 42000 +
Department Production - L’;‘ Medical and Vacation
Company Slkworm - Proposed Salary 35000 +
Medical Only
Availability 01/27/2017 -
Application Summary
Feedback of interviews

This form has a lot of fields to be potentially filled out. By default, the only required field
for the application is the subject. The rest of the information can be collected throughout the
recruiting and interviewing processes.

Hiring employees
Let's go ahead and hire this Bob Nelson guy. Thankfully, Odoo's recruitment module will

create the employee for us by simply clicking the Create Employee button near the top of
the form.
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Looking at the Employees list, we can now see that Bob Nelson is an employee in the
Production department with the title of Production Assistant:

Employees Search Q
odoo Y Filters~ | =Group By ~ | ¥ Favorites = 13/3| € | » =
Employees Administrator Bob Nelson Tina Robbins
Departments Production Manager Production Manager
Configuration = info@silkwormink.com
Employee Tags -2 Following -2 BRI Following -2 Following

Summary

In this chapter, we examined the various HR applications available in Odoo. We installed
the base Employee Directory followed by applications that managed time and attendance,
as well as leave requests. Finally, we installed an application that allowed us to manage the
recruiting processes of new employees. We walked through completing an employment
application and finally turning the potential applicant into an employee.

In the next chapter, we will look at the Project Management application in Odoo and how it
can be used to improve service quality for customers. Project Management allows you to
organize the simplest projects to complex projects involving multiple tasks. Furthermore,
you can even track time related to projects and display project information in a variety of
graphical formats to make it easier to track your deadlines.
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In this chapter, we will explore a very flexible application that allows you to manage
projects and tie them into other applications in Odoo. The Project Management application
allows your company to manage project stages, assign teams, and even track time and job
costs related to projects. Analytical accounting features give you even greater control over
how project costs can be tied to your company's general ledger.

This chapter covers the following topics:

¢ Discovering the various uses for Project Management
e Linking projects with customer accounts

e Assigning teams to projects

¢ Creating custom project stages

Adding, assigning, and organizing tasks

Tying into analytical accounting and employee timesheets

Basics of Project Management

Depending on your industry and the types of projects you may encounter, the Project
Management application can be set up to manage independent projects, or instead, it can be
configured to manage projects related to customers or sales orders. With additional
modules, it is possible to tie the Project Management application into virtually any aspect
of Odoo.
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For example, you could simply use the Project Management application to track the
various stages and tasks involved with a company event. Who is going to be responsible for
finding the location? When will you need to order the invitations? Who is going to set the
agenda? When is an employee going to go and pick up the sound system? In this instance,
the Project Management application is simply being used to track a single project that is not
associated with the customer.

In other instances, you may wish to utilize the Project Management application to track
projects that are organized around your customer records. A common example would be a
construction firm. After assigning the project to a customer, you can track various stages of
the project life cycle. Employees can be assigned tasks and using the Odoo messaging
system, you can share project details with your customers. It is in this configuration that the
Odoo Project Management application can add real value to an Odoo installation and
provide better integration with your accounting system with less effort than a standalone
project management tool.

Installing the Project Management
application

To access the project managing features, if you have not followed along in chapter

8, Implementing the Human Resources Application, you will need to install the Project
Management application. In Odoo 10, Project Management is automatically installed when
you install the Timesheet application.

If Project Management is not installed, go to the Settings menu and install the Project
Management application using the same process as the previous Odoo applications:

Project Management

Install
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Understanding the Project dashboard

After installing the Project Management application, the screen will be refreshed and you
will see the Project dashboard. The dashboard provides an overview of the active projects
and comes with the project we added in the previous chapter; Sales Team:

Project
Projects
0000
Dashboard Sales Team
Search & sales-team@localhost
Tasks
Reports
Tasks Analysis
Maore «
Configuration
Settings
Stages
Projects

We can see in the summary that the project we created in the previous chapter has 0 Tasks
as we never added any tasks to the project when we were using it enter timesheets. If you
do click on Timesheets you will get taken to the two activities we created.

While this project was useful for an internal example of using a project to time for various
employee activities, let's see how can use the project management application to manage
various tasks for a customer.

Real-world project example for a customer

As in other chapters, we will use a real-world example to demonstrate the functionality of
Odoo's Project Management application. In the silkscreen industry, it can be common to
have extremely large projects that span across many types of apparel and print designs. For
this example, we are going to create a project to manage creating an entire line of sports
jerseys for an organization called Sunny Hill Lil League.
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In defining our project, it is important to look at the scope of our project and why it will be
valuable to use the project manager to organize the various tasks involved. With our Sunny
Hill Lil League organization, we have multiple teams that can vary in logo design for
the team, the number of players, the sizes of the apparel required, and the printing of
different players' numbers and even players' names. There are often multiple deadlines to
manage and a number of people that may need to approve various phases of the project as
they are completed. Using the Project Management application, we can better track this
information and tie it into sales orders and other Odoo functions.

Creating our first project

After the Project Management application has been successfully installed, we can go to the
Project application and create a new project.

The basic steps we will follow are:

1. Create a new project record.

2. Give a name to the project.

3. Assign the project to a specific customer.
4. Assign team members to the project.

To begin, under the Project application, select Projects in the menu on the left, and then
click the Create button:

Create a Project

Project Name Sunny Hill Lil League Use Tasks

(<<

Choose a Project @localhost Allow limesheels

Email

Discard
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In previous versions of Odoo, you were taken to the Project editor after clicking Create. Like
many processes in Odoo 10, it is now greatly simplified and you are presented with a very
simple wizard that prompts for a Project Name as well as a Project Email. For our example,
we will use Sunny Hill Lil League as the name for our project.

The Project Email is useful when you want a specific e-mail assigned to the project. If you
leave the Project Email field blank, Odoo will automatically create an e-mail based on the
project name. Leave the Project Email field blank so that Odoo will create our e-mail
address for us automatically. As this e-mail is only used for potential incoming e-mails,
there would be no harm in this as long as the e-mail does not conflict with another you may
be using for a different purpose.

Typically, tasks are used to break down a project into several steps. If you choose not to
check the Tasks checkbox you still get to manage the main settings of the project but there
will be no tasks associated with it.

For our example, we will leave the Tasks checkbox checked. A little later we will go
through how to define the various stages for our project.

As you may expect, checking the Timesheets checkbox will allow you to associate
timesheets with the project as we did in the previous chapter. We will go ahead and leave
this checked so that our project can manage the labor that is spent on the project and then
bill it to the customer when required.

Once you create the project, the dashboard will refresh revealing the project you just
created:

Q Projects -Odoo

€ | @ | localhost:8069/web#view_type=kanban&model=project.project&menu_id=309&action=436

Projects Search
Odoo TFilters~ =Group By~ ¥ Favorites ~

i Sales Team 0 Sunny Hill Lil League
Search = sales-team@localhost &= sunny-hill-lilHeague@localhost

Tasks Tasks
Reports

Tasks Analysis Timeshests Timesheets

More ¥ More ¥

Configuration

Settings

Stages

Projects
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Understanding project stages

Project stages allow you to track a given task through different phases of its completion.
These stages often will vary from project to project depending on the types of tasks
involved. For example, a project involving software development would likely have
different task stages than one that involves planning a real-estate development seminar.

In Odoo 10, a new project does not provide default stages for your project. Fortunately, it is
very easy to create new stages. Let's go ahead and create some stages for our new project.

Click the Tasks button at the top of the new project you have created to bring up the tasks:

Projects / Tasks m Sales Team X Q

od @@ Create TFitersv | =Group By~ Favoriles » B =8 B
Dashboard >

Search

Tasks P
(=)
. O
=
Tasks Analysis m
=
Configuration O
Settings ,Q
st c
Slages =
Z

Projects

Naturally, we have not added any tasks to the project yet. We can, however, begin defining
stages for the project by clicking the ADD NEW COLUMN button. A small panel will come
up for you to enter the description for the stage.

For our example, we are going to create stages for Specifications, Art Design,
Approval, and finally Production.

Simply type in the stage, in this case Specifications, and then click the Add button:

Projects / Tasks

Create

Specifications\ ‘
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The screen will refresh to show the new column added. Use the same process to add the
additional stages to the project:

Projects / Tasks mswnyﬂlllLllLeauuex [=}

Dashboar Specifications 4  Art Design 4 Approval <4  Production + >
Search

Tasks >

o

Reports (=)

=

Tasks Analysls m

=

ratiol o

o]

=

c

=

=

When you are finished adding, your project stages should look similar to the preceding
screenshot. Now we are ready to begin adding tasks to our project.

Defining project tasks

The main unit for tracking the various activities involved with a project is a project task.
Odoo provides a quick way to add a task to the project by clicking the large plus button
under the appropriate project stage.

Click the plus button inside the Specifications stage and create a task for Determine Team
Names:

ting Project T

Projects /| Tasks

0J00

s Specifications <  Art Design
Search ‘

Determine Team Names

m Discard

Tasks

Reports

Tasks Analysis

Configuration
Settings
Stages

Projects
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Similar to adding a stage, you simply enter the title of the task and then hit the Add button.
The screen will then refresh and you will automatically be prompted to add the next task.
Once you have created the task, you can use the menu on the task to pull the task up to edit
it and provide additional details.

Here, we'll define additional aspects of the task:

Name of the task (which is required)

The Project to which the task is assigned

The Deadline date of the task

The responsible party Assigned to the task

Any Tags you would like to associate with this task
o A Description of the task

For our example, we have filled out the task as shown in the following screenshot:

Projects / Tasks/ Determine Team Names

m Discard /1 € >
Specifications Art Design Approval Production

—
Il Active
Determine Team Names
Project Sunny Hill Lil Leagus ~| Deadline 01/13/2017 -
Assigned fo Teny Zeigler - Tags
Initially Planned 00:00 7
Hours ‘Working Time 0%
Recorded
Description Timesheets Extra Info

Fd B I U = 13~ || = E

~ | Br| % @ D C

This initial specification will determine the names of the teams that will be required for the project. It is very important to double check the
spelling of the names and confirm with the client contact before proceedmd
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At the top of the form, you will see all of the project stages with the current stage
highlighted in blue. In this example, Specifications is the currently selected stage. When in
edit mode, you can click on these stages to directly assign the task to a given stage. This can
be changed as the project progresses so you are not locked into keeping a task assigned to
the same stage throughout the project.

One of the important aspects of good project management is assigning responsible parties
for each task. The Assigned to field allows you to specify who is ultimately responsible for
the completion of the task.

The Tags field can be valuable for better tracking and organizing tasks. In our example, we
have defined an information collection tag. This tag can then be assigned to any task that is
related to collecting data regarding the project.

Creating additional tasks

For our real-world example, we are going to define several tasks at various stages. These
tasks include:

e Identifying suppliers
¢ Designing the logos for each team
e Approval of team logos

Final inspection
¢ Packaging and shipment

Now that we have created generic tasks for the entire project, let's go ahead and assume we
have received a draft list of team names. This will allow us to track the progress of each
team as it goes through the various stages in the project. For our example, we will use the
following team names and leave them in the Specifications stage to start:

e Bulldogs
e Falcons
e Wolf Pack
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After entering our tasks and assigning them to the various stages, it should look something
like this:

Projects / Tasks [ty Sunny Hill Lil League X | Search Q
Dashboard Specifications <  ArtDesign <+  Approval 4  Production + >
Search
Tasks fr— 1! z
Determine Team Names. De ?Lngns for each team ﬂ; vfl‘ _nl the Logo Designs ip_ectlnn g
Reports 01/13/2017 . v ' g
Tasks Analysis n m
Confi i E
onfiguration Packaging and Shipment Q
Settings 'f fff"}’f,'f“"ers 02/01/2017 ,Q
01/23/2017 c
Stages =
Projects =
Bulldogs
01/24/2017
Falcons
01/25/2017
Wolf Pack

01/26/2017

The Kanban interface allows you to pick up a task and move it to another stage or reorder it
within a current stage by just clicking and dragging. You can reorder the stages by clicking
on the title of the stage and dragging it to the position you like.

Also, notice that we have added in deadline dates to the tasks. We can then view the tasks
in the calendar view for the project.
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Click on the Calendar icon on the right of the form to bring up the calendar view.

Discuss ~ Cale Sales Purchase: ent anufacturing A Project Timesheets E ees Recruitment Leaves Apps Seftings E
Projects / Tasks (January 2017) (L] Sunny Hill Lil League ¥ ||search. Q
—r q w Sun Mon Tue ‘Wed Thu Fri Sat € Jan2017 x
shbosars 1 1 2 3 4 5 6 7
Search Sun  Mon Tue Wed Thu Fri Sat
Tasks e fs
Reporls
Tasks Analysis
Configuration 2 8 9 10 1 12 13 14
Determine Team
Settings
Names, Sunny Hil Lil Administrator
Stages League
Projscts Terny Zeigler
3 15 16 17 18 19 20 21
4 22 23 24 25 26 27 28
Design the Logos for | Identify suppiiers, Bulldogs, Sunny Hill il Faicons, Sunny Hill Lil | Approval of the Logo
each team, Sunny Hil  Sunny Hil Lil League | League League Designs, Sunny Hil Lil
Lil League League
‘Wolt Pack, Sunny Hill
Lil League
5 29 30 3
Final Inspection, Sunny Packaging and
Hill Lil League Shipment, Sunny Hill Lil
League
Powered by Odoo

Completing project tasks

As you complete project tasks, you can bring them up and mouse over the Active button. It
will then change to Archive as you hover over it. When you click the button, the task will be
archived. This method will remove the task from the project entirely and hide it from view.

If you ever need to see tasks that have been archived, you can use the
advanced filter skills you will learn about in chapter 10, Creating
Advanced Searches and Dashboards, to set a filter that displays records in
which active records are false.

Previously in Odoo, there was a done status that was provided by default. If you need to
keep track of completed tasks and not have them fall off the project, you will need to set up
a Done or Completed stage for your project.
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Calculating project costs and time

To assist the process of calculating project time and costs, you can install the human
resources application, Timesheets. This application lets you create timesheets for your
employees that let you specify hours worked by day. If you have been following along, this
application should have already been installed in chapter 8, Implementing the Human
Resources Application.

If you click the Timesheets page on a given task, you will get a list view in which you can
create new timesheet entries. In this example, we have attributed one hour to Determine
Player Names to the Bulldogs task:

Projects / Tasks (January 2017) / Bulldogs
m Discard 4/9/ € | >
Specifications Art Design Approval Production
—
I Active
Bulldogs
Project Sunny Hill Lil League ~ |7 Deadline 01/24/2017 -
Assigned lo Administrator - Tags -
Initially Planned 00:00 Working Time 0%
Hours Recorded
tion Timesheets Extra Inf
Date a User Description Duration
01/08/2017 Terry Zeigler Determine Player Names 01:00 @
d an item
Hours Spent : 01:00

You can learn more about using timesheets and analytical accounting in Chapter 8,
Implementing the Human Resources Application.
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Summary

In this chapter, we examined the Project Management application by taking a look at the
project dashboard. We then created an example of a real-world project involving our Lil
League organization. After setting up our project and assigning team members, we defined
the various stages that would be involved in completing the project. With the stages
defined, we were <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>