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PURPOSE

The purpose of this Instruction is to explain the stepsto access and customize an Odoo user account and highlight
basic functionalities for navigation and utilization that can be applied through all applications in Odoo.

SCOPE

This Instruction covers the utilization of Odoo by internal ASPIVIX users.
Out of scope is the utilization of a customer portal for external customers.

RESPONSIBILITIES

Responsible for establishing, implementing, and maintaining this instruction is the International Operations Man-
ager. Any internal user working with ASPIVIX’s ERP system must respect and apply this guide.

DOCUMENT HISTORY

Description of Changes Version

Initial Version. A

CRC-2509-13 — Screenshots and process updated across the document due to Odoo
migration to version 18, implementing new application layouts.
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1 INSTRUCTION DESCRIPTION

1.1 CONNECT TO ODOO

Odoo must be operated from Google Chrome or Mozilla Firefox, Safari (among other web browsers) is not rec-
ommended due to its lack of modern JavaScript methods. Once in your personal web browser, access the AS-
PIVIX database in Odoo using the following link: https://myaspivix.com/. Make sure to bookmark the Odoo envi-

ronment for easy access later on.

Then use your Odoo credentials to connect to your account as shown below:

@MgAspivix

Gynecology. Now modern.

(M

Welcome to MyAspivix elLearning eShop Signin .

Email Choose a user
armand.polmard@aspivix.com
Password Reset Password

Password

LOGIN

Log in as superuser

You will access Odoo main dashboard, where the different applications (called “APPs”) are listed as icons. The
list of applications may vary from the picture below depending on your account access rights.

9 3’

Discuss Calendar

a4

v "
CRM Sales
Project Timesheets

Marketing Autom... Email Marketing

oa Q

3 <« A B8
Appointments To-do Knowledge Contacts
. s ) ’3"’:,\’ ) h
| — 3
Dashboards Subscriptions Invoicing Documents
A o -
Lr. . - s
Helpdesk Website elearning Social Marketing
'Y f 2y
, N & =
Events Surveys Purchase Inventory
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To access any APP, click on the icon. You may also type the APP's name directly from the main dashboard to
find it or its related setup options.

Sales

CRM / Eonfiguration / Sales Teams

Typing text right into the main
Selee ordars / Selee Teams dashboard will open a similar
sales AReporting / Sales window, where you can choose your
direction.

Sales fJConfiguration / Sales Teams

Accoufting / Accounting / Journals / Sales
Accoufiting / Reporting / Audit Reports / EC Sales List
Websgl' Reporting / Online Sales

Sales / Configuration / Sales Orders / Tags

TIP — open me anywhere with COMMAND + K

Once in an APP, you can return to the main dashboard by clicking on the top left corner.

T CRM es Leads Reporting Configuration

Click here to return to
ALVl Generate Leads  Pipeline the app selection screen

2 My Account

Click on your name in the top right corner to open your Odoo account menu. This enables you to access different
resources and setup possibilities listed below.

ﬂ Gﬁ N Aspivix SA

Documentation
Support

Shortcuts CTRL+K
Dark Made

Onboarding

My Profile
My Odoo.com account

Log out
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2.1 DOCUMENTATION

This will bring you to Odoo User Docs, a set of documentation and user instructions providing guidelines for
operating Odoo, created by Odoo.

2.2 SUPPORT

The support function will bring you to the Odoo ticketing system. If you witness a bug in Odoo’s behavior, you can
log a ticket and fill in the required information. Adding screenshots or a video may be helpful.

A This formis ONLY to submit tickets foran identified BUG orabnormal behavior. Do not log aticketfora request
of enhancement or a design change.
Please contact the ASPIVIX internal Odoo SuperUser to validate that the issue you are witnessing concerns a

proper bug and is not connected to a setup problem.

2.3 SHORTCUTS

List of commonly used Odoo shortcuts.

24 My PROFILE

Within this personal preference menu, you can create your Odoo signature or add a picture to your profile. You

can also select your time zone or notification preferences in this menu.
You can add a picture to your Odoo profile by clicking on the pencil on the picture frame.

A signature in Odoo will be used automatically when you send emails through Odoo.

To add a signature, type the text you want in the Email Signature field, this field is an html field which means
that it accepts formatting. To access formatting options for this king of fields in Odoo, select the text you want to
format, and a menu bar with formatting options will appear.

Below is the ASPIVIX standard signature to create in Odoo. Foreach portion of the signature (column Text in the
table below), it shows the appropriate format to use (column Format in the table below).

Email Signature  Armand POLMARD
IT Specialist Paragraph B 1 U & # A 4 11 = E ® % Taslhte AA
Aspivix SAS | 9 rue Thoras Edison | ZNNE e IFrance
@ aspivix

Text
First Name Last Name

Job Position

Company address

Format

Text type: Normal_Bold characters_Color: Black_Size: 13
Text type: Normal_Bold characters_Color: click on text
color, Solid, hex #870064 _Size: 11

Text type: Normal_Color: click on text color, Solid, hex
#870064 Size: 11

To finish the signature, add ASPIVIX Logo: type character “/” in the Email Signature box, scroll down and click
onImage, and upload the picture from Google Drive: 08 - Marketing/02 - Functions/00. Brand/01 - Brand/3. Brand

Elements/ASPIVIX Logo/Main Magenta/png.
Name of the file: ASPIVIX_main logo.png
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Preferences

Notification

OdooBot Status

Email

Email Signature

Eric Lluvich

Account Security

s Change My Preferences

© Handle by Emails Language

C

~ ezone

BASIC BLOCKS

H
H

Heading 1

Big section heading

Heading 2

Medium section heading

Heading 3

Small section heading

Text

Paragraph block.

Bulleted list

English (US)

Europe/Zurich

Picture size: 25% (click on the picture to open the menu and change the relative size).

2.5 LocGOur

Logging out of your Odoo account.

3 Notification icons

2 additional important icons are present in all windows in Odoo: the message and the activities icons.

3.1 MESSAGE ICON

Offers an overview of messages received in Odoo and chat groups or channels.
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INS-207-7

@aSPIVIX Account Setup & Basic Navigation Rev. B

‘:, * Eric Lluvich (aspivixtest09dec)

All Chat Channels ew message

bire in 3 days. Register your s Sales Order (2) 4 days ago

An error occurred when sending an email.

Mirja Susnjak 2 months ago
could we please have a quick chat regarding et...

elLearning 2 months ago

@ Mirja Susnjak: test

OdooBot 4 months ago
Contacts Great! <& To access special commands, start y...

general 5 months ago
!‘ OdooBot: Welcome to the #general channel. T...

Mathieu Horras
elearning

3.2 ACTIVITIES ICON

Displays all scheduled activities, either past due, current, or future dated. If you want to access one, simply click
into it. How to schedule activities for yourself and others will be covered into the next chapter, HISTORY OVER-
VIEW.

=2 Eric Lluvich (aspivixtest09dec)

Contact

0 Late 1 Tod
re in 3 days. Register your subscri 1 b

Sales Order

0 Late 0 Today

Lead/Opportunity

Late 0 Today

e Transfer
@ @ 0 Late 1 Today

Contacts Accounting

4 History overview (chatter)

The history overview, also called chatter, is an important feature in Odoo and can be found in most of the APPs
at transaction level. It can be either on the right of your window if you have a large screen or at the bottom of the
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window if your screen is smaller. It is composed of one history pane, as well as 3 action columns: Send message,
Log note, and Schedule activity.

£ Sales Orders To Invoice Products Reporting Configuration E il O k4 :“ Eric Lluvic|

Quotations / SO-02397

[Ss])@  CREATE & Print & Action

Scroll down if your screen is too small to display History Overview on the right Toul: CHF30.16

(Send message) Q_cg ncle) [0 Schedule acljvily) @2 « Following &2
Action Menu

= Planned activities
@ Due in 5 days: "Verify order accuracy” for Eric Lluvich H iS‘tOry Pane
© v MarkDone # Edit x Cancel
Today
Bugs Bunny - 14 hours ago
Offer looks good Eric, thanks, please proceed.
Best,
BB
¥

Read More

m Bugs Bunny - 16 hours ago +
Quotation viewed by customer Bugs Bunny

@ Eric Lluvich - 16 hours ago £

L Hello dear BB, J

4.1 HISTORY PANE

The history pane regroups all discussions, actions and notes taken in relation to a specific order, a ticket, an
inbound, an opportunity etc.

4.2 SEND MESSAGE

This action menu enables you to send a message directly from Odoo to a specific customer, or to the person(s)
following a transaction. From the send menu, you can add files, emojis, and write your message in the window.
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Quotations / S0-02397

2710 CREATE SPrint @ Action

Send message Lognote O Schedule activity %2 o+ Following &2

To: Followers of "50-02397" Add Followers

e Hello dear BB, °ErIcLIuwch £ x

Thank you for your order. :! g Bugs Bunny  # Kl

Did you have time to review the propositions | made?

Kind regards, -»
Eric

@ @

People following a transaction will be recipient when a message is sent from the menu. You can add or remove
followers on a transaction by clicking on the person’s icon on the right corner of the history pane.

W Invite Follower

Click in the icon to add followers to a transaction

Recipients (Aspl\u:. Eva Kilimtzidi x')
Send Email -]
Message

Eric Lluvich invited you to follow Sales Order document: S0-02397
Add recipients and customize the

message if required

ADD FOLLOWERS CANCEL

Your signature, defined under PREFERENCE -> SIGNATURE, will appear on the customer's message.
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L BN = @ = A KN w @ M . (5 Moveto.
Eric Lluvich Inbox - Google
Re: SO-02397

To: Bugs Bunny,
Reply-To: Aspivix SO-02397

aspivix

Hello dear BB,

Thank you for your order.

Did you have time to review the propositions | made?
Kind regards, .

Eric

Eric Lluvich

International Operations Senior Manager
eric.lluvich@aspivix.com | +41 78 250 68 77

ASPIVIX SA| Chemin du Closel 51 1020 Renens | Switzerland

@ aspivix

Gynecology. Now modern.

The customer can answer directly from his mailbox by clicking on Reply, which will log an answer in the history
pane. This action from the customer will also notify the concerned Odoo user, given that the option “Manage
notifications by e-mail” was selected in Preferences.

The history will then display the new e-mail the customer/follower received.

Quotations / SO-02397

2l CREATE SPrint  ©Action i1 < >

Send message  Lognote @ Schedule activity @2 vFollowing &2
~ Planned activities
@ Due in 6 days: “Verify order accuracy” for Eric Lluvich ©

v MarkDone # Edit X Cancel

Today

F Bugs Bunny
Offer looks good Eric, thanks, please proceed
Best,

Customer’s answer
BB

Read More

Bugs Bunny £ ag
Quotation viewed by customer Bugs Bunny

Eric Lluvich
Hello dear B8,

D P

Thank you for your order

Did you have time to review the propositions | made?
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Customers can also answer by clicking on the link in the e-mail. They will thus access the MyASPIVIX portal, as
shown below.

| Sales Order Portal Template |+ X +

test09dec.odoo.com % O @ mncoanito I::-Um:lar.-z
Odoo  £A Odoo- Drive (% My Drive Design Wizard 1 Gmall [ Google Calendar v Smartsheet » YouTube [J] Reomzila n Linkedin DeepL [ WordPress @ Canva
CHF 30.16 Payment terms
30 Days y .
=men Customer’s view
Sales Order 50-02397
Prieing History

Terms & Conditions
Payment terms ®, 3 comments

History p

Write a message...
Salesperson
@ Eric Lluvich Customer can answer straight from the portal as well
+4176 296 6873
® Send message

Powered by odoo Send
\

Aspivix, Eric Lluvich
Published on December 20th 2022, 3:51:51 pm

Hello dear BB,

Thank you for your order. History of messages exchanged

Did you have time to review the propositions | made?

Kind regards, .

Eric J

4.3 LOG NOTE

Internal notes can be logged for backup purposes, as reminders, forstoring documents, or bringing other col-
leagues' attention toward a transaction. Notes can also contain attachments.

To bring a staff member’s attention to an internal note: type the character “@” followed by the person's name, so
they will receive a notification that their attention is required on a note. Given that the person you are tagging has
selected “Manage notifications by e-mail” in Preferences, they will receive an e-mail with a link to the transaction.
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Quotations / S0-02397

1l CREATE &Print  © Action
UPDATE SHIPPING COST COUPON  PROMOTIONS
Terms & Conditions: https:/faspivixtest09dec.odoo.com/terms Untaxed Amount: CHF 28.00
TVAT.T%: CHF 2.16
Total:  CHF 30.16
Send message  Lognote @ Schedule activity ®2 « Following &2

G aase check this cpportunity, this was met at last i
@ Eric Liuvich (eric. lluvich@aspivix.com)

O Eva Kilimtzidi (eva kilimtzidi@aspivix.com)
| O jullen.finci (julien.finci@aspivix.com)

O Mirja Susnjak (mirja.susnjak@aspivix.com)

O Jeremie (jeremie, ivix.com)

e Due in 6 days: "Verify order accuracy” for Eric Lluvich €
©) v MarkDone #Edit x Cancel

4.4 SCHEDULE AN ACTIVITY

By scheduling an activity, you create a reminder for yourself or someone else that something needs to happen at
a given time.

When clicking on this option, a new window opens. Choose the Activity Type, indicate a Summary, a Due Date,
and an internal note if needed. By default, the activity will be assigned to you, though this can be changed to
another Odoo user.

Scheduled activities will appear in the ADDITIONAL ICONS section under ACTIVITIES ICON.

# Schedule Activity

Activity Type Due Date 12/25/2022

Summary Assigned to Eric Lluvich

I

Gl [l MARK AS DONE DONE & SCHEDULE NEXT ~ DISCARD

Activities can be marked as done either from the history pane of the specific transaction or by going through the
Activities Icon.

T-300-1-rev.B SOP Master Template ComPANY CONFIDENTIAL
Please verify the latest revision before each use Page 12/14



@ aspivix

Sales Orders To Invoice Products Reporting Configuration

Quotations / SO-02397

EDIT CREATE SPrint @ Action
Terms & Conditions: https://aspivixtest09dec.odoo.com/terms Untaxed Amoun(
TVA7.79
Tota)
Send message Log note Schedule activity ¥2

v Planned activities

@ Due in 6 days: rify order accuracy” for Eric Liuvich @
0 # Edit % Cancel

Today

5 Smart buttons and links

Smart buttons and links help you to navigate quickly in Odoo toward linked transactions and windows .

5.1 SMART BUTTONS

Smart buttons appear on the top right corner of a transaction and can bring you directly to a linked transaction if
you click within it.

Sales Orders To Invoice Products Reporting Configuration i J : 4 Eric Liuvich (aspivixtest09dec)
Quotations / S0-02397
m CREATE SPrint  ©Action 1717 < >
SEND BY EMAIL CANCEL smar‘[ Buttons QUOTATION QUOTATION SENT
3 p 2 Customer
L very 4 Invoices Q Preview
Customer Pricing & Billing
Customer Acme Corp, Bugs Bunny Expiration 01/18/2023
Delivery Avenue 64 Order Date 12/19/2022 16:56:16
Main entrance
1290 Geneve Pricelist Public Pricelist (CHF)
Switzerland Payment Terms 30 Days
Quotation Template Default Template
Creation Date 12/19/2022 16:55:26
Tag customer

5.2 ARIANE THREAD

The Ariane thread can be used to go back to a previous window when you have gone deeper into related elements
of a transaction. It can be found in the top left corner.
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Sales Orders To Invoice Products Reporting Configuration

(Quotations / S0-02397 / Transfers / WDS/PICK/00002)

EDIT QY

PRINT LABELS  PRINT

& Print & Action

SCRAP  UNLOCK

Click one element of the link to go back to the specific window

¢ WDS/PICK/00002

Contact Acme Corp, Bugs Bunny Scheduled Date 12/19/2022 16:56:16
Source Location WDS/Stock Effective Date 12/19/2022 16:56:58
Destination Location WDS/Packing Zone Source Document S0-02397

Customer Reference

Detailed Operations Operations Additional Info Note

Product From To Source Package Destination Package Lot/Serial Number Reserved

Carevix™ WDS/Stock  WDS/Packing Zone 8403038

6 REFERENCES

6.1 PROCEDURES, INSTRUCTIONS AND GUIDELINES
NA

6.2 TEMPLATES AND FORMS
NA
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