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At this point, if you were to go and look at the chart of accounts, you will not see any
changes to the transactions. Why is this? The way Odoo is currently configured we
must manually create an invoice. Only when we click on the Create Invoice button
at the top of the screen will Odoo actually create accounting transactions.

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

Invoice Order

R, .
What do you want to invoice? Invoice the whole sales order ¥

Create and View Invoice (¢ = CY LT or Cancel

Click on Create and View Invoice:

Draft Invoice
Customer Mike Smith Invoice Date
444 South Main Journal Sales Journal (USD)
Murphysboro, IL 62966 '
United States Account 120010 Account Receivable
Fiscal Position
Invoice Lines Other Info Payments
Product Description Account EYE QuaniivaiinEEe Taxes Amouny
Account
Medium White T-  Medium White T- 430000 Miscellaneous 5.000 16.50 Tax 62.50
Shirt Shirt Income 8.00%
Subtotal : $ 8250
Tax: $ 6.60
Total : $ 89.10
Balance : $0.00
Payment Terms
Additional Information
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Because this is just a Draft Invoice, if you look at the chart of accounts, you will see
no changes. However, if you look at the draft invoice, you can see the transactions
that will be created once you validate the invoice. Notice that under Account in the
header of the document, it reads 120010 Account Receivable; this account will be
debited to journal the amount the customer owes to the company once the invoice
is generated.

In the line item of the sales order, you will see the 490000 Miscellaneous account.
This will be the account that will be credited for the sale of the medium white t-shirts
that the customer has purchased.

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 transaction to increase our Accounts Receivable assets and the accounting
transaction to record the sale.

Customer In... | Chart of Accounts:2014

Debit Credit Balance Company Currency Internal Type

If you take a close look at the chart of accounts after posting the invoice, you will
see that the 120010 Account Receivable account has been debited by $89.10 to show
the new current asset representing the customer invoice. The customer owes the
company $89.10. As you create invoices and customers owe you money as a result,
Accounts Receivable will continue to grow.

Next, notice the 490000 Miscellaneous Income account has been credited with
$89.10. This account will continue to be credited for the products you sell.
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M For our example, we are using only one sales account to keep things
Q simple. In most companies, you will have far more sales accounts to
organize the various types of products sold.

Now, let's 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 Receive Payment to bring up Pay Invoice:

Pay Invoice
Customer Mike Smith v = Date 12/21/2014 [
Paid Amount $ B9.10 Period 12/2014 v/ =
Payment Method Cash (USD) v Payment Ref
Memo
Difference Amount $0.00
m or Cancel

Odoo will automatically fill up the customer, paid amount, date, and period fields.
For our example, we have chosen the Cash (USD) payment method. You have

the option to provide both a payment reference and a memo to document that
invoice payment.

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

The invoice is now paid and the journal entries have been automatically created.
However, when it comes to money going in and out of the company, extra care is
taken to make sure there is an opportunity to reconcile cash and bank transactions.
For example, the Accounts Receivable clerk might receive a check from a customer
and mark the invoice as paid. But how do we know for sure that the customer's
check actually made it into the bank account?

For this reason, the journal item for the cash received to pay the invoice is created in
an Unposted status. Let's view the journal entry:
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Under the Accounting menu, choose Journal Entries to bring up the list of
journal entries:

Journal Entries

m Import
Number
BNK 120140001
SAJ201410001
BNKZZ0 140001
EXJ201410001

Reforence
BNK 120140001
50003
POO0000T
POO00T

Date Period
12202014 122014
122172014 1201
1¥2014 e
1122014 (Rl

Journal
Cash (USD)
Sales Joumal (USD}

Bank (USD}

Purchase Joumal (USD)

140l 4 o
Partner Amount To Roview Statis
Mike Senith 8210 Unposted
Mike Smith e Posted
T-5hint Supply Co 11400 Unposted
T-Shint Supply Ca 1400 Posted
406,20

In the list, you will notice we have two unposted entries. One is the entry from the
payment of the purchasing invoice of $114.00, which is to be taken from the bank
account. The other entry is the cash customer payment of $89.10.

Al

Q

In some systems, there is a dedicated step to handling daily bank
deposits. With Odoo, you can implement a daily deposit workflow by
leaving all deposits in a draft state and then at the end of the day, post
the entries to the journal. By properly filtering unposted items, the total
amount should equal the amount of your bank deposit.

Let's go ahead and post the cash entry for Mike Smith's invoice.

Click on the unposted cash payment for $89.10 to pull up the journal entry:

Journal Entr... / *4

| Edit || Create |
BNK1/2014/0001
Journal Cash (USD)
Period 1212014
Joumal ltems
Invoice Name Partner Recount
Mike 120010 Account
Smith Receivable
Mike 100001 Cash
Smith

Due date  Debit

0.00

89.10

89.10

More = i

Reference
Date
To Review
Credit Analytic Amount
Account Currency
89.10
0.00
89.10

174 | & »|[=[u}

l}\pﬂslai Posted

BMK120140001
1212112014

Tax Tax/Base Status Reconcile Partial
Account Amount Reconcile

ooo 000 Balanced A2

0.00 0.00 Balanced
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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 120010 Account Receivable is credited with $89.10. This will reduce this
asset account.

e 100001 Cash is debited with $89.10. This will increase this asset account.

Essentially, this journal entry transfers the potential asset that the customer owes the
company from accounts receivable into the cash account. The customer's account
balance is reduced to reflect their payment.

Click on Post to post the entry.

Now that we have posted the entry, let's take another look at the chart of accounts
to see how the Cash and Account Receivable accounts have been changed to reflect
the transactions.

Journal Entr.

Your Company
Code

= 1
~ 100
~ 1000
100001
100002
~ 1200
120010
b 150
b2
[~ 40
479100
483100
489000
490000

< v

..  BNK1/2014/...

Name

Assets

Current Assets

Cash or Cash Equivalents
Cash

Bank

Receivable

Account Recaivable
Fixed Assets

Liabilities and Equity
Income

Sales

Sales Discounts
Shipping and Delivery Income
Miscellaneous Income
Expenses

Other Income

| Chart of Accounts:2014

Debit Credit

178.20
178.20
89.10
89.10
0.00
89.10
89.10
0.00
0.00
0.00
0.00
0.00
0.00
0.00
114 .00
0.00

89.10
89.10
0.00
0.00
0.00
89.10
8910
0.00
114.00
89.10
0.00
0.00
0.00
89.10
0.00
0.00

Balance

89.10
89.10
89.10
89.10
0.00
0.00
0.00
0.00

-114.00

-80.10
0.00
0.00
0.00

-89.10

114.00
0.00

Company Currency

usD
usD
usD
usD
usD
usD
usD
usD
uso
usD
usD
usD
usD
usD
usD
usD

= [u]

Internal Type

Liquidity
Liquidity
View
Receivable

Regular
Regular
Regular
Regular
View
View

First, notice that now our Account Receivable (120010) balance is zero. We can see
the debit of $89.10 that was created when we invoiced the customer. Then, we can
see the $89.10 credit that was posted when we received the customer payment. Now,
take a look at the Cash account (100001). It has a debit and a balance of $89.10. This is
the cash that we have received from the customer.
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Practice posting transactions and tracking the
results

Remember that people spend many years and even get full degrees in financial
accounting. It is important that you take time to learn how each process you
implement will affect 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.

Where are my taxes?

If you have been looking at the journal entries and following along, you might have
noticed that the sales taxes are not reflected in the chart of accounts. By default, Odoo
posts the entire transaction to the sales account. This was likely done in order to
make Odoo a little easier to implement for people that are new to accounting. You
don't have to trouble yourself with setting up special tax accounts. Fortunately, Odoo
provides a very easy way to see your sales tax liability.

The chart of taxes appears right under the menu item for chart of accounts:

Journal Entr... / BNK1/2014/... [/ Chart of Acc... / Chart of Taxes:12/2014

Your Company v

Tax Case Name Case Code Period Sum Year Sum

[ Tax Bases 8250 82,50
0.00
b Base of Taxable Sales 82.50 82,50

P Taxable Purchases Base 0.00

[~ Tax Balance fo Pay -6.60 -6.60
v Tax Received 6.60 6.60
Tax Received at default rate 6.60 6.60

Tax Received Rate X (Exempt] 0.00 0.00

P Tax Paid 0.00 0.00

Here, in this tax report, you can see the Tax Received totaling to $6.60 from
Mike Smith's t-shirt order. This setup will work for some companies but many
companies are going to want to have their sales tax payable represented in
their chart of accounts.

Specifying the account for your sales tax

As we have discussed, by default, Odoo does not configure sales tax to post to a
specific general ledger account. To configure Odoo in order to create the appropriate
journal entry in Sales Tax Payable, open up the tax entry form.
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Under the Accounting menu, choose Taxes under the configuration section at the
bottom of the menu. Then, click on the Tax Type that you would like to configure.
In our example, we have opened up the 8.0 percent sales tax rate:

Taxes / Tax 8.00%

T (rr———n iia=a] ! =\
| Edit H Create | | More « | 2/4 | @ | || = ‘m

Tax Name Tax 8.00% Tax Application Sale

Tax Code Active

Tax Definition Special Computation
Tax Computation Misc
Tax Type Percentage Sequence 1
0.08000 Included in base amount

Tax Included in Price Tax on Children

Invoices Refunds

Invoice Tax Account Refund Tax Account

Invoice Tax Analytic Account Refund Tax Analytic Account

Account Base Code Taxable Sales at default rate Refund Base Code Taxable Sales at default rate

Base Code Sign 1.00000 Refund Base Code Sign 1.00000

Account Tax Code Tax R

ed at default rate Refund Tax Code Tax Received at default rate

Tax Code Sign 1.00000 Refund Tax Code Sign 1.00000

Children/Sub Taxes

Sequence Tax Name Tax Included in Price Tax Code

First off, notice that Invoice Tax Account is blank. By default, the taxes just go
against expenses as you saw in the previous example and you use a separate report
to look at your tax liability. For some operations, this makes things easier but for
many businesses, you will want to setup dedicated tax accounts.

As you can see by looking at this form, there are a lot of configuration options for
taxes. Fortunately, we only have to concern ourselves with a few options to configure
Odoo to post to a specific account. Instead of leaving Invoice Tax Account blank, we
will send our taxes to an alternate account.
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Click on Edit to edit the sales tax record.

Taxes / Tax 8.00%
or Discard
Tax Name Tax 8.00% ©
Tax Code
Tax Definition Special Computation
Tax Computation
Tax Type Percentage v
0.08000
Tax Included in Price (0]
Invoices
Invoice Tax Account Sa v
Invoice Tax Analytic Account 255000 Sales Tax Payable v
Account Base Code 479100 Sales . =
483100 Sales Discounts
Base Code Sign 633300 Life and Disability Insurance
Account Tax Code 633600 Worker's Compensation =
705000 Proceeds from Sale of Assets
Tax Code Sign 529000 Purchases - Resale ltems

After clicking on edit, we choose to expense the 8.0 percent tax to the 255000 Sales
Tax Payable account when an invoice is posted. This account typically comes with
the standard Odoo chart of accounts. With this configuration, Odoo will now credit
the taxes to this account.

[146]




Chapter 6

As an example, we created another invoice for Mike Smith that resulted in $5.28

in taxes:

Invoice SAJ/2014/0002
Customer Mike Smith Invoice Date 1212172014
444 South Main
J I Sa mal (USD)
Murphysboro, IL 62956 ournal Sales Journal (USD)
United States Account 120010 Account Receivable
Fiscal Position
Invoice Lines Other Info Payments
Product Description Account Gl EuaniiypiinEcee Taxes Sy
Account
Medium White T-  Medium White T- 490000 Miscellaneous 4.000 16.50 Tax 66.00
Shirt Shirt Income 8.00%
Subtotal : 5 66.00
Tax: $5.28
Total : $71.28
Balance : $71.28

We can now see this tax represented in the chart of accounts in the Sales Tax
Payable account:

Customer In.

Your Company
Code

b
- 2
- 20
b 200
~ 240
240000
255000
265000
b 30
b 40
b 80
b 70

.. | Chart of Accounts:2014

Name Debit
Assets 249.48
Liabilities and Equity 0.00
Liahilities 0.00
Current Liabilities 0.00
Other Current Liabilities 0.00
Payroll Liabilities 0.00
Sales Tax Payable 0.00
Use Tax Payable 0.00
Equity 0.00
Income 0.00
Expenses 114.00
Other Income 0.00

Credit

89.10
119.28
119.28
114.00

5.28
0.00
5.28
0.00
0.00
155.10
0.00
0.00

Balance

16038

-119.28
-119.28
-114.00

-5.28
0.00
-5.28
0.00
0.00

-155.10

114.00
0.00

Company Currency

BcC

Internal Type

view
view
view
View
View
Regular
Regular
Regular
View
View
View
View

[147]




Configuring Accounting Finance

Setting up your own accounts

Up to this point, we have used the standard United States chart of accounts template
provided by Odoo. 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.

To setup a new account, go to the accounting menu and then down to the
configuration section and choose Accounts. Odoo will present you with a listing
of all your current accounts in Odoo. Click on Create to add a new account:

Accounts / New

m or Discard
Account Code and Name
479110 = T-Shirt Sales
Parent 40 Income v/i2  Debit 0.00
Internal Type Regular - Credit 000
Account Type Income| v|p  Balance 0.00
Active v
Default Taxes -

Allow Reconciliation

Internal Notes

Notice in our screen that we have specified the account code as 479110. Why did we
choose this as the account code? Odoo had already provided 479100 for the general
sales account. Therefore, 479110 was an appropriate account code to choose for our
T-shirt sales. For the name of the account, we simply choose T-shirt Sales.

In addition to specifying the account code and name, we must set the account
parent. Even though this is not a required field, you need to be careful and select the
appropriate parent for the account. In this case, the parent account is 40 Income. This
will group the T-shirt sales with the income of other products the company sells.
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The other important setting is 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 that you purchase often to produce your products,
you would specify an Expense account type.

R Take time planning your chart of accounts in Odoo. Even if your

~ company has already been using an existing chart of accounts, it is
Q 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 under 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 479100 T-sShirt sales account that we created. We can later add all
T-shirt products under this category.

Go to the Sales menu, and in the Configuration section, choose Product Categories
under the Products submenu. This lists the current product categories:

Product Categories

[T o Import

Name
All
All [ Saleable
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At this point, you will see that we only have two categories. Click on Create to create
a new category for our T-shirt products:

T-Shirts

Parent Category All / Saleable Category Type Normal

Logistics Account Properties

Routes Price Difference Account

The following routes will apply to the products in this category Income Account 479110 T-Shirt Sales

taking into account parent categories Expense Account 529000 Purchases - Resale Items

Force Removal Strategy

Account Stock Properties

Stock Input Account
Stock Output Account
Stock Valuation Account

Stock Journal Stock Journal (USD)

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 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 that we have assigned the Income
Account property, 479110 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 479110 T-Shirt Sales. For the expense
account, we have specified the built in 529000 Purchases - Resale Items. This will
change our expenses that are 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 chart of accounts and you will
% see the income against your t-shirt in the specified income account.

Remember that it is important to practice using Odoo until you are
comfortable setting up accounts and clearly understand 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.
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Configuring your fiscal year and periods

Companies are typically required to report financial information on a monthly,
quarterly, and yearly basis. While configuring Odoo, you must specify the fiscal
periods that your company uses for reporting. By default, Odoo configures your
installation with an opening period for adjustments, then a period for each month
in the year starting in January.

While many companies have a December 31st closing date for their year, there are
quite a few companies that have fiscal years that begin and end on other dates. There
are many reasons why a company might have an alternative fiscal year structure. In
Odoo, we can view and edit the accounting periods by going into the configuration
section of the accounting menu and choosing periods:

Periods Bl o Ciose

m or Import 1-13 of 13 ';J ]
Period Name Code Start of Period End of Period Opening/Closing Period Status
Opening Period 2014 00r2014 01/01/2014 01/01/2014 s Open
0172014 0172014 01/01/2014 01/31/2014 Open
0212014 02/2014 02/01/2014 02/28/2014 Open
0372014 032014 03/01/2014 03/31/2014 Open
0412014 042014 04/01/2014 04/30/2014 Open
052014 052014 05/01/2014 05/31/2014 Open
06/2014 06/2014 06/01/2014 06/30/2014 Open
072014 07/2014 07/01/2014 07/31/2014 Open
08/2014 08/2014 08/01/2014 08/31/2014 Open
09/2014 09/2014 09/01/2014 09/30/2014 Open
1012014 1012014 10/01/2014 10/31/2014 Open
1172014 1112014 11/01/2014 11/30/2014 Open
1212014 1212014 12/01/2014 12/31/2014 Open

As you can see, each period is defined with starting and closing dates. In this view,
you can modify the periods to meet the needs of your business. On the far right of
the listing, you will notice a status column. This tells you whether the period is open
or closed.

Examining the available Legal Reports in Odoo
Like nearly all accounting and finance systems, Odoo provides the standard reports
you would expect including:

* General Ledger

* Trial Balance

e Balance Sheet
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e Profit and Loss

* Financial Report

These reports are a bit buried near the middle of the Accounting menu under the
Reporting | Accounting Reports | Legal Reports:

Reporting
Legal Reports
Accounting Reports
Trial Balance
Balance Sheet
Profit And Loss

Financial Report

Each report you select will bring up an appropriate wizard that lets you 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 of your business.

As you add more and more data to your system, some of the accounting
M reports will take additional time to process. As part of the testing, before
Q you go into production, you should take the time to make sure all of
your accounting reports run at acceptable levels of performance using
data that will simulate real-world conditions.

Closing a period

When you have completed all the transactions for a given period, it is a good idea to
close that period to prevent any additional new postings. This is important because
you do not want your future transactions to accidently post to a previous period of
time because of a user error. To close a period, simply click on the period you wish to
close and click on the Close Period button in the form. You will be presented with a
form to confirm that you wish to close the period.

Once you have closed a period, it is possible to reopen the period if you must post a
transaction to that period. Simply click on the period again and click on the Re-open
Period button.
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Creating journal entries

While Odoo will create many journal entries automatically when you perform various
operations in the system, it is inevitable that, 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 and select Journal Entries in the
Journal Entries section and click on the Create button:

Journal Entr... / New
m“r Discard = |}
| Post | Unposted SN
Journal Bank (USD) v # Reference
Period Opening Period 2014 vlrz  Date 120212014 (7
To Review
Journal ltems
5 : = s Tax .. Partial
Invoice Partner Due date  Debit Credit  Analytic Amount Tax/iBase Reconcile 5
Name Account Account Status Reconcile
Account Currency Amount
Owmer Your 301000 0.00 5000.00 0.00 0.00 Unbalanced &
Investment  Company Capital Stock
Owmer Your 100002 Bank 5000.00 0.00 0.00 0.00 Unbalanced &
Investment  Company
Add an item
5000.00 5000.00

First, when you create a new journal entry, you will need to pick which journal and
period to post to. For this situation, we used an example of how to post to the bank
journal in the opening period to represent the owner's investment into the company.

1
‘Q There is also an Opening Entries journal that you can also use to help

you better organize opening entries for your company.
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We are considering the $5000 investment as a cash investment by the owner, so we
have posted this into the bank journal. Next, you can select the period you wish to
post the journal entry to.

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 does not really 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 and are then divided out as
you drill down into the account hierarchy.

Odoo sets up a Capital Stock 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 the form of a draft. To post the journal entry and have it appear in your chart of
accounts you must click on the Post button.

After we have posted, we can look at our balances in the chart of accounts. You

will notice that our assets now include the $5,000 investment, and the Capital Stock
account in the Liabilities and Equity section of the chart of accounts represents

the liability the company now has to the owner who invested:

Customer In... / Chart of Accounts:2014
(=[]
Your Company v
Code Name Debit Credit Balance Company Currency Internal Type
~ 1 Assets 5240 48 89.10 516038 USD View
< 100 Current Assets 5240.48 89.10 516038 USD View
~ 1000 Cash or Cash Equivalents 5089.10 0.00 5089.10 USD View
100001 Cash 8810 0.00 8010 USD Ligquidity
100002 Bank 500000 0.00 500000 USD Ligquidity
[ 1200 Receivable 160.38 89.10 7128 USD View
b 150 Fixed Assets 000 0.00 000 USD View
~ 2 Liabilities and Equity 0.00 5119.28 -5118.28 USD View
P 20 Liabilities 000 119.28 -119.28 USD View
= 30 Equity 000 5000.00 -5000.00 USD View
300000 Opening Balance Equity 0.00 0.00 0.00 USD Reqular
301000 Capital Stock 0.00 5000.00 -5000.00 USD Regular
302000 Dividends Paid 0.00 0.00 0.00 USD Regular
320000 Retained Earnings 0.00 0.00 0.00 USD Reqular
P 4 Income 000 155.10 -1585.10 USD View
P 60 Expenses 114.00 0.00 114.00 USD View
P 7 Other Income 000 0.00 0.00 USD View

[154]



Chapter 6

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, which are beyond the scope of this book. Refer Appendizx,
Locating Additional Odoo Resources, to locate additional resources for more advanced
Odoo subjects.

In the next chapter, we will discover how to back up and restore databases, as well as
how to manage user access and group permissions.
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Administering an
Odoo Installation

With Odoo, within just a few minutes, you can have several applications installed
and begin working with the system right away. In the previous chapters, we have
already covered a great deal of functionality without spending a lot of time on
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. The topics we will cover in this chapter include the following:
* Basic administration of an Odoo installation
* Backing up and restoring Odoo databases
* Creating users and assigning access rights
* Internationalization, including currencies and language translation
* How to manage document sequences

* Multicompany 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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Having an implementation strategy

While you are learning Odoo and prototyping how you may use it 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 this
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 minimal plan before you begin setting
up servers and installing Odoo.

The breadth of the project management and administration of an ERP system is
beyond the scope of this book; however, there are several basic implementation
considerations to keep in mind.

The 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 to 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 to
document 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 is 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 provides you with several
options on how you can document your Odoo installations.

[158]




Chapter 7

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 user names 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 trying their best, 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 tips to keep in mind:

* Regularly test your backups for recoverability. Backing up your data
regularly 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.

* Have a strong archive of backups. Perform daily backups along with weekly
and monthly snapshots. Oftentimes, 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 that a manager writing a report finds critical holes in the data.

* Have contingency system options. Even if you plan on hosting locally,
consider having a cloud server configured where you 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 tested
procedures in place. Don't make blindly optimistic assumptions about your
system contingencies. Test them at least once or twice a year.

* 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 minimum, you back up both your
working Odoo application directories and the associated Postgres databases. Ideally,
you will have server snapshots and a clear, tested business continuity plan in place.
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 with a specific backup procedure. Make sure you fully understand how
it works and have a way to test and ensure 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. The Create a New
Database form will appear:

<« C [ localhost:20

Create a New Database

O

Database Management

B Master password: e
Drop Select a database name:
Backup

Load demonstration data:
Restore

Password Default language: English (US) v
Choose a password:

Confirm password:
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In the left menu under Database Management, you will see the Backup option. You
may click this to bring up the Odoo Backup Database utility.

Backup Database

0doo

Database Management Master Password: | +eees |

Database: SILKWORM-DEV v

Create
Duplicate
Drop

ET AT
Restore

Password

o Sometimes if you are having trouble with an Odoo installation, such as

~ internal server errors and other system-related issues, you can navigate

Q directly to the database manager to back up your database and perform
operations that may help you recover from the problem.

You can use the pop-up list to select the database you wish to back up. Then, provide
the Master Password. By default, this master password is admin. If the password is
wrong, you will receive an Access Denied error.

Once you have selected the database and provided a valid master password, click
the Backup button to begin backing up the database. The database will then
download through your browser just like any other file you download from 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 and get it up and running again. Click the Restore button in
the Database Management menu to bring up the Restore Database form:

Restore Database

Master Password:

Database Management File: Choose File | No file chosen
Create New database name:
Duplicate
o0 Mode: Backup Restore v
Backup
‘Restore
Password

Here, 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 within which
the database will be restored.

You also get the option to choose either Backup Restore or Copy of an existing
database as the Mode for restoration.

Administering users in Odoo

In any ERP system, it is important to understand completely 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 given full administration privileges. Odoo, however,
gives permissions to the administration account that no other user in the system has.

o Specifically, all access rights are bypassed when using the administrator
~ account. Much like the root account in Linux or Ubuntu, you always
Q need to protect your administration account by using a strong password
and keeping it secret.
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Selecting a user to administer

Let's begin looking at how to select 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 on Settings in the main menu and then select Users
under the Users section in the left-hand side menu:

130f3 D

Settings (=7 .
Users C ﬂ Regular users only (no share user) x
Od OO =1| Import
Lompanies " Name Login Language Latest connection
Companies Administrator admin English 12/27/2014
Users Mike Zeigler mdeigler@exampleemail com English
Groups Bob Sacamanto bob English 1/132014

Click on Mike Ziegler to bring up the user and look at the additional options that

are available:

Users / Mike Zeigler

Edit Create

Mike Zeigler
mdeigler@exampleemail.com

Related Partner Mike Zeigler

Active v

Access Rights Preferences

Application

Sales Manager
Warehouse
Manufacturing
Accounting & Finance
Purchases

Human Resources Employee
Website

Live Support

Sharing

Administration

Technical Settings

Addresses in Sales Orders

Analytic Accounting o’
Analytic Accounting for Sales

Discount on lines

Enable Invoicing Delivery orders

More +

2/3 (@[ w ]| [=]H])

Send an Invitation Email

Advance bidding process
Analytic Accounting for Purchases
Check Total on supplier invoices

Do Not Use Sales Teams

Enable Invoicing Sales order lines -
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When you pull up a user in your own Odoo installation, it is unlikely that the
contents of the preceding screenshot will look exactly like yours. Depending on the
types of applications installed, the available application and technical settings will
change. Also, it is common to see different versions of this window depending

on the Odoo build you are running.

Understanding related partners

In Odoo, every company, customer, vendor, and user has a related partner record. In
the user window, you can see the specified related partner for that user along with a
hyperlink to bring up the partner record.

Go ahead and click the related partner link Mike Zeigler to bring up the
partner record:

Users / Mike Zeigler / Mike Zeigler

‘ Edit H Create | | Print = || More » |
H H 0 0 =10 i
Mlke Ze!gler Meetings Calls = Joumal ltems
& ¢
Contracts

Address 947 Redwood Lane Job Position Sales Director

Phone 874-491-4902
Zeigler Hinois 65342 i
United States obte

Fax

Website B
Email mdeigler@exampleemail.com
Title

Internal MNotes Sales & Purchases Accounting

Salesperson Customer

Sales Team Supplier

Contact Reference Active 7

Language English Opt-Out

Date Receive Inbox Notifications by Email = All Messages
Customer Location Partner Locations/Customers
Supplier Location Partner Locations/Suppliers

Send a message Log an intemal note Following 5 |
Mike Zeigler has joined the Your Company network. One follower Add others
Administrator updated document + Sun Oct 26 2014 19:30 * like

Administrator
Partner created

Administrator updated decument * Sun Oct 26 2014 19:30 * fke
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Here, we have selected the Sales & Purchases tab in the form so you can see that the
Customer and Supplier checkboxes are not selected. If we wished, we could make
Mike Zeigler a customer and/or a supplier in addition to being a user by selecting
the appropriate checkbox. In many systems, there are separate files for vendors,
customers, and employees. Odoo, however, considers every person a partner. In
this case, this is the partner record for Mike Zeigler. We have filled in a little bit of
address information.

When managing users, just remember that if you can't find what you are looking for
inside the user record, it may be inside the associated partner record.

Managing user preferences

Using the breadcrumbs at the top of the form, we can navigate back to the user
record and take a look at the preferences page:

Send an Invitation Email

Mike Zeigler
mdeigler@exampleemail.com
Related Partner Mike Zeigler
Active
Access Rights Preferences
Localization Menus Customization
Language English Home Action
Timezone US/Central
Default Sales Team Direct Sales

Messaging and Social

Receive Inbox Notifications by Email = All Messages
Display Groups Suggestions

Signature

In this section, we can specify important localization options that can dramatically
change the user experience. We can specify one of the many dozen languages that
Odoo supports, as well as the timezone and default sales team of the user.
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Under the Menus Customization section, we can specify Home Action for our
user. This is the action we want to occur when a user logs in to Odoo or when they
navigate to the home page of the installation. Odoo provides friendly names for the
various operations in the system.

Menus Customization

Home Action Customers v

G

In the preceding example, we have set Home Action to Customers. The next time
Mike logs in to Odoo, he will automatically be taken to the Customers listing in Odoo.

Finally, the Preferences section lets you manage your Messaging and Social options
for the user.

Currently, there are only two options to receive inbox notifications by e-mail. Either
he will never receive notifications or he will receive all the messages. You also

can ask Odoo to display suggested groups for the user to join. Odoo makes this
determination based on other users in the system, what sales teams they have joined,
and other factors.

Finally, you can use the Signature rich text area at the bottom to specify a signature
footer for the emails sent by this user.

M If desired, the user can change their own signature at any time by
Q choosing Preferences from the menu in the upper right-hand corner of
the screen.

Messaging and Social

Receive Inbox Notifications by Email Never
® All Messages

Display Groups Suggestions r
Signature &)

All the best,

Mike Zeigler
Sales Director
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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
N the system so that their session is updated with the changes.

If you are setting up multiple 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 an employee has left and has been
replaced by another. You can deactivate the old employee profile and
duplicate it for the new employee.

Understanding groups in Odoo

In Odoo, you give users permissions by assigning them to groups. Once a user is
assigned to a group, they have 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, go to the
Settings menu at the top and then choose Groups under the Users section on the left.

Groups >, [ Mon-Share Groups x | |

or Import 1-57 of 57 [n}
[ Create | =

Group Name

Administration / Access Rights

Accounting & Finance / Accountant

Technical Settings / Addresses in Sales Orders
Technical Settings / Advance bidding process
Technical Settings / Analytic Accounting

Technical Settings / Analytic Accounting for Purchases
Technical Settings / Analytic Accounting for Sales
Technical Settings / Check Total on supplier invoices
Contact Creation

Technical Settings / Discount on lines

Website / Display Editor Bar on Website

Technical Settings / Do Not Use Sales Teams

Human Resources / Employee

Technical Settings / Enable Invoicing Delivery orders
Technical Settings / Enable Invoicing Sales order lines
Technical Settings / Enable Route on Sales Order Line
Accounting & Finance / Financial Manager

Accounting & Finance [ Invoicing & Payments
Technical Settings / Manage Different Stock Owners
Technical Settings / Manage Fund Raising

Technical Settings / Manage Inventory Valuation and Costing Methods
Technical Settings / Manage Lots / Serial Numbers
Technical Settings / Manage Multiple Locations and Warehouses
Technical Settings / Manage Multiple Units of Measure
Technical Settings / Manage Packages

Technical Settings / Manage Product Packaging
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As you will see, Odoo has several 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.

For our example, let's examine the Sales / Manager group. You can find this group
by scrolling down the list of groups or use the search to narrow the list until you can
find the group you are looking for.

As with other lists, clicking on the Sales / Manager group in the list of groups brings
up the form:

Groups / Sales / Manager

[ Edit |[ Create | More ~ 33/57 [ | w | [=]H]
Application Sales Name Manager
Share Group Portal
Users nherited Menus Views Access Rights Rules Notes
Name Legin Language Latest connection
Administrator admin English 12/27/2014
Mike Zeigler mdeigler@exampleemail.com 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 / in
between the application and the name when displaying the full name in the list.

As you can see, the first page lists 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 member users.
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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 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, you can 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
Share Group Portal
Users Inherited Menus Views Access Rights Rules =

Users added to this group are automatically added in the following groups.

Group Name
Sales [ See all Leads

Sales [ See Own Leads

The Sales / Manager group has both the See All Leads and the See Own Leads
groups included in the Inherited list. Just like the instructions say, users added to the
Sales / Manager group will automatically be added into the See All Leads and See
Own Leads groups.

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 See Own
Leads 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 you with a direct way to determine which menus users in that group
have access to. In the case of the Sales / Manager group, we have additional menu
options listed. Members of the See all Leads or the See Own Leads groups will not
see these menus unless they are also members of Sales / Manager.

Application Sales Name Manager
Share Group Portal

Users nherited Menus Views Access Rights Rules Motes

Sequence Menu

0 Sales/Configuration/Sales

1 Sales/Configuration/Opportunities
1 Reporting/Sales/Leads Analysis

1 Reporting/Sales

4 Sales/Sales/Opportunities

6 Sales/Sales/Sales Orders

20
30
80

Sales
Sales/Configuration

Sales/Configuration/Leads & Opportunities

If, for example, you wanted to allow users in the See All Leads group to view the
Leads Analysis report, you could remove the menu from the list in this manager
group and add the menu to the See All Leads group. Because the manager group
inherits from the See All Leads group, they will still be able to see the menu in
addition to users that are only in the See All Leads group.

Now with the new website applications, Views can be used to limit what information
is displayed on a web form. In the following example, we can see how the public
group has rights to the view that allows them to log in to the website.
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Application
Share Group
Menus

Users Inherited

View Name
16 Show Sign In

Sequence

Name Public
Portal
Views Access Rights Rules Notes
View Type Object External 1D Inherited View
QWeb website.show_sign_in Main layout

Also, notice that views can inherit from other views. In this case, the Show Sign In
view is inheriting from the Main layout view.

You can expect that there will be more administration of Views and their groups in
future versions of Odoo as more website tools are developed.

Application Sales

Share Group
Users

Inherited Menus

Object

Sales Teams
Event

Meeting Type
Partner Segmentation
Segmentation line
Channels

Source
Lead/Opportunity
Phonecall

Stage of case
Campaign

Phone calls by user and
section

Partner

Partner Tags
Category of Case
Action Rules

CRM Payment Mode
Product Template
Product

Product Category

Views

Read
Access

v
v

v

Access Rights

Write
Access

v
v

v

Name Manager
Portal
Rules Notes

Create Delete

Access Access Hans

= < crm.case. section.manager

= < calendar.event.rmanager

= calendar.event.type. manager

= < crm.segmentation

= < crm.segmentation.line

= < crm.tracking. medium manager

= < crm.tracking.source manager

= < crm.lead. manager

= < crm.phonecall. manager

- o crm.case.stage

- o crm_tracking_campaign manager

- o crm_phenecall_report
res.partner.crm.manager
res.partner.category .crm.manager

¥ % crm.case.categ manager

¥ % base.action.rule manager

¥ % crm.payment.mode

¥ % product template salemanager

= o product. product salemanager

= < product.category salemanager
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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,
Write, Create, or Delete access. For example, in the preceding listing, we can see 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 See Your Own Leads group.

Application Sales
Share Group

Users Inherited Menus Views
Object Read Access

Sales Teams

Event

Meeting Type
Partner Segmentation
Segmentation line
Channels

Source
Lead/Opportunity
Phonecall

Campaign

Phone calls by user and
section

Partner

Partner Tags

Email Thread

CRM Lead Analysis
Bank Account Type
CRM Payment Mode
Tax

Journal

Invoice Tax
account.sequence fiscalyear
Sales Order

Sales Order Line
Invoice Tax

Invoice

Access Rights

Write Access

Name

Portal

Rules

Create Access

See Own Leads

Notes

Delete Access

Name

crm.case.section.user
calendar.event

calendar event type salesman
crm.segmentation user
crm.segmentation.line user
crm.tracking. medium user
crm.tracking.source user
crm.lead

crm_phonecall
crm_tracking_campaign user

crm.phonecall report.user

res.partner.crm.user

res. partner.category.crm.user
mail.thread

crm_lead.report user
res.partner.bank.type.crm.user
crm.payment. mode

account.tax sale manager
account.journal sale manager
account.invoice tax sale manager
account.sequence fiscalyear.sale user
sale.order

sale.order.line
account_invoice_tax salesman

account_invoice salesman
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The manager group we looked at previously had a lot of permissions to create and
write records; but the See Own Leads group only has read access for many objects,
such as Meeting Type, Channels, Tax, Journal, 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 record rules in Odoo

Sometimes in a system, you want users to have access to a particular model but not
to all the 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 See Own Leads group. Because
this is a highly restricted group, there are many rules that limit users in this group to
only see the records that are personally associated with them.

Open: Inherits

Application Sales Name See Own Leads

Share Group Portal

Us nherited il e A Rules Notes
Name Object Global
Perzonal Orders Analysis Sales Orders Statistics
Personal Order Lines Sales Order Line
Personal Orders Sales Order
Access every payment transaction Payment Transaction
Personal Leads Analysis CRM Lead Analysis
Personal Phone Calls Phonecall
Personal Leads Lead/Opportunity

Close

[173]



Architecture and Component Overview

Typically, manager groups will have few or no rules because they do not have
restrictions on what records they can access. Groups such as See Own Leads 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 to see how we can construct a rule that
limits what records a user can access.

Open: Rules
General Access Rights
Name Persanal Orders Apply for Read ' Apply for Write 4
Object Sales Order Apply for Create v Apply for Delete s
Active ¢

Rule Definition (Domain Filter)

[I.(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 cannot create, write, or delete records.
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The most important part of the rule is the Rule Definition or Domain Filter.

This filter is applied to each record to determine whether that record should be
available. While the syntax may look cryptic, you can see that the system is checking
whether the user ID is equal to the current user ID. This filter will be true if you are
specifically looking at your own records or records that have not been assigned to
any specific user.

o When making your own rules, copy and paste the rules from a similar
~ rule to make it easier to get the syntax right. Also, be careful about
Q 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 it to
work with a variety of languages, time zones, and currencies without downloading
any additional add-ons. Odoo has robust features for configuring a global ERP
system that can meet the demands of today's multicultural 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
become 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. Under the Settings menu, simply choose
Load a Translation under the Translations section on the left.

Load a Translation

Language Spanish / Espariol T
Overwrite Existing Terms
Websites to translate localhost

You will find quite a few languages to choose from in the list. At the time of writing
this book, there are more than 80 languages to choose from.

o Many of these languages are community supported and translation will
~ certainly vary. Furthermore, ERP systems can often be confusing even
Q for users that speak the language fluently. Take the time to train users
so they understand all their processes well.

You should use Overwrite Existing Terms if you have made custom modifications
to a language translation and now wish to overwrite them. You also can tell Odoo
to perform a translation on the websites as well.

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

Now that we have installed the new language, we can assign that language to our
users and even our customers and suppliers. As seen in the following screenshot, we
have set Mike Zeigler's language choice to Spanish. Odoo also allows you to specify
the timezone either by the GMT offset or by common regions. In this case, we have
chosen Cancun as the timezone.
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Name

Mike Zeigler
Email Address
mdeigler@exampleemail.com

Related Partner Mike Zeigler
Active 7
Access Rights Preferences

Localization

Language Spanish / Espafiol v
Timezone America/Cancun v
Default Sales Team Direct Sales ¥ [

After the changes are saved and the user has logged back in, we will see that their
interface has changed over to Spanish.

Ventas

0doo

Ventas

Clientes
Iniciativas
Oportunidades

Presupuestos

Llamadas telefonicas

Llamadas registradas

Productos

Productos

|
| Equipos de ventas Q
|

Ventas directas Creative Designs

Equipos de ventas Iniciativas Oportunidades Iniciativas Oportunidades

Presupuestos Pedidos de ventas Presupuestos Pedidos de ventas

Pedidos de ventas (2]
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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,
they can be useful to change forms to better fit a given business requirement.

To see the translated terms for a given language, navigate to Settings, and under
Application Terms, choose Translated Terms.

Translated Terms

or Import 1.80 of 19767 | 4a | @ O
Source ‘T"raz:::Ia(iun Translated field L Halice Type
Please select at least one user to share with addons/portal/wizard/share_wizard.py English Code
Please select at least one group to share with addons/portal/wizard/share_wizard.py English Code
Group res_portal.group_id English Field
These groups are assigned to the portal's users res. portal, other_group_ids English Help
Existing groups share wizard English View
Existing groups share wizard, group_ids English Field
Portal User res_portal wizard user English View
Enable this option to override the Menu Action of portal res_portal override_menu English Help
users
E-mail res.portal wizard user,user_email English Field
QOther Groups assigned to Users res.portal English View
The chosen company is not in the allowed companies for res_users English Constraint
this user
Widgets res.portal English View
Widgets res._portal widget_ids English Field
Who do you want to share with? share. wizard English View
Send Invitations res_portal wizard English View
The url where portal users can connect to the server res_portal_url English Help
Widget res_portal widget widget_id English Field
This text is included in the welcome email sent to the res_portal wizard message English Help
users
If set, replaces the standard menu for the portal’s users res.portal. menu_action_id English Help
Parent Menu res_portal_parent_menu_id English Field
Portal Name res_portal English View
Portal Users res_portal wizard user English View
QOverride Menu Action of Users res_portal override_menu English Field

Notice that in the second-last column the first page has all English translations and
that the record count is 19,767. 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 Activities. Neither will affect how the system works; these are just labels.
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International currencies

As you saw, it was quite easy and straightforward to configure Odoo for multiple
languages. Currencies, however, will require more planning and testing during
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.

To set up multiple currencies in Odoo, navigate to the Settings menu and select
Accounting under the Configuration settings:

oy L
O._ : { Accounting & Finance
Options Default company currency  [ysp v o
Apply Scheduled Upgra... = Decimal precision on jounal entries |5
Configuration Tax calculation rounding method | goyng perline v
Sales Features | Allow multi currencies
Purchases
Warehouse Gain Exchange Rate Account 04000 Bank Service Charges v
Manufacturing Loss Exchange Rate Account  gn4000 Bank Service Charges v
(I —
L = @ Full accounting features: journals, legal statements, chart of accounts, etc
Website Settings
# Analytic accounting
General Settings
Assets management
Companies Budget management

Under Features, the first option is 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, you can post to Bank Service Charges as an appropriate typed income/
expense account for the purpose of this example.

Once you click on Apply, Odoo will work for a few seconds and then return you to
the same screen. You will not notice the changes in multicurrency until you look at
how some of your documents now appear in Odoo.

M As with configuring other Odoo options, it is a good idea to use
Q Shift + refresh in your browser to force Odoo to present any new
menus or settings resulting from your changes.
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Purchasing in a different currency

After you select multicurrency, the purchasing system immediately allows you to
begin purchasing products in alternative currencies. Create a new purchase order
and observe the new currency selection available at the top of the form.

Request for Quotation /

Supplier T-Shirt Supply Co. v+  Order Date 12/27/2014 20:13:12 7]

Supplier Reference Deliver To Your Company v

Currency usD v+
AED
AFN
Products RFQ&Bid| 4|
AMD
Product Descripti ANG Quantity Unit Price Taxes Subtotal
Add an item ACA

ARS
Search More.
Create and Edit...
Untaxed Amount $0.00

Taxes $0.00

Total : (update) $ 0.00

At the time of writing this book, there are 160 currencies in the list. 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 you have
specified in the product file. As you are now using multiple currencies, either you
need to provide detailed pricing information, or you must enter the amount on each
purchase order you create.

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 supplier price lists. Select Settings and then
Purchases under the Configuration section. There, check the Manage pricelist
per supplier option and click on Apply.
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m or Cancel

Invoicing Process

Invoicing Settings Default invoicing control method | pre_generate draft invoices based on purchase orders ¥
Modules
Local Modules Purchase Order
Apps Supplier Features « Manage pricelist per supplier
Updates Alerts by products or supplier
Update Modules List
Purchase Order Manage different units of measure for products

£ppScheduedLipna Use 'Real Price’ or ‘Average’ costing methods

Configuration Force two levels of approvals
Sales Manage calls for bids

Use multiple analytic accounts on purchase orders

Warehouse Analytic accounting for purchases

Manufacturin ”
- Location & Warehouse
Accounting

Routes M d hippi
Website Settings anage dropshipping

General Settings

After we have turned on the option to manage pricelists per supplier, in the
Purchase menu, we can expand the Pricelists section under Configuration and
choose Pricelists to see the one default pricelist that is already installed.

Pricelists Q Purchase Pricelist x
or Import 1-10f 1
Pricelist Name Pricelist Type Currency Active
Purchase
Default Purchase Pricelist Purchase Pricelist uso v

Requests for Quotation
Purchase Orders
Suppliers
Incoming Products
Incoming Products
Invoice Control
On Draft Invoices
On Purchase Order Lines
On Incoming Shipments
Products
Products by Category
Products
Configuration
+ Address Book
¢ Products

= Pricelists

Pricelist Versions

Price Types
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Before making any changes to your existing configuration or adding a new pricelist
to your own system, I highly recommend you look at how the existing pricelist is
configured. Fortunately, adding a price list for the EUR currency is easy. Create

a Default Purchase Pricelist and simply give it the EUR currency. The rule is a
minimum quantity of zero. This way the pricelist will apply to any product.

Here is the pricelist record configured to handle the EUR currency:

Pricelists / Default Purchase Pricelist (EUR) (EUR)

[ Edit | Create | [ More ~ | JEARIEINE] O

Default Purchase Pricelist (EUR)

Active 4 Pricelist Type Purchase Pricelist
Currency EUR
Name Active Start Date End Date

Default Purchase Pricelist Version (EUR)

Now we can assign this pricelist and use it to price products in EUR within our
purchasing system.

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 Odoo. To see the current
sequences defined by Odoo, navigate to the Settings menu and choose Sequences
under Sequences & Identifiers.
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O

Users
Translations
Languages

Load a Translation

+ Import / Export

+ Application Terms

Payments
Payment Acquirers
Payment Transactions

Technical

» Email
» Actions

+ User Interface

Database Structure
Automation

Workflows

Calendar

Reports

Sequences & |dentifiers

External Identifiers

Sequence Codes

Parameters
Security

Resource

Sequences

| [ -LITIN or Import

Packages
Packs
Picking INT

Procurement
Group

Production
order

Purchase Entry

Purchase Order

Sales Entry

Sales Order

Serial Numbers

Stock
orderpoint

Opening Entries Journal OPEJ/% 4 1
(year)s/
Packages PACK 7 1
Packs 7 1
Picking INT INT/ 5 1
Procurement Group PG/ 6 1
Production order Mo 5 6.
Purchase Entry %elyear)s/ 3 1
Purchase Journal EXJ/%(year)s/ 4 2
Purchase Order PO 5 3
Purchase Refund Joumnal ECNJ/% 4 1
(year)s/
Sales Entry %lyear)s/ 3 1
Sales Journal SAJI%(year)s/ 4 3
Sales Order S0 3 5
Sales Refund Journal SCNJ/% 4 1
(yearjs/
Serial Numbers T 1
stock journal sequence STJi%(year)s/ 3 1
Stock orderpoint OP/ 5 2
Your Company Sequencein  WH/IN/ 5 3
Your Company Sequence WH/INT/ 5 1
internal
Your Company Sequence out  WH/OUT/ 5 3
Your Company Sequence WHIPACKS 5 1
packing

[ECEN = [n]

No gap

Standard
Standard
Standard
Standard

Standard

Standard
No gap
Standard

No gap

Standard
No gap
Standard

No gap

Standard
Standard
Standard

Standard
Standard

Standard

Standard

Here, we have scrolled down so you can see the sales order sequence. Click on it to
bring up its details.

Sequences / Sales Order

or Discard 34/43 4 |

Name Sales Orde] Sequence Type Sales Order M
Active v

Sequence Fiscal Years

Prefix SILK-S0 Suffix
Number Padding 4 Increment Number 1
Next Number 5200 Implementation e v

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 (weekday)s Second: %(sec)s
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The prefix SO is generic and could potentially match a document identifier from
another company.

For this example, we have changed the Prefix of the sales orders in our Odoo
installation so that they will begin 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 we have bumped up the Next
Number to 5200.

After you save the changes to the sequence, any new documents will now use the
new sequence definition.

Quotation SILK-S0:5200

Customer Mike Smith Date 12/27/2014 21:08:15
444 South Main , .
Murphysboro, IL 62966 Referencel/Description
United States Warehouse Y our Company
Order Lines Other Information
Product Description Quantity Unit Price Taxes Subtotal
Medium White T-Shirt Medium White T-Shirt 4.000 16.50 66.00

Untaxed Amount : 6600
Taxes : $0.00
Total : $ 66.00

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 operations that are more complex. 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 are often a more
preferable way to manage operations than by configuring multiple companies.
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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.

To set up Odoo to begin using multiple companies, navigate to the Settings menu
and under Configuration, choose General Settings:

Settings 2 H
m or Cancel
General Settings
Modules 4% Configure your company data
Local Modules Options ¥ Manage multiple companies
Apps ;
Email — Configure outgoing email servers
Updates e = 0 A
— Configure the incoming email gateway
Update Modules List Alias Domain | |gcalhost
Apply Scheduled Upgra...
Portal access ¥ Activate the customer portal
Configuration
Sales
Purchases
Enable password reset fram Login page
Warehouse

Allow external users to sign up
Manufacturing

- Authentication Use extemnal authentication providers. sign in with google, facebook
Accounting
Website Settings Import ! Export ¥ Allow users to import data from CSV files
General Settings .
| Generasetungs ||/ [N fitach Goage documents 0 any recad
Companies
: Google Calendar Allow the users to synchronize their calendar with Google Calendar
Companies
Users Report Font v|— (reload fonts)

After you have checked Manage multiple companies and clicked on Apply, Odoo
will work for a few seconds to configure the installation for multiple companies.
Note that this operation can take more than a few seconds on some systems.
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First off, by default, Odoo does not turn on multicompany operations for a user even
though you have configured multicompany operations through the general settings.
Even the administrator user must go in and check the option to Manage multiple

companies.

Users /| Administrator

m or Discard

Administration Setti

Modules

Local Modul - -
sl Technical Settings
Apps
Addresses in Sales Orders
Updates
Analytic Accounting v
Update Modules List
st Analytic Accounting for Sales

Apply Scheduled Upgra... Discountaiities

Configuration Enable Invoicing Delivery orders
Sales Enable Route on Sales Order Line
Purchases Manage Fund Raising
Warehouse Manage Lots / Serial Numbers
Manufacturing Manage Multiple Units of Measure
Project Manage Product Packaging
Accounting Manage Push and Pull inventory flows

Website Settings e il

. Multi Currencies "
General Settings

Properties on lines

Companies Sales Pricelists
CIpEE Task's Work on Tasks
Users Time Estimation on Tasks
Groups
I | Usability
Translations Multi Companies ©

As with other operations that may make major changes to your Odoo installation,
use Shift + Refresh to tell your browser to reload Odoo completely.
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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 to which you
can link charts 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 choose France and using the Euro as the default currency.

Companies / New

m or Discard

@ Tour Compasy Loge COmMpany Name

Company Tagline

Website

Euro Shirts|
Parent Company Silkworm Inc.
General Information Configuration Report Configuration
Partner
Address 4930 Place Bellecour
Lyon v
France v

El

Overdue Payments

Phone
Fax

Email
Tax ID

Company Registry
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Now that we have defined a second company, we will go into our Accounting
settings and see how we can define our chart of accounts.

m or Cancel

Chart of Accounts

Chart of Accounts Select Company [ Euro Shine v

Modules | This company has its own chart of accounts

Local Modules

Apps Chart of Accounts
Updates Chart of Account Template v — B Install more chart templates
Update Modules List # of Digits [
Apply Scheduled Upgra
Configuration No Fiscal Year Defined for This Company
Sales Fiscal Year Date Range | 01/01/2014 (5] -[12/31/2014 [
Purchases Periods [iionttly %
Warehouse
Manufacturing Accounting & Finance
Project Options Default company currency [ER v
Accounting

Decimal precision on journal entries 5

Website Settings Tax calculation rounding method | Round per line ¥

General Settings

Features @ Allow multi currencies
Companies
Ermrois Gain Exchange Rate Account .
Company's Structure Loss Exchange Rate Account v
Users
e @l Full accounting features: journals, legal statements, chart of accounts, etc
¥l Analytic accounting
Users

Assets management

Translations Budget management

Languages

Load a Translation elnvoicing & Payments

Import / Export Customer Next invoice number 0
Application Terms - Next credit note number 0

Notice that we now have the opportunity to set up a chart of accounts specifically for
our new company along with its fiscal years. Also, take note that at the very top of
the form we have specified that This company has its own chart of accounts.

Implementing a multicompany solution

As was previously stated, setting up a multicompany system is complex. While

the system will work much the same as it did previously, it is important that you
understand how a multicompany system affects every operation within the system.
Customers, users, suppliers, and the chart of accounts all tie into multiple company
operations. This chapter gives you the basics to get started with configuring a
multicompany setup, but the 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 to ensure business continuity in the case of failure. We
discovered how to back up and restore databases, as well as how to manage user
access and group permissions.

Later in the chapter, we looked at internationalization and configured Odoo to
handle multiple languages and international currency. 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 multiple
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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Implementing the Human
Resources Application

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
applications that can help your company organize this information regarding your
employees. Some of these applications, such as timesheets and attendance records,
can become critical processes to help a company control costs. In this chapter,

we will look at how you can integrate the Human Resources application.

Specifically, this chapter will cover the following;:

* Installation of the Employee Directory

* How to create employees, setup job titles, and enter employee-related
information.

* Learn how to create employee timesheets to track time
* Use analytic accounting to track time related to tasks

¢ Learn about Odoo's recruitment features

A modular approach to Human
Resources

Like the rest of Odoo, the Human Resources 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 the Human Resources 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.

,I Employee Directory

id

| Install |

After you have installed the Employee Directory application, you will see a new
menu at the top, Human Resources. Clicking on the menu will take you to the list
of employees. The default view for employees in Odoo 8 is the Kanban view:

Human Resources

Employees

Human Resources Administrator (admin)

- o
' T F
Configuration

Employee Tags i

Departments

The Administrator account comes with an image already loaded for the user.
So the gentleman you see in the preceding screenshot is likely the same in your
Odoo 8 installation.

M If you have added users besides the Administrator account, they
will be considered employees and included in the list. All users are
employees, but not all employees are users.
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Creating a new employee

Clicking on the Create button will bring up the form for you to begin entering a new
employee into Odoo:

Name
Tina Robbins
Tags
-
Work Email
Work Phone
Public Information Personal Information HR Settings
Contact Information Position
Working Address Silkworm Inc. v+  Department v
Work Mobile Job Title v
Office Location Manager v
Coach E
Company Silkworm Inc. v =2
Related User =
A

The only required field in the employee form is 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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Related User

In the Contact information section, 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 users on the fly by choosing Create... from
the Related User dropdown.

Department

The employee's department is a common way for a company to organize employees.
In our example, we are going to create a production department.

Create: Department

Department Name Production Manager Tina Robbins v [

[

Parent Department v| Company Silkworm Inc M

m or Discard

In this screen, we have set the Department Name field to Production and set the
Manager field of this department to Tina Robbins. Also, you will notice that the
Parent Department field allows you to create a hierarchical structure of departments
of your company. Typically, you will wish to look at the organization chart of a
company and take some time in 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

Recruitment in Progress

Job Name
Production Manager

Department Production v

R

Current Number of Employees

0 new employee(s) expected

m or Discard

Here in the preceding screenshot, we created a job title of Production Manager for
Tina Robbins. As you can see from this form, the 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 simply name a job
manager. This would make it difficult, when looking at the list of job titles, to know
which department that manager is associated with.

You will notice that there is a count of the current number of employees as well as
a place to enter the new employees that are to be expected. At the top, there is a
Launch Recruitment button, which we will cover later in the chapter.
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Manager and Coach

The Manager and Coach fields on the employee's 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 might be involved in approving the employee's timesheets,
leave requests, performance appraisals, and so on. The Coach field is just an optional
field that you could use to specify any other relationship the employee has that is
valuable to the position.

An employee's personal information

The Personal Information tab on the employee's screen contains an individual's
private details that are pertinent to the human resources 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 ¥
Other Id
Status Birth
Gender Female v Date of Birth 06/0211967 [
Marital Status Single v
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The nationality field allows you to select from the complete list of countries that
comes preloaded in Odoo. Typically, the Identification No field would be used
for an employee badge. Odoo includes a Passport No field on the form, which
might be required in some cases where a company is required to report citizenship
information to the government. The Other Id field can be used to collect any other
information that might be a part of the human resource record of the employee.

If you 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.

Under HR Settings, the only field on the form after installing the Employee
Directory field, is a field to determine whether the employee is active. If you
wish to make an employee inactive, simply uncheck the Active checkbox.

Timesheets

Odoo allows you to install a Human Resource application that will allow you to track
employee time and attendance. Timesheets are the most useful feature when you have
jobs that require you to account for employees' work hours and assign these hours to
projects or customers. To use this feature, install the Timesheets application.

B Timesheets
=

| Install_|

Once you have installed the timesheets application, the Human Resources menu will
be expanded to include a new section called Time Tracking. It is in this section that
you'll manage and validate timesheets.
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Looking at your current timesheet

We can begin by clicking on My Current Timesheet to bring up your timesheet for
the current week. If you are logged in as Administrator, you can choose to view any
timesheet. In this case, we are viewing the timesheet for Tina Robbins and have
clicked on the Add a Line button to create a new line on the timesheet.

and attendance before you can begin entering hours into

M In Odoo, you will need to set up an account to track time
Q your timesheet.

Employee 0
- - g Timesheet
Tina Robbins v
Timesheet Period 12/29/2014 [7] o 01/04/2015 [
Company Silkworm Inc. v
Summary Details
Mon Tue Wed Thu Fri Sat Sun Total
Dec 29 Dec 30 Dec 31 Jan 1 Jan 2 Jan 3 Jan 4
v | Add |
Add a Line Total 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00

Click to add projects, contracts or analytic accounts.

You will be able to register your working hours and activities

An introduction to analytic accounting

When you begin tracking time, it is important for you to consider how you want to
report that time spent by employees and whether you would like to tie it to a specific
customer. This is where analytic accounting features in Odoo are extremely valuable.
In Chapter 6, Configuring Accounting Finance, you learned how to set up a basic chart
of accounts. Analytic Accounting allows you to track finances into alternate accounts
to analyze costs and revenue by project, by time period, or by other user-defined
analytic operations.
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For our real-world example, we are going to set up an analytic account to track our
Art Production time. When you click on Add a Line, you will be prompted to select
an account.

An analytical account allows you to track costs and other financial
\ information separately or from a different perspective than your
~ standard accounts. For the most part, it is managers and directors
Q who are going to be interested in analytical accounts as opposed
to the financial department who will be focused primarily on
general accounts.

After a little bit of configuration in setting up the account, Odoo can take care of the
rest once we enter the hours into the timesheets.

Adding a new analytic account to Odoo

To add an account, we use Odoo's ability to add a record on the fly by typing Art
Production and then selecting Create and Edit... from the small drop-down menu:

Dec 2
Art Production v | Add
Create "Art Production” | 0

Create and Edif...

Odoo will then display the form that allows you to specify details for the art
Production account:

Create: account

‘ To Renew H Close Contract || Cancel Contract In Progress To Renew Closed

Account/Contract Name i
s Cost/Revenue

Art Production

|# Timesheets Tasks

Customer v Template of Contract v
Account Manager v Reference AADD3

Company Silkworm Inc. b

In the previous screenshot, we set the account name to Art Production.

[199]




Implementing the Human Resources Application

With analytic accounts, you have the ability to tie the accounts to specific customers or
account managers. This allows you to perform specific job costing and be very precise
about how you track your sales and costs related to tasks within your company. For
example, you might have an internal project to renovate the break room. Rather than
modifying your chart of accounts to track that one-time project, you can set up an
analytic account and use it to track those related expenses. As you can pick the account
on any timesheet, you can easily manage how the time is reported.

If you want to track projects by contracts or projects there is a Contact Information
section at the bottom of the form to associate with the time allocated to the account:

Contract Information

Renewal
Start Date 01/01/2015 3@
End Date 02/28/2015 3@

Invoice on Timesheets Options

Timesheet Invoicing Ratio Yes (100%)

Terms and Conditions
|

m or Discard

Odoo has the capability to specify a start and end date for contracts and automatically
notify the account manager when it is time to contact the customer to renew.
Timesheet Invoicing Ratio lets you specify how much of the invoice is paid up front
and how much is paid out during the remaining period of the contract. Use the text
area under Terms and Conditions to specify any details on the contract requirements.
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Configuring the employee to enter timesheets

There is one more step you need to take before you can begin entering timesheets for
an employee. When we installed the Timesheets application, additional options were
added to the Human Resources section of the employee form. An entire new section

called Timesheets was added with the ability to select a product to associate with the
employee's time, as well as an analytic journal that organizes the timesheets.

Open: Employee
Name
Tina Robbins
Tags
-
Work Email
Work Phone
@ 0
Timesheets
Public Information Personal Information HR Settings
Timesheets Active
Product Service v/  Active rJ
Analytic Journal Timesheet Joumnal v |2
Send a message Log an intemal note Following ~ |
Employee created One follower Add others
Administrator updated document * about an hour ago - ke
Administrator
m or Discard
M If you do not specify the analytic journal for the employee, you

will not be able to create a timesheet and submit it to a manager
for approval.
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Tracking employee hours with the timesheet

After you have set up the account, you can enter the number of hours into the
timesheet. For more complex timesheet requirements, you can create additional
accounts and then add as many lines as you need to properly account for all the
hours worked.

Here is the timesheet after the week has been filled out for Tina Robbins:

Employee R
Tina RObbinS v 2 Timesheet

Timesheet Period 12/29/2014 [7] o 01/04/2015 [

Company Silkworm Inc. v
Summary Details
Mon Tue Wed Thu Fri Sat Sun Total
Dec 29 Dec 30 Dec 31 Jan 1 Jan 2 Jan 3 Jan 4
Art Production 08:00 08:00 08:00 08:00 06:30 0 0 38:30
Add a Line Total 08:00 08:00 08:00 08:00 06:30 00:00 00:00 38:30

You can enter additional details on the work performed by clicking on the Details tab:

Employee 0
. - = Timesheet

Tina Robbins J

Timesheet Period 1212972014 [ to[01/04/2015 [

Company Silkworm Inc. v =
Summary Details

Date Analytic Account Description Hours Invoiceable
12/29/2014 Art Production Concept Logo Art 08:00 Yes (100%) i
12/30/2014 Art Production Boys Basketball Sign 08:00 Yes (100%) &
12/31/2014 Art Production T-Shirt Design for T&R Radio 08:00 Yes (100%) i
01/01/2015 Art Production Special Rush Order 08:00 Yes (100%) &
01/02/2015 Art Production New Art Design for J's Insurance Company 06:30 Yes (100%) il
Add an item
38:30
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In addition to specifying a description or changing the analytic account the time
needs to be attributed to; you can also determine what percentage of the time on the
timesheet can be invoiced. This will allow you to manage invoices in which the time
performed by the employee, is part of a contract.

After the number of hours is entered, the timesheet can be submitted to the manager
by clicking on the Submit to Manager button in the top-left corner.

Validating timesheets

Once a timesheet has been submitted to a manager, the timesheet will appear under
the Timesheets to Validate section for that manager when they login to Odoo:

Timesheets to Validate B 7o seprove »
Import 1-1 of 1 Ei O
i Employee Date from Date to Total Timesheet Status
Humar
Tina Robbins 12/292014 01/04/2015 38:30 Waiting Approval

Employees

Time Tracking

My Current Timesheet

Timesheet Activities
Configuration

Employee Tags

Departments

To validate a timesheet, simply click on the timesheet you wish to validate, and
click on the Approve button. If you wish to decline a timesheet, click on the Refuse
button instead.

Leave Management

In addition to managing and approving daily timesheets, it is also possible to install

an Odoo Human Resources application that will manage holidays, leaves, and other
information related to employee time off. We install Leave Management in the same
way as the other Odoo applications.

-

Leave Management

| Install |
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After you have installed the Leave Management application, you will have a new
section added under the Human Resource menu; the Leaves section. 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 Leave Requests menu option, you are taken to a calendar
that will show 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.

Click on a day in the calendar to tell Odoo to schedule a leave request beginning on
that day.

Create: Leave Request

| Refuse | To Submit TnApplwe ) Approved
Description Personal Day Mode By Employee
Leave Type Compensatory Days v 2 Employee Tina Robbins v [
Duration Department Production v |2

01/07/2015 07-00:00 =] - |01/09/2015 19:00:00 [

3.00 days

m or Discard

In this example, we requested personal time off for a period of three days. Personal
days differ from observed or national holidays because they are not taken by
everyone in the company, though they are often scheduled around a holiday to
maximize consecutive days off.
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Leave Type

For our example, we have chosen the Compensatory Days leave type. This implies
that the employee is taking this leave with pay. Alternative leave types can be
managed for reporting purposes.

Duration

When you change the Duration field 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 who share the same employee tag. This can
be useful if you need to schedule leaves for entire sets of employees.

Employee

This field lets you set the employee for whom the leave is requested.

Department

This field lets you set the department for which the leave is requested.

Submitting for approval

When requesting leave, clicking on the Save button is all that is required to save the
information and send it on to the assighed manager of the employee for approval.
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Approving leave requests

Clicking on the Leave Requests to Approve option in the Leaves section of the
Human Resources menu pulls up the list of leave requests for approval. In our
example, we can see the leave request we have submitted for Tina Robbins:

Requests to Approve v R

1 G
Emplose Mode Loave Type Deseription Stan Date End Date Muenbae of Deys Status
Tina Rabbing By Employss Compeesatary Days Pamonl Day UDTS 70000 O10¥INS 180000 300 To Approve

Much like the timesheet approval, you can simply click on a request and then choose
Approve to approve the request, or Refuse to deny the request.

Leaves Summary

To see all the leaves that have been approved, click on the Leaves Summary option
under the Leaves section:

Leaves Summary B e x
[~ B 8o
Geoup Emgloyss  Request Type Descripion. | Mannbar of Doys Start Dats End Date Lotve Type St

= Compensatory Days (1) -
Tina Robbins. Linarre Fequist Pamonal Day 300 010015 0700 00 01092915 150000 Compersatory Days Approved

10
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By default, this report groups by the leave type. Using the grouping and filtering
options of Odoo, you can configure the leaves summary to display information on
the leaves that you require.

Recruitment Process

Many Human Resource 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 a track of the communication required when
hiring new employees.

Install the Recruitment Process application, as you have installed the other
Odoo applications:

Recruitment Process
' (€1

| Install |

After the Recruitment Process application has been installed, Odoo will add an
additional section to the Human Resources section, as well as new options under
the Configuration menus at the bottom.
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Defining the recruitment stages

The Odoo Recruitment Process application organizes the recruiting process in
stages. This is in much the same way that an opportunity in the CRM application
is organized in stages. The goal, of course, is to find new employee leads and then
convert them into company employees. To look at the stages that Odoo sets up by
default, go down to the Configuration section under Human Resources and
choose Stages.

| Human Resources |

Stages

or Import 606 B0

Name Specific to a Department Folded in Kanban View

Human Resources
Initial Qualification

Employees
. First Interview
Recruitment
2 Second Interview
Job Positions
Aphcalions | Contract Proposed

S Contract Signed
Time Tracking 9

My Current Timesheet Refiised
Timesheets to Validate
Timesheet Activities

Leaves
Leave Request
Leave Requests to Approve
Allocation Requests
Allocation Requests to Ap...
Leaves Summary

Configuration
Employee Tags
Departments
Timesheet Accounts
Leaves Types
Recruitment

Stages
Degrees

Sources of Applicants

Stages can be created, edited, and deleted just like other records in Odoo. Odoo
also allows you to specify that some stages are specific to a given department. Let's
implement this in a practical example. In our company, we are going to say that the
second interview is only required for the Sales department.

Let's start by adding a new department named sales and restricting the Second
Interview stage to the Sales department.
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Here are the resulting stages after the previous changes:

Stages

or Import 1-6 of 6

Name Specific to a Department Folded in Kanban View

Initial Qualification

First Interview

Second Interview Sales

Contract Proposed

Contract Signed v

Refused

Recruiting for a new job

Tina Robbins has been very busy in her position as 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.

Click on Job Positions under the Human Resources configuration section, and click
on the Create button:

Human Resources

Job Positions / New

2 m or Discard = {
H - ‘m\ Recruitment Closed Recruitment in Progress
uman Resources st R

Employees
Job N
Recruitment o s 0 e 5* 0
- . Applications Documents
T Production Assistant
Applications Department Production v =
Time Tracking Recruitment Responsible Tina Robbins v
My Current Timesheet Specific Email Address hr @Iocalhost
Timesheets to Validate Current Number of Employees
Timesheet Activities
5 new employee(s) expected
Leaves
Leave Request Interview Form Recruitment Form v | Print Interview
Leave Requests to Approve Job Location Silkwarm Inc =

Allocation Requests

Allocation Requests to Ap...
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Here, we have filled in the details for our Production Assistant that has been
assigned the position, to the Production department.

We can now click on Launch Recruitment to begin recruiting for this position. This
essentially flags the recruiting process as active and makes it easier to determine
which positions you are currently hiring for.

When we go back and look at the Job Positions section in Odoo, we will find that the
Kanban view now displays details about the job position that we created, along with
a progress dial that shows our headway toward hiring a total of five employees.

Job Positions

Human Resources Production Assistant
Employees Production (Tina Robbins)
E4 hri@localhost Hired Employees

Recruitment

Job Positions 0 Applications

Applications 0

: < Recruitment Done | Print Interview 0 HiredEmpioyess 5
Time Tracking

My Current Timesheet

The Print Interview hyperlink

The Print Interview hyperlink on the Kanban view allows you to select a PDF job
survey file to download. By default, the survey contains generic questions that you
would typically ask an employee at a job interview.
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Recruitment Form

This form is intended to help the responsible of a recruitment interview.

Basic information

From which university will you graduate?

What is your gender?

Choose.

What age group do you belong to?
015 16-20 2130
1-40 41-60 §1-60

§1.70 T+

Education and Activities

This survey could then be printed and e-mailed or presented to a prospective
employee to fill out before an interview. The survey application provides a fairly
robust form that you can use to design your own surveys.

You can edit the recruitment form by opening up the job application for the
production assistant and clicking on the icon on the right, next to Recruitment Form.

Interview Form Recruitment Form v

After you click on the icon, the survey editor comes up. This allows you to change
the interview form to what you want.
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\ At the time of this writing, the terminology used in the Recruitment
~ Form, Interview Form, and Job Survey is a bit confusing. Despite
Q labeling them differently in the system, they are all referring to the
same survey document in Odoo.

Open: Interview Form

‘ Test Survey || Print Survey | Draft Closed
Title
Recruitment Form o

Edit Pages and Questions Select Options

Page Title Questions

Basic information (3 records) &
Education and Activities (4 records) g
Importance (1 records) &

Add an item

Send a message Log an intemal note ﬁ|

Survey created One follower Add others

Administrator updated document + 20 minutes ago - fike
Administrator

m or Discard

Surveys can be organized around the job function and can be valuable for
prescreening employees before a formal interview.

Creating an employment application

When a potential employee sends in an application, resume, or another trigger that
allows you to document their interest in working for your company, you create a
recruitment application.
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Under the Recruitment | Applications section, click on Create to create a

new application:

Employees
Recruitment
Job Poshtions.
Time Tracking
My Cument Timeshenst
Timesheets to Validate
Timesheet Activitias
Leaves
Leave Roquest
Leave Requests 1o Approve
Allacation Requests
ABacation Hequests lo Ap
Leaves Summary
Configusation
Employee Tags
Depastmuents
Timesheet Accounts
Leaves Types
Recrultment
Slages
Degrees

Sources of AppBcants

Powered by Odoo

Applications | New
Q [ save EERVESE

Human Resources

Subject | Application Nome

Production assistant applicant

Applicant's Neme  Bob Nelson

Contact

Email babnetsong@eanmplesma com
Phone 333-444-5555

Mobile 2223924444

Degpres Bachelar Degree
Job

Applied Job Production Assistant
Department Fraduction

Company Silkwonmn Inc
Availability 15 Dayle)
Tags

Application Summary

v

RGG

Create Employee

Responsible

Newt Actlon

Appreciation

Source

Rafarrad Dy

Contract

Expected Salary

Propased Salary

Employes

Tina Robbins e d
oewz0s 3

Call For Interview

Company Wit v
42000

Medical and Vacatien
3000

Madical Only

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.

Most of these fields are self-explanatory. Notice that at the top right, you can see the
progress of this employee through the various stages.

| More »

Initial Qualification

First Interview

Contract Proposed

Contract Signed

==iEE|"“iE'
[

Refused
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Hiring employees
Let's go ahead and hire this Bob Nelson guy. Thankfully, the Odoo Recruitment

application will create the employee for us by simply clicking on the Create
Employee hyperlink next to the applicant's name.

Looking at the employees list, we can now see that Bob Nelson is an employee in the
Production department with the title Production Assistant:

Human Resources Q .
Employees
[ Create [T (ELEN = [a]
Name Work Phone Work Email Company Department Job Title Manager
Human Resources
Administrator Silkwarm Inc.
- i Bob Melson info@yourcompany.com Silkworm Inc. Production Production Assistant
ecruitment
g Tina Robbins tina@silkwormink. com Silkworm Inc. Production Production Manager Tina Robbins
Job Positions
Applications

Summary

In this chapter, we examined the various Human Resource 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 from the most simple projects, to complex projects involving
multiple tasks. Furthermore, you can even track the 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 link 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 of how project costs can be linked to your
company's general ledger.

This chapter covers the following topics:

Discovering the various uses for Project Management
Linking projects with customer accounts

Assigning teams to projects

Creating custom project stages

Adding, assigning, and organizing tasks

Tying into analytical accounting and employee timesheets
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The 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 link the Project Management
application into virtually any aspect of Odoo. For example, you could simply use
the Project Management application to track the various stages and tasks involved
in a company event. Who is going to be responsible for finding the location? When
will you need to send out 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 might want to use 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's 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 stand-alone project management tool.

Installing the Project Management
application

To access the project managing features, you will need to install the Project
Management application.

Go to the Settings menu and install the Project Management application using the
same process as the previous Odoo applications.

Project Management

e
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The real-world project example

Like 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 can 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 Lil League.

When 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 Lil League organization, we are dealing with multiple teams with
varied logo designs, the number of players, the sizes of the apparel required, and the
printing of different players' numbers and names. There are often multiple deadlines
to manage and a number of people that might 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 perform are as follows:

1. Create a new project record

2. Name the project

3. Assign the project to a specific customer
4. Assign team members to the project

To begin with, under the Project application, select Projects in the menu on the left,
and then click on the Create button:

Project E =1 .

Projects B openx

Project

;;

Tasks

Click to start a new project

nesheets. You
ts (My Todos) or

Configuration

Stages

gel
customer ones

Tags
You will be able collaborate with internal users on projects or invite customers to share your
activities
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After you click on Create, the project editor will allow you to enter various details
about your new project. For our example, we will start out defining the name of

the project, sunny Hill Lil League, and assign the project to a customer that we
created, Sunny Hill Sports. Assigning a customer is optional, but in this example,
we are identifying the customer as the primary league contact.

Projects / New

m or Discard Hi =

Close Project || Pending || Set as Template H Cancel Project In Progress Closed

Project Name =0 4
Sunny Hill Lil League — e e

¥ Use Tasks

Project Manager Administrator v
Customer Sunny Hill Sports =

Email Alias @localhost

Incoming Emails create Tt %

Accept Emails From Everyone =
Team Other Info Project Stages
[ Add |

You will notice that the project is set to In Progress in the top-right corner. You will
also notice that you can assign someone as Project Manager as well, though this is
not required.

If the Use Tasks checkbox is checked, then you will see the Project Stages tab in

the form. Different projects can naturally have different project stages that they go
through on their way toward completion. For our example, we will leave the Use
Tasks checkbox checked. A little later, we will go through how to define the various
stages for our project.

[218]



Chapter 9

Assigning project teams

In the first tab that is labeled Team, you can add team members to the project.
Click on the Add button, and you will be provided with a list of the available team
members in your company. To filter the list or to locate a particular employee by
name, simply type it into the box in the upper-right corner.

Using the checkboxes to the left of a person's name, you can add multiple project
members to the project team at the same time. To mark everyone who is included in
the list, use the checkbox at the very top in the header row.

Add: Project Members

1-4of 4

Name Login Language Latest connection
Administrator admin English 01/07/2015
# Mike Zeigler mdeigler@exampleemail.com Spanish / Espafiol 12/28/2014
Bob Sacamanto bob English 11/13/2014
Tina Robbins tina@silkwormink.com English

| Create ‘ or Cancel

After you have selected all of the Project Members options you want to add, click
on the Select button to add them to the project team. Next to each member on the
project team in the project edit screen you will see a small x. Clicking on this x will
remove that team member from the project.
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Setting other project information

In the second Other Info tab, we can record additional information related to the
project. We can adjust privacy settings for the project, provide a start date and an
end date for the project, currency, as well as determine sequence settings. Finally,
you can specify a parent for the project so that you can nest projects inside of other
projects to provide more flexibility in managing extremely complex projects.

Team Other Info Project Stages

Administration

Privacy | Visibility Public project
Customer related project: visible through portal
® Internal project: all employees can access
Private project: followers Only

Miscellaneous

Start Date 01/07/2015 [

End Date 01/24/2015 [3

Sequence 10

Currency uso I
Parent Projects vje=

Under the Administration heading, we see that we can define Privacy / Visibility
settings for our project. Now with Odoo 8, you have the ability to define the visibility
four separate ways:

* Public project: This option allows you to make a project completely public
so that someone can access it without having any login in Odoo.

* Customer related project: visible through portal: This option will allow
the customer assigned to the project to access the project. To facilitate this,
Odoo will send a link to the customer so they can login to the portal and
see the project.

* Internal project: all employees can access: This option is the default setting.
It restricts project access to internal employees. This option, however, allows
all employees in the company access to the project.

* Private project: followers Only: This option is the most restrictive project.
With this setting, only the followers specifically assigned to the project are
allowed access.
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As we can rearrange projects into any order we want within the Kanban view, Odoo
provides a Sequence number to determine the exact order of the projects. If you have
multicurrency turned on, you will also have the opportunity to provide the currency
related to the project. This will be used when calculating budgets and other expenses
related to the project.

The Parent field provides the capability to nest multiple projects inside another
project. If, for example, we wanted to treat each Lil League team as a separate
project, we can group them under this project using the Parent field in this form.
In this way, an entire smaller project can itself become a mere step (or Task) along
the way to completing the larger, more complex Parent project. We can examine all
projects in Odoo as they are ultimately contained in the Projects collection.

Understanding project stages

In the third tab, we can define the stages for the project. This tab will only be
available if the Tasks checkbox in the upper-left corner is checked.

The Project Management application has a set of default project stages that will be
automatically populated when you create a new project. You can then add, edit, and
delete Project Stages as required, to meet the needs of each specific project.

Team Other Info Project Stages

Stage Name Folded in Kanban View

Analysis

[=]]

Specification

=]

Design

=]

Development

=[]

Testing

an

Done

=[]

Cancelled

=[]

Add an item

In the Project Stages tab, you have both the Stage Name option and the option
to fold that status in the Kanban view.

M In Odoo 8§, the stages inside the Project Management and the CRM
Q applications were simplified by removing a field named related
status, which corresponded to the stage name.
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Defining project stages for a specific project

For the purpose of our example, there are several changes we would like to make to
our Project Stages. While Specification and Design are very appropriate stages for
our real-world example project of printing team jerseys, the stages of Development
and Testing could be much better defined. Instead of Development, the stage could
better be described perhaps as Manufacturing. Instead of Testing, the stage could
better be described as Quality Assurance.

While the stages we might want to change will depend on the project, for the
silkscreen printing industry, we can anticipate that we will most often wish to use
these new definitions for nearly every project. Let's redefine them once, so that the
new stage descriptions can be used in all future projects.

To edit Project Stage, simply click on the row you want to change. In this case, we
will begin by changing the name of the Development stage.

Open: Tasks Stages
Stage Name Manufacturing 2 Default for New Projects [+
Sequence 12 Folded in Kanban View
In this stage, the product has moved out of the design stage and is now in manufacturing.
P
m or Discard

In this example, we have simply changed the stage name from Development to
Manufacturing, which better describes the stage for our project. We have also kept
the Default for New Projects checkbox marked because we can anticipate that most
of the projects for this company will involve manufacturing. If needed, the Sequence
option could be changed here to reorder the stages of the project.

The Folded by Default checkbox tells Odoo how to handle stages that have no
tasks assigned to them in the project view. If the Folded in Kanban View checkbox
is checked, then the Kanban view will make this stage invisible when there are no
tasks. If the checkbox is not marked, Odoo will show the stage in the Kanban view
even if there are no tasks currently assigned to this stage. We will keep this
checkbox unmarked.
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The following screenshot has the new stage list after it has been modified with stage
names more appropriate to the Lil League project for our example:

eam Other Info Project Stages

Stage Name Folded in Kanban View

Specification

=/ =]

Design

Purchasing

=/ =

Manufacturing

Quality Assurance

=/ =]

Product Delivery

Done

=/ =]

Cancelled

Add an item

In addition to changing Development to Manufacturing and Testing to Quality
Assurance, we have also added stages for Purchasing and Product Delivery.
Finally, we have removed Analysis from the list of stages.

\ The little bullet to the left of the Stage Name option will allow you to
~ drag and drop stages to reorder them in the list; this is much quicker than
Q editing the Sequence field of each stage. Clicking on the little trash can
icon on the far right of the row will remove a stage from the list.

With these stages in place, we can now assign tasks that will help us manage the
project through the various stages.

Now with our project stages defined, we can begin defining tasks for our project.

Defining project tasks

The main unit for tracking the various activities involved with a project is a project
task. We will create a new task by navigating to the Task menu in the Project
application and clicking on the Create button. Here, we'll define the various
aspects of the task:

* the name of the task (this is required)

* The stage to which the task belongs (also required)

* The project to which the task is assigned
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* The deadline date of the task
* The responsible party assigned to the task
* Any tags you would like to associate with this task

* A description of the task

For our example, we have filled out the task as seen in the following screenshot:

Tasks /

Determine team names and number of jerseys for each team

| Edit 7“ Create | | More~ | - Eﬁ' D

Design Purchasing Manufacturing Quality Assurance Product Delivery More

Determine team names and number of jerseys for each team

Project Sunny Hill Lil League Deadline 01/09/2015
Assigned to Mike Zeigler Tags informaticn collecti
Reviewer Bob Sacamanto

Description Extra Info

This this initial specification we will determine how many total teams we are dealing with and approximately how many jerseys are going to be
required for each team.

At the top of the form, you will see all of the project stages and the current stage
highlighted in blue. In this example, Specification is the currently selected stage.
When in the 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 and every task. The Assigned to field allows you to specify who

is ultimately responsible for the completion of the task. Odoo also allows you to
optionally specify someone's name in the Reviewer field to check that the task has
been completed and has met the necessary requirements.

The Tags field can be valuable to better track and organize 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.
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Defining additional task information

The Project Management application also allows you to define additional
information for project tasks. This information includes:

Priority of the task
Sequence
Customer

Starting Date and Ending Date in Gantt View

‘_ E:t\l_” Create |

Tasks / Design the logos for each of the teams

Design the logos for each of the teams

Project

Sunny Hill

il League Deadline 01/12/2015

Assigned to Jenny Snyder Tags
Reviewer Mike Zeigler

Description Extra Info
Priority Sequence 10
Customer Sunny Hill Sports Company Silkworm Inc.

i Last St Updats 10712015 09-51

Gantt View ast Stage Update 01/07/2015 09:50:10
Starting Date 01/09/2015 09:50:02
Ending Date 01/12/2015 15:51:33

202 [w|w](z[=[E]=[x]0

Maore

In our example, we have used the same customer throughout the entire project. For
complex projects, you might have several customers that are part of various tasks in

the project.

Creating additional tasks

For our real-world example, we are going to define several tasks at various stages.
These tasks include:

Approval of the logo designs

Identification of suppliers for the product

Estimation of costs and pricing for the raw product

Collection of the names and numbers of the players on each team

[225]



Understanding Project Management

* Placement of purchase orders for the raw product

* Creation of a printed prototype jersey for customer approval
* Scheduling of the print jobs

* Printing of the jerseys

* Inspection of each jersey for defects

* Packaging and shipment of the jerseys

After entering our tasks and assigning them to the various stages, we can look at
tasks, more easily, in the Kanban view. In this view, you can drag and drop tasks
to move them to different stages and reorder the sequence of tasks.

B=o=3ze

1 4+ Purchasing
Remsining Time: [

'+ Manufacturing * + Quality Assurance
9 Remaining Time: 0,00 000

Remaining

Each task is represented as a card and provides the name of the task, the project, and
the due date for the task. Tags such as information collection, are also displayed on
the card.

If you hover over the little icon shaped like a head, you will see the name of the
person who is assigned to the task and who is, therefore, responsible for it.

The small arrow in the upper-right corner of each Kanban card will
M . . .
~ bring up a popup menu that will allow you to specify the color of
the card to visually organize your tasks, as well as an option to edit
or delete the task.
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Manufacturing
Remaining Time: 0.00

Creation of a printed prototype
jersey for customer approval
Sunny Hill Lil League

L

v S
T 2

2N L]

]

Scheduling of the print jobs ® I
Sunny Hill Lil League

Printing of the jerseys
Sunny Hill Lil League

3| + Quality Assurance

Remaining Time: 0.00

Edit. .

id 3 | Delete

Inspection of each jers
defects
Sunny Hill Lil League

The preceding screenshot shows you how to change the color of the Kanban card by

clicking on an available color from the palette.

You might also want to see the tasks in both a list view and a Gantt chart view. The

icon for the Gantt chart view looks like this: .

Tasks

:[7 Jan "15
| Create | e =

12

i3

i4 15 16 17

: Sunny Hill Lil League |

l Identification of supplie...  —
Determine team names a... |:|
Estimation of costs and ...
Placement of purchase o...

Creation of a printed pr...
Scheduling of the print ...

Design the logos for ea..
Inspection of each jerse...

Printing of the jerseys

Packaging and shipment ...

1
L1
=
[
E—

L1
—
L]

18

19
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The tasks are shown in a Gantt chart view format in the preceding screenshot.

Using this view, you can adjust the time of a given task by clicking on and dragging
the edges of the task bar. You can also click at the center of a bar and drag a task left
or right to reposition it in the Gantt chart view. You cannot, however, drag tasks up

or down to reorder them.

If you move your mouse over a task and hover there, you will see a small pop-up
box providing you with additional information about the task. This is demonstrated

in the following screenshot:

[
[

|:Printing of the jerseys
EST: 15.1.20153
Duration: 17 hours

M Don't waste your time trying to double-click or right-click on a task on
Q the Gantt view. Unfortunately, Odoo does not provide a direct way to
edit tasks from the Gantt view.

In addition to the Gantt view of the tasks, you can also pull up the tasks in the
calendar view mode. While in the calendar view, on the right you can see the color
legend showing each person that is assigned to the tasks.

Tasks
2 =0=*
Today i
< > 4 January 201 5 VMonth Week Day ° e o
w Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

1
5 6 & 9 10

1 12 13 14

21

]
)
3l
o

5

]
NN
BN

1 4 5 6 7 8 9 10 | 25 26 27
Determine feam names:
and number of jerseys
for each team. Sunny Hill
Lil Leagus

2 11 12 13 14 15 16 17
and Creation of a printed
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Fortunately, unlike the Gantt view, in the calendar view, you can double-click on a
task to bring it up for editing. You can also use the standard drag and drop features
of the calendar to set a new due date for the task.

Completing project tasks

As you complete project tasks, you can bring them up and click on the Done button.
At this point, the task falls out of the currently assigned stage and is moved to the
Done stage. One easy way to see which tasks have been completed is to look at the
tasks in the list view. In this view, you will see a green progress bar as well as Done
written in the Stage column for every task that has been marked as complete:

Tasks

Task Summary

Estimation of costs and pricing for the raw product
Design the logos for each of the teams
Identification of suppliers for the product

Creation of a printed prototype jersey for customer

approval

Determine team names and number of jerseys for sach
team

Placement of purchase orders for the raw product
Scheduling of the print jobs

Inspection of each jersey for defects

Printing of the jerseys

Packaging and shipment of the jerseys

Project

Sunny Hill Lil
League
Sunny Hill Ll
League
Sunny Hill Lil
League
Sunny Hill Lil
League
Sunny Hill Lil
League
Sunny Hill Lil
League
Sunny Hill Lil
League
Sunny Hill Lil
League
Sunny Hill Lil
League
Sunny Hill Lil
League

Assigned to
Bob
Sacamanto
Jenny Snyder
Bob
Sacamanto
Tina Robbins
Mike Zeigler
Administrator
Administrator
Administrator

Administrator

Administrator

Stage

Done

Done

Done
Manufacturing
Done
Purchasing
Manufacturing
Quality
Assurance
Manufacturing

Product Delivery

Starting Date
01/09/2015
00:44:30

01112015
00:44:30
01/08/2015
00:44:30
011072015
10:12:08
01/08/2015
00:44:30
011102015
00:44:30
0111212015
00:44:30
0111412015
00:44:30
0111512015
00:44:30
0111612015
00:44:30

Ending Date
0171172015
00:44:36
01/13/2015
12:44:30
01/09/2015
12:44:30
01/13/2015
03:44:30
01/08/2015
18:44.30
0171272015
00:44:30
01/14/2015
00:44:30
01/16/2015
09:44:30
01/17/2015
03:44:30
01717/2015
09:44:30

1-10 of 10 O=zs o

Working Time Progress (%)

As you can see in the screenshot, we have marked off four of the tasks as complete

or Done.

Al

If, for some reason, you accidently mark a task as done or you find out

task and click on the Reactivate button. The task will then return to its

‘Q later that there is additional work needed for a task, you can edit the

previous stage and will no longer be considered done.
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Calculating project costs and time

To calculate project costs and time, you can install the Human Resources application,
Timesheets. This application lets you create timesheets for your employees that let
you specify the number of hours worked per day. If you have been following along,
you should already have this application installed from Chapter 8, Implementing the
Human Resources Application.

To complete the integration so that you can use timesheets with the project manager,
you must also install the module Bill Time on Tasks so that you can associate each
task with the hours the employee worked on that task.

Bill Time on Tasks

| Install |

Once Bill Time on Tasks is installed you will see that if you bring up a project in
Odoo, a new Timesheets button is available.

g Timesheets

If you click on the Timesheets button, you will get a list view in which you can
create new timesheet entries. In this example, we have attributed one hour of art
design to the project.

Projects / Sunny Hill L... / Timesheets . Projects / Sunny bl Li League x
m or Discard E—E1 O
Date User Description Analytic Account Duration Invoiceable

i

0471772015 71| Administrator v Created Art Logo Projects / Sunny Hill Lil League L] 1:00 | Yes (100%) v\

01:00

You can see that we have specified the project and the duration, and we have indicated
that this is billable time that can be invoiced. If you want, you can double-check

under Invoiced Tasks to see the entry and the amount that will be invoiced once

the timesheet has been processed. 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. We 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
able to go through and assign various tasks to the stages along with their dates of
completion. Finally, we looked at the various ways in which you can view the tasks
and how you can complete them.

In the next chapter, we will explore how you can create advanced searches and
custom dashboards in Odoo. As a company uses its system from day to day, the
amount of data collected can grow quite rapidly. Being able to locate pertinent
records in a speedy fashion is vital for optimum business operation. We'll discover
how to utilize all of the handy searching, filtering, and dashboard presentation tools
that are at our disposal within Odoo.
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Creating Advanced Searches
and Dashboards

In this chapter, we will cover advanced searching, custom filters, and dashboards.
We begin by looking at how Odoo searches the various datasets within the system.
Next, we explore more advanced search options and discuss how you can save these
filters so they can be easily accessed when you need them. Finally, we discuss the
Odoo dashboard capabilities and how we can improve usability for users.

The topics covered in this chapter include the following:

* Identifying users' search requirements

* Understanding default filters versus custom filters
* Grouping items in a list

* Setting and saving advanced search conditions

* Creating dashboard content and layouts

Determining the search requirements for
your business

One of the tasks that can often be frustrating and time consuming for users is trying
to find the information they need. When datasets are small and simple, there is not
much of an issue. As the number of records in the system grows, it can become
increasingly difficult to find information.

[233]



Creating Advanced Searches and Dashboards

When implementing an ERP system, you will want to take the time to work with
users and get familiar with the data they use each day. If you are working with a
purchasing system that only produces an average of 10 purchase orders a day, you
will have far less concern over advanced searching in that application. However, if
you have 20 purchasing agents cutting 450 purchase orders a day, it will be critical
that the users have a firm grasp on the search functionality of the system. Trying to
locate a particular order can be like trying to find a needle in a haystack.

Take the time to sit with users and watch them use the system. Often,
M users will need to lookup the same types of data repeatedly in their
Q daily interaction with the system. These are the activities that you will
want to set up custom filters for and perhaps even include them on
the user's dashboard.

Fortunately, Odoo offers a robust searching mechanism as well as the ability to create
dashboards to display information that the user might need to look at frequently.

For the purposes of this chapter, we will create a new database with the
demonstration data so you can better see the searches in action.

Creating a database with demonstration data

Often, it can be valuable to test certain features in Odoo without having to enter a
lot of data. When you create a database, Odoo offers a way to optionally populate it
with demonstration data. Since this chapter is focused specifically on searching and
displaying data, we will load up a database with the sample data provided by Odoo.

Accessing the database manager

While it is possible to access the database manager by clicking on links in the login
screen, there are times when that link is not available. One reason can be because
the website application has been installed. In this case, the manage databases link
is hidden from the home page.

R Sometimes, if your Odoo server is throwing internal server errors or
~ you are having other problems with your database, you can resolve
Q the issue and at least make backups of your data, by going directly
to the database manager.

To access the database manager directly in the default installation of Odoo, you can
use http://localhost:8069/web/database/manager.
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Naturally, you will need to change the server address and port to match your
Odoo installation.

When creating our database, we check Load demonstration data so that our database
is prepopulated making it easier to present example search techniques.

o Odeo *

€« C' | [ localhost:8069/web/database/manager#action=database_manager

Create a New Database

Database Management

Master password: ~ seses

Duplicate
Drop Select a database name: AdvancedSearching
Backup 1
Load demonstration data: |+
Restore
Password Default language: English (US) v

Choose a password:
Confirm password: wens]

Create Database

After you click on Create Database, Odoo will set up the new database. So that we
have an application to work with, we will install the CRM application.

CRM

Searching in Odoo

Odoo provides a standardized search box at the top right in all of the list and Kanban
views. Depending on the menu item, some forms come with predefined filters
already set for the list.
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If you navigate to Sales and select Customer, you can see the search box in the
upper-right corner with the Customers filter preassigned.

! ﬂ Customers x

Some lists open with a predefined filter that will limit the primary dataset. In the
preceding screenshot, you can see that the list view Customers has a customer filter
applied, by default, when you open the form. Odoo stores customers, vendors, and
employees in the same central database table. The Customer filter prevents the other
types of data, such as vendors or employees from being displayed in the list.

Customers Kl o
=3 E=o
Luads ‘
o
Phe
e
ey & Lom
camp |
tocamp” |7
i
|
Sha

In this instance, if you clear the Customers filter by clicking on the small close box
in the tag, you will have a list with not just customers. Instead, Odoo will return
partners, users, suppliers, and contacts as well. The Customers filter is applied by
default in this view.
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. Sometimes, users can get confused if they accidently remove the filter.
~ If you are not getting the results you expect, always double-check the
Q filter in the top right and if necessary, navigate from the view and
back again to refresh the default filter.

Basic searches are handled easily in Odoo. Just go into the search box, begin typing,
and press the Enter key. Odoo will then look at the primary search fields for the type
of data you are searching for, and show you the results in the list or Kanban view.

In the following screenshot, you can see a simple search:

Customers

In this example, Odoo has returned all the customers that have Bank in their name.

Now, we can see that there are two filters applied. The default filter Customers that
was already there when we opened the customer list and the Name filter that will
limit those customers to just the names that include Bank.

The small space between the two filter tags means that both conditions
Al are required for a record to be included in the results list (A and B).

Q When two filter tags are butted up against one another without

a space between them, it denotes that records might meet either
condition (A or B).

Odoo will remember your search criteria as you move between list, Kanban, and
form views. Once you go to another menu item, the search criteria will reset to the
default search when you return.

The small magnifying glass in the far left of the search box will allow you to repeat
your search again. This would be most useful in an environment in which transactions
are coming in quickly and you want to refresh your results with the latest data.

] ﬂ Customers x
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The preceding screenshot shows the search again magnifying glass, which is to the
left of the Customers filter.

As you type in the search box before hitting the Enter key, Odoo will display the
available filters in a small drop-down list, directly under the search box. In the
previous versions of Odoo, with each letter you type, the results list will narrow down.
In Odoo 8, the search has been redesigned to display all the available filters including
My Partners, Persons, Customers, Suppliers, and Available for mass mailing.

Q, ﬂ Customers x A -
Search Name for- R

Filter on: My Partners

Filter on: Persons

Filter on: Customers

Filter on: Suppliers

Filter on: Available for mass mailing
Search Tag for: R

» Search Salesperson for: R

e Search Related Company for: R

Group by: Salesperson
Group by: Country

Type the letter r into the search box. You will notice how R is now in bold where it
will be applied to the filter. Also, notice that to the left of Search Salesperson is a
small triangle; clicking on this triangle will show an example of the results in the list:

ﬂ Customers x | F

Search Name for R

Filter on: My Partners

Filter on: Persons

Filter on: Customers

Filter on: Suppliers

Filter on: Available for mass mailing
Search Tag for: R

» Search Salesperson for. R
Administrator

Agrolait

Agrolait, Michel Fletcher
Agrolait, Thomas Passot
ASUSTeK

ASUSTeK. Joseph Walters
Axelor

Axelor, Laith Jubair

Group by: Salesperson
Group by: Country
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Using filters in list views

Odoo provides default filters for all of the list views. Applying a filter will limit
the records that Odoo is displaying. You can apply one or more filters depending
on your needs. The available filters and by what fields you can group, will vary
depending on the data you are viewing.

For example, the Products view will have a completely different set of filters and
group options compared to the Customers view.

Products B4 can be 50 x | Blank .
Search Product for Blank
» Search Intemal Category for: Blank
Search Product Variant for. Blank
Advance Apple In-Ear Headphones ‘ Search uumpar::; for:Blank
4 1 Variants & | 1 Variants _ 1 Variants
3 Say Price: 150.00 Price: 79.00 Price: 47.00
Blank CD 3 Blank DVD-RW Bose Mini Bluetooth Speaker
ﬁﬂ 1 Variants L | 1 varians 1 Verianis
9 Price: 20.00 Price: 24.00 Price: 247.00

While each search box will have different default filters and group by options, the
functionality is the same. In Odoo 8, you access all the search features by clicking on
the small triangle on the far right of the search box.

When you click on this, Odoo will expand the search area to show all the search
features. Let's return to the Customer list and click on the small triangle to bring up
the advanced search options:

Customers , [l customers x
T Filters My Partners  Persons Companies  (CIELa Suppliers aatezrgliiler
h A ik Advanced Search
Available for mass mailing Add to Dashboard
€ Group By Salesperson Company Country
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There is an area at the top that contains the default Filters and Group By... options.
The second section on the right of the search area is the Save current filter option,
where all of the user-defined filters will be stored for later use. Next, there is the
Advanced Search option and finally an Add to Dashboard option to append the
current search criteria to a dashboard.

Customers Bl covemens « | B Personn

E=o

In the example dropdown in the preceding screenshot, you can see that we have
highlighted the filters that have been applied, Persons and Customers. The tags for
the filters are also displayed inside the search box. With these two filters applied,
Odoo will show the contacts or persons who are also customers. Clicking on a filter
applies the filter immediately and refreshes the result list.

Naturally, the list of available filters will change depending on which set of records
you are viewing. Clicking on a filter that is already highlighted will remove that filter
from the search.

Grouping information

In addition to filtering your results, you can also group data in most Kanban and
list views using the Group By option. When you group data in a Kanban view, you
will get a column for each category. You can then use the horizontal scrollbar at the
bottom of your window to look through the items. This will be ineffective for items
in which there are a very large number of groups.
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Products 8 Con e 50wt x| B Categony -
=
B-0
Y Fllso .
8 Groun by,
All I Saleable ' + Al 3aleabls | Accesso... + All | Saleable | Compon... ' + Al Saleable | Comput... * + AT 5
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Powared by Odoo

The preceding screenshot shows Products in the Kanban view, to demonstrate how a

user will need to scroll not only up and down but also left and right to get a view all
of the items.

You need to be somewhat careful when grouping in a Kanban view.
M If you group on a field that has many results, you will have to scroll
Q a long way to the right to even turn off the filter. In this case, it is
usually faster just to click over to another menu and come back to
restore the default search settings.

Grouped data is often more easily represented in a list view.
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When you group data in a list, a little triangle appears to the left of each group
header. Clicking on this triangle will display the rows grouped under that header.

Products 0, [ can be S0 x | [E] category x
m or Import = | @ (]
Y Filters  Services Consumable Can be Sold Save current filter
- Advanced Search
Z Group by... Default Unit of Measure Type Add fo Dashboard
Group Name Internal Category Product Type Status

+ All [ Saleable (1)

» All/ Saleable | Accessories (8)

» All/ Saleable / Companents (14)
= All | Saleable /| Computers (4)

Laptop Customized All / Saleable / Computers Consumable
Laptop E5023 All / Saleable / Computers Consumable
Laptop S3450 All/ Saleable / Computers Consumable
PC Assemble SC234 All/ Saleable / Computers Consumable

» All [ Saleable | External Devices (8)

» All/ Saleable / Services (3)

» All/ Saleable / Software (5)

» Apple Products | Apple Accessories (4)
» Apple Products / Imac (1)

+ Apple Products / Ipad (2)

» Apple Products / Ipod (1)

Filters and groups can be combined together to produce a list of results. To clear all
search conditions and groupings at once, click on the circled x on the far right of the
search box.

As shown in the previous screenshot, we have filtered by products that can be sold,
by selecting the Can be Sold option in the Filters section; we also grouped our data
by category, by selecting Category in the Group by... section. Next, we expanded
the Computers category by clicking on the small triangle to the left. You can then see
the list of products that are included under the Computers category. As with filters,
clicking on Category again will remove the grouping. You can also nest groups
inside of other groups simply by selecting additional items under Group by....

[242]



Chapter 10

Performing an advanced search

a1

Grouping can be a great way to look at data. Unfortunately, with
~ extremely large datasets, grouping lists can be very slow because

Q far more records must be processed if you are filtering and
browsing data.

While the default filters might help us find most of the data records we seek, it is
inevitable that there will come a time when we will need a more customized search.
To create an advanced search, click on the down arrow on the right of the search box
and then click on Advanced Search to expand the available options. Here, you will

get a drop-down list of fields that can be used to set our search criteria.

Save current filter
Advanced Search

Active

E Customers x

¥ || contains

B COl

[y ar

Account Payable
Account Receivable

Address Type

Banks

Birthdate

City

Color Index

Commercial Entity
Companies that refers to partner
Company

Contact Reference
Contacts

Contracts

Country

Create Date

Created by

Credit Limit

Customer

Customer Payment Term

-

jessica.dupont@wealthyandsons example.com

example com

0
]
(|
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Choosing a field from the list will allow you to select from the available search
operators as well as specify the data for which you wish to search. Click on Add a
condition to enter further criteria. Clicking on the small x to the right of a search
condition will delete that condition from your Advanced Search.

In Odoo, you will often find it a best practice to make records inactive
when they are no longer required. For example, if you discontinue

N a product, you will often find yourself unable to delete that product

=~ because there are transactions tied to it. Therefore, you will want to

Q make that product record inactive. By default, Odoo will hide inactive
records. If you need to retrieve inactive records, use Advanced Search
to create a condition where the Active field is false and then apply
it to this filter.

You can continue to add additional criteria to your Advanced Search. When you
have specified all the criteria you want to use in your search, click on the Apply
button to apply the custom filter.

Advanced Search
Credit Limit ¥ || greater or equal than ¥ | 500 X
Date ¥ || greater than ¥ | 1273172012 =
© Add a condition

| Apply |

In the Advanced Search option, we have specified two conditions: Credit limit
must be greater or equal than 500 or the date that the customer was acquired must
be greater than 12/31/2012. Many users can get confused and believe that this filter
would imply that both Credit Limit and Date must meet our criteria, but it is not so.
Notice, the faint little or to the left of the second condition.

Specifying multiple advanced searches

As you can see in our previous example, Odoo will always use an or operation
between each of the conditions you add to the search. But what if we want a search
where the credit limit is greater than 500 and the date the customer was acquired

is greater than 12/31/2012? To accomplish this, you must first apply the advanced
search with only the credit limit condition defined. That will limit the results to
only records of customers that have Credit Limit greater than 500. Then, you can
go back and add a second advanced search that only contains the Date greater than
12/31/2012 condition.
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Just remember that if you want both conditions to be true, then they must be applied
separately. If you want either of the conditions to be true, then add them together in
one search.

ﬂ Customers x Credit Limit greater or equal than "500° | Date greater than "12/31/2012" x
TotaIRet:eivabIe less than "1000° x |

In the previous screenshot, we created a search that will return customers that

have a credit limit greater than or equal to 500; or a customer acquisition date greater
than 12/31/2012, and each of those customers must also have a total receivables less
than 1000.

Saving your advanced searches

While advanced searches are quite powerful, they can often take a bit of time to
configure and get the results just like you want them. Fortunately, Odoo allows
you to save your searches so that you will not have to build them from scratch each
time. To save a custom search, click on the little triangle next to Save current filter,
provide a name for the search, and then click on Save.

E Customers x Credit Limit greater or equal than "500" | Date greater than "12/31/2012" x
Total Receivable less than "1000" x

* Save current filter
Credit Customers|
Share with all users Use by default

| save |
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Once you click on Save, the filter is added to your list of Custom Filters and can be
applied just like the default Odoo filters. In addition, you can also have the option to
save the custom filter for all users, and even set a custom filter as the default filter to
be applied when you bring up the list.

Sales (=] ﬂ
Customers 3 credit Customers x
Name Phone Email
Sales
Caist Chamber Works +1313 222 3456 chambenworks @yourcompany_example com
Vi Chamber Works, Angel Cook angel. cook@chamberworks.example.com
W "
Opportunities o Chamber Works, Robert Anderson robert anderson@chamberworks example com
o Millennium Industries +44 20 1294 2193 millennium@yourcompany. example.com
Sales Orders Millennium Industries, Jacob Taylor jacob.taylor@millennium. example.com

In the preceding screenshot, we applied the custom filter, Credit Customers, which
we just saved. As you can see, the criteria at the top no longer shows all the detail in
the advanced search and instead, uses the name you provided when you saved the
custom filter.

There is no easy way for an end user to see what the criteria of their
M search is, after they have named and saved their search for later
Q use. Like in our example, Credit Customers is all we will see when
returning to the search later. Until Odoo provides an easier method,
users should be encouraged to document their searches.

The ability to save advanced searches into your own custom filters and make them
available for other users, allows you to better customize Odoo for your business
requirements.

Adding information to your custom
dashboard

Dashboards allow you to take information that you need to look at frequently and put
it together in one place. Odoo has a very flexible dashboard system. Each user has a
personal dashboard named My Dashboard provided with the default Odoo setup.
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To add a new result set to your dashboard, simply click on the little triangle next

to Add to Dashboard. By default Odoo, will prompt you to add the search list to
your own personal dashboard. However, if you wish, you can add the results to any
dashboard by selecting the name of that dashboard in the list and clicking on the
Add button.

Add to Dashboard
Reporting/Dashboards/My Dashboard ¥ | Credit Customers

| Add

In this example, the current Credit Customers filter we created in the previous step
will be added to My Dashboard, which can be found as the first option under the
Reporting menu.

Credit Customers

Name Phooe

Odoo provides a variety of layouts so you can customize the appearance of the
dashboard according to your preference. For example, you might want to have two
columns of lists summarizing your sales or, if there are view columns, you might
choose to have a column of three lists.

Clicking on the Change Layout button will bring up a small pop-up window to
allow you to select an alternate layout.

Edit Layout

Choose dashboard layout
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In the top-right corner of each item added to the dashboard, you can click on the
little underscore icon to collapse the report area down to just its title. To arrange
items on your dashboard, simply click and drag the item to drop it in the desired
location. Finally, you can remove an item from the dashboard by clicking on the
close box in the upper-right corner of the item.

CRM - Opportunities Credit Customers

= a2 o m| = Il &S R D 13322

0} £+ Measures - Chamber Works.

@New  @Ouaiicaton  @Froposmon  @Nepataton

Peegotanon

Sales Anal

Phana Calls Analysis

nalysis

Saben Puceipts Anabysin

Computer Products

Intermal Category Product Type Status

AN | Saloable | Compuiens Consumatia

Powered by Odoo

In this example, we have added a few more items to the dashboard and arranged

them into two columns. Adding a graph is just as easy as adding a list view to the
dashboard. In this example, we went under Opportunities, changed the view to graph,
and then added it to our dashboard. For graphs, there is a toolbar above the graph that
allows you to change properties that determine how the graph is displayed.

BH o @@ ===

]} S R 2 Measures ~

The first group of four icons on the left determine the main format for how the data
is displayed. This can be either data in a table, bar graph, line chart, or pie chart. In
this example, we have selected the pie chart. The next three buttons are heat maps
that are only active if you are using data in a table form.
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CRM - Opportunities

(¢ ] HH

B | Ll

Total

8 Total
B New 2
£ Qualification 3
3 Proposition 5

Negotiation 5

1 S X2 Measures v

Count | Expected Revenue

60000.00

52800.00

70250.00

23645.00

As you can see, the heat map will darken the larger numbers and lighten the

smaller numbers.

The third group of icons allows you to swap the axis of the data, expand all the rows
and columns, or refresh the data to update it if there have been any changes since the

data was displayed.

The Measures drop-down menu allows you to pick which data items you want to

plot in your table or graph:

CRM - Opportunities

B m @ 0| =

Total

& Total
New 2
Qualification 3
3 Proposition 5

Negotiation 5

I} S| R D Measures -

Color Index

Days to Close

Count | Expected Revenue

Days to Assign

+ Expected Revenue

60000.00 Planned Costs
52800.00 Success Rate (%)
Bounce
70250.00
+ Count
23645.00
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Summary

In this chapter, we examined Odoo's advanced searches and dashboards. Advanced
searching allows you to search on a variety of fields as well as save your searches so
you can easily pull them up later. Using these features, you can more easily find the
data you are looking for, and place the data that you need frequently into your own
personal dashboard.

In the next chapter, we will explore Odoo's powerful new website builder that
integrates with Odoo business applications and e-commerce solutions.
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Building a Website with Odoo

In this chapter, we will look at, perhaps, the most important new business
application added to Odoo in version 8, the Odoo Website Builder application.

In this chapter, we will cover the following topics:
* Introducing Content Management Systems (CMS) and how they make it
possible to manage websites
* Modifying pages with Odoo's Website Builder
* Inserting and customizing blocks
* Learning to use important Odoo website blocks
* Editing the menu of your website and organizing pages
* Selecting themes for your website

* Promoting your website

What is CMS?

The Website Builder application available for Odoo 8 can be considered, what is
commonly known as, a Content Management System or CMS. A CMS provides a
collection of tools that allow you to structure, organize, and manipulate your website
without having to interact directly with the inner workings of your website. A key
feature of a CMS is the ability for nonprogrammers and those with little technical
expertise to create and edit content on the website once the initial structure of the
site has been designed.

Odoo is entering into a very crowded market that has a great variety of both open
source and paid CMS products, from which you can choose to build your website.
Here are a few of the most popular website CMS, all of which at this point have
considerably more configuration options and greater levels of adoption.

[251]




Building a Website with Odoo

WordPress

WordPress is arguably the most popular CMS that companies choose to deploy for
their website. More than a decade of maturity and a massive install base means that
there are plenty of themes, add-ons, and professionals that can support a WordPress
website. In addition, WordPress is open source, based on PHP, and continues to be
developed aggressively and in more recent versions, it is targeting improved social
networking features.

Joomla

Also, enjoying great popularity in the crowded CMS market, written in PHP

and open source, is Joomla. This CMS, while perhaps not as often deployed as
WordPress, has thousands of available plug-ins and can be found under some very
prominent sites on the Internet. A few of the more high profile sites that use Joomla
for their CMS include Harvard University and the Guggenheim Museum.

Drupal

No list of popular CMS solutions would be complete without Drupal. Like the

other two, this CMS is also PHP-based and open source. For the most part, Drupal
has more advanced capabilities and would be considered for sites more complex
than perhaps you would use to build in WordPress. While there are fewer available
themes for Drupal than for Joomla or WordPress, that has not kept Drupal from
being the CMS for very popular websites including Popular Science and Sony Music.

Evoq or DotNetNuke

This content manager, previously known as DNN or DotNetNuke, has recently been
through its own rebranding effort, much like OpenERP became Odoo. So according
to their own news release, DotNetNuke is no more, and is now to be known as Evoq.
While not nearly as popular as the other three listed, Evoq has the distinction of
being a Windows Server based solution that uses Microsoft's NET platform. Some
big names using Evoq for their CMS include Hilton and Samsung.

These are just a few of many CMS options; others include Typo3, Frontpage,
PublishMe.se, and Plone, all of which are very popular throughout Europe. The
type of CMS you need depends heavily on your requirements for your website. Do
you need to edit content frequently? Would you like to have a shopping cart that
integrates with your accounting system? Does your website need to be mobile-
friendly? These are all questions to consider when choosing a CMS.
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Why use Odoo Website Builder for your
CMS?

With so many CMS solutions available that have far better support and mature features,
a very valid question is: Why would I use Odoo's Website Builder for my CMS? Not only is
this a good question to ask, it is vital when building a website for your company that
you pick the tools that work best for your given situation and requirements. So let's
quickly look at some of the pros and cons to get a quick look at what are the strengths
and weaknesses of using Odoo as the CMS to build your website.

The potential advantages to using Odoo
as a CMS

While Odoo is still new and does not offer the proven track record and the number
of successful websites as the CMS products, which were previously mentioned,
there are still some very compelling reasons to consider Odoo as your CMS:

*  One-click setup, if you already have Odoo installed.

* Very easy-to-use features, such as fast page editing and simple controls.
* Great support for mobile devices.

* Powerful built-in language translation support.

* Seamless integration with Odoo to leverage many of the applications already
available. This includes CRM and Marketing applications but is especially
true for the e-commerce application that will be covered in the next chapter.

* A growing number of professional themes that will make the Odoo Website
Builder an attractive option in the years to come for those who are already
using Odoo.

* Good built-in promotional tools.

The current limitations of using Odoo
as a CMS

Despite a growing list of positive reasons to consider Odoo as your CMS, there are
also some reasons why its current version might not be the CMS for every solution:

* Very limited support among hosting companies, website designers, and
consultants. If your Odoo website breaks, you are reliant on Odoo experts
to fix your website.

[253]




Building a Website with Odoo

* Limited CMS functionality for version control of your web pages.
 Difficulty configuring custom URLs and utilizing subdomains.

* Complex (and sometimes confusing) security of web pages and assignment
of access permissions.

* There are a very limited set of themes available that work directly with Odoo
and the professional themes that are available are expensive.

* Immaturity of the CMS itself might cause volatility in the years ahead as
new features are added making it a challenge to move your website between
databases of various Odoo versions.

* Lack of an easy way to move websites or webpages between Odoo databases,
which can add to integration, testing, and deployment challenges.

* Possible vulnerabilities if the publicly-accessed web portal's connections
to customer, employee, and accounting data are not amply tested for
security holes.

Deciding what is best for your company

Currently, Silkworm, the company we are using for our real business example,
does not use Odoo for their CMS. That said, we expect this could change in the
years ahead and the previously mentioned positive benefits of using Odoo for
your website might be enough to make it a good choice.

Backing up the website you make in your
Odoo database

If you do use Odoo's Website Builder for your website, backup your database often.
All of the web pages you create are stored inside your database. So you must back it
up to make sure you have a copy of your website. Additionally, you'll want to make
sure you keep your Odoo application files backed up as well, because static themes,
images, and CSS files that are located there must be available to properly display
your website.
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Installing the Odoo Website Builder

One of the greatest reasons to consider Odoo's Website Builder is that you can try
it out in a matter of seconds. Just install the Website Builder like you would any

other Odoo application. Go to Settings, choose Local Modules, and search for
Website Builder:

Website Builder
2L
| Install |

Once you click on Install, Odoo will install the required modules and automatically
redirect you to the home page of your new website. Also, you should be presented
with a Website Builder tutorial that will walk you through some of the basics of
building your website.

Here, we can see the initial web page presented by Odoo:

[ C' | [3 localhost:8069/#

B Website ~

Home  Contact us Administrator -
Press The Top-Left Edit Button
Our products & Services Connect with us Silkworm Inc. - About us
Home Contact us Welcome 10 your website! assionate people whose goal is to
life through disruptive products. We
< This tutorial will guide you to build .
- |to solve your business problems
& info@yourct your home page. We will start by
adding a banner. tsigned for small to medium size

| optimize their performance
Start Tutorial | or Skip It

Engish@rAdd alanguage

Copyright @ Silkworm Inc
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In the middle of the screen, the tutorial presents the Welcome to your website!
message and a brief introduction of what the tutorial will cover. We will go ahead and
use this tutorial to highlight the basic features of the Odoo Website Builder application:

Welcome to your websitel

This tutorial will guide you to build
your home page. We will start by
adding a banner.

Start Tutorial | or Skip It

Clicking on the Start Tutorial button will direct your attention to the Edit page
button at the top-left corner of the screen. This button is available on every page
while you are on your Odoo website. Clicking on this Edit button will toggle your
page into the edit mode so you can make changes to your website.

Click on the Edit button to begin editing your home page.

After clicking on the Edit button, your page should refresh to display the toolbars
and options available to edit your web page.

I [ I==1

: Insert building blocks Home Contact us | Administrator ~

Click here to insert blocks of content in
the page.

Here, we will see that the tutorial will prompt you to insert blocks into your page.
This is the action you will take anytime you want to add additional content to your
web page.

Building blocks can house text, images, or a combination of these in
various formats, such as an image with text above, beside, or below

M it, or large, bold heading text with smaller paragraph text below it.
Also, note that the instructions that walk you through each step are
just for the tutorial that is run the first time. Once you have completed
the tutorial (or have closed it intentionally), it will no longer give you
interactive directions.
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Click on Insert Blocks to add new content to your web page:

Save

Structure

Banner Text-image Image-Text Image-Floating  Big Message Text Block Fealures Big Piclure
Drag & Drop a Banner

Drag the Banner block and drop it in

your page.
Drag Building Blocks Here
Our products & Services Connect with us Silkworm Inc. - About us
Home Contact us We are a team of passionate people whose goal is to

improve everyone's life through disruptive products. We

.
build great products to solve your business problems.

= info@yourcompany.com
Our products are designed for small to medium size
companies willing to optimize their performance.

English & Add a language .

Copyright ® Silkworm Inc

Three Columns

Once you click on Insert Blocks, the page refreshes to display a list of blocks

available under the Structure category on the far left. The tutorial then prompts you
to drag and drop a banner block from the toolbar on to your web page. The Drag
Building Blocks Here prompt in the middle of the page shows you exactly where

you must drop your first block on the page.

Click on and hold your left mouse button over the banner block and drag it out onto
your web page. The web page will immediately update to show you the banner

along with a snippet of text with a button to the left.

= = =Ja =]

Customize banner's text

Click in the text and start editing it

Your Banner Title

Click to customize this text

Contact us




