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> MUC DICH:

- Module Tai liéu (Documents) dung dé luu tr{r, quan ly tai liéu nhu
quy trinh, quy dinh, théng bao, huéng dan su dung,...

> TINH NANG:

- Chi upload cac loai file tai liéu: docx, pptx, xIsx, pdf, jpg, png....
- Phan quyén hién thi dua theo phéng ban.

- Phé duyét va kiém soat phién ban tai liéu.

- Phan loai va tim ki€ém nhanh tai liéu.
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> KHAI NIEM & BINH NGHIA:
1. Document Category:

- Y nghia: dung dé tao danh muc tai liéu. Pudc tao va sap xép theo
dang cay thu muc (Parent's/Children’s Category).

-Vidu: 01.General, 02.Finance, 03.Sales,...
-Yéu cau:

+ Khi tao Category nén sap xép cho phu hgp dé'tién trong viéc tim
kiém va hién thi dugc truc quan, dé nhin hon.

+ Co thé& gan quyén hién thi Category theo phong ban néu can.

+ Khi tao Category xong, can cung cap théng tin cho IT d&€ phan
quyén phé duyét tai liéu.
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> KHAI NIEM & BINH NGHIA:

2. Department Can View

- Y nghia: dung d&€ phan quyén hién thi theo bé phan/phong ban.
- Vidu: HR, RAW MILL, PROJECT, WAREHOUSE,...

-Yéu cau:

+ Department da cé san, chi can gan cho Category dé giGi han bd
phan/phong ban cé thé xem thay dudc Category dudc gan.

+ Néu khéng gan Department thi méc dinh Category do tat ca moi
ngudi déu co thé thay.
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> KHAI NIEM & BINH NGHIA:

3. Document Type:

- Y nghia: dung dé€ phan loai tai liéu.

- Vi du: hgp déng, héa don, quy trinh, hudng dan, hinh anh, théng
bao,...

- Yéu cau:
+ Gan Document Type cho Category khi tao Category.

+ M6i Category chi gan dugc duy nhat mét Document Type.
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> KHAI NIEM & BINH NGHIA:
4. Document Tag:
- Y nghia: 14 chu dé néi dung cla tai liéu, dung d&€ phan loai va tim
kiém tai liéu nhanh.
- Vidu: Odoo, CNC, Scan Barcode, 6S, Safety,...
- Yéu cau:
+ Gan Document Tag cho Tai liéu dugc tao, khdng bat budc.

+ Mt Tai liéu cé thé gan dudc nhiéu Tag khac nhau.
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> KHAI NIEM & BINH NGHIA:

5. Document Page:

-Y nghia: tai liéu dugc tao trong Document.

- Vi du: "Huéng dan module e-Learning”, "Hgp déng NCC ABC",...

-Yéu cau:

+ NOi dung cua tai liéu dudc thé hién & file dinh kém c6 trong tai
liéu do. Mai tai liéu chi duy nhat mot file dinh kém.

+ Khi tao tailiéu can chu y dat tén, chon Category, Department
(phan quyén hién thi), Tags cho phu hgp va chinh xac.

+ Khi da tao va cap nhat n6i dung tai liéu, tai liéu sé & trang thai
Nhap (Draft), can dugc cap trén va phong ban lién quan phé duyét.
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> KHAI NIEM & BINH NGHIA:

6. Stage Group:

- Y nghia: dung dé tao cac giai doan phé duyét tailiéu.

- Vi du: Stage Group cho tai liéu IT, Stage Group cho tai liéu Ké toan

- Yéu cau:

+ Khi tao Stage trong moi Stage Group, can chu y thitu va gan
quyén Approve cho user dugc chi dinh.

+ Néu gan Stage Group vao Category cha (Parent Category), cac

Category con (Child Category) cling sé dudc ké thua Stage Group
da gan.
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> PHAN QUYEN:

Quyén trén Odoo
STT Tinh nang
Document Viewer | DocumentUser |DocumentManager| Document Admin
1 Truy cap v v v v
2 Tao, chinh slra tai liéu X v v v
3 Tao, chinh stfa Category X v v v
4 Tao, chinh sira Type X X v v
5 Tao, chinh stra Tag X X v v
6 Phé duyét va cdng khai tai lidu X X v v
7 Tao, chinh sira Stage Group ) 4 X v v

v *, chith3y va chinh sua duoc Stage Group cua bé phén do.
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> TRANG THAI VA PHE DUYET TAI LIEU

- Moi tai liéu dugc tao sé & trang thai Draft va can dudc phé duyét ban hanh theo
tung giai doan dua vao Stage Group da gan.

- Vidu:
Dept. Document BoD
Draft » Apptove) Approve> Approve Approved>

Aﬁﬂ* Cancelled

- Draft: Tai liéu tao mai sé & trang thai nay.
- Dept. Approve: Trudng bé phan thudc Category cua tai liéu sé xem xét duyét hodc khong duyét tai liéu.

- Document Approve: B phan c6 thdm quyén sé xem xét duyét hodc khéng duyét tai liéu 1an hai.
- BoD Approve: Ban Giam Ddc sé xem xét duyét hodc khéng duyét tai liéu 1an cudi.

- Approved: Tai liéu da dugc Ban Giam Ddc phé duyét ban hanh / strdung.

- Cancelled: Tai liéu khong dudc phé duyét.
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Budc 1: Truy cap module Tai liéu/Documents & giao dién chinh Odoo:
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Budc 2: Giao dién su dung nhu hinh dudi. Tim va chon

tailiéu can xem
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Budc 3: Xem thong tin co ban cua tai liéu tai tab General

Documents Documents  Configuration @ @ LuuNcuyEN TRONG KHOI
— L) 2 A . -
L2l Pages / [Discuss] Instructions for using features on the Discuss module Trang thai cua tai lieu
= (=] m Create &= Print & Action o 56 | £ |y
a | # Update H ® View ” &Download H Unshare H @ Delete | " L - & dia i I Draft Document Approve BoD Approve Approved Cancelled I Al » %1 al
Thong tln Cd ban Cua tal |Ieu Send message Lognote @ Schedule activity
- Preview Description History Other Information
&
Today
[ [Discuss] Instructions for using features on the Discuss module 3‘ LU NCUYEN TRONG KHOI
" . * Stage: BoD Approve — Approved
Categol Module Discuss =
Fa ey File 3‘ LUU NGUYEN TRONG KHOI
_— Department PROJECT (ERP) File Name Discuss.docx (] o Stage: Document Approve — BoD Approve
£
Document Type Iser Guide Paperleas Version 1 : X
- . LUU NGUYEN TRONG KHOI
= IR2T Creation LUU NGUYEN TRONG KHO! on 09/26/2024 08:48:01 ® & Sos b S Do Anprots
a Last Updated en 11/01/2024 08:01:40
A Paperless Result Success. New documentid 147 created Yesterday
@ HOANG NGQC BUC
L] ® Stage:—Draft
Share
Paperless Slug Share 722y} )4eeIMOYNgTzq TKECIGTZOVI4SwWiKwZCMcXraZxLOiWA October 17, 2024
Paperlese Id Share 323 NGUYEN VAN MANH

Paperleas Link Share [ htt IS Copy Text * Stage:— Draft

September 26, 2024
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Trang tai liéu dugc tac
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Budc 4: Xem ndi dung tai liéu tai tab Preview

Documents Documents  Configuration y © MR LUU NGUYEN TRONG KHOI

l Pages / [Discuss] Instructions for using features on the Discuss module i . e " o - AR "
= I Tai tab Preview, nhan nut View dé tai noi dung hién thi hoac nhan nut 5wl s
5 - . g o
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'a —_— . N " LUU NGUYEN TRONG KHOI
MAKER SIXTY FOUR TONG QUAN NG DUNG THAO LUAN TREN 0DOO .
N * = Stage: Document Approve — BoD Approve

£
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Giits Fal v tisde i e ) » Stage: Draft — Document Approve
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£ Xem lai céc théng bao cla task, nghi v o Noi dung théng bao s ‘,./ NOI dung tal Ileu
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o B v . L = Stage — Draft
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Budc 5: Xem lich su cap nhat phién ban tai liéu tai tab History
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Budc 1: Tai giao dién Document, nhan nut Create

Documents Docurments

Configuration
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Budc 2: Nndp thdng tin co ban va nhan nut Upload

%) LU NGUYEN TRONG KHOI

#f Documents Documents  Configuration
B Pages / New
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Budc 3: Chon file tai liéu can upload

Upload Flles

& 1. Chon nut Files

& open x
| <« 01.0doo > 4. Calendar v O Search 4. Calendar o
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[ This PC Date modified
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| Hugng dan tao Vbndot-CaEEnd.a# 10/23/2024 1:04 P
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& Downloads
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3. Chon nut Open
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Budc 4: Nhan nut Upload

Upload Flles

Files

Huréng ddn tao Vendor Calendar pdf
soe

% Files

Upload Cancel
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Budc 5: Cap nhat théng tin tiéu dé va luu lai thdng tin

Translate: name

English (US) [Calendar] Instructions for creating Vendor Calendar

Vietnamese / Tiéng Vier [Calendar] Hugng dan t30 Vendor Calendar

B o

4. Nhan Save dé luu thong
ﬁmﬁﬁ%lﬂﬁ&ﬁm for creating

3. Nhan Save dé luu lai 1. Chon EN/VI tai phan tiéu dé
tén tiéu dé da cap nhat
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Budc 6: Click Approve dé chuyén tai

liéu sang trang thai cho duyét

Documents Documents  Configuration
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CLUVERNEE S| FUpdate || @View ‘ Document Approve BoD Approve Approved Cancelled Send message lognote @ Schedule activity Al v %0 w Following
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» PURPOSE:

- The Documents module is used to store and manage documents
such as procedures, regulations, notices, user manuals, etc.

» FEATURES:

- Upload (only) document types: docx, pptx, xlIsx, pdf, jpg, png,...
- Assign display permissions based on departments.

- Approve and control document versions.

- Quickly classify and search documents.
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» CONCEPTS & DEFINITIONS:

1. Document Category:

- Meaning: used to create a document catalog. Created and arranged in a
tree-like directory (Parent's/Children’s Category).

- For examples: 01.General, 02.Finance, 03.Sales,...

- Request:

+ When creating a Category, you should arrange it appropriately to make
it easier to search and display it visually and easily.

+ Category display permissions can be assigned by department if needed.

+ Once the Category is created, information needs to be provided to IT to
authorize document approval.
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» CONCEPTS & DEFINITIONS:
2. Dept. canview

- Meaning: Used to assign display permissions by
department/section.

- For examples: HR, RAW MILL, PROJECT, WAREHOUSE, ...

- Request:

+ Department has been created, just assign to Category to limit
the department/office that can see the assigned Category.

+ |f you do not assign a Department, by default everyone can see
that Category.

M64 DOCUMENTS MODULE ON ODOO_V1.0 02 Concepts, definitions and authorizations
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» CONCEPTS & DEFINITIONS:
3. Document Type:

- Meaning: used to classify documents.

- For examples: contracts, invoices, procedures, instructions,
images, notices,...

- Request:
+ Assign Document Type to Category when creating Category.

+ Each Category can only be assigned to one Document Type.

M64 DOCUMENTS MODULE ON ODOO_V1.0 02 Concepts, definitions and authorizations
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» CONCEPTS & DEFINITIONS:
4. Document Tag:

- Meaning: is the subject of the document content, used to classify
and search documents quickly.

- For examples: Odoo, CNC, Scan Barcode, 6S, Safety,...

- Request:

+ Assign Document Tag to the created Document, but not required.
+ A Document can be assigned multiple Tags.
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» CONCEPTS & DEFINITIONS :
5. Document Page:

- Meaning: documents created in Documents module.

- For examples: “"e-Learning module guide”, "ABC Supplier Contract”, ...

- Request:

+ The content of the document is shown in the attached file in that
document. Each page has only one attached file.

+ When creating a document, pay attention to naming, selecting Category,
Department (display permission), Tags appropriately and accurately.

+ Once the document content has been created and updated, it will be in
Draft status and needs to be approved by the Manager and relevant
departments.

M64 DOCUMENTS MODULE ON ODOO_V1.0 02 Concepts, definitions and authorizations 37



» CONCEPTS & DEFINITIONS :

6. Stage Group:
- Meaning: used to create document approval stages.

- For examples: Stage Group for IT's Docs, Stage Group for Finance’s Docs, ...

- Request:

+ When creating a Stage in each Stage Group, pay attention to the order and
assign Approve rights to the specified user.

+ If you assign a Stage Group to a Parent Category, the Child Categories will
also inherit the assigned Stage Group.

M64 DOCUMENTS MODULE ON ODOO_V1.0 02 Concepts, definitions and authorizations
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» PERMISSIONS ON ODOO:

Permissions on Odoo
Seq Features
Document Viewer | DocumentUser |DocumentManager| Document Admin
1 Accessible v v v "
2 Create, edit Documents X v v v
3 Create, edit Category X v v v
A Create, edit Type X X v v
5 Create, edit Tag X X v v
6 Approve and publish Documents X X v v
7 Create, edit Stage Group X X v* v

v * :can only see and edit the Stage Group of that Department.

DOCUMENTS MODULE ON ODOO_V1.0
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» DOCUMENT STAGES AND APPROVALS

- Each document created will be in Draft status and needs to be approved in stages
based on the assigned Stage Group.
- For example:

o Dept. _ Document — BoD —
Draft » Approve) Approve> Appmve> Approved

)
% Cancelled>

- Draft: The newly created document will be in this status.

- Dept. Approve: The Head of the Department of the Category of the document will review and approve or reject the document.
- Document Approve: The competent department will review and approve or reject the document a second time.

- BoD Approve: The Board of Directors will review and approve or reject the document a final time.

- Approved: The document has been approved for issuance / use by the Board of Directors.

- Cancelled: The document has been rejected.
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Step 1: Access the Documents module in the Odoo main interface:

== Dashboards My Dashboard a7 © ) LU NGUYEN TRONG KHOI

Select Documents module

MAKER SIXTY FOUR

B EE G

Discuss Documents alendar Delivery Orders Website

" > " e

eleamning Purchase Requisitions Manufacturing Project

Scan Portal Surveys Recruitment Arendances

- _—

Time Off Dynamic Approval Maintenance Dashboards
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Step 2: The interface is as shown below. Find and select the

document you want to view.

Documents

Documents

Pages 1. Select Category or enter information in Search
to find the document you want to view

Gearch

T Fihers = Group B

¥

¥ Favorites

av o

£ 11e/16 £ =

) LU NGUYEN TRONG KHOI

% CATEGORY
All
» 01.General

02 Finance

g @3 E E &N @

03 Sales
04.Marketing
05 Product
06.RnD
07 Design
97.Report
= 98 Helpdesk
Huéing dén cai dt thigt bi
Huong dén sir dung
* 99 Odoo
= Huéng dén sir dung céc module
Module Calendar

Module Discuss

EEEEE e ®E m=

Module Documents

[

Module Project
Module Quality
Module Recruiment
Module Reguisition

Module Time-Off

[ N -

Hugéng dan truy cép Odoo

f

8 Module Project
PROJECT (ERF)

@ Module Quality
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Step 3: View basic information of the document in the General tab
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Step 4: View document content in the Preview tab
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Step 5: View the document version update history in the History tab
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Step 1: At the Document interface, click the Create button
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Step 2: Enter basic information and press Upload button
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Step 3: Select the document file to upload

Upload Files
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Step 5: Update bilingual title and save informations

Translate: name 5
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English (US) [Calendar] Instructions for creating Vendor Calendar

Vietnamese / Tigng Vié alendar] Hudng dén 1ao Vender Calendal S e -
t e e e ] 2. Update bilingual title

e

4. Press Save butoon to save

Dmfﬁmmlﬁeatmg V4

11/07 2024

3. Press Save :Bft’ltton to saye
updated bilingual title 1. Select EN/VI at Title

MG64 DOCUMENTS MODULE ON ODOO_V1.0 05 Document Creation Guide

52



Step 6: Select Approve to move the document to pending approval
status.
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