Trong module Knowledge ctia Odoo, tai liéu dwoc tao duwdi dang Article. Ban co thé tao bai viét
méi, phan cap thanh tai liéu cha/con, chén bang, hinh anh, checklist va phan quyén cho nguoi
dung.

Cach tao tai liéu méi

1. Mé& (rng dung Knowledge.
2. Taithanh bén trai, chon khu vwc lwu tai liéu:
o Workspace: tai liéu dung chung trong doanh nghiép.
o Private: tai liéu ca nhan.
o Hod&c chon mot bai viét hién co dé tao tai liéu con.
Nhan New / M&i.
Nhap tiéu deé tai liéu.
Nhap ndi dung truc tiép trong trinh soan thao.
Odoo tw ddng lwu ndi dung, théng thwerng khdng can bAm Save.
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Chén ndi dung bang lénh “/”
Trong phan noi dung, nhap dau / d& mé danh sach cong cu:

e /heading hodc /title: tao tiéu dé.

e /bulleted list:danh sach gach dau dong.

e /numbered list:danh sach danh sé.

e /checklist: danh sach cong viéc.

e /table: chén bang.

e /image: chén hinh anh.

e /file: dinh kem tap tin.

e /link: chén lién két.

e /code: chén doan ma.

e /template: st dung mau ndi dung, néu hé thdng cé céu hinh.

Vi du c4u truc moét tai liéu quy trinh:

QUY TRINH TAO BAO GIA

1. Muc dich

Hwé&ng dan nhan vién kinh doanh tao va glvi bao gia.
2. Pham vi ap dung

B6 phan Sales.

3. Cac buwéc thuwe hién



o Truy cap Sales

o Chon Quotations

o Nhan New

o Chon khach hang

o Thém san pham

o Glri bao gia

4. Nguwoi chju trach nhiém
Trwdng bd phan kinh doanh.

Tao tai liéu con
Dé xay dwng bd tai liéu co6 cau truc:

1. Chon tai liéu cha.
2. Nhén Add child article / Thém bai viét con, ho&c nhan biéu twong dau + bén canh tai liéu.
3. Dat tén va nhép ndi dung.

Vi du:

S6 tay van hanh

— Quy trinh ban hang

| b— Tao co hoi

| |— Tao bao gia

| L— Xac nhan don hang
— Quy trinh mua hang
L— Quy trinh quan ly kho

Phan quyeén tai liéu

M@ tai liéu va chon Share / Chia sé, sau do thiét |ap:
Can read: chi dwoc xem.

Can write/edit: dwoc chinh sira.

No access: khdng dwoc truy cap.
Chia sé cho tirng User, nhdm nguoi dung hodc toan bé Workspace.

Khéng nén chi dwa vao vi tri cua tai liéu trong Workspace. V@i tai liéu cé thong tin nhay cdm nhuw gia
vbn, lwong hodc chinh sach ndi bd, can kiém tra quyén chia sé cu thé.



Tao tai liéu tir mau
Néu thuwérng xuyén tao cung mét loai tai liéu, ban nén thiét 1ap Template, chéng han:

Bién ban hop.

Quy trinh van hanh.
Hwéng dan céng viéc.
Checklist ban giao.

Tai liéu dao tao nhan vién.

Tao mot bai viét chuén, sau d6 mé menu cla bai viét va chon chirc nang lién quan dén Template
néu phién ban dang st dung h tro. Tinh nang va vj tri nit cé thé khac theo phién ban hodc cau
hinh.

Khuyén nghi cau tric chuan
M@i tai liéu quy trinh nén co:

Muc dich

Pham vi ap dung

Vai tro chiu trach nhiém

Diéu kién dau vao

Cac bwéce thwe hién

Két qua dau ra

Trwong hop ngoai 1é

Tai liéu lién quan

Ngay cap nhat va ngwei phu trach
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CéAu tric nay gilp tai liéu d& dao tao, dé kiém tra va thuan tién khi cap nhat sau nay.



Huéng dan st dung module Knowledge (Odoo 17-19 Enterprise)

n Mé dng dung Knowledge Chon khu vuc luu tai liéu

. Knowledge Q Search

{r Home
Q Search
1 Starred
& Shared with me

Tai ligu dung chung

Discuss

N |l

Knowledge Sales

@ Company Handbook

!‘ | B Sales

B Operations
Inventory HR

Tai liéu ca nhan
My Articles

Vao img dung Knowledge trén man hinh chinh.

B Tao tai liéu con

Workspace
Add child article

Chon Workspace, Private hodc mét bai viét
hién c6 dé tao ti liéu con

Vi du cau tric tai liéu

+ [@ Sdtayvanhanh

@ Company Handbook
v B Sales

b Quy trinh ban hang
B Taocohdi

B Tobiogis B Taobdogia

ac nhd 3 7 2 N
B Xécnhin don hang @ Xécnhéndon hang
Operations

» @ Quytrinh mua hang
HR

4 Quy trinh quén Iy kho
@ Private
& My Articles

Chon tai liéu cha, nhan + (Add child article),

Xay dung bb tai liu theo cau tric cha/con.
dat tén va nhap néi dung.

B Tao bai viét méi

' Knowledge
Q Search...
@ Home &
Q Search
¥r Starred

&% Shared with me

+ B Workspace
B Company Handbook
| B Sales
Operations
HR
& Private

Nhan New (Méi) dé tao bai viét méi.

B Phén quyén tai liéu
Share
Add people or groups

Search users or groups

People with access

Sales Team
Group

An Nguyen
«p User

Tran Thi B
User

& Copy link

M¢ bai viét, nhan Share va thiét l4p quyén:
Can read, Can write/edit hodic No access

Tao tai liéu, phan cap, chén bang, hinh anh, checklist va phan quyén

n Nhép tiéu dé va ndi dung

€1 Knowledge / Sales &
Tao bao gia
i

H Heading1  Big section heading

H Heading2  Medium section heading

H, Heading3  Small section heading

i= Bulletedlist  Create a simple bulleted list

Numbered list ~ Create a list with numbering

Checklist Track tasks with a checklist
@ Table Inserta table

M Image Upload an image

B File Attach a file

Nhap tiéu dé va ngi dung. G6 dau “/" dé chén
cdc thanh phan nhur bang, hinh dnh, checklist..

Can read - Add
Can write =
Can read >

No access v

cho tirng ngudi ding, nhém hodc toan Workspace.

B Vi du ndi dung bai viét
R Knowledge / Sales
Quy trinh tao béo gia
1. Muc dich
Hudng din nhan vién kinh doanh tao va gui bdo gid.
2. Pham vi ap dung
B0 phén Sales.
3. Céc budc thuc hign
Truy cap Sales
Chon Quotations
Nhan New
B Chon khach hang
() Thém san phdm
() Glribao gia

odoo

4. Bang théng tin

Buéc Ngi dung Ngudi thue hign
1 Tao bdo gia Sales
2 Kiém tra théng tin Sales
a G cho khach hang Sales
4 Theo ddi phan hdi Sales

5. Hinh anh minh hoa

o 500024 ABC Co,, Ltd

[m] 500023 Azure Intefior

6. Ngudi chiu trach nhiém
Truding b phan kinh doanh.
7. Tai liéu lién quan
+ Hudng dan st dung Sales
+ Chinh sach gia
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