Customer Concierge Training

Module: Odoo Basic Overview
Subject: Sending messages

Trainer: Juli Parent
Date of Training: 4/29/25

How To:
Sending a messagein Oddo is saved for when you want everyone following the opp to know something on
it.

You can send a message from any opportunity or company contact screen’s chatter area. Here is where
you will find who is following the opp and will receive your message and the button to begin the act of

sending the message.
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When you click on the icon &5 it will display who is following the opp.
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Add Followers
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Cheryl Day - 5 days ago a Cheryl Day x
Date sent: 2025-04-24 12:52:05 g’ Abbas Moosavi x
From: "Rhiannon Patterson” <rhiannon@fnal.gov= ‘ ivan Jorel "
To: Abbas Moosavi @ - Cheryl Day @ - CDay@mclpcb.com 4
] & Angel Alonsozana x
Hi Cheryl,
& Holly Kruse x




When you select “send message” you will get a drop-down screen to begin your message to the team.
You will see there are options to add additional people to the message. We currently do not utilize this

yet.

You will simply type in your message inside the box and then click the “Send” button. This message will
be recorded in the opp’s chatter and be sent to all the followers.
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[] send Message to the Engineering vendor

Tao: Followers of "F10178373"

[] rhiannon@fnal.gov (rhiannon@fnal.gov)

[] rprokop@fnal.gov (rprokop@fnal.gov)

[ hkreiser@mclpcb.com (hkreiser@mclpcb.com)
[[] Dakota Krokosz (dakota@fnal.gov)
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