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1. Giéi thiéu

Tai liéu nay dugc bién soan theo phong cach ) tay training MICAD dé nguoi hoc co thé tu hoc va tu thuc hanh
Odoo CRM theo tung budc. Noi dung duge viét lai tir file training Odoo CRM ma nguoi dung da tai 1én, nhung
da duoc Viét hoa, hé théng hoa va chuyén thanh dang handbook dao tao thuc té cho doi sales, presales,

marketing va tu van trién khai.
Muc tiéu cua tai lidu 1a gitip nguoi hoc hiéu ddy du cach van hanh CRM trong Odoo:

Lead

— Opportunity

— Pipeline stages

— Activities

— Sales team assignment
— Win / Lost analysis

— Reporting

— Ty dong hoa follow-up

2. Pbi twong sir dung

Nhém nguoi diung Muc tiéu cin dat

Sales Executive Quan 1y lead, opportunity, follow-up va chét deal
Sales Manager Theo dbi pipeline, team performance va forecast
Presales Consultant Ghi nhan nhu ciu, demo flow va chuyén giao co hoi

Marketing / Lead Gen Tao lead, phan loai lead, phi hop chuyén cho sales

CRM Admin CAu hinh stages, activities, sales team, assignment rules

MICAD Consultant Dung tai liéu dé dao tao khach hang hodc d¢i ndi b

3. Két qua sau khi hoan thanh

Sau khi hoan thanh tai liéu nay, ngudi hoc can lam duoc:

e Hiéu giao dién va logic chinh ctia Odoo CRM.
e Tao va quén ly pipeline theo stages.

e Tao opportunity méi va cap nhat expected revenue, priority, probability.
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e Schedule call, email, meeting, to-do va cac hoat dong follow-up.

e Dung calendar va share availability dé chdt lich voi khach hang.

e Hiéu predictive lead scoring va chinh cac tiéu chi tinh probability.

e Cau hinh sales teams, multi-teams, alias email va invoicing target.

e Danh diu won / lost opportunities va quan 1y lost reasons.

e Tao lead, convert lead thanh opportunity, merge lead trung.

e Cau hinh rule-based assignment dé tw dong phan lead cho team/salesperson.
o Tao custom activities va activity plans cho quy trinh ban hang riéng.

e Theo doi reporting theo activities, stages, salespeople va doanh thu ky vong.

4. Lo trinh hgc nhanh

Giai doan Bai hoc Muc tiéu

Nén tang CRM Bai 1 dén Bai 3 Hiéu dashboard, pipeline, activities
Du béo va tb chirc doi ngii Bai 4 dén Bai 5 Probability, scoring, sales team
Quan tri co hoi ban hang Bai 6 dén Bai 8 Won/lost, leads, assignment

Tu dong hoa Bai 9 dén Bai 11 Custom activities, plans, automations
Do luong hiéu qua Bai 12 Reporting va danh gia hiéu suit
Panh gia cudi khoa Bai thyc hanh téng hop Chay moét quy trinh CRM hoan chinh

5. Chuén bi trwée khi thue hanh

5.1 Ung dung nén bat

Database Odoo nén bat tdi thiéu:

e CRM

e Contacts

e Calendar

e Sales néu muén néi sang quotation

¢ Email Marketing néu mudn ndi campaign
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e Marketing Automation néu mudn nurture lead tu dong

e VoIP néu doanh nghi¢p mudn goi truc tiép tir CRM

5.2 Dir liéu nén chuan bi

Dir liéu

Muc dich

Danh sach khach hang / contact

Tao lead va opportunity

Sales teams

Phan bd do6i phu trach theo nganh hoac khu vuc

Pipeline stages

Chuén héa quy trinh ban hang

Activity types

Chuén hoa buéc follow-up

Lost reasons

Phan tich nguyén nhan rét deal

Tags

Gan nganh, khu vuc, mic d9 uu tién

5.3 CAu hinh nén kiém tra

Nhém cAu hinh

Khi nao nén bit

Leads

Khi mudn tach Lead va Opportunity

Predictive Lead Scoring

Khi mudn wu tién lead chit lugng hon

Multi-Teams

Khi sales thudc nhiéu team

Rule-Based Assignment

Khi mudn tu dong chia lead

Calendar Sync

Khi can df‘)ng bo lich voi Google hodc Outlook

Email Integration

Khi mudn Iwu email lich str trong co hdi ban hang

6. Dit liéu miu cho khach hang

6.1 Khach hang miu

Tén khach hang Nganh

Ghi chu

DH Foods

FMCG / San xuat thuc pham Khach hang tang tredng nhanh, can ERP that thy

ABC Foods

Thyc phim

C6 nhu cau CRM + Sales + Inventory + Accounting
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Cong ty Bao Bi Viét | San xuét bao bi

Cin theo ddi lead theo khu vuc

Nbi that Minh Long Thuong mai

Thich demo nhanh va quotation ro rang

6.2 Sales team mau

Team

Pham vi

Ghi chu

Team ERP SMB

Doanh nghiép vira va nho Tép trung Odoo standard

Team Manufacturing

Nha mdy / san xuit

Khai thac cac module MRP, Inventory, Quality

Team Distribution

Nha phén phéi

Tap trung Sales, Purchase, Accounting

Team Presales

Demo va khao sat

Phéi hop véi sales closing

6.3 Tags goiy

Tag Y nghia

Food Khéch hang nganh thyc pham
Manufacturing Khéch san xut

HCMC Khach khu vuc TP.HCM
Priority-A Khéch hing cén theo sat
Odoo-Online Phu hop Odoo Online
ERP-Replacement Dang thay hé théng cii

7. Bai 1: Téong quan Odoo CRM

Muc tiéu

Ngudi hoc hiéu CRM 1a gi va Odoo CRM hd tro quan Iy hanh trinh khach hang nhu thé nao.

CRM dung dé 1am gi

Kha nang

Y nghia

Quan ly lead va opportunity

Theo ddi co hdi ban hang tir diu dén cudi
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T chuc pipeline

Nhin 16 co hoi dang ¢ giai doan nao

Ghi lich st twong tac

Email, call, meeting, notes, chatter

Quan ly hoat dong sales

Tao task follow-up theo tirng co hoi

Do luong hiéu qua

So sanh team, salesperson, conversion

Két ndi cac app khac

Sales, Emailing, Marketing Automation, Sign

Bai thuc hanh
1. Md CRM app.

2. Quan sat dashboard pipeline méc dinh.

3. Xoéa filter “My Pipeline” dé xem toan b co hdi clia cong ty.

4. Ghi chu cac thanh phan xut hién trén mdi card opportunity.

8. Bai 2: Pipelines va Opportunities

Muc tiéu

Nguoi hoc biét tao, chinh stage va quan 1y opportunity theo pipeline.

Cac thao tac chinh
1. Tao stage méi bang nut “+ Stage”.

2. Kéo tha stage dén dung vi tri trong pipeline.

3. Dung biéu tuong banh rang dé fold, edit, automation hodc delete stage.

4. Tao opportunity truc tiép trong mot stage.

5. Mo form opportunity dé cap nhat thong tin chi tiét.

Cac trwong quan trong trén opportunity

Truong

Y nghia

Opportunity Name

Tén co hoi ban hang

Customer / Contact

Nguoi hodc cong ty lién quan

Expected Revenue

Doanh thu ky vong
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Priority Murc do vu tién

Stage Giai doan trong pipeline
Probability Xéc sudt chét thanh cong
Salesperson Nguoi phu trach co hoi

Bai thuc hanh
1. Tao mot stage moi tén “Second Proposition”.
2. Tao mot opportunity médi cho DH Foods.
3. Dién expected revenue, priority, customer va stage.

4. Di chuyén opportunity qua lai giita cic stage dé thiy pipeline dugc cap nhat.
9. Bai 3: Activities trong CRM

Muc tiéu

Nguoi hoc biét 1én lich hoat dong follow-up va doc nhanh tinh trang cong viéc trén pipeline.

Y nghia icon va mau sac

Ky hi¢u / mau | Y nghia

Ddng hd xam Chua c6 activity nao
bién thoai Call

Phong bi Email

Nhom nguoi Meeting

DAu check To-do

Xanh 14 Activity ¢ tuong lai
Vang Pén han hém nay
bo Da qua han

Cac buéc thue hanh
1. Trén card opportunity, bAm icon activity.
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2. Chon loai hoat dong: Call, Email, Meeting, To-do.
3. Nhép summary, due date, notes va assign to.
4. Save activity.

5. M& opportunity va kiém tra planned activities trong chatter.

Luuy
e Activity c6 thé duoc gan cho nguoi khac, khong nhit thiét tring voi salesperson ciia opportunity.

e Color bar trén dau mdi stage cho biét tong quan trang thai follow-up ctia cac co hdi trong stage do.
10. Bai 4: Probabilities va Predictive Lead Scoring

Muc tiéu

Ngudi hoc hiéu probability trong CRM va cach Odoo tinh predictive lead scoring.

Nguyén tic chinh

Khai niém Y nghia

Probability Xac suét thing deal

Predictive Lead Scoring Odoo ding di lidu lich st dé tu tinh probability

Manual Override C6 thé sira probability thii cong

Al Suggested Value Gi4 tri Odoo d& xuét, c6 thé khoi phuc lai

Cic tiéu chi c6 thé dung
e Stage
e Email quality
e Phone quality
e Country
e State
e Language

e Source
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e Tags

e  Sales team

Cac budc thuc hanh
1. Vao Configuration > Settings.
2. Tim Predictive Lead Scoring.

3. Bam Update Probabilities.

4. Thém hodc bt cac ti€u chi nhu country, email quality, language.

5. Luu cAu hinh.

6. Mo mdt opportunity va so sanh probability Odoo tinh v&i probability chinh tay.

Luuy

e Néu nguoi dung chinh probability thi cong, gia tri d6 s& khong tiép tuc tw cap nhat theo pipeline cho dén

khi khoi phuc lai Al value.

e Dit liéu won/lost cang day du thi du bao cang dang tin.

11. Bai 5: Sales Teams

Muc tiéu

Ngudi hoc biét tao sales team, quan 1y thanh vién va ding multi-team khi can.

Cac trwong can hiéu

Truwong

Y nghia

Team Leader

Trudéng nhom

Email Alias

Email tur dong tao opportunity cho team

Accept Emails From

Gi61 han nguon email nhan vao

Invoicing Target

Muc tiéu doanh s6 thang

Members

Thanh vién cia team

Multi-Teams

Mot salesperson c6 thé thude nhiéu team
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Cac budc thuc hanh

1.

2.

Vao Configuration > Sales Teams.

Tao team mdi tén “Manufacturing ERP Team”.
Chon team leader.

bat alias email.

Dién invoicing target theo thang.

Thém thanh vién vao team.

12. Bai 6: Won va Lost Opportunities

Muc tiéu

Ngudi hoc biét danh déu co hoi da thing hodc da mét va ding dit liéu nay cho viéc quan tri ban hang.

Déu hiéu ciia opportunity di won/lost

Trang thai Déu hiéu

Won Probability 100%, banner Won, & stage thing

Lost Probability 0%, banner Lost, c6 lost reason

Cac budc thue hanh

1. Mo mdét opportunity dang active.

2. Bim Won néu deal da chét.

3. Mo opportunity khac va bam Lost.

4. Chon lost reason hoac tao lost reason mai.

5. Thi Restore dé dua opportunity lost quay vé trang théi active.
Luuy

Lost opportunities bi 4n khoi pipeline active theo mic dinh.

Cén tracking lost reasons dé sau ndy cai thién chat lugng ban hang.

13. Bai 7: Leads va Convert to Opportunity
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Muc tiéu

Ngudi hoc biét phan biét lead va opportunity, tao lead va chuyén d6i dung cach.

Phan biét nhanh

Doi twgng Khi diing

Lead Mbi quan tim ban dAu, chwa du diéu kién ban

Opportunity Co hoi da di 15 dé theo ddi trong pipeline sales

Cac budc thuc hanh
1. Vao CRM > Leads.
2. Tao lead méi cho mot khach hang tiém ning.
3. Dién title, customer, contact info, notes, priority.
4. Quan sat probability Al goiy.
5. Bam Convert to Opportunity.
6. Chon convert méi hodc merge véi opportunity dang co.

7. Xac nhén customer/link ding va tao opportunity.

Luuy
e Néu bat Leads, Odoo sé& tach Lead va Opportunity thanh hai bugc 13 rang.

e Khi phat hién ban ghi tring, Odoo c6 thé goi y merge dé tranh duplicate data.
14. Bai 8: Sales Team Setup va Leads Assignment

Muc tiéu

Ngudi hoc biét cdu hinh rule-based assignment dé tu dong phan lead.

Céu hinh cin bt truée
1. Vao Configuration > Settings.
2. Bat Multi-Teams.

3. Bat Rule-Based Assignment.
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4. Chon céach chay manual hoac repeatedly.

5. Néu dung repeatedly, dat chu ky ngén nhu 1-2 phut.

Cic loai rule cé thé dung

Rule

Vi du

Country

Chi giao lead tir Viét Nam cho team VN

Tags

Lead c6 tag Manufacturing giao cho team san xut

Probability

Chi giao lead c6 x4c suit trén 20%

Expected Revenue

Lead trén 10.000 USD giao cho senior sales

Language

Lead tiéng Phap giao cho nguoi phit hop

Bai thuc hanh

1. Mo mot sales team.

2. Tao domain chi nhén lead c6 tag “Manufacturing”.

3. Tao thém rule probability >= 20.

4. Vao member cia team va dét rule riéng cho senior sales.

5. Bam Assign Leads va kiém tra két qua.

15. Bai 9: Custom Activities

Muc tiéu

Ngudi hoc biét tao activity riéng theo quy trinh cong ty thay vi chi ding call/email/meeting mic dinh.

Cac trwong chinh

Truong

Y nghia

Name

Tén activity

Action

Kiéu hanh dong cAn thyc hién

Dashboard Visibility Hién thi cho ai trén dashboard

Default User

Nguoi mac dinh thuc hién
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Default Summary T6m tit mac dinh
Default Notes Huéng dén chi tiét méc dinh
Chaining Type Goi ¥ budc tiép theo hoic ty trigger

Cac buéc thue hanh
1. Vao Configuration > Activity Types.
2. Tao activity moéi tén “Follow-up Email”.
3. Pién summary va notes mic dinh.
4. Chon lich deadline vi du 3 ngay sau completion date.
5. Chon chaining type néu mudn goi y hodc trigger budc ké tiép.

6. Luu activity.

16. Bai 10: Activity Plans

Muc tiéu

Nguoi hoc biét tao mot chudi hoat dong chuén cho tung loai co hdi ban hang.

Activity plan dung dé lam gi
e Ap camot goi activities 1én opportunity chi véi vai ct nhap.
e Chuén hoa quy trinh sales cho toan doi.

e DPam bao khong quén cac budc follow-up quan trong.

Cac budc thue hanh
1. Vao Configuration > Activity Plans.
2. Tao plan méi cho quy trinh “ERP Demo Flow”.
3. Thém cac budc nhu call discovery, demo, giri proposal, follow-up, meeting chot.
4. Chon assignment, interval, unit va trigger trudc/sau plan date.
5. Luuplan.

6. Quay lai mot opportunity va ap dung activity plan nay.
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7. Kiém tra planned activities trong chatter.

17. Bai 11: Activities Automation va Reporting

Muc tiéu

Nguoi hoc biét tu dong hoa chudi hoat dong va theo doi Kkét qua thyc hién.

Tuw dong hoa c6 thé lam gi

Tinh hudng

Vidu

Sau khi lam quote

Ty tao email follow-up

Sau cudc goi discovery

Goiy én lich demo

Sau demo

Tu nhéc tao proposal

Sau proposal

Ty nhic follow-up trong 7 hodc 15 ngay

Cac budc thuc hanh

1. Mo mot activity type c6 san, vi du Make a Quote.

2. Dat chaining type 1a Suggest Next Activity hodc Trigger Next Activity.

3. Chon activity ké tiép nhu Email hoic Call.

4. Dat khoang thoi gian tu dong.

5. Quay lai pipeline, schedule activity va mark done.

6. Kiém tra activity tiép theo c6 tu xuat hién khong.

Reporting activities
1. Vao CRM > Reporting > Activities.
2. Group theo stage.

3. Group theo salesperson.

4. Chuyén sang list hodc pivot dé phan tich sau hon.

18. Bai 12: Sales Team Reporting
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Muc tiéu

Ngudi hoc biét dung reporting dé danh gia hiéu qua doi sales va muc do lanh manh cua pipeline.

Chi s0 nén theo doi

Chi sb

Y nghia

Sé opportunity theo stage

Xem pipeline c6 bi nghén ¢ dau

Expected Revenue

Tbng doanh thu ky vong

Activities completed

Mtc d¢ chu dong follow-up

Won / Lost ratio

Ty 18 chuyén dbi

Team target vs current result

Murc dat chi tiéu

Lead assignment quality

Lead co6 vao ding team/nguoi phu trach hay khong

Bai thwe hanh
1. Vao CRM > Reporting.
2. Xem dit li¢u theo stage.
3. Group theo salesperson.

4. Chuyén sang pivot view.

5. Ghi nhan top salesperson theo s activity hodc expected revenue.

6. Xac dinh stage dang ton dong nhidu co hoi nhét.

19. Bai thye hanh tong hop cudi khéa

Tinh hudng

MICAD dang mé rong ban Odoo cho doanh nghiép san xuét va phan phdi tai Viét Nam. Doi sales mudn quan 1y

lead, d4nh gia kha nang chét, tw dong follow-up va phéan chia khach hang tiém ning theo nganh.

Yéu ciu thuce hanh

Ngudi hoc can tu thuc hién:

1. Bat Leads, Predictive Lead Scoring, Multi-Teams va Rule-Based Assignment.
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10.
11.
12.

13.

Tao pipeline phu hgp cho quy trinh ban Odoo.
Tao 3 lead méi tir cac nganh khac nhau.
Convert it nhat 2 lead thanh opportunity.

Tao mdt sales team mai cho khach hang Manufacturing.
Tao tag “Manufacturing”.

Tao rule tuy phan lead theo tag va probability.
Tao 1 custom activity “Demo ERP”.

Tao 1 activity plan “Odoo Presales Flow”.
Gan activity plan cho mot opportunity.

Tao 1 deal won va 1 deal lost.

Ghi lost reason.

Xem reporting theo stage va salesperson.

Keét qua can ngp

Danh sach lead da tao.

Danh sach opportunity sau chuyén doi.
Anh chup pipeline c6 activity.

Tén sales team moi.

Rule assignment d cau hinh.

Danh sach won/lost opportunities.

Anh hogc ghi chu reporting cudi cing.

20. Checklist danh cho ngudi hoc
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Schedule call/email/meeting

Xem planned activities trong chatter

Dung calendar dé 1én lich

Share availability cho khach / ddng nghiép

Hiéu probability va Al scoring

Chinh tiéu chi predictive lead scoring

Tao sales team

Dung multi-team

Péanh diu won / lost

Tao lost reason

Tao lead m&i

Convert lead thanh opportunity

Merge lead tring

Cau hinh rule-based assignment

Tao custom activity

Tao activity plan

Ty dong trigger next activity

Xem reporting theo stage

Xem reporting theo salesperson

DPoc pivot/list view bao cao

21. L4i thuong gip va cach xir Iy

L&i

Nguyén nhin thwong gip

Céch xit Iy

Khoéng thdy menu Leads

Chua bat Leads trong Settings

Vao CRM Settings va bat Leads
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Probability khong hop 1y

Thiéu dit liéu won/lost hogc tiéu chi scoring chua

phu hop

B0 sung dir liéu lich sir va ra lai criteria

Probability khong tu d6i

ba chinh tay probability

Bém khdi phuc v& Al suggested value

nira

Opportunity trung lap Tao nhiéu lead/customer giéng nhau Dung merge khi convert va kiém tra similar
leads

Lead khong tu phan Chua bat rule-based assignment hodc rule sai Kiém tra settings, domain va chu ky chay

Team khong nhan email

Alias email hodc accept emails from céu hinh chura

dang

Kiém tra team form

Activity qua han nhiéu

Thiéu quy trinh chudn hozc khéng c6 activity plan

Chuén hoa activity chain va review dinh ky

Khéng thiy next activity

Chaining type chwa cAu hinh hodc chon sai loai

Kiém tra activity type

Béo cao kho doc Chua group/filter ding Thr stage, salesperson, list hodc pivot
Lost opportunities bién Lost filter chura bat Bat filter Lost dé xem lai
mét

22. Phu lyc: Dir liéu CRM miu

22.1 Leads miu

Lead Tag Country Expected Revenue
DH Foods cin ERP san xuét Manufacturing Vietnam 25,000
ABC Foods mudn CRM + Sales Food Vietnam 12,000
Bao Bi Viét mubn inventory tracking Manufacturing Vietnam 18,000
Nha phan phéi Minh Anh cin Odoo Online Distribution Vietnam 8,000
22.2 Lost reasons miu
Lost Reason Khi ding

Too Expensive

Khach thiy chi phi virot ngan sach

No Decision

Khach chua chét noi bd

Chose Competitor Chon giai phap khac
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Not Ready Chua sin sang trién khai

No Internal Champion Khéng c6 ngudi thuc déy dy an phia khach

Scope Too Complex Pham vi vuot giai doan hién tai

23. Phu luc: Bd cdu héi kiém tra cudi khéa

1.

2.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
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Odoo CRM khéc gi véi chi quan contact thong thuong?
Tai sao pipeline stages can phan anh dung quy trinh ban hang thuc t&?
Expected revenue khac probability nhu thé nao?

Y nghia cac mau xanh, vang, do trén activity 1a gi?

Vi sao activity khong nhét thiét phai giao cho dung salesperson cuia opportunity?

Predictive lead scoring ding dit liéu gi dé tinh xac suat?
Khi nao nén chinh probability thi cong?

Multi-teams phit hop v6i tinh hudng nao?

Vi sao lost reasons quan trong cho quan tri ban hang?
Lead khac opportunity ¢ giai doan nao cua hanh trinh ban?
Khi convert lead, lic nao nén merge vdi record dang c6?
Rule-based assignment gitp sales manager giam viéc gi?
Custom activity phu hgp cho nghiép vu nao cuia MICAD?
Activity plan khéc gi véi tao activity don 18?

Chaining type “suggest” khac “trigger” ¢ diém nao?

Tai sao reporting activities hitu ich cho sales manager?

Vi sao can xem expected revenue theo stage?

Lost opportunities c6 nén bi x6a khong, va vi sao?

CRM nén két nbi v6i cac app nao dé tao ra quy trinh khép kin hon?

Vi khach nhu DH Foods, vi sao can CRM trugce khi trién khai ddy da ERP?
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24, Két luan

Odoo CRM gitp doanh nghiép quan 1y co hdi ban hang mot cach truc quan, c6 ky luat va d& mé rong hon rat

nhiéu so vdi cach theo ddi bang file roi hodc email roi rac. Khi dugc cau hinh dung véi pipeline, activities, sales
teams, assignment rules va reporting.
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