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How to set up gmail email aliases

Salesforce only allows you to use your email address for one UserID and you want to save
your business email address for your Salesforce License:

However, you'll want to set up accounts to test your website. Accounts where you pose as:
* A volunteer
* A partner staff

* Avolunteer Leader.

If you don't already have one - get a Gmail account for
yourself to use for creating 'alias' log-ins which will be
needed started with Training lesson 1.

Gmail

A Google approach to email. Sign in with your
Gmail is built on the idea that email can be more intuitive, efficient, and useful. And maybe even fun. After all, Gmail has: Go ‘qlc Account
= Usemame: |
Lats of space
Over 7585.251680 megabytes (and counting) of free storage. -
Password:
Less spam # Stay signed in
Keep unwanted messages out of your inbox. Sign in

Mobile access
Get Gmail on your mobile phone. Leam mome

Latest News from Gmail Mew to Gmail? It's free and eagy.
Pasting images inlo messages just oot easier
They say & picture is worth a thousand words, and people certainly like to spice up their . Create an account »
J:-He
About Gmail  New features)

If you already have Gmail - you can skip this. If you don't - get an account at:
http://mail.google.com

How to use gmail aliases

Once you have a gmail address you will be able to create 'alias' email addresses that will be sent
to your one gmail account.

Example: Let's say your gmail address is bsmith@gmail.com
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Once you have this account, you will be able to create unique email addresses for 'identities'
you'll want to create when you start training and testing out HandsOn Connect.

To create an alias you just add a plus sign after the first part of your name, and then any letters,
numbers. For example:

bsmith+volunteer_test@gmail.com
bsmith+nonprofitl@gmail.com
bsmith+minor_volunteer@gmail.com

Each of these will be treated as a unique email address by salesforce, which will allow you to
create multiple salesforce logins.

Save your REAL business address to use as your main administrative login into HandsOn
Connect and Salesforce.

When we start the training classes, you'll use your gmail account to create aliases so that you
can test your public site from a number of different personas!

Just prepare for training by having a gmail account that you can use!
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Trailhead
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Trailhead - the best way to learn Salesforce

The manuals on the HandsOn Connect help site cover all the ins and outs of using HandsOn
Connect, which is a managed application built on the Salesforce Platform. The power of
HandsOn Connect comes from its integration with Salesforce.

While we cover some Salesforce basics in these manuals (including this one), we can only
scratch the surface on how to use all of Salesforce's native functionality. Salesforce has its own
help system which can be accessed via the "?" icon in Lightning (on the upper right).

But the best way to learn Salesforce is to use Trailhead -- Salesforce's fun, interactive training
site.

Where do | find Trailhead?

You can access Trailhead at https://trailhead.salesforce.com/ Log in using your Salesforce ID,
and you'll be able to learn most anything you can imagine related to Salesforce

Search for Trails, Modules, Projects, and more., Sign Up Login

Home Trails Maodules Projects Trailmixes Credentials Trailblazers

TRAILHEAD

-

WELCOME TO TRAILHEAD

The fun way to learn Salesforce

Start learning for free

CSVIll 1ID END TUWE EI1ITIIDE
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HandsOnConnect

Search for Trails, Madules, Projects, and more Sign Up Login
TRAILHEAD

L5 ) —

Home Trails Modules  Projects Trailmixes Credentials Trailblazers

Trails: follow guided learning paths

teatial ks throush module nd 0 acts that h

Find the right trails for you Clear filters

Your role Your level Products Tags (16)

Modules: dive into specific topics

ics in bite units. Learn what a feature en it's helpful, a
Then yourself with interactive cha

Find the right modules for you Clear filters

Your role Your level Products Tags (16)
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A Search for Trails, Modules, Projects, and more. .. Sign Up Login

TRAILHEAD

s _—

Home Trails Modules F‘rcls Trailmixes Credentials w Trailolazers

Projects: get hands-on practice

ojects give you hands-on practice # nstructions. You'll gain new skills — anc

Find the right projects for you Clear filters

Your role Your level Products Tags (16)

Trailhead breaks learning down into 'trails' - which cover a number of modules that lead you
through learning anything you want to understand about Salesforce. If you're new to
Salesforce, you might start with the Admin Beginner Trail.

8 hrs 35 mins
6 Modules

Trall
Admin Beginner

Start your #AwesomeAdmin journey
by learning the basics of customizing
Salesforce.

O +

Each "Trail" is broken down into "Modules" that in turn are broken down into individual units
(that take from 10 - 30 minutes or so). Completing a module earns you a 'badge' and your
progress along the trail and in each module is saved and tracked.
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8 hrs and 35 minutes sounds like a huge time commitment -- but if you budget time for two or
three thirty minute sessions each week - your Salesforce knowledge will grow and grow! The
lessons are fun - interactive - and end with either a quiz or a hands-on-exercise (which you
complete in a free, trailhead playground so as not to clutter up your production instance. It's
learning made fun.

You can also search Trailhead for specific topics - and just pick and use which units or modules
you want to pick up skills on!

Here's the first module in the Admin Beginner Trail: Salesforce Platform Basics:

Salesforce Platform Basics

Get intreduced to the platferm, navigate use cases, and build custom functionality.
501 rvin Admin Beginner ¢+
Units
. & General
Get Started with the Salesforce Platform -
~ 10 ming . B
Available on these trails
Admin Bezinn
Discover Use Cases for the Platform =] BRI
10 mins
Understand the Salesforce Architecture =
= 10 mins
Mavigate Setup —
- 10 mins
Power Up with AppExchange -5

= 10 mins

Have fun! And start using Trailhead.

We'll provide occasional links to relevant trails in our HandsOn Connect documentation!
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Getting Started: Accessing your Salesforce
Account

First, we'll give your system administrator access to your
Salesforce Account. The Sys Admin will get an email
notification:

From: support@salesforce.com
Subject: You have requested to change your salesforce.com email address.
Date: July 8, 2010 10:39:11 PM PDT
To: Larry Deckel <ddeckel@handsonnetwork.org>

Dear Larry Deckel,

You have made the following request to change your salesforce.com email address:

User name: ldeckel training@handsonconnect.org
Previous email address: clientmanager@handsonconnect.org
New email address: Ideckel@handsonnetwork, org

. To confirm your new email address, click this link: https://na7.salesforce.com/setup/emallveril?
gid= 00DAD0OO0000aASx Bk wyYgvxjLO2bOVSBWxoS5suW7ciK3 cMO00oxB2Hg Aaj2p9fzmGr, foMhbnT ftTPHTXdIFSpmMQDVMo8

This link will expire 72 hours after receipt of this message.
If you cannot click the above link, please copy and paste it intc a Web browser.

Thank you,
salesforce.com

The Salesforce instance that we've set up for your organization had a default System
Administrator. We will be changing that default system administrator account over to YOUR
system administrator by resetting the name of that user and the email address of that user. The
system administrator will receive an email notifying them that "You have requested to change
your salesforce.com email address"

Click on the link to confirm this change.
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You'll also get a notice that your password has been reset.
You'll get a new temporary password, and a link to set your
NEW password.

Dear Babe Ruth,

Your Salesforce CRM password has been reset by your administrator. Your user
name and temporary password are below:

=2 User name:
'—)‘Temporary password: 4soV6

Note that your user name is in the form of your email address and passwords are
case sensitive.

To log in automatically with your temporary password, click

If you have problems with the above link, please go to
and manually enter your user name.

If you have any questions, please contact your
administrator:

Thank you,

Your Username is going to be your email address. After you log-in with your temporary
password, you will be prompted to create a new password. Salesforce prefers secure
passwords with mix of letters and alpha characters, and a CAP character. (Other users we have
already set up in the system will also get email reset notices like this. This will include your
Partner Approval Manager, Opportunity Approval Manager and Volunteer Leader Approval
Manager.
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Change Your Password Screen

CPEM ¥ ToDo ¥ Demos ¥ HOCLinks * Training ¥ Al Workflow .. ise Edition

Contact Us . ersity Help  President's..rvice Award
:""1 http:/fdema.handsoncon.. I

»
Change Password:Davis P... ] Volunteer Morthwest Michi.. ] Grail - Your passwor...

Logout

HandsOn
CONNECT DEMO

For security reasons, your password must now be changed.

Change Your Password

VerlyNewPasswora | |

Change Password

POWERED BY

L@,  +  salesforce.com

Success. Not Software:

HandsOn Connect - Getting to know Salesforce
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The System Administrator will add the remaining users to
the system, and send out welcoming emails to the rest of
your internal staff.

rom: support@salesforce.com
Subject: Salesforce.com password confirmation

Date: June 18, 2011 8:46:59 AM PDT

To: troutco+sample @gmail.com

Your Login Is Enclosed.
Dear New User Sample,
Welcome to Salesforce! Your user name and temporary password are below:
User Name: troutco+sample®gmail.com

Password: Set the first time you login

Log in automatically by clicking https://login.salesforce.com/?
c=114m50mi HK6s JESD1 gS0oacDDospRUAKK t2yMIQHp TkoGXhOMzqrfet150Vp1 6pR3TLDex1uQ%30%3D

If you experience problems with the above link, pleose contact your sglesforce.com administrator for assistance.

You'll be asked to choose a password when you first log in. Note that passwords ore case sensitive.

Make sure to choose a password question and answer that you will easily remember since you will use this information in the future
should you forget your password.

Any administrator in your orgaenization can reset your password. Please keep this email for future reference should you have ony
password problems.

Once again, welcome to Salesforce.

salesforce. com

The Landmark @ One Market, Suite 300
San Francisco, CA 94105

Phone: (415) 901-7000

Fax: (415) 901-7040

http://ww. salesforce. com/us/

You can have nine active licensed users in your system. (1 of your ten licenses will be named
'client administrator" and that account is used by HandsOn Connect staff to administer and
maintain your account.)

When you access your account for the first time, you'll be asked to set up a security "challenge
question"
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Cloud Solutions @®

After you have created your account you can Login at
Salesforce.com at any time by clickiing on the Customer

Login Button

1-B08-110-50F TWARE — 1-000-667-5359

[+ Feedback

@ Products Senvices Evenits ustomers Community About Us

g0 3[‘: contact manager
I ik §5 par month )
free trial
Could your contact center ncora o
use a makeover?
Learn more o view demo

Coitact Me ¥

Edliions & Pricing ]

Clowd & CHM Resources

The leader in customer relationship management (CRM) & cloud computing Limited Time Offer:

Save $400 on

Sales Cloud™ 2 Service Cloud™ 2 | Chatter Force.com

Dreamforce, the cloud
The worid's 21 sales sppbicalion. | The fhuure of Customsr Service Collaboration apps and pletform. | The leading choud plstform for computing event of
Take chinge of your saies— e higher customer salistaction | VWork with colleaguss—resi lime.  custom spp develmmen the year!
L —ail m lover cost Leain More | Yisw Demo Learn More | Wik Damo Register Now >
L i Dot Losir Worg | Wi

Logging in is how you will access your adminstrative / staff access to HandsOn Connect.
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It's easier to just bookmark http://login.salesforce.com
which takes you directly to the login screen.

Logging in from login.salesforce.com

e Lost on Lotus Island?

Your user ID is your email address.

The password is the one you selected

You may have to activate your computer if no one at your
ip address has set-up an account yet!

;

Activation Required

You're attempting to access salesforce.com from an unrecognized device. By activating this device, we can reduce the risk of security
issues, and help keep your data safe.

Email me a verification code | <

HandsOn Connect - Getting to know Salesforce Page 17



HandsOnConnect .l
tions @®

Any time you login to your account from a new ip address, you'll have to activate your account
access once again. Salesforce keeps track of the safe and approved IP addresses you've
authorized for your account. If you use a laptop at home or for travelling, you'll run into this
screen from time to time.

Click on Email me a verificaiton code: and you'll be sent an email with a code:

support@salesforce.com View profile More options Aug 11, 12:32 pm
Dear client0041 @handsonconnect.org,

Youh access 1o salesforce.com from an unknown device. Use the verification code below within 24 hours to activate this device.

Verification Code: 99601

IMPORTANT! If'you have not requested to activate a device, or believe you have received this message in error, please contact salesforce.com support
(support@salesforce.com) immediately.

What does "activation” mean? Should | activate this computer?

Activation helps reduce the risk of security issues related to login. Activating this computer helps salesforce.com recognize this computer when you use it to access
salesforce.com. You should activate this computer if it is owned by you or your employer and you are confident it is free of malware.

Enter the verification code into the screen in your browser - and your log-in will complete!

—
salcz;]%rce

—

Enter your verification code

A verification code was sent via email to clientmanager@handsonconnect.org. When you receive the code, enter it below.

99601|

Verify my code and log me in|  ff——

Didn't receive the email?
Sometimes automated messages get categorized as spam. Check your spam folder.

If you're still hawving trouble, click here to try again.
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Adding Users

HandsOn Connect - Getting to know Salesforce Page 19



HandsOnConnect .l
T ! ..

Adding Your Staff as Users to Salesforce

Each member of your internal staff needs a SalesForce license to access and use the
system.

Most people in your organization should be set-up in the staff role. Depending on your
organization, you may choose to have additional administrative users. The System
Administration role is necessary to:

+ Add additional users
+ Customize functionality and workflows of HandsOn Connect and Salesforce
+ Add custom objects, custom fields, and change page layouts.

Note: We recommend limiting System Administrator access to people who absolutely must have
direct access to this functionality. System admins should be fully trained in Salesforce and
HandsOn Connect administration to avoid accidentally harming your system. Give "staff" access
to all others. When staff needs something changed that is outside their 'role’ access -- they should
see their system administrator to request those changes.

Note: By default - only System Administrators have access to the CMS and the ability to customize
and modify the public site. However, Staff users CAN be granted special access to the CMS. If you
have a staff user who needs access to the CMS, open a support ticket and we can grant CMS
access to staff users.

Note: Are you adding a new user because you are deactivating an existing user and turning over
their responsibilities to the new user? If so - consult the advanced system administrator guide for
the appropriate posts on How to Update or Change internal and Partner Staff.

How to add licensed salesforce users:

ar Saarch Contacts, Organiza... = Saarch Larry Deckel *  Help & Training
Opiiors
My Profile
Chatter Organizations Contacts Locations Wolunteer Opporiunities Occurrences  Volunteer Events  Velunteer Teams ﬁ Selup wis Dashboards Control Panel +#
S¥lUser menu for Larry Deckel
A Larmy Deckel Piease follow up with Delta Aiflines today, @A Odogui 52011 Cloar Loy —
TR saurcay Juoe 16, 2011 —
LR
SREF S =

In Salesforce lightning the setup menu is found here:
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Developer Console

Use the Quick Find box to search for "Users"

Then Select "Users", and click on New User.

. Search Setup 7 Hhra

Permission Sats

Prafles All Users

Putilic Groupe On iz page you can ceale, wew, ard manage usars

Quass In adckiion. downicad SalesionsnA 4o view and ed user detals, el passwords, and peror Fer acmin e Rsks rom your mobie devicos: (G5 | Androd
Riaks Varw: | g Uuars ¢ Kl Cons e ien

User Managemant Sectings F JKILIMIN O FIGRIB TV Y W EY z o
Usirs h ﬂ o Unar | | snas Panswordin)| | sl Wanizts Usars
At Fudi e * ales  Upsins i st Lagie L
Dichr't frsel vehant o v looking for? Edi Agmin, §015 10G hom en 3 mrdssnemngs ong Smonontdromideg  IVGEINI0IIAN CED ' Susiem Agwinigior
Try Lsirg Global Sesth £t Logn DT HOG ok P CED v aalemAdvia
Edt o Ao 588 A e et mclirs ehtsem GED Evalian Adkviriainai

Clicking on users will show a view of some of the users in your system. (You can create new
views if you want to see certain groups of users).

In this case, we want to add a New User so click on the New User button.
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Complete the following fields in the new user record and
save.

New User

User Edit Save Save & New Cancel
General Inforcgan 1 =Required Information
Role I cEo

il .
QeerLicense | (eqlestorce 1%
N .

4

y

Company

Extension
o Email Encoding | " General US & Western Europe (ISD-8859- 1, ISO-LATIN-1) ¢
=" Employss Number

Zip/Postal Codo

The following fields must be filled in:

1. First Name:

2. Last Name:

(Alias, Username, and Community Nickname will automatically be filled in for you).

3. Email and Username: These should be the same and must be in the form of a valid email
address.

4. Role: select CEO (roles are not part of HandsOn Connect, and so they do not matter, just
select the top of this hierarchy)

(note: you will not be able to select this picklist until AFTER you set the User License type)
5. User License = Salesforce

6. Profile = (either System Administrator or Staff)

7. Leave the Email encoding to its default setting "General US & Western Europe)

You can optionally fill in the phone and mailing info if desired. It is not required here and you'll
usually use this persons contact record in the system for keeping track of that information as its
easier to access.
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¢ Ifyou are using Salesforce Platform licenses instead of full Salesforce Licenses, you'll
be given the name of the additional profile that's been set up for your platform license
users.

Single Sign On Information

Federation ID

Locale Settings

o Time Zone | (GMT-08:00) Pacific Standard Time {America/Los_Angeles) ﬂ
- Locale | English (United States) H
Language | English H

Approver Settings

Delegated Approver @,
Manager @
Receive Approval Request Emalls I Only if | am an approver H

e Generate new password and notify user immediately
-

e Save | Save & New Cancel
N

1. Check to make sure the correct time zone is selected for the user. All of your users should be
set to use the same time zone (the time zone you'll use for all your volunteer opportunities)

2. Check the "Generate new Password and notify user immediately button.
3. Click the Save button

An email will be sent to the email address you specified, letting them know an account has been
created, and giving them a temporary log-in password which they will update when they
activate their account.

Repeat this for up to nine people on your staff who will be using the administrative end of
Salesforce for training and beyond.

Note: This is for your staff only. NOT for your partner organizations or volunteer leaders. Access for
them will be discussed in a later training.
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The Salesforce Interface

The Best way to Get Familiar with Salesforce is by reading the basics in Trailhead.
Salesforce comes in two flavors:

Salesforce Classic -- the older version of Salesforce still used by many long-time HandsOn
Connect customers.

Salesforce Lightning - the modern interface for Salesforce, which is automatically setup for
new Salesforce users. Classic Salesforce users are being increasingly 'urged' by Salesforce
to switch over and start using the Lightning interface.

Learn the basics of Salesforce Navigation

In the App Selector in Salesforce Lightning you'll select the app "HOC Lightning". It has all the
objects (tabs) used by handsOn Connect, a HOC home page, and all the necessary 'quick
actions' for using HandsOn Connect.

To learn about getting around in Salesforce Lightning - please read this article from Trailhead:

HandsOn Connect - Getting to know Salesforce Page 25


https://trailhead.salesforce.com/content/learn/modules/lex_implementation_basics/lex_implementation_basics_setup

HandsOnConnec ...

Search for data in Salesforce

Salesforce has high-powered search capability that enables you to find any records in its
database.

Click here to learn more about Salesforce's Global Search Capabilities in Trailhead.
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Working with Objects (Records)
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Object Home Pages

Salesforce is made up of different object types. Each object has its own tab in the
navigation

al w Search Contacts and mare...

: *[~
- ﬁ
EEE HOC Lightning Haoirm, Contacts  » rganzations s Volunteer Ewants s All Volunbeer Opportunities  Valuntesr Opportunities s Cooumances Recurmmences

When you first click on an object (tab), you see its "Home"
page

E:: HOC Lightruns Home  Comfacts »  Omganizations »  Volunbeer Everds » All Volunbeer Opporfundies  Yolnteer Opportuniies w»  Ocourences w Reostenoes » Maorew a

Cantacts

Recently Viewed i sl :

20 iberrs « Updated a mire ago et Lh i ®-@M- )7

LA W  DRAGAMIZATION NAME W BUSIMESS PHONE w  EMAIL W CORNTACT DWMER AL b

i M ; oL e admi -
d it b i bk Addmil b4
3 Ji F Jurnper Mousebakd Addmi -
Heusatal Addmil -
Trouatoa A51-000-0000 Bdmi ¥
1y asdmil -
7 Jack Linigr Lirwein R e Misiorn +15042TE500 bt + 0 ] S kiEgrnail eom Tdcdmi L
ed Fa Asdmi -
ky A -
10 Addmi -
11 Addmi -
12 1, Phabars I el [ | Al -
1 ke T b F I A -
14 Dol (305 1| Aicdr L4
1 L I Talts [ j asdmi -
15 A Troan Troaalca +1951 TALEE00 Trgastcn + 00 ] S sl carr Tdcdmi L4
1 = e b F 3 fou d Admi -

You'll initially always see the view "Recently Viewed" which shows you the records you've most
recently looked at.

You can click on the down arrow to the right of the recently viewed view - to access other 'views'
of records:
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Some sample views

Al w Search Contacts ant

HOC Lightning Home  Contacts s  Organizations s~  Volunteer Events ~  All

Contacts
Recently Viewe@

29item LIST VIEWS

All Contacts =
1 Larry's Test View
2 New This Week
3 Partner Staff

~  Recently Viewed

5 00-
Recently Viewed Contacts

6
Verified Volunteers
7 127
8 Volunteer Leaders
[+] Volunteers

For example. Here we have defined some sample views like "Volunteer Leaders"" "New This

Week" and "Verified Volunteers"

Click here for information on editing or creating new views.

HandsOn Connect - Getting to know Salesforce
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Understanding Salesforce Record Layouts

Within each object type (tab) there are individual salesforce records with fields of data for
one record of that type. (For example: one organization).

In Salesforde Classic, The page Layout is made up of several sections:

+ Chatter about the record
* Record Detail
+ Lists of other objects with a relationship to this record.

Salesforce Detail Page Layout (SF Lightning)

The Lightning Page Layout can be customized by your system administrator in a number of
ways (by adding or removing various lightning components), But here is what you might
generally see:

i1 HOCLighining  vome  Comacts w  Organaations s Wnluskesr Events Allvcknies Cppctunties  Velnise CRpstunis

Ralatad List Qsck Links

[ Retstes Grganizations (3¢ 3 Sennections (1) \aluntesr Taam [ Skil Ratings () Mstes 00

Fles (1) Conngctions (HQG
Sitwd_0 o Mame)
[F1]
Details Related Activity Chatter o
agal e T

~ HandsOn Conpect Sharlouts

Hands On Connect Contact Oy rdew
o' s - vl o Gt R =3

¥ Login Acceas Granked. [Profile: Pariner Sy CHsys et Hikd Pie

:
i

(-]

w Contac Infanmation

Bhsiness

1. Highlights Panel -- an at a glance view of the most important fields in the record.

2. Related List Quick Links -- all the related objects that have a relationship to this record are
listed, as well as the number of related records. So for example, we an see this contact, Art
Trout has 10 Connection records. Hovering over a quick link will expand it showing some of
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those records. You can then click on any of the related records and go directly to that record.
The drop down triangle to the right gives you the option to edit the related record.

Ralated List Quick Links @

[ Redain Ciganipiong {3 i wkgieer Team ) 5kid Rpngs (00 Hghas 10 Flaz 1] Conaciic [T
Connections L
13 fwrma « Febomnh thin ini b viess ife bt daia
T
ekl s far & 11 &I 24! 206 700 PM I 24/ 28 830 PM Cardinm ] Wi
105/ 2018 700 Y 1005/ 2018 830 PR Cordims 1
1041/ 20018 B30 FM 101/ 2018 900 FM Cordmed = i
b v
ez bonir Froek Dk S 12711 126! 3018 GO0 AM i34/ 318 100 P8 Ewnding fpprmal
ekt Front Dark Supper 111 1311 2006 000 AM 131/ 2008 100 PM Panding fepnral
W b it Fioet P i a4 2018 1200 P Dria/2BL00PM 0 Pan dhinl By el
SI13/ 2008 700 FM S13/2018 830 FM Cordimed
Vohaniesr Teamn Capisin 1049/ 3018 500 FM 1049 2018 500 FM rémed Verites
e b Tesk 12 i34/ 3010 600 P i34 210 900 PR Cordmed

3. The main page layout for the record. This is made up of sections, and fields. Each field can
be edited and updated (unless its a read-only field). Fields with a pencil icon can be double
clicked on and edited inline. Or if you want to edit the entire record (multiple fields), click on
the Edit button (4).

5. Lightning components. In this case, we have a 'page' component which has two tabs. Thew
Activity Tab allows you to email this record, log a call, or create a task. The Chatter Tab allows
you to use Salesforce's chatter feature to share information about the record socially
throughout your organization. (You can subscribe to chatter feeds!)

See this Trailhead module for information on using Salesforce Chatter in Lightning.
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Salesforce Detail Page Layout (SF Classic)

A record detail page has two sections:

Record Header - is where the fields for this record are laid out. Itis available in both DETAIL
view and EDIT view. Inline editing is available for these fields.

Related Lists - are detail view only with hyperlinks. You must go to a related object before you
can editit. There is no inline editing.

1. Chatter about this record: - You can choose to hide this.
2. Related Lists - (with hoverlinks)

3. HandsOn Connect Dashboard -- custom 'at a glance' information associated with many
HandsOn Connect objects

4. Section - the record header is broken into individual sections, to group fields in a useful way.
Each field has a label identifying it, and then the data itself. Double clicking on a field name will
allow you to edit it inline.

5. Related Lists - a handy view of objects that are related to this record, with hyperlinks to go
to those records.
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There are two ways to edit fields

Organization Edit

Troutco

Help for this Page &

Organization Edit

Organization Information

Save | |Save & New | Cancel

Organization Owner  Larry Deckel

Organization Name I e |

Also Known As

Troutca Inc.

Parent Organization ™~ @

Federal EIN

HON Affiliate ID

Group 1D "nnGA0000000fQAKME

Address Information

Primary Address? I Billing

Billing Street ({535 Tasr 51

Billing City

Riverside

Billing State/Province ca

Billing Zip/Postal Code 92506

Billing Country

Phone, Fax, and Website

Organization Record Type
Type

Status

Primary Contact

Address Visibility

Shipping Street

Shipping City
Shipping State/Province
Shipping Zip/Postal Code

Shipping Country

Phone  Tig51) 123-4567

Website

Logo

Fax  Tig51) 123-4568

hittp: f jwww.troutca.com

SponsorGroup  Tpizginum

In EDIT mode - you have access to edit all the fields at once

Inline Editing

¥ Organization Information
Organization Owner
Organization Name

Also Known As

Parent Organization
Federal EIN

HON Affiliate 1D
Group 1D

[J Larry Deckel [Change]
Troutco [View Hierarchy]

Troutca Inc. )

00GA0DD0000fgAKMAY

Nonprofit

Nonprofit B

I Active Partner 5

Art Trout =N

| = Required Information

Copy Billing Address to Shipping Address

| City and Zip only 2

Organization Record Type

Type
Status

Primary Contact

Monprofit [Change]
Monprofit
Active Partner

Art Trout

By double clicking on an individual field, the pencil icon will appear, and you can can edit one
field at a time. You can click the looping arrow to UNDO.

Fields that are locked against editing will have a padlock next to them.
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Inline edits are not saved until you hit the SAVE button for

the record

Organization Detail Save |Cancel

¥ HandsOn Connect Shortcuts
Organization Overview
Here's your at-a-glance view of this Organization.

v~ Portal Access Granted

Ready to create a new Organization? If so, click here o get started.

Custom Links Manage Logos View Service Hours

¥ Organization Information
Organization Owner [ Larry Deckel [Changel
Organization Name  Troutco [View Hierarchy]

Also Known As o d—
Parent Organization CE )
Federal EIN

HON Affiliate 1D
Group 1D 00GAD000000fgAKMAY

¥ Address Information
Primary Address?  Billing

Billing Address 1235 Test St
Riverside, CA 92506

= Dhoana Caw aed Wakeiba

Organization Record Type

Type
Status

Primary Contact

Address Visibility
Shipping Address

Monprofit[Change]
Nonprofit
Active Partner

Art Trout

City and Zip only

Changes made by inline editing appear in orange. They are not saved until you hit the SAVE

button to save the record.
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Working with Fields in Records

Salesforce has many different types of fields, many of which are identified by symbols or

markings.

Required Fields

Organization Edit

Troutco

Holp for this Page &

Organization Edit Save | Save & New

Organization Information

Organization Owner  Lairy Deckel

W I Troutco

Also Known A8 ) [Froutco Inc.

Parent Organization

)

Federal EIN

HON Affiliate ID

Graup 10 TpnCa0000000fgAXML

Address Information

M | Billing
Billing Street (055 Tact St
Billing City  Tpiverside

Billing State/Province  [ea
Billing Zip/Postal Code  Tgo5p5

Billing Country

Phone, Fax, and Website

Phone  Tr951) 123-4567
Fax  Ta51) 123-4568

Webslte o7 fwww troutce.com

Logo

SponsorGIOUP  TRatnam

I =Required Information
Organization Record Type  Nonprofit

TYPe [ Nonprofit

ﬂ1 Active Partner

Primary Contact

o

Art Trout

Copy Billing Address to Shipping Address

Asamnsniinisilie | City and Zip only

Shipping Strest

Shipping City
Shipping State/Province
Shipping Zip/Postal Code

Shipping Country

r

fields with a red bar to the left of them are Required Fields. You will be unable to save the

record if these are not populated.

Help is available for many fields

Organization Name  Troutco [View Hierarchy]

—-H—hu* Troutco Inc.

Parent Organization

Federal EIN 12340902223

r Address Information
Primary Address?  Billing

Billing Address 1235 Test St
Riverside, CA 92506
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Status () Active Partner
This field identifies the status of
the Organization as one of the
following: Pending, Active, ot Art Trout
Inactive. In order for an
opportunity to display on the
public site, the Organization,
Volunteer Opportunity, and ; '
Occurrence must all be marked ty . Cityand Zip only
as active. 55 G128

Riverside, CA 92506
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Help is available for fields that have a small yellow questionmark next to them. Hovering over
the questionmark symbol will open a yellow pop-up window with information about the field.

Many Fields are hyperlinked - which takes you to the
record or URL associated with the link.

Status  Active Partner

Primary Contact  Art Trout &
Contact View Edit
Address Visibility  City and 2 Name At Trout
Shipping Address 6128 Crganization  Troutco
Riverside, MName
Primary Address? Business
Primary Phone? Mabile

Project Name

Start Date & Time

Hovering over a link that is connected to data in another record, will cause a hover menu to
appear with some additional information about that record.

You can then choose to view or edit the related record.

Clickinig on the link will take you directly to that related record.

Picklist
il ¢ Acive [P
_ Pending
Fosting Status Awaiting Approval
Admin
Inactive

ecord and itwas posted on

Picklist: - a dropdown menu that allows you to select one value

HandsOn Connect - Getting to know Salesforce
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Multi-Picklist

Age Groups Served

Chosen
Adult (18-65) Children & Youth {under 18)
Seniors (over 65) All ages

Multi Picklists: These are lists of choices where you can select more than one value. When you
edit you get a box showing values that are available and those that are chosen. You can move
values from being chosen or not by clicking on a value and then clicking the triangle that moves
them from one side to the other.

Date Fields

¥ Time/Date Information

Start Date | 7/14/2010 |
d ¢! July > '2010-:3.
v . .
Organization Information Sun Mon Tue Wed Thu Fri Sat
Managed By A 2T 28 28 30 A1 2 3
Managing Organization B 4 3 g 7 g8 g 10
Bomoruniiy A - J 112 1314 15 16 17
ortun rova danager
e ¥ Rpe v 18 19 20 21 22 23 24
4 25 2% 27 28 20 W AN L
¥ Location Information Today

Default Location  Troutco Building

Date Field - Clicking on a date field opens up a calendar. You can either select the date from
the calendar OR manually type it in in the format x/xx/xxxx

Date and Time Field

Time/Date Information

Start Date & Time  gre12011 7.00 PM | [6/21/2011 1:21 PM | End Date & Time  [g:e:5011 10.00 PM | [6/21/2011 1:21 PM ]
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Date & Time Field - This is one field that has both the date and the time in one field. Matching
the required format of this field is important when working with these fields which are used for
date and time specific volunteer occurrences and connections in HandsOn Connect.

Checkboxes

¥ "Appropriate For" Characteristics

Sultable for Groups v 7 Court Ordered Allowed

)

Checkboxes: These have a value of TRUE or FALSE. Checking the box gives it a value of True.

Lookup Fields

Coordinator information

Opportunity Coordinator .ﬁ.rt Trout ':L+-_ Opportunity Coordinator

Email

Search ~ salesforce.com - Enterprise Edition

@ L
ooku :
P Popup is created
Search Art Trout ' | Gol || New when "njOU click
You can use ™ as a wildcard next to other characters to improve your search results. on magmfymg

) gl...

< Clear Search Results
Search Results

' Mame Crganization Name
Art Trout Troutco
Artemus Troutie Troutco

Lookup Fields: These fields have a small hourglass which allows you to search for an existing
record in the system. (Clicking on the magnifying glass opens a llokup/search popup.

Lookup fields can only be populated with values that exist in the system as they are used to
relate one object to another. (Note: Some lookup fields have restrictions coded in them that only
allow certain values to be found in the system).

There are many other types of fields you'll encounter as you work with HandsOn Connect and
Salesforce.
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Working with Views
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Working with List Views

Aview is a way of seeing a filtered view of the records of a given record type. Views are
available in the tabs for each object you find in the navigation for Salesforce and HandsOn
Connect.

A view is the results you get when you set search conditions that display items that match
the search conditions. For example, a view of contacts that have "Birthdays This Month"
would filter your list of contacts based on a search for birthdays falling on a day in the
current month.

By default, Salesforce.com includes a number of views for each object. But you can also
create your own views.

Learn about working with Views:

Here's an article from Trailhead on the basics of working with List Views. (It's written from the
perspective of someone who may have used views in Salesforce Classic - but introduces the
improvements to List Views that are part of Salesform Lightning.

Click here to read "Work with List Views"
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Some Handy Ways to Filter a View Based on
Dates

Putting specific dates in list views can limit their usability -- because what if you want a list view
to show you an interval of time (i.e. all the contacts that were created in the Last Week, for
example.

Here's some tips on special terms that can help with your list views!

Dates in List Views

Edit View

step 1. Enter View Name

Wiew Hame I This Wisak
w Unigue tiame: | ey ThisWeek

s Pobrgng BRZ200E 10:07 AWl Modified By: JoAnn Lewis. 113082010 31132 PM

Step 2. Specify Filter Criteria

Filter By Oramer: Filter By Division (Optonall:

£l Al Qpporuniies Devision Hame -Curant— »

My Dppodunities

My Sales Teams

Filter By Additional Fields (Optional):
Field Cperator Valus
Created Date ¥ |equals THIS WEEK

w | _Mane-

L4 L4 € | % %

=l
s AR L]
M

Mg

When you are creating a list view based on dates, there is no need to hardcode a specific date.
If you use dynamic terms then you can reuse the list view without updating it each time.

Example - | want to create a list view that shows all opportunities created this week. In my
criteria | could add “Created Date greater than or equals 4/11/11" but that would mean that
next week | would need to change the date to see the new list. However if | use a dynamic term
I'll never have to update the list view again. | could use the Criteria “Create Date equals THIS
WEEK”. Problem solved.

The next time you need to create a date based criteria try one of these:

THIS WEEK LAST WEEK NEXT WEEK\L THIS MONTH
LAST MONTH NEXT MONTH
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THIS YEAR LAST YEAR \ NEXT YEAR
THIS QUARTER LAST QUARTER NEXT QUARTER
TODAY YESTERDAY \ TOMORROW

LAST <number> DAYS/WEEKS/MONTHS/YEARS or QUARTERS

NEXT <number> DAYS/WEEKS/MONTHS/YEARS or QUARTERS
NOW

You can also add the term FISCAL in front of YEAR or QUARTER. Without it the term refers to
calendar year or quarter
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and Sending Emails
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My Email Settings

Each Salesforce User can set personal settings related to emails they may send to contacts
directly from a contact record.

Email Settings in Salesforce Lightning

Click on the icon on the upper right which is your personal settings. Click on the "Settings" link
to customize your settings.

fe?2da@

9015 HOC Admin
hoc2015. my.salesforce.com

USERMAMES

p director@troutco.com

& director-dev-ed.my.salesforce.com
DISPLAY DENSITY
+" Comfy
Compact
OPTIONS

Switch to Salesforce Classic

Add Usermame

select "My Email Settings" from the many options available to you in personal settings.
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@, Quick Find

¥ My Personal Information
Advanced User Details

Approver Settings

Authentication Settings for E...

Change My Password
Connections
Grant Account Login Access
Language & Time Zone
Login History
I Personal Information

Reset My Security Token
Security Central

» Display & Layout

~_Email

My Email Settings

My Unresolved [tems

B

Chatter

-

Calendar & Reminders

w

Desktop Add-Ons

B

Import

Here you can set your email name, email address (for replies), and add a Signature. These

settings will apply to any emails you send directly from Salesforce to a contact. (Note: this does

not affect automated emails that are sent via workflows or processes)

My Email Settings

Dutgoing Emall Settings

How would you Bke your name to appear on your oubgaing email?
Email Nam¢ | 015 HOC Admin
What email address would you like to use as your relurn address?

Email Address I clientmanager@handso

Would you like to automatically BCC emails to your refurn address?
Automatic Bec I ® Yes () Mo

Thiz signature will be added to your cutgoing emails (1333 characters max):

Email Signature

Subscriptions

Send Apex Waming Emails
+ Recaive Salesforca CRM Contant Email Alerts
+ Recaive Salesforca CRM Contant Aleris as Daily Digest |

Save

Cancel
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In Salesforce Classic:

Under your 'name' menu in the header, select "My Settings"

[% Switch to Lightning Experience 9015 HOC Admin ~

tunities Occurre My Profile
My Settings i

Developer Comgple
Switch to Lightnin@yExperience

Logout

Select My Email Settings from the left menu:

Quick Find

My Settings
L Personal
i8] Display & Layout

B8 Email

My Email Settings

Email Templates

Mass Emails

€ Chatter

Calendar & Reminders

+t] Desktop Add-Ons

Y3 Import
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Set Email Preferences

Expand All | Collapse All

Q, Quick Find

Personal Setup o
+| My Pers, rmation
£ Email

My Email Settings 'ho

My Email to Salesforce N/

My Templates
My Stay-in-Touch Settings
My Mass Emails

+| Import
+| Desktop Integration
+| My Chatter Settings

App Setup

+| Customize

+| Create

+| Develop

+| Deploy
Installed Packages
AppExchange Marketplace Mew!
Critical Updates

Administration Setup

-o-WouId you like to automatically BCC emails to your return address?

o

My Email Settings

Use the form below to create or edit your email settings.

My Email Setting,

How would you like' ame to appear on your outgoing email?

mall Name | "Hands on Connect De|

What email address woulld you like to use as your return address?

troutco+demo_sitei@g

Automatic Boo

() Yes 3y No

i This signature will be added to your outgoing emails (1333 characters max):

Email Signature

HandsOn Connect - Getting to know Salesforce

Page 47



Hands OnCon.n_ect 3.

Manage Your Tasks, Events, and Email

Salesforce has native functionality for handling basic organizational chores. In Salesforce
these are all types of 'activities"

Tasks - are Salesforce's name for "To Do" items. You can create a task and associate it with
any record, set due dates for it, and manage it through completion. Great for reminding
yourself of work you need to do related to that record or contact.

Events - Salesforce has its own native calendar, and appointments on that calendar (if you
choose to use them), are called Events. Whether or not you have a use for Salesforce
events is up to you - and many people use Outlook or Google Calendar and don't want to
duplicate this in Salesforce. (Note: There are integrations available in Salesforce to synch
your Salesforce events with outlook or Google Calendar. So if you want to use SF events in
conjunction with your current calendar solution, you can do so.

Email - Salesforce makes it easy to send an email to a contact directly in Salesforce. This
can be handier than using your email client to send an email, because you can create and
save email templates (for frequently used communlications), easily merge in fields from
your Salesforce data, and best of all, Salesforce keeps track of the email you sent as a
related item to the contact record you sent it from.

Here's an article in Trailhead - that gives you a great overview of how to Manage Tasks, Events,
and Email.

¢ The emails discussed here are ones you personally initiate from Salesforce. This has
no affect on the automated emails sent by HandsOn Connect through workflows,
triggers and processes.
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"Data Safety 101" - Be aware of
dangers in deleting and cloning
records.
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Caution: Don't Delete Records without
understanding the relationships between
records

Salesforce is a relational database. That means one record often has a relationship to another
record. For example, a connection record, which is the relationship between a contact and a
volunteer opportunity and an occurrence, REQUIRES you to relate it to those other records:

If you delete a volunteer opportunity from the database - then any occurrence and connection
that were related to it now become corrupted data - missing required fields. This will cause
problems in your reports, and make break things on your public site. It may prevent
automated mass updates done in your system from working - because corrupted data (missing
required fields) can cause automations to fail.

Generally speaking: Don't delete records!

Until you get comfortable and understand the relationships between objects in HandsOn
Connect - we recommend avoiding deleting records alltogether.

Instead of deleting a record - you can change its status to inactive. It remains in the database
because it needs to if it has 'child' objects that depend on it.

Even though you no longer work with an organization (for example) - you have worked with
them in the past and if you delete the organization record, then any volunteer opportunity or
relationship you've had with them in the past with be corrupted in your data. You'll be missing
critical information that affects your overall data integrity.

Is there a safe way to delete records? Can | ever delete
records?

Yes. But first you need to understand the dependencies the record has on other records.

We recommend that anyone considering deleting records in Salesforce first read the chapter on
The Hazards of Deleting Data found in our Data Management manual . It'll explain when NOT
to delete data - and how to SAFELY delete data when you need to.

Click here to read these four articles before deleting any data!

Deleting Records
"My Public Site No Longer Works, what can happen if you delete records........

If you MUST delete data -= it needs to be done with care.

How to Manage the Recycle Bin.
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Be cautious if cloning records in HandsOn
Connect

In addition to creating new records and editing records - Salesforce makes it possible to
delete records (which we do not recommend) and also to "clone" records.

The Salesforce practice of cloning records seems like a great time-saver. Clicking on the
'clone' button on a record, creates an exact duplicate of the record, which you can then edit
to make it a unique record. (i.e. clone a contact and then just change the name).

However cloning in HandsOn Connect can create problems because there are hidden fields
in many HandsOn Connect custom objects - that are updated when you first create a NEW
record using the established procedures. Unless you know the intricacies of HOC custom
objects - cloning may create corrupted records that don't work as you expect on the public
site.

There is a strong temptation to clone volunteer opportunities to create similar ones, or to
make changes to volunteer opportunity fields that cannot be changed after an opportunity
has been created (like Project / Activity, Scheduling type of the volunteer opportunity, etc.).
But cloning can actually create more problems than it solves, and we don't recommend
cloning certain objects in HandsOn Connect.

Particularly - you should not clone Volunteer Opportunity records for a number of reasons:

Cloned Volunteer Opportunities do not have all the same
characteristics as those created by the Volunteer
Opportunity Wizard.

When you use the Volunteer Opportunity wizard to create a volunteer opportunity - it does
several things that cloning will NOT do:

+ Cloning will not automatically create an occurrence record for you. You'll need to do this as
an additional step.

* There are hidden fields in the volunteer opportunity record which are populated when you
create an opportunity in the VO wizard. These fields may not have the correct values if you
clone an existing volunteer opportunity.

Cloning a record may not trigger the normal workflows and
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triggers associated with that record type.

There are automations that take place when a new record is created - and in some cases,
cloning an existing record may not properly trigger the expected workflows. Be sure to test and
make sure a cloned record does function as you expect it to before making a regular practice of
cloning certain objects.

Cloning a contact will not clone its profile and portal access

If you have a contact that has customer portal access. The new record will not automatically
have the same access.

Is it ever OK to clone?

There are some situations where cloning may make sense -- but it does require a thorough
understanding of how the system works to know whether or not it is safe to clone. It is probably
safe to clone in the following situations:

+ The record will only be used on the admin side of the system, and not shared with partners
or volunteer leaders.

* The record type does not trigger any workflows that send emails.

* You have a clear understanding of the required fields for normal HandsOn Connect
operation, for the record type you are cloning. And whether they need to be unique -- or
should be blank initially and automatically filled in when the record is saved.

« Completely test any cloned records you create - to ensure they operate as you expect in the
system. (Do not assume a cloned record will work in the same way as one created from
scratch in the system)

The page layouts for Occurrences and Connections in HandsOn Connect are very fast and easy
to create from scratch. Only a few fields need to be filled in. So cloning is not really a great time
saver for those objects.

Volunteer Opportunities should almost always be created using the Volunteer Opportunity
wizard.

We strongly urge System Administrators to limit the permission to clone to themselves, and
internal staff who have been fully trained on when cloning is appropriate.

HandsOn Connect - Getting to know Salesforce Page 52



	Using Gmail Aliases for Testing
	How to set up gmail email aliases
	If you don't already have one - get a Gmail account for yourself to use for creating 'alias' log-ins which will be needed started with Training lesson 1.
	How to use gmail aliases


	Trailhead
	Trailhead - the best way to learn Salesforce
	Where do I find Trailhead?


	Accessing your Salesforce Account
	Getting Started: Accessing your Salesforce Account
	First, we'll give your system administrator access to your Salesforce Account. The Sys Admin will get an email notification:
	You'll also get a notice that your password has been reset. You'll get a new temporary password, and a link to set your NEW password.
	Change Your Password Screen
	The System Administrator will add the remaining users to the system, and send out welcoming emails to the rest of your internal staff.
	After you have created your account you can Login at Salesforce.com at any time by clickiing on the Customer Login Button
	It's easier to just bookmark http://login.salesforce.com which takes you directly to the login screen.
	You may have to activate your computer if no one at your ip address has set-up an account yet!


	Adding Users
	Adding Your Staff as Users to Salesforce
	How to add licensed salesforce users:
	Use the Quick Find box to search for "Users"
	Complete the following fields in the new user record and save.


	The Salesforce Interface
	The Salesforce Interface
	Learn the basics of Salesforce Navigation

	Search for data in Salesforce

	Working with Objects (Records)
	Object Home Pages
	When you first click on an object (tab), you see its "Home" page
	Some sample views

	Understanding Salesforce Record Layouts
	Salesforce Detail Page Layout (SF Lightning)
	Salesforce Detail Page Layout (SF Classic)
	There are two ways to edit fields
	Inline Editing
	Inline edits are not saved until you hit the SAVE button for the record

	Working with Fields in Records
	Required Fields
	Help is available for many fields
	Many Fields are hyperlinked - which takes you to the record or URL associated with the link.
	Picklist
	Multi-Picklist
	Date Fields
	Date and Time Field
	Checkboxes
	Lookup Fields


	Working with Views
	Working with List Views
	Learn about working with Views:

	Some Handy Ways to Filter a View Based on Dates
	Dates in List Views


	Tasks, Events (Salesforce Calendars), and Sending Emails
	My Email Settings
	Email Settings in Salesforce Lightning
	In Salesforce Classic:
	Set Email Preferences

	Manage Your Tasks, Events, and Email

	"Data Safety 101" - Be aware of dangers in deleting and cloning records.
	Caution: Don't Delete Records without understanding the relationships between records
	Generally speaking: Don't delete records!
	Is there a safe way to delete records? Can I ever delete records?

	Be cautious if cloning records in HandsOn Connect
	Cloned Volunteer Opportunities do not have all the same characteristics as those created by the Volunteer Opportunity Wizard.
	Cloning a record may not trigger the normal workflows and triggers associated with that record type.
	Cloning a contact will not clone its profile and portal access
	Is it ever OK to clone?



