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Troubleshooting HandsOn Connect - (The 7
commandments of HandsOn Connect)

Is your calendar not showing up on the public site? Are searches taking you to error pages
saying :You must be logged in to view this page?". Are you getting cryptic error messages
about "missing rows"? Most errors that occur in HandsOn Connect stem from violating a
few simple rules that 'break’ the product.

If you follow these "11 commandments of HandsOn Connect," you will prevent problems
before they happen and have a solid and stable system.

If you ARE having problems, check to make sure none of these things have been violated
and use this guide to correct simple things that create big headaches :-)

1. Do not delete any record that has any related objects
associated with it

Notes & Attachments |

Edit]yé{[&'.haring Work with Portal

Volunteer Opportunities and Occurrences have fields that are required in order for them to be
published, If you delete a primary contact, or a location, or an organization that is used as a
managing organization or organization from the system, you will have published an occurrence
that is now missing required information. It will certainly foul up future reporting, or worse yet,
crash the public site search or opportunity calendar. This is the common cause of search or the
calendar returning errors or log-in messages on the public site such as "Insufficient privileges"
and "Authorization required"

See this post for explanation of what happens when deleting data.

Do you have Corrupted Data?

The data that can create the most systemic problems if required records are deleting are
Volunteer Opportunities and Occurrences. There are two reports available that will show you if
you have any corrupted data due to deleted Volunteer Opportunities, Locations, or
Organizations. They are both both in the folder HOC Support:

+ Missing Information - Occ
* Missing Information - VO
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Check both these reports to see if you have any corrupted occurrences and/or Volunteer
Opportunities and clean up this data and/or delete any of these records IF they do not have
child records themselves. (For example, you don't want to delete a corrupted occurrence if it
has any connections associated to it - because then you'll corrupt the connections as well!)

If you find records that are missing needed fields, you will need to repopulate these fields or
remove these occurrences/opportunities from ACTIVE status to restore the public site.

Even past corrupted occurrences and opportunities should be cleaned up - because their
presence will keep certain nightly bulk operations from completing.

Check you recycling bin to see if anyone in your org is deleting data.

We have limited delete privileges to system admins who should know better.. but deleted data
is the number one cause of public site errors,

Best Practices when deleting data:

Do not delete a record if it has child or lookup relationships to it. If you want to delete a
'parent’ object, first delete any records below it on the dependency food chain. Only delete
records that have no related records showing in the related lists.

Here are the dependencies you should be aware of when considering deleting a record:

1. Accounts - Do not delete an account record if it has related Contacts, Volunteer
Opportunities, Locations, or Registration Answers

2. Contacts - Do not delete a Contact record if it has related Connections or Volunteer Team
Members. Do not delete a contact that is serving as Opportunity Coordinator for any
Volunteer Opportunity or Occurrence record.

3. Volunteer Opportunities - Do not delete a Volunteer Opportunity record if it has related
Occurrences, Recurrences, Grouped Occurrences, Connections, Prerequisites, or Skill
Ratings.

4. Occurrences: Do not delete an occurrence if it has related connections.
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2. Do not delete, edit or rename the organization named
"Individual” in the system

. Individual
CEHED
Customize Pz

C* Show Chatter Following

« Back to List: Email Alerts

Contacts [104] | Open Activities [0] | Activity History [10]
Organization Detail Edit | | Sharing
¥ Organization Information
Organization Owner Client 9999 [Change] Primary Contact
Organization Record Type  Individual [Change
Type

Organization Name  Individual [View Hierarchy’

Parent Organization

This record must remain as is in the system. Do not change the organization record type or
rename the organization. Do not create any other organizations with record type "Individual"

If changed, volunteers may not be unable to register on the public site. Even if you are using
the Household Account Model - the one Individual Account is required by HandsOn Connect.
Just leave it alone :-)

3. YOUR organization record must remain designated as
type HOC Customer

¥ Organization Information

Organization Owner Client 9999 [Change Organization Record Typa ___Monprofit [Change
Organization Name  HandsOn Connect Demo [View Hierarchy’ Type  HOC Customer
Also Known As  HandsOn Connect Training Status  Active Partner

Parent Organization
Federal EIN Primary Contact Abby Village
Group ID 00GAD000002UUSUMAG

Do not change it to non-profit (even though you may be a non-profit organization)

HandsOn Connect - Advanced System Administrator Guide Page 7



Onl

There MUST be one, and only one organizational record designated as type HandsOn Connect
Customer in the system for HandsOn Connect to function properly. This is YOUR affiliate's
record.

4. Do not edit picklists or fields that are used by system
functionality or national integration.

| J
Help/Definition Editable

Is marked when the contact has
identified that they have a
disability.

Identifies the education level as[ DO NOT EDIT
identified by the contact. This
list can not be altered.

Don't Edit!!
gh?;::.fs theterr;pluyer as entered K 1o adit this
y the contact. —
Identifies the employment Yes
status as identified by the

contact.
Identifies the ethnicity/race as DO NOT EDIT

irlmmbifFime s Blas mmbmnd Thie

Always consult the HandsOn Connect master field list before editing or changing an existing
field, to see if it is permissible to change its values.

If the field is marked DO NOT EDIT -- then create a new field allowing you to track values you
need for local reporting and tracking.

See this post on the HandsOn Connect Field List.

Click here to see the complete field list.

Check row | in the spreadsheet to see whether or not editing is allowed for this field. When in
doubt - open a support ticket and ask if you can make changes to a picklist that is marked DO
NOT EDIT.
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5. If working directly with connections (instead of the
connection grid in the occurrence record) - be sure to
always fill out fields correctly

Connection Edit

> 00-988381
Connection Edit Save | | Save & New | |Cancel
Information
Connection Id  CO-088381 Siahe I Confirmed
Volunteer Opportunity I Habitat for Humanity | CS i Attendance Status I Please Verify

Occurrence IOC-031361 Decline Reason

Contact

EE

I Tim Taylor Guest Voluntears )

Role

1

Available p | Chosen
Volunteer | Volunteer Leader
Team Captain P

zJ

Time/Date Information (Manually enter for ‘To Be Scheduled’ occurrences only)

Start Date &Time [5/25/2013 1230 PM | [2/26/2013 5:36 PM End Date &Time  [g/75/2013 3.00 PM | [ 2/26/2013 5:38 PM )

1) Attendance Status should never be null... either report attendance or place in "please verify"
attendance status.

2) Make sure all connections have at least the role "Volunteer" -- (this field should never be
null)

3) If attendance status = "Attended (and hours verified" be sure that hours served >0. This will
be automatically calculated for you when you save the record. But do not remove the hours
served filled contents when editing in the future. Make sure there is a value > 0 and it is never
blank.

4) If attendance status = "Not attended" be sure that hours served = 0. It should not be left
'null' or errors will occur for teams.

6. Do not designate your staff or partner staff as Volunteer
Leaders.

Staff members can be Opportunity Coordinators, but they are not Volunteer Leaders and their
hours do not qualify as volunteer hours. Hence, they should not have connection records in the
system.

ONLY grant Volunteer Leader role to contacts that have the Volunteer Profile. (Inability to
update multiple records in the connections grid is an error that occurs if an improper volunteer
leader designation is made).
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NOTE: If members of your staff DO lead volunteer opportunities that are NOT part of their job
responsibilities, then they should create a separate contact record for that purpose, using a
personal email address instead of their work address.

7. Be careful when using the data loader to bulk load
locations, occurrences, and volunteer opportunities

If you are using the data loader to bulk load Volunteer Opportunities, Occurrences and
Locations -- and find that the opportunities do not appear in search, double check that you are
filling all required fields and getting information into the CORRECT fields.

As we learn of problems folks have had -- we'll note them here to save you from making similar
data errors:

1) When bulk uploading locations. Make sure that zip codes are mapped to the "Zip/ Postal
Code"(lookup field), and not the Zip code (text field).
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Diagnosing problems using the HOC Support

Reports

When certains kinds of records in your database are missing required fields, it can cause
problems in your system such as volunteer opportunities not showing up on your public
site when intended, encountering error messages when trying to edit the records and at
the most dire breaking your public site. Even though we advise you time and time again not

to delete records in your system, we recognize that key data sometimes is deleted by
accident. Never fear, we have installed some tools to help you diagnose the problem.

Missing Information Reports

HOC Support

@, Find reporis and dashboards ATl Rems ¥ | | ANTypes

Action Narme ¥ & Falder Created By

B i Pl SR A RUIUILIRR,

= — Security D:currence-\r‘o.'un!eiar Leader HOC Support Ordoaui. A

= ~— ‘iecur.iw Connections- Voluntear I.endraril HOC Support Oirdogui, A
- Coulu.cl Recflda I55ue L|:;-_-.|Ise HOC Support Crrdogui, An

. — r-'l.-asum In!ormat-nn-‘.u'o. HOC Support

“ M.Iﬁs-.lnﬂ In!c}nnatlc..?..clcr. . o . HOE Support

In order for volunteer opportunities and their occurrences to appear on your public website,
they cannot be missing any required fields. We have created two reports, Missing Information -
VO and Mission Information - Occ to help you diagnose if you have any Volunteer Opportunities

or Occurrences which are missing required fields.

HandsOn Connect - Advanced System Administrator Guide
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Missing Information - Volunteer Opportunity

Filtered By:lor2orJordorborforFor8or8or 10 OR 11 OR120R 13 Edit
1. Voluntear Opportunity: Volunteer Opportunity Hame equals
2. Status equals
3. Type egquals
4. Schedule Type squals
5. Start Date equsls
6. End Date equals
7. Managed By equals
£. Managing Organization equals
9, Organization Served sguals
10. Default Location equals
11. Maximum Attendance sguals
12, Minimum Age equals
13, Minimum Age (w/ adult) 2guals

Volunteer Opportunity: Volunteer Status Type Schedule Start Date End Date '.‘Eﬂ-ll]eﬂ r.|anag|ng quanlzatlun Default Location Maximum Minimum Minimum W! wi
Dpportunity Name Type By Organization Served Attendance Age aclult)

Sel-Repored Volunlaes Hour Inactive Praject ToBe 10242012 1002412012 Pariner Setf-Repoding Unigue
Scheduled Location

In the MIssing Information - Volunteer Opportunity report you will see 13 filter criteria at the
top. Those are the 13 required fields that if left blank will affect your Volunteer Opportunity
appearing on your website. If the report pulls up Volunteer Opportunities missing data you
should look to see which of the 13 fields are missing data. You should immediately address any
volunteer opportunities which are in active status and are still upcoming. If the volunteer
opportunity is in any status other than active or the date has passed it isn't critical that you
address it (although for good housekeeping and to help diagnose future problems it is a good
practice to take care of those when you get a chance).

As you can see in the example above this volunteer opportunity is missing the Managing
Organization and Organization Served (probably as a result of 2 organizations being merged
and orphaning this self-reported opportunity). Because this is in inactive status, | don't have to
clean it up. Please note self-reported opportunities are unique because none of their fields can
be edited so you may find some orphaned self-reported opportunities if you've been de-duping
organizations.

HandsOn Connect - Advanced System Administrator Guide Page 12



HandsOnConne -:.-'......

Missing Information - Occurrence

# Missing Information-Occ

.

Report Generation Status: Complele

Report Options:
Tirme Frame

Summarize mformation by Show Diate Field Range

~Hane-- [=] |ANsccumrences [=] | |EndDste 5 Time [=] [custem [=]
Fram Tao

Run Report ¥ Hide Details | Customize Lave Save As | Delete | | Printable View | Export Details

Filtered By=1 OR2OR30OR4 ORS5 OR & Edit
1. Location equals
2. Volunteer Opportunity equals
3. Start Date & Time aquals
4. End Date & Time aquals
5. Status equals
6. Maximum Attendance aquals

Occurrence: Occurrence ID +  Location Volunteer Opportunity  Start Date & Time End Date & Time Status  Maximum Attendance

QC-023362 Trowico Warehouse 43002012 12:00 AW 812012 12200 PM Aclive
QC-029515 n & ini BI312012 10:00 AW 8312012 400 M Active

Grand Totals (2 records)

o

In the Missing Information - Occurrence report you will see that there are 6 filter criteria for the
required fields in occurrences. If you have occurrences appearing in your report check to see
which of the 6 fields are missing and then address them. As with Volunteer Opportunities, if the
Status is Active and the Occurrence end date is in the future, you should fix the Occurrence's
missing data. If the status is not Active or the date has passed it isn't critical to address it, but
for good housekeeping you may want to clean them up. As you can see in the example above,

the Occurrences are missing the Volunteer Opportunity. Please note you cannot delete

Occurrences which are missing Volunteer Opportunities. If you want to delete them for some
reason you will first need to associate them with a Volunteer Opportunity (and it must be one

whose dates encompass those of the occurrence) and then you'll be able to delete the

occurrence.

It is a good idea to run these reports periodically to make sure your data is complete. If you
have active Volunteer Opportunities and/or Occurrences whose end date is in the future, not
only will missing data cause the volunteer opportunity and occurrence not to appear on your
website, but it can cause other opportunities and occurences to not appear and eventually

could break HandsOn Connect until your data is fixed.

HandsOn Connect - Advanced System Administrator Guide
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First things to do before deactivating a user
or removing portal access. Some tips on
staff changes:

Don't replace or update a user. Always deactivate an old
user, and create a new one.

There is often the impulse to just 'update' one contact record with another's info (as well as
their user record) - but this is not the best way to go. Because if you do so - you've sort of
turned two people into one and will never know what the 'old user' did, and what the 'new user’
did.

Instead - create a new record for the new staff person - and then remove portal access or
deactivate the user account for the departing staff person. This way you'll preserve the history
of your data.

Additionally you should audit data that affects future actions:

For Internal Staff and/or System Administrators

1. Does the person who is leaving have any system-wide roles like primary System
Administrator, or Opportunity Approval Manager or Partner Approval Manager. If so, you
need to replace them in this role with someone else on your staff. See the next three
articles in this section for the 'how to'.

2. Are their any workflows or email alerts that they are associated with? If so, you need to have
someone else on staff assume the role of sender, or receiver of tasks, email alerts, etc. (See
Managing and updating special email addresses used by HandsOn Connect"

3. Check the HOC Customer Record in the system. Make sure they are not the primary contact,
or the Opportunity Approval Manager, or Partner Approval Manager in this record.

For All Opportunities and Occurrences: Don't change past
records - but update future occurrences and active
volunteer opportunities.

You don't want someone who is leaving the organization to be the Opportunity Coordinator for
any future occurrences! (They won't be able to respond or take action after you remove their
license). You don't want to change past history (then you'll know who the coordinator WAS last
year).... but you need to update future occurrences.

1. Audit your active volunteer opportunities, and make sure the departing staff member (or
partner staff), is not the Default Opportunity Coordinator for any of the opportunities.
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Assign someone else on the partner staff or your staff as the default opportunity
coordinator. (Since this will be automatically populated in future occurrences you create)

2. Look at all occurrences that have an end date > today --- and update each of the occurrence
records to reflect a new Opportunity Coordinator (who will still be on staff).

Change ownership of organization records to an active user

There are a few situations in which having an inactive user as the 'owner' of an organization
record can create some problems. So before (or after) deactivating a user, transfer the
ownership of their organization records to your current system administrator.

To do this go to Setup / Data Management / Mass Transfer Records and click on "Transfer
Organizations" link.

Indicate who to transfer From (the user who will no longer be active), and who to transfer to
(Your system Administrator, though it can be any active user).

After you've done this:

You'll now be able to safely remove their portal access (for partner organizations, volunteer
leaders, etc.) or make their user account inactive (for staff and/or system administrators). This
will preserve the history of all your data -- but make things taking place in the future reflect the
fact that the person is no longer with the organization.

See the remainder of this chapter for specifics on how to manage change for specific types of
users.

HandsOn Connect - Advanced System Administrator Guide Page 16
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How to Change Your System Administrator

If you have a staffing change at your organization and have a new staff person taking over
as your system administrator, there are several places in your HandsOn Connect system
that you will need to make changes so the new system administrator is getting all of the
notices they should and the system continues to operate as it should. Please review the

steps below to make all of the needed changes to reflect your new staffing.

The first thing you should do when changing System Administrators is to let the HandsOn
Connect Team know you are changing System Administrators and giving them the name
and contact information for the new System Administrator.

Also the new System Administrator should create an account for themselves in ZenDesk.

User Changes

App Setup 100 | O | LOGIN  Pagg, g
v Customize Tl | Edit| Login Kirby Davis
+ Create 0 | Eat Lewis Shes
E) Dewslop [ | Eit | Login D'cdogui, At
o [7] et/ Login Stall Saily
Schema Builder —
T | it T lin
Installed Packages -
AppExchange Markelplace 10 | Edit Tester 1, AT
Crifical Updates 1 1 Emt Tester 2 LIAT
O | Eat Tester 3, AT
Administration Setup F | et Tost
B Manage Users B et User Sample. tig
Eiaats [ | Edit Login Van Riper Paige
Mass E sers O | Edt Viest Allison
Reles 7 1eat r - .
Permission Sets
- | Eit Zibp. Kelly

Profiles
Public Groups
Queues

sagml

iyarp
ity

RIS UL, Ry
dhirty training@pointsoight.org

pyarbrough ning@han

rainin: s G

Show me fewer & records per list page

New User | Reset Password(s) | Add Multiple Users

DRI A TN R

System Administrator

Svstem Administrator

§[§Em5§l‘nll‘ll§ gm[

Sstermn Administrator
rerers

m i Iy

mi milnk I

§[§Emﬁgl‘nll‘ll§ gm[

WLV 1L W29 A
TH0/2012 11:11 Al
AMB2012 12:43 P
Q162012 9:18 P
QG201 T:27 P
8i24/2010 2:25 P

0M2:2012 1:53 PI
SI32011 11:28 A
TAS2010 2232 P

& Chat

:

If your new system administrator is new to Salesforce, you will need to add them as a user.

To do that go to Setup/Administration Setup/Manage Users and 1) click on Users, 2) then

click on New User.

HandsOn Connect - Advanced System Administrator Guide
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User Edit Layout | User Profile | Help for 1

Larry Deckel

Permission Set Assignments [0] | Perscnal Groups [2] | Public Group Membership[10+] | Queue Membership[d] | Managers in the Reole Hierarchy [3] |
Remote Access [4] | Third-Party Account Links [0] | Login History [10+]

User Detail Edit | | Change Password || Login
Name  Larry Deckel Role CEOQ
Aliaz LDeck UserLicense  Salesforce
Email Prefile  System Administrator
Usarname Active v
Community Nickname  |deckel_training | i Marketing User

Create the new user by entering their email address which will become their username.

Give them a User License of Salesforce, and then their Role should be CEO, and their profile
"System Administrator"

Be sure to save the record and check the box "Generate New Password and notify user
immediately".

Next you will need to update the system emails to use the
new System Administrator

Go through all the email settings described in the chapter in this manual, Managing and
Updating Special Email Addresses used by HandsOn Connect

For each setting, you will need to remove the departing system administrator and use your new
system administrator user account.

Once all email addresses have been updated, you can
deactivate the old system administrator account

User Edit Save | Save & New | Cancel

General Information I =Required Information
First Name Josh Role I CEO
Last Name I Kidd User License I Salesforce

ARss Ijkidd Eaoiia System Administrator $ | i
Email |/ jkica@pointsofiight.or sl | |

Username I Jkidd_training@handse Marketing User
Community Nickname I Jkidd i Offline User
Title Sales Anywhere User
Coempany Force.com Flow User
Department Accessibility Mode i
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Go to Setup / Administration Setup / Users and click on the user account for the departing
system administrator. Uncheck the checkbox marked active, and save the record.

NOTE: You will be unable to deactivate a system administrator if they are still being used for
any of the special email addressed used by the system. (See step above)

NOTE: If the System Administrator is also the Partner Approval Manager, Opportunity Approval
Manager, and/or Volunteer Leader Approval Manager, you will need to make additional
changes before deactivating this user. See the posts that follow in this chapter for updating
those organizational roles.

Note: If the user is being used by any email alerts in the
system, you will be notified that you cannot yet deactivate
the user.

Unable to Complete the Requested Change

Your changes could not be completed for the following reasons.

Reason Section

This user is being used by email alerts. Email Alert

Click here to return to the previous page.

Clicking on the email alert link will take you to a list of all the email alerts. You'll have to check
each one and insure that this user is not the sender or a recipient.
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Here we tried to deactivate Davis Kirby - and found he was

Expand Al | Collapse Al

@, Quick Find

‘orce.com Home

jystem Overview

‘ersonal Setup

+/ My Personal Information
+ Emall

¢ Import

+ Desktop integration

+ My Chatter Settings

+ My Social Organizations and
sontacts

Ermail Alert
SuperDuper Silver Youth

= Back to List: Email Alerts

Printabie View | Help for this Page

Rulos Uging This Emai Alort (1] | Approval Processos Using This Email Alert 0]

Email Alert Detail Edit Delote  Clone

Description  SuperDuper Silver Youth Email Templatoe
Unigue Name  SuperDuper_Silver_Youth Object
From Email Address  “routco+System_Test@gmail.com”
<troulco+system wide@gmail com>
L L 1100 12 LI LA LU
Created By  Dawis Kirby, 5M17/2011 11:54 AM Modified By

Edit Delete Clone

It gmgil send Urren lun
Contact

Davis Kirby. 5M17/2011 11:54 AM

\pp Setup Rules Using This Email Alert Rules Using This Email Alert Help
+/ Gustomize Action Rule Name Deseription Object Active
2iGreads Edit| Del| Deactivale  SuperDuper Silver Young Adull This goes to Age: 10 - 16 for 100 - 249 hours of service Contact v

Apps

SR Approval Processes Using This Email

Objecis Alert Approval Processes Using This Email Aert Help

Packages )

This alertis currently not used by any approval procasses
Report Types
Tabs

~ Back To Top Always show me fewer & /% more records per related list

B Workflow & Approvals
Workfiow Rules
Approval Processes
Flows
Tasks

If the user is used as a named user in any email alerts, you'll need to change these as well,
before you can successfully deactivate the user account.

Note: Be sure that at least one person on your staff is given the profile of system administrator
before you deactivate the original system administrator.

Note: You should avoid having more than two system administrators in your system.
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How to Change Your Partner Approval
Manager

If you have recently made or are about to make staffing changes to your Partner Approval
Manager, please follow these steps to transition HandsOn Connect to the new approval
manager. These steps will ensure that your new Partner Approval Manager gets all the
notifications they should of new partners and partner changes. If the new approval

manager is new to your staff you will first need to set them up with a user login for
Salesforce and then follow the steps below.

Change Control Panel Setting

_— search Voelunieer Upponun search Paige WVan Riper

Home  Organizations Contacts Volunteer Events Volunteer Opportunities  Locations  Volunteer Teams Documents Reports  Contg2! Panel

HandsOn Connect Controd Panel e ~-—d
General infarmation

Genera)
@ Site Configuration o Hands0n Network is dedicated to inspiring, equipping and mobilizing people to take action that changes the world. We balieve that HandsOn €
\"-"‘/ best-of-breed tools necessary to bring this vision 1o ife in your community

To suppor you in this effor, we have provided a Control Panel to simiplily the process of maintaining the configuration and content found on you
addition, the Hands0On Connecd Team is hare to support you alang the way with information on training, technical suppod, and regular enhance

For more infarmation, please visit www handsonconnec org

To change the Partner Approval Manager lookup field in all organization records, 1) go to the
Control Panel tab and 2) click on Site Configuration.

Change Partner Approval Manager

HandsOn Connect System Defaults Save
Partner Approval Manager || arry De}EEij Q) ¥ }.51; to ALL Orgs.

Opportunity Approval Manager Paige Van Riﬂ&l‘ Oil W Applyto ALL Orgs.

- @
-
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Scroll down to the HandsOn Connect System Defaults section in the control panel and 1) look
up the new approval manager, 2) check Apply to ALL Orgs (if they are going to be the approval
manager for all organizations) and 3) click Save. After you click save the check in the Apply to

ALL Orgs will disappear but it should have pushed the change to all organizations.

If you get any error messages from Salesforce after doing this, you'll need to see if some of your
organization records are missing required fields that are preventing the batch update from
taking place. If you do - open a support ticket in zendesk and we'll help you track down which
organizations are missing required information.

Check Partner Approval Manager on Organization Records

¥ Designate How Velunteer Opportunities for this Organization are Approved
Auto Approve Opportunity Opportunity Approval Manager Palge Yan RlE B&f

Partner Approval Manager  Lany Deckel h

You should spot check several organization records to make sure the change was successfully
made. Sometimes there is bad data in the system that may prevent the change from being
applied globally. If that is a case open a help desk ticket in ZenDesk so we can help you
diagnose the issue. You could also create a list view of nonprofit organization showing the
partner approval manager and make sure it is the same for all.

Partner Approval Manager Public Group

b Lreae Edit| Del Happy Campers HappyCampers Admin 9999, HandsOn Conned 10M7R2010 5202 FW
*) Develop Edit|Del H onzof lanager HOCDSponsorianagers Deckel, Larry 1102012 251 PM
- ::I:r:a Bullder Edit| Del Jumping for Joy Jumpingforioy Admin 8999, HandsOn Conned 10172010 5:02 P
Installed Packages Edit | Del Justics League of Americs Justicel eaquesfémenics Admin 9988, Hands0n Connact 10M 72010 5:02 PIA
AppExchange Marketplace Edit| Del Maco Haco Admin 9999, HandsOn Connact 10M7R2010 5:02 PM
Critical Upcates Edit | Del Iy favorite Padners WtzvortePartners Dackel, Larmy TH2/2011 210 PM
Edit| Del Oppodunity Approval Manager OpportunitrApprovalilanager Deckel Larry WE2011 T:38 PM
Administration Setup Edit| Del DrgReview Team QrgReviewTeam ir i 411912011 2:06 PM
B Manage Users Edit| Del Partner Approval idanager PanngrApprovaibanager Admin HandsOn Conn 2M/2011 42T PM
Users Edit| Del Program Staff ProgramSiah Dieckel, Lary WTI2010 212 PM
Mass Email Users Edit| Del Programming Staff ProgrammingStat Deckel Lamy 2M42011 206 PM
::"Ig—slssion Sels Edit| Del Programming Team FrogrammingTegam Deckel, Larmy 162012 742 PM
Profilas Edit| Del Repod Scheduling Test Report Scheduling Test Van Riper, Paigs 412602012 12249 P
Edit| Del Selected Podal Users SelectedPoraiUsers Deckel Lamy 1GI2012 7.20 PM
Edit) Del Tigr 2 Suppon Tief2Suppoen Deckel Lary 62010 9:36 PM

Next you should go to Setup/Administration Setup/Manage Users and click on Public Groups.
Find the public group named Partner Approval Manager and click on the name.
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Group Help for this Page @
Partner Approval Manager
Edit | Delete
Label  Pariner Approval Manager
Group Name  PafnerApprovalldanager
Grant Access Using Herarchies ¥
Created By  HandsOn Conned Admin 9999, 21172011 4:27 PM Modified By  Hands0n Connedt Admin 9998, 9M1:2011 4:27 PM

Wiew Al Users

In the Partner Approval Manager group you will see a list of all users assigned to that group.
Click on Edit.

Add New Partner Approval Manager to Group

Group Membership

Group: Partner Approval Manager o

N’
Group Information Save | Cancel

Edit Public Group
Label | Partner Approval [Wanager

Groap: Mame | Partnerfpprovalianager

Grant* Access Using Hierarchias =1
T A . [=] for Find
Available Members. Selected Members
User: At O'rdogui . Lamy Deckel -
User: Client 33599
User. Daas Kirby o
User. HandsOn Connect Admin 9999 p-—
User: HandsOn Connect Demo (Traming) Dame & Training Add
User: Josh Kidd 3
Liser. Paige Wan Riper r {'

User: Sally Staff Re mn:uee
-

Next in the search box 1) select Users and 2) remove the old Partner Approval Manager and 3)
add the new manager and 4) click save. The New Organization Registered and Organization
Profile Update Notification email alerts are both set to be sent to the members of the Partner
Approval Manager public group so you don't need to go to those email alerts and make the
change as long as you update the public group.
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If you want more than one person on your staff to receive email notification when a new

partner applies, you can add additional users to this group.

Check that the email alert "New Organization Registered"
is being sent to the Partner Approval Manager Group

Home Chatter Organizations Contacts Locations Volunteer Events Volunteer Opportunities Occurrences Conr Teams D

Expand All | Collapse AN
- - Emall Alert ) . . Printable View | Help fi
. Quick Find New Organization Registered (Managed)

« Back to List: Email Alerts

Force.com Home
*, This Email Alert is managed, meaning that you may only edit certain attributes. Display More Information

System Overview

Rules Using This Email Alerti1] | Approval Using This Emai Alert (0]
Personal Setup Email Alert Detail Edit | Clone
* My Personal Information D New Organization Reg Email Template  New Organization Registered
=/ Email Unique Name  New_Organization_Registered Object  Account
) Import Namespace Prefix  HOC
*) Desktop Integration Instalied Package  HOC
My Chatter Setti
=l 'f‘“s From Email Address  Current User's email address
* My Social Organizations and -
Contacts Reciplents  Group: Pariner Approval Manager
Addily
Croated By  Client 9999, 7/8/2010 6:33 PM Modified By  Larry Deckel, 9/7/2011 6:16 PM
App Setup i ==
» Customize Edit = Clone
& Create
Apps : s =
Rules Using This Email Alert Rules Using This Emal
Custom Labels
Objects Action Rule Name Desgeription ot
Packages Edit| Deactivate New: nization This rule sends an email lo the partner approval manager when a new agency registers through the Ag
Report Types - . Registered agency section on the public site.
Tabs

Approval Processes Using This Email

B Workflow & Approvals
Alert

Workfiow Rules
Approval Processes
Flows

Tasks

This alert is currently nol used by any approval processes

~Back ToTop

Email Alerts

Always show me fewer A | % more records per related list

Approval Processes Using This Emai

In some older instances of HOC this might have been set to an individual user. Update it if

necessary to use the Group.

Edit Approval Task User

tacts wvolunteer bvents  Volunteer Upporunities  Locatons  Volunteer leams Uocuments Hepors  Lontrol Fanel LM

Lnater +*

All Tasks

Tasks are the templates that workflow rules use when aulomatically a55igning tasks to users

View: | Al Tasks [=] Create Mew View

Help for this Page G

ABCDEFG M I JEKLMHEHDDPIARSTIUY W X Y Z Oher Al
New Task
A Subject + Due Date Priority  Status Assigned To Notity Assignes Type
Edit k. Mew Drganization has regisben Created Date + 1 days Mormal Mot Started  User: Lamy Deckel Account
Edd &, Mew Volunteer wraitin gl Rule Trigger Date « 1 days Mormal  Not Started  User: Palge Van Riper Volunteer Opponunity
AB CDEF G HII K i QP QRS TUY W X Y Z Other AN

Go to Setup/App Setup/Create/Workflows and Approvals and click on Tasks. Find the "New

Organization has registered" task and click edit next to it.
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Change Assigned User

Edit Task elp for this Page I

New Organization has registered (Managed)

Create 3 task to associate with one or more workflow rules. approval processes, or entilement processes. Vhen changing a task any modifications will apply to all rules, approvals, or entilement
processes associaled with i

*, This Workflow Task is managed, meaaning that you may enly adit certain altributes. Display Mare Information

Save | | Save & Wew Cancel

Edit Task 1 = Required Information
Object  Account Status I Net Staded T=1

Assigned To |m Q) Lis Ildulmalﬂ

Subject | New Organization has reg

Kkie Mang |I-JE'.\_{)rganlra'.|0n__haa__|f i

Hamespace Prefic HOC

In the Assigned To field do a lookup to the new Partner Approval Manager and select them and
then click save. You have now completed all of the steps needed to change the Partner
Approval Manager for your organization.

The new Partner Approval Manager will now receive all email alerts and tasks when a new
partner organization registers and when an existing organization edits its organization record.

Make sure Your HOC Customer Record reflects the New
Partner Approval Manager

HOC Customer Creale New View = @

New Organization | | ©J A|B|C|D|E|F|G|H JIK/LM/N O P QRS TIUWV WX Y Z| Obhe | Ml
Action Organization Ham... Import ID Type HOMN Affiliate 1D HOC Domain Hame Syndication Logo ... Opportunity Appr...  olunteer Leader... La
EditlDel] HandsOn Conngcd HOC Cuslomer 9999 hiipUdemo hands lserdetiserdelima... ArO'rdogul Palge Van Riper o

Go to your HOC Customer organization record (the one for your organization). You can find
that by going to the Organization Tab and clicking on the view named HOC Customer then click
on your organization name.

Change Partner Approval Manager

¥ Designate How Volunteer Opportunities for this Organization are Approved

Auio Approve Opportunity Opportunity Approval Manager A Crrdogui f

Partner Approval Manager E-l:ke
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Once you're in your HOC Customer record for your organization scroll down to the Designate
How Volunteer Opportunities are Approved section and make sure the new Partner Approval
Manager is correct in the HOC Customer Record. If not, select the new partner approval

manager in the lookup field. Your new Partner Approval Manager should be all set to start
approving new partners now.
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How to Change Your Opportunity Approval
Manager

If you have recently made or are about to make staffing changes to your Opportunity
Approval Manager, please follow these steps to transition HandsOn Connect to the new
approval manager. These steps will ensure that your new Opportunity Approval Manager
gets all the notifications they should of new opportunities and occurrences being submitted
and of changes to existing opportunities and occurrences. If the new approval manager is
new to your staff you will first need to set them up with a user login for Salesforce and then
follow the steps below.

Change Opportunity Approval Manager in Control Panel

Home Organizations Contacts Volunteer Events Volunteer Opportunities Locations Volunteer Teams Documents Reports Curug-l’anel )

HandsOn Connect Control Panel
Geaneral Information

General

Site Configuration Hands0On Metwork s dedicaled o inspiring, equipping and mobilizing people to take aclion thal changes the world, We believe that HandsOn ¢
best-of-breed W0ols necessary o bring this vision 1o §ife in your cormmunity.

s Ta runmard vass in e alad wes haes rrmddnd 2 Mankeal Danal ks cimalih tha aracaes s af rasistsinins e canfiasesbiian and canbant faond am s

1) Go to your Control Panel tab and 2) click on Site Configuration.

Globally Change Approval Manager

HandsOn Connect System Defaults Save
Partner Approval Manager Larry Deckel Q_‘ Applyto ALL Orgs. Volunteer Leader :EEF;U:: Paige \an Riper Di | Applyto ALL Crgs.
Opportunity Approval Manager F'EIIgE Van Riper CL 7 Applyin ALL 'UI'Q$

Save
o

If your organization uses the same Opportunity Approval Manager for all opportunities you will
want to globally change the manager. 1) Perform a lookup to the new Opportunity Approval
Manager, 2) check Apply to ALL Orgs. and 3) click Save. **Please note once the changes are
saved the check in the Apply to ALL Orgs box will disappear but it will have been applied to all
opportunities.
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Note: if you use different opportunity approval managers for different organization's
opportunities -- you will have to manually update these records. Checking on 'apply to all orgs'
will update ALL records with just the one opportunity approval manager.

Notes about error messages you may receive:

+ If you get an error message sent to you via email saying there were errors updating records,
you'll need to track down the source of the errors. You get this message if any of your
organizations, volunteer opportunities or occurrences are missing required information.
(This can happen if you delete records from salesforce that are used by other records :-(

+ To track down Volunteer Opportunities that may be missing required information, run the
report "Missing Information- VO" in the reports tab. It'll show you any opportunities that are
missing required fields. If you need help fixing up these 'corrupted' opportunities, open a
zendesk ticket or come to a lab for help.

+ To track down Occurrences that may be missing required information, run the report
"Missing Information-Occ" in the reports tab. It'll show you any occurrences that are
missing required fields. If you need help fixing up these 'corrupted' occurrences, open a
zendesk ticket or come to a lab for help.

* You can ignore any errors related to volunteer opportunities and/or occurrences that are
"Self-Reported Volunteer Hours". These are special records used for self-reporting - and
cannot be edited or changed. its not necessary for the bulk update of opportunity approval
manager to make changes to these records.

Double-check that the global update was successful

¥ Organization Information

Managed By  Pariner Organization Served  Trouico

Managing Organization Troubco / Organization Served URL hitp:fidema handsonconnecl org®OC  Organizatio
Opportunity Approval Manager Paige Van Riper

Opportunity Approval Manager puEnrp: grﬁ-"-gmmscﬂlgm arg

Email

Go check some Volunteer Opportunity records or create a list view of volunteer opportunities
including the Opportunity Approval Manager field to make sure they were globally updated.
Sometimes if there is bad data in your system, the batch update will not work properly. If you
find not all Opportunity Approval Manager fields have the new manager's name, please open a
ZenDesk help ticket so we can help diagnose the issue.
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Change Opportunity Approval Manager Group Members

ez,—;u Del nity Approval Manager OpportunitvApprovalanzger el Larry
Administration Setup S Ediit | Del Org Review Team QrgReviewTeam Kirby, Diad
B Manage Users Edit| Del Parner Approval Manager Partngrdy walld gn [ Admin Han r
Users Edit| Del Program Staff ProqramStaf Decksl, Lamy
|
Mass Email Users Edit Del Programming Stall ProgrammingSiall Deckel, Lany
Roles
N Edit)| Del Programming Team ProgrammingTeam Deckel Lanmy
Permission Sets
Profiles Edit| Del Report Scheduling Tast Report Scheduling Tast Van Riper, Paige
o Eoit| Del Selacted Portal Usars slecledPotalUse Deckal Lay
o Al Pl Tias D Cosms -, T A e I - Fiasleal | e

Go to Setup/Administration Setup/Manage Users and 1) click on Public Groups, 2) find the
Opportunity Approval Manager group and click edit next to it.

Change Group Members

Group Membership

Group: Opportunity Approval Manager

Group Information Save | Cancel

Edit Public Group g

Eaba) I Opportunity Approval Man

Group Hame I OpportunityApprovalMana | i

Grant Access Using Hierarchies "1

Search: | Users E] far: Find
g Available Members Selected Members
User: Art O'rdoqui - Paige Van Riper »
User: Client 9999
User: Dawis Kirby o
User: HandsOn Connect Admin 9999 —
User: HandsOn Connect Dema (Training) Demo & Training Add
User: Josh Kidd b

User: Larry Deckel

User: Sally Staff Re mn'._.e

()

1) In the Search box select Users and 2) then add the new Opportunity Approval Manager and
3) remove the old Opportunity Manager and 4) click Save. This will change the recipient of the
Occurrence Approval Requested and Opportunity Approval Requested email alerts to the new
Opportunity Approval Manager.

Note: If you have multiple people in your organization who review and approve opportunities,
you can add as many people as you wish to this group.
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Update two email alerts: "Occurrence Approval Requested”
and "Recurrence Approval Requested”

Edit Email Alert

Occurrence Approval Requested (Managed)

Help for this Page &

Create an email alert to associate with one or mare workflow rules, approval processes, or entitement processes. When changing an email alert, any modifications will apply to a
rules, approvals, or entittement processes assoclated with it.

This Email Alertis managed, meaning that you may only edit certain attributes. Display More Information

Email Alert Edit Save | |Save & New | |Cancel

Edit Email Alert I = Required Information

Description I Occurrence Approval Requested

Unigue Name IDch"rercc_Approval_ i

Namespace Prefix ~ HOC
Installed Package HOC
Object Qccurrence

ENARTMpthe I Occurrence Approval | Cﬂ

Recipient Type Isgarcn: User +| for: Find
Recipients
Avallable Recipients Selected Recipients
User: 2002 HOC Admin Croup: Opportunity Approval Manager

User: Christina Andoni
User: Tricia Thempson

Add

Remove

Go to Setup / Create / Workflows & Approvals / Email Alerts and update the Recipients field for
two email alerts: "Occurrence Approval Requested" and "Recurrence Approval Requested"

Recommended Recipients for these two alerts:

\L 1) If only one opportunity approval manager is used or you want ALL your opportunity
approval managers to receive email notifications, set the recipient to: Group: Opportunity
Approval Manager. This will send the email alert to everyone in the group you updated in the
step above.

(i.e. ALL opportunity approval managers will receive emails for all opportunities.)
(Set search to Group, in order to find the Opportunity Approval Manager Group)

2) If you use different opportunity approval managers for each organization (i.e. one person has
agencies on the west side, another covers agencies on the east side), then set recipient to:
Email Field: Opportunity Approval Manager Email. In this scenario -- only the one person
assigned as the opportunity approval manager for their organization will receive the email
alerts, based on who was designated as Opportunity Approval Manager for that organization's
opportunities.

(Set search to Email Field, in order to find the email field, Opportunity Approval Manager Email.
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Note: The email alert "Opportunity Approval Requested" is no longer used.

Update two task records:

Vol Teams © ions Documents Reports + ~

Home Chatter Organizations Contacts Velunteer Events Volunteer Opportunities  Occurrences

Expand All | Collapse All
Help for this Page &9

All Tasks

Tasks are the lemplatas that workfiow rules use when automatically assigning tasks to users

&, Quick Find

Force.com Home .
View: | Al Tasks = | Create New View

ABCDEFGHIJKLMHNOPO OGRS TUV WX Y Z Other Al
System Overview ! ¥ ¥

New Task
Personal Selup Action Subject + Due Date Priority Status Assigned To Notify Assignee Typo
+ My Personal Information Edit * New nization has regi: Creatad Date + 1 days Mormal NotStaried User : Tricia Thompson Account
» Emall Edit . New Voluntser Opponunity awaiting approval Rule Trigger Date + 1 days Normal NotStared User: Tricia Thompson Volunteer Opporunity
* Import o Edit +. Qcourrence Approval Reguested Rule Trigger Date + 1 days Mormal NotStarted User: Tricia Thompson Qoourrence
: ::s::::‘:‘:f:;:: E b Rec Approval R Rule Trigger Date + 1 days Mormal NotStared User: Tricia Thompson Recurrence

A'BCDEFGHIJKLMHNOPOQRSESTUV WX Y Z Other Al
App Setup

» Customize
& Create
Apps
Custom Labels
Objecis
Packages
Report Types \g
Tabs
B Workflow & Approvals
Workflow Rules
Approval Processes

Flows

asks

Next go to Setup/App Setup/Create/Worklow & Approvals and 1) click on Tasks, 2) click on edit
next to Occurrence Approval Requested, and after completing that (see below) you'll do the

same for 3) Recurrence Approval Requested.
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Change Task Assignment

Edit Task Hel;

Occurrence Approval Requested (Managed)

Create a task to associate with ane or more workflow rules, approval processes, ar entittement processes. When changing a task, any modifications will apply to a
approvals, or entitlement processes associated with it.

This Workflow Task is managed, meaning that you may only edit certain attributes. Display More Information

Save  Save & New  Cancel

Edit Task 1 =Requ

Objeet  Occurrence Status I Mot Started
Assigned Te I Tricia Thompson Priority I Mormal =
Subject

I Occurrence Approval |

Unique Name IOccurerce_Approval_ i

Namespace Prefix HOC
Installed Package HOC

LD I Rule Trigger Date *|lplus  +]]1 days

Notify Assignee

Description Information

Comments  [a how occurrence has been submitted and is awaiting approval. To access

this occurrence click on the occurrence 1D in the ‘related to' field

In edit mode go to Assigned To and do a lookup to the new Opportunity Approval Manager and
click Save. Now you are all set for your new Opportunity Approval Manager to start receiving
notifications when new occurrences are submitted or edited.

Now repeat this for the Task "Request Approval Requested" -- so that when a recurrence is
submitted a task will be created.

Only one person in your organization can be assigned to a task.
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What to do when a Partner Staff leaves one
organization and goes to another

When a staff member at a partner staff leaves their position, and no longer should have
access to their partner portal, you need to perform a couple of steps to do this.

Before deactivating this user, make sure they are not the
opportunity coordinator for any opportunities or future
occurrences

To do this, create a view of all volunteer opportunities where they are the coordinator.
Do the same for all occurrences where they are the coordinator.

Assign someone else to be the Opportunity Coordinator for these opportunities and
occurrences so that you don't have volunteers reporting to someone who is no longer with the
organization!

NOW that you know this person has no volunteer management responsibilities, you can begin
the process of unassociating them with their organization.

Deactivate their portal access for the organization.

Click on 'Change Profile" in the handsON Connect Shortcuts section of their contact, and change
their Login Access from "Partner Staff" to "None"

+w HandsOn Connect Shortcuts

HandsOn Connect C‘-I_

Here's your at-a-glance vie Volunteer
Valunteer Leader

¥ Login Access Granted. 1 Partner Staff Change Profile Resel Password Log in as this Contact

(Optional) Update their Related Organization record:

If you want to keep track of their prior relationship to this organization, look at their related
organization record in the related lists and click on "View Relationship".
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Contacts » Petar Parker

Related Organizations

1 item « Sorted by Organization Mame + Updated a few secands ago

ORGANIZATION NAME T w  DIRECT “  ROLES e

*C ACCESS w WOLUNTE

Add Relationship
-

Ef MANAGEMENT STATUS v

Active Partrar -
Ve Belationghip

W

Uncheck the "Active" box and select a role that describes their prior relationship. (You can
customize the roles available to include an item like "Former Employer".

You can fill out the start date and end date to indicate how many years they worked for that

employer.

w Organization Contact Relationship Information

Organization m ?
Troutco Available Chosen
Opportunity Coordina., ﬁD Former Employer
Employer
4
Board Member
Other
Contact Active
Peter Parker
HOC Accass . Start Date
--None-- - =]
End Date
&

~ System Information

Created By
9015 HOC Admin, 10/26/2018 9:14 AM

Cancel

Last Modified By
9015 HOC Admin, 10/26/2018 9:14 AM

If they are switching to another organization or becoming a
volunteer, change the organization they are associated

with:

ontact Information
Contact Owner [} Paige Van Riper [Change]
Hame Penealope Parner

Middle Rame

Username

paigeantiper+ppatnen@gmail com

Registration Status ~ Registered

Organization Name |Indwidual &) e

(0] volunleer inanager

Adeare Infasmabian
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You can change their account to another organization, or leave the organization name blank if
they are just going to be a volunteer. (That will trigger a household to be created for them if
you are on the HouseHold Model. Or assign them to the account "Individual" if you are using
the 'bucket account' model.

Once you move them to another Organization - you can grant them partner staff profile for
THAT organization if desired.

If they are no longer going to use system at all, there's no harm in leaving them associated with
their original organization -- but you might want to update their title to "Former Volunteer
Manager" and uncheck the 'active’ box.

If you DO change them to another organization, you may want to make a comment in chatter
for that record, explaining when and why they moved from one organization to the other. You
might also want to make a note in the organization record.

If their email address is going to change, update the email address field in the contact record as
well.
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Managing and Updating Special Email
Addresses used by HandsOn Connect
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Default Workflow User

By default, workflows typically use one email address as the sender of email alerts in the

system. This is called the default workflow user.

(It's possible to change the sender of any email alert to other users in the system, or to an

organization-wide email address but by default, its typically the default workflow user)

If you have a staff person leaving the organization, before you can deactivate their

salesforce license you'll need to designate someone else to be the default workflow user.

Default Workflow User

To change the Default Workflow User, go to Setup and search for Process Automation Settings.

~ Process Automation
Approval Processes
Flows
Post Templates

Process Automation Settings

Process Builder
Changing Default Workflow User

SETUP
@ Process Automation Settings

Process Automation Settings

Save | Cancel

Specify a default workflow user. Salesforce recommends choosing a user with system administrator privileges.

Default Workflow User | 9015 HOC Admin Q) if—

By default, the email approval sender is the approval submitter, To override the default sender, select an organization-wide email address.
Email Approval Sender I Approval Submitter

Enabling email approval response lets users reply to email approval requests by typing APPROVE or REJECT in the first line and adding comn
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Then you just need to do a lookup to the new System Administrator or whomever you want to
fill this role and click Save. .

If you want to set workflows to someone other than the
default workflow user you can create additional
organization-wide email addresses

Click here for information on how to create organization-wide email addresses."

HandsOn Connect - Advanced System Administrator Guide Page 38



HandsOnConnect ....

Organization Wide Email Addresses --
Configuring "Affiliate Address”

In general the Organization Wide Email Addresses are emails that you can make available to
System Admins and Staff for use in creating email alerts or sending other emails through
HandsOn Connect.

Customers can create as many organization wide email addresses and grant access to
various profile to use them. More information on the organization wide email address can
be found at salesforce.com Help & Training.

In order to ensure deliverability of emails from the system, many workflows use an
organization-wide email address as the sender of a number of emails.

An example of this is the "Waitlisted Opportunity Now Open" email alert.

This email address is generally set for you when you are first onboarded into HandsOn
Connect. But make sure that you still have this email address as its been noted in the
Control Panel.
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Accessing Organization-Wide Email Addresses

Administration Setup

+| Manage Users

¢ Company Profile

+| Security Controls

¢ Communication Templati
| Translation Workbench

»| Data Management Administration/

Go to Set-up/
Admin Setup/

*| Monitoring Organization-Wide

*| Mohile Administration
¢ Desktop Administration
E3 Email Administration

Addresses

Dreliverability

Qrganization-wWide Addresses

Compliance BCC Email
Test Deliverability
Email to Salesforce

Ermail Footers

e

Delete Attachments Sent as Links

"Affiliate Address" is a special organization-wide email

address used by the system.

Organization-Wide Email mo—
Addresses ity

Actions Dizplay Hame Email Addres=s

Edit| Del troutco+System_Test@Egmail.com

Edit| Del Derno Site

Edit| Del Affiliate Address

Clirk FAit navt tn tha Affiliata Addroce nama

Allowed Profiles

Systemn
Administrator, Staff

Staff System
Administrator

All Profiles

Status
Wearified

YWearification
Reguest
Sent

A Es2011

Fesend
YWerified

It was originally required to be named Affiliate Address - but now you can give it any name you

choose.
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Save | Save and Hew

Organization Wide Email Address Define the email address

you want the default emails
to come from.

Display Hame

Email Address

%) Allowe All Profiles to Use this From Address
(] Allow Only Selected Profiles to Use the From Address

hd

/ Click Save
Save e and Hew | | Cancel

The reason to allow all profiles is that if you use this From Address for an email alert that is
triggered from the public site by a volunteer (such as notification of Volunteer Sign-ups or
Waitlisted Opportunity Now Open) if the Volunteer profile doesn't have access to this From
Address then it could send from the current user's email instead.

When you Save the Email Address, you'll receive an email at that address to verify the
Organization Wide Email Address
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salcy‘ércc

Dear Art Ordoqui,

We have received the following request to add this salesforce.com Organization-Wide Email Address.
New Organization-Wide Email Address:

Click this link to confirm this Organization-Wide Email Address: https:/na7 salesforce com/setup/emai

0id=00DA0000000aAsx&k=UTIDAjlyjD0f3UZWMq TkeMsvImjSYeNIMMb2w aleBbR1k1U3ITs
3D%3D

This link expires 72 hours after the recelgt of this message. To confirm your email address, vou must cli

If vou have anv questions, please contact 7

Click on the link to activat...

Thank vou,

salesforce.com

T

salesforce

%

—

Tharlk you for verifying the Organization-Wide Email Address. The address is now verified.

Click here to continue to salesforce com

Organization-Wide Email —
Addresses ATiRGH

Actions Display Hame Email Address Allowed Profiles  Status

Svstem Verified

Edit| Del troutco+Systern_Test@amail.com § Adrministrator Staff

Werification
Reguest
i . s Staff Systerm
Edit| Del Dema Site Shows as verified [ Sent
Administratar
ararzon
\ Resend]
Edit| Del Affiliate Address clientmanaderighandsonconnect.org All Profiles Vern’ed

Once you've defined the name of the organization-wide
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email address you want to use -- update the control panel

Go to Control Panel and in the System Default section, populate the "Display name of Default
Organization-Wide Email Address" with the same display name you are using on the
Organization-Wide Email address you defined (or edited) They must match!

System Default Save
Migw oro stop signup 5 mﬁ'ﬂ:‘;ﬂfﬁdﬂﬁﬁl HandsOn Connect Domes 7

Addross / Enter the DISPLAY MAME af the Organizatio

e e Wide Email Address you've defined in Setup

33333 Admenister | Qrganization-Wide Addresses |

you wish to use as the default sender of
Include Full o-:l:mr-n.z:cl: HandsOn Connect system-gencrated emails.
Save

If you started with HandsOn Connect prior to May, 2016

Check that you've updated all the email alerts in your system as instructed in the May 2016
Release Notes. (See Item 1in this post):
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Creating new organization-wide email
addresses

You can add additional organization-wide email addresses if desired.

These become available to use as FROM addresses for email alerts, or for any manual
emails sent from Salesforce.

You can control who can use the 'from' address by restricting the address to certain
profiles.

Creating a new Organization-Wide Email Address

Organization-Wide Email Addresses Halpien this Page 9

An organization-wide email address associates a single email address to a user profile. Each user in the profile ¢an send email using this address. Users will share the

same display name and email address.

Organization-Wide Email Addresses Add >

Actions  Display Name Email Address Allowed Profiles Status Created Date

Edit] Del troutco+System_Test@gmail.com froutco+svstem wide@amail.com Svstem Administrator Staff Verified 32011

Edit| Del Demo Site info@handsonconnect Staff System Administrator Verification Request Sent 3/15/2011 [Resend] 3/15/2011

Edit] Del Affiliate Address dientmanager@handsonconnectorg All Profiles Verified 67272011
Add

Go to Setup / Admin Setup / Email Administration / Organization-Wide Addresses
Click on the ADD button
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Edit Organization-Wide Email Addresses Help for this Page ©

An organization-wide email address associates a single email address to a user profile. Each user in the profile can send email using this address. Users will share the
same display name and email address.

Save Save and New Cancel

Organization-Wide Email Address | = Required Information
Display Name I':iandmn Twin Cities |

EmsiiAddmes I linfo@handsontwincitic

Allow All Profiles to Use this From Address
) Allow Only Selected Profiles o Use the From Address

Profiles  [oyerage Customer Portal Manager Standard
Overage Authenticated Website User
Overage Customer Portal Manager Custom
Volunteer
Volunteer Leader
Partner Staff
System Administrator
Volunteer Old
Partner Staff Qld .
Staff v

Save Save and New Cancel

You can choose a display name (what the address will appear as in picklists) and the email
address you wish to use:

Make sure its a valid email address for your organization. Examples: info@handsonyou.org
help@handsonyou.org

Optionally you can limit the use of this address to users with a specific profile.

Limiting to staff and system administrator makes sense for manual emails -- but if you wish to
use them for workflows its best to select "Allow All Profiles to use..." as the workflow may be
initiated by someone using the public site or portals.

Save... and you will be sent a verification email to activate this email address and make it
available for system use.
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Working with Email
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How to update your email templates

HandsOn Connect provides the flexibility to allow users to customize the email alerts sent
out by the system, and the email templates sent out by those alerts and the workflows that
control them.

For this reason - when updates or bug fixes become available for email templates,
correcting merge fields and improving on the messaging sent out by the system emails --
system administrators need to manually update their email templates.

If you've not customized your email templates in any way -- then its primarily a matter of
replacing the contents of the exiting email template, with the 'new' content.

If you have customized your email template text in any way -- you will want to selectively
review new email templates, and decide what content and merge fields you need to
update.

Your System Administrator can edit the HandsOn Connect
email templates to personalize them for your organization.

How Template

Action Email Template Nama + Template Type Available For Use Doscription Ownor  Lost Modified Date

P Coordinator Granl Porda . [ . " —— q

Edit| Ded A ingtor Geanl P L HTML v This @mail notify the afliliale thal they nead 1o grant ponal access 1o the new Volunteer Coordinator HAdmin 1112012

Edit| Del + Mﬂﬁm&}iﬂﬁl& Taxt v Template for VL to email his mambers from the occurance page. Modified by the VL bafona laam VL it Eing 1M12012
DECUMBNCE VOIUNTRETS

Edit| D&l * n Ini n Taxt + this mail is sant to the Agency with the login detgils to access the system rsing 11142042

Edit| Del + New Omanization Regigiered HTML v Sent after agency signup. ming 1112012

Go to Setup / Administration Setup / Communication Templates / Email Templates and
look in the folder HOC Email Templates.

You should see an email template that matches each of the ones found in the zipped archive.
Select your first email template and click on EDIT.
Note that some of the emails are of template type HTML and some are of template type Text.

Updating the HTML templates takes an extra step compared with editing one that is in text
only.
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Click on EDIT next to an email template name

Edit HTML Emall Template

Coordinator Grant Portal Access (Managed)
Use your company's existing Letterhead and select one of Salesforce's pre-defined Email Layout options to create your HTML email template.
Give your template a name and description and place it in the appropriate folder. Note that the Description field is for intemal use only.

Once you have finished creating your HTML email template, check the "Available For Use" box to make this template available to your users.

This Email Template is managed, meaning that you may only edit certain attributes. Display More Information

Email Template Edit Save | | Save & New | Cancel

Email Template Information
Folder I HOC Email Templates
Available For Use 7
Email Template Name I-Coordinator Crant Por-

Template Unique Name ICoord nator_Grant_Po | i

Namespace Prefix HOC
Installed Package HOC
Letterhead  HOC Letterhead
Email Layout  Free Form Letter

Encoding | General US & Western Europe (I50-8859-1, ISO-LATIN-1) *

Description s amail notify the affiliate that they need ta grant portal acce|

Save | Sawve & New | Cancel

Update the email description if your new version has an improved description. (Feel free to
update it further if you want to use your own language to make it clearer to you what the email
template does).

SAVE the change.

NOTE: We do not recommend renaming the email template names. It may create problems
with the email alerts and workflows that use them, requiring further updating on your part.
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To edit the CONTENT of the email, click on the email
template name itself:

HOC Email Templates

Below is a list of all your email templates in the folder selected. Click the new button to create a new text, HTML, Custom, or Visualforce email template. You can use these em:
mass emails, only text, HTML, and Custom templates may be used.

Folder | HOC Email Templates : | Edit| Create New Folder
ABICDIEFIGHIINJKILIMNIOPIQIRISITU|VIW/ XY Z| Other Al

New Template
Action i Template Type Available For Use Description

Edit | Del : inator Gran ' HTML v This email notifies the affiliate thal they need to grant portal access lo the new Organization Contact

Edit| Del & mn;m;;omgmm Text v Template for VL to email his members from the occurrence page. Modified by the VL before team VL it,

Then click on the "Edit HTML" button.

Edit Properties | JEdit HTML Version § Edit Text Version | Delete | Clone

Email Template Send Test and Verify Merge Fields

Subject {!Account.Mame} has added a new organization contact

HTML Preview

Sign Up
Serve

{IAccount. Name} has requested that the following person be granted
access to the organization's account at
{IAccountHOC__ HOC Domain_Name_ c}

MOST of the emails will be of type html - which means you'll have to edit both the HTML version
and the Text Version, as we'll demonstrate here.

If its a 'text only" template -- you'll only have to update the 'text version"
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Edit the body of the email by copying the text from the .txt
file, and by pasting the new content over the existing
content.

Formatting Controls

Font il|sze : 2 A B I U=

Available Merge Fields

Select Field Type Select Field Copy Merge Field Value
Contact Fields

Copy and paste the merge fiald value info & section below.

Save | Preview | Cancel
HTML Email Content

Subject I {!Account.Name} has added a new organization contact

Sign Up
Serve

' {{Account.Name} has requested that the following person be granted
' access to the organization's account at
{lAccountHOC__HOC_Domain_Name__c}

: New Contact's Information:
{IContact.Name}
{IContact.Email}

' {IContact. HomePhone}

iThis request will be reviewed by {{Organization.Name}. Once access has
' been granted by the {{Organization.Name} an email approving the new
: contact and providing a username and temporary password will be sent.

OR: If you have customized your emails and want to retain some of your prior customization --

just edit the sections that need to be updated. Pay particular attention to the corrected merge
fields.

FIRST: Update the Subject Line (this isn't necessary if the subject line hasn't changed)

SECOND: Update the Content of the email. Select ALL of the content and set the font to Arial

and the size to 9 point. (This is the default -- if you want bigger text in all your emails you can
choose to do so).

OPTIONAL: Click the PREVIEW button to see what the email will look like (font sizes, etc). The

preview will still be showing you the merge fields however, this just shows you how it will look
generally.

If you are satisfied with the look of the email:

Then click SAVE

Note: If you are pasting selected text into an existing email template, you MAY find that your
pasted text has a different font size than the rest of the content.

To correct this -- after you are through editing, select ALL of the email's content, and use the
Font and Size picklists in the Formatting Controls and set everything to Arial 9 point.
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Update the Text version also - for users who cannot view
htmi-based emails

Lreanea oy LUUL PV SATHIT, 1T IFEU 1L LU0 PV -

Edit Properties | | Edit HTML Version | Edit Text Version | Delete | | Clone

Email Template Send Test and Verify Merge Fields

Subject {lAccount.Mame} has added a new organization contact

HTML Preview

Sign Up
Serve

Click on "Edit Text Version"

You already have the text version conveniently on your clipboard. So just paste it in!

Click Save.

If you have customized the template and changed the text
(or made selected updates on your email template) - Use
the "Copy text from HTML Version" button.

Save |  Cancel Fup'_.rt&xt from HTML '.r-}rsinn]

Text-Only Email Content

Subject  {lAccount.Mame} has added a new organization contact
Taxt Body

{lAccount.Mame} has requested that the following person be granted access
to the organization's account at {!Account.HOC _ HOC Domain_MName__ ch

Mew Contact's Information:

{IContact Mame}

{IContact.Email}

{!{Contact. HomePhaone}

This request will be reviewed by {!Crganization.Name}. Once access has

been granted by the {{Crganization.Name} an email appraving the new
contact and providing a username and temporary password will be sent.

You'll get a warning the all existing text will be overwritten.
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In many cases, you'll find that some additional spaces are placed between lines. Quickly
remove the extra spaces so that the text version looks good. (Not waste much time on this
though, most people view email as html so few will ever see the text versions.)

Click SAVE.

If you want to test the email template further, you can then choose to Send a Test and Verify
Merge Fields.
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Testing Email Templates and Verifying
Merge Fields

The easiest way to test the content and merge fields in your email templates is to simulate
the conditions under which they are sent from the public site using a test account. That'll
absolutely show you what happens.

Salesforce does provide a way to test from the email template interface -- but it can be a
little tricky. Here's what you need to know.

When viewing the detail page of an email template, click on
the "Send Test and Verify Merge Fields" button

Created By Huchig Singh, 171172012 201 FMm Moditied By 2002 HOU Agmin, YN Sray

Edit Properties Edit HTML Version Edit Text Version Delete  Clone

Email Template Send Test and Verify Merge Fields

Subject [{Organization.Name}] {IHOC__Connection__c.HOC__Contaci__c) has removed themselves from the opportunity {IHOC__Connection__c.HOC__Volunteer_Opportunity__c}

HTML Preview

Sign Up
& Serve

A volunteer has been removed.

Opportunity: {{HOC__Connection__c.HOC__ Volunteer_Opportunity__ c}
{HOC__Occumence__c.HOC__Start_Date_Time__c} -
{!HOC__Occumence__¢.HOC__End_Date_Time__c}

Currently registered: {!HOC__ Occumence__c.HOC__Total_Confirmed__c} volunteers
confirmed for this occumence

Before doing so however, take a look at the merge fields that are being used in the template.

Think about what workflow is triggering the email alert, and what object that workflow is build
around.

Let's try testing the email template "Notification of Volunteer Removals"
Before clicking on the button -- consider what triggers this email.

It is sent when an update is made to the Connection Record. The update is made by a contact in
the system (the volunteer who has removed themselves).
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To properly test this - you need to find a connection record (and its contact), where this would
have taken place. Otherwise there won't be proper data to merge.

What you see when you click on the "Send Test and Verify
Merge Fields" button

FPreview the template with the following records:

Recipient Record: i

Contact = ' 'Qa

Related To Record: i

Organization | =S

Send email preview 1! clientmanager@handsonca
OK | | Cancel

You are asked for 3 things here:

1) Who would be receiving the email. In this case, that would be the Opportunity Coordinator
responsible for the opportunity the volunteer has just removed themselves from. So look up
THEIR contact record.

2) Related to Record: This is what confuses most people. You don't want to look up an
organization here. Instead you need to drop down the picklist and select a record of type
"Connection". This should be a connection in your data where someone is in status removed.

3) If you want to receive the actual email (in addition to the preview you'll see on screen), Click
the 'send email preview to" button and put in your email address.
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Here's the correct info for me to send a test that will fill in

all the merge fields!

Preview Template

B https://nal4.salesforce.com/p/email /template/EmailTemplatePreview?...

Preview the template with the following records:

; Recipient Record: i

| Contact = | Art Trout Cﬂ

Related To Record: i

| Connection : | [co-ono1e8 oy
+Send emall preview to: . @gmail.com
OK | |Cancel

When | click OK, | see an html preview appear:

Sign Up
Serve

A volunteer has been removed.

Opportunity: Veterans Day Parade
9/28/2012 6:00 AM - 9/28/2012 11:00 AM

Currently registered: 2 volunteers confirmed for this cccurrence
Min/Max: 1/ 100

Occurrence Link: http:/fwww.signupandserve.org/a0Cd0000007Pbub
(Please note: You must log in to see Occurrence information)

Volunteer Information:
Valerie Volunteer
323-123-1234
troutco+vol2002@gmail.com

Thank you,

Sign Up and Serve

For Sign Up and Serve Use Only: https://na‘4.salesforce.com/alCd000000TPbUS

Notice, all the merge fields are filled in.
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I'll also receive an email version of it if desired.

Note: There are a few email templates where several objects are involved in producing all the
necessary merge fields. These aren't controlled by workflows, but are triggered by apex
triggers. For these, the only way to test that all merge fields from a range of objects will work - is
to simulate the conditions of the email from the public site. (That's because you can't pull info
from two different objects via the native salesforce "Send Test and Verify Merge Fields".
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Email Logs in Salesforce

How many times have you had a volunteer tell you they never received a particular email
when you're pretty darn sure it was sent? Ever wished you could check? Well you can.
Salesforce allows you to run a log of emails sent from the system. Email logs are CSV files
that contain information about all email sent through Salesforce over the last 30 days. Read
on to learn how to run an email log.

Administration Setup Add roles Mass delete re
*| Manage Users
¢ Company Profile
| Security Controls
5) Communication Templates Community: Force.com
» Translation Workbench
») Data Management Learning Center FAQs
- =] = ’

@ Monitoring Fezzztd t:zgz?:mces thal help customers gsrl;;ﬂ;;:::f;n
Imports succeed Posted by Melar
Outbound lessages Tip Sheets more...
Time-Based Workflow Learmn lips from Salesforce experts R
Case Escalations -

AP| Usage Notifications O Mew Fealures Video | #
lass Emails

Debug Logs

Scheduled Jobs

Apex Jobs

Bulk Data Load Jobs

Email Log Files M

Go to Setup/Administration Setup/Monitoring and click on Email Log Files.

ICis  Wolunteer Cvents  Volunteer Upporunities volunteer leams Lonnectons Uocuments Hepors Lontrol Fangl  Uocurmences LM -

Email Lﬂgs Help for this Page G}

Email logs describe all emails sentthrough salesforce com and can be used to help identify the status of an email delivery Email logs are CSV files that provide information such as the email addres:
of gach emall sender and its recipient. the date and time each emall was sent, and any emor code associated with each emall, Logs are only available for the past 30 days.

Pending Email Log Requests Request an Emal Log _

Mo pending email logs

Then click on Request an Email log.
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Email Log Request Hel for this Page §

The requestad Ing files will be retumed as ZIP file cont ainlng a comma-separated CSW Log files are limated to & Ieng‘lh of 500,000 lines. Files greater than 64 000 lines are not be supporie
by Excel @ versions prior to 2007, To view additional lines, submit another log request with adjusted parameters

Log Data Options | = Required knformation

The diference bebwean the sta ime and end lime of your reguest must be, al mosl seven days. For any additional lime periods. vou should request another quern: Logs ane only available
for emails that were processed within the past 30 days (1202172011 2:42 PM (EST) through #/20/2012 3:42 PM (EST)).

StatTime | 1/13/2012 ~ 342PM
EndTime | 1/20/2012 ~ 342PM

Include anly emails that are addrassed o or from:

Delivery Notifications

Holiication Recipients:
pvanriper@pointsoflight org

Submit Request | Cancel

You will then specity the start date and time and end date and time for the range you wish to
run. If you are looking to see if a particular contact was sent an email you would put the
contact's email address in the next field and finally specify what email address you want to be
notified at when the log is ready. Then click submit request.

From: ma-reply@ealesforce. com on behalf of Page Van Riper <pvanniper iPpontsofiight.ong=
T Paige Van Fiper

Cc

Subject: Your email log search has completed

The email log search request submitted on 2012-01-20 20:46:38 has finished successiully,

To see more details about the request and to download the log file, click here: https://na7.salesforce.com/ wifcore/emailflogs/EmaillogSearchOverview

Criteria:

Status: Success

Start Time: 2012-01-13 20:42:00

End Time: 2012-01-20 20:42:00
Included Emails: All email addresses
Size of log: 176 lines

Thank you,
Salesforce

When Salesforce has finished running the log you will receive an email at the address you
specified in the last step letting you know your log is ready and giving you a link to get to it.
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Email Logs

Hela foq this Page

Email lpgs describe all emails sent through salesforce.com and can be used to help identity the stalus of an email delivery. Email logs are CSVfiles that provide informiation such as the email add
of each email sender and its racipient. the dale and ime each email was senl, and any arror code assacialed with each email. Logs are only available for the past 30 days.

Pending Email Log uests Request an Email Log
HNo panding email
Email Logs
Action Request Description Humber of Records Requesting User Requested Date
Download [ zip) | Del Al emalls between 111312012, 342 PM - 1202012, 342 PH 176 i m inis gfll 0 V2002012 346 PM
Dewnload (zip) | Del Al emalls between S915/2011, 4:39 P - 9162011, 439 PN 1565 bfies 28 i m Indsofll I QMER011 4:39 P
| Al emalls between H152011, 4:28 P - 9162011, 4:28 PM 1118 bytes 16 i m Inds: ofll I GME2011 4:28 P

Download [ Ep) | De

The link will take you to a list of all email logs. Select the one you created and click on

Download.

A B D E F H I ) £ | L ™ E
1 DateTime Internal Message ID Mall Event Recipient Sender Remote Host Bytes Transferrec Salesforce.com User Message 1D Header Retry Count Seconds It Delivery Stage Relay Addre
2 Salesforce could only retrieve a partial result for your emall search. it is likely that only test emails are unavallable. If the search log Is missing further expected results, contact your emall administration or Salesforce »
3 wesnResEReY 6D/SD-187ET-9BEIZLIR troutco+training_| clientmanager=handsor 10.236.70.52 8646 005A0000000be5z <284301441.2226.1326661300308.JavaMall sfdc@na7-appl-15-was.ops,
4 pesnReEERed 6D/8D-18787-4BE331ID troutco+training_| clientmanager=handsor 10.228.39.18 8645 005A0000000be5z <284301441.2226.1F 0 0.020908 T
5 swsspasbned 18/13-06166-413B01F R davis.kirby+demo cllentmanager=handsor 10.236.9.131 8933 005A0D00001cxme  <1B38TI7230.67751.1326494484892.JavaMall sfdc@naF-appl-S-was.op
6 mushmsssEes 18/13-06166-413801F 0 davis.kirby+demo cllentmanager=handsor 74.125.91.27 9933 005ADD00001cxme  <1838797230.67751 0 0.43877
7 AEnnEesEREg TA/E2-06166-C1BI11FR troutco+training_| clientmanager=handsor 10.237.9.130 10248 005A0000000bes5z <401348491.20350.1326553884130.JavaMail.sfdc@na?-appl- 1-was. ops.
& mntwiAAE TA/E2-06166-C1B911F D troutco+training_| clientmanager=handsor 74.125.91.26 10248 005A0000000be5z <401348491.20350.1 0 1468243
9 phkwsRE BF(1C-12076-EC0331F R artohoc+abbyorde clientmanager=handsor 10.237.9.131 10221 00SADODDDO1SGCT  <1355764981.797.1326657742416.)avaMail sfdc@na7-appl-4-was. ops.s
10 ewsRREERRS BF/1C.12076-ECO331F D artohoc+abbyorde clientmanager=handsor 74.125.93.27 10221 005AD0000015GCT  <1355764381.797.1% 0 1.104635
11 ResHRREHRES 9B/F3-19899-6FT341F R troutco4training_ clientmanager=handsor 10.237.9.130 8959 00SADD0ODO1SVee  <1339379735.13169.1326733302756.JavaMail sfdc@na7?-appl-11-was.o|

12 sututsied 98/F3-19699-6F7541F D
13 ReseREESREG TE/F1-06166-DCIASLIR
14 AusRRRESREG CF/3B-23630-B51F21F R
15 eREEEGERGE CF /AR 23630-R31F21E D

troutcoHtraining_\ clientmanager=handsor 74.125.93.26
troutco+training_\ clientmanager=handsor 10.236.9.130
troutco+training_| clientmanager=handsor 10.236.70.51
troutea+training | clientmanarer=handsor 10.725.39.2

8259 00GADD00D01SVee
8968 005AD0000015Ves
8638 003A0000000be5z
ARIR NNSANNONNNhe S

<1339379735.13169 0 0.961227
<1095233146.39965.1326819789190.JavaMail sfdc@na7-appl-1-was.op
<2108682202.939.1326641493079. JavaMail sfdc@nai-appl-14-was.ops.
<7 10RARIPNZ.GF9.1F 0 nm2714

When you download the CSV file it will look like this. It contains the date and time the email was
sent, an internal message ID, recipient and sender's email addresses, the delivery status of the
email and any error codes associated with the email. You can use the error codes to
troubleshoot email issues.
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Mass Emailing in Salesforce

Before you start: Create an email Template that has the
message you want to send.

Click here for instructions on how to create an email template.

Step 1: Go to Setup / Admin Setup / Manage Users / Mass
Email Users and select or create a view

Expand All | Collapse All
Mass Emalil Video Demo | Help for this Page &)

QA Quick Find Recipient Selection

Force.com Home

System Overview Next | Cancel

Personal Setup Select a view below that contains the recipients to be included in this email.

*| My Personal Information
»| Email

* Import

*| Desktop Integration

*| My Chatter Settings Next | Cancel

App Setup

»| Customize

*| Create

»| Develop

*| Deploy
Schema Builder
Installed Packages
AppExchange Marketplace
Critical Updates

Administration Setup

B Manage Users
Users

If you don't already have a view created from a prior mass email - click on Create New View.
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Create a view in the usual way

y Save || Gancel

Step 1. Enter View Name

ViewName: | [partner staff

View Unique Name: | partner Staff |

Step 2. Specify Filter Criteria

Filter By Additional Fields (Optional):

Field Operator Value
((Profile +) (equals +) [Partner Staff AND
(=-None— #) (=-None—- 3) AND
(=-None— #) (=-None—- 3) AND
(=-None— #) (=-None—- 3) AND
(=-None— +) (==None—- D)
Add Filter Logic...
Step 3. Select Fields to Display
Available Fields Selected Fields
Self-Registered via Customer Portal Full Name
Marketing User Username Top
Offline User Last Login =
Sales Anywhere User Role =
Salesforce CRM Content User Add  |Active Up
Storage Used (KB) Profile -
Delegated Approver m l—J
Created By 4 -
Created By Alias Remove Down
Created Date =
Start of Day —
End of Day Batioay
Password Expiration Date
Time Zone
Manager
Step 4. Restrict Visibility
Visible only to me
Visible to all users (Includes pariner and customer portal users)
(@ Visible to certain groups of users
Search: ((Public Groups %) for Find
Your search retumed more than 100 rows. Only the first 100 g
Available for Sharing Shared To

Group: AmeriCorps.

‘All Internal Users
Group: Art in Mass

See this post on how to create views.

Save your view. It will now appear in the picklist of views in step 1, preselected for you.

Next | Cancel

Select a view below that contains the recipients to be included in this email.

View: [ Partner Staff 4| Go! Edit | Create New View <Previous Page | Next Page>
A|/B/|C/DE|/F G/H/I/J/K/ILIM/N O/P/ QR[S T|lU V| W|X|Y|Z| Cther All

Available 178 in view
o Full Name + Username Last Login Role Active  Profile
o 5B757. 6575 57657567 @gmail.com XYZ Customer User v Partner Staff
& bahe. c tito1 @hotrmail.com org test Customer User v Partner Staff

Note... Within the view you can optionally unselect individuals, further refining who your mass
email is sent to. (Everyone in the view - or just some of the people in the view). Click on the Next
Button.
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Step 2: Select which of your email templates you wish to
send

Mass Email Video Demo | Help for this Page 0

Template Selectiqn

Previous | Next Cancel

Please select an email template to use. To create a new template, you must exit this mass email process and create the new template in your personal setup section.

Folder "My Personal Email Templates % |

Preview Name Type Description

Preview (#) Follow Up to Partner Application HTML Sent to the partner organization after they register on the public site
Preview HB-Day Larry HTML To sent out on birthdays each month

Preview Missing Birthday Notification HTML Sending to volunteers who are missing birthdate information
Preview My email HTML

Preview ' Thanks HTML

Click Next.

Step 3: Give your email a name, and schedule it.

%ﬂass Email Video Demo | Help for this Page &

Confirmation

Previous | | Send = Cancel

You currently have 79 recipient(s) selected to receive this email.

Processing Options I =Required Information

BCC me on one message 4

Mass Emall Nama I Partner Annual Follo

Delivery Options

(*) Send now

_ Schedule for delivery on 4/2/2013 2:50 PM | Time Zone [tGMT-Ud:DD) Eastern Daylight Time (America/New_York) :]

Previous| | Send = [Cancel

You have the option of BCCing yourself on one message so you know its gone out.
You can schedule the delivery for now - or a future date and time.

Then click SEND.
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Step 4: Success Page

Complete

Step 4. Your emails have been submitted for processing.

Congratulations! You have finished with the Mass Email wizard.
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Enabling ability for one contact to serve as
partner staff for multiple organizations

HOC 3.0, (March 2018 release and later) supports the ability to allow one contact to log into
the sharing portal as partner staff for multiple organizations. Before you can use this
ability, the System Administrator needs to perform the following speed up to their system.

NOTE: Creating opportunities that this contact will manage (for organizations other than
the organization their contact is directly connected to) must be done in the sharing portal
itself. The volunteer opportunity wizard does not support administratively making a contact

opportunity coordinator for multiple organizations.

1. First ensure that profiles have access to the field "HOC

Access"

Go to Setup / Profiles and for the System Admin Profile, go to "object settings" and select the

object 'Account Contact Relationships"

Check that the system admin profile has both Read and Edit Access to the field HOC Access. If it

doesn't grant these permissions.

SETUP
Profiles

Profile

System Administrator

Find Settings... * I ‘ Clone | Edit Properties

Profile Overview > Object Settings + = Account Contact Relationships| v
Account Contact Relationships Save | Cancel

Record Types and Page Layout Assignments

Record Types Page Layout Assignment

~Master— Account Contact Relationship Layout H
Field Permissions

Field Name Read Access Edit Access

Active

Contact

Created By /

Direct /

HOC Access ]

Last Modified By
Organization
Roles

Start Date

[ ] <]

<} <]
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Go to the profile: "Staff" and repeat. This allows both Staff and System administrators to use
the picklist values in the HOC Access field, and it will be visible on their page layouts.

The "Direct" checkbox indicates that this contact has this organization as their main
organization. This will be the organization they originally had partner staff access for.

See this post for details on how to add additional organizations for a contact to manage.

2. Update page layout for the object Account Contact
Relationship

Setup / Account Contact Relationships / Page Layouts

This may already have been done depending on whether it came from the .dot. But check that
the field HOC Access is added to the page layout "Account Contact Relationship Layout) as it
won't be there for custom installs into existing instances of SF.

Account Contact Relationship Information
* ® pccount  Sample Account Roles  Sample Roles

HOC Access  Sample HOC Access

3. Update Page Layouts for accounts and contacts to add a new
related list:

A. Update NonProfit Account Page Layouts in Use

+ Add the Related Contacts related list to the nonprofit account page layouts in use. It
should be added as the first related list on the layout.
+ Set the fields in the related list as shown here:

HandsOn Connect - Advanced System Administrator Guide Page 66


https://training.handsonconnect.org/m/71049/l/739651-granting-one-contact-partner-staff-access-to-manage-multiple-organizations-in-sharing-portal

HandsOnConnect .l
T ! ..

Q‘:elated List Properties - Related Contacts

|

Select fields to display on the related list. You can also re-order the selected fields.

Available Fields )
ARS Transaction ID Contact Name

Invitations Organization N
w Add rga ization Name up
Active Direct

. () [

Address Override - Title -
Address Verification Status |4 | Hoc Access =l
Age Rem Roles Down
Allow Customer Portal Self-Registration Profile Name
Alternate Email

Sort By: --Default--

e —
|v

o Ascending

Descanding

Apply column information to other page layouts:

Buttons

Help &

@© Note: The field "organization Name" might appear as "Account Name" in your instance

of SF.

B. Remove the Contacts related list from the page layout

(it's no longer needed, as all your contacts for the organization will appear in the 'related

contacts' list.

C. Update Contact Page Layouts in use:

+ Update the contact page layout(s) in use by your organization, by adding the “Related
Organizations” related list. Make it the first related list on the page layout. Set up the

visible fields as shown below:
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Related List Properties - Related Accounts x

Select fields to display on the related list. You

Available Fields Selected Fields

Site3.0 CreatedBy Organization Name

Site3d.0 ModifiedBy Direct

Sponsor Group Add Up
— HOC Access —

Start Date |L| Roles | = |

Syndication Logo URL <l ‘eia [+

Ticker Symbel Remov]

Type

Volunteer Leader Approval Manager

|

Sort By: | -Default—
° Ascending
) Descending
Buttons

@ Cancel Revert to Defaults

Your related list will now look like this:

ﬁ Related Organizations Add Ralationship Fntated On
Action Accoust Mama Dirmet HOE Accens fctan Statum
Edif | Vi Rl Trgnign 4 Asifen Partrer

4. (Optional but recommended) Update the picklist values in
the field Roles in the Account Contact Relationship object.

€ The "Roles" field allows you to add additional information about what role the contact
plays with an organization. HandsOn Connect uses the role names "Primary Contact"
and "Volunteer Coordinator" to identify certain contacts, so you may wish to add them
to your related list.

You can also optionally add other role identifiers that are useful to you for keeping
track of a contact's relationship to an organization. Here's how to take advantage of

this field if you want to use it. (Note: It is not required to do this, but its a nice thing to
have :-)

Go to Setup / Account Contact Relationship / Fields and select the field "Roles".
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It has default picklist values used by the sales process, but not particularly useful for managing

nonprofit organizations.
A). Add two new values to the list:

* Primary Contact
+ Volunteer Coordinator

B) Optionally deactivate other values not useful to your organization.

C).Optionally add additional picklist values that may be useful to your organization for keeping
track of indirect relationships for your contacts. (Example: Board Member)

ACCOUNT LOMMACT RERUONSTIP FIgg Help
Roles
Back to Account Contact Relationship Fields
Edit  Set Field-Level Security  View Field Accessibility
Field Information
Field Label  Roles Field Name  Roles
Data Type  Picklist (Multi-Select)
Help Text
Validation Rules New Validation
No validation rules defined
Roles Picklist Values New | Reorder || Replace  Printable View Roles Picklist
Al API Name Default  Modified By
Edit | Del | Deactivate Primary Contact Primary Contact 8013 HOC ADMIN, 12/14/2017 12:57 PM
Edit | Del | Deactivate Volunteer Coordinator Volunteer Coordinator 9013 HOC ADMIN, 12/14/2017 12:57 PM
Edit | Del | Deactivate Other Other 8013 HOC ADMIN, 12/14/2017 12:58 PM

Inactive Values

Action Values API Name

Del | Activate Economic Decision Maker Economic Decision Maker
Del | Activate Execufive Sponsor Executive Sponscr

Del | Activate Decision Maker Decision Maker

Del | Activate Economic Buyer Economic Buyer

Del | Activate Technical Buyer Technical Buyer

Del | Activate  Influencer Influencer

Del | Activate Evaluator Evaluator

Del | Activate Business User Business User

Del | Activate Opportunity Coordinator Opportunity Coordinator

Modified By
9013 HOC ADMIN, 12/14/2017 12:58 PM

9013 HOC ADMIN. 12/14/2017 12:57 PM
8013 HOC ADMIN, 12/14/2017 12:58 PM

9013 HOC ADMIN, 12/14/2017 12:58 PM

9013 HOC ADMIN. 12/14/2017 12:57 PM
8013 HOC ADMIN, 12/14/2017 12:57 PM

9013 HOC ADMIN, 12/14/2017 12:58 PM

9013 HOC ADMIN, 12/14/2017 12:59 PM
8013 HOC ADMIN, 2/1/2018 2:33 PM

Using the Roles field is strictly optional. But can be useful to identify who is the Primary Contact
for a related organization and who is the Volunteer Coordinator.

How do you use these new related lists to grant access to a
contact to manage additional organizations in the sharing

portal?

See this article for how to create additional organizational relationships for contacts, and how
to grant the contact Partner Staff access for additional organizations.
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Enabling Advanced Occurrence Options

This article describes how to enable the following advanced options for occurrences:

* Include Pending for Max Attendance

« Maximum Waitlist

* Turn off Waitlist

* Turn off Teams

* Turn off Individual Signups

+ Allow Reservations of Anonymous Slots

* Requires Invitation From / Invitation Code

These advanced options can also be enabled at the Volunteer Opportunity level (which
means the settings affect all Occurrences), and at the Volunteer Event level. (which
would make them apply to all volunteer opportunities and occurrences that are part of
the event).

Update profiles to allow read and edit access to the fields
you wish to make available

Some of these fields may already be enabled for system admin and staff... but go to all the
profiles that are using HandsOn Connect, and ensure that they have read and write access to
each of these fields you wish to make available for use.

Setup / Profile / choose the profile, and then choose the object(s) you wish to enable these
features for. (They are available to add for occurrences, volunteers opportunities and Volunteer

Events.

Add the field(s) to the Page Layout

Select the occurrence page layout(s) you are using for System Admin and Staff,. You'll then
want to add new fields to the page layout.
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SETUP » OBIECT MAMAGER
Occurrence
Pﬂgﬁ Lnyouts Quick Fired e Page Layout Assignmenl
Details 5 [ems, Sorted by Fage Layout Name
Fields & Relatiarships
PAGE LAYOUT NAME s CREATED BY MODIFIED BY
Page Layouts
HOC 3.1 Occurrence Layout F015 HOC Admin, 12012/2018 &:10 AM B015 HOC Admin, 1/23/2019 11:38 AM -
Lightning Record Pages
BUNSNS, Links, ARl Actions HOC 3.1 Occurrence Layout SO15 HOC Admin, 12/21/2017 11:47 A BU15 HOC Adrmin, 1/23/2019 11:28 AM -
Compact Layouts HOC 3.1 Occurence Layout (Advanced) 015 HOC Admin, 12/12/2018 6-10 AM 05 HOC Admin, 3/30/ 2020 2:37 B -
Feld Sels
HOT 3.1 Cecurrence Layout CAdvanced) QOLS HOC Admin, 1272112017 1147 AM 2015 HOC Admin, 3/30/2020 2:37 PM -
Oibject Limits
Record Types :::Ir-'l::l'-m SR urarion ichmmond md ey 015 HOC Admin, 4162018 11-69 AM O15 HOC Adrmin, 4%/ 2020 10:56 AM -
Related Loakup Filsers

Click the arrow to the right and select 'edit' for the layout you wish to edit.

¢ (fyou're using HOC Lightning, you might be using the HOC 3.1 Occurrence Layout or
the HOC 3.1 Occurrence Layout (Advanced)

Add a new section (if the section isn't already there)

Fields @, Quick Find|Field Name %
Eufws Section Created By Goa
Custom Links [Crestionsource || Grat

Visualforce Pages
Related Lists

Days & Times Needed || Gue

wle &Time Gue

: Update all Connections when edifing dat RN ReICTO RNy Y
& Schedule Type  Samplf Schedt n If“]}“ Ilh'ﬂ
Update all the existing  Sampj Updats page layout.
connections?

—_—m

£ Edit for To Be Scheduled Ol¥ Do not edit for Date & Time Specific.

Days & Times Needed  Sgnple Days & Times Neaded

i Coordinator information (Ifave blank to auto-populate default values)
Opportunity  fample Contact
Coordinator

i Registration \n!urmiﬂj:\eave blank to auto-populate default values)

Minimum Attendance | 53,544

Maximum Attendan, 24,001

i View on Public Section

OCCUITe Now wie WiV SaIeaITCE- T

Section Properties x
Section Hame Advanced Options
Display Section Header On Detail Page

Edit Page

Layout Tab-key Order
D 1Column @ 2-Column @ Lefi-Right © Top-Down

0K Cancel

You can add the fields wherever you desire on the page layout you select; however, we
recommend that you create a new section called "Advanced Options" that follows the
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Registration Information section on the Occurrence Page Layout you are using if its not already
there.

Add fields

save ¥ | Quick Save | Preview As...¥ | Cancel| | $\Undo | 7 Redo | 5] Layout Properties

Fields (&Quick Pafwel % j Use Quick Find to

Elims +H Section locate the fields easily.
Custom Links +F]Blank Space
Wisualforce Pages
Related Lists

Turn off Waitlist

# Information \

# Required Information
#* Volunteer Sample Volunteer Opportunity % Start Date & Time  8/7/2013 4:56
Opportunity
% Location Sample Location % EndDate & Time  8/7/2013 4:56
# Update all Connections when editing date and time specific occurrences (gt TBS)
& Schedule Type Sample Schedule Type o Posting Status  Sample Posti
—4

Update all the existing  Sample Update all the existing connections? % Status  Sample Statu

connections?

Click and drag the field to
the new Advanced

Days & Times Heeded  Sample Days & Times Needed

i Edit for To Be Scheduled only. Do not edit for Date & Time Specific. \ Opﬁons section.

# Coordinator information {leave blank to auto-populate default values)

Opportunity  Sample Contact ) Opportunity  sarah.sample
Coordinator Coordinator Email

# Registration Information (leave blank to auto-populate default values)

Minimum Attendance 51,044 Registration cutoff 14,640
{hours)
Maximum Attendance 67,130 Registration Start Date  8/7/2013
# Advanced Options
Include Pending for ¥ Turn off Waitlist v
Max Attendance
Maximum Waitlist 50,262 Turn off Teams

Here's a suggested layout for this section which includes all the available 'advanced occurrence
options" (as seen in lightning)

v Advanced Options

Include Pending for Max Attendance Turn off Teams

Maximum Waitlist Turn off Waitlist

Allow Reservation of Anonymous 5lots Grouped Ceocurrences
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Extending Advanced Occurrence Options to the Volunteer
Opportunity Page Layout

¢  While often these 'advanced occurrence options' might be applied only to one or two
occurrences, what if you want ALL occurrences of the opportunity to automatically
'turn off teams' or 'allow reservations of anonymous slots'?  If you don't want to have
to set these settings for each occurrence of an opportunity - you can also apply these
fields at the Volunteer Opportunity Level. When you do this - ALL occurrences of that
opportunity will have that advanced setting applied to them. You won't see this in the
occurrence record - but if its set at the Volunteer Opportunity level - then all
occurrences of that Opportunity are affected by the setting, and there's no need to
worry about the advanced settings in the individual occurrences. Here's how to
update the Volunteer Opportunity Layout IF you want any of these advanced options
to apply to all the opportunities occurrences:

Add a new section to the Volunteer Opportunity Page Layout you are using:
Label this section "Advanced Options (Affects all existing and new occurrences).

You'll find the same fields available in the Volunteer Opportunity Object. Just add them to this
section in your page layout. Add as many of these fields as you wish to use.

The volunteer opportunity layout would then look like this:

e EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE——=
“ Advanced Options

Include Pending for Max Turn off Teams
Attendance

Mazimum Waitlist Turm Off Individual Sign
Up

Allow Reservation of Turm off Waitlist

Anonyrmous Slots

Grouped Occumrences GO-0004

e —————————

Updating any of these fields in the volunteer opportunity record will put those settings into
affect for all that opportunity's occurrences!

Allowing Invitation Codes at the Occurrence Level (private occurrences)

Another advanced option is the ability to add invitation code at the Occurrence Level (instead of
making all occurrences of a volunteer opportunity require an invitation code).
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For information on adding invitation codes to Occurrences see Release Notes, October 2019

~ s this Occurrence Private?

Requires Invitation Inwitation Code
From
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Enabling 'Allow team captains to reserve
slots for unnamed (anonymous) team
members

This optional feature allows team captains to reserve slots in occurrences of volunteer
opportunities for 'unnamed team members' (in addition to their named team members.). It
essentially allows a team captain to add 'guest volunteers' to their connection - thereby
reserving space for team members they have not yet identified.

See this article for details on how this feature works on the public site:

If you wish to use this feature - add the field "Allow Reservation of Anonymous Slots" to
your page layout for Volunteer Events, Volunteer Opportunities and/or Occurrences. You'll

also need to update the profiles of users to ensure they have read and write access to the
field.

Here's a suggestion of where to add the field in your page layout:

Add the field to the Volunteer Event Page Layout

Volunteer Event Detail Edit = Delete  Clone

¥ Information

Owner [ 9001 HOC Admin [Change] StariDate  5M/2019
Valunlesr Event Name Tuchnolug}l Event End Date 7102018

Add the field to the Volunteer Opportunity Page Layout

This field, along with several other fields in the Volunteer Opportunity object, when checked as
true, means that ALL occurrences of the opportunity will allow team captains to reserve slots
for unnamed team members. When checked at the Volunteer Opportunity level - there is no
need to check it as true for all the opportunity's occurrences.

We suggest creating a new section on the Volunteer Opportunity Page Layout called "Advanced
Options (Affectt all existing and new occurrences) and placing this (and as many of these other
fields in this section).
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¥ Search (Populate additional fields to improve search results)

Program Area (Local)
Impact Area (Local)
Primary Impact Area
Secondary Impact Area
Genders Served

Age Groups Served
Populations Served
Volunteer Activity Type

International Service

All Genders Served
Al ages

¥ Advanced Options (Affects all existing and new occurrences)

Include Panding for Max Attendance

Maximum Waitlist

Alfow Reservallon of Anenymaous Slols

Sultable for Groups
RSVP/Senlors

Court Ordered Allowad

Turn off Waitlist
Turn off Teams

v Default values for newly created Occurrences

Default Location
Street

City
State/Province
ZipiPostal Code
Country

Google Map URL

Sl Address 123456

St Address 123456

City

co

TEAGD

United Stales
http-imaps. google.com'?

_q=Sl%2ans§;2012iid$Eﬁ2ﬂCd)}' 200052078800

Opporiunity Coordinator
Opportunity Coordinater Email
Minimum Attendance

Oppeortunity Coordinator Phone

Maximum Attendance

Juan Jaimes
juan jEavviato,com
1

87654

Add the field to your occurrence page layout

¥ Registration Information (leave blank to auto-populate default values)

Minimum Attendance 1

Maximum Attendance 101

Registration cutoff

(hours)

Registration Start Date

* Advanced Options

Turn off Teams

Maximum Waitlist

Allow Reservation of
Anonymous Slots

* View on Public Site

Occurrence URL

Include Pending for Max
Attendance

Turn off Waitlist

https:/ips0-
dev.handsonconnect.orgfopporunity)...

Locations Details
Page

htips:/ps0-

dev.handsonconnect.org/HOC — Special Direction?

id=alCEC000000kTON

Update Profile(s) to ensure the field is available

¢ Remember: When you add a new field to page layouts, make sure you check the
profiles of all your Salesforce Users who will be accessing these three page layouts -
and make sure each profile has read and write access to the field "Allow Reservation
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of Anonymous Slots" in all three objects (Volunteer Event, Volunteer Opportunity, and
Occurrence) for each profile. If the profiles aren't updated - then the field won't be
visible on their page layouts!

Go to Setup / Profiles and select each profile that will be using the new field. Navigate to the
object in the profile, edit, and check the boxes for read and write access to the field.

HandsOn Connect - Advanced System Administrator Guide Page 77



Onl

How to install the Occurrence Name/
Description Feature

A new feature is being beta-tested in HandsOn Connect that allows you to give each
occurrence of a volunteer opportunity its own name and description.

This can be helpful if you have a date and time specific volunteer opportunity that will be
subdivided into a variety of 'roles’ or 'shifts'.

For example: You have a Volunteer Opportunity called "Picnic in the Park" and want to list
three occurrences (shifts) the same day (but at different times), for Check-in Station, Lunch
Distribution, and Valet Parking.

This article describes how to configure HandsOn Connect to enable this new feature.

The_next article in this chapter, describes how to use the feature to add Occurrence Names
and Descriptions to a volunteer opportunity.

Open a help center ticket and Request to be added to the
beta

This new feature is only available by request until we have finished the beta testing period.
Please open a ticket in zendesk and request "Please add us to the Occurrence Name and
Description Beta." We'll let you know when the new fields you'll need for this feature have
been added to your instance of Salesforce.

NOTE: By default, the two new fields that will be added to your instance will also be available to
all partners in the sharing portal. If you prefer to ONLY have this feature available on the
Salesforce back end — please request "Do not make this feature available to partners in the
sharing portal".

Give profiles permission to read and edit two new fields in
the occurrence record

Go to Setup / Profiles and give both the System Administrator and Staff Profiles permission to
view and edit two new fields in the Occurrence object:

* Occurrence Description
+ Occurrence Name
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Occurrence Description v v
Occurrence 1D

Occurrence Name v v

4
4

Occurrence URL

Add these fields to the Occurrence page layout in use by
your profiles

In this example, I've added a new 'section' to the page layout labeled "Optional Occurrence
Name and Description". This makes it clearer for users that the use of an occurrence name
and description is strictly optional. I've then added the two new fields to this section.

. Required Information

#* Volunteer Opportunity  Sample Volunteer Opportunity # Start Date & Time  #16/2018 12:24 PM
* Location Sample Location % End Date & Time 4182018 12:24 PM

. Decurrence Schedule and Status
| Schedule Type ~ Sample Schedule Type | Posting Status  Sample Posting Status
* Saue Sample Status
) Recurrence Sample Recumence

-

Optional Occurrence Name and Description

Occurrence Name  Sample Occurrence Name: Occurrence Description  Sample Occurrence Description
rintormation (leave pop values)
Opportunity Coordinator  Sample Contact ) Opportunity  Sarah.sample@company.com

Coordinator Email

(Option). Add the occurrence name to the occurrence
related list for Volunteer Opportunities

If you frequently will be adding names and descriptions to occurrences, you may want to add
the field "Occurrence Name" to the related list for occurrences in the Volunteer Opportunity
Object.

Edit the Volunteer Opportunity page layout, asnd add the field "Occurrence Name" to the
Occurrences related list:
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Clond Solution: @

Related List Properties - Occurrences x

Help @

Select fields to display on the related list. You can also re-order the selected fields.

Available Fields Selected Fields
Minimum Attendance si=lale RN
Number of Occurrences Add up
Qccurrence Description [TH ate &a [Tll
Old Guest Volunteer Hours Served — End Date &amp; Time f—
Old Total Hours Served L" Posting Status [L”
Old Volunteer Hours Served Remove  50ourrence URL Down
Opportunity Approval Manager Email
Opportunity Coordinator
Sort By: |Start Date &amp;amp; Time ~
) Ascending
® Descending
Apply column information to other page layouts:
Buttons

OK Cancel Revert to Defaults

You are now ready to start adding occurrence names and descriptions to one or more
occurrences of a volunteer opportunity. See this article for details.
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Enabling Move/Copy Connections
functionality

This article details the steps taken by System Admins to enable the Move/Copy
Connections.

NOTE: The ability to move or copy Connections while making it easier to complete these
steps have the potential to corrupt or duplicate your data. System Admins should only

enable these features for trained users. It is not recommended that you enable this feature
for Partner Staff. If desired you can use permission sets to enable it for designated staff and
partner staff users.

To learn more about permission sets, see this Salesforce post

Granting Permission to the Visualforce Pages

The visualforce page associated with the Move/Copy Connection are already enabled for
System Admins. If you wish to enable them for Staff or other profiles, follow these steps.

Visualforce Pages

Visualforce Pages provide a robust and easy to use mechanism to create new am

praductivity.
View: | Al Pages |Z| Edit | Create Mew View
Action Label + Hame
Security ¥ Menut Menui
Security % Menu2 Menu2
Security % Menu3 Menu3
Security o Menud Menud
Security % Menub Menus
Security % Menuf Menug
(_s.ggumf v Move Copy Connections Move Copy Connections )
Security ¥ My Organization Page My _Organization FPage

System Admins should go to Setup -> Develop -> Pages.
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Locate the Move_Copy_Connections page.

Click on Security next to Move_Copy_Connections

Enable Profile Access for Visualforce Page

Move_ Copy_Connections

Save Cancel

Available Profiles Enabled Profiles
Force.com - One App User - System Administrator =
Gold Partner User EC

Marketing User T f
Overage Authenticated Website User
Owerage Customer Portal Manager Custom Add

COverage Customer Portal Manager Standard 3

Partner Staff p

Partner Staff Old = —
=|| Remove

Read Only

Solution Manager

Standard Platform User

Standard User

Volunteer

WVolunteer Leader - ™

Select the Available Profile desired and add them to the Enabled Profiles column.

Click Save.

Adding the Buttons to Occurrence Page Layout

Go to Setup -> Create -> Objects -> select Occurrence.

On the Occurrence Detail Page, scroll down to the page layouts related list and select the
desired page layout and click Edit, for our example we will use Staff Occurrence Layout v3.
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Staff Occurrence Layout v3 - Mini Page Layout Mini Console View | Help for this Page

Save '\ekSave Preview As..¥ | Cancel | | Undo Redo || Layout Properties

Fields @, Quick Find| Bution Name *
Buttons Y Add to Campaign
Custom LiAks Clone Print Chec
Visualforce Pages

Related Lists

Actions

Submit for Approwval

Delete Run Answer Repd
Edit Sharing

©

Click and drag the button to the |
Custom Buttons section of the
page layout.

Chatter Feed

The publisher actions are currently inherited from the global publisher layout. You can override the global layout to set a customized list of actions fo

Occurrence Detail Standard Buttons Custom Buttons
Edit| | Clone | | Sharing Print Check-In Sheet | |Run Answer Report' Customn Button: Move/Copy Connect...

Repeat for any additional page layouts as desired.

Note: If you are not going to enable the "copy/Move Connections" functionality for Staff, we
recommend you clone the Staff Page Layout v3 and rename it Admin Page Layout v3 and add
the custom button to that page layout and assign the layout to the System Admin profile. You
can opt to still share the Staff Occurrence Layout v3 between Staff and System Admins, and if
you do then Staff users will receive the insufficient privileges message if the feature has not
been enabled for them.
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Enabling Grouped Occurrences

This article details the steps taken by System Admins to enable the Grouped Occurrences.

NOTE: While the ability to group occurrences makes it easier for volunteers to sign up for a
series, there are business practices to be considered . System Admins should only enable
these features for trained users. It is not recommended that you enable this feature for
Partner Staff. If desired you can use permission sets to enable it for designated staff and
partner staff users. (Grouped occurrences cannot be enabled for basic portal partner staff).

To learn more about permission sets, see this Salesforce post

Enabling Profile Access

Grouped Occurrences are already enabled for System Admins, if you are not enabling for any
other profile, then continue to the "Adding the Related List to the Volunteer Opportunity Page
Layout" section below. To enable for Staff profile follow these steps.

Go to Setup -> Profiles -> and click on Staff.

Profile

Staff
‘ Find Settings... * || Clone || Delete | | Edit Properties
Profile Overview Assigned Users
Description
User License  Salesforce Custo
Created By  Ruchie Singh, 3/25/201112:41FM Last Mc
Apps

Setftings that apply to Salesforce apps, such as Sales, Assigned Apps
and custom apps built on Force.com Settings that specify which apps are visi
Learn More

Assigned Connected Apps
Settings that specify which connected af

Object Settings
S Permissions to access objects and fielc
layouts, and tabs are visible

Files - -

Google AdWords Seful - -

Gooale Campaigns Read, Create, Edit, View All 8
Grouped Occurrences e Read, View All
&4

Groups Security Read, View All Scroll down and click

Help - on the Grouped

ame -

Occurrences Object

LT
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| | Clone | Delete | |Edit Properties

Grouped Occurrences| v |

Grouped Occurrences e Edit
.
Tab Settings.

Default On

Grouped Occurrences esa\'e Cancel
—

Tab Settings.
Default On E

Record Types and Page Layout Assignments

Record Types Page Layout Assignment

—Master—

Grouped Occurrence Layout [+

Read  Edit

It is recommended that you grant Create and Edit access to staff and other profiles. | you want
to allow Staff users to edit grouped occurrences created by other users, then you'll need to
either create a sharing rule (see below) or select the Delete and Modify All options for the
profile.

Staff should also be granted at least Read access to the Total Occurrences field. The Total
Occurrences is populated through a trigger so Edit access is not needed.

Once you have updated the object and field permissions, click Save.

Repeat for all profiles that you wish to enable the functionality for.

Sharing Settings to allow Staff profile to Modify All Grouped
Occurrence Records (only needed if you do not enable Modify All
in the profile step above)

Grouped Occurrence Sharing Rules _NE‘.i Recalculate

Mao sharing rules specified. b

Go to Setup -> Security Controls -> Sharing Settings

Scroll down to Grouped Occurrence Sharing Rules and click New
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Step 1: Rule Name

Lebel | (Staff Modify All Access

Rule Name IStaﬁ_r.mdify_A||_Access i Set gpttljle ;I?.'aring as
etailed here.

Step 2: Select your rule type

Rule Type Based on record owner (g Based on criteria

Step 3: Select which records to be shared

Criteria Field Operator Value

I Grouped Occurrences |Z| starts with E GOl AND
~Mone— |Z| --Mone-- E AND
~Mone- |Z| ~-Mone— E AND
~Mone— |Z| --Mone-- E AND
~Mone— |Z| ~MNone— E

Add Filter Logic...

Step 4: Select the users to share with
Sha ol I Public Groups [=] Al Intemal Users Q)

Step 5: Select the level of access for the users

Access Level I Read/\Write |E|

Save | |Cancel

Click Save and select OK for the pop-up message.

Granting Permission to the Visualforce Pages

The visualforce page associated with the Grouped Occurrences are already enabled for System

Admins. If you wish to enable them for Staff or other profiles, follow these steps.

Visualforce Pages

Visualforce Pages provide a robust and easy to use mechanism to create new and e:

View: | al [=] Edit]Create New View
Action Label + Hame
Security ¢ Group Occurrences Page Group OCCUMences F'Eu:lf‘r

System Admins should go to Setup -> Develop -> Pages.
Locate the Group_Occurrences_Page page.

Click on Security next to Group_Occurrences_Page
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Enable Profile Access for Visualforce Page

Group_Occurrences_Page

Save Cancel

Available Profiles Enabled Profiles

Marketing User - System Administrator -
Mational Employee Coordinator

COwerage Authenticated Website User
Cwverage Customer Portal Manager Custom

Partner Staff Add
Read Only 3
L
Regional Employee Coordinator p
Solution Manager —
Remaove

Staff Plus

Standard Platform User
Standard User
Volunteer

Volunteer Leader

m

Select the Available Profile desired and add them to the Enabled Profiles column.

Click Save.

Adding the Related List to Volunteer Opportunity Page
Layout

Go to Setup -> Create -> Objects -> select Volunteer Opportunity.

On the Volunteer Opportunity Detail Page, scroll down to the page layouts related list and
select the desired page layout and click Edit, for our example we will use Staff Occurrence
Layout v3.
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Save ¥ 1 Save | Preview As..¥ | Cancel | Undo| 7 Redo || Layout Properties

d

Fields @, Quick Find| Related List Name *
Buttons e P . . .
ctivity History Content Deliveries Occurrences Required Prerequi... Volunteer Opportu. ..

Custom Links
Visualforce Pages
Related Lists

Answers External Sharing Open Activities Skill Ratings Volunteer Opportu...

Approval History Grouped Occu Questicns Used as Prerequis...

Connections Notes gAttachments FCUMTENCes Volunteer Opportu...

(-

> layou

ng it betw
KN Recurrences and Connections.

it. We I ——

Skill Ratings o
Skill Rating 1D Skill #
Sample Skill Rating ID Sample Skill
N
Occurrences New
Occurrence D Start Date & Time ¥ End Date & Time Posting Status
Sample Occurrence 1D 812012013 7:21 PM 8/2012013 7:21 PM Sample Posting Status
o3
Recurrences New
Recurrence ID Recurrence Type Start Date
Sample Recurrence ID Sample Recurrence Type 812012013

Grouped Occurrences

e 3

Connections Hew

[ i Ci tion ld C i Contact Occurrence: Occurrence ID Connection: Violunteer Opportunity Name Connection: Start Date & Time % Connection: Team Hame Connection

After adding the related list to the page, click on the wrench to modify the columns displayed.

Grouped Occurrence

Related List Properties

Sample Grouped Occurrences

Grouped Occurrences

A

Related List Properties - Grouped Occurrences x

Help @

Select fields to display on the related list. You can also re-order the selected fields.

Available Fields Selected Fields
Created By

Created By Alias Add
Created Date E]
Last Modified By [I]
Last Modified By Alias Remove
Last Modified Date

| »

Grouped Occurrences

Name/Description

m

Register for All Dccurrences?

Total Dccurrences

Owner Alias -
_ Select the columns
Sort By: —Defaut- hé you wish to display
@ Ascending and click OK.

@ Descending

OK Cancel Revert to Defaults

o
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Overwrite Users' Related List Customizations? ®

You have added or moved related lists on this page

P
x‘f/ layout.

Cio you want these changes to overwrite users
personal related list customizations?

Select Yes to add this
to all the user that use

this page layout.

No Cancel

Repeat for any additional page layouts as desired.

Note: If you are not going to enable the "Grouped Occurrence" functionality for Staff, we
recommend you clone the Staff Page Layout v3 and rename it Admin Page Layout v3 and add
the related list to that page layout and assign the layout to the System Admin profile. You can
opt to still share the Staff Occurrence Layout v3 between Staff and System Admins, and if you
do then Staff users will receive the insufficient privileges message if the feature has not been
enabled for them.

Adding Grouped Occurrence field to the Occurrence record

Save ¥ | Quick Save | Preview As..~¥ | Cancel [#| Layout Properties
Fields (@, Quick Find| grouped| ®
Eitiions +H Section

Custom Links +F] Blank Space

You can elect to add the Grouped Occurrence

Visualforce Pages

Related Lists field to the Occurrence Page layout. It displays a
lookup to the Grouped Occurrence of which the
occurrence is associated.
— v

i Required Information

* Volunteer Sample Volunteer Opportunity % Start Date & Time  8/21/2013 11:56 AM

Opportunity
#* Location Sample Location

% End Date & Time  8/21/2013 11:56 AM

i Update all Connections when editing date and time specific occurrences (not TBS)
=l Schedule Type Sample Schedule Type

Update all the existing  Sample Update all the existing connections?
connections?

Posting Status  Sample Posting Status
% Status  Sample Status

=l Recurrence Sample Recurrence

- Grouped Occurrences
i Edit for To Be Scheduled only. Do not edit for Date & Time Specific,

Field Properties

Read-Only | Required
Grouped Occurrences v

Once added to the page layout we strongly
recommend that you double click the field to

set it as Read Only so that edits can only be
made in the Grouped Occurrence record.

OK Cancel
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Enabling the Notification Triggers

Home Organizations Contacts Volunteer Events Volunteer Opportunities ControlDanel  + ]

HandsOn Connect Control Panel

HandsOn Connect "
Managed Triggers gave
General —r
= Site Confiquration
Static Page Editar
Motification of 7 Notification of 7
Sponsor Manager Volunteer Sign Volunteer
Skills Cateqory Customization up Removed
Skills Customization Hofification of [
Volunteer
Basic Partal Configuration Waitlist
Waorkflows & Email Alert )
Vol Registration Configuration
Motification of 7 Notification of 7
Volunteer Sign Volunteer
up (Grouped) Removed
(Grouped)
Motification of 7 Volunteer 7
Volunteer Interest
Viaitlist MNotification
{Grouped) {Grouped)
Opportunity 7 Opportunity 7
Sign-up Sign-up
Confirmation - e Confirmation -
Asfilinta / Affiliate
Managed -
Click all 8 of the Grouped Occurrence Notifications so that  |EaERIE
Volunteers and Opportunity coordinators receive the 5;’3:('2:;
notifications. Interests
(Grouped)
Opportunity ) Opportunity 7
Sign-up Sign-up
Confirmation - Confirmation -
Partner Partner
calendar email calendar full
only (Grouped) sign-up
{Grouped)
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Enabling Prerequisites

This article details the steps taken by System Admins to enable Prerequisities.

NOTE: While the ability to add prerequisites makes it easier for volunteers to sign up for
required trainings and orientations, there are business practices to be considered . System
Admins should only enable these features for trained users. It is not recommended that
you enable this feature for Partner Staff. If desired you can use permission sets to enable it
for designated staff and partner staff users.

To learn more about permission sets, see this Salesforce post

Enabling Profile Access

Prerequisites are already enabled for System Admins, if you are not enabling for any other
profile, then continue to the "Adding the Button to the Volunteer Opportunity Page Layout"
section below. To enable for Staff profile follow these steps.

Go to Setup -> Profiles -> and click on Staff.

@ HOC2.0usersonly. If enabling for Partner Staff see the section for "Granting Access to
the Customer Portal" before modifying the profile.
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Profile

Staff

| Find Settings... * | | Clone || Delete | | Edit Properties
Profile Overview Assigned Users
Description
User License  Salesforce Custc
Created By  Ruchie Singh, 3/25/2011 12:41 PM Last M
Apps

Settings that apply to Salesforce apps, such as Sales, Assigned Apps
and custom apps built on Force.com Seftings that specify which apps are visi
Learn More

Assigned Connected Apps

Settings that specify which connected a)

Object Settings
e Permissions to access objects and fielt
layouts, and tabs are visible

Portals -

Prerequisites e Read, View All Scroll down and click on
Price Books - Read, Create, Edit the Prerequisites Object
Products Read, Create, Edit

Profile
Staff

‘ Find Settings x |\ Clone | Delete | | Edit Properties

Profile Overview > ObjectSeffings | v | Prerequisites| v

Prerequisites Edit

Record Types and Page Layout Assignr\n?rns

Record Types Page Layout Assignment
—Master— Prerequisite Layout
Prerequisites e Save | | Cancel
S ——
Record Types and Page Layout Assignments
Record Types Page Layout Assignment
~Mlaster— Prerequisite Layout [

Object Permissions

Permission Name Enabled
7
. QO
] =
V]
Field Permissions
Field Name Read  Edit

Created By

Last Modified By

Qwner

Prerequisites

Prerequisite Volunteer Opportunity

Volunteer Opportunity

It is recommended that you grant Create and Edit access to staff and other profiles. | you want
to allow Staff users to edit prerequisites created by other users, then you'll need to either
create a sharing rule (see below) or select the Delete and Modify All options for the profile.

All the field permissions are already granted and can't be edited.

Once you have updated the object permissions, click Save.
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Repeat for all profiles that you wish to enable the functionality for.

Sharing Settings to allow Staff profile to Modify All Prerequisite
Records (only needed if you do not enable Modify All in the profile

step above)

Prerequisite Sharing Rules o Mew | |Recalculate

e —
Ma sharing rules specified.

Go to Setup -> Security Controls -> Sharing Settings

Scroll down to Prerequisite Sharing Rules and click New

Step 1: Rule Name

Label | Istaff Modify All Access

Rule lame | staff_Modify All_Access | 1 Set up the sharing as
detailed here.
Step 2: Select your rule type \

Rule Type Based on record owner g Based on criteria

Step J: Select which records to be shared

Criteria Field Operator Value
Prerequisites |Z| starts with E| FRE
~None— |Z| ~None— |Z|
~Mone— |Z| ~Mone-- |Z|
~None— |Z| ~None— |Z|
~Mone— |Z| ~Mone-- |Z|

Add Filter Logic...
Step 4: Select the users to share with
SharETHY I Public Groups |Z| All Internal Users Q)

Step 5: Select the level of access for the users

Access Level I Read/Write |z|

Save | | Cancel

Click Save and select OK for the pop-up message.
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Granting Access to the Customer Portal (Only needed if enabling
for Partner Staff in HOC 2.0

@ Prerequisites are not available for partner staff in HOC 3.0 3.0 users can ignore this
step as the sharing portal is not controlled through Salesforce for 3.0 users.

Expand All | Collapse All
Custom Object

Prerequisite (Managed)

Force.com Home This Custom Object Definition is managed, mea

Administer Standard Figlds |4 Custom Fields & 2]
Buttons, Links, and Actions [2] | Record Types [0

»/ Manage Users

2] Masage Apps Custom Object Definition =
+| Company Profile Detail J

*| Security Controls

»/ Domain Management Hew!

-
Singular Label Prerequisite

»/ Communication Templates

»/ Translation Workbench Plural Label  Prerequisites

»| Data Management Object Hame Prerequisite

* Mobile Administration Namespace Prefix ~ HOC

»| Desktop Administration

»| Email Administration APIName  HOC__ Prerequisite_ c

» Google Apps

Build Created By  HOC 9002 Admin, 8/2/2013 8
* Customize
8 Create

Apps
Custom Labels

Package Information

Installed Package HoC

Standard Fields
—

Optional Features

7] Allow Reports In edit view, scroll
Allow Activities d'f:JWq to the Odp“i?nfl

7] Available for Customer Portal o eatures, and clic
e the box for "Available

Track Field History

for Customer Portal"

Deployment Status

In Development
@ Deployed

Save | |Save & New Cancel

Granting Permission to the Visualforce Pages

The visualforce page associated with the Prerequites are already enabled for System Admins. If
you wish to enable them for Staff or other profiles, follow these steps.
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Visualforce Pages

Visualforce Pages provide a robust and easy to use mechanism to create new and e
enhance existing applications to optimize your users” productivity.

View: | All |Z| Edit| Create Mew View
AlB|ICIDE|IF G HIIJ KL
Developer Console | | New
Action Label + Hame Hamespace Prefix

Security ¥ Parners

Security PrerequisitePage

Partners

HOC

PrereguisitePage

Security

PrereguisiteRelated PrerequisiteRelated

[ “ Droee Diroe e

L1t

System Admins should go to Setup -> Develop -> Pages.

Locate the PrerequistePage page.

Click on Security next to PrerequisitePage

Enable Profile Access for Visualforce Page

PrerequisitePage

Help

Save

Available Profiles

Marketing User

Mational Employee Coordinator
Cwerage Authenticated Website User
Owerage Customer Portal Manager Custom
Fartner Staff

Read Only

Regional Employee Coordinator
Solution Manager

Staff Plus

Standard Platform User

Standard User

Wolunteer

Vaolunteer Leader

Cancel
Enabled Profiles
- 'S'_-,rstem Administrator |
Add
- W
LY
Remove

m

1
i

Select the Available Profile desired and add them to the Enabled Profiles column.

Click Save.
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Repeat for the PrerequisiteRelated page.

Adding the Button to Volunteer Opportunity Page Layout

Go to Setup -> Create -> Objects -> select Volunteer Opportunity.

On the Volunteer Opportunity Detail Page, scroll down to the page layouts related list and

select the desired page layout and click Edit, for our example we will use Staff Occurrence
Layout v3.

Staff Volunteer Opportunity Layout v3 + Mini Page Layout Mini Console View | Help for this

Save ¥ °Save Preview As..¥ | Cancel| || 4 Undo Redo || Layout Properties
A

Fields @, Quick Find| Button Name %
Buttons

Custom Links
Visualforce Pages
Related Lists

Submit for Approval
Add Question

Clene

Delete Skilled Volunteer...

Click and drag the
Button to the custom
button area.

Volunteer Opportunity Detail Standard Buttons

Edit | | Sharing Skilled Wolunteer Search| | Add Question Custom Butten: Add Prerequisite

Adding Prerequisite Related List to the Volunteer
Opportunity Page Layout
There are two related lists available for the Prerequistes

Required Prerequisites - This will list the prerequisite associated with the volunteer opportunity
record.

Used as Prerequisites - This will list the volunteer opportunities associated with the
prerequisites.

You can add one or both of these to your page layouts.
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save v | Quick Save | Preview As...~ | Cancel | | £ Undo =) Layout Properties

Fields @, Quick Find| Re
Buttons

Custom Links
Visualforce Pages
Related Lists

ity History Content Deliveries

Answers External Sharing

Questions

Approval History Group

Connections Recurrencg

REqUITED

— 23 | Click and drag the desired
<HINGETEE | Related list to the page layout.
Skill Rating ID

Sample Skill Rating 1D

Required Frerequi

LN
Occurrences \
Occurrence ID '

1 & Time
Sample Occurrence ID Bl After adding the related list click on  [ERPRE
the wrench to edit the columns
Related List Properties - Required Prerequisite displayed.
Helo &
=
ct fields to display on the related list. You can also re-order the selected fields
Available Fields Selected Fields
Created By - Prerequisites
Created By Alas aga  Frerequisits Volunteer Opportunity up
reated Oate b = For Required Prerequisites
Last Hodified By q ~ add the Prerequisite
Last Modified By Allas Remove Down Volunteer Opportunity field.
Last Modified Date
Owiner Alias o For Used as Prerequisite
add the Volunteer
Sort By. ~Default— N Opportunity field.

® ascending

Descending

Adding "Used as Prerequisite" checkbox field to Volunteer
Opportunity Page Layout

save v | Quick Save | Preview As... | Cancel | Undo = Layout Properties
Fields @, Quick Find| pre| ®
Buttons -+ Section

Custom Links +E]Blank Space

Visualforce Pages
Related Lists

You can also opt to add the
Inf
lormaton 'Used as Prerequisite" field to

the Volunteer Opportunity
% Volunteer Opportunity Informatjon page layout.
Owner Sampfe User

% ® Volunteer Sam| lunteer OFBGMUNTY MaTe

Opportunity Hame

* Managed By amgle Managed By

S
* Managing Samfjle Account

Organization

* Organization Served  Samle Account

% e Schedule Type  Sangple Schedule Type
% = =g Sanfple Registration Type
Registration Type
* o= Type Sal
o#e =40 Activity Type  Sa ity Type:

=p Training Type Sj ple Training Type

Disaster Opportunity S
Type

ple Disaster Opportunity Type

Used as Prerequisite
I this Onnarfunity nart of A soecETFvenT?

Field Properties

Once Added, double click to

Read

ni

ly ) Required make Read-Only
Used as Prerequisite

OK Cancel

Used as Prerequisite is already available for Staff and System Admin profile. If you wish to add
the field for Partner Staff, you will need to grant them Read access to the field.
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NOTE: Because System Administrators are able to override 'read only' instructions on page
layouts - please go into the System Administrator Profile and change the field level permission
for the volunteer opportunity object's field "Used as Prerequisite" to VIEW (but not edit). This
will prevent a system administrator from manually editing this auto-populated field.

Adding PrerequisiteRelated to the Contact page layout

Expand All | Collapse All

Force.com Home

Administer

+| Manage Users

* Manage Apps

»| Company Profile

*| Security Controls

*| Domain Management New!

-

Communication Templates
Translation Workbench

-

»| Data Management

*| Mobile Administration
*| Desktop Administration
»| Email Administration
*| Google Apps

Build

B Customize

»| Tab Names and Labels

+| Home

| Activities

*| Campaigns

+ Leads

*| Accounts

B Contacts
Fields
Related Lookup Filters
Validation Rules
Triggers

(-

Contact Page Layout

This page allows you to create different page layouts to dis
After creating page layouts, click the Page Layout Assigni

Contact Page Layouts

Action Page Layout NHame
Edit| Del Admin Contact Layout(Volunteer)
" Edit|Del  ContactLayout
Edit | Del Partner Staff Contact Layout{Volunteer)
Edit | Del Staff Contact Layout(volunteer)
Edit | Del VL Contact Layout(Volunteer)

Go to Setup -> Customize -> Contacts -> Page Layouts -> select Admin Contact Layout

(Volunteer)

Recommended placement for the PrerequisiteRelated visualforce component is described

below.
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Save| ¥ || Quick Save | Preview As...¥ | Cancel

[ Layout Properties

Fields @, Quick Find[page Name *x
Buttons

Create_Gontact
#Eane face ||cusom 1an_conacts

Contact Oulerview PrerequisiteRelated

Fax  1-415-555-4212

i Demographic Information
Sample Gefjder e
Sample EthfficityRace ="
Sample Margal Status
Sample Edufation Lavel

Gender
Ethnicity/Race
Marital Status

Education Level

Employment Status  Sample Emfoyment Status

S — ey

Click and drag a
new section

below Volunteer
Information.

# Volunteer Information
Orientation Completed v/

Orientation Completed ~ §/21/2013

Minor Waiver on File
Date Minor Waiver  8/21/2013
Received
P section

Section Properties o
h—4

Section Name Prerequisites Attended
Detail Page

Edit Page

Display Section Header On

Layout

name and select

the 1-column

[]

®  1-Column

[

7 2-Column

Layout Properties

Save ¥ Cos‘ave Preview As...¥ | Cancel | | " Undo =
AW—

Fields @, Quick Find| Page Name %

Buttons +HE Section Create_Contact

Custom Links
Visualforce Pages
Related Lists

*F]Blank Space Custom_Tab_Contacts
Contact Overview

ContactRedirection

Fax  1-415-555-1212

# Demographic Information

Gender Sample Gender
Ethnicity/Race  Sample Ethnicity/Race
Marital 5tatus ~ Sample Marital Status

Education Level

Employment Status

Sample Education Level

oW

Sample Employment Sta

i Volunteer Information
Orientation Completed

Orientation Completed
Date

Minor Waiver on File

Date Minor Waiver
Received

v
8/21/2013

v
8/21/2013

Click and drag the

PrerequisteRelated
visualforce page to
the new section.

% Prerequisites Attended

Repeat for Staff Contact Layout (Volunteer) and any additional page layouts as desired.

Note: Even if you don't grant the ability for Staff to create prerequisites, you can still grant them

PrereguisiteRelated

access to the PrerequisteRelated page and add it to the page layout.
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Enabling advanced controls over the
sending of automated emails

In the Spring '16 release of HandsOn Connect, new fields were made available that allow for
finer control of the automated emails send to volunteers and Opportunity Coordinators.

Turning off the workflows that send volunteers confirmation, reminder and feedback email
can be done globally, but that means no emails of that type will be sent. In the control
panel its possible to turn off email notifications to Opportunity Coordinators. However --
this meant turning off these emails system-wide.

System administrators can choose to make it possible for internal staff and/or premium
portal users to suppress the sending of these emails for a specific occurrence.

By adding new fields in HandsOn Connect to the occurrence page layout, it becomes
possible to suppress any or all of the following

Emails sent to Volunteers:

« Confirmation Email sent when signing up or expressing interest in an opportunity
* Reminder Email
+ Post Opportunity (thank you and feedback) email.

Emails sent to Opportunity Coordinators

* Notification of volunteer sign ups
+ Notification of volunteer removals
* Notification of volunteer added to waitlist.

Click here to read how to use this new functionality once you have enabled it.

Why you might want to enable this functionality? Who is it
for?

Generally we recommend that these emails are sent automatically by the system. They serve a
purpose and insure clear communications to volunteers and Opportunity Coordinators. Butin
some circumstances,

+ you may have a partner who has requested that they NOT get a notification every time a
volunteer signs up for their occurrences.

* You might have a volunteer leader who doesn't want an automated Post Opportunity email
sent, because they want to send a personal thank you email instead.
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* You might have an ongoing opportunity occurrence where you don't want a confirmation
email sent out every time someone signs up.

+ If you want to send a custom email in place of the normal system email template - you can
suppress the normal email for this occurrence, and then create a custom workflow that
sends a different email template when connections are made for this specific occurrence.
This gives you the ability to tailor your email communications on an occurrence by
occurrence basis without having to change the default workflow or trigger for all other
occurrences / connections.

If you don't need this level of control over email communications, then there is no need to
enable this functionality. However, its been added to make this possible for advanced system
administrators who wish finer control over emails sent by the system.

Who should have access to this functionality?

Our recommendation is that you limit access to this functionality to system admins and internal
staff. Your staff is trained and understands the ramifications of suppressing normal system
emails, and can administratively suppress emails on behalf of your partners and volunteer
leaders upon request.

You can choose to give access to these fields in the occurrence page layout for partner staff
(and volunteer leaders), but if you choose to do so, you are giving them the power to potentially
confuse their volunteers (who may not receive useful emails), or to opt to remain ignorant as to
whether or not volunteers are signing up for their occurrences.

The choice is yours. However, our recommendation is for you to enable this for internal use
only initially, and later, if desired, roll it out to partners by using permission sets to control
which partners and VLs can access these fields.

You enable this functionality by adding a new section and
fields to the occurrence page layout

Go to setup / Objects / Occurrences / Page Layouts and click on 'edit' for Staff Occurrence
Layout v3. (For the purposes of this tutorial, we'll assume your system admin and staff are
both using the latest occurrence page layout, which is Staff Occurrence Layout v3.)

If you've not edited a page layout before, see this chapter on_modifying page layouts.

If you've added other "Advanced Options" to the occurrence page layout, the best place to add
your new section is just below the 'Advanced Options" section. However you can place this new
section anywhere on the page you like.

+ Create a new, 2-column section called "Email Management for this Occurrence"
« Add the six fields shown in the screenshot below to this section. (You can also choose to
only add some of these six fields)

Save the Page Layout
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| Advanced Options

Include Pending for Max v Turn off Waitlist v
Attendance
Maximum Waitlist 84,668 Turn off Teams v
Email Management for this Occurrence

Do NOT Send -4 Do NOT Send email of 4
confirmation Email Vol. in Waitlist

Do NOT Send reminder v Do NOT Send email of v
Email Volunteer Signups

De NOT Send post v Do NOT Send email of v
Opportunity Email Volunteer Removals

~TEW ST PBTE ST
Occurrence URL  www.salesforce.com | Locations Details Sample

Page

| Oceurrence Summary Stats

e L T EE 242 Loweos e BoaA o N EfA 2A7TA

If you do decide to make this available in the partner or
volunteer leader portal

Then also edit the occurrence page layout "Partner Staff Occurrence v3"

Check the partner and/or Volunteer Leader profile and make sure they have read/write access
to these fields. OR -- for finer control of which portal users can use this feature, remove Read /
Edit access to these six fields in the staff and/or VL profile, and then create a permission set
granting read/write access to these fields.

See this article for more information on what each of these fields do.

Reference: Here are the email templates you'll be
suppressing using these fields:

Do Not Send Confirmation Email:

+ Opportunity Sign up Confirmation - Affilliate Managed (full sign up)

* Opportunity Sign-up Confirmation - Partner calendar full sign up

+ Opportunity Sign up Confirmation - Affiliate Managed - Date and Time Specific - El
« Opportunity Sign up Confirmation - Affiliate Managed - To Be Scheduled

+ Opportunity Sign up Confirmatiion - Ongoing Opportunity — (partner managed)

+ Opportunity Sign up Confirmation - Partner Calendar email only (express interest)

Do not send Reminder Email

+ Opportunity Reminder - Affiliate Managed
* Opportunity Reminder - Partner Managed

Do not send Post Opportunity Email

+ Post Opportunity - Affiliate Managed
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* Post Opportunity - Partner Managed
Do not send email of Vol. in Waitlist
* Notification of Volunteer in Wait List
Do not send email of Volunteer Signups
* Notification of Volunteer Signups
Do not send email of Volunteer Removals

* Notification of Volunteer Removals

HandsOn Connect - Advanced System Administrator Guide

Page 103



HandsOnConne -:.-'......

Enabling Batch Create for Team Members
and Connections

This article details the steps taken by System Admins to enable the Batch Create
Functionality for Team Members and Connections.

NOTE: The ability to batch create Team Members and Connections while making it easier to
complete these steps have the potential to corrupt or duplicate your data. System Admins
should only enable these features for trained users. It is not recommended that you enable
this feature for Partner Staff. If desired you can use permission sets to enable it for
designated staff and partner staff users.

To learn more about permission sets, see this Salesforce post

Note: If using HandsOn Connect Lightning - this functionality is already available and
configured for access on the Utility Bar found at the bottom of the browser window and in
Contact List Views by selecting the quick action via the triangle drop down on the upper
right of all list views other than "Recently Viewed"

In classic - you'll need to configure and install as instructed below.

+ Import Connections @ Import Team Members

2, One Step Attendance Reporting

Contacts
Larry's Test View »

- . Search this list - T
50+ items - Sorted by Mame - Riterad by my contacts - Updsted 2 minutes ago agar " a

MaME T »  ORGANIZATIO » EMAIL ~  TITLE w  CONTACT O hd

Mengs Cantacls

1 Ainsley Johmson Johrdon Houtehold  alauren216@grmail.com Shdmi -

2 Alca Cooper [1 Coopear Il Household  troutcosaliced@pmail oom Sugmi v

Granting Permission to the Visualforce Pages.

The visualforce pages associated with the Import Team Members and Import Connections are
already enabled for System Admins. If you wish to enable them for Staff or other profiles,
follow these steps.
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Visualforce Pages

Visualforce Pages provide a robust and easy to use mechanism to create new am

View: | All |E| Edit | Create Mew View
Action Label + Hame
dit | Del | Security |ldeasHome : IdeasHome
Security ImpofConnections ImpoConnections
Security ImpontConnections2 ImpotConnections2
Security ImportTeamMembers ImportTeamMembers
Security ImporTeamMembers2 ImportTeamMembers2
Edit | Del | Security Inklaintenance Inkaintenance
Security ¥ InMaintenance Iniaintenance

System Admins should go to Setup -> Develop -> Pages.

Locate the ImportConnections1, ImportConnections2, ImportTeamMembers1, and
ImportTeamMembers2 pages.

Click on Security next to ImportConnections

Enable Profile Access for Visualforce Page

ImportConnections1
Save | | Cancel
Available Profiles Enabled Profiles
Force.com - One App User - System Administrator -

Gold Partner User
Marketing User
Mational Employee Coordinator

Owverage Authenticated Website User | Add

COwverage Customer Portal Manager Custom L

Read Only p
(

Regional Employee Coordinator
Solution Manager

Staff Plus

Standard Platform User
Standard User &
Volunteer

Volunteer Leader - o
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Select the Available Profile desired and add them to the Enabled Profiles column.

Click Save.

Repeat the steps for ImportConnections2, ImportTeamMembers1, and ImportTeamMembers2.

Adding the Buttons to Contact views. (SF Classic Only)

Contact list views are universal for all users. If you enable either the Create Connections or
Create Team Members buttons on the List View they will be displayed for ALL users that have
access to the contacts tab. If you have not granted them permission to the related visualforce
pages, they will simply get an insufficient privileges message.

While the Contacts tab is hidden by default for the Partner Staff portal, if you have enabled it
for them they will have access to these buttons as well.

Please consider the visibility of these buttons prior to adding them to your Contact List View.

Contact Search Layouts

Help for this Page &

Search layouts allow you to select the standard and custom fields that are displayed in the
following search features

+ Search Results Columns for search and tagging. View example

» Lookup Dialogs that pop up when you click the magnifying glass on Lookup fields
View example

+ Lookup Phone Dialogs that pop up when you click the magnifying glass on a
SoftPhone dial pad. View example

+ Recently viewed, modified. and created records lists displayed on tab home page
View example

» Search Results Filter Fields for search. View example

Search layouts also allow you to select the standard and custom buttons that are displayed
in the following search features

+ Search Results for search and tagging

» List Views for filtering records. View example

Contact Search Layouts

Action Layout

Search
Results

Lookup
Dialogs

Lookup
Edit  Phone
Dialogs

Contacts
Tab

Columns Displayed

Name, Account Name, Account Site
Phone, Email, Contact Owner Alias

Mame, Account Name, Account Site

Name, Account Name, Account Site
Phaone, Mobile, Home Phone, Other
Phone, Asst. Phone, Primary Phone

MName, Account Name, Phone

Buttons Displayed Modified By

Rexlo Joe
3125201
1241 PM

Rexlo Joe
MIA 31252011
1241 PM

Rexlo Joe
MIA 3125201
1241 PM

Rexlo Joe
2 3/25/2011
12:41PM

_gcwams
| EA™ st view

Mi&

New Add to
Campaign Forward to
Connections Invite to
Connect

exlo Joe
12512011
2:41PM

Go to Setup -> Customize -> Contacts -> Search Layouts

Click Edit next to Contacts List View
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Edit Search Layout

Contacts List View

Customize the buttons on the Contacts list view:

« To remove any standard buttons, remove the check next to t
name.
« To add custom buttons, select them and click Add.

Standard Buttons

New [NewContact] Add the available
[¥] Add to Campaign [AddToCam EelN (o] e VRV R (4]
[#] Forward to Connections [Fora display.

Invite to Connect [Invite]

Custom Buttons e
i~

Available Buttons Selected Buttons

Create Connections - —-MNong—- »

Create Team Members

Add Up

) -
Ly )
Remove Down

o\, Save | |Cancel

Adding the Import menu to the Left Side Menu (Salesforce

Classic Only)

Unlike the Contact List View buttons, the Import menu can be added to the Left Side Menu

based on the Home Page layout assigned to the profile.

Home Page Layouts
This page allows you to create different tab layouts for the Hon

A/BICDEFGH/IJKILMNOPQR

Page Layout Assignment| | Ne

Acti o Name Created By

G.jit Del Admin Home Page La'fuut) Ruchie Singh, 3/

1241 PM

Employee Coordinator Home HOC 9002 Admir

Edit|Del ™ page Lavout 9/5/2012 6:27 PI
Rexlo Joe, 3/25/2
dit | De Home Page Default A1 B
Edit | Del Home Page Default 1241 PI
Edit | Del Parner Portal Home Page HOC 9002 Admir
aitfLe Lavout 8/8/2012 5:34 PM
Edit| Del Parner Staff Home Page Ruchie Singh, 31z

Layout 12:41PM

(E-jit Del Staff Home Page La'fnut) H;.iq'iam b, 3tz

Ruchie Singh, 3/

'4' =1 .I"'l. i -
Edit | Del L Home Page Layout 1241 PM

) ” ie 3ingh, 3/
Edit| Del  Volunteer Home Page Lavout Ruchie Singh, 3

12:41 P
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Go to Setup - > Customize -> Home -> Home Page Layouts

Click Edit next to the desired Home Page Layout to add the Import menu option to. Default
Page Layout Assignments are listed below. You can click on the "Page Layout Assignment"
button to see the home page layouts assigned to the profiles for your instance.

+ Admin Home Page Layout: System Admin

+ Staff Home Page Layout: Staff

+ Partner Staff Home Page Layout: Partner Staff
+ Employee Coordinator Home Page Layout: Employee Coordinator

Layout Name

Select Wide Components to Show

items to
Approve
Tasks

Partner Portal
Lead Inbox

Partner Portal

Profile based
Redirection

Select Narrow Components to Show

Portal Sidebar
Search

Portal Document
Search

Portal Solution
Search

Portal Product
Search

Tags

Partner Portal
Welcome

HandsOn Connect
Shortcuts

Dashboard

Left_sidebar_logo

Site Managed by:

HandsOn Connect - Advanced System Administrator Guide

IAdmm Home Page Layou

]
o

]
]

o oo

=

= O

Calendar

Dashboard
Snapshot
Employee
Coordinator
Home Tab
Partner Staff
Home Tab

Create New...

Recent ltems

Messages &
Alerts

Custom Links

Customer
Portal
Welcome

Site Owner

Confirm and
Verify
Volunteers

Import

Site Managed
by: (Installed
Package: HOC)

Volunteer
Opportunity
Related Skills
List

08 08 &

o =

|

L]

| = Reguired Information

h—

e Mext | Cancel
-
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Arrange the components on your home page

Harrow (Left) Column Wide (Right) Column
Site Owner «| Top |Dashboard Snapshot ~| Top
HandsOn Connect Shortcu = | Tasks =
Custom Links Up Calendar Up

S;‘ﬁfé‘:ﬁim ot Move the Import item to
the desired placement in

Recent It '
T:;:” ems the Left Side Menu.

Previous | | Save & Assign | | Save | | Preview | Cancel

HandsOn Connect - Advanced System Administrator Guide Page 109



Onl

Changing the labels and values of fields and
Picklists using Salesforce Translation

Everyone does things just a little differently. That's why it's possible to customize language
on HandsOn Connect's administrative side and in the premium partner portal to align with
your organization’s terminology.

Salesforce Translation Tool

.:. Schedule Type
' Date & Time Specific
To Be Scheduled On-going
.i. Secondary Impact Area
- Skil Category
.i. Skilled Volunteer Required
.1. Status

- Target Volunteer Groups
.:. Training Type
: Organizational Development
Other
Volunteer Leadership
Volunteer Management
.:. Type
: Activity Trainings & Other Opportunities
Project Volunteer O pportunity
.1. Volunteer Activity Type

What the Translation Tool can do:

The Salesforce.com Translation Tool allows you to change the language for staff, premium
portal users, and back end users.

What language can be changed?

+ Field labels
* Tabs
+ Picklist values

Some examples include:

+ Changing the Volunteer Opportunity Type options from “Project” and “Activity” to “Volunteer
Project” and “Training” to make the terminology easier for your partners to understand.
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Changing the “Interests” field label to “Volunteer Interests” so that you can distinguish it
from other interests you might want to track, like “Donor Interests.”

Limitations:

Only back end language can be changed. The CMS remains the best tool to change language
for your public site.

The picklist value of "Training" for the "Activity Type" field can NOT be translated as it will
break the Volunteer Opportunity Wizard. We are working on a solution for this.

The Translation tool cannot change the underlying meaning for labels and picklist options.
For example, in the Interests picklist, you can change “Animals” to “Animal Rights,” but not to
“Community Gardening.”

Values presented to the volunteers on the public site for search filters will not be changed.
For example, in the Interests picklist, you can change “Animals” to “Animal Rights,” but on the
public site it will still appear as “Animals” on the search page filter.

The Translation Tool also doesn't change the data that is sent to All for Good, so updating
picklist values that are searchable will not affect advanced search filters on your site.

NOTE: Keep in mind that if you customize terminology in your instance of HandsOn Connect,
then your instance will no longer match up to product training documentation and partner
portal documentation. If you choose to make changes, plan on providing a 'translation
glossary' to your staff and partners so they do not get confused.

Documentation on how to enable the Salesforce.com Translation Tool can be found here.
Documentation from Salesforce.com includes setup, adding languages, and entering translated
terms!

HandsOn Connect - Advanced System Administrator Guide Page 111


https://help.salesforce.com/apex/HTViewHelpDoc?id=customize_wbench.htm&language=en

Creating New Custom Objects in
Salesforce
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When to add a new object

Just because you can add as many fields as you want to an object - it doesn't mean you
should. The power of a relational database comes in being able to see related objects in the

page view - so you don't want to add too many extra fields with lookups in the record detail
itself.

If you want to see a lot of different fields from different objects in one place, create a
report!

But what do you do you do if, for example, you want to start keeping track of tools that are
being used at different occurrences? Do you add fields to keep track of the tools?

NO. To fully leverage the power of a relational database you would create a new object:
Tools.

You need a plan before you start.

Effective Databases aren't built by constructing things on the fly:

* You wouldn't build a house by grabbing a hammer and starting to put all walls
« You'd want a blueprint a plan. You need to consider the architecture.
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* If you build a house by constructing one room, and then later add another room, and
another ... the plumbing is never going to work!!!!
Don't start anything until you've thought through the big picture!
How's it going to work together?

What do you need in this new object and what objects will it be related to?

What if we were creating a "tools" object to keep track of
the tools we check-out to occurrences of volunteer
opportunities?

Start by thinking through all the kinds of fields you'll want to track.

Work with your organization to make sure you have a complete list of everything that will be
needed BEFORE you start to create the new object and all its fields and its page layout!

Here's just a few things we might want in a TOOLS object:

« Name of the Tool

* Give each individual tool its own unique number?
+ Location of the tool (a lookup to a location record)
* Who has the tool ( a lookup to a contact record)

« Date tool was borrowed?

« Date tool is due back?

« Condition of the tool

« Cost of the tool?
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« The occurrence the tool is being used by (a lookup to the occurrence record)
+ The quantity of the tool

OR, do we want to give each tool its own record number with a ungiue number? If so we would
need a TOOL ID number - and we would be able to run a report on how many tools were
shovels.

We need to make decisions on how we want to manage our tool bank as a business process --
and THEN figure out what fields are needed in the object!

Learn About Building Data Models in Salesforce

Trailhead has a great module that explains how to build new objects in Salesforce.

Click here to read about Data Modeling
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Updating your company profile

When we set up your instance of HandsOn Connect, we set your company profile for you.

If you ever need to update your basic company information, here's how to do it.

Go to Setup and search for Company Information

Homs Chafisr Organizatisns  Caniscts  Lacstisns  Valunkssr Opportunitiss  Occurrancas  Vaoluntssr Events  Valuntsar Tasms  Connactions

Documsents Reports  Dashboards  Condrol Panel  Peap  50u0

Personal Setup

+ My Parsonal Inforeation
= Emall

* Import

+ Dasktspimegration

+ My Chaner Senings

App Satup
+ Gustomios
o Croate

Aoy

Peport Trpes
Tabe
= Warkfiow & Approvaly
+ Davelan
* Dploy
Wiew Insisled Packages
Cribeal Updates

Administration Setup

* Mansge Unare
& Company Profile

Fieos! Year
Busingss Hours
Helidars

My Domain

& Setwrity Controks

+ Commusication Tarspiatan

+ Transiaticn Workbench
+ Data Management

+ Moniaring

+ Mobbs Adminstration
* Deskiop Adminktraton
+ Emall Administration

+ Google Ages

Campeny Informesan
HandsOn Connect Demo

Thia orpanization's ol is bsiow,

o

Organization Detail
g «  Handstn Connest Dema
1 Lamy Dactsl
6321 Anodas Lane
Riversde, G 22500
ug
Fis

n Janusry

Hide Hotioes Absut System Maintesance

Hidu Noises About System Downline

Ean

Logout

User Licerses 1] | Emilero Lgesses 10

2

thesa (208) BTE-TEAE

[
Dafost Locals  English [Unies Smins)
Galnalt Languags  English

Eneglish {Unisss Sistas)
10,5 MB [40%) [View]
3.5 MB [0%)] [igw]

uewis, Last 24 Hours 0 (25,000 max)

Use
\ Used Filk Space
esrict

h 00 ma)
00DAO0000Mx

(GMT-05:001) Eastm Standard Time jamericatiow_York)

Cosated Ny St Training Profile. FR20°90 633 PM Laury Qg 127102090 540 PR
ran
User Licenses User Liewesirs Hags F
Heme \ / Simtus Totsl Lienses Uscd Lisensss Remaining Licenses Wonihly Leging Aleiisd Mantaly Loging Ussd  Expiration Dute
Cvorage Cusinmar Pl Masager Sandans N hrtin 20000 [ 20,000 2,000 [
Corage Authonicated Wonsit Artin 20000 2024 47976 2,000 1%
Cverage Cusinmer Partal Masager Cusnm hirtivn 500 an 2 50 ]
Salestome hirtive 0 ] 2 Kot Applcatie Rzt Applicabie
Guest User License firtie Y 24 Kot Applcatie st Applicabie
Chater Froe firtie 8000 2993 Not Applcatie Rt Applicabie
Foature Licenses
Fasten Type Staves Tatal Licensss Usod Liconson Remaining Lizensse
Markeing User Actn 10 1 ]
OMine User Acte 0 [ 0
Salesire GRM Gonten User Actve ] [ 0

1. Click on Edit to make changes

2. Update information about your organization

3. You can see information about your current data usage and file storage against the total
you're allowed.

4. You can see information about the current number of licenses you have in use
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Changing Your password security settings

We ship HandsOn Connect to you with convenient password policies to make it easy for
your users to deal with passwords. But Salesforce supports VERY strict password settings if

desired.
Home Chatter Organizations Contacts Locations Volunteer Opportunities Occurrences Volunteer Events Volunteer Teams C ti D
Expand All | Collapse AI - s
: ’ Password Policies
L

Set the password restrictions and login lockout policies for all users.

Personal Setup -
Password Policies
* My Personal Information

+ Emall
* Import
» Desktop Integration
+ My Chatter Settings

User passwords expire in
Enforce password history

Minimum password
Iength

I_ Never expires T]
I __No passwords remembered T}

| (5 characters T5)

Password complexity I No restriction =
q nt -
App Setup Password question I Cannot contain password |+
requirement - .
* Customize Maximum invalid login I No Limnit 18l
* Create uttempte N o
3D seekn Lockout effective peried I 15 minutes i .J
* Deploy
Installed Packages Forgot | d/ Locked A t Asslst
1 Noewl
AppExchange Marketplace Now! Message
Critical Updates
Help link

Forgot Password Proview  If you still cant log in, try the following: Contact your company’s administrator for assistance.

To reset your account. try the following: Contact your company’s administrator for assistance.

Administration Setup
Locked Account Proview
* Manage Users

» Company Profile

B Security Controls
Sharing Settings
Fiald Accessibility

Password Policios  -fi—

API Only User Settings

Alternative Home Page

Save  Cancel

The settings above are how we ship HandsOn Connect to you.
Please note, we recommend you do not change the following:

User passwords expire in: If you make passwords expire, people will have to regularly reset
their passwords. This will be confusing and annoying to most users.

Enforce password history: If changed from ' no passwords remembered' users will be forced
to select new passwords when they reset them. We urge you not to do this, as it means that
people will constantly have to be remembering their 'latest password".

However -- ultimately security is up to you.

Please note: If you alter the password policy - please open a ticket in zendesk and alert us to the
change. Our tech support staff uses their own system login to assist in maintaining your site --
and if you set passwords to expire or change -- we'll need to communicate the revised
password to the entire support team or there will be significantly slower response time in
helping you with support tickets. Thanks.
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Creating a Sandbox

This article provides steps for configuring HandsOn Connect to work in a Sandbox.

For information on how to create a Sandbox, click here for Salesforce.com documentation.

Sandbox Configuration

Add at least one Zip Code record

Click the + Tab to view All Tabs.

Click on the ZipCodes tab.

Click New

Fill anything in the Zip Code field and then click Save. (You will need to use this value when
creating Location records so use something that you'll remember)

PwWnN~-

Run the batchSelfReported

A. You will have to deactivate the Validation Rule on Volunteer Opportunities that prevents
your from editing or deleting them.

1. Go To Setup -> Create -> Objects

2. Select Volunteer Opportunity

3. Scroll down to the Validation Rules section and click Edit next to
Self_Reporting_Unique_Opportunity

Uncheck the Active checkbox and click Save

w &

Run the script:

Click your user name at the top of the screen and select Developer Console
Go to Debug -> Open Execute Anonymous Window

Delete any code that is there

Copy and past the following line into the window: id batchinstanceid =
database.executeBatch(new HOC.batchSelfReported());

Press the Execute button.

AN =

U

C. Then reactivate the validation rule after the script has finished.
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Create the Individual and HOC Customer orgs

Depending on the type of Sandbox or Sandbox Template you are using you may need to follow
the steps below. If you already have the Individual Organization and HOC Customer
Organization in your sandbox, then skip to the next section.

—_— )
WwNhN=01w

N hwWN =

Go to the Organizations tab

Click the New Button

Select Individual as the Record Type

Fill in the Organization Name as Individual

Click Save

Go Back to the Organizations Tab and click the New Button
Select Nonprofit as the Record Type

Fill in anything for the Organization Name

Select Type: HOC Customer

Select Status: Active Partner

. Select Impact Area: Any

Click Save

There is a field hidden from the page layout called HON Affiliate ID. This field needs to be
filled in on your HOC Customer record with your client ID number. Edit the page layout and
make this field visible so you can editit. (If you don't know the number, go to setup / Users
and you'll see a user record called HOC Admin that will have a login in this format "xxxx HOC
Admin". The four numbers appearing as the xxxx are your client number and the HON
Affiliate ID.) Fill this into this field and click save.
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Tricks and Tips
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How do | get the calendar to open to a
specific month or date?

The Opportunity Calendar at /calendar automatically opens to the current month. But what if
you want to create a navigational link to a calendar that opens on a future month? Or in week
view? Or in day view and to a specific day?

It can be done by appending some parameters to the calendar URL. Here's how:
Examples:

« The URL /calendar?year=2017&month=12 will open the calendar to December,
2017

 The URL /calendar?year=2019&month=03&day=29 will open the calendar to March 29,
2019

¢ If you only specify the year, the calendar will be open on the month of January for that
year.

The month parameter must be 2 digits, (January is 01): If you only specify the month,
the calendar will open in the date: current year-month-01

Day must be 2 digits (the 1stis 01): If you only specify the day, the calendar will open
in day view for the current year - current month

You can use these URLs as hyperlinks, or create menu items that open to specific days
or months.

What about week view or day view?

If you specify week=true in the url, calendar will display the week which belong the requested
day.

ie.
To open week Apr 1 — 7 2018, the url is:
/calendar?year=2018&month=04&day=01&week=true

(This week can be displayed by other url like

/calendar?year=2018&month=04&day=02&week=true because that day belongs to that week,
too.)

Other considerations:
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+ Ifit's not specified year, month and day, but week is true (/calendar?week=true) it will display
the current week.

+ Ifit's not specified month and day, but week is true (/calendar?year=2018&week=true) it will
display the first week of the requested year.

+ Ifit's not specified day, but week is true (/calendar?year=2018&month=03&week=true) it will
display the first week of the requested month.

The parameter &Day=True will open the calendar in day view.

How can | present a filtered view of the calendar for a
future date?

Filter the calendar as desired, search, and then click on the "Get Shareable Link" button. Then
copy the Search Result Link that you get.

BASIC SEARCH AND SEARCH OPTIONS

FILTERS SAVE B SHARE YOUR SEARCH

City b State and/or Zip Code: Distance: Search Result Link:

Riverside, CA Any https:/iwww handsonrva. org/calendar

Issue Area: Age of Volunteer: Save Search As:

Keyword(s): Serve With This Organization:

Now, append to this saved search URL, the parameters to get to a specific date. However, since
the first parameter is the saved ID, start the date parameters with a "&" instead of a "?"

Example: | want this filtered search to open in December 2018, so | use this shareable URL |
get from the filters above:

https://www.handsonrva.org/calendar/share/08bec8927aa148e3b491fca8af2444dc

and then, if | want it to open in December, 2018 | append this to it:
&year=2018&month=12

The resulting URL would be:
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https://www.handsonrva.org/calendar/share/
08becB8927aa148e3b491fca8af2444dc&year=2018&month=12

If | wanted to open this filtered version of the calendar in week view during the week when Oct
31,2019 is present, | would use this URL.

https://www.handsonrva.org/calendar/share/
08bec8927aa148e3b491fca8af2444dc&year=2019&month=10&day=318&week=true
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How to tell where an object was created in
HOC (Tracking Fields for Public Site, Sharing
Portal and Check-In Kiosk)

Objects that are created administratively in Salesforce always tell you who created it, and who
(and when) it was last modified: These are standard SF fields called "Created by" and "Last
Modified". They identify the Salesforce User who created and last modified the record. For
example:

FF L BN R

Created By Last Modified By
ﬂ Max Ferguson, 2/27 /2017 12:55 PM c Max Ferguson, 2/27 /2017 £4:39 PM

Who is the user HOC Admin XXXX?

The 'user' responsible for creating many of the records in Salesforce is the APl user that is part
of your HOC installation. This user typically has a name like HOC Admin, XXXX. (where XXXX is
your HandsOn Connect client number. The email address of the APl user is typically
clientXXXX@handsonconnect.org (where XXXX is your HandsOn Connect client number.)

Records created by the API user include Volunteer Opportunities, Occurrences and other
objects created via the Volunteer Opportunity Wizard or various workflows and automations
built into the administrative end of HOC.

Also: Any contact, connection, volunteer opportunity, occurrence, or any other object created
through actions on the public site, or in the sharing portal, or via the check-in kiosk will appear
to be created by the HOC Admin (API user).

v System Information

Created By Last Modified By

¥o 0025 HOC Admin, 12/11/2018 10:18 AM bo D025 HOC Adrmin, 12/11/2018 10:18 AM

Is there anyway to know where the record was actually
created then? Admin or Public Site?

Since all these records appear to be created by the same APl user... is there any way to tell
whether the record was created in SF, via the public site, or the sharing portal, or the check-in
Kiosk?
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Yes there is! Through hidden 'tracking fields" in most of these objects. If you have a need
to know where a record was created, you can either add these tracking fields to the 'system
admin' section of page layouts -- or, use list views or reports to find where the record was
created and/or last modified.

This article will explain the HandsOn Connect tracking fields that can help you diagnose where a
record was created and modified, and by whom:

Public site or Admin?

Creation Source - HOC_ Source_ c: This field has a value set to PUBLIC if created from public
site or sharing portal, or kiosk. No value is set if the record was created administratively. (So if
its null - you know it was done administratively in Salesforce.

Where on the public site was it created or modified?

Creation Source — HOC_CreationSource_c This field has a value which will tell you where the
record was created.

Edition Source -- HOC_EditionSource_c  This field has a value which will tell you where the
record was last modified.

The possible values for these two fields are the following:

—

. 'HOC-VolunterPortal-3.0": When record is created or edited from the Volunteer Portal
(Generally the action is performed by a volunteer or team captain)

2. 'HOC-SharingPortal-3.0": When record is created or edited from the Sharing Portal (The
action is performed for a Partner Staff or a Volunteer Leader)

3. 'HOC-VolunterPortal-OrgCreation-3.0": This to identify the contacts created via the
Organization Registration form.

4. 'HOC-VolunterPortal-MultipleConnections-3.0": This is to identify the connections created
as a part of a group of connections created at the same time.

5. 'HOC-Kiosk-3.0'": To identify contacts or connections created via the Check-In Kiosk.

Can we tell which contact actually created or modified the
record via the public site or sharing portal?

Even if we know a record was created or modified via the sharing portal (for example), is it
possible to know WHICH contact (partner staff) created or modified the record. Yes itis.

The fields that track this are:

Site 3.0 Created By.
Site3.0 ModifiedBy
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These fields store the contact id identifying who created or edited the record, If done via public
site or sharing portal or check-in kiosk)

You can then look up the contact ID to find out WHO created or modified the record.

Just add the Salesforce ID found in this field (example: 0031N00001y15S8QA). to a SF URL to
look up the record associated with that ID.

Example:
<« C 0 @ https://laworks.lightning.force.com/lightningr/Contact/0031NO0001y15S8QAlfview
i ppps B Client Mgr Y SanDiego Auxiliar.. [ Read Later [E3 MainTabs [ My Drive - Google [y HOC 3
'g" Al - Search Contac
EEE HOC Lightning Home  Contacts s  Organizations -~  Volunteer Events ~  Volunteer Of

Contact

Ashley Schmidt &

And now we know the record was created or modified by Ashley Schmidt.

(For Advanced Users): Is it possible to see the NAME of the
contact who created or modified the record - instead of the ID?

Since HOC returns the contact ID for the person who created or modified the record in the
sharing portal, you'd can always look up the contact via the ID in Salesforce. HOC does not
return the 'name’ of the contact associated with that ID.

However, if you wanted to see that name without having to look up the ID (because you often
want to know WHO created or modified the record) you COULD create a custom field called Site
3_0 Creator Name, and one called Site 3-0 Modifier Name (both of type 'text', and a process
builder that would populate the field with the name of the contact record matching the ID.

If you have experience with process builder, you can do this. Here's how to do it for identifying
the name of the person creating or modifying the connection record in the sharing portal:

Create two custom text fields in the connection record called:

Site 3-0 Modifier Name

Site 3-0 Creator Name and build the following process.

(Screen shots of the process you would build using Process Builder

Object = Connection
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First Criteria: Site 3.0 Modified is Changed

use the following criteria and one immediate action

Define Criteria for this Action Group

Critaria Mame*
Site 3.0 Madified is changed
Criteria for Executing Actions*
Conditions are met

" Formula evaluatas to true
P —— WALUATE TH
IMMEDLATE ACTICINS 4 FHALAATETUE

y eriteria—just execute the actions

sarator® Type*® WAl

Ischanged - Boolaan * | | True -

Action Mame® i}

Update Mame of 3.0 Modifies

S —— EVALUGTE T
TRUE E N + Rt Comena

s . : :II .;: ..|.:l|..1:lul.-::- b "”I'I .- seditiar

Type
Site3_0 Modifier Mame Foermila
THE, E AL W st
Second Criteria: Site 3.0 Creator is Populated,
Use the following criteria and one immediate action
FALSE + Action Mo criternia—just exsoute the actions
- -U:OIDEF Falza -
Teue IEDLATE cTions | TIHE CHEDULED ACTIGNS m o

HandsOn Connect - Advanced System Administrator Guide Page 128



HandsOnConnec ...

And add a stop after the 2nd criteria!

If you wish, you can create this same process builder for the fields Volunteer Opportunity,

Occurrence and/or Contact so that you can always get the name of the sharing portal user who
created or modified a record!
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Examples and Tutorials
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Using formula fields to add additional
information related to lookup fields

Sometimes, you may have put a lookup field from another object into a page layout -- AND
you might want some related information about the looked-up field, to also appear.

(Note: Reports are usually the best way to bring data from different objects together into an easy
to see view however occasionally you may want a few items to be visible in the object record
itself.)

Example: What if you want to add the mobile phone number for the Opportunity
Coordinator to the Occurrence Record?

There is already a lookup for the Opportunity Coordinator name, as well as one for email.

As long as we have a lookup already in the object -- we can use formulas to bring in
additional information about that 'looked-up' field.

Create a new field of type "Formula"

Data Type

Step:4d Give a suitable name in Field Label and selet Text Formula Return Type |, click on next Button

Follow the instructions in the general post about creating a new field in an object.
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If you haven't already -- add the lookup field for the contact.

Then you will create another field -- of type Formula

Select Text as the data type

Previous = Mext | Cancel

Field Label I 1 Field Name I

Formula Return Type

() Mene Selected Select one of the data types below.

) Currency Calculate a dollar or other currency amount and automatically format the field as a currency amount.
Example: Gross Margin = Amount - Cost__ ¢

) Date Calculate a date, for example, by adding or subtracting days to other dates.
Example: Reminder Date = CloseDate - 7

) Date/Time Calculate a date/time, for example, by adding a number of hours or days to another date/time.
Example: MNext=NOW() +1

) Number Calculate a numeric value.
Example: Fahrenheit = 1.8 * Celsius__c + 32

) Percent Calculate a percent and automatically add the percent sign to the number.
Example: Discount = (Amount - Discounted_Ameount_c) / Amount

(E\ Text Create a text string, for example, by concatenating other text fields.
Example: Full Name = LastName & ", " & FirstName

Previous = Next | Cancel

The mobile phone field in the contact record is of type 'phone' - but all we are concerned with is
capturing the 'text' equivalent of the number in that field. So we select Text as the type.
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Clond Solution: @

Occurrence Help for this Page @

New Custom Field

Step 3. Enter formula Step 3of 5

Previous Next Cancel

Quick Tips
Enter your formula and click Check Syntax to check for emmors. Click the Advanced Formula subtab to use additional fields,
operators, and functions. « Getting Started
" " & Fi * Resources on CRM Community
Example: Full Name = LastName & *, * & FirstName More Examples ... « Operalors & Functions
Simple Formula = A Formula <
Insort Fiold li— Insort Operator ¥ Runcions

-— All Function Categor | :]

Opportunity Coordinator Mobile Phone (Text) =

ABS

AND 0
BECINS

BLANKVALUE

BR .
CASE izl

insert Selected Function

Click on the Advanced Formula tab, and then Insert Field button

Insert Field

Select a field, then click Insert. Labels followed by a "=" indicate that there are more fields available.

Dccurrence > Opportunity Coordinator > Mailing Zip/Postal Code
EApi > Dpportunity Coordinater Email Marital Status

SLabel = Opportunity Coordinator Mame Max Distance for Invitations
LOrganization = Owner ID Middle Marme

LProfile = Partner Staff Email Minor Waiver on File
ESetup.sfdtwitter_Twitter_Configuration__c = Posting Status Mobile

SSetup.sfatwitter_ Twitter_Public_Configuration__c = Record ID Mumber of Contacts
ESystem = Recurrence Old_Hours Served

EUser > Recurrence > Drientation Completed

We want the field to be related to the Occurrence object. Notice that all items in the hierarchal
list that have more options have a > next to them.

We follow the hierarchy from Occurrence to Opportunity Coordinator (the lookup field already
in the object), to all the fields related to the Opportunity Coordinator.

We select Mobile .
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Insert Field

Select a field, then click Insert. Labels followed by a "=" indicate that there are more fields available.

unity Coordinator > Mailing Zip/Postal Code
unity Coordinator Email Marital Status

unity Coordinator Name Max Distance for Invitations
¥ Middle Name

Staff Email Minor Waiver on File

Mobile

Mumber of Contacts
Old_Hours Served
Orientation Completed

HOC__Opportunity_Coordinator__r.MobilePhone

AP| Name: HOC__ Opportunity_Coordinator__r.MobilePhone

You have selected:

Type: Phone

—y NS0T

As we continue to scroll to the right, we see that we have the mobile phone for the correct

contact.

Note: if there are more than one contacts on the Occurrence object -- we'd need to make sure we
selected the right 'lookup' to get to the phone of the correct person.

Oecumonco

New Custom Field

Step 3. Enter formula

Holp for this Page &

Enter your formula and click Check Syntax to check for emors. Click the Advanced Formula subtab to use
Example: Full Mame = LastName & ", * & FirsiName  Mom Examples

Simple Formula  Advanced Formula
Ingart Flold Insort Oporator ¥

_Opportunity Coordinator Mobile Phone ([Text) =
HOC__Opporunity_Coordinator__r.MobilePhone

Chock Syntax

fiedds,

Step 3 of 5

Provious | Next = Cancel

Quick Tips

+ Getting Started
+ Besources on CRM Community
+ Operators & Functions

Functions
== &ll Function Categor 1§ ]
1 ABS I
AND 1
BECINS
BLANKVALUE
53

CASE

Insort Selocted Function

This formula requires nothing else. But you can build complex formulas by concatenating
different bits of information (i.e. First Name and Last Name).

For more info on using formulas -- click on the "Quick Tips" links in the upper right of this page.
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Select the profiles you wish to make this object accessible
to. (Note, since its a lookup formula, the field will be read
only access)

In the final step you'll select which page layouts to add it to.

Fiold Label  Opportunity Coordinator hiobile Phone
DataType  Fommula

Field Name  Opportunity_Coordinator_Mobile_Phone

Description

Select the profiles to which you want to grant edit access 1o this field via field-evel security. The field will be hidden from all profiles if you do notadd it 1o fisld-level security.

Ficld-Level Security for Profilo
Content Only User

Contract Manager

Customer Portal Manager

Customer Ponal User

Forca.com - One App User

Gold Pariner User

Marketing User

Overage Authenticated Website User
Overage Cuslomer Poral Manager Custom
Overage Customer Portal Manager Standard
Partner Staff

Panner Staff Qid

Read Only

Solution Manager

Staff

Standard Platform User

Standard User

System Administrator

Voluneer

Volunteer Leader

Volunteer Leader Ok

Volunieer Oid

Field Label  Opporunity Coordinator Mobile Phone

Data Type  Formula

Field Name  Opporunity_Coordinator_Mobile_Phone

Description

Visible

Read-Only

<«

A A Y e E E Y B E AR S

Previous Next Cancol

Pravious

Save & New  Save Cancel

Select the page layouts that should include this field. The field will be added as the |ast field in the first 2-column section of these page layouts. The field will not appear on any pages if you do not select a layout

To change the location of this figld on the page, you will need 1o customize the page layout

¥ add Fiald Page Layout Name

™ Ocourence Layout

™ Partner Staff Occurrence Layout
il Staff Occurence Layoul

Ed VL Occurrence Layout

When finished, click Save & New 10 create mone custom fields, or click Save if you are done.

Then, modify the page layout to place the field exactly where you'd like it.
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Our new page layout has the Mobile phone now appearing!

7 Occurrence Customize Page | Edk Layout | Printablo View | Help for this Page @9
0C-025234
T Show Chatter " Foliowing % pdd Tags

= Back te List: Custom Object Definitions
Connections [0 | Open Actvities [0] | Actieity History [0 | Motes & Attachments (0]

Occurrence Detail Edit | Delete Clone  Sharng Print Chock-In Shoet
¥ HandsOn Connect Shortcuts
Ocecurrence Overview
Here's your at-a-glance view of this Occurmence.
v Occumence Published (Status: Active)
Verifications Complete

Total Verifications Due: 0
Ready to create a new Occumanca? I so, click here o get stared.

 Information

Owner [ Larry Deckel IChange] Status  Aclive
Occurmonce 1D OC-025234 Posting Status W have approved your record and it was posted on 82011,
Volunteor Oppartunity  Too | i Recurrence
Location  Franklin Canyon P Volunteer Leader Nesded v

Occurrence URL  hitp:figemo handsonconnectorgMOC  Volunteer 0.,

¥ Coordinator information
Opportunity Coordinator  Lany Deckal Opportunity Coordinator Email +hel il.com
_P Oppertunity Coordinator Mobile Phone  [323) 123-1234

(Note: You won't see the formula fields populated UNTIL you have saved the record. At that time, the
formulas are calculated and the fields will populate themselves.)
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You can then add this new field to email templates used by
alerts that are triggered by occurrence sign-up

Available Merge Fields
Select-Field Type Select Field Copy Merge Field Value

I T 1T ™
. __Occurrence Fields = Opportunity Coordinater Mobile Phone : {IHOC__Occurrence__c.Opportunity_ C
Copy and paste mhemengesisidyalie into a section beiow.

"{IHOC__OUccurrence__c.HOU__Zip_Postal_Code__c}

i Location Details: |
{HOC__Volunteer_Opportunity ¢ HOC__HOC_Domain_Name__c}HOC !
i __Special_Direction?id={lHOC__Occurrence__c.d} :

! Project Description:
{HOC__Occurrence__c.HOC__Occurrence_URL__c}

Please keep this email. ltis the only place where you'll find the

: opportunity's address information. This Opportunity is being coordinated

. by:

i{!HOC_Occurrence_c.HOC_Oppor‘tunity_Coordinator_c}: <+ ;
{IHOC__Occurrence__c.HOC__Volunteer_Coordinator_Email__c} “'—5
; {!HOC_Occurrence_c.Oppor‘tunity_Coordinator_MobiIe_Phone_c}d—:

If for some reason you cannot participate, please let us know as soon as possible so

: another volunteer can take your place. Follow the link below and use the Log In button in
' the upper right hand corner. Then, go to the "My Account” tab where you can remove

i yourself from the "Upcoming Opportunities” section:

i{!HOC _Volunteer_Opportunity _¢.HOC__HOC_Domain_Name__c}

. We look forward to seeing you there!

Note: The three merge fields shown here for the Opportunity Coordinator are the correct ones to use.

Older users may have a different merge field for the NAME of the Opportunity Coordinator, and this
should be updated to the merge field shown above.

These threee fields will deliver the Name, Email Address, and Mobile Phone for the Opportunity
Coordinator for this occurrence. (Assuming you named the custom Mobile Phone field as
shown above).
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How to get the Project Description Text Into
a Report

We have had several HOC customers say that they wanted to be able to export a report,
that includes the Volunteer Opportunity Name and also its description.

The problem is: In order to make project descriptions look attractive on the public site,
project descriptions are created in the WYSIWYG editor and are made up of html.

As a result, you can only get html project descriptions in reports.

However -- if its important to you to be able to do this (because you need a 'hard copy' of
your projects and their descriptions - there is a somewhat painless way you can do it
through some easy manual manipulation.

When we create an opportunity description in the
WYSIWYG editor, the description field actually is HTML.

¥ Description Information

Description  <p><img width="274" height="250" src="htip:www enviroblog ora/MKids%20plaving.jpa” style="float: right” alt=""/><strong>NQTE </strong>: This
volunteer opportunity is for <span style="color: #000000;™>women</span> only. The world is scary when you dont have a permanent place to call
home. Ease the uncertainty of the youngsters at the Mother-Child Residence by engaging them in arts and crafts activities while their moms attend a
social service class that evening. These kids (aged 5-12) adore the company of our warm and friendly volunteers. The armrival of Handson Demo
volunteers fills the halls with happy shouts and hugs!</p>
=<p>The Good Shepherd Mother-Child Residence provides programs that address the complex needs of homeless women with children in Southern
California and Orange County.</p>
<p>16 and 17 year olds can atlend this project without parent by arriving with a <a target="_blank" href="_Jserviet/serviet FileDownload?
file=015A0000000XSPG">parental waiver form</a>. Volunleers who are 14 or 15 must be accompanied by a parent.<fp>

Here's how it looks in the field "Description".
And that is what that field will look like in a report. Not very readable :-(

What we need is a new field in which we can put a text only version of the project description.
Unfortunately, Salesforce does not have a native feature to 'strip' html

Report View of Description Field

s aees s
test lvnn
Urban Farmers <p><img tile="Gardening with Family" ali="Gardening with Family" width="250" height="163" style="oal right” src="_Jsenvlet/servietimageServer?
id=015A0000001WWCJ80id=00DA0000000aAsx" >Georgia&rsquo;s largest organic community garden has really take..
1P Hospitality H <div style="ext-align: center;”><img width="200" height="103" alt=""src="htps/'d4 5574 ccal-
custmedia.vresp.com/d73b365cfeMational%20Conference 20on%20Volunteering%20and%20Service % 202012.gif" /></div>
<br />

Hosts are needed 10 serve as escons in L.

In Report view -- the description is truncated, but we'll see it all if we export to excel
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Exported Report in Excel

-

Volunteer Opportunity: Velunteer Opportunity Nan

* Marning Restoration at Clatsop Butte

Abbott Volunteer Day

Apples, Kisses and Shoes

We can see it all. But it's all html.

o “
Description bl End Date| *
<FONT coler="purple"=<b=A Hands On Greater Portland
wolunteer leader will lead this project. No advance training or
ongoing commitment reguired. Need halp signing ug? Call
503-200-3355. <fb2c/FONT= Join the Johnson Creek
‘Watershed Council for a work party at Clatsop Butte, an
upland forest habitat that offers a natural oasis for people and
wildlife in fast-growing Southeast Portland. We Il spend the
morning doing impartant restoration work, including
maintaining a newly planted area and cutting, trimming and
remaving invasive blackiberry. Blackberry is cleared away to
malke room for plantings of native trees and shrubs to
premate wildlife habitat and biclogical diversity. Bring gloves
if you hawe thern, @ water bottle, and dress for tha weather!
<FONT color="purple"=<bxThis project is great for volunteers
ages 13 and older. Welunteers under age 18 will need to bring
a waiver signed by a Parent/Guardian; please dlick on the link
pelew to download: «</bocfFONT2ca
hrefs"http://www.handsonportland.org fAboutUs/indexphp/
youth_volunteer_registration.pdf'> cbaYouth Volunteer
Release Forme/a>< /b o/ FONT> A428/13
12/31/12
Embsp;We'll be reading stories and filling the hearts of the
young ones at this care facility with joy. 1/22/15
«p>Come talk, sing 2nd read bedtime stories with the toddlers
of Pelinsky! These babies and young children have been
removed from their homes for their own safety and need lots
of love and attention. This is a challenging but very rewarding
project.</p> <p=<strong=Their mission:</strong> ta ensure
that childran have as normal as environment during their
transitionzl pericd. <strong=&nbsp;</strong=</p>
<pa«<strong»Project requirements < /strong> <a
hrefs"http://www.volunteersandiego. org/AboutUs/index.php
Sexfjoinflex.ntml"=lain Flex</a=&nbsg; Minimum Age:
1B.&nbsp; cspan styles"color: #0000, »cstrong=All
volunteers must have valid Polinsky Centar |Ds. New
volunteers are not being accepted at this

dirma s letranmsestranne, o fstrnnne femameae fre

What's needed is a new field where we keep a text-only version of the project description.

There's no way to automate this process... but we can manually get what we need. Here's how:
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Create a New Field

Voluntear E_)pp:znunily Custom Fleld
Description (Text)

Back to Volunteer Oppartunity

‘Validation Rules [01

Custom Field Definition Detail Edit | |Set Field-Level Security  View Field Accessibility

Field Information

Field Label  Description (Text) Object Name  Wolunteer Opportunity
Field Name  Description_Text Data Type  Long Text Area

APIName  Description_Text ¢
Description  Experimental Field - to test viability of a non-html version of the project description
Help Text  Copy The Description info here in plain text. Do not paste in any html. (Strip it before putting in this field)
Created By  Larry Deckel, 11/7/2012 9:38 PM Modified By  Larry Deckel, 11/7/2012 9:39 PM

General Options

Default Value

Long Text Area Options
#Visible Lines 10 Length 32,768

Create a new custom field for the Volunteer Opportunity object and place it on the page
layout.

We'll create a new field called Description (Text), of data type Long Text Area. I've putin a
description and help text.

See these posts:

Adding Custom Fields to an Object

Modifying Page Layouts

You'll need to manually populate this field with just the
text of your project description

A bit of extra work - but you now want to have both the WYSIWYG based html project
description (the one you normally create when you create a volunteer opportunity), and your
text-only version of the description as well.

You can manually type or paste it in of course..... but here's a trick that makes it pretty simple:
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Open the WYSIWYG Editor after you have created the
project description:

Static Page Editor Save  |Close

=2 @l =S

Style - | Font

[=] Source 2 e e

[B] 7 U ae|i= i= =[S

NOTE: This volunteer opportunity is for
women only. The world is scary when you
don't have a permanent place to call home.
Ease the uncertainty of the youngsters at
the Mother-Child Residence by engaging
them in arts and crafts activities while their
moms attend a social service class that
evening. These kids (aged 5-12) adore the
company of our warm and friendly
volunteers, The arrival of Handson Demo
volunteers fills the halls with happy shouts
and hugs!

1=+
£l
1]
0
(5

The Good Shepherd Mother-Child
Residence provides programs that address
the complex needs of homeless women
with children in Southern California and Orange County.

16 and 17 year olds can attend this project without parent by arriving with a
. Volunteers who are 14 or 15 must be accompanied by a parent.

Now Select ALL the text you see and copy it to your clipboard. (In the WYSIWYG view -- not in
the source code)

| have selected all the text, and now COPY it to my clipboard.

Then close the description field.
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Double click on your new "Description (text)" field and
PASTE the clipboard contents into the field

Description (Text)

Southern California and Crange County.

16 and 17 year olds can attend this project without
parent by arriving with a parental waiver form.
Volunteers who are 14 or 15 must be
accompanied by a parent.

OK | Cancel

Because its a text only field it will just paste in the text. It won't pick up bold, font formats or
hyperlinks. Just the plain text! It even preserves the line breaks.

Note: This works in our WYSIWYG editor because it is only a view of the underlying code.

Alternately - you can try pasting from whatever source you might have written the project
description in before using the WYSIWYG editor. Try cutting and pasting from word... it should
work... because the field will only support text characters.

But NOW you have a field in the Volunteer Opportunity Object that is text only, and contains the
project description.

Now create a report that meets your need, and use the
field "Description (text)" instead of the native "Description”
field.

<img src="/servietiservietimageServer?id=015A000000283WAIAY &oid=00DA0000000a AsxMAE™ width="220"
AIDS Proj height="147" align="right" ali="" f>Throughout the month, Trouico needs volunteers io help prepare grocery and
hutrition bags for distribution through the Ne.

Ansg & Crafie witll NOTE: This volunteer opportunity is for women only, The world is scary  Jep=<img width="274" height="250" src="hitp2www.enviroblog.orgKids%20playing.jpg” style=Toat: right” alt="/>
Kids when you don have a permanent place to call home. Ease the [Estrong>NOTE</strong>: This volunteer opportunity is for <span style="color. #000000;">women=</span> only. The
uncertainty of the youngsters at the Mother-Child Residence by vorld is scary when you don'...

engaging them in arts and crafis activities while their mom...

The field circled above is the text only description. Much better for your report. (Though still
truncated in the view here - a salesforce limitation on the number of characters you can view in
a report field).

Export to Excel to see the complete description (along with any other fields you want to make
part of your report!
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Excel Report showing our new field (left) and the old field

contents (right)

Arts & Crafts with Kids

<pxcimg width="274" height="250"

=

c="httpy/ fwwrawenviroblog.org/Kids¥% 20playing.jog”

style="float: right;" alt="" facstrong»NOTE«/strong>: This

volunteer cpportunity is for <span style:

MNOTE: This welunteer opportunity is for women only. The
world is scary when you den't have 2 permanent place to cal
home. Ease the uncertainty of the youngsters at the Mathar-
Child Rezidence by engaging them in arts and crafts activities
while their moms attend a social service class that evening.
These kids (aged 5-12) adaore the company of our warm and

“color:

O00000;" »women</span> cnly. The world is scary when you
on't have @ permanent place to call home. Ease the
ncertainty of the youngsters at the Mother-Child Residence
y Engaging them in arts and crafts activities while their

homs attend a social service class that evening. These kids

pged 5-12) adore the company of our warm and friendly
oluntears. The arrival of Handsen Demo volunteers fills the
alls with hapoy shouts and hugs!e/p> <p=The Good

friendly wolunteers. The arrival of Handson Demec voluntears  Rhepherd Btother-Child Residence provides programs that

fills the halls with happy shouts and hugs! The Good Shepherd
Mather-Child Residence provides programs that address the
complex neads of homeless women with children in Southern
Califernia and Orange County. 16 and 17 year olds can attend
this praject without parent by arriving with a parantal waiver
form. Volunteers who are 14 or 15 must be accompanied by a
parent.

ddress the complex needs of homeless women with children
h Southern California and Orange County.</p> <p>16and 17
ear alds can attend this project without parent by arriving
kith @ <z tarnget="_blank"
refe".. /servliet/sarviet.FileDownload #file=01 SAGDOD000XS PG
»parental waiver forme<fa>, Volunteers who are 14 or 15

ust lbe accompanied by @ parent.c/p=
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Creating a Report to monitor team signups
as a percentage of total connections

Create a Report of type "HOC Vol Opps and Occurrences
with/without connections

Report Properties ¢ Run Report |
Filters | Add ¥
Show  All volunteer opportunities -
Date Field | Created Date w | Range Al Time w | From To

AMD Team Member: Team Member ID not equal to ™"
AND Connection Status equals "Confirmed”

AMD Occurrences with Connections

AND Volunteer Opportunities with Connections

Use the following filters to restrict the report:

1. All Volunteer Opportunities, regardless of date

2. Team Member: Team member ID is not null (This will only show the connections where the
person is a member of a team)

3. Connection Status equals "Confirmed" (This is optional - but we're only interested in
upcoming connections where the volunteers have been confirmed to attend.

4. Occurrences with Connections (This is a cross filter, to filter out occurrences that don't have
connections).

Add these fields to the report

Preview Summary Format ¥ Show ~ 4l Add Chart  Remove All Columns
Connection Id Team Name + Connection Start Date & Time Occurrence End Date & Time Connection 1D Number of Connections Maximum Attendance Role Contact: Full Name

" Volunteer Opportunity Name: Arts & Crafts with Kids (7 Records)
Occurrence ID: OC-030265 (7 Records)

Drop a field here to create a grouping. Hide
CO-087381 Adults in Action 715/2013 7:00 PM 7i15/2013 5:00 PM a0BADOO00ONC Yty 1 B Volunteer Cathy Cheese

You can add more or fewer fields depending on what info you want to see in the report.

Connection iD

Team Name

Connection Start Date & Time

Occurrence End Date & Time

Number of Connections (Summarize on this field to get the SUM of this number)
Maximum Attendance

oukwnN =
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Role (So we can find who the team captain(s) are easily

Contact: Full Name

Volunteer Opportunity Name: (Summarize on this field)

Occurrence ID (Summarize on this field as a second summary after the Volunteer
Opportunity Name)

© 0w o

Create a Formula Field called "Team Percentage" to
calculate what percentage of the max volunteers are team
members:

Custom Summary Formula Help for this Page @

Column Name:l Team Percentage

Description:  Shows how much of the total connections are part

Format: Percent v Decimal Places: |0 v

This formula calculation will be displayed in the report at the level you select.

b All summary levels

- Grand summary only

- Grouping 1: Volunteer Opportunity Name
“ [# L Grouping 2: Occurrence ID

L
Formula Functions Tips
Summary Fields ¥ Operators ¥ | Check Syntax All v ABS -
HOC__Connection__cHOC__ Number_of Connections_
= ABS(number)
HOC__ Volunteer Opportunity_ c.HOC _Maximum_Atte
ndance cAVG Returns the absolute value of a number, a

number without its sign

< Insert Help on this function

OK Cancal

The formula is: HOC__Connection__c.HOC__Number_of_Connections__c:SUM /
HOC__Volunteer_Opportunity_ c.HOC__Maximum_Attendance_ c:AVG

We are just dividing the sum of the number of connections (which are the team connections) by
the maximum attendance of the volunteer opportunity (We take the average since we want the
one number, not its sum) And we express this as a percentage.

Add this to your layout.
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Use Conditional Highlighting on the "Team Percentage"
field, to create color alerts that show the occurrences with
the greatest percentage of Team Connections

Conditional Highlighting

Team Percentage [v] ._J 1.0000 ] 30,0000 ._J

~Select Field— [*] |
—Select Field— [v] =

In the "Show" Menu, choose conditional highlighting, which will open a window for you to set
the colors and break points of your conditional highlighting.

I've set 1% as the first breakpoint, and 30% as the second (and set the color to red).

What this will do is mark all occurrences with 1% or less team connections to green (I can ignore
these), and yellow highlight those that have even a few team connections to yellow. If over 30%
of the connections for a given occurrence are team connections it will be highlighted as red.

It's the upcoming occurrences with red highlighting, where I'll want to contact the team captain
and make sure their team members are coming!

Here's how my report looks when | run it. (Note: It shows ALL upcoming occurrences, whether
or not they have ANY team connections at all -- but the number of connections remains at
zero.)
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0 0%
= - 4/27/2013 12:00 PM = = 30 -
Volunteer Opportunity Name: Arts & Crafts with Kids (30 records)
7
Occurrence ID: OC-030259 (1 record)
0 0%
= - 4/22/2013 9:00 PM = = g -
Occurrence ID: OC-030260 (1 record)
0 0%
- - 5/6/2013 9:00 PM - - 8 -
Occurrence ID: OC-030261 (1 record)
g 0%
- - 5/20/2013 9:00 PM - - B -
Occurrence ID: OC-030262 (1 record)
0 0%
- - 6/3/2013 9:00 PM - - B -
Occurrence ID: OC-030263 (1 record)
0 0%
= - 6/17/2013 9:00 PM = = 8 -
Occurrence ID: OC-030264 (1 record)
0 0%
= - 7/1/2013 9:00 PM = = 8 -
Occurrence ID: OC-030265 (7 records)
7 BB%
CO-087381 Adults in Action  7/15/2013 7:00 PM 7/15/2013 9:00 PM a08A000000NC Yty 1 8 Volunteer Cathy Ch
CO087380  Adultsin Action  7/15/2013 7:00 PM 7/15/2013 9:00 PM a08A000000hCYtx 1 B Volunteer April Adams
CO-DB7379 Adulis in Action  7/15/2013 7:00 PM 715/2013 9:00 PM a0BA000000hCYw 1 B8 Volunteer Doug Doggy
CO-087378 Adults in Action  7/15/2013 7:00 PM 7/15/2013 9:00 PM a08A000000nCYv 1 8 Volunteer Bob Barker
CO-087377 Adults in Action  7/15/2013 7:00 PM 7/15/2013 9:00 PM a08A000000nCY1u 1 8 Volunteer Erank Fox
CO-087376  Adulisin Action  7/15/2013 7.00 PM 7/15/2013 9:00 PM a08A000000hCYit 1 B _Volunieer Edna Edison
CO-087375 Adults in Action  7/15/2013 7:00 PM 7/115/2013 9:00 PM a08A000000hCY1s 1 8 Volunteer, Team Captain Valerie Volunteer |

Occurrence ID: OC-030266 (1 record)

Notice that | can now clearly see that the occurrence of Arts & Crafts with Kids on July 15 has
88% of its available slots taken up by team connections. So I'm going to give team captain,
Valerie Volunteer a call and make sure she is planning to show up with all the team members
she signed up!

Whether you want to filter out TBS or all express interest occurrences is up to you! Just build
the report out to meet your actual business needs when it comes to monitoring team
connections.
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Optionally - you can create a dashboard component to

make it easy to keep an eye on upcoming opportunities

with a high percentage of team volunteers coming up.

vao to Dashboard List

>» Upcoming Occurrences

Q

Clone | Refresh ~

Team Connection Percentages

Contact Team Captains for Red Projects!

Volunteer Opportunity Name
Arts & Crafts with Kids

Feed the Hungry

Food Sorting for AIDS Project
Mentors Needed for Youth
Alternative Spring Break
Alternative Spring Break
Alternative Spring Break
Alternative Spring Break
Alternative Spring Break
Alternative Spring Break

Occurrence ID

OC-030265
OC-030104
0C-000034
OC-023424
DC-030445
OC-030446
OC-030447
OC-030448
0OC-030449
DC-030450

Team Percentage

88

=
=

o o o o o oo ol

For the dashboard component type shown above, you need to add a chart to your report -- and

then build the dashboard component to meet your needs. Clicking on the dashboard
component would take me to the report itself.

| could additionally filter my report to only show connections or occurrences coming up in the
current month, etc... as a way of keeping only the most relevant and immediate data out front

for me to think about.
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Granting HOC Permissions via Permission

Sets

The standard profiles for HandsOn Connect users are "System Administrator" and "Staff". In
some instances of Salesforce your HOC users might have a custom profile created by your
organization. In this case, you may not be able to access some of the elements of HandsOn

Connect.

In order to have HOC access, if you have a different profile, you can a permission set to that
user, which will grant them the appropriate HOC permissions.

There are Four Permissions sets available to system administrators to assign to a Salesforce

User:

SETUP
Permission Sets

Permission Sets

On this page you can create, view, and manage pearmission sats.

In addition, you can use the SalesforceA mobile app to assign permission sets to a user. Download SalesforceA from the App Store or Google Play: 103

All Permission Sets 3 | Edit | Deleta | Croate Mew View

New r od
Action Permission Set Label +
Clone CEM User
Clone HOC Administrator
Clone HOC CMS Administrator
Clone HOC Staff
Clone HOC Svystem Adminisirator

AIBIGIDIE|IF|IGIH|IJ|K|L|IM

Description

Denctes that the user is a Sales Cloud or Service Cloud...

Same as adminisirator rights but not assigned to specifi...

Provides rights for the administration of the public site.
In order to access it, use the CMS tab or search for it ...

Same as adminisirator but MO deletion rights. Mot as...

NIQIPIQIR|S|T|L

License

CRM User

Salesforce

The Four Permission sets available

« HOC System Administrator - Grants a user with a full Salesforce license, System

Administrator access to HOC

+ HOC Administrator - Grants a user with any other kind of Salesforce license (i.e. Profile),

System Adminstrator access to HOC

« HOC Staff - Grants a user Staff access to HOC. (i.e they do not have permission to delete

records or edit email templates, etc.)

+ HOC CMS Administrator - Grants a user access to the HOC CMS.

To assign a Permission Set to a user:
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Go to setup / permission sets, and click on the permission set you wish to assign. Click on

Manage Assignments.
Then Click on Add Assignments

| Permission Set

HOC Administrator

| 2, Find Settings... ol Manage Asslgnments

Permission Set Overview
Description  Same as administrator rights but not assigned to specific license.

License

Sesslon Activation Required
Last Modified By  HOC, 8/20/2019 11:18 PM

Assigned Users

HOC Administrator

« Back to: Permission Set

AB|ICIDIE F G

Add fesignments

L
v 5ign users to this permission set. This button

Full Name Allas Username
i is not available if any users are selected.
Mo records to display.

Add Assignments | | Remove Assignments

a8 RI"MINIFIFIMQ

Put a checkbox next to the User(s) you wish to assign the permission set to. And click the
Assign button. (Then Click Done)
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g
Assign Users
Admin Users
View: | Admin Users 4| Edit| Create Mew View
Assi Cancel
Action Full Name mellﬁ? Username
Edit | Login Stephens-Leslie, Lorraine System Administrator lorraine@feedingsouthflorida.org
Edit | Login Bonet, Buth System Administrator fsf201 7 @gmail.com
Edit HOC Admin, 0182 System Administrator client0182@handsonconnect.org
Edit | Login Valske, Sari System Administrator svatske@feedingsouthflorda.org
Edit | Login Redriguez, lvonne Staff irodriguezi@feedingsouthflorida.org
Edit | Login Volunteer Coordinator, FSF Staft volunteersi@feedingsouthflorida.org
Edit Wortsman, Alana System Administrator awortsmani@feedingsouthflorida.org
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Activating Lightning

The native Lightning Version of HandsOn Connect is being added as part of the Dec 2018 /
Jan 2019 release of HandsOn Connect. This means its ready to be configured and used
when you decide to start using Lightning in your Salesforce instance. Here's what you need
to do to activate lightning and start using HandsOn Connect in Lightning

@© Ifyou previously had the unmanaged package version of HOC Lightning installed by us
during 2018, you do not need to switch to HandsOn Connect Lightning (the name of
the 'managed' version of HOC Lightning). The HOC Lightning app has already been
configured for you - and you can continue to use it.) No action or configuration is
needed on your part.

¢ Note: You may also see an app available in lightning called simply "HandsOn Connect"
-- this is the 'classic’ version that SF automatically creates for you, and is NOT one you
want to use (it requires considerable manual setup and configuration as a 'migrated'
app and won't fully support lightning.

¢  With each Salesforce release, Salesforce changes the process of making the transition
to Lightning. These instructions relate to the Lightning Migration process as available
in Spring' 2019. This may change in the future - but however its presented, the things
you need to 'activate' and be aware of will be the same as to what's indicated in these
notes.

Enable Lightning in your Instance

If you've not yet activated lightning in your Salesforce Instance, follow all the steps below.

If you HAVE enabled Lightning, you can review this info but skip down to make-the-application-
handson-connect-lightning-available-to-user-profiles

To get started: Go to Setup / and click on Lightning Experience Transition Assistant "Get
Started"
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Lightning Experience
Transition Assistant

Move to the new, more
roductive Salesforce,

Lightning Experience Transition Assistant

Lightning Experience Transition Assistant

The Path to Lightning Experience

The Transition Assistant guides you through your company’s journey to Lightning
Experience.

For easier manageability, we break up the transition into three phases. Come
here during each phase to get step-by-step guidance and tools that speed you
through the process.

Follow the Path

Discover Phase Roll Out Phase Optimize Phase
Understand the benefits, assess readiness, Plan your rollaut strategy, prepare your org, Drive adoption, measure success, and keep
and align with stakeholders. start change management activities, then go iterating to deliver the best experience,
live!
Go to Steps Go to Steps
Goto Steps

Discover Phase (1)

This step gives you background information about Lightning, offers videos, and invites you to
join the lightning now community. There are three sections - and while we recommend
perusing this, there is nothing you have to do here. You can skip this step, as we've already
determined that HandsOn Connect is lightning ready for you to use.
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Roll Out Phase (2)

More useful stuff here about planning how to prepare your organizational users for switching
to lightning. Again - this is largely informational and most of it can be skipped. We DO

recommend doing the following however:

In Step 2 - "Implementing Lightning Experience Features --

1) Feel free to click on Explore and learn a bit about the latest lightning experience features, but
you don't have to read this now if you just want to get set up. Here's what we recommend you

do to get started:

2) Display record pages in the classic-like Full View (Beta). You can do this later if you feel you
want to maintain more of the look of classic -- but for now, since this is a beta and unsupported

-- just ignore it.

3) Configure the Activities View on record pages -- Activity Timeline is an improved way of
looking at activities - and we recommend choosing it. Click on Tell me More if you want to see
the other option which is "Related Lists" (again - more like classic). Either option is OK

depending on how you use activities.

4) Turn on Enhanced Notes:

w2 Implement Lightning Experience Features

Give your users a boost by setting up productivity-enhancing features that are available only in Ligvining Experienca

Learn about recommended Lightning Experience features
Saewhat’s avaslable to halp your sales and servics teams. Tum on what's most useful for your company

Display record pages in the dassic-like Full view (beta)

&  This record view isn't available because your org's page layouts are too comples. Your arg is set to Growped view instead, which balances record

information across multiple tabs and colurmrs. Tell fde Mose

Configure the activities view on record pages

1.} Help users fael at home in Lightning Experience by displaying activities related lists, O, select the activity timeline for a central place to manage

currant and past activities, Tell Me Mare

Tum ¢n enhanced Notes

Hedg paur users creata riches notes, faster, frorm anywhiene they're waorking in Lightning Experiance. Tell Ma WMo

Sot up My Domain
My Domain is required to use custam Lightning comganants and te rn soms transition toels, Tell Me Mare

Explare

Activity Timeline -

@ Later on -- If you want to be able to add notes to your records - you can add the new
"Notes" related list to your page layouts and remove the old "Notes and Attachments"

from previous layouts.

If you have previous notes and attachments, you can migrate them to the new
preferred 'notes' format (which are files) as recommended when using lightning.

Here's a link to how to migrate your old notes to the new format:
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the old notes and attachments there (for easy access to legacy notes) and use the new
"Notes" related list for your notes going forward. (And sometime in the future you can
migrate your old notes if desired).

5: Set up My Domain - This is highly recommended for all Lightning users. Simply follow the
directions and pick a permanent URL for your domain:

Its not required (yet) for HandsOn Connect, but is recommended in order to have access to all
of Lightning's features. Its painless to set up and activate.

(Note: choose your my domain name carefully, as it can't be changed after you set it up)

Your domain name can be anything of your choosing and takes the form of
https://unitedwayflorida.my.salesforce.com for example.

¢ Don't worry about this now -- but once MyDomain is activated, you can have users log
into Salesforce at either login.salesforce.com (as before), OR at your new URL (such as
the example above).

You can customize this custom login page to make it match your brand, by adding your
logo and colors to your organizational salesforce login page. For instructions on doing

this (later) -- see this article: https://help.salesforce.com/
articleView?id=domain_name_login_branding.htm&type=5

Step 3 - Adjust Existing Customizations:

If HandsOn Connect is your only application you don't need to do any of this, and all of it can
wait until later. Some of this may be helpful IF you have other apps installed and/or you've
created custom buttons, etc.

The HandsonConnect managed lightning app has already taken care of replacing missing
actions and buttons, converting javascript, and preparing Visualforce pages for Lightning
experience, so you can skip Step 3 entirely for now.

¢ We do recommend you convert your existing attachments and classic notes to
Salesforce Files and Notes. But you can do this later, AFTER you've added the notes
related list to your page layouts) So skip this for now. Its part of customization you'll
choose to do at a later date and make sure any notes and attachments you had
previously used in Classic are converted to the new improved format.

In Step 4: Launch Lightning Experience: Do the following:
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Fine-Tune who can access Lightning Experience -- read this section and learn how you can
control who can and can't access lightning experience for now. This page provides instructions
on deciding who in your organization can and can't use lightning right now, and how often
people are prompted to stay in Lightning. Depending on how you want to 'roll out' lightning for
your users - you can make choices here. The page is fairly self-explanatory, so read through the
options and configurations.

Option: Make Lightning Experience the default interface - We don't recommend making
lightning the default interface, yet! This way, people will still log into classic - and can CHOOSE
to switch over to lightning so they can get more familiar with it. (Starting on October 11, 2019
however, Salesforce will make Lightning the default interface for all system administrators!)

Turn on Lightning Experience -- turn it on! You're ready to start using Lightning.

If it's not already been turned on, Flip the switch and Enable Lightning!

Optimize Phase (3)

Nothing you have to do here. But this section is full of good information on motivating users to
start using lightning instead of classic. Come back to this later as you plan your lightning rollup
with the rest of your users.

For now: We're ready to start setting up the HandsOn Connect Lightning app for use in
Lightning!

See the next article - Granting Access to HandsOn Connect Lightning
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Granting Access to HandsOn Connect
Lightning

Once lightning has been enabled - there's just a few things you'll need to do to start using
HandsOn Connect Lightning. First off - grant access to the application to your users.
Here's how!

If you're not already in lightning - click on "Switch to Lightning Experience" at the top of the
page:

I O 4 24 Days Remaining
IandsCm
." & Bwibeh Le Lightning Exparience 01219 HOC HAdmin *  Salup Halp & Training HandsOn Conmoct =

Make the application "HandsOn Connect Lightning"
available to user profiles

In your new lightning interface, go to setup (click the cog in the upper right", and in the 'quick
find' box type "App Manager" and then select it. (This is where you'll find all the Apps installed
in your instance of Salesforce

. Search Setup '}. g

-:E Setup e Object Manager

SETUP
Lightning Experience App Manager

3, App “anng@r B ey .i|_;h|.nir'ﬂ App Mews Connacted App

© Apps

i B W1 a e | " 2 . W | RS e e # e W WY I A ALE g Fl ot a e, W WY L o I a e
App Manager o~
35 iterns « Sorted by App Mame « Filtened by all appemenuiterns - TabSet Typs

You will find several applications with names like "HandsOn Connect..." or "HOC...." The one
we want to configure is called "HandsOn Connect Lightning". Click on the right drop-down
triangle and then select "Edit".

Google AdWords GoogleAdWords Provides Google AdWo...  12/21/2017 11:47 AM  Classic (Managed)

HandsCn Connect Lightnin HandsOn_Connect_Lig... HandsOn Connect Ligh...  12/21/2018 7:07 AM Lightning (Managed]}

HOC Classic HandsOn_Connect 12721/ 2018 707 AM Classic (Managed)

13 HOC Lightning HandsOn_Connect_Lig... This is the native lightni..,  11/27/2018 1:16 PM Lightning

14  HOCREST App HOC_REST_App 1/8/2018 2:36 FM Connected v
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€ Curious about what the other "HOC" apps you might see here? Here's what each of
them represents:

1) HandsOn Connect Lightning - This is the lightning native version of HandsOn
Connect which is now part of the 'managed' HOC application. This is the one you're
going to configure unless you already have had the HOC Lightning (unmanaged)
package installed by support.

2) HOC Classic (or, it may be simply labeled "HandsOn Connect") -- this is an
automatic conversion of any existing application that Salesforce does when you
activate Lightning. You'll notice that the app type is "Classic (Managed)". This means
they've brought over to the classic version of the HandsOn Connect app as best they
could, and a system administrator would have to configure the app to a great degree
to make it work in lightning. "Classic" apps have certain limitations in lightning -- and
Salesforce strongly suggests you switch over to Lightning apps instead. You can ignore
this app as you won't be using it - as we're providing you with a native lightning
version of HandsOn Connect!

3). HOC Lightning -- this will only be available if you had support install a native
lightning version of HandsOn Connect before this release. It is an unmanaged package,
which was configured for you when you requested the install. If you have this installed
- you can and should continue to use this version instead of "HandsOn Connect
Lightning)

4) HOC REST app (or in some instances simply REST App or REST Application) - this is
a package that enables HOC to work with the HOC public site. You can, and should,
ignore this app.

For now - let's get back to customizing the HandsOn Connect Lightning app. Select
Edit and then:

Configure the HandsOn Connect Lightning app to allow
access to the User Profiles who use HandsOn Connect.

Select "User Profiles" in the left menu, and then move the profiles who use HandsOn Connect
from the available column, to the Selected Profiles column. Then Click Save.

For most HandsOn Connect clients, the two profiles you should make the app available to are:

1. System Administrator
2. Staff
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If other profiles in your SF organization use HandsOn Connect add them as well.

il Lightning App Builder Bt App Settings HandsOn Connect Lightning

APP SETTINGS
User Profiles
App Details & Branding

App Options Choose the user profiles that can acc

Utility Items Available Profiles

Navlﬁanmn Items.

User Profiles

Authenticated Website

C’.\erd:le'\dge@

Customer Portal Manager

App Performance (Beta)

Customer Portal Manager Custom

Customer Portal User

Force.com - One App User

Gold Partner User

HOC Platform

HOC Platform Staff

Marketing User

Overage Authenticated Website User

Selected Profiles

Systern Administrator

Staff

Overage Customer Portal Manager Custom

canee -

Q¢ You do not need to add profiles such as Partner Staff, Volunteer, or Volunteer Leader.
They are hold-overs from HOC v2 and no longer used since the HOC public site and
sharing portal are not part of Salesforce.

Click the Back Link at the top of the page to get back to Setup:

il Lightning App Builder

B App Settings B Pages Hands0n Connect Lightning

App Details £ Branding
Agp Optiong

Utility termns
Narvigation [erd

User Profiles

App Performance [Beqa)

User Profiles

Chocrse the user profiles thal can access thisapp

Available Profiles

Autharnticatad Wabsita

Contract Marager

Selacted Profiles

System Adminkstraior

Staff
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(recommended) Reorder and hide apps in Lightning

We want it to be clear to our users which HandsOn Connect application to use, so we'll move
HandsOn Connect Lightning to the first position, and we'll hide the unneeded "HandsOn

Connect" (classic app) from the menu picker.

To do this, in Setup go to App Menu

Scroll and find "HandsOn Connect Lightning" and grabbing the three lines to the left, drag it up

to the top position on the page:

«w User [nterface l Ant Migration Too

The Farce com Migration Tool is a Java/&nt-based command-line utility for maving

App Menu
i metadata ba .

Didn't find what you're looking for?

Try using Global Search, !L_! Salesforce Mohbile Dashboards

The Salesforce corm Analytics Mobile application bets you access Analytics data on your iPad.

- Salesfarce Touch
[

Salesforce Touch is Salesforce, optimized for mobile towchsereen devices. Use it for realti

- Salesforce for Dutlook

ts you add emails to Salesforce in a singl

iy .

Workbench is a powerful, web-based suite of tools designed for administrators and
developers .

HandsCn Connect Lightning

o HandsOn Connect Lightning

Vislbe

Visibie

Visibée

Visiba

Visiba

Visiba

nApp

nApp

aurichar

aurichar

n App Launcha

nApp

nApp

nApp

Launcher

Launcher

Launcher

Now.... look for the application "HandsOn Connect. (No description) -- this is the classic app we
wish to hide. To do this, click on the words "Visible in App Launcher" so that it changes to

"Hidden in App Launcher"

Content

Salesforce CRM Content

HandsOn Connect

Mo Description

Salesforce Chatter

The Salesforce Chatter social netwark, including profiles and feeds

~ visible in App Launcher

x

Hidden in App Launcher

o isible in ﬂ.pp Launchear

HandsOn Connect - Advanced System Administrator Guide

Page 162



Hands On(_‘.on.r__c ct ....

You'll now be able to see HandsOn Connect Lightning in the
first position of the App Switcher.

Click on the app switcher in the upper left of your lightning navigation (9 dots). (This is how you
select which app you want to use in the lightning environment)

Service

Home Chatter

Al -

Files =

Seal

Organizal

Muiartariv DarffArmancra

Note: If HandsOn Connect Lightning is not the principal application your users will be

using, you can set the order however you like. Remember though, that individual
users can change the default order at any time for themselves by dragging the cards
from one position to another :-). All you've done is set the default order for when folks

start us

w All Apps

)

WialhChimge

ing lightning.

HandsOn Connect Lightning
HandsOn Connect Lightning

Community
Salesforce CRM Communities

HandsOn Connect

Sales Console

(Lightning Experience) Lets sales
reps work with multip... gy

MailChimp for Salesforce

(%]

I [Y

Service

Manage customer service with
accounts, contacts, cases, and
more

Google AdWords
Provides Google AdWords and
Web-to-Lead tracking capabi... @

Salesforce Chatter
Thie 5alesforce Chatter social
network, including profil... g

Lightning Usage App
View Adoption and Usage Metrics
for Lightning Experience

1l @

I E 1l E I

Marketing
Best-in-class on-demand marketing
automation

Content
Salesforce CRM Content

Service Console
(Lightning Experience) Lets
support agents work with mu... @

Sales

Manage your sales process with
accounts, leads, opportu... gy
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To start using HandsOn Connect Lightning - just click on the top left tile (or wherever you placed
it :-)

This is how you select an app in lightning. You'll know which app you're in because it will then
appear in the upper left:

Al w Seanch Salesfooce - ? ﬁ;l A H

HandsOn Conmect.. | Home  Conlacis ~w  Oiganigations ~  Volunbeer Opporiunities - Documences s Conneclions s Reporis s I

Quarterly Performance Assistant

b of Today 51060 P

cuosen S0 oPEMGToe S0 com — 4

Mothing needs your sttention right now. Check badk later.

Adr the annariiniies wime wnrking nn then rrema boels hoeo o uiow e

But let's make the HomePage something more useful that the lightning default homepage.

Click here to learn about customizing the home page.

HandsOn Connect - Advanced System Administrator Guide Page 164



Onl

Configuring HandsOn Connect Lightning (Pt
1) Home Page

There are a few things you'll want to do to set up HandsOn Connect Lightning. Follow the steps
here for our suggested configuration.

Note however - that all of this is optional - you can start using HandsOn Connect Lightning right
now with no further configuration.

Customize and Assign the HandsOn Connect Home Page as
your default Home Page:

While on the home page tab - Click on the cog and select edit page. This will take you to the
Lightning App Builder where you can edit lightning pages:

R ) -
Al w Search Salesforce * B a L
= = -
e
LR
LR}

HandsOn Connect... Cnmar.ts W Organizations Volunteer Opportunities Qccurmences $ et ra
up

Assistant Developer Console

Quarterly Performance s of Today 5:56:18 PM - (™

iy
CLOSED OPEN (>70% GOaL - # L E:p
| cuosep S0 >70%) 50 & Edit Page

Mathing needs your attention right now. Check back

later.

In the Lightning App Builder - click on the "Pages" Menu and select Open Page.

(You'll be asked "Are you sure you want to navigate away from this page? You'll lose any
unsaved changes". That's OK, because we don't care about this default home page we were
seeing. Click Confirm.
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il Ligntning App Bullder § Pages v Homa Page Dafault

LAST MODIFIED PAGES + T Vinewy - o Rafrash

I H PECUFT: Bacord Paps

Lightning Companants
Diata Irmpart Batch Reoand Hame

st

HOC Yaluntaer Event Record Pape
HOC Wolunteer Team Member Recond Page
HIOC Volunteer Team Record Page

e Standard (22)
HOC Woluntaer Oppartunity kecord Pags

HOC Home Page
HOC Ocourrance Iekmrli@n

HOE Lacation Record Page

www Ao La
5

HOC Connection Fecord Page

Lams M Open Page
Eey Deals u

i

Todsyn Tatks

Ewot Recpime ey el - Racend g pormunitis:

Homa Page

Tamplate

Standard Home Page

Dwscription

¢ Marme

Change

What you'll see here is a list of all the HOC Record Pages that are part of the HandsOn Connect
Lightning application. You can't edit any of them directly (because they are part of a managed
package). So if you want to change any of the lightning page layouts going forward, you'll clone

the page we've provided, and make your edits there.

We'll start by cloning the HOC Home Page

To do this, select HOC Home Page, and check the 'Clone Selected Page" box, and then Click

"OPEN"

Open Page

LAAEL APT HAKE DESCRIPTION PAGE TYPE
Data Import Batch Record Home npsp__Data_Impart_Batch_Recor... Recoed Page
HOC Account Lightning Record Page  HOC__Account Recoed Page
HOC Connection Recond Page HOC__Connection Lightning page for HandsOn Conn.. Record Page

HOC__Contact fecoed Page

HOC__Home Default Homie Page for HOC Lightn...  Haome Page

HOC__Location Lightnirg Page for HardsOn Conn Recoed Page
HOC Qcourrence Regord Page HOC__Oooumence Recond Page
HOC Becurrence Fecord Page HOC__Racurrance Racoed Page
HOC Volunteer Event Recond Page HOC__¥olunteer_Event Recoed Page
HOC Volumeer Opportunity Recos HOC__Volunteer_Opgpartunily Recoed Page
HOC Voluntesr Tearm Member Rec..  HOC__Volunteer_Team_Member Recond Page
HOC Voluntsar Team Record Page HOC__Volunteer Teamn hecoed Page

EMTITY LAST MODIFIED &Y

MPSP Dita Import Batch System, 01715/19, %55 PM
Organization System, 0171519, %54 PM
Connacticn System, 01715/19, %55 PM
Contact System, 01715/1%, S5 PM

Systemn, 01715/19, 5:54 PM

Lescation System, 01715/19, 954 PM
Decurmendce System, 01715/ 1%, %54 PM
Racurrardos Systom, 01715/19, S5 PM
Wolunteer Event System, 01715/19, %:5& PM
Vaolurteer Oppartunily System, 01715/19, %54 PM
volunteer Team Mambar System, 01715/1%, %55 PM
Woluntaer Team System, 01715/1%, &:5& PM

« Clone Selected Pag

an

Cancel l Dipan l
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Editing the Cloned Home Page

In the right column of the lightning page layout:

1) Rename the Label of the page from HOC Home Page to HOC Home Page XXXX. (Where xxxx
is your HOC Client ID or your organization name). It doesn't matter really what you name it -
but its helpful to identify it so you know its YOUR version of the HOC Home Page. Use the same
naming convention for any custom pages you create in the future so you know its your version!

2) Rename the Developer Name. (the developer name can't have any spaces in it)

For example: In HOC Instance 0219 | am renaming HOC Home Page to HOC Home Page 0219
and the Developer name to Home0219.

O Desstop Shrink To Vies L4 & Refresh m

§ Fage

Lightriing Comporsnts

Walopana 50 HindsOn Comnect 31 Uightning
|5ite Hame - Site Musiber]

HOC Home Page 0213
~ Standard [22)

Homed19

@© Ifyou don't know your HOC client number - ask us. Or go to Users in Setup and you'll
see a user named clientXXXX@handsonconnect.org. The XXXXis your client number.

Adding your client number helps us when we're doing support for you as we know
what instance of Salesforce we're in.

Click on the top center section of the page layout. This is the Rich Text Component of the
Page:

Click on that 'component' in the lightning page, and after a few seconds the component will
appear on the right side of the page ready for you to edit. It sometimes takes up to 10 - 15
seconds before the WYSIWYG for the rich text appears. So wait for it to show up like this:

Click on that 'component' in the lightning page, and after a few seconds the component will
appear on the right side of the page ready for you to edit. It usually takes about 10 - 15 seconds
before the WYSIWYG for the rich text appears. So wait for it to show up like this:

On the right side you'll see the text that appears in the upper component on the page. You'll
edit this content by working on the right side where the content appears:
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O Desktop Shrink To View hd & Refresh

Page » Rich Text

mwm
=~
1=

5 I, =
g

Size - A-

Welcome to HandsOn

#=== Connect 3.1 Lightning
[Site Name - Site Number]

Click here | .
N e— Edit Here
\“-—/

[A———— Useful Links:
View Your Public Site

HandsOn Connect Help

Display as card [:]

~ Set Component Visibility

Filters

+ Add Filter

Make the following Edits to the Page:

1) Change the "Welcome to HandsOn Connect 3.1 Lightning" to whatever you choose. We
recommend the simpler "Welcome to HandsOn Connect Lightning" but you can put whatever
you like (or change it in the future after people have gotten used to the new lightning version of
HOC.

2) Where it says [Site Name = Site Number] we recommend putting the name of your
organization - and then your HOC Client number

3) Select the text / link "View Your Public Site" - and using the WYSIWYG editor link it to the URL
of your public site. (Click on the link icon and edit the site URL). This makes it easy for your
users to quickly get to the public site :-). Don't forget to set it to https://

Click Save to save your link, and then Save in upper right, to save the edited page.
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o3
N

Page » Rich Text

Salesforce Sans = 12 v

= o =

&

https://volunteers.baltimorecountymd.gov

oE3 --

volunteering Iin Baltimore
County - 0237

Useful Links:
View Your Public Site

HandsOn Connect Help

You'll now need to activate your page

Depending on when you last saved, you will either be automatically asked to activate the page,
or need to click the 'Activation" Button.

Page Saved

Activate this page to make it visible to your users.

Activate the page now, or do it later using the Activation
button in the App Builder toclbar.

Don't show me this message again Mot Yet

You now have the option to make this page either:

1) The organization default. (Select this if its the only lightning app you'll be using for your
organization
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2) The App Default. (We recommend this choice. As it'll make this the home page when using

HandsOn Connect Lightning.

3). Any app and Profile (if you want to have different home pages when using this app for users

with different profiles).

For now, we'll select App Default. Click that tab and then click on "Assign to Apps"

Activation: HOC Home Page 0219

Home pages can be assigned at different levels:

The org default home page is displayed unless more specific assignments are made.

u The app default home page is displayed for specified apps, and overrides the org default,

E Any app and profile assignments are displayed for specified app and profile combinations, and they override all other

assignments.

More Info

ORG DEFAULT APP DEFAULT APP AND PROFILE
Set this horme page as the default for specific Lightning apps. This page displays for all users using the app unless specific profile-related assignments
apply.

Assign to Apps

Close

You'll see a list of all lightning apps. Select "HandsOn Connect Lightning" as the app you wish to
use this home page for. (You can optionally assign this page to any other app as well). Click

Next
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Select Apps

Selected Lightning apps display "HOC Horme Page 0219" as the home page

Lightning Apps (5) 1 Selected
APP NAME DESCRIPTION
LightningInstrumentation Wiew Adoption and Usage Metrics for Lightning Experience
Sales Manage your sales process with accounts, leads, opportunities, a...
Sales Console (Lightning Experience) Lets sales reps work with multiple records .
Sarvice Console (Lightning I:xpt-!rit-m(;a] Lets support agents wark with multiple re..,

Cancel

You'll be asked to review your assignments, and then click SAVE, and you'll be returned to the
HOC Home Page XXXX you created.

Click on Back to return to Salesforce - (You may need to refresh your browser a couple of times,
and your new version of the Home Page will show up as the default home page.

il Lightning App Builder HOC Home Page Dec 2018

i O Desktop Shrink To Wiews A @ Refrash
.|g'|ln|n|j Components Wbk e o s Ligaaning pnBI'
v, )
- =
* Last
Search components.. [
s —— HOC Home Page Dec 2018
~ Standard (21 TR -
ok ek sty
- Developer M
. B Laurcher
w T
n Assistant . . Homigl
Chatter Feed
Chat ublizhe Page Tyvp!
A Nashhnar 8] Da

(Optional) You can continue to edit or add to your home page
as desired:

Now that you have your own version of the HOC Home Page - you can always edit it and add
additional components.
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We've started you out by putting the "One Step Attendance Reporting": Visualforce component

on the home page.

For example: You can add any of the following to the home page by adding components. Just
drag an item from the "Lightning components tray on the left -- onto your home page layout.

1) Add a favorite report chart that is relevant to your organization. (Use the Lightning
component "Report Chart) and choose the report you wish to display

ightring Campanents l U p—
- m

earch component o

i gy -
« Standard (21) 6

Mpp Launcher

T Page » Report Chart

f Connections per Volunteer Opportunit

*Report 0
Volunteer Engagement Report -
ilter By L: ]

hd
l 0
1440
(- I f t L]

“ Sat Component Visibility

+ Add Filter

2) You can add other frequently used items like the Volunteer Opportunity Wizard. (Use the
lightning component "Flow" and choose the flow "Volunteer Opportunity Wizard:"
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* B B Daskiop Shrink To View

E Rafresh

Weirorrea s Harcdylin Cesract 31 Lighining®

Lightning Components

Chare: Narwe - Rt I

Page » Flow

Vi s s | |
~ PR ) N raneie mnst i e - e Flows @on't run in tha canvas so that thay don't
Search companents... G ¢ accidentally do something in your org, like create or
S iasar= delate
~ Standard (21) 6 =
Tl - * Flows [i]
che
sss App Launcher ‘
n Azsistant 5 Vaunteer Dppartunity Wizard -
n Chatter Feed
Chatter Publishuer Cowain & e ERUnErOppaTUry Layout [i]
-
E Dashboard oo @ e e Column -
Vmimlirs Dty W o
B row ———— i ) - -
[tems to l;"_gp[c.";e - - o Opticeally, waluas for these Naw variables, Only
Wil Scesimes — variables th oW input ac upportad
Key Deals e e
singleusaracurrence
E List View b .
E Pausad Flow Internews .
Performance a
e Qui - - UserEmailFlow
Quip - .
mn =]

Rerent Ttams

——————————

Add useful 'list views' to the home page:

Examples: Opportunities Awaiting Approval, Occurrences Awaiting Approval,

Connections, ...

Use Tasks? Add the "Today's Tasks" component!

e IR By e
Key Deals B ESNSUREELEY fR e
Hha EEEROISTEE [ sees
List View B EESESSIETS e mm
i ERSEEELsece g, e
Ho s i
Paused I S mmmese B B
|

Performance

Upcoming

Quip o
e+ T orera s

Recent Items

Recent Records

T p———
Oppariunities Awaiting Approval
Soriec by ¥aere e DEEaTIE T - P Dy Y LTI DT

[

Recommendations

Report Chart
Rich Text

Today's Events

ot e

Today's Tasks
Trending Topics

Visualforce

S0RO0ENOBOOEEE

Get more on the Ap

1 m Oocursrom
| Dicourrences Awalting Approval
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Optional: If you choose to add the Volunteer Opportunity

Wizard to the Home Page -- it does take a little bit of
configuration. Here's how:

Select the Flow Component from the left lightning components sidebar - and drag it into the

lightning page layout:

b=} P | D Desktap
Lightnirg Companents
Search componants [y

~ Standerd (23)

Shrink To View - @ Raficsh

Welcome to HandsOn Connect Lightning Fort
HandsQn Connect Dema 0915

Ul Links
Wiew o Public Siie

Handudn Conneci Help

anw
=== Anp Launche
| Flow Companent:
b Assistant Plas Email Account Contacts
Chatter Feed

Chatter Publishier
D Dashibaand
Flow

One Step Atlendande Reparting

‘“olunteer Attendance Report

] 5 = S HOC S0 10 Hanon Gonsac  «

Click on the flow component, and you'll be able to edit the flow component in the right sidebar:

Page > Flow

Flows don't run in the canvas so that they don't
accidentally do something in your org, like create or

delete records.

*Flow

Mass Email Account Contacts

Layout

One Column

Optionally, enter values for these flow variables. Only
variables that allow input access are supported.

recordid

v Set Component Visibility
Filters

+ Add Filter

Select the flow "Volunteer Opportunity Wizard. (NOT "Volunteer Opportunity Wizard - Flow"

which is an old version some orgs still have)

Set Layout to "One Column"
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Scroll to the bottom and In the Flow variables set singleusereccurrence =0

Leave the rest blank:
Click Save to save the new component.

The wizard will now appear on your home page for easy access. Cool!

SAVE the page layout

Page > Flow
Flo run in the canvas 5o that they don't
something in your org, like create or
*Flow o
Vounteer Opportunity Wizard -
Layout L]
One Column v

Optionally, enter values for these flow variables. Only
variables that allow input access are supported

singleuserecurrence
0

UserEmailFlow

VAR_Affiliate_Org_ID

VAR_Day of Manth

VAR_LocationCity

(Optional) Learn more about customizing Lightning Pages

Lightning makes it easy to customize lightning pages like the Home Page (or Record pages for
each of your objects! When you're ready -- Learn more about customizing lightning pages here.

Next: Updating Page Layouts
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Configuring HandsOn Connect Lightning (Pt
2) Page Layouts

If you wish to continue to use the Page Layouts that you have been using in Classic -- no
action is needed on your part. If you've added custom fields, or customized the page
layouts to your satisfaction, then you may just want to leave them in place.

However -- we have included new page layouts as part of HOC Lightning - and if you like,
you can assign these page layouts to your system admin and staff profiles so they can take
advantage of the newer, nicer page layouts (that remove fields no longer used in HOC 3 -
relabel sections, etc.).

Best practice would be to use the new 3.1 layouts, use 'save as' to create a new copy, and
add your custom fields to the 3.1 layouts. Then you'll have the latest of everything including
your personal customizations. Ultimately the choice of what page layouts you want to use
are yours!

How to assign new page layouts

In Lightning - the easiest way to update objects is to go to Setup (click on the cog and select
setup - and then use the Object Manager to get to the object of your choice. Let's select
'‘Connection' and see how to update the page layouts:

Click on Object Manager Tab. (FYI-the "Home Tab" in setup gets you to all the other setup
items.

Either scroll and find the object you want to work with,, or type its name in the quick search
box.

When you've found your object, click on it to open the object view:

::: = Object Manager

# ::-U':‘ F’rqepna e l:-lr'a[n B
| Object Manager

1 [tarns, Sorted by Labe

ABE - APT MAME DESCRIPTIOM LAST MODIFIED DEPLOYED CLUSTOM

HOC__Connection__c 19-123-2018 o v -
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The object view shows all the elements of an object in the left column. Click on "Page Layouts"
to access the page layouts for lightning.

E Connection

fetdarineien nstalling HOC

a I — Datails
i p L & Re b i i
Ligriring R . i
Before Insicling HOC_Connectian -
h - -
 Sats
IMSTALL THE LIMMA
Ctyect Lamih Connection
- Corngctions Dl
POST INSTALL COME it Lochuss Fikes E L

Saraland SAEECaT Hap Wi

EEE Setup Home — Object Manager v

SETUP » OBJECT MAMAGER
&= Connection

Pﬂge L.a}fl:ll..ltS Quick Find Mew

13 Nerns, Sorted by Page Layout Mame

Dutails

Fialds & Relationships

PAGE LAYOLIT NAME - CREATED BY MODIFIED BY
Page Ipouts N \

Connection Layout Manh Hung Tran, 3/21 /2016, &:41 PM Harmza Farrahi, 3/21/2018, 11:38 AM -
Lightning Record Pages

Connection Seif-Reported Layout 0202 HOC Admin, 3/ 21/ 2016, 8:41 PM Hamza Farrahi, 3/21/2018, 11:38 AM -
Buttons, Limks, and Actions
Compact Layouts HOC 3 Connection (Managed) Harmza Farrahi, 3/21/2018, 11:38 AM -
Field Sets ;

HOC 3 Connectian (Self-Reported) larnza Farraki, 3/21/ 2018, 11:38 AM -
Ciapect Limits

HOC 3.1 Connection Layout (Managed) D202 HOC Adrmin, 1271872018, 2:23 PM 0202 HOC Admin, 12018/ 2018, 2:23 PM -

Recard Types

HOC 3.1 Connection Layout (Self

f ted) 0202 HOC Adrmin, 1271872018, 2:23 PM 0202 HOC Admin, 12018/ 2018, 2:23 PM L
eparted)

Related Lookup Filters

Search Layouts
Partner Staff Connection Layout Manh Hung Tran, 3/21 /2016, &:41 PM Harmza Farrahi, 3/21/ 2018, 11:38 AM -

Triggcn.

You may find a lot of old page layouts here. You can safely ignore them (or delete them later if
you feel like doing some housekeeping).

The New Page Layouts we've made available are labeled "HOC 3.1......"
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Connections have two page layouts (one for Managed connections, one for Self-reported
connections). To see your current page layout assighments, and make changes, click on the
"Page Layout Assignment" button.

You'll then see each profile - and which page layout they are using for the "Managed" record
type and which they are using for the "Self-Reported" connection type.

In the example below we se the current assignments for the two profiles HOC uses (system
administrator and Staff) are currently using the page layouts. Staff Connection Layout v3 (for
Managed connections) and "Connection Self-Reported Layout" for self-reported connections.
(Choose additional profiles if you have other profiles using HandsOn Connect and update
those profiles too!)

Click on Edit Assignment:

l Edit Assignment l

Record Types (1-3 0f 3)
Profiles Master Managed Self-Reported
CLIMANIC S MAE LEM| M SEND ECMLIL NI b YOML o TR NS S A BN UM Dt Db AL e B VTN
Chatter Free User Connection Layout Connection Layout Connection Self-Reported Layout
Chatter Moderator User Connection Layout Connection Layout Connection Self-Reported Layout
Content Only User Connection Layout Connection Layout Connection Self-Reported Layout
Contract Manager Connection Layout Connection Layout Connection Self-Reported Layout
Customer Portal Manager Connection Layout Connection Layout Connection Self-Reported Layout
Customer Portal Manager Custom Connection Layout Connection Layout Connection Self-Reported Layout
Customer Portal User Connection Layout Connection Layout Connection Self-Reported Layout
Employee Coordinator Parner Staff Connection Layout w3 Parner Staff Connection Layout v3  Connection Self-Reported Layout
Force.com - One App User Connection Layout Connection Layout Connection Self-Reported Layout
Gold Partner User Connection Layout Connection Layout Connection Self-Reported Layout
Marketing User Connection Layout Connection Layout Connection Self-Reported Layout
Overage Authenticated Website User Connection Layout Connection Layout Connection Self-Reported Layout
Overage Customer Portal Manager Custem Connection Layout Connection Layout Connection Self-Reported Layout
Partner Staff Partner Staff Connection Layout w3 = Pariner Staff Connection Layout w3 Partner Staff Connection Layout v3
Partner Staff Named User Partner Staff Connection Layout w3 = Pariner Staff Connection Layout w3 Partner Staff Connection Layout v3
Partner Staff v2 Connection Layout Connection Layout Connection Self-Reported Layout
Read Only Connection Layout Connection Layout Connection Self-Reported Layout
Solution Manager Connection Layout aooecion Lo acoecion SolLbenotodl L ous
Statt Staff Connection Layoutvd | |{_Stalf Connection Layout v3 ____Connection Self-Reporied Layout
Standard Platform User Connection Layoul - d Cayoul
Standard User Connection Layoul e - e o — -
System Administrator staff Connection Layoutvd  {_Staff Connection Layout 3 ___Connection Seit-Reported Layvout |
Volunteer Connection Layout onnection Layoul onnection Sel-Reporad Layout
Volunteer Leader Parner Staff Connection Layout w3 Parner Staff Connection Layout v3  Partner Staff Connection Layout v3
Volunteer Leader Named User Parner Staff Connection Layout w3 = Parner Staff Connection Layout v3  Partner Staff Connection Layout v3
Volunteer Leader v2 Connection Layout Connection Layout Connection Self-Reported Layout

Edit Assignment

To update the page layout - click on the profile and page layout and then use the picklist to
replace it with the new page layout.

For connections the new layouts are:
HOC3.1 Connections (Managed). (for the managed record type)
HOC3.1 Connections (Self Reported) - for the self-reported record type.

Update the page layouts for both record types, and both profiles, and then click Save. (Your
changes will appear in yellow before you save.)
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Save | Cancel

Page Layout To Usd R T TN ET T SN | 1 Selected 4 Changed
Connection Layout
Connection Self-Reparted Layout
R HOC 3.1 Connectio:Layout imnaged] (1-3013)
EToH] = R | HOC 3 Connection Layout (Self-Reported) & .o ftororiod H—

Customer Portal Manager Custom HOC 3 Connection (Managed) ayout Connection Self-Reported Layout
Customer Portal User HOC 3 Connection (Self-Reported) Fyout Connection Self-Reported Layout
Employee Coordinator Pi Partner Staff Cunnecl?on Layout on Layout v3 Connection Self-Reported Layout

Partner Staff Connection Layout 2
Force.com - One App User Partner Staff Connection Layout v3 ayout Gonnection Self-Reported Layout
Gold Partner User Staff Connection Layout ayout Connection Self-Reported Layout
Marketing User Staff Connection Layout 2 ayout Connection Self-Reported Layout
Overage Authenticated Website User AL TS B L ayout Connection Self-Reported Layout
Overage Customer Portal Manager Custom e Connectlon_Layout : ayaut Connection Self-Reported Layout
Partner Staff Partner Staff Csélmcﬁon Layout Partner Staff Connection Layout v3 Partner Staff Connection Layout v3
Partner Staff Named User Partner Staff C\Dﬁl’;necﬁnn Layout Partner Staff Connection Layout v3 Partner Staff Connection Layout v3
Partner Staff v2 Connection Layout Connection Layout Connection Sell-Reported Layout
Read Only Connection Layout Connection Layaut Connection Self-Reported Layout
Solution Manager Connection Layout Connection Layout Connection Self-Reported Layout
Staff Staff Connection Layout v3 HOG 3.7 Connection Layout HOGC 3.1 Connection Layout {Self-

(Managed) Repartad)
Standard Platform User Connection Layout Connection Layout Connection Self-Reported Layout
Standard User Connection Layout Cannection Layaut Connection Self-Reported Layout
Systern Administrator Staff Connection Layout v3 HOC 3.1 Connection Layout HOC 3.1 Connection Layout (Seif-
(Managed]) Reported)
Volunteer Connection Layout Connection Layaut Connection Self-Reported Layout
Velunteer Leader Partner Staff Co;mecnon Layout Partner Staff Connection Layout v3 Partner Staff Connection Layout v3
v

Volunteer Leader Named User Partner Staff C:Jf‘r;necﬁon Layout Partner Staff Connection Layout v3 Partner Staff Connection Layout v3
Volunteer Leader v2 Connection Layaut Connection Layaut Connection Self-Reported Layout

© Keepin mind - you do not have to change your page layouts assignments if you like the
way they looked in the past or have done a lot of customization to your page layouts.

OR - you can compare the new layouts to your older, customized layouts, and update
either to create the page layout that works best for your organization.

For users who have not customized their page layouts at all, we do recommend that
you switch to the new page layouts (they are nicer and have improved related lists,
etc.). ALSO -- on older page layouts you may find yourself missing certain quick actions
in Lightning.

¢ Ifyou do not have HOC 3.1 page layouts in your instance, then use the HOC 3 page
layouts.

Also - you may see two each of a number of the HOC3 Page Layouts. One of these is
part of the managed package (and can't be edited), and one of these is unmanaged
(and can be edited). The managed ones say 'created by HOC Admin. Use the ones
without a created by, as these are more flexible. And feel free to rename them so you
know its YOUR version of this page layout :-)
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Page Layouts

15 tems, Sartad by Page Layout Mame T‘hi5 Dne iS pan Df the

PAGE LAYOUT NAME s+ CREATED BY HDC paCkage and

Connection Layout Buchie Singh, 3/29/2017, T:42 AM can no? be 2AM
customized.

2 AM

Connection Self-Reported Layaut

0219 HOC HAadmin, 312912017, 742 AM

0219 HOC Hadmin, 3729/ 2017, 742 AM

0219 HOC HAdmin, 3/29/ 2017, T:42 AM 0219 HOC Hadmin, 3/29/2017, 742 aM

HOC 3.1 Connection Layout {Self-Reported] This one is not part of
the package and can

Fartner Staff Connection Layout tuchie Singh, 3/29/2017, T:42 AM s be customized. So
use this one :-)

Partrer Stal Connection Layaul 2 0219 HOC HAdmin, 37292017, T:42 AM

If you decide to use the updating 3.1 page layouts

(recommended) - use the object manager and update page

layout assignments for each of the following objects:

+ Connections. (managed and self-reported record types

* Recurrence

* Volunteer Event

* Volunteer Team

* Volunteer Team Member.

* Volunteer Opportunities and Occurrences each have two choices of page layout --

(regular) and advanced. Use the advanced layout if you want to have ALL the advanced
features available in your page layouts. Use the other 3.1 layout if you are not using any

advanced features. (Tip: if you only want SOME of the advanced features choose the
advanced layout - do a save as to create your own version - and remove the fields for
features you are not using!)

+ Organization (Account). (Update both the nonprofit and business record types. Don't

update for household, Individual or other record types)
+ Contact. (setfor volunteer record type - choose between a standard layout or the

advanced one -- if you're using NPSP then choose HOC 3 Contact - NPSP if its available)

Here's a quick video showing how quickly you can change the page layout for each object listed

above:

HandsOn Connect - Advanced System Administrator Guide

Page 180



Onl

https://screencast.com/t/1gC1]JhiSHmM

Need Help?

Come to one of our daily scheduled labs and we can help you configure and set up lightning

HandsOn Connect - Advanced System Administrator Guide Page 181


https://screencast.com/t/1gC1JhiSHm
https://training.handsonconnect.org/m/61448/l/641598-open-labs-for-hoc-customers

HandsOnConnec ...

(Optional) Making changes to navigation

Because Navigation within the HandsOn Connect application is a matter of personal preference,
the default navigation in HandsOn Connect Lightning has only the main objects. But you can
customize the navigation for your users. (and users can customize their own navigation)

(Option 1) Add Tabs for all users via the App manager

Go to Setup / App Manager and select the edit option for the HandsOn Connect Lightning
application

E:: Setup Home  Object Manager

Q app manager SETUE _
- . R Mew Lightning App Mew Connected App
. E Lightning Experience App Manager
Apps i

App Manager

35 iterns « Sorted by &pp Marme » Filtered by all appmenuiterns - TabSet Type -
Dignt find what you're laoking for?
Try Lsing Global Search. AFP NAME T % DEVELOPER .. “ DESCRIPTION ' LAST MODRIFL.. ~ APP TYPE v YL W
1 Ant Migration Tool Forcecom_Migrat...  The Force.com Mi..  8/14/2018 12:17... Cornected (Managed) -
2 App Launcher Applauncher App Launcher tabs  12/21/2017 114 Classic o v
3 Chatter Desktap Chatter_Desktop Chatter Desktop i, 11/28/2018 11:0.. Connected (Managed) b
i Chatter Mobile fo Chatter_for_Black The Salesloroeco 11728/ 2018 11:.0 Connected (Marnages ) v
5 Community Commmunity Salesforce CRM C...  12/21/2017 11:4...  Classic o -
6 Content Content Salesforce CRM C... 12/21/2017 11:4...  Classic o hd
7 Dataloader Bulk Dataloader_Bulk The Data Loader i..  8/14/2018 12:16 .. Connected (Managed}) v
B Dataloader Partner Dataloader_Partner  The DataLoaderi.. BJ14/2018 12:16.. Connected [Managed) v
[} Force.com [DE Forcecam _IDE The Foroe,com 1D Bi14f2018 12:17 Connected [Managed) v

Goople AdWords GooplefdWords Pravides Google |, 1202113017 11:4.,.  Classic (Managed)

HandsOn Connec...  HandsOn_Conne..  HandsOnConnec..  12/21/2018 7:07... Lightning (Managed) .-

12 HOC Classic HandsOn_Connect 1221/ 2018 7:07... Classic (Managed)

LM | imbdrine HanArfin Canne Thir ir tha nation | 11 {FTIWAD 4R | imb#minm i

Select "Navigation Items" where you'll see the default Tabs that are available for all users:

* Home

+ Contacts

+ Organizations

+ Volunteer Opportunities
* Occurrences

+ Connections

* Reports

These items can't be removed, changed or reordered, but you can add additional navigation
tabs that will appear for ALL users, by selecting them from Available Items and adding them to
the Selected Items. (For example, you can add "Chatter" or "Volunteer Teams" and "Volunteer
Team Members"if you want to make it easy for all your users to access those items.
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Note: Items added it this way will not be removable by users, they are now part of the app for
anyone using it.

MNavigation Items
App Details & Branding

App Optians
Litility Items
Available Items o Selected Items
MNavigation Items
User Profiles
App Performance (Beta)
=hitrir t Sol
Lightring U
st Ery
- > a

(Option 2) Advise your users to add their own navigation
items based on how they use HandsOn Connect.

Lightning makes it easy for individual users to customize the navigation to meet their own style
and use case.

To edit the navigation 'tabs' click on the Pencil icon on the right of the navigation.

'. Al w Search Salesforoe | L g
a
waw

HandsOn Connect... Home  Contacts =+ Organizations »  Volunieer Opportunities w» Oocurrences o Connections s Reports Q

‘e o e [ ] Pt 8 [P Te)] =l

From this interface you can reorder navigation items (by dragging the 3 lines to the left of the
navigation item), and Add Additional Navigation items by clicking on "Add More Items"

HandsOn Connect - Advanced System Administrator Guide Page 183



HandsOnConnect .l
tions @®

Edit HandsOn Connect Lightning App Navigation Items

Personalize your nawv bar for this app. Reorder items, and rename or remove itemns you've added.
Learn More @

NAVIGATION ITEMS (7) Add Maore Items

= n Home

= Contacts

& Organizations

Volunteer Opportunities

e E Occurrences

= Connections

= E Reports

eset Navigation to Default @

¢ There's lots more you can do with Navigation in Lightning:

+ Create 'temporary' tabs

+ Create tabs for list views or individual records.
« Turn temporary tabs into permanent ones

+ Rename Tabs

For information on working with Lightning Navigation, see this Salesforce Help Article.
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	Troubleshooting HandsOn Connect
	Troubleshooting HandsOn Connect - (The 7 commandments of HandsOn Connect)
	1. Do not delete any record that has any related objects associated with it
	2. Do not delete, edit or rename the organization named "Individual" in the system
	3. YOUR organization record must remain designated as type HOC Customer
	4. Do not edit picklists or fields that are used by system functionality or national integration.
	5. If working directly with connections (instead of the connection grid in the occurrence record) - be sure to always fill out fields correctly
	6. Do not designate your staff or partner staff as Volunteer Leaders.
	7. Be careful when using the data loader to bulk load locations, occurrences, and volunteer opportunities

	Diagnosing problems using the HOC Support Reports
	Missing Information Reports
	Missing Information - Volunteer Opportunity
	Missing Information - Occurrence


	How to Update or Change Internal and Partner Staff
	First things to do before deactivating a user or removing portal access. Some tips on staff changes:
	Don't replace or update a user. Always deactivate an old user, and create a new one.
	For Internal Staff and/or System Administrators
	For All Opportunities and Occurrences:   Don't change past records - but update future occurrences and active volunteer opportunities.
	Change ownership of organization records to an active user
	After you've done this:

	How to Change Your System Administrator
	User Changes
	Next you will need to update the system emails to use the new System Administrator
	Once all email addresses have been updated, you can deactivate the old system administrator account
	Note:  If the user is being used by any email alerts in the system, you will be notified that you cannot yet deactivate the user.
	Here we tried to deactivate Davis Kirby - and found he was

	How to Change Your Partner Approval Manager
	Change Control Panel Setting
	Change Partner Approval Manager
	Check Partner Approval Manager on Organization Records
	Partner Approval Manager Public Group
	Users
	Add New Partner Approval Manager to Group
	Check that the email alert "New Organization Registered" is being sent to the Partner Approval Manager Group
	Edit Approval Task User
	Change Assigned User
	Make sure Your HOC Customer Record reflects the New Partner Approval Manager
	Change Partner Approval Manager

	How to Change Your Opportunity Approval Manager
	Change Opportunity Approval Manager in Control Panel
	Globally Change Approval Manager
	Double-check that the global update was successful
	Change Opportunity Approval Manager Group Members
	Change Group Members
	Update two email alerts: "Occurrence Approval Requested" and "Recurrence Approval Requested"
	Update two task records:
	Change Task Assignment

	What to do when a Partner Staff leaves one organization and goes to another
	Before deactivating this user, make sure they are not the opportunity coordinator for any opportunities or future occurrences
	Deactivate their portal access for the organization.
	(Optional) Update their Related Organization record:
	If they are switching to another organization or becoming a volunteer, change the organization they are associated with:


	Managing and Updating Special Email Addresses used by HandsOn Connect
	Default Workflow User
	Default Workflow User
	Changing Default Workflow User
	If you want to set workflows to someone other than the default workflow user you can create additional organization-wide email addresses

	Organization Wide Email Addresses -- Configuring "Affiliate Address"
	Accessing Organization-Wide Email Addresses
	"Affiliate Address" is a special organization-wide email address used by the system.
	Once you've defined the name of the organization-wide email address you want to use -- update the control panel
	If you started with HandsOn Connect prior to May, 2016

	Creating new organization-wide email addresses
	Creating a new Organization-Wide Email Address


	Working with Email
	How to update your email templates
	Your System Administrator can edit the HandsOn Connect email templates to personalize them for your organization.
	Click on EDIT next to an email template name
	To edit the CONTENT of the email, click on the email template name itself:
	Then click on the "Edit HTML" button.
	Edit the body of the email by copying the text from the .txt file, and by pasting the new content over the existing content.
	Update the Text version also - for users who cannot view html-based emails
	If you have customized the template and changed the text (or made selected updates on your email template) - Use the "Copy text from HTML Version" button.

	Testing Email Templates and Verifying Merge Fields
	When viewing the detail page of an email template, click on the "Send Test and Verify Merge Fields" button
	What you see when you click on the "Send Test and Verify Merge Fields" button
	Here's the correct info for me to send a test that will fill in all the merge fields!

	Email Logs in Salesforce
	Mass Emailing in Salesforce
	Before you start: Create an email Template that has the message you want to send.
	Step 1: Go to Setup / Admin Setup / Manage Users / Mass Email Users and select or create a view
	Create a view in the usual way
	Step 2: Select which of your email templates you wish to send
	Step 3: Give your email a name, and schedule it.
	Step 4: Success Page


	Enabling Advanced Features
	Enabling ability for one contact to serve as partner staff for multiple organizations
	How do you use these new related lists to grant access to a contact to manage additional organizations in the sharing portal?

	Enabling Advanced Occurrence Options
	Update profiles to allow read and edit access to the fields you wish to make available
	Add the field(s) to the Page Layout
	Add a new section (if the section isn't already there)
	Add fields
	Extending Advanced Occurrence Options to the Volunteer Opportunity Page Layout
	Allowing Invitation Codes at the Occurrence Level (private occurrences)



	Enabling 'Allow team captains to reserve slots for unnamed (anonymous) team members
	Add the field to the Volunteer Event Page Layout
	Add the field to the Volunteer Opportunity Page Layout
	Add the field to your occurrence page layout
	Update Profile(s) to ensure the field is available

	How to install the Occurrence Name/Description Feature
	Open a help center ticket and Request to be added to the beta
	Give profiles permission to read and edit two new fields in the occurrence record
	Add these fields to the Occurrence page layout in use by your profiles
	(Option). Add the occurrence name to the occurrence related list for Volunteer Opportunities

	Enabling Move/Copy Connections functionality
	Granting Permission to the Visualforce Pages
	Adding the Buttons to Occurrence Page Layout

	Enabling Grouped Occurrences
	Enabling Profile Access
	Sharing Settings to allow Staff profile to Modify All Grouped Occurrence Records (only needed if you do not enable Modify All in the profile step above)

	Granting Permission to the Visualforce Pages
	Adding the Related List to Volunteer Opportunity Page Layout
	Adding Grouped Occurrence field to the Occurrence record
	Enabling the Notification Triggers

	Enabling Prerequisites
	Enabling Profile Access
	Sharing Settings to allow Staff profile to Modify All Prerequisite Records (only needed if you do not enable Modify All in the profile step above)
	Granting Access to the Customer Portal (Only needed if enabling for Partner Staff in HOC 2.0

	Granting Permission to the Visualforce Pages
	Adding the Button to Volunteer Opportunity Page Layout
	Adding Prerequisite Related List to the Volunteer Opportunity Page Layout
	Adding "Used as Prerequisite" checkbox field to Volunteer Opportunity Page Layout
	Adding PrerequisiteRelated to the Contact page layout

	Enabling advanced controls over the sending of automated emails
	Why you might want to enable this functionality?  Who is it for?
	Who should have access to this functionality?
	You enable this functionality by adding a new section and fields to the occurrence page layout
	If you do decide to make this available in the partner or volunteer leader portal
	Reference:  Here are the email templates you'll be suppressing using these fields:

	Enabling Batch Create for Team Members and Connections
	Granting Permission to the Visualforce Pages.
	Adding the Buttons to Contact views. (SF Classic Only)
	Adding the Import menu to the Left Side Menu (Salesforce Classic Only)

	Changing the labels and values of fields and Picklists using Salesforce Translation
	Salesforce Translation Tool


	Creating New Custom Objects in Salesforce
	When to add a new object
	You need a plan before you start.
	What if we were creating a "tools" object to keep track of the tools we check-out to occurrences of volunteer opportunities?
	Learn About Building Data Models in Salesforce


	Salesforce Configuration instructions
	Updating your company profile
	Go to Setup and search for Company Information

	Changing Your password security settings
	Creating a Sandbox
	Sandbox Configuration
	Add at least one Zip Code record 
	Run the batchSelfReported 
	Create the Individual and HOC Customer orgs



	Tricks and Tips
	How do I get the calendar to open to a specific month or date?
	What about week view or day view?
	How can I present a filtered view of the calendar for a future date?

	How to tell where an object was created in HOC (Tracking Fields for Public Site, Sharing Portal and Check-In Kiosk)
	Who is the user HOC Admin XXXX?
	Is there anyway to know where the record was actually created then? Admin or Public Site?
	Public site or Admin?
	Where on the public site was it created or modified?
	Can we tell which contact actually created or modified the record via the public site or sharing portal?


	Examples and Tutorials
	Using formula fields to add additional information related to lookup fields
	Create a new field of type "Formula"
	Select Text as the data type
	Select the profiles you wish to make this object accessible to. (Note, since its a lookup formula, the field will be read only access)
	Our new page layout has the Mobile phone now appearing!
	You can then add this new field to email templates used by alerts that are triggered by occurrence sign-up

	How to get the Project Description Text Into a Report
	When we create an opportunity description in the WYSIWYG editor, the description field actually is HTML.
	Report View of Description Field
	Exported Report in Excel
	Create a New Field
	You'll need to manually populate this field with just the text of your project description
	Open the WYSIWYG Editor after you have created the project description:
	Double click on your new "Description (text)" field and PASTE the clipboard contents into the field
	Now create a report that meets your need, and use the field "Description (text)" instead of the native "Description" field.
	Excel Report showing our new field (left) and the old field contents (right)

	Creating a Report to monitor team signups as a percentage of total connections
	Create a Report of type "HOC Vol Opps and Occurrences with/without connections
	Add these fields to the report
	Create a Formula Field called "Team Percentage" to calculate what percentage of the max volunteers are team members:
	Use Conditional Highlighting on the "Team Percentage" field, to create color alerts that show the occurrences with the greatest percentage of Team Connections
	Optionally - you can create a dashboard component to make it easy to keep an eye on upcoming opportunities with a high percentage of team volunteers coming up.
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