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Company Information: Monitoring your
license usage and data storage

Your nonprofit edition of SalesForce / HandsOn Connect comes with a set number of
licenses, logins, and data storage. Here's how to monitor your usage (and predict if you will
be incurring extra charges from Salesforce for going over. Its recommended that System
Administrators keep an eye on this information to anticipate if you are exceeding limits and
incurring extra costs from Salesforce.

Setup / Admin Setup / Company Profile / Company

Information

Organization Detail
Organization Name
Primary Contact
Division
Address

Fiscal Year Starts In

Newsletter
Admin Newsletter

Hide Notices About System
Maintenance

Hide Notices About System

Edit

HandsOn Connect Demo
Larry Deckel

6321 Rhodes Lane
Riverside, CA 92508
us

January

Phone
Fax
Default Locale

Default Language

Default Time Zone

\_/a

Currency Locale
Used Data Space
Used Flle Space

API| Requests, Last 24 Hours

(209) 378-1234

English (United States)
English

(GMT-04:00) Eastern Daylight Time
(America/New_York)

English (United States)
418.8 MB (41%) [View -
221 MB (0%) [VIEW] o

0(25,000 max)

Downtime
Restricted Logins, Current 0 (0 max)
Mon
Salesforce.com Organization  00DA0O00000aASX
D
Created By  Sally Staff, 7/8/2010 6:33 PM Modifled By  Larry Deckel, 7/20/2011 10:45 AM

User Licenses

g

Edit

User Licenses Help 2

Name Status Total Licenses Used Licenses Remaining Licenses  Monthly Logins Allotted  Monthly Logins Used  Expiration Date
Overage Customer Portal Manager Standard  Active 20,000 1] 20,000 2,000 ]

Overage Authenticated Website Active 100.000 214 99.786 5000 206

Overage Customer Portal Manager Custom  Active 500 61 439 500 LAl

Salesforce Active 10 9 1 Not Applicable Not Applicable

Guest User License Active 25 1 24 Not Applicable Not Applicable

Chatter Free Active 5,000 1 4,999 Not Applicable Not Applicable
Feature Licenses Feature Licenses Help 2
Feature Type Status Total Licenses Used Licenses Remaining Licenses
Marketing User Active 10 3 7
Offline User Active 10 0 10
Salesforce CRM Content User Active 10 0 10

Setup / Admin Setup / Company Profile / Company Information gets you to your company

profile.

Make sure the following is correct:

+ Organization Name (the name of your volunteer program as it appears on the website --
NOT your parent organization)
+ Address
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« Phone Number (in a readable format. Avoid 3231231234 and use 323-123-1234 or (323)
123-1234. It will be used on pages in the system exactly as it appears here.
+ Make sure your default time zone is correct.

User Licenses

1) Here you'll see a summary of your license information. You'll see how many licenses you
have, how many you've used, and how many remain. It will also show you how many monthly
logins are allocated to the portal licenses, and how many have been used for the month.

Data Storage

2) Here you'll see your used data and file space and what percentage of capacity you've
reached. Clicking on "View" will take you to Setup / Data Management / Storage Usage where
you'll see the detailed view of your data storage as illustrated below.

The Storage Usage view:

Storage Usage

Your organization's storage usage s listed below.

Starage Typs Limit Used Parcont Used
Data Storage. 10GB 2811 M8 2%
File Storage 60GB 250 KB %

Current Data Storage Usage

Record Typo Record Count Storago Porcont
ZipCodes 42036 82.1MB 29%
Connections 36,970 68.3MB 24%
Contacts 22,862 4a7MB 16%
Volunteer Team Mermbers 22522 40MB 16%
Occurrences 8073 15.8 MB &%
Locations 4,206 82MB %
Volunteer Teams 4084 79MB %
Acsounts 3442 67 MB %
Volunteer Opportunities 1,486 29MB %
Skills 86 372KB 0%
Volunteer Events 4 82KB 0%
Links. 7 KB 0%
Tasks 9 18KB %
Labels 4 BKB 0%
Feed Tracked Changes 2% 7KS %
Recurrences 3 6KB %
Evenis z KB %
$xill Ratings 1 K8 %
1 2K8 %
1 KB 0%
1
1

Other Settings
VL Access
Questions. 2KB 0%

2KB 0%
Feed Comments. 4 1K8 %

Associations

Feed Posts 3 7688 0%
Proles L3 0B %

Current File Storage Usage

Record Type Record Count Storage Percont
Bocuments 5 356 KB 86%
Protos 8 64KB 14%

Top Users by Data Storage Usage

user Storage Percont
HangsOn Connect Admin 0025 1686 MB 80%

Here you can see how much data you've been allocated, and how much you've used. You can
see the percentage of your total space that is used.

1- Data Storage= This is the total based on the number of records in the different objects.

2- File Storage= This is the total based on the number of items in the Documents and
webpages.

3- Lists the total number of records by object and shows what percentage of the Data Storage it
accounts for.
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This page also includes information on WHO in your organization is using the space (so you can
weed out staff members who are storing too many files!), which files are taking up the most
space, which data types are taking up the most space, total numbers of records, and more. The
above illustration just shows PART of the detailed information that is available here which can
help you keep your data and storage pruned to avoid extra charges.

Top Users by Data Storage

Usage
User Storage Porcent
Handson Connect Admin 9999 230.3 MB 55%
Larry Deckel 55MB 1%
Hangson Gonnect Demo (Training) Demo & Training 20MB 0%
Art Ordogui 1.2MB 0%
Client Administrator 684 KB 0%
Sally Staff 472 KB 0%
Rana Woodhull 372 KB 0%
Alex Atwood 242 KB 0%
Michelle Clemons 228 KB 0%
Art Partner 220 KB 0%
Davis Kirby 146 KB 0%
Valerie Voluntser 142 KB 0%
Art Trout 136 KB 0%
Allie Einsiedel 122 KB 0%
Kate Potter 116 KB 0%
Dominic Carubba 94 KB 0%
Stephen Ponzilla 94 KB 0%
Tonya Cunningham 90 KB 0%
Tara Smith 86 KB 0%

Top Users by File Storage
Usage

User Storage Percent
Art Ordoqui 6.6MB 30%
HandsOn Gonnect Demo (Training) Demo & Training 6.6 MB 30%
Larry Deckel 4.1MB 18%
Davis Kirby 22MB 10%
Always Allison 1.7MB 8%
Client Administrator 257 KB 1%
Gina Simpson 220 KB 1%
salim dooma 46 KB 0%
HandsOn Connect Admin 9998 40KB 0%
Robert Boylan 38 KB 0%
Stefan Skills 38 KB 0%
Paige Van Riper 35KB 0%
Davis Kirby 31KB 0%
Zach Spiller 24 KB 0%
Lenny Leader 23 KB 0%
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Understanding record IDs

Record IDs serve as a definitive way of of differentiating one record from another.

There are lots of John Smiths in America -- but we can tell them apart because each of them
has a different social security number.

The records in Salesforce each have unique IDs as well. We need these so we can update
data without accidently updating the wrong record!

Where it can get confusing in HandsOn Connect is because our database uses a variety of
different IDs. So let's talk about which is which and what they are used for!

A sample report showing four different types of ID's for the
Connections Record!

€ Occurrence with Connections and Volunteer Opportunities Report

Report Generation Status: Mote: 2,000 of 52,632 records are displayed below. Select Export Details for a complete view of your data

Report Options:
i~ Time Frame-
Summarize information by _ Show | Date Field _ Range )
--None- | | My occurrences v End Date & Time s | Custom v
From To
Run Report ¥ | | Hide Details | | Customize | Save As | Printable View | Export Details
Connection: ID Connection: Connectionid HOCID + Import ID
a08A000000C3xdF CO-304264 00DADD00000a2D3C0O394265 HCO2-955959-1284326
a08A000000C3dG  CO-394265 00DADD0000022D3C0394266 HCO2-908819-1167694
308A000000C3xdH CO-394268 Q0DADDO000022D3C03094267 HCO2-976035-1282988
a084000000C3xdl  CO-394267 00DA000000032D3C0O394268 HCO02-972080-1288133
a08A000000C3xd) CO-394268 00DA00000002203C0394269 HCO2-964139-1279441
3084000000C3dK  C0O-394269 00DAD00000022D3C0O394270 HCO2-064137-1279441
al3A000000C3dL  CO-394270 00D400000002203C0394271 HCO2-934807-990133
202A000000C3xdl  CO-394271 00DA00000002202C0394272 HCO2-922386-1153517
3084000000C3dN  C0Q-384272 00DA0000000a2D3C0O334273 HCO2-248460-1144328
308A000000C3d0  COQ-304273 00DADDO000022D2C0204274 HCO2-975949-1201891
a308A000000C3dP CO-304274 00DADDO0000a2D2C0O304275 HCO2-073228-1201891
a02A000000C23xdQ  £0O-304375 00DADD00000a2D23C0294276 HCO2-899487-1117834
a0BA0000D00C3XdR  CO-394276 00DADDD0000a2D3CO394277 HCO2-908864-975581
AR AAMARANARMS A O 3INATT ARMAARAAARARASMSAAINANTO WUAAD ARDORA 4M0TAR

When we look for the term ID in a connectioins report-- we'll see there are actually four
different IDs that are available!

* Connection: ID
* Connection: Connection ID
« HOCID

HandsOn Connect - Data Management for Salesforce Administrators Page 8
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* Import ID

They each have different functions.

Connection ID -- is the Salesforce.com ID for a record. (In

this case, a "connection record")

Connection |d
CO-0B5610
CO-085611
CO-0B5612
CO-0B5613
CO-0B5614
CO-0B85615
CO-0B5G616
CO-0B85617
CO-0B5G18
CO-0B5619

This is the most important ID, and the one you'll use when doing batch updates.

Connection 1D
al8A000000Fx12zD
a0BA000000Fx1ZE
alBA000000Fx12F
a0BA000000Fx12G
alBA000000Fx2sh
a0BA000000FxEtp
alBA000000FxLPN
a0BA000000FXLPX
alBA000000FxMur
a0BA000000FxPHE

HOC ID
00DADODOO0DaASKCOBSETT

00DAOOOO0O00AASKCORBEET2 -
00DADODODODaASKCOBSGETS -
00DAOOOO0O00AASKCORBEET4 -
00DADODODODaASKCOBSGETS -
00DAOOOO0O00AASKCORBEETE -
00DADODODODaASKCOBSGETT -
00DAOOOO000AASKCORBEE1E -
00DADODODODaASKCOBSGETS -
00DAOOOO000AASKCORBEE20 -

For each and every record in your insance of Salesforce, an ID is created.

The ID is 15 characters with a combination of numbers and upper and lower case letters. It is

case sensitive!

If you want to view a specific record in the system -- this ID is part of the URL that displays the

record.

HandsOn Connect - Data Management for Salesforce Administrators
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EorEEHoN: LU - Uan 0 10 exlesfensg.co — Enterprise Edition

T || & 1P':_+ https://na7.salesforce.com/a08A000000Fx 12D P

r Startupm  Read Later Fast Accessv QUK TooIs™HERdsOf Conneggy Disney 2v  Ipad Resourcesv Troutco Resourcesv  PLU

Connection 1D

Search Contacts, Organiza... = Search

is used as part i Larry Deckel - Help &
Options... the URL

15 Contacts Locations Volunteer Opportunities Occurrences Volunteer Events Volunteer Teams R« LGHLLE]

 CO-085610

Customize Page | Edit Ls

C" Show Chatter G Follow

Answers [0] | Open Activities [0] | Activity History [0] | MNotes & Attachments [0]

Connection Detail Edit | Delete Clone

¥ Information

Connection ld  CO-085610 Status  Confirmed
Volunteer Opportunity oC Kids Attendance Status
Occurrence oCc-025070 Decline Reason

Contact  Lenny Leader

The first part of the URL is the web address of the salesforce server you are on, and the second

half is the Salesforce ID for the record. (Since this is a connection record it's called the
Connection ID)

Connection id (note this time id is in lower case)

Connection: CO-085610 ~ salesforce.com - Enterprise Edition
N EE T | &P+ https://na7.salesforce.com/a08AQ00000F% 12D

v Startupm Read Later Fast Access¥ Quick Tools¥ HandsOn Connecty Disney 2v Ipad Resources v Troutco Resourcesv PLUSBAR

—gp- CO-085610 Search Larry Deckel - Help & Trainit
Options...

ns Contacts Locations Volunteer Opportunities Occurrences Volunteer Events Volunteer Teams R« LLE-(GLEE Do

" L CO-085610

This id is actually the Customize Page | Edit Layout |
unigue name of the

C*" Show Chatter §g Follow _ . . I
- object. It's a field withi...

A

sctivity History [0] | Notes & Attachments [0]

Connection Detail Edit | |Delete | Clone

¥ Information

Connection Id) CO-085610 Status  Confirmed
Volunteer Opportunity  OC Kids Attendance Status
Occurrence 0C-025070 Decline Reason

Contact  Lenny Leader

HandsOn Connect - Data Management for Salesforce Administrators Page 10
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Each record is salesforce must have a Record Name Label.

It can be formated as a text (i.e. Full Name, Tool Name, Account Name), or be an numeric code,
that is autonumbered by the system.

The format is always a letter or two (indicative of the record type, in this case CO for
connection), a dash, and then a sequential number.

This ID number appears as a field in the record. You can use this ID When searching for
records!

HOCID

€ Occurrence with Connections and Volunteer Opportunities Report

Report Generation Status: Mote: 2,000 of 52 632 records are displayed below. Select Export Details for a complete view of your data

Report Options:

= Time Frame
Summarize information by Show Date Field Range
~Nome- & |My occumences v End Date § Time ¥l |Custom ~

From 70

Rum Report ™ Hide Details Customize Save As Printable View Export Details

Connection: ID Connection: Connectionld HOCID + Import ID
a08A000000C 3xdF -304264 00DA0000000a2D3C0394265 HCO2-955959-1284326
a08A000000C3xdG  CO-394265 00DADD00000a2D3C0394266 HCO2-908819-1167694

208A000000C3xaH

00DADDO000032D3CO394267

HCO2-976035-1282988

a0BA000000C3xdl  C£O-394267 00DAODD000022D3C0O394268 HCO2-972080-1288133
208A000000C3xd)  CO-304268 00DAQD000002203C0394269 HCOZ2-964139-1279441
al3A000000C3dK  CO-394269 00D4000000022D3C0394270 HCO2-964137-1279441
208A000000C3dL  CO-394270 00DA00000002202C0324271 HCO2-934807-290132

2084000000C3dld  £O-394271 00D4000000022D2C0324272 HCO2-922386-1153517
a084000000C3dN  COQ-304272 00DADD00000a203C0394273 HCO2-048460-1144328
a02A000000C3xd0  CO-394273 00DADDD0000a2D2C0O394274 HC02-976949-1291891
a0BA000000C3xdP CO-304274 00DADDD0000a2D2C0O394275 HCO2-972228-1201891
a08A000000C2xdQ  C£O-3042375 00DADDD0000a2D3CO394276 HCO2-899487-1117834
a0B8A000000C3xdR -394276 00DADD00000a2D3C0O394277 HCO2-908854-975581

ARG ARNANNAS FeAdS

~O INATT

ANMAANAAANAAIM IS MIN4ATTe

W/hMT NNOGEA 43N0TRE

The HOC ID is used to reference the record for some of the hard coding in the system, and is
also used OUTSIDE Salesforce and HandsOn Connect (i.e. for feeds into external search engines
such as All for Good and other external technologies)

Its 22 characters long and the first half refers to the instance of Salesforce that's involved, and
the latter half refers to the record itself.

It is autonumbered as each record is created. This is not an ID you'll use much internally within

the system.

Import ID

When data is first imported into Salesforce from an external source (HandsOn Connect, 1800
Volunteer, other technologies...) the records are correlated from the source technology by

HandsOn Connect - Data Management for Salesforce Administrators
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assigning an Import ID. This creates a map from the external source to the record within
Salesforce.

This ID is important doing data import, but of no particular use thereafter. Nonetheless, the ID
stays with the record.

So for data management purposes - the ID we will usually want to use is the "Salesforce
ID" (or in the case of a connection record, the Connection ID. The one with 15 characters.

HandsOn Connect - Data Management for Salesforce Administrators Page 12
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Archiving your data - Weekly Export Service

Given that your data is your must important asset -- you should plan on keeping archival
copies of all your data on your computer or a local server.

This way -- if you accidentally cause irreparable harm to your data - you'll have a backup of
all your data which you can import back into the system!

Archiving is available through an automated Weekly Export
Service (WES)

Personal Setup Weekly Export Service

* My Personal Information
Data Export lets you prepare a copy of all your data in salesforce.com. From this page

export is ready for download you will receive an email containing a link that allows you
after which time they are deleted.

* Email
* Import
* Desktop Integration
* My Chatter Settings

G Next scheduled export:
None

App Setup

* Customize

* Create Export Now | | Schedule Export

¢ Dewvelop
* Deploy
Wiew Installed Padages
Critical Updates
—

Administration Setup

* Manage Users

* Company Profile

* Security Controls

* Communication Templates

* Translation Workbench

B Data Management o
Analytic Snapshots W,
Import Accounts'Contacts
Import Leads
Import Selutions
Import Custom Objects
Dsts Export

Storage Usage

Mass Transfer Records

System Administrators can set-up and be notified of automated back-ups performed on the
system.

To set-up the WES, click Setup/ Administration Setup/ Data Management/ Data Export

Then select "Schedule Export"

HandsOn Connect - Data Management for Salesforce Administrators Page 13
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Setting the Export Specifications

Schedule Data Export

Schedule Data Export Save | Cancel

ExposCEselttcocig | IS0-8859-1 (General US & Western European, IS0-LATIN-1) [« |

Include in export
@ rseineson
Replace carriage returns I:‘ o
with spaces
—

Schedule Data Export

Frequency Weekly

@ On day | 4 of every month
e @ Monthly El
— ) On | the 1st Sunday of every month

start |[19/17/2010 | [11/17/2010)
End |1z.'31;2015 [ 11172010 ]

Preferred Start Time | 3:00 AM El

)

Exsct start time will depend on job queue adtivity.

e Save | |Cancel
o N’
Exported Data L=y

Select what type of information you would like to include in the export. The dats types listed below use the Apex APl names. If you are
Include all data for your export.

Indu::IE all data
|:| RecordType D BusinessFrocess |:| Contract

DAppr:}val D ContractContactRole D User
— —

=)

1) Check the box for “Include in export” this includes documents and attachments in your
system.

2) Uncheck the box for replacing carriage returns with spaces (optional)
3) Set the frequency that you wish the export to take place

4) Select the items you wish to have in the export. It is recommended that you select “Include all
data.”

5) Click “save”

HandsOn Connect - Data Management for Salesforce Administrators Page 14
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Retrieving Export

Your Organization Data Export has completed - HandsOn Connect
Demo

support@salesforce.com
Sent: Wed 11/17/2010 11:16 AM
Tao Art Ordogui

The export of your organization's data has been completed.
Please click on the following link within the next 48 hours to
receive the export.

https://na7.salesforce.com/ui/setup/export/DataExportPages/d

Thank you,
salesforce.com

After the export is completed, you'll be notified by e-mail. The e-mail will contain a link to the
export, and the export will also be available at Setup/ Administration Setup/ Data Management/
Data Export for 48 hrs.

Weekly Export Service

Diata Export lets yvou prepare a copy of all vour data in salesforce.com. From this page vou
export is ready for download vou will receive an email containing a link that allows you to d
after which time they are deleted.

Q Next scheduled export:
None

Export Mow | | Schedule Export

Scheduled By  Art Ovdogui

Schedule Date 11/17:2010

Export File Encoding  |SO-88589-1 (General US & Western Eurocpean, |SO-LATIN--

Action File Name

downlosd WE_00DADDDODDDaAsMAE_1.2ZIP

We recommend backing up your data on a regular schedule once a week. However you
can choose to backup more or less often!

How many snapshot 'backups’' of your data you should keep is up to you. But you
definitely want to have more than one -- just in case!
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Avoiding Duplicate Records - Merging
Contacts and Organizations
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Merge Duplicate Organization Records

This lesson shows you how to merge duplicate Organizations while maintaining
relationships to contacts, volunteer opportunities, and other related records.

To start, click on the Organization tab.

Note: If you want to make sure that all values and notes are preserved, print out the
contact's record and list of related items to compare after the merge is complete.

IMPORTANT: If a contact has partner staff profile / portal access in one of the duplicate
organizations, you should REMOVE their partner staff license/access BEFORE merging the
organizations. You can keep portal users who are related to the MASTER record, but the
partner staff access will not transfer from the deleted (merged) organizations to the new
merged organization.

Organization Tab

Tools

Impart My Oroganizations & Contacts

Import My Organization's Organizations & Contacts

IMass Delete Organizations

Transfer Organizations

Merge Organizations -t

Sales Methodologies

Scroll to the Reports and Tools sections under the Recently viewed objects and click on Merge
Organizations

HandsOn Connect - Data Management for Salesforce Administrators Page 17
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Find Organizations

Please =zelect up to three records that you wish to merge into one.

w @

—=

Find Crganizations

cords to g

Customer Portal  Organization Site

A

Art in Texas, Inc.

ArtPace

¢

“Artists Repertory Theatre
Art on Alberts
S cartalife
Art in the Pearl

Arthritis Foundaiton

“Art Waves

OO0O0oO0OooEOoE

Art Title

Arturo's Adventure Club

=

Artin Texas

I-
.|

I-
0
-
5]

Mext | C

Owner

Art Ordoqui

Art Ordoqui

HandsOn Connect Admin 9989
HandsOn Connect Admin 599
HandsCn Connect Admin 9988
HandsOn Connect Admin 999
HandsCn Connect Admin 2999
HandsOn Connect Admin 9989
Art Ordoqui

Art Ordoqui

Art Ordoqui

Mext

1) Enter the keyword to find the organizations to merge. You can use an * as a wildcard search.

2) mark the checkboxes next to the organizations you want to merge, and then click Next.

3) Take note if the organization has customer portal access as you want to leave this as the

Master Record in the next Step.

You can select up to 3 organizations to merge at once. If you need to merge more than three,
simply repeat these steps after you have completed the first merge.

HandsOn Connect - Data Management for Salesforce Administrators
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Select the Values to Retain

()

S
Previous | | Merge | Can

Select the values that you want to retain in the merged record. Highlighted rows indicate fields that contain conflicting data. The Master Record
selected wil retain read-only and hidden field values. The oldest Created By date and user will be retained in the merged record.

Note: All related records including any notes, attachments, and activities will be associated with the new merged record.

o Art in Texas, Inc. [Select All Art in Texas [Select All
Master Record i~}
e el @ At in Texas, Inc ) Artin Texas

Also Known As | @) AT, Inc, Art Trout
Federal EIN @ gg7854221 E
Organization Record Type | Monprofit Monprofit

T © -cive Partrer D inactive

Primary Contact @ 4t Partnar E
Primary Address? Shipping Shipping
CULRLLLSEY (@) 206 E. Sunset Road

San Antonie, TX 78208 San Antonic, TX 72209
Address Visibility City and Zip anly City and Zip anly
Shipping Address NGRT-cY FEIHE=TY @) 122 Main Strest

Fuite 100
San Antonic, Tx 782028
United States

San Antonio, TX 78208
us

' {210) 238-0545 Q) 210) 122-4587

Fax

http./fwww. artintexas.org

Website http:/fwww. artintexas. ong
Sponsor Group

Mission Statement | @) art in Texas believes in the value of publicart

througheout our communities. To this end, we work SeIECt be[ween the
with local arts organization to develop RFPs for a\a‘allable Values IO

public art, to support art education in schools, and 1|

work with local city and county governments to determine WhICh one T.O

incorporate public art into zoning plans.

Auto Approve Opportunity keep.
Opportunity Approval Manager @) art Crdogui

In this step you have the option to select the values from the different records that you wish to
maintain in the merged record.

Fields highlighted in Blue indicate where a difference in the values is present.

1) If one of the records was marked as Customer Portal in the first step, make sure it is the one
marked as "Master Record"

If more than one of the organizations is marked as customer portal, you need to go into the
organization records that WON'T be the master - and remove portal access (partner staff
licenses) from those contacts BEFORE merging. Their partner staff license will not automatically
transfer to the newly merged organization. (Remove them first, and then after the merge,
grant them partner staff access for the newly merged organization)

For fields that are multi-picklists, such as Population Served and Impact Area, it will not merge
the values present in both records. If necessary, you can add the other values from the
removed organization to the remaining record after it is merged.

2) Once you have marked all the values you wish to preserve, click Merge.

You will then get a warning message that lets you know that the merging of the records can't be
undone, and if you want to proceed. Click OK.

Once the merge has been completed, you will be taken back to the Organization Tab, and the
remaining organization will be listed at the top of the Recent Organization. Open the record to
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confirm that all the changes were made. All the records related to the two previous
organizations are now related to this record as well.

By Default - only system administrators have the ability to
merge organization and contact records

Merging records requires permission to DELETE records. Therefore, only system administrators
are able to merge records.

Make it your business practice to have your staff make requests for you to merge duplicates
that they find.

OR... you can grant a few selected staff people profile permissions via a permission set, that
gives selected users delete permissions for Organizations and contacts.
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Merge Duplicate Contact Records

This lesson shows you how to merge duplicate Contacts while maintaining relationships to

connections, team members, and other related records.

To start, the Contacts must be associated with the same organization. It is usually easier to
have them related to an organization other then Individual as it makes it easier to find and

merge. If you need to review how to edit contact records, click here.

Once the contact records you want merged are associated with the same organization,

open that organization's record.

Note: If you want to make sure that all values and notes are preserved, print out the
contact's record and list of related items to compare after the merge is complete.

Organization Record

2/ Contacts Mew Contact| Merge Contacts

Action Contact Name Title Email \
Edit | el Art Partner ED' archoctHrainingorgpartnenfagmail.com
Edit | el Arturc Volunteer artchoctrainingveluntesr2i@gmail.com
Edit | Del Mary Poppins mary. poppinsi@gmail.com

Edit | Del Art Thomas artchoctuserf800@gmail.com

Edit | el Art Lambert artchoctuser1 §905Egmail.com

Show & more » | Go to list {(10) «

Caontacts Help

Business Phone

(2107 111-1111

Scroll to the Contacts related list under the organization's detail and click on Merge Contacts

HandsOn Connect - Data Management for Salesforce Administrators
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Find Contacts

Step 1. Select the records to merge Step1of 2

Mext | Cancel

Fleaze =elect up to three records that you wish to merge inte one. Use the "Find Contacts™ feature to gearch
for specific contacts associated with this organization, or click the All Contacts butten to show all of the

as=sociated contacts for thiz organization.

@

Customer Portal Contact Emai o
—
v Art Fiz

Find Contacts| |All Contacts

artchocHixvolunteer@gmail com

Art
1 i AOOF, .

Lambert artchooctuser! 8285@gmail.com
D v M artchoct+rainingorg@gmail.com
D ¥ Art Partner artchoctrainingorgpartnen@gmail .com
D £t artchoctuser8800 mail.com

Thomas @g E
Arthur Fix
[ ¥ :rn—ﬁma artochocHrainingvelunteerZ@gmail.com

1) Enter the keyword to find the contact to merge. You can use an * as a wildcard search.

2) Mark the checkboxes next to the contacts you want to merge, and then click Next.

Business Phone Owner

2103380545

(2103 1111111

Client
Administrator

HandsOn
Connect Admin
9593

HandsOn
Connect Demo
{Training) Demao
& Training

Art Ordoqui

HandsCn
Connect Admin
9959

Staff Training
Profile

Art Ordoqui

3) Take note if the contact has customer portal access as you want to leave this as the Master

Record in the next Step

You can select up to 3 contacts to merge at once. If you need to merge more than three, simply
repeat these steps after you have completed the first merge.

HandsOn Connect - Data Management for Salesforce Administrators
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Select the Values to Retain

Step 2. Select the values to retain o Ste|
Previous| | Merge

Select the values that you want to retain in the merged record. Highlighted rows indicate fields that contain conflicting data. The Master Record s¢
will retain read-only and hidden field values. The cldest Created By date and user will be retained in the merged record.

Note: Activities, Notes, Aftachments, Cases, Opportunities, and Campaign History related to these Contacts wil be associated with the resulting n

@
0
=1
=

o Art Fix [Select All]

Arthur Fix [Select All
Master Record [ 8]
‘ortal User 0 artchocHixvolunteer@gmail.com{Customer Portal] [Mot & portal user]
Contact Owner 0 Client Administrator L ! Gtaff Training Profile

@ art Fixc () arthur Fix

!I%

Middle Name

Username | @) griohoc+fixvolu nteer@gmail.com

Registration Status 0 Registered

Employer

! ! Mot Registered

Organization Name  Art in Texas, Inc. Artin Texas, Inc
Title
Primary Address? Home Home

@ 123 main Street
San Antonic, TX 78209

Ll ) 122 Main Street
San Antonio, AL TE209

Business Address
Primary Phone? Home Home
Business Phone

Home Phone  (210) 122-4587 {210) 122-4587
Mobile Phone
Other Phone

Fax

Email
Alternate Email
Gender

@ artohocHfixvolu nteer@gmail.com

Ethnicity/Race ()
Marital Status (7}

Select between the
available values to

determine which one to
keep.

Eedesrtine §raend

In this step you have the option to select the values from the different records that you wish to
maintain in the merged record.

Fields highlighted in Blue indicate where a difference in the values is present.

1) If one of the records was marked as Customer Portal in the first step, make sure it is the one
marked as "Master Record"

2) If the contacts both have Portal User access, select the username that the contact wants to
use moving forward.

For fields that are multi-picklists, such as Volunteer Type and Interest, it will not merge the
values present in both records. If necessary, you can add the other values from the removed
organization to the remaining record after it is merged.

3) Once you have marked all the values you wish to preserve, click Merge.

You will then get a warning message that lets you know that the merging of the records can't be
undone, and if you want to proceed. Click OK.

Once the merge has been completed, you will be taken back to the Organization record, and
the remaining contact will be included in the Contacts related list. Open the contact record to
confirm that all the changes were made. All the records related to the two previous contacts are
now related to this record as well.
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By Default - only system administrators have the ability to
merge organization and contact records

Merging records requires permission to DELETE records. Therefore, only system administrators
are able to merge records.

Make it your business practice to have your staff make requests for you to merge duplicates
that they find.

OR... you can grant a few selected staff people profile permissions via a permission set, that
gives selected users delete permissions for Organizations and contacts.
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The hazards of deleting data
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Deleting Records

In this post we will show you how to delete records - but caution you that unless done with
great care and understanding of the database -- you should NOT delete data.

NOTE: Deleting records, especially mass deletion of records, is not recommended.

See the next post to understand what can happen if records are deleted!

Salesforce does not archive data for you. If you delete it, it will eventually be permanently
gone. And if there are related records that required the record you deleted - you will
corrupt the other records :~(

The only way to archive data (in case you DO delete and regret it) is to export the data.

To learn how to set-up the auto-export, click here.

Delete Individual Records

Volunteer Opportunity

» Iron Chef 2005 At the top of each
record is the option ...

fE¥ Show Chatter MNoWl @8 Foliow

« Back to List: WVelunteer Opportunities

Connections [5+] | Occumrences [1] Rgcurrsnces[0] | Skill Ratings (] | Questions (] | Open Activities [0 |
Voluntesr Opportunity Histony [1]

Volunteer Opportunity Detail Edit | |Delete| | Clone | |Sharing | | Skilled Volunteer Search

¥ Hands0On Connect Shortcuts

- _ .. -
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s Volunteer Events Volunteer Teams

All Volunteer Opportunities E| New Volunteer Opportunity

Create Mew View | Edit
P ' OU can also select "Del
e from the views for each

Edit | Del Leaders

Edit | Del

Edit | Del Global B

Edit | Del routco Building Express Interest
Edit | Del Walk wit Troutco Building Express Interest

Edit | Del Height and Wt Bur... Express Interest

Edit | Del™ Food Sorting for. .. Troutco Warehouse  Express Interest
Edit | Del Art's Wizarding World Wizarding World o... Express Interest
Edit | el Help Build a Com... The secret Garden Express Interest

These should only be used when you mistakenly created a volunteer opportunity, occurrence,
contact, organization, etc..

DO NOT delete any record that has related objects associated with it.

For example if you delete an occurrence, then all the connections to that occurrence will be
missing required information and be corrupted.

If you delete a volunteer opportunity, it will corrupt any related occurrences and/or
connections. This data corruption may break system functionality on both the public and
admin site.

Instead of deleting records -- mark them as inactive or cancelled. This will effectively pull them
out of reports and keep them off the public site, while preserving their relationship to other
related objects.

If you have created a duplicate contact or organization, utilize the merge option to correct the
duplication.

Click here to see how to merge organizations.

Click here to see how to merge contacts.

If a record has been mistakenly deleted - it will be
recoverable from the recyling bin for 15 days or until space
isn't available

Salesforce does have a recycling bin for deleted records, unless you opted to Permanently
Delete the records during the mass delete. .

See this post to see how to manage the Recycling Bin.
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"My public site no longer works": What can
happen if you delete records that are
required fields in other records.

Volunteer Opportunities, Occurrences, locations and connections have lookup fields to
other objects. And some of these lookup fields are required fields in another object.

So deleting a location may corrupt the record for a volunteer opportunity.

What happens if, for example, you delete a non-profit organization that is the managing
organization for an active volunteer opportunity?

Answer: Bad things happen!

A volunteer opportunity has a number of required fields -
including a default location where the opportunity takes
place

Helpfrr:dlvhssmg People

T Show Chatter  Folowing

Connoctions [0] | Qccurrencos [8] | Recurronces [1] | SkilR

Volunteer Opportunity Detail
¥ HandsOn Connect Shortcuts
Volunteer Opportunity Overview
Here's your at-a-glance view of this Volunteer Opportunity:

Opporunity Greated
Occurrence Created  Creaio N o
Created  Creato New Recumence

nd Metrics)

ey

Activity Type

This opportunity "Help find Missing People" has "Missing Persons HQ" as its default location.
This location is also used in each of its occurrences.
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The opportunity shows up on the calendar on the public
site on the last Monday of every month

24 detail » 25 detail » 26 detail » 2
Family Volunteer 5:00AM Take 9:00AM Summer | 2:0
Weekend p Action! of Service of
8:00AM Franklin Canyon 8:00AM Take 3:00PM 83
Park Conservation Action! Interested in tes

Committees?
10:00AM Urban Farmers B:00AM Take
Action! 7:00PM Social
Merworking:

11:00AM Family Trash T i o
Marathon 9:00AM Summer Br;.:ﬂil:grand

of Service g9ing,

Checking In!

1:00FM Help Me Rhonda
Help others

1:00PM Help
find Missing
People

3:00PM
Technology
Trainers Needed

B6:00PM Arts &
Crafts with Kids

MORE P MOCRE P

A recurrence for this opportunity has the volunteer opportunity taking place on the last Monday
of every month.
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Watch what happens however, if someone deletes the
location "Missing Persons HQ" from the database.

Location

%% Missing Persons HQ

Volunieer Opportunities [11 | Occuriences [B] | Recurrences [1]

Customize Page | Edit Layout | Printable View | Help for this Page &

Location Detail

Eds‘(: Dolato | Glons Sharing

%7 Add Togs

QOpen Activities [0] | Activity History [0] | Noles & Atlachments [0]

¥ Information
Owner
Location Name
Streoet
City
State/Province
Zip/Postal Code
Country
Special Directions
Gooegle Map URL

[ Lamy Deckel [Change]
Missing Persons HQ

123 Main St

Riverside

CA

82506

hitp:#maps google com/?
9=123%20Main%20St%20RIv. .,

Organization

Missing in Action

¥ System Information

Croated By

Larry Deckel, 7/26/2011 11:03 AM

Edit Delete Clone Sharing

Last Modified By

Lany Deckel, 7/25/20

11:55 AW

Volunteer Opportunities

New Volunteer Opportunity

Volunteer Opportunities Help .7

Action Voluntoor Opportunity Name Start Dato End Dato Status

Edit| Del Help find Missing People 712572011 1213172011 Active

¢ Occurrences New Occurronce Oceurrences Help 2
Action Occumence ID Start Date & Time End Date & Time Status

Edit| Del 0C-025222 /252011 1:00 PM 71252011 3:00 PM Active

A 'helpful' staff person decided for some reason to delete this location as they heard it was

closed down.

They did not however, go back to the occurrences that were using this location and put in
another location. So now we have Occurrences that have no location! Hence, no zip code field

is available to search.
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Occurrance

¢ 0C-025222

Customize Page | Edit Layout | Printabla View | Help for this Pay
C* Show Chatter Following %) Add Te
Connections [0] | Open Activities [0] | Activity History [0] | Notes & Aftachments [0]
Occurrence Detail Edit Delete Clone Sharing Print Check-In Sheet

¥ HandsOn Cennect Shortcuts

Occurrence Overview
Here's your at-a-glance view of this Occurrence.
v~ Occumence Published (Status: Active)
Verifications Complete
Total Verifications Due: 0
Ready to create a new Occurrence? If so, click here fo get started.

¥ Information

This required

Owner [ Lary Deckel [Change]

field is now m... Status @ Actlve
Occurrence ID OC-025222 Posting Status We have approved your record and it was posied on
772512011,
Volunteer Opportunity 1jgig find Missing People Recurmence
Location Volunteer Leader Needed
Occurrence URL  hitp:/idemo handsonconnect orgH Volunieer "

When someone clicks on "Find an Opportunity" the default search looks for this occurrence, but
can't render it because it is missing the zip code field required to display the search results!

Instead of the Search Results grid -- the volunteer sees
this!"! Oh oh -- your public site is now broken.

Authorization Required

:.1-! You must first1og in or register before accessing this page.
Usemame |
Password
—[ Mot a member? Ragister
POWERED BY
on + 3a]es rce.co
]

Success. Not Software
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When you see this "Authorization Required" screen on your public site -- it generally means
required information in your data may be missing.
Often you may not know which record is missing, or which required field isn't populated.

You can run a report on required fields for Occurrences to troubleshoot, and repopulate the
missing fields, and the site will return to normal.

In some cases, you may find the culprit record in the recycle bin. You can often recover it from
there. (It may or may not restore the lookups in the parent records. So you may have to restore
those manually).

MORAL: Don't delete records!

Best practice: Remove permission to delete records from all profiles except your system
administrator profile.

See this post on how to update profiles for staff, partner staff, and volunteer leaders.
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If you MUST delete data - it needs to be done
with care.

While the recommended business practice is to mark records as inactive rather than delete
them there may be a time when you need to delete records from your system .

If you do need to delete a record, the recommended business practice is to first delete any
of the related objects first and then delete the record. For example, if you need to delete a
Contact, first delete their Connections and Volunteer Team Members before you delete the
Contact. If you do not delete the related objects then you will end up with a Volunteer
Team Member that is not associated with a Contact, and this will cause errors in your data.
But if you do this - you'll lose the hours and history of that contact as their connections will
now be gone.

DO NOT DELETE ORGANIZATIONS without first removing all the related objects. If you
delete an organization and haven't cleared the Volunteer Opportunities it will break the
Find an Opportunity functionality of the system.

The biggest data mistake we find in instances of HandsOn Connect are when people delete
Volunteer Opportunities. They delete the Volunteer Opportunity and wind up with a
corrupted occurrence, because Occurrences REQUIRE a Volunteer Opportunity. Now its
impossible for updates to take place on these occurrences and automations like changing
email addresses for Opportunity Coordinators, or changing your Opportunity Approval
Manager will return errors, because these corrupted occurrences can't be updated and
saved!

How to "Safely" delete a Volunteer Opportunity

If you have a 'bad' Volunteer Opportunity that you just want to get out of the system - don't just
delete it. Firstlook at its related lists, and see if it has any occurrences or connections. You
must delete them first!

FIRST delete the connections to the volunteer opportunity (and remember, if you do this, you'll
lose all that volunteer history).

THEN, check each occurrence for the opportunity, and make sure it has no related items, and
delete the occurrence.

THEN, when there are no related fields associated with the Volunteer Opportunity you can
safely delete it!
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: ! Larry Deckel changed End Date from 10/10/2014 to 10/17/2014.

Comment Like Today at 12:44 PM

« Back to List: Volunteer Opportunities

Skill Ratings [0] | Required Prereguisite [0] | Used as Prerequisite for [0])

Occurrences [1] || Recurrences [0] | Grouped Occurrences [0] | Cennections [0] | Velunteer Opportunity Questions [0] | Open Activities (0] |
History (0] | Mofes & Attachments [0] | Volunteer Opportunity History [1]
Don't delete this record! It still has one

Volunteer occurrence associated with it. Edit | Delete| | Clone | |Sharing |Add Question| Add Prerequisite  Skilled Volunteer Search

¥ HandsOn SR IV e rrence FIRST,

S0 you do th a corrupted

Volunt SRtSTie: : ing this 'required’
Volunteer Gpportunity in its record!

Here's y|
¥ Dan't delete the occurrence if it has any Opportunity Description  Add/Change Description
.1 ciated with it. You'd have v Opportunity Characteristics (Optional — Improves Search and Metrics)

Opportunity Published (Status: Pending)  Publish
Verifications Complete

Total Active Occurrences: 0 Total Verifications Due: 0

Ready to create a new Violunteer Opportunity? If so, click here to get started.

Deleting an Individual Record

At the top of each record is a Delete button. (Delete buttons are generally only available to
system administrators. Its best this way - as you don't want others deleting data unsafely just
because the button is present!)

Contact Detail Edit | |Delete| | Clone | | Sharing| | Request Update

* Hands0n Connect Shortcuts

Contact Overview

You can also delete records through the related lists.

Connections [54] | | Volunteer Team Members [1] | Skill Ratings[0] | Reg
" Connections New Connection
Action Connection |d Role Volunteer Opportunity Occurrence
. CO-00R930 olunteer Break the Cycle of oC-
Edit | Del Homeless! 009462
' CO-048384 Voluntesr Crestive Writing oC-
Edit | Del 009858
. Co-001328 Volunteer Assistant at Food oC-
Edit | Del Pantry 009817
CO-008814  Voluntesr Be A Tutor At oC-
Edit | Del Sellwood Middle 010483
School
. CO-0583558  Velunteer Crisis Line Worker oC-
Edit | Del 005401
1 | B - 1
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Mass Deleting of Records

Salesforce only allows Organizations (Accounts) and Contacts to be deleted from HandsOn

Connect. Remember though that you still need to delete the related objects before
deleting the Organizations or Contacts.

Before performing a mass delete, it is highly recommended that you archive the data before
you preceding with the mass delete. See this post for how to archive your data.

To mass delete Organization or Contacts go to Setup/ Admin Setup/ Data Management/ Mass
Delete Records.

Select either Mass Delete Accounts (for Organizations) or Mass Delete Contacts

bersmaliieny Mass Delete Records

¢/ My Perscnal Information

% Email Mass Delete Accounts
= Celete multiple accounts at cnedtime

* Import

s ) Mass Delete Leads

* Desktop Integration Delete multiple leads st one time

O EE TR e Mass Delete Activities

Celete multiple activitizs 3t one time

App Setup
Mass Delete Contacts
¢ Customize Delzte multiple contacts at one time
* Create Mass Delete CHEEE
¢ Develop Delete multiple cases at one time
¢ Deploy Mass Delete Solutions

Wiew Installed Padkages Delete multiple sclutions at cne time

Critical Updates Mass Delete Products
Delete multiple products at one time
Administration Setup
¢/ Manage Users
¢ Company Profile
¢ Security Controls
¢ Communication Templates
* Translation Workbench
B Data Management
Analytic Snapshots
Import AccountsiContacts
Import Leads

Import Sclutions

Import Custom Objects
Data Export

Storage Usage

Mass Transfer Records

IMaszs Transfer Approval Requests
Mass Update Addresses

Sandbox

You will then be taken to a screen to enter the parameters for selecting the records to delete.

You can filter the contacts based on any value in the contact record. Once you've entered the
search criteria, click on Search to view the results.

There is a maximum of 250 records that can be deleted at once, so if your search results with
more than 250 records, you will need to repeat these steps.
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* Step 3: Find Contacts that match the following criteria:

Account Name El equals E| IBK AMND
Profile Name (=] equas (=] AND
—Mone— ||| —None— = AND
—None— [N AND
Mame El

Salutation | —None—- El

First Mame T

Last Mame

tiple items in the third column, separated by commas.
wing format: 4192011

Account ID Following format: 4M19/2011 2:47 PM

Account Parent Account

Reports To FEH mh'
Contact Record Type

Mailing Street

Mailing City be deleted.

- . rivime sors will ned he daletord

A ccount Name

In the search results, mark the checkbox to the left of the contact records you wish to delete
and then click on Delete.

NOTE: There is no confirmation message, so once you click Delete there's no turning
back.

Recycling Bin
Salesforce does have a recycling bin for deleted records, unless you opted to Permanently
Delete the records during the mass delete.

However, the Recycling Bin doesn't restore the relationships to the other records.

See this post to see how to manage the Recycling Bin.

Before deleting records - make sure you are scheduling
regular backups of your data.

Mistakes happen. Make sure you don't perform any deletions or mass deletions unless you are

backing up your data each week. See this post for instructions on how to back up your data.
(No one else has a backup of your data, so this is your responsibillity!)
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How to Manage the Recycle Bin

Please note that the Recycling Bin can only store up to 5,000 items at a time. Once it has
reached capacity the oldest data will be permanently deleted as new items are added to the
recycling bin.

The Recycle Bin is at the bottom of the left sidebar on
every page

Tags
L = ]

E Recycle Bin 4
Click on the link to get to the recycle bin home page

How to Empty the Recycle Bin

« Recycle Bin

View: | My recycle bin 3] |[Sesrch| g

Undelete Empty your recycle bin  Empty your organization's recycle bin

| Action Name Type Deletod By Deletion Date +

‘—— Ad-000003 Sponsor Ad Deckel, Larmy TM472011 813 PM
Ad-000004 Sponsor Ag Deckel, Larry TH&2011 8:12 PM

= Lando D¥ree Contact Deckel, Lary 71212011 3:30 PM
Delta Organization Deckel, Larry TH 272011 3:26 PM
Homework § - item 4 Repon Deckel, Larry 711072011 3:25 PM
CO-000039 Connection Deckel, Larry 752071 4:49 PM
CO-084474 Connection Deckel, Larry TI5R2011 4:49 PM
RG-000005 Registration Cuestion Deckel, Larry THROTT T2 PM
CO-084423 Connection Deckel, Larry 6/30r2011 5:29 PM

_’ Undalate Empty your recycla bin  Empty your erganization's recycle bin

Everyone has access to their personal recycle bin.

System Administrators have access to everyone's recycle bin ("Your organization's recycle bin")

HandsOn Connect - Data Management for Salesforce Administrators Page 37



Onl

You can use the Search bar at the top of the page to search for specific items.

To restore a record BACK into Salesforce. Put a check mark next to the item name and click the
UNDELETE Button.

Some objects will restore their lookup-related parent objects, but some will not. So you may
have to manually restore previous relationships.

(This can be tricky to do -- another reason why we recommend that you do not delete
records!)

Clicking on "Empty your recycle bin" or "Empty your organization's recycle bin" will permanently
remove the data from salesforce. There is no undo for this! (Other than to reimport information
back into salesforce from your exported archival data).
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Using Views to update records

The custom objects in HandsOn Connect allow for the flexibility to update most fields in the
records. The custom objects include Locations, Volunteer Opportunities, Volunteer Teams,
Occurrences, Connections, etc.

While this isn't helpful for updating the date and time fields, this is an easy way to update
fields such as Status, Opportunity Coordinator, and Default Locations.

Creating a New View

Volunteer Opportunities

. Home

View: _ All Active Volunteer Opportunities B [ Gol Edit | Create Mew View‘/

Every object has the ability to create custom views which can serve as mini- reports, except that
you can't export them.

Vaoluntesr Opportunities

. Create New View

Save | | Cancel

Step 1. Enter View Name

View Name: I Update default locations

View Unigue Name: IUpdatE_dEfauIt_Iocatic i

When creating a custom view keep these tips in mind:

Filter by Owner: Unless your organization really manages the record owner to assign items to
specific staff, you will want to always select the "All [object name]" option

Additional filters:

Filters are limit to the object you are in, you can not filter by fields in the related objects (for
example: for Volunteer Opportunities you can't set a filter based on the occurrence record)
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If you are using a date related filter you can use both numerical dates (6/15/2011) or reference
values such as TODAY. Click here for a complete list of options for reference values.

Fields to Display:

Make sure that you include the fields you want to edit in the display

Restrict visibility:

Since Staff and System Admins can create views, you want to make them accessible to all
Internal Users

In the screen shot below we are updating the Default Location for all the Volunteer
Opportunities associated with the organization Art in Texas.

Remember to use Organization Served to capture both Partner and Affiliate Managed
opportunities.

Step 2. Specify Filter Criteria

Operat Value
73] [equat ) TatinTe T AND
7%) [greater or equal 5] [TODAY | AND
== == -
——— 1%) (—=None— W [ " AnD
~None— T%) (—-None— =]

Agd Filter Logic.
Step 3. Select Fields to Display

Availabie Fields

glule[«[r SH

g o
3

‘All Internal Users

Add

<
Remove
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Edit All Records

\, [update default locations %) Edit] Delete | Create New View
Change owner||[€2 AIBICIDIEIFIGIHIIIJIKILIM/NIO|PIQIRISITIUN
] Action Volunteer Opportunity Name + Default Location Opportunity Coordinator Start Date End Date
O Edit| Del| At Mentors Art School Art Ordogui 11/1/2010 THro12
U Edit|Del| @ Backio$ |- Open Hou: School House Rock Elementary Art Partner 8/18/2011 8/18/2011
) Edit|Del| @ Fallin k- k Driv - | H lemen Tim Taylor 91212011 91612011
) Edit|Del| @ Fiel Volun Camp Fun Art Pariner 6/1/2011 831/2011
) Edit|Del| @ MLKDay-Project1 School House Rock Elementary 116/2012 11672012
L Edit|Del| @ MLK Day-Project2 School House Rock Elementary 11612012 111612012
) Edit|Del| @ MLKDay-Project3 School House Rock Elementary 11612012 111612012
) Edit|Del| @ ReachOUT and Clean up Warehouse Art Lewis 2/21/2011 212112012
O Edit|Del| & Readers Needed! School House Rock Elementary Art Lewis 31172011 1213172011
U Edit|Del| © School Book-pack Drive School House Rock Elementary ewi 8/20/2011 820/2011
) Edit|Del| @ Spring Cleaning atthe Shelter Training Grounds 3/12/12011 311212012
O Edit| Del| @ mmer Camp Counsel Training Ground: $130/2011 81122011
) Edit|Del| @ mmer of Servi Art School Art Parks 5130/2011 41152012
) Edit|Del| @ Water n Ant School 47112011 9/30/2011

Once you have your view created, then you can edit the desired information.

In this case we wish to change the default location for ALL these opportunities that are served

by he organization "Art in Texas"

(I guess they lost all their other locations. Too Bad.)

We are going to change ALL of these opportunities to take place in the location: "Art School"
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Select all records you wish to edit by using the checkbox on
the left, then double click on the field you want to edit in

one of the records

A\, [ Update defauit locations 4] Edit| Delete | Create New View

Change Owner (T )

Actlon Volunteer Opportunity Name + Default Location

Edit| Del| v ArtMentors Art School

Edit| Del| €& Backto School- Open House School House Rock Elementary
Edit| Del| & Eallin - Book Dri School House Rock Elementary
Edit| Del] & Eield Day Volunteers Camp Fun

Edit| Del| €3 MLK Day- Project 1 School House Rock Elementary 7
Edit| Del| & MLK Day- Project2 | Hi R lemen

Edit| Del| & MLK Day-Project3 School House Rock Elementary
Edit| Del| & ReachQUT and Clean up Warehouse Art Lowis
Edit| Del | & de ded! School House Rock Elementary An Lewig
Edit| Del ] & | Book: ti 1H R lemen ArtLewis
Edit| Del| &5 Sprng Cleaning atthe Sheller Trainin; ni

Edit| Del| & SummerCamp Counselors Trainin U

Edit| Del] & Summer of Service Art School An Parks
Edit| Del| &3 Water en| Art School

ARRRARARRARARRARREARAEE

OF HEU N |
1/116/2012
1162012
116/2012
212112011
3/1/2011

8/20/2011
31122011
513072011
573012011
4/1/2011

MNOPGQRSTUV

End Date
7112012
B/18/2011
9/16/2011
B/317/2011
111672012
1/16/2012
116/2012
21212012
1213172011
8/20/2011
3nzr012
81272011
4/16/2012
9/30/2011

You'll be given the option to edit one record, or all the

records you've selected.

Edit Default Location

Default Locstion |4t School

PRIV ENANGESTO ) The record clicked
@ Al 18 zelected recaords

Save | Cancel
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Enter the value you wish to put in the field, and then select whether to apply to just the one
record, or ALL the records checked.

Click SAVE.

NOTE: If the edit you are making has lookups to other fields, such as updating Opportunity
Coordinator which updates the Opportunity Coordinator Email, the change will not be made
when the view reloads. Simply wait a moment and refresh the view to see the other updated

values.

Reduce, Reuse, Recycle

Updating Default Locations |EtE | Create Mew Wiew

Change Owner | (F 4 AR C D EF

While the views are helpful, things can get a little bit crowded if you create a new view each
time you want to update new fields, so instead of creating a new view utilize the Edit option to
set new filter parameters. This will help keep your view list more manageable!

HandsOn Connect - Data Management for Salesforce Administrators Page 44



HandsOnConnec ....

Using views to update organizations,
contacts and connections

In the previous lesson we showed you how to use the
checkboxes to the left of a list view to select multiple
records to edit

. _Updare defauit locations ? Edit] Delete | Create New View
Change Owner [T ) AlBICIDIE|IF|GIHIIJIKILIM/M|@IPIQ@IR|S|ITIU|V

™ | Action Volunteer Opportunity Name + Default Location Opportunity Coordinator Start Date End Date
dit| Del ] v ArtMentors Art School Ar ogui 11/1/2010 oz
dit| Del] &2 Backto School- Open House hool H R lemen Arl Partner 8/18/2011 B/18/2011
dit| Del| & Eallinto Books- Book Drive School House Rock Elementary Tim Tayior 91212011 91672011
dit| Del|] & Eield Day Volunteers Camp Fun Art Partner 6/1/2011 B/317/2011
dit| Del| & MLK Day- Project 1 School House Rock Elementary .* 1/16/2012 111672012
dit| Del| & MLK Day-Project2 1H R lemen 1416/2012 1/16/2012
dit| Del | €& MLK Day- Project3 School House Rock Elementany 11642012 1162012
dit| Del| & ReachQUT and Ciean up Warehouse Arl Lewis 221712011 21212012
dit| Del| &3 Readers Needed! School House Rock Elementary Arl Lewis 3Nf2011 1213172011
dit| Del| & School Book- Dr s | House R lemen Art Lewis 82072011 8/20/2011
dit| Del| & Spring Cleaning al the Sheller Training Grounds 312/2011 3nzr012
dit| Del| & Summer Camp Counselors Training Groun 513012011 81212011
dit| Del] &2 Summerof Service An ol Ar Parks 5/30/2011 4/16/2012
dit| Del| & Water the Gardens Art School 41172011 9/30/2011
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However in list views for connections, organizations, and
contacts - you may find there is no check box.

{;_,,u You can click the Open Calendar link below to display a view of v

Crganizations in California + | Edit | Delete | Create Ney

New Organization | T )

Actlon Organization Name *t Billing City
Edit|Del | €@ *Brocade San Jose
Edit| Del | €& *Food Bank of Contra Cos... Concord

Edit | Del | € *Hugh O'Brian Youth Lea... Los Angeles
Edit | Del | € *Hugh O'Brian Youth Lea... Los Angeles
Edit| Del | €& *D Tech Camps Campbell
Edit| Del | €& Barney's Bouncers Riverside
Edit| Del | €& Bob's Test Monprofit Awesometown
Edit| Del | € Center for Resource Solut... San Francisco

Why is the checkbox not appearing? Does this mean you can't do bulk updates of a field for this
object?

Checkboxes do not appear IF the object uses record types!

This is true of
Organizations (which has three record types: Individual, Business, and Nonprofit.
Contacts (which has only one record type: volunteer)

Connections (which have two record types: Managed and Self-Reported

HandsOn Connect - Data Management for Salesforce Administrators Page 46



Onl

You must filter your list view to view ONLY one record type
in order to get the checkboxes to appear so you can bulk
update.

Crganizations

Edit View

Save | Save As | | Delete  Cancel
Step 1. Enter View Name

View Name: I Organizaticns in California

View Unigue Name: I.Organiz.ltions_in_c.llif i

Created By: Jeremy Foreman, 9/8/2010 12:30 PM  Modified By: Larry Deckel, 1/30/2011 3:368 PM

Step 2. Specify Filter Criteria

Filter By Owner:
(=) All Organizations

My Organizations

Filter By Additional Fields (Optional):

Field Operator Value
Billing State/Province = equals = -CA,CJI ifornia ] AND
[ Organization Record Type 3 equals : .Nonprofit BES AND]
--None-- : --None-- = AND
--None-- s --None-- s | AND
--None-- - --None--

Add Filter Logic...

Make sure the filtter view includes a filter on 'record type' for the object.

In organizations it is the field "Organization Record type", in Contacts it is "Contact record type",
and in connections it is simply "Record Type"

Note: It is not the field named "Record_Type_Name"
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Once you have filtered on the record type - the checkboxes
will show up and you can do bulk update of selected field

data.

| @ You can click the Open Calendar link below to display a view of your calendar unc

Organizations in California + | Edit| Delete | Create Mew View

Mew Organization T )

Action Organization Name * Billing City Billing State/Provi... |
Edit|Del| & *Food Bank of Con... Concord CA
Edit| Del | € *Hugh O'Brian You... Los Angeles CA
Edit| Del| € *Hugh O'Brian You... Los Angeles CA
Edit| Del | € Barney's Bouncers Riverside CA E
Edit]| Del| € Bob's Test Monprofit  Awesometown CA |
Edit|Del| & Centerfor Resourc... San Francisco )

— e - ' - na o ' - - ' .
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Importing Data
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Importing Contacts in Salesforce

The main object that you may find yourself needing to import into Salesforce is Contacts.

Whether is a series of business cards, or a list of employees from an organization -- you
may find it more efficient to IMPORT data via an import file - then to Enter the records one
at a time into Salesforce.

Luckily Salesforce has native data management tools that are available to HandsOn
Connect that make it easy to import (as well as to update) data records.

Salesforce Documentation

Since Importing Contacts, and for that matter organizations, is native Salesforce.com
functionality. Salesforce has replaced its old method of importing data with its new "Data

Import Wizard". Here's Salesforce Help on working with the Data Import Wizard to import
contacts (as well as other objects) into Salesforce.

Creating the Import File

When importing contacts for use with HandsOn Connect here are the required and
recommended columns that should be present in your .csv file.

Contact Required Fields

First Name

Last Name

Primary Address- Options are "Home" or "Business"
Primary Phone- Options are "Home" or "Business"

Note: Even if you don't provide a Phone number or address, these are required fields
for the contact record so it will make it easier for you to manage the record later.

Volunteer Type- Options are Volunteer; Volunteer Leader; Team Captain; Disaster Response;
RSVP; National Service. All records must contain Volunteer, in addition to any of the other types
selected. Use a; to separate the values chosen.

Organization Name- This should be the Salesforce ID of the organization you are going to
map a contact to. You can choose to use the Salesforce.com ID (located in the URL of the
record or accessible by a report) for the Organization record you want to associated them to. If
you are using the 'bucket' model where contacts are associated with the organization

HandsOn Connect - Data Management for Salesforce Administrators Page 50


https://help.salesforce.com/articleView?id=importing.htm&type=5

Onl

"Individual" - then use the Individual Organization ID. If you're using the household model
(where a household account is created for each new contact... then leave the Organization
Name field blank and the NPSP will automatically create the household account for each
imported contact.

Contact Recommended (Optional) Fields

Email (required if you want to be able to grant volunteer, volunteer leader, or partner staff
login access to the contact)

Phone (Business, Home, Mobile, or Other)

Age- If an Age is provided, the Date of Birth will be calculated. This field is only accessible to
System Admins to import.

Birthdate- If you calculate this field based on the age then make sure to add an additional
column called Calculated Birthdate and populate that column with the number 1 (which
indicates "True")

Registration Status- Options are Registered, Not Registered, and Pending (Team Confirmation)
Employer
Title

You can also opt to populate any of the additional fields present in the contact record such as
Contact Type, Gender, Heard About Us?, etc. For a complete list of all the contact fields you you
can view the field list or look at the object directly in salesforce via setup / customize /
contacts / fields

If you would like to have a template for your import file there is a blank report that you can
export that contains the columns referenced above. Go to your Reports tab and search for

Contact Import Template then export.

L
Organization: Individual ~ *

C G nhttps:;//na7.salesforce.com/001A000000FsZGb?srPos=08&srKp=001
TUAT o annt 1

sl SF ID is in the URL after
| the / and before the ? Search... Search .

n o

12 Chatter EUOGELFEGG)EN Contacts Volunteer Events  WVolunteer Opportunities
Individual

Fench Puhlie cite
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Importing Organizations/Contacts

Once you have the file ready to import, Go to Setup/ Data Import Wizard and follow the
instructions there. It will guide you through the process of importing new contacts (or

updating existing ones).

Confirmation of Imported Contact Records

Volunteer Events  Volunteer Opportunities  Volunteer Teams Connections Documents Reports  Dashl

-' = | Hew This Week

El New Contact |Add to Campaign

Create Mew View | Edit | Delete | Refresh

[[] Action Mame *

[] Edit | Del  Airlines, Lamy

[[] Edit | Del  Airines, Laurs

[] Edit | Del  Airlines, Louise

[] Edit | Del  Airlines, Lucy
[P Edit| pel Kirby, Davis

Organization Name

Individual

American Airlines
American Airlines
American Airlines

ArtPace

Business Phone

(210} 123-4567
(210} 123-4567
(210} 123-4567
(210} 123-4567

A|lB|C|D|E|F|G|H|I|J|K|L|M|N|C|F|2|R|S|T

Email
artohoctamy airlines

artohoctlaura airline

artchoctouise airlin

artohoctucy airlines

davis kirby+demovolu

To verify that the imported data was mapped properly, you can go to the object and select the
"New this Week" view from the dropdown and see that the organizations or contacts were

imported correctly.

¢  Best Practice: When setting up a new import - do a 'test run' and import just 1 or 2
contacts. Make sure everything is working correctly. Then, when you're sure your
import is working as expected — you can import as many contacts as you like!
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Formatting Zip Code and Date / Time fields
for importing into Salesforce

When importing data into Salesforce, it's important to have number fields formatted
correctly. Imports will actually fail, if Date fields are not formatted properly. The two types
of fields to watch out for are Zip Codes and Date / Times. When you open a csv using
Microsoft Excel, Excel will apply a default formatting to these fields that is incorrect. Here is
how you can avoid errors.

First, we open an Organizations csv file in Excel.

[ atinct « Micrasalt Frcel
F Home el Fage Layoul Formulas Daka By Wik PFCF
-y s 5 [ =) »
2D S G RE-Aw@ T DB = B
From Frem  From Frem Other Exiting Redresh ] e Files o | Tetio Remove Data  Consolidate What-l
ALcEss 'Web  Test  Sowrces~  Conmedions | AN- F W misvaned | Columins Duplicates Valdakion = Analysis
o1 Extmrmian| Daks ST ook N i Cisda Taals
K12 - FE ]
H I I K [ L
1 BILLINGSTREET BILLINGCITY BILLINGSTATE BILLINGPOSTALCODE BILLINGCOUNTRY
2 B0 Washington Street Lnit F-30 Marwell [ 2061
3 95 Atkinson Street Boston [ 2118
4 b Main Street Taunton LY 20
% 251 Benefit Street Providence RI 2303
& P.O. Box 1276 Paortland ME AL04
7 450 'Waoodland fve, Bloomfield cT G002
B 6576 T567 AL 6757
% |31 Ewans: Terminal Road Hillzide 1] ]
10 100 Challenger road Ridgefield Park M) MHE0
11 DWALGAS ALLE 31 - 1TH SEIVE AR 7B00
12 |Po Box 2236 Princaton ]
13 PO Box 2332 Princeton M 85431
13 P.Ck. Box T109 Princeton 'H] 8543

Note that leading zeroes are removed from all Zip Codes. The Zip Code for Princeton, NJ should
be 08543. Instead, we have 8543,
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Right click the column and select Format Cells...

dtract - Migrasoft Beel

Home Insert Fage Lagout Formulas Dl R B Ve FOIF
= = x B B L] connecticns o, = B Clear _+_I= = - f % }
AW v | e @I uE T &£ B8 E Ba =
From From From  From Other Existing Redresh *l Sort Fiter r Tedto Remowe Duaks Congolidate ‘What-H
|l Access wWeb  Tet  Sourcest  Conmedtions | Al - o Atvanced | Columns Duplicrtes Vals - o0 2" 1o N
——— - . . ¥ A
el External Daka | Conmections Sort & Filer D r
- B I = -
Kl - £ BILUNGPOSTALCODE = ﬁ —
H I J K [y o
1 |BILUNGSTREET BILLINGCITY BILLINGSTATE BILUNGPDSTALI_;J - [ s
. (]
| 2 |80 Washingten Street Unit F-30 Norwell Ma. — 8
1 |99 Atkinson Street Boston Ma o - 1
a |6 Main Streot Taunten ma 3| [
5 |251 Benefit Stroet Providence R Paste Speoal
| 6 |F.0. Box 1278 Partland ME Jsest g
7 450 Woodland Ave. Blcomfield T Delete 4
E TESTE 567 AL
— Clear Conlents
9 |31 Ewans Terminal Road Hillside ;1] 3
| 10| 100 Challemger road Ridgefield Park M & Eermat Cells 1
11 | DALGAS ALLE 31 - 1TH SHIVE AR Lelumn Weth... ]
12 | PO Bax 2236 Princeton 1] Hide i
13 | PO Box 3332 Princetan 7] Unhide v
14 | F.0, Box 7109 Pringeton Ml 25#&' E
ick th i f i
Pick the appropriate formatting.
i B
orwecer B
Number | Alignment | Font | Border | Fil | Protection
Category:
General . | Sample
Number BILLINGPOSTALCODE
Currency
Accounting Type:
$ate -
me Zip Code + 4
Percentage P
| - Phone Number
Fraction Social 5 ity Numb
Srientific odal Security Number
Text
.
Custom
Locale (Jocation):
|English (U.S.) -]

Spedial formats are useful for tradking list and databasze values.

| [ cancal |

Select the Number tab. Then select Special under Category and Zip Code under Type.
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Now, Zip Codes are formatted properly.

etract - Mi:msnﬂ?-:‘:l |

Home Insert Page Layout Farmulas Data Review View POF

L - [ Connection = ¢ 1 =5 = i
3G G BEZrum Ve o B2 B
Fram F'-::m From Frem Other Esisting Rafresh - " El Sort Filber v Test bs  Ramowe Data
Web  Tedt  Sources = Connections &l - = A advanced  Columne Duplicates Validation =
Get External Data | Connedlions Sorl & Faller | Cata Toals
Kl - Fe  BILLINGPOSTALCODE
| H [ [ )

1 |BILLINGSTREET BILLINGCITY BILLINGSTATE |BILLINGPOSTALCODE
ZEDWMhingtm Street Unit F-30 Nonaell MA 02061
| 3 |99 Atkinson Street Boston M 02118
| 4 |6 Main Street Taunton Ma 02760/

5 |251 Benefit Street Providence Ri 02503
| 6 IF".O. Box 1278 Portland ME 04104
| 7 430 Woodland Ave, Bloomfield T 0600z
| & | Te57A 76T AL 06757
| 9 |31 Evans Terminal Road Hillside M 07205
| 10 | 100 Challenger road ridgefield Park MU 07660

11 II:Iﬁ.'LGAS ALLE31-1TH SKIVE AR o7E00|
| 12 IP"D Box 2236 Princeton MU 08543
| 13 | PO Box 2332 Princeton Ml 02543,
| 14 |P.O. Box 7109 Princeton Ml 02543,
| 15 |17630 SE Main 5t Portland OR 09723
| 16 | 2065 NW Miller Rd., 7404 Portland OR 09725
| 17 575 Eighth Avenue, 4th Floor Mew York NY 10018|

18 123 Broadway NYC NY 10234,
| 12 ISSB Saw Mill River Rd., Milhwrood NY 10546
| 20| 1129 Westchester Ave, 3rd Fl White Plains NY 10604,

Next, we open an Occurrence csv file in Excel

- L —
x_| (=0 R reportl TIARIENIISAY - Microsodt Eacel
n Home Iriea Pape Lagout Faraasdas Cuata R Wiewm FDF
= g oo _ 3
"I : b U v A AT gy e g Weaap Tead GENE Ba
Sl Cowy T _ - .
Fute Fromatrontes | ® L U E- -A- EXE W iFiF Slvergeacenter- § - % » He
lipkaard . Pant : Migrirart . HuTksr . Shiler
Al - F | Valurtesr Qppartunity: Volunbesr Dpportunity Name

wWolunteer Opportunity: Wolunteor Opportunity Mame Doourrenoe: Doourrence 100 Start Date & Time End Duate & Time:

Help teach the kids to read OC-0230s9 2102011 0:00 12430,/ 2011 12300
Help Kids to Resd O-03651 1003001 18:00 2710/ 2011 1600
Meguired serviie OG5S Aawfail o0 2/anai &
Wik llow Test § O-A3652 JAR2011 00 21182001 00
Time duiter Time DC-003645 AI011 m00 2282001 1300
Heln ids to Raad OC-0J3655 F15 3001 12:00  218/2011 14300
Arts & Crafts with Kids 033650 1042011 8:00  2/10/2011 13200
Arts & Crafts with Kids OC023657 Z/15/2001 10:00  2/159/2011 13200
Arts & Crafts with Kids OC-023656 21473001 16:00  2¢14/2011 17300
Helip Kids to Read o305 1473001 18:00 27142011 20000
Standing Tall OC-000054 130020600 19:00  H730/2010 2100
Cilmes Basin Tree Plaring e il b ] 5011800 3/5/2011 1150
WWater the Gardens OC-LANs ST A0 572011 14500
WWiater the Gardens DE-003005 1472001 1000 5142011 14200
WWater the Gardens OC-033907 SN 00 50212010 14500
\Wiater the Gardens [alelliril i S/3EFI001 1000 5283011 14200
Wwirter the Gardens OC-023802 5/32001 21:00  5/3/2011 23200
\Wirter the Gardens OC.023803 5173001 21:00 512011 2300
20 |Wiater the Gardens OC-023501 Sf2730118:00  5/2/2011 10000
Water the Gardens [eattoric] £ L] SF27001 11:00 522011 13500
water the Gardens C-OAEES SA2001 10:00  S/9/2011 1300

Note that the dates are formatted such that the time only includes hours and minutes. In order

to import this data, Salesforce requires hours, minutes and seconds.
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Right click the columns you want to format and select

Format Cells...

Enter the formatting that you want.

-i' o |= repolS1AGEEETRAT ¢ Mececdolt Excel
n Hame Insen Fage Layout Farmuis Data Rewsw W FLF
= :_-, :::-\., . Cadin 1 - K T = _i-'-'.'lq.' Texd eraral hs‘ E:I'd. Mearmal Bad
R sematiuies | B T B S R A EE W FE SMegrades 50 % v WA rl-c:l:.r:‘:.ll-.l:‘:!_‘- Jemat | Gocd -’\c-.l:'al
Jighoard 5 Farf Ignmert : Humber R R Y. S
il i - £ End Daie B Time BJEM-QA
= 1
| [ ] { I
| 1 |volunteer Opportunity: Wolunteer Oppartunity Mame Perp—— p——y =y R
2 |Melp teach the kids b read C-07 608 218120118 L
3 |Help Kids to Read 00023651 3f10/3001 14 & Paste dpton:
A |Beguired seryiie DC-021658 2izrfania B
| 5 |Workflow Tast 3 DC-02365% ZBROME pyge specun..
& |Timee &fper Time OL-N23548 Asfaniig -
T |Heln Kids o Read OC-023655 2715703011 13
% |arts & Crafes with Kids cC-023650 fufaong BT
9 |Arts & Crafts with Kids CC-2I65T sy gy e Remen
10 | frts & Crafes with Kids OC-023656 2M14/2011 18 & romeat Dol
11 sl kids 1 sad CC-N21E54 211443011 18 Eatuma Wallh...
12 |standing Tall CC-000054 8f20/201013 Hide
11 | lmes Basin Tree Elaling OC-0Z 185 Wa20118 [
14 |'Water the Sardens CC-023905 5470 100y S F SULL EEY
1% weatar the Gardens O HIE SHAdT 1eeon Shalaan 11.-:3

g B
Format Cells &Iﬂ
Mumber | Alignment | Font | Border | Fill | Protection
Category:
General & Sample
Number End Date &Time
Currency
Accounting Type:
Date
Time mm/ddfyyyy hh:mm:ss|
Percentage General -
Fraction 1] i
Scientific 0.00 =
Text #,##0 4
SEEEial #,#50.00
# #80_);(#,£#0)
#,#20_);[Red](+,#0)
#,#20,00_);(2,##0,00)
#,#%0.00_); [Red] (%, #=0.00)
$#,220 ); (5%, 220)
§#,##0_);[Red](5#,£#0) S
-
Type the number format code, using one of the existing codes as a starting point.
[ oK J [ Cancel ]
L T i e

Click the Number tab and select Custom under Category. Enter "mm/dd/yyyy hh:mm:ss" under
Type. You will have to enter this yourself. It will not be an option in the picklist.
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Note that the fields are now formatted correctly.

'z-u T e — T T b T —
n kome | Insed  Fegelmwout  Fermul Dets Rewsw  Vew PDF
| =L " fi Calind P s g ol @ s tes Cuiten - }}A _ﬁ’ | Mormal | mad
o Copy T
Pq_:b: j-:.:.n — BRSO =5 N ,ﬁv EEW EE EvegeikCemrr | § - % 0 A5 F;ﬂ;r::;l a:ﬂ:ﬁ- Good MNeutral
Jigboard . Fam . slignnen o Kumte . Styies
D - = & End Date B Tiene
& n
| 1 |velunteor Op pertunity: Wolunteer Oppartunity Name Oecurrente: Cocurremce ID [Start Date & Time End Date & Time
2 |Melp teach the kids to read OC-gaman Q2102001 0000600 123011 1200
| 3 |Help Kids to Read OC-02 3651 O30/ 2001 1400000 03107011 16:00
4 |Required semsie OC-023858 D227 20011 010000 0242713011 04:30
| 5 |wwoekilow Tagt 3 DC-023852 ORSAR/ 2001 BO00E00 02153011 Q3:00
& |Timee After Time OC-02358 02092001 000000 02/25/2011 1200
| T Wil ks 1o Read -0 5555 S0 A 12000 03 N1 14:00
| & arts & Crafes with Kids OC-023650 0210{2001 0E:D0e00 0210y2011 1200,
4 |Arts & Cralts with Kids OC-0a ST 2102001 1000000 03192011 1300
| 10| Arts & Crafes with Kids OC-023656 0214/ 2001 16200000 02,/14/2011 17:00
11 |Melp Kids 1o Read CH-GR Mo 212001 1800600 0144 2011 25600
| 13 |Standing Tall DC-000054 0830/ 2000 19:00e00 08302010 2 1:00:
13 |Olmes Basin Tree Planting DC-023859 03,04/ 2001 08:00:00 0300521011 11:00.
| 14 |\Water the Gardens D00 %5 G507 0] 10000 05073011 14:00
15 |'W¥ater the Gardens D02 3500 0514/ 2001 10200000 051442011 14:00;
| 18 iater the Gardens 00 T 5B D000 05213011 14:00
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Updating Data
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Updating Data: General Overview

Salesforce has native data management tools that are available in HandsOn Connect that
make it easy to update and import data records for use in HandsOn Connect.

From changing the Opportunity Coordinator for Volunteer Opportunities and Occurrences
to populating custom fields such as local impact areas, 90% of your data management
needs can be handled through the data management tools in Salesforce.

The one object that is not able to be imported or updated through Salesforce are
Connections since they have two parent records, Volunteer Opportunities and Occurrences.
For that you'll need an external tool: The Apex Data Loader. Use of the Data Loader is
covered later in this training.

Updating Data is a matter of understanding a few principles and tools

1. Know which fields you need to work with!

Standard Fields Standard Fiokds |
Action Field Label Field Name Data Type Controlling Field Track Histo
Created By CrealedBy Lookup(User)
Last Modified By LastModifiedBy Lookup(User)
Edit Owner Owner Lookup({User.Queue)
Volunteer Opportunity Name Name Tex1(80)
Custom Fields & Relationships New | | Fiold Dopendencies | Sot History Tracking Custom Filds & Relationships |
Action Field Label APl Name Instalied Package Data Type Controlling Field Meodified By Trach
Client
Edit| Replace ¥ Activity Type HOC__Activity_Type__c HoC Picklis! Type 71812070 €195
PM
Client
Edit|Replace + Age GroupsServed  HOG__Age_Groups_Served_ ¢ HOC Picklist (Multi-Select) TfBI;;SI'IO 3_3;

PM

For a complete list of all the fields you may want to update and what values are appropriate,
view the field list or look at the object directly in salesforce via setup / app setup / customize /
{object name} / fields for standard objects, or setup / app setup / create / objects / and
select the object in question.

The full information on all an object's fields can be found there.

It is very important that you know the fields you have to work with, their picklist values, and
how they are related.
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For example if you are looking to update the Populations Served for the organization records,
then make sure the values you are entering in the table to update those records are the correct
picklist values in the system:

Example: There is a picklist value "Visitors & Travelers" which is a valid picklist value.

Do not update this field in any of the records to "Vistitors and travelers" -- it is not the same
thing at all and will mess up search and reporting.

2. Create reports that output the fields you need for
matching records, reference, and the field(s) you wish to
update

Preview Tabular Format * Show * Ramove All Columns

Occurrence: 1D Volunteer Opportunity: Volunteer Opportunity Name Oecurrence: Oecurrence 10
30CAQ0000084NTy  Alternative Spring Break OC-023721
a0CA00000024MTz  Alternative Sprina Bresk OC-0237

s0CADD000024MNED wilternative 5 OC-0237
a0CADDD000D4NE Mﬁ 58|ESTOI’CE OC-023724

a0CAQDDO0024MEZ  Alternative OC-023725

aDCADDD00D24ME3 OC-D23728

a0CAD0000054ME4 rnative Spring Break OC-023727

' s0CAQD000024MEE T Alternative Spring Break OC-023728
alCAQDD00D24MES  Alternative Spring Break OC-023729

alCAQDDODD24MET  Alternative Spring Break OC-023730

a0CAQD000024MEE  Alternative Spring Break OC-023731

a0

30CAQ0000084M88  Alternative Spring Break OC-0237
alCAQDD00D24MEA  Alternative Spring Break /:S-:IEET-EE
a0CA00000024MEB  Alternative Spring Bresk

alCAQDDODD24MEC  Alternative Spring Bre ; OC-D237356
alCAQDDODD24MED  Alternative Spring Bre NOI Thls |D OC-D23736
a0CAQ0DDOD024MNBE  Alternative Spring Bredk \SS-I]EET-ET-
30CAQ0000084MEBF  Alternative Spring Break

OC-023738
a0CADDD00024NEG  Alternative Spring Break OC-023739
If you can run a report you can update records.

The most important field when creating or running a report is to make sure that the
Salesforce.Com ID is present in the export.

The Salesforce.com ID is the value that is use to prevent duplication of the records in the
system, especially for custom objects like Volunteer Opportunities.

See this post on how to determine which is the Salesforce.com ID
Using the Salesforce ID will ensure that you don't accidently create duplicates of existing data.

Once you have the correct Salesforce.com ID, then you can add additional fields to the report
So you can ensure that you are dealing with the right record.
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(i.e. the ID number won't mean anything to you, so you may want fields like Volunteer
Opportunity Name, or other things you can interpret -- to ensure you are working with the right
records.

Finally -- add the fields you wish to update to the report. Even if they don't have values now,
you'll have all the columns you need to work with in the exported report.

This report is the BEFORE value of your data.

3. You will edit the exported report to update the fields you
wish to change

You'll export the .csv file, and then edit the.csv file so that the new field values you wish to have
are present! This is the way you want your data to look AFTER the update.

You'll import this file back into Salesforce to get the changed values to be put into the system.

4. Prevent Duplicates from being created

To prevent duplicate Velunteer Opportunity records from being oreated as a result of this import, choose Yes below.
Do you want to prevent duplicates from being created?
Ne - insert all records in my import file.
@) es - prevent duplicate records from being oreated. Mote: You must select this option if you want to update existing records.
Which field on Velunteer Opportunity de you want to use for matching?
Velunteer Opportunity Mame

@ 5alesforce.com D | 4

Salesforce.com ID is the surefire way

HOC 1D (Extermal 1) [1 to prevent duplicates. The system
Import D {Extemal 1D} | can't tell the difference between the
If existing records are found, wh BU want to do? | Vol Opp "Office Assistant” with the
Do not update sSlig records and only insert new records Boys & Girls Club versus the one for
® ipdste existing records and do not insert any new records the American Red Cross, so the
Update existing records and insert new records SF.com ID imakes sure that the right

one gets updat...

When you import the file in you'll make sure the RIGHT records are updated, and that no
duplicates are being created.

Caution:

Before you do an import of new records make sure that you have done your homework to
ensure that the records you are importing don't already exist in your system. Especially when
importing contacts and accounts.
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For salesforce to find any duplicates based on Contact name, the contact has to be associated
with the same organization record.

For example John Smith related to the organization Individual is not seen as the same John
Smith associated with IBM, even if they have the same home address, phone number or email
address. So to save yourself time merging records down the road, do your homework first to
make sure you really are importing new records and not a duplicate.

5. Using the native tools in Salesforce you can't Import new
records and update existing ones at the same time.

Running a report on existing data will allow you to update those records in the system.
If you wish to also import NEW records, you'll need to do this as a separate step.

To be able to update existing records and add new records at the same time, you'll need
the 'upsert’ capability found in the external application "Apex Data Loader
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Updating Data Example: Updating the
Organization Name for Contacts

When a volunteer registers on the public site, they enter their Employer Name, but they are
still assigned t the Organization Name: "Individual"

That's because their employer's name, may not already exist as an organization in our
database. Or they might type a variation on the organization's name that couldn't be
matched to an existing organization.

However, if a sponsor, let's say Target, asks us to provide data about all their employees
volunteerism -- we might want to update the record of anyone who works for Target from
individual to "Target". And we also want to update their contact type to "Employee"

To do this - we create a report to find who those contacts might be. We then export and

update the data. And then import the corrected data back into Salesforce to update all the
records.

Step 1: Create the Report

¢ Create New Report

Select Report Type

Preview

Organizations & Contacts
Opportunities

Customer Support Reports
Leads

Organizations
Organizations and Sponsor Group

Contact Report

Contacts & Organizations Account Neme Contact Name Title Phone
Contacts & Organizations and Sponsor Group

. = . Gene Poirt Exdiva Frank VP Techmology (212) 555.1234
Campaigns Qrganizations with Partners

Activities Organizations with Partners and Sponsor Group Genevalt, Inc Stela Paviove WP Operstions (415) 555.9825
Contract Reports Organization with Organization Teams Genwatt_Inc Lawren Boyle CEO (310) 555-5676

Price Books, Products and Assets
Administrative Reports
Qther Reports

Organization with Organization Teams and Sponsor Group
Organizations with Contact Roles

Qrganizations with Contact Roles and Sponsor Group
Qrganizations with Assets

Organizations with Assets and Sponsor Group

We create a contacts and organizations report as we'll need info for both those objects.

Before we started, we considered what fields we would need for our report
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We make sure the fields we need are present in the report
we create:

¢ Employee and Organization Names

Report Generation Status: Complete

Report Options:
Time Frame
Summarize information by: Show Date Field Range
| --None-- ? __All organizations ? . Created Date ? . Custom ?
From ) To
7/18/2009

Run Report *  Hide Details |Customize @ Save | Save As |Delete  Printable View Exponﬂctalls‘_

Filtered By: Edit
Employer contains target Clear

Contact 1D First Name LastName Employer Organization Name Contact Type Organization 1D

003A000000pBncE  Adeline Paradise = Targetcom Individual - 001AD00000FsZGb
003A000000pBnv4  Susann Forter Target Individual - 001AD00000FsZGb
003A000000pBnWL  Mark Ot Target, Inc. Individual - 001AD00000FsZGb
003A000000pBnXA Linda Sprinkle Target Individual - 001AD00000FsZGb
003A000000pBy8Y John Target Target Target Chief Executive 001A000000iuuDM
003A000000pBn9d  Michael Gaona Target, Inc. Individual - 001AD00000FsZGb
003A000000pBn9e Connie Byrd Target Individual - 001A000000FsSZGh
003A000000pBnYH Charles Johnson  Target Store 333  Individual - 001AD00000FsZGb
003A000000pBncw  Maxine Burr TargetInc. Individual - 001AD00000FsZGb

I've created a report with the following fields:

« Contact ID (This is the Salesforce.com ID for the contact record

* First Name

+ Last Name

« Employer (a field | am going to 'filter on' to find the records I'm looking for

+ Organization Name (The field | want to update)

+ Contact Type (The other field | want to update)

*+ Organization ID (so | can find the Organization ID to ensure | update the right organizational
record)

I've filtered to get any records created in the last two years, and on any employer containing the
word 'Target".

Notice the report returns a lot of variations on target, as reported by the volunteer when they
registered.

We can see also that they are currently associated with the organization Individual and have no
contact type.

Only John Target, the Chief Executive seems to be associated with our Target Organization.
Notice that his organization ID is different.

That is the Salesforce.com ID for our organization record for Target.
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| can now export the data by clicking on export details.
Exporting the data

¢ Employee and Organization Names

Export Report

Export File Encoding | "150-8859-1 (General US & Western European, 1SO-LATIN-1) [+

Export File Format I Excel Format .xls TI

Export| Done

| can choose to export the data as a .csv file or an excel file

| prefer to export the file as an excel file because on my system the .csv file appears as text in
the browser, rather than automatically downloading a file | can open in excel.

| will have to convert the file to .csv before importing back into Salesforce however.

The resulting excel file can now be edited with the
corrected information.

1 FOUTCD R HAFYAST LOANSCT LIOCUMeNTATION
Workbo
# Home Layout Tables Charts SmartArt Formulas Data Review
Edit Font Alignment
= _ & Fill - :|Calibri (Body) abe~ = Wrap Text » | General
Paste (4 Clear v B I | U Merge B .| %
D16 L fx
A B C D E F G H 1
1 Contact I |  First Narf = Last Naj Employer = Organization Mar ¥ Contact Tyg ¥ Organization Il =
2 |003AD00D000SENCE  Adeline Paradise  Target.com Individual 001A000000Fs2G0
3 |003A000D000DENYA  Susanm Porter Target Individual 001A000000Fs2G0
4 |003AD00000SBNWL  Mark O Target, Inc. Individual 001A000000Fs2G0
5 | 00D3A0000002BRXA  Linda Sprinkle Target Individual Q0L AC00000FsZGD
6 | 003A000000zBvEY  John Targat Target Target Chief Executive 001A000000iuuDiM
7 | 003A000000eBRSd  Michael Gaona Target, Inc. Individual Q0L AC00000FsZGD
8 | 003A0000002BnSe  Connie Byrd Targat Individual Q01 AGO0000Fs2Gh
9  |003A0000002BnYH  Charles John=on Target Store 333 Individual 001A000000F2G0
100 | 003A000000pBnow  Maxine Burr Target Inc. Individual 001AD00000FS2GH
11
12 |Employee and Organization Mames
13 |Copyright [c} 2000-2011 salesforce.com, inc. All rights reserved.
14 |confidential information - Do Not Distribute
15 |Generated By: Larry Deckel 7/25/2011 8:55 PM
16 |HandsOn Connect Demao
17

|-}
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1) First | save the original file on my hard drive - in case | need to convert the data BACK the way
it was! | do a "Save as" and save it now as a .csv file

2) You must delete the footer info in rows 12 - 16

3) I can now update the Organization Name for each organization to "Target", and update the
contact type to each record to 'employee"

Note: | consult the picklist values and make sure that 'Employee’ is a valid value, and that it
uses an upper case 'E'. It must be an exact match.

Had | updated this to 'employee’ it would import it, but skew my data reports as I'd now have
some records with "Employee" and some with 'employee’.

Checking the contact type before updating the data:

Contact Type ®
Available || p || Chosen
Employee — Chief Executive
Volunteer Coordinator a
Other Contact x
OK Cancel

My revised spreadsheet looks like this:

- om o - E — —

amo " target_export_after.csv
1 T B e b FIRN e = . L - : (&3
ClEHGOH® O 0O e @ 2-4-0] @& & osox -] @
A Home Layout Tables Charts SmiartArt Formulas Data Review
Edit Font Alignment Number Fo
= _ |[&| Rl + |Calibri (Body) w10 |=|| Ax| A abe~v | =) Wrap Text = | |Text M ﬁj" |
=%

Paste (A Ceaxrr || B | I U iz~ & v+ A~ Merge B r % | o [|S0| a0 'C_g:lnc’iliatl{grr:gl i
G7 ' Sfx| DO1A000000iIuUDM
A B C D E F | G | H
1 ContactID |~ First Nam~ Last Nam~ Employer |~| Organization Nam ~| Contact Typi~| Organization ID~
Z |003A000000pBnc®  Adeline Paradise  Target.com Target Employee 001AC00000iuubM
3 |003A000000pBNV4  Susann Porter Target Target Employee 001A000000iuuDM
4 |003A000000pBNWL Mark ott Target, Inc. Target Employee 001A000000iuuDM
5 |003A000000pBnXA Linda Sprinkle Target Target Employee 001A000000iuubM
6 |003A000000pBy8Y John Target Target Target Chief Executive 001A000000iuuDM
ZODEAODOUDDanQd Michael Gaona Target, Inc. Target Employee |DDIAODUUDOiuuDM l
& |003A000000pBnSe  Connie Byrd Target Target Employee 001A000000iuuDM
9 |003A000000pBNYH Charles Johnson Target Store 333 Target Employee 001A000000iuuDM
10 |003A000000pBnecw  Maxine Burr Target Inc. Target Employee 001AC00000iuubM
11

-~
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I'm now ready to import the data back into Salesforce

Batch Updating the Records

Expand All | Collapse All

Import Wizard for Accounts/Contacts

A
Use this wizard to iImport accounts and contacts for multiple users in your organization. You must be a salesforce com
Personal Setup administrator to use this wizard.
+| My Personal Information i —
*| Email

+| Import DATA

| Desktop Integration -
+| My Chatter Settings

App Setup
Steps to Import Your Organization's Data
+ Customize
» Create 1. Familiarize yourselfwith the Account & Contact flelds available for import. Create custom fields or add
+ Develop custom picklist values if needed. Tell me more!
+ Deploy 2. Export each of your users' data, and merge those files into a single CSV file using Excel or a similar product.
Tell me more!
) RS 3. Review your data for accuracy, and label each column in the CSV file with the appropriate Account or
AppExchange Marketplace New! Contact field name. *Tell me more!
Critical Updates 4. Add a column titled "Record Owner”, and add the user's salesforce.com username to this field in the format

“jsmith@acme.com” or "Joe Smith". This ensures that each user's data is correctly owned by them in
salesforce.com.

Start the Import Wizard! «ff———

w

Administration Setup

Manage Users

Company Profile * It is recommended that you import a small test file of 5 records before importing all of your data to ensure that
Security Controls you have correctly prepared your import file.

Communication Templates

Translation Workbench

£ Data Management

Analytic Snapshots

mport Accounts/Contacts

Imnart L eads

Go to Setup / Admin Setup / Import Accounts/Contacts to get the import wizard for
accounts/contacts.

There are helpful tips on doing imports on the splash page.

Note that they recommend you import a small test tile of 5 records before importing, to ensure
you have a correctly prepared import file. Good idea if you're doing a large update!

Click on "Start the Import Wizard to start!"
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The wizard guides you through the 8 steps to import your
data

Step 1 of B: Create your import file Import Wizard

Most applications (including Goldmine, Palm Desktop, Microsoft Excel, Microsoft Access and FileMaker) will allow you to
export contact data into a comma delimited text file (.csv). To create an import file for your organization's account and

contact data:
1. Exportand merge all your contacts into a single csv file.
2. Using Microsoft Excel or a similar product, label each column in the file with the appropriate field name.
3. Specify the owner of each contact and account record with a special column labeled Record Owner.
4, Exportthe spreadsheetto a single csv file.
5. Once you have created a master csv file for accounts and contacts, click the Mext button.

Mext >

We've got step 1 done!

Step 2

ano Salesforce - Import Wizard for HandsOn Connect Demao &

salcg‘f)rce.com -

1. Click Browse and find the file to Import into salesforce.com:
e ey =
| Choose File | target_expori_after.csv

2. The selection below is set to a default value. Override this default value only if your import file has a different character
encoding.
| 1IS0-8859-1 (General US & Western European, ISO-LATIN-1) | :]

3. Contact Matching Type | i

{®) Salesforce.com ID
() Name (Recommended)

() Email
4, Account Matching Type | i

{®) Salesforce.com ID
(0) Mame and Site (Recommended)

5. [ Trigger workflow rules for new and updated records

6. Choose account record type for import | Business -¢]

< Back |MNext>

1. We choose our edited file.

2. Leave at default
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3. We want to use the Salesforce.com ID (because in this case we have them). This will prevent

duplicates

4. Salesforce.com ID for the Account matching type as well

5. We do not want to trigger workflows rules and send out emails to contacts

6. You can only update one account record type at a time. Target is Business!

Step 3

Step 3 of 8: Map Contact Fields

In the list below, select the field in your import file that should be imported into each salesforce.com field. Once you have finished,

click Next:

Contact Information

< Back

*You should import into either the Contact Full Name or First Name and Last Name, but not both.

Salesforce.com Field
Caontact Id:
Contact Full Name:
First Name:
Last Name:
Salutation:
Title:
E-mail Address:
Department:
Fax Opt Out:

Contact Custom Fields

Salesforce.com Field
Accepts Invitations:
Alternate Email:

Background Check
Completed:
Communication,
Preferences:

Court Ordered Volunteer:

dmport Fleld
Contact 1D (col 0)
"~ one selected —
First Name {(col 1)

Last Name (col 2)

-- none selected --

ol

“

-- none selected —-
-- none selected —-
-- none selected —-

olalelofeli)s

-- none selected —

Import Field
-- none selected —-
-- none selected —
-- none selected —-

-- none selected —

-- none selected —
== "none selected ==

Employer {col 3}

Disabled PErEoT
Employer:
Ethnicly

Goods and Services:

Heard About Us?:

Import 1D
IsCustomerPortalUser:

Max Distance for Invitations:
Miner Waiver on File:

Orientation Completed:

-- none selected —-
-- none selected —
-- none selected -
-- none selected -
-- none selected —

-- none selected —-

ﬂﬂﬂﬂﬂﬂﬂﬂ'ﬂL:hjﬂﬂﬂ

-- none selected —-

Salesforce.com Field

Lead Source:
Reports To:
Birthdate:
Mssistant's Name:
Description:
Contact Note:
Email Opt Out:

Salesforce.com Field

Import Field

-- none selected —-
-- none selected —
-- none selected —
-- none selected --
-- none selected —-
-- none selected —-

o Es ey e

-- none selected —-

Import Field

Age: Not Accessible

Availability:
Calculated Birthdate:

Contact Type:

Date WirerWaivens
Received:

Education Level:
Employment Status:
Gender:
HOC Domain Name:
Old_Hours Served:
Interests:
Marial Status:
Middle Name:
Orientation Completed,
te:

Primary Address?:

-- none selected —

-- none selected —

£ Es|eS

Contact Type {col 5)
~- Hone selected ——
-- none selected --
-- none selected --
-- none selected —-
-- none selected —-
-- none selected —
-- none selected -~
-- none selected -~
-- none selected —

-- none selected —-

ﬂﬂ“ﬂﬂﬂﬂﬂ“ﬂﬂj

-- none selected —-

Because we've exported all the field labels - the mapping of fields will be automatic. We leave --
none selected -- for all the fields we are not importing.

Step 4: We are not importing any phone or address fields
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Step 5: Map Account Fields

Salcy‘(‘)rce.com -

In the list below, select the field in your impaort file that should be imported into each salesforce.com field. Make sure to select the
checkbox below If you want existing account data in salesforce.com to be updated with data in your import file. Once you have

finished, click Next:

Account Information

Salesforce.com Field

Account Id: | Organization ID {col 6)

Account:

Parent Account:
Mccount Number:
Account Type:
Industry:
Revenue:
Account Rating:
Account Site:

| Organization Name (col 4) |

Import Field

-- none selected -

-- none selected --

-- none selected —-

-- hone selected --

-- none selected --

-- none selected --

-- none selected —-

EI R S Y S (T (Y

e A A A A A A

Account Custom Fields

Salesforce.com Field

Import Field

Addraee Vicihiite | = nane calartad ——

Here we have to manually map, because our field "Organization ID" is equivalent to what

Saleforce calls Organization ID.

kad

EIO\-' erwrite existing account values

Salesforce.com Field

Import Field

Website:

-- none selected --

Ticker Symbol:

-- none selected --

Owners hip:

-- none selected --

Employees:

-- none selected --

SIC:

-- none selected --

Account Note:

-- none selected --

Description:

-- none selected -~

Parent Account Site:

-- none selected --

anflanflarfar|an|ap|ar|ar
B AR AR NS IS NE RS

Salesforce.com Field

Import Field

ftna Rronne Sarvad: | oo none calartad -

The same is true with Organization Name and Account.

We also need to check the box to to overwrite the existing account data for these records.
We have nothing to update in Step 6.

Because we have mapped all our fields - there will be no choices available for Step 7.

kad

Step 8 of 8: Review and Confirm ... Import Wizard

Press Import Now! to submit this import request to salesforce.com.

< Back

Import Nowl
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We can now click Import Now.

We get a message telling us we'll be notified, and approximately how long it will take.

We can click on the Import Queue link to see how the import is going!

S:;llcg‘i)rce.com 5

N

Import Request Submitted! Import Wizard

Salesforce.com will now begin to import your file. You will be notified by email at
|deckel@handsonnetwork.org when your import is completed.

Based on the current volume of import activity, we estimate that your impart will be completed in
approximately 1 Minute.

You can check on the status of your import by viewing the Import Queue.

Finish

You can also find the import queue log at Setup / Admin Setup / Monitoring / Imports.

You can see when the import is completed

Import Queue for My Organization i fbr ke Fage ¥
Action Filename Submitted By Records Submitted /"?,mus “‘\gamu Completed Import Type
target export afler.csv Larry Deckel 9 72512011 9:33 PM Completed _#125/2011 9:34 PM 7/25/2011 9:34 PM Contacts & Accounts
updale-orgs.cev Josh Kidd 8 T/25/2011 10:30 AM compreted  7/25/2011 10:30 AM 7/25/2011 10:30 AM Contacts & Accounls
update-connections cev Josh Kidg 8 7/252011 10:13 AM Completed  7/25/2011 10:13 AM 7125/2011 10:13 AM Occumences

If | go to the Target organizational record - | see all my
contacts are now associated with the organization

<3 Contacts New Contact Merge Contacts Contacts Help 7

Action

Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit

Del
Del
Del
Del
Del
Del
Del
Dal
Del

Contact Name Title Business Phone
Mi | il
nini
nn Porter
Mark Off
in rinkl
harl hngson

Ageline Paragise

hn T CEO (404) 123-1234
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| can click on any of the contacts, and I'll see their contact type is now 'employee’.

LR PEERIARR N WL AL B LRI s

Heard About Us?

Contact Type  Employee
Volunteer Type  Volunteer
Valunteer Activity Type

My update is now complete!

This same principle applies to any other kind of batch update.
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Updating Occurrences Date & Time - Using
the Import Wizard

Often you find yourself in a situation where you need to update the start or end dates for a
number of occurrences associated with a Volunteer Opportunity.

Building the Report

The key to any data update is to build the correct report. For this example we will be creating a
new report. From the Reports tab click on "Create New Report". On the Create New Report,
type in "Occurrences" to create a report based on the Occurrence object, then click "Continue".

Choose Report Type

Al occurrences

Organizations & Contacts
Occurrences

Donations .
Occurrences with Grouped Occurrences

Customer Support Reports Occurrences with Location

Leads Occurrences with Opportunity Coordinator
Campaigns Occurrences with Ownerldv2

Activities Occurrences with Recurrence

Contracts and Orders Occurrences with Volunteer Opportunity

Price Books, Products and Assets Occurrences with Connections and Volunteer Opportunities

Cancel Continue

Administrative Reports Occurrences and Connections

In the report itself make the following changes:
1) Show Me: All Occurrences
2) Date Field: End Date & Time

3) End Date & Time: Whatever criteria you choose. Leave at All Time to see all occurrences, or if
you are updating future occurrences, change the range to Custom, use today's date as the Start
Date and leave End Date blank. Click Apply.
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5) Add Filter: Enter whatever filtering criteria you'd like such as Volunteer Opportunity,
Recurrence, Managing Organization, etc. For this example we are filtering for the occurrences
associated with the Volunteer Opportunity: Field Day Volunteers.

Volunteer Opportunity EQUALS Field Day Volunteers

The only column that is initially present is the Occurrence: Occurrence ID column. You can
leave this in the table for easier reference or remove it if you prefer.

REPORT ¥
New Occurrences Report #  Occurrences

= Dutline ¥ Filters o © Previewing a limited number of records. Run

>
L1
% Occurrence: Occurrence [D | *
ic Filters v
1 OC-000286
Add filter...
2 OC-000287
Show e

3 OC-000288
All occurrences

& OC-000289
End Date & Time
Onoor after Jan 1, 2020 G OC-000290

=] OC-000291

6) Add these columns:
Occurrence: ID
Start Date & Time
End Date & Time

**+*+*Update all existing connections? In the event that the occurrences you are updating
currently have active connections and you want the date information to be reflected on all of
those existing connection, an additional data load must be made to those connections when
using the Import Wizard.

7) Once you have all the columns and desired filters, click on "Run" (You can save this report if
you feel that you will be using it often to update occurrences and just modify the filters as
needed the next time)

Once you've run the report, export it as a .csv file.
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Report: Occurrences

New Occurrences Report Q Y < Edit = w

Save
Total Records

1,033 ﬁ Export

Occurrence: Occurrence ID || Occurrence: ID |v| Start Date & Time |v| End Date & Time |+ | Update all the existing connections? |«

1 OC-000286 alT21000006y4p6 3/8/2024 11:00 AM 3/8/20245:00PM -
2 OC-000287 alT21000006y4p7 5/21/2023 11:00 AM  5/21/20235:00PM -
3 0C-000288 alT21000006y4p8 5/23/202311:00 AM  5/23/20235:00PM -
4 OC-000289 alT21000006y4p9 8/28/2024 11:00 AM  8/28/2024 5:00 PM -
5 OC-000290 alT21000006y4pA 8/30/2024 11:00 AM  8/30/2024 5:00 PM -
6 OC-000291 alT21000006y4pB 1/28/202011:00 AM  1/28/20205:00 PM -
7 OC-001546 alT21000006y590Q 3/22/202111:00 AM  3/22/20215:00PM -

Export View

A

Details Only

Export only the detail rows.
Use this to do further
calculations or for
uploading to other systemns.

Format Encoding

+ Excel Format .xls I 150-8859-1 (General US & Westerr»
Comma Delimited .csv

Open the file and make the necessary changes to the start and/or end dates & times.

Formatting the Date and Time columns

After you make the necessary updates to your data table, you need to ensure that the Date &
Time fields are in the right format for salesforce to recognize the new values.

This note is from the Salesforce.com Help & Training post.

When importing Date/Time values into Salesforce using the import wizard, you cannot format
the cells using the 24 hour clock. The import wizard requires the AM and PM nomenclature in
the field. Do this by formatting the cells so that the mask used is: m/d/yyyy h:mm AM/PM

HandsOn Connect - Data Management for Salesforce Administrators Page 75


https://help.salesforce.com/apex/HTViewSolution?id=97633&language=en

HandsOnConnec ....

To do this in Excel, follow the instructions below:
1. Highlight the column in question.

2. Right click and select the "format cells".

3. Select the "custom" option and place your cursor in the Type field on top of the list and add

the value:
m/d/yyyy h:mm AM/PM

5. When done, click OK, and your column will be properly formatted.

Format Cells
Number  Alignment Font Border Fill Protection

Category: Sample

. Start Date & Time
Number
Currency

Accounting Type:

Date m/dfyyyy h:mm AM/PM @
LS h:mm AM/PM
Percentage

- h:mm:ss AM/PM
Fraction
R h:mm
Scientific
Text h:mm:ss
my/dfyy h:mm

Special
mm:ss
Custom @
mm:ss.0
@
[h]:mm:ss
_($* ##50_);_($* (###0);_($* "-");_(@.)
_(* # #0);_(* (#,450);_(* "-"_);_(6

Type the number format code, using one of the existing codes as a starting point.

Cancel

Now save your file and prepare to import the new dates and times.

Importing the Updated Data

We will use the Salesforce Import Custom Objects wizard.
Go to Setup then type Import Wizard in the quick find on the left.
Then click Launch Wizard! to begin.
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. Search Setup

Home

©

(11 .
sss  Setup Object Manager

Q, import wizard

w Integrations

Data Import Wizard

(-

Didn't find what you're looking for?
Try using Global Search.

Mobile Publisher

Use the Mobile Publisher to
create your own branded mobile Transform productivity with
app. collaborative docs, spreadsheets,

and slides inside Salesforce.

Learn More [ Get Started

@2 a8y

71

$ Setup Q/ (K
$ Service Setup

Developer Console

ate w

e g

Real-time Collaborative
Docs

Join the Trailblazer
Community

Get help, learn and collaborate
with fellow customers.

Join Now

Search Setup

Home  Object Manager

usage

Import your data in 3 easy steps!

Launch the Data Import Wizard to import your data.

=]

Choose data to import Edit field mapping

Launch Wizard!

Pre-step: Prepare your
data for import

Review and start import

1. Select the Custom objects tab and scroll to the Occurrences object. This list is not in
alphabetical order, but in the order they exist in your instance. HandsOn Connect package
objects will be grouped together.

2. Select to Update Existing Records

3. Match by Salesforce.com ID (this is the 15- or 18-digit unique ID from your file)

Since we are ONLY updating date information, the rest of those options can be left alone.
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' 's
Choose data Edit mapping

Import your Data into Salesforce
You can import up to 50,000 records at a time.

What kind of data are you importing? What do you want to do?

Standard objects Custom objects \9 Add new records

Update existing records o
N

AccountContact

Match hy:o

CIdExtCfgs Salesforce.com ID @

Which User field in your file designates record owners?

~-None--

Logs Which Grouped Occurrence field in your file do you want
to match against to set the Grouped Occurrences lookup

field?

—None-- B

e

Start import

Help for this page @

Whears is your data located?

Drag CSV file here to upload

% Csv

Drop or select your file and click Next to continue to mapping your fields.

Where is your data located?

File
report1578249815923.csv
Character Code @

I50-8859-1 (General US & Western European, 1S0-LATIN-1)

Values Separated By
Comma

9
oh

Cancel
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EEE Setup Home  Object Manager

L o c
Choose data Edit mapping Start import
Edit Field Mapping: Occurrences Help for this page @

Your file has been auto-mapped to existing Salesforce fields, but you can edit the mappings if you wish. Unmapped fields will not be imported.

Edit Mapped Salesforce Object CSV Header Example Example Example

Change Occurrence 1D Occurrence: ID alT2I000006y4 a1T2I000006yE alT21000006y4pC
Change Start Date & Time Start Date & Time 1/28/2020 11:0 1/28/2020 3:00 1/30/2020 11:00 AM
Change End Date & Time End Date & Time 1/28/2020 5:00 1/28/20209:00 1/30/2020 5:00 PM

Cancel Previous

The auto mapping may LOOK perfect, but you must change the Occurrence ID and map it to the
Salesforce.com ID. Type in salesforce.com into the Find Field box and be sure to click on the "X"
to remove the Occurrence ID mapping. Click Map, followed by Next.

& ®
Choose data Edit mapping

Map your field: Occurrence: ID

Select field

Salesforce.com ID > | Find field

Maximum Attendance
Minimum Attendance
Occurrence URL

Posting Status
Registration cutoff (hours)

Do MOT Send confirmation Email
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L ® J
Choose data Edit mapping Start import
Review & Start Import Help for this page @
Review your import information and click Start Import.
Your selections: Your import will include: Your import will not include:
Occurrences ¥ Mapped fields Unmapped fields

Update existing records v 3 0
v

Cancel Previous Start Import

Click on Start Import and you will be greeted with a "Congratulations, your import has started!"
window. Click OK and you will be automatically taken to your Bulk Data Load Jobs page where
you can see the status of your job.

Congratulations, your import has started!
Click OK to view your import status on the Bulk Data Load Job

page.

On the Bulk Data Load Jobs page, you'll have an overview of the data load just completed using
the Data Import Wizard.
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SETUP

Bulk Data Load Job

Bulk Data Load Jobs
| it PN N o TR W SR T Ly W S L e Tkl sl |

7502100000KWRYd e
View the details of a bulk data load job.
« Back to List: Bulk Data Load Jobs
Bulk Data Load Job Detail Reload
Job ID  7502100000KWRYd Job Type  Bulk V1 Status  Closed
Submitted By Libby Ziemelis Operation Update Total 4838
Processing
Time {ms)
Start Time  1/6/2020 12:53 PM EST Queued Batches 0 APl Active 4632
Processing
Time {ms)
End Time 1/6/2020 12:53 PM EST In Progress Batches /] Apex 13487
Processing
Time {ms)
Time to Complate 00:05 Completed Batches 1
([hh:lmm:ss)
Object  Occurrence Falled Batches 0
External ID Field Progress 100%
Content Type  CSV Records Processed 1028
Concurrency Mode Parallel Records Failed /]
APl Version  47.0 Retries 0

Reload
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Advanced Data Management Tools -
overview

For system administrators and/or staff that do a lot of administrative handling of data --
there are a number of data management tools that can be enabled in HandsOn Connect by
your system administrator:

« Batch Creation of Teams from the contact record

+ Batch creation of Connection from the contact record

* Import Team Members (making it possible to create team members from a report
result)

« Import Connections - which makes it possible to import connections for team members

« Batch Moving or Copying of Connections (from occurrence record)

+ Adding occurrence connection contacts to a campaign (for use with a mass emailing tool
that works with Salesforce Campaigns

Batch Create Volunteer Teams and Connections

Volunteer Events  Volunteer Opportunities Volunteer Teams Occurrences

-
£ | | Delta Employees 4+ | Edit| Delete | Create New View

New Contact| | Invite to Conno(Cmale Connections || Create Team Members

(] Action Name + Organization Name, Title
] Edit|Del |@ 7. Patch Delta Airlines

(] Edit|Del | g Carlino, Joseph Delta Airlines

[ Edit] Del |&» Contact, Conrad Delta Airlines

[ Edit] Del |@» Deckel Larry EC Delta Airlines

[ Edit|Del|gp Delta, Dave Delta Airlines Filot
) Edit|Del |@ Delta, Don Delta Airlines Volunteer Relations
[ Edit|Del|gp Leader, Peter Delta Airlines

] Edit| Del |&» Oursler, Tonya Delta Airlines

[ Edit|Del |gp Stadleburg, Danny Delta Airlines

[ Edit|Del|g) Volunteer, Test Delta Airlines

New search buttons

and left side menu
option for importing

Import Connections
Import Team Members

To make it easier for you to manage existing contacts we have added two wizards, one for
Team Members and one for Connections.
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Turning a list of new contacts into a team
and signing them up administratively.
(Batch creation 101)

The trickiest administrative chore is administratively taking a list of NEW contacts, adding
them to a team, and then making connections for the team members. This post shows you
the quickest way to accomplish this using Salesforce's new import wizard, along with
advanced features in HandsOn Connect to quickly create contacts, a team, add the contacts
to the team, and then make team connections for them! It's a multi-step process but when
you have the right steps down, it can become quick and easy.

If the contacts already exist in the system you do not need Steps 1 and 2 below. For more
info see the posts batch creating team members and batch creating connections

In this scenario we are discussing the 'bare bones' approach. You have a list of names, and
just want to connect them to a team and an opportunity (and don't expect them to ever log
in, create accounts, or manage themselves.)

NOTE: For importing contacts, or any other object, you can find a HOC Data Mapping Table
here:

[mﬁ Contact_Upload_Template_minimum_for_teams.csv

One-Time Preparation:

The following should be done before your first import. These features and resources will be
used each time you do this in the future. Once they're in place you're ready to go!

Your system Administrator should have enabled batch create for Team Members and
Connections. and given access to you as a user.

Create a custom report to use for your team connection batch imports.

Create a view called "Contacts Created Today" - that gives you quick and easy access to newly-
imported contacts you wish to add to a team and connect to an occurrence.
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Onl

k Contacts

2/ Edit View

Save |Save As  Delete  Cancel

Step 1. Enter View Name
View Name: I Contacts Created Today
View Unique Name: I Contacts_Created_Td| i

Created By:  Larry Deckel, 10/23/2013 3:36 PM  Modified By: Larry Deckel, 10/23/2013 3:36 PM

Step 2. Specify Filter Criteria

Filter By Owner: Filter By Campaign (Optional):
® All Contacts Campaign Name: @y
My Contacts
Filter By Additional Fields (Optional):
Field Operator Value
[ Created Date ] [ equals :] TODAY AND
((=-None-- ) ((=-None—- +) AND
[(=-None-- 4] [(=—None :] AND
[ —-None-- ‘] [ ~-None =] AND
[ --None-- ] [ --None =]
Add Filter Logic...
Step 3. Select Fields to Display
Available Fields Selected Fields
Salutation Name
First Name Organization Name Top
Last Name Title -
Organization ID Email ey
Organization Parent Organization Add Contact Owner Alias Up

Renorts To

Step 1: Use a .csv template to prepare your contacts for
import.

He - Jx
L A B C D E F G H
FirstMame LastMame Contact: Organization Name Contact: Primary Address? Primary Phone? Volunteer Type Registration Status Email
John Senith 15 digit {ID number of your individual organization record) Home Home Volunteer Pending(Team Registration)

Create a .csv template that has the fields you wish to import for your new contacts.
The only fields that are required for a contact for a team member are:

* FirstName

+ LastName

+ Contact: Organization Name (which should be the salesforce ID for the "Individual”
organization (not it's name - since its a lookup field), (See screenshot below) [Note: if you
have another organization you want to associate these contacts with, a business for
example, then put in the ID of that organization instead of the individual organization.

+ Contact: Primary Address? = Home

* Primary Phone? = Home

+ Registration Status = Pending(Team Registration)

« Email (this field is optional - leave blank if unknown - but if you think the contact will ever
log-in and want to create an account, then enter an email address)

Note: If there are other pending (team registration) contacts with the same name - importing
here will create duplicate contacts.
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You can, of course, add additional contact info if you desire -- but these are the minimums that
are needed.

(To use, just update the FirstName and LastName in row 2 and all subsequent rows, and copy
the values in columns C through G to all rows.)

Save the file as a .csv file.

E] https://na7.salesforce.co rPos=0&srKp=001

Quick Tools ] HandsOn Connect [!-“ Office 365 [

ilater | Salesforce Login [ ] Startup  [L] Fast Access

)
o
’ Search...

tter Wel:ELIFEUGLES Contacts  Volunteer Events

Search

r Opportunities Occurrences Con

Individual
o3,
°2 95 BHO S The Salesforce ID for this individual
)Tt ege organization is 15 digits:
i bl f 001A000000Fs2G
®; 4o Show Feed
S -
) e’ « Back to List: Organizations lower and upper case do matier!
dsOn Jac
ECT DEMO
Organization Detail Edit | | Sharing
¥ Organization Information
ortunity Wizard "% Organization Owner  ©° Client 9998 [Change:

Organization Record Type  Individual [Change!

ploks — : .
Organization Name  Individual [View Hierarch

Step 2: Import Data using the SF "Data Import Wizard" beta
in the setup menu.

Click "Launch Wizard"

£ Data Management
Analytic Snapshots

Data Import Wizard BETA Import your data in 3 easy steps!

Import A ts/Contact: ) )
L Launch the Data Import Wizard to import your data.
Import Leads

Import Solutions

Import Custom Objects
Data Export @
Storage Usage

Mass Transfer Records
Mass Delete Records Pre-step: Prepare your Choose data to import Edit field mapping Review and start import
data for import

Mass Transfer Approval Requests

State and Country Picklists

Mass Update Addresses Launch Wizard!

Data Loader ’1&\

What kind of data are you importing: Organizations and Contacts
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What do you want to do?: Add new and update existsing records (do not trigger workflow
rules) -- (This is because we are adding new contacts, but not new organizations!)

« Match contact by name (though if you have email addresses for ALL the records - then
choose EMAIL here which will avoid creating duplicate contacts!)

+ Match account by Organization Name and Organization Site (because we are not adding
or updating any organization records)

Where is your data located: drag and drop your csv file - or choose it using the file picker.

Click the NEXT button

-
alesforce
T S
Choose data Edit mapping Start import
Import your Data into Salesforce Help for this page @

You can import up to 50,000 records at a time.

What kind of data are you importing? What do you want to do? Where is your data located?

Standard objects Custom objects Drag CSV file here to upload
~ CSv
Organizations and Contacts v Add new and update existing records v File
Choose File trial_test.csv v
Match Contact by: Character Code
[ 1SO-8859-1 (General US & Western European, ISO-LATIN-}) C]

Match Account by:

((Organization Name and Organization Site 3 |

Trigger workflow rules?
Trigger workflow rules for new and updated records

Edit Field Mapping:

If you used the attached import template, most of the fields will automatically be mapped.

The one that won't be mapped is Contact: Organization Name -- Click on Map and manually
map as shown below.

(If you add additional contact fields - make sure you have the exact field name, or you can
manually map the fields here)
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g Choose data Edit mapping

Edit Field Mapping: Organizations and Contacts

Your file has been auto-mapped to existing Salesforce fields, but you can edit the mappings if you wish. Unmapped fields will not be imported.

Edit Mapped Salesforce Object CSV Header Example Example
Unmapped @ Contact: Organization Name 001ADOODD0OFsZ  DD1AQ00D00FsZ

Change Contact: Primary Address? Contact: Primary Address? Home Home

Change Contact: Email Email acoco@gmail.ce

Change Contact: First Name FirstName Art Anthony

Change Contact: Last Name LastName Deco Deco

Change GContact: Primary Phone? Primary Phone? Home Home

Change Contact: Registration Status Registration Status Pending(Team F Pending(Team F

Change Contact: Volunteer Type Volunteer Type Volunteer Volunteer

Example

001A000000FsZGhb

Home

Able

Deco

Home

Pending(Team Registration)

Volunteer

Click on Map and map Contact: Organization Name to Contact:

Organization Name

Note: Do not map it to Organization: Organization Name. (it's the first one listed of the contact

fields). Click on it. And then click the Map button to complete the mapping.

Urganizaton: For BUSINess Liescrpron
Organization: Enable Business Page
Organization: Partner Approval Manager
Organization: LastModifiedByV2
Organization: ownerldv2

Organization: Salesforce.com 1D

Organization: Record Owner

Contact: First Name

Contact: Last Name

Contact: Salutation

oo
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Now that everything is mapped - click on 'next’

.mlr\forcc

2 : :
=~ Choose data Edit mapping Start import
Edit Field Mapping: Organizations and Contacts Help for this page

Your file has been auto-mapped to existing Salesforce fields, but you can edit the mappings if you wish. Unmapped fields will not be imported.

Edit Mapped Salesforce Object CSV Header Example Example Example

Change Contact: Organization Name Contact: Organization Name 001A000000 001A00000C 001AO00000FsZGb

Change Contact: Primary Address? Contact: Primary Address? Home Home Home

Change Contact: Email Email acoco@gmz

Change Contact: First Name FirstName Art Anthony Able

Change Contact: Last Name LastName

Change Contact: Primary Phone? Primary Phone? Home Home Home

Change Contact: Registration Status Registration Status Pending(Tee Pending(Te: Pending(Team Registration)
Change Contact: Volunteer Type Volunteer Type Volunteer Volunteer Volunteer

ancel Previous Next

9]

Review and Start Import

Click on the Start Import button and your contacts will be added to the system.

You'll automatically be taken to the Bulk Data Load Job Detail page where you can monitor the
results of your import. (Click on "View Result" to see if you have any errors and your import
succeeded.)
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Congratulations, your import has started!
View your import status on the Bulk Data Load Job page.

Step 3 - Use the Contacts View you've created to create
your team and its member records:

Select the records you just created. (Note, in this example there were other records created.
The one witha Contact Owner Alias of "guest" was a registration from the public site. So | don't
select that. If you do this a lot - you can modify your view to ONLY show the contacts that have
your Contact Owner Alias :-)

Click on the Create Team Members button.

Volunteer Events  Volunteer Opportunities Occumences Connections Locations Control Panel

- 1 n
MY ( Contacts Created Today $ ) Edit | Delete | Create New View
|New£:ontac1| |AddmCampalgn||Cream'Bonnectlom ]ICreaInTeam Hembers| |a| | A|B|C|ID|E[F|G|H[I]J
[} Action Name + Organization Name Title Email Contact Owner Alias
l#{ Edit | Del | 9 Aardvark. Amy Individual troutcot+am ail... LDeck
| Edit| Del | 9 Abadoir. Andrew Individual LDeck
l#| Edit|Del| ) Adams, Abigail Individual LDeck
[ Edit|Del| € c.t Georgia director tchalberg@gmail.com guest

If the team already exists, you can look it up. In our case, we're creating a new team, so we'll
enter the team information.
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The Organization optional - but if you want the team to be associated with an existing
organization in the database you can add that info here.

Click the "Create Volunteer Team" button to create the team.

i K7W Volunteer Events Volunteer Opportunities Occurrences Connections Locations Con
L3

Step 2

£/ Select the Volunteer Team

Create Volunteer Team Members | Cancel

Select an existing Volunteer Team to associate the imported contact with:

Velunteer Team %l

OR

Create a Volunteer Team:

Volunteer Team Name Edison 5th Crade

Organization Edison 5chool %l

Visibllity | “priyate s |

Description  [This is a team of students from
Edison School.

I Create Volunteer Team I

The team is automatically populated for you in the lookup field now.

Create the team members by clicking the Create Volunteer Team Members button.
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Step 2

Select the Volunteer Team

Create Volunteer Team Members |  Cancel

Select an existing Volunteer Team to associate the imported contact with:
Volunteer Team  [Fjicon Sth Grade @
OR

Create a Volunteer Team:

Volunteer Team Name

Organization Cﬂ
Visibility Private

Description

Create Volunteer Team

Create Volunteer Team Membars ICanmI

(Optional) Go to the team member record if you wish to designate
one or more team members as the captain.

Note: They MUST have an email address associated with their contact record if you make them
a team captain. You then should encourage them to register on the public site with the same
email address so they can actually manage the team.

It is not necessary however for anyone to be a team captain if you're going to manage their
connections administratively.
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b Volunteer Team

1» Edison 5th Grade

« Back to List: Contacts

Volunteer Team Detail

Volunteer Team Members [3] | Noies & Attachments [0]

Edit | |Delete Clone

Customize Page | Edit Layout | Printable View | Help for this Page

%7 Add Tags

¥ Information

Owner 8. | amy Deckel [Change] Status
Volunteer Team Name  Edison 5th Grade Visibility  Private
Organization Text Total Members 3
Organization  Edison School
Hours Served  0.00
w Description Information
Description  This is a team of students from Edison School.
¥ Removed from staging page Layouts May 2013
Duration
v System Information
Created By  Larry Deckel, 10/23/2013 4:51 PM Last Modified By  Larry Deckel, 10/23/2013 4:53 PM

Edit | |Delete Clone

£ Volunteer Team Members

Action Team Member ID
Edit | Del VTM-007515
De\ VTM-007514
Edil| Del VTM007673

New Volunteer Team Member

Contact

Abigail Adams
Amy Aardvark
Andrew Abadoir

Status

Pending
Pending
Pending

Volunteer Team Members Help

Hours Served
0.00
0.00
0.00

Captain

-

Step 4: Run and export the report needed to import
connections for team members and save as a .csv file.

Customize the report by adding one filter to select the team name you wish to create
connections for. Save, and then Export the report as a .csv file.

Ix

€ Batch Import Team Connections

Report Generation Status: Complete

Report Options:
Time Frame
Summarize information by: Show Date Field Range
[ --None-- :] [ My volunteer teams ;] [ Volunteer Team: Created Date :] [ Custom + ]
From To

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

Add to Campaign

Filtered By: Edit

Volunteer Team: Volunteer Team Name equals Edison 5th Grade Clear

Contact: Contact D Volunteer Team: ID

003A000001IB5v2  aOPAOO0000A4ge) VTM-007513 Edison 5th Grade
003A000001IB5v1  aOPAOOODD0A4qe) VTM-007514 Edison 5th Grade
003A000001IB5v0  aOPAOO0000A4qe) VTM-007515 Edison 5th Grade

Andrew
Amy
Abigail

Volunteer Team Member: Team Member ID  Volunteer Team: Volunteer Team Name Contact: First Name Contact: Last Name

Abadoir
Aardvark
Adams
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Remove the footer on the .csv file, and save.

A7 | {3 & - fx| Batch Import Team Connections
| A | 2 | 2 | [ | 3 | F | b

1 |Contact: Contact ID Volunteer Team Mer Volunteer Team: Voluntes Contact: First Name  Contact: Last Name

2 |003A0000011B5v2  a0OQAQOOOQOCHIM  Edison 5th Grade Andrew Abadoir

3 |003A0000011B5v1  a0OADOO0Q0CHIO  Edison 5th Grade Ay Aardvark

4 |DBO3A0DO00LIBSVD  a0DADO0000CHIP  Edison 5th Grade Abigail Adams

5

[

iom, inc. All rights reserved.
Cut i om, inc. Al righ d
Egpi’r g8C Istribute
| Paste ey _2013 5:35 PM
i Tl

1. Paste Special... ~3V
13
14 Insert

it Delete |.
18 Clear Contents
B
% Format Cells... 381
¢ R?w Height...
51 Hide

Step 5: Import the connections

Click on the "Import Connections" link in the sidebar widget.

Import Connections

lele edm hMembers

First

Upload the file and select the column containing the Contact ID and the Team Member ID. Click
Next
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S Step 1

£/ Create Connections - Select Contact File

Mext | | Cancel

Selected file:} report1382564117947.csv | Change file
Select column that contains Contact Salesforce ID: [ Contact: Contact D+ 7
Select column that contains Team Member ID:

Mext | | Cancel

Then populate four fields:

+ Look up the Volunteer Opportunity Name

+ Look up the Occurrence (the lookup field will only show you the occurrences for this
opportunity, and has enough info to make it easy to select the correct one)

+ Set status to Confirmed (you can select other statuses if desired - but administratively one
would typically be confirming volunteers)

+ Set Attendance Status as appropriate (Typically "Please verify" for occurrences in the future.
But you can mark them as "Attended" if you are bulk importing connections for a past
occurrence.

Then click on the "Create Connections" button.

A

p Step 2

</ Select the Volunteer Opportunity and Occurrence

Create Connections | Cancel

* Select Volunteer Opportunity and Related Occurrence

Volunteer Opportunity | Clean Up the Park oy Occurrence 0C-031757 &N
Status | confirmed s | Attendance Status | pjaace verify 2

Create Connections | Cancel

You did it!

You've now administratively:
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+ Created a contact record for each 'pending' team volunteer
* Created a volunteer team

Created team member records for each contact

Created team connections for each member!

If contacts already exist in the system and you can create a filtered view of the existing contacts,

then you can skip Steps 1 & 2. Just create a view for the contacts you wish to add to a team
and start with step 3.

x ¥ Connections

Confirmed Valunteers Waitlisted Volunteers Pending Volunteers Declined Volunteers

Email Volunteers Mark as Attended Mark as Not Attended Mark as Please Verify
= First Name Last Name Role Team Name Status Attendence Status Guest Vol Date Start Time End Time
= Andrew Abadoir V) Edison 5th Grade Confirmed Please Verify 0 11/02/2013 09:30 AM 12:30 PM
= Amy Aardvark V) Edison 5th Grade Confirmed Please Verify 1] 11/02/2013 09:30 AM 12:30 PM
=) Abigail Adams ) Edison 5th Grade Confirmed Please Verify 0 11/02/2013 09:30 AM 12:30 PM
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(Advanced) Batch Creating Team Members

There are two ways to batch add team members:

@ Both of these methods require your system administrator to activate these features.

Method 1: Create Team Members from a contact list view

Go to the Contacts Tab, and select any list view (other than "Recently Viewed Contacts". You
may want to create a view that gives you the contacts you want to add to a team.

In the view - put a checkbox next to each contact you want to add to an existing team.

IN the actions menu select "Create Team Members"

Contacts

MNew This Week

| 3items selected

= MAME T ¥ DRGAMIZATION MAME w  TITLE
1 - Do Delta Delta Household
2 «  Jeninifer Talbot Talbot Hoausehold
3 Pete Potato Potato Household
I;I Suzanne Peters Peters Household

New Import Send List Email  »

e Craate Connachons

Craate Team Membars

Warge Contacts

Search this list... -

% BUSINESS PH.. % EMAIL il

o

troutco +jt@pmail.com Sldrmi -
Sadmi b
trowusboo +Sp@gmail.com Sadmi L4

You'll have an option to select an existing team, by using a look-up (if you've already created the

team), OR to create a new volunteer team.
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Step 2

Select the Volunteer Team

Create Volunteer Team Members | | Cancel

Select an existing Volunteer Team to associate the imported contact with:

Volunteer Team Oﬁ]
OR

Create a Volunteer Team:

Volunteer Team Name My New Team
Organization Troutco 01-]

Visibility  private [

Description A new team I've created.

Create Volunteer Team

NOTE: The field "Visibility" is no longer used in HOC 3 but IS in this form. Leave the default
setting as 'private"

-

Create Volunteer Team Members | Cancel

If you are creating a new volunteer team - click on "Create Volunteer Team" - then your new
team will automatically be populated in the look field 'Volunteer Team" -- NOW click "Create
Volunteer Team Members"

An embedded page at hoc9015--hoc.na78.visual.force.com
says

Team Members created successfully

Method 2: Importing Team Members

In Classic you'll find a link to 'import team members' in the left sidebar.

In HOC Lightning - you'll find an 'import Team members" option in the utility bar:
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i@ CreateVolunteer Opportunity  §s One Step Attendance Reporting + Import Connections @ Import Team Members

In the method - you'll need to prepare a speadsheet of data to import. You can get the relevant
info you need by running a report on the contacts you wish to import.

1. Include the Contact ID column in the report. The Contact ID is the Salesforce ID for that
record and is a 15-18 digit alphanumeric number
2. Exportthe report as a .CSV file.

Importing Team Members - Step 1

This first step is the only thing different than Method 1 above. Since you are not selecting the
contacts from a 'list view' -- you'll need to decide which contacts you wish to import as team
members, but including a file that has the contact ID of each contact you wish to add.

m_w Volunteer Events VWolunteer Opportunities Volunteer Teams

! Step 1

Create Team Members - Select Contact File

Next | | Cancel

Selectthe .csvfile of contact records you wish to use. | Choose File |°e chosen

MOTE: File must contain the Contact Salesforce.com ID for matching of the recards.

Select column that contains Contact Salesforce ID:) -MNone— |E|

. —Maone--
Dropdown will e R )
based on thE_' column Next | Salutation =
headings in the First Name
selected .csv file Last Mame
Title
. o Home Strest
HeAamrva Mt

Importing Team Members - Step 2

From here, the process is the same as when selecting from a list view as described above.
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Step 2
Seplect the Volunteer Team

Create Volunteer Team Members | | Cancel

Select an existing Volunteer Team to associate the imported contact with:

Volunteer
o Team Cﬂ
b
OR

Create a Volunteer Team:
Use the lookup to
select an existing

Organization  haja Ajrlines Q) -{gac':‘eg{eu:eng:\?ggleds

isibili . If you are creating a
R private [+ ne{v one click on £l’he
"Create Volunteer

Team" button before

clicking on Create

Vaolunteer D
elta Employees
Team Name piay

Description  Dajta Employees atthe Atlanta
Headquarters |

Volunteer Team
Members.

Create Volunteer Team

o Create Volunteer Team Members | | Cancel
—
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Batch Creating Connections

There are two ways to create a Connection introduced in
the 2.5 release. (feature must be enabled by system
administrator)

Volunteer Events Volunteer Opportunities Volunteer Teams Occurrences

‘.‘_‘ | Delta Employees + | Edit| Delete | Create New View

Mew Contact| | Invits to Conne( Creata Connections }eaﬂ} Team Members | [T )

] Action Name
Edit|Del | @) 7.Patch
Edit|Del | @ Carlino, Joseph
Edit|Del | @@ Contact, Conrad
Edit|Del | @) Deckel. Larry EC
Edit| Del |§ Delta, Dave
Edit|Del | @@ Delta, Don
Edit|Del | @ Leader Peter

rganization Name Title:

elta Airlines

Filot

Volunteer Relations

Edit|Del | @@ Oursler, Tonya
Edit| Del | @ Stadleburg, Danny
Edit| Del | Volunteer, Test

New search buttons

and left side menu
option for importing

Import Connections
Import Team Members

1. Import Connections - Left Side Menu
2. Create Connections button - Contact List View

Both of these work by using Contact records that already exist in your instance and adding
them to existing Volunteer Opportunities and Occurrences. If you first need to import the

contacts into the system, see this post on how to import contacts into salesforce.)

REMINDER: If you are batch adding Connections, make sure your the contacts included in your
report or selected in your list view don't contain any duplicates.

Getting your Contacts - Reports

There are a number of reports that you can use to create your table for importing. If you are
working on creating connections with team members, then use the "Volunteer Teams with
Volunteer Team Members and Contact" report type to get both the Contact ID and Team
Member ID. Reports are helpful if you are seeking contacts based on their related records, such
as is a member of a Volunteer Team or has a connection to a specific volunteer opportunity.
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The three most important aspects when creating a report for use in importing are:

1. Include the Contact ID column in the report. The Contact ID is the Salesforce ID for that

record and is a 15-18 digit alphanumeric number. If you are also wanting to associate the

Connections with a Team Member, you also need the 15-18 digit Volunteer Team Member

Salesforce ID. Note: The Salesforce ID for Team Members is not the VTM-0000000 id.

Export as a .CSV file

3. After exporting the report, open it and remove the footer from the report. The footer is the
last 5 lines that appear after the last row of data and begins with the report name.

N

See this post for instructions on creating a basic report to use for this purpose.

Getting your Contacts - View

m Volunteer Events  Volunteer Opportunities  Volunteer Teams

' ! 2/ | Delta Employees E| Edit| Delete | Create New View

Mew Contact| | Invite to Connect | Create Connections || Create Team Members | [T J

[ Action MName + Organization Name
Edit| Del | §9 7. Patch Delta Airlines
Edit| Del | &9 Carling, Joseph Delta Airlines
Edit| Del |§® Contact Conrad Delta Airlines
Edit| Del |§9 Deckel, Larry EC Delta Airlines
Edit| Del |§9 Delta, Dave Delta Airlines

You can use an existing or create a new view of contact records. Remember when creating
views you are limited to filter based only on the Contact fields. This approach is helpful for
locating contacts associated with a specific organization or have complete orientation, etc.

If you are using views and selecting the "Create Connections" button, you'll be able to skip the
first step of the Wizard.

Importing Connections - Step 1

IMmport CONNections e

Import Team Members
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. Step 1
£ Crpeate Connections - Select Contact
File

Next| [ Cancel

Selectthe .csvfile of contact records you wish to use. | Choose File | Mo file chosen o
-4

MOTE: File must contain the Contact Salesforce.com [0 for matching of the records. If you also
wish to associate the contact as part of a volunteer team then include a their Team Member 1D in
annthar column

Dropdown will be Contact Salesforce ID:| Contact 1D |E|
based on the
R Team WMember ID; —-Mone- |E| e
column headings -
) T el --llane--
in the selected Contact 1D
sy file f Team Member 1D
First Mame
Last Name

Importing Connections - Step 2

- Step 2
</ Select the Volunteer Opportunity and
Occurrence

Create Connections | | Cancel

v Select Volunteer Opportunity and Related Occurrence

Volunteer Opportunity | Big Brothers, Big Sisters | |  Occurrence|0C-029361 Q)

* Define Date and Time

e Date  lapq7/2013  |[2m2013]

startTime [ 0g:00 AM [~ EndTime 1 12:00 PM | =]

v Connection Details

e ST Confirmed E Me”;i’:.fz Please Verify E
b4

e Create Connections | | Cancel
-

3. Use the lookup to select the Volunteer Opportunity. Once the Volunteer Opportunity has
been selected, then use the Occurrence lookup. The Occurrence lookup will be filtered to all the
Occurrences associated with the selected Volunteer Opportunity.

HandsOn Connect - Data Management for Salesforce Administrators Page 103



Onl

4. If the Volunteer Opportunity and Occurrence are a To Be Scheduled opportunity, then the
Date, Start Time and End Time fields will be presented.

5. Designate the Status and Attendance Status for the Connections you are creating. Remember
if the Date & Time are in the future then use the Attendance Status = Please Verify

Once you click on "Create Connection" then go to the Occurrence and confirm that all
connections were added.

Enabling Batch Create Team Members and Connections

System Admins that wish to enable this functionality can follow the steps at this link.
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Batch Moving or Copying of Connections
from an Occurrence

This functionality allows users to move or copy a set of connections from one occurrence to
another occurrence or volunteer opportunity. Make sure you train any user that you grant
this feature to so that they don't duplicate or corrupt your data.

Occurrence .
L 0OC-008134 Locate the occurrence with the
existing connections that you wish to Customize Page | Edit Layout | Printable
i move or copy and click on the
Show Feed

"Move/Copy Connections" button.

« Back to List: Occurrences

-

Connections [5+1 Open Activities [0] Activity History [01 Notes & Stwehments [0]
QOccurrence Detail Edit || Clone || Sharing| |Print Check-In Sheet| Run Answer Report| Move/Copy Connections | | A

¥ HandsOn Connect Shortcuts

Move or Copy Connections

Copy Connections | | Move Connections | | Cancel

L)

Select the contacts you wish to move or

copy to the new occurrence. You can use

Contact Hame the search box or status to filter your results.
Confirmed Pending Waitlisted Declined
Search
W M Team Name Connection Status Attendance Status
7 Confirmed Please Verify
7 Confirmed Please Verify
7 Confirmed Flease Verify
v Confirmed Flease Verify
] Confirmed Please Verify
7 Confirmed Please Verify
v Confirmed Flease Verify
7 Confirmed Please Verify
7 Confirmed Please Verify
7 Confirmed Flease Verify
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Select Volunteer Opportunity and Related Occurrence
Volunteer Opportunity | Disaster Response - Sanc %] 9}, Occurrence | OC-008134 Cﬁ

Define Date and Time

Start Date o End Date
I 8/30/2013 10:00 AM [8/8/2013 12:01 AM ] N I 8/30/2013 12:00 PM [8/8/2013 12:01 AM ]

Connection Details

Status | Confirmed [=] \j.i/ Aftendance Status || Please Verify [=]

©

Copy Connections | | Move Connections | | Cancel

3. Use the lookup to select the Volunteer Opportunity. Once the Volunteer Opportunity has
been selected, then use the Occurrence lookup. The Occurrence lookup will be filtered to all the
Occurrences associated with the selected Volunteer Opportunity.

4. If the Volunteer Opportunity and Occurrence are a To Be Scheduled opportunity, then the
Date, Start Time and End Time fields will be presented.

5. Designate the Status and Attendance Status for the Connections you are creating. Even if you
are moving existing Connections you still need to select the Status and Attendance Status that
they will have with the new occurrence. Remember if the Date & Time are in the future then use
the Attendance Status = Please Verify

6. Click on the desired action to take:

+ Move Connections - The existing connection will be updated to the new Occurrence and
Volunteer Opportunity, if any. The Notice of Occurrence Rescheduled will be sent to
these contacts.

+ Copy Connections - New connections will be created for these contacts for the new

Occurrence and Volunteer Opportunity, if any. The respective Opportunity Sign-up
Confirmation email alert will be sent to these contacts.

Once you click on "Copy Connections" or "Move Connections" then go to the Occurrence and
confirm that all connections were added.

Enabling Move/Copy Connections

System Admins that wish to enable this functionality can follow the steps at this link.

HandsOn Connect - Data Management for Salesforce Administrators Page 106


http://training.handsonconnect.org/m/advanced/l/132538-enabling-move-copy-connections-functionality

HandsOnConnec ...

Adding occurrence connections to a
campaign

This feature is enabled to support the use of Campaigns, which is a native functionality of
Salesforce.com. Campaigns can be used in a variety of ways and are often utilized with 3rd
party Mass Email applications found on the Salesforce AppExchange.

While Campaigns is not part of the HandsOn Connect applications, we hope that customers
that are leveraging this tool will be able to utilize the "Add to Campaign" functionality to
make it easier to add contacts to your campaigns based on their involvement. We think this
will be helpful in managing communications and donation efforts around volunteer events
and disaster response.

To learn more about campaigns and how they could be beneficial to your organization, click
here to see documentation from Salesforce.com.

Occurrence

4 0OC-008134 Locate the occurrence with the
E')(ISTII']Q COI']nE'CTIOI"IS th’dt y'OLl W|Sh TO dit Layout | Printable View | Help for this
add to a campaign and click on the
Show Feed " . % Add
Add to Campaign" button.
« Back to List: Occurrences
Connections [5+] Open Activities 01 Activity History [01 Notes & Aftachments [0]
Qccurrence Detail Edit Clone | | Sharing | | Print Check-In Sheet | | Run Answer Report | | Move/Copy Connections | | Add to Campaign

¥ HandsOn Connect Shortcuts
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« ' Add to Campaign

Add To Campaign | | Cancel

2}

| Select the contacts you wish to add to the

campaign. You can use the search box or
status to filter your results.

Contact Hame A

Confirmed FPending Waitlisted Declined

Search

v Team Name Connection Status Attendance Status
v Confirmed Pleasze Verify
7 Confirmed Flease Verify
J Confirmed Pleasze Verify
7 Confirmed Please Verify
7 Confirmed Please Verify
J Confirmed Pleasze Verify
C>ampaign Mame: Cﬂ Create New Campaign
==
Campaign Name|9/11 Day of Senice| Save | | Cancel °

e Add To Campaign | | Cancel

3. Use the lookup to select an existing Campaign.

4. If necessary, you can click the "Create New Campaign" button. When clicked you are given a
text field to name the campaign. After you click save, the newly create campaign will be
populated in the Select Campaign section. All campaigns created using this feature will have the
following default values, but can be edited from the campaign record:

« Campaign Owner - user that created the campaign
+ Status - In Progress

+ Active - TRUE

* Type - Email

Once you click on "Add to Campaign" then go to the Campaign and confirm that all contacts
were added as campaign members

Enabling Add to Campaigns

System Admins that wish to enable this functionality can follow the steps at this link.
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Other Examples of updating record
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Populating Impact Area (Local) for Volunteer
Opportunities using the data loader

In this post we will show you the basic steps for populating the Impact Area (Local) field for
Volunteer Opportunities.

For this example we are updating the Impact Area (Local) for Volunteer Opportunities with
the Primary Impact Area Children & Youth Education so that we can further define the
impact.

We have added the following values to our Impact Area(Local) field and need to update the
Volunteer Opportunities with the correct values.

Early Childhood Education

Elementary Schools

Middle/Junior Schools

High Schools

To see a how to update picklist values, click here.

While this post utilizes a specific example, you can you the steps outlined in this post to
populate other local and custom fields, by building out a report that meets your needs.

Building the Data Table

The first step to populating the Impact Area (Local) for a set of Volunteer Opportunities is
building the report to get us the necessary information to update the record.

For this example, we will customize the Project Overview Report located in the Project Reports
folder, but you can also create a new report as well.

Go to Reports/ Project Reports/ Project Overview Report and click on the name of the report.

Once on the report preview, click Customize.
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# Occurrence Report (Project Coordinators)

Report Generation Status: Complete

Report Options:

Summarize information by: Show
—Maons— El My ococumences

Run Report * | Hide Details| Customize| | 5ave | | 5ave As| |Delete| Printable View| |Export Details

Occurrence: ODocurrence  Status  Volunteer Opportunity: Opportunity Coordinator

Once you are able to edit the report, make the following changes:
1) Add filter Primary Impact Area equals Children & Youth Education
Add filter Organization Served contains school

2) Show: All Volunteer Opportunities

3) Date Field: End Date & Time

4) Range: All Time

5) Columns to Add

Impact Area (Local)

6) Optional Remove the following columns

Partner Staff Name

Schedule Type

Status

Total Occurrences

Volunteer Event
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Filters |_Add ~ o 0
e’

o howr | All voluntesr opportunities v
S’ -

Date Field | End Dats * | Range All Time v | From Hl Te

Primary Impact Area egquals "Children & Youth Education™
L5 (6 )
Preview Tabular Format * Show - Rarr:-'-.'aMﬂrrra/ ‘—’\

AND Organization Served contains " School"

Volunteer Opportunity: ID Impact Area (Local) Volunteer Opportunity: Volunteer Opportunity Name Status Descriptio
a0NADDODDD3INY wH - Clark Elementary SUN's Holiday Craft Might Active <FONT co
alNADDODDDINY wN - Marshall SUN School Winter Craft Night Active Come val
a0MNADDODD0INEK, - Refemal: Winter Craft Might at Vernon SUN School Active Vernon 5l
a0NADDODDDINEZM - SUN After School Homework Club Tutor - Marysville at Rose City Park Active Want to w
a0MNADDO0003NaEE - After School Tutor at Marysville SUN School Active Do you en
a0NADDODDD3NY 21 - Hip hop dance class assistant Active Do you lov
a0MNAD000003NaHN - Refemal: Help w/' Harvest Festival at Marshall High School Active Love the f
a0MNADDOD003INZSE - Cowver David Douglas School District’s Library Books Active <p=David
adNADDODDD3NY oL - Kindergarten Academy (@ Boise Eliot Active Volunteer
a0NADDODDD3INY R - Kindergarten Academy @ Sitton Active Volunteer
mfAkIAAAAAARIRNY AT Limedmemmrbmem Ao s @ L ime B b Al vt

Once all the columns you need are in place, click on Run Report and then Export as .csv

Editing the Exported Table

Open the Exported table and save a copy as a back-up of the data.
Then make the necessary changes to the fields you wish to update.

Excel for Windows Tip: If you are update all the cells in a single column you can make the
change in the top cell of that column and then click on that cell and drag down to highlight the
remaining cells in that column. Once the cells are all highlighted, select Edit- Fill Down
(keyboard shortcut: Ctrl +D).

At the bottom of the report, there is a footer, make sure to Delete these five rows from your
table prior to importing the data.

Once all the changes have been made, Save the file in a location where you can find it for the
import.
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A B C D
Volunteer Opportunity:
Volunteer Volunteer Opportunity
Opportunity: ID Impact Area (Local) Name Description
a0OMADO00003NZda  Elementary Schools Kelly Early Learners a game with a first
a0OMAD000003NZdb  Elementary Schools Markham Early Learners a game with a first
a0OMNADO00003NZdc  Elementary Schools Rigler Early Learners a game with a first
aOMNAO0000003NZdd  Elementary Schools Rosa Parks Early Learners & game with a first
aONAO00O00003NZdf  Early Childhood Education EeSSia C3VErton
aONAD0O00003NZdg  Early Childhood Education Leap Start - eaverton
aONAO0000003NZdh  Early Childhood Education Leap Start - eaverton
a0ONA0000003NZdI  Early Childhood Education Leap Start - eaverton
aOMNAD000003MZdl  Early Childhood Education Leap Start - McKinley program in Beaverton
aOMADO00003NZdm  Early Childhood Education Leap Start - Fir Grove program in Beaverton
aOMAODO0DD003NYc8  High Schools After-School Tutoring educationl and volunte
a0MADODDD03NZNG  High Schools Tutor High Leapers at LEP Hig Entrepreneurship Publ
aONADOODDDD3NZNG  MiddlefJunior Schools Homework Club Tutors one of the many af:ter—

a0NAOCODDO3INZIG

MiddlefJunior Schools

Project Overview Report

Academic Kick It Club Tutors studentls grades 6th ]

Copyright (c) 2000-2011 salesforce.com, inc. All rights reserved.

Confidential Information - Do Not Distribute

Generated By: Art Ordogqui 4/25/2011 12:44 PM

HandsOn Connect Demo

Batch Updating the Records

.

Now that the table has the updated information, we can proceed with the batch import to

update the records.

To start go to Setup/ Admin Setup/ Data Management/ Import Custom Objects

Then click on Start Import Wizard
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Personal Setup

My Personal Information
Email

Import

Desktop Integration

My Chatter Settings

App Setup

Customize
Create
Develop
Deploy
View Installed Padkages

Critical Updates

Administration Setup

Recurence

Manage Users

Company Profile

Security Controls

Communication Templates

Translation Workbench

Data Management
Analytic Snapshots

Data Export

Storage Ussge

Mass Transfer R

Mass Delete Re
MMass Transfer App
MMass Update Addresses
Sandbox

Data Loader

Registration

Answer

Registraticn

Question
Skill Rating
Skill
Sponsor Ad

Sponsor

Group

Volunteer

Event

@ volunteer
Opportunity

i

Volunteer
Team Member

Volunteer

Team
ZipCode

Toel

oval Requests

Custom Object Import Wizard

Use this wizard to import and/or update custom objects. You must
be a salesforce.com administrator to use this wizard.

Impaort Accounts/Contacts
g Leads
g Solutions

Steps to Import Custom Objects

%]

w

o

@

. Review your dsta

. Start the Import d!

Before you begin, oreate the custom object and any
custom fields on the object, including master-detsil and
logkup relationship fields.

ds that are related to w

ohject records. For exampl YOour cu:
ookup relaticnship with acoounts, import t
importing your custom obje

import file, export a custom object report
ce.com. If your column labels match the

field labels in sale the columns will be
atically mapped in the import

orce

populate the
external Ds of those users.

r sccuracy, and make sure that your
file has 50,000, n

We recommend that you import a small test file of five records

before importing all of your data to ensure that you have
correctly prepared your import file.

The import wizard will open up in a new window.

It will contasin the values of sill

Volunt®
Team

Since we are updating the Impact
Area (Local) information for the
Volunteer Opportunity Record.

Selec

Volunteer Opportunity from

this list.

HandsOn Connect - Data Management for Salesforce Administrators
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Previous | | Mext

To prevent duplicate Volunteer Opportunity records from being oreated as a result of this import, choose Yes below.

Do you want to prevent duplicates from being created®

o. Mo - insert all records in my import file.

@ ves - prevent duplicate records from being oreated. Mote: You must select this option if you want to update
existi

Which field on Volegteer Cpportunity do

Since we are updating existing records,
o Velunteer Opportunity o we want to select yes for Preventing
T @ sslestorce com I [ Duplicates, and then select
HOC ID (External 1D Salesforce.com ID for matching and
update existing records and do not insert
any new rec

Import |0 {External |

If existing recorgé are found, what do yoL\

Dogadt update existing records and only insert new records

@) Updste existing r

do not insert any new records
Update existing records and insert new records
-

o

Previous | | Mext

Previous| | Next

cords are

Wolunteer Opportunity wned by users. If there is are yner column in your file, specify below ﬂ‘TE user
field that it represents. If you do not include a record owner column in your file, you will be saved as the owner of all

oreated records.

Which user field are you including in your file to designate record owners?

9! Name o

Salesforce.com ID

Since we are not changing

the Record Owner, we can
mark None.

External I | 4
MNone *——-_-__-

Wolunteer Opportunity records hawe lookup relationship fields that you can set to link Volunteer Opportunities with
existing records in salesforce.com.

Note: Only Volunteer Opportunity records will be created or updated as a result of this import operation.
Which lookup fields, if any, are included in your import file?
Default Location
Hosting Crganizstion We do not mark any since we are not
updating the relationship between the

Managing Organization

occurrence and the location, recurrence or
volunteer opportunity

Organizaticn Served

Requires Invitation From

Volunteer Event

Volunteer Leader Approval Manager

Previous| | Next
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Click Browse and find your import G5V file.

™ | Choose File | Summer of 5... Update.csv

Frevious

Next

oipsdﬁr‘ths character enceding of your CSV file. In most cases, you can accoept the default value provided.
150-2858-1 (General US & Western European, IS0-LATIN-1) El

3. Additional settings:

Trigger workflow rules for new and updated records.

Rl This is the default

Only check if there are email alerts or other workflows,
such as auto-populate fields, that you want to be sent or

activat...

Column Headers from

Previous| | Mext

your file e salesforce.com fields that correspond to the columns in your import

Import Field

Volunteer Opportunity: 1D {col O)
Impact Area {Local) (ool 1)

Volunteer Opportunity: Velunteer Opportunity Name {ool 2)

The field in HandsOn
Connect that you want to
update. Some automatch

based on the column
headers, but you can also
select the desired field fr...

®ing labels wil be automatically selected.

Salesforce com Field

Salesforce.com ID

Impact Area (Local)
Volunteer Opportunity Name
—MNone—

-Mone-—-

W ctivity Type

ge Groups Served
Background Check Hequired
City

Country

Court Ordered Allowed
Description

End Date

End Date Time

Genders Served

HandsOn Connect - Data Management for Salesforce Administrators
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i

'I & The page at https://na7.salesforce.com says: [-E:h,l

The fellowing celumns are not mapped and their values will
not be imported:

Description (col 3)
Primary Impact Area (col 4)

L & [ o

After you click next, if there were any fields in
your table that weren't mapped, you receive a
confirmation that you don't want to map them

before proceeding. Since these were optional

fields to help us determine the value for Impact
Area (Local) they don't need to be mapped.

If there are no other fields missed then click OK.

FTE".I'iI}IJE-: 'Imp-}rt Mow!

Click Import Mow! to submit this import request to salesforce.com.

Previous | | Import Now!

click finish to close the Wizard Zeied

Salesforce.com will now begin to import your file. You will be notified by
email at acrdequi@handsonnetwork.org when your import is completed.
Based on the cument velume of import activity, we estimate that your
import will be completed in approximately 1 minute.

“fou can chedk on the status of your import by viewing the Impoert Queue.

You can also access the /

Finish

Import Queue from Setup/
Admin Setup/ Monitoring...

Once the Import has completed, make sure to go back to the Occurrences and check to make
sure that they were updated properly.
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Email Confirmation

Salesforce.com import of file Summer of Service- Opportunity Coord
Update.csv has finished, processed 43 lines.
support@salesforce.com

You forwarded this message on 4/20/2011 235 AM,
Sent: Tue 4/19/2011 5:23 PM

Art Qrdogui

F Y
Alert: Salesforce.com has just completed your import process! [
Result:
Mumber of Occurrences created: 8 1
Mumber of Occurrences updated: &
Mumber of locked Occurrence IDs: 8
lie strongly recommend that you check a few of your imported
records to verify that your information was imported as
expected.
If you encounter any problems or have any guestions, please

b

rontart ne hv flirkine Heln & Trainine at the +on richt nf anwv
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Updating Volunteer Opportunity and
Occurrence Status

In this post we will show you the basic steps for updating the Status for a Record.

For this example, Art in Texas is not longer an active partner so we need to make all their
Volunteer Opportunities and Occurrences Inactive.

NOTE: Making an Occurrence Inactive does not remove the related connections or notify
the volunteers that the opportunity has been cancelled. You need to still email the
volunteers to notify them of the cancellation and it is recommended that you change the
connection status to Declined to prevent reminder and post-opportunity emails from being
sent and so the opportunity gets removed from their Upcoming Opportunities list for the
contact.

New workflows recently introduced in the system MAY do this for you -- so check to see if
the connections still need updating.

While this post utilizes a specific example, you can you the steps outlined in this post to
update other objects and fields, by building out a report that meets your needs.

Building the Data Table

The first step to batch updating the status for a set of volunteer opportunities and occurrences,
is building the report to get us the necessary information to update the record.

For this example, we will create a new Report

Go to Reports and click on the Create New Custom Report button
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€ Create New Report

Select Report Type

Select Category

Organizations & Contacts
Opportunities

Customer Support Reports
Leads

Campaignz

Activities

Contract Reports

Price Books, Products and Azsets
Administrative Recorts

Other Reportz o

Select Report Type

Asspciations with Organization
Locations

Locations with Organization

Locations with Zip/Postal Code
Occurrences

Occurrences with Location
Occurrences with Recurrence
Occurrences with Volunteer Opportunity
Occurrences with Connections and Volunteer Opportunities
CQuestions

Questionz with Volunteer Opportunity
Recurrences

Once you are able to edit the report, make the following changes:

Help fior this Page i

Prewiew
Mo
preview
available.

o

Cancel  Create

1) Add filter Volunteer Opportunity: Organization Served Name equals Art in Texas

2) Show: All Occurrences

3) Date Field: End Date & Time
4) Range: All Time

5) Columns to Add

Volunteer Opportunity: Record ID

Occurrence ID (Salesforce.com ID field)

Status (since we are updating both the Volunteer Opportunity and the Occurrences to the same

status you only

need to select one of the status fields to bring into the report)

6) Since it can be challenging to decipher the Salesforce.com IDs, you can add additional
columns such as Volunteer Opportunity Name to help you in managing the data. If you need to
filter or sort the data, you can also include the Occurrence: Occurrence ID field (OC-######).

HandsOn Connect - Data Management for Salesforce Administrators
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Once all the columns you need are in place, click on Run Report and then Export as .csv

Filters Add

——a
e Show | All ocoumences
A

Date Field | End Date & Time

=

v Rsr‘;eﬂlﬁ

v | From

Volunteer Opportunity: Organization Served Name starts with "Art in Texas

Preview Tsbular Format =

Show * Remove Al

1 Volunteer Opportunity: Volunteer Opportunity Name

Help in the Classroom
Artin Texas
Artin Texas
Artin Texas

Art Mentors

4+ Art Mentors

Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors

Art Mentors

a0NADDOODDOKY OY
a0NADDDODDOOfhw
a0NADDDODDOOfhw
a0NADDDODDOOfhw
a0NADDDODDZIUMK
a0NADDDODDZIUMK
a0NADDOO002ILM
a0NADDOO002ILM
a0MNADDOOO0ZIUNMEA
a0MNADDOOO0ZIUNMEA
a0NADDOO00ZIUNM
a0NADDOODDZIUMX
a0NADDOODDZIUMX
a0NADDDODDZIUMX
a0NADDDODDZIUMX
a0NADDDODDZIUMK
a0NADDDODDZIUMK
a0NADDOO002ILM
a0NADDOO002ILM

Editing the Exported Table

o
T

- \
Volunteer Opy unity: Record ID

Status
Active
Active
Active
Active
Adtive
Adtive
Active
Active
Active
Active
Active
Active
Active
Active
Active
Adtive
Adtive
Active

Active

Occurrence: 1D

a0CADDODDD4Gos1
a0CADDOODD3W W, ..
a0CADDO0ODEOrOU
a0CAOD000050ps]
a0CADDODODSFRET
a0CADDODDDSPREZ
alCADDDD005PRE3
alCADDDD0OSPRES
a0CADDO000EPREE
a0CADD0000EPREE
a0CADD0000EPRET
a0CADDODODDEPRER
a0CADDODDDEPRED
a0CADDODODEFREA
a0CADDODDOEFREE
a0CADDODODSPREC
a0CADDODODSPRED
alCADDD000SFRAE
alCADDDD0OSPREF

Open the Exported table and save a copy as a back-up of the data.

Then make the necessary changes to the fields you wish to update.

Occurrence: Occurn
OC-000100
oOC-000089
OC-000181
OC-023280
OC-023231
OC-023292
OC-023283
OC-023284
OC-023285
OC-023206
OC-023287
OC-023288
OC-023289
OC-023300
OC-023301
OC-023302
OC-023303
OC-023304
OC-023305

Excel for Windows Tip: If you are update all the cells in a single column you can make the
change in the top cell of that column and then click on that cell and drag down to highlight the

remaining cells in that column. Once the cells are all highlighted, select Edit- Fill Down
(keyboard shortcut: Ctrl +D).

At the bottom of the report, there is a footer, make sure to Delete these five rows from your
table prior to importing the data.

Once all the changes have been made, Save the file in a location where you can find it for the

import.
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A B & D E
Occurrence:
Volunteer Opportunity: Volunteer Opportunity: Occurrence
1 Volunteer Opportunity Mame Record ID Status Occurrence: ID 1D

205 Alternative Spring Break a0NADCD0006PE0E Inactive

206/ Alternative Spring Break a0NAQOO0006PE0B Inactive

207 Alternative Spring Break a0NAQCOOCOOGPE0B Inactive

208 Alternative Spring Break aONAOCCOOOOGPE0B Inactive

209 | Alternative Spring Break a0NAQOD0006PE0E Inactive

210 Alternative Spring Break a0NAQCOOOOGPE0B Inactive a0CAOD00009wSTe QC-023805
211 Alternative Spring Break aONAOCCOOOOGPE0B Inactive | a0CAQ0O00009wSgE8  OC-023806
212 MLK Day- Project 1 a0NAQCODOOGPCCD Active a0CAQO00009LaFr QC-023747
213 Nature Guides alNADDOO00EPY mk Active a0CAOQ000009MDa2  OC-023750
214 Come Clean My House a0NADO00006QCsh Active a0CAD00000%9abhz 0C-023753
215 This is a big test a0NAQCOOOO7DuvP Active a0CAQO00009wWYVey  OC-023811
216|Another Test a0NA00O00007DxBY Active a0CAD000009waTA  OC-023817
217/ Ongoing Partner Managed Opp alNAQOCO007DxCI Active a0CAQO00009wax)  0OC-023816
218 One Last Time a0NAD000007DxDI Active a0CADD00009wazZk  OC-023818
219/ Ongoing Vol Opp 2 a0NAOO0O0007DXES Active a0CADD00009waYX  OC-023819
220|Partner is Managing thisone  aONAQCOD007DXFR Active alCA0000009wakd  OC-023822
221

222

223| Occurrence with Volunteer Opportunity Report
224 Copyright (c) 2000-2011 salesforce.com, inc. All rights reserved.
225|Confidential Information - Do Not Distribute

226|Generated By: Staff Training Profile 4/19/2011 11:03 PM
227 HandsOn Connect Demo \ Delete

e l-2

Batch Updating the Records

Now that the table has the updated information, we can proceed with the batch import to
update the records.

We can only update one record at a time so we will start with the Occurrences.
To start go to Setup/ Admin Setup/ Data Management/ Import Custom Objects

Then click on Start Import Wizard
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Personal Setup

Email

Import

Desktop Integration
My Chatter Settings

App Setup

*| Customize
| Create

* Develop
* Deploy

View Installed Padkages

Critical Updates

Administration Setup

Manage Users

Company Profile

Security Controls

* Communication Templates

Translation Workbench
B Data Management
Analytic Snapshots

Impaort Accounts/Contacts

Data Export
Stor:
Mass Transfer Re
e Re

ge Usage

Mass Del

My Personal Information

Custom Object Import Wizard

Use this wizard to import and/or update custom objects. You must
be a salesforce.com administrator to use this wizard.

Steps to Import Custom Objects

1

. Before you begin, oreste the custom cbject and any
custom fields on the object, including master-detsil and
logkup relationship fields.

(=]

. Import any records that are related to your custom
object records. For example, if your custom ocbject has a
logkup relationship with acocounts, import those
accounts before importing your custom object.

w

. To oreate your import file, export 8 custom object report
from salesforce.com. If your column labels match the
field labels in sslesforce. com, the columns will be
automatically mapped for you in the import operation.

~

If your custom object has owners, make sure your import
file includes an owner column. Populate that column
with the names of the record owners. Alternatively,
populate the column with the salesforce.com IDs or
external Ds of those users.

om

. Review your dsts for accurscy, and make sure that your
file has 20,000 oc fewer records.

. Start the Import Wizard!

2]

Mass Transfer Approval Reguests We recommend that you import a small test file of five records

Mass Update Add
Sandbox
Data Lo

before importing all of your data to ensure that you have
correctly prepared your import file.

The import wizard will open up in a new window.

e Next

Welcome to the custom object import wizard.

From the list below, choose the type of record that you are importing.

Label Master Object Description

Ad Group A Google Ad Group is a collection of Text Ads and Keywords

Google Google AdWords Campaigns are high-level marketing initiatives
Campaign

Keyword Keywords are the terms purchased in Google AdWords

Search Search Phrases are the search terms or phrases the user types into a search
Fhrase box

Text Ad Text Ads are the advertising copy that displays on the search results page

. This chject is for administrative purposes only and records the cumrent

‘_'C’FG"‘ versi y'c not edit this
Version obje

Answer o . .

— Since we are updating the

Association Status for the Occurrence

Lacation Record. Select Occurrence

@
Occumence

Question

from this |i

HandsOn Connect - Data Management for Salesforce Administrators
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Previous | | Mext

To prevent duplicate Occumence records from being oreated as a result of this import, choose Yes below.

Do you want to prevent duplicates from being created?

o Mo - insert all records in my import file.

Which field on Ccemgence do you want to
e Semmence 1D 1 Since we are updating existing records,
we want to select yes for Preventing
Duplicates, and then select
HOC ID (External 1D} [ Salesforce.com ID for matching and
Import 1D (External 13 update existing records and do not insert
any new reco...

@ Salesforce.com 1D | 4

If existing recogs

-

@ Update existing records and do not insert any new records

are found, what do you

Pt update existing records and only insert new records

Update existing records and insert new records

Previous | | Mext

olFrwi ous| | Next

Orccumrence records are owned by users. |f there is a record owner column in your file, specify below the user
field that it represents. If you do not include a record owner column in your file, you will be saved as the owner
of all created records.

Which user field are you including in your file to designate record owners?

Mame o

Salesforce.com 1D

Since we are not changing

the Record Owner, we can

External ID | mark None.

@ Mone _‘___——__- -

Cccurrence records have lockup relationship fields that you can set to link Occurrences with existing
records in salesforce.com.

HNote: Only Occurrence records will be created or updated as a result of this import operation.

Which lookup fields, if any, are included in your import file?

Location
We do not mark any since we are not
updating the relationship between the

Recumrence

Volunteer Opportunity

occurrence and the location, recurrence or
volunteer opportunity

HandsOn Connect - Data Management for Salesforce Administrators
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Frevious | | Next

Click Browse and find your import G5V file. 0

™ [ Choose File | Summer of 5... Update.csv
oipsdfyths character enceding of your CSV file. In most cases, you can accoept the default value provided.

| 150-8859-1 (General US & Western European, ISO-LATIN-1) [ =]
3. Additional settings: '\ This is the default

Trigger workflow rules for new and updated records.

Only check if there are email alerts or other workflows,

such as auto-populate fields, that you want to be sent ...

Previgus| | Mext

Column Headers from

'_'.FDUF ﬂle g salesforce.com fields that correspond to the columns in vour
e - - = matching labels will be automatically selected.

Import Field Salesforce.com Field

Volunteer Cpportunity: Volunteer Opportunity Mame (ool 0) —MNene— El

Volunteer Opportunity: Record 1D {col 1) —~Mone— El

Status (ool 2) Status El

Cccumrence: |0 (ool 3) Salesforce.com ID El
End Date & Time -

Google Map URL
Guest Volunteer Hours Served

The field in HandsOn Guest Volunteers Attended
Connect that you want to HOC Domain Name ad
i HOC ID
update. Some automatch import I s
based on the column lsUpdateable
] . . ) Managing Organization Name
headers, but you can also Maximum Attendance
select the desired field fr... Minimum Attendance

Occurrence URL
Opportunity Approval Manager Email

Note: Select Salesforce.com ID for the ID associated with the primary record you are updating.
In this case Occurrence: ID is the column that gets mapped to the Salesforce.com ID.
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=er Opportunity: Volunteer Opportunity Mame {col 0) —MNone—

zer Opporl B The page at https://na7.salesforce.com says: I,&J !

ool 2)

The following columns are not mapped and their values will
:nce: ID(dy| not be imported:

Volunteer Opportunity: Volunteer Opportunity Name (col 0)
znce Dol Volunteer Opportunity: Record ID (col 1)

Qccurrence: Occurrence ID (col 4)

| QK | | Cancel ‘ I

!
3

revious

After you click next, if there were any fields in your
table that weren't mapped, you receive a confirmation
that you don't want to map them before proceeding.

Since we are not updating the Volunteer Opportunity at
this time we can leave those fields unmapped.

If you meant to not map the field(s) then click OK.

FTE".I'iI}IJE-: 'Imp-}rt Mow!

Click Import Mow! to submit this import request to salesforce.com.

Previous | | Import Now!

Finish

click finish to close the Wizard

Salesforce.com will now begin to import your file. You will be notified by
email at acrdequi@handsonnetwork.org when your import is completed.
Based on the cument velume of import activity, we estimate that your
import will be completed in approximately 1 minute.

“fou can chedk on the status of your import by viewing the Impoert Queue.

You can also access the /

Finish

Import Queue from Setup/
Admin Setup/ Monitoring...

— = = = =

Once the Import has completed, make sure to go back to the Occurrences and check to make

sure that they were updated properly.
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Editing the Import Table for Volunteer Opportunities

After the Occurrences have been updated we can then update the Volunteer Opportunities
using the same steps as above with a few modifications.

Since the data table we used at the start was designed to have a row for each occurrence, the
result is multiple rows for each Volunteer Opportunity. While Salesforce.com can handle the
presence of a few duplicates in the table, the preferred action it to remove the duplicates prior
to updating the Volunteer Opportunities.

If you included the Volunteer Opportunity Name in your original table, you can use that column
to remove the duplicates. You can also opt to create a new custom report that just has the

volunteer opportunities.

Excel for Windows Tip: Highlight all the columns in the table and select Remove Duplicates
under the data menu. It'll ask you to select which column to search for duplicates, when it finds
a duplicate, it'll remove the entire row leaving only the first instance of that value.

A

Volunteer Opportunity:

B

Volunteer Opportunity:

Volunteer Opportunity Mame Record ID

Status

D E
Occurrence
Occurrence
Occurrence: 1D 1D

Help in the Classroom
Artin Texas
Artin Texas
Artin Texas
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors
Art Mentors

a0MNACOOCO00OKYOY
a0MNADOOC000OThw
a0MNADOOC000OThw
a0MNADOOC000OThw
a0MNAO0OD0002IUNMX

Inactive
Inactive
Inactive
Inactive
Inactive

a0CAOQ00004Gosl  OC-000100
atCAQCOOCO3WWTY  OC-000063
atCAOCO00050rOu OcC-000161
a0CAOCO00050ps) 0OC-023290
a0CAO000005PRK1  OC-023291

Remove Duplicates | X | 4

3

To delete duplicate values, select one or more columns that contain duplicates. b

I EE Select Al J [ 5= Unselect All My data has headers E

6

7

Caolumns s
Volunteer Opportunity: Velunteer Opportunity Name

[ volunteer Opportunity: Record ID 19

[ Status 10

[] occurrence: ID 1

|:| Occurrence: Occurrence ID 2

3

M

OK J [ Cancel
15
a0NADOOO00ZTONTE Inactive  aOCAUO0D0005SPREG OC-023306

Once you've removed the duplicates, you can proceed with the steps for the Import Custom

Objects Wizard.
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Email Notification

Salesforce.com import of file Summer of Service- Opportunity
Coord Update.csv has finished, processed 43 lines.

support@salesforce.com
Sent: Tue 4/19/2011 8:23 PM

Art Ordogui

s
Alert: Salesforce.com has just completed your import N
process!
Result:
Mumber of Occurrences created: 8 3
Mumber of Occurrences updated: 8
Mumber of locked Occurrence IDs: 8
lie strongly recommend that you check a few of your B
imported records to verify that your information was
imported as expected.
If you encounter any problems or have any questions,
please contact us by clicking Help & Training at the -
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Updating Opportunity Coordinator

In this post we will show you the basic steps for updating the Opportunity Coordinator for
Occurrences.

For general information on how to apply the steps in this post to other fields in the
occurrence or other records, please view this post.

For this example we are updating the Opportunity Coordinator for the Occurrences
associated with the Volunteer at the Fisherman's Festival opportunity. The Opportunity
Coordinator is currently H.R. Wells and it needs to be updated to Charles Xavier.

While this post utilizes a specific example, you can use the steps outlined in this post to
update other objects, but building out a view that meets your needs.

Creating the View

EEE HOC L[ghtning Home Contacts »»  Organizations »  Re v Connections v
s | Gotothe Occurrences tab. If the

: occurrences tab is not visible in
Summary Details(Total Volunteers) your layout, it can be found Helpful links:

100 "More" dropdown. HandsOn Connect Support

Once in the Occurrences object. Click on "New"

I B Occurrences
| §o New Import Change Owner
~ Recently Viewed v * P &
i = Search this list.. o 0~ =. ¢ 7
| 1item - Updated a few seconds ago v/
Occurrence 1D ~  Volunteer Opportunity LIST VIEW CONTROLS v
1 0OC-000000 Self-Reported Volunteer Hours MNew o v
S —

In creating the new view, you first create the list view and then continue with the filtering to
restrict the records shown in the list view. Once those two steps have been completed, you
identify which columns you wish to have in your view.

In this example we are wanting to update all the upcoming occurrences associated with
Fisherman's Festival.
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'@
HandsOnConnect %o
Cloud [

New List View

* List Marme

Updating Opportunity Coordinator

“List APl Name @
Updating_Opportunity_Coordinator

Whao sees this list view?
® Only I can see this list view

Al users can see this list view ©

Share list view with groups of users @

Cancel

Filters o X
>/

Filter by Owner
All occurrences

Matching all of these filters

Volunteer Opportunity *
equals Volunteer at the Fisherman's

Festival

Start Date & Time *

greater or equal TODAY

Status x
equals Active

(Add Filter Remove All

Be sure to click Save when modifying any filters for your list view.
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MNew Import Change Owner e
Search this list... _ E G £ ¢
AV LIST VIEW CONTROLS %

¥ MNew
¥ Clone
v

Rename
v

Sharing Settings ise filters
v
- Edit List Filters ‘unity

yr at the Fisherman's

Select Fields to Display |-l
¥  Delete
v

TODAY
v -
v
Status

v

equals Active

Select Fields to Display

Available Fields Visible Fields

(DEPRECATED) Occurrence... Occurrence 1D

ARS Workflow to Display Opportunity Coordinator
Check-In Kiosk: Automate ... Start Date & Time

City End Date & Time

Country Managing Organization Mame

Created By

Created By Alias Select the fields from
the left and move them
to the right. Click Save.
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Changing the Opportunity Coordinator

Occurrences

Updating Opportunity Coordinator v #

23 items selected

Occurrence ID T ~ Opportunity Coordin... » Start Date & Time

OC-002663 H.R. Wells 2/7/2020 4:00 PM

H.R. Wells 3/6/2020 4:00 PM

H.R.

4 Mark the H.R.
check box at
the top to

6 Select All H.R.

OC-00266%

Once you have selected
i all the records, then scroll
ERNAn over to the Opportunity
Coordinator field, when

| the pencil appears single
H.R. | click to open the edit

8 » OC-002670 SRAnEn Screen.

9 » OC-002671 H.R.

Click the "X" to remove the current coordinator and type in the search box to find your new
coordinator. Make your selection and then be sure to check the box for "Update xx selected
items" and then click apply.

* Opportunity Coordin... ~ 5Start Date & Time
H.R. Wells
Update 23 selected items

Cancel Apply

H.R. Wells 7/3/2020 4:00 PM
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charles xavier

Q,  ‘“charles xavier" in Contacts

Charles Xavier

+ MNew Contact

E Charles Xavier
Update 23 selected items

Cancel

When the window first reloads, the Opportunity Coordinator Email will be revised on the screen
and highlighted in yellow, but this change must be saved. Click Save at the bottom.

Qccurrences

Updating Opportunity Coordinator v »#

23 tems selected

-

Occurrence ID T
OC-002663
OC-002664
QC-002665
OC-002666
QC-002667
OC-002668
0C-002669
OC-002670
OC-002671
OC-002672
OC-002673
OC-002674
OC-002675
OC-002676

OC0267T

“ Opportunity Coordin... »~ Start Date & Time

Charles Xavier # | 21712020 4:00 PM
Charles Xavier 3/6/2020 4:00 PM
Charles Xavier 41312020 4:00 PM
Charles Xavier 51172020 4:00 PM
Charles Xavier 6/5/2020 4:00 PM
Charles Xavier 71312020 4:00 PM
Charles Xavier B/T/2020 4:00 PM
Charles Xavier 9/4/2020 4:00 PM
Charles Xavier 10/2/2020 4:00 PM
Charles Xavier 11/6/2020 4:00 PM
Charles Xavier 12/4/2020 4:00 PM
Charles Xavier 1/1/2021 4:00 PM
Charles Xavier 21512021 4:00 PM

Charles Xavier 3/5/2021 4:00 PM

Charlas Xavier LI22071 400 PM

Cancel

1, Search this list..

*~ End Date & Time

217/2020 730 PM
3/6/2020 7:30 PM
4/3/20207:30 PM
5/1/2020 7:30 PM
6/5/2020 7:30 PM
TI3/2020 7:30 PM
8/7/2020 7:30 PM
9/4/2020 7:30 PM
10/2/2020 7:30 PM
11/6/2020 7:30 PM
121412020 7:30 PM
1/1/2021 7:30 PM
2/5/2021 7:30 PM
3/5/2021 7:30 PM
41212021 T30 PM

MNew

Import

- m- ¢

Change

~ Managing Orga

STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs

STAR | ahs
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| Occurrences
Updating Opportunity Coord

| 23items selected

v Occurrence ID T

1 » OC-002663
2 v OC-002664
3 « OC-002665
& » OC-002666
5 v OC-002667
6 » 0OC-D02668

7 v 0C002669
8 v OC-D02670
9 + 0OC002671
10 v 0C002672
11~ 0OC002673

Charles Xavier

Charles Xavier
Charles Xavier
Charles Xavier
Charles Xavier
Charles Xavier
Charles Xavier
Charles Xavier
Charles Xavier
Charles Xavier

Charles Xavier

@ Your changes are saved.

“ Opportunity Coordin... » Start Date & Time

& | 217/2020 4:00 PM

3/6/2020 4:00 PM
&(3/2020 &:00 PM
5/1/2020 400 PM
6/5/2020 4:00 PM
713/2020 &4:00 PM
8/7/2020 4:00 PM
9/4/2020 4:00 PM
10/2/2020 4:00 PM
11/6/2020 4:00 PM
12/4/2020 4:00 PM

Q, Search this list...

» End Date & Time

2/7/2020 7:30 PM
3/6/2020 7:30 PM
4312020 7:30 PM
5/1/2020 T30 PM
6/5/2020 7:30 PM
71312020 7:30 PM
8/7/2020 T30 PM
9/4/2020 7:30 PM
10/2/2020 7:30 PM
11/6/2020 7:30 PM
12/4/2020 7:30 PM

MNew

Import Change Owner -

| 8- C|F

“ Managing Organi...

STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs
STAR Labs

¢v

»
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Loader

HandsOn Connect - Data Management for Salesforce Administrators Page 135



HandsOnConnect .l
T ! ..

Getting Started with the Apex Data Loader

The Apex Data Loader can be used by System Admins as a desktop tool to help manage
date with imports, updates, exports, and delete.

It offers features not found in the import wizards that are native salesforce.
With the data loader you can:

+ Update records which have multiple parent organizations (i.e. Connections)

* Insert new records and update existing records at the same time (upsert)

* Insert null values into existing fields that already have data in them

+ Access to the fields Opportunity Approval Manager and VL Approval Manager (which are
not available through the import wizareds)

« and much more

Serious data management gurus will find the data loader their tool of choice for managing
data.

NOTE: The Apex Data Loader requires windows. Mac users will find a similar tool called
LexiLoader which is developed by an outside developer and not directly offered through
Salesforce. It can be found here: http://www.pocketsoap.com/osx/lexiloader/
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Downloading the Apex Data Loader

Home Organizations Contacts V

Events V o

Personal Setup

*| My Personal Information
¥ Email

¥ Import

*| Desktop Integration

*| My Chatter Settings

App Setup

r Customize
* Create
*| Develop
*| Deploy
View Installed Packages

Critical Updates

Administration Setup

*/ Manage Users
*/ Company Profile
*/ Security Controls
¢ Communication Templates
¥ Translatien Werkbench
Data Management
Analytic Snapshots o’
Import Accounts/Contacts
Import Leads
Import Sclutions
Import Custom Objecs
Data Export
Storage Usage
Mass Transfer Records

Mass Delete Records

Mass Transfer Approval Requests

Mass Update Addresses
Sandbox

Data Loader Setup

The Dsta Loader is s dient applicatic

The Apex Dats Loader can maove date
loads data from comma separated val

Click the link below to download the #

Download the Data Loader e

—

After clicking "Download the Data Loader" save the ApexDatalLoader.exe file to your system.

Once the file has been saved, run the ApexDatalLoader.exe file and follow the Install Wizard

steps.

Security Token

In order for you to use the Apex Data Loader you will need to have the unique security token
associated with your UserlID. If you are going to be using the data loader often, then maintain
the security token in a secure location to avoid having to reset it often.
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Home Organizations

Contactzs Volunteer Events  Volunteer |

Personal Setup

My Groups

Change My Display
Grant Login Access
Calendar Sharing
Reminders

* Email

b Import

* Desktop Integration

B My Personal Infnrmatinno

Personal Information

Change My Password

Reset Security Toke

=" i
g Clicking the button bel

When accessing salesforce.com fror
Connedt for Outlock, Connect Offlin

'.;p Your security token is tied to y
token is also reset.

Record Type Selection

For security reasons, your security to

o Reset Security Token
S

The Security Token is sent to the email address associated with your user account.

Note: If you reset your password, then your security token is also reset and you will need to

request a new one.

Logging In to the Apex Data Loader

fqll Welcome to Apex Data Loader 20.0

File Settings View Help

Click on the procedure

that you wish to pe...

[ ]‘I|Ir15ert ” ‘.,?,Update || ‘.,;1‘,

Please choose an action from the menu.

Note "Upsert" is a combination of Insert and Update. This task updates existing records and
inserts new ones based on the data being imported.
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Step 1: Salesforce Settings

Enter your Salesforce username and password.

Username: acrdoqui@handsonconnect.

PESSWDrIj: AR RRRRRRRRRRRRRER

Legin |

The username is the email address associated with your user account.

The password is your usual password with the Security Token following immediately without
any spaces.

"passwordsecuritytoken"
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Exporting Records using the Apex Data
Loader

The Apex Data Loader can be used as an alternative to running reports in HandsOn
Connect, especially for items such as Notes that can't easily be accessed through the
reports.

This method should be used primarily for exporting records to update as you can not save
the filters, etc.

Apex Data Loader

Open the Apex Data Loader and Select Export

fﬁ Welcome to Apex Data Loader 20 [0

I File Settings View Help |
Oypexdataloader
[ Ty Insert ] ’ =% Update ] ’ o Upsert ] [ 3¢ Delete ] Hard DeletE|

Pleaze choose an action from the menu.

Enter your username and password.

The password is your usual password followed immediately by the security token:
PasswordSecurityToken

Click Login, and then once successful click Next
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Wpexdataloader
Step 1: Salesforce Settings
Enter your Salesforce username and password. K‘

Username: acrdoqui_training@handson

PESSWI:IrIj: (LI L LT LI Ll Ly L))

Login completed successfully.

< Back Next > e

From the Select Salesforce Object

1) Select the Object you wish to export.

Then click Browse to locate where to save the file. NOTE: you MUST enter the file extension .csv
when saving the file to be able to use if for updating the records through the Data Loader.

Then click Next
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Select Salesforce Object:
[] Show all Salesforce objects

Keyword (SFGA_ Keyword_ »
Labels (HOC_Labels_ c)
Lead (Lead)

Links (HOC_ Links_ ¢
Location (HOC_ Location_| =
Qccurrence fHOC_ Occurr
Opportumnity (Opportunity)
Other Settings (HOC__Othie
Price Book (Pricebook2)
Product (Product2)

s e

4 UL k

Choose a target for extraction: C:\Users\Art\Desktop\Erganizatinns.csxr_

Selecting the Fields and Setting the Filters

You will now select the fields from the object that you wish to be present in the Export file.

1) Choose the query fields below. In this section you can select any of the available fields to
export. At the very minimum we recommend the Id and Name fields. The Id field will be need to
perform an update on the exported records and the Name field helps to identify the records

you are working with
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Step 3: Edit your Query
Edit the 50QL query for extraction.

h_'lihu:unsethequer}rfieldshelnw. Create the where clauses to your query bel
V) Id - Fields
IsDeleted
MasterRecor
7| Mame AL Add condition
4 I E

— fields| | F— fields.|

The generated query will appear below. You may edit it before finishing.
Select Id, Mame FROM Account

Selected fiel...

2) You can then select the clauses or filters for the query.
Fields: Any fields available in the object

Operation: select from equals, not equals, less than, greater than, less than or equals, greater
than or equals.

Value: Enter any value that would be available or present in the selected field. Can leave blank if
you want records that either contain no information in that field (field equals blank) or contains
some information in that field regardless of what that information is (field not equals blank).

3) Once you've set the clause, click on Add Condition. (Note: you can add multiple clauses/filters
to your query one at a time.)
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Choose the query fields belgw. Create the where clauses to your query below.

7 - o Fields Operation Value

BDelsted Type *  equals *  Nonprofit

MasterRecordld E - E -
B Name - x.édd condition | _ Clear all conditicns HOC Customer

Civic Organizatior
i Tl b
oty

Comporation
"'""-' Faith-Based Qrgal

| Select all fields | | Clear all fields | i DICKIISI ﬂEId. V... Foundation
Government Orgé
. [N f [
The generated query will appear below. Youwmay edit it before finishing? 53::;': .
Select Id, Name FROM Account WHERE Type = 'Nonprofit” AND HOC__Primary_Contact_c= |Individual

If you add any If you leave value blank

clauses, they will
appear here follow...

it will say = " (for eq...

[« Back . I Finish -Io:am:ei

4) Once you have set the fields and clauses, click Finish.

You will receive a confirmation message to proceed. Click Yes.

You have chosen to peform an export. Click Yes to begin,
! % Doyouwantto proceed?

P -

Progress Infermation -
i
: ':0:' Loading: update i
d =

.

Processed 135 of 2319 total records. Rate: 128000 records per hour. Estimated time to
complete: 1 minutes and 11 seconds. There are 135 successes and O errors.

N Cancel i
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Once the file has finished uploading, you'll receive a confirmation message. You can look at the
error and success logs, or click OK to close the window and open the Error and Success logs
from their saved locations.

2

@ Dperation Finished @

The cperation has fully completed. There were 2319 successful updates and 0 errors,

View Successesl |‘u’iew Err|:|r5| | QK

You can now open the export file and make the necessary updates to the records and then use
the Apex Data Loader or the data management tools in salesforce to update the records.

For a listing of the various posts on updating records/ data management, click here.
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Importing Occurrences via the Data Loader

Do you have lots of occurrences that you would like to get into your HOC system for already
existing Volunteer Opportunities? The Data Loader (or similar tool) would be a great choice
for getting that done. This is considered advanced data management, but you can do it!

Access the Data Mapping Table for preparing your data.

The Master field list will list all of the fields in each object and give the picklist values, help tips
and notes. By using the Occurrences tab within the Data Mapping table, you will be able to
prepare the file for import. Click here to access the Data Tables page in ZenDesk.

Keep in mind: Individually Scheduled Opportunities can only have ONE occurrence which is
auto-created, so only import occurrences for Date & Time Specific volunteer opportunities.

Data Table Templates for HandsOn Connect rolon | 0 ]
& o ©

©

Here are the links to the Data tables to be used for data migrations. Fe)

These files are updated regularly as changes are made to the Field List. In addition to the tables in this post,
clients will also need to reference the Master Field List to see the picklist values, help tips, and notes for these
fields.

When you open the table below, go to File and select "Download as" and select the "CSV (Current Sheet)" and
save it to your local system before you begin to populate the tables. You will find a different sheet for each abject.

« Full Set for Data Mapping <

Prepare Your Data

To add Occurrences, you will need some information from your system before you create your
data file. You will need to know your:

+ Volunteer Opportunity ID (Salesforce or Import ID)
+ Volunteer Coordinator ID
* Location ID
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You can find the ID from the address bar for each record.

@ Secure | https://hoc2018demo.lightning.force.com/one/one.app#/sObjecl/001TNO000T1BCRNKQAX Yiew

IandsOn

... Search Salesforce \

EEE HOC I_ightning Home Chatter  Contacts s Organizations Volunteer Events s  Volunteer Opportunities
l Organization
| Xavier's School for Gifted Youngsters & + Follow Edit
|
| Volunteer Management Status Organization Type Phone Website
Active Nonprofit

Related List Quick Links @

[ Related Contacts (6) Volunteer Opportunities [ Locations (6) Registration Answers (0)
(Organization Served) (8)
Notes (0) Files (0)
DETAILS RELATED NEWS ACTIVITY

~ Organization Information

Occurrences

Manage Lc

CHATTE

Create your import file

+ Volunteer Opportunity = ID of the volunteer opportunity to which you are adding
occurrences (can either be the Import ID or Salesforce ID)

« Start Date & Time

« End Date & Time

+ Location = ID of the location for each occurrence

* Registration Cutoff (hours)

+ Status = Active

« Maximum Attendance

« Minimum Attendance

+ Opportunity Coordinator = ID for Opportunity Coordinator

The rest can be left blank and will either be populated with data from your Volunteer
Opportunity or are updated at a later time.

A couple things to keep in mind on the dates:

* Your end time must be after your start time.
* The occurrence start and end dates must occur during the same day.
* These dates must be formatted correctly.

To properly format your Dates, change the cell type to Custom, and change the Type to: mm/

dd/yyyy hh:mm:ss

HandsOn Connect - Data Management for Salesforce Administrators

Page 147



HandsOnConnect ....

! Alignment  Font Border Fill Protaction I
B Category: Sample
1 General o A
Mumber Date
Currency
C Accounting Type:
- e mm/dd/yyyy hh:mm:ss .‘"
] Time
Percentage mmm-yy
Fraction hizmim AMPM
Scientific h:mm:ss AM/PM
Text h:mm
Special h:mim:ss
Custom mfdfyy himm
mm:5s
mim:ss.0
@
[hk:mm:ss

(S # 480 1 (5= (4 480 (5= "= ) (@)

Delete

Cancel 0K

Import your Data using the Data Loader

Here is an example of all of the fields necessary to import into the system. Save this file as a
CSV, and you will then begin your import.

DEw-dFD & < il Occurrences Import.csv
Home Insert Page Layout Formulas Data Review View Developer
|° . Fou Calibri(Body) + 12+ A~ Ar = = _| ®- =0 Virap Toxt General O E- [ gy . emx. (T Z turosin
. Copy * N = & & 3 Fill
Paste - B (T | Wl~ r o A . = = = & = Merge & Cent . 3 *®0 00 fongitional Format Cell Insert  Delete  Format
&7 Format = — L . E $ % P Lger Fomn{u'rsg a8 Tablo  Styies & cicar -
A . fre
A B c ] E P G H i
1 Volunteer Opportunity  Start Date & Time End Date & Time Location Registration Cutoff (hours] Status  Maximum Attendance Minimum Attendance Opportunity Coordinator
7 aONADDDODOOIGT 09/05/2016 08:00:00 09/05/2016 08:00:00 a0BARDODOD3deBX 1 Active 20 1 003A000000HSTEN
3 aDNADDDODODONGT 09/06/2016 08:00:00 09/06/2016 08:00:00 a0BADDODOD3deBX 1 Active 20 1 DO3ADDODODHSTXN
4 aDNADDDODODONGT 03/07/2016 08:00:00 09/07/2016 08:00:00 a0BADDODOD34eBX 1 Active 20 1 DOBAD00DOOHSTxN
]

Open the Data Loader

Click on "Upsert" and then proceed to login to your system.
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I Step 1: Log In

Ll |

Log in to the Salasforce org that you‘re importing to o exporting from.

+ DAuth ~ Password Authentication

Envirgnment  Production

salesforce

b
ar

Cancel

Link to the Occurrence Object

Select the Occurrence Object (HOC__Occurrence__c) and choose your CSV file for import. Then
click on "Next." There will be another popup that tells you how many records will be imported.

Click "OK."

I Step 2: Select data objects

ENE

L |

Select your Salesforce object and your CSV file.

Select Salesforce abject:

Show all Salesforce objects
Location Security (HOC_Location_Security_c)
Member Security (HOC_Member_Security_c)
ObjectChange (HOC_ObjectChange_c)
Occurrence (HOC_Occurrence_c)
Occurrence Security (HOC_Occurrence_Security_c)
Opportunity (Opportunity)
Organization (Azcount)
Other Settings (HOC_Other_Settings_c)

Choose C5V file: op/Occurrences iImport.cav Browse...

< Back Mext »

salesforce

Cancel
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Map your fields

Click on "Create or Edit a Map." The mapping dialog will pop up. You can click on "Auto-Match
Fields to Columns" or click and drage the fields from the top to the bottom section if you would
prefer. If you auto-match, you still should verify that the fields were matched appropriately.
Click "OK" once all fields necessary have been matched. Then click on "Next."

L]

Match the Salesfarce fields to your columns.

Clear Mapping | | Auto-Match Fields to Columns

Name Label Type
HOC__CreationSource_c CreationSource string
HOC__Days Times_Needed_c Days & Times Needed multipicklist
HOC__Grouped_Occurrences__c Grouped Occurrences reference
HOC_Guest Volunteer_Number_Hours_Served__c Guest Volunteer Hours Served double
HOC_HOC_ID_c HOC ID string
~ HOC__Impeort_ID_c Import ID string
HOC__Include_Pending_for_Max_Attendance__c Include Pending for Max Attendance boolean
( HOC__IsUpdateable_c IsUpdateable boolean

| Drag the Salesforce fields down to the column mapping. To remove a mapping, select a row and click Delete.

File Column Header Name

End Date & Time HOC_End_Date_Time_c
Location HOC__Location_c

Maximum Attendance HOC__Maximum_Attendance_c
Minimum Attendance HOC__Minimum_Attendance__c

Opportunity Coordinator HOC__Opportunity_Coordinator_c
Registration Cutoff (hours) HOC__Registration_Deadline_c
Start Date & Time HOC__Start_Date Time_c

Status HOC__Status_c

Volunteer Opportunity HOC_Volunteer_Opportunity__c

OK Save Mapping Cancel

Select where to save the success/failure files

You should create a folder or designate a location for all success and failure files to be saved for
your reference after your import.

Complete the Import

Click on "Finish" to begin the import. You will be prompted with a warning stating what you will
be doing ("You have chosen to insert new records.") and you must confirm that this is what you
wanted to do. As the data is being imported, you will see the successes and failures for the
import.

You are then giving the opportunity to see your successes or any errors. Click "OK" to return to
the main Data Loader screen.
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H Step 4: Finish

A~ A=

[«

Please ck
—

Select the directory where your success and error files will be saved.

Directa

salesforce

View Successes | View Errors

| The operation has fully completed. There were 3 successful inserts and O errors. | I

OK

Processed 3 of 3 total records. Rate: 4,000 r..seconds. There are 3 successes and 0 errors.

art Al

Cancel

< Back

Cancel

Finish

Verify your data

Return to your Volunteer Opportunity to verify that your occurrences were appropriately
created.

L] Volunteer Opportunity

""\ Playful Puppies and Cuddly Kittens

M- Show Feed

Skill Ratings [1] |

« Back to List: Skill Ratings

Required Prerequisite [0] |

Used as Prerequisite for [0] || Occurrences [5+]

| Recurrences [5+] |

Grouped Occurrences [1] | Connections [5+] |

Customize Page | Edit Layout | Printable View | Help for this Page 0

@ Add Tags ‘ |

Volunteer Opportunity Questions [2] | Open Activities [0] |

'L Dceurrences

Edit | Del
Edit | Del
Edit | Del

X

Edit | Del

0OC-036239
0OC-036238
0OC-036237

0C-036235

6712016 6:00 AM

6/6/2016 B:00 AM

6/5/2016 B:00 AM
0716 10:00 AN

5/20/2016 10:17 PM

Show 5 more » | Go to list (50+) »

New Occurrence

6/7/2016 9:00 AM
6/6/2016 9:00 AM
6/5/2016 9:00 AM

076 12:00 PN

5/21/2016 1017 PM

This is approved and published for volunteers to sign-up.
This is approved and published for volunteers to sign-up.

This is approved and published for volunieers io sign-up.

This is approved and published for volunieers io sign-up.

Becarrence URLE
hitps:2015-hocdemo.cs51.force .co
hitps:2015-hocdemo.cs51.force .co

/HOC Volunt...

/HOC Volunt...

hitps://2015-hocdemo.cs51 force con/HOC  Wolunt. .

hitps://2015-hocdemo.cs51 force. com/HOC  Wolunt. .

C_Volunteer O...

Occurrences Help 7

Total Connections

Total Active Occurrences: 5

Verifications Complete
Total Verifications Due: 67
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Batch updating Opportunity Approval and
Volunteer Leader Approval Managers using

the Apex Data Loader

The Opportunity Approval Manager and Volunteer Leader Approval Manager can be

updated individually in the Organization Record.

For most action centers, the Opportunity Approval Manager and the Volunteer Leader

Approval Manager is the same for all the organizations in your system; therefore, you may

need to do a system wide change to update this value when staff has changed.

Unlike most updates in the system that can be done through the native Salesforce Data
management tools, this process requires the use of the Apex Data Loader to update the
records. Please visit this post for information on how to download the Apex Data Loader

and for directions on accessing your Security Token which is also needed.

Creating the Report

Go to Reports and click on Create New Custom Report

Select Category: Organizations and Contacts
Select Report Type: Organizations

Click Create

To start, remove all the columns

Set the following filters:

Show: All Organizations

Date Field: Created Date

Range: All Time

Add Filter: Organization Name not equal to Individual
Columns to Add

Organization ID (Salesforce.com ID)
Opportunity Approval Manager

Volunteer Leader Approval Manager
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Optional Columns to Add
Organization Name

Run the report and export as .csv

NOTE: If you have specific Opportunity and/or Volunteer Leader approval manager(s)
based on the organization involved, then you can use the filter Opportunity Approval
Manager equals (name of person currently in this role that you want to change). This will
filter to just those organizations rather than all the organizations in the system using the
process above.

Report Properties > Run Report o
b

Filters | Add ~

Show | All organizations L
-y
Date Field | Created Date | Range AlTime o.‘v From = To
——
g Organization Name not equal to "Individual” e

Wt

Preview Tabular Format ¥ Show ¥ Remove All Columns o

"y

Organization 1D Opportunity Approval Manager Volunteer Leader Approval Manager
001A000000R9c6S  Larry Deckel -
001A000000R9cE6T  Larry Deckel ° -

St

001A000000RScEL  Larry Deckel =
, D01A0D0000RAcEY  Larry Deckel -
001ADO0000R9CEW  Larry Deckel -

Editing the Table

Save the exported table as an archive.
Open the Exported table and make the following changes:

Change the name in the Opportunity Approval Manager and/or Volunteer Leader Approval
Manager to the Salesforce.com ID for the user that will now be in that role.

To find the Salesforce.com ID for the user, go to Setup/ Admin Setup/ Manage Users/ Users.
Find the User that will be in this new role and click on their name to go to the User Detail.

In the user detail record, look at the URL, the Salesforce.com ID is the alphanumeric value
between the / and the ?. See screenshot below.

Copy and paste the Salesforce.com ID for all the rows in the appropriate column.

Delete the Report Footer
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Save the changes to the table as a new file to update using the Data Loader.

/005A0000000bf81?noredirect=1
m: 5013 [

Drdoqui - Hel|

1 |Organization ID

2324|001A000000R9cHC
2325|001A000000R3cHD
2326|001A000000RA0ER
2327|001A000000TId1c
2328|001A000000Ywfhl
2329|001A000000HOMN12
2330 001A000000KIgVE
2331|001A000000KKwCA
2332 |001A000000PYTAG
2233

2334

2335|Organization List Report

B C
OppartunityApproval Manager VoluRteerkeader Approval Manager
005A0000000besz 005A0000000bTEL
00SAO000000besz 00SAQO00000bTEL
005A00000000ESZ DOSAD00000Ge 21
005A0000000besz 005 ADCO00000LTE
Q0SAD000000be5z 005sAQZoooanL ol
0054000000005 Salesforce.com ID
00SAD000000besz ]
005A0000000be52 for the new users in
005A0000000be5z the respective r...

2336| Copyright (c) 2000-2011 salesforce.com, inc. All rights reserved.
2337 Confidential Information - Do Not Distribute

2338 Generated By: Art Ordoqui 4/22/2011 11:46 AM
2339|HandsOn Connect Demo

2340

Apex Data Loader

Open the Apex Data Loader and Select Update

fqll Welcome to Apex Data Loader 20.0

|| File Settings View Help

Delete

[ J'II Insert l ’_ ‘.,r._:", Update _] ’ ‘*.'.1? Upsert ] [ ‘E& Delete ] Hard Delete

Pleaze choose an action from the menu.

Enter your username and password.

The password is your usual password followed immediately by the security token:

PasswordSecurityToken

HandsOn Connect - Data Management for Salesforce Administrators

Page 154



HandsOnConnect ....

Click Login, and then once successful click Next

&)t;xdataloadcr

Step 1: Salesforce Settings

Enter your Salesforce username and password.

Username: acrdoqui_training@handsoen:

Pas;word: ISR BB ERERRRRRER

Legin completed successfully.

< Back Next > e

From the Select Salesforce Object- select Organization (Accounts)

Then click Browse to locate the file with the update Opportunity and Volunteer Leader Approval
Managers

Then click Next

Select Salesforce object:
[ Show all Salesforce objects

Links (HOC__Links__c) -
Location (HOC__Location__c

Occurrence {HDC_Dccurrerl—

Opportunity (Opportunity) B
B Cicancaton (ccount - §
Other Settings (HOC_Other
Price Book (Pricebook?) -
4 1 3

Choose C5V file:  ChUsers\Art\Desktop'Opp Mgr.csv

< Back “ Next > Finish Cancel
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The system will initialize the file and confirm for you how many records (rows) are in your table.

Click OK.

aoveseeer N =

Initialization succeeded.
Your operation will contain 2331 records.

You will now map the items in your table to the items in HandsOn Connect.

1) Click on Create or Edit Map

Step 3: Mapping
Map your fields (C5V columns) to the Salesforce object.

Choose an Existing Map] Create or Edit a Mapl

Current Field Mapping:

File Column Header Mame
Opportunity Approval Manager

Organization ID
WVolunteer Leader Approval Manager

2) If you didn't change the names of the column headers, you can select "Auto-Match Fields to
Columns." Otherwise, you will need to manual click and drag the field labels from the top to the
bottom.

The fields should be mapped as follows:

Opportunity Approval Manager: HOC__Opportunity_Approval_Manager__c
Organization ID: Id

Volunteer Leader Approval Manager: HOC__Volunteer_Leader_Approval_Manager__c

3) Once all the fields are mapped as needed, click on OK
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Match the Salesforce fields to your columns,

’CIear Mapping.] ’Auto-Match Fields to Columns]

MName

File Column Header

Organization ID

HOC_ Syndication_Logo_URL_c
HOC_ Volunteer_Coordinator_Email__c
HOC_ Volunteer_Coordinator_Mame_ ¢

HOC_Volunteer_Leader_Approval_Manager_c

If auto-match doesn't map
all the fields properly, you
can click and drag fro...

Opportunity Approval Manager

Volunteer Leader Approval Manager

Label Type i
Syndication Loge URL string
Opportunity Coordinator Email email
Opportunity Coordinator Name string
Wolunteer Leader Approval Manager reference

dustry picklist
Customer Portal Account _boolean
Organization Name string
Cimimlmscmme e

mappigg. To remove a mapping, select a row and click Delete. .—:7

MName

HOC__Opportuni
1d

Approval_Manager_c

Hlunteer Leader Approval Manager reference

( oK ’SaveMapping” Cancel ]

Confirm that your fields are mapped correctly and click Next

[Chonse an Existing Map] [Create or Edit a Map]

Current Field Mapping:

File ColurmmHeader

Organization ID

Confirm

Opportunity Approval Manager

Wolunteer Leader Approval Manager

Mame

HOC_ Opportunity_Approval_Manager_c
Id
HOC_Velunteer_Leader_Approval_Manager” c

<Back ||

Cancel

Finish

Every time you use the Data Loader, two log files are created, an error log and a success log.

Click Browse to identify a location where you want those logs saved.

Once you have identified the location for the log files, click Finish.
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Step 4: Fimizh

Select the directory where your success and error files will
be saved.

Directory:  ChlUsers\Art\Desktop

< Back Mext = Finish ‘ I Cancel

It will provide you with a warning message that once updated, it can't be undone. Click OK

P

Warning £3

You have chosen to update existing records, The action you are about
l % totake cannot be undone,
Are you sure you want to proceed?

ves || No

While the records are being uploaded, you'll see a progress bar indicating how many successes
and errors are occurring along the way, if any errors, and how much time it will take.

-~ '.

Progress Information -
|0| Loading: update i
L |

Processed 135 of 2319 total records. Rate: 128000 records per hour, Estimated time to
complete: 1 minutes and 11 seconds. There are 135 successes and 0 errors.

] Cancel i

(=]

Once the file has finished uploading, you'll receive a confirmation message. You can look at the
error and success logs, or click OK to close the window and open the Error and Success logs
from their saved locations.
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&

@ Operation Finished @

The operation has fully completed. There were 2319 successful updates and 0 errors,

WView Successes] "n.n‘iew Ern:urs] ’ Ok

Once it is completed, please check to ensure that the Opportunity and/or Volunteer Leader
Approval Managers were updated properly.
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Importing Notes to Organization and
Contact Records using the Apex Data Loader

The ability to attach notes to Organization and Contact records exists within Salesforce.
These can be added individually by going to the organization or contact record, but you can
also import a number of notes at once from an outside system. This post will show you how
to prepare the .csv file for importing the notes.

Unlike most updates in the system that can be done through the native Salesforce Data

management tools, this process requires the use of the Apex Data Loader to update the
records. Please visit this post for information on how to download the Apex Data Loader
and for directions on accessing your Security Token which is also needed.

NOTE: The same process can be followed to import notes into other records, you just need
to make sure that you have the Salesforce.com ID for the record you wish to attach the
note.

Creating the Table

The unique thing about notes is that the table is, for the most part, created outside of
Salesforce reports.

To import Notes to the Organization or Contact record you need the following:
Organization or Contact Salesforce.com ID (Required)

Organization or Contact Name (optional)

Title (of the note)

Body (content of the note)

Private (privacy of the note)

A template for Importing Notes can be found in the Shared Resources

Getting the Salesforce.com ID

There are two ways to access the Salesforce.com ID for Organizations and Contacts.

1) Go to the Organization or Contact record and copy the ID from the URL
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https://na7 salesforce.com/001A000000F7hMr
are Thiz [ Web&Tech

[ T&D School [ Recipes [ 5013 [ Home [ Hani

Search

Salesforce.com ID. Does not include...

w Contacts Locations Volunteer Events Volunteer Opportunities Vo

Organization

“Z American Red Cross Blood Services
2) You can run a report that includes the Organization or Contact name and the Salesforce.com
ID.
For this example, we will create a new Report
Go to Reports and click on the Create New Custom Report button.
Select Category: Organizations & Contacts

Select Report Type: Contacts & Organizations

€ Create New Report

Select Report Type

Select Category

Organizations & Contacts -

Opportunities
Customer Support Reports
Leads

Campaigns

Activities

Contract Reports

Price Books, Products and Azsets
Administrative Reports

Other Reports

Select Report Type

Crganizations

Crganizations and Sponsor Group

Contacts & Organizations

Contacts & Organizations and Sponsor Group
Organizations with Partners

Organizations with Partners and Sponsor Group
Organization with Organization Teams

Organization with Organization Teams and Sponzor Group
Organizations with Contact Roles

Organizations with Contact Roles and Sponsor Group
Organizations with Azseis

Organizations with Azsetz and Sponsor Group

Once in the Create a Report screen:

1) Add the filters, if any, to yield the Organizations or Contacts that you need for importing the
notes.

2) Show: All Organizations
3) Date Field: Created Date (Can modify if necessary to get the desired records)

4) Range: All Time (Can modify if necessary to get the desired records)
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5) For this report, | believe it is easier to start with a blank slate, so click on Remove all Columns.

You can opt to leave the columns, but here's the information that you need:

6) Columns to Add

Organization ID (Salesforce.com ID field)
Organization Name

Contact ID (Salesforce.com ID field)

First Name

Last Name

7) Run Report

Filters Add = o
L% 4

Show | All organizations

Report Properties | (eG4 o
Ly
w

Date Field | Crested Date ¥ | Range|All Tim= o' From

9 To add filters click the Add button b

(5) .

Preview Tabular Format * Show * Remove All Columns

Organization ID Organization Name Contact 1D

001A000000RF:
001AD00000RFary
001AD00000RFary
001AD000000RFxY  Individual
001A000000RFaY  Individual
001A000000RFaY  Individual

Individual 0000Ig&uh

002A9000001g8ui

001A000000RFaY  Individual 00z 100Ig8un
' 001ADD0D000RF:rY  Individual DDMDDNQBUE}
001A000000RFaY  Individual 002A0000001g8up
001A000000RFaY  Individual 002A0000001g8ug

Populating the Table

Once you have the Saleforce.com ID(s) you can now populate the Notes template as needed.

Required Fields are:

Organization/Contact ID

Title (Up to 80 characters)

Body (up to 32KB of Data)

Private (Should be populated with TRUE or FALSE)
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34
A B C D E
Organization/Contact Org/Contact Name
ID {Cptional) Title Body Private
Art submitted application on March
001A000000dHATY  Artin Texas Application 21,2011 FALSE
Conducted site visit on March 23, 2011
facility is handicap accessible.
Have an on-site Vol Coord
001A000000dHafz TroutCo Site Visit interested in MLK Project Site FALSE
Had a call with Art Partner on 3/28 as
001C000000dHaTa Art Partner follow-up  follow-up to on application. TRUE

Once you have all the notes that you want to import, save the file and open the Apex Data
Loader to perform an Insert.

Apex Data Loader

Open the Apex Data Loader and Select Insert

f@ Welcome to Apex Data Loader 20 [0

File Settings View Help |
|

Opexdataloader
L oy Insert _” =% Update ” o Upsert ” 3¢ Delete ] Hard Delete

Please choose an action from the menu.

Enter your username and password.

The password is your usual password followed immediately by the security token:
PasswordSecurityToken

Click Login, and then once successful click Next
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Wpexdataloader

Step 1: Salesforce Settings

Enter your Salesforce username and password.

Username: acrdoqui_training@handson

PESSWI:Ird: (LI L LT LI Ll Ly L))

Login completed successfully.

< Back Next > e

From the Select Salesforce Object

1) Check the box for Show all Salesforce objects
2) Select Note (Note)

Then click Browse to locate the file with the notes

Then click Next
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Select Salesforce object:

@II Saleﬁor@

Letterhead (BrandTemplate] =
Links (HOC_ Links__c)
Location (HO ccation_c

_ Ocecurrer

Opportunity (Opportunity)
Opportunity: Competitor (O}

b »

Onnortunite Pradoct (Ceannr ™

Choose CSV filer  Ch\Users\Art\DesktopMotes Template.csv

The system will initialize the file and confirm for you how many records (rows) are in your table.

Click OK.

You will now map the items in your table to the items in HandsOn Connect.

i) Data Selection

Initialization succeeded.

Your operation will contain 2331 records.

1) Click on Create or Edit Map
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Step 3: Mapping

Map your fields (C5V colurnns) to the Salesforce ohject.

.

Choose an Existing Map | [Create or Edit a Map

Current Field Mapping:

File Column Header Mame
Body

Org/Contact Mame (Optional)
Organization/Contact ID

Private
Title

2) If you didn't change the names of the column headers in the template, you can select "Auto-
Match Fields to Columns" and all but the ID field will be mapped. For the Organization/Contact
ID field, you will need to manual click and drag the field labels from the top to the bottom.

The fields should be mapped as follows:
Body to Body

Organization/Contact ID to Parentld
Private to IsPrivate

Title to Title

3) Once all the fields are mapped as needed, click on OK
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@ - v B

Match the Salesforce fields to your columns,

’ Clear Mapping] ’Auto-Match Fields to Columns]

Mame Label Type
Ownerld  OwnerID  reference
Parentld  ParentID reference

If auto-match doesn't map
all the fields properly, you
can click and drag fro...

Drag the Salesforce fields down to the column magfing. |

File Column Header MName

Body Body

Org/Contact Name (Optional)

Organization/Contact ID | Parentld  ParentID  reference
Private IsPrivate

Title Title

J ’Save Mapping] ’ Cancel ]

Confirm that your fields are mapped correctly and click Next

’Chou:use an Existing Mapl [Create DrEditaMapl
Current Field Mapping:
FiledCelumn Header Matne
Body Body
COrg/Contact Name (Optional)
COrganization/Contact ID Parentld
Private [sPrivate
Title Title
Confirm
| <Back | Nea> | Finish

Every time you use the Data Loader, two log files are created, an error log and a success log.
Click Browse to identify a location where you want those logs saved.

Once you have identified the location for the log files, click Finish.
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Step 4: Fimizh

Select the directory where your success and error files will
be saved.

Directory:  ChlUsers\Art\Desktop

< Back Mext = Finish ‘ I Cancel

It will provide you with a warning message that once updated, it can't be undone. Click OK

P

Warning £3

You have chosen to update existing records, The action you are about
l % totake cannot be undone,
Are you sure you want to proceed?

ves || No

While the records are being uploaded, you'll see a progress bar indicating how many successes
and errors are occurring along the way, if any errors, and how much time it will take.

-~ '.

Progress Information -
|0| Loading: update i
L |

Processed 135 of 2319 total records. Rate: 128000 records per hour, Estimated time to
complete: 1 minutes and 11 seconds. There are 135 successes and 0 errors.

] Cancel i

(=]

Once the file has finished uploading, you'll receive a confirmation message. You can look at the
error and success logs, or click OK to close the window and open the Error and Success logs
from their saved locations.
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&

@ Operation Finished @

The operation has fully completed. There were 2319 successful updates and 0 errors,

WView Successes] "n.n‘iew Ern:urs] ’ Ok

Once it is completed, please check to ensure that the Notes were Imported properly.
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Uploading Users into HandsOn Connect
Using the Apex Data Loader

This lesson assumes that you have already imported contacts into the system for the users
that you wish to create and that you have already set up the Apex Data Loader.

Write a report to capture the First Name, Last Name, Email,
and Salesforce ID of the contacts you wish to create users
for.

Home Organizations  Conacts  Velunbess Events  Woluntesr Oppormunities  Voluntesr Teams  Conmections  Documeants Dash

# Contact Mailing List Report

Report Geseralion Sialeec  Complals

Raport Options:

Time Frame
Summanise infoameciion by Show CaeFiegld 4  Ran o
~Hone— -l My arganzadons - Cramied Dt |=| Costsr

Fun Report ™ | Hide Details | Customize| Save As| Printabis View  [aport Details| | Add fo Casnpaign

Filtered By: Edil
Emallngd egualin Claar

First Hame Lasi Bamae Ermail
Dads Repchoul itk
wik el O L= ek

Michas [ st ]

Lharles Johnson

Maxiag Bur lochus € E1dd3-Sarpettaiornal.oom
Susann Porer |pchisa ¢ Ridd-5araetlSamal.oem 002AN00000EENYS
Mark o |nchiss c Kidd=targeiEamal.com DOZAN000CORENINL
Linga Sprinkia |nchizs ¢ kidd=targetEomall com DOZADOO000RENA
Eugtng Bligce i augens blipdeau@amail com D03AN00000N 3Ex

Create a new report using the "Contacts & Organizations" type. Your report needs to have 4
fields, First Name, Last Name, Email, and Contact ID. Set a filter to exclude record where the
Email field is empty, along with any other filters you need to narrow down your list of users.
After you have run your report, click the "Export Details" button. Export File Format should be
"Comma Delimited .csv." Click "Export."
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Fill out the user template spreadsheet.

| 4] A B
1 First Name Last Name
2 |Davls ReachOQut Kirby
3 Davis Vol Coord Kirby
4 Michael
5 Connie
6 Charles Johnson
7 Maxine Burr
8 Susann Porter
9 Mark Ott
10 Linda

Gaona
Byrd

Sprinkle

c
Email
davis.kirby+reachout@gmall.com
davis.kirbysvolcord @gmail.com
jochua.c.kidd+target7@gmail.com
ail.com

o
Contact ID
003A000000N06T2
003A000000N06T3
0034000000pBn3d

jochua.c.kidd B
jochua.c.kidd+target3@gmail.com

00: P
0034000000pBnYH

E
Username
davis.kirby+reachout@gmall.com
davis.kirbysvolcord @gmail.com
jochua.c.kidd+target7@gmail.com
jochua.c.kidd+targetd@gmail.com
jochua.c.kidd+target3@gmail.com

jochua.c.kidd+targ grmail.com
jochua.c.kidd+targetl@gmail.com
jochua.c.kidd+target2@gmail.com

jochua.c.kidd+targetd@gmail.com

00 L
003A000000pBNV4

w jochua.c.kidd+targ B

il.com
jochua.c.kidd+targetl@gmail.com

003A000000pBAWL jochua.c.kidd+target2@gmail.com
003A000000pBnXA  jochua.c.kidd+targeta@gmail.com

F G

Profile 1D IsActive
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE

H
Allas
DKirb
DKirb
MGaon
CByrd
Clohn
MBurr
SPort
MOt
LSpri

America/Chicago en_US
America/Chicago en_US
America/Chicago en_Us
America/Chicago en_US
America/Chicage en_US
AmericafChicago en_US
AmericafChicago en_US
AmericafChicago en_US
AmericafChicago en_US

i}
TimeZonesidkey LocaleSidkey

K

L

EmallEncodingkey LanguagelocaleXey

150-8859-1 Jen_us

150-8859-1
150-8859-1
150-§859-1
150-§859-1
150-§859-1
150-8859-1
150-8859-1
150-8859-1

en_us
en_us
en_us
en_Us
en_Us
en_US
en_US
en_US

You can download a user template from this link: http://handsonconnect.zendesk.com/
attachments/token/apkacxrtijfkvgc/?name=user_template.csv or simply create a spreadsheet
with the following column headings: First Name, Last Name, Email, Contact ID, Username,
Profile ID, IsActive, Alias, TimeZoneSidKey, LocaleSidKey, EmailEncodingKey, and
LanguagelLocaleKey. Username should be an exact copy of the Email column. Alias should be
the first letter of the First Name followed by the first 4 letters of the Last Name. The following
Excel formula should work: =LEFT(A2,1)&LEFT(B2,4) TimeZoneSidKey should be your time zone
in a valid Salesforce format (e.g. America/New_York, America/Chicago, etc.) IsActive should be
True. LocaleSidKey and LanguagelLocaleKey should be en_US. EmailEncodingKey should be

ISO-8859-1.

Filling in the Profile ID column

¢« c

_ salesforce.com - Cu..,

o’ @
1 a*

- 5alesforce.com - Cu,..

o o

Search

& https://nal salesforce.com/(

Home Organizations Contacts Volunteer Events Volunteer Opportunities Volunteer Teams Connection
Expand 4l | Collapse &) Prafile
Q@ Cuick Find Volunteer

Force.com Home

System Overview lew!

Personal Setup

My Personal Information
Email

Import

Deskiop Integration

My Chatter Settings

Ontacts Hew!

Armrm Satinm

»
L]
®
)
+| My Social Organizations and
C

= Back to List: Custom Object Definttions

Users with this profile have the permissions and page layauls listed below. Administrators

If your organization uses Record Types, use the Edit links in the Record Type Settings sec

Profile Detail

User License

Rame

Description

Created By

Vaoluntear
Owerage Authenticated Websile

Lagin IP Banges (0]

Edit

Clone

Dl

Hands0n Connect Admin 9999, 10MER2010 1043 2

Console Settings

Consanle 1 svoart

TEait

To find the profile ID for a user, log into Salesforce and go to: Setup > Administration Setup >
Manage Users > Profiles. Click on the Profile you wish to assign to your users, it should be either
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Partner Staff, Volunteer, or Volunteer Leader. The Profile ID is the last 15 characters of the URL

address, up to but not including the slash. Copy that string into the Profile ID column on your
spreadsheet and save it as a CSV file.

Open the Apex Data Loader and Insert Records

Dpexdataloade

Wnlcome to Data Loader 24.0.0

‘Welcemie to Data Lozder
Click a buitban bk, of chck Cancel T oo bo the redin wandoe.

rd

gy Insert ] % Update 12 Upsert &y Delete ' Expost i Export 48 Cancel

Open your Apex Data Loader and press the insert button. For the first Data Loader operation,
you will be asked to log in. Enter your Salesforce Username and Password. REMEMBER TO
APPEND YOUR SECURITY TOKEN TO THE END OF THE PASSWORD. Click Login, then click Next.

Select the object and file

Coex

Step 2: Select data objects
Select your Salesforce object and your CSV file.

Select Salesforce object:

[T Show all Salesforce objects

Twitter Scheduler Interval (sfdtwitter_ Twitter_Public_Scheduler_Interval -
Twitter Search (sfdtwitter_ Twitter_Search_ c)

VL Access (HOC_ VL _Access_ c)

Volunteer Event (HOC_ Volunteer_Event_ c)

Volunteer Opportunity (HOC_Velunteer_Opportunity__c)
Volunteer Team (HOC_ Volunteer_Team_ c)

Volunteer Team Member (HOC_ Volunteer_Team_Member_c)
ZipCode (HOC_ZipCode_c)

4 n 2

Choose CSV file:  C\Users\Josh Kidd\Desktop'user tem

[ < Back ][ Mext » ] Finish

Select User in the Salesforce object list. Then click browse to find the file you just created. Then
click Next.
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Create the field mapping

Match the Salesforce fields to your columns.

Clear Mapping | | Auto-Match Fields to Columns

MName Label Type *
AboutMe About Me textarea
CallCenterld Call CenterID reference
City City string
CommunityMickname Community Mickname string
CompanyMName Company Name string
Country Country string
CurrentStatus Current Status textares

L T N L e T Miada b Wil e nbimmm Commramem e s da e lmimionm Crmeaems i

Drag the Salesforce fields down to the column mapping. To remove 2 mepping, select 2 row and click Delete. JL

File Column Header Name

Alias Alias

Contact ID Contactid

Email Email

EmailEncodingkey  EmailEncodingKey =

First Mame FirstName

IsActive IsActive

LanguageLocal!Key Languagelocalekey

Last Name LastName

LocaleSidKey LecaleSidKey

Profile ID Profileld =
0K | | Save MappingJ | Cancel

On the Mapping screen press "Create or Edit Map." On the screen that pops up, click "Auto-
Match Fields to Columns" then click "OK." The window will close and you will be back on the
Mapping screen. Click Next.
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Select log location

Coex

Step 4: Finish

Select the directory where your success and error files will
be saved.

Directory:  C:\Users\Josh Kidd\Desktop

Browse...

Finish

Cancel

On the Finish screen, click Browse and find the directory where you want to store the success
and error logs. Then click Finish. Your users should then be loaded into HandsOn Connect.
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Bulk Uploading Connections with the Apex
Data Loader

The Apex Data Loader is currently the only way to bulk upload Connections into HandsOn

Connect. This walks you through connecting a list of Contacts to a specific Occurrence. The
tutorial assumes that you have basic knowledge of Salesforce reporting and that you have
set up the Apex Data Loader.

Create a report of the Contacts that you want to create
Connections for

search

Home  Owganizations Contacts  Velunieer Events  Voluntesr Opportunities  Vodunteer Teams  Connections  Documents [EETET

& Contact Mailing List Report

Heport Generation Siatluss  Comgplele
fesport Options:
Time Frams
Summarize infomaton by Show Dale Field Ranmpe
~Hang-- [=] [y orpanzations =] Lraates Date Custam =
Fram T
TRER2HA TRER
Rui Regart ™ Hede Delads | Customiee | Seee As | Printable Views | Expen Details e B Carmgaign
Contact Il Firet Nams  LastHama  Organization Hames  Created Date
COGANDOCODpENYY  Susgnm Porar Targe] TR
DO3A000000pENNL  aek . Targed IR
COGANNOCODpENYH  Charles Johnsge  Targe] TR
DO3ANOCO0pEnxA Linda SponEls Targs! Trasa
DOREN000I0pENCY  Edng Bur Targel Tra5011
DORA000000pBnYd  ichae| Gapna Taros TREIN
0ORE000000pENEe  Connip Bard Targsd TSI
0OAAD00000pB0e  Bob Srrilh L 1in & ) TRER011
OORAN00COIPEFEY  John Taegat Targs TIREME0A

Grand Totals |9 records)

Create a report using the "Contacts & Organizations" type. Make sure that the report has the
Contact ID field in it. Any other fields that you need to help you be sure you are getting the right
Contacts can also be added. Set up any filters that you need to get only the Contacts that you
need. If you know that you bulk uploaded all of the Contacts that you need on a specific day,
you may want to limit the Created Date to that day. When you have run the report, click "Export
Details." Export File Format should be "Comma Delimited .csv." Click Export.
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Create a Connections template sheet.

A B C D
1 Contact Volunteer Opportunity  Occurrence Status
2 D03AD0OO0O0NDGTZ Confirmed
3 | 003A000000N0GTS Confirmed
4 003A000000pBnad Confirmed
5 003A000000pBnSe Confirmed
6 003A000000pBAYH Confirmed
7 003A000000pBnow Conflrmed
& 003A000000pBAV4 Confirmed
9 003A000000pBAWL Confirmed
10 003A000000pBRXA Confirmed

Create a new spreadsheet with the following 6 columns: Contact, Volunteer Opportunity,

E F
Attendance Status Role
Please Verify Volunteer
Please Verify Volunteer
Please Verify Volunteer
Please Verify Volunteer
Please Verify Volunteer
Please Verify Volunteer
Please Verify Volunteer
Please Verify Veolunteer
Please Verify Volunteer

Occurrence, Status, Attendance Status, and Role. Copy Contact ID from the exported report into
the Contact column. Status should be Confirmed. Attendance Status should be whatever is
appropriate, most likely Please Verify. Role should be either Volunteer or Volunteer Leader.

Adding the Volunteer Opportunity ID to the sheet.

- E _."r Velunteer Opportunity: Tal

« C' A8 httpsy//na7 salesforce.com/alM a0

o salesforcecom - Cu.. | salesforoecom - Cu.,

(- Handnon, ..
e

Home Organizations Contacts Volunteer Events WUSTTERTREELITHIELE  Volunteer Teams

Search & Search

HandsOn Connect Shortcuts

Volunteer Cpportunity Wizard © &

Custom Links

Hands0n Conned Help Deask
Your public site
SHlls Repor

Connections Do

Voluntear Opportunity

% Take Action!

TEY Hide Chatter " Folipwing

Attach g File # Link

There are no updates

= Back to List: Custam Objack Dafintions

Son by: Post Date =

Connaclionsifs] | Qofurmencesifs] | Recurmencesizy | Siill Rasngasn) |

Volunteer Opportunity Detail

¥ HandsOn Connect Shortcuts

Edit | | Debete| Clone | 5hi

Log into Salesforce and go to the Volunteer Opportunity you wish to connect the Contacts to.

The Volunteer Opportunity ID is the last 15 characters of the URL address, up to but not

including the slash. Copy that string into the Volunteer Opportunity column on your

spreadsheet.
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Getting the Occurrence ID in the sheet.

P-? J,I'r’ DOccurrence: DC-02522] ~

« C' | 8 nnpsy//naT.salesforce.com,/a0CADDDD0OC DO MAX Ty
e Salesforce.com - Cu.. | salesforce.com - Cu.
P :."‘ Search All Search

Optlns

]

Home Organizations Contacts  Volunteer Events  Volunteer Opportunities  Volunteer Teams  Connections

+ 4] 0C-025221

I
L] iy

5
r_!{:. ; ..."J‘ T Hide Chatier| Fedewing

Vs i

ey " 7 s
s 1.4

iy " H t

T 1 ot

. 9 Attsch |g File & Link [ Share |

[andsOn
COMMECT DEMO

Hamds0n Connect Shortcuts Thisre are no updales

= Back to List: Custem Object Dafinitions

Son by Post Date =

Walunteer Opportunity Wizard *
Comnactions joy | Dp

Custom Links
Edit |Delete | Clone | 5

Occurrence Detall
HandsOn Conned Help Desk
Your public site ¥ HandsOn Connect Shorcuts
Skills Report

Occurrence Overview
Here's your at-a-glance Wwew of thiz Cocumence

Now go to the Occurrence of that Volunteer Opportunity that you wish to connect the Contacts
to. In this case, the Occurrence ID is the 18 character string between the slash and the question
mark. Copy that string and paste it into your spreadsheet. Then, save your spreadsheet in CSV

format.

Open the Apex Data Loader and Insert Records

‘} extlataloader
Walcome to Data Loader 24.0.0
| ‘Welcome bo Data Loader
Click a buttan belw, or chck Cancel te oo bo the main window,

|
‘ winset | [ 43 Update | [ 2 upsen || e Detete Haed Diedets Whbpet || thEponas || cance

Open your Apex Data Loader and press the insert button. For the first Data Loader operation,
you will be asked to log in. Enter your Salesforce Username and Password. REMEMBER TO
APPEND YOUR SECURITY TOKEN TO THE END OF THE PASSWORD. Click Login, then click Next.
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Select the object and file

(}I_\)(;xriataloadcr

Step 2: Select data objects
Select your Salesforce object and your CSV file,

Select Salesforce object:
[] Show all Salesforce objects

Ad Group (SFGA__Ad_Group_c)
Answer (HOC_ Answer_c)

App Settings (HOC_App_Settings__c)
Association (HOC_Association__c)
Audit (HOC_Audit_c)

Case (Caze)

Connection (HOC_ Connection_ c)

[wm.] »

Contact (Contact)
Content Html (HOC__Content_Html_c)
Content Item (HOC__Content_Item_ c)

Conversation (sfdtwitter_ Twitter_Conversatien__c)
Event (Event)

Choose CSV file:  C\Users\Josh Kidd'\Desktop'.connections.csv

< Back Mext = Finish

Select Connection in the Salesforce object list. Then click browse to find the file you just created.
Then click Next.
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Create the field mapping

Match the Salesforce fields to your columns.

| Clear Mapping | | Auto-Match Fields to Columns

Name Label Type =
Hidden_admin_Field_c Hidden Admin Field string =
HOC_ CreationSource_c CreationSource string
HOC_Decline_Reason_c Decline Reason picklist
HOC_End_Date_Time_c End Date & Time datetime
HOC_Feedback_« Feedback textarea
HOC_Guest_Hours_Served_c Old_Guest Hours Served _double
HOC_ Guest_Veolunteers_¢ Gusst Volunteers _double 1l
uASs Was th . (Bl 1Y A

Drag the Salesforce fields down to the column mapping. To remove a mapping, select a row and click Delete. :.:l)

File Column Header Mame

Attendance Status HOC_Attendance_Status_c
Contact HOC_Contact_c
Qceurrence HOC_Occurrence_c

Role HOC_Role_c

Status HOC_ Status_«¢

Velunteer Opportunity  HOC_Velunteer_ Opportunity_c

| 0K ]ISaveMapping:[ Cancel

On the Mapping screen press "Create or Edit Map." On the screen that pops up, click "Auto-
Match Fields to Columns" then click "OK." The window will close and you will be back on the
Mapping screen. Click Next.
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Select log location

Coex

Step 4: Finish

Select the directory where your success and error files will
be saved.

Directory:  C:\Users\Josh Kidd\Desktop

Browse...

Finish

Cancel

On the Finish screen, click Browse and find the directory where you want to store the success

and error logs. Then click Finish. Your Connections should then be loaded into HandsOn

Connect.
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Importing Volunteer Opportunities via the
Data Loader

Do you have many Volunteer Opportunities that you would like to get into your HOC system
but you don't want to use the Volunteer Opportunity Wizard? The Data Loader (or similar
tool) would be a great choice for getting that done. This is considered advanced data
management.

Access the Data Mapping Table for preparing your data.

The Master field list will list all of the fields in each object and give the picklist values, help tips
and notes. By using the Occurrences tab within the Data Mapping table, you will be able to

prepare the file for import. Click here to access the Data Tables page.

Data Table Templates for HandsOn Connect [ Foton [o]
a ®

e

Here are the links to the Data tables to be used for data migrations. o

These files are updated regularly as changes are made to the Field List. In addition to the tables in this post,
clients will also need to reference the Master Field List to see the picklist values, help tips, and notes for these
fields.

When you open the table below, go to File and select "Download as" and select the "CSV (Current Sheet)" and
save it to your local system before you begin to populate the tables. You will find a different sheet for each abject.

» Full Set for Data Mapping _

Go to the Volunteer Opportunity tab and click on "Download As" and choose csv
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@ Secure | https://docs.google.com/spreadsheets/d/1pnbaHL- ObwgeUBXFsPFXItS!

Data Mapping Tables |
File | Edit View Inset Format Data Tools Add-ons Help Lastediiwas 2 da

. Share... % 0 o 123 - Arial - 1" - B
foo MNew -
T u v
Open... HO
1 E hedule Type| Registration Type Age Groups Served {
R Impect lividually  Express Interest i
Make a copy... heduled Only All Ages H

3

4

B Download as E ] Microsoft Excel (xlsx)

§ Emall as atachment... OpenDocument format {.ods)

L Version history i PDF document (.pdf)

L3 .

= Rename... Web page (.himl, zipped)

10 B Moveto... I Comma-separated values (.csv, current sheet) ]

11

= B Move to trash Tab-separated values (.tsv, current sheet)

13 .

— Publish to the web...

15 Emiail collaborators. ..

16

17 Document datails...

18 Spreadsheel settings...

19

20 & Print xP

¢ Keep in mind: Individually Scheduled Volunteer Opportunities can only have ONE
occurrence which is auto-created during this process, so for any Date & Time Specific
Volunteer Opportunities, you MUST also create occurrences. If you need to import

Occurrences as part of this process, please visit this post on Importing Occurrences.
You can also create occurrences manually within Salesforce.

Prepare Your Data

To add Volunteer Opportunities, you will need some information from your system before you
begin to create your data file. You will need to know your:

* Managing Organization ID
 Organization Served ID

* Hosting Organization ID

* Volunteer Coordinator ID
Location ID

You can find the ID from the address bar for each record. This ID will either be a 15- or 18-digit
case-sensitive value.
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landsOn e Search Salesforce
o°

ses  HOC I_ightning Home  Chatter Contacts s+  Organizations s~  Volunteer Events s~  Volunteer Opportunities s,  Occurrences
LL L]
Organization
B Xavier's School for Gifted Youngsters & + Follow Edit ~ Manage Lc
Volunteer Management Status Organization Type Phone Website
Active Nonprofit

Related List Quick Links @

[ Related Contacts (6) Velunteer Oppartunities [@ Locations (6) [ Registration Answers (0)
(Organization Served) (8)
Naotes (0) Files (0)
DETAILS RELATED MNEWS ACTIVITY CHATTE

~ Organization Information

Create your Import File

Remember, much of the data at the Volunteer Opportunity level is default data and used in
the creation of occurrences. Some of this information once set CANNOT BE CHANGED
(indicated by *). Also, refer to the master picklist values or custom values within your
instance to ensure correct population of information. In addition to explanations,
recommended defaults will be listed below.

These are the REQUIRED fields in order to have usable Volunteer Opportunities

« Import ID = any unique value you would like to assign to this opportunity in order to more
easily match for importing Occurrences

* Volunteer Opportunity Name = Name of the Volunteer Opportunity

+ Managed By = either Affiliate (you) or Partner (done through the portal)

+ Managing Organization* = |D for the Organization that will be getting notifications. If you
select "Managed by Affiliate", this will be the ID of YOUR Organization (the HOC Customer
record)

+ Hosting Organization* = ID for the HOC Customer (your organization)

+ Organization Served* = ID for the Organization that will benefit from this Volunteer
Opportunity. Locations should be 'owned' by this Organization

+ Default Location = ID for the Location

+ Description = can be plain text or HTML

+ Start Date = formatted mm/dd/yyyy
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End Date = formatted mm/dd/yyyy - must be after the start date
Opportunity Coordinator = ID

Status = Active

Type = Project

Maximum Attendance = must be greater than 1

Minimum Age (w/ adult)

Minimum Age

Minimum Attendance = must be greater than 0

Primary Impact Area = Other (choose from your picklist values)
Registration Cutoff = must be in hours

Schedule Type* = either Individually Scheduled or Date & Time Specific
Registration Type* = Sign-up or Express Interest Only

+ Age Groups Served = All ages
+ Genders Served = All Genders Served

+ Populations Served = Other (choose from your picklist values)

* - these cannot be changed once set

Once your data has been populated, be sure to save your file as a .csv for import.

Import your Data using the Data Loader

Here is an example of the fields necessary to import into the system. Save this file as a CSV, and

you will then begin your import.

6 H | 3 3 L M

L zation | Opportunity Coordinator | Organization Served | Age Groups Served | Default Location StartDate  EndDate  GendersServed  Maximum Al Minimum Ag Minimum Ag Minimum At Populations £
2 [RoBOAH |O0IINOODOLIPrEUOAT  DOLINOOOOLBCROBOAH | AllAges 0BINOGODDGeehBUAB | 01/01/1999 09/01/2018 All Genders Served

3 RoBOAH | 00I1NOOOOLIPIEUOAT  0011NOO00LBCRAKOAX | All Ages 30B1NOOOODGeehEUAB | 01/01/1999 (9/01/2018 All Genders Served

4 [RoBOAH |00IINOODOLIPIEUOAT | 0O1INOGOOLBCROBOAH | AllAges 20B1NOOO0OGeehBUAE | 01/01/199% (9/01/2018 All Genders Served

5 [RoBOAH |O0ILNOODOLIPrEUOAT | 0O1INOGOOLBCROBOAH | AllAges 20BINOOODOGeehBUAB | 01/01/1999 (9/01/2018 All Genders Served

6 [RoBOAH |0031INOOOOLIPIEUOAT | 0011NOD00LBCRAKOAX | All Ages 30B1NOOOODGeehEUAB | 01/01/1999 (9/01/2018 All Genders Served

H | ] K L ] N o 3

OrganizationServed  Age Groups Served | Default Location StartDate  EndDate  GendersServed  Maximum A1 Minimum Ag Minimum Ag Minimum At Pop.
GOL1NDOOOLBCROBQAH  All Ages A0B1NO0000GeehBUAE | 01/01/1999 09/01/2018 Al Genders Served 50 18 18
GOLINDOOOLBCRNKQAX | All Ages a0B1ING000DGeehBUAE | 01/01/1989 09/01/2018 all Genders Served 50 18 18
GOLINDOOOLBCROEOAH | All Ages a0B1INGOOOOGeehBUAE | 01/01/1989 09/01/2018 All Genders Served 50 18 18
GOL1MDOOO1BCROBOAH  All Ages A0BINGO0ODGeehBUAE  01/01/1999 09/01/2018 Al Genders Served 50 18 bi3

Primary Impi Registration { Registration * Schedule Type
1 Express Inter Date & Time Specific  Actve Project
1 Express Inter Date & Time Specific  Active  Project
1 Express Inter Date & Time Specific  Active  Project
1 Express Inter Date & Time Specific Actve Project
1 Express Inter Date & Time Specific | Active  Project

1 Express Inter Date & Time Specific | Active
1| Express Inter Date & Time Specific  Active
1 Express Inter Date & Time Specific | Active
1 Express Inter Date & Time Specific | Active

w X
Status | Type

Open the Data Loader

Click on either "Insert" and then proceed to login to your system. Insert will always create new,
while Upsert will either create new or update existing (and match on any externally available ID

such as the Import ID or the Salesforce ID).
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Iﬁ:enl:mln

= | Loginto the Salesforce org that you're imparting to or exporting from.

1 salesforce

* DAuth ) Password Authentication

1 Enviranment  Production v -

Login

N
—

Cancel

Link to the Volunteer Opportunity Object

[ BeN Load Upserts

Step 2: Select data ohjects
Select your Salesforce object and your CSV file,

Select Salesforce object:
Show all Salesforce objects

User (User)

VL Aceess [HOC_VL_Access_c)

Vol Registration Configuration (HOC_ Vol _Registration_Configu
Voluntear Event (HOC_Volunteasr_Evant_c)

Vol Jppar Wiluri poriunaly_c)
Volunteer Opportunity Question (HOC_Volunteer_Opportunity
Veluntear Qpportunity Security (HOC_Volunteer Opportunity £
Volunteer Teamn (HOC Wolunteer Team ¢l

Chooze CSV file: Browse...

< Back | M [ Cancel
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¢ If at alater time you decide you want to update these (or any) Volunteer Opportunities
and you chose Upsert rather than Insert, you would then be prompted to match on an
ID field. Since you're including the import ID, you would then select
HOC__Volunteer_Opportunity__c. You must have the Import ID in your file or SFID in

your file to do an Upsert. If you chose "Update" you MUST use the Salesforce ID to

make changes.

Map your Fields

Click on "Create or Edit a Map." The mapping dialog will pop up. You can click on "Auto-Match
Fields to Columns" or click and drage the fields from the top to the bottom section if you would

prefer (some may not map). If you auto-match, you still should verify that the fields were

matched appropriately. Click "OK" once all fields necessary have been matched. Then click on

"Next."

CRLT LTIt VL MUSTTERTE

HOC_Managing_Individual_c

HOC_Maximum_Age__c
HOC_Maximum_Waitlist_c

HOC_Minar_Waiver_on_File_Required_c
HOC__Mational Community_Impact_Geoals_c
HOC__National_Service Events_c
HOC__Opportunity_Approval_Manager_Email_c
HOC_Opportunity Characteristics_c
HOC_Organization_Served URL_c
HOC__Crientation_Reguired__c

HOC_Ownerld¥2_c
HOC__Partner_Staff_Email_c

B ]

it - Rl | Sy
Managing Indivicdual reference
Maximum Age double
Maximum Waitlist double
Minor Waiver on File Required boolean
Mational Impact Goals picklist
Mational Service Evenls picklist
Opportunity Approval Manager Email email
Opportunity Characteristics multipicklist
Organization Served URL wrl
Orientation Required boolean
Ownerldv2 reference

Partner Staff Email email

o o

Drag the Salesiorce flelds down to the column mapping. To remove a mapping, select a row and click Delete. <

File Column Header
Age Groups Served
Default Location
Description
End Date
Genders Served
Hosting Organization
Impart ID

Managed By
banaging Organization
Maximum Aftendance

M

HOC_Age Groups_Served_c
HOC_Default_Location_c

HOC__Deseription_c
HOC__End_Data_c

HOC_Genders Served_c
HOC__Hosting_Organization_g¢

HOC_Import_ID_¢
HOC_Managed By _«¢

HOC__Managing_Organization__c
HOC_Maximum_attendance_c
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Minimurn Age (w adult] HOGC_ Minimum_Age_ w_adult_e
Minimurm Age (wie adull]  HDC_ Minimurm_Age w o_adull_s
Minimumn attendance HOQC_ Minimum_aAttendance_c
Opportunity Coordinator HOC_ Opportunity_Coordinator_c
Organization Served HOC__Organization_Served__c
Populationg Served HOC_Populations_Served_c
Prisrary Impact Area HOC__Primary_Impacl_Ares__¢
Registration Cutoff (hours) HOC__Registration_Deadline_c
Registration Type HOC__Registration_Typa__c
Requires Invitation From HOC__Requires_nvitation_From__c
Schedule Type HOC_Schedule_Type_c

Skilled Volunteer Reguired  HOGC_ Skilled Volunteer_Required_c
Start Date HOC__Start_Date_c

Status HOC__Status_¢

Type HOC_Type_c

Volunteer Opportunity Name Mame

Ok Save Mapping Cancel

¢ Tip - there are additional fields available on the Volunteer Opportunity object - you
may even have custom fields on this object. All of these fields can be mapped in this
process if you include them in your data file.

Select where to save the success/failure files

You should create a folder or designate a location for all success and failure files to be saved for
your reference after your import.

Complete the Import

Click on "Finish" to begin the import. You will be prompted with a warning stating what you will
be doing ("You have chosen to insert new records.") and you must confirm that this is what you
wanted to do. As the data is being imported, you will see the successes and failures for the
import.

You are then giving the opportunity to see your successes or any errors. Click "OK" to return to
the main Data Loader screen.
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E Step 4: Finish

A~ A= | Select the directory where your success and error files will be saved.

| i J Processed 3 of 3 total records. Rate: 4,000 r...seconds. There are 3 successes and O errors.

salesforce

| The operation has fully completed. There were 3 successful inserts and 0 errors. | I

View Successes | View Errors

0K

SrLAll

Cancel

< Back

Cancel

Finish

[ I+

ot Delete

Check your data

Verify that the data was properly imported into your Salesforce Instance and that for any
Individually Scheduled Volunteer Opportunity that was created, an Occurrence was also

created.

-
oy HinndsOm
chitg®s

e
e
e

HOC Lightning

Home

Chatter

Contacts s

Search Volunteer Opportunities and mone,..

Organizations s

Volunteer Events

Volunteer Opportunities s

Ocourrences s

Recurrences s

Volunteer Opportunities
Imported Opportunities +

16 items + Sorted by Volunteer Opportunity Name - Filtered by Import 1D+ Updated a few seconds ago

VOLUNTEER OPPQ.. T | IMPORT .. » START D..» END DA.. “ DESCRIPTION v DEFAULT LOCATION v M. v M. v i
1 Ales for Alzheimers VOO00011 glarieee BI7f2019 <peAles for Alzheimer'... 1750 Yankee Doodle R.. 18 18 -
2 Dinner and Shelter Pre_.. VO000013 Brar1999 Bi7f20019 «strong=Having a plac... T10 Medtronic Parkway 18 18 -
3 Graffiti Cleanup VOO00005 B/8/1999 BITI2019 <peThe U District Part... 710 Medtronic Parkway 18 18 -
' Help Youth Volunteer _.. WO000010 B/8/1999 BI7r2019 Help young volunteers... 120'W Kellogg Blvd 18 18 -
5 Host a Holiday Party fo... VOOO00LT BIBI1999 BI7r2019 <pre style="white-spac... 690 Jacksom Street 18 18 - '
[ Join the Science Squad WO000003 B/8r1999 BI7f2019 Help inspire middle-sc... 1750 Yankee Doodle R... 18 18 -
T Operation HEALTHY M... VOOO0016 Blariess BITI2009 <strong>Having a plac... 121 West Franklin Ave... 18 18 -
8 Package Bulk Food for ... WO000006 BI8/199%9 BIT 2019 Help bag hundreds of ... Minneapolis Art Instit... 18 18 - ]
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A Remember - if you created any Individually Scheduled Opportunities through an
Import - you MUST create related Occurrences in order for them to be visible on your
public site in order for volunteers to register. To review documentation on importing
occurrences, click here
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How to Fix: Available Opportunities Found-
Showing Incorrect Values

Volunteer Opportunities | Search Results:

112 of 110 Available Opportunitizs Found

OPPORTUNITY ORGANIZATION WHERE TIME DISTANCE FREQ). -
Alternative Spring Artin Texas, Inc, Odessa 04-20-11 99+ Miles 2 More | =
1.00 hours .

Building the Data Table

The first step to batch updating the status for a set of volunteer opportunities and occurrences,
is building the report to get us the necessary information to update the record.

For this example, we will create a new Report

Go to Reports and click on the Create New Custom Report button

Help for this Page &)

€ Create New Report
Select Report Type

Select Category Select Report Type Prewiew

Organizations & Contactz
Opportunities

Customer Support Reports
Leads

Campaigns

Associations with Organization Mo
Locations PrE‘f_'iEw
Locations with Organization available.
Locations with Zip/Postal Code

Occurrences

Activities

Contract Reporis

Price Books, Products and Assets
Administrative Recorts

Other Reports o_

e

Ocecurrences with Location

Oceurrences with Recurrence

Ocecurrences with Volunteer Opportunity

Ocecurrences with Connections and Volunteer Opportunities
Questions

Questions with Volunteer Opportunity

Recurrences

Cancel  Create

Once you are able to edit the report, make the following changes:
1) Show: All Occurrences

2) Date Field: End Date & Time
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3) Range: All Time

4) Columns to Add

Volunteer Opportunity: Record ID

Occurrence ID (Salesforce.com ID field)

Volunteer Opportunity: End Date (Not the Volunteer Opportunity:End Date & Time)
Occurrence End Date & Time

5) Since it can be challenging to decipher the Salesforce.com IDs, you can keep the additional
columns such as Volunteer Opportunity Name to help you in managing the data. If you need to
filter or sort the data, you can also include the Occurrence: Occurrence ID field (OC-######).

Filters Add =

o Show | All ccurrences v io

Date Field End Dats & Tims ¥ | Range|All Tims ¥ | From H| To

To add filters click the Add button

Preview Tabular Format * Show * Remgoyg

Volunteer Opportunity: Record 10 Volunteer Opportunity: End Date Occurrence: 10 End Date & Time

a0MADDDD005BgWN 12/20/2011 a0CADDOO00SCUEN 12/30/2011 12:00 F
a0MADDDDD02yRwa 12/28/2010 =s0CADDDD0DEOEYR 2M10/2011 4:00 F
a0MADDD0005CDME ZZT/2011 s0CADD0D008F0aU 2272011 6:30 ¢
a0NADDDDD0EBUmY 2M8/2011 s0CADDOODOEOLET 2M18/2011 3:00 ¢
80MADDDD005BoeA Zi28/2011 s0CADD0D00EOIp) Zi28/2011 12:00 F
a0MADDDD002yRwa 12/28/2010 =0CADD0DD0DEC:Ni 215/2011 2:00 F
80MNADDDD0000eA: 12/21/2013 s0CADD0D0080aYH ZM0/2011 12:00 F
s0MADDDD000 e 12/21/2012 =0CADD0O008C=m 2M18/2011 12:00 F
a0NADDDDD00OeA: 12/21/2013 s0CADDDODDEDz. . 214/2011 5:00 F
a0MADDDD002yRwa 12/28/2010 =0CADD000080zRC 2/14/2011 8:00 F
a0MADDDDODDOTEY £/31/2010 =0CAD000003WGAg 8/30/2010 9:00 F
a0MADDDD00ECGUS E2011 =a0CADDDO00EFS44 E2011 11:00 ¢

Once all the columns you need are in place, click on Run Report and then Export as .csv

Editing the Exported Table

Open the Exported table and save a copy as a back-up of the data.
This is where it gets tricky.

What we need to do is compare the end date of the occurrence with the end date of the
volunteer opportunity, but the end date of the occurrence is in date & Time format so we first
need to separate the date and time into different cells. This is done by:
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1) Highlighting the column where the end date & time for the occurrence is listed. It is

important that the End Date & Time be the furthest column to the right; otherwise, it'll
overwrite the date when it is moved into the other columns.

2) Then select the option for "Text to Columns" usually under the Data menu.

At the bottom of the report, there is a footer, make sure to Delete these five rows from your
table prior to importing the data.

Once all the changes have been made, Save the file in a location where you can find it for the
import.

Data Review View Developer OffiSync salesforce.com
\Lb] Connections 4| 7o ¢ Clea =1 = =
2 (4[Z o =
i Pronertie i Reapply e L £
: Z| sort | Fitter ' Textto  Remove
== LIt LINkS 4 Advanced || Columns Duplicates
nnections Sort & Filter
= o
C D ' E F
lunteer -
portunity:
1 Date Cccurrence: 1D End Date & Time

10/4/2007 a0CA00000095GBY 10/4/2006 23:59
5/8/2008 a0CA0000009s5GEwW 10/4/2006 23:59
5/8/2008 a0DCAQ0000095GEx 10/4/2006 23:59

1/12/2006 a0CAO0000009sGBY 1/12/2005 23:59

10/4/2007 a0CAO0000095GEzZ 10/4/2006 23:59

5/31/2006 a0CAOQ000009s5GCO 5/31/2006 23:59

10/4/2007 a0CA00000095GC1 10/4/2006 23:59
5/8/2008 a0CAODO00095GC2 10/4/2006 23:59

In the Text to Column Wizard that opens, choose the following:
Step 1- Select Delimited. Then click next
Step 2- Select "Space" under the Delimiters options. Then click next.

Step 3- Confirm that the text is going to be split correctly. Then click Finish.
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-
Caonvert Text to Columns Wizard - Step 1 of I;_

The Text Wizard has determined that your data is Delimited,

If this is correct, choose Mext, ar choose the data type that best describes your data.
Criginal data type
Choose the file type that best describes your data:
@ Delimited - Characters such as commas or tabs separate each field.
9 (7 Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

End Date & Time

a/4/2008 11:55:00 BM
0/4/2006 11:55:00 BM
0/4/20086 11:55:00 BM
El F1Z/2005 11:55:00 BM

| Convert Text to Columns Wizard - Step 2 of

This screen lets you set the delimiters your data contains. You can see how your texti
the preview below.

Delimiters
Tab

[ Semicalon Treat consecutive delimiters as one

[] comma . IZI

Text gualifier:
Space
[T other:

Data preview

nd ate ime
0/4/2006 A1:-55:-00
0/4,200e L1:5%5%:00
0/4,200e L1:5%5%:00
F12/72005 A1:-59:-00

™

EEER

Cancel
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-
Convert Text to Columns Wizard - Step 3 of 3 _ liL - -

This screen lets you select each column and set the Data Format.

Colurnn data format

@ General . . )
_ ] J General converts numeric values to numbers, date values to
() Text dates, and all remaining values to text.

e o [f]

(7) Do not impert column (skip)

ﬁ"l

Destination: |sES1

Data preview

e | [ oo |

Once the Date and Time has been split into separate columns, we need to change the format of
the date column (Column E) so that it matches the Volunteer Opportunity End Date (Column C).

To do this, highlight Column E and select the cell format mm/dd/yyyy. (The cell format option is
located in different places for different, programs. You should look under the Edit or Formatting
menus. Some programs allow you to right click (or sometimes called wrong click) to get a
limited menu of options and Format Cells is usually included).
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A B C D E
Volunteer Volunteer Opportunity:  Volunteer
Opportunity: Volunteer Opportunity  Opportunity:
1 Record ID Mame End Date Occurrence: ID End
Format Cells 10/4/2006
10/4/2006
Alignment | Font | Border | Fill | Protection | 10)'4}'2006
Category: 1‘;12‘;2005
General Sample 10/4/2006|
Mumber End 5/31/2006
Currency.
Aocounﬁni Type: 10}[4;2005
s - 10/4/2008
F‘ErCE_I'IEIgE ;l‘r“;’idnesda\"; March 14,2001 10/4/2006
Fracten 3/14/01 7/10/2010
03/14/01
Text 14-Mar 7/11/2010
Special
Custom 14-Mar-01 7/11/2010|
Locale (location): 7/11/2010|
English (United States) 7/12/2010|
7/12/2010
7/12/2010
s 7/13/2010
Date formats display date and time serial numbers as date values. Date formats that begin with an 7/13/2010
asterisk {*) respond to changes in regional date and time settings that are specified for the operating 7/13/2010
system. Formats without an asterisk are not affected by operating system settings. 7/14/2010
7/14/2010
7/14/2010
7/21/2010
o 9/10/2008|
A& | ~annAnnnnnNEl~1L CANTDAII 2ARMC DADVIRI 11 M7/ 90N0  ~nc ANNNNNNG -2 7 al1efnno

Now that the cells are formatted the same way, we can enter a formula to compare the values.

In Column H, Row 2 (or another empty column, as long as you are in row 2) enter the formula

=IF(E2>C2,TRUE,FALSE).

Where E2- represents the cell that has the occurrence end date, and

Where C2- represents the cell that has the Volunteer Opportunity End Date.

(Note: if E2 and C2 are not the right locations of that information, then please update the
formula so that it has the correct location for each of those values.)

Once the formula is correct, copy the formula into the remaining cells in the table.

What the formula will return is the rows that are marked TRUE, are where the Occurrence End
Date is past the Volunteer Opportunity End Date so those Volunteer Opportunity End Dates
need to be updated so that all the occurrences fall within the Volunteer Opportunity Date
range.
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H2 - Jx | =IF(E2=C2, TRUE, FALSE) 1—.\__:5

B C D E
Volunteer Opportunity:  Volunteer

Formula H
Volunteer Opportunity  Opportunity: ' '

MName * |End Date | = |Cccurrence: 1D - |End * Date |~ |& * Time |~

Help teach the kids to reat 12/30/2011 a0CAOOOO00B0U2k grl12/30/2011 12:00:00 PM
Help Kids to Read 12/28/2010 EDC.&DDDDDM 2/10/2011  4:00:00 PM
Required servcie P77 2011 s A mmmm 5:30:00 AM
Workflow Test 3 3 3:00:00 AM FALSE

Occurrence End Date

Time After Time \LSE
Help Kids to Read 12/28/4010 a0CA00000020z 2/19/2011T  2:(JERCEIVI(glo [\

Arts & Crafts with Kids 12/31/20 12:0 Vimlorm \LSE
Arts & Crafts with Kids 12/31/20 12:00:007EMW FALSE
Arts & Crafts with Kids 12/31/201 5:00:00 PM FALSE

Helo Kids to Read 12/28/2010"30CAD0O0000S0ZRC 271472011 8:00:00 PM TRUE

Once you have copied the formula into all the rows. Any rows, where the result was FALSE can
be removed from your table.

At this point there are a few different options.

1) If there are only a few Volunteer Opportunities in which the Occurrence End Date extends
beyond the Volunteer Opportunity End Date you can just use the resulting table as a reference
and go into the actual Volunteer Opportunity records and change the End Dates to be inclusive
of the Occurrences.

2) If there are a number of these records that are impacted by this, then you can perform a
Import Custom Objects update.

To finish preparing the table to update the Volunteer Opportunity End Date, you need to:

a) remove any duplicates for the Volunteer Opportunities. There might be more than one
occurrence that is outside of the Volunteer Opportunity Date range, so make sure that you use
the occurrence that is the furthest out to set the new Volunteer Opportunity End Date.

b) Update the date in the Volunteer Opportunity End Date column to match (or | recommend 1
day greater than) the Occurrence End Date.

(Excel Tip: you can enter the formula =E2+1 into the C2 cell and it will calculate a new date for
you that is one day greater than the Occurrence End Date)

¢) When using the Import Custom Obijects in Salesforce, the only two columns that you need to
map are:

Volunteer Opportunity: Record ID to Salesforce.com ID
Volunteer Opportunity: End Date to End Date.
d) make sure you have deleted the report footer if you hadn't already.

For directions on how to perform a Import Custom Object, click here
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c2 - fi | E2+] t—

B C D
Volunteer Opportunity:  Volunteer

Volunteer Opportunity  Opportunity:

Formula 5

Mame * End Date |~ |Occurrence: ID | =1 End < Date |~ |&

Food Sorting for AIDS PI'CI_]I 1f1f2[|'13!@$;|:biu 12/31/2012  12:00:00 PM
Sports Intro 1/21/2011 a0CAQOD i 0:00 PM
Birthday blast 1/8/2011 a0CAODOOOO7S: New End Date 1:00 AM
birthday blast again 1/28/2011 a0CAODOOOO7TTEB] | 2/25/20117 8:33:00 AM
Help Kids to Read 12/28/2010 aOCAOD0D0080aYR | 2/10/2011  4:00:00 PM
Help Kids to Read 12432/901 0 ancannnonngnali 2/1a/7011  2:00:00 PM
Help Kids to Read \ . B:00:00 PM
bill deposit-14 Make sure that you only  |SErsEIaIey
bill dopsit have 1 Volunteer 6:29:00 AM
Summer of Service Oppcrtunity and that it has 11:00:00 AM
Alternative Spring Break 11:00:00 AM
Alternative Spring Break 4,#'15!2011'30(:.&.0000009&-1-'538 " af20/2011  10:00:00 PM
AFD Big Daddy Day 5/18/2011 a0CAQ000009WTNZ 5/19/2011  2:11:00 AM
Brackenridge Park Clean-u 1/16/2011 a0CAQDDDOOO9wWYdL | 4/22/2011  2:00:00 PM
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Data Table Templates for HandsOn Connect

Here are the links to the Data tables to be used for data migrations.

These files are updated regularly as changes are made to HandsOn Connect. When you open
the table below, go to File and select "Download as" and select the "CSV (Current Sheet)" and
save it to your local system before you begin to populate the tables. You will find a different
sheet for each object.

* Full Set for Data Mapping

The first tab is a Notes tab to with key and overall information with additional links to helpful
documentation. The last two tabs include information on standard dropdown values as well as
the master set of fields included in or utilized by HandsOn Connect.

Additional tables for Nonprofit Success Pack Users are included in that FULL SET.

* Households*
 Donations
+ Relationships

*note - for NPSP users using the Household Account Model (and not the Household object),
include the Household import ID in the Contact Table and list Households on the Account/
Organization tab in order to link multiple contacts to the same Household Account.

In addition to the table here is a tip sheet with notes on Excel shortcuts and checklist to make
sure you have the required fields and correct picklists:

Required Fields and Picklist Checklist
Tips for creating HandsOn Connect Tables

Recording of How to Create Tables
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