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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 

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: 

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. 
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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! 

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 
• HOC ID 
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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") 

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

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. 
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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) 
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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! 

HOC ID 

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 
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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. 
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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) 

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" 
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Setting the Export Specifications 

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” 
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Retrieving Export 

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. 

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 

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

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. 
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Select the Values to Retain 

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 

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

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. 

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. 
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Select the Values to Retain 

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 
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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 

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 

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. 

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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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. 
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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.  First look 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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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!) 

You can also delete records through the related lists. 
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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 

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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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 

Click on the link to get to the recycle bin home page 

How to Empty the Recycle Bin 

Everyone has access to their personal recycle bin. 

System Administrators have access to everyone's recycle bin ("Your organization's recycle bin") 
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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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Simple Data Updates using Views 
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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 

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

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. 
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Edit All Records 

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 

You'll be given the option to edit one record, or all the 
records you've selected. 
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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 

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! 
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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 
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However in list views for connections, organizations, and 
contacts - you may find there is no check box. 

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 
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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. 

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. 

Page 48HandsOn Connect - Data Management for Salesforce Administrators



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 
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"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. 
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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 

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. 

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... 

Pick the appropriate formatting. 

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

Next, we open an Occurrence csv file in Excel 

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. 

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. 
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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! 

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 

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 

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 

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: 

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 I am going to 'filter on' to find the records I'm looking for 
• Organization Name (The field I want to update) 
• Contact Type (The other field I want to update) 
• Organization ID (so I can find the Organization ID to ensure I 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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I can now export the data by clicking on export details. 

Exporting the data 

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

I 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 I can open in excel. 

I 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. 
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1) First I save the original file on my hard drive - in case I need to convert the data BACK the way 
it was! I 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: I 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 I 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: 

My revised spreadsheet looks like this: 
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I'm now ready to import the data back into Salesforce 

Batch Updating the Records 

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 

We've got step 1 done! 

Step 2 

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 

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 

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

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. 
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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! 

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

You can see when the import is completed 

If I go to the Target organizational record - I see all my 
contacts are now associated with the organization 
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I can click on any of the contacts, and I'll see their contact type is now 'employee'. 

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". 

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. 

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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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 

Page 75HandsOn Connect - Data Management for Salesforce Administrators

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


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. 

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

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

Page 80HandsOn Connect - Data Management for Salesforce Administrators



Page 81HandsOn Connect - Data Management for Salesforce Administrators



Advanced Data Management Tools 
for HandsOn Connect 
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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 

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:  

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. 

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

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. 

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

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 

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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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. 
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Now that everything is mapped - click on 'next' 

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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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 I 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. 

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. 

 

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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(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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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. 
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Remove the footer on the .csv file, and save. 

Step 5: Import the connections 
Click on the "Import Connections" link in the sidebar widget. 

First 

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

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. 

Page 96HandsOn Connect - Data Management for Salesforce Administrators



(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" 

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

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" 

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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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. Export the 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. 

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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Batch Creating Connections 

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

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. 

2. 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. 

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

Getting your Contacts - View 

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 
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Importing Connections - Step 2 

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. 
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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. 
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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. 
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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. 
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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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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 

Page 111HandsOn Connect - Data Management for Salesforce Administrators



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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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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The import wizard will open up in a new window. 
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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 
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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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Once you are able to edit the report, make the following changes: 

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-######). 
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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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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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The import wizard will open up in a new window. 
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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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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. 

Once you've removed the duplicates, you can proceed with the steps for the Import Custom 
Objects Wizard. 

Page 127HandsOn Connect - Data Management for Salesforce Administrators



Email Notification 
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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 

Once in the Occurrences object.  Click on "New" 

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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Be sure to click Save when modifying any filters for your list view. 
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Changing the Opportunity Coordinator 

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. 
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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. 
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(Advanced) Using the Apex Data 
Loader 
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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 

After clicking "Download the Data Loader" save the ApexDataLoader.exe file to your system. 

Once the file has been saved, run the ApexDataLoader.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 UserID. 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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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 

Note "Upsert" is a combination of Insert and Update. This task updates existing records and 
inserts new ones based on the data being imported. 

Page 138HandsOn Connect - Data Management for Salesforce Administrators



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 

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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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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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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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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4) Once you have set the fields and clauses, click Finish. 

You will receive a confirmation message to proceed. Click Yes. 
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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. 

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. 

Page 145HandsOn Connect - Data Management for Salesforce Administrators

http://support.handsonconnect.org/entries/20053518


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. 

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. 

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 
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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. 

Open the Data Loader 

Click on "Upsert" and then proceed to login to your system. 
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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." 
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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." 

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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Verify your data 
Return to your Volunteer Opportunity to verify that your occurrences were appropriately 
created. 
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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. 

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. 

Apex Data Loader 
Open the Apex Data Loader and Select Update 

Enter your username and password. 

The password is your usual password followed immediately by the security token: 
PasswordSecurityToken 
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Click Login, and then once successful click Next 

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 
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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. 

1) Click on Create or Edit Map 

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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Confirm that your fields are mapped correctly and click Next 

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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It will provide you with a warning message that once updated, it can't be undone. Click OK 

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. 

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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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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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 

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, I 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 

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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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 

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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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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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. 

1) Click on Create or Edit Map 
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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 ParentId 

Private to IsPrivate 

Title to Title 

3) Once all the fields are mapped as needed, click on OK 
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Confirm that your fields are mapped correctly and click Next 

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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It will provide you with a warning message that once updated, it can't be undone. Click OK 

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. 

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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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. 

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. 

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 
LanguageLocaleKey. 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 LanguageLocaleKey should be en_US. EmailEncodingKey should be 
ISO-8859-1. 

Filling in the Profile ID column 

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 

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 

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 

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 

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. 

Page 174HandsOn Connect - Data Management for Salesforce Administrators



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 

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. 

Create a new spreadsheet with the following 6 columns: Contact, Volunteer Opportunity, 
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. 

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. 

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 

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 

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 

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 

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. 

Go to the Volunteer Opportunity tab and click on "Download As" and choose csv 
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 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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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* = ID 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 

Page 183HandsOn Connect - Data Management for Salesforce Administrators



• 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. 

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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Link to the Volunteer Opportunity Object 
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 If at a later 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 SF ID 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." 
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 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. 

Page 187HandsOn Connect - Data Management for Salesforce Administrators



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. 
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 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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(Advanced) Data Management 
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How to Fix: Available Opportunities Found- 
Showing Incorrect Values 

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 

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-######). 

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. 

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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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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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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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 I 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) 

c) When using the Import Custom Objects 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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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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