You can get

Instructions “How Do I...”

more detailed instructions on each in Quick Guides on Salesforce. The Quick Guides are on

the Documents tab in Salesforce. Select Quick Guides from the drop down list. There is one called

Volunteer P
that describ

rojects, which is a word document and it has a YouTube video at the top of the document
es how to create and use opportunities and projects in Salesforce. There is also one called

Creating and Managing Service, Opportunities and Projects that might be helpful.

Make sure t

o complete the creation in the following order, it will result in some of the data pre-populate

in each subsequent step. This document is also in the Quick Guides section in Salesforce ““Data Entry -

Suggested F

ield List for SAMPLE COMPANY”. Please fill in as many fields as possible, but these are

critical to SAMPLE COMPANY.

% Organiz
o

O O O O O O O O

o
% Contact

o

O 0O O O O O O O O O

e}

ation

Organization name (no acronym or abbrev in this field)
Acronym (use this field, if have abbrev or acronym)
Type

Main phone

(any other contact information you have)

Org Budget Size

Org Cause Area

Org Service Area

After SAVE

Main Organization Address

(if only have minimal info enter as lead)
First Name

Last Name

Organization Name

Title

Position Level

Email (any type and chose as preferred)
Phone (any type and chose as preferred)
Lead Source

After SAVE (confirm/enter the following)
Organization Affiliation

Address Information (add Main Org address etc.)

% Opportunity

@)
@)
@)

Opportunity Name (will self-populate)
Organization Name (will self-populate, if you enter the opportunity from the org record)
Lead Source
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e i
. Board Recruiting Template

O O O O O O

Stage

Sales Lead

Project Lead (not req. for initial entry)
Project Department

Job Code

Close Date (for current stage)

o Client Evaluation Contact
% Project
o Project Name (enter what will appear in evaluation)

Type

O O O O O O O O

Opportunity

Project Start Date

Status

Hours & Expenses Section

Other fields based on type
Add additional Time Resources, as needed
Confirm that you have entered the Project Lead and Evaluation Contact from the

Opportunity

Running a Candidate Search Report

Sewch

This is just a quick overview. Training is available in Salesforce for general report writing.

Deborah Gleason

Help & Training MAP CRM -
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Sewe | Sevehs | Close o Repart Properties | Add Repost Tyl
ields [anlalelc] Fmers Add v
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ot reper] | Date Fiekd Last ctrety [w| Range AlTee % | From 5l ™
— —
.;ﬁlche‘ﬁdﬂl 4 Fiter Logic: 1 AND 2 AND 3 AND 4 AND 5
C::‘“ E‘“‘*:"" 1 Vohuntess Status ¢uals “Ready Assigned with capacity”
iContact Ganer
@ Contect 2 Preferred Roles @quals “Service on a Nonprofit Board™
& Coviact G Akt 3 Tyt inclisdes “Human
G Creotea By s ocations nciudes
G Crested Alas 5 inchados ash Flow™

i Liat Moot By
4 Last Mockied Abas
4 Sehtation

4 Frst Name

4 Last Name:
 Tie

i Departrtird

) Bathste

4 Lend Source

4 Cramer ok Display
i Crornse ok Mertes
Tt Actrty

4 Destripton

) Lnst Modited Date
) Crested Date

4 Cortact

4 Reports To

0 Linat St Tonach Recpast |
Lt Sayan-Towch Save Dat
i Contact: Address

4 Preteered Strest

i Prateered Addeess g |

i Preterred Adrers Lne 2
4 Preterred Address Line 3

4 Preferred Cty

4 Preteered StateFrovince
 Preterred IpdPostal Code
4 Preterned Country

4 Home Street

4 Mome Address Line 1

& Mome Address Line 2

L

- I af

Praview

First Hame Last Harme:
Leslie J

Danvid Mathias
Carissa Krautkraenes
Er Anderson
Erick Johnson
Michelle Hayden Soderberg
Michael Wasik
Michagl Wasik
[Sarah Rerwley
Saan Ruwley
Carothy Wttt
Dorothy Wuten
Brian Williarns
Diogo Rels
Suzanne Pearl

[Mark Bruce
Thiress Cosgrif

anmael Oarbis Basit Mccunl.mg S\ﬂ-ui Sudgelunﬁasn Flow: Financial Plan '} Fund Mcnunbng Basics Re(onc||-a|-mt-ene|alLecierﬁc(ounnro

Tabular Format ™ Show ¥ Femove Al Cobeng

Aceounting snd Financisl Mansgement

Finansial Planning

Financial Plarning

Basic Arcounting Set-up; Budgeting/Cash Flow, Fund Accounting Basics; Reconciliabon/General Ledger Atcounting

Basic Accounting Setup; Financial Flanning; Fund Accounting Basics

Financial Plarning

Bagic Atcounting Setup; BudgetingiCash Flow; Financial Planrang, Fund Accounting Basics; RetonciliationiGeneral Ledger Avtounting
Finansial Planning

Financial Plarning

Bagic Atcounting Setup; Budgeting/Cash Flow, Financial Planrang, Fund Accounting Basics; RetonciliationiGeneral Ledger Actounting
Basic Accounting Set-up; Budgeting/Cash Flow, Financial Flanréng; Fund Accounting Basics; Reconcilation/General Ledger Arounting
Basic Accounting Setup, Budgeting/Cash Flow, Financial Planning; Fund 3
Basit Accounting Setup, Budgeting/Cash Flow, Financial Planning; Fund Ascounting Basics; Reconciliaton/General Ledger Autounting
Basit Arcounting Setup; Budgeting’Cash Flow, Financial Planning; Fund Accounting Basics

Basic Accounting Setup; Budgeting/Cash Flow, Financial Planning

Basic Accounting Sét-up, Budgeting/Cash Flow, Financial Planning

ndger Acounting

Basic Accounting Setup; Budgeting/Cash Flow, Financial Flanning; Fund Accounting Basics; Reconciliaion/General Ledger Accounting

Financial Planning

Title

Customer Development Manager
Product Devtlopment Manager
Senier Auditor

Director, Product Development
Director of IT Architactire

CFO

3

Preferred Phone
E1D 3652141
(612 432.37889

Preferred Email
licampbesg@iandolakes com
mathiasB1 2@gmall com

Preferred Street

935 Westwind Drive -
TE01 Garbeld Unit 8

8607 West 25th Street

13125 Tachaology Orien

7776 Zanabar Lane Nodh
7776 Zanzibar Lane Norh
100 Soum Fifth Steet, Sui
100 Souh Fifth Streset, Sul
ta B, Suite

{612) 267-7870 carseakrautkramen@gmail com

(651) 336-4314 shiding@gmall com 3613 Belden Or ME
E12) 8101035 rick johnson@optumn. com

(763) 248-3623 soderbergim@eome astnet 16235 9th Ave N
(763)350-4468 mitwasikEoomoast nel

(T63)340-4488 mitwasik@comeast net

612-342-0319 srowleyi@oartaw com

B12-342-03019 SHOWIEEDaraw com

TERS4E-0809 com B4GS W

7635 tom

763-847-0216
TERI60-0023
(B51) 246-4224

brianwiliame@euhlergroup com
dicgo rels@comsastngt
suzannepeaniByenad corn

mark,

651-4T0-4168
052-B57-T424
—

thcasgrf@amail com

michael garbis @omailcom

465 Wayzata Bive, Suite
10440 Naman Lane Nodh
2001 Gunding Trall North
2122 Dinton Avenue
AgLt

8937 Stratford Crossing
1837 Summit Lane
7000 Qus Cirele

Section 1 — This is the list of available metrics. You can drag and drop from here to where you want in
section 2 or 3. You can scroll through to find what you want or type the first few letters to narrow the
search. Finding the right variable may be a little challenging.
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Section 2 — This is the criteria for the report.
Filter Logic is the how you want the rules to relate. The one above of 1 AND 2 AND 3 AND 4
AND 5 means that ALL of the conditions must be met. If you want either one rule or another to
be met, use and OR. When you add rules, you need to change this as well. Salesforce will give
you an error if you do not have the logic to cover all rules.
Rules are a metric and how they relate to a value. If you have only one value, use “equals” this
is an EXACT match only. If you have multiple possibilities (Minneapolis or St Paul), use
“includes”. You can also use “not equal to” and leave the field blank if you want anything with a
value. This is good for the Skill groups, so you can get all records with any value in the Skill
group you care about for the search.
Try to make these simple and direct. Also, you can only have 9 statements currently.
Section 3 — This is the preview of the report. Drag and drop new columns from section 1. If you want to
remove a column, just drag and drop it off to the left. This is NOT the complete report. That will not be
visible until you Run the report.
Section 4 — This is where you can save the report. MAKE SURE TO NOT SAVE OVER OUR TEMPLATE
REPORTS. Use the save as for the first time you are editing the report.
Section 5 — Click this to run your report.

On the client record, select “Volunteer Resources”. Then select “New Volunteer Resource”.

Home Chatter Leads Organizations Contacts Opporiunities Recurring Donations & Pledges  Campaigns Reports  Dashboards Documents  Contact Merge +

Volumesr Resource Edit

- New Volunteer Resource

Volunteer Resource Edit Save  Save & Hew  Cancel
Information
Associated Project ICar.-er-Sl: ott Humane Soc &) Welunteer Assignment Status Accepled =
Assoclated Volunteer  [Abigail Gregory Q Assignment Start Date 122012 [ 41202012 )
Recipient  [Fonar Scott Humane Soc &) Assignment EndDate [~ [ 4202012

Board Term
Board TermUnits  [_po-o—o

Save  Save & Hew  Cancol

Associated Project — Key part or the entire name of the Project and hit the search (little magnifier), then
click on the proper Project.

Recipient - Key part or the entire name of the opportunity and hit the search (little magnifier), then click
on the proper Opportunity.

Board Term and Board Units — IF you know this, enter them. Often this is not known or terms are
renewable.

Volunteer Assignment Status — This can progress through “undecided” to either “accepted”, “declined”
or “rejected” (“undecided pre 2011 is for data transferred from Legend).

Assignment Start Date — the date the candidate started serving on the board.

Assignment End Date — will populate if you fill in the term and units. Often not known.

Return to the contact record to update the Volunteer Status.
Ay
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Closing a Project (Screens)

There are two screens that need updating when a project closes.

The first is the client Opportunity.

Home Chatter Leads Organizations Contacts

Opportunity Edit

Projects

(' Prevent Child Abuse Minnesota-X10-2011-07-20

Opportunity Edit
Opportunity Information

Opportunity Name

Drganization Name

Lead Source

[[Frevent Child Abuse Minr
Prevent Child Abuse Minr "=
Direct marketina mailina =]

Save | Save & New  Cancel

Saleslead || Jger

=1 [Judy Sharken Simon Q)

Project Lead IUser

Project DepanmentType

- Strateaic =]

Job Cade

Redesign and Other

Redesign Project Outcome

Red Boxed Section

|10 - Board Recruitmant

--None-- -1

=] [Deborah Gleason Q)
=l
Save  Save & New Cancel

Recurring Donations & Pledges

Campaigns

Reports

Opporunity Record Type

Opporunity Owner

Dashboards

Documents Contact Merge +

Senices

Deborah Gleason

Send Evaluation On Proje

Prabability (%)

Date Contract Signed

Client Evaluation Contact

Close Date

|[Frzaizo11 [4mr2012]

|[Proiect Complete - Eval Sent =]

Karina Fomest Perians | ')

amplete |

100

Stage

(420121043 PM)

- Enter the close date (DO NOT back date, it impedes the evaluation process).
- Update the Stage to “Project Complete” (this example has already gone through the evaluation

step).

- Make sure there is a Client Evaluation contact and that it is current.

The second is the client Project.

ome Chatter Leads Organizations Contacts Opportunities

Projects

Recurring Donations & Pledges  Campaigns

Reports

Dashboards Documents

Contact Merge 4

Project Edit

. Prevent Child Abuse Minnesota Board Recruitment 7/20/2011

Project Edit

Information

Projoct Hame  |[Brevant Child Abuse Minn

Short Hames

Status

Completed =

Opporturity “Eagmnt Child Abuse Minn &)

Save  Seve Slew Cancel

Account  [Brgvant Child Abuse Minn ‘&)
Project Description  [peenit 2 candidates Spring 2011 Sale =
wpe  |..None- .
Flat Fee Amdunt

Red Boxed Sections

- Change the Status to “Completed”
- Enter the “Project Complete Date” (preferably today or the same as what was entered on the

Opportunity.
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