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1 GETTING INFORMATION OUT OF SALESFORCE

1.1 WHEN IN DOUBT, SEARCH

We covered this a little bit in the last training module. When you need to lookup information on a
person or company, use the Search window at the top.

“l> ‘m‘ Gl i httpsy/fnaf  salesforce.com/homefhomesp

@ ; ¢ sy £ search
LBl
My Recent tems

i Martimer Snydorass
Chatter Contacts 3§ Shirfey Snydgrass Les
&r Shirley Snydgrass 5100 Donation 01222018 | heART 2017 Campaign {r==
E David Lindstrom & Shirley Snydgrass $30 A Sales 0112212018

Tssday Janunry 23 201 W' Snydgrass Foundation

W Snydgrass Household
A tide Feed
Search hor sy (stans wilh)
@ Post &/ New Contact — sy wew vryame.. U T ——

=Tare an :.!_‘l'_|___3'l'|||lu|| 2OMaene m Compli

Tall sues

As shown above, | started typing-in the first letters of the last name of someone | want to lookup
(red arrow). After typing only the first three letters, | have narrowed down the Search.

Search TIPS:
It doesn’t matter whether you trying to find and Account, a Contact, an Opportunity.
Always search first. (It is usually the quickest way to get to where you want).
Don’t worry about capitalization.
Search on a Last Name and/or a First Name. Example: lindstrom or david
Search on an email or part of an email
Search on an address, or part of an address (even just a house number)
Search on a phone number (or part of one)
Search on a zip code
Just start typing letters of the name — a drop-down of possible matches appears

You can search on part of a name. ESPECIALLY GOOD WHEN YOU SUSPECT MIS-
SPELLING OR MULTIPLE, DUPLICATE RECORDS - Example: sch* or shn*d*

What if | am not sure about the spelling?
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anqrﬁrl

Saarch for snd™*

ts Accounts Opporunities Campalgns

sn=d*

1/ Contacts (8)
Action Hame Hom
Edii  Shirley Snydgrass
Edn  Medimer Snydgrass
Edit  Suzmie Mewman
Lawrence & Julie Ann
Snvder
Ean  Willam Snead
Show More

u*u

If | wasn'’t sure if it was spelled, “Snydgrass” or “Snidgrass,” | could use the character, and

type: sn*d* - In other words, the name starts with “sn,” and has a “d” in it.

The Search returns the above records. | know, probably from guessing the first name, which ones |
am after. If not, | could look further, but clicking on my best guess, and finding more information
(like an email or address) in the detail records.

1.1.1 The Search icons and Salesforce Objects

sny sny sny
1y Recent [tems My Recent ltems My Recent ltems
Vortimer Snydagrass £/ Wartimer Snydgrass £/ Mortimer Snydgrass
5 Shirley Snydgrass ] ° Shirley Snydgrass -] Shirley Snydgrass
| “ ) Shirley Snydgrass $100 Don | Shirley Snydgrass 5100 Don - “ ) Shirley Snydgrass $100 Don
“ ) Shirley Snydgrass $30 Art Sa =hirley Smydgrass $30 At Sa Shirley Snydgrass 530 At Sa
. Snydgrass Foundation Y Snydagrass Foundation Snydgrass Foundation
. Snydgrass Household . Snydgrass Household Snydgrass Household
Contact Record icon Opportunity Record icon Account Record icon

Let’s look a little closer. In the above Search, there are three types of objects, or record sets to look
at. Our person of interest (and another person in his Household) have all three types of records,
relating to the Objects below:
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Account — A grouping of one or more people, together for
Account c

a commen purpose, Example: Company, Business,

Organization, Household, etc.

Contact Contact = A person of interest, associated with a
Household and possibly affiliated with a company or
organization.

Opportunity Opportunity = A revenue transition (money coming-in)

that you want to manage.

» Mortimer and Shirley, who live in the same Household -- at this point, we don’t know if they
are husband and wife, father and daughter or two people who have the same last name —
we would need more detail for that -- each have a Contact record (red circle left).

» Because there is only Household Account record (red circle right), | know that both
Contacts are in the same Household. (This is more clear on detail screens.)

» The other Account record (red circle right) is NOT a Household. | know that it must be an
Organization Account (which might or might not have anything to do with the Contacts — |
would have to look at detail screens to tell further.)

» Shirley has two Opportunity records (red circle middle). One Opportunity was an Art Sale
and one was a Donation.

By clicking on any one of the options, | can go into the appropriate detail records.

1.2 CONTACT RECORDS

salesforce r# earch Search David Lindstrom: = Setup  Help & Training ProjectOnward CRM =
L
Home  Chatir counts  Opporunities  Campaigns  Recurring Donations  Leads Reports  Dashboards Documents  +
- Cantacts Teil me mare! | Help for this Page
%/ Home
View: [Recently Viewsd Contacts || (Goi| Create New View 0
All Contacts
e Bathdays This Month Hew |Recently Viewed |
My Contacks
Name faw Last Week ine Phane Mobile Email Mailing Street Mniling City Mailing State/Pravince
Snyds Hew This Week 3211 Main Streat Emallavlle L
NG Rocently Viewed Contacts martie32BEgmail com 3211 Main Street Smaliaville iL
[ & aurn (773) B81-1645 (T73)BA1-1645 mmeci026153¢@anl com 9914 5 Hamiiton Chicago L

If you want to look at a specific Contact record, use the Search, as described above. However, if
you want to look at a list of contact records, click on “Contacts” on the menu (red circle).

You can quickly organize the list of Contacts by using the drop-downs on each side, at the top of
the screen (red arrows).

Note that this screen is only a very partial listing of Contacts. To see the whole list, you need
to use the Reports function, which is covered later in this training module.

Click on any link to get to the Contact detail record.
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1.2.1 Contact Detail record
Shirley Snydgrass
(o] £ |

Relationships [01 Organization Affiliations [0] Activity History [01 Open Activities [0] Opportunities [21 Recurring Donations [01 Campaign History [11 Notes & Attachments [01

Contact Detail [Edit| Pelete | | Relationships Viewer
¥ Contact Details —
Name  Shirley Snydgrass Private
Account Name  Snydgrass Household Birthdate
Primary Affiliation
Title
Gender

Description  This is person is very special to Project Onward. She doesn't along giving history, but she has been made up by Dave, who likes to write tombs.

¥ Contact Information

Preferred Phone Preferred Email
Home Phone Personal Email
Mobile Work Email

Work Phone Alternate Email
Other Phone Fax

¥ Address Information
Primary Address Type Home Secondary Address Type

Mailing Address 3211 Main Street Other Address
Smallsville, IL 60702
A Map error: g.colstaticmaperror

Google Map data ©2018

Current Address  A-00605
Address Verification 5tatus

Address Override

¥ Household Address

Household Mailing Address 3211 Main Street
Smallsville, IL 60702

As shown above, the Contact Detail record contains everything that we know about a
Contact, including any history of giving, buying art, etc. It may be easily updated by clicking the
“Edit’ button (red circle), for instance to add a phone number, change the address, update the
description, etc. Updating records will be covered in another training module.

Note the map: Because | made-up this address, the map is broken. Otherwise, it would show the
location of the address.
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¥ Donation Information

First Gift Date 1222013 Last Gift Amount F100.00
LastGift Date 12272018 Largest Gift  100.00
Average Gift 510000 Smallest Gift  $400.00
Best GIN Year 2018 Baat GITt Year Total F100.00
* Donation Totals
Total Gitts - 5100.00 Total Humber of Gifts 1
Total Gifts Last N Days 510000 Humber of Gifts Lastl Days 1
Total Gifts This Year 510000 Humier of Gilts This Year 1
Total Gifts Last Year S0.00 Number of Gifts Lasi Year [1]
Total Gifis Twe Years Aoo 50.00 Humber of Gifts Two Years Age 0
¥ Soft Credit Total
Saft Credil Tatal S0.00 Sof Credil Lagl Yedr 000
Soft Credit This Year . 50.00 Soft Credit Two Years Ago - 30,00
Soft Credit Last MDays  50.00
* Household Donation Info
Total Household Gilis S100.00 La=zi Household Gift Dale 1222018
Total Househodd Gifts Thez Year 510000
Total Househobd Gifis Last Year  30.00
* Membership Information
Membership End Date Membership Jain Date
Last Memberahip Level Last Membarship Date
Last Membership Origin Total Membership Amount 30,00
Last Mambership Amount  50.00 Humber of Memberships 0

* System Information
Created By

Confact Qwner

David Lindslrom, 1222018 4:01 PM
1 David Lindstrom [Changsa]

Lasl Modified By
Lead Source

David Lingstrom, 1232018 1:35 PIY

Edit | Delete | Relstionships Viewer

As pictured above, if | scroll-down on the Contact Detail record, | see a summary of different
aspects of the Contact’s History, including Donation information (for both the Contact and the
Household —i.e. totals for the entire Household.)

By default, Salesforce lets you update this information. But it is best NOT to make updates.
These totals are calculated every night by Salesforce and overwritten. The totals are based
on information from Opportunity records.

1.2.2 Opportunities for the Contact

Account - A grouping of one or more people, together for
a common purpose. Example: Company, Business,
Organization, Household, etc,

Account

Contact — A person of interest, associated with a
Household and possibly affiliated with a company or
organization.

Contact

Opportunity Opportunity — A revenue transition (money coming-in}

that you want to manage.
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Remember that Opportunities can be Donations, Grants, Art Sales, Event Tickets, etc. They
can be accessed from a Contact record.

E Relationships New Relationship Rsiatinnships Help (7

Mo pecords to display

': Organization Affiliations New Affiliation Drganization Affistions Help 17

Mo records to display

Activity History Lega Call | Mail Merge | Send an Emall Activity Hislory Help (7

Mo records toe display

Open Activities Hew Task | Hew Event Opon Activees Halp (7

Mo records to display

& . 9

() Opportunities Wew Opportuniy Sepaciunbic el 43
Action Opportunity Nama Stage Amount  Close Date Acknowiedgment Date
Edi| Del - Shirley Sovdarass 530 At Sales 01P22013 Commission- Closed B30.00 WZHZ01E
Edit| Del Shifley Sn 1 ipn D1 i Posted $100.00 1222018

&% Recurring Donations Hew Recurring Donations | Recuring Danalions Helg (2
Mo records Lo display

" Campaign History Add fo Campaign Campaign History Help |7
Action Campaign Name Stari Dafe Type Stafus Responded Member Status Updated
Edil | Died | Yiew LheART 2017 Campaign QM7 Cihar Responded = 12242018 6:06 P

MNotes & Attachments New Hote | | Attach File Hobes & Afpchments Halp 17

As pictured above, if | scroll-down EVEN FURTHER on the Contact Detail record, | see
sections that come from other records, and which are linked to this Contact record. The section that
we often scroll-to, is Opportunities. Each line that shows is a linked Opportunity record for this
Contact.

| can either click the black Opportunity record link (under “Opportunity Name”), to view the
Opportunity record, or | can directly Edif the Opportunity if | need to update it. (This will be covered
in another training module).

1.2.2.1 More Opportunities?

Note that ONLY A FEW Opportunities show on the Contact record.
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(! Opportunities Hew Opportunity

Action  Opporiunity Hame
Edil | Del Maureen McCabe $30 Ak Sales 07712015
Edit | Del Maureen McCabe 520 At Sales 082172015
Edit |Del Mauresn McCabe §25 A Sales 08292045
Edil | Del Maureen MoSabe 2120 Ad Sales 11HMTE015

Edit | Del Maureen MoCab 0 Ard Sales Q82 1/2015

Show S mare = | Go to list (381 =

Only 5 Opportunities show. And, these may not be the most recent ones. As in the example above,
from a different Contact, if there are more than 5 Opportunities, there will be a link to see
more, or the complete list (red arrow above).

Opportunities

(' David Lindstrom

Contact: David Lindstrom

Action  Opportunity Rame stage

Edit | Del DavidLindsirom $50 Denation 11672017 Posted
Edit | Del David Lindsiom 510 Danalion 00272097 Fosted
Edit|Del Deavid Lindsirom $10 Denalon 0872772077 | haART 2017 Camgsiqn FPosted
Edit | Del David Lindstrom $10 Donation 06AQT2097 Celebrate Kim Jacob's S0th Birthday Fosted
Edit | el Daad Lindstrom 5§10 Doenalion 06072017 Endangered Buildings - Placas thal Matter - Aug. 4 Posted
Edit Del David Lindstrom §150 Event Tickeis 08/7/2017 Endangered Buildings - Places that |atter - Aug. 4 Posted
Edit | Dol Maureen McCabe 3375 Ad Sales 0420/2017 Fosted
Edit el Maureen McoCabe 315 At Sales 040620417 Fosted

Now all the Opportunities show, ordered with the latest ones at the top. Note that the list
includes all Opportunities for the Household.
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1.3 HOUSEHOLD ACCOUNT RECORDS

Account — A grouping of one or more people, together for
Account :

a commaon purpose, Example: Company, Business,

Organization, Household, etc.

Contact = A person of interest, associated with a

Contact : 7 .
Household and possibly affiliated with a company or
organization.
Opportunity Opportunity = A revenue transition [money coming-in)

that you want to manage.
Every Contact is part of a Household, and has a Household record. Remember that a
Household is a type of Account. The other type of Account record is Organization.
A Household record is automatically created by Salesforce when you create a Contact.

A Household record is automatically deleted when there are no more Contacts associated
with it.

1.3.1 Household Detail records from the Contact record

David Lindstrom

] ]

Contact Detail Edit| Delete| Relationships Viewer

Hame  David Lindstrom
Account Mame  McCabe and Lindstrom Household @

Primary AfTiliation

* Contact Detalls

As shown above (red arrow), a Contact’s Household can be accessed from the Contact
Detail record. Click on the link to access the Household record.
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McCabe and Lindstrom Household

Cizstomize Fage | Edt L

o] ] s
E
¥ -Hidi Feedd
& Post & HewContact & Quick Update More » & Foliow
EEEN
L%I Followiers
L]
All Updates
There zre no updales. G
« Back ko List: Contacts
¢ Comacls |2 Ooporuniies 15«1 | Hacuming Donatons 101 Addrassee (1) | Opan Actidbias [0] Attty Higfony 101 Noies & Aftachmands i)

Account Detail
Account Name
Primary Contast
Formal Greeting

Infarmal Greaiing

Edit | Delete . | Manage Housahold
MoCabe and Lindstrom Household [Viaw Hierarchy] Phone
a0 M Humber of Housahokd Membars
Maurzen McCabe and David Lindstrom

Maureen end Dadd

 Address

Billing Address 4014 5. Hamillan

Chicago, IL 60643
us

Shipging Address

Some things to note on the Household record, above:

» | can directly Edit the Household record, using the “Edit” button (red arrow on the right).

» The Primary Contactis Maureen (lower red arrow). This means that any Opportunity
created from this Household record will be “Soft-Credited” to Maureen.

« If I put my mouse over the row of links across the top (upper red arrow), | will see more
detail with links. For instance, | can quickly see all the Contacts in the Household (and click
a link to get to a particular Contact Detail record, if | want to.)

» The address in the Household record will apply to each Contact, unless a different address

shows on a Contact record.

* | can scroll-down to see a summary of History (with totals for the Household) and
Opportunity record links, like | can on a Contact record.

1.3.2 Opportunities for the Household

(= ' Opportunities

Action  Opportunity Name

Edit| Del Maurean K 30 Ant Sales 077201

Edit| Del Mauresn il Art Sates GRS 19015
Edit | Del Maureen Mol ah 5 Arl Sak AR5
Edit! Del Mauresn il 120 At Sales TN TE015
Edit | Del Mauresn At Sal 0

Show 5 more = | Gotolist(36) s

_NE‘W .ﬁpl:‘.'.‘l.ll'ﬁ IIDI_'IB[IFIH

As shown above, by scrolling-down to the Opportunities section, on the Household Detail
record, | see the Opportunities related to the Household. Like on a Contact record, if there are
more than 5 Opportunities, there will be a link to see the complete list (red arrow above).
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1.4 ORGANIZATION ACCOUNT RECORDS

Account — A grouping of one or more people, together for
a commaon purpose, Example: Company, Business,
Organization, Household, etc,

Account

Contact = A person of interest, associated with a
Household and possibly affiliated with a company or
organization.

Contact

Opportunity Opportunity = A revenue transition [money coming-in)

that you want to manage.
Organization is a type of Account record. (The other type of Account record is Household.)

Organization Accounts do NOT have to have Contacts. But an Organization can be affiliated
with Contacts.

Home Chafter Conta portunities  Campalgns  Recurring Donations  Leads

Accoints
& Home 0

View: | Housshold Accounts I | Gat| EdiliCreata Maw Viaw
| All Drganizatons

My Organizatins |

Accot Mew Last Week |
@f Mew This Week

Enyde Recently Viawed Accounts
Snydqgrass Foundation

City Markets Inc.
Linited Way

Account Record Type
Household Account
Household Account
Organization
Organization

Organization

You can either use Search to find an Organization Account record (as described at the beginning of
this training module), or you can click on Accounts in the menu (red circle above).

Notice that, by default, both Household and Organization account records show in the list (red box
on right). You can click on the arrow for the drop-down on the left and filter the view to “All
Organizations” and click the “Go” button (red arrows).
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@ You can dlick the Open Calendar link below to display 3 view of your calendar undemeath the lisl Then, you can drag records from the list ba lime slols on the
records, New! Telme more! Don't show fhis messane agan

L"Ik: | All Qrganizations w| Edit | Défete ] Create Mew View G

Hew Account| | 1) iG] CiDlEIFlG]H|ITE KL W
Action Account Name Account Site Billing State/Province Phone Type +
Edit]Del | & ClarkHousehold L Household
Edit|Del |g@ Clarke Household IL Hous=hald

Edit| Del | @@ Clawson Housahold Househald
Edit] Dl |i.} Clemans Househatd Househald
Edit] Cel | Coleman Househoid Household

Above is the complete list of Accounts

(At the bottom of the screen are links to go through the entire list (as shown below, red circle):

1-65 of 1502 ) CRLEE, T

Action Account Hame Account Site Billmg State/Province Phone $ Type *+

Edil | Dol | g3 Intult The Centa for inhuilive. . IL {312} 243-0033
Edit | Dal | €3 We Are Lions L

Edit | Dal | g9 The Trust for Publicl and L (312) 7S0-8820
Edit|Del | §9 Peter & FPenelope Wes! Chant IL

Edit | Def | g Richard H Orshaus Chantah IL (312) 587-3800
Edit | Def | @9 Teco I (B0 T20-4200
Edit [Del | g M 1an [ Tes L

Edit | Del | g9 Commaonmwealth Edison Com. .. MO

Edit| Dai | g9 La Colonial L

Edit | Oel | g Union Stresi Galiern L (T08) TH4-2601
Edit| Dei | g9 McCanna & Buckiey Psychols L

Edit | Dal | 3 Streska Farmil Foundation I [317) T25-4645
Edit|Det | gl Ch Cormrnunity Foundati IL

Edit|1Def | R |RAS Janina Warks Charilabl... IL

Edit |Dal g Antique Taco

Edit | Del | @@  Juarez Driving School L

Edit | Del | gp Wheeler Keams Architects L (312) 939-77E7
Edit | Det | g9 Snvdgrass Foundation

Edif [Del |8 MoMaster-Carr Supply Compan I (630) B33-0300
Edit | Del | gl CovlagHear L (T73) 575-2880
Edit | Dol | §B  HMillward Brown, ng L (630] 505-0058

As shown above, you can quickly bring all the Organization accounts to the top of the list by clicking
on the black heading, “Type” (red arrow on right). Or, you can go directly to a section of the list by
clicking on a letter at the top (red arrow, top).

Note that, as shown in the red circle on the right, Organization accounts (as opposed to
Households) show a blank, or the word, “Other”’ in the column (instead of “Household.”)

Click on the appropriate link to either view (black) or Edit (blue) an Organization account Detail
record.
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1.4.1 Organizations can be affiliated with Contacts
City Markets, Inc.
] ]
T |
& Hide Feed
& Post &) New Contact &) Quick Update Mo = &5 Follow
Followers
Mo fallowers
how All Updabes
Thera are no updatas,
« Back to List: Accounts
LufTikated Contaets (1) || Opperumbes [5=] | Becufring Donalisne 0] | Addresses jo] |
o Afflllated Contacts Hew Affiliation
Action Affdliation: Affiliation Hame First Hame Last Hame
Edi | Del AF-000454 Sally chwarz

Sally Schwarls

Primsary Contact

In the above Organization Account Detail record, | put my mouse over the “Affiliated Contacts”
link (top red arrow). A pop-up for “Affiliated Contacts” shows that Sally Schwartz is the Contact
affiliated with the City Markets organization.

1.4.2 Organizations can also have a Primary Contact

Edil| | Delate

City Markets, Inc. [View Hierarchy

Account Detail

Account Name

Account Record Type

Typo

$ Primary Contact

Crganization [Change]
Cther
Sally Schwart:

As seen above, the Primary Contact for City Markets is Sally Schwartz (red arrow above).

1.4.3 Opportunities by Organizations

Organizations might give Grants or Donations, or they might also buy Art.
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(+ ! Opportunities

Action Opportunity Hame

Edit | Dol 31000 Donation 022 TE016

Edit| el $1000 Donation 04302016

Edil | Del 1000 Donabion 06302015

Edil| D1 $1000 Donation O6NER015
Edit| el 3360 Ad Sales 04232016

Show 5 more s | Goto Rst{19) s

New Account Donation

Sage
Faosted
Paosted
Pasted
Pasted

Commission- Closed

As shown above, on an Organization Account Detail Record, | can scroll-down to the
Opportunities section to see the Opportunities related to this organization. Just like on other
Detail records, if there are more than 5 Opportunities, there will be a link to go to the complete list

(red arrow above).

1.4.4 Primary or Affiliated Contacts for Organizations do NOT get have Soft-Credits

¥ Donation Information

Firat Gift Date  &/BM2015 Last Giftt Amount  57,000.00
Last Gift Date 1222017 Largest Gift £1,000.00
Average Gt 31,000.00 SmalestGift  51,000.00
Best Gift Year 2016 Best Gift Year Total £6,000.00
¥ Donation Totals
Total Gifts 216,000.00 Total Humber of Gifts 18
Total Gifte Lasil Days  E8.000.00 Humber of Gifte LastN Days B
Total Gifts This Year %6 00000 Number of Gifts This Year &
Todal Gifts LastYear  56,000.00 Number of Gifis Last Yesr &
Total Gifts Two Years Ago  56,000,00 Humber of Gifts Two Years Ago 6

As shown above, on an Organization Detail record, | can scroll-down to see the Donation history.
Note that donations from Contacts (either Affiliated Contacts or the Primary Contacts) have NO
association with the Organization, and are not part of the totals (through Soft-Credit links), as they

are on Households.

For a further explanation, see:

https://powerofus.force.com/articles/Resource/Primary-Contact-vs-Primary-Affiliation
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1.5 SALESFORCE REPORTS

Getting information from Salesforce, beyond individual records, is done through Reports
and Dashboards.

Salesforce has hundreds of already-built reports, as well as a number of dashboards that can be
used, out of the box.

Likewise, many reports have been customized and/or built from scratch for Project Onward.

Salesforce also has a Report-Building and Customizing environment, so that new reports can be
tailored and/or built from scratch for Project Onward needs.

1.5.1 Already-Built and/or Customized Reports

Home  Chater Contacts Accounts Opporwnities Campaigns Recurring Donations  Le hbnards

Reports & Dashboards (NewReport..| [Hew Dashboard.

Folders ProjectOnward Reports
— 0 reparis and Jg=ard
Al Folders
Acti Ha B Folde
|21 ProjeciOnwwand Reparis > = me @ i
ot Projeci@nward Dashboords = — VOUIIESTS Prajectonerard Repans
votunteers and il
|53 Unfied Pubic Reports * I Organizational Accounts ProjectOnward Repaoris

|ea. My Persanal Cuslam Repars

|* I~ Opportunities Donations [ Arl Sales FrojectCnward Reparis
-4 My Persanal Dashicards s

' - 2= I Opportunities - Donations (no Art Sales) ProjectOnward Repords

| Nonprofit Edtion Reports (nstaled Pockag: £ Opportunities - AL Sabes (0o Donations) ProjectOnwarnd Repons
.1 KPSP Dener Management Dashbaard =

' B Leads ProjectOnward Repaons
=) WPSP Domer Management Reporis
.I NPSP Granis Managemeant Dashboard [ Indegogo Generosity 2076 FrojectOnward Repons
|z WPSP Grants Management Reports b Household &0rganization SYBUNT Report Profeciing B
i) NPSP Healih Check (nslalied Packags: Hon Housahald an Anlialag o rojectOnward Repors

il NPSP Mempership Monagement Dashboard

Household & Grganization LYBUNT Report
3 ; - ; ) ¥ ProjectOnward Repords

|55 Sales Reports Donor Year on Year Comparison
Lead Reports ke = Juis manemnl nabio Projectinward Repors
| Suppont Repars

o3 Seif-Service Reports Donations by Contact Zip This Year

== Produet and Assef Reporis = Al WY PREAUAIRIES G {218} Frir
[z} Cab Censer Reports -~ Conlact Contact vl -

|23} Mseount and Contact Repars

|zl Dpperiunty Reports Donations by Contact Zip ( Postal Code

|4

ProjectOnward Repords

As shown above, click on Reports on the menu (red circle, top right).

On the left are folders of various kinds of reports. Many reports are not applicable to Project
Onward. The many of the folders in the red box on the left (especially those labeled, “NPSP...”) are
for nonprofits. The folder for “Households...” applies to an earlier version of the Salesforce Data
model, and can’t be used in the current version.

The bottom line: The current set of working reports, (many of which were pulled from NPSP
folders), as well as those that have been customized for use at Project Onward are in the
“ProjectOnward Reports” folder (red arrow left).
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On the right (above) are some of the reports in the ProjectOnward Reports folder.

Click on the “Organizational Accounts” report (red arrow right).

1.5.2 Organizational Accounts Report Example

e Organizational Accounts

Report Generation Status:  Complets

Report Options:

Time Frame-
Bummanze information by Shiow Ciate Field Range
[Sone- U] [Myaconts v | [Created bate ] [Costom

From o .
0 O ajmm | (e
Run Report | * | |Hide Details | | Customize Delu!e Printable View |  Export Details | | Subscribe
Fittered By; Edit G ﬁ

Account Recond Type aquals Organization Clear

Associal Legal  Michas Other Graaler Chicago IL BOEB0 - - -
Administrators Motvka Chicago
Chapter, PO
Box A2936
Lg Colanial = TeS M. Clark ChICago iL 6010
5L, 8614
158 Ve B Dang Other 1955 Yacht Indanapolis 1N 46260-6411
Egcundalion Waddel] Harbor Circla
Straaka Famidle Ramald - &R Wt FPhirsnn ] RARM% 1T TIR-ARAR

As shown above, this report has been customized to show all Organization Account records.
The columns show fields from those records:

* Note the date range (red circle top right). You can change this, and click “Run Report’ (red
arrow) to update it for a specific Date Range.

* You can click on any black column heading to sort all the records by that column (red circle
bottom). (Click again, and it reverses the sort.)

* You can also customize the report by clicking the “Customize” button (red arrow), which will
be shown further on in this training.

Note that, for huge reports, all the records (and/or totals at the bottom of a report) may or may not
show in the screens, or show with complete accuracy). For a complete listing, with accurate
totals, click either the “Printable View” button (red arrow) or the “Export Details” (red arrow)
button.
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1.5.2.1 Printable View

Opening report] 516750207627 xls it

You have chosen to open:
Bl report 1516750207627 2k

wihich 1% Firefax HTRML Decument
fromm: hbtps:/fnaTlsalesforce.com

What should Firefox do wath this file?

l.'h Firefiay (def ault) s

{_} Save File

|:| Do thes autermatically for files like thas from now om;

e

When you click the “Printable View” button (as shown in the previous section), select “Open” (red
circle above) to have the report come up in your computer’s default browser.

File Edit View History Bookmarks Tools Help

Mew Tat Crd=T Organizational Accounts ~ Se. % EEORIEC R s PR TR O -
Mew Window Cid=M

Mew Private Window  Cirles Shifts P o files/ Tl sersDavefdppData/Localy Tempy/report 1 5167 50207627 wds.html
Open File... Cul=-0

&5

Save Page As..
Ernail Link...
Page Setup...
Priint Preyi
Print... Cirl+P
‘Work Offline
Exit
T DatE PiEld T CrEared Liate equals Custom (1/172010 w0 12/31/°2099)
Account Record Tvpe equals Organization

Billing
Account Name .Pm“‘“? Type Billing Street Billing City 2 1"F Zip/Postal Phone Fax
Slalﬂ'l"mmu Code -

Association of Legal Michael OtherGreater Chicaga IL 60690 - -
Admimstrators Monvka Chicago

Chapter, PO

Box A3936
Le Colonsal - - 1165 M. Clark Chicaga 1L 60610 = -

S, 2614
Because We Care Dana Cher1955 Yacht  IndianapolisI™ 46260-6411 - =
Foundation Waddell Harbor Circle
Streska Farmly Ronald - 35 West Chicaga IL 60603 (3123 B
Foundation Duplack Monroe Street F26-4646

Rovema TATS

The report won't be pretty, but it will be complete. You can print it from your browser by
choosing “File,” then “Print” (red arrow above) in your browser menu.
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1.5.2.2 Download to Your Spreadsheet Program (like MS Excel)

[ 4 Organizational Accounts
Report Generation Staius: Compiets

Report Options:

—Time Frame-
Summarnze information by Show Diate Flald Range
[wtigne. w| [My accounts «| | [Created Cate | [Custom — m
From To
[Wemmw | [EEymes |

Run Report 7 |Hide Details | | Costomize | | Save | | Save As | | Delete | | Printable View | | Expord Details | | Subscribe

Fittered By Edit
Account Record Type equals Organization Clear

Bccount Mame Primary Type Billing Billing Billing Billing Phone Fax Wel
Contact Street City State/Province Zip/Postal
Code
Assocalion of Lagal Michasl Other Grealer Chicago L GOBS0 - - -
Administrators Matka Chicago

Those who know how to use a Spreadsheet program, such as Microsoft Excel, will find a much
more usable form of Report Printout. Click on the “Export Details” button (red arrow above).

Export Report
Export File Encoding | 150-g850-1 (General US & Westem European, ISO-LATIN-1) |

Export File Format I Comma Delimitad .csv |

Excel Format s Export| | Done

You are presented with the choice of exporting as a “comma separated values” file or an .xIs file
(which is the old format for MS Excel). | usually choose “.csv,” (red arrow above) to keep it as
simple as possible, with no formatting insertions — | will format it myself. Then I click the “Export”
button (red arrow above).
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What should Firefox do with this file?

sith | Microsoft Excel (default) -
{m}| Save File

I:[ Do this auternatically for files like this from now on,

==

Opening report1516751600845 cav W Desliop
= Documents
You have chosen to open: & Downloads
B report151675 1680945 cov J"» Mussic
which 15 Microsoft Excel Comrna Separated Values File | Pictures
fromm : ; ;
rorn hitps:/fnaTl salesforce.com . Videot

1 Windows (1)
M Geagate Bxpansion Drive (D2

W Seagate Evpansion Drive (D)

T B A et | S 1ETS 1835224, cov

SEve &% hrpt Mciasolt Excel Camma Separa!:d Vabues File - ]

This time, | will Save the file (red circle above) to a place on my computer or thumb drive, where |
can open it in my Spreadsheet program (like MS Excel) and format it.

Export Report

Export File Ensoding | 150-8859-1 (General US & Western European, ISQ-LATIN-1) ~|

Expart File Format I Comma Delimited .cav u—l G

Expant Done

And | can now click on the “Done” button to get out of the “Export Report’ dialog (red arrow

above).
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