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1 THE HOUSEHOLD ACCOUNT DATA MODEL

Salesforce Household Account Data Model
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The above picture is another view of the Household Account Data Model which we use in the
Project Onward customization of Salesforce. Understanding the Data Model greatly helps you
understand the Salesforce screens.

Information is grouped within Objects.

1.1 ACCOUNT AND CONTACT OBJECTS

It is fairly easy to get lost in the Salesforce screens. But a basic understanding of the Data Model
will help you to get around in Salesforce.

1.1.1  Account Objects (Organization or Household)
r — — —

I Account

l

| SR
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As pictured above, the basic object in Salesforce is Account. Everything of interest in Salesforce
is related to an Account.

Accaunt

~ =N

[Account) [Account)
Organization Type Type Household

As pictured above, an Account will be one of two possible types:

» Organization — A legal entity for a particular purpose (example: company, business,
foundation, etc.)
* Household — A geographic proximity for one or more people.

1.1.2 Contact objects (associated to Household account)

(Account)
Household

| Contacl

As pictured above, another object is called Contact:

Contact — A person of interest. This is a person who has most likely had some contact with Project
Onward, and who we want to gather some contact information, in some way. (Example: Visitor,
Donor, Gift Buyer, Art Buyer, Person on Email List, etc.)

A Contact is always related to a Household:

As pictured above, when you create a Contact in Salesforce, a Household Account object is
automatically created by Salesforce. You do NOT have to create Household objects.

1.1.3 Creating a New Contact in Salesforce
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o @ | Q Seoreh

i P gy A
(il i nitpsyna7 7 salestorce.com/003 /0

Search Search David Lindstrom = Setup Hely

Accounts  Opporunities Campaigns  Recuming Donations Leads Reporis Dashboards Documents #

= Contacts

</ Home

4

Views |pew Lact week | Gat| EditiCreate New View

Recent Contacts Hew
Marme Home Phone Phone Muabsile Email Mailing Street
Lindstrom Daad (T73) BA1-1645 (TTIy612-7158 (F73) B12-7158 dave@pencidave com 9014 3. Hamilton

McCabe Maureen (TT3)BA1-1645 (TTAyBA1-1645 9014 5 Hamilfon

mmc1026153&a0l.com

In the menu, click on Contacts. Then click on the “New” button (as pictured above).

=  Contact Edit Help for this Page @

“ New Contact

Contacts not sssocisted with accounts are private and cannot be viewsd by other users or inclutded in reports.

Contact Edit
Contact Details
First Name
Last Name
Aecount Name
Primary Affiliation
Title

Gender

Description

Preferred Phone
Home Phone
Mobile

Work Phone

Other Phone

Address Information
Primary Address Type

Wailing Street

Haifing City
Mailing State/Province
Wailing Zip/Postal Code
Mailing Country

Current Address

Save| | Save & New| | Cancel|

T —

@
@

volunteer form.

He came to = Third Friday and fell in love. Interested in voluntesring. Filled cut s

—MNone—  ~

Il

—None—

3211 Main Street

Smallsville
50702

Qi

|

Private

Birthdate

Preferred Email
Personal Email

‘Waork Email
Alternate Email

Fax

Secondary Address Type

Other Street

Other City
Other State/Province
Other ZipiPostal Code

Other Couniry

O
L

Personal
mor tie 328 @gmail.com

L ]
L |
]

| = Required Information

Copy Mailing Address to Other Address

—hone—

|  Chat

As pictured above, fill-in the information that you know. To keep to the conventions that we use at
Project Onward, keep the following in mind:
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First Name and Last Name — Very important. You cannot establish a Contact in Salesforce
without at least a Last name.

» If there is a middle initial, don’t put it in unless it is really needed.

» Some people put an initial for their first name, then use their middle name in full. In that
case, put these in the First Name field. (Normally, we don’t track middle initial at Project
Onward.)

» If the First Name is two names, try to hyphenate them in the First Name field (i.e. no space
in-between).

Account Name — Leave blank. The Account object (Household) will be created automatically.
Primary affiliation — Leave blank, for now. You can always update it later, if you need.

Title — Leave blank. We don't track it at Project Onward.

Gender — Leave blank. We don't track it at Project Onward.

Description - Fill-in any information that might be relevant. Think about what anyone might
want to know, in future contacts with this person.

Phone (if known):

» At Project Onward, we put the phone number that we want to use in the “Home Phone” field
(even if it is obviously a Work phone number.)

» Make sure you indicate “Personal” in the drop-down for “Preferred Email.”

* Leave “Work Phone” blank.

» If there is a second phone number for the person, put that in “Other Phone.”

Email (if known):

» At Project Onward, we put the email address that we want to use in the “Personal Email”
field (even if it is obviously a Work email.)

» Make sure you indicate “Personal” in the drop-down for “Preferred Phone.”

* Leave “Work Email” blank.

» If there is a second email for the person, put that in “Alternate Email.”

Address Information (if known):

* Primary Address Type — Leave as “None.”

* Mailing Street — For multiple line addresses, put the first and second (even third) line of an
address here, separated by commas (example: “123 Main St., Building 2, Apt. 37).

* Mailing City, State, Zip — Fill-in

» Mailing Country —fill-in “US” or code for other country

When done filling-in the information, click on the “Save” button at the top or bottom of the
screen (as pictured above).

1.1.3.1 Notice that it automatically created a Household object
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—_—
[Account)

Household
S

—_—
Contact

—_— )

Mortimer Snydgrass

CHe:
s |
M- Hids Faed
& Post ;:..' Quick Updata L Hew Relalio, .. More =
Q| Show Al Updales

Hausehald

E David Lingstrom changed Account lami from a blank value to Snvagrass

Gomment Like matmrday at 45 P

Rebstisnshipes 101 | Organizabion & Fhfatons (47 | Aciviby Histary i8] | Ooen Scihitie

Edif |Delete | Relal

Hame Mortimer Snydrass
Account Hame  Snydarass Housahold ¢

Primary Aftilathon

Now that the Contact is created, notice that a Household account object was also created, and
linked to the Contact (red arrow above). You can click on the link if you want to go to the

Household object.

1.1.4 Multiple Contacts in a Household

Contact 1 Contact 2
Househald Househald

| |

[ Contact 1 ] [ Contact 2 ]

If there are two people | want to show in the same Household, I first create each Contact
object (as above). Salesforce automatically creates a Household object for each.

1.1.4.1 Here, we create the second Contact
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Contact Edit Contact Detail
New Contact

w Contact Details

cte not associated with accounts are private and cannot be viewead Hame  Shiley Snydgrass
Account Name _S_Dﬂ{;@éﬁ_ﬂ%dﬁulg
ntact Edit Saye Primary Attihation
ntact Details
First Name

—MHona-- * ||[Snydgrass

Laet Name I Shirley

ARCOUNt NaME gkl Tron.. &
Primary Affiliation EE
Title
Gender —_HOI'IE"—|
Creating Contact Created Contact and Household

Note that, when | create a contact that will be in an already-established Household, | don’t need to
put-in all the common details, like address information. Only things that might be unique for this
contact (like Email address).

1.1.4.2 There are now two Housesholds as well as Contacts

Search Results
Contact 1 Caontact 2
Household Household
& Search Faeds srydOrass
l P 2/ Contacts (2)
Conlacts {2) Action
AREDLINN () Egil  Shitey Snydgrass
antact tact Oppa
borsactl Lon s Uppartn(tizs 1 $ Edi  Modimer Snydgrass
Feopie (0}
Oacumant= (0}
e . Accounts {2)
Search AN Action A
Edil
Edl

As pictured above, notice that there are two Household objects with the same name (one for each
contact). Household objects can have duplicate names. (This makes it very confusing, but it is
OK.) But | can still put the two Contacts into the same Household object, as described next.)
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1.1.4.3 Put the two Contacts into the same Household

Contact 182
Heusehald

Contact 1 Contact 2

I link the second Contact to the Household object related to the first Contact (as pictured above).
Salesforce automatically deletes the now unused Household object and updates the updated
one.

Contact Detail Account Detail

 Contact Details Account Hame  Snydgrass Household [View Higrarchd
Harg Mortimer Snydgrass Primary Contact  Mortimer Snydgrass
Acmun Snydgrass Housahold Formal Greeting  Madtimar Snydgrass
Primary Affiliati® Informal Greeting . Mordimer

Tithe

As pictured above, | go to the Contact record of the contact that | want to make Primary for the
Household. Then | click on that person’s Household Account record (red arrow) and click the “Edit”
button (red circle).

HOUSEHOLD = SNYDGRASS HOUSEROLD

Cancel Save
Manage Household
HOWSEHOLD MEMBERS
snyugrash Q, |
“srigghrrass” in Contacts

i ¥
hl;' "]I Morimer "l"l','l?gl'é;‘. x
I:’_l] Shifley Snydgrass ¢ 0
3211 Main Streot o

Srydgrass Housshold
Sralisville, ILBOTO2

Exelude frarr 4 Mow Contact

Househoid Mame

| just search for the Contact that | want to add to the Household (red circle above). Then |
click on the “+” button (red arrow above right).
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Heusehald

|
(=)=

Contact 182 ]

HOUSEHOLD » SNYDGRASS HOUSEHOLD
E Manage Household

HOUSEHOLE MEMBERS

E;_:] Mortimer Snydprass x E:_i] Shirley Snydgrass X

3211 Main Street 3211 Main Strest

Smallville, IL 60702 Smallzville, IL 60702

Exclude from: Exclude from
Household Name Househiold Mame
Formal Greeting Formal Greeting
Informal Gresting Irformal Greeting

As pictured above, the two Contacts are now in the same Household.

Make sure to click on the “Save” button in the upper right (not shown).

Organization A

Contact 3

1.1.5 Organization objects don’t have to have Contacts

As pictured above, Organizations do NOT have to have Contacts (as do Households). When you

create a Contact, Salesforce never automatically creates an Organization Account for the
Contact. (Only a Household Account).

Contact 3
Houwsehald

|

Organization A

-,

~
Affiliated ™

by

1.1.6 Contacts ARE typically affiliated to Organizations

Contact 182

Househald

]

[ Contact 3 ] [ Contact 1 ] [ Contact 2 ]
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As shown above in red, An Organization can be affiliated to one or more Contacts.

Account Edit

“. New Account

Account Edit Save  Save & Hew | |Cancel

Account Rame

| snydgrass Foundation |

e & Sesrch - Salesforce - Enterprice Edition - |
Account Record Type  Crganizafion

LT R — Vl (i@ hitpsna? ] salesfarce.cam, L
Primary Contact | &
- Lookup
Address |snydgrass | | Gat| New

Wodl con e ™ b
Billing Street 0l CHF ESE T B a wikdcard n# er char

= Clear Search Resulis
Search Results

Billing City

Billing State!/Province |

Billing ZipPostal Code Hame Home Phone Phone Maobile
Martimer
Bifling Country e
Snvdorass
T ey
Description Snydnrass

In the above picture, | am creating a new Organization Account (not Household). | put-in a Primary
Contact by searching on a Contact name and then clicking on it (red above).

Snydgrass Foundation

] £ ] K

J Hite Feed

@ Post &) HewContact W Cuick Update Mo

= Show All Updates

There are no updates 0
« Back toList; Accounts

A ffisied Condacts (1 || ©

" affiliated Contacts

Action Affiliation: Atfiliation Hame

Edit| Del AF-000432

Primary Contact  Mordimer Snydgrase

In the above picture, the Organization account now has an affiliation to a Contact.
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1.2 OPPORTUNITY OBJECTS (DONATIONS, ART SALES, ETC.)

r — — _I
I Account
t ' — — l
——
{Account) [Account)
Organization Type Type Household
pr—
Oppaortunity Contact
I
‘/-,.rpe l Type Tgrpu}- Type
[Opportunity) {Dppartunity) [Opportunity) (Oppartunity)
Art Sale Donation Grant Event Ticket

Opportunity object (yellow, above) is created to hold information about money being
received (a Donation, a Grant, an Art Sale, an Event Ticket, etc.).

1.2.1 Opportunity by an Organization — Grant example

Organization A

{Opportunity)
Grant 1

A Grant Opportunity can be created from an Organization account record. In the picture
above, a Grant has been recorded.
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Home Chatter Contacts Opportunities  Campaigns  Hed

Snydgrass Foundation

o] £ ] R

Jr Hide Feed

- ow All Updates

There &g no Updates

« Bagk ta Lzt Sccaunte

Account Detail
Actount Mame
Account Record Type
Type
Primary Contact

@ Post  §j MewContact B Quick Update

More

Afffisted Confacts 11] | Dpportuniiss [0 Recurine

Edit| Delete

Snydgrass Foundation Misw Higrarchyl
Organization [Change]

Mortimer Snydgrass

(| Opportunities

Mo records to display

&% Recurring Donations

Mo records o display

Hew Recurring Donations

As pictured above, | go to the Organization account record for an organization (in this case, a
Foundation). | scroll-down to the “Opportunities” section and click on the “New Account Donation’
button (red circle — use this button to create any kind of Opportunity, such as an Art Sale, Event

Ticket, Grant, etc.).

Note that | don't go to the “Recurring Donations” section. | ALWAYS go to the Opportunities section
for any kind of Donation, Grant, Art Sale, etc.

Now | can choose what kind of Opportunity | am creating. (In this case, it is a Grant from an

Organization.)
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Select Opportunity Record Type

Record Type of new record I Crant w
Art Sales
Donation Continue  Cancel
| Event Tickets
Hecord Type Hame  Description | HAalor G
Art Sales hlof considered as do Matching: Donation
Mambership
Donation Donalion Recehead
| Raffla_tickete
Event Tickets Eventickets considereuasoomamonms
Grant Granl Receivad
Major Gift Large Bonabon from a Major Donar

Malching Donation Matching Danalion from an Donoss Employer or clher Crganization
Membership A membership record fype

Raffle_tickels Raffle lickets considersd as donalivhs

As pictured above, | click “Grant’ from the drop-down and click the “Continue” button.

Opportunity Edit
i

(2" New Opportunity

Qpporany RAL ﬂ_"ﬂ [Eanea

Danation Information

Opporiunity Bame |iSr|ydgrass Foundation- Il Primary Campaign Source |

Account ame ILSEI‘MSE—FEIED—NE“ C_L_: Stage |!Posled -]

Amount 100000 Probabidity [%) |:00—|

Close Date I!}:"?_Zl'zniﬂ_! [ 12212018 ] Type --Rone-- ¥

Desenption  |chack #0556 - Bluegrass Bank - Grant

#25553 from Sydorass Foundatian -
ungdesignated.

Soficitor | )

Opportunity Source I| Cherk o |

As pictured above, | fill-in the information for the Grant.
Amount (you don’t need the “$”).
Close Date — This is the date of the money transaction. (For checks, use the check date.)

Description - | put as much information as possible in the Description, including the check #,
if known.

Solicitor — If you know the Solicitor, search for the name and click on it.

Opportunity Source — This is the type of payment (PayPal, Square transaction, they wrote a
check, they gave cash, etc.)

Primary Campaign Source - If the Opportunity is related to a Campaign, | can search for the
Campaign in the “Primary Campaign Source” field.
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Note: If you don’t see any Campaigns listed, when you search, try putting the first

“*u

letter(s) of a campaign and add a “~” character, to search Campaign names.

Example: Lookup: i* retrieves IheART 2017 Campaign.
More information in the Campaigns section of this document.

Stage - Make sure the Stage is “Posted.” (We don’t currently use any of the other options at
Project Onward.)

Probability — (This is automatically filled-in by Salesforce).
Type — Leave this as “None.”

When everything is filled-in, | click on the “Save” button.

1.2.2 Opportunity by a Contact — Art Sales example

Contact 3
Househaold
1

| Soft Credit
|

Contact 3

(Oppartunity)
Art Sale 2

In the picture above, in red, an Art Sale opportunity has been created from the Contact record. In
the background, Salesforce also links the Opportunity to the associated Household object (called a
“Soft Credit’ link).

Contact Detail ¢ Edit| | Delote| |Relatonships Viewsr

¥ Contact Details
Ham Shiriey Snydgrass
Account Name  SnydqRats Mousehold

Primeary Affilzation

Trilm

(! Opportunities ¢ New Opportunity

Mo records to display
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As pictured above, go to the Contact record and scroll-down to the “Opportunities” section. Click on
the “New Opportunity” button.

Now | choose the type of Opportunity. (In this case, it is an Art Sale).

Select Opportunity Record Type

Recard Type of new recond

£

Dianation

Ewvent Tickaks
Available Opportunity Record Types Grant

Record Type Hame  Descriplion | Major. Gift

Matching Donation
Art Sales hat consldered as

Mambership
Donation Danation Receved

| Raffle_tickets

Event Tichets Event ickets CORSICETET S5 ATAToS
Grant Grant Received
Major Gift Large Donatian from a MWajor Donaor

Matching Donation  Matching Donalion from an Denor's Emplayer or ather Organizalion

Membership A membership recond type

As pictured above, click on “Art Sales” and click the “Continue” button.

Opparfunity Edit

=) New Opportunity

Opportunity Edit U..E..& Hz\_» Eflll:fl

Donation Information

Opportunity Name |lcydey Snydgrass- Donal Pramabe: 1]
Actount Hame I:Snrdgrass Housshald  |'& Primary Campabgn Source | )
Amouni El:l-_ﬂlj | Recurring BDonation &
CloseDate | oo3018 | [122:2018) 5292 | Commission- Closed ~ |
Description  [anist Dave Lindstam - His dog Probability (%) |El_ﬂ
Sohotar 5 T tesdsourse  [Cgas 3]
Opportunity Source I Square o
System Information
Opparfunity Owner  David Lindstrom Opportunity Record Type  Ard Sales

Save | | Save & Bew | | Cancel

As pictured above, I fill-in the information for the Art Sale.
Amount (you don’t need the “$”).

Close Date — This is the date of the money transaction. (For checks, use the check date.)
Systems Training - Project Onward - 1Q2018 - Page 16



Description - | put as much information as possible in the Description, including the check #,
if known.

Solicitor — If you know the Solicitor, search for the name and click on it.

Opportunity Source — This is the type of payment (PayPal, Square transaction, they wrote a
check, they gave cash, etc.)

Recurring Donation — Leave this blank. (Note that we are in the process of tailoring
Salesforce to use this field. If you know the Opportunity is recurring, for now, just note it in
the Description field.)

Primary Campaign Source - If the Opportunity is related to a Campaign, | can search for the
Campaign in the “Primary Campaign Source” field.

Note: If you don’t see any Campaigns listed, when you search, try putting the first
letter(s) of a campaign and add a B character, to search Campaign names.
Example: Lookup: i* retrieves IheART 2017 Campaign.

More information in the Campaigns section of this document.

Stage - Make sure the Stage is “Commission - Closed.” (We don’t currently use any of the
other options at Project Onward.)

Probability — (This is automatically filled-in by Salesforce).

Type — Leave this as “None.”

When everything is filled-in, | click on the “Save” button.

1.2.3 Opportunity by a Contact — Event Tickets Example

Event Tickets may be offered through the Project Onward website, or through an attached website,
such as a Network for Good Campaign page. Project Onward tracks Event Tickets as
Donations.
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David Lindstrom
] 7 ]
Ji Hide Feed

@ Post ) OuickUpdate  §§ Mew Relatio... Mare =

Show All Updates

Thera are no updates.,

Relstionships [0 | Oroangabioo &tfilabons (] | Actviy Mistore [0t | Open Activitins

Contact Detall ¢ Edit | Delete | Rolat

(+ | Opportunities

As shown above, from the Contact Details record, go to the Opportunities section and click
the “New Opportunity” button.

Hew Qpportunity

(' Select Opportunity Record Type

Sefect a record bype for the new opparunity. To skip this page in the future, change you

Select Oppeortunity Record Type

Record Type of new record

Available Opportunity Record ;ipes

Eviant Tickets
Art Sales

Donation Continueg | | Cancel

Grant

Record Type Mame  Detcriphian Major Gt
Matching Donation
At Sales Fot congidered as
[Membership
Donation Donation Received
Raffle_tickats
Eveni Tickets Event lickels consioumemas oowammis
Grant Grant Recened
Maine Gift | arma Danatian kam a Maisr Danar

As shown above, select “Event Tickets” from the drop-down.
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. Opportunity Edit
=" New Opportunity
Opportunity Edit Save | Save & New  Cancel

Donation Information

Gppartunity Name ithmd Lindstrom- Donatic Private [
Account Hame IML‘L—ﬂﬂhE and Lindstrom H Q-] Primary Campaign Source I_Endhr_lg_e—led BLI“di_n_QS -F Q‘j
Amaunt  [40 700 | Recurring Donation g
Close Date  [gryaon7 | [ 20102018] stoge | Trocted
Lead Source [y = Probabivty (%1 [jpg
Type [pione— v: Bateh I ! Q.
1

|Buildings evenl 520 .00 each

$ Humber of tickets . 5 | Acknowledgment Date : [ 2112018 ]

Solicitor Li%]

Bescription  [byg event ticksts for the Endangered ‘ Acknawledgment Statuz - | _pong--

Oppariunity Source l Cash T |

Payment Information

Do Not Automatically Create
Pajrimenl

As shown above, fill out the Opportunity record fields for “Event Tickets.” Take note of the
red arrow fields:

Amount (you don’t need the “$”). This is the total amount. Note that in this example, two
tickets are being bought, at $20 each. So $40 goes in the Amount field.

Close Date — This is the date of the money transaction. (For checks, use the check date.)
Lead Source — Leave blank.
Type — Leave blank.

Description - | put as much information as possible in the Description, including the check #,
if known.

Number of Tickets — IMPORTANT. Fill-in the number of tickets for the Opportunity.
Solicitor — If you know the Solicitor, search for the name and click on it.

Opportunity Source — This is the type of payment (PayPal, Square transaction, they wrote a
check, they gave cash, etc.)

Private (checkbox) — Leave unchecked.

Primary Campaign Source - If the Opportunity is related to a Campaign, | can search for the
Campaign in the “Primary Campaign Source” field.

Note: If you don’t see any Campaigns listed, when you search, try putting the first

“*u

letter(s) of a campaign and add a “~” character, to search Campaign names.

Example: Lookup: e* retrieves Endangered Buildings event.
More information in the Campaigns section of this document.

Recurring Donation — Leave this blank.
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Stage - Make sure the Stage is “Posted.” (We don'’t currently use any of the other options at
Project Onward.)

Probability — (This is automatically filled-in by Salesforce).
Batch — Leave this as “None.”
Acknowledgement Statusl — Leave it set to “None.”

When everything is filled-in, | click on the “Save” button.

1.2.4 Opportunity by a Household — Donation Example

Contact 182
Househald

Contact 2

£
s
’ Cantact 2
! !

! !
7 Soft Eredit

(Opportunity)
Donation 3

In the picture above, in red, a Donation Opportunity has been created on the Household
record. Note that the Contacts associated with the Household are also, automatically linked by
Salesforce (“Soft Credit’). The Opportunity is credited to the Primary Contact in the
Household. And, the other Contact(s) in the Household are “Soft-Credited.”

Home Chatter Contacts ‘mﬂ Opportunities

|
Accounts

“ Home

View: | Household Accounts v||Gat| EdilCreate Nev

Recent Accounts

Azcount Name
Snydgrass Househald
McCabe and Lindsirom Hous&hold

Snvdqgrs Foundation

Snvdgrass Household
Gy Markeis Ing
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As pictured above, click on the Household account object that you want to credit the
Opportunity to.

Snydgrass Household
o] £ ] <N

4 Hide Faed

& Post &) NewContact @ Quick Update  More =

Q now Al Updates

David Lindstrom changed Account Mama from Shirley Household 1o Snydagrass -
Household

Coaenant Lika Today Bl 4:02 Pi

= Back to List: Accounss
Contacts (17 | Opparuniiss (1] | Becurring Donations oy | dq

Account Detail Edit |Delete |KManage Houzeh

Account Hame  Snydgrass Househobd [View Hiersrchyl

Primany Contast Shirlov Snvrnraze

(! Opportunities $ Hew Account Donation

Action Oppartunity Hame
Edil | Del Shidev Snydgrass $30 Ad Sales 018232018

As pictured above, on the Household object, scroll-down to the Opportunities section and
click on the “New Account Donation” button.
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Select Opportunity Record Type

Record Type of new record

Conation

Art Sales
> ol
Event Tickets
Available Opportunity Record Types Grant
Record Type Hame  Descripiion Ha]m Gt
Matchng Dronation
Arl Sales Mol considared as
Membership
Dionation Donation Received
Raffia_nckets
Event Tickets Evenl tickals consioereg as gonauons !
Grant Grant Recamned
Major Gift Large Donation Tram a Major Donod

Matching Donation  Matching Donation from an Doners Emplover ar other Organization

Membership Amembership record trpe

As pictured above, click on “Donation” and click the “Continue” button.

Adsfsadf

Oppartunity Edit

(=) New Opportunity

Opportunity Edit e &MWew Cancel

Donation Information

Oppaortunity Name I-S-rrydgrussﬁuuse-lmld-[l-l: Private 2|
Account Name |-5rr\¢dgrass Household | =% Primary Campaign Source | Q)
Amouni 'LDG.BD | Recurring Donation | |Qh
Closebate  [1/2z/2018 | (212018 $20e |Fosted |
Lead Source BT— = Probability (%) 100
Trpe .. - Bateh | |Q_
Description ‘Paypal donation - | Hearl Campaign Acknowledgment Satus !—NDH!—- v|
—_— ]
solicitor [ | @y Acknowiedgment Data | | [2H2018]
Opportunity Source I FayFal ¥
Matching Gift Information
Matching Gift Employesr | Matching Gift Status |- -Kone—
Matching Gift Account | = Maiching Gift | | |q_

As pictured above, I fill-in the information for the Donation.
Amount (you don’t need the “$”).
Close Date — This is the date of the money transaction. (For checks, use the check date.)
Lead Source — Leave as “None.”

Type — Leave as “None.”
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Description - | put as much information as possible in the Description, including the check #,
if known.

Solicitor — If you know the Solicitor, search for the name and click on it.

Opportunity Source — This is the type of payment (PayPal, Square transaction, they wrote a
check, they gave cash, etc.)

Private (checkbox) — Leave blank.

Primary Campaign Source - If the Opportunity is related to a Campaign, | can search for the
Campaign in the “Primary Campaign Source” field.

Note: If you don’t see any Campaigns listed, when you search, try putting the first
letter(s) of a campaign and add a B character, to search Campaign names.
Example: Lookup: i* retrieves IheART 2017 Campaign.

More information in the Campaigns section of this document.

Recurring Donation — Leave this blank. (Note that we are in the process of tailoring
Salesforce to use this field. If you know the Opportunity is recurring, for now, just note it in
the Description field.)

Stage - Make sure the Stage is “Commission - Closed.” (We don’t currently use any of the
other options at Project Onward.)

Probability — (This is automatically filled-in by Salesforce).
Batch — Leave blank.”
Acknowledgement Date — Leave blank.

Matching Gift Information section — If you know the gift is matching, leave this section blank for
now, and add as much detail as you can about the gift and company in the Description box. There
will be updates to procedures for matching gifts at a later time.

When everything is filled-in, | click on the “Save” button.

1.2.5 Opportunities — Primary Campaign Source field

On any kind of Opportunity, the Opportunity may be related to a Campaign. If it is related to a
Campaign, it is important to use the Primary Campaign Source field. This can be done when you
are creating a new Opportunity. It can also be done by editing a current Opportunity.
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Opportunity Edit

(&' New Opportunity
. Opportunity Edit

| srydgrass Housenold- D

Donation Information

Opportunity Hame

Account llsme | grydgrass Housshold | 94
Amaount 100,00
Close Date IEHZU]-B_| |1 018 ]
Lead Saurce —None— 'u|
T¥PE | —-None-- hd
Daseription  fpauna) gonation - | Hear Campalgn
Solichor %l
Opportunity Source IP?!\'FN v|
Matching Gift Information
Matching Gift Employer
Matching Gift Account [ | @

Payment Information

Copynght & 2000-2018

Cancel

Primary Campaign Source

stage  |posted
Probahility (%] 99
Batch =

@ Search ~ Salesforce - Enterprise Edition - Mozitla Firefox
(i @ nttps//na77 salesforce.comy uifcommon/data/L cokupPage?lkim=aditPag

® Lookup
et

You c&n Wse ™ as a widcard next to olher characieds b improve youd s2arch resulis

Gol

Recently Viewed Campaigns

Campaign Hame

Eoard Membars

Cardboard Show 2016

Celebrate Kim Jacob's S50th Bisthday
Celebration of Lives May 14 2018
ComEd Auction 2-8-2017

Endangersd Buildings - Pla at Matter - L4
1 heART 2047 Campaign Ec i
Indegogo Gensrosity 2046

As pictured above, relate the Opportunity to a Campaign using the Search (magnifying glass icon),
at the right of the Primary Campaign Source field (red circle).

Campaigns that you have viewed in the past are at the bottom of the Lookup dialog. Click on the
appropriate campaign name to populate the Primary Campaign Source field.

What if no campaigns are listed? See the following section, “Lookup Campaigns dialog.”

Click the “Save” button when the information is complete.

1.2.5.1 Lookup Campaigns dialog — Searching
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®! Lookup

Pearch.. | [sa

Wou can use " a5 & wiklcard next o other characters lo marove your search resuls

Recently Viewed Campaligns

Campaign Hame

As pictured above, when using the Lookup dialog for Campaigns, you may not see all (or
any) of the campaigns listed.

€ Lookup

i <:| R

ou can use ™™ as a wildcard next to other characters to improve your search resulis.

= Clear Search Results
Search Results

Campaign Name

| heART 2017 Campaian @

Indeqogo Generosity 2016

In this case, type-in the first letter(s) of the campaign that you are looking for. Use the

wildcard o character, and click on the “Go” button. In the example above, | typed-in the letter
“i” with the wildcard character, “*.” (Note that | didn’t have to worry about capitalization.) Then click
on the appropriate campaign to populate the Primary Campaign Source field, as in the
example in the previous section.)

1.3 CAMPAIGNS
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Contact

-~
I ~
)

oy
A S

Primary
Campaign

: Source

(Opportunity) | Teures Campaign

Donation

Campaigns can be used to group Opportunities, Contacts and even Organizations to
specific events and/or longer fundraising efforts. Project Onward uses campaigns to track
Opportunities (donations, event tickets, art sales, etc.) that have been associated with that an event
or fundraising effort.

As seen above, Opportunities can be linked to Campaigns (using the Primary Campaign Source
field.) Before an Opportunity can be linked to a campaign, the Campaign must be created and
active.

1.3.1 New Campaigns

satesfonce ﬂy Saszich Search
a3k

| Home Chamer Contacts Accoumts Opporunities | CLEIOE Recurring Donations . Leads  Reports

"‘h Campasgns
¥ Home

View: |,.“| Aictive Campaigns -~ | [Ge!|  Edit | Create New View

Recent Campaigns

Campalgn Name

LhaART 2017 Camgaion
Endangered Buildings - Places thal Matier - Aug. 4
Board Kambars

Calebrate Kim Jacab's S0ih Birthday

Violumlasrs

As pictured above, click on “Campaigns” on the main menu to see the campaigns that have
been created. To create a new campaign, click on the “New” button (red circle).
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Campaign Edit

» New Campaign

Campaign Edit save| | Save & New  Cancel
Campaign Information

Campaign Hame Iia,.,'e'-',:_ Dag Portrait Event] Parent Campaigis | | a
T¥ee | Other v EndDate  |330/3018 | 12H2018)

[1n Progress - StartDate  |33p/2018 | 12020181

Active (3 Bescription

)

Hum Sent in Campaign -ﬂ

Status

Additional Information

Expecied Respanse (%) g 0p

Dther Information

Expected Revenue in Campaign |
Budgeted Cost in Campaign
Actual Costin Campaign |

System Information

Campaign Owiver  Dawvid Lindstrom

Saue & New Cancel

As pictured above, fill-in the information in the first section:
Campaign Name — The campaign might be an event or an ongoing effort.

Type — At Project Onward, we have not been tracking the type of campaign. You can
choose a type from the drop-down list, or set it to “other” (at the bottom of the list).

Status — Choose “In Progress” from the drop-down. (At Project Onward, we do not track
specific stages of a campaign.)

Active (checkbox) — VERY IMPORTANT — This box must be checked in order for the
Campaign to be linked to Opportunities.

Parent Campaign — Campaigns can be setup into a hierarchy, so that reporting might be
done for specific groups or types of campaigns. At Project Onward, we have not been doing
this so far. Leave this field blank.

End Date / Start Date — If the campaign is for a one-day event (as in the above example),
use the same date for both fields. If the campaign is for a length of time, set the dates
accordingly.

Description — Describe the campaign, or add any notes about it.

A note on “Active” and on End and Status — As long as a campaign is Active, you can link
opportunities to it. This is true, even weeks or months before or after the start or end. As long as it
is Active, you can link to it. When a campaign is completely done, and no more activity will
need to be reflected in reports, you can set the Status to “Completed” and uncheck the
“Active” checkbox.

Additional and Other Information sections — Leave these sections blank.
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Click the “Save” button when you have completed filling-in the information.

1.3.2 Campaign Details

| Home Chatter Contacts Accounts Opportunities W00
|

Recurring Donations

,,,\' Campaigns

Home

Views. | o)l Active Campaigns ~ || Got| Edit Create New View

Recent Campaigns —

Campaign Mama
Lh#ART 2017 Campaian ?
Endangerad Buildings - Places thal Maler - Aug 4

As pictured above, from “Campaigns” on the main menu, click on a campaign to see the
details.

*y Campaign .
¥ | heART 2017 Campaign

Campaign Detall

-ampaign Hierprchy [11 | Compason Members 15+1

Edit| |Delete|  Clone

Manage Members ¥

Advanced Setup

Cust

Gal slocghions (0] | Opporunies [S=] | Open Acivities 101 | Activity Hisieew [0]

Campaign Hame | heART 2017 Campaiun mwmﬂ Parent Campaign
Type  Oiher End ODate  G/30/2018
Stalus  |n Prograss Start Date 9172017
Active v Descripteon
¥ Additional Information
Contacts in Campaign 11 Leads in Campaign 0
Respongas in Camgakgn 11 ¢ Converted Leads in Campaign 1}
Num Sent in Campaign 0
Expected Response (%) - 0.00%
¥ Other Infermation
Oppartunitias in Campalgn 14 Value Dpporiunities in Campaign 53930
Won Opporiunities in Campaign 14 Value Weon Opporfunities in $3 980

Campakgn
Expactad Revenue in Campaign
Budgeted Cost in Campaign

Actual Cost in Campokgn

o

As pictured above, the top section of the Campaign Details page gives overall statistics. The
red arrows show the number of Opportunity records (i.e. people who responded to the campaign),
and the total dollar-amount of the Opportunities.
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7

\Q Campaign Members Manage Members v Carmmgign Members Help

Action Type Stalus Firgt Narme Last Hame Title Company

Edit| Remove Confact Responded Bridget Fusca Fusco Household

Edit | Remove Contad Rezpanded Steven Tepich Tepich Household

Edit| Remove Contact Responded Oscar Zuniga Zumiga and Huang Hausehold
Edit| Remeove Contact Responded \irginia Dan Dan Househald

Edit | Ramowve  Contad Respanded Carly Soteras Soteras Househald

Show & more s | Gotolist{11is

GAU Allocations Manage Allocations GAU slocslions Help 7

Mo raconds to display

-i;“,' Opportunities Hew Opportuniy Opportunites Help 2
Action Dppartunity Name Stage Amount Clase Date
Edit| Dol David Lingetram §40 Donation 00/273017 Fosted $10000 9272017
Edit | Dol Davd Lindstrom $40 Donation 09272017 | heART 2017 Campaign Fosted S10,00 9272017
Edit| Dal Matalia Funiga $150 Donation 08282017 | hedRT 20417 Campaign Posted 515000 282017
Edit| Dal  Tasha Williams §50 Donation 09 17 | heaRT 2017 Campaign Fosted 55000 Q2LZ0MT
Edit | Dal [ Suni 0 Donation 104 17 1 heART 2017 Campaion Posted 520000 1H22017

Show & more s | Gotolist (147 s

The lower sections of the Campaign Details screen shows a breakdown of the number the
people who responded (i.e. Contacts associated with the Opportunities) and the actual
Opportunities.

Note that only five records in each section are displayed. For a complete listing, click on the links by
the red arrows.

1.3.3 Using Campaigns to track groups of people

Asfdsd

Home Chatter Contacts Accounts Opportunities Reciirring

I

Campaigns
¥ Home

View: | Al Active Campaigns ul Go!  Edit] Create New View

How

Recent Campaigns

Campaign Hame

L heART 2047 Camgalgn

Endangered Buildings - Flaces that Matter - fug 4
Board Members

[i] i iy 201
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A second use for Campaigns at Project Onward is to track groups of people. As shown above, there
is a campaign called “Volunteers” (red arrow). Click on the link for the Details page, which
shows all the people assigned to the “Volunteers” group.

b Campaign Members

Action Type

Edit| Remove Contad
Edit | Remove Conlad
Edit | Remive Conlad
Edit | Remove Conlad

Edit| Remove Conlad

Show S more » | G0 k0 lisl (30+1

Salus
Responded
Responded
Responded
Responded
Rezponded

Manage Members »

First Hame Last Hame Title Company

Hzloise Amer-Dror Amez-Droz Household
Maretts Reavas King Raaves King Househald
Aeran Maxwell Maowell Household
Kimoerly Jacebs Jacobs Household
Bara Atizn Aflien Househald

As shown above, the Campaign Members section of the Campaign Details page shows five
of the members of the “Volunteers” campaign. Click on the link for the complete list (red arrow).

Note that the campaigns such as “Volunteers,” “Staff,” etc. may be out of date. These
groups need to be actively maintained. Training for this is in a future training module.

1.4 AUTO-ACKNOWLEDGEMENTS OF OPPORTUNITIES

Acknowledging Opportunities in Salesforce was demonstrated in a the “Salesforce Query”
training session, and is part of the video. Further training on this will be provided.

1.5 REPORTS

A general introduction to Reports was given in the “Salesforce Query” training module. A
separate training module on Salesforce Reports will be provided in the future.
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