@ MYTECHBESTFRIEND

PROJEGT
MANAGEMENT

sﬂESS

2023

INNOVATIVE & COLLABORATIVE M AI A Yo U N G



Gontents

App Outline and Data Model

Objects & Fields

Custom Objects

Object Page Layout

Report Type

Create a Report

Create Lightning App

Custom Email Template

Validation Rules

Workflow Rules & Email Notification

Import Data

Create a Profile

Create a User

List view Customization

Create a Screen Flow

10

15

19

20

26

32

34

35

38

42

44

48

51



App Outline

Page |1

PROJECT MANAGMENT APP

Entity Relationshi

p Diagram

Project
Account Name \aster-Detail(/Account)

Created By [ookup(User)

End Date Date

Hours Worked To Date Roll-Up Summary (SUM Timesheet)
Last Modified By Lookup(User)

Timesheet For Last Month Formula(Text}e¢———————
Opportunity Name Lookup(Opportunity)

Project Description Text Area(255)

Project Name Text(80)

Project Status Picklist

Project Type Picklist

Remaining Hours Formula(Number)
Start Date Date
Total Hours Number(16,2)
J

Timesheet

Consultant L ookup(User)

Created By [ ookup(User)
Invoiced? Checkbox

Last Modified By | ookup(User)
Project Name Master-Detail(Project)
Task Date Date

Task Description Text Area(255)
Timesheet Number Auto Number
Total Hours Number(16,2)

Project Management Express is a project management application that allows project
managers to view the details of their assigned projects easily. As well as the start and end
dates, project Management Express displays the project type, such as fixed price or time
and material, and the status of the project, such as “not started”, “ongoing”, or “completed”.
Project Managers can also log their work hours, submit Timesheets, and see their total hours
allotted to complete the project. They can also view any remaining hours as well as their
current hours worked for a particular project. Additionally, there is a field for invoicing that
shows whether a Timesheet has been invoiced or not. PM Express is a quick and easy-to-use
application that can help your team stay on track. It can help you minimize payroll by
accurately managing time and compensation.
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Create Objects and Fields

Search Schema Builder in Quick Find

G Sewch Seup oo B8 o2 s @@

i Setup Home  Object Manager

Click Clear all

Go to Elements tab -> Create a new object -> label it Project

& conemm - @8 220 @B

B Setup Home  Object Manager
Create New Object

Label [Project
Plurai Label [Projects
SwansWh [Consonant v
OojectName [Projoct
Descnption
4
Context-Sensitive
Heip Setting  ® Open the stancara Salesforce com Hetp & Training window
Open a window using a Visualforce page
Record Name | broject Name
DataType |Toxt v
Allow Reports
Allow Activites

Track Field
History
Available for
Customer Portal

In Development

Allow Reports and Activities -> Click Save
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i1 Setup Home  Object Manager

Create New Object

I
PruraiLadel [progcts

Starts With [Consonant v
Object Name [Project
Description | wain Project ManagMent App coject
#

‘Context-Sensitive _
Heip Seting  ® Open the standard Salesforce.com Help & Training window

O Open a window using a Visualforce page

‘Frweﬂ Name

7 In Deveicpment

® pepioyed

Save |Cancel

Next add a Master — Detail relationship to the account so that every project will be associated with
an account

. Search Setup or (EN EEED |- 2208

Setup Home  Object Manager

Create Master-Detail Field (Object: Project)

Field Label [
Fisig hame |
Description
#
Help Text
4
“This texd Gispiays on detail and edil pages when users hover over the Info
icon next 1o this field
Related To [ _None-—-
Se¥ect ihe Giher OBJect 1o Wikch TS COect 1S FelBied
Criid Retaonatip |
Name

Sharing Setting Select the minimum access level required on the Master record to Create, edi,
or delete related Defail reconds

(O Read Only: Allows users with at least Read access o the Master record
10 create, edit, or osiete related Detad rcords.

@ Read/Whte: Allows users with at least Read/Wite acoess 1o the Master
recond fo creale, e, or delete related Detal records

Related List Label
Specity the til hat the relaled sl wil ave in all o Ine layouts associated
with the parent

Reparentabie

oy Datail ) Child records can be reparented to other parent recoids after Iney are

created

save| | Cancel

Fill Account Name -> Related to Accounts (child relationship auto populates to Project) -> Save



. arch Setup

Setup Home  Object Manager

gl <535 ] 328031 ks }

Edit Account Name (Object: Project)

Field Labe! | aceaunt Nama

Field Name  [Account_Name

Namespace Prefix

Description

Help Text

Related To

Chilg Relationship
Name

Sharing Setting S

Related List Label

Reparsntable
Master Detail

P

“
1S on detail and edit pages when users hover over he Info
o his fleld

Select ihe ofer object 10 Whkch 1S cbject s related
|Projects
Select he s level requied on Ine Master record 1o Create
eai, or cel s

© Read Only: Allows users with afleast Read access 1o ihe Master
record to creale. edh, or delete related Detailrecords

® Read/Wiite Allows users with al leas! Read/\Wiite access 1o the

Master record 1o creale, edi, or delete relaled Detail records.

Projects
Specy the file
associated with

 list will have in all of the layouts

hild records ca

[ rented ta other parent records afler they are
created

Save| | Cancel
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‘@ara @

Next create a Date Field -> Drag and drop Date field into the schema builder

i1 Setup Home  Object Manager

g 553 < ] 328331 2

Create Date Field (Object: Project)

Field Label
Field Name

|
[

Ostail and edit pages when u

() Amays require a value in this fieid in order o save a record

Save| Cancel

Field Label should be End Date -> click Save

.

a

208 ®

Next Create the Timesheet Object by selecting Formula, this will link to a Timesheet report for the

given project.

Drag and Drop Formula into the Schema Builder



Object Manager

Create Formula Field (Object: Project)

Fiid Lab |
Fieid Hame |

Description

Help Text

Return Type [_None—
Formula

Select Fie
Project ~

Biank Fieids

s on detad and edit pages when use:

i

Insen Field
Insert Operator *
— Insert Merge Field — —

Y
PRI vt APY SN I SRR QS Tha_BAT', INCAASR e
s 1 swciman 308 czeena cate < sicaRons £ e Mo

Save | Cancel

rs hoes aver the Info icon next 1o this feld

Functions

— All Function Categories - v

aBs .
CoS

ADDMONTHS

ASCII

ASIN

Insert Selected Function

ABS{rumber)

Retums e absolute value of 3

NUMOe1 a nurmber without S 5ign

Hei on his function

Insert your formula -> select Text for Return Type -> Click Save

Home  Object Manager

Setup

o () EXEID)

Edit Timesheet from Last Month (Object: Project)

Fleld Label | ryigshiaet ffom LastMont
Fleld Name | Timesheet_from_Last_Month

Namespace Prefix
Description

Help Text

%

Tiis texi dispiays on detail and edil pages when users hover over the Info Ko next 10 this field

Return Type | Toxt v

Formula

Select Fiekd Type
Project v

Enclove tect and pickin vaue ABY names i double quotes

Whow percertages 43 decenaly

Inset Fiekd

Insert Merge Fleld V) \MMSEOMINEY

#
) wehude numbars
101, 6 ecprens dite cxs the standars

save| | Cancel

Functions
All Function Categories - v
ABS -

COS
ADDMONTHS
AND

ASCII
ASIN
Insert Selected Function

ABS(numben

Returns the absolute value of a
number, a number WEhout ks sign

Helo on this function

Page |5

¥

20 @@

Next field is the Opportunity. We want to link our Projects to opportunities. Select Lookup field and

drag into schema.



. earch Set Ll 553 - ] 328231 s

i Setup  Home ObjectManager v

Create Lookup Field (Object: Project)

Fieid Lavel |

Page | 6

Be20 B

Fill in Opportunity and Relate to Opportunity -> Click Save

". ach et o G57 EEID

i Setup  Home ObjectManager v

Create Lookup Field (Object: Project)

Field Label [ Opportunity
Fieid Name | Opportunity

Child Retationship |5
Name |Prosects

Related List Label |

‘Be20 @@

Now add the Project description. Select Text and drag and drop into schema

Fill in Project Description as feild Label and make it 255 Characters -> Click save
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& wopemm 8 220 @@

i Setup Home  Object Manager v

Create Text Field (Object: Project)

Field Label Broject description

Fieid Name [Project_description
Description

Length [255
Defautt vaiue
Roquired Always reque 2 valoe In This fekd in order 10 save 3 record
Unique (7] 5o not aslow upicate values
ExtemaliD [ set s ek as the unigue recor isentiier 5om an extemal sysiem

Save | Cancel

Now create project status which will be a Picklist. Drag and drop Picklist into the schema builder

o monEmm - B8 &2 o f 5

Setup Home  Object Manager

Create Picklist Field (Object: Project)

Fisid Label |
Field Name [

Description
rd

s on delail and edil pages when users hover over the Info

Ener vahies, wilh each value separaied by a niéw ine

() Display values alphabetically, not in the order entered
Use first value as detault vakse

Save| | Cancel

Make Field Label Project Status and for Values you will have “Not Started”, “Ongoing”, and
“Complete”.
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=) wopEmm L@ 22 0@ B

i Setup Home  Object Manager

Create Picklist Field (Object: Project)

Field Label |Pmp(1 Status
Field Name |Pvg,eﬂ _Status

values aiphabeticaly
Use first value as default vaie

save | Cancet

Create a Project Type by dragging and dropping Picklist into Schema Builder -> Insert values
necessary for your org and Save

o wopeEmEm 8 22 o @8

333 Setup  Home  ObjectManager v

Create Picklist Field (Object: Project)

Fisid Labs! [Project Type
Fieid Name | project_Type

Start Date is a Date Field so drag and drop int schema builder Fill in Start Date and click Save
Total Hours is a number Field so drag and drop Number into schema builder

Make it a length of 16 with 2 decimals -> Click Save



Setup

Home

Object Manager

Create Number Field (Object: Project)
Field Label | Total Hours
Field Name |TulaI_HDurs
Description
%
Help Text

%
/S on Getail and edit pages when users Nover aver the Info
IS el

Number of gits to the left of the decimal point
Decimal Places |5

NUMDF 6T Giis 1o e Aght of he decimal point
Required (7] sjays require a value in this fiekd in order to save a record

([ Do not allow duplicate values

Set this field s the unique record identifier from an extemal system

Save| | Cancel
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Create a new Object

Label it Timesheet-> Change Record name to Timesheet Number -> Set Data Type as Auto Number
-> Allow Reports, Allow Activities -> Set Display Format to {YYYY}-{0} -> Click Save

) wopmemm - @ 225 @B

:': Setup Home  Object Manager
Create New Object

Label [Timesheet
PuralLabel | Timeshests
SartsWith [Consonant v |
ObjectName [ Timesheet
Description

Context-Sensitive
Help Setting @ Open the standarg

D Open 3 windo

Record Name | Timesheet Number

Dt Type [Auto Number v

Now Create a Lookup field by dragging and dropping Lookup Field into the new Object

Label it Consultant and relate it to the User Table -> Click Save

i wEnemm 8 22 o @@

i Setup Home  Object Manager

Create Lookup Field (Object: Timesheet)

Fieid Label | Consultant
Field Name |cgnsuuum
Descnption

Help Text

h

Related To [User
Select ihe cifer

Child Relationship
Name | Timesheets

Related List Label | Timesheets
Sp

Now to denote whether a particular timesheet line item has been invoiced create a checkbox field.

Drag and drop Checkbox into the new object field -> Label it Invoiced -> leave it Unchecked ->
Click Save
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. o R ETEDD - 220 @@

Setup Home  Object Manager

Create Checkbox Field (Object: Timesheet)

Field Label [inyoiced
FieidName | invoiced
Description
va
Help Text
va
This text displays on detai and edil pages When users hover over the Info
icon next o this fied

Default Value
O checkea

® unchecked

Now we want to relate it to the Project Object. Create a Master Detail Relationship by dragging and
dropping into the new Object -> Label It Project Name and Project which will auto populate the
parent child relationship to Timesheets -> Click Save

& om0 2 2 o # 8

Setup Home  Object Manager

Create Master-Detall Fisld (Object: Timeshest)

FieldLabel |projoct Name
Fiid Name [Project_Name

“

1S on delail and edil pages when users hover over the Info
a

Related o | Proy -
Select ihe olner ODJect 1o WHKCh This CDJect s felaied
Nl Reimtcoehe T
Name

Sharing Setting on the Master record (o
o
© Read Only: Allows users with at keast Read access o the Master record
10 Create, B0N, O 0S8 Telaled DELad re0ords

® Read/\Wite: Alows users wiih al least Read/\Wite access 1o the Master
record fo create, ed, of delete related Detail records.

Related ListLabel [Timeshests

peciy ihe ille iha ihe related ist wil have in all of the layouts associated
veni

Repareniable [ chiid records can be reparented 1o other parent records aer they are

Master Detail o)

Save| | Cancel
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. wEpnemm -0 220 f B

i Setup Home  Object Manager v

Help for thes Page @

C Schema Builder

Close Auto.Layout | View Options ¥

Elements  Objects

et o te schoma =
omsect
& Ovrect
neLos
#) Auto Number
Formuia |ProjectName  MastenDetsi(Projoct) +
Invoiced eck - 4
Consutant
Created By
Last Modifed By -
Onner
End Date Timesheet Number
Account Name
Created By
Last Modtied By {Use )
Owner LookupUser+1)
Project Name Text(®

Now we want to add a date field to track what day the Timesheet was written for Label it Task Date

& wEnEmm 8220 f B

it Setup Home  Object Manager v

Create Date Field (Object: Timesheet)

Field Label |Task Date
Fleid Name |vask_Daze

Description

Help Text

Adays 16QUIE 3 Vaiue I IS fekd In O/0SF 10 Save 3 recory

Save  Cancel

We want to add a Description field to describe what kind of work we have done. Add a Text Area ->
label it Task Description -> Click Save
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. S— Cad 553 - | 328831 k|

i1 Setup  Home  ObjectManager v

Create Text Area Field (Object: Timesheet)

Field Label | Task Description
Field Name |Task_Description
Description
Va
Help Text
Va
piays on Gelail and €0l pages When users hover aver Ihe Info
his ield
Abways require a value in this fiekd in Order to save a record

save | |Cancel

Lastly total Hours for a given line item is going to be a Number

. prch Set L s 53 < | 328831 ks

i: Setup Home  Object Manager

Create Number Field (Object: Timesheet)

Field Label | Total Hours
Field Name [ Total_Hours

Description
#
Help Text

detail and edil pages when users hover over the Info

Detault Value

Length |16

Nurmber of digits 10 the left of the decmal paint

Decimal Piaces |2
Nurmber of aiits 1o the nght of the decimal point
Required Always require a value in this field in order 10 save a record
Unique (1) 5g not allow duplicate values

Extomal 1D () et s field as the unique record identitier from an external system

save | |Cancel

‘eaer20P@

Now for our Project Object we want to create an Hours Worked to date roll-up summary field. Drag
and Drop Roll-up Summary field into Project -> Label it Hours Worked To Date -> Use timesheet
Object in Summarized Object -> SUM for Summary Type -> Total Hours for Field to Aggregate
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Setup Home  Object Manager

Create Roll-Up Summary Field (Object: Project)

Field Label | 1iours Worked To Date
Field Name | Liours_Worked_To_Date
Description
Help Text
et and e pages when users hover
S et [ Tmesheats v
Summary Type [SUM v
Fieid to Aggregate | Total Hours v
Filter Criteria
Only records meeting certain criteria should be included In the calculation

Al records shouki be included in the calcutation

Save| |Cancel

Lastly we need a Formula for Remaining hours which will be Remaining Hours -> Return type
Number -> 2 decimal places -> Formula is Total Hours__c - Hours Worked To_Date_ ¢ -> Click

Save.

o Seach enup mEnEmm -0 2?0 fE

Setup Home  Object Manager

Edit Remaining Hours (Object: Project)

Fisld Label | Remaining Hours
Fleld Namé | Remaining_Hours
Mamespace Prefix
Deseription
s
Help Text
#
This text displays on detall and eoi pages when users hover over the Info icon next 1o this fleld
Retwm Type [Number
Decimal Places

Fermus Functicns.
- All Function Calegones - v
Select Field Type Insent Fieid s

[Project ~ | [=Insert Merge Field — e

ACOS
- Hours_Worked_To_Da c ADDMONTHS
- AND
ASCI
ASIN

Insert Selected Function

#
s )
e ABS(number
sculadons in the standard Returns the absolute value of a
number, & number Wihaut s sign

Help on this function

The Schema Is done now we edit our layout.
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Edit Object Page Layout

&8s conEmm -8 22 s @8

Setup

7 Schema Builder

From the project Object -> Click the Drop down and go to Object -> Click Page Layouts -> Project
layouts

R o conemm 822 @ E

Setup

7 Schema Builder

Close Auto-Layout  View Options ¥

Elements  Objects

In Project Layout move elements around to your liking -> Add Project Description under Project
Detail -> Add Opportunity under Project Detail.

Add a Section, label it “Detail” leave everything else default, add Project type, Start Date & End
Date and Project Status.

Drop in another Section call it “Hours”, inside of hours we want to add Total Hours, Hours Worked
To Date and Remaining Hours.

Drop in another section call it “Invoicing”, add Timesheets from last month.

Under Related Lists add Timesheets and Click Save.
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Save v | Quick Save | Preview As...v | Cancel || $\Undo | 7 Redo

= Layout Properties

Page | 16

[ ——
i Invoicing
23 Timesheet from Last  Sample Text
Month
i Hours

) Hours Worked To Date ~ 419.05
Total Hours  §32.21

£ Remaining Hours ~ 530.22

i Details
Start Date  10/21/2022
Project Type  Sample Text
Project Status  Sample Text
End Date  10/21/2022

# Information (Header visible on edit only)
* ® Project Name Sample Text

Project description  Sample Text

{i System Information (Header visible on edit only)
£ createa By  Sample Text

! Custom Links (Header visible on edit only)

Mobile Cards (Salesforce mobile only) ' *

* ® AccountName Sample Text
Opportunity ~ Sample Text

2 LastModified By ~Sample Text

Now edit your related lists to include more relevant information for Timesheets by clicking the

wrench icon

ts
LN

imber

Add Task Date as the First Column , Task Description as second Column, Total hours as third
column, Whether its been invoiced and Timesheet Number

Default in descending order

Kt Manager

womemm -8 22 0P8

Save v | Quick Save | Preview As... v | Cancel

' Related List Properties - Timesheets
i

Mobile Cards (Salesforce mobile only)

Drag expanced lookups and moblle-enabled Visuatorce pages M

Related Lists
LR

Timesheets
Timesteet Number

Sample Text

LAY

Open Activities
Subject Name

Sample Text Sampie Text

LS

Activity History
Subject Name

Helo @
Select fields 1 display on te felaled Iist. You Can also fe-order the selected fields
Avallable Fields Selectec Fields
Croated By a Timesheet Number
Created By Alias T
y aga  TeSkDte "
Croated Date 3| Tosk Description =
Last Activity Date Total Hours
Last Modified By L invoiced =
Last Modified By Allas fmeve Ores
Last Modfied Date
Record 1D v
Sont B Defaut v
Ascending
Assigned To
Saran Sampie
Buttons
oK Concel | Revert to Defaults

Task Diw Date RSN 16 Last Moditied Date/Time

-

»

Next Make Opportunity a required Field -> Click on wrench icon near Opportunity -> Select

Required
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Search Setup PN 2 12+ ] 2930 o IR P RCE 4 L)
ject Manager
e N ey e N W N N N SN N L N L N
Y P o T T N YT P W T T Y W B YR Y P s Wy T T B T T e N YT s Wy 7T S Y T = W WYV YT

- Save » | Quick Save | Preview As...» | Cancel | | 4 Undo & Layout Properties -

Invaicing

Timesheet from Last  Sampie Text
Month

Hours

Hours Worked To Date
Total Hours

) Remaining Hours.

Details Field Properties ®
Start Date  10v21/2022
Project Type  Sample Text ReadOnly  Required
Project Status  Sample Text Opportunity a
EndDate  10/21/2022
oK Cancel
# ® ProjectMame  Sample Text
Project description  Sample Text Opportunity  Sample Text
Created By  Sample Tex| ) LastModified By  Sample Text

Mnhila Carde [Ralaefarra mahila ankil |

Click Save
Go back to Object Manager and go to Timesheet Object -> Click Page Layouts

5] coperm - B8 22 0P B

Setup Home  Object Manager

- SETUP > OBJECT MANAGER
b Timesheet

Details Page Layouts ick Find New | Page Layout Assignment

1 tems. Sorted by Page Layout Name

Fields & Relationships
PAGE LAYOUT NAME 4 CREATED BY MODIFIED BY

L ode i Timesheet Layout Maia Young, 10/21/2022. 10:16 AM Maia Young. 10/21/2022, 10:16 AM v
Lightning Record Pages

Buttons, Links, and Actions

Compact Layouts

Field Sets

Object Limits

Record Types

Related Lookup Filters

Search Layouts

List View Button Layout

Restriction Rules

Remove Timesheet Number -> Add Project Name, Consultant, Task Date, Task Description, Total
Hours, and Invoiced -> Click Save
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& Q. Searchsetup womemm - 8 22 0@ @

Setup Home  Object Manager

= SETUP > OBJECT MANAGER

aay Timesheet

Page Layouts

Lightning Record Pages
Buttons, Links, and Actions
Compect{sycurs | Information (1eader visible on edit onty)
) * ® projectName  Sampie Text
fioid st Consuitant  Samgie Text

. o TaskDate 10212022
Object Limits Task Description  Sample Text

Total Mours 427 51
Record Types SR
Related Lookup Filters 1 System Information (Header visible on edit only)
Seaichi i @ crawapy  SamoleTex B Lastmodines By  Samoie Text
[ Custom Links (Header visibie on ednt only)

List View Button Layout
Restriction Rules Mobile Cards (Salesforce mobile only)

Now lets work on the report that will display the timesheet line items
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Create A Report Type
Go to Quick find and type in Report Types
Click New Report Types

Primary Objects will be Accounts, Report Type Labe will Be Projects and Timesheets, Description is
Custom report type to access the project and timesheet fields, Store in category will be Accounts
and Contacts Group, Mark it as Deployed. -> Click Next

—— N Tz RS + IS I CW ()

Object Manager

SETUP

Report Types

Next | Cancel
]
Report Type Focus 1 = Required Information
Specify what type of records (1ows) will be the focus of reports generated by this report type.
B Example: If reporting on “Contacts with Opportunities with Partners,” select “Contacts* as the primary object
for
prmary Object [ Accounts -]
Identification
Report Type Labsl | Projects & Timesheels
Report Type Name | Projects_Timesheets i
Note: Descriphion will be VisiDie f0 uSers who Creale reports
Description | Cystom report types 1o access the project and timesheet fieids
%
Store in Category | Accounts & Contacts v
Deployment
Areport type with deployed status is available for use in the report wizard. While in development. report types are visible only to authorized adminisirators and their delegates.
Deployment Status () In Development
@ Deployed
Next | Cancel

Next Account will relate to Projects, and the Projects will relate to the timesheets.

Projects will Report on any account which has projects so select the first radio button. Select the
second radio button under Timesheets to report whether the are timesheets or not. -> Click Save

. earch Setup roperm F @ 22 6P @

Setup Home  Object Manager

Q report types

SETUP

Report Types

v Feature Settings

v Analytics

New Custom Report Type Help for this Page @
v Reports & Dashboards Projects & Timesheets
Report Types
Step 2. Define Report Records Set Step20f2
Didn't find what you're looking for? Previous | Save  Cancel

Try using Global Search.
This report type will generate reports about Accounts. You may define which refated records from other objects are returmed in report results by choosing a refationship 1o another object

Primary Object

Projects
Ato B Relationship:
> @®Each "A" record must have at least one related "B" record

Accounts |

L
(2]

"A" records may or may not have related "B” records.

Timesheets \A
810 C Relationship:
@ - b ‘Each "B" record must have at least one refated "C” record.

®5" records may or may not have related "C” records

(Click to relate another object)
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Create A Report

Go to Sales App and Select New Report -> Lick Account and Contacts -> Projects and Timesheets

Create Report

Category Select a Report Type

Recently Used Search Report Types.

Al Report Type Name Category

Accounts with Partners Standard
Accounts & Contacts

Account with Account Teams Standard
Opportunities .
Accounts with Contact Roles Standard
Customer Support Reports Accounts with Assets Standard
Leads Contacts with Assets Standard

Accounts with Projects Standard
Campaigns
Accounts with Projects and Opportunity Standard

Activities Account History Standard

Contracts and Orders Contact History Standard

. D&B Company with and without Accounts Standard
Price Books, Products and

Assets Projects & Timesheets Custom

Under Columns on the left panel remove Account Name and Timesheet Number, add Consultant
Name, Add Task Description and Timesheet total hours. Next Group Columns by Task Date

REPORT ¥

. . . Got Feedback? ¥ Add Chart
New Projects & Timesheets Report #  Projects & Timesheets ot Feedbac 9 0 arl

> ‘= Qutline Y Filters e @ Previewing a limited number of records. Run the report to see everything.
v
E Task Date T |¥| | Project Name | ¥ Consultant: Full Name |¥| Task Description | ¥| Total Hours |~
L Groups o
B GROUP ROWS No records returned. Try editing report filters:
jxdd group... = Show All accounts
Task Date £ = Set the Created Date filter to All Time.
[0 GROUP COLUMNS « Edit other filters in the filter panel.
Add group.
Columns hd
Add column...
Project Name x
Consultant: Full Name X
Task Description X
# Total Hours x

Now go to Filters and Show All Accounts, Created Date Show All Time, Project ID equals “” (a blank
value), add Task Date Relative date “Last Month”-> Apply -> Save as Timesheet for Last Month



REPORT ¥

New Projects & Timesheets Report ¢  Projects & Timesheets

‘= Qutline

Fields v

Filters
|add ilter...

Show Me
My accounts

Created Date
All Time

Project ID
equals ™"

Task Date

¥ Filters o @ Previewing a limited number of records. Rul
Task Date T |¥ || Project Name |¥| Consul
v
Q No records returned. Try editing report filts
» Show All accounts.
» Edit other filters in the filter panel.
[]
[]

equals LAST MONTH

Make Public so anyone can access it -> Click Save

Save Report

* Report Name

Timesheet for Last Month

Report Unique Name @

Timesheet_for_Last_Month_HgC

Report Description

Folder

Public Reports

Page | 21




Page | 22

&= as ronmEml B 2 2 v £ 8

Sales Home  Top Customers and Opps  Oppo!

v leads v

Repors v Chatter  Groups v  More ¥ ’

@ eport “Timecheet for 1 ast Month® was <aved

Report: Projects & Timesheets

Timesheet for Last Month Qacun || Y@ . v

0 0.00

No Results

Sharing Settings

Go to setup and type Sharing Settings in Quick Find Box

Make sure Account object sharing setting is set to “Public/Read/Write”

looking for? Detault Sharing Settings
Organization-Wide Defaults Ean Organization Wide
Object Default Internal Access Defoult Extornal Access Grant Access Using Hierarc
Lead Public Read/Wiite/Transfer Private 4
Account ana Contract Public ReagWirite Private v
Contact Controlled by Parent Controlied by Parent v
Order Controlied by Parent Controlied by Parent v
Asset Controlled by Parent Controlied by Parent v
Opportunity Public Reaa/Wiite Private v
Case Public Reag/\Wrle/Transfer Private v
Campaign Public Full Access Private v
Campaign Member Controlled by Campaign Controlled by Campaign v
User Public Read Only Private v
Activity Private Private «
Calendar Hide Details and Add Events Hide Detais and Add Events v
Price Book Use Use v
Product Public Read/Write Public Read/Write v

Next, check Project and Timesheet object and make sure it is set to “Controlled by Parent”
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Search Setup crEDEEEID |-/ B & 7 @

ct Manager v

SETUP
Sharing Settings

o seler Private Frivate v
Service Appoiniment Group Frivale Frivale v
Service Contract Private Private v
Streaming Channel Public Read/Write Private v
Thanks Public Read Only Private
User Provisioning Request Private Frivate v
Web Cart Document Frivate Frivate v
Work Order Private Private v
Work Plan Private Private v
Work Plan Tempiate Private Private v
Work Procedure Private Private Cal
Work Step Template Private Frivate v
Ecomm Customer Public Read/write Private '
Orders Public Read/\Write Frivate v
Products Public Read/Write Private v
Project Controlled by Parent Controlled by Parent
Timesheet Controlled by Parent Controlied by Parent

Now let’s create our Tabs so we can access our objects
Search tabs in quick find and select

Under Custom objects Tabs select Create New

stup Home  Object Manager

rface

me Tabs and Labels

Custom Obyect tabs look and behave like the standard tabs provided with Salesforce. Web tabs allow you to embed external web appiications and content within the Salesforce
pages. Lightning Companent tabs aliow you to add Lightning components to the navigation menu in Lightning Experience and the mobile app. Lightning Page tabs aliow you to
mobile app

what you're looking for? Custom Object Tabs New | What ls This?

lobal Search.
No Custom Object Tabs have been defined

Web Tabs New | Y\hatls This?
No Web Tabs have been defined
Visualforce Tabs New | \ynat |s This?

No Visuaiforce Tabs have been defined

Lightning Component Tabs New | \hatIs This?
Action Label

Eant ¢ GetYour Login Credentials

Eot % Instada Package

Eon ¢y Weicome

Lightning Page Tabs New | Vhat Is This?

Select Project as object and give it a tab style of your choosing -> Click Next
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Q. search Sep sEpemm £ B 27 @
Object Manager
SETUP
Tabs
New Custom Object Tab oo for i Page
Step 1. Enter the Details Step 10

Choose the custom object for this new custom tab. Fill in other details.

‘Select an existing cusiom object or Creale 2 new cusiom object now.
object [ Project ~

T

(Optional) Choose a Home Page Cusiom Link 1o show as 2 spiash page the first time your users click on this tab

Splash Page Custom Link [ _None.. v

Enter 2 short description

Description

Default on for all profiles -> Click Next

Q. search seup wEnemm - @ a2 o @

Home  Object Manager

25 and Labels

New Custom Object Tab Halo for this Paga €@
ou're looking for? Step 2. Add to Profiles
earch,

Choase the user profiles for which the new custom tab will be available. You may also examine or alter the wisibility of tabs from the detail and edit pages of each profile

® Apply one tab visibilty to all profiles [DefauaOn  w |
© Apply a aifferent tab visibatty for each profie

Profile Tab Visioiity

Analytics Cloud Integration User

Anaiytics Cloud Security User

Autnenticated Website

Authenticated Website

Contract Manager

Cross Org Data Proxy User

Custom: Marketing Profiie

Custom: Sales Profile

Include in All apps -> Click Save
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erENCEND - 8 2 ? @

>  Home  ObjectManager

‘abs and Labels

<]

| WOC (standard__ Work)

a

App Launcher (standard__AppLauncher)

<]

Communty (standard_ Community)
you're looking for?
Search.

<]

St com (stancarg__Sies)

<]

Salestorce Chatter (standard__ Chatier)

(<]

Content (stancard_Content)

<]

Analybics Studio (standar_insights)

Sales (standard_LightningSales)

Sales Console (standard_LightningSalesConsole)
Senvice Console (standard_LightningService)

esoo

Lightning Uisage 1L

<]

Digital Experiences (standard_SalesforceCMS)

a

Commerce (standard__ Commerce)

<]

Data Manager (stangar__Datananager)
Bolt Sauons (S1anaard_ LightningBolt)

o

18 Append tab 1o users’ exssting personal customezatons

Previous  Save

Do the same for the Timesheet object

Custom Tabs

You can create new custom tabs to extend Salesforce functionality or to build new application functionality.

Custom Object tabs look and behave like the standard tabs provided with Salesforce. Web tabs allow you to embed external web applications and content withir
pages. Lightning Component tabs allow you to add Lightning components to the navigation menu in Lightning Experience and the mobile app. Lightning Page tz
mobile app.

Custom Object Tabs | New | What Is This?
Action Label Tab Style
Edit| Del  Projects Wrench

conj o Tnstecs

Web Tabs [ New | What Is This?

No Web Tabs have been defined

Visualforce Tabs [ New | What Is This?

No Visualforce Tabs have been defined

Next lets create an App to tie it all together
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Create a Lightning App

Go to the App Manager -> New Lightning App

New Lightning App

App Details & Branding
Give your Lightning app a name and description. Upload an image and choose the highlight color for its navigation bar.
App Details App Branding

~App Name @ Image @ Primary Color Hex Value

]
B~ 007002

Name your ap

* Developer Name @

Enter a developer name

Description @

Enter a description Org Theme Options
Use the app's image and color instead of the org’s

custom theme

App Launcher Preview

Label the app Project management and customize the Apps Branding if you like -> Click Next

New Lightning App

App Details App Branding

*App Name @ Image @ Primary Color Hex Value

Project Management o
W~ woom002
*Developer Name @ & Upload
Project_Management
Description @
Enter a description. Org Theme Options
P Use the app's image and color instead of the org's

custom theme

App Launcher Preview

Project Management

Leave everything as is -> Click Next



New Lightning App

App Options

Navigation and Form Factor @

“Navigation Style
® Standard navigation

Console navigation

* Supported Form Factors
® Desktop and phone
Desktop
Phone

Click Next we don’t want any utility items

Setup and Personalization @

Setup Experience
@ Setup (full set of Setup options)

Service Setup

App Personalization Settings

Disable end user personalization of nav items in this
app

Disable temporary tabs for items outside of this app

New Lightning App

Utifty Bar Algnment @ Default v

The utility bar is a fixed footer that opens components in docked panels. Available only when the app is viewed in Lightning
Experience on a desktop.

$ = O e

To enable the utility bar for this app, add a utility item.

o}
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Under Navigation items search Project, Timesheets and Reports and add them to your selected

items -> Click Next



Page | 28

New Lightning App

available only for phone or only for desktop. These items are dropped from the navigation bar when the app is viewed in a format that the item doesn't support.

Available Items | Create w Selected Items

B rimeshees
B repors

Back (] -]

New Lightning App

Available Profiles Selected Profiles

System Administrator
HIgN Volume Lustomer Fortal Custom: Sales Profile
High Volume Customer Portal User

dentity User

Marketing User

Minimum Access - Salesforce

Partner App Subscription User

Partner Community Login User

Partner Community User

Read Only

Save & Finish

Now you have a New App in salesforce called Project Management
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App Launcher Search apps or items... Visit AppExchange
v All Apps
; : Service Marketin,
Project Management i - e i i
Manage customer service with accounts, contacts,... Best-in-class on-demand marketing automation
Sample Console = Community Site.com
(Salesforce Classic) Lets agents work with multiple...  ** Salesforce CRM Communities Build pixel-perfect, data-rich websites using the...
n Salesforce Chatter . Content Sales
The Salesforce Chatter social network, including.. e Salesforce CRM Content Manage your sales process with accounts, leads,...

Lightning Usage App
View Adoption and Usage Metrics for Lightning...

(=]

Sales Console . Service Console
(Lightning Experience) Lets sales reps work with... - (Lightning Experience) Lets support agents work...

Lastly, we need to modify our formula for Last Months timesheet

Go to reports in your Project Management App and click on “Timesheets for Last Month” Report

v A, DEdICTL.. El

see )
:22  Project Manageme... Projects v  Timesheets “  Reports

Report: Projects & Timesheets
Timesheet for Last Month

! Total Records Total Total Hours

0 0.00

No Results

No records returned. Try editing report filters:
+ Show All accounts.

+ Edit other filters in the filter panel.

Click on the address bar and select the Report ID, copy the Report ID

< C (ﬂ https://resilient-koala-mézi0-dev-ed.trailblaze.lightning.force.com/lightning/r/Report/0008Z000007LZToUAQ) view?queryScope=userFolders Q & ‘,’:() A
L Nk VA VA WL WA VA VL WA V. VA VA VL Vi VA W VL WL VUL WA Wi WA VA WA WA WA |

Next, click on Projects and then the gear icon and select edit Object -> Fields and Relationships ->
Timesheet for Last Month-> Go to Formula Field and replace *“//*Report ID Here*//” with the
Report ID you copied.
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tlationships
s Cpportunity Cpportunity_c
ecord Pages Project description Project_description_c
ks, and Actions
Project Name Name
youts
Project Status Project_Status_c
ts Project Type Project_Type_c
£
Remaining Hours Remaining_Hours__c
tkup Filters
Start Date Start_Date_ c
wts
itton Layout Timesheet from Last Month Timesheet_from_Last_Month__c
Rul
vies Total Hours Total_Hours_c

Project Custom Field

Timesheet from Last Month

Back to Project

Lookup(Opportunity)

Text(255)

Text(80)

Picklist

Picklist

Formula (Mumber)

Date

Formula (Text)

Number(16, 2)
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Custom Field Definition Detail Edit | | Set Field-Level Security | | View Field Accessibility | | Where is this used?

Field Information
Field Label  Timesheet from Last Month
Field Name  Timesheet_from_Last_Month
APIName  Timesheet_from_Last_Month_ c
Description
Help Text
Data Owner
Field Usage
Data Sensitivity Level
Compliance Categorization
Created By Maia Young, 10/21/2022, 9:38 AM

Ot

Formula Options

Data Type Formula
HYPERLINK("#/Object/Report 1D Here*/ view?fv0=" & Id, "Timesheet from Last Month")
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Formula Keturn lype | Text had

Enter your formula and click Check Syntax to check for errors. Click the Advanced Formula subtab to use additional fields, operators, and functions.
Example: |Full Name = LastName & ", " & FirstName | More Examples...

Simple Formula =~ Advanced Formula

Select Field Type Insert Field
|Project v | [ Insert Merge Field - v |

Timesheet from Last Month (Text) =
I HYPERLINE ("§#/0Cbject/00082

_'?IZI‘Q'J}-‘.CI!’ view?fv0=" & Id, "Timesheet from Last Month")

Click Save

Now let’s create a custom email template to send when an opportunity stage changes
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Create Custom Email Template

Go to Setup -> Type in quick find Email templates -> Select Classic and New Email Template ->
Select text and click Next

SETUP
Classic Email Templates

Email Template Help for this Page &

. New Template 1
Next | Cancel

Choose the type of email template you would like to create.
® Text
O HTML (using Classic Letterhead)
O custom (without using Classic Letterhead)

O visualforce

Now select Project Fields under Field Type -> Select Project Status -> Click the checkbox
Available For Use -> Add Email template Name, Subject and fill in the Email body -> Save

Available Merge Fields

Select Field Type Select Field Copy Merge Field Value

[Project Fields v | [Project Status v | [{IProject__c Project_Status__c} |

Copy and paste the merge field vaiue info your tempiate belaw.

Email Template Edit _Save | Save&MNew | | Cancel

Email Template Information 1 =Required Information

Folder | 'Unfiled Public Classic Email Templates v |
Available For Use

Email Template Name | Project Status Has Change:
Template Unique Name | Project_Status_Has_Chang| i

Encoding  I'Unicode (UTF-8) v

Description ‘ ‘

subject  I'Your Project Status Has Changedl |

Email Body  [yQUR PROJECT [STATUS HAS CHANGED, LOG IN TO SALESFORCE TO VIEW
[THIS UPDATE.

©

A

Save | Save & New | Cancel
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Classic Email Templates
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Text Email Template

Project Status Has Changed

Preview your email template below.

Email Template Detail Edit | | Delete| | Clone

Email Templates from Salesforce  Unfiled Public Classic Email Templates
Email Template Name  Project Status Has Changed
Template Unique Name  Project_Status_Has_Changed
Encoding  Unicode (UTF-8)
Author  Maia Young [Change]
Description
Created By  Maia Young, 10/23/2022, 11:19AM

Edit | |Delete| Clone

Help for

Available For Use v
Last Used Date

Times Used

Modified By  Maia Young, 10/23/2022, 11:50 AM

Email Template Send Test and Verify Merge Fields

Subject | Your Project Status Has Changed!

Plain Text Preview

YOUR PROJECT STATUS HAS CHANGED, LOG IN TO SALESFORCE TO VIEW THIS UPDATE

Next we need to Create a validation Rule to trigger the email alert
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Validation Rules

Go to Setup and then Object Manager -> select the Project Object and select Validation Rules in
side panel-> Click new

Project Validation Rule Help or this Page @

Define a validation rule by specifying an error condition and a corresponding error message. The error condition is written as a Boolean formula expression that returns true or false. When the formula expression returns true, the save
will be aborted and the error message will be displayed. The user can correct the error and try again.

Validation Rule Edit Save | |Save & New | | Cancel
b Ll [When_Project_status_changed] Er=Es
ons Active + Operators & Functions
Description
4
Error Condition Formula 1 = Required Information
Example: |Discount_Percent__c>0.30| More Examples.
! Functions
Display an error if Discount is more than 30% Al Funciion Cateaor
If this formula expression is true, display the text defined in the Error Message area 9

Insert Field Insert Operator ¥

AND (ISCHANGED ( Project_Status_ ¢ ),
OR ( ISPICKVAL(PRIORVALUE ( Project_Status__c ), "Ongoing"),
ISPICKVAL (PRICRVALUE (Project_Status__c ), "Completed")))

Insert Selected Function

ABS(number)
Retums the absolute value of a
number, a number without its sign

B

- Help on this function

Chack Suntay

Fill in the Rule name -> check Active and insert your formula
AND(ISCHANGED( Project_Status_ ¢ ),
OR (ISPICKVAL(PRIORVALUE ( Project_Status__c ), "Ongoing"),

ISPICKVAL (PRIORVALUE (Project_Status__c ), "Completed")))

Next add an error message and click Save

Error Message

Example: |D\scoum percent cannot exceed 30%

This message will appear when Error Condition formula is true

Error Message |(not a value

This error message can either appear at the top of the page or below a specific field on the page

Error Location | ) Top of Page @ Field | Project Status vl

Save | | Save & New | | Cancel

Validation Rules

New
1 ltems, Sorted by Rule Name
RULE NAME - ERROR LOCATION ERROR MESSAGE ACTIVE MODIFIED BY
When_Project_status_changes Project Status not a value e Maia Young, 10/23/2022, 12:43 PM v

Next we need to set up an Email Workflow Rule to send the Email when the Status changes



Workflow Rules & Email Notification

Go to setup-> Search for Workflow Rules -> Continue -> Click New

SETUP

@ Workflow Rules

Workflow Rule Help for this Page «

New Workflow Rule

Step 1: Select object Step 10f3

| Next | |cancel|

Select the object to which this workflow rule applies.

obiect | "None -

| Next | |cancel|

Select the Project object -> click Next -> Rule Name will be “Send Email when Project Status
Changes” -> Fill in your description -> Select “created, and any time it's edited to subsequently
meet criteria” -> Select “Run this Rule if the Criteria Are Met” -> Fill in criteria shown below and
click Save & Next

SETUP

@ Workflow Rules

Workflow Rule Help for this Page 0
. New Workflow Rule ]

| Next | | cancel|

Select the object to which this workflow rule applies.

oviect  |[Project ~]

| Next | | cancel |
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SETUP

Workflow Rules

Object  Project

I Rule Name | Send Email when Project st

Description ‘This rule will send an email when a project status changes

7~
Evaluation Criteria
Evaluate the rule when arecord is: () created
O created, and every time it's edited
[Clcreated, and any time it's edited to subsequently meet criterialfiy
How do | choose?
Rule Criteria
Field Operator Vvalue
|[Project. Project Status + | [equals ~ | [Ongoing | @ AND
[Project Project Status ~ | [equals ~ | [Complete @) AND
[~None-- ~ | [-None-- v | AND

[~None-- v | [--None-- ~ | AND
[—None-- ~ | [~None— v

Add Fitter Logic._.

[Previous | [ save & Next| |cancel|

= limtmimm fmrmn mmmn imbdmims f famnn

| Edit Rule Send Email when Project status Changes Help or tis Page @
( Do |

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (Project: Project Status EQUALS ONgoing) AND (Project: Project Status EQUALS Complete)
Evaluation Criteria  Evaluate the rule when a record is created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions

No workflow actions have been added

Add Workflow Action ¥

Time-Dependent Workflow Actions See an example

[ 0 No workflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined.

| Add Time Trigger

Now Add a Workflow action-> Click New Email Alert -> Fill out description field and Select your
email template that you created -> Select Users and enter any additional email addresses you need
up to 5 -> Click Save & Done
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SETUP
Email Alerts

Description  |'Status change Email

| | Unigque Name | Status_change_Email i

Object  Project

Email Template | Project Status Has Change:| @&

Protected Component )

Recipient Type Isearcn [User v r"'3| ‘ ‘ and ‘
Recipient
PR Available Recipients Selected Recipients
--None-—- . User Integration User .
User: Maia Young
User: Security User
Add

J
K
Remove

You can enter up to five (5) email addresses to be nofified.
Additional Emails

SETUP
@ Workflow Rules

Edit Rule Send Email when Project status Changes wep fornis Page @

Step 3: Specify Workflow Actions

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

RuleCriteria  (Project: Project Status EQUALS ONQOINg) AND (Prcject: Broject Status EQUALS Complete)
Evaluation Criteria  Evaluate the rule when a record is Created, and any time it's edited to subsequently meet criteria

Immediate Workflow Actions.

Action Type Description
Edit | Remove Email Alert Status change Email

| Ada workfiow Action ¥

Time-Dx Actions See an example

[ 0 No workflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined

| Add Time Trigger
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Import Data

Navigate to Setup and type Data Import into search box.
- O Search Setup

Setup Home  Object Manager v

ML IR ARC I W)

Q  dataimport

Create w

v Integrations

Data Import Wizard

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

Get Started with Einstein Bots Mobile Publisher Real-time Collaborative Docs
Launch an Al-powered bot to automate your Use the Mobile Publisher to create your own Transform productivity with collaborative docs,

spreadsheets, and slides inside Salesforce.

digital connections. branded mobile app.

Get Started Learn More Get Started '

Most Recently Used

1items

Click on data Import Wizard scroll and click Launch wizard.

. Q. Search Setup

Setup Home  Object Manager

Import your data in 3 easy steps!

Launch the Data Import Wizard to import your data.

=

Pre-step: Prepare your Choose data to import Edit field mapping Review and start import
data for import
Launch Wizard!
FAQ Data Import video series Additional Resources

How do | prepare my data for import? Find import templates and other helpful tools
How many records can | import? i Learn how to use the Data Import Wizard
What kind of objects can | import?

Can | do simultaneous imports?

Click on Custom Obijects, Select the object
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o @220 @

Setup Home  Object Manager

Let's do this

L ]
Choose data Edit mapping Start import

Import your Data into Salesforce Help for this page @

You can import up to 50,000 records at a time:
What kind of data are you importing? What do you want to do? Where is your data located?

Standard objects Custom objects

Ecomm Customers

Cancel

You will be asked if you are updating existing records, adding new records or updating and
adding new records. Select whichever option applies.

. @ a?2aa @

3% Setup Home  Object Manager ~
L
Choose data Edit mapping Start import
What kind of data are you importing? @ What do you want to do? @ Where is your data located? ©
Standard objects Custom objects Add new records v Drag CSV file here to upload
Match by:
Ecomm Customers v —None— v » Csv

Which User field in your file designates record
owners?

-None-- v

Trigger workflow rules and processes?
Trigger workflow rules and processes for new and

updated

Cancel

Adjust options to fit your needs and select the CSV file you wish to upload. Drag & Drop or
upload by searching on your computer.
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Setup Home  Object Manager
® < ¢
Choose data Edit mapping Start import

Mapped Salesforce Object Example Example Example

Change Email Email pallen@y

Change Address Address alerie LD
Jrough,

Change Avatar Avatar

Map Unmapped @ Avg. Session Length S—

755642675
Change Time On App Time on App g . .
Change Time on Website Time on Website

Cancel Previous m

Upload and make sure all data Maps to the correct Field.

o Search sep - a?2u5a @

it Setup Home  Object Manager

Choose data Edit mapping Start import

Help for

Edit Field Mapping: Ecomm Customers @

Your file has been auto-mapped o existing Salesforce fields, but you can edil the mappings i you wish. Unmapped fields will not be imported

Edit Mapped Salesforce Object CSV Header Example Example Example
Change Email Email mstephenson@@fé hdukei@holmail.e pallen@yah o
Change Address Address
nge Avalar Avatar
let Dark( T S qus

Change Average Session Length Avg. Session Length

449 12 31.92627202636( 0i 4 TH56426
Change Time On App Time on App

6511 6€ 1.100460728682 1 2 12

Change Time on Website Time on Websita

] 66801052¢ G I 3 1105974421204
Change Length of Membership Length of Membership

Cancel Previous Next

Click Next and Start Import



Q  Search Setup

Choose data

Edit mapping

Review & Start Import

Review your import information and click Start Import

Your selections:

Ecomm Customers ¥
Add new records ¥

b

Your import will include:

Mapped fields

8

Congratulations, your import has started!

Start import

Help for this page @

Your import will not include:

Unmapped fields

0

o e

Click OK to view your import status on the Bulk Data Load Job

page.

View your completed import

uick Find

Setup Assistant
«tor Authentication Assistant
Updates

g Experience Transition
1

esforce Mobile App
wt

g Usage
e

ISTRATION

JRM TOOLS

are Settings

dlow Senvices

SETUP

Bulk Data Load Jobs

Bulk Data Load Job Detail Reiced

JobI0  TSOBZODODOGTAGK
Submemes By b Young

Start Time 107102022, 3.00 PM PST
End Teme 10102022, 300 PMPST

Time to Complete (hcjmmcss) 0007
Otpect  Ecomm Customer
External 1D Field
Content Type ~ CSV
Concurrency Mode  Paraliel
APiVersion 550

Quewed Baiches 0

In Progress Baiches 0

Compieted Batches 1
Failed Batches 0

Records Processed 500
Records Fased

Heiosd
Batches
Towt APIActve  Apex
View Faquest  View Result  Batch I Start Teme End Time Processng Processmg Records Processed  Records Failed  Retry Count  State Messsge  Status.
Time (ms}  Time ma)  Time jma)

Yiew Aegues! e Resf  T918200000um St 10102022, 300 PM 10102022, 300 PM 1439

29 o 500 3 o Compieted
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Create a Profile in Salesforce

Click the gear icon and click Setup

Type Profiles in Quick find and click Profiles
e % searcnseup D@e2aa @

Setup  Home  ObjectManager v

Q profile

w Users

Profiles

Didn't find what you're looking for?

Try using Global Search. ‘

Get Started with Einstein Bots Mobile Publisher Real-time Collaborative Docs

aunch an Al-powered bot to automate your digital connections. Use the Mebile Publisher to create your awn branded mobile app. Transfarm productivity with collaborative docs, spreadshests. and slides

nsice Salesforce.

Get Staned Learn More gt Get Sarted g
Most Recently Used
10 itermns
NAME TYPE OBJECT
Preferred Payment methods Custom Report Type
Account Record Page Lightning Page
Click Create New Profile
- 22604 @

etup  Home  ObjectManager w

serup
Profiles
les
Clone Profile iy or i Page @
what you 're looking for? Enter the name of the néw profile.
ilobal Search
‘You must select an existing profile to clone from. 1 = Requirsd informaton

Existing Profle | Analytics Cloud Integration User v
UsérLicenss  Analyics Cloud Integralion User
Profie Name l

Sawve | | Cancel

Click a profile to clone from
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tup Home  Object Manager v

E Profiles

Clone Profile Wt o 1 P

hat you're looking for?
ibal Search.

Enter he name of the new protie

1 = Regueed nlorma
Existing Prote | Standard User v
User Licanse Samstorce
—
Enter a Profile Name and click Save

Setup Home  Object Manager

profile SETUP
Profiles
s
Profiles

oo ‘ e torma e @
Social Media Manager o for s Page

't find what you're looking for?

USers with thés profile have the permissions and page 1ayouts isted beiow. AMINISIralors Can change a Users profile by eAing that user's personal information
sing Global Search.

If your organization uses Record Types, use the Editlinks in the Record Type Settings section below to make one or more record types available 1o users with this profle

Leon P Ranges i | Enabled Aoes Class Access 1) | Enabled Visualiorcs Paos Access (o Extornal Do Source Access o) | Enabied Naemed Credensial Access 7 | Enabied O Teoe Access 10 | Ensbied
| Ensbied Service Presence Slahus Access ]
Profile Detail Edit | Clone Delete| View Users
Name  Social Media Manager
User License  Salesforce Custom Profile
Description
Croaied By Maia Young, 101172022, 10.27 P Modifed By Maia Young, 1011/2022. 1027 PM
Page Layouts
Standard Object Layouts.
Global  Global Liout Individuel  Ingividual Larvoul
| View Assignment | | View Assignment |
Emai Application  Not Assigned invoice  nvoice Lavout
| View Assignment | [ Yiew Assigoment |
Home Page Layout  DE Default Invoice Line  [nyoice Line Layout
| View Assionment | [ View Assionment |
Access  Access Layaul Lesd  LeadLavoul
[ View Assignment | [ Yiew Assignment |
Account  Agcount Lavout Legal Entity  Legal Entity Layvout
| View Assionmant | [ iew Assionment |
Alternative Payment Method  Aternative Payment Mathod Layoul Location  Locafion Layout
| View Assionman | [ View Assignmant |

You can edit Permissions and Layouts.

Create a Profile for Social media Manager and one for Social Media Strategist
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Create a User

Click on gear icon and go to Setup.

Once in setup search User in quick find box.

. Q_ Search Setup

Setup Home  Object Manager v

Lightning Usage

Optimizer Create ¥

ADMINISTRATION
v Users
Permission Set Groups

Permission Sets

Profiles
Public Groups Get Started with Einstein Bots Mobile Publisher Real-time Collaborative Docs
Queves Launch an Al-powered bot to automate your Use the Mobile Publisher to create your own Transform productivity with collaborative docs,
Roles digital connections. branded mobile app. spreadsheets, and slides inside Salesforce.
User Management Settings Get Started Learn More Get Started [
Users

> Data

N Fmail

wise-panda-8piymp-dev-ed.lightning.force.com/lightning/setup/.../home 4 v

Click Users to see current Users

Lightning Usage

Optimizer

ADMINISTRATION

~ Users ;
sec Help for this Page @
Permission Set Groups
On this page you can create, view, and manage users.

Permission Sets
In addition, download SalesforceA to view and edit user details, reset passwords, and perform other administrative tasks from your mobile devices: iOS | Android

Profiles
View: [sec v Edi | Create New View
Public Groups AB[CDEF GIHII JKLMNOPQRSTUVWXY Z|Oter Al
Queues New User Reset Password(s) |Add Multiple Users | I
Roles () Action Full Name * Alias Userame Role  Active Profile
User Management Settings (O | Edit  Ghatter Expert Chatter  chatty. com ¥ Chatter Free User
() | Edit User, integ intagr 04800t com ¥ Analytics Cloud Integration User
O |Edit User, Secuity sec insightssecurity @00d8c000008axkoeai.com ¥ Analyiics Cloud Security User
> Data ) . . . .
() |Edit  Young, Maia MYoun panda-8piymp com v System Administrator
> Email New User | ResetPassword(s)| Add Multiple Users

PLATFORM TOOLS
A B/[CDEFGHIIl JKLMNOPQRSTU[VIWX Y Z|OCther | All

> Apps -
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Click New User and fill out General Information. All fields marked with red are mandatory. Be
sure to click in User License and select the correct license for the specified role of the user in
the organization.

Lightning Usage

. SETUP
Optimizer

Users

ADMINISTRATION

. -~ B

New User Help for this Page &

v Users

Permission Set Groups

User Edit Save  Save &New  Cancel

Permission Sets

General Information

| = Required Information

Profiles
ublic Groups
LastName | User License | |dentity -
Queues L I
Alias | | Profile | |dentity User | i
Roles Email | Active
User Management Settings Username I 1 Marketing User
Users Nickname | ‘ i Offline User
5 Dat Title ] Knowledge User
ata L
Company ‘ Flow User
> Email
Department ‘ Service Cloud User
PLATFORM TOOLS Division ‘ Site.com Contributor User

S Anns - Site.com Publisher User

Scroll to complete Mailing Address, Single Sign on Information, Locale settings and
Approver Settings.

Lightning Usage

Optimizer

ADMINISTRATION

v Users Federation ID

Permission Set Groups
Locale Settings

Permission Sets

Time Zone | (GMT-05:00) Eastern Standard Time (America/Panama) ~
Profiles Locale | English (United States) v
Lal
Public Groups natee "7519“5’1 >
Curency | USD - U.S. Dollar ~

Queues I
|

Roles Approver Settings
L )%
[ Y

Delegated Approver
User Management Settings

Manager
Users
Recsive Approval Request i v
. oats S | Only if 1 am an approver
> Email Generate new password and notify user immediately
PLATFORM TOOLS Save  Save & New  Cancel

> Apps -
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Be sure to click the box to “Generate New Password Automatically” if you are adding a New
User to the organization who needs to be able to sign in and click Save to save your new user
profile.

Lightning Usage

Optimizer

ADMINISTRATION

o Users * Federaonto [

Permission Set Groups

Locale Settings
Permissi
ermission Sets Time Zone | (GMT-05:00) Eastern Standard Time (America/Panama) v
Profiles Locale | English (United States) V|
s ———————
Public Groups nauage | [English vl
Currency  |[USD - U.S. Dollar v|
Queues | n
Roles Approver Settings
Delegated
User Management Settings TR | LY
Manager Q)
Users Receive Ay | Request -
eceive Approval Reque P
. o et |[Cnly if | am an approver v
> Email Generate new password and netify user immediately
PLATFORM TOOLS Save | | Save & New Cancel
> Apps -
Lightning Usage
Optimizer

ADMINISTRATION

v Users | User

User ProfileHelp for this Page @)
) Buffy Jackson
Permission Set Groups
Permission Set Assignments [0 | Permission Set Assignments: Activation Required [0] | Permission Set Group [0] | Permission Set Licen: 1o | Personal Groups [0]
Permission Sets PBublic Group Membership [] | Queve Membership[0] | Team[0] | Managersin the Role Hierarchy [0] | QAuth Connected Apps [0] | Third-Pary Account Links [0] | lnstalled Mobile Apps [0] |
1 Seitings for External Systems [0] | Login History [0+] | User Provisioning Accounts [0)
Profiles
’ User Detail Edit || Sharing ResetPassword | Freeze
Public Groups
Name  Buffy Jackson Role  Marketing Team
Queues Alias  bjack User License  Identity !
Roles Email  puffyjackson@badside us Profile  Identity User
Username  buffyjackson@badside us Active
User Management Settings i .
9 d Nickname | jser16636724606613916106 |1 Marketing User
Users Title Offline User
Compan Knowledge User
> Data pany e
Department Flow User
> Email Division Service Cloud User
Address Site.com Contributor User
PLATFORM TOOLS
Time Zone  (GMT-05:00) Eastern Standard Time (America/Panama) Site.com Publisher User

S Anne -
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To Deactivate a User click on edit and uncheck the Active box and click Save to make the user
inactive.

Lightning Usage

Optimizer

ADMINISTRATION

v Users | UserEdit

Buffy Jackson

Help for this Page &

Permission Set Groups

Permission Sets. User Edit Save | | Save & New  Cancel
Profiles General Information 1 = Required Information
Public Groups S | Bufy | Role | Marketing Team v
Queues Last Name || Jackson | UserLicense | |dentity ~ ‘n
Al : Profil i
Roles s | bjack | rofile | Identity User v | i
(S || buffyjackson@badside.us | Active )
User Management Settings S — )
Username || buffyjackson@badside.us | Marketing User
Users Nickname | User166367246066139161 | i Offine User
> Data Title | | Knowledge User
s Email Company | | Flow User
Oepartment [ | Service Cloud User
PLATFORM TOOLS Division | | Site.com Contributor User

> Anps -
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Create List View Customizations

Go to Leads tab in your org and click on the gear icon and select New

. Q seach erEnEmEnx- B 2 2 5 a @&

Sales Home Top Customersand Opps  Opportunities v  Leads v Tasks v Files v Accounts v Contacts v  Campaigns v  Dashboards v  Reports v  Chatter Groups v More ¥ 4
> LV?::N Ciatom vl New | Import | AddtoCampaign | ChangeStatus | ChangeOwner
22 items + Sorted by Name « Filtered by All leads - Updated 2 minutes ago earch this fist - |mM-jcjr/joY
Name T v | Company v | state/P... v | Email v | Lead Status v | Created Date Q«Aﬂ... v | Unread... v
1 Andy Young Dickenson plc KS a_young@dickenson.com Closed - Converted 9/30/2022, 921 AM MvYoun v v f
2 Bertha Boxer Farmers Coop. of Flerida FL bertha@fcol.net Working - Contacted 9/30/2022, 9:21 AM MvYoun v A
Betty Bair American Banking Corp. PA bblair@abankingco.com Working - Contacted 9/30/2022, 921 AM Myoun v v
4 Bill Dadio Jr Zenith Industrial Partners OH bill_dadio@zenith.com Closed - Not Converted 9/30/2022, 9:21 AM MYoun v v
5 Brenda Mcclure Cadinal Inc. n brenda@cardinal.net Working - Contacted 9/30/2022, 9:21 AM MYoun v v
6 Carolyn Crenshaw Ace Iron and Steel Inc. AL carolync@aceis.com Closed - Not Converted 9/30/2022, 9:21 AM MYoun v v
David Mona Blues Entertainment Corp, david@blues.com Working - Contacted 9/30/2022, 9:21 AM MYoun v 4
L] Eugena Luce Pacific Retail Group MA eluce@pacificretail com Closed - Not Converted 9/30/2022. 9:21 AM MYoun v v
9 Jack Rogers Burlington Textiles Corp of America NC jrogers@btca.com Closed - Converted 9/30/2022, 9:21 AM Myoun v v
10 Jeff Glimpse Jackson Controls jeftg@jackson.com Open - Not Contacted 9/30/2022, 9:21 AM MYoun v v
" Kathy Snyder TNR Corp. cr ksynder@tnr.net Working - Contacted 9/30/2022. 9:21 AM MYoun v v
Kiisten Akin Aethna Home Products VA kakin@athenahome.com Working - Contacted 9/30/2022, 9:21 AM MYoun v v
13 Mike Braund Metropolitan Health Services MD likeb@metro.com Open - Not Contacted 9/30/2022, 9:21 AM MYoun v v
" Norm May Greenwich Media OH norm_may@greenwich.net chkmg Contacted 9/30/2022, 921 AM MYoun v v

15 Pamela

Hendrickson Trading PA pam_owenby@®hendricksontrading.com Closed - Not Converted 9/30/2022, 9:21 AM MYoun v v

New List View

* List Name

Completa this fiekd.
*List APl Name @)

Who sees this list view?
® Only | can see this list view
All users can see this list view @

Share list view with groups of users @

cancel n

Select New.

Enter a new name in the List Name field.
The List API Name is auto generated.
Select who should be able to see this list.

Click Save.
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Rename List View

* List Name

High Priority Leads

“List AP) Name ©

High_Priority_Leads

Who sees this list view? @

All users can see this list view

Sand n

Click the List View Controls icon.
Click Select Fields to Display.
Move 1 or 2 fields from the Visible Fields to the Available Fields.

Click Save and notice that the fields you removed are no longer visible in this list.

wEnmmmx 8 2 2 ca B

Home Top CustomersandOpps  Opportunities Lleads % Tesks v Files v Accounts v  Contacts » Campaigns v  Dashboards  Reports %  Chatter Groups v More ¥ s

ﬂ 'ﬁ:;’h Priority Leads v  # New | Import | AddtcCampaign | ChangeStatus  Change Owner v
22 items « Sorted by Name - Filtered by My leads - Updated 3 minutes ago Q Search this list #w- @ ¢ L €T
Name T ~ | Email ~ | Company ~  State/P.. s Lead Status ~ | Unread... ~ LIST VIEW CONTROLS o+ | Owner Ali.. v
B Andy Young a_young@dickensan.com Dickenson plc ks Closed - Converted v New Myoun v =
2 Bertha Boxer bertha@fcofnet Farmers Coop. of Florida AL Working - Contacted v Clone Myoun -
3 Betty Bair bblair@abankingco.com ‘American Banking Corp. PA Working - Contacted v — Myoun v
A Bill Dadio Jr bill_dadio@zenith.com Zenith Industrial Partners oH Closed - Not Converted v R Myoun -
s Brenda Mcclure brenda@cardinalnet Cadinal Inc. L Working - Contacted Myoun v
s Carolyn Crenshaw carolync@aceis.com Ace Iron and Steel Inc AL Closed - Not Converted Myoun -
7 David Menaca david@blues.com Blues Entertainment Corp. Working - Contacted Myoun v
s Eugena Luce eluce@pacificretail com Pacific Retail Group MA Closed - Not Converted v o Myoun -
3 Jack Rogers jrogers@bteacom Burlington Textiles Corp of America NE Closed - Converted v Myoun v
w0 Jeff Glimpse jeffg@jackson.com Jackson Controls Open - Not Contacted v 9/30/2022, 921 AM Myoun -
1 Kathy Snyder ksynder@tnrnet TNR Corp a Working - Contacted v 9/30/2022 921 AM Myoun v
2 Kristen Akin kakin@athenahome.com Aethna Home Products VA Wiorking - Contacted v 9/30/2022, 921 AM Myoun - :
13 Mike Braund likeb@metro.com Metropolitan Health Services MD Open - Not Contacted v 9/30/2022, 921 AM Myoun v
1 Norm May norm_may@greenwich.net Greenwich Media oH Working - Contacted v 9/30/2022, 321 AM Myoun -
15 Pamela Cwenby pam_owenby@hendricksontrading.com Hendrickson Trading PA Closed - Not Converted v 9/30/2022, 321 AM Myoun -

javascript:void(0) t Stumuller pat@pyramid.net Pyramid Construction Inc. Closed - Converted v 9/30/2022, 9:21 AM MYoun v -
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Select Fields to Display

vailable Fiaids

Annual Revenue

City State/Province

Clean Status Lead Status

Company D-U-N-5 Number Unvead By Owner

_ Created Date

Country Owner Alias

h T

& Q enomm - B 2 2 & a &

Sales Home  Top Customersand Opps ~ Opportunities v  Leads v Tasks v  Files v  Accounts v  Contacts v  Campaigns v  Dashboards v  Reports \  Chatter Groups v  More ¥ rd

B m;’h Priovity Leads v (# New | impot | AddtoCampaign = ChangeStatus | ChangeOwner  w
22 items + Sorted by Name « Filtered by My leads + Updated a minute ago Q. Search this lst & Wm- C|7]6 Y
Name T v | Email v Company v State.. v | Lead Status v Unre.. v Created Date v | Conv.. v Owner.. v

' Andy Young a_young@dickenson.com Dickenson plc Ks Closed - Converted v 9/30/2022, 921 AM Moun v 2
2 Bertha Boxer bertha@fcof.net Farmers Coop. of Florida fl Working - Contacted v 9/30/2022, 921 AM MYoun v |
3 Betty Bair bblair@abankingco.com American Banking Corp. PA Working - Contacted v 9/30/2022, 921 AM Myoun v
4 Bill Dadio Jr bill_dadio@zenith.com Zenith Industrial Partners OH Closed - Not Converted v 9/30/2022, 921 AM Myoun v
5 Brenda Mcclure brenda@cardinal.net Cadinal Inc. it Working - Contacted v 9/30/2022. 921 AM MYoun v |
6 Carolyn Crenshaw carolync@aceis.com Ace Iron and Steel Inc. AL Closed - Not Converted v 9/30/2022. 921 AM MYoun - |
7 david@blues.com Blues Entertainment Corp. Working - Contacted v 9/30/2022, 9:21 AM Myoun v |
s Eugena Luce cluce@pacificretail com Pacific Retail Group MA Closed - Not Converted v 9/30/2022, 921 AM MYoun -
s ack Rogers jrogers@btca.com Burlington Textiles Corp of America NC Closed - Converted v 9/30/2022, 921 AM Myoun v
10 Jeff Glimpse jeffg@jackson.com Jackson Controls Open - Not Contacted v 9/20/2022, 921 AM Myoun v |
" Kathy Snyder ksynder@tnr.net TNR Corp. cr Working - Contacted v 9/30/2022, 921 AM M¥oun v |
2 Kristen Akin kakin@athenahome com Aethna Home Products VA Working - Contacted v 9/30/2022, 921 AM Moun v |
1 Mike Braund ikeb@metro.com Metropolitan Health Services MD Open - Not Contacted v 9/30/2022, 921 AM Myoun v ‘
i Norm May norm_may@greenwich net Greenwich Media OH Working - Contacted v 973072022, 921 AM Moun v |
15 Pamela Owenby pam_ @hendricksontrading com Trading PA Closed - Not Converted v 9/30/2022, 921 AM MYoun -
1 Pat Stumuller sovramid.net Pyramid Construction Inc. Closed - Converted v 9/30/2022. 921 AM Myoun v .
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Create a Timesheet Screen Flow

In Setup type Flows into quick find box -> Select Flows and Create a New Flow

SETUP Flow Trigger Explorer New Flow
Flows

Flow Definitions
| AllFlows v ¥

13 items = Sorted by Flow Label « Filtered by All flow definitions » Updated a few seconds ago #w-|c|Y
Flow Label T v | Process Type v | Active v | Template | Package State v | Package... v | Last Modifie... v | Last Modified Date v
Cancel Item Flow Screen Flow () v Managed-Installed A
Change Case Owner to Incident Owner Screen Flow ) v Managed-Installed v
Close Change Request & Related Issues Screen Flow v Managed-Installed v
Confirm Booking Request Screen Flow v v Managed-Installed v
Create a Case Screen Flow v v Managed-Installed v
Create Order Summary Flow Autolaunched Flow ) v Managed-Installed v
Create Process Exception Flow Autolaunched Flow ) Managed-Installed v
Orchestration flow for Recurrence Scheduler Autolaunched Flow v v Managed-Installed v
Recurrence Schedule Flow Autolaunched Flow v - Managed-Installed A
Reset Password Screen Flow v % Managed-Installed v
Return Item Flow Screen Flow ' Manaaed-Installed v

Select Screen Flow -> Click Next

New Flow

Core  All + Templates

Screen Flow Record-Triggered Flow

Guides users through a business process that's Launches when a record is created, updated, or
launched from Lightning pages, Experience deleted. This autolaunched flow runs in the
Cloud sites, quick actions, and more. background.

Schedule-Triggered Flow Platform Event—Triggered Flow

Launches at a specified time and frequency for Launches when a platform event message is
each record in a batch. This autolaunched flow received. This autolaunched flow runs in the
runs in the background. background.

Autolaunched Flow (No Trigger)

Launches when invoked by Apex, processes,
REST API, and more. This autolaunched flow
runs in the background.

-

Click the drop —down and select Free Form -> Drag Screen from the side panel into the window
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New Screen

Components  Fields Screen Properties

[Flow Label]
Search components..

~ Input 27)
0 Address

A value is required

@ call Script APl Name
checon

Checkbex Group
@ Currency
Data Table (Beta)

@ Date

[ Date &Time

Description

> Configure Header
B Dependent Picklists

> Configure Footer

Cancel Done

Get more on the AppExchange

Fill in Screen properties -> Label is Enter Timesheet Detail, be sure to add a description

New Screen

Screen Properties e’

*Label

Enter Timesheet Detail

* APl Name

Enter_Timesheet_Detail

Description

Enter timesheet screen flow

» Configure Header

» Configure Footer

Cancel Done

Next Drag and drop Text from the components panel into the Flow Label area -> Fill out Label as
Task Description -> check the Required box
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New Screen

€« Text «”
[Flow Label]
Q Label

- Task Description
*Task Description
Hlector = APl Name
+ Selector Task_Description

> )
Pause Previous Require

Default Value

Enter value or search resources... Q
> Set Component Visibility

> Validate Input

-

> Provide Help

Drag and drop Date into the screen -> Label Timesheet Date -> Make it required

New Screen

Components  Fields € Date

[Flow Label]
Search components... Label

[
Timesheet Date
Checkbox Group

“Task Description
@ Currency * AP Name

D Data Table (Beta) Timesheet_Date

*Timesheet Date
B pate v | Require
B Date & Time = Default Value

@ Dependent Picklists M/d/yyyy

@ Display Image Previous

B Email > Set Component Visibility

@ File Upload > Validate Input

Get more on the AppExchange > Provide Help

Cancel Done

Next will be a Number so click number and add it to the screen -> Label it Hours Worked ->
make it Required and add 2 decimal places
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New Screen
Components  Fields « Number
[Flow Label]
Search components... Label

B Dependent Picklists Hours Worked
*Task Description

@ Display Image “API Name
B Email Hours_Worked
@ File Upload *Timesheet Date

| Require

® Long Text Area @ number = Default Value

Lookup ours Worked Enter value or search resources...
Multi-Select Picklist

Decimal Places

@ Name [ ]

@ Number

@ Password > Set Component Visibility

Get more on the AppExchange

> Validate Input -

Cancel Done

Click Done
Now let’s work on our Drop down menu

Go to Manager in side panel -> Click New Resource -> under Resource Type Select Record
Choice Set -> Under API type Projects -> Description should be “List of projects in ‘Ongoing’
Status ->the object will be Project

New Resource

*Resource Type

Record Choice Set

*API Name
project
Description

List of projects in ‘Ongoing’ Status

*Object

[ Projecli

Filter Project Records

Conditicn Reguirements

All Conditions Are Met (AND)

Field Operator Value

Search fields... Q Select... Enter value or search resources... Q

-

Cancel Done
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Under Filter field select project status -> equals -> Ongoing -> sort list in ascending order by
project name -> leave max number of choice blank -> choice label pull list of project names ->
Data type is text -> Choice value is record ID -> Store Record ID -> variable click on Flow
Global and select Current Record -> Click done

New Resource

*Resource Type

Record Choice Set

* APl Name
project
Description

List of projects in ‘Ongoing’ Status

*Object

Project

Filter Project Records

Condition Requirements

All Conditions Are Met (AND)

Field Operator Value

Project_Status__c Equals Ongoing

-

Cancel Done
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New Resource

*Object

Project

Filter Project Records

Condition Requirements

All Conditions Are Met (AND)

Field Operator Value

Project_Status_c Equals Ongoing

+ Add Condition

Sort Project Records

Sort Order *Sort By

Ascending Name

Maximum Number of Choices @

Maximum Number of Choices

Configure Each Choice

For each record in the collection, the flow creates a choice using values from that record. Identify which fields to use for each choice’s label
and value,

*Choice Label

Name

*Data Type Choice Value

Text - Id

Store More Project Field Values
When the flow user selects the choice in a screen, these field values are assigned to the selected variables
Field Variable

Id - Aa Current Record ID X

+ Add Field

-

Cancel Done

Now click New resource again -> Record Choice Set -> API Name Users -> Description “Pull all
active users with company” -> User Object -> under Filters select isActive — Equals —
GlobalConstantTrue -> add a condition -> Company Name — equals — ‘your company name’ ->
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Sort in Ascending order -> by Name (Full Name) -> leave Max choices blank -> Choose label
Name (Full Name) -> Type Text -> Choice Value User ID -> Store User id -> Variable click
Global variable and select Current Record -> Done

New Resource

*Resource Type

Record Choice Set

*API Name

Users

Description

Pull all active users with company

*Object

User

Filter User Records

Condition Requirements

All Conditions Are Met (AND)

Field Operator Value

IsActive Equals v @ True X [}

v

Cancel Done




Field

AND | CompanyName

+ Add Condition

Sort User Records

Sort Order

Ascending

Maximum Number of Choices @

Configure Each Choice

New Resource

Operator

Equals

*Sort By

Name

Value

Badside Realty
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For each record in the collection, the flow creates a choice using values from that record. Identify which fields to use for each choice’s label

and value.

*Choice Label

MName

*Data Type

Text

Configure Each Choice

For each record in the collection, the flow creates a choice using values from that record. Identify which fields to use for each choice’s label

and value.

*Choice Label

Name

*Data Type

Text

Store More User Field Values

Choice Value

Id

Choice Value

v Id

When the flow user selects the choice in a screen, these field values are assigned to the selected variables.

Field

Id

+ Add Field

Variable

- Ag current Record ID X

Cance' m

Cancel

Done
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9 a Free-Form w
Toolbox
lements Manager °
Start
Q, Search this flow.. Screen Flow

New Resource

ESOURCES

# Record Choice Sets (2)

Ay project >

Ay Users >

7 Screen Components (3) O

# Hours_Worked > Screen
Enter Timesheet

A, Task_Description > Detail

Timesheet_Date >

LEMENTS

7 Screens (1)

Enter_Timesheet_Detail Q >

Double the screen-> Add Picklist above task Description field -> Label it Projects -> Data Type
is Text -> no Default value -> Choice is Projects -> Done

Edit Screen
-

mponents  Fields & Picklist -~

[Flow Label]

-

search components.. Q Yes
Password *Projects Companent Type
Phone —-None-- e Picklist -
B Picklist *Choice

* Task Description . N
@ Radio Buttons {'project} v
@ slack Channel selector + Add Choice
@ Slack Workspace Selector *Timesheet Date

Default Value
=

Q sicer Enter value or search resources... Q

@ Text

*Hours Worked

@ Toggle > Set Component Visibility

-

Get more on the AppExchange > Provide Help
- =
L]

Add another Picklist add under Projects field -> Label it Consultant -> Data Type is Text -> no
Default value -> Choice is Users -> Done
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Edit Screen
. -
Components  Fields < Picklist R

[Flow Label] Dats Type N
Search components.. Q
B Number N Text v
@ Password *Projects ) .

v Configure Choices
Phone == i
oo
Let Users Select Multiple Options

B Ppickiist

*Consultant Yes

Radio Buttons

a --None-- v ® No
@ Slack Channel Selector t Type
@ Slack Workspace Selector " Task Description Picklist v
@ Sslider *Choice
@ Text {1Users} s

*Timesheet Date
@ Toggle "

o @ + Add Choice

Get more on the AppExchange + Hours Worked .| Default Value .

Click Save -> Label it Timesheet Flow -> Description ‘Timesheet flow that prompts details and
creates timesheet’- > Click Save

Save the flow

*Flow Label *Flow APl Name

Timesheet Flow Timesheet_Flow

Description

Timesheet flow that prompts details and creates timesheeﬂ

Show Advanced

Cancel Save

Now you need to connect the screen flow to activate it. Select the circle under Start and connect
it to the circle on Screen and click Save.
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Freg-rorm  w VErSIoN I Inactive—Last modimied a 18w seconas ago Run vepug AcCTIVate

>

Start

Screen Flow

@)
Screen

Enter Timesheet
Detail

Click Run to see what you have in the fields
Timesheet Flow

Projects

--None--

First Project
--None--

Task Description
Timesheet Date

Hours Worked

Now lets create a Record

Go to Elements on the toolbar and select Create A Record-> Label it Create Timesheet record -
> Description ‘Creates timesheet from screen data’ -> How Many records Only One -> How do
we want to set the Fields, Use separate resources, and literal values. Object is Timesheet ->
Field one is Consultant Value is Consultant Picklist -> Add a field -> Project Name, Value Project
Picklist -> Add a Field, Task Date Value is Timesheet Date -> Add a Field, Task description and
Value is Task Description -> Add a Field Total Hours and value is Hours Worked -> Click Done
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New Create Records

Create Salesforce records using values from the flow.
*Label *API Name

Create Timesheet Record Create_Timesheet_Record
Description

Creates timesheet from screen data

How Many Records to Create
® One

Multiple

How to Set the Record Fields
Use all values from a record

@ Use separate resources, and literal values

Create a Record of This Object

*Object

Timesheet

-

Cancel Done

New Create Records

*Object

Timesheet

Set Field Values for the Timesheet

Field Value

Consultant_c AE Consultant X

Field Value

Project_Name_c AE Projects X

Field Value

Task_Date_ ¢ E Timesheet_Date X

Field Value

Task_Description_c Aa Task_Description X

Field Value

Total_Hours_c « # Hours_Worked X

+ Add Field

Manually assign variables

Cancel
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- L B T L T L e e R R TR IR STU T T

©

Start

Screen Flow

T

Screen
Enter Timesheet
Detail

=

o

Create Records
Create Timesheet
Record

Now let’s connect them. Drag the circle from the Screen element to the circle on the Create

records element

Start

Screen Flow

ak

(=]

Screen
Enter Timesheet
Detail

!

+
(@)

Create Records
Create Timeshest
Record

Ly
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Last Component is another screen component which will be the confirmation that the timesheet
was created.

Drag and drop a Screen component into the window -> Add Display text -> Label it
TimesheetCreated -> Add the message “Timesheet Has Been Created!”

New Screen
Components  Fields < Display Text
Timesheet Flow
Search components... Q * APl Name
- :
i TimesheetCreated
@ Radio Buttons Timesheet Has Been Created! Eq
@ slack Channel Selector
o Slack Workspace Selector i Insert a resource... Q
Pause Previous Finish
O Sslider
i !
@ Text Timesheet Has Been Created!
@ Toggle
URL
~s Display (2) Salesforce Sans 12 v
@ Display Text .
~ B I U
B section -

EE ||
Get more on the AppExchange
L] T

Under Screen Properties label it Timesheet Created and hide the Header -> Select Navigation
and Hide Previous and Hide Pause -> Click Done

New Screen

Screen Properties «”

e

Timesheet Has Been Created! T -

+| Show Footer

Navigation

Next or Finish Button [ ]
® Use the standard label

Use a custom label

Hide Next or Finish

Previous Button (]
Use the standard label
Use a custom label

@ Hide Previous

Pause Button [ ]

Use the standard label
-

Use a custom label
l @ Hide Pause -

Click Done

Link the Create Records to Timesheet Created and Run to test it out



Timesheet Flow
* Projects
--None--

*Consultant

--None--

*Task Description

*Timesheet Date

* Hours Worked

Timesheet Flow
* Projects
First Project

* Consultant

Mica Ashburne

*Task Description

Data migration account contacts and opportunities

*Timesheet Date
Oct 23, 2022

* Hours Worked
5.00

Free-Form w | Version 1: Inactive—Last modified 28 minutes ago = Run

Start

Screen Flow

=)

Screen
Enter Timesheet
Detail

+
(@)

Create Records
Create Timesheet
Record

=)

Q

Screen

Debug
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Save As

Save

«r

“»
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Timesheet Has Been Created!

Access your project management app to see if the record was created

Related Details

Timesheets (5)

New
Task Date Task Description Total Hours Invoiced
1072272022 6.50 v
10/12/2022 15.00 v
9/6/2022 7.00 v
9/28/2022 8.00 v
10/23/2022 Data migration account contacts and ...  5.00 v
View All
Now we want to add our timesheet record onto the homepage of our sales app. You need to
activate your flow.
Go to Setup and type in Flows -> select your Timesheet Flow and select activate
Flow Help for this Page @
Timesheet Flow

« Back to List: Flows

Flow Detail Edit | | Open | |Run| Delete

Flow Label  Timesheet Flow

Flow APl Name  Timesheet_Flow
Description  Timesheet flow that prompts details and creates timesheet’

Namespace Prefix
Type© Screen Flow
URL  MowTimesheet_Flow
Activated/Deactivated By  Maia Young, 10/23/2022, 4:07 PM
Created By  Maia Young, 10/23/2022, 3.25 PM

Environmentsc  Default
Active Version 1

Trigger

Modified By  Maia Young, 10/23/2022, 4:07 PM

Flow Versions

Action Flow Label Version  Description Built with Created Date Type Status  Run in Mode

API Version for Running the Flow
Open | Run | Deactivate TimesheetFlow 1 Timesheet flow that prompts details and creates timesheet Flow Builder  10/23/2022, 3:56 PM

Screen Flow: Active  Default Mode  56.0

Now go to your Sales app -> click the gear icon and select Edit Page -> Add Flow above
Assistant
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Components Page

AsctToday £120M | &
‘ Q, Search ‘ - CloSED SO OREN(>70%) SO GOAL - £ “label

‘ Home Page Default

V' Standard (31) -

Nothing needs your awention right now.

*Developer Name

E Accordion =Y ‘ Home_Page_Default1

App Launcher (=]

. *Page Type
Assistant o
[ Home Page
Chatter Feed -
Chatter Publisher =} Template
ol CRM Analytics Collection =] Standard Home Page Change
d CRM Analytics Dashboard -
@ Dashbeard @ Today's Tasks Description
[ Einstein Next Best Action o
Flow = & 21
[ Inventory Lookup Component ) b
ook ey e s e e Nothing dus sy 3e. go-gateer. and chack back soon
Items to Approve o
View Calendar Viewal

[ KeyDeals (=]
B Leunchpad G
List View G
[ Location Management Component £

Select Timesheet Flow under Flow in right panel -> Click Save -> Activate > Assign as Org
Default -> Save

Page > Flow

wrformance

Flow Companent:

Asof Today £125M | Q4 S i Flow

Flows don't run in the canvas so that they don't
accidentally do something in your org, like create or
delete records.

OPEN (>70%) S0 GOAL -
7 < This is 2 placeholder. Flows don't run in the canvas.

*Flow 0o

Timesheet Flowf Q

Add the opportunities you're working on, then come back here to view your

performancs.
. . . A
Nothing nesds your sttention right now. Check back later. Edit Flow in Flow Builder [
Layout
Nov Dec Jan
W Clossd W Goal W Closad + Open (>T0%) One Column X

Today's Tasks

AR Iy

Nething dus today. Be 3 go-getter, and check back soon.

v Set Component Visibility

Filters

<+ Add Filter

ks like you're free and clear the rest of the day.

View Calendar View Al

Edge Emergency Generator
/2/2020 - $75.000.00

Edgs Communications
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Set as Org Default: Home Page Default

Set this Home page as the org default to display for all users unless other assignments apply.

Review Assignments (1)

Current Default Last Modified New Default Last Modified

System Default Home Page Default Maia Young Oct 23, 2022

Cancel

Go back to your homepage and you should see your Flow

— L ) R pe—

Sales Home  Top Customers and Opps ~ Opportunities v leads v  Tasks ~  Files ~  Accounts v  Contacts v  Campaigns v Dashboards ~  Reports ~  Chatter ~ Groups v  More ¥ ra

irterly Performance Timesheet Flow

As of Today 4:17 PM ‘ c ‘ rject
rojects

e $0  OPEN(>70% $0  GOAL -- #

‘ --None-- v

*Consultant

‘ --None-- v ‘

*Task Description

*Timesheet Date

Add the opportunities you're working on, then come back here to view your performance. ‘ & ‘
= Hours Worked
Next
Nov Dec Jan )
™ Closed ® Goal ® Closed + Open (>70%) Assistant
Istan
lay's Events Today's Tasks ‘j‘
- Nothing needs your attention right now. Check back later.

Looke like vou're free and clesr the rest of the dav. Nothing due today. Be a go-getter, and check back soon.

Congrats! You have a fully functioning Project Management App!



