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Manage user profiles in SalesForce CRM

SalesForce users in your organization access to SalesForce CRM but require a
username, an e-mail address, a password, and a profile along with an active user
license. your organization has purchased depending on features, have you user options
such as Service Cloud, Sales, and Mobile, which give particular users the ability to
access other features that are only available with a specific user license. A user can be
assigned to one or more of these options.

How To Go User :

Setup > Manage User > User

Help for this P
All Users e
View: AllUsers  » Edit| Create New View

ABCDEFGHIJKLMNNOPRQRSTUVWXY Z Oter Al

New User | | Reset Password(s) | Add Multiple Users

D Action Full Name * Alias  Username Last Login Role Active Profile Manager
I]|Edit Chatter Expert  Chatter chatty.00d9000000000x9eam.inémvzuphlx@chattersalesforce.com v" Chater Free User

Tl |Edit sharma.yogesh yogi  yogesh@lvs.com 12182013 8:34 AN ¥ System Administrator  yadav, Vikran
Il Edit yadavVikiam — wada  yp.01012013@amail.com 12M4/201310:42 AW Manager " Recruiter

I Hew User“ Reset Passwordts]” Add Multiple Users

ABCDEFGHIJKLMNNOPQRSTUVWXY Z Oter Al

Creating new users :

following steps for creating a new user:

i. Click on New User button.

ii. Enter fields in the General Information and Locale Settings.

iii. Check the box Generate new password and notify user immediately.
iv. Click on Save button for save the new user details.

To create new user account :

Setup > Manage Users > User, Click on New user button.

*NewUser Reset Password(s) | | Add Multiple Users

DAction Full Hame Alias  Username Last Login Role Active Profile Manager
[]|Edi Chatter Expett  Chater chatty00d900000000ax9eam.ihfmzuphlti@chatier salesforce.com v Chatter Free User

[]|Edi sharma.vogesh vooi  vogesh@lvs.com 121812013 8:34 AM ¥' System Administrator - yaday Vikram
[ Edi vadavVikam — wada  yp.01012013@amal.com 1214120131042 Manager v/ Recruiter

New User | | ResetPassword(s) | Add Multiple Users
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We look top section of the New User page, This page is General Information section:

New User Help for this Page &9
User Edit Save | | Save & New | | Cancel
1 =Required Information
First Name Role I i
Last Name I User License I Chatter Free -
Alias I Profile I —None-— <G
Email | Active
Username I Marketing User
Nickname I i Offline User
Title Knowledge User
Company Force.com Flow User
Department Service Cloud User
Division Site.com Contributor User
Site.com Publisher User
Salesforce Classic User
Mabile Configuration
Data.com User Type ~Mone- |3
Data.com Monthly Addition i
Limit
Accessibility Mode D i
Color-Blind Palette on Charts [T
Force.com Quick Access

Menu

Salesforce CRM Content User

Receive Salesforce CRM
Content Email Alerts

Receive Salesforce CRM
Content Email Alerts

Receive Salesforce CRM
Content Alerts as Daily Digest

Allow Forecasting
Call Center
Phone

Extension

Fax

Mabile

Email Encoding

Employee Number

| General US & Western Europe (150-8853-1, ISO-LATIN-1) -

Enter the user's first name, last name, alias, e-mail address, User Name, Nickname.
Select User license, Profile in dropdown list.

checked Active Check box.

You can enable additional features by checked check box :

» Marketing User

www.bispsolutions.com
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Offline User

Knowledge User
Force.com Flow User
Service Cloud User
Site.com Publisher User

VV VYV VYV

Mobile User [if you purchase this license].
» SalesForce CRM Content User
Select Email Encoding option in dropdown list.

At the bottom of the page, there are many sections :
Mailing Address, Single sign on information, Locale Settings, Approver Settings. you

can see below.

| Mailing Address |

Street

City
State/Province
Fip/Postal Code

Country

| Ssingle Sign On Information |

Federation IDv

| Locale Settings 1

Time Zone | (GMT-+05:30) India Standard Time (Asia/Kolkata) -

Locale | English (United States)

Language | English

|Approver Settings |

Delegated Approver %‘
Manager %l
Receive Approval Request I Or-”:,'Ir ifl am an approver -
Emails

salesforce.com Newsletter Settings

Receive the salesforce.com newsletter

| Receive the salesforce.com administrator newsletter

V| Generate new password and notify user immediately

q Sawve I Sawve & Newr Cancel

After Saving this page, you can Edit this page following read-only fields and related

lists can be seen:
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New User | | Reset Password(s) | Add Multiple Users

[] Action [Full Hame + | [Alias ||username | fastlogin | [Role |[active]|Profile |

[7]|Edit ChatterExpert  Chatter chatty.00d9000000000x8eam.inGmvzuphixi@chatiersalesforce.com v Chatter Free User
[7] |Edit sharma,yogesh yogi yogeshi@lvs.com 121812013 8:34 AM v System Administrator  yaday Vikram
[ |Edit yvadav.Vikram  wadav yp.01012013@gmail.com 12(14/20131042 AM  Manager 7 Recruiter

New User | | ResetPassword(s)  Add Multiple Users

Create multiple users :

The Add Multiple Users SalesForce provides a way to quickly add users to your
organization. Depending on the number of available licenses, you can create up to 10
users. With this page this depend on license , you specify the minimum information
needed.

Users

Add Multiple Users

Mumber of available Chatter Free user licenses: 4999

Mumber of available Force_com - Free user licenses: 2

Mumber of available Salesforce Platform user licenses: 3

Mumber of available Chatter External user licenses: 500

Mumber of available Force_com - App Subscription user licenses: 2
Mumber of available Partner App Subscription user licenses: 2

Add Users Sawe Cancel
-
IUser License | salesforce Platfiorm - I
Mew Users 1 = Reguired Information
Hewr User #1
First Hame wvikas

Last Hame IKLI”‘(EI"'”

Email (User Ivik@gmail COMm

Hame)
Profile I —MNone— -
Role | Assistent Managerl -

Hew User #2
First Hame Jitendra
Last Hame I‘Y’Eldav

Email (User | jitendra@gmailcom

Hame)
Profile I —Mone-— -
Role I Assistent Manager2 -
HNews User #3
First Hame cp

Last Hame Isharma

Email (User Icps@gmail,com

Hame)
Profile I —MNone— -
Role | Manager -

Sawe Cancel

Delegation of user management :

Delegation of user management allows you to focus on tasks other than managing
users for every department or structure that your company has within SalesForce. This
provides further benefits for
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global organizations that encounter time zone and cultural differences as it allows a
user based in that region with local knowledge to create the users, which saves time
and results in a better user experience.

Creating profile Manage Users permission :

Allows a much greater range of system administration functions to be carried out by
the user.
Manage Users permission allows the user to perform the following :

> Expire all passwords.

> Clone, edit, or delete profiles.

> Edit or delete sharing settings.

> Edit user login hours.

Delegated administration:

In SalesForce.com delegated administration is a more secure method for providing
delegated user

management access as it allows you to assign limited administrative privileges to the
selected non-administrator users in your organization.

How to Create Administration Delegated :
Setup > Administration Setup > Security Controls > Delegate Administration,
Click on New button.

Wuick Find Edit Delegated Group Help for this Page &9

New Delegated Group

Expand All | Collapse All

Force.com Home Delegated Group Edit save | | Cancel
W Delegated Group Hame I| Enable Group for Login
[&Secury Contrors Acuess

Expire All Passwords
_ 5 Cancel
| Delegated Administration | b

Remote Site Seftings

We look at the existing group that has been named Admindelegate :
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Delegated Group Help for this Page @

Addmindelegate
Delegated Group Detail Edit || Delete
Delegated Group Name  Addmindelegate Enable Group for Login Access v
Created By  yogesh sharma, 121812013 12:32 PM Modified By  yogesh sharma, 12/18/2013 12:35 PM
Delegated Administrators i Add Click here add delegated Delegated Administrators Help (2
administration permission
Action  Users Modified By
Remove yogeshsharma yogesh sharma, 12118/2013 1233 PN
User Administration i €———_____User Administration add User Adrinistration Hepp (2
roles
Action  Roles and Subordinates Modified By
Remove CEQ yogesh sharma, 1218/201312:33 PM
. . ! _ ) -
Assignable Profiles i Add add profiles Aggignable Profiles Help | ?
Action  Profiles Modified By
Remove Chatter Free User yogesh sharma, 12/18/2013 12:35 PM
Custom Object Administration i Add Custom Object Administration Help ?

Mo custom objects specified.

Deactivating users :

In SalesForce.com You cannot remove users from the Organization, but you can
deactivate user profile.

For deactivate users :

Setup > Administration Setup > Manage Users > Users, Click on Edit button.
Disable the Active checkbox, and then click on Save.

you can see below.

When you Uncheck Active checkbox you get one popup message. click on ok button
and Save this profile.

Deactivating users removes them from all delegated groups and sharing privileges. The following page prompts you to remave this user from
any teams. You can still transfer this user's records to an active user and view the users name under Manage Users.
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Password management :

You have the following two options for resetting passwords:
» Forgot passwords
» Expiring passwords

Troubleshoot user login issues

Salesforce.com provide to easy login to the service and to change your password, but
you may many time face issues of login in SalesForce.com, if you forget your username
or password, or if you're locked out for too many attempts to log on with the wrong
credentials. The password policies set up by your administrator determine how many
failed logins are allowed, how long lockout periods last, and password requirements
such as minimum length.
We recommend changing your password time to time protect the privacy of your data.
If your administrator specifies that user passwords expire on a periodic basis, you’ll be
prompted to change your password at the end of each period.

» Forgot your password?

> Locked out? Wait until the lockout period expires and try again, or contact your

administrator.
» Password expired? We’ll prompt you to change your password.

Forgot your password :

1. Open Salesforce.com web site then click on login button. and all so you can try
directlink

https://login.salesforce.com
2. Click Forgot your password? link.

sale yérce '

Log n to Salesforce
[ Remember User MEV

I Forgot wour password?fl Sign up for free

3. Enter your username and click Continue. You’ll receive an email at the email
address specified on vour Salesforce.com.

saleg%roe

Having trouble logging in?

Verify you're entering the correct user name in the form of an email address (username@company.com).
Passwords are case sensitive, so ensure you dont have caps lock enablad.
Your account may be temporarily disabled from too many failed login attempts.

If you're logging into a sandbox account, make sure you're connected to hitps:/iftest salesforce . com.

If you still cant log in, enter your user name to reset your pass‘wcl/
User Name[admin@bisp.com| Conﬁnue

I— 1m

This video may help if you are having issues logging in
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4. Click the link provided in the email, answer your password question, and click
Continue. A temporary password is automatically sent to your email address.

5. Click the link to login using the temporary password.

When prompted, enter a new password.

Expiring passwords :

You can expire passwords for all users any time to enforce extra security for

your organization. After you expire passwords, users may need to activate their
computers to successfully log in to Salesforce.com

How to set Expire Password :

Setup > Administration Setup > Security Control > Expire All Password, Select
the Expire all user password checkbox and click Save button.

Expire All Passwords bl Feee
Expand All | Collapse Al
Select Expire all user passwaords and then click Save to expire the passwords for all of the users in your organization
Force.com Home
The next time they log in, they will be asked to set their passwords to a new value.

7| Expire all user passwords
+| Manage Users
+| Manage Apps ‘
o Save | Cancel
+| Company Profile -
B3 Security Controls

View Setup Audit Trail

Delegated Administration

Network Access

Password policies :

In SalesForce.com several password and login policy features that help you to improve
your organization's security.

For set Password policies :

Setup > Administration Setup > Security Controls > Password Policies.

Set the required settings and then click on Save button.

www.bispsolutions.com www.bisptrainigs.com www.hyperionguru.com
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Password Policies

Set the password restrictions and login lockout policies for all users.

Password Policies

User passwords expire in I g0 days -

Enforce password history I 3 passwords remembered -

Minimum password length I & characters -

Passweord complexity | Must mix alpha and numeric -
requirement

Password question | Cannot contain password ~
requirement

Maximum invalid login I 10 -

attempts

Lockout effective period I 15 minutes

Forgot Password [ Locked Account Assistance
Message
Help link
Forgot Password Preview  If you still cantlog in, try the following: Contact your company’s administrator for assistance.
Locked Account Preview  To reset your account, try the following: Contact your company's administrator for assistance.
API Only User Settings

Ahlternative Home Page

Save Cancel

Maximum invalid login attempts :

SalesForce.com provide number of incorrect login attempts allowed by a user before
they
become locked out. The options are No limit, 2, 3, 5,6 and 10.

Password expired? We’ll prompt'you to change your password :

1. When prompted, select how you would like to get the token:

SMS Text Message

Your administrator enabled SMS identity, this is the default option. You're prompted to
enter your mobile phone number when logging into SalesForce. Adding your phone
number here verifies your mobile number and enables this option when you’'re
challenged.

Email

If you are out of mobile verification and have not added a time based token, this is the
default option. Click Email me a verification code when prompted during login.
SalesForce sends an activation email to the email address specified on your user detail
page.

www.bispsolutions.com www.bisptrainigs.com www.hyperionguru.com
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The code can be used for up to 24 hours from the time you requested the verification
code.

2. Enter the token or verification code in Salesforce.com.

3. Click on Validate and Login.

Grant Login Access :

There are many occasions when it is useful for you to log in as one of the users in your
organization.

To assist you, your administrator or a customer support representative may need to log
in to the application using your login. You can grant access to them for a specified
duration. For security reasons.

How to Set Grant Login Access :
Setup > My Setting > Personal > Grant Account Login Access.

Search Search Setup  Help Recurment Mangment ~
Wy Profile
Home Positions Job Applications Departments Employees wiki Employment websites Employee List Reports | IIP Codes  coloeges #
Developer Cansole
Quick Find Grant Account Login Access Logout Let us know what you think | Help for this Page &

- To assist with support issues, you may grant your administrator or support personnel the ability to login as you and access your data
ly Settings

Wy Username: yogesh@lvs.com

&
|L PRI Grant Access To Access Duration

Personal Information Your Company's Administrator 3 Days (exp. 12/20/2013) E|
Change Wy Password Salesforce.com Support 1 Week (exp. 12/24/2013) E|
Language & Time Zone \

Grant Account Login Access [:] Cancel

My Groups

Creating custom user fields 'in SAlesForce.com :

You can create custom fields for users and set custom links that appear on the user
detail page.

How To Create Custom Fields :

Setup > App Setup > Customize > Users > Fields, Then scroll down to the User
Custom Fields section:

www.bispsolutions.com www.bisptrainigs.com www.hyperionguru.com
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Search... Search yogesh sharma Help Recurment Mangment ~

Home Positions Job Applications Departments Employees wiki Employment websites Employee List Reports Dashboards All Details ZIP Codes coloeges +

Quick Find Q ‘ Help for this Page )

User Fields
Expand All | Collapse Al
This page allows you to specify the fields that can appear on the User page. You can create up to 500 User custom fields.

Force.com Home . . .
Mote that deleting a custom field will delete any filters that use the custom field. It may also change the result of Assignment or Escalation Rules that rely on the custom field data.

Administer User Standard Fields User Standard Fields Help 2
MU EERRIEEs Action Field Label Field Name Data Type Controlling Field
m SANL Federation 1D Federation|dentifier Text(512)
Start of Day StartDay Picklist
@ users | Stay-in-Touch Email Note StaylnTouchMote Text(512)
Stav-in-Touch Email Signature StayinTouchSignature Text(512)
. e
Page Layouts Stay-in-Touch Email Subject StaylnTouchSubject Text(80)
Related Lookup Filters Time Zone TimeZonesidKey Picklist
Validation Rules Title Title Text(80)
Triggers Usemame Usemame Text(80)
Field Sets

Compact Layouts New! )
User Custom Fields | New | Field Dependencies User Custom Fields Help (2

No custom figlds defined

Step 1 : Click on New button and select any field click on Next button.
User Help for thiz Page &9

New Custom Field

Step 1. Choose the field type
Hext | | Cancel
Specify the type of information that the custom field will contain.
Data Type
@ Checkbox Allows users to select a True (checked) or False (unchecked) value.
Step 2 : Fill all fields and click on Next Button.
www.bispsolutions.com www.bisptrainigs.com www.hyperionguru.com
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Step 2. Enter the details Step 2 of 4

I Previous || MHext | Cancel
Field Label | mMuchCheck i
Default Value @ Checked
 Unchecked
Field Mame | pJuchCheck i
Description
Help Text i
I Previous | i Hexi I Cancel
Step 3 : Click on Next button.
Step 4 : Click on Save button.
User Help for this Page 0

New Custom Field

Step 4. Add to page layouts Step4of 4

| Previous || Save & New ||E| Cancel

Field Label  MuchCheck
DataType ~ Checkbox
Field Hame  MuchCheck

Description

Selectthe page layouts that should include this field. The fisld will be added as the lastfield in tha first 2-column section of these page layouts. The field will not appaar on any pages if you do not
selectalayout.

To change the location of this field on the page, you will need to customize the page layout.

[V AddField Page Layout Name
User Layout

When finished, click Save & New to create more custom fields, or click Save if you are done.

| Previous || Save & New |E| Cancel
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Set up Chatter Free and Chatter external users

Chatter is FREE for your whole company :

Chatter application like any social network, is better if more people are using it. every
SalesForce customer unlimited free Chatter licenses. It doesn't matter a company small
with 30 employees or a large/ global organization with 500,000 employees. Chatter is
free for everyone in your company.

A“ F’eople I Invite People to Chatter I

Mame T Following
— Chatter Expert

'c‘ G Follow

sharma, yogesh

yadav, Vikram

There are three ways SalesForce admin can help get everyone on
chatter :

1. Add all employees to Chatter

Use the Data Loader to add-all your employees to Chatter at once.

Setup > Administration > Data Management > Data Loader, after that follow the
instructions.

2. Add new users one at a time
If you want to add employees one at a time, Click on Setup > Administration >
Manage Users > Users > click on New User button.

3. Turn on invitations

Turn on Chatter invitations to let employees invite coworkers. Invitations are limited to
the domains you approve. To turn on invitations, Setup > Customize > Chatter >
Click on Settings, there you can manage chatter setting. click on Edit Button.

Chatter external users :

Chatter External is Designed to allow customers in Chatter groups. Customers are
users outside of your company's email domains. They have very limited Chatter access
and can only see groups they're invited to and interact with members of those groups.
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How to create External user :
Setup > Manages Users > Users click on New User button. if you have created
user already click on Edit link.

Role I i
UserLicense | Chatter External
I M Select Chatter
Profile | Chatter External User = i External user
Active license

After then click on Save button.

Deferent between Chatter Free and Chatter external users :

Chatter Free application is Designed Chatter External is Designed to allow

for Unlimited, Enterprise, and customers in Chatter groups. Customers
Professional Edition if users that are users outside of your company's email
don't have SalesForce licenses but domains. They have very limited Chatter
need access to Chatter. These users access and can only see groups they're
can access standard Chatter people, invited to and interact with members of
profiles, groups, and files. those groups.

User Migration

Installing the Force.com Migration Tool

Firstly will need Java and Ant installed on your local machine For install the Force.com
Migration Tool.

After then you can download the Force.com Migration Tool from a SalesForce
organization.

To use the Force.com Migration Tool :

1. Install Java JDK, Version 6.1 or greater on the deployment machine.

2. Install Apache Ant, Version 1.6 or greater on the deployment machine.
3. Set up the environment variables (ANT_HOME, JAVA_HOME, and PATH).
Example ANT_HOME :- Open cmd and write, set path=%ANT_HOME%\bin;
Example JAVA_HOME :- C:\Program Files\Java\jdk1.7.0_45

4. For Verify JDK or ANT version .

JDK : javac -version

ANT : ant -version
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5. login SalesForce then click on Setup > developer > Tools, then download
Force.com Migration Tool

Search yogeshsharma v | Setup] Help Recurment Mangment ¥

Home Positions Job Applications Departments Employees wiki Employment websites Employee List Reports Dashboards  All Details  ZIP Codes coloeges  #

Quick Find TOO'S Help for this Page ()
Expand All | Collapse Al

Force.com Home Salesforce-Supported Tools

B Develop Developer Console A browser-based collection of taols you can use o create, debug, and test applications in your Salesforce organization.
ApexClasses Force.com IDE Eclipse plugin for developing Force.com applications, providing source code editors, test execution tools, wizards, and integrated help.
Apex Triggers
Apex Test Execufion Force.com Migration Toal A Java/ANT-based commandine utilty for scripted deployment of application metadata. K
API
Components Community-Supported Tools (Salesforce.com Support Not Available)
Cuslom Sefing Force.com Explorer NET-hased taolfo inspecing schema, and building zndtesfing S0QL queries.
Email Senvices
Pages .
S_tg Partner-Supported Data Loading Tools

jtes
Stafic Resources Jitterbit Data Loader for Salesforce Afree, third-party data migration tool that lets administrators automate the import and export of data between flatfiles, databases, and salesforce.com.
Tools Dataloaderio No download, free data loader for Salesforce. Leverage keyboard shortcuts for abject lookups and data mapping. No security taken required
Remote Access Informatica Cloud Data Loader Informatica Cloud Data Loader for Salesforce is a FREE data loading application that automates the importiexpart of Salesfarce and Force.com data between
databases andfiles.
Build \WabSphere Castlron Data Loader WebSphera Castlron Data Loader is @ FREE cloud based integration solution that allows Salesforce users to importiexchange data between Salesforce

and other data sources.

6. Unzip the downloaded Force.com Migration Tool, The Force.com Migration Tool
contains the following:
- Readme.html file that explains how to use the tools
- Jar file containing the ant task: ant-salesforce.jar
- open sample folder In this folder follwing list:
- codepkg\classes folder that contains SampleDeployClass.cls and
SampleFailingTestClass.cls
- codepkag\triggers folder that contains SampleAccountTrigger.trigger
- mypkg\objects folder that contains the custom objects used in the examples
- removecodepkg folder that contains XML files for removing the examples from
your organization
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- sample build.properties file that you must edit, specifying your credentials, in
order to run the - sample ant tasks in build.xml.

- sample build.xml file, that exercises the deploy and retrieveAPI calls.
7. Copy the ant-salesforce.jar file into the ant lib directory. The ant lib directory is
located in the root folder of your Ant installation.
8. Open the sample subdirectory.
9. Edit the build.properties file:

# build.properties
#

# Specify the login credentials for the desired Salesforce crganization
sf.username = <https://login.salesforce.com/> With Token
sf.pasaword = <wite heare password:

#3f.pkgllame = <Insert commz separated package names to be retrieveds

#3f.zipFile = <Insert path of the zipfile to be retrieved:

#af.metadatalype = <Inzert metadata type name for which listMetadata or bulkBetriewve operations are to be performed:

# Use 'http3a://legin.salesforce.con’ for production or developer edition (the default if not specified).
# Uae 'gttts:fftest.salesf::ce.c:g for sandbox.
sf.serverurl =httpa://test.3alesforce.com

3f.maxFoll = 20
# If your network requires an HITP proxy, see http://ant.apache.crg/manual/proxy.hitml for configuration.

3

10. Enter ant deployCode. This runs the deployAPI call, using the sample class and
Account trigger provided with the Force.com Migration Tool. The ant deployCode calls
the Ant target named deploy in the build.xml file.

- e Same ] et T e S e S e ey By

{!-- Shows deploying code & running test3 for package 'codepkg' --
{target name="deployCode">
¢!-- Upload the contents of the "codepkg" package, running the tests for just 1 class -—-»
{af:deploy username="5{3f.u3srname}" pasaword="s{af.pazaword}" serverurl="${af.serverurl}" deployroot="codepky"s
<runTeat»SampleDeployClags</runlesty
¢/af:deployy
¢/targety

11. To remove the test class and trigger added as part of the execution of ant
deployCode, enter the following in the command window: ant undeployCode. ant
undeployCode calls the Ant target named undeployCode in the build.xml file.
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<target neme="undeploylode">
<3f:deploy uzername="%[3f.username " pasaword=":{3i.pasaword]" serverurl=
"t[3f.3erverurl}” deployroot="removecodepkg" />

{I:ar;e:ﬂ

User/Group BackupRecover

Backup my SalesForce Organization:

In Salesforce.com are four ways to backup your Organization depending on your needs.
Once you login to your Own Backup account, you should add one (or more) of these
services, according to your needs:
» Backup of your SalesForce data (including custom tables, custom files,
attachments and chatter attachments).
» Backup. of your SalesForce metadata (Workflows, Layouts, Apex Pages, Reports,
etc.)
> Backup of your Sandbox metadata.
» Backup of your Sandbox data.

User/Group Backup :

Data Export feature is available on SalesForce, In salesforce.com you can prepare a
copy of all your data.

on this page you can start the export process manually or schedule it to run
automatically.

when export is ready for download, you will receive an email containing a link that
allows you to download the files

Export files are available on this page for 48 hours, after that they are deleted

it's available only .CSV format.

How to take Export data in SalesForce :
Click Setup -> Data Management -> Data Export
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Addminister

MNManage Users

MNManage ApDpDsS

Compeany Profile

Securiity Contmrmols

Crormain Managermeni HMHewwr!
Caormrmu nication Templates

UBLBLUBLBLIELIEL

Translation Wrhorkibe m.c
B Data Managermemt I

Analytic Snapshots

Data Import Wizard Hewsl
Impeport Accounts/Contact=s
Import Leads

Import Solutions

Import Custom CObhjects

I Chata Export

Storage Ulsage

Mass Transfer Records

Mass Delete Records

Mas=s Transfer Approval Reguests
Mas=s Lipdate Aaddres=se=s

Drata Loadeaer

After click on Data Export you can see new page there is two option is available
Export Now and Schedule Export you can see below.

Schedule Data Export

Help for this Page @)

Schedule Data Export

Export File Encoding

Include images, documents,
and attachments

Include Chatter files and
Salesforce CRM Content
document versions

N o — m

Replace carriage returns with
spaces

Schedule Data Export

n

Exported Data

Save Cancel

I 1S0-8859-1 (General US & Western European, ISO-LATIN-T}) -

Frequency
> On day of every month @ On the 1st Sunday - of every month

start | 10/11/2013 [10/11/2013 ]

ena  |11/11/2013 [10/11/2013]

Preferred Start Time |—None— -

Exact start time will depend on job queue activity.

Cancel

Select what type of information you would like to include in the export. The data types listed below use the Apex APl names. If you are not familiar with these names, select Include all data for your

E export.

= RecordType
D.Approval
[CIFieldHistory

[ orgwideEmailaddress

= CampaignMember
CLead

= OpportunityContactRole
= OpportunityCompetitor
= FiscalYearSettings
[CProductz

[ casecomment

[ casesolution
[CMewsFeed
[CFeedcomment
[CProcessinstance
Cuserrole

[ Taskrelation
[CPricebookz

= PushProfileMapping
DJigsawSavedSearch
DTopicGroupActivity
DReview_c

= ForTesting__c
DJOD_.AppIication_c
= Employee__c

I< 1

[ BusinessProcess

[ contractContactRole
Fuser

[ Linkreference

[ Account

= Opportunity

= OpportunityHistory
[ Partner

[ Period

[ asset

[ casecontactRole

[ solution

= FeedTrackedChange
[T EntitySubscription
= ProcessinstanceStep
[ Task

[l Eventrelation
[idea

[ Pushintent

= DatacloudPurchaselUsage
[ TopicUs eractivity

= Employment_website__c
= Postion__c

= DepartMent__c

= Book__c

Ccontract

[Tl EntityHistory

= EmailRoutingAddress
= Campaign

O contact

[l AccountContactRole
= OpportunityLinelterm
Crote

= PricebookEntry
Ccase

= CaseHistory2

[ contentversion
CIFeedPost
[CIFeedFieldHistory

[l Processinstancewarkitem
CEvent
[CIEmailDisclaimer
[Cideacomment

= MetricsTransmissionHistory
[ socialPersona
DTrendingTopic
DJOD_Posting_c

= Candidate__c

= Back_Office__c
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After click on Start Export few second take you got one new screen and send link you
mail id you can see below. and all so check your mail id.

Monthly Export Service Help for s Fage @

Data Export lets you prepare a copy of all your data in salesforce.com. From this page you can start the export process manually or schedule it to run automatically. When an export is

ready for download you will receive an email containing a link that allows you to download the file(s). The export files are also available on this page for 48 hours, after which time they
are deleted.

@ Nextscheduled export:
A data export is currently in progress for your organization.

Export How | | Schedule Export

Your export has been queued. You will receive an email notification when it is completed.
Scheduled By  yogesh sharma
Schedule Date  10/11/2013

Export File Encoding  130-8859-1 (General US & Western European, 1I30-LATIN-1)

Step 3:

After that you can Refresh your page you can see that link available on page click to
given below link and download export data. downloaded file is available in zip folder.
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Monthly Export Service

Help for this Page ()

Data Export lets you prepare a copy of all your data in salesforce.com. From this page you can start the export process manually or schedule it to run automatically. When an export is
ready for download you will receive an email containing a link that allows you to download the file(s). The export files are also available on this page for 48 hours, after which time they

are deleted.

@ MNextscheduled export:
None

Export Now | | Schedule Export

Scheduled By  yogesh sharma
Schedule Date ~ 1011/2013

Export File Encoding  150-8858-1 (General US & Western European, ISO-LATIN-1)

Action File Name

download WE_00D9000000000K9EAN_1.ZIP Hlick here dwonload zip file

Schedule Export in SalesForce:

File Size

127K

SalesForce provide to you Schedule Export option its allows you to schedule the export

process for weekly or monthly intervals,
and you can Export by start date and end date.

You can schedule export data any day of month, any weak of month, and all you can

choose Start date to End date for schedule export data.

After schedule you can click on Save button.
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Schedule Data Export

Help for this Page &J

Schedule Data Export

Export File Encoding
Include images, documents,
and attachments

Include Chatter files and
Salesforce CRM Content
document versions

Replace carriage returns with
spaces

Schedule Data Export

Exported Data

Select what type of information you would like to include in the export. The data types listed below use the Apex APl names. If you are not familiar with these names, select Include all data for your
export.

DRecordType

[ approval

[ FieldHistory

] orgwideEmailAddress
DCampaignMember

[ Lead

[l opportunityContaciRole
DOpportunityCompetitor
] FiscalvearSettings
[Product2

[ casecomment
[Ccasesalution

[ NewsFeed

[T Feedcomment
[[IProcessinstance
[Fuserrole

[Cl Taskrelation
[CPricenook2

[ PushProfileMapping
DJigsawSavedSearch
DTUp\CGrUupAClivity
[CReview__c

| ForTesting__c

[1 Job_application__c
DEmponee_c

Save Cancel

I 1S0-8859-1 (General US & Western European, ISO-LATIN-1)

E (1
=E

Frequency
) On day

ofevery month @ On the 1st ~ Sunday ~ of every month

start  |10/11/2013  [10/11/2013]
end |11171/2013  [1011£2013]

Preferred Start Time I—None— -

Exact start time will depend on job queue activity.

Cancel

[ BusinessProcess
[ClcontractcontactRole
[Fuser
[CILinkReference

[ account
DOpportunity

[Cl opportunityHistory
[CIPartner

[CPeriod

[Casset

[ casecontactRole

[ solution
DFeedTrackedChange
] EntitySubscription
DF‘rocessInstanceStep
[ Task
[CleventRelation
[Midea

[Tl Pushintent
DDatacIoudF‘urchaseUsage
[T TopicUserActivity
[ClEmployment_websits__c
DF’ostion_c
[Cpepartment__c
DElook_c

[l contract

[E entityHistory
DEmaiIRoutingAddress
[Fl campaign
[Ccontact

[ AccountContactRole
[ oppoertunityLineltem
[CINote

[l PricebookEntry
[Fcase
DCaseHistowQ
[Ccontentversion

[ FeedPost

[T FeedFieldHistory
[CIProcessinstanceWorkitem
[T Event
[ClemailDisciaimer
[[ideacomment

[Tl metrics TransmissionHistory
[[socialPersona
DTrendingTopic

[ sob_Posting__c
DCandidate_c
[CIBack_office__c

After click on Save button you can see one message in message some write Next
Schedule Export you can see below. you get a remainder on this date every month.

Monthly Export Service

Help for this Page &3

Data Export lets you prepare a copy of all your data in salesforce.com. From this page you can start the export process manually or schedule it to run automatically. When an export is
ready for download you will receive an email containing a link that allows you to download the file(s). The export files are also available on this page for 48 hours, after which time they

are deleted.

@»| Next scheduled export:
11112013 2:00 PM

Export How | | Schedule Export
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User/Group Recover By using Backup :
Using Import Wizard :

The Data Import Wizard provides a GUI Interface, Easily import data on SalesForce. It
is a web based tools.

Data Import Wizard provides a unified interface that's you import a number of standard
SalesForce objects,

solutions, leads, contacts, and including accounts. The wizard also lets you import
custom objects.

Import data in three easy steps :

©O © =)

Pre-step: Prepare your Choose data to import Edit field mapping Review and start import
data for import

How To import data by Import Data Wizard

Click to Setup -> Data Management -> Data Import Wizard click on this link then
you can see Data Import Wizard on this page go to down and see Launch Wizard!
button click on this button.

Home  Positi Job Applicati Depart Employees wiki Employment websites Employee List +

Expand All | Collapse All

Quick Find Data Import Wiza rd Get Started | Help for this page &

b WLI
Force.com Home Z‘h"} Collapse

— Clean up your data import file

Administer w’ll have fewer errors to resolve if your data file is clean and free of duplicates. Watch
video

+| Manage Users

Make sure your field names match Salesforce field names

+| Manage Apps - map your data fields to Salesforce data fields. Data in unmapped
»| Company Profile Before you Import s A View a list of Salesforce data fiskis
P SERII ST S your data . .. Make sure you're not importing too many records
+ Domain Management Hew! Using the Data Import Wizard, you can import up to 50,000 records at a time
»| Communication Templates
+| Translation Workbench

Analytic Snapshots .

[ etz mport Wizara newt | Import your data in 3 easy steps!
Import Accounts/Contacts Launch the Data Import Wizard to import your data

Import Leads
Import Solutions

Import Custom Objects
Data Export IEI
Storage Usage

Mass Transfer Records Pre-step: Prepare your Choose data to import Edit field mapping Review and start import

Mass Delete Records data for import
Mass Transfer Approval Requests

Mass Update Addresses _Illlli!
Data Loader

Step 1:
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After click on Launch Wizard! button, then you have seen new screen there is two
option

1. Standard object 2. Custom object

- Click on Custom Object after then you can see custom object Tab list

3. choose custom tab anyone.

- After click on Custom Tab then you can see new list

4. there is three option select any one, (For ex :- | will select Add new Record )

- After click on Add new records link you can see new list

5. There is three option select any one, (I will select. CSV first option)

salesforce
ﬁ .
, 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 Add new records v Drag CSV file here to upload
Back Offices I i | Which User field are you including in your file to
designate record owners?
SO ®
Trigger workflow rules? 1= | Outlook C3V
@ [E1 Trigger workflow rules for new and updated recards
ACTICSV

Then select CSV option and click to Browse button and select your .CSV file. and click
to Next button.

WWhere 1s your data located?

Drag C SV file here to upload

A CSW

File

backomes cov | -

Character Code

I1SO-82859-1 (General US & Western Eurcopean, ISO-LATIMN-1) -
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Step 2:

After Click to Next button Then you can see new page it called Edit Mapping page, if
you want to mapped your fields ,if need to change mapped field click on Change link
after that open new pop box select your mapped field and click to map button. Then

you click on Next Button.

N‘;Ih'i e

Edit Mapped Salesforce Object

Change  Employee Name
Change  Dob

Change  Ciy

@/ &
" Choose data

Edit Field Mapping: Back Offices

Yourfile has been auto-mapped to existing Salesforce fields, but vou can edit the mappings if you wish. Unmapped fields will not be imported.

CSV Header

Employee Name

Age

Dob

Cly

Edit mapping

Example Example

Vikram yadav | vikas

M
[}
o

Map your field: Age

Select field

Back Office Name

Employee Name

Age

Dob

City

Record Owner

one (I3

f

Start import

Help for this page @)

Example

jitendra yadav

B2

[

Cance Previous
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Step 3:
After that you can see, your selections list, your import will include, and mapping list.
After then click on Start import button.

salesforce
ﬁ@/ C C ®
-'/ ~/ Choose data Edit mapping Start import

Help for this page @)

Review & Start Import

Review your import information and press Start Import.

Your selections: Your import will include; |Your import will not include:
Back Offices v/ Data from mapped fields Data from unmapped fields
Add new records ¥ 4 0
backoffice.csv v

Cancel Previous Start Import

Step 4:
After Click on Start import button then you can see Message box click on Ok button

Congratulations, your import has started|
View your import status on the Bulk Downloads page.

Restore our SalesForce metadata objects :

Own Backup backs up your metadata objects via the metadata API. As such, the
backed-up data are compatible with the data that is available to you via the Force.com
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IDE. Follow these steps to get your metadata backup and use your Force.com IDE to
deploy it back to your SalesForce organization :

» Login to your Own Backup account.

» Select the SalesForce metadata archive and snapshot you would like to restore

from.

» Download the Zip file containing your metadata objects backup.
Extract the zip file to a folder on your computer. Each sub-folder contains a
different metadata object. The files inside each folder contain the individual
metadata elements in their native file format.
> Use the Force.com IDE to view and deploy the backed-up elements.

A\

Predefined roles/privileges

Overview of Roles :

To create, edit, and delete roles Manage Users

To assign users to roles Manage Users

In Salesforce.com Overview of Roles Depending on your sharing settings, roles can
control the level of visibility that users have into your organization’s data. Users at any
given role level can view, edit, and report on all data owned by or shared with users
below them in the hierarchy, unless your organization’s sharing model for an object
specifies otherwise. Specifically, in the Organization-Wide Defaults related list, if the
Grant Access Using Hierarchies option is disabled for a custom object, only the record
owner and users granted access by the organization-wide defaults receive access to
the object's records.

Working with Roles :
View and manage your organization's roles, from Setup > Manage Users > Roles.
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Search yogesh sharma Help Recurment Mangment v

Home Positions Job Applications Departments Employees wiki Employment websites Employee List Reports Dashboards Al Details ZIP Codes coloeges #

e Creating the Role Hierarchy tep s e @
Expand Al | Collapse Al

You can build on the existing role hierarchy shown on this page. To insert a new role, click Add Role.
Force.com Home

Your Organization's Role Hierarchy Show intree view v
RannicIeT Collapse All Expand All
E- ¢p softtech
- Add Role
Users E@ Edit| Del| Assian
Mass Email Users © Add Role

Permission Sets B 0 Adciigl‘en” e
Prafiles e
Public Groups _ “ MdRm? R
Queues : _g_luilana or Edt] Del] Asson
oamHeton ' SV:Elj?duZtDt‘:;er Service & Support Edit | Del| Assion
dentity Provider Event Log —'—EL ===
+/ Manage Apps SVP, Human Resources Edt| Del| Assin
+/ Company Profile ™ AddRole
¥ Security Controls B SUP. Sales & Warketing 2| e[ Assin
+| Domain Management Add Role

*| Communication Templates

Show in tree view :
Click Expand All to see all roles, or Collapse All to see only top-level roles. To expand or
collapse an individual node, click the plus (+) or minus (-) icon.

Show in sorted list view :

If your organization has a large number of roles, use this view for easy navigation and
filtering.

To show a filtered list of items, select a predefined list from the View drop-down list, or
click Create New View to define your own custom views. To edit or delete any view you
created, select it from the View drop-down list and click Edit.

Show in list view :
The columns are not sortable. This view is not available for hierarchies with more than
1,000 roles.

» To create a role, click New Role or Add Role, depending whether you are viewing
the list view or tree view of roles, then edit the role fields as needed. You can
create up to 500 roles for your organization.

Edit a role, click Edit next to a role name, then update the role fields as needed.
> Delete a role, click Delete next to the role name.
» Assign other users to a role, click Assign next to the role name.

Y
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> View detailed information about a role, click a role name. If you are a SalesForce
Knowledge user, you can modify category visibility settings on the role detail
page.

Administrator privileges :

One or more individuals in your organization who can configure and customize the
application. Users assigned to the System Administrator profile have administrator
privileges.

administrator can create user, delete user; View user list and mange all organization
data, define role etc.
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