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1 About this guide

Salesforce is an online solution for customer relationship management. It gives all your
departments — including marketing, sales, commerce, and service — a shared view of your
customers using a single integrated platform. This document is a user guide for Salesforce for the

employees of ACME Corp. Ltd. and is divided into the following chapters:

e  Chapter 1, “About this guide” briefly describes this document.
e Chapter 2, “Introduction” gives an overview of the scope and purpose of the guide.

e Chapter 3, “Instructions” explains how to create different types of records in Salesforce.

1.1 Who Should Use It

This guide is intended for the employees of ACME Corp. Ltd. who do not have extensive
experience with the Salesforce platform and website. However, it assumes that you have basic

knowledge of Salesforce and are able to log into your company-issued account.

1.2 Typographical Conventions

This document uses the following typographical conventions:

e  Button, tab, and window names appear in bold type in the step-by-step instructions.

e Arrows and other visual aids are used to highlight important options where necessary.
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2 Introduction

2.1 Purpose

The purpose of this document is to visually describe the steps for creating various types of records

in Salesforce.

2.2 Scope

This document visually shows how to create the following types of records in Salesforce:
e Accounts
e Contacts
e Cases
e Chatter Posts

It is meant to supplement and not replace the official Salesforce documentation. For more detailed

information, users should consult the official documentation.
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3 Instructions for Creating Records

These instructions assume that you have a company-issued Salesforce account and are able to

log in using it.

3.1 How To Create an Account

Accounts are used to store information about customers or individuals you do business with.

You can create a new account by following the steps described below:

1. Click the Accounts tab and select the + New Account option from the dropdown menu.

coe .
222 Service

Al w

Home Chatter  Accounts Contacts v Cases v

4+ New

Accounts
=l Recently Viewed v

0 items - Updated a few seconds ago

Account

-+ Open "Recently Viewed" in New Tab

Search Accounts and more..

Reports v Dashboards v

2. Fillin the required and any additional information in the New Account window.

Account Information

Account Owner

*Account Name

Parent Account

Account Number

Account Site

4 Sachin Karol /

J. Doe

Search Accounts

New Account

Rating --None--

Phone

Q Fax

123456

Website

Ticker Symbol

3. Once you have completed the fields, click the Save button at the bottom of the window.

Cancel Save & New /

Salesforce User Guide

Page 5 of 11



4. A small green popup should appear, confirming that the account was created. You can
either cancel this popup by clicking the X symbol or wait for it to disappear in a few

seconds.

0 Account "J. Doe" was created.

5. You should now be on the page for the account you have just created.

Service Home  Chatter = Accounts »  Contacts \» Cases \/  Reports v  Dashboards

Account
= J.Doe =
Type Phone Website Account Owner Account Site Industry

#3 Sachin Karol
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3.2 How To Create a Contact

Contacts are also used to store information about the people you do business with.

You can create a new contact by following the steps described below:

1. Click the Contacts tab and select the + New Contact option from the dropdown menu.

EEE Service Home  Chatter  Accounts »  Contacts \v  Cases : Reports v  Dashboards

-+ New Contact

Quarterly Performance

2. Fillin the required and any additional information in the New Contact window.

New Contact

Contact Information

Contact Owner 4 Sachin Karol Phone

Home Phone

*Name Salutation

Dr. v

First Name
J

*Last Name

Doe

Account Name Search Accounts. Q Mobile

Title Technical Wri(eri Other Phone

Fax

Department

3. Once you have completed the fields, click the Save button at the bottom of the window.

Cancel Save & New /

4. A small green popup should appear, confirming that the contact was created. You can
either cancel this popup by clicking the X symbol or wait for it to disappear in a few
seconds.
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— ° Contact was created.

5. You should now be on the page for the contact you have just created.

SEE Service Home  Chatter  Accounts »»  Contacts v Cases v  Reports \  Dashboards

Contact
JDoe &

Account Name Phone (2) w Contact Owner
# Sachin Karol

S —— 2 —— Y — T 2 ——— N S V  ——— 2 S —
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3.3 How To Create a Case

A case is a description of a customer's feedback, problem, or question. Cases can be used to
track and solve customer issues. You can create a new case by following the steps described

below:

1. Click the Cases tab and select the + New Case option from the dropdown menu.

EEE Service Home  Chatter  Accounts v  Contacts v  Cases Reports Dashboards

-+ New Case

Quarterly Performance

2. Fillin the required and any additional information in the New Case window.

>
New Case
Case Information
Case Owner Sachin Karol " Status New v
Case Number Priority Medium v
Contact Name * Case Origin --None-- v
J Doe .
Account Name Search Accounts... /
Type --None-- v
Case Reason --None-- v
Web Information

3. Please note that you must fill the Status and Case Origin fields for each new case you

create.
* *Case Origin - - v
Status New v & None:
\ --None-- \ v -—-None--
Priority
v New Phone
* Case Origin .
8 Working Email
Escalated Web
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4. Once you have completed the fields, scroll to the bottom of the window. Check the Send
notification email to contact box if you wish to inform the contact mentioned that a new

case has been created. Finally, click the Save button, which is on the right.

Send notification email to contact Cancel Save & New

5. A small green popup should appear, confirming that the case was created. You can either

cancel this popup by clicking the X symbol or wait for it to disappear in a few seconds.

* 0 Case "0000102 7" was created.

6. You should now be on the page for the case you have just created.

Case

Service Home  Chatter  Accounts »»  Contacts »» Cases v  Reports v  Dashboards

Priority Status Case Number
Medium New 00001027

3.4 How to Create a Chatter Post

Salesforce’s Chatter tool allows users to collaborate by working together and sharing information

in real time. You can create a new chatter post by following the steps described below:
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1. Click the Chatter tab in the menu bar. This will open a window with three tabs (Post, Poll,

Question). Ensure that the Post tab is selected and click anywhere within the Share an
update text box.

EEE Service Home  Chatter  Accounts »  Contacts \v  Cases v

Reports Dashboards

What I Follow Post

Poll Question
To Me \

2. Type your message within the expanded text field (see the highlighted text in the image

below for an example). When you have finished typing, click the Share button.

Post Poll Question

Documentation is essential to quality and process control.

B I YU 5 T

iii
il
2
®

Lo

To link to a record, enter / then start typing the record name.
To My Followers

. —

3. Your post should become visible for viewing and commenting within a few moments.

Post Poll Question
Share an update...
L N\ [ NN\ o)/ o U~ \ N\ 0)) . 7/ |
Sort by:
Top Posts v Search this feed... ¢

H Sachin Karol / v
=" Just now
Documentation is essential to quality and process control.

1y Like ® Comment [ Share

-~ Write a comment...
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