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!ōƻǳǘ ǘƘŜ ¦ǎŜǊΩǎ DǳƛŘŜ 

This training manual introduces the general organization of the NPower Seattle Salesforce database, describes the special 

customizations we made, and provides basic procedures. 

¢Ƙƛǎ ¦ǎŜǊΩǎ DǳƛŘŜ ŘƻŜǎ ƴƻǘ ŎƻǾŜǊ ǘƘŜ ǎǘŀƴŘŀǊŘ ŦŜŀǘǳǊŜǎ ƻŦ {ŀƭŜǎŦƻǊŎŜΦŎƻƳΦ !ƭƭ ǳǎŜǊǎ ǎƘƻǳƭŘ ǘŀƪŜ ŦǊŜŜ ƻƴƭƛƴŜ ǘǊŀƛƴƛƴƎ ŦǊƻƳ 
Salesforce and read online help for the areas of the program they need to use. 

About the Salesforce Template 

In 2006, NPower Seattle consulting staff selected Salesforce.com as a new platform to support the database and Constituent 

Relationship Management (CRM) needs of our nonprofit clients. We chose Salesforce.com for several reasons: 

ω Lǘ ƛǎ ŀ ǊŜƭƛŀōƭŜ ǿŜō-based service that runs in nearly any web browser, eliminating the need for costly hardware 

ω ¢ƘŜ {ŀƭŜǎŦƻǊŎŜ CƻǳƴŘŀǘƛƻƴ ŘƻƴŀǘŜǎ мл ŦǊŜŜ 9ƴǘŜǊǇǊƛǎŜ ƭƛŎŜƴǎŜǎ ǘƻ ŀƴȅ ƴƻƴǇǊƻŦƛǘ ƻǊƎŀƴƛȊŀǘƛƻƴΣ ƳŀƪƛƴƎ {ŀƭŜǎŦƻǊŎe a very good 
value for most nonprofit uses 

ω ¢ƘŜ {ŀƭŜǎŦƻǊŎŜ ǇƭŀǘŦƻǊƳ ƛǎ ǊƻōǳǎǘΣ Ŝŀǎȅ ǘƻ ƭŜŀǊƴΣ ŀƴŘ ƘƛƎƘƭȅ ŎǳǎǘƻƳƛȊŀōƭŜ 

ω aŀƴȅ ƴƻƴǇǊƻŦƛǘ ǘŜŎƘƴƻƭƻƎȅ ǇǊƻǾƛŘŜǊǎ ŀǊŜ ǳǎƛƴƎ {ŀƭŜǎŦƻǊŎŜΣ ŎǊŜŀǘƛƴƎ ŀ ǎǘǊƻƴƎ ŎƻƳƳǳƴƛǘȅ ŀǊƻǳƴŘ ƴƻƴǇǊƻŦƛǘ ǎƻƭǳǘƛƻƴǎ 
 

In collaboration with other nonprofits, NPower Seattle has developed a standard set of customizations that help transform the 
normally sales-centric system into a donor management platform. For each organization we work with, we further customize 

the database to meet their unique needs for fundraising, client management, program tracking, and reporting. 

Note:  This manual covers the NPower Seattle Template for Salesforce.com, which can be installed (with permission) only 
from www.npowerseattle.org. Our Salesforce template is the result of extensive experience with nonprofit databases, and 

includes robust tools to manage households, donations, pledges, payments, and events.  

The NPower template is similar to the Nonprofit Starter Pack and the (pre-12/2008) Nonprofit Template offered by the 

Salesforce Foundation, but includes a slightly different data model and a richer set of tools. All three of these options are built 
atop Salesforce.com Enterprise Edition, for which the Foundation donates licenses to nonprofits. 

Getting Salesforce Help and Training 

Salesforce.com Resources 

Salesforce.com offers free online training to logged-in users. The online help system is also very good. Most Salesforce pages 
have a help topic associated with them, or you can search help for any topic. 

For help on the current page: 

¶ ·         Near the top right of the page, click Help for this Page. 

 

To browse or search Help: 

1.      At the top right, click Help & Training. 
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The Help window appears. 

 

2.      Click topics in the list at left, or type keywords in the Search box and click GoΦ ό{ŜŀǊŎƘ ŘƛǎǇƭŀȅǎ άwŜƭŜǾŀƴǘ {ƻƭǳǘƛƻƴǎέ ōȅ 
default. To see topics for your search, click Relevant Help Topics.) 

 

As a Salesforce subscriber, your organization is entitled to free high-quality support from Salesforce.com. 

Contacting Salesforce.com Support 

To view online training: 

1.      At the top right, click Help. 
2.      Click the Training tab. 
3.      In the Select Your Role box, select Marketing Administrator and then click View Classes. 
4.      Click classes in the Recommended Classes list. 

To request customer support: 

1.      At the top right, click Help. 
2.      Click the My Cases tab. 

3.      Click Log a Case, and then fill out the request form. 
 

A Salesforce support rep will contact you, generally within one business day. 

Contacting NPower 
 

LŦ ȅƻǳ ƘŀǾŜ ǉǳŜǎǘƛƻƴǎ ŀōƻǳǘ ǘƘŜ {ŀƭŜǎŦƻǊŎŜ ŎǳǎǘƻƳƛȊŀǘƛƻƴ ǿŜΩǾŜ ŘƻƴŜ ƻǊ ƴŜŜŘ ŀŘŘƛǘƛƻƴŀƭ ŎƻƴǎǳƭǘƛƴƎ ǎŜǊǾƛŎŜǎΣ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ 
NPower Seattle. Email consulting@npowernw.org.  
 

 
 
 

mailto:consulting@npowerseattle.org
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Getting Started 
 

Finding Your Way Around Salesforce 
 

Open Internet Explorer, Firefox, or Safari, and then log in to Salesforce at http://login.salesforce.com.  

Your home page shows your personal calendar and tasks that are assigned to you, and the bar on the left helps you find or 
navigate to objects throughout your database. 

{ŀƭŜǎŦƻǊŎŜ ƻǊƎŀƴƛȊŜǎ Řŀǘŀ ƻƴ ǘŀōǎΣ ŜŀŎƘ ƻŦ ǿƘƛŎƘ ǊŜǇǊŜǎŜƴǘǎ ŀ ǘȅǇŜ ƻŦ άƻōƧŜŎǘέ ƛƴ {ŀƭŜǎŦƻǊŎŜ ƻǊ ŀ ŎǳǎǘƻƳ ǘƻƻƭ btƻǿŜǊ Ƙŀǎ 
created to help you do your work. The tabs that you see depend on the permissions defined in your user profile, as well as any 

additional custom objects that we may have created for your organization. 
 

 

The following table describes the tabs you are most likely to see: 

Tab Description 
Home {Ƙƻǿǎ ȅƻǳǊ ǇŜǊǎƻƴŀƭ {ŀƭŜǎŦƻǊŎŜ ŎŀƭŜƴŘŀǊ ŀƴŘ ǘŀǎƪ ƭƛǎǘΣ ŀƴŘ ǘƘŜ ǇǊŜŘŜŦƛƴŜŘ ά5ŀǎƘōƻŀǊŘέ ȅƻǳ ǎŜƭŜŎǘΦ 
Contacts Shows all contacts in your databaseτdonors, volunteers, clients, primary contacts at foundations, 

vendors, and other organizationsτand provides tools for managing them. 
Accounts Shows all organizations, foundations, and companies. 
Opportunities Tracks all past donations, grants, memberships, and volunteer assignments. More importantly, helps you 

track opportunities to get more donations in the future. 
Campaigns Tracks special events, mailings, or appeals for money. Every campaign has Members, which represent the 

people who are contacted for the appeal or invited to the event. By associating opportunities with a 
campaign, you can track the effectiveness of campaigns over time. 

Leads Tracks people that you import from a list, people who sign up in a form on your website, and online 
donations. 

Lead 
Converter 

Custom tab that helps you convert leads into contacts, households, organization accounts, and 
opportunities, ensuring that no duplicate records are created. 

Reports Lists predefined reports for viewing data or exporting to Excel; also allows you to create your own custom 
reports from any data in Salesforce. 

Dashboards Allows you to define a group of summary reports and charts to provide an overview of data, such as 
donation history or future opportunities. 

Documents Stores logos, letterheads, and documents that you use in correspondence with your constituents. 
VR Email Allows you to send bulk email via Vertical Response, a third-party tool. 
VR Statistics !ƭƭƻǿǎ ȅƻǳ ǘƻ ŀƴŀƭȅȊŜ Ǉŀǎǘ ŜƳŀƛƭ ȅƻǳΩǾŜ ǎŜƴǘ Ǿƛŀ ±ŜǊǘƛŎŀƭ wŜǎǇƻƴǎŜ ŀƴŘ ƛƳǇƻǊǘ ŜƳŀƛƭ ǊŜǎǳƭǘǎ ŀƴŘ ǎǘŀǘƛǎǘƛŎǎ 

back into Salesforce. 
Ideas Helps you track employee ideas for improving your organization, its services, and its impact. 
Console Special screen layout that allows you to browse a list of contacts, opportunities, or activities and perform 

actions on several records at once. 
 

 
Calendar and Tasks 
 
Your home page displays events and tasks assigned to you. The 1, 7, and 31 buttons display daily, weekly, and monthly 
calendar views. You can add events and tasks individually, they can be assigned to you by others, or they may appear 
automatically because of rules created in {ŀƭŜǎŦƻǊŎŜ όŦƻǊ ŜȄŀƳǇƭŜΣ ǿŜΩǾŜ ǘƻƭŘ {ŀƭŜǎŦƻǊŎŜ ǘƻ ŎǊŜŀǘŜ ŀǳǘƻƳŀǘƛŎ ǘŀǎƪǎ ŦƻǊ ǎŜƴŘƛƴƎ 
thank you notes). 

http://login.salesforce.com/
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To add an event to your calendar: 

·         Click New Event, enter information, and click Save. 

To mark a task complete: 

·         To mark a task complete, click the X at the left and then click Save. 

 

Dashboards 

At the bottom of the home page is the Dashboard, which displays snapshots of data in your database. There are several 
dashboards predefined for you: 

Dashboard Description 
Donation History Past donation summary 
Revenue and Forecasting Colorful gauges that illustrate progress toward your goals 
Adoption Dashboard 
(administrators only) 

Illustrates your organizations use of Salesforce, such as the users who have logged in or 
failed to log in and the new information added to Salesforce 

VR Email History Vertical Response email statistics 
 

Note that dashboards do not always display the most recent data. To display current values, click Refresh (it takes a minute or 
so). You can also schedule dashboards to refresh automatically once per day, week, or month; in fact, your database 
consultant may already have scheduled them for refresh. 

To display a different dashboard on your home page: 

1.      At the top of the Dashboard, click Customize Page. 

2.      Select a different Dashboard, and then click Save. 
 

You can create or customize your own dashboards to summarize any information in the database. For information, search 
Help for "Dashboards."  

 

Salesforce Data Model Overview 

Salesforce was designed to work best with business-to-business relationships, not business-to-individual relationships which 
are more common in the nonprofit sector. For example, all contacts must belong to an account, usually that of their employer. 

Opportunities (such as donations) must also belong to an account, not directly to a contact. Moreover, no standard object 
allows you to model important relationships between contacts, such as those who live in a single household. 

To work around these limitations, NPower has customized Salesforce in the following ways: 
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¶ Added a custom Household object that contains all contacts that live at a single address. 

¶ Created a special account, called IndividualΣ ǿƘƛŎƘ Ŏƻƴǘŀƛƴǎ ŀƴȅ ŎƻƴǘŀŎǘǎ ǿƘƻǎŜ ŜƳǇƭƻȅŜǊ ƛǎƴΩǘ ŀƴ ŀŎŎƻǳƴǘ ƛƴ ȅƻǳǊ 

database. 

¶ Provided Opportunity Contact Roles that you can use to connect donations to the donors that make them. 

¶ Created custom buttons, tabs, reports, and program code that help you enter and maintain data consistently in this 

custom data structure. 

 

To get the most from your Salesforce database, it is important to understand the relationship between these primary objects: 
Contacts, Households, Accounts, and Opportunities. The following diagram shows how a few sample records might be 

associated in your database: 

 

Accounts 

Every organization in your database has its own Account. You use accounts to: 

¶ {ǘƻǊŜ ŜŀŎƘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀŘŘǊŜǎǎ ŀƴŘ ƻǘƘŜǊ ŘŜǘŀƛƭǎ 

¶ Associate contacts with their employers 

¶ Associate donations and grants with a company, foundation, or other organization 
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In addition to accounts for companies and organizations, there is also a special account called Individual. The Individual 
ŀŎŎƻǳƴǘ ƛǎ ŀ ŎƻƴǘŀƛƴŜǊ ŦƻǊ ŎƻƴǘŀŎǘǎ ǿƘƻ ŘƻƴΩǘ ƘŀǾŜ ŀƴ ŜƳǇƭƻȅŜǊ ǘƘŀǘΩǎ ǎǘƻǊŜŘ ƛƴ {ŀƭŜǎŦƻǊŎŜ ŀƴŘ ŦƻǊ Řƻƴŀǘƛƻƴǎ ǘƘŀǘ ŀǊŜ ŦǊƻƳ ŀƴ 

ƛƴŘƛǾƛŘǳŀƭΩǎ own funds. 
 
On the Accounts tab, you can use the View box to filter accounts to the subset you want to see. 
 

 

To open an existing account, type its name in the Search box, press Enter, and then click the account name (or click the 

underlined account name in any list). When viewing an account record, scroll down to display the list of contacts, 
opportunities (donations), and activities that belong to that account. 

Before you can add contacts or opportunities for an organization, you must create an account. 

To create a new account view the screncast or: 

1.      Click the Accounts tab, and then click the New button. 

2.      Enter an account Name, Type, and other details, and then click Save. 
 

Tip:  Be aware of the user who owns each account record; it is shown in the Account Owner field. Salesforce manages 
permissions and displays records in reports based on account ownership. By default, you own the accounts that you create. 
Account owners and administrators can transfer ownership of accounts to another user. 
 

 

 

http://www.screencast.com/t/ODgxYzkzMj
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Contacts 

Viewing Contacts 

Every person you track in Salesforce.com has a Contact record. You use contacts to: 

¶ {ǘƻǊŜ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ǇƘƻƴŜΣ ŜƳŀƛƭΣ ŀƴŘ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ 

¶ Track activity history, such as phone calls and emails 

¶ Relate people to their donations 

¶ Include people in Campaigns, such as special events, direct mailings, or email campaigns 
 

The Contacts tab provides tools for viewing, finding, and communicating with contacts. For example, you can define your own 
views that display a subset of contact records. Click any contact name to open the individual contact record. 

 

To open an existing contact record: 

1.      /ƭƛŎƪ ƛƴ ǘƘŜ {ŜŀǊŎƘ ōƻȄΣ ǘȅǇŜ ǘƘŜ ǇŜǊǎƻƴΩǎ ƴŀƳŜ όƻǊ ŀƴȅ ǇŀǊǘ ƻŦ ƛǘύΣ ŀƴŘ ǘƘŜƴ ǇǊŜǎǎ 9nter. 

Salesforce displays a list of contacts, households, and other records associated with that name. 

2.      In the Contacts list, click the name of the contact. 

3.      Scroll down on the contact page to view related items such as Activities (phone calls, letters, emails, meetings) and 

Opportunities (donations). 

Tip: As you use Salesforce.com, you may notice that you frequently return to the same page again and again. To save time, it 

ƛǎ ŀ ƎƻƻŘ ƛŘŜŀ ǘƻ ǳǎŜ ǘƘŜ άǘŀōōŜŘ ōǊƻǿǎƛƴƎέ ŦŜŀǘǳǊŜ ƛƴ CƛǊŜŦƻȄ ƻǊ L9тΦ For example, you might want to have a contact record 
ŀƴŘ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ŀŎŎƻǳƴǘ ƻǊ ƘƻǳǎŜƘƻƭŘ ƻǇŜƴ ŀǘ ǘƘŜ ǎŀƳŜ ǘƛƳŜΦ hǊΣ ǿƘŜƴ ƭƻƻƪƛƴƎ ŀǘ ŀ ƭƛǎǘ ƻŦ ŀŎŎƻǳƴǘǎ ƻǊ ŎƻƴǘŀŎǘǎΣ ȅƻǳ Ŏŀƴ 
open every record you want to examine in its own tab. This way, the original list stays openτȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ŎƭƛŎƪ ǘƘŜ .ŀŎƪ 

button and wait for the list page to appear again. 
 

To open a link in a new tab, hold down the Ctrl key while clicking the link. 
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Creating New Contacts 
 
Since every contact should belong to an account and a household, it is important that you create these objects for each new 
contact or attach the contact to existing ones. To make this task easier, NPower has created a custom New Contact page and 

installed program code that creates a household automatically. 
 

View the screencast or instructions below.  

 
To create a new contact and household: 

1.      LŦ ȅƻǳ ƪƴƻǿ ǘƘŜ ǇŜǊǎƻƴΩǎ ŜƳǇƭƻȅŜǊΣ ƻǇŜƴ ƻǊ ŎǊŜŀǘŜ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ ŀŎŎƻǳƴǘ ǊŜŎƻǊŘΦ ¢ƻ ǇƭŀŎŜ ǘƘŜ ƴŜǿ ŎƻƴǘŀŎǘ ƛƴ ǘƘŜ 
LƴŘƛǾƛŘǳŀƭ ŀŎŎƻǳƴǘΣ ǎƪƛǇ ǘƘƛǎ ǎǘŜǇΦ όCƻǊ ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴΣ ǎŜŜ ά!ŎŎƻǳƴǘǎέ ƭŀǘŜǊ ƛƴ ǘƘƛǎ ƎǳƛŘŜΦύ 

2.      Click the Create New list in the sidebar at left, and then click Contact. 

 

The New Contact page appears. 

http://www.screencast.com/t/NTQwZDliN
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3.      To add your new contact to an existing household in your database, fill in the Household field (or click the lookup button 

next to the field to search for the existing Household name). 

4.      Fill out the rest of the form, and then click Save. 

 

The custom page creates a new contact record (or two) and a new household record. If it recognizes the Zip Code you provide, 

it also fills in the proper city, state, and county. 

Tip: When adding new contacts, it is important not to create duplicate records. The New Contact page helps you hereτif you 

ŜƴǘŜǊ ŀ ŎƻƴǘŀŎǘ ƴŀƳŜ ǘƘŀǘ ŀƭǊŜŀŘȅ ŜȄƛǎǘǎ ƛƴ ǘƘŜ ŘŀǘŀōŀǎŜΣ ȅƻǳΩƭƭ ǎŜŜ ŀ ǿŀǊƴƛƴƎ ƳŜǎǎŀƎŜ ǳƴŘŜǊƴŜŀǘƘ ǘƘŜ ƴŀƳŜ ŦƛŜƭŘǎΦ ¢ƘŜ 

warning message includes a link to the existing contact record. 
 

άtǊŜŦŜǊǊŜŘέ tƛŎƪƭƛǎǘǎ ŦƻǊ 9ƳŀƛƭΣ tƘƻƴŜ ŀƴŘ !ŘŘǊŜǎǎ 

Because nonprofits contact their constituents in a variety of ways, NPower has created custom fields and code to manage 
work, home, and other methods of contact. 

When you create contacts, you can provide up to two addresses (home and work), three email addresses (home, work, and 

other), and four phone numbers (home, work, mobile, and other). The Preferred Email, Preferred Phone, and Preferred 
!ŘŘǊŜǎǎ ǇƛŎƪƭƛǎǘǎ ƛƴŘƛŎŀǘŜ ǿƘƛŎƘ ŜƴǘǊȅ ȅƻǳ ǿƛƭƭ ǳǎŜ Ƴƻǎǘ ŦǊŜǉǳŜƴǘƭȅΦ LŦ ȅƻǳ ŜƴǘŜǊ Ƨǳǎǘ ƻƴŜ ƻǇǘƛƻƴΣ ǘƘŜ άǇǊŜŦŜǊǊŜŘέ ǇƛŎƪƭƛǎǘ ƛs 

automatically set to that option. 
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Note: Although you use them in the same way, these picklists have a slightly different effect for address than they do for 

email and phone. Salesforce has standard fields for Phone and Email, which it uses to help you communicate with contacts. 
²ƘŜƴ ȅƻǳ ǎŀǾŜ ŀ ŎƻƴǘŀŎǘ ǊŜŎƻǊŘΣ ƻǳǊ ŎǳǎǘƻƳ ŎƻŘŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎƻǇƛŜǎ ǘƘŜ άǇǊŜŦŜǊǊŜŘέ ŜƳŀƛƭ ŀƴŘ ǇƘƻƴŜ ǾŀƭǳŜǎ ǘƻ ǘƘŜ 

ǎǘŀƴŘŀǊŘ 9Ƴŀƛƭ ŀƴŘ tƘƻƴŜ ŦƛŜƭŘǎΦ CƻǊ ŀŘŘǊŜǎǎŜŜǎΣ ǘƘŜǊŜ ŀǊŜ ŀ ǎŜǘ ƻŦ ŎǳǎǘƻƳ άtǊƛƳŀǊȅέ ŀŘŘǊŜǎǎ ŦƛŜƭŘǎ όtǊƛƳŀǊȅ {ǘǊŜŜǘΣ tǊƛƳŀǊy 
City, etc.) for use in direct mailings and mailing labels. These are calculated fields that automatically show the address type 
you select as Preferred.  
 

Tracking Contact Activities 
 
When you call, write, or email a contact in the database, you should always create an activity attached to the contact record. 
This is easy to do, and it will allow you to keep a record of your interaction with people over time. Completed activities are 

displayed in each contact record in the Activity History list. 
 

 

Salesforce makes it easy to log activities as you do them. 

To log a call, letter, or other activity: 

1.      hǇŜƴ ǘƘŜ ǇŜǊǎƻƴΩǎ ŎƻƴǘŀŎǘ ǊŜŎƻǊŘΦ 

2.      At the top of the Activity History list, click Log a Call. 
 

3.      Change the call Subject, if desired. 

4.      Type comments in the Comments box, and then click Save. 
The activity appears in the Activity History list. 

Tip: If you plan to call the same contact again later (perhaps you had to leave a message), use the same form to create a 
ŦǳǘǳǊŜ άŦƻƭƭƻǿ-ǳǇέ ǘŀǎƪΦ 
 

Sending and Logging Email 

You can send email from Salesforce and log it at the same time. 

To send and log an email: 

1.      hǇŜƴ ǘƘŜ ǇŜǊǎƻƴΩǎ ŎƻƴǘŀŎǘ ǊŜŎƻǊŘΦ 

2.      At the top of the Activity History list, click Send Email. 
 

3.      Fill out the form, and then click Send. 
 
Salesforce sends the email and adds the activity to the Activity History list. 

Note Before sending email, be sure to customize your email signature and other settings. Click Setup > Email > My Email 
Settings, then fill out the form and click Save. 
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Entering Future Tasks and Events 

¸ƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ǿŀƛǘ ǳƴǘƛƭ ǘƘŜ ŀŎǘƛǾƛǘȅ Ƙŀǎ ƘŀǇǇŜƴŜŘ ǘƻ ƭƻƎ ƛǘΦ 9ǾŜƴ ƛŦ ȅƻǳ ǎƛƳǇƭȅ plan to be in touch with a contact, you can 

create an activityτa task or eventΦ ¢Ƙƛǎ ǿƛƭƭ ŀŘŘ ƛǘ ǘƻ ǘƘŜ ŎƻƴǘŀŎǘΩǎ hǇŜƴ !ŎǘƛǾƛties list and to your personal task list or 
calendar. And when you mark the activity complete, it will appear in Activity History. 

 

To create a task or event: 

1.      hǇŜƴ ǘƘŜ ǇŜǊǎƻƴΩǎ ŎƻƴǘŀŎǘ ǊŜŎƻǊŘΦ 

2.      At the top of the Open Activities list, click Log a Call. 
 

3.      Change the subject if desired, type comments in the Comments box, and then click Save.  
 

Salesforce adds the activity to the Open Activities list. 
 

Deleting or Inactivating Contacts 

To delete a contact or account from Salesforce, you woǳƭŘ ŀƭǎƻ ƴŜŜŘ ǘƻ ŘŜƭŜǘŜ ŀƴȅ άŎƘƛƭŘέ ƻōƧŜŎǘǎ ōŜƭƻƴƎƛƴƎ ǘƻ ǘƘŀǘ ŎƻƴǘŀŎǘ ƻǊ 

account, such as opportunities (donations). In general, it is best not to delete contacts or accounts unless they are duplicate 
records or mistakes. Instead, edit the record and select the Inactive and Email Opt Out boxes. In reports and views, be sure to 

ŦƛƭǘŜǊ ƻǳǘ ǊŜŎƻǊŘǎ ǿƛǘƘ ǘƘŜǎŜ ŦƛŜƭŘǎ ǎŜǘ ǘƻ ¢ǊǳŜ ǎƻ ǘƘŀǘ ǘƘŜȅ ŘƻƴΩǘ ŀǇǇŜŀǊΦ  

Merging Duplicate Records 

From time to time, you may find duplicate records in the database, particularly if you are not careful to search for existing 
records during data entry. 

If you find duplicate accounts or duplicate contacts within a single account, Salesforce can help you compare data and merge 
them. (To merge contacts that are not already in the same account, first change the account on one of them to match the 
other.) 

You must merge duplicate household records manually. To do this, edit contact records one at a time, moving them to the 
household you intend to keep. Once the duplicate household has no contacts, our custom code will automatically delete it. 

To merge duplicate accounts: 

1. Click the Accounts tab, and then click Merge Accounts. 

 
2.      Type any part of the account name, check boxes next to the duplicate accounts, click Next, and then click Merge. 

 

Salesforce combines the accounts and child objects into a single contact record. 

To merge duplicate contacts: 

1.      Open the account record that contains duplicate contacts. 

2.      At the top of the Contacts list, click Merge Contacts. 

 
3.      Check boxes next to the duplicate contacts, click Next, and then click Merge. 
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Salesforce combines the data and child objects into a single contact record. 

Tip: To easily check whether duplicates exist, open any contact or account record and click Find Duplicates. If more than one 
record appears, you may have found a duplicate. 

 
For even more help finding and eliminating duplicate records, there is a Windows-based program called DemandTools that 
expedites the process; contact NPower Seattle with questions. 

Households 

Households are a custom object NPower has created to allow you to track more than one contact at a single address and 
ŀǾƻƛŘ ǎŜƴŘƛƴƎ ŘǳǇƭƛŎŀǘŜ ƳŀƛƭƛƴƎǎΦ DŜƴŜǊŀƭƭȅΣ ȅƻǳ ǿƻƴΩǘ ƴŜŜŘ ǘƻ ǿƻǊǊȅ ŀōƻǳǘ ƘƻǳǎŜƘƻƭŘǎΦ ¢ƘŜ ǘƻƻƭǎ ǿŜΩǾŜ ŎǊŜŀǘŜŘ ǿƛƭƭ 

automatically: 

¶ Create a household for each contact you enter 

¶ Copy any home address you enter to other contacts in the household 

¶ Provide a standard household name based on the members (e.g. Bill and Melinda Gates) as well as a greeting you can 

use in letters (e.g. Bill and Melinda) 

 

To open a household record, open a contact in the household and then click the name in the Household field. The household 

record contains a few fields that help you manage the name and greeting for mailings. These names automatically appear on 
every contact in the household, so you can use them in mailings more easily. 

 

To edit a household view the screencast or continue reading. 

 

To add a new contact to a household: 

1. Open the household, and then click the New button in the Contacts list. 

 
2.      Enter contact details (other than address) and then click Save. 

 

To move a contact out of a household: 

http://www.screencast.com/t/NzRhMjNlNTE
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1.      Edit the contact record for the person who has moved. 

2.      Clear the Household field, provide a new home address, and then click Save. 
 

A new household is automatically created for the contact who moved. 

Customizing Household Names and Greetings 

In most cases, the standard household name and greeting will meet your needs. Household names are automatically created 
by combining the contact names (e.g. Daffy and Daphne Duck). Contacts with different last names are handled properly (e.g. 
Bugs Bunny and Jessica Rabbit). If the contacts in a household have Salutations (e.g. Mr. or Ms.), these are also included in the 

household name. 

If a household has more than two members, the Household Name is automatically summarized as a family name, such as The 

Smith Family. However, if you want to use a family name based on just one or two of the membersτfor example, if the other 
members are childrenτyou can edit the extra contact records and check the Not In Household Name box. 

The automatic household names and greetings are for your convenience, but they are easy to override.  If you want to 
customize the way you address letters to a specific household, you can change the Household Name or Greeting (click Edit, 

make changes, and then click SaveύΣ ǿƘƛŎƘ ǿƛƭƭ ŀƭǎƻ ŎŀǳǎŜ ǘƘŜ ά!ǳǘƻƳŀǘƛŎέ ƴŀƳƛƴƎ ōƻȄ ǘƻ ōŜ ŎƭŜŀǊŜŘΦ ¢ƻ ǊŜǎǳƳŜ ŀǳǘƻƳŀǘƛŎ 
naming, edit the household and check ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ά!ǳǘƻƳŀǘƛŎέ ōƻȄΦ 
 

Opportunities 
 
Managing Opportunities 
 

The real power of Salesforce is in the way it helps you manage opportunitiesτdonations and grants. Rather than simply 
keeping a record of the donations you have already brought in, the database helps you to track the donations you intend to 
ōǊƛƴƎ ƛƴΦ ¢ƘŜƴΣ ƛǘ Ŏŀƴ ƘŜƭǇ ȅƻǳ ƳƻǾŜ ǘƘŜƳ ǘƘǊƻǳƎƘ ǘƘŜ ǎǘŀƎŜǎ ŦǊƻƳ άǇǊƻǎǇŜŎǘƛƴƎέ ǘƻ άƛƴ ǘƘŜ ōŀƴƪΦέ 

 

 

This type of opportunity tracking is particularly familiar to anyone who has applied for grant funding. When you create the 
grant record, you have several steps to follow before you get the money: You learn about the grant and whether you qualify, 

prepare an application, submit it, hear whether or not you have been selected, and then finally receive one or more 
payments. Opportunity stages help you organize grants and other opportunities based on where they are in this process. 
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In general, opportunities start in the Prospecting stage and end in the Closed Won or Closed Lost stage. In practice, however, 

you will often enter donations for which you already have received payment; you will indicate this by marking them Won - 
Need Thank You or Closed Won. 

Tracking future donations also allows you to monitor the opportunity pipelineτthe amount of money you intend to raise in 
the coming months. As you shepherd your opportunities through stages (from 10% possibility to 100% done deal), Salesforce 
can do the math and provide a forecast of the revenue you can expect in any given period.  
 

Record Types and Opportunity Stages 

There are several opportunity record types; the primary ones are Donation, Major Gift, and Grant. Each opportunity record 
type has a different set of fields, and its own set of stages: 

Opportunity Record Type Stages 
Donation 
In Kind 
Membership 
Volunteering         

Prospecting 
Won - Need Thank You 
Pledged - Need Thank You* 
Pledged - Payments Pending* 
Closed Won 
Closed Lost 

Grant 
Major Gift 

Prospecting 
Qualification 
Preparation 
Engaged with Organization 
Under Review 
Won - Need Thank You 
Pledged - Need Thank You* 
Pledged - Payments Pending* 
Closed Won 
Closed Lost 

* Pledged stages are optional; use them in opportunities for which payment is either delayed or paid in installments 
 

The stages for each type of opportunity can be customized to meet your process. If you have other types of opportunities, 
such as sales or fees for service, we can configure additional opportunity record types. 

Tracking Donations 

When you bring in donations, record them as opportunities. In addition, whenever you add a new potential donor to your 

database or plan to ask someone for a gift or grant, create an opportunity to track the future donationτand include it in your 

revenue forecast. 

To help you record donations for individuals and organizations consistently, NPower has created a custom New Opportunity 

page. This page automatically gives each opportunity a consistent name  
(e.g. Speedy Gonzales 2009 Donation) and assigns the proper roles to associate contacts with their donations or other 
opportunities. For iƴŘƛǾƛŘǳŀƭ ŘƻƴŀǘƛƻƴǎΣ ǘƘŜ ŎǳǎǘƻƳ ŎƻŘŜ ŀƭǎƻ ŀǎǎƛƎƴǎ ŀ ǎǇŜŎƛŀƭ άLƴŘƛǾƛŘǳŀƭ 5ƻƴƻǊ ς IƻǳǎŜƘƻƭŘ aŜƳōŜǊέ ǊƻƭŜ 

ǘƻ ƻǘƘŜǊ ƳŜƳōŜǊǎ ƻŦ ǘƘŜ ŘƻƴƻǊΩǎ ƘƻǳǎŜƘƻƭŘΦ 
 

To create a new opportunity view the screencast or: 
 

1.      Open contact or account for which you want to create the opportunity. 

http://www.screencast.com/t/MGM1MDg2Mjk
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2.      In the Opportunities list, click the New button. 

 

The New Opportunity page appears. 

 

3.      Lƴ ǘƘŜ ά!ǇǇƭȅ hǇǇƻǊǘǳƴƛǘȅ ¢ƻέ ǎŜŎǘƛƻƴΣ ŎƭƛŎƪ Contact for a personal donation or Organization for a donation made on 
ōŜƘŀƭŦ ƻŦ ǘƘŜ ŘƻƴƻǊΩǎ ŜƳǇƭƻȅŜǊΦ 
 

4.      LŦ ǘƘŜ ǇǊƻǇŜǊ ŎƻƴǘŀŎǘ ƛǎƴΩǘ ŀƭǊŜŀŘȅ ǎŜƭŜŎǘŜŘΣ ŎƭƛŎƪ ǘƘŜ ƭƻƻƪǳǇ ōǳǘǘƻƴ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ 5ƻƴƻǊ ƻǊ tǊƛƳŀǊȅ /ƻƴǘŀŎǘ ōƻȄ ŀƴŘ 

search for the name. 

5.      In the Record Type box, select the opportunity type. 

6.      Enter a Close Date (when you received or expect to receive payment) and an Amount (optional), and then click Create  
Opportunity. 
 

The New Opportunity page creates and displays the opportunity. 

Tip: In general, it is bŜǎǘ ǘƻ ŀǎǎƻŎƛŀǘŜ ŜǾŜǊȅ Řƻƴŀǘƛƻƴ ǿƛǘƘ ŀ ŎƻƴǘŀŎǘΣ ŜǾŜƴ ƛŦ ǘƘŜ Řƻƴŀǘƛƻƴ ƛǎ ŦǊƻƳ ǘƘŜ ǇŜǊǎƻƴΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴ ƻǊ 

employer. In these cases, the contact will have a donor role such as Organizational Donor or Grant Officer, and is the person 
to whom you address communications about the opportunity. However, you can track an opportunity for an account without 

associating it with a contact. 
 

bŜǿ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ŀǊŜ ƎŜƴŜǊŀƭƭȅ ŎǊŜŀǘŜŘ ƛƴ ǘƘŜ άtǊƻǎǇŜŎǘƛƴƎέ ǎǘŀƎŜΣ ƳŜŀƴƛƴƎ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ȅŜǘ ǘƻ ǊŜŎŜƛǾŜ ǇŀȅƳŜƴǘΦ LŦ ȅƻǳ 

have alrŜŀŘȅ ǊŜŎŜƛǾŜŘ ǇŀȅƳŜƴǘ ŦƻǊ ŀ ŘƻƴŀǘƛƻƴΣ ŜŘƛǘ ǘƘŜ ƴŜǿ ǊŜŎƻǊŘ ŀƴŘ ŎƘŀƴƎŜ ǘƘŜ ǎǘŀƎŜ ǘƻ ά²ƻƴ - bŜŜŘ ¢Ƙŀƴƪ ¸ƻǳέ ƻǊ 
ά/ƭƻǎŜŘ ²ƻƴΦέ /ƘŀƴƎƛƴƎ ǘƻ ƻƴŜ ƻŦ ǘƘŜǎŜ ǎǘŀƎŜǎ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƭƻƎ ŀ ǇŀȅƳŜƴǘ ŦƻǊ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅΦ 
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Pledges and Payments 

Donations and grants are often pledged or promised before the funds are actually given. In addition, payment is often made in 
installments. In these cases, rather than creating a separate opportunity record for each payment, you can create a multiple 
payment records for a single opportunity. 

¢ƻ ƛƴŘƛŎŀǘŜ ǘƘŀǘ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ƛǎ ǇƭŜŘƎŜŘ ōǳǘ ƴƻǘ ǇŀƛŘ ƛƴ ŦǳƭƭΣ ǎŜǘ ǘƘŜ {ǘŀƎŜ ŦƛŜƭŘ ǘƻ άtƭŜŘƎŜŘ - bŜŜŘ ¢Ƙŀƴƪ ¸ƻǳέ ƻǊ άtƭŜŘƎŜŘ - 
tŀȅƳŜƴǘǎ tŜƴŘƛƴƎΦέ bƻǘŜ ǘƘŀǘ ǘƘŜǎŜ ǘǿƻ ǎǘŀƎŜǎ ŀǊŜ ŎƻƴǎƛŘŜǊŜŘ ǘƻ ōŜ ŎƭƻǎŜŘ ŀƴŘ ǿƻƴ ŦƻǊ ǊŜǇƻǊǘƛƴƎ ǇǳǊǇƻǎŜǎΣ ōŜŎŀǳǎŜ ȅƻǳ no 

ƭƻƴƎŜǊ ƴŜŜŘ ǘƻ ǿƻǊƪ ǘƻ άǿƛƴέ ǘƘŜǎŜ Řƻƴŀǘƛƻƴǎ ƻǊ ƎǊŀƴǘǎΦ hƴŎŜ ȅƻǳ ƘŀǾŜ ǊŜŎŜƛǾŜŘ ǇŀȅƳŜƴǘ ƛƴ ŦǳƭƭΣ ŎƘŀƴƎŜ ǘƘŜ {ǘŀƎŜ ŦƛŜƭŘ ǘƻ 

ά/ƭƻǎŜŘ ²ƻƴΦέ 

The payments for an opportunity, whether already paid or scheduled for future payment, are shown under the opportunity 
record in the Payments related list. 

 

Whether or not an opportunity was pledged, it should include any payments made in the list; in fact, if you set an opportunity 
to Closed Won without any payments in the list, custom code provided by NPower will automatically create a single payment 
record for the full amount of the opportunity, mark it Paid, and add it to the list. 

To create a pledge: 

1.      /ǊŜŀǘŜ ŀ ƴŜǿ ƻǇǇƻǊǘǳƴƛǘȅ ǊŜŎƻǊŘ ŦƻǊ ǘƘŜ ǘƻǘŀƭ ŀƳƻǳƴǘ ƻŦ ǘƘŜ ǇƭŜŘƎŜΦ όCƻǊ ǎǘŜǇǎΣ ǎŜŜ ά¢ǊŀŎƪƛƴƎ 5ƻƴŀǘƛƻƴǎέ ŜŀǊlier in this 

section.) 

2.      9Řƛǘ ǘƘŜ ǊŜŎƻǊŘΣ ǎŜǘǘƛƴƎ ǘƘŜ ǎǘŀƎŜ ǘƻ άtƭŜŘƎŜŘ - bŜŜŘ ¢Ƙŀƴƪ ¸ƻǳέ όǎƻ ȅƻǳǊ ǇƭŜŘƎŜ ǊŜŎƻǊŘ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ¢Ƙŀƴƪ ¸ƻǳ [ƛǎǘ 
ǊŜǇƻǊǘύ ƻǊ άtƭŜŘƎŜŘ - tŀȅƳŜƴǘǎ tŜƴŘƛƴƎΣέ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ Save. 
 

3.      Scroll down to the Payments list. 

For a single payment: 

¶ If you know when you expect payment, click New Payment, enter the payment date, type, and amount, and click Save. 

¶ LŦ ȅƻǳ Řƻ ƴƻǘ ƪƴƻǿ ǿƘŜƴ ǘƻ ŜȄǇŜŎǘ ǇŀȅƳŜƴǘΣ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ŎǊŜŀǘŜ ŀ tŀȅƳŜƴǘ ǊŜŎƻǊŘΦ ²ƘŜƴ ȅƻǳ ŎƭƻǎŜ ǘƘŜ 

opportunity, a payment is automatically created for the full amount. 

For multiple installments: 

1.      Click Schedule Payments. 

2.      Enter the payment frequency and number of installments, and then click Schedule Payments. 
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4.      Edit the payments, if necessary. If you have already received a payment, click the Paid box in that row. 

5.      Click Create Payments. 
Your payments appear in the Payments list, and the Amount Outstanding field for the opportunity is updated accordingly. 

To mark pledge payments as paid: 

1.      Open the opportunity record, scroll down to the Payments list, and click Edit next to the payment you have received. 
 

2.      LŦ ȅƻǳ ƘŀǾŜ ǊŜŎŜƛǾŜŘ ŀƭƭ ǇŀȅƳŜƴǘǎ ŀƴŘ ƳŀǊƪŜŘ ǘƘŜƳ tŀƛŘΣ ŜŘƛǘ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ǊŜŎƻǊŘΣ ǎŜǘǘƛƴƎ ǘƘŜ ǎǘŀƎŜ ǘƻ ά/ƭƻǎŜŘ ²ƻƴΣέ 
and then clickSave. 

 

Reporting on Pledges and Payments 

Because payments are stored independently of opportunities, you can track both earnings and deposits, and you can report 

on these amounts over time. This is useful for accounting, because most organizations count pledges as earnings when the 
pledge is made, but still want to measure and forecast actual cash flow from donations. 

To help you get started, NPower has created reports that summarize closed opportunities (earnings) as well as reports that 
summarize payments (cash deposits). For past payment reports as well as those that list payments that are due, look in 

the Pledges & Payments ŦƻƭŘŜǊ ƻƴ ǘƘŜ wŜǇƻǊǘǎ ǘŀōΦ Lƴ ŀŘŘƛǘƛƻƴΣ ǿŜΩǾŜ ŎǊŜŀǘŜŘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŎǳǎǘƻƳ ǊƻƭƭǳǇ ŦƛŜƭŘǎ ƻƴ ǘƘŜ 

Opportunity object to help manage pledges: 

¶ Amount Outstanding, which shows the unpaid amount 

¶ Payments Scheduled 



20 
 

¶ Payments Due 

¶ Next Payment Due 

 

For opportunities that are not pledges, these fields are generally blank or zero (except for Amount Outstanding, which is the 
same as the Amount field for any opportunities without payments). 

Thanking Donors 

Sending thanks for donations is one of the most important tasks in fund development. To help you track acknowledgments, 
btƻǿŜǊ Ƙŀǎ ŀŘŘŜŘ ǎǇŜŎƛŀƭ ǎǘŀƎŜǎ ǘƻ ŜǾŜǊȅ ƻǇǇƻǊǘǳƴƛǘȅ ŎŀƭƭŜŘ ά²ƻƴ - bŜŜŘ ¢Ƙŀƴƪ ¸ƻǳέ ŀƴŘ άtƭŜŘƎŜŘ - bŜŜŘ ¢Ƙŀƴƪ ¸ƻǳΦέ 

IŜǊŜΩǎ Ƙƻǿ ƛǘ ǿƻǊƪǎΥ 

¶ 9ǾŜǊȅ ǘƛƳŜ ȅƻǳ ŎƭƻǎŜ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ŦƻǊ ǿƘƛŎƘ ȅƻǳ ƛƴǘŜƴŘ ǘƻ ǎŜƴŘ ŀƴ ŀŎƪƴƻǿƭŜŘƎƳŜƴǘΣ ŎƘŀƴƎŜ ǘƘŜ ǎǘŀƎŜ ǘƻ ά²ƻƴ ς 

bŜŜŘ ¢Ƙŀƴƪ ¸ƻǳΦέ όLŦ ȅƻǳ ǿƛǎƘΣ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ƻǿƴŜǊ ƻǊ ǘƘŜ ǎǘŀŦŦ ǇŜǊǎƻƴ responsible for acknowledgments can receive 

an automatic email reminder that a thank you is needed.) 

¶ When you are ready to send acknowledgements, create a mail merge that includes all these donors. There is a report 

ŎŀƭƭŜŘ ά¢Ƙŀƴƪ ¸ƻǳ [ƛǎǘέ όƛƴ ǘƘŜ 5ƻƴŀǘƛƻƴ Reports folder on the Reports tab) that lists all donations needed 

acknowledgment. This report includes mailing addresses, household names and greetings, and other fields you need to 

produce a mail merge. 

¶ Once the acknowledgements have been sent, change tƘŜ ǎǘŀƎŜ ŦƻǊ ŀƭƭ ǘƘŜ Řƻƴŀǘƛƻƴǎ ǘƻ ά/ƭƻǎŜŘ ²ƻƴέ όƻǊ ŦƻǊ ǇƭŜŘƎŜǎ 

ǘƘŀǘ ŀǊŜ ƴƻǘ ȅŜǘ Ŧǳƭƭȅ ǇŀƛŘΣ ǘƻ άtƭŜŘƎŜŘ - tŀȅƳŜƴǘǎ tŜƴŘƛƴƎέύΦ 

 
To thank donors individually: 

1. Open the Thank You List report (in the Donation Reports folder) or open any opportunity in the Thank You List view on 

the Opportunities tab. 

2. Click to open the primary contact or account that you want to thank. 

3. Send acknowledgment in one of the following ways: 

¶ Phone or handwritten letter: Click to open the contact record for the donation. Call the person, send a personal 

thank you note, or both. 

¶ aŀƛƭ ƳŜǊƎŜ ƭŜǘǘŜǊ όǊŜǉǳƛǊŜǎ LƴǘŜǊƴŜǘ 9ȄǇƭƻǊŜǊύΥ Lƴ ǘƘŜ !ŎǘƛǾƛǘȅ IƛǎǘƻǊȅ ƭƛǎǘΣ ŎƭƛŎƪ aŀƛƭ aŜǊƎŜΦ {ŜƭŜŎǘ ǘƘŜ ά¢Ƙŀƴƪ ¸ƻǳ 

[ŜǘǘŜǊέ ǘŜƳǇƭŀǘŜΦ  For more information on doing custom mail merges, see Print Communications Templates. 

¶ Email: In the Activity History list, click Send Email. 

4. Once you have thanked the donor, return to the Opportunity record. Click Edit, set the Stage to Closed Won, and then 

click Save. 
 
To thank several donors at once: 

1. Click the Reports ǘŀō ŀƴŘ ǾƛŜǿ ǘƘŜ ά¢Ƙŀƴƪ ¸ƻǳ [ƛǎǘέ ǊŜǇƻǊǘǎΦ LŦ ǘƘŜǊŜ ŀǊŜ ǊŜŎƻǊŘǎ ǎƘƻǿƴ ƛƴ ǘƘŜǎŜ ǊŜǇƻǊǘǎΣ ǎŜnd 

acknowledgment letters or emails for each donation. (You may want to export the list to Excel and merge the mailing list 

into Word to print letters and/or labels.) 

http://www.npowernw.org/knowledge-center/documentation/npower-seattle-salesforce-users-guide/print-communications-templates
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2. /ƘŀƴƎŜ ǘƘŜ ǎǘŀƎŜ ŦǊƻƳ ά/ƭƻǎŜŘ - bŜŜŘ ¢Ƙŀƴƪ ¸ƻǳέ ǘƻ ά/ƭƻǎŜŘ ²ƻƴέ ŦƻǊ ŜŀŎƘ Řƻƴŀǘƛƻƴ ȅƻǳ ŀŎƪnowledged. To do this all 

at once, click the Opportunities tab, select the Thank You List view, select all the donations you acknowledged, and then 

click Mark as Thanked. 

 

 

Contact Roles for Opportunities 
 
The way that NPower organizes data in Salesforce requires that you use contact roles to relate opportunities to donors. We 

have created the following contact roles that you can use to connect opportunities to contacts: 
 

Contact Role        Used For 
Individual Donor Individual donation from contact 
Individual Donor - Household Member Soft credit for spouse or partner of an 

individual donor 
Individual Donor - Corporate Match aŀǘŎƘƛƴƎ Řƻƴŀǘƛƻƴ ŦǊƻƳ ŎƻƴǘŀŎǘΩǎ ŜƳǇƭƻȅŜǊ 
Donor Advised Funds Donor 5ƻƴŀǘƛƻƴ ŦǊƻƳ ŎƻƴǘŀŎǘΩǎ ŘƻƴƻǊ ŀŘǾƛǎŜŘ ŦǳƴŘ 
Organizational Donor (or Grant Officer) 5ƻƴŀǘƛƻƴ ƻǊ ƎǊŀƴǘ ŦǊƻƳ ŎƻƴǘŀŎǘΩǎ ŜƳǇƭƻȅŜǊ 
Volunteer Opportunity tracks volunteer assignments for 

a contact 
Other Roles: Grant Team Member, Board Solicitor, Influencer, 
Soft Credit, Other 

Contact has a secondary role in the donation 
or grant 

 

When you create an opportunity, the New Opportunity page automatically creates contact roles for you. However, if you 

create opportunities manually or are managing a grant or other important opportunity, you may want to track additional 
contacts that have a role in making the opportunity successful. To do this, add contact roles. 

To add contact role to an opportunity: 

1. Open the opportunity. 

2. In the contact roles list, click New. 

3. Type all or part of the contact name, select a role, and click Save. 
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Contact roles have a check box called Primary. In general, every donation should have one primary contact; however, you may 

ŀƭǎƻ ǿŀƴǘ ǘƻ ƪŜŜǇ ǘǊŀŎƪ ƻŦ ǇŜƻǇƭŜ ǿƘƻ ƘŀǾŜ ŀ ǊƻƭŜ ƛƴ ŀ Řƻƴŀǘƛƻƴ ōǳǘ ŀǊŜƴΩǘ ǘƘŜ ǇǊƛƳŀǊȅ ŎƻƴǘŀŎǘΦ 

hƴŎŜ ȅƻǳΩǾŜ ǎŜǘ ǳǇ ǊƻƭŜǎΣ ȅƻǳ Ŏŀƴ ǎŜarch for opportunities by those contact names, and you can print a report of 

opportunities and contact roles.  

Cloning Opportunities for Next Year 

In order to forecast future giving and provide a list of donations you are hoping to receive, you may want to create copies of 

ŜŀŎƘ ȅŜŀǊΩǎ Řƻƴŀǘƛƻƴǎ ŦƻǊ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ȅŜŀǊΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ǊŜŎŜƛǾŜ ŀ ƎƛŦǘ ŦƻǊ Ϸмлл ƛƴ WǳƴŜ ƻŦ нллфΣ ȅƻǳ Ƴŀȅ ǿŀƴǘ ǘƻ 

create a record for the same donor in June of 2010 ς in the Prospecting stage ς as a reminder that you intend to ask for the 
same amount next year. 

To assist with this effort, we have created code that automatically creates a donation one year out when you close a donation 
record. When you close an opportunity that has the Clone Automatically When Closing box checked, a new opportunity for 

the same amount is created in the following year. Its contact roles are also copied to the new opportunity. 

If you do not want to clone an opportunity, uncheck the Clone Automatically box before changing the stage to Closed Won. If 

you do not want to use this feature, your NPower consultant can change a setting so that the Clone Automatically box will be 

off by default. 

Donation Totals 

If you want to know the total amount of donations that an organization or household has given over time, you can run a 

report that summarizes and sums opportunities by account. However, there is no built-in way to view donation totals from 
within contact or account records. To address this problem, NPower created custom fields Gifts Last Year, Gifts This Year, and 
tŀǎǘ 5ƻƴŀǘƛƻƴ ¢ƻǘŀƭΦ ²ƘŜƴŜǾŜǊ ȅƻǳ άŎƭƻǎŜέ ŀ Řƻƴŀǘƛƻƴ ƻǇǇƻǊǘǳƴƛǘȅΣ ŎǳǎǘƻƳ ŎƻŘŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǳǇŘŀǘŜǎ ǘƘŜǎŜ ǘƻǘŀƭǎΦ 

The past donation fields allow you to have custom reports that compare donations between years. For example, the Donated 
LYBUNT (lasǘ ȅŜŀǊ ōǳǘ ƴƻǘ ǘƘƛǎ ȅŜŀǊύ ǊŜǇƻǊǘ ƭƛǎǘǎ ŎƻƴǘŀŎǘǎ ǿƛǘƘ Řƻƴŀǘƛƻƴǎ ƛƴ ƭŀǎǘ ȅŜŀǊΩǎ ǘƻǘŀƭ ŦƛŜƭŘ ōǳǘ ƴƻǘ ǘƘƛǎ ȅŜŀǊΩǎΦ 

The Past Donation Total field allows you to have a view on the contacts tab called Donorsτit includes only those contacts 
whose Past Donation Total is greater than zero. 

 

Note: The donation total fields update automatically as you enter and close donations. However, it is possible for the totals to 

become out of sync (if, for example, you change contact roles on an existing opportunity). If you suspect that donation totals 
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are incorrect for a given account or contact, you can cause the custom code to refresh them by changing the date or amount 

of any opportunity, saving your change, and then changing the value back. 
 

Task Reminders 

Salesforce can create tasks to automatically remind you to keep in touch with your donors. For example, when you create a 
new grant or major gift, it can create a task for you to contact the donor about a meeting. Salesforce can also send email or 

display alerts to remind you of these tasks. 

During the implementation, your implementation consultant set up workflow rules that create tasks whenever opportunities 
meet certain criteria. You can customize these rules and reminders, or create your own. For information, search Help for 
ά{ŜǘǘƛƴƎ ¦Ǉ ²ƻǊƪŦƭƻǿΦέ 

Volunteers 

Volunteers are stored in Salesforce as contacts. To indicate whether each Contact is a volunteer, use the Volunteer Status 
fieldτit includes values for Current, Prospective, and Past volunteers. On the Contacts tab, you can use a view to filter the list 
of contacts who are volunteers. 

 

You can use a web-to-ƭŜŀŘ ŦƻǊƳ ǘƻ ŀŎŎŜǇǘ ƴŜǿ ǾƻƭǳƴǘŜŜǊ ǎƛƎƴǳǇǎ ŦǊƻƳ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǿŜōǎƛǘŜΦ ²ƘŜƴ ȅƻǳ ŎƻƴǾŜǊǘ 

volunteer leads into contacts, they are automatically given a volunteer status of Prospective. 
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NPower has created two ways to track the efforts of your volunteers, and you can use one or both of them depending on your 

needs. To track volunteer assignments or projectsτwhich may or may not have a specific number of hoursτcreate an 
opportunity with the Volunteering record type and assign it to the volunteer or partner organization. 

To track the specific hours that each volunteer works, use the Hours custom object. The hours you enter will automatically 
άǊƻƭƭ ǳǇέ ǘƻ ǘƘŜ ±ƻƭǳƴǘeer Hours field on each contact record, which allows you to easily filter for different levels of volunteer 
participation. 

To enter volunteer hours: 

1.      Find and open the contact record for the volunteer. 

2.      Scroll down to the Volunteer Hours related list, and click New Volunteer Hours. 
 

3. Enter the Start Time of the volunteer work and either the End Time or the Hours worked. 
 

 

If you enter a start and end time on the same day, the Hours field fills in automatically when you save; if you enter a start time 
and hours, the End Time fills in automatically when you save. 

4.      If the hours apply to a specific project or assignment opportunity, enter it in the Related Opportunity box. 

5.      Click Save. 
 

To view the list of volunteers, volunteer opportunities, or hours, click the Reports tab and open the reports in the Volunteer 
Reports folder. 
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Leads and Lead Conversion 
 

If you want to add people or donations to your Salesforce database in a batch (from a spreadsheet, for example), you can 

import them as leads. In addition, you can enable visitors to your website to submit themselves as leads automatically through 
a web-to-lead form. You can even have several web-to-lead forms, such as one for joining your mailing list and another for 

expressing interest in volunteering. 
 
The trick when bringing a list of people into your existing database is that they are often already there; rather than creating 
ŘǳǇƭƛŎŀǘŜ ǊŜŎƻǊŘǎΣ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƳŜǊƎŜ ƴŜǿ ǾŀƭǳŜǎ ƛƴǘƻ ǘƘŜ ŜȄƛǎǘƛƴƎ ǊŜŎƻǊŘǎΦ ¢ƻ ƘŜƭǇ ȅƻǳ convert leads into contacts, NPower 

has created a custom tab called Lead Conversion. The tab automatically matches leads with existing contacts based on their 

name, email address, or an external ID number from another system. When converting leads into new contacts, the tab also 
automatically creates a household record. 
 
This same lead import process can also be used to import a list of online donations, such as the monthly list from a service 

such as PayPal. If a donation amount is specified in any lead record, the Lead Conversion tab creates a new opportunity 

associated with the new or updated contact record. 

To import a list of leads or donations: 
1.      Check whether your list is in Comma-{ŜǇŀǊŀǘŜŘ ±ŀƭǳŜǎ ό/{±ύ ŦƻǊƳŀǘΦ LŦ ƛǘ ƛǎƴΩǘΣ ƻǇŜƴ ǘƘŜ ŦƛƭŜ ƛƴ 9ȄŎŜƭ ŀƴŘ ǎŀǾŜ ŀǎ a CSV 
file. (Be sure to include field names in the first row of your data file.) 

2.      In Salesforce, click the Leads tab. 
 
3.      Under Tools, click Import Leads. 

 
4.      Click Start the Import Wizard. 

 
5.      Follow instructions to specify a file and match incoming fields to their Salesforce counterparts. Make sure to match all 
fields from your list so no data is lost. For example, when importing online donations, select the name of your amount and 

date fields in the Donation Amount and Donation Close Date boxes. 

hƴŎŜ ȅƻǳΩǾŜ ƛƳǇƻǊǘŜŘ ƭŜŀŘǎΣ ȅƻǳ Ŏŀƴ ǊŜǘǳǊƴ ǘƻ ǘƘŜ [ŜŀŘ /ƻƴǾŜǊǎƛƻƴ ǘŀō ǘƻ ǾƛŜǿ ƻǊ ŎƻƴǾŜǊǘ ǘƘŜƳΦ 

To convert leads into contacts: 
 
1.      Click the Lead Converter tab. 
 

2.      In the Leads to Load box, select All Open Leads (or select a specific lead source you want to convert). 
 

The Lead Conversion tab queries all open leads, matching them to existing contact records. Wherever the drop-down lists in 

the Contact and Account columns are enabled, it indicates that there is more than one possible conversion option. You can 
select from different options in the list, such as whether to merge a lead with an existing contact or create a new contact 

record. 
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3.      Click the check box next to each lead you want to convert (to select all, click the check box in the header row), and then 
click Convert. 
 

Once leads are converted, you can click a name to move to the new or updated contact record. If your data included 
donations, you can click a date or amount to open the new opportunity. 

Reports 

Viewing Reports 

To display, summarize, or export information in your database, you use reports. NPower has created several reports and 
saved them into the following categories: 

¶ Contact & Organization Reports 

¶ Donation Reports 

¶ Pledge & Payment Reports 

¶ Campaign & Event Reports 

¶ Mailings & Communications 

¶ Relationship Reports 

 

You can use these reports as is, customize or modify them to meet your needs, or create your own custom reports. 

On the Reports tab, click the name of any report to open it. 
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To export a report, click Export Details to Excel.  Or, to export a summary report as it is shown (without detail records, for 
example), click Printable View. 
 

 
 


