SALESFORCE TIPSHEET 4 ‘ NEW NONPROFIT TEMPLATE
ORGANIZATION & AFFILIATIONS ‘ RI LAND & WATER PARTNERSHIP

Organizations Account Overview

Purpose: Provide very basic instructions for volunteers to accurately enter, update and manage
Organization records.

Overview

This set of instructions presumes familiarity with an earlier tip sheet for Manual
Membership Data Entry. Each Contact must be associated with an Account record.

For most nonprofits, the majority of their accounts will be Household Accounts.

For an Organization Account, it is important to always have at least one Contact. Since
many nonprofits base their mailings on selections the Contact record or some combination of the
Account and Contact records, it is important to consider future communications as you enter and
manage Organization Account records in Salesforce.

The new “Affiliated Contacts” record is a helpful way to track relationships with a
specific Organization Account where the contact is primarily associated with a Household
Account.

There is quite a bit of variation between nonprofits in entering and reporting on contact
relationships for organizations which can be accommodated in Salesforce.

Entering New Organization Accounts
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1. Double check that the Organization you plan to add is not already included in your
Salesforce database.

a. First, try typing the last name of the organization into the blank box of the
Search field on the upper left hand side of your screen. Click on the ‘Go!
button.

b. A partial name, especially if it is unusual can be used to locate the
Organization record. Search will pull all types of records which can be
helpful if you are having trouble locating an Organization Account record.
Particularly beware of abbreviations that could be missed in a search. For
example, state abbreviations such as RI instead of Rhode Island.

c. Example - In the search, shown below, for an Organization Name including
the word ‘Fish’, three different organizations were found. If you have found
the Organization, to work on its record be sure to click over the Edit button
before its name. In this example no other types of records were found in the
search but it is possible that someone named Fish might have been found
along with their donation records. Be sure to select a blue organization

record.

Search Fish ] [ Limitto iten

Scope: All Objects | Advanced Search

ations (3]

Organizations [3]

Action Organization Name

dit  RIDEM Fish and Wildlife

dl U.S. Fish & Wildlife Service

dl U.S. Fish & Wildlife Service, N.E. Div. Mig. Birds

m

m
=3

|

m
=

l

There are no matching: Contacts, Leads, Donations, Requests, Campaigns or Events, |
Recurring Donations or Stewardship Monitoring

2. If this type of search, did not locate the Organization, create a new organization.
Entering an Organization Account is very similar to adding Household Accounts in
Tipsheet 1. Select For Organization in the Create New Contact and Account sidebar.

Create New Contact
and Account

e For Households
e For Organizations

3. Throughout Salesforce, Organization record tabs and bars are color coded in blue.
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Create New Contact and Account
for Organization Accounts

Customer Information ] ] ]

Account Name | RI Land Trust Foundation Website

Or Type | Foundation ;]

FirstName | 1 Last Name I
Phone Email

Primary Street Primary City

Primary State/Province Primary Zip/Postal Code

[Save | | |

a. The Organization Account required fields are slightly different from the
Household Account fields.

b. ‘Account Name’ - Carefully select the name to be entered. Choose complete
words unless the acronym is both the formal and most commonly used name.
Otherwise enter a formal name that will be used in communications and
future ‘lookups’ of this organization. In doubt? Contact your volunteer
advisor.

i. Note - Corporate matching gifts are set up to come from an
independent foundation set up by a corporation. If this is your
purpose in entering an organization, put this information into the
record rather than the for-profit corporation.

c. Other than ‘Account Name’, Contact Last Name is the only required field.
Every Organization Account must have at least one contact.

d. ‘Website’ is a unique Organization Account field.

e. The ‘Organization Type’ includes a pick list that may be customized.

§ )
--None-- =

Business
v Foundation '
Government
] Nonprofit [
Social Enterprise

f. Pick the appropriate option and click the ‘Save’ button.
4. Double check your entries and click either ‘Save’ button.
a. Note that in the new nonprofit template, you have the option to immediately
record a membership or any other type of donation.
5. If‘Save’is selected, the next screen displayed is the Organization’s Contact’s detail
record. This Contact’s ‘Contact Status’ will be automatically set as ‘Active’.
a. You may want to edit the mailing and other contact fields at this time. Refer
to Tipsheet 6 on Entering Mailing Options.

© 2009 3

<

ACORN NONPROFIT SOLUTIONS HELEN@ACORNNPSOLUTIONSCOM



SALESFORCE TIPSHEET 4

ORGANIZATION & AFFILIATIONS

NEW NONPROFIT TEMPLATE

(N

Affiliated Contacts

RI LAND & WATER PARTNERSHIP

1. Return to the new Organization Account record, by clicking the organization name

in the sidebar.

2. Nearly all the fields and sections are identical to those for Household Accounts.

a.

‘Parent Organization’ is more advanced than these directions. Use of this

feature is not a common for most land trusts and watershed organizations.
But it is possible to set up a hierarchical relationship between organizations
such as local and national offices of a corporation or non-profit or related
state agencies.
3. One other notable exception is the unique section for ‘Affiliated Contacts’, a new
feature in the new nonprofit template.

4.

and under the Affiliated Contacts section.

In this example, the organization’s one Contact is shown under the Contacts section

Account Detail

Account Name
Type
Addressee

Addressee-Informal

Last Donation Date

Last Donation Amount

First Donation Date

Lifetime Donation History (Amount)
Lifetime Donation History (Number)

Highest Donation Amount

Primary Address

Description

Created By
Last Modified By

| Edit [ Delete

RI Land Trust Foundation [View Hierarchy]
Government

Phone
Fax
Website

Membership Status

Current Membership Start Date

Current Membership End Date

$0.00 Initial Membership Start Date

0 Amount of Time Since Initial
Membership

Secondary Address

Helen Tjader, 6/16/2009 2:59 PM Parent Account

Helen Tjader, 6/16/2009 2:59 PM

http://www.rilandtrustfdtn.com

[ Edit ) Delete]

Contacts
[ Action  Contact Name

[C) | Edit | Del LastTest

Phone

Email Membership Status

Join Date

Affiliated Contacts

Action  Affiliation: Affiliation Name
Edit | Del AF-000064

[ New Affiliation |

First Name Last Name Role

Last Test

Start Date
6/16/2009

Status

Current

5. An Organization Contact will always have a corresponding Affiliated Contact

record.
6.

Contact record will also be created.

7.

When a Contact is added to an Organization Account, a corresponding Affiliated

A new Affiliated Contact record may be created for Contacts in your database

without adding them to the Organization Contacts by using the ‘New Affiliates’

button.
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Affiliation Edit
New Affiliation

T —
Affiliation Edit 5 5 & | Cancel
Organization I Rl Land Trust Foundation | Contact I Q)
Start Date [6/16/2009) End Date [6/16/2009)
Description

a. Use the lookup button to link the contacts.
b. Asa Contact’s status changes, their Affiliation record ‘Status’ can be adjusted.

Contact "
--None--

Status s Current
End Date Former  j146/200¢

c. The description field can be standardized to include meaningful standard
descriptions that can be included and sorted in reports such as ‘Board
Member’, ‘Major Donor’, ‘Staff’.
8. Each Contact’s Organization Affiliations are shown in their Contact detail record.
New Affiliations can also be added from within the Contact’s record using the button
shown.

Organization Affiliations

Action  Affiliation: Affiliation Name Account Name
Edit | Del AF-000064 RI Land Trust Foundation

9. Contact/Organization Affiliations are helpful in managing mailing for organizations,
recognizing affiliations of contacts and capturing contact relationships with several
organizations. It provides an additional dimension of connections to your database.
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