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CHAPTER 1

Getting Started



Introduction

Franchise Recruitment is designed especially for the franchise industry. It provides an
efficient platform for franchise sales teams to qualify and develop franchise prospects,
and then manage contract generation and hand-over processes to operations.

Franchise Recruitment will help any franchise sales team:
» increase administrative efficiency

” reduce errors and omissions

» comply with jurisdictional codes of conduct

» implement a best practice sales process

Together with other Franchise Cloud Solutions products, your franchise business will
have all the IT capabilities it needs to grow and win in the marketplace.
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Where to start

This guide describes how to perform Administration tasks specific to Franchise Recruit-
ment.

We recommend you consult Salesforce documentation for help configuring the Sales-
force Platform.
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How to create a user

You will need to create a user account for each person who uses Franchise Recruitment.

el

Refer to Salesforce documentation on User Management to learn how to cre-

ate a new user in Salesforce.

To add a user

1. Create a new user following Salesforce instructions.

2. Apply settings to the User object according to the appropriate column in the table

below.

User License

Role

Profile

Managed Packages

Permission Set Assignment

Salesforce

Appropriate for the Master Franchise
Select from one of the following

» REC Administrator

» REC Sales Manager

» REC Marketing Manager

For all users

» Base
» Recruitment

Then select optional components

» Docusign for Salesforce

One of the following
» REC Administrator Access
» REC Sales Manager Access
» REC Marketing Manager Access

» Drawloop User

Franchise Recruitment Administration Guide


https://help.salesforce.com/articleView?id=users_mgmt_overview.htm&type=5

How to create a training course

Each training course record represents the running of a specific training event on a given
range of days. An administrator is required to create each training course.

Once a course is created, sales representatives can register attendees.

To create a training event:
1. From the Salesforce menu, choose Training Courses.

2. To create the new course, press New.

/)
Q_  Search Training Courses and more... [EIE] ? $ a \\Q)
sss  Franchise Recruitm... Home  Chatter Leads v  Accounts v  Contacts v  Opportunities \v  Contracts v  Training Courses v  More v K4
Training Courses \ New
Recently Viewed v
1item - Updated a minute ago AR AN RIS
TRAINING COURS... v TYPE v START DATE v END DATE v STATUS v NUMBER OF REG... v TRAINER v
1 FCS Operations Bu... External 3/04/2018 6/04/2018 Confirmed 3 v

3. Complete the details and press Save.

New Training Course

Information

Owner

*Training Course Name
REC Administrator

New Franchisee Induction

*Type Trainer

Induction v [Z) Paul Schumann X
*Status Assessor

Planned v E Bill Smith X
* Start Date

13/04/2018 &
*End Date

26/03/2018 &

System Information

Currency

Australian Dollar v

Cancel Save & New

Field Notes

» Use Training Course Name as the primary user identifier.
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» Use Status to communicate the certainty of the training course occurring.

»

»

»

» planneduntil the course details are confirmed.

» Confirmedwhen you know the course will go ahead.

» Closedwhen the event is completed.

Set Type so that it appears on the appropriate reports and list views.

Trainer and Assessor represent the people who are responsible for the running of
this course.

Start Date and End Date represent the first and last dates of the running of this
instance of the course.

It is best practice to relate all contacts to a business account. If you need to
add contacts for external Trainers or Assessors, add them as contacts to
the business they work for, then add them as a contact in this dialog box.
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How to create a product

Products are used to classify a territory and set the default sale price.

ﬂ During implementation your Franchise Cloud Solutions consultant will con-
figure your price book according to your needs. Your administrator will need to
maintain the price book to set default prices and apply different prices per
region as required. Refer to Salesforce documentation, Manage Price Books.

To add a new product:
1. Open a Territory record.
2. Inthe Product field, choose New Product.

3. Inthe New Product: Territory dialog box, complete the details.

New Product: Territory

Product Information

*Product Name Active

Platinum
Product Code Product Family
1007 Territory v
*Product Currency Product Classification
AUD - Australian Dollar v --None-- v
Product Classification Level
Level 3 v

Product Description

Platinum-level product includes income guarantee.

Cancel Save & New

The new product is now available for use within territories.

"l

When you add a new product, one or more Price Books may need to be
updated.
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How to create a master territory

Master territories function as a parent to which franchises are attached as children.

To create a new master territory

1. From the Territories list, press New.

The New Territory dialog box appears.

Select the Master Franchise record type, and press Next.

Complete the details and press Save.

Information

* Territory Name

Master Territory - South NZ
* Status

Owned
Sub Status

-None--

* Product
@ Gold Territory

Type
Metro

Active

Sale Information

Buy Back Conditions @

Conditions of Resale @

System Information

Master Territory

Master Territory - NZ

10

New Territory: Master Franchise

Franchise

Search Accounts...

Territory Owner

Search Contacts...
Country @
New Zealand

State @

--None--

Territory Number

TERR-30001

Resale Price @

Price Considerations @

Potential Resale Inclusions €

Owner
REC Administrator

Record Type
Master Franchise

Cancel Save & New

Save
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Field Notes
» Enter the Territory Name as the primary user identifier for this record.

» Set Status to Ownedor Unowned as appropriate.

» The Product field is required but irrelevant to a Master Territory. Set it to an arbitrary

product.
» Setthe Country (and State, if appropriate).

» Enter a Territory Number as a territory reference.

» |f this territory is the child of another territory, select the parent territory in the Master

Territory field.

CHAPTER 2 | How to create a master territory
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How to create a franchise territory

A franchise territory is bought and sold within Franchise Recruitment. A franchise ter-
ritory is the child of a master territory and has its locations defined by a combination of
suburb names and postcodes.

To create a franchise territory ready for sale

1. From the Territories list, press New.
The New Territory dialog box appears.
Select the Franchise record type, and press Next.

Complete the details and press Save.

New Territory: Franchise

Information
*Territory Name
Territory - Albany (NZ)
* Status
Unowned
Sub Status
-None--
* Product
@ Bronze Territory
Type
Metro

Active

Sale Information

Buy Back Conditions €

Conditions of Resale @

System Information

Master Territory

Master Territory - NZ

Franchise

Search Accounts...

Territory Owner

Search Contacts...
Country @
New Zealand

State @

--None--

Territory Number
TERR-20001

Resale Price @

Price Considerations €

Potential Resale Inclusions @

Owner
REC Administrator

Record Type
Franchise

Cancel Save & New
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Field Notes

»

»

»

»

»

»

»

»

»

»

»

Enter the Territory Name as the primary user identifier for this record.

Set Status to Unowned as when first configuring the territory for sale.

Generally leave Substatus as —-None--when first configuring the territory for sale.
Select the appropriate Product based on the territory’s classification.

Select the appropriate Type for this territory. Type is used to assist sales rep-
resentatives in searching for and identifying appropriate territories for customers.

Leave the Franchise and Territory Owner fields empty when configuring the ter-
ritory for sale.

Set the Country (and State, if appropriate).

Enter a Territory Number as a territory reference.

Use the fields within Sale Information as described in the on-screen field help.
Select the Master Territory to which this territory belongs.

Check the Active field. Active indicates that the territory record is complete and ready
for use. (Inactive indicates the territory is still being set up or has been superseded.)

To set the franchise location

1.
2.

From the Territory, select the Related tab.
From Territory Locations, press New.
The New Territory Location dialog box appears.
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3. Complete the details as appropriate.

New Territory Location

Information

* Territory Location Name * Territory

Albany (NZ) Territory - Albany (NZ) X
*Suburb Location
Albany Latitude
Longitude
* Postcode
[ 0632
*Country @

New Zealand v

State @

-None-- 4

Cancel Save & New

Field Notes
» Enter a Territory Location Name that will identify this territory.
» Enter a Suburb hame that describes this location.

» Enter a Postcode that describes this location.

A
v

Select the Country (and State, if appropriate).

oA
v

Optionally enter Latitude or Longitude identifiers.
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How to split or merge franchise territories

Sometimes the business within a territory grows, making the territory unwieldy or too

expensive. One solution is to split the territory by moving one or more territory locat
records to another territory.

y/ Here is an example territory based on Auckland’s North Shore.

Here is how the territory is defined in Franchise Recruitment

Q. Search Territories and more... (*[%) 2 Aa @

$3%  Franchise Recruitm...

Home Chatter leads v Accounts v Contacts  Opportunities v Contracts v  Campaigns v Teritories v More v &

Territory
Territory - Upper North Shore Edit  Delete  Clone v

Status Franchise Owner Active

Master Territory
Unowned {23 REC Administrator £

Master Territory - NZ

DETAILS RELATED

Territory Locations (5)
TERRITORY LOCATION NAME SUBURB POSTCODE STATE
0629-Glenfield Glenfield 0629
Oﬁ_gz—wirau VaHgZ Wirau Valley 0627
0620-Forrest Hill Forrest Hill 0620
0620-Sunnynook Sunnynook 0620

0620-Milford Milford

View All

Now let’s say we want to split this territory into two new territories. Here’s how
we do it.

To split a territory
1. Create the new territory or territories. See “How to create a franchise territory” on
page 12.

“To move a Territory Location record” on the next page.

CHAPTER 2 | How to split or merge franchise territories
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3. Add a New Territory Relationship. See “To add a split Territory Relationship record”

on the facing page.

To move a Territory Location record

From Territory Locations, select Edit.

Q. Search Salesforce

@2 e @®

EEE Franchise Recruitm... Home  Chatter Leads v  Accounts v  Contacts v Opportunities v  Contracts v  Campaigns v  Territories v *More v &
Territory
&) Territory - Upper North Shore Edit  Delete  Clone v
Status Franchise Owner Active Master Territory
Unowned 9 REC Administrator £ Master Territory - NZ
DETAILS RELATED
Territory Locations (5) 1 New
TERRITORY LOCATION NAME SUBURB POSTCODE STATE
»()GZQTG\E!’\ﬁeId Glenfield 0629 v
0627-Wirau Valley Wirau Valley 0627 ’ﬁ‘d"
0620-Forrest Hill Forrest Hill 0620 Delete
0620-Sunnynook Sunnynook 0620 v
OGZOMlIford Milford 0620 v
View All
Edit 0629-Glenfield
*Territory Location Name * Territory
0629-Glenfield .
Territory - Upper North Shore X
*Suburb Product Classification
Bronze
Glenfield
* Postcode Location
0629 Latitude
Longitude
*Country @
New Zealand v
State @
--None--

System Information

Created By
REC Administrator, 26/03/2018 4:36 PM

16

Last Modified By
REC Administrator, 26/03/2018 4:49 PM

Cancel Save & New

Save
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2. From the Edit dialog box, replace the Territory value, then press Save.

Edit 0629-Glenfield

* Territory Location Name *Territory

0629-Glenfield .

e Territory - Glenfield (NZ) X

*Suburb Product Classification

Glenfield Bronze
* Postcode Location

0629 Latitude

Longitude

*Country @

New Zealand v

State @

--None-- v

System Information

Created By Last Modified By
REC Administrator, 26/03/2018 4:36 PM REC Administrator, 26/03/2018 4:49 PM

Cancel Save & New

ﬂ When you go to the new territory, you may not immediately see the moved
Territory Location records. If this happens, select the Territory Location’s
View All link. You will see all the Territory Locations attached to the ter-
ritory, and they will now all display on the Territory’s Related tab.

To add a split Territory Relationship record

1. From the current Territory, on the Related tab, go to the Replaced By section and
press New.

2. Setthe Typeto Split.

3. Set Date to when the split becomes effective.

CHAPTER 2 | How to split or merge franchise territories
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4. Under New Territory, select the territory to which the Territory Location record was
moved.

New Territory Relationship

Information

Territory Relationship Number *New Territory

Territory - Glenfield (NZ) X
*Type * Original Territory
Split v Territory - Upper North Shore X

* Date

27/03/2018

Cancel Save & New

5. Now press Save.

"l

The territory relationship record now appears on the current territory’s
Replaced By section. The same territory relationship record appears in the
new territory’s Historical Territories section.

To merge territories

1. Note the territory that is the merge target. Create it if necessary.
2. Go to the territory containing the Territory Location record.

3. Move the Territory Location record. See “To move a Territory Location record” on
page 16.

4. Record the merge using the Replaced By relationship section.

"l

The detailed merge procedure is performed similarly to the detailed split
procedure.

5. Now uncheck the old territory’s Active field.
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How to import leads from an external source

Many times you have existing databases, lists purchased from outside vendors, or data
created using external tools that need to be imported into Salesforce. Salesforce allows

you to import them.

Refer to Salesforce documentation for:

» Import Lead Data into Salesforce

» Prepare Lead Data for import into Salesforce
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How to create a Salesforce queue

In Salesforce, records must be owned by either a User or a Queue. When a record is cre-
ated by a process outside of Salesforce, or needs to be worked on by any of a group of
people, it makes sense for that record to be owned by a queue.

To create a queue

232 Setup

Home

Object Manager Vv

Q_  Search Setup

From Setup, select Users then Queues.

From the Queues page, press New.

0?2%2@®

Q,_ queues SETUP
Queues
v Users
Queues
Queues

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

users that are allowed to retrieve records from the queue.

View:

Al Edit| Create New View

Help for this Page @

Queues allow groups of users to manage a shared workload more effectively. A queue is  location where records can be routed to await processing by a group member. The records remain
in the queue until a user accepts them for processing or they are transferred to another queue. You can specify the set of objects that are supported by each queue, as well as the set of

Action
Edit | Del
Edit | Del
Edit | Del
Edit | Del
Edit | Del
Edit | Del
Edit | Del

20

Label

Customer Feedback Queue

\ABCDEFGHIJKLMNOPQRSTUVWXVZO(hstII
| New |

Queue Name

Customer_Feedback Queue

Employment Candidate Queue
Franchise Sales Queue
Master Job Queue
Master

Master Job Queue SA
SMS Fallback Queue

NSW

Employment_Candidate_Queue

Franchise_Sales_Queue
Master_Job_Queue
Master_Job_Queue NSW
Master_Job_Queue_SA
SMS_Fallback_Queue

Queue Email Supported Objects Modified By Last Modified Date
Customer Feedback  Sys Admin FCS  25/09/2017 11:55 AM
Lead User, Integration ~ 13/11/2017 8:14 AM
Lead User, Integration  13/11/2017 8:14 AM

shane@franchisecloudsolutions.com Job Sys Admin FCS  13/06/2018 6:18 PM
Job Jenkins, Loryn  29/05/2018 1:10 PM
Job Sys Admin FCS  13/06/2018 6:14 PM

Journey Participant  Jenkins, Loryn 21/06/2018 2:28 PM
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3. Complete the queue details, then press Save.

232 Setup  Home

2252 @®

Q_  Search Setup

Object Manager v

Q queues

Vv Users

Queues

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

SETUP
Queues
New Queue Holpfor s Page @
Queue Edit Save |Cancel

Queue Name and Email Address 1 = Required Information

Enter the name of the queue and the email address to use when sending notifications (for example, when a case has been put in the queue). The email address can be for an individual or  distribution
list. When an object is assigned to a queue, only the queue members will be notified.

Label | Master Job Queue NSW
QueueName | \aster_Job_Queue NSW

Queue Email o @franchisecloudsolutic

‘Send Email to Members
Supported Objects
Select the objects you want to assign to this queue. Individual records for those objects can then be owned by this queue.

Available Objects |setected objects

Document Request Job
Error Log
Event Description

Expense
Goal Add

Invoice J
Job Eligibility Criteria

Job Offer (J
Job Offer Ranking Criteria Remove
Job Type

Journey

Journey Participant

Knowledge Article Version

Lead

Queue Members

To add members to this queue, select a type of member, then choose the group, role, or user from the "Available Members" and move them to the "Selected Members." If the sharing model for all objects
in the Queue is Public Read/Wite/Transfer, you do not need to assign users to the queue, as all users already have access to the records for those objects.

Search:  Users for: [Find |

Available Members Selected Members.

User: OPS Administrator
User: OPS Compliance Manager
User: OPS Field Manager

User: REC Marketing Manager User: OPS Finance Manager

User: REC Sales Manager Add | yser: OPS Head Office Manager
User: SMS Management Site Guest User |» | User: OPS Operations Manager
User: OPS SA Operations Manager

User: Loryn Jenkins
User: Port Adelaide Franchise Owner
User: REC Administrator

User: Shane Ross P
User: Shikher Chowdhary
User: Simon Walker
User: Thomas Pham
User: Warren Jones

Remove

save | | Cancel|

a. Enterthe public name of this queue in the Label field. The value in Label will be
visible as the name of the List View attached to this queue.

b. Optionally enter a Queue Email.

c. Optionally select Send Email to Members. Members are specified in the Queue
Members section of the form.

d. Selectthe Object types that will be stored in this queue. This will determine the
record types that are placed in this queue.

e. Select the users who will comprise the Queue Members.

Press Save.

CHAPTER 2 | How to create a Salesforce queue
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How to identify record ids

Some configuration tasks require the use of Salesforce record IDs. Record IDs uniquely
identify a data record.

To obtain a record ID

1. Use the downloadable application Salesforce Data Loader. See “How to import, export
and update data in Salesforce” on the facing page.

2. Export the record type that contains the record whose ID you are seeking to identify.

3. Open the exported dataset and locate the target record. The record ID is in the field
named ‘Id’.
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How to import, export and update data in
Salesforce

Salesforce provides the ability to import, export and update data using a downloadable

Java-based application named Data Loader. Data Loader is used within Franchise Cloud

Solutions applications to
» load data during system setup
» obtain record ids for configuration purposes

» migrate customers from one franchise to another

To download Data Loader from Salesforce

1. From Setup, search for Data Loader.
2. Click the Data Loader page.

3. Follow the on-screen prompts.

To learn how to use Data Loader
» Refer to Salesforce documentation on Data Loader.

CHAPTER 2 | How to import, export and update data in Salesforce
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How to identify a Field AP| Name

The Field APl Name is a unique name that identifies a field.

To determine Field APl Names for custom fields

1. Go to Setup, and search for Object Manager.

2. From Object Manager, select the Label of one of the records.

. Q_ Search Setup 9 $ "- @

Setup Home  Object Manager

SETUP

< . Q, Quick Find Schema Builder Create v
b Object Manager
49+ Items, Sorted by Label
LABEL - API NAME DESCRIPTION LAST MODIFIED DEPLOYED CUSTOM
Account Account
Account Account
Account Brand AccountBrand
Account Contact Relationship AccountContactRelation
Action Item Action_Item__c 30/01/2018 v v v
Action Item FCS_OPS__Action_Item__c 12/06/2018 v v v
Activity Activity
Activity List FCS_BASE__Activity_List__c 22/11/2017 v v v

3. From the Object Manager menu, select Fields and Relationships.
4. The Field APl Name is listed in the Field Name column.
. Q. Search Setup 20 a @

EEE Setup Home  Object Manager v

SETUP > OBJECT MANAGER
A Contact

Details Fields & Relationships Q_ Quick Find New Field Dependencies Set History Tracking
50 Items, Sorted by Field Label

Fields & Relationships
FIELD LABEL » N FIELD NAME DATA TYPE CONTROLLING FIELD INDEXED
Page Layouts
# Contacts FCS_BASE__Contacts_F__c Formula (Number) v
Lightning Record Pages
Accepts Reference Calls FCS_OPS__Accepts_Reference_Calls__c Checkbox v
Buttons, Links, and Actions
Compact Layouts Account Name Accountld Lookup(Account) v
Assistant AssistantName Text(40;
Object Limits (40)
Asst. Phone AssistantPhone Phone
Record Types
Birthdate Birthdate Date
Related Lookup Filters
Search Layouts Children Additional Info FCS_REC__Children_Additional_Info__c Text(255) v
Triggers Contact Currency CurrencyIsoCode Picklist v
Validation Rules
Contact Owner Ownerld Lookup(User)
Hierarchy Columns
Y Contact Record Type RecordTypeld Record Type
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Understanding activity lists

Implementing repeatable processes is essential to everything from sales processes to
handover to the franchise operations team. Activity lists can be a really useful tool to help
you do this.

At its heart, an activity list contains a list of tasks, some of which are generated only when
a prior task is complete.

ﬂ Activity Lists can be attached to any object that:

»” is configured for activities (i.e. has an activity history)

» is not a User, Lead or Contact

Each task can be automatically assigned to an individual to be completed within a certain
time-frame. What'’s great about this is that each task can be assigned to a user dynam-
ically, based on their relationship to the record in question, or on their role within your
organization.

When a task is complete, it is noted as complete within the activity list. When there are
tasks that depend on this task completing, they are created and assigned to the relevant
user.

Using an activity list ensures that all the same tasks get done in the same way each and
every time, and helps managers track task completion.

Activity List creation

Activity lists can be created manually or automatically.

ﬂ Creating activity lists
To learn how to create activity lists manually, See “Applying an activity list” on
page 29.

To learn how to automate activity list creation, See “Automating Activity List
creation” on page 33.

Activity lists are created by cloning an Activity Template.
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Activity Template Activity List

Activity Template Task Activity List Task
Activity Template Task Activity List Task
Activity Template Task Activity List Task

Once cloned, each Activity List Task is evaluated in the context of a particular record.
Any Activity List Tasks that are to be created immediately are created as Tasks. The
Tasks are added to the record’s Activity Panel.
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“  Evaluating Activity Lists

All tasks in an activity list are evaluated at the time of creation. Evaluation
includes calculating who the expected assignee will be. Once evaluated, any
tasks that are not dependent on other tasks completing will be created as
Tasks and added to the initiating record’s Activity Panel.

Activity List Activity Panel
Activity List Task Task
#
Activity List Task Task
Activity List Task Task

Whenever someone completes a task on which another task depends, the
dependent task is re-evaluated to see whether it should now be created.
When it is ready to be created, it is created as a Task and added to the ini-
tiating record’s Activity Panel.

Activity List cleanup

Activity Lists and Activity List Tasks are retained until all Tasks have been completed,
plus a specified number of days. Once all Tasks have been completed and the specified
number of days elapses, the Activity List and its Activity List Tasks are discarded.
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Applying an activity list

An activity list is attached to a specific type of record. When that record type has activity
lists available, the Activity Lists component appears.

Q,  Search Accounts and more...

3 Franchise Recruitm...

Leads v  Accounts v  Contacts v

[?F]?Q(Q\

Contracts v Campaigns v Territories More v ¢

Account

L) FCS Newtown &

Billing Address Status
18 Magnus Avenue Inactive
Sinclair WA 7885

Australia

DETAILS RELATED

Account Name
FCS Newtown

Parent Account

Status
Inactive

Timezone
Next Review Due Date

Next Review Date

v Business Information

Legal Entity Name

FCS Newtown Pty Ltd
Trading Name

FCS Newtown
Operating Structure
Company

v Address Information

Billing Address

18 Magnus Avenue
Sinclair WA 7885
Australia

Account Owner

Email

Phone
0448997335

Fax

Business Number

49 389 782 542

Company Number

Shipping Address

CHAPTER 2 | Applying an activity list

+ Follow Edit Delete View Account Hierarchy ‘l
ACTIVITY CHATTER
LogaCall New Event New Task Email
Create new... Add
Activity Timeline Y ¢ Expand All
Next Steps

No next steps. To get things moving, add a task or set up a
meeting.

Past Activity

No past activity. Past meetings and tasks marked as done
show up here.

Activity Lists Add List

NAME NUMBER OF TASKS COMPLETED TASKS
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To apply an activity list:

1. From the Activity List component, press Add List.
Q, Search Accounts and more... @3 ') ‘!. @)

EEE Franchise Recruitm... Home  Chatter Leads \  Accounts v Contacts v  Opportunities v  Contracts v  Campaigns v  Territories v More v &'
Account
.1 FCS Newtown & + Follow Edit Delete View Account Hierarchy
Billing Address Status Status Reason
18 Magnus Avenue Inactive
Sinclair WA 7885
Australia
DETAILS RELATED ACTIVITY CHATTER
Account Name Account Owner
FCS Newtown G REC Sales Manager
e a8 Vanage! LogaCall | NewEvent NewTask Email
Parent Account Email
Status Phone Create new... Add
Inactive 0448997335
Timezone Fax
Activity Timeline Y & ExpandAll
Next Review Due Date
Next Steps

Next Review Date

No next steps. To get things moving, add a task or set up a
meeting.
v Business Information Past Activity

Legal Entity Name Business Number

FCS Newtown Pty Ltd 49 389 782 542 No past activity. Past meetings and tasks marked as done

show up here.
Trading Name Company Number -
FCS Newtown

Operating Structure
Company

v Address Information

Activity Lists Add List

Billing Address Shipping Address NAME  NUMBER OF TASKS COMPLETED TASKS
18 Magnus Avenue

Sinclair WA 7885
Australia

The New Activity List dialog box appears.

2. Select an available Template.

New Activity List

* Activity List Name *Template

b
Enter your Activity List name...  --None--

Franchisee On-boarding Process
Growth Visit Template

* Related Record Id

0017F00000YnzINQAR

Cancel Save
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3. Enterthe Activity List Name and press Save.

New Activity List

* Activity List Name *Template

I FCS Newtown On-boarding I Franchisee On-boarding Process

* Related Record Id
0017F00000YnzINQAR

Cancel

The Activity List is attached to the record and at least some of the tasks from the list
appear within Next Steps.

Q  Search Accounts and more...

oe?2a@®

Franchise Recruitm... Home  Chatter Leads v  Accounts v

Contacts v Opportunities »  Contracts v/  Campaigns v Teritories v Dashboards v  Reports v More w e
Account
FCS Newtown & + Follow Edit ~ Delete  View Account Hierarchy
Billing Address Status Status Reason
18 Magnus Avenue Inactive
Sinclair WA 7885
Australia
DETAILS RELATED ACTIVITY CHATTER
Account Name Account Owner
FCS Newtown {3 REC Sales Manager )
———— logaCall NewEvent New Task Email
Parent Account Email
Status Phone Create new... Add
Inactive 0448997335
Timezone Fax
Activity Timeline Y ¢ Expand All
Next Review Due Date
Next Steps More Steps
Next Review Date
> New Franchisee Induction course 27/03 v

You have an upcoming Task
v Business Information

> Issue New Franchisee Information... Tomorrow | v
Legal Entity Name

FCS Newtown Pty Ltd

Business Number

You have an upcoming Task
49389782542

Trading Name Company Number Past Activity

FCS Newtown

Operating Structure No past activity. Past meetings and tasks marked as done show up here.
Company v
v Address Information

Billing Address Shipping Address

18 Magnus Avenue v= RS .

= ivity Li Add List

Sinclair WA 7885 ) Activity Lists .
Australia NAME NUMBER OF TASKS COMPLETED TASKS
v System Information FCS Newtown On-boarding 5 0
Created By Last Modified By

c REC Sales Manager, 17/03/2018 2:58 AM
Master Franchise

FCSNSW

0 REC Sales Manager, 17/03/2018 3:30 AM
Account Record Type

Franchise Profile

Account Currency

Australian Dollar

The steps within the activity list are now ready to be completed.
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Adding Activity Lists to a Salesforce record
page

Delete this text and replace it with your own content.
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Automating Activity List creation

Delete this text and replace it with your own content.

CHAPTER 2 | Automating Activity List creation
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Understanding activity templates

Delete this text and replace it with your own content.

CHAPTER 2 | Understanding activity templates
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How to create an activity template

An activity template provides the structure used to generate activity lists. Activity tem-
plates are targeted at a particular object type and contain a list of tasks that can be
assigned to fixed or variable users.

To create an activity template

1. From the Salesforce menu, choose Activity Templates.

Q Search... EJ 4"‘—\ 9 ¢ -.‘

EEE Franchise Recruitm... Home  Chatter Leads »  Accounts »  Contacts v  Opportunities Activity Templates ~  More ¥ K4

Quarterly Performance Assistant

As of Today 4:03pm '

cLoseD AUD O OPEN (>70%) AUDO  GOAL -- «#

500k
400k
Nothing needs your attention right now. Check back
later.

300k

Add the opportunities you're working on, then come back

here to view your performance.
200k

100k

Nov Dec Jan Feb
Closed ® Goal M Closed + Open (>70%)

2. To create the template, press New.
Q Search... ﬁ 9 ¢ -,‘

Franchise Recruitm... Home Chatter Leads v Accounts v Contacts v Opportunities Activity Templates v More ¥ s

Activity Templates
. N I t Ch O
Recently Viewed v ¥ —* ew mpor ange Owner

5 items - Updated a few seconds ago Q. Search this list... By | E- C|
Activity Template Name v | Active Vv | No Of Tasks v ‘ Retention ... v ‘ Target Object v
1 Log Helper v 8 10 FCS_OPS__Management_Log__c¢ v
2 Job Process v 8 10 FCS_OPS__Job__c v
3 Opportunity - One on One Stage v 0 10 Opportunity v
4 Audit Followup v 4 10 FCS_OPS__Management_Log__c¢ v
5 Account Test v 8 10 Account v
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3. Name and target the activity template, then press Save.

*Name

Opportunity - One on One Stage

Template Active

The Activity Template header displays.
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Q  Search...

o0 . .
°e  Franchise Recruitm... Home  Chatter

Le:

Activity Template
Opportunity - One on One Stage

Details Related Diagram

Activity Template Name
Opportunity - One on One Stage

Target Object ©
Opportunity

Active ©

o

Created By

Field details

» Enter a Name as the primary user identifier for the template.
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» Target Object specifies the object type the activity list can be attached to.

» Set Template Activeto trueto make the template available to the defined object
type. Set it falseit when you no longer want it to be available.

» Retention Period defines the number of days after the last task is complete for
which the Activity List instance will be retained.

CHAPTER 2 | How to create an activity template
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How to create an activity template task

Activity template tasks are how you specify what tasks to create within any activity list
generated from this activity template. You create one activity template task for each task

you want to generate.

To create your first activity template task

1. From the Related tab, create a New activity template task.
Q_ Search... N2 0 A @

::5 Franchise Recruitm... Home  Chatter Leads »  Accounts v  Contacts v  Opportunities v  Activity Templates v  More ¥ K4

Activity Template
Y o 1 Sharing Clone Delete

Opportunity - One on One Stage
Details Related Diagra/ ’\
New

g Activity Template Tasks (0)

Activity Lists (0)

Franchise Recruitment Administration Guide
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2. From the Create Task box, complete the task details and press Save.

CHAPTER 2 | How to create an activity template task
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Q, Search...

*Name

Send NDA to for signing

* Description

Send NDA for signing

Select Prerequisite Tasks

Available Tasks Prerequisite Tasks

Assign To

Franchise Recruitment Administration Guide
* User Assignment Method

Related User



The task is added to the activity list.

Field details

»

»

»

»

»

»

»

Enter a Name as the primary user identifier for the task.
Enter Description as a further explanation of the task.

Set Activeto trueto generate the task at run-time. Set it falseitwhen you no
longer want the task to be generated.

Insert a URL into the Documentation Link in order to relate this task to procedural
documentation.

Days to Due sets the due date on the task as the specified number of days after the
task is generated.

Move any Available Taskinto the Pre-requisite Task listif you want the task to
be generated only on completion of the selected task. For more information, See
“‘Make an activity template task dependent on prior activities” below.

There are three User Assignment methods.

» Select Static Userif there is a single person in your organization who will perform
this task. You set the user in the dependent Assign To field. See “Assign an activity
template task to a static user” on the next page.

» Select Related Userif you want Franchise Recruitment to select a user based on a
defined relationship. When this is selected, you need to enter the relationship to be
used into the Related User Relationship field. You can choose any relationship
defined on the target object that looks up a user. See “Assign an activity template
task to a related user” on page 51.

»

O_ The most commonly used relationship is OwnerId.

» Select Search User when you want to dynamically assign the user who is to com-
plete the task based on role or position hierarchy within your organization. See
“Assign an activity template task to a searched user” on page 52.

ﬂ Congratulations

You've added your first activity template task. This will cause a task to be cre-
ated as soon as any activity list is created. For dependent tasks or tasks
assigned to any other user, explore the following topics.

Make an activity template task dependent on prior activities

Delete this text and replace it with your own content.
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Field details

» Days to Due sets the due date on the task as the specified number of days after the
task is generated. For dependent tasks, this is the number of days after the completion
of the task on which it was dependent.

Assign an activity template task to a static user

The simplest way to assign any generated task to a user is to assign to a static user.
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To assign an activity template task to a static user

CHAPTER 2 | How to create an activity template task
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1. With the task box open, select from the User Assigh Method list the option Static
User.
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Q, Search...

s Franchise Recruitm...  Home Chatter Le:

*Name

Send finance application

De

g * Description

Send finance application

AC
Ser Select Prerequisite Tasks
Available Tasks Prerequisite Tasks
>
Send NDA for s
<
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On selecting the Static User method, the Assign To field becomes visible. In the
Assign Tofield, begin searching for the target user. When the target user becomes
visible, select the user from the list.

[ Q Search... ] 4"‘5 9 @ '!' @
oo P
oo Create Task .

~Name AcTve
E Send finance application v te
* Description Documentation Link
De Send finance application https://www.franchi: itions.cc elp/opp_finance_request.htm
g Select Prerequisite Tasks Days To Due w
Available Tasks Prerequisite Tasks 5
AC N
" . -
& Send NDA for signing
E 4 v j

Assign To

*User Assignment Method
Static User 1 ’ v
* Assign / /

[ REC / Q
B REC Sales Manager

() REC Administrator

Cancel

Typing the name of the user is not sufficient to select them. You must actu-
ally select the user from the list.
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3. Once you've selected the user, you can then press Save.

CHAPTER 2 | How to create an activity template task
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De

AC
Ser

50

Q  Search...

*Name

Send finance application

* Description

Send finance application

Select Prerequisite Tasks

Available Tasks Prerequisite Tasks

Send NDA for s

Assign To

Franchise Recruitment Administration Guide
* User Assignment Method

Static User



ﬂ Beware

Although assigning a task to a static user is convenient, it does have some
downsides.

” |f the person leaves the company, you will have to review any activity tem-

plate tasks to ensure any tasks assigned to them are remapped to another
user.

” |f the user is set to inactive, instead of being assigned to the inactive user,

the user will be assigned to the creating user. If you begin seeing tasks
being assigned to the person who created the activity template task, it's a
sure sign something needs some attention within the activity template task.

To overcome some of these limitations, consider using either of the other two
user assignment methods.

Assign an activity template task to a related user

v Related User Examples

The examples below are based on the Account object. It shows field ref-
erences on both the Account object and in related objects. To learn about field
references, See “How to identify a Field APl Name” on page 24.

Object: Account Comments
Ownerld The account owner.
FCS_OPS__Field Man-

The account’s field manager.
ager__c

FCS_OPS __Field Man-
ager__r.Managerld

FCS_BASE Master_
Franchise__r.Ownerld

The account’s field manager’'s manager.

The account owner of the master franchise.

FCS _BASE Master The manager of the master franchise’s account
Franchise__r.Own- owner. Requires the user object’s Manager field
er.Managerld to be filled.
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A Related User queries must return user ids

The target of a Related User relationship must result in a user id that identifies
a user (and not another type of ownership, such as a queue).

Assign an activity template task to a searched user

Delete this text and replace it with your own content.

v Searched User Example

The example below is based on the Account object. It uses packaged and cus-

tom fields.
Object: Account Comments
WHERE State = Account.FCS Searches for a user whose State
BASE__ Master_Franchise matches the FPA’s Master Territory’s
r.FCS_OPS__State Custom__c State, and has a Role Identifier (a cus-
AND Role_ldentifier__c LIKE tom field) containing the string “State
'%State Manager%!' Manager”.
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How to configure an organization wide email
address

Notifications of Job Offers via email requires an organization wide email address to be
configured. When Two Way Email is setup during implementation, this address will have
already been configured. If you are configuring a new Configuration Set, you may need
to set the Organization Wide Email address in that Configuration Set.

To configure the Org Wide Email Address

1. Go to the Salesforce Setup and search for Organization-Wide Addresses.

) o searcnseu Neas?2ea®
332 Setup  Hom bject Manager v/
o ox ( '
Organization-Wide Addresses
v Email
Organization-Wide Addresses
* Development Organization-Wide Email Addresses
| |
Org Shape | An organization-wide email address associates a single email address to a user profile. Each user in the profile can send email using this address. Users will share the same display name and email address.
" N User Selectabls ization-Wide Email Add Add
Didn't find what you're looking for? =
Try using Global Search.
Actions Display Name Email Address Allowed Profiles Status. Created Date
et Dol [dob Orers —J ieb AlProfies Veified  11/1012019

The Organization-Wide Email Address identifier is displayed in the Display Name
field.

2. Now find the Configuration Set field within the relevant Master Franchise Profile
Account, and click through to the Configuration Set.

S\
‘?(‘) Q_ Search Accounts and more.. *|v ? $ a @
':E Operations Manag... Home  Chatter ~ Accounts v  Contacts v  Contracts v Management Logs v  Invoices v  Payments v More v Kd
FCSNSW & + Follow  Edit

v Other Information

Survey Frequency (Days) Referrer
0
Insurance End Date Source

Initial Contact Date Configuration Sef
CN-00001
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3. From the Configuration Set, locate the Job Allocation Setup section, and enter the
email address into the Org Wide Email Address field.

v

Job Allocation Settings

Geo-coding Minimunn Level

Job Type Eligibility @
Off

|Org Wide Email Address Name @
Job Offers

Eligibility Criteria Logic @

Distance Calculation @
Straight Line

Distance Units @
Kilometres

Job Offer Processing @
Sequential

Job Allocation Queue Name @
Default Job Queue

Job Offer Email Template @
Default_Job_Offer_Template

Force Allocation Email Template @
Force_Allocate_Email_Template

Duplicate Job Timeframe @

Duplicate Job Criteria

Customer Matching Criteria @
(FirstName = [FCS_OPS_BETA__First_Name__c] && LastName = [FCS_OPS_BETA__Last_Name__c])

Enabled Messaging Direction @

Both

Retention Period Of Job Potential

90

Accepted Or Declined Job Offer Template @
Accepted_Or_Declined_Job_Offer_Template
Expired Or Timeout Job Offer Template @
Expired_Or_Timeout_Job_Offer_Template
Timeout Per Offer

1

Timeout Per Job

2

No Timeout In Owned Area @

v

One Offer At ATime @

v

Offer Owned Area 24/7 @

v

Offer Inside Contact Hours Only @

v

Queue In Territory Offers @

v

CHAPTER 3 | How to configure an organization wide email address
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How to set up an email signature block

Setting up a signature block is something almost everyone does when they first set up

their personal settings within Salesforce.

|‘j Who does what?

System administrators need to upload the signature block images and dis-
tribute the resulting URLs to each user. Each user can set up their own stand-

ard signature block. Systems administrators are required to set up rich text
signatures.

\/ Loading images for display outside of Salesforce

If your users are wanting to set up a signature block containing one or more
images, the instructions below explain how to do it. In the example below, the
image represents the entire signature block. If the image is only one element
of the signature block, the process would be similar.

To obtain a signature block URL

1. Obtain a signature block image for a user.

2. Within Salesforce, switch into Classic.

i1 Business Manage... Home  Chatter

Accounts v/ Jobs v, JobOffers v JobSchedule Imvoices »  Payments \ Customerfeedback \ Contacts \ Material Pricelists v  Files v  Ref

£50f02/03/2018121057PM  C Assistan
cLosep AUD 80,000  0eN (-70%) AUD 80,000  GoaL - #

salesforce
ut
Q. Quick Fing
1606 ' © franchiseeowner@nfctrial01.demo
101-dev-ed. mysalesforce.com
Nothing needs your

1200 . ®

lesforce.co
80k

Closed  ® Goal  m Closed + Open (>70%) + Comfy

Compact
Today's Events Today's Tasks .
o o OPTIONS

Switch to Salesforce Classic @
Add Username.
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3. Find the documents tab, either in the menu or by pressing the + icon.

e —

3 Swioh o Lightning Experience  Loryn Jenkins +
m Accounts Contacts Contracts ManagementLogs Invoices Payments Expenses Jobs Job Offors

e QD

Customer Feedback Territories  Territory Locations  Training Courses  Files Reports Dashboards Groups People Activity Templates _ 4 v
e
Unresolved ttems

@rost il Fle & Link iy Pl

# Emal: Tost 5
N Q| SortBy Most Recent Actvy -
 Emai: Tost once more...
y There are no updates
L Kemyn Mier Signature: @ S ns
& Loryn Jenking ‘Owned by you
# Email: Email sig est, © Follow
# Emai; = M. Richard Givens.
Y ] Ownedbyyou
- [t © Folow
5 Kot Mier Mr. Bob Smith
& Jomn Smity | Owned by you
© Folow
3 onvose
o Recenty viewed by you
@ Recyci © Fo
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4. Now scroll down and select Documents.

€ chatier # Macros

5 configurations 47 Management Logs
[ consumption Schedutes 7 Matera Price Lists
[ 74 contact Point Type Gonsent () Opportunities
"2/ Contacts ( Orders.

) Content 2] partner Fund Atecations
= Contracts [ partner Funa cisims
® customer Feedback a

& DB Companies [ [r— o Budgets
(39 Dashboards # Patterns

4" patacom ) Payments

|74 pata Use Logal Basis & people

9 st use urpose & rosoma

E?; Doccen Admin [ rice Books.
E?, Doccen Component Groups @ Products

E?, Doccen components 4 profie

E?, Doccen Forms 4 profle Feed

E?, DocGen Packages 4 Profile Overview
E?, DocGen Queve € Repons

=/ Documents # s:Docs Jobs

& Docusion Admin = S:Docs Templates
¥ Docusign Demo. 1 site.com

If this is the first signature you have uploaded, create a new folder for
all email signatures called Signatures.

Territores Files Roports Dashboards  Groups. Poople  Actvty Templates

wwwwwww wea B

Complete the Signaturesfolder details, then press Save.

Seaen s  smchto Lt s Lok~ ekt -_—

Home Accounts Contacts Contracts Management Logs _Involces Payments Expenses Jobs Job Offers Tortories. Flles Reports Dashboards _Groups _People _ Activity Templates

—— vl i
= New Document Folder ¢

FolderEat sme cae
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Switch to the Signaturesfolder.

‘?@ Search,

Search

{3 Switch to Lightning Experience  Loryn Jenkins +

Home Accounts Contacts Contracts ManagementLogs Invoices Payments Expenses Jobs Job Offers Territories Yy Files Reports Dashboards Groups People Activity Templates +  ~
[ createvew.. ] Documents Prinable View | el fo tis Page @
=/ My Personal Documents
TS - oo New Foder
BASE images.
- ATBICIDEIF G H 1K LIMINOPIQRSITUVIWX Y Z Oter Al
Now Document

[ St — frosin = oo -~ or
# Emait Tests No rocords to ey
5 Alexirons
& Eali Tostonce o, ABICIDIEIFIGHIIIK LIMINIOIPIQRISITIUVIW X Y/Z Oer ‘AN
& Loryn Jenkins
# Emai: Email sig s,
~ Emai:
# Emai:
4 Kemyn Mier
T Recycle Bin

From the Signaturesfolder, press New Document.

Search.

L))

Search

Home Accounts Contacts Contracts ManagementLogs Invoices Payments Expenses Jobs Job Offers

Territories

 SwitchtoLightning Experience  Loryn Jenkins = Setup  Help

Reports Dashboards Groups People  Activity Templates  +  +

Documents
= Signatures
Folder Edit] Create New Folder

. Unresoived tems

Printable View | Help for this Page @

T Recycle Bin

A1B1CD EIF 16 H 114K /LMINIOIPIQ IR SITIU VW X ¥z Oner AN
.—4@

I ... et rosin p— - rar

(| Kerryns Email Sig No records to display.

-y

& Alexirons

AIBICIDEIFIG HIIIJKLMINIOPQRSTUV WX Y Z Oner Al

Complete the details. Make sure you check Externally Available Image.

Search

i

Home Accounts Contacts Contracts ManagementLogs Invoices Payments Expenses Jobs Job Offers Customer Feedback

Territories

Territory Locations.

£ Switch o Lightning Experience  Loryn Jonkins = Setup

Training Courses  Files. Groups People  Activity Templates  +  ~

Reports  Dashboards

=/ Upload New Document

Helpfor s Page @
. Unresolved tloms
1. Enter detalls 1 = Rogued inomation

C— et [sarae e

Documant Unique Name | karryns. Eml .
p— a | kerons Emailsig
5 Indicate Document s intermal
T Extormally Avallabo Imago
./ Kemyn Mier Sgnature Folder |y Personal Documents
& Lonn Jenkins Descrption
 Emait Email g tesl.
- Emait. 2
~ Kepwords
5 Kemyn Mier

5 2. Select the File
©Ertor the path o th fl o lck rowso 0 fnd te o
Filoto pload | Choose fe No fle chosen

T Recycle Bin o

PAINURL o referenco.

3. Click the "Save" button

save

cancel
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8. Upload the file using Choose file, then press Save.

Home Accounts Contacts Contracts ManagementLogs Invoices Payments Expenses Jobs Job Offers Customer Feedback Territories Territory Locations Training Courses  Files Reports Dashboards Groups People Activity Templates  +

——
=/ Upload New Document

1. Enter details

1 =Roquired Information

2. Select the File

©FErter the pathof e il orcick browse o fnd the e

Filetoupload | Choose fs _ KerrynMilerSig.ong
@ Recyclo Bin or

PatURL to reference.

3. Click the "Save" buttor
save

cancel an

Cancel

9. The document appears, displaying the email signature. Using your right mouse button,

select Copy Image Address.

oo I Search

Home Accounts Contacts Contracts ManagementLogs Invoices Payments Expenses Jobs Job Offers

Territories

Files Reports Dashboards Groups People Activity Templates  +  ~

nnnnnnnnnnnnn

Help for this Page @

Kerryn Miler
Support & Training Agent

[l +61421788574

kerryn.miler@franchisecloudsolutions.com

mmmmmm

@

FRANCHISE
al D

10. Wrap the copied URL into an HTML image tag. Replace your 1inkin <img src-

c="your 1ink"/>with the copied image address. Distribute the URL wrapped in the
img tag to the appropriate user.
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O_' Rich Text Signatures

System administrators can set up Rich Text Signatures from the User Details
record. On pressing Edit, you can construct a rich text email signature con-
sisting of fonts, colors, and images having publicly-accessible URLs.

Fee?22a®

CHAPTER 3 | How to set up an email signature block
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How to edit email template headers and foot-
ers

Most likely you will have created branded headers and footers for use with all email tem-
plates.

To review the branded email headers and footers

1. Open the App Launcher.

m Al w O SearchSalesforce @2 a @
i3 BusinessManage..  Home Chattr Accounts v Comtacts v Jobs v JobOffers v JobCalendar Inoices v Payments v CustomerFeedback v  MateralPricelists v Reports v Dashboards v *More v ’
N Today's Tasks = Assistant
ke vou Nothing due today. Be a go-getter, and check back soon.
Looks ke you're free and clear the rest of the day. Nothing needs your attention right now. Check back later
View Calendar View AR
Recent Records Key Deals
To see your opp , contact your
B omsmin

O ros-comoe
B rosoexey

Octoberos 2018 162552 AE01 1100355

sy

View All

2. Inthe App Launcher Search box, enter enhanced letterheads and select the
Enhanced Letterheads link.

App Launcher enhanced letterheads. \o]

v All Apps

v All ltems

e _— /—
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3. You may see an empty Enhanced Letterheads list. To see any of the letterheads, cre-
ate a New list view.

a2’ 2@

Al v O Search Enhanced Letterheads and more.
Business Manage... Home Chatter Accounts v Contacts v Jobs v JobOffers , JobCalendar Invoices v/ Payments v,  CustomerFeedback \  MaterialPriceLists v *RecentlyViewed | Enhan.. ~ X More ¥ ’
E Enhanced Letterheads 1
Recently Viewed
Oitems - Updated 2 minutes ago @ Search this st & c
Name. v Description v Created By Vv Last Modified Date LIST VIEW CONTROLS v

4. Name the list view and press Save.

*List Name_

All

New List View

/ -

Who sees this list view?

® OnlyIcan see this list view

All users can see this list view @

Share list view with groups of users @

Cancel

5. Now select the Standard Letterhead.

Ay

. Search Enhanced Letterheads and more...

o2 2@

Business Manage... Home  Chatter Accounts Contacts v+ Jobs v JobOffers  JobCalendar Invoices » Payments v  CustomerFeedback v  Material Price Lists v *RecentlyViewed |Enhan.. ~ X More v ’
E Enhanced Letterheads
All v #
1item - Sorted by letterheads - Q. Search thislist... ®- c €Y
Name 1 Vv Created By v Last Modified Date v Description v
1 FCSStandard Letterhead lenk 23/01/2020 218 PM v

6. You will be able to edit the Standard Letterhead.

i3t Business Manage...

Home.

Al

Chatter  Accounts Contacts » Jobs v JobOffers v+ JobCalendar Invoices

Q. Search Enhanced Letterheads and more.

e 2@

Payments v Customer Feedback v Material Price Lists Reports v *Recently Viewed | Enhan.. ~ X More v ’

Enhanced Letterhead

FCS Standard Letterhead

Description

Details

v Information

Name
FCS Standard Letterhead

v Letterhead Content

Header

Footer
{({Sender Signature_c))

~ System Information

Description

@

FRANCE

1ISE

CLOUD

SOLUTIONS

Created By
“ Loryn Jenkins, 23/01/2020 2:18 PM

Last Modified By
“ Loryn Jenkins, 25/03/2020 4:46 PM
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There may be more than one Letterhead available within your imple-
mentation. If there is, review each letterhead to see which one(s) you might
like to use. You can add letterheads to any custom email template you

might choose to create. See “How to create a custom email template” on
the facing page.
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How to create a custom email template

Custom email templates allow you to produce professional email communications for
each standard customer touch-point. They often consist of

» customized header and footers
» boilerplate text

» variables that draw information from the Lead, Opportunity, Account or Contact.

\/ Email templates that are frequently created by our clients include

» New customer initial contact

» Returning customer initial contact

” New Quote Job request

» New Do & Charge Job request

» Scheduled appointment notification

» Quote email

» Invoice email

» Invoice overdue

To create a custom email template

1. Open the App Launcher.
m@‘:;;ﬁ Al v Q Search Salesforce & 2 A @

$i1 Business Manage... Home Chatter Accounts v Contacts v Jobs v JobOffers v JobCalendar Invoices ~ Payments ~  CustomerFeedback v  Material Pricelists  Reports v Dashboards v *More v ’
Tod: ents Today's Tasks g Assistant

Looks like you'r free and clear the rest of the day. Nothing due today. Be 3 go-getter, and check back soon.

Nothing needs your attention right now. Check back later.

View Calendar View All

Recent Records Key Deals
RN ————
B s

B r<s-comen
.

o9 2019162552 AET 1100

sy

View All
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2. Inthe App Launchersearch box, enter email templatesand select the Email Tem-
plates link.

App Launcher email templates| \o]

~ All Apps 1
« Allltems ’

Email Templates

3. You may see an empty Email Templates list. Press New Email Template.

:

Al v Q Search Salesforce ? A4 @

Business Manage... Home Chatter Accounts v Contacts v Jobs v JobOffers \ JobCalendar Imoices » Payments v  CustomerFeedback v Material Pricelists v Reports v *EmailTemplates v X More ¥ .

Email Templates
New Email Template
All Templates ___A P
0+ items - Refresh this list to view the latest data &~ C
Email Template Name v Description v Folder Vv Last Modified By ID v Last Modified Date v

After you create an email template, it appears here.
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4. Insert an email template name that will help you identify it.

New Email Template

Information

*Email Template Name Related Entity Type
My Quote Email Template -- None -- v
Description Folder

Private Email Templates

Message Content

Subject Enhanced Letterhead
Search Enhanced Letterheads... Q
HTML Value
[@ Source Font ~ Size ~ B I U A~ =2 = E =E = -
0}
Additional Information
Created By Last Modified By

Cancel Save
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9. If you are going to use merge fields, you must base the email template off a particular
entity type. Leads should be based on Lead. The related entity type you choose will
determine which fields are available for merging and where this template will be visible

within Salesforce.

New Email Template

Information

*Email Template Name

My Quote Email Template

Description

Message Content

Subject

HTML Value

[ source Font ~ size ~+ B I U

>
‘
i
i

Additional Information

Created By

63

Related Entity Type

- None -- v

~sTropTsTwTT

Catalog Profile

Check-In

Contact

Course

Customer Feedback
DocuSign Recipient Status
DocusSign Status
Instructor

Invoice
Job

Job Offer

Last Modified By

Cancel Save
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6. Enter an email subject line.

New Email Template

Information

*Email Template Name Related Entity Type
My Quote Email Template Job v
Description Folder

\ Private Email Templates

Message Content

Subject Enhanced Letterhead
I FCS Invoice - {{{FCS_OPS__Job__c.Name}}} I Search Enhanced Letterheads... Q
HTML Value
[ Source Font ~ Size + B I U A~ 2 2 E E E e M-
4}
Additional Information
Created By Last Modified By

Cancel Save
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7. Select an appropriate letterhead.

New Email Template

Information

*Email Template Name Related Entity Type
My Quote Email Template Job v
Description Folder

\ Private Email Templates ‘

Message Content
Subject Enhanced Letterhead Pl
FCS Invoice - {{{FCS_OPS__Job__c.Name}}} [ Bearch Enhanced Letterheads... / Q ]
HTML Value E FCS Standard Letterhead
Source Font v Size + B I U A~ H

Additional Information

Created By Last Modified By

Cancel Save

You can review the available letterheads. See “How to edit email template
headers and footers” on page 62.
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8. Enter boilerplate text into the HTML. Value field.

New Email Template

Information

*Email Template Name Related Entity Type
My Quote Email Template Job v
Description Folder

Private Email Templates

Message Content

Subject Enhanced Letterhead

FCS Invoice - {{{FCS_OPS__Job__c.Name}}} E FCS Standard Letterhead X
HTML Value

Source Font ~ Size + B I U | A~ = = [

Dear,

Please find attached your quote for job .
Feel free to contact me if you have any queries or need further information about the work.

Thank you,|

Additional Information

Created By Last Modified By

Cancel Save
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9. Toinsert variables into the email template body, press the Insert Merge Field button
(i.e. the brace button {}).

New Email Template

Information

*Email Template Name Related Entity Type
My Quote Email Template Job v
Description Folder

Private Email Templates

Message Content

Subject Enhanced Letterhead
FCS Invoice - {{{FCS_OPS__Job__c.Name}}} E FCS Standard Letterhead x
HTML Value
Source Font v Size + B I U A~ = &= -
Dear,

Please find attached your quote for job .
Feel free to contact me if you have any queries or need further information about the work.

Thank you,

18]

Additional Information

Created By Last Modified By

Cancel
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10. Select the Object Reference. Sometimes you might reference yourself (Sender) or

your organization (Organization).

Insert Merge Field

Select Merge Field

Search Recipient merge fields...

Organization

® # Contacts
Job

Accepts Reference Calls

Assistant's Name

Asst. Phone

Birthdate

Business Fax

Business Phone

Contact Description

Contact ID

Created By ID

Created Date

Data.com Key

Q
Contact
Contact
Contact
Contact
Contact
Contact
Contact
Contact
Contact
Contact
Contact

Contact

cancel
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11. Now search for and then select the appropriate Merge Field. Press Insert when com-
plete.

Insert Merge Field

Recipient Select Merge Field ‘
Sender name / ’
Organization

(®) First Name

Job

Franchise Name
Job Name

Last Name

Cancel
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12. Enter as many merge fields as are appropriate to your template
template is complete.

New Email Template

Information

*Email Template Name Related Entity Type

My Quote Email Template Job v
Description Folder
Private Email Templates
Message Content
Subject Enhanced Letterhead
FCS Invoice - {{{FCS_OPS__Job__c.Name}}} E FCS Standard Letterhead X

HTML Value

[ Source Font ~ 16 ~ B~

Please find attached your quote for job {{{FCS_OPS__Job__c.Name}}}.|
Feel free to contact me if you have any queries or need further information about the work.

Thank you,

Additional Information

Created By Last Modified By

Cancel

. Press Save when the

‘ ﬂ Remember to test your template before sending it to the first customer.
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T Tips

» Toinsert a merge field into a subject line, press the Insert Merge Field but-
ton (i.e. the brace button { } ) attached to the HTML Value field. Once the
variable is inserted into the HTML Value field, you can copy and paste it into
the Subject line.

» To allow the template to display the user’s own signature block, select one
of the following merge fields:

» {{{Sender.Signature}}}
» {{{Sender.Rich_Signature__c}}}

» To ensure the font appearing in your email is controlled by the template (and
not by the user’'s own browser settings) specify a suitable HTML format and
enter it into the editor while in HTML source mode. The following provides a
reasonable example of how to ensure the HTML styling and not the browser
font settings determine the look of the text.

<html style="overflow-y: hidden;">
<head>
<title></title>
</head>
<body style="height: auto; min-height: auto;">
<div style="text-align: left;"><span style="font-size:14px;"><span style="font-fam-
ily:Helvetica,Arial,sans-serif;">Dear {{{Recipient.FirstName}}}, <br/>
<br />
First para goes here.<br/>
<br />
<u><strong>Bolded Heading</strong></u><br />
Next para goes here.<br/>
<br />
{{{Sender.Rich_Email_Signature__c}}}</span></span></div>
</body>
</html|>
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How to configure Classic Email Templates

Franchise Recruitment ships with a range of default email templates. These have been
configured to customer specification during implementation.

Email templates can be edited in the Setup category of Classic Email Templates.

\/ The example below demonstrates how to access the Opportunity Man-
agement Templates and Lead Management Templates. Email templates for
other categories can be edited in the same way.

To locate templates for editing

1. Go to Setup, and enter for Classic Email Templates. Click the resulting link.

. Q_ Search Setup 9 $ .‘ @

H :E Setup Home  Object Manager

Q classick ﬂ SETUP

v Email

Classic Email Templates

Unfiled Public Classic Email Templates e for i Page @
Didn't find wha re looking for?
Try using Global Seal @ Classic Email Template Availability [Expand ]

’ Folder | Unfiled Public Classic Email Templates Create New Folder
A B CDEFGHIJKLMNOPAQRSTUV W X Y Z Other Al
| New Template |
Action Template Type Available For Use Description Author  Last Modified Date
Edit | Del Text v Notification of new password SECS 810612018
Edit | Del Toxt 7 ‘V;l)uuﬁcalmn of new password when a user's password is reset (because they forgol (ros  g/06/2018
Edit |Del  Com lew Member Welcome Email Text v Notification that user has been added to a community. sECS  8/06/2018
. ser receives when they ty o reset their password, but have been locked
Edit|Del  Com ser Lockout Eml Text v out because of too many failed login attempts. autoproc 11106/2018
Edit|Del  Contact: Follow Up (SAMPLE) Text v Follow up on meeting SECS 510612018

2. From the Folder list, select either Opportunity Management Templates or Lead
Auto Response Templates.
&@a Q. Seacnsewn e 2ca®

i3 Setup  Home  ObjectManager v

Q classic seTup
ﬂ Classic Email Templates
~ Email
Clossic Email Templates
pre———— Opportunity Management Templates o or i Pago @

. . @ Classic Email Template Availability
Didn't find what you'e looking for?

Try using Global Search.

........

3. Edit any of the templates by clicking the Email Template Name link.
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Introducing Einstein Activity Capture

Salesforce’s Einstein Activity Capture (EAC) provides the ability to synchronize email,
contact and task information between Salesforce and

» GSuite (Gmail, Google Calendar)
» Office 365

» Microsoft Exchange

When synchronization is set up:

» emails received into an GSuite, Office 365 or Microsoft Exchange inbox can be auto-

matically associated with a customer Account or Contact

» events within a GSuite, Office 365 or Microsoft Exchange calendar replicated to the

user’s Salesforce Calendar

» events within the user’s Salesforce Calendar replicated to their GSuite, Office 365 or

Microsoft Exchange calendar.

» contacts added to an Account in Salesforce can be automatically added to GSuite,

Office 365 or Microsoft Exchange account

» contacts within Salesforce can be replicated to GSuite, Office 365 or Microsoft

Exchange accounts

These are some powerful capabilities, but there are considerations you need to bear in
mind. Before configuring these capabilities, ensure you understand:

» “Considerations for EAC Email Sync” on page 81

» “Considerations for EAC Event and Contact Sync” on page 84

4 Salesforce App Contact Sync

In addition to Einstein Activity Capture, it is possible to configure capture of
contacts on a phone with Salesforce. This may be useful for organizations
which issue company phones to ensure that all contacts made on the phones
are also stored within Salesforce.

This is done through through the Salesforce app, and requires

» configuring the Salesforce app to capture phone contacts in Setup

” installing the Salesforce app on the phone

» granting permission for the Salesforce app to access contacts on the phone
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It is not recommended to implement two forms of contact sync simultaneously,
as this is likely to result in duplication.
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Considerations for EAC Email Sync

This topic discusses the implications of syncing email from an GMail or Office 365 inbox
to Salesforce Accounts or Contacts using Salesforce’s Einstein Activity Capture (EAC).

How Salesforce EAC Email Sync works

When an individual who has been granted EAC Email Sync permissions and has agreed
to EAC Email Sync occurring, email from their email inbox is captured and transported to
a Salesforce Einstein server.

There the Einstein server examines the email to see if there is any Account or Contact
related to this email.

~/ How EAC matches emails with Accounts and Contacts

If a Personal Account has an email address, EAC will match any email to or
from this email address with the Account.

If there is no Account match, it will attempt to match against a Contact’s email
address. This is likely in the case of Business Accounts, which by default have
no personal email addresses.

There are other matching strategies, including matching against Opportunities
if you’re using Franchise Recruitment, but these are the most common.

When the Einstein server makes a match, it stores the email within the Einstein Activity
Capture storage.

Any email stored within Einstein Activity Capture will appear within the Activity Panel of
one or more Salesforce records. Despite being displayed in the record’s Activity Panel,
these emails are never actually stored in Salesforce. They are instead stored within Ein-
stein Activity Capture and are only displayed in Salesforce.

All emails stored within EAC are discarded after a period of time. As of the time of writing,
free EAC accounts retain email for six months and paid versions retain email for 18
months. Salesforce do not provide an option to retain emails indefinitely.

Considerations for using EAC with Franchise Recruitment

If you are using Franchise Recruitment independently of Operations Management or
Business Management, then you need to be mindful that:

» EAC will capture email against related Leads, Contacts, Opportunities and Accounts

» each individual has the choice of allowing captured emails to be seen in Salesforce
only by themselves or to be shared with everyone having access to the Salesforce
record
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» free versions of EAC retain emails for around six months, so this is suitable for rel-
atively brief sales cycles but may not be suitable for extended cycles or repeated sales

If you’re also using Operations Management and Business Management, you also need
to be mindful of considerations for those applications.

Considerations using EAC with Operations Management

By design, the location intended for storing pertinent business correspondence are a
Management Log associated with a particular franchisee. Management Logs are a cus-
tom object introduced by Franchise Cloud Solutions.

By design, EAC matches emails only against standard Salesforce objects (e.g.
Accounts, Contacts, Opportunities). Salesforce’s EAC provides no means to configure
matching against custom objects (such as Management Logs or Audits).

A Further, if you have granted franchisees access to the system (whether that
be through Business Management, Partner Portal or Mobile licenses) they will
be able to view the Franchise Profile Account. If anyone in a head office team
are having confidential discussions with or about a franchisee, it is likely that
email will be captured and stored on the Franchise Profile Account, which the
franchisee has access to. This lack of privacy of confidential information is a
significant negative consideration for any Franchise Cloud Solutions customer
whose franchisees access Salesforce.

However, you can mitigate this by excluding emails that only involve email par-
ticipants within specified domains. See the Salesforce documentation for
Excluded Addresses.

Emails captured and stored by EAC are also transient. This works against one of the cru-
cial functions of Operations Management, which is to maintain a history of interactions
with franchisees across the course of their franchise agreement.

Emails captured and stored by Einstein Activity Capture cannot be reported on by stand-
ard Salesforce reports.

For these reasons, we consider it inadvisable to configure EAC for head office users
where any franchisee has login access. Those organizations who plan to never allow
franchisee access to Salesforce still need to be mindful of the email discard timeframes
and consider whether this makes EAC suitable or unsuitable for use.

For those organizations who decide EAC is unsuitable, we do have a recommended
alternative.
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ﬂ Recommendation for Operations Management users

We recommend an alternative way of storing Office 365 or Gmail emails in
Salesforce. Salesforce offer an extension, available for

» Outlook in Office 365, and

»  Gmail when used with the Chrome browser

which provides manual control as to which emails are stored in Salesforce.

This recommendation has practical advantages of

» allowing users to choose which emails are captured

» storing the email directly within Salesforce and thus not subject to being dis-

carded

” being able to report on email stored within Salesforce

” allowing users to file emails against the records of their choice, including

and especially within Management Logs

For more information about the Salesforce extension, see topics on the Sales-
force extension within the Franchise Recruitment User Guide’s Customer
Communications chapter.

Considerations using EAC for Business Management

While Franchise Cloud Solutions recommend franchisees deploy the Salesforce exten-
sion to Office 365 or the Chrome Salesforce extension for GSuite, some organizations
may still prefer to deploy EAC for users on an EAC Business Management license. If this
is the case, the following considerations need to be borne in mind:

» EAC will capture against related Contacts and Accounts, but will not relate an email to
aJob

» EAC will store emails only against records that the user has access to, so there is no
problem if unrelated franchisees happen to have clients with similar or identical inform-
ation

» EAC-captured emails are transient, and will automatically disappear after six months
(free version) or 18 months (paid version)

» Franchisees can productively share their emails with everyone; if they choose to share
only with themselves or without groups, it may be possible that head office employees
won’t have visibility into those emails

If you're also using EAC for Recruitment or Operations Management, you also need to
be mindful of considerations for those applications.
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Considerations for EAC Event and Contact
Sync

EAC Event Sync is useful for ensuring Salesforce calendar entries also appear on your
desktop and mobile phone calendars.

Contact Sync is useful for ensuring incoming calls from clients are identified and
answered professionally when answering from a mobile phone.

Unlike EAC Email Sync, Event and Contact syncing creates standard Salesforce
records.

A If contact sync is set up bi-directionally:

» ensure the sync from Salesforce to the mobile is not going to exceed reas-

onable volumes

» ensure that the organization has the right to record contacts from the user’s

mobile phone (e.g. the phone is owned by the company).

It is good practice to ensure Event sync doesn’t copy data too far in the past.
Going too far in the past will create needless replication of data.

|‘;|y Recommendation

EAC Event and Contact sync can be quite useful even in organizations that
choose not to implement EAC Email Sync. In this case, ensure the con-
figuration has the Email Sync switched off while having the Event and Contact
Sync settings switched on.
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How to configure users for EAC Sync

Users who wish to sync via EAC require appropriate permissions.

To setup users for EAC
» Within Setup > Users, ensure each user has:
1. Permission Set Assignments to include Standard Einstein Activity Capture.

2. Permission Set License Assignments to include Standard Einstein Activity
Capture User.

"1

Now proceed to configure EAC Sync, See “How to configure EAC Sync” on
the next page.

To add users to an existing EAC Sync configuration
» Within Setup > Users, ensure each user has:
1. Permission Set Assignments to include Standard Einstein Activity Capture.

2. Permission Set License Assignments to include Standard Einstein Activity
Capture User.

» Within Einstein Activity Capture Settings (Setup > Einstein Activity Capture > Set-
tings), edit the Configuration.

1. In the General Settings tab, in the section named User and Profile Assignments,
ensure the user is Selected.

2. Press Save.

|‘j What to expect following configuration

An hour or so after configuration of users for EAC Sync, configured users will
be shown a banner at the top of their Salesforce page inviting them to switch

on Einstein Activity Capture. Each user must accept this invitation in order for
EAC Sync to be switched on for them.

Check status of a user’'s EAC Sync

To check whether or not a particular user has enable EAC Sync, check to see
whether you can find their user on the Setup > ... > Einstein Activity Capture
> User Status page.

CHAPTER 3 | How to configure users for EAC Sync 85



How to configure EAC Sync

Starter configuration instructions are provided here. For in-depth documentation refer to
Salesforce’s own documentation.

|‘j Before you begin

Ensure you have completed “How to configure users for EAC Sync” on the pre-
vious page prior to starting this procedure.

To configure Einstein Activity Capture for the first time

1.

In Setup, search for “activity” and select the Einstein — Einstein Sales — Einstein
Activity Capture — Settings link.

To initiate a connection, select the Add Contact and Event Sync button.

Choose whether you’re using Google G Suite, Microsoft Office 365, or Microsoft
Exchange.

. Choose whether you’re going to use User-Level Auth (which is what is assumed

throughout this manual) or Service Account (you’ll need to consult Salesforce doc-
umentation if you select this option).

9. Name the configuration.

Determine whether this configuration will sync any combination of Email, Events, or
Contacts.

A Considerations

Please take into account “Considerations for EAC Email Sync” on page 81
and “Considerations for EAC Event and Contact Sync” on page 84.

. Complete the wizard. Shift the intended EAC users from Available to Selected, then

finish the wizard.

ﬂ For more information

Refer to the Salesforce Einstein Activity Capture documentation.
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Understanding reports

A report provides a summary of your records filtered by specific criteria at a point in time.
Reports provide a great way to remain aware of the overall performance of your busi-
ness.

Franchise Recruitment ships with a range of reports tailored to finance.

To discover available reports

1. From the Salesforce menu, choose More, then choose Reports.

Q_  Search Salesforce 1 E] 9 -!‘ @

EEE Franchise Recruitm... Home  Chatter Leads v  Accounts v  Contacts v  Opportunities v  Contracts v  Campaigns v  Territories More v &

Dashboards
Quarterly Performance s 0f 12/03/2018 10446 PM | G4 Assistant ‘
N Reports

cLosep AUD 130,000  OPeN (>70%) AUD 130,000 GOAL -- ' N E Opportunity has overdue t

John Brown-

Activity Templates '

300K Training Courses
Opportunity has no open b
N E PP ity P

activities Calendar
30 days without any activit
> [ Jormramnt ooy x
200k Bob Smith-

30 days without any activity x
> B3 S s

100 30 days without any activi
> E y: y ty X
Phuong Neo:

Jan Feb Mar
= Closed ® Goal B Closed + Open (>70%)

E Al v Q_  Search Salesforce E] 9 -!- @
K4

EEE Finance Managem... Home Chatter Accounts s Contacts » Contracts v  Invoices vaorev

Payments

Assistant

Expenses
Management Logs
Files

Reports

Dashboards

Nothing needs you Check back

To see your opportunity-related data, contact your Salesforce admin.

Calendar

Tasks

Notes

Territories

The recent reports folder appears. If you have yet to use a report, this will be blank.
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2. To see the different types of reports, go to the All Folders folder.
Q_  Search Reports and more... EE] 9 ‘.- @

SEE Franchise Recruitm... Home  Chatter Leads v  Accounts v Contacts v  Opportunities v  Contracts \  Campaigns v Reports v More v K4

Reports
Recent New Report
13items

REPORTS REPORT NAME DESCRIPTION FOLDER LAST MODIFIED BY SUBSCRIBED

Recent
Created by Me
Private Reports
Public Reports
All Reports
FOLDERS
Created by Me
Shared with Me
FAVORITES

All Favorites

5 Al v Q,  Search Salesforce 9 ‘.- @

EEE Finance Managem... Home  Chatter  Accounts ~  Contacts

Contracts v Invoices v Reports v More v K4

Reports

Recent New Report New Report (Salesforce Classic) foR
Oitems

REPORTS
Recent
Created by Me
Private Reports
Public Reports

All Reports

FOLDERS

All Folders

Created by Me

Shared with Me

FAVORITES No items to display.
All Favorites After you view a report, it appears here.

There you will see each of the different categories of report that come with Franchise

Recruitment.
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3. Select any one of the report folders.

Q_ Search Reports and more... (% v] ?2 A \Qj
Franchise Recruitm... Home  Chatter Leads v  Accounts v  Contacts v Opportunities v Contracts v  Campaigns v Reports v  More w e
Reports
All Folders New Report
4 items - Sorted by Folder Name
REPORTS FOLDER NAME 1 CREATED BY LAST MODIFIED BY CREATED ON
Recent _
B Compliance Reports Integration User Integration User 25/09/2017 10:03 AM v
Created by Me N
M8 Franchise Operations Reports Integration User Integration User 25/09/2017 10:03 AM v
Private Reports
B Marketing Reports Integration User Integration User 25/09/2017 10:13 AM v
Public Reports
BB Sales Reports Integration User Integration User 25/09/2017 10:13 AM v
All Reports
FOLDERS
Created by Me
Shared with Me
All Folders
FAVORITES
All Favorites
Al v Q. Search Salesforce ? a @

Finance Managem_._ Home  Chatter  Accounts \,  Contacts v  Contracts v  Invoices v Reports v Morew v

Reports
All Folders New Report New Report (Salesforce Classic) foRd
2 items
REPORTS NAME v/ CREATED BY v CREATED ON Vv LAST MODIFIED BY v LAST MODIFIED DATE v
Recent M Finance Reponsm 14/03/2018, 9:45 am Integration User 14/03/2018, 9:45 am v

Created by Me M8 Head Office Reports Integration User 14/03/2018, 9:45 am Integration User 14/03/2018, 9:45 am v

Private Reports
Public Reports
All Reports
FOLDERS

All Folders
Created by Me
Shared with Me

FAVORITES

All Favorites
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Now you can see the reports within that folder.
Q. Search Reports and more... @3 ') ! @

Franchise Recruitm... Home  Chatter Leads v  Accounts v  Contacts v  Opportunites v  Contracts v  Campaigns v Reports v  More w Kd
Reports
All Folders > Sales Reports New Report

12 items - Sorted by Report Name

REPORTS REPORT NAME ¢ DESCRIPTION FOLDER LAST MODIFIED BY SUBSCRIBED
Recent

% Of Closed - Sold Opportun... Sales Reports Integration User . v
Created by Me

Franchise Sales by Sales Mana... Sales Reports Integration User v
Private Reports

Franchise Sales This FY Sales Reports Integration User . v
Public Reports

Opportunities by Owner & Sta... Sales Reports Integration User v
All Reports

Opportunities by State Sales Reports Integration User - v
FOLDERS o P .

Opportunity Pipeline Opportunity Pipeline Report Sales Reports Integration User v
Created by Me

Opportunity Pipeline Sales Reports REC Sales Manager o v
Shared with Me

Opportunties All Opportunties Sales Reports Integration User - v
All Folders

Reserved Territories Reserved Territories Sales Reports Integration User o v
FAVORITES

Territories For Resale Sales Reports Integration User . v
All Favorites

Territories With Buy Back Con... Sales Reports  Integration User - v

Territories With Buy Back Con... Sales Reports Integration User v

Al v Q,  Search Salesforce 9 .!. @

Finance Managem_._ Home  Chatter  Accounts »  Contacts v  Contracts v  Invoices \ Reports v Morew v

Reports
All Folders > Finance Reports New Report New Report (Salesforce Classic) [oR |
Sitems
REPORTS NAME v DESCRIPTION v FOLDER v CREATED BY v CREATED ON v SUBSCRIBED
Recent Payments by Month Finance Reports Integration User 14/03/2018, 9:45 ... v
Created by Me HO Ops Monthly Sa... Finance Reports Integration User 14/03/2018, 9:45 ... v
Expenses by Week Finance Reports Integration User 14/03/2018, 9:45 ... v
Private Reports
Expenses by Franchi... Finance Reports Integration User 14/03/2018, 9:45 ... v
Public Reports Invoice Status Report Finance Reports Integration User 29/08/2018, 11:03... v
All Reports
FOLDERS
All Folders

Created by Me

Shared with Me

FAVORITES

Al Favorites
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4. Open up some of the reports and look at them. You will begin to understand the range
of reports available to you. After you have browsed around for a while, the Recent
reports folder will contain all the reports you have opened and looked at recently.

Q_  Search Reports and more... *|~ 9 ‘c @

EEE Franchise Recruitm... Home  Chatter Leads v  Accounts v  Contacts v  Opportunities v  Contracts v  Campaigns v  Reports v More v K4
Reports
Recent New Report
13 items
REPORTS REPORT NAME DESCRIPTION FOLDER LAST MODIFIED BY SUBSCRIBED
Recent
Converted Leads by Month Marketing Reports Integration User o v
Created by Me
Compliance - 14 Days from ... Compliance Reports  Integration User v
Private Reports
Campaign ROI Analysis Rep... Marketing Reports Integration User o v
Public Reports
Lead Conversion Marketing Reports FCS Sys Admin - v
All Reports
Upcoming Renewals - Next ... Compliance Reports  Integration User v
FOLDERS
Upcoming Renewals - Next ... Compliance Reports  Integration User O v
Created by Me
Territories With Buy Back Co... Sales Reports Integration User (] v
Shared with Me
Territories For Resale Sales Reports Integration User v
All Folders
Reserved Territories Reserved Territories Sales Reports Integration User o v
FAVORITES
Opportunties All Opportunties Sales Reports Integration User - v
All Favorites
Opportunity Pipeline Opportunity Pipeline Report Sales Reports Integration User v
Opportunities by Owner &S5... Sales Reports Integration User o v
Opportunity Pipeline Sales Reports REC Sales Manager v

E Al v Q_  Search Salesforce 9 -!- @

EEE Finance Managem... Home Chatter Accounts »» Contacts v Contracts v Invoices v Reports v Morew v

Reports
Recent New Report New Report (Salesforce Classic) IR
9 items
i
REPORTS REPORT NAME v DESCRIPTION v FOLDER v CREATED BY v CREATED ON v SUBSCRIBED
Recent All Jobs by State & Source Head Office Reports Integration User 14/03/2018, 9:45...
Created by Me Jobs Historical Trends Head Office Reports Integration User 14/03/2018, 9:45 ...
Zero Job Offers By State Head Office Reports Integration User 14/03/2018, 9:45 ...
Private Reports
Active Territories by State Head Office Reports Integration User 14/03/2018, 9:45 ...
Public Reports Invoice Status Report Finance Reports Integration User 29/08/2018, 11:03...
All Reports Expenses by Franchise Finance Reports Integration User 14/03/2018, 9:45 ...
Expenses by Week Finance Reports Integration User 14/03/2018, 9:45 ...
FOLDERS
HO Ops Monthly Sales FYTD Finance Reports Integration User 14/03/2018, 9:45 ...
All Folders
Payments by Month Finance Reports Integration User 14/03/2018, 9:45 ...

Created by Me

Shared with Me

FAVORITES

All Favorites
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Standard reports

While you can always create your own reports, the reports that ship with Franchise
Recruitment are summarized below.

Marketing Reports

Campaign ROI
Analysis

Converted Leads
by Month

Expected Rev-
enue by Campaign

Expected Rev-
enue by Lead
Source

Lead Conversion

Lead Conversion
Ratio by Month

Leads by Cam-
paign

Leads by Source

Leads Over Time

Sales Reports

Return on investment by campaign

Detailed breakdown of leads, opportunity value and forecast close
date by month.

Detailed breakdown of opportunities by campaign.

Detailed breakdown of opportunities by lead source.

Leads converted vs unconverted

Leads converted vs unconverted by month

Lead name by campaign.

Lead name by lead source.

Lead interest and contact details by month.

% of Closed - Sold
Opportunities

Franchise Sales by
Sales Manager

Franchise Sales this
FY

Opportunities

Opportunities by
Owner and Stage

Listing of sold opportunities vs opportunities that are not yet
sold.

Detailed breakdown of opportunities by sales manager.

Probability of franchise sales forecast to close this financial
year.

Detailed breakdown of opportunities by status.

Detailed breakdown of opportunities by status and by owner.
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Opportunities by
State

Opportunity Pipeline
Reserved Territories
Territories for Resale

Territories with Buy
Back Conditions

DocusSign reports

Detailed breakdown of opportunities by status and by state.

Detailed breakdown of opportunities by status.
List of territories flagged as reserved with the quoted price.

List of territories flagged as being for resale.

List of territories flagged as having buy back conditions.

‘ ﬂ DocuSign is available for custom implementations only.

Average Days to
Complete

Average Days to
Complete by Sender

Average Hours to
Complete

Average Hours to
Complete by Sender

Average Minutes to
Complete

Average Minutes to
Complete by Sender

Envelope Events this
Month

Envelope Events this
Quarter

Envelope Events
YTD

Envelopes by
Sender this Month

94

The average days to completion of all DocuSign Envelopes
sent.

The average Days to completion of all DocuSign Envelopes by
Sender

The average hours to completion of all DocuSign Envelopes
sent.

The average number of minutes to completion and envelope by
sender.

The average minute to complete all envelopes sent.

The average number of minutes to complete and envelope by
sender.

Total envelope events this month.

Total envelope events this quarter.

Total envelope events this year to date.

Total envelopes sent this month by sender.
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Envelopes by

Sy s G Total envelopes sent this quarter by sender.

Envelopes by

Sender YTD Total envelopes sent this year to date by sender.

il | efglis EnUE Envelopes sent and not voided, deleted or completed.

opes
Ion :;Oglrg:ftﬁgxe;'z All envelopes sent and not completed, deleted or voided 72 or
HFc)>urs more hours ago.

Sl Gl 1) The percent of all envelopes sent that are complete by sender.

Sender
Top Closers Senders who have sent the most envelopes that are completed.
Top Senders Senders with the highest sent envelope counts.
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How to run a report

You run a report simply by opening it. Whenever you open a report, the report queries the
database for the latest records and displays them in the report.

To run a report on a regular schedule

1. From any Reports folder, click on the Show More button and choose Subscribe.
Q_  Search Reports and more... ') ; @]

Franchise Recruitm... Home Chatter Leads v Accounts v Contacts v  Opportunities v  Contracts v Campaigns v Reports v More v v
Reports
Recent New Report
13items 1
REPORTS REPORT NAME DESCRIPTION FOLDER LAST MODIFIED BY SUB
Recent
Opportunity Pipeline Opportunity Pipeline Report Sales Reports Integration User v

Created by Me
Converted Leads by Month Marketing Reports Integre’User Run

Private Reports

Compliance - 14 Days from ... Compliance Reports  Integration N Edit
Public Reports q
Campaign ROI Analysis Rep... Marketing Reports Integration User BUR=abe

All Reports Export
Lead Conversion Marketing Reports FCS Sys Admin (]
FOLDERS Favorite
Upcoming Renewals - Next ... Compliance Reports Integration User
Created by Me
Upcoming Renewals - Next ... Compliance Reports  Integration User - v
Shared with Me
Territories With Buy Back Co... Sales Reports Integration User O v
All Folders
Territories For Resale Sales Reports Integration User . v
FAVORITES
Reserved Territories Reserved Territories Sales Reports Integration User v
All Favorites
Opportunties All Opportunties Sales Reports Integration User - v
Opportunities by Owner &S... Sales Reports Integration User O v
Opportunity Pipeline Sales Reports REC Sales Manager v

The Edit Subscription dialog box appears.
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2. Setthe schedule as desired and press Save.

Edit Subscription

Schedule

Freguen:

Daily Weekly Monthly

THU  FRI | SAT I

Time (Australia/Sydney)
|| 12:00Am M |

After subscribing, you'll receive refreshed report results by email.

Cancel

The report is now listed as being subscribed.
Q. Search Reports and more... @3 ’) a @/‘

Franchise Recruitm... Home  Chatter Leads v  Accounts v  Contacts v  Opportunites v  Contracts \  Campaigns v Reports v More v K4
Reports
Recent New Report
13 items
REPORTS REPORT NAME DESCRIPTION FOLDER LAST MODIFIED BY SUBSCRIBED
Recent N T .
Opportunity Pipeline Opportunity Pipeline Report Sales Reports Integration User v
Created by Me
Opportunties All Opportunties Sales Reports Integration User o v
Private Reports
Converted Leads by Month Marketing Reports Integration User v
Public Reports
Compliance - 14 Days from ... Compliance Reports  Integration User B v
All Reports
Campaign ROI Analysis Rep... Marketing Reports Integration User () v
FOLDERS
Lead Conversion Marketing Reports FCS Sys Admin . v
Created by Me
Upcoming Renewals - Next ... Compliance Reports  Integration User - v
Shared with Me
Upcoming Renewals - Next ... Compliance Reports  Integration User - v
All Folders
Territories With Buy Back Co... Sales Reports Integration User - v
FAVORITES
Territories For Resale Sales Reports Integration User v
All Favorites
Reserved Territories Reserved Territories Sales Reports Integration User - v
Opportunities by Owner &S5... Sales Reports Integration User . v
Opportunity Pipeline Sales Reports REC Sales Manager v
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How to export a report

You can export the results of a report to Excel or a comma delimited format.

To export report results

1. From any report, press the Show more button then choose Export.

Q_ Search Reports and more...

Franchise Recruitm... Home  Chatter Leads v  Accounts v  Contacts v Opportunities v Contracts v  Campaigns v v  More v Kd
REPORT
El Opportunity Pipeline ¢ Y ¢ = it v
Save As
Total Records
40 ’ Subscribe
Export
STATE OF AMOUNT ¢ PROBABILITY CREATED A

STAGE 1 OPPORTUNITY NAME INTEREST Sum (%) AGE DATE OPPORTUNITY OWNER NAME

One on One Meeting = Mr. James Warner- - - 30% 51 29/01/2018 REC Sales Manager James Warner

2= Mr. Alexander Ivanov- - - 30% 1 20/03/2018 REC Sales Manager Alexander Ivanov
Mr. John Smith- - - 30% 125 16/11/2017 REC Sales Manager John Smith
Mr. Andrew Jones- - - 30% 131 10/11/2017  REC Sales Manager Andrew Jones
Mubbashir Ali- - - 30% 131 10/11/2017 REC Sales Manager Mubbashir Ali
billy testt- - - 30% 131 10/11/2017 REC Sales Manager billy testt
Mr. Brian White- - - 30% 131 10/11/2017 REC Sales Manager Brian White
Mike Medves- NSW - 30% 147 25/10/2017 REC Sales Manager Mike Medves
Steve Llewellyn- - - 30% 131 10/11/2017 REC Sales Manager Steve Liewellyn
Tim Smith- - $0.00 30% 118 23/11/2017 REC Sales Manager Tim Smith
Jonathan Brown - Silver Territory NSW $100,000.00 30% 162 10/10/2017 REC Sales Manager Jonathan McJohns
John Smith- NSW $120,000.00 30% 131 10/11/2017 REC Sales Manager John Smith

Al v Q. Search Salesforce

e W)

Finance Managem,_, Home  Chatter  Accounts »  Contacts v  Contracts v Invoices ~  Invoice Runs Reports More v V4

REPORT
m Invoice Status Report Switch to Enhanced Run Page (Beta) Y ¢ = i v
| 1
Edit (Salesforce Classic)
Total Records ~ Total Amount IncTax ~ Total Amount Paid Total Amount Owing  Total Amount Credited
7 AUD 9,127.20 AUD 4,230.00  AUD 4,891.00 AUD 6.20 Save As
SYNC  INVOICE: AMOUNT  HAS BEEN Export
STATUS  INVOICE ACCOUNT JOB INVOICE AMOUNT INC AMOUNT AMOUNT CREDITED EMAILED? STATUS
NUMBER DATE DUEDATE  TAX PAID OWING Add to Dashboard

g INV-00003 FCS - 15/10/2018 31/10/2018  AUD 425.00 AUDO0.00 AUD425.00 AUDO0.00 Open Open in Quip
Ringwood

2 INV-00004 FCS - 15/10/2018 31/10/2018 AUD 1,001.00 AUD0.00 AUD1,001.00 AUDO0.00 Open
Ringwood

2 INV-00005 FCS - 15/10/2018 31/10/2018 AUD 1,002.00 AUD0.00 AUD1,002.00 AUDO0.00 Open
Ringwood
East

2 INV-00014 FCS - 30/10/2018 30/10/2018 AUD 350.00 AUD 0.00 AUD 350.00 AUDO0.00 x Open
Ringwood

2 INV-00009 FCS - 8/10/2018 8/10/2018 AUD363.00 AUD200.00 AUD163.00 AUDO0.00 x Open
Ringwood

Z INV-00010 FCs - 8/10/2018  8/10/2018 AUD 4,950.00 AUD 3,000.00 AUD 1,950.00 AUDO0.00 x Open
Ringwood

2 INV-00013 FCS - 2/10/2018 9/10/2018 AUD 1,036.20 AUD 1,030.00 AUDO0.00 AUD6.20 x Open
Ringwood

Grand AUD 9,127.20 AUD 4,230.00 AUD 4,891.00 AUD 6.20 3

Total

(7

records)

The Export dialog box appears.
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2. Choose between a Formatted Report and a Details Only report.

Export
Export View
Formatted Report Details Only
Export the report as it Export only the detail rows.
appears in Salesforce, Use this to do further
including the report header, calculations or for
groupings, and filter details. uploading to other systems.
Format
Excel Format .xlsx v

A Formatted Report will appear similar to what you see on-screen and is useful for

printing or pasting into emails and reports. A Details Only report is preferable for per-
forming further calculations.

3. If you choose Details Only, choose the format you need (Excel format .x1sor
Comma Delimited .csv)then press Export.

Export
Export View
Formatted Report Details Only
Export the report as it Export only the detail rows.
appears in Salesforce, Use this to do further
including the report header, calculations or for
groupings, and filter details. uploading to other systems.
Format

Encoding

Excel Format .xlIs v 1S0-8859-1 (General US & Western Europ#

You will find the exported data in your browser’s Downloads folder.
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How to print a report

To print a report

1. Export the report. See “How to export a report” on page 98.

2. Printitusing Excel.

Or,

1. Subscribe to the report, so that it is delivered to your email inbox. See “How to run a
report” on page 96.

2. Printthe PDF.
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Product Documentation

Congratulations for starting along the pathway to accelerate your operations using
Franchise Cloud Solutions products. As we move through the implementation journey,
you’re likely to have questions and need support along the way.

The first port of call should always be our comprehensive video tutorials and user guides.
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Knowledge Base

Franchise Cloud Solutions maintains a Knowledge Base covering
» Release Notes

» Tips & Tricks

» Configuration instructions

» Error messages

Customers can access the Knowledge Base at any time.
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Contacting Customer Support

Customers can access our customer support team between the hours of 8:30 am and
5:30 pm Monday through Friday. Your project manager will add key personnel to our Ser-
vice Desk to allow them to raise issues and request assistance.

0_ Customers can also reach our support team by sending email to

» service@franchisecloudsolutions.com

Raising Service Requests

When you log into the Service Desk, you're shown a list of the types of service requests
you can raise with us. We ask you to choose the most appropriate request type so that
we can help you most effectively.

Service Desk / Franchise Cloud Solutions

Franchise Cloud Solutions

Welcome to Franchise Cloud Solution’s Service Desk. Raise any request with us by choosing
an option below.

What can we help you with?

‘ Howdol...
Help using our products.

x Technical support
Help installing, configuring, or troubleshooting.

= Reportabug
?:'S Tell us the problems you're experiencing.

& . Suggest improvement
? See a place where we can do better? We're all ears.

e Suggest a new feature
Let us know your idea for a new feature.

- Licensing and billing questions
Choose this if you have questions about licensing or billing.

‘/) Other questions
Don't see what you're looking for? Select this option and we'll help you out.

From this menu, select the type of request you’re wanting to raise. Each type of service
request is explained below.

We provide comprehensive videos and user guides for all our
products. These materials cover all standard and basic procedures.
However, there will still be a range of things it doesn’t cover, such as
site-specific customizations and advanced uses. For these types of
requests, we encourage you to ask our support specialists how to do
something.

How do |...
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If you are the site administrator and need help configuring the
product, we encourage you to reach out to us for assistance with tech-
nical support.

Technical sup-
port...

If you see behavior that you believe contradicts the documentation or
Reporta bug.. performs in a manner against your expectations, feel free to report a
bug.

Suggest an When there is an existing piece of functionality that you believe could
improvement..  be improved, feel free to suggest it here.

When you would like to the system be extended to cover a new area
of functionality, we’re keen to receive your input. (We can’t always
promise that we implement every feature request promptly but we do
regularly review customer feature requests and prioritize them based
on business need.)

Suggest a new
feature...

Licensing and For questions related to licensing and billing, please complete this
billing questions type as our licensing specialists can deal with it.

For any questions not falling into one of the above-listed categories,

Otherquestions: ¢ ) £o0 to use this request type.

How to Suggest Improvements or Features

We’re always keen to better understand how you work and what your needs are. When
you request a new feature, we’re always keen to understand how you do business today.

We would like to know:

1. Your current business process. What do you do? What are you business rules?
2. How your team members achieve the task today.
3. How you reckon the task could best be achieved in our software.

O Most people only tell us #3.

We’re always more able to help you if you give us all three pieces of inform-
ation.

How to Report a Bug

Franchise Cloud Solutions implementations come with a suite of test cases to assist you
with UAT. Each UAT case provides a set of steps that you should be able to follow to
completion.

ﬂ If a test fails, then congratulations!, you have just found a bug!
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There may be several different reasons for bugs. It might be:
» abrowser bug
» a problem with our code

» an issue with test data or templates

» a documentation bug
» an issue with the test suite

» or, perhaps, something else entirely.

Whatever the case may be, reporting it well and in a timely fashion will help us resolve
the issue as soon as possible.

What is a useful bug report?

When you do find bugs that need fixing, we're keen to get them resolved as soon as pos-
sible. What really helps with this is getting all the information we need to identify the
issue.

Q__' Some of this depends on getting high quality information from you.
Here’s how you can help us help you!

Within our Help Desk, you can see all the service requests that your organization has
filed. We’d appreciate it if you’d check that your bug hasn’t already been raised.

When you log a bug, please remember to describe only a single bug in a service request.
Feel free to raise as many issues as you need!

Here are some tips on writing a good bug report.

How to write a good bug report

Write a Summary that outlines the bug as best you can describe it.

Within the Detail section, we need the following information

What happened? What concrete things did you observe?

Steps to replicate? List each page, field, data value and button pressed to replicate.
What you expected the system to do (if there was no error).

The error that you observed.

Your browser and operating system.

L o

Include a screen shot of the issue. Make sure the screen shot includes the entire win-
dow.
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Optionally, we would invite you to also characterize the Business Impact according to
this scale.

1. Who is affected (franchisees/who in head office)? What proportion of franchisees?

2. Visibility? Estimate of how many times per month (per franchisee/affected party) this
issue will be encountered.

3. Blocks? Does this block a process? What process is blocked?
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Example Bug Report (minimal)
Summary

Franchisee does not have permission to create a new job from a customer's Accounts

page.
Description

Cannot create new job from a customer's Account page.

To replicate:

1. Log into Business Management as a franchisee.

2. Go to the Accounts tab and select an account.

3. Click the Create New Job button.
EXPECT: A new job to be created.

ACTUAL: Error dialog "Create New Job" displays with the message "You can't perform

this action on this page."

Al w = Q Search Accounts and more... E'E ?2 A @
3:%  Business Managem... Home Chatter Accounts v Jobs v JobOffers v JobSchedule Invoices ~ Payments v *JobPlanmning v X Morew yl
Person Account
'Y Mrs. Janet Baker + Follow  Edit  Dek Create New Job
Title Phone(2) v Email Account Owner
0 Ringwood Franchis... £ 1
DETAILS RELATED ACTIVITY CHATTER
Account Name Account Owner
Mrs. Janet Baker Ringwood Franchisee
0 Log a Call Email
Title Franchise ©
FCS Ringwood East
Mobile Email Create new...
0404 080 300
Home Phone Phone - .
Filters: All time - All activities - All types 'Y
— Create New Job Refresh Expand All
Ps

v Address Information

Billing Address

v Invoice Summary Information

Tax Exempt © Has Overdue Balance ©
Total Invoice Amount @ Overdue Balance
AUD 9,962.70

Amount Paid @ Debtors 0-15 days
AUD 150.00

Amount Outstanding @ Debtors 16-30 days
AUD9,612.70

Credit Balance @ Debtors 31-45 days
AUD 51.00

Balance Payable @ Debtors 46+ days
AUD 9,561.70

Accounts Receivable Notes @

Environment
Sandbox.

Google Chrome.
Desktop (Windows 10).

108

teps. To get things moving, add a task or set up a meeting.
ivities

Cancel m activity. Past meetings and tasks marked as done show up
here.

i1 Activity Lists Add List

NAME COMPLETED TASKS

NUMBER OF TASKS
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Example Bug Report (technical details)

Summary

Accounts with Financial Integration throw component error on page load
Description

In a Franchise Account already connected to Xero (e.g. HAH Prod: Ringwood East), click-
ing onto the Account Details screen causes the Account Code Mapping Setup dialog to
appear. When it appears, it throws A Component Error exception.

Component error throws in both Chrome and Safari.
I'm logged into Golden UAT as system administrator.
To replicate

1. Go to the Accounts screen.

2. Choose the FCS Ringwood East account.
EXPECT: FCS Ringwood East account displays.

ACTUAL: FCS Ringwood East account displays, loads Account Code Mapping Setup
dialog, and immediately throws Component Error.

@ A Component Error has occurred!

Message

Uncaught threw an error in 'li ing:dualListbox’ [Cannot read property ‘filter' of
undefined]
Component Descriptor

markup://lightning:dualListbox

File Name Function

lightning/dualListbox js HoalidateSelection

Column

17398

Error details
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Uncaught afterRender threw an error in 'lightning:duallistbox' [Cannot
read property 'filter' of undefined]

Message
markup://lightning:duallistbox
Component Descriptor

https://fcsopsgoldenut-dev-ed. -
lightning. force.com/components/lightning/duallistbox.js

Function
H.validateSelection
Stack Trace

H.validateSelection () @https://fcsopsgoldenut-dev-ed. -
lightning.force.com/components/lightning/duallistbox.js:2:17398

H.get validity () @https://fcsopsgoldenut-dev-ed. -
lightning.force.com/components/lightning/duallistbox.js:2:9567

Environment

Production

Google Chrome OR Safari (BUT NOT Firefox).
MacOS 10.13.
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Example Bug Report (medium complexity replication)
Headline

Events on job calendar are clickable only once per instantiation.
Description

You can only cause the Event dialog to appear on an event in the calendar ONCE per
instance. After you've used up your one click, you have to reload the calendar in order to
cause the Event dialog to re-appear.

To replicate:

1. Open calendar.

2. Click on an event. The Event dialog box appears.
3. Click the Cancel button.

4. Click again on the same event.

EXPECT: Event dialog to re-appear.

ACTUAL: Event object is not clickable (does not show clickable mouse pointer; clicking
on it elicits no response).

Further:

5. Click on another event. The Event dialog box appears. (So, it's only the event that was
clicked that has become unclickable; not all events on calendar.)

6. Click Cancel.

7. Click again on the same event.

EXPECT 1: Event dialog to re-appear.
EXPECT 2: Event object unclickable.
ACTUAL: Event object is not clickable.
Environment

Safari & Chrome

Mac OS 10.12

Business Impact

» Who affected: All franchisees, Users of Job Calendar.
» Visibility: 40 times per month per franchisee.
» Block: None.
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Granting Account Login Access

Sometimes, in working with you on a service request, our customer support team may
need access to your environment. Here is how to provide the access to our customer sup-
port team.

To provide our customer support team access to your system

1. Select your account Settings.

YR M a sensieoce 1__m.=.a.»(°)

i1 Business Manage... Home Chatter Accounts v Jobs \ JobOffers v/ JobSchedule Invoices \,  Payments \/  CustomerFeedback v Contacts \/  Material Price Lists v Files v  Rep Loryn Jenkins

nfctrial01-dev-ed. mysalesforce.com i
t

Quarterly Performance Settings  Log Ou

Asoro2/o3208 121057 ¢ Assistant

g
' | DrspLay DEN:
Nothing needs your
ompact
oPTIONS
Switch to Salesforce Classic @
/ Add Username

Closed  ® Goal W Closed + Open (>70%)

closep AUD 80,000 0peN (-70%) AUD 80,000  GoaL - ¢

Today's Events Today's Tasks =

Looks ke you're free and clear the rest of the day.

View Calendar View All

2. Select the Grant Account Login Access page. Then select an appropriate Access
Duration from the Franchise Cloud Solutions Support user.

i1 BusinessManage..  Home Chater Accowts v Jobs v lobOfers v obSchedule Imoices v Paymens v Customerfeedback v Contacts v MateralPricelsts v Fles v Reports v Dashboads v More ’

Q. Quick Find a Grant Account Login Access

Grant Account Login Access Halpfor s Page @

Change My Password

Connections
| cntaccountLoginaccess
Language & Time Zon
Login History
Personal Information
Security Central
> Display & Layout

> Email

> Chatter
> Calendar & Reminders
> Desktop Add-Ons

> Import
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3. Press Save. Our support team will be able to access the system during the period of
time you have granted.

@y v G Searchsolestorce Ppe? e @

i1 Business Manage... Home Chatter Accounts ~ Jobs v JobOffers / JobSchedule Invoices v  Payments CustomerFeedback v Contacts v/ MaterialPricelists  Files v Reports \v Dashboards v Morev. ’

Q Quick Find B Grant Account Login Access

My Personal Information

Advanced User Details

Grant Account Login Access Hap for tis Page @
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