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Preface

As users of the Internet, we're all familiar with the fascinating, innovative, creative, and sometimes
silly ways in which it has changed how we work and how we play. Much of that excitement
comes from the fact that how we now create and share content is as different from the "traditional"
publishing models as how we now consume it. From websites to wikis to blogs, and more, it’s
exciting to watch the innovations taking place that are changing how we communicate and
collaborate.

While these changes have certainly impacted how we work with content, a similar set of
Internet-driven ideas and technologies is changing how we build and work with business
applications. While yesterday's business applications required thousands, if not millions, of
dollars and sometimes years of professional services help to set up and customize, the technologies
offered by the Internet today make it much easier to create, configure, and use business
applications of all kinds. Indeed, the power of the Internet has given us the ability to solve new
kinds of business problems that, because of complexity or cost, had previously remained out of
reach.

Just as the changes that moved publishing technology from paper to bits made it possible for us
to have information about anything in the whole world right at our fingertips, the changes in
application technology make it similarly possible to imagine a robust, enterprise-class application
for almost any business need. Sound pretty good? Then you're probably wondering: "What's
the catch? What's the magic that makes this possible?"

Welcome to On-Demand Computing

These new ways of building and running applications are enabled by the world of on-demand
computing, where you access applications, or apps, over the Internet as utilities, rather than as
pieces of software running on your desktop or in the server room. This model is already quite
common for consumer apps like email and photo sharing, and for certain business applications,
like customer relationship management (CRM).
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Because almost all apps these days are delivered via a Web browser, it's increasingly hard to
tell which applications are "traditional software," and which are being run on demand. As with
the Internet, on-demand applications have grown so ubiquitous that almost every business
user interacts with at least one, whether it's an email service, a Web conferencing application,
or a sales system.

On-Demand Platforms

A new twist, the on-demand platform, is making the delivery of application functionality even
more interesting. Increasingly, on-demand applications are starting to look less like websites
and more like platforms, meaning they are starting to sprout Application Programming
Interfaces (APIs), code libraries, and even programming models. Collectively, these new kinds
of development technologies can be thought of as on-demand platforms.

Similar to traditional platforms, on-demand platforms provide tools that allow developers to
leverage existing functionality to create something new. However, because on-demand platform
tools are accessed freely over the Internet rather than through an operating system or package
that was installed on a local machine, developers don't need to worry about the logistics of
putting together an executable that will be installed on a user's machine. Anyone with a Web
browser can access it!

The possibilities presented by this new type of platform have emerged quickly, spurred on by
the popularity of mash-ups—a website or application that combines tools from multiple
on-demand platforms to create new functionality. Some of the on-demand platform tools used
in today's mash-ups include innovations like Google's search API, which allows developers to
use the power of that search engine in their applications, eBay's APIs for auctions and listings,
or Amazon.com's system for creating entirely new storefronts. For example, almost any real
estate website or application these days uses Google or Yahoo! maps under the hood, illustrating
how these new APIs are now commonly running alongside the more traditional database, app
server, or operating system platforms.

The Programmable Web

The new ways you can plug into websites are exciting and essential, but they're really just pieces
of the much larger picture of on-demand platforms, or what people are now calling the
programmable Web. Not only can you reuse or mash up on-demand platform tools in new and
interesting ways, but these tools themselves are becoming customizable and programmable.
In a way, this is the database analogue to My Yahoo’s content model—just as you can easily
configure a page to display only the headlines or feeds that you find most interesting, so you
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can now modify the structure and behavior of an on-demand business application, or create a
new one, using just a browser.

About This Book

This book introduces you to Force.com, salesforce.com's on-demand platform for building
and running business applications that represents one of the most interesting aspects of the

programmable Web today.

To illustrate the technologies available on the Force.com platform, and to show you just how
easy it is to create your own business application with the platform, this book walks you through
the process of creating a new on-demand application for a recruiting department. To follow
along you won't need to learn any programming languages or hack your way through cryptic
configuration documents—instead, you'll just need to point-and-click your way through the
Salesforce Web interface, following the easy step-by-step instructions in the book.

= Note: An online version of this book is available on the Apex Developer Network
website at wiki.apexdevnet.com/index.php/Creating_On-Demand_Apps.

Intended Audience

This book focuses primarily on the native capabilities of the Force.com platform and can be
easily understood by anyone from a business user to a professional developer. To get the most
out of the book, you should be familiar with the salesforce.com CRM application, and have a
general idea of basic database concepts such as tables and fields.

In the final chapter, the book introduces the power of composite apps—that is, Force.com
platform apps that leverage services from other websites. To fully understand that chapter, you
should be familiar with HTML and JavaScript. However, even if you're not an experienced
developer, you can still follow along to gain a deeper understanding of what can be done with
Force.com.

Chapter Contents

If you're already familiar with the Force.com platform, you can skip around to the chapters in
which you're most interested:

*  Chapter 1: Introducing the Force.com Platform on page 7


http://wiki.apexdevnet.com/index.php/Creating_On-Demand_Apps
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Learn about the technologies behind Force.com, including the AppExchange directory.

*  Chapter 2: About the Sample Recruiting App on page 15

Learn about the recruiting application that we'll be building in this book and the fictitious
company for whom we'll be building it.

*  Chapter 3: Reviewing Database Concepts on page 23

Review database concepts such as tables, records, fields, keys, and relationships.
*  Chapter 4: Building a Simple App on page 31
Create the first custom object in our recruiting app, and add several basic fields.

*  Chapter 5: Enhancing the Simple App with Advanced Fields and Page Layouts on page 55

Add picklists, dependent picklists, and formula fields to the custom object, and then edit
the layout of the object's detail page.

s Chapter 6: Expanding the Simple App Using Relationships on page 81

Add three more custom objects to our recruiting app, and associate them with one another
using lookup and many-to-many relationships.

*  Chapter 7: Securing and Sharing Data on page 109

Set up rules for who can read, create, edit, and delete records in the app.

*  Chapter 8: Using Custom Workflow and Approval Processes on page 153

Define workflow rules and approval processes that assign tasks, update fields, and send
emails when certain criteria are met.

*  Chapter 9: Analyzing Data with Reports and Dashboards on page 193

Create custom reports, charts, and dashboards that give users a bird's-eye view of recruiting
data.

s Chapter 10: Moving Beyond Native Apps on page 225

Learn about the Force.com Web Services API and how it can be used with s-controls to
create a mash-up of the platform with Yahoo! maps.

*  Chapter 11: Learning More on page 243

Find out where you can get more information about developing on the platform.
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*  Glossary on page 249

Look up the definition of any term you find unfamiliar.

=  Note: This book contains lots of screenshots. Because Force.com is a rapidly developing
platform, the screenshots might vary slightly from what you see on the screen, but
don't worry! These differences should be minor and won't affect your understanding
of the system.

Signing Up for a Developer Edition Account

To follow along with the exercises in this book, go to the Apex Developer Network at
www.salesforce.com/developer/ and click Join Now. You'll get a free, fully-functional Developer
Edition account, and you'll also become part of the growing community of Force.com developers
around the world.

Sending Feedback

Questions or comments about anything you see in this book? Suggestions for topics that you'd
like to see covered in future versions? Go to the Apex Developer Network discussion boards
at community.salesforce.com/sforce?category.id=developers and let us know what you think!
Or email us directly at adn@salesforce.com.

About the Apex Developer Network

The Apex Developer Network (ADN) at www.salesforce.com/developer/ is a community of
developers who customize and build on-demand applications with the platform. ADN members
have access to a full range of resources, including sample code, toolkits, an online developer
community, and the test environments necessary for building apps. The ADN website includes
an online version of this book (written by ADN staff members) and has information about the
ADN@Dreamforce event that we hold every year for Force.com developers. If you need more
info, have a question to ask, are seeking a toolkit or sample, or just want to dig a little deeper
into Force.com development, ADN is where it all comes together.

To find out more about the resources available on the ADN website, see The Apex Developer
Network on page 244.


http://www.salesforce.com/developer
http://community.salesforce.com/sforce?category.id=developers
mailto:adn@salesforce.com
http://www.salesforce.com/developer




Chapter 1

Introducing the Force.com Platform

In this chapter ...

*  The Basics of an App
*  The Benefits of a
Force.com App

*  The Technologies Behind
a Force.com App

Force.com is an on-demand platform offered by
salesforce.com that makes building, sharing, and running
business applications simpler and more powerful than has
previously been possible.

To best understand the kinds of business apps you can build
with the platform, we'll first briefly examine the basic

components of the most popular application for the platform,
salesforce.com's sales automation app, Salesforce SFA. We'll
then highlight some of the key technologies that differentiate

Force.com from other platforms you may have already used.



Chapter 1: Introducing the Force.com Platform

The Basics of an App

If you haven't used Salesforce before, you'll find it worthwhile to spend a bit of time clicking
around the basic Salesforce SFA app included with every Salesforce edition. For example, try
using the Developer Edition account you should have already signed up for to create a contact
or account. The interface for these tasks has a lot in common with the interface of whatever

app you're planning to build.

w»  Note: Haven't signed up for a Developer Edition account yet? Go to the ADN website

at www.salesforce.com/developer/ and click Join Now!.

Tabs

As you can see when you start clicking around, there are a few key elements that form the
foundation of the Sales Automation app and of most applications created with the platform.
First, across the top of the app is a set of zabs that segment the app into different parts. Each
tab corresponds to a type of object, such as an account or contact, and within a tab you can
perform actions on particular records of that tab's type. For example, when you click on the
Accounts tab, you can create a new record for the "Acme" account. You can also edit existing
accounts, or filter lists of accounts by certain criteria. Most app development work revolves
around creating tabs and defining the data and behaviors that support them.

Forms

A second key element is the form that is displayed as part of a tab. As in any business app,
forms are the primary means of entering and viewing information in the system. Forms allow
you to view and edit the data associated with a particular record on a tab, like the contact
"Jerome Garcia" on the Contacts tab. When developing a new app you can define what
information appears in each form, and how it is organized. For example, the form for a contact
record includes fields such as Last Name, Home Phone,Mailing City,Title,Birthdate,
Reports To,and Account.InaForce.com app, the form used to enter information is referred
to as an edit page and the read-only view of that information is referred to as a dezail page.

Links

Finally, because Force.com apps are delivered via a Web browser, they use /inks to provide
navigation to related data. For example, on an account detail page, there are links to related
records, such as the contacts who belong to the account and the sales user who manages the
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account. Other links take you to recently visited records and to areas of the app where users
can set personal preferences. These links provide navigation both within an app and out into
the Web.
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Figure 1: Force.com Apps Include Tabs, Detail Pages, and Links

The Benefits of a Force.com App

To better understand what the platform is best suited for, let's look beyond the core elements
of tabs, forms, and links, and into the types of applications they enable. Two huge benefits
start to come into focus when you look across Force.com apps in general: they're both
data-centric and collaborative.

Data-Centric Apps

Because the platform is centered around a database, it allows you to write apps that are
data-centric. A data-centric app is an application that is based on structured, consistent
information such as you might find in a database or an XML file. We can find these data-centric
apps everywhere, in small desktop databases like Microsoft Access or FileMaker, all the way
to the huge systems running on database management systems like Oracle or MySQL. Unlike
applications that are built around unstructured data, like plain text documents or HTML files,
data-centric apps make it easy to control, access, and manage data.

For example, consider an exercise such as trying to determine the total sales for a month from
a set of Microsoft Word-based contracts versus a set of contracts in a simple database. Whereas
it takes a lot of effort to open each Word document, find the contract total, and then add them
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all together, if this data is stored in the database of a data-centric app, we can more efficiently
get the same result by issuing a single query.

While a normal person usually doesn't need a data-centric application to keep track of anything
other than contacts, photos, or possibly music, companies of all sizes constantly need to query
and aggregate their large amounts of data to make fast business decisions. As a result, the
data-centric nature of Force.com makes it the perfect platform to build and host business
applications.

Collaborative Apps

Because the platform can be accessed by multiple users at the same time, it also allows you to
write apps that are co/laborative. A collaborative app is an application with data and services
that are shared by multiple users in different locations. Unlike more traditional forms of software
that are installed on a single machine and are hard to access from a distance, collaborative apps
on the platform can be accessed from anywhere in the world with only a Web browser. This
makes it easy for teams to work together on activities like selling a product, managing a project,
or hiring an employee.

In addition to easy access over a Web browser, a number of built-in platform features also
facilitate productive group collaboration:

*  The platform's security and sharing model allows you to finely control a user's access to
different data

*  Workflow rules allow you to automatically assign tasks, update data, or send email alerts
when certain business events occur, such as the creation of a new record or a change in the
value of a record field

*  Approval processes allow you to set up a sequence of steps necessary for a record to be
approved, including who must approve it at each step

Collectively, these features provide a framework for sharing apps across groups, divisions, and
entire corporations without relinquishing administrative control over sensitive data.

The Technologies Behind a Force.com App

Now that we've talked about the kinds of apps the platform can build, let's review some of the
technologies behind the platform itself. These technologies have a big impact on what the
platform supports, and what it's like to develop on it.

10
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Table 1: Key Technologies Behind the Platform

Multitenant An application model in which all users and apps share a single,
architecture common infrastructure and code base
Metadata-driven An app development model that allows apps to be defined as

development model  declarative "blueprints,” with no code required. Data models, objects,
forms, workflows, and more are defined by metadata.

Force.com Web An application programming interface that defines a Web service that
Services API provides direct access to all data stored in Force.com from virtually
any programming language and platform

AppExchange A Web directory where hundreds of AppExchange apps are available

directory to Salesforce customers to review, demo, comment upon, and/or
install. Developers can submit their apps for listing on the
AppExchange directory if they want to share them with the
community.

A Multitenant Architecture

The platform's multitenant architecture means that all users share the same physical instance
and version of any application that runs on it. In contrast to their single-tenant counterparts,
such as client-server enterprise applications or email servers, multitenant applications are
designed so that any upgrades to the platform or the apps it supports happen automatically for
all users at once. Consequently, no one has to worry about buying and maintaining their own
physical stack of hardware and software, or making sure that their applications always have
the latest patch installed.

Besides the Force.com platform, several popular, consumer-based applications also use a
multitenant architecture, including eBay, My Yahoo!, and Google Mail. Multitenant architecture
allows these applications to be low cost, quick to deploy, and open to rapid innovation—exactly
the qualities for which salesforce.com has also become known.

11
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Figure 2: On-Demand, Multitenant Applications

The platform's multitenant architecture also impacts how developers use the platform to create
new applications. Specifically, it defines a clear boundary between the platform and the
applications that run on it. A boundary is important because it allows applications to define
their own components without jeopardizing the functionality of the core platform or the data
stored by other users.

A Metadata-Driven Development Model

Force.com also uses a metadata-driven development model to help app developers become more
productive in putting together basic apps. It means that the basic functionality of an app—that
is, the tabs, forms, and links—are defined as metadata in a database rather than being
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hard-coded in a programming language. When a user accesses an app through the Force.com
platform, it renders the app's metadata into the interface the user experiences.

As a result of metadata-driven development, Force.com app developers work at a much higher
level of abstraction than if they developed applications using Java or C#, and are shielded from
having to worry about low-level system details that the platform handles automatically. At the
same time, Force.com developers can also leverage advanced features that the platform provides

by default.

Although at first glance metadata-driven development may seem somewhat esoteric, it's exactly
the same model for how Web browsers work. Instead of hard coding the definition of a Web
page in a free-form programming language, a Web page author first defines the page as HTML,
which is itself a kind of metadata. When the page is requested by a user, the Web browser
renders the page using the metadata provided in the HTML tags. Even though the
HTML/browser combination does not allow authors as much formatting power as they might
get in a regular publishing tool, it simplifies the work of publishing content to a wide audience
and increases the Web page author's overall productivity.

Likewise, even though Force.com also does not allow app developers as much power as they
might get from free-form coding in Java or .NET, it vastly simplifies the work of building an
app and increases a developer's overall productivity. And, like Web pages that use JavaScript
or Flash to add functionality to HTML pages, Force.com also provides ways for more advanced
developers to add third-party functionality to native platform apps—something we'll talk about
next.

The Force.com Web Services API

The platform's metadata-driven development model allows app developers to quickly build a
lot of native functionality—that is, functionality that's understood by the platform and that
can be defined in metadata. However, sometimes app developers need an app to do something
that isn't available natively on the platform. They want to go beyond the metadata model and
use traditional programming to create behaviors that fall outside of the platform's constraints.
To do this, they can use the Force.com Web Services API.

The API provides a straightforward, powerful, and open way to programmatically access the
data and capabilities of any app running on the platform. It allows programmers to access and
manipulate apps from any server location, using any programming language that supports Web
services, like Java, PHP, C#, or NET. Because Web services are—not surprisingly—based on
Web standards, they're well suited to traverse firewalls and leverage the rest of the Internet
infrastructure already in place.

13
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While the API opens the door to the power of traditional programming languages, using it
also typically requires a lot more work for app developers. As a result, most apps that leverage
the API to create advanced functionality do so in a way that builds upon the native Force.com
capabilities. For this reason, apps that leverage the API are known as composite apps.

The AppExchange Directory

The final piece of technology that differentiates the Force.com platform from other platforms
is the AppExchange. The AppExchange is a Web directory where apps built on the Force.com
platform are available to salesforce.com customers to browse, demo, review, and install.
Developers can submit their apps for listing on the AppExchange directory if they want to
share them with the community.

To fully appreciate the benefits of the AppExchange, take a quick tour at
www.salesforce.com/appexchange/. There you'll see the hundreds of innovative and exciting
apps that exist today, including everything from payroll management to telephony integration,
service and support surveys, adoption dashboards, and beyond. Some of these apps have been
created in-house at salesforce.com, but most are built by partners and individual developers
who have chosen to take advantage of the Force.com platform.

14
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Chapter 2

About the Sample Recruiting App

In this chapter ...

About Universal
Containers
Considerations for the
Recruiting App
Building the App: Our
Design

The goal of this book is to show you how easy it is to create
powerful, multifaceted applications that solve common
business problems. To do so, let's walk through the steps of
creating a simple application for a make-believe company
called Universal Containers.

Like many companies that have grown rapidly, Universal
Containers has been experiencing a few growing pains,
especially in its Human Resources department. In this book,
we're going to build a Recruiting app for the company that
allows it to move away from the Microsoft Word documents
and Microsoft Excel spreadsheets that it has traditionally
used to an application that's available on demand.

By the time we finish building the Recruiting app in this
book, you should feel confident enough to build a custom
on-demand application that suits your own company's needs.
So let's get started!

w#  Note: It's not the intent of this book to provide you
with a full-featured Recruiting application that meets
all of your business needs. Rather, we'll be using this
Recruiting app as a jumping-off point for learning
about what's generally included in an app.

If you do want a full-featured Recruiting app, you
can either build your own using the app that we
describe in this book as a good starting point, or you
can download a pre-built app from the Recruiting
section of the AppExchange directory at
www.salesforce.com/appexchange/.

15
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About Universal Containers

First, let's learn a little more about our fictional company, Universal Containers.

Universal Containers is a rapidly growing international supplier of container products. The
company produces every kind of container from simple overnight letter mailers to custom
equipment packaging to large cargo shipping containers. In addition, Universal Containers
develops and maintains its own proprietary software to facilitate the design of its various types
of containers. As such, Universal Containers has a very diverse group of employees, including
facilities and operations professionals, software and design engineers, financial accountants,
and legal and human resources personnel.

Historically, the Human Resources department has used Microsoft Word documents and
Microsoft Excel spreadsheets to manage the recruiting and hiring process for new employees.
However, over the last two quarters it's become evident that unless this process is replaced by
one that is more collaborative, reliable, and scalable, the department won't be able to meet its
hiring goals for this fiscal year. Universal Containers needs a centralized application that can
bring all of its recruiting and hiring processes together, and the company has hired us to solve
this problem. Our approach will be to leverage their Salesforce account and build a recruiting
application on the Force.com platform. We're going to introduce Universal Containers to the
world of on-demand, custom apps!

Considerations for the Recruiting App

After meeting with Megan Smith, Universal Container's vice president of Human Resources,
we've drawn up a few requirements for the new Recruiting app. The app needs to:

 Track positions in all stages of the process, from those that are open to those that have
been filled or canceled

+ Trackall of the candidates who apply for a particular position, including the status of their
application (whether they've had a phone screen, are scheduled for interviews, have been
rejected or hired, or have passed on an offer that was presented)

* Allow employees to post reviews for candidates whom they've interviewed

*  Provide security for the recruiting data so that it's not mistakenly viewed, edited, or deleted
by employees who shouldn't have access

* Automatically inform the relevant recruiter about the next steps that should be taken when
a decision has been made about an applicant

* Automatically inform all employees of new positions that have been posted
* Make sure that a new job opening has executive approval before it becomes active

* Include reports that give users an overview of recruiting status

16
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* Allow recruiters to map the locations of all candidates who are applying for a position, to
better understand relocation expenses

Though modest, an app that includes this functionality is going to greatly increase the efficiency
of Universal Containers' recruiting and hiring processes. Let's now take a look at how we'll
implement these requirements.

Building the App: Our Design

As application developers, our job now is to figure out which platform components are going
to allow us to build all of these features.

One way to split up the work is to look at which requirements can be implemented by using
just the point-and-click tools of the platform and which requirements must be implemented
by leveraging other Web applications. The former method, which uses native components, is
typically fast and simple to use, requiring only point-and-click setup rather than more traditional
coding. The latter method, which uses composite components, give us more control and flexibility
in what we do but requires more work.

The following diagram shows how features implemented with each method are created, split
out by their user interface layer, business logic, and data model.

Native . Composite l

User Interface User Interface
Metadata, Layouts SControls, Custom links

Business Logic

Formulas, Workflow, Business |.OgIC

Code + scripts (Java, efc)

Approvals
Data Data
Custom Obijects Web services, local DBs
Examples: data apps, Examples: email services,
Bug tracking, asset fracking, data enrichment, mapping,
Expense management order entry

ﬁ

Simplicity + Speed Control + Flexibility

Figure 3: Native Versus Composite Components
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Fortunately, all but one of our Recruiting app's requirements can be implemented using the
native component method—an example of why the platform is such a powerful development
environment! Now let's go into a little more detail about what we're going to build.

Native Components

Natively, there are several platform components that are going to help us implement our
Recruiting app requirements. These include:

*  Custom objects
*  Security and sharing rules
*  Workflow and approval processes

*  Custom reports and dashboards

We're going to learn about all of these things in a lot more detail in later chapters, but for now,
let's get a quick preview of what's in store.

Custom Objects

Custom objects are the native components that model the data we need to store in our
Recruiting app. Similar to a database table, a custom object is composed of several fields that
store information such as a job applicant's name, or the maximum salary for a particular position.
However, unlike traditional database tables, we don't need to write any SQL in order to create
custom objects. We can simply point and click in the platform to create as many objects as we
need.

For our Recruiting app, we'll be creating four custom objects to track recruiting-related data:

*  Position
+ Candidate
* Job Application

e  Review

Three of these objects, Candidate, Position, and Job Application, will be displayed as tabs in
our application. When a user clicks one of the tabs, he or she will have access to individual
instances of that particular object, as shown in the following screenshot.
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Figure 4: Recruiting App Tabs

One of the powerful features of a custom object is the fact that it can have relationships with
other objects in the system. For example, for every review written by an interviewer and entered
into the system, we'll want to associate it with the job application of the candidate who was
being interviewed. Again, we won't need to write any SQL to make this happen—thanks to
the platform, defining a relationship will be as simple as a few clicks of the mouse.

Security and Sharing Rules

Another important function that we'll need to build into our app is the ability to restrict access
to data that particular users shouldn't see, without preventing other users from performing
their jobs effectively. We're going to implement this requirement with a group of components
that we've grouped under a single term: security and sharing rules.

With security and sharing rules, we'll first specify which custom objects a particular user should
be allowed to create, view, or edit (for example, Candidate and Position), and then which
instances of those objects should be accessible (for example, the records for candidate John
Smith or the Senior Sales Manager position). Controlling our data either with the wide brush
of object-level security or with the more detailed brush of record-level security will give us a
lot of power and flexibility in controlling what users can and can't see.

Workflow and Approval Processes

Three of our requirements involve automating business processes, such as triggering an alert
email to a recruiter whenever a job application's status has changed, and submitting new job
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openings for executive approval. Once again, the Force.com platform makes these requirements
easy for us to implement natively with the built-in workflow and approval process components.

Workflow and approval processes allow us to create business logic based on rules:

* Workflow rules can assign tasks to users, update fields, or send email alerts

* Approval processes allow users to submit sensitive records like new contracts or purchase
orders to other users for approval

For example, in our Recruiting app, we can create a workflow rule that triggers an event
whenever the status of a job application has changed to Reject or Extend an Offer, as illustrated
below.

Review Candidate

YES NO

Assign task to

Assign task to Recruiter to send

Recruiter to extend

: letter of rejection
offer to Candidate io Candidate

[ Notify Candidate )

Figure 5: Workflow When a Job Application's Status Has Changed

When a hiring manager makes a decision to either extend an offer to or reject the candidate,
changing the status of the application triggers the appropriate task to be assigned to the recruiter
for that position. Based upon the hiring manager’s decision, the recruiter performs the
appropriate follow-up task.

Similarly, we can define an automatic approval process that sends all new positions to the
appropriate management for approval. If the position is approved, its status automatically
changes to Open - Approved and recruiters can start the hiring process. If the position is

rejected, its status automatically changes to Closed - Not Approved and the position won't be
filled.
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Custom Reports and Dashboards

Finally, we need to give users a way to inspect the status of all positions and job applicants in
the Universal Containers recruiting program. Managers need to delve into the intricate details
of how each recruiter is performing, while executives just want a high-level overview of how
departments are doing with staffing goals.

We can meet these requirements with the custom report wizard and dashboards. The wizard
allows us to create detailed reports with filters, conditional highlighting, custom subtotals, and

charts, while dashboards allow us to display a group of up to 20 different report charts on a
single page.

Composite Components

Although we'll be able to use native platform functionality to satisfy most of our Recruiting
app use cases, there's still one use case that won't be so easy to implement: the ability to map
the locations of all candidates who are applying for a particular position.

At this point, we'll need to leave the relative comfort of the platform's native components and
cover the gap by building a composite component, leveraging functionality from another website
like Yahoo! Maps. Although we'll have to write a little code to make this work, the integrated
component lives in a tab and looks just like any other part of our custom app.
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Figure 6: The Candidate Mapping Tool
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Although we haven't yet gone into detail about how any of this stuff is going to work, you can
probably see now just how flexible and powerful the Force.com platform can be when you're
creating a custom app.

In the next chapter, we'll start out by building our first custom object. We'll swiftly get a feel
for how the platform interface works, and it won't be any time at all before you're building app
components easily and quickly. When it's this easy, you can't help but become an expert!



Chapter 3

Reviewing Database Concepts

In this chapter ...

*  What's a Database?

*  What's in a Database?

*  What's a Relational
Database?

*  Summary of Database
Concepts

Now that we've introduced the power of the Force.com
platform and learned about the requirements of the
Recruiting app that we're going to be building, let's take a
moment to talk about databases and why a simple
understanding of database concepts can help you realize the
full potential of the platform and make your app

development a whole lot easier.

As you know, the underlying architecture of the platform
includes a database where your data is stored. This means
that all of the information you enter is stored in that database
and then retrieved from the database whenever you view it
within your app.

Historically, companies were required to buy, build, and
maintain their own databases and IT infrastructures in order
to distribute and run their applications. On-demand
computing on the Force.com platform provides an alternative
and makes it easy for you, as a company or as a sole
developer, to build and deliver your app. Part of the
simplicity of the on-demand model is that the technical
responsibilities of maintaining and running all of the
database hardware and software is handled by the hosting
company (in this case, salesforce.com), so you can focus on
developing your app.

It's worth pointing out that although your data is stored in
a database and a simple understanding of database concepts
is helpful, you don't need to be a database developer to build
an app on the platform. We won't be doing any traditional
database programming in the course of developing our app.
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What's a Database?

In simple terms, a database is an organized collection of information. Common examples
include a phone book, a library catalog, an employee directory, a catalog of the MP3s you own,
or in the case of our Recruiting app, information about the open positions at a company, the
people who are applying for those positions, and the managers at our company who are in
charge of hiring each position.

Typically, you use a database to collect information about people, things, or concepts that are
important to you and whatever project you're working on. In standard database language, the
category of person, thing, or concept you want to store information about is referred to as an
entity, although in standard Force.com terminology, we refer to this as an object.

In a database, each entity is represented by a zable. A database table is simply a list of
information, presented with rows and columns, about the category of person, thing, or concept
you want to track. So in a phone book, you might have a table to store information about
residences and another table to store information about businesses; or in a library catalog, you
might have one table to store information about books and another to store information about
authors.

In our Recruiting app, we'll have one table to store information about open positions, another
table to store information about the candidates applying for the positions, and a table to store
information about hiring managers. (Our Recruiting app will have more than just this, but
we'll get to that later.)

In very simplistic terms, a Force.com object is similar to a database table in that you'll have a
separate object for each person, thing, or concept about which you want to collect information.
In reality, a Force.com object is much more than this because the full functionality of the
platform is behind each object. Each object automatically has built-in features like a user
interface, a security and sharing model, workflow processes, and much more that you'll learn
about in the rest of this book.

w»  Note: As we introduce database concepts, "object" and "table" will be used
interchangeably because they are similar. Just remember that a Force.com object is
much more than just a database table.

It's important to understand that a single database table, or Force.com object, should contain
only one type of information. You don't want to lump all of your information into one table,
so you wouldn't store positions, candidates, and hiring managers all in the same place. Not
only is this not good database design, but it doesn't allow you to relate objects to one another.
For example, if all of our data were in one table, how would we ever know which candidates
were applying for which positions, or which managers were in charge of hiring for which
positions?



What's in a Database?

As we define our app, it's important for us to keep this in mind and ask ourselves questions
like, "What kind of information do we want to store? Can we separate our information into
distinct categories so that each object holds only one type of person, thing, or concept?" The
answers to these questions will guide us as we design the structure of our application.

What's in a Database?

As we mentioned, a database table presents your information in rows and columns. Let's take
a look at how a table of positions might look:

Row (record)

l Column (field)
l

osition Title Education Requirements = Functional Area

Data Valve

Max Pay Min Pay

Executive Assistant | Associate degree Human Resources 60,000 40,000
Recruiter Bachelor’s degree Human Resources 118,000 85,000
SW Engineer Bachelor’s degree Engineering 140,000 | 110,000
SQA Engineer Bachelor’'s degree Engineering 140,000 110,000

Toble (cbject) ./

Figure 7: Position Information in a Table

Each row in the table represents the information about a specific instance of the object, for
example, the Recruiter position or the SW Engineer position. In standard Force.com
terminology, we call this a record. For every object you want to track in your app, you'll have
multiple records to represent each individual item about which you're storing information. It's
common for users who are new to the platform to confuse the meanings of object and record.
It'll make your development a lot easier if you remember that an object is a category of
information, such as a position or candidate, and the record is a single instance of an object,
such as a SW Engineer.

w# Note: As aside note here, we'll mention that the platform includes a set of built-in
objects when you first start using it; we call these standard objects. One example of a

standard object is the User object, which stores information about each person who is
a user of the app, like our hiring managers. You can also build your own objects to
store information that's unique to your app; we call these custom objects. Both standard
objects and custom objects are not really all that different—one kind is prebuilt for
you, and the other you build yourself. We'll talk more about these later as you start to
build your app.
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Now let's look at the columns in the table. Each column lists a particular piece of information
such as the Position Title or Max Pay. We refer to these as fie/ds. Every object has a set of
fields that you use to enter the information about a particular record. For each field in the
table, a single item of data that you enter, such as the Functional Area of "Human Resources,"
is referred to as a data value.

Just like objects, fields come in two varieties: standard and custom. The standard fields are the
ones that are built into the platform and automatically added for you. The custom fields are
the ones you define to store specific pieces of information that are unique to your app.
Fundamentally, there is no difference between standard and custom fields. Both are simply
columns in the database table. We'll talk more about standard and custom fields later when
you begin building your app.

What's a Relational Database?

Now you have some information stored in your database, but so what? You could easily make
a list of positions using Microsoft Excel or some other spreadsheet software. For each position,
you could even list the hiring manager in a field called Hiring Manager, like this:

Hiring Manager field

Position Title Education Requirements  Functional Area  Max Pay in Pay Hiring Manager
Executive Assistant ~ Associate degree Human Resources 60,000 40,00 Phil Katz
Recruiter Bachelor’s degree Human Resources 110,000 85,000 Megan Smith
SW Engineer Bachelor’s degree Engineering 140,000 110,000 Andrew Goldberg
SQA Engineer Bachelor’s degree Engineering 140,000 110,000 Ben Stuart

Figure 8: Position Information with Hiring Manager Field

But what if a hiring manager is responsible for hiring more than one position? You would need
to have duplicate records for the same hiring manager so you could capture every position for
which that hiring manager is responsible, like this:
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Position Title Education Requirements  Functional

Executive Assistant  Associate degree Human Resources

Recruiter Bachelor’s degree Human Resources

Senior Recruiter Bachelor’s degree Human Resources 115,000

SW Engineer Bachelor’s degree Engineering 140,000

Senior SW Engineer Bachelor’s degree Engineering 140,000 110,000
SQA Engineer Bachelor’s degree Engineering 140,000 110,000

What's a Relational Database?

Hiring Managers duplicated for each of their positions

Hiring Manager
Phil Katz

Megan Smith
Megan Smith
Andrew Goldberg
Andrew Goldberg
Ben Stuart

Figure 9: Position Information with Duplicate Hiring Managers

This is not a good database design! Using this approach, data is repeated unnecessarily. In

addition, there is really no way to capture additional information about our hiring managers,

like their email addresses or phone numbers. And if we try to add information about which
candidates are applying for each position, you can imagine that our simple table will quickly
become extremely complex and unmanageable.

As we mentioned before, you want to create separate database tables, or objects, for each person,
thing, or concept you want to track. A better way to model our scenario here would be to create
one object for positions, one object for candidates, and one object for hiring managers. (Luckily,

the platform has a standard object that we'll be able to use to represent our hiring managers—the

User object.)

Once we have our data separated into discrete objects, we can easily relate objects to each other.

This is what a relational database is all about! A relationship is an association between two or

more tables. For example, we can relate positions to hiring managers so we know which positions

each hiring manager is responsible for:

27



Chapter 3: Reviewing Database Concepts

Positions Hiring Managers (Users)
Phil Katz
Sr. Recruiter
Megan Smith \

SW Engineer Andrew Goldberg \

Ben Stuart

Director SQA
o Primary key field

Foreign key field

SQA Engineer
Foreign key field

Figure 10: Positions Related to Hiring Managers

From a technical standpoint, each table in a relational database has a field in which the data
value uniquely identifies the record. This field is called the primary key. The primary key is one
part of what defines the relationship; the other part is the foreign key. A foreign key is a field
whose value is the same as the primary key of another table. You can think of a foreign key as
a copy of a primary key from another table. The relationship is made between two tables by
matching the values of the foreign key in one table with the values of the primary key in another.

Primary and foreign keys are fundamental to the concept of relationships because they enable
tables to be related to each other. As you begin building your app, you won't really need to
think too much about primary keys and foreign keys. The important concept to understand
here is that in a relational database, objects are related to each other through the use of common
fields that define those relationships.

Summary of Database Concepts

At this point, we're ready to dive into the building of our Recruiting app. But first let's recap
what we've learned about databases. Whether this was your first introduction to databases or
whether you're already an experienced database developer who's new to the Force.com platform,
the important things to remember are:

* A database is an organized collection of information.

* A database table stores information about a single type of person, thing, or concept—such
as a job position. In the Force.com platform, we use the term odject here (even though an
object is much more than this, as you'll see).
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Summary of Database Concepts

* A database row, or record in Force.com terms, represents a single instance of an object—such
as the SW Engineer position.

* A field stores a particular piece of information on a record.

*  Relationships define the connection between two objects, and objects are related to each
other through the use of common fields.

Now that we've got that all covered, let's get started building our first object!
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Chapter 4

Building a Simple App

In this chapter ...

Becoming Familiar with

the Setup Area
Introducing Apps
Introducing Objects
Introducing Tabs
Becoming Familiar with

Setup Detail Pages and
Related Lists

Introducing Fields
Look at What We've

Done

Just as traditional programming books first teach you how
to write a simple "Hello World" program before getting into
more complicated things, in this chapter, we're going to
create a very simple version of the Recruiting app to show
you just how easy it is to get started with the Force.com
platform. Along the way we'll orient ourselves to the
platform's user interface (where we'll be doing most of our
work), and we'll learn how to create and configure our first
custom object. Although easy and straightforward, the tasks
we complete here will be the first step in developing a
full-featured Recruiting app. So let's dive right in!
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32

Becoming Familiar with the Setup Area

Since we're going to spend most of our time working in the Setup area of the platform, let's
first become familiar with what it is and how to navigate to it.

The Setup area is an administrative tool and user preferences area, all in one. We perform
almost every task we need to create our app in the Setup area, so most of the "Try It Out”
sections of the book are going to start with an instruction like, "Click Setup [Build 1
Custom Apps." This is a short way of saying:

1. Click the Setup link in the top-right corner of the page (shown in the following

screenshot).

2. Go to the App Setup area on the left side of the page.
3. Click the + icon to expand the Build menu, or just click the Build link.
4. Click the Custom Apps link.

The final link that you click (in this example, Custom Apps) will change depending on the
task you're trying to perform, but you get the general idea.

Gl f%rce‘

R N

L:Ijm-m

POWERED 1 SALESFORCE.COM

Personal Setup

My Personal Information
Email

Import

App Setup.
Customize
& Build
Custom Apps
Custom Objects
Custom Tabs
Custom S-Controls
Exchange

Integrate

Administration Setup
Manage Users

Company Profile

Security Controls
Communication Templates
Data

Hel for this Page 21

g 192 1o et s 20 ot 0 s sptentonnetonatey vou an cvson| IICK DT 10 0SS the
by salesforce com to match the way you work, or you can build your own on-demand apps by graupl

into new custom apps. With custom apps. you can extend the kinds of information that you managel Custom|ze C]nd BUIId menus
CRM

The AppExchange platorm is the on-demand mulitasking emvironment offered by salesforce.com. |t enables users to switch
betuween apps with a single click, through the AppExchange menu which displays at the top of every page.

Hote: Custom apps work in canjunction with User Profile Tab Visibilty sefiings. Click here to view User Profiles now.

Custom Apps = Custom Aps el
Action  Label Custom  Description
Edit Blatiorm The fundamental Salesforce com Platform
Edit Sales The world's most popular sales force automation (SFA) solution
Edit Uarketing Best-in-class on-demand marksting automation
Edit Senice & Suppart State-oFhe-At On-Demand Customer Service
Edit|Del  Recruiing ¥ Manage positians, candidates, and job applications.

Home | A1l Tabs

Copyright © 2000-2008 salesforce com, inc. Al rights reserved. | Privacy Statement | Security Statement | Terms of Use | Accessibilit

Figure 11: The Setup Area

Similar to the other parts of the application, the Setup area consists of a tab bar, a navigational
sidebar, and a main window:

*  The tab bar is made up of the same tabs that appear in the regular application. Just click
on any one of the tabs to exit the Setup area and go to that tab in the main application.

* The navigational sidebar includes expandable lists of all the tools that are available in the

Setup area:



Introducing Apps
Personal Setup
These tools control individual preferences and are available to all users.
App Setup
These tools configure the standard objects, custom objects, and custom
apps that are deployed and are typically used only by administrators.
Administration Setup

These tools configure the platform as a whole and are typically used
only by administrators.
* The main window is where the navigational links or a selected setup tool are actually

displayed.

Now that we know what we're looking at, let's start creating our simple app.

Introducing Apps

What should we do first? If we were writing a software application, the first thing we'd need
to do is build a project where we could store all the code that we were going to write. With
the Force.com platform, the first thing we need to do is create a new app.

Like a programming project, an app is little more than a container for all of the objects, tabs,
and other functionality that we're going to build as part of our Recruiting application. It consists
simply of a name, a logo, and an ordered set of tabs. The simplest app contains only one
tab—the Home tab—and a default logo. As we define more tabs in the remainder of this book,
we can add them to the app later.

Let's start clicking through the process of actually creating a simple app now. Log in to the
Salesforce Developer Edition account that you signed up for earlier so you can follow along!

w»  Note: Because the platform is continually evolving, you might find that the screenshots
you see in this book vary slightly from what you see on your screen. These changes
should be minor and shouldn't affect your understanding.

Try It Out: Defining an App
To create an app:

1. Log in to your Developer Edition account using your username and password.
Typically, we refer to any Salesforce account as an "organization," so be aware of
that as we proceed through the rest of the book.
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2. Click Setup [Budild CCilstom Apps.
3. Ifyou see an introductory splash page, simply click Continue.

w®  Note: You'll find that many parts of the application have these splash pages
to help you understand what you can do with the platform. If you never want
to see a particular page again, just click Don't show me this page again.

Welcome to the Custom Apps list page! Like many of the setup tools, the starting page for
the Custom Apps tool consists of a list of all the apps that are currently enabled for your
organization. Depending on what you've already purchased from salesforce.com or downloaded
from the AppExchange directory, you'll probably already have some standard apps listed here.

4. Click New.
The New Custom App wizard appears.

5. In the Label field, enter Recruiting.

The label is the name that will represent our new app in the AppExchange app menu that
appears at the top right of all pages. Users can use this menu to switch back and forth between

apps.

Notice that a vertical red bar appears just to the left of this Label field. This red bar indicates
that you must provide a value for this field in order to save your work. If you don't enter a value
here and try to proceed, an error message is displayed, as shown in the following screenshot.

Help forthis Page 7

Step 1. Enter the Details Step1of 4

Fill in the fields below to define the custom app.
. Cruiting Example: HRforce, Financeforce, Bugforce
pion  [11ana:

& positions, candidates, and job applications.

| next [N canc! [N

Label |
Error: You must enter a value
Example: HRforce, Finaceforce, Bugforce

Figure 12: Required Fields Highlighted in Red

6. Inthe Description field, enter "Manage positions, candidates, and job
applications.”

7. Click Next.
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The next screen in the New Custom App wizard allows you to specify the image file that
should be used for this app's logo. Whenever the app is selected in the AppExchange app
menu, this is the logo that appears in the upper-left corner of all pages. Since we're just creating
a simple app, let's accept the default Salesforce logo that's already provided. We can always
change it later.

8. Click Next.

As we said before, an app is a container for an ordered collection of tabs, and this step of the
New Custom App wizard allows us to specify which tabs we want to include in our new app.
The Available Tabs list shows us the standard and custom tabs that are available for us to
choose, and the Selected Tabs list shows us which tabs are already included, listed in the
order that they should be displayed. You'll notice that one tab, the Home tab, is already included
in our app by default. This is because the Home tab is required in every app, and must always
be in the first position.

Again, since we're just creating a simple app, let's accept the default and move on. We'll add
more tabs later.

9. Click Next.

Now that we've defined the label, logo, and tabs that should make up our app, you might be
wondering what remains to be done in the New Custom App wizard—shouldn't we already
be done? It turns out that one crucial step remains: we need to define the users who will be
allowed to access our app.

In this step of the New Custom App wizard, we can choose which user profiles should have
access to the app. We'll learn more about profiles in Chapter 7: Securing and Sharing Data on
page 109. For now, just understand that every user is assigned to a profile, and profiles control
which apps the users assigned to that profile can view.

10. Select the visible checkbox next to the Standard User and System Administrator
profiles.

11. Click Save.

That's it!

Look at What We've Done

Now that we've made it back to the Custom Apps list page, let's see what we've just done.
First of all, we've got a new entry in the Custom Apps list—our Recruiting app! It shows up
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at the bottom of the list, signifying that it's going to show up at the bottom of our AppExchange
app menu. In fact, let's go look at the AppExchange app menu now.

Select Add Apps...

to go fo the
AppExchange
directory to demo
and install more apps

Figure 13: AppExchange App Menu

. »+ Tip: If youwant to change the position of our app in this menu, do so from the Custom
- v Apps list page by clicking Reorder and rearranging the available apps as you see fit.

L

Now select the Recruiting app from the menu and see what happens—our app is launched
with a single Home tab! We've created the Recruiting app's Home tab, and we've added it to
the AppExchange app menu. That's how easy it is to get started.

You'll notice that the approach we're taking here is iterative: we’ll build part of the app, look
at what we’ve accomplished, and then add to it. This sequence not only reflects the fact that
we're leading you through the steps of building an app in this book, but you'll also find that

in building Force.com apps in general, this iterative process is common.

During the course of this book, you'll also notice that unlike with traditional coding projects,
your app is always functional. There's no build or compile phase, and as a result, you'll almost
never be chasing down syntax bugs or other typos. In fact, with this simple one-tab app, you
can already utilize all of the built-in functionality that comes with the platform, including
search, calendar events and tasks, user preferences, and a familiar user interface.

Introducing Objects

Now that our app is functional (but rather boring), let's make it a little more interesting by
introducing our first object.

As you might remember from the last chapter, an odject is very similar to a database table in
the Force.com platform. While the platform already comes with a number of standard objects
that support default apps like Salesforce SFA and Salesforce Service & Support (for example,
contacts, accounts, and cases), we can also define custom objects that allow us to store
information specific to our Recruiting app.
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Whether they're standard or custom, Force.com objects not only provide a structure for storing
data but they also power the interface elements that allow users to interact with the data, such
as tabs, the layout of fields on a page, and lists of related records. Because any object can
correspond to a tab, and an ordered collection of tabs makes up an app, objects make up the
heart of any app that we create with the platform.

With custom objects being so important—they have lots to do with how our app will look,
behave, and feel—what we do with custom objects and how we use them quickly becomes
essential to creating a successful app. The design of the data model behind an app is typically
the biggest factor in its success or failure.

That's enough talk about objects for now. Let's go define one!

The Position Custom Object

The first custom object that we'll create for our Recruiting app reflects a typical recruiting task:
describing a position. Recruiters at Universal Containers need to keep track of all the positions
they're hiring for, such as a Senior Developer, Sales Engineer, or Benefits Specialist. They'll
need easy access to all positions in the system through a tab, and they'll need to include certain
information for each position, such as its minimum and maximum salary range, the position's
location, and its hiring manager. In Force.com terms, we'll create a custom object, create a
custom tab for that object, and then define some custom fields.

Try It Out: Defining the Position Custom Object

To create the Position object, we're going to go back to the Setup area.
1. Click Setup [Budild [Cistom Objects.
2. On the All Custom Objects page, click New Custom Object.

Unlike defining a custom app, which we did through the New Custom App wizard, defining
a custom object is confined to just one page. You'll find that the platform uses wizards or single
pages depending on the amount of information that needs to be specified.
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Edit Custom Object e
Position He forthis Page 27

Custom Object Definition et MEST| MESTINTINN NETTN

Custom Object Information
The singular and plural labels are used in abs, page fayouts, and repors:
Libel [Foation | Example: Account
PluralLabel [Positions | Example: Accounts

The Object Name is used when referencing the object via the APL

Objectame  [[Position Example: Account

This object stores information about the open job positions at our company.

Enter Record Name Label and Format

‘The Record Name appears in page Iayouts, key lists, refated lists, lookups, and search results. For example, the Record Name for
Accountis “Account Name” and for Case it is ‘Case Number', Note that the Record Name field is always called “Name” when
referenced via the AP

Recordtame  |[Position Title Example: Account Name
O T —

Allow Reports
Allow Actiities
Track Field History

Deployment Status ‘Whatis this?
© In Development
® Deplojed

Leee L sevennce Tl concei |

Figure 14: Custom Object Definition Page

3. In the Label field, enter Position.
4. Inthe Plural Label field, enter Positions.
5. The Object Name field is defaulted to Position. Let's leave it as is.

The Label and Plural Label of a custom object are what users see in all of the object's
related user interface elements, such as the object's tab or in search results headings. Object
labels work best as nouns, and the plural label is always used to label a custom object's tab (if
you create a tab for your object).

The value of a custom object's Object Name represents the unique name for the object when
it's referenced in the Force.com Web Services API. This value is helpfully autogenerated based
on the value that you enter for the Label, except that all spaces and punctuation are replaced
with underscore characters. We'll talk more about the API in Chapter 10: Moving Beyond
Native Apps on page 225. For now, just keep in mind that the Object Name value must be
unique across all objects defined in your organization.

wm  Note: Within the platform, Object Name is actually stored with __c appended to
the end as a suffix (for example, Position c). This identifies it as a custom object.

6. Inthe Description field, enter "This object stores information about the open job
] pen
positions at our company."

7. Forthe Context-Sensitive Help Setting,accept the default. If you later want
to provide customized help documentation for your users about this object, you can
come back and choose the Open a window using a custom s-control option.
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8. In the Record Name field, enter Position Title.

The Record Name is the label for the field that identifies individual Position records in the
system. A custom object cannot be saved without this identifying field.

9. Inthe Data Type drop-down list, select Text.

The Data Type drop-down list allows you to select the type of value that should be used for
this identifying field: either Text or Auto-Number. Some objects, like Positions or Accounts,
can be identified with a text field because there will always be a name for a position or account
available. Other objects, like a Case (used in the standard Service & Support app) are harder
to identify with a single text field, so we would assign them auto-numbers instead.

. # Tip: Whenever possible, it's best to use text as the data type for an identifying field
- so that users can more easily identify a particular record when several of them appear
= together in a single list.

To illustrate how custom object and record name labels work together in the app, let's fast
forward a bit to see where each label will appear once we've defined our Position custom object,
its tab, and a single Sr. Developer position record.

‘ Custom Obiject Plural Label

Search vy
[ - |

view: (a1 v [N Edt) Crestetew View rd N |
[oreatonem. [~ ] Reco ame Labe

o P""t“"z}/ | Reoenly Viewd
Recent Items [ Position Title

9 st Developer 5t Developer

W RecycleBin

Figure 15: Custom Object and Record Name Labels
Let's move on.

10. In the Optional Features area, select the Al1ow Reports,Allow Activities,
and Track Field History checkboxes.

These three checkboxes actually enable some really robust functionality:

Allow Reports
Selecting this option makes the data in the Position records available for
reporting purposes. The platform comes with a large number of standard
reports, and users can also create custom reports by using a simple yet
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powerful reporting wizard. (To find out more about reports, see Chapter
9: Analyzing Data with Reports and Dashboards on page 193.)

Allow Activities
Selecting this option allows users to associate tasks and scheduled calendar
events with a particular position. For example, a user could create a task,
such as "Update salary range for Sr. Developer position," and specify
attributes such as priority, due date, and status. The user could then handle
the task herself or assign it to someone else. (To find out more about tasks,
see "What is an Activity?" in the online help.)

Track Field History
Selecting this option allows the platform to automatically track edits to
Position records, such as who changed the value of a field, when it was
changed, and what the value of the field was before and after the edit.
History data is available for reporting, so users can easily create audit trail
reports when this feature is enabled. (To find out how to select which data
is tracked, see "Tracking Field History" in the online help.)

In general, you should select these options if there's any chance that they might be useful for
whatever custom object you're defining.

11. In the Deployment Status area, select Deployed.

w#®  Note: This step assumes that you're working in a development environment.
If you're not, and if you don't want users to see the Position object after you

click Save, select In Development. Setting the status to In Development
hides Position records from all users except those with the "Customize
Application" user permission (that is, just about anyone who isn't a System
Administrator).

12. In the Object Creation Options area, select the Add Notes & Attachments
related list to default page layout and Launch New Custom Tab
Wizard after saving this custom object checkboxes.

These two options are available only when you're creating a new custom object. If you later
decide to go back and edit some of the details about your custom object, you won't see them.
But what do they do?

* Enabling notes and attachments for an object means that you can attach external documents
to any Position record, in much the same way that you can add a PDF or photo as an
attachment to an email. It's handy functionality, so you should generally select it.
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* Launching the New Custom Tab wizard does exactly what it says—it's a shortcut to
launching the tab wizard after we've saved our Position object and will save us a few clicks
if we know that we need a tab.

All set? Let's go ahead and save our Position custom object now.
13. Click Save.

That's all there is to it! As promised, the New Position Tab wizard is displayed instead of the
list of custom objects that we'd normally see. Let's take a moment to talk about why we should
even be defining a tab for our Position object in the first place. What's so great about tabs,

anyway?

Introducing Tabs

If you're familiar with the Force.com platform, you know that clicking tabs is how you navigate
around an app. Every tab serves as the starting point for viewing, editing, and entering
information for a particular object. When you click a tab at the top of the page, the
corresponding home page for that object appears. For example, if you click the Accounts tab,
the Accounts tab home page appears, giving you access to all of the account records that are
defined in your organization. Click the name of a particular account record and you'll view all
of the record's information in its associated detail page.

What's really powerful about building an app with the platform is that you can create custom
tabs that look and behave just like the tabs for standard objects that are already provided. From
the perspective of your end users, any customizations that you make appear perfectly seamless,
and as a developer, you don't have to do anything special to make it work that way! Let's see
how quickly we can create a tab for our Position object.

Try It Out: Defining the Positions Tab

To create a custom tab for our Position object, we're going to use the New Custom Object
Tab wizard that was so helpfully launched for us when we clicked Save after defining the
object. However, in case you forgot to select the Launch New Custom Tab Wizard after
saving this custom object option or if you're coming back to work that you previously
saved, have no fear! There's another way to launch the wizard.

1. Click Setup [Build [Cilstom Tabs.
2. In the Custom Object tabs area, click New.
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Easy. Now that we're all on the same page, let's get started working through the wizard.
3. In the Object drop-down list, select Position.

If you launched the wizard directly after defining the custom object, the Position object is
automatically selected for you.

4. Click the Tab style lookup icon to launch the Tab Style Selector as shown in the
following screenshot.

Every object that appears as a tab must have a unique color scheme and icon. This color scheme
is what identifies the object, not only on its tab but also in different places in the user interface,
such as in related lists and search results.

New Custom Object Tab oo for s Page [2]
‘Step 1. Enter the Details Step1of3

Choose the custom object for this new custom tab. Fill in other details.

Selectan exsting custom object or create a new custom obiect now.

O oo

Each tab must have a unique style. Choose fram one ofthe available (unused) stles listed i the pickist
b sie |

(Optional) Choose a Home Page Custom Link to show as a splash page the firsttime your users click on this tab.
SpiashPoge [tlona v C
reate a new style

Enter a short description.
Description  [Tab for Position object{o show ob openings

Tab Style Selector [ oo vouromnanie ]
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Figure 16: Custom Object Tab Setup Page and Tab Style Selector

In the Tab Style Selector, you can choose a predefined color and icon or you can create your
own. To keep things simple, we're going to select an existing style.

5. Click the Hide values which are used on other tabs link to make sure you choose
a unique style.

6. Click any colored box to choose a color scheme and icon.

Leave the Splash Page Custom Link drop-down list set to --None--. We'll learn more
about custom links in Chapter 10: Moving Beyond Native Apps on page 225.
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7. In the Description field, enter "A tab and color scheme for the Position custom
object."

8. Click Next.
9. Click Next again to accept the default user profile visibility.

Just as we controlled access to our Recruiting app by selecting user profiles in the New Custom
App wizard, we can also control access to our Positions tab by selecting user profiles here.
WEe'll learn more about user profiles and what they do in Chaprer 7: Securing and Sharing Data
on page 109. For now, just know that accepting the defaults will make the tab visible to all
users.

10. Deselect all of the Include Tab checkboxes except the one for our Recruiting app.

In performing this step, we're providing access to the Positions tab only when someone has
access to our Recruiting app. Unless an employee is interested in recruiting, he or she probably
doesn't need to see this tab.

11. Select the Append tab to users' existing personal customizations

checkbox.

If you don't select this option, any users who have personalized their tab display will not
immediately see the Positions tab. Also, if you've already created a new tab and didn't turn
this option on, you have to first delete the existing tab and then re-create it with this option
turned on to automatically push the tab to existing users. What a pain! Do yourself a favor and
just always keep this option selected.

12. Click Save.

You'll notice when the page refreshes that the Positions tab has automatically been added next
to the Home tab at the top of the page.

Look at What We've Done

To truly appreciate what we've just built with a few clicks, let's take a look at what we've done.

1. First, click the Positions tab to display the Positions tab home page, as shown in the
following screenshot. Although the list is empty because we haven't yet created any
records, you can see how this page will become the gateway to viewing, creating,
editing, and deleting all of the positions that we create in our Recruiting app. It looks
just like the tab home page of any other standard object.
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Figure 17: The Positions Tab Home Page

2. Now, check out the contents of the Create New... drop-down list in the left sidebar.
As promised, our custom object has been seamlessly incorporated into the platform
with the other standard objects like Event and Task. An end user need never know
that the Positions tab was created with a custom object, because it shows up alongside
the standard objects as well.

3. Select Position from the Create New... drop-down list, or click New in the Positions
tab home page. Voila—it's the Position Edit page! Sadly, though, our position still
doesn't have much room for data. At this point, all we have is a field for Position
Title (the record identifier) and Owner, a default field that appears on every object
to identify the user who created the object.

4. Click Cancel. It doesn't do to create a Position record with hardly any interesting
data. We need more fields! And sure enough, that's what we'll get to next. First,
though, let's revisit our Position custom object and orient ourselves to what else is
available through a custom object detail page in the Setup area.

Becoming Familiar with Setup Detail Pages and Related Lists

You may recall when we first introduced the concept of objects that we learned: "Whether
they're standard or custom, Force.com objects not only provide a structure for storing data but
they also power the interface elements that allow users to interact with the data, such as tabs,
the layout of fields on a page, and lists of related records.” If you've been following along closely,
you might have been wondering why we didn't get to define any fields (other than the identifier
field of Position Title) or user interface elements (other than the Positions tab) when we created
our Position object. If fields and user interface elements are a part of the definition of what a
custom object is all about, where do we get to define them?

It turns out that the Force.com platform differentiates between the initial creation of certain
components and details related to those components. In other words, the information that we
see when we define or edit a custom object is different from the information that we see when
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we view a custom object that's already defined. Let's go back to our custom object list page to
see how this difference is reflected in the platform interface:

1. Click Setup [Bild ["Cdstom Objects.

Here we are back in the custom object list page. You'll notice in the row for Position there are
three links that we can click:

Edit
This link takes us back to the Custom Object Edit page where we originally
defined our Position object.

Del
This link deletes the custom object, including any records, tabs, reports,
or other components associated with that object.

Position

This link takes us to the custom object detail page for our Position object.

Edit the details about the object

N TS
Home | Postions | l

Help for this Page 21

Al Custom Objects
Personal Setup

Delete the object
rganization in Salesforce. You can

ication functionality.

Personal nformation
ail Custbm objects are database tabl
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Customize
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Custom S-Controls
Exchange
Integrate
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Manage Users

View every detail about the object,
e including information that's not in
the edit page

Figure 18: Custom Object List Page: Edit, Delete, and Detail Links

We're already familiar with the edit page from when we defined our Position object, and we
certainly don't want to delete our object. Let's go ahead and open up the detail page to see
what we can do there.

2. Click Position.

As you can see, the Custom Object Edit page that we filled out when we defined our Position
object was just the tip of the iceberg. The top two areas of the Position detail page (see Figure
19: Position Custom Object Detail Page on page 47) include all of the information that we
originally specified, plus a few standard fields that the platform includes with every object.
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Below those areas are several additional groupings of data that allow us to do more with our
Position object.

In Force.com terms, those groupings of data are called reated lists, and they're a big part of
what makes the platform so powerful. A related list is a list of records or other components
that are associated with whatever we're viewing. Related lists appear in both the main application
and in the Setup areas and represent a relationship between the items that appear in the related
list and the object or record that we're viewing in the detail area. We'll learn a lot more about
relationships in Chapter 6: Expanding the Simple App Using Relationships on page 81, but for
now, just understand that anything that appears in an object's related list is directly related to
that object.

Now that we've found out where we can continue customizing our Position custom object,
let's use the Custom Fields & Relationships related lists to create some more fields in our
Position object.
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Figure 19:

Introducing Fields

Position Custom Object Detail Page

We're ready to add more fields to our Position custom object, but first, let's talk briefly about

what a field is and how it fits into

the world of the Force.com platform.

As you might remember from the last chapter, a fie/d is like a database column. The primary
characteristic of a field is its data type—some fields hold text values, while others hold currency
values, percentages, phone numbers, email addresses, or dates. Some fields look like checkboxes,
while still others are drop-down lists or record lookups from which a user makes a selection.
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48

The data type of a field controls the way the field is ultimately displayed in the user interface
and how data entered into the field is stored in the platform. To get a better feel for how the
fields will look, let's take a sneak peak at what the Position object is ultimately going to look
like and the types of custom fields we're going to create for it:
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Figure 20: Position Custom Object Fields

There are a lot of fields here that we need to define, some more complicated than others. To
keep things simple, let's go through and create the simple text, currency, checkbox, and date
fields. We can tackle the more complicated picklist and custom formula fields in Chaprer 5:
Enbancing the Simple App with Advanced Fields and Page Layouts on page 55.

Try It Out: Adding Text Fields

First let's define a few text fields. We already created a basic text field for Position Title
when we defined our Position custom object. Looking at our screenshot, the only text fields
that remain are the text fields under the Description heading. We'll start by defining the Job
Description field.

1. Click Setup [Build ["Cdstom Objects.
2. Click Position.
3. In the Custom Fields & Relationships related list, click New.

Every time you create a custom field, you'll first choose a data type from the field type selection
page.

The platform allows us to choose between different types of text fields:
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* Basic text fields allow users to enter any combination of letters and numbers on a single
line, up to as many as 255 characters.

+  Text area fields also have a 255 character limit but also allow carriage returns so the text
can be formatted on separate lines.

* Long text fields allow as many as 32,000 characters, on separate lines.
Since job descriptions can be lengthy, let's choose a long text area.
4. Choose the Text Area (Long) data type and click Next.

. * # Tip: Carefully consider the data type you choose for each of your custom fields, because
- once you set it, it isn't always the best idea to change it later. See "Notes on Changing
& Custom Field Types" in the online help for details.

The second page of the custom field wizard allows us to enter details about our long text area
field. The fields that appear in this step change depending on the data type that we selected
in the previous page.

5. Inthe Field Label field, enter Job Description.

Like the other labels that we've seen in the platform so far, the Field Label specifies the
text that should be displayed to users when the field is rendered in the user interface. Notice
that when we enter a value for Field Label,Field Name is automatically populated with
the same text but with all spaces and punctuation replaced by underscores. The value for Field
Name is a unique name that is used to refer to the field when writing a custom formula or using

the APIL

w»  Note: Within the platform, Field Name is actually stored with ¢ appended to the
end as a suffix (for example, Job_Description c). This identifies it as a custom

= field.

6. In the Length field, enter 32,000.

The Length field allows us to restrict the maximum number of characters that are allowed.
Since we don't get any benefit from this kind of restriction, leave this value set to 32,000.

7. Inthe # Visible Lines field, enter 3.
This field allows us to specify how large our text box will appear on the page.

8. Inthe Help Text field, enter "High-level description of the job and what its duties

are.
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This help text is displayed on record detail and edit pages when users hover over the field's
label. Its purpose is to assist users in filling out the field correctly. It's optional to add help text
for a field, but it's a good idea if you have fields that you think users might be confused by.

There's no obvious default value for a text field, so just leave Default value blank.

9. Click Next.

The third page of the Custom Field wizard allows us to restrict access to this field from certain
user profiles. We'll learn more about profiles and field-level security in Chapter 7: Securing and
Sharing Data on page 109, so for now, just accept the defaults.

10. Click Next.

The last page of the wizard allows us to automatically place our field on the Position page
layout. Again, we'll learn about page layouts in the next chapter, so for now, just accept the
defaults.

11. Click Save & New.

Instead of clicking Save and returning to the Position object detail page, clicking Save & New
saves a few clicks and allows us to finish up the other text area fields that we need. Here's what
you need to know to define them:

Table 2: Position Object Long Text Area Fields

Text Area (Long) Responsibilities 32,000 3 Leave unspecified

Text Area (Long) Skills Required 32,000 3 Leave unspecified

Text Area (Long) Educational 32,000 3 Leave unspecified
Requirements

Now that we've wet our feet with text fields, let's quickly create a few more fields of other
types. You'll find that with few exceptions, they're all very similar to one another.

Try It Out: Adding Currency Fields

To keep track of a position's salary range, we need to add two currency fields: Min Pay and
Max Pay. Note that unlike some fields, once we define these as currency fields, we won't be
able to change them to any other type.
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Defining a currency field is almost identical to defining a text field, with a few slight differences:

* The Length of a currency field actually corresponds to the number of digits to the left of
the decimal point. An additional Decimal Places field handles the number of digits that
should be displayed to the right.

* In the Details page of the wizard, a new checkbox called Required is displayed. We can
select this option if we want to force our users to enter a value for this field when creating
a new position.

Everything else should be familiar to you, so go ahead and use the custom field wizard to define
the following fields:

Table 3: Position Object Currency Fields

Currency Min Pay 7 2 Leave Leave
unchecked  unspecified

Currency Max Pay 7 2 Leave Leave
unchecked  unspecified

Try It Out: Adding a Checkbox Field

Here's an easy one. The Position object requires a checkbox field to indicate if travel is required
for the position. By default, this value should be unchecked. (Note that similar to currency
fields, once you define a field as a checkbox, you can't change it to any other type.)

Use the custom field wizard one more time to define this field:

Table 4: Position Object Checkbox Field

Checkbox Travel Required Unchecked

Try It Out: Adding Date Fields

Finally, before we close out this chapter, let's add three date fields to our Recruiting app to
track the date a position opens, the date it closes, and the date by which it should be filled.
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Date fields are great because they automatically include a popup calendar interface from which
users can select a day without any typing—yet another built-in feature that we can leverage in
our app without any extra work!

Once again we'll use the custom field wizard to define these three fields:

Table 5: Position Object Date Fields

Date Open Date Unchecked Leave unspecified

Date Hire By Unchecked Leave unspecified

Date Close Date Unchecked Leave unspecified
Look at What We've Done

We've defined text, currency, checkbox, and date fields for our Position object. Let's take a
look by going to the Positions tab and clicking New.

G Position Edit

New Position

N \‘ Required standard field
— *— 7 Optional long fext area fields
./
Requremens o«
Optional currency fields
Min Pay L
m;nli:g D.:ulmznnn Optional checkbox field
)
P ey Opfional date fields

Figure 21: Position Object Fields

Check out all the fields we've just made! It's not the most elegant layout for all of our fields
(each field got added to the page in the order that we created it), but it's definitely functional,
and it looks just like any other page. Wasn't that easy?

Once again, welcome to the power of the Force.com platform. First we created a new recruiting
app with a single Home tab, then we created a Position object and tab, and now we've just
added a few fields, all in less than 15 minutes of clicking around. From start to finish we always
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had a fully functional app, and we never had to spend any time compiling or debugging our
"code"!

In the next chapter, we'll enhance our simple Recruiting app even further by adding some
additional fields that are more complex, defining validation rules to help our data stay clean,
and then moving the fields around in a page layout so users can more easily find and enter the
information they need. Let's keep going!
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Chapter 5

Enhancing the Simple App with Advanced Fields

and Page Layouts

In this chapter ...

* Adding Advanced Fields

* Introducing Validation
Rules

* Introducing Page Layouts

In the last chapter, we got our Recruiting app off to a quick
start by defining the Position custom object, tab, and several
simple fields. This simple version of our app had the same
look and feel as any other page in the Force.com platform,
and we were able to whip it together in a matter of minutes.

In this chapter, we're going to enhance the Positions tab:
first by defining a few more advanced fields, then by defining
avalidation rule to make sure our data stays clean, and finally
by moving our fields around within a page layout. These
additions will help change the detail page of our Positions
tab from a somewhat flat and inelegant user interface to
something that users find powerful and intuitive to use. Let's
get started!
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Adding Advanced Fields

In this section, let's revisit the custom field wizard to help us create fields with more
sophisticated functionality: picklists, dependent picklists, and fields that leverage custom
formulas. We'll see how the platform's user interface helps guide us through the setup of these
more complicated fields.

Introducing Picklists

When viewing the preview of what we wanted our Positions page to ultimately look like, there
were several fields that were specified with drop-down lists. In Force.com terms, these fields
are called pick/ists, and they consist of several predefined options from which a user can select.

Picklists come in two flavors: a standard picklist, in which a user can select only one option,
and a multi-select picklist, in which a user can select multiple options at a time. For the purposes
of our Position object, we need to define standard picklists for a position's location, status,
type of job, functional area, and job level.

T = Requred nformation
Owner  Caroline Roth
Location . [San Francisco, CA 1

OpenDate | -None b
Hire By

Close Date

Mumbai, India
New York, NY
San Francisco, CA

Sydney. Ausiralia
Wax P
=i ITG 0. Japan

Picklist field '

Figure 22: Location Picklist Field

Try It Out: Adding Picklists

Let's walk through the creation of the Location picklist field. Then, as in the previous chapter,
we'll give you the information that you need to create the others on your own.

Click Setup [Bdild [Cistom Objects.

Click Position.

In the Custom Fields & Relationships related list, click New.
Select the Picklist data type and click Next.

In the Field Label text box, enter Location.

SR W=

In the large text area box just below, enter the following picklist values, each on its
own line:

* San Francisco, CA
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* Austin, TX

*  Boulder, CO

* London, England
*  New York, NY

e Mumbai, India

*  Sydney, Australia

* Tokyo, Japan
7. Select the Use first value as default value checkbox.

This option allows us to populate the field with a default value. If you leave it deselected, the
field defaults to None on all new Position records. Otherwise the field defaults to the first
value that you specify in the list of possible picklist values. Because most positions at Universal
Containers are based at its headquarters in San Francisco, CA, this should be the default.

8. Accept all other default settings for field-level security and page layouts.
9. Click Save & New.

Easy! Now specify the remaining picklists according to the table below:

Table 6: Status, Type, Functional Area, and Job Level Picklist Values

Picklist Status +  New Position No Yes
*  Pending
Approval
* Open -
Approved
* Closed -
Filled
*  Closed - Not
Approved
* Closed -
Canceled
Picklist Type o Full Time No No
*  Part Time
* Internship
*  Contractor
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Picklist Functional Area Finance Yes No

* Human
Resources

* Information
Technology

*  Retail
Operations

*  Warehousing

e Miscellaneous

Picklist Job Level « FN-100 Yes No

» FN-200

» FN-300

*  FN-400

» HR-100
 HR-200
» HR-300
» HR-400
« IT-100

« IT-200

« IT-300

» IT-400

« RO-100
»+ RO-200
» RO-300
*+ RO-400
+ WH-100
« WH-200
*+ WH-300
« WH-400
« MC-100
« MC-200
« MC-300
+ MC-400
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Introducing Field Dependencies

Now that we've made all those picklists, answer this question: How many times have you
clicked on a drop-down list and found far too many values to choose from? For example, maybe
you were selecting Uruguay from a list of countries, and every country in the world was on the
list. That meant that you had to scroll all the way down to the countries that started with the
letter U. What a pain!

Fortunately, the folks who built the Force.com platform have encountered that situation a few
times themselves, and as a result, they've given us a tool to help us avoid this problem with our
own picklist fields: freld dependencies.

Field dependencies are filters that allow us to change the contents of a picklist based on the
value of another field. For example, rather than displaying every value for Country in a single
picklist, we can limit the values that are displayed based on a value for another field, like
Continent. That way our users can find the appropriate country more quickly and easily.

Picklist fields can be either controlling or dependent fields. A controlling field controls the
available values in one or more corresponding dependent fields. A dependent field displays
values based on the value selected in its corresponding controlling field. In the previous example,
the Continent picklist is the controlling field, while the Country picklist is the dependent field.

Try It Out: Creating a Dependent Picklist

Looking at the picklists that we've created, it's quickly obvious that our users might get frustrated
with the length of our Job Level picklist. Let's make our users happy by turning Job Level
into a dependent field of the Functional Area picklist. Doing this will allow users to see

only the four relevant job level values when a department is selected in the Functional Area

picklist:
1. Click Setup [Bild ["Cdstom Objects.
2. Click Position.
3. In the Custom Fields & Relationships related list, click Field Dependencies.
4. Click New.
5. For the Controlling Field drop-down list, choose Functional Area.
6. For the Dependent Field drop-down list, choose Job Level.
7. Click Continue.

A field dependency matrix displays with all the values in the controlling field across the top
header row and the dependent field values listed in the columns below. For each possible value
of the controlling field, we need to include the values that should be displayed in the dependent
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picklist when that controlling value is selected. In the field dependency matrix, yellow
highlighting shows which dependent field values are included in the picklist for a particular
controlling field value.

Highlighting shows the dependent field values
selected for this controlling field value

Clck button to inciude or exgidde selectedvalues from the dependent pikist
Tnch.de Values | Exclude Values ==

Shovsing Columns: 1 - 5 (of 6) < Previous | Next> View All
dn Resources Information Technology

Click Next to see more columns
of controlling field values.

Job Level:

Blue highlighting indicates that you've
selected these dependent field values
for this controlling field value. Click the
Include Values button to add them.

MC-200
MC-300

o0 Column headings are repeated
g so they're visible when you
scroll down the matrix

Functional Area:
Job Level:

WH-100
WH-200 WH-200 WH-200 WH-200 WH-200

Figure 23: Field Dependency Matrix

To include a dependent field value, you simply double-click it. To exclude a dependent value
from the list, double-click it again.

For example, let's try it out by including the values that should be displayed in the Job Level
picklist whenever Finance is selected in the Functional Area picklist:

8. Inthe column labeled Finance, double-click FN-100, FN-200, FN-300, and FN-400.
Those four fields should now be shaded yellow in the Finance column.

Instead of double-clicking every Job Level value, we can also use Shift+click to select a range
of values or Ctrl+click to select multiple values at once. Once those values are highlighted in

blue, we can click Include Values to include them, or Exclude Values to remove them. Let's

try it out.

9. In the column labeled Human Resources, single-click HR-100 and then press and
hold the Shift key while clicking HR-400.

10. Click Include Values.

Now we have values selected for both the Finance and Human Resources columns!
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11. Continue highlighting the appropriate values for all of the remaining columns, as
described in the following table.

. »# Tip: To get to all of the values that you need to modify for this step, you'll need to
- click Previous or Next to see additional columns.

Table 7: Functional Area and Job Level Field Dependency Matrix

Finance e FN-100
« FN-200
« FN-300
*  FN-400
Human Resources « HR-100
< HR-200
« HR-300
 HR-400
Information Technology . TT-100
e IT-200
« IT-300
e IT-400
Retail Operations « RO-100
« RO-200
« RO-300
« RO-400
Warehousing « WH-100
« WH-200
« WH-300
- WH-400
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Miscellaneous . MC-100
- MC-200
- MC-300
« MC-400

12. Click Preview to test the results in a small popup window.
13. Click Save.

Look at What We've Done

Now that we've created all those picklists, let's revisit the Positions tab to see what we have so
far.

Go to the Positions tab.

Click New.

In the Functional Area picklist, select Finance.
Open the Job Level picklist.

PR

3 Job Level dependent
picklist values fillered
swmnomesosd Dy the value chosen
in the Functional Area
confrolling field

Figure 24: Dependent Picklist Fields

Our Recruiting app users are going to be very happy that they no longer have to deal with a
long, onerous picklist. Now let's go add a field that's even more powerful and complex than a
dependent picklist: a custom formula field.

Introducing Custom Formula Fields

Up to this point, the fields that we've defined have all had one thing in common—they each
require a user to give them a value. Fields like that are very helpful for storing and retrieving
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data, but wouldn't it be great if we could somehow define a "smart" field? That is, what if we
could define a field that looked at information that was already entered into the system and
then told us something new about it?

Fortunately, custom formula fields give us the ability to do just that. Just as you can use a
spreadsheet program like Microsoft Excel to define calculations and metrics specific to your
business, we can use custom formula fields to define calculations and metrics that are specific
to our Recruiting app.

For example, on our Position object, we've already created fields for minimum pay and maximum
pay. If Universal Containers gives out yearly bonuses based on salary, we could create a custom
formula field that automatically calculated the average bonus that someone hired to that position
might receive.

How would we perform this calculation if we were using a spreadsheet? The columns in our
spreadsheet would represent the fields that we defined on our Position object, and each row
of the spreadsheet would represent a different position record. To create a calculation, we'd
enter a formula in a new column that averages the values of Min Pay and Max Pay in asingle
row and then multiplies it by a standard bonus percentage. We could then determine the
average bonus for every position record row in our spreadsheet.

Custom formulas work in a very similar way. Think of a custom formula like a spreadsheet
formula that can reference other values in the same data record, perform calculations on them,
and return a result. However, instead of using cell references, you use merge field references.
And, instead of typing characters in a box, you have a wizard to help you select fields, operators,
and functions.

The net result is that anyone can quickly and easily learn to create formula fields. And, as with
all platform tools, the on-demand delivery model makes it easy to experiment. You can create
a formula, view the results, and change the formula again and again, as many times as you
want! Your underlying data is never affected.

. »# Tip: When defining your own custom formula fields, leverage the work of others. You
- can find more than a hundred sample formulas on the Successforce website at

http://blogs.salesforce.com/features/2006/03/custom_formula_.html.

Calculating How Long a Position Has Been Open

Let's now think about another custom formula field that we could create for our Position
object—a custom formula field that calculates how many days a position has been open. To
do this, let's first think about the logic that we should use to define the field, and then we can
go through the process of creating it in our Recruiting app.
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Let's think about the data that we need to make this calculation: we need to know the current
date and the date that the position was created. If we could somehow subtract these two, we'd
have the number of days that the position has been open. Fortunately, it's easy to get both of
these values:

*  For the current date, we can simply use the platform's built-in TODAY () function. TODAY ()
returns today's date.

*  For the date that the position was opened, we can use the Open Date field that we defined
in the last chapter. Because we're using it in a custom field, we'll refer to it by its internal
name, Open Date c.

Now that we have our two dates, we want to subtract them: TODAY () - Open Date c.
Even if the two dates span different months or years, the platform is sophisticated enough to
know how to handle all the intricacies of such a calculation behind the scenes. We just have
to provide the dates, and the platform can do all the rest.

So far so good, but one problem still remains—what if the position has already closed? Our
formula only works if we assume the position is still open. Once it closes, however, the value
of our current formula will keep incrementing every day as TODAY () gets farther and farther
away from the original Open Date. If we can, we want to use the Close Date field in the
formula instead of TODAY () after a position closes. How can we do this?

Once again, all we need to do is dip into the extensive library of platform functions. The IF ()
function allows us to perform a test and then return different values depending on whether
the result of the test is true or false. The IF () function's syntax looks like this:

IF (logical test,
value if true,
value if false)

For the logical test portion, we'll test whether the Close Date field has a value—if it
does, the position obviously must be closed. We'll test for this with a third built-in function:
ISNULL (). ISNULL () takes a single field and returns true if it contains a value and false
otherwise. So now our formula looks like this:

IF( ISNULL( Close Date c ) ,
value if true,
value if false)

By replacing value if trueand value if falsewith the other formulas we talked about,
we've now figured out our whole formula:

IF( ISNULL( Close Date c¢ ) ,

TODAY () - Open Date c ,
Close Date ¢ - Open Date c )
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Great! Our formula calculates the number of days a position has been open, regardless of
whether it's currently open or closed. Now, let's go define a field for it on our Position object.

Try It Out: Defining a "Days Open" Custom Formula Field
We'll begin building the formula field the same way we created our other custom fields.
1. Click Setup [Build ["Cdstom Objects.
2. Click Position.

3. In the Custom Fields & Relationships related list, click New.
4. Select the Formula data type, and click Next.

Step 2 of the New Custom Field wizard appears.

Indicates the formula's result is a number

Step 2015

| previous § next [ cancel |

Field llame

Select ane of the dsta types below,

OFCurrency. e
the fieid 35  currency amourt

Example: | Grose Mergin = {Amourt) - (Cost_c),

QOpate . for example, by adeling or atrer

detes.
Example: | Reminder Date = {CloseDate}- 7

ObateTime

Indicates number of digits
£ o s s +| 10 dlisplayy to the right of

it

OTen Creste atext sting,for sxampi, by soncat = the decimal plqce
Example: | Full Riame = {ILasthis & {Firsthame:}

—
options | Decimaplace Example: 559
bssione, Lbext I concel |

OPersent

Figure 25: Custom Formula Field Wizard Step 2

5. Inthe Field Label field, enter Days Open.
6. Select the Number formula return type.

In this case, even though we're subtracting Date fields, we want to end up with just a regular

numeric value.
7. Change the Decimal Places value to 0, and click Next.
Now it's time to enter the details of our formula.

8. Click the Advanced Formula tab, as shown in the following screenshot.
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functions and other advanced options

Example: [Fahrenheit = 1.8 * (ICelsifG__c} + 32| More Examples.
Simple Formula || Advanced Formula

SelectField Type  Insert Field Functions

[Posiion 5] [~InsertMerge Field— ] — All Function Categor v

Days Open (Number) =

IF(ISNULL( Close_Date_c¢), E]
TODAY() - Open Date_c,
Close_Date_c - Open Date_c)

Go fo the advanced tab to access builtin I

Click Check Syntox to validate
the syntax of your formula.

Figure 26: Custom Formula Field Editor

We want to use the Advanced Formula tab so we can access the platform's built-in functions
through the Functions list on the right side.

9. From the Functions list, double-click TF.

Our formula now looks like this:

IF(logical test, value if true, value if false)
Let's go ahead and define the logical test:

10. Delete 1ogical test from the formula, but leave your cursor there.
11. From the Functions list, double-click ISNULL.

12. Delete expression from the ISNULL function you just inserted, but leave your
cursor there.

13. From the Select Field Type drop-down list, choose Position.
14. From the Insert Field drop-down list, choose Close Date.

Did you notice that you didn't have to remember to use the internal name of the Close Date

field? The platform remembered for you when it inserted the value. Our formula now looks
like this:

IF( ISNULL( Close Date c ) , value if true, value if false)
Now, let's specify the value if our logical test evaluates to true:

15. Delete value if true from the formula, but leave your cursor there.
16. Press Enter on your keyboard, and space over 10 spaces.
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Adding the carriage return and spaces makes our formula more legible for others.

17. From the Functions list, double-click TODAY.
18. From the Insert Operator drop-down list, choose Subtract.
19. From the Insert Field list, choose Open Date.

We're getting closer—our formula now looks like this:

IF( ISNULL( Close Date c ) ,
TODAY () - Open Date c¢ , value if false)

Finally, let's specify the value if our logical test evaluates to false:

20. Delete value if false from the formula, but leave your cursor there.
21. Press Enter on your keyboard, and space over 10 spaces.

22. From the Insert Field list, choose Close Date.

23. From the Insert Operator drop-down list, choose Subtract.

24. From the Insert Field list, choose Open Date.

Our formula now matches our original:

IF( ISNULL( Close Date c ) ,
TODAY () - Open Date c ,
Close Date c¢ - Open Date c )

Now that we've gone through those steps of the procedure, note that we could have just typed
in the formula that we figured out in the last section. However, using the formula editor is a
lot easier because you don't have to remember function syntax or internal names of fields and
objects. Let's keep going and finish up this field:

25. Click Check Syntax to check your formula for errors.

26. In the Description text box, enter "The number of days a position has been (or
was) open."

27. Add an optional Help Text description if you wish.

28. Select Treat blank fields as blanks, and click Next.

29. Accept all remaining field-level security and page layout defaults.

30. Click Save.

Try It Out: Giving Fields Dynamic Default Values

We can also use custom formulas to give our fields dynamic default values. While some fields
like the Travel Required checkbox or the Job Location picklist have default values that
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apply in every situation, there are other fields with defaults that can't be so easily defined. For
example, at Universal Containers, recruiters are generally expected to fill a position within 90
days of it being opened. While we can't choose a single date that will always be 90 days after
a position is opened, we can define a custom formula that takes the date the position is created
and adds 90 days. The platform allows us to specify this formula as the Hire By field's default
value:

1. Click Setup [Build [CCidstom Objects.
2. Click Position.

3. In the Custom Fields & Relationships related list, click Edit next to the Hire By
field.

4. Next to the Default Value text box, click Show Formula Editor.

Look familiar? This is the same editor that we used to define our Days Open custom formula

field.

5. From the Functions list, double-click ToDAY.
6. From the Insert Operator drop-down list, choose Add.

7. Type 90.

Your default value formula should be:

TODAY () + 90

8. Click Save.

It's that easy! Now to wrap up the fields on our Positions tab, let's set the default value of the
Open Date fleld to the day that the record is created. To do this, follow these steps again, but
use TODAY () as the Default Value.

Look at What We've Done

Let's revisit the Positions tab to take a look at what we've just done.

1. Click the Positions tab.
2. Click New.

Our Days Open formula field doesn't show up on our Position Edit page—that's because it's
a formula field and doesn't require any user input to display. However, we can see that our
Open Date and Hire By fields already have default values: Open Date should be today's
date,and Hire By is 90 days later. We can change these values if we want, or we can just leave
them as they are.
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In order to see our Days Open field, we'll have to define our first position record. Let's do
that now.

3. Enter any values you want to define a new position. At the very least, you must enter
a value for the required Position Title field.

4. Click Save.

The new position is now displayed in its own record detail page. At the bottom of the page,
notice our Days Open formula field, just above the Created By field. It should show 0, since
we just created the position. If you want to see the value change, edit the record and set the
Open Date to a week earlier. Isn't that neat?

Introducing Validation Rules

Now that we've defined all the fields that we want on our Position object, let's see if we can
articulate a couple of rules about the data that should be entered into those fields. Even though
the recruiters and hiring managers at Universal Containers are bright people, everyone
sometimes makes mistakes when filling out a form, and a good app should catch the obvious
errors.

For example, does it ever make sense for the value of the Min Pay field to be more than the
value of the Max Pay field? Or should Close Date ever be unspecified if the Status field
is set to Closed - Filled or Closed - Not Approved? Clearly not. We can catch these sorts of
errors in our app with yet another built-in feature of the platform: validation rules.

Validation rules verify that the data a user enters in your app meets the standards that you
specify. If it doesn't, the validation rule prevents the record from being saved, and the user sees
an error message that you define either next to the problematic field or at the top of the edit
page. Let's build a couple of validation rules now for our Recruiting app.

wm  Note: You can find dozens of sample validation rules on the Successforce website at
http://blogs.salesforce.com/features/2006/12/data_validation.html.

Try It Out: Defining a Validation Rule for Min and Max Pay

For our first validation rule, let's start off simple: Min Pay should never be greater than Max
Pay:

1. Click Setup [Bdild [Cistom Objects.
2. Click Position.
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3. In the Validation Rules related list, click New.

e
Validation Rule Edit [ Save ] saves tiew J cancel |
Rule ame [[Min_Pay_Rule

Active = Quick Tins:

= T If the error condition evaluates o

True, the validation rule prevents

the record from being saved.

Ifthis formula expression is true, display the tegydefined in the Error Message area

Example: [Dis count_Percent_c=0.30]  More Examples]

Display an error if Discount is more than 0%

SelectField Type  Insert Field Functions

[Position [~ insertMergeField— — All Funciion Categories — 1]

Tin_Pay_c > MaxFay_c @

L

(oo The validation rule also allows you
to specify the text and location of

the resulfing error message.

‘This message will appear when Error Gondition formula 15 trd

Iﬁn Pay cannot exceed Wax Pay P ‘

Error Message

‘This erfor message can either appear at the top of the page or below a specific field on the page

trorLoaton | Gy Top rpage @ [TFer "D
B s

Figure 27: Validation Rule Edit Page
4. Inthe Rule Name text box, enter Min_Pay_Rule.

The name of a validation rule can't include any spaces, but if you forget, the platform helpfully
changes them to underscores (_) for you.

5. Select the Active checkbox.

This checkbox specifies whether the validation rule should start working as soon as it's saved.
Because this rule is pretty straightforward (and because we want to test it later!), it makes sense
to turn it on right away.

6. In the Description text box, enter "Min Pay should never exceed Max Pay."

Now it's time to define the meat of our validation rule: the error condition. If you have a sense
of déja vu when looking at the Error Condition Formula area of the page, don't be alarmed!
Just like formula fields and default field values, a validation rule can leverage a number of
built-in operators and functions to define a true-or-false error condition that determines
whether data is valid. When this condition evaluates to true, an error message displays and the
record can't be saved.

We want our error condition to be true whenever Min Pay is greater than Max Pay, so let's
use our formula editor to specify that now:

7. From the select Field Type drop-down list, choose the Position object.
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8. From the Insert Field drop-down list, choose the Min Pay field.
9. From the Insert Operator drop-down list, choose Greater Than.
10. From the Insert Field drop-down list, choose the Max Pay field.

You should now have an error condition formula that looks like this:
Min Pay ¢ > Max Pay c

Now the only thing that remains is to specify the error message when our error condition
evaluates to true.

11. In the Error Message text box, enter "Min Pay cannot exceed Max Pay."

12. Next to the Error Location field, select the Field radio button, and then choose
Min Pay from the drop-down list.

. »# Tip: Because our rule only requires a user to correct one field, our error message is
fv displayed next to that field. If a rule requires a user to update multiple fields, it's more
= appropriate to place the error message at the top of the page.

13. Click Save.

Easy! Now that we've familiarized ourselves with a simple validation rule, let's define one that's
a little trickier.

Try It Out: Defining a Validation Rule for Close Date

For our next validation rule, let's ensure that Close Date has a value whenever the Status
field is set to Closed - Filled or Closed - Not Approved.

The hardest part of this validation rule is defining the error condition formula. When defining
a condition like this, it's sometimes easiest to think about it in logical terms first, and then
translate that logic to the functions and operators that are provided in the formula editor. In
this case, our error condition is true whenever:

Close Date is Not Specified

AND

(Status is "Closed - Filled" OR
"Closed - Not Approved")

Let's start with the first piece: "Close Date is Not Specified." To translate this into terms the
formula editor understands, we'll need to use the ISNULL () function again. As you might
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remember from defining the Days Open custom formula field, ISNULL () takes a single field
or expression and returns true if it doesn't contain a value. So, remembering that we have to
use the internal field name of the Close Date field in our formula, Close Date is Not
Specified translates to:

ISNULL( CloseDate c )

Next, let's figure out how to translate "Status is 'Closed - Filled'." To test for picklist values,
we'll need to use another function: ISPICKVAL (). ISPICKVAL () takes a picklist field name
and value, and returns true whenever that value is selected. So "Status is 'Closed - Filled"
translates to:

ISPICKVAL( Status c , "Closed - Filled")

Now we just have to combine these translations with the functions for AND () and OR () . Both
of them take an unlimited number of expressions, and 'AND' or 'OR' them all, respectively.
For example:

AND ( expl, exp2, exp3)

returns true when expl, exp2, and exp3 are all true. Likewise,

OR ( expl, exp2, exp3)
returns true when any one of expl, exp2, or exp3 are true.

Put these functions all together with our other expression translations, and we get our completed
error condition formula:

AND (
ISNULL( CloseDate c ),
OR (
ISPICKVAL( Status c¢ , "Closed - Filled"),
ISPICKVAL( Status c¢ , "Closed - Not Approved"))

Phew! Now we can quickly define our second validation rule using this formula:

1. Click Setup [Budild [Cistom Objects.

2. Click Position.

3. In the Validation Rules related list, click New.

4. Inthe Rule Name text box, enter Close_Date_Rule.
5. Select the Active checkbox.
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6. Inthe Description text box, enter "Close Date must be specified when Status is
set to 'Closed - Filled' or 'Closed - Not Approved."
7. In the Error Condition Formula area, enter the following formula:
AND (
ISNULL( Close Date c¢ ),
OR (
ISPICKVAL( Status c¢ , "Closed - Filled"),
ISPICKVAL( Status c¢ , "Closed - Not Approved"))
)
8. Click Check Syntax to make sure you didn't make a mistake.
9. Inthe Error Message text box, enter "Close Date must be specified when Status
is set to 'Closed."
10. Next to the Error Location field, select the Field radio button, and then choose
Close Date from the drop-down list.
11. Click Save.
Look at What We've Done

Let's revisit the Positions tab to test the validation rules that we've just made.

1.
2.

Click the Positions tab.
Click New.

First let's try defining a new position with a value for Min Pay that's larger than Max Pay.

SANNANE S

Specify any value for the required Position Title field.
In the Min Pay field, enter 80,000.

In the May Pay field, enter 40,000.

Click Save.

Did you see what happened? An error message popped up that looked exactly like any other

error message in the app!
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Figure 28: Error Message from a Validation Rule
Now let's test our other validation rule:

7. IntheMin Pay field, enter 40,000.
8. Inthe May Pay field, enter 80,000.

9. From the status drop-down list, choose Closed - Not Approved.
10. Click Save.

Our second validation rule is triggered, this time because we didn't specify a value for Close
Date. Once we do, the record saves normally.

The Positions tab is now fully functional, with a couple of validation rules to ensure that users
don't make certain mistakes. But are the fields where we want them? Are the fields that must
have values marked as required? In the next section, we'll fine-tune our Position custom object
by modifying its page layout.

Introducing Page Layouts

After defining all those fields and validation rules, we now have a fully functional Position
custom object. However, it doesn't look all that nice—all of the long text areas appear at the
top, and it's hard to scan. Let's move some things around to make this page easier for our users.
We can do that by customizing the Position object's page layout.

A page layout controls the position and organization of the fields and related lists that are visible
to users when viewing a record. Page layouts also help us control the visibility and editability
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of the fields on a record. We can set fields as read-only or hidden, and we can also control
which fields require users to enter a value and which don't.

Page layouts are powerful tools for creating a good experience for our users, but it's crucial that
we remember one important rule: page layouts should never be used to restrict access to sensitive
data that a user shouldn't view or edit. Although we can hide a field from a page layout, users
can still access that field through other parts of the app, such as in reports or via the APIL.
(We'll learn more about security that covers all parts of the app in Chapter 7: Securing and
Sharing Data on page 109.)

Now let's see if we can organize the fields on our Position object in a way that's more user

friendly.

Becoming Familiar with the Page Layout Edit Page

First let's take a look at the Page Layout Edit page:

1. Click Setup [Budild [Cistom Objects.
2. Click Position.
3. In the Page Layouts related list, click Edit next to the Position Layout.

Welcome to the Page Layout Edit page! As you can see, this editor is different from the ones
that we've already used in other areas of the platform. That's because we're designing a user
interface and need to see a representation of how our page will look as we're working. Before
going any further, let's give ourselves a quick orientation to how this page is set up.
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Figure 29: Page Layout Edit Page

On the left side of this page we can see a representation of what our page currently looks like.
After an initial set of buttons, the Information section shows all of the fields we've created,
plus an additional field for Owner that's in its own column. Below it is another section for
System Information, then Custom Links, and finally, Related Lists.

As we scroll down to view the entire page, the boxes on the right side move with us so that
they're always visible. These boxes include a legend for all of the icons we see on the left, plus
a list of all of the Position fields, related lists, and other components that are available to put
on our layout. Currently all of the fields in the box on the right are grayed out—that's because
they've all been placed on our page layout by default. If we were to move one of the fields that's
in the layout to the left back to the Position fields box on the right, that field would effectively
be removed from the layout, and its name would no longer be grayed out.

Now that we know what we're looking at, let's rearrange the fields in the way a user might
want to see them.
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Try It Out: Grouping Fields into a New Section

Let's start modifying our page layout by first defining a new section for salary information. On
a page layout, a section is simply an area where we can group similar fields under an appropriate
heading. This makes it easy for our users to quickly identify and enter the information for a
record, especially if our object has a large number of fields:

1. Click Create New Section.

2. In the Name text box, enter Compensation.
The Name field controls the text that's displayed as the heading for the section.
3. In the Columns drop-down list, choose 2 (Double).

This option allows us to choose whether we want the fields in our section to be arranged in
two columns or one. The default is two columns and is the most commonly-used choice.
However, if our section is going to contain text area fields, the one-column layout gives them
more space on the page for display.

4. Inthe Tab Order drop-down list, choose Left-Right.

This setting controls the direction that a user's cursor will move when using the Tab key to
navigate from field to field.

5. Select the options for Show Section Heading on Detail Page and Show
Section Heading on Edit Page.

6. Click OK.

Voila! We have a new section for Compensation just under the Custom Links related list. Let's
move it above the System Information section and add the Min Pay and Max Pay fields:

7. Click the heading of the Compensation section and drag it above the System
Information section.

8. Now use drag-and-drop to move the Min Pay and Max Pay fields from the
Information section to the new Compensation section, as shown in the following
screenshot.
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Figure 30: Dragging and Dropping Fields in a Page Layout
Now that we've gone through the process for building one section, let's build another:

9. Create a new one-column Description section below the Compensation section.
10. Drag Job Description, Responsibilities, Skills Required, and

Educational Requirements into it.

. »# Tip: You can use Shift+click or Ctrl+click to select all of these fields together and then
-v drag them as one unit into the Description section.

Finally, to finish up our layout, let's reorganize the fields in the Information section so they're
more readable.

11. In the first column, arrange these fields as follows:

*  Position Title

* Status

+ Type

* Functional Area
Job Level

* Travel Required

12. In the second column, arrange these fields as follows:

* Owner

¢ Location

*  Open Date
* Hire By

*  Close Date
* Days Open
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That's much better—our fields are organized, and it's easy to locate all of the information we
need. Now all we have left to do is make the Min Pay and Max Pay fields required when a
user defines a new position. Once we do that, we'll be all done with our Position object!

Try It Out: Editing Field Properties

Let's make the Min Pay and Max Pay flelds required:
1. On the Page Layouts Edit page, double-click the Min Pay field.

This popup window allows us to edit the Min Pay field's properties. We can set the field to
read-only and/or required:

+ Ifit's read-only, a user who views a Position record edit page won't be able to change its
value.

+ Ifit's required, a user won't be able to create a Position record without specifying a value.

If we didn't want a user to see the Min Pay field at all, we could simply drag it off the layout
and onto the Position Fields box on the right side.

Caution: Don't forget our earlier warning! Page layouts should never be used to restrict

é access to sensitive data that a user shouldn't view or edit. That's because page layouts
control only a record's edit and detail pages; they don't control access to fields in any
other part of the platform.

2. Select the Required checkbox, and click OK.
3. Repeat these steps for the Max Pay field.
4. Click Save to finish customizing the page layout.

Hooray! We're all done with our Position object's page layout.

Look at What We've Done

Congratulations. We've just built ourselves a simple Recruiting app that tracks details about
an organization's open job postings. Let's check out what we've done by revisiting the Positions
tab and clicking New. Because of the changes that we've made in our page layout, our Position
edit page should now look like this:
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/(5 Position Edit
&7 sr. Technical Writer Help for his Page [7

1 = Require

Information -#
Position Titie |[Sr_Technical Witer Owner  Caroline Roth

e Location [ San Francisco. CA
e [FulTme [ Openvate  [1282007 | (@) 12112007
Functionsi Area [ Information Technology | wireBy  [5/2/2007 (=) 1212007]
sobtever [TT300 500 Cosevste [ ] (@) 1212007]

Travel Required [

Compensation

win pey [100.00000 maxeay [poooooo0 ]

Job Description

Responsibilties

Skills Required

Educational
Requirements

Figure 31: Final Version of the Position Edit Page

We have an object with a tab, we've added custom fields, and we've arranged them in a page
layout. We've finished our simple app, and now we're well on our way to creating the more
complex Recruiting app that we described earlier.

Now things are going to get even more interesting. In the next chapter, we'll add a few more
custom objects to track things like candidates, job applications, and reviews, and then we'll
enhance our Recruiting app even further by defining how our objects relate to one another.
Before you know it, we're going to have an incredibly powerful tool, all implemented with a
few clicks in the platform.
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Expanding the Simple App Using Relationships

In this chapter ...

Introducing Relationships
Introducing Lookup
Relationship Custom
Fields

Adding Candidates to the
Mix

Creating a Many-to-Many
Relationship

Managing Review
Assessments

Putting it All Together

So far we've accomplished a fair amount—we've created the
Recruiting app and built out a fully functional Position
custom object with a tab and several types of fields. It's a
good start, but there's more to do.

Having just one object in our Recruiting app is like having
a party with just one guest—not all that interesting! We

need to invite more "people” to the party by building custom
objects to represent candidates, job applications, and reviews,
and, even more importantly, we need to create relationships
between them. Just like a party isn't all that fun if you don't
know any of the other guests, an app isn't all that powerful
unless its objects have links to other objects in the app. That's
going to be the focus of this chapter, so let's get started!
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82

Introducing Relationships

So what is a relationship, and why are they important for our app? Just as a personal relationship
is a two-way association between two people, in terms of relational data, a relationship is a
two-way association between two objects. Without relationships, we could build out as many
custom objects as we could think of, but they'd have no way of linking to one another.

For example, after building a Position object and a Job Application object, we could have lots
of information about a particular position and lots of information about a particular candidate
who's submitted an application for it, but there would be no way of seeing information about
the job application when looking at the Position record, and no way of seeing information
about the position when looking at the Job Application record. That's just not right!

With relationships, we can make that connection and display data about other related object
records on a particular record's detail page. For example, once we define a relationship between
the Position and Job Application objects we just talked about, our Position record can have a
related list of all the job applications for candidates who have applied for the position, while a
Job Application record can have a link to the positions for which that candidate is applying.
Suddenly the "people" at our Recruiting app "party” know some of the other guests, and the
app just got a lot more interesting.

Custom Obijects User Interface

Position
-

B

Relafionship

DLimitto fteme 1w

nced Searc

Recent Ttems

Applicafion = Job Applications
. @ Reot Relme(j List
/

Figure 32: Relationships Allow Information about Other Object Records to be Displayed on a
Record Detail Page
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Introducing Lookup Relationship Custom Fields

As we learned in Chapter 3: Reviewing Database Concepts on page 23, we can define a
relationship between two objects through the use of common fields. On the platform, we can
define relationships between objects by creating a lookup relationship custom field from one
object to another. A lookup relationship field is a custom field on an object record that contains
a link to another record. When we place a lookup relationship custom field on an object, we're
effectively creating a many-to-one relationship between the object on which the lookup

relationship field is placed and the other object.

For example, if we placed a lookup relationship field on a Job Application object that referenced
Position object records, many Job Application records could be related to a single Position
record. This would be reflected both with a new Position field on the Job Application record
page and with a new Job Applications related list on the Position record detail page.

That's the sort of thing that we're going to do in this chapter. First, let's start with the really
quick and easy example of putting a Hiring Manager field on our Position object—we'll
create a many-to-one relationship between the Position object and the standard User object
that comes with every organization, reflecting the fact that a hiring manager can be responsible
for several positions at a time. Then we'll build out a few more objects and implement a more
complex relationship involving Positions, Job Applications, and Candidates.

Try It Out: Relating Hiring Managers to Positions

For our first relationship, let's associate a hiring manager with a position by putting a lookup
relationship field on the Position object. The lookup field will allow users to select the hiring
manager for the position by selecting from all the users of the Recruiting app.

For example, if Ben Stuart, our recruiter, wants to assign Anastasia O"Toole as the hiring
manager for the Benefits Specialist position, he'll be able to do so by clicking the lookup icon

(2)) next to the lookup relationship field that we create. Her name will then appear on the
Position detail page.

To create the lookup relationship field that accomplishes this, we'll need to go back to the now
familiar Position object detail page.

Click Setup [Bdild [Cilstom Objects.

Click Position.

In the Custom Fields & Relationships related list, click New.
Select Lookup Relationship,and click Next.

In the Related To drop-down list, choose User, and click Next.

MR
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As we've mentioned, User is a standard object that comes with all organizations on the platform.
It contains information about everyone who uses the app in your organization.

6. Inthe Field Label text box, enter Hiring Manager. Once you move your cursor,
the Field Name text box should be automatically populated with Hiring Manager.

7. Click Next.

8. Accept the defaults in the remaining two steps of the wizard.

9. Click Save.

Look at What We've Done

Now return to the Positions tab, and click New. The Position Edit page includes a new Hiring

Manager lookup field! If you click the lookup icon next to this field (%), you can search
through all of the users of the Recruiting app and select one as the hiring manager. That user's
name now appears on the Position record:

G Position Edit

sales Rep Heb for s Page 121

e
bosttonTite [[casRep | ouner  Carolne Ro
e (o [rFmes i
Type OpenDate  [[i/2007 | [m) [26/2007]
E——- oo [0 o] tmor
sobtoet [rom Close ate o007 (3] (282007)
Travel Required
Hiring Manager  [Clark Kentman @ |[@) ..
Hiring Manager Lookup
Relationship Field

Figure 33: Hiring Manager Lookup Relationship

As you can see, it was easy to set up this simple relationship between Positions and Users. And
as a general rule, you'll find that relationships are pretty easy to set up.

What gets a little tricky is when we start wanting to create relationships that don't represent
a simple one-to-one or many-to-one relationship. We'll see an example of one of those in a
little bit. Right now, let's build a custom object for candidates so we'll be able to create some
more relationships in our Recruiting app.

Adding Candidates to the Mix

Let's add a Candidate custom object to our app so we can manage the information about our
candidates. We'll also add fields to the object, modify the page layout properties, and create a
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Candidate record. The process for creating the Candidate custom object is almost identical to
the one we followed to create the Position custom object, so we'll zip through this quickly.

Try It Out: Creating the Candidate Object

To create our Candidate custom object, navigate back to Setup [Bulild ["Cistom Objects,
click New Custom Object, and fill out the page according to the following table.

Table 8: Values for Defining the Candidate Object

Label
Plural Label
Object Name

Description

Context-Sensitive Help Setting

Record Name

Data Type

Display Format
Starting Number
Allow Reports
Allow Activities
Track Field History

Deployment Status

default page layout

this custom object

Add Notes & Attachments related list to

Launch New Custom Tab Wizard after saving Yes

Candidate
Candidates
Candidate

Represents an applicant who might apply for
one or more positions

Open the standard Salesforce Help &

Training window
Candidate Number
Auto Number
C-{00000}

00001

Deployed
Yes
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To create the Candidates tab, select a Tab Style in the first step of the wizard, and then
accept all the defaults until you get to the Add to Custom Apps page. On this page, select only
the Recruiting App, and then click Save.

The Recruiting app now has three tabs: Home, Positions, and Candidates. Now let's add some
custom fields to the Candidate object.

Try It Out: Adding Fields to the Candidate Object

To create custom fields on the Candidate object, click Setup [Build ["Cilstom Objects,

and click Candidate to view its detail page. In the Custom Fields & Relationships related list,
use the New button to create custom fields according to the following table. Where necessary,
we've indicated some additional values you'll need to fill in. Otherwise, you can simply accept

all defaults.

One difference you'll see in the Candidate object fields is that three of them—First Name,
Last Name, and Email—have the External ID option selected. This option allows the values
in these fields to be indexed for search from the sidebar of the application. If we didn't select
these values as external IDs, we'd only be able to search for records based on the Candidate
Number field. Setting the Email field as an external ID is also going to help us with importing
data a little later in this chapter.

w#  Note: There are a lot of custom fields on the Candidate object. If you don't care about

having your app match the screenshots in this book, you only need to bother with the
" first four fields in the following table.

Table 9: Candidate Object Custom Fields

Text First Name Length: 50
External ID: Selected

Text Last Name Length: 50
External ID: Selected

Phone Phone
Email Email External ID: Selected
Text Street Length: 50
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Text City Length: 50
Text State/Province Length: 50
Text Zip/Postal Code Length: 15
Text Country Length: 50
Text Current Employer Length: 50
Number Years of Experience Length: 2
Decimal Places: 0
Text SSN Length: 9
Picklist Education Picklist values:
* HS Diploma
- BA/BS
« MA/MS/MBA
« Ph.D.
*  Post Doc
Checkbox Currently Employed Default: Checked
Checkbox US Citizen Default: Checked
Checkbox Visa Required Default: Unchecked
Phone Mobile
Phone Fax

Try It Out: Modifying the Candidate Page Layout Properties

To finish up with this object, let's organize all of our fields on the page layout and mark some

fields as required. To do so, let's go to the Page Layout Properties page.

1. Click Setup [Bdild [Cistom Objects.

2. Click Candidate.

3. In the Page Layouts related list, click Edit next to the Candidate Layout.
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4. Create three new double-column sections below the Information section: Address,
Employment, and Additional Details. Drag the appropriate fields into them, as
shown in Figure 34: Candidate Object Page Layour on page 88, and don't forget to
click Quick Save so you can save your work as you go.

5. Setthe First Name, Last Name,and Email fields to required:

a. Use Ctrl+click to select all three required fields.
b. Click the Edit Properties button.
c. Select the Required checkbox in the Select All row, and click OK.

6. Click Save.

Your Page Layout Properties page should now look similar to the following screenshot.

Candidate Edit | save | save & new | cancel |
Candidate tumper  C-00014 owner  Caroline Roth
o
= =

street  [111 Main St StatefProvince  [Fl
city  [Floida ZipiPostal Code.
country  [USA

II

Currently Employed Years of Experience
currentEmployer  [Seaworld

I

Additional Details
us citizen

a

taucation  [PhD. ]

VisaRequired

Figure 34: Candidate Object Page Layout

Look at What We've Done

Here's a quick way to verify that you did everything correctly.

Click the Candidates tab.
Click New.
Create a new record for a candidate named Ethan Tran.

Enter a value for each of the required fields.
Click Save.

M e

How does the page layout look? Are the fields where you want them? If you were able to
successfully create a new Candidate record, and everything looks okay, let's move on—we have
more relationships to create!
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Creating a Many-to-Many Relationship

Now that we've got two custom objects in our Recruiting app, the only logical thing that
remains for us to do is relate them, right?

Of course! However, unlike the simple relationship that we created between hiring managers
and positions, the relationship between positions and candidates is going to be a little more
complex.

Why? Let's think about how these two objects relate to one another:

* A candidate can apply to many positions.

* A position can have many candidates apply for it.

Instead of a many-to-one relationship, such as the one that exists between positions and hiring
managers, we've got a many-to-many relationship. We want a candidate to be able to apply
for multiple positions and a position to have multiple candidates, but our lookup relationship
field only allows us to create a one-to-many relationship. What would the "one" side be?

Here's where we get a little creative. Earlier in the chapter you might recall us talking about a
Job Application object. A job application fits into the space between candidates and
positions—one candidate can submit many job applications, and one position can receive many
job applications, but a job application always represents a request from a single candidate for
a single position. In essence, the Job Application object has a many-to-one relationship with
both the Candidate object and the Position object.

The Job Application object is the key to making a many-to-many relationship. Much like
flour, yeast, salt, and water can be combined to form a loaf of bread, we can combine two
lookup relationships and a junction object like Job Application to make a many-to-many
relationship. Even though we don't have a way of directly relating candidates and positions,
the Job Application object brings them together.

For example, let's look at a typical scenario at Universal Containers. Ethan is a candidate who
applies for the Project Manager position and the Sr. Developer position. Bonnie is a candidate
who applies for the Sr. Developer position. Every time Ethan or Bonnie apply for a position,
a Job Application record tracks the exact position for which they're applying. As you can see
in the following diagram, Ethan can apply to many positions, and Bonnie and Ethan (or many
candidates) can apply to the same position.
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Many One Many
== | Ethan's Job Application
T for Project Manager —— J Posii

Candidate: L —— osition:

Eﬁgnl . - Project Manager
= | Ethan's Job Application

" for Sr. Developer J Posiiion

Candidate: :

B::ni:a N A Sr. Developer
= | Bonnie's Job Application

for Sr. Developer

Figure 35: Using a Job Application Object to Create a Many-to-Many Relationship Between

Candidates and Positions

In relational database terms, each Job Application record is a row in the Job Application table,
consisting of a foreign key to a Candidate record and a foreign key to a Position record. The
following entity relationship diagram shows this relationship.

Candidate Object
Candidate Name (PK)

Job Application Object

Candidate (FK)
Position (F

Position Object
Candidate Title (PK)

Figure 36: Entity Relationship Diagram for the Candidate, Job Application, and Position Objects

Consequently, in order to define a many-to-many relationship between the Candidate and
Position objects, we'll need to create a Job Application object with the following additional
fields:

+ A Candidate lookup relationship
* A Position lookup relationship

Let's go do that now.

Try It Out: Creating the Job Application Object

You should be a pro at this by now! To create our Job Application custom object, navigate
back to Setup [Build ["Custom Objects, click New Custom Object, and fill out the page
according to the following table.
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Table 10: Values for Defining the Job Application Object

Label Job Application
Plural Label Job Applications
Object Name Job_Application
Description Represents the junction object between a

candidate and a position

Context-Sensitive Help Setting Open the standard Salesforce Help &
Training window

Record Name Job Application Number

Data Type Auto Number

Display Format JA-{00000}

Starting Number 00001

Allow Reports Yes

Allow Activities Yes

Track Field History Yes

Deployment Status Deployed

Add Notes & Attachments related list to Yes
default page layout

Launch New Custom Tab Wizard after saving  Yes
this custom object

To create the Job Applications tab, select a Tab Style in the first step of the wizard, and
then accept all the defaults until you get to the Add to Custom Apps page. On this page, select
only the Recruiting App, and then click Save.

That was simple enough, but we're not quite done. We need to create the lookup relationship
fields between the Job Application object and the Position and Candidate objects.
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Try It Out: Adding Fields to the Job Application Object

Here's another procedure that we've done several times before, but this time we only need to
define three custom fields instead of the nearly twenty that we built for the Candidate object.
We'll need to add the two lookup relationship fields that will create relationships between the
Job Application object and the Position and Candidate objects, and we'll also need to add a
picklist field so that we can track the application's status.

Although these fields are almost identical to the ones we created earlier, you'll notice when
you're defining the lookup relationship fields that there's a new step in the custom field wizard:
Step 6: Add Custom Related Lists. This step of the wizard is where we can specify a heading
for the Job Applications related list that will show up on both the Candidate and Position
detail pages when we add it to their page layouts.

Why didn't we see this step earlier when we created our Hiring Manager lookup field? It
turns out that because User is a standard object without a tab or a detail page of its own, we'll
never have a need for a Positions related list. The platform knows this, so it leaves out the
related list step whenever someone adds a lookup relationship field that references the User
object.

Now that we're all squared away with that small difference, let's finish up these Job Application
fields. Click Setup [CBudild [CCilstom Objects, and then click Job Application to view its
detail page. In the Custom Fields & Relationships related list, use the New button to create
custom fields according to the following table. Where necessary, we've indicated some additional
values you'll need to fill in. Otherwise you can simply accept all defaults.

Table 11: Add Custom Fields to the Job Application Object

Lookup Relationship Candidate Related To: Candidate

Related List Label: Job
Applications

Lookup Relationship Position Related To: Position

Related List Label: Job
Applications

Picklist Status Picklist values:

* New
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*  Phone Screen

* Schedule Interviews
* Extend an Offer

* Hired

*  Rejected

Use first value as default value:
Selected

Look at What We've Done

Voila! If you click on the new Job Applications tab and click New, you'll see the Candidate
lookup field, a Position lookup field, and a Status picklist field.

Job Application Edit
# 3a’00001

Job Application Edit [.save J save s new J cancel |
Informat

Job Application  JA-00001 Owner  Caroline Roth
Humber

L —
Fosition  |Benefits Specialist
s [P Seme

[=]E]

Figure 37: Custom Fields on the Job Application Edit Page

But there's more! Because we've built a couple of lookup relationships, our Candidate and
Position record detail pages now each have a new Job Applications related list. And the Job
Application detail page includes links to the Candidate and Position records that it references.
All of our objects are now related and linked to one another!
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tome | Positions | Candidates _ Job Applications (i3

Job Application
4 3a 00001

« Back to List: Users

Printable View | Customize Page | Help for this Page 7

Open Activites [0] | Activiy History(o] | 3}
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Job Application  JA-00001 Owner  Cargline Roth [Change]
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/ = EX
.
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Candidate Number and Position Title
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Benefts Specialist

Position Title

Owner  Caroline Roth [Change]

Status  New Position Location  San Francisco, CA
Type  Full Time Openbate 2712007
Functional Area  Human Resources Hire By 51812007 a
JobLevel  HR-200 Close Date.
Travel Required Days Open 0 Candidate Detail [ it )] petete [ clone |

Hiring Manager  Clark Kentman

Candidate Number Owner  Caroline Roth [Change]
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Edt| Del [ =ane [ petete | cone ]
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records display the associated
Job Applications in the related list.

iob Applications Heip

Figure 38: Job Application Links to Position and Candidate Data

Before we move on to our last custom object, let's see if we can clean up the usability of our
app a bit so our users don't have to identify candidates and job applications by number when
they click the lookup button in the Job Application edit page, or when they look at the Job
Applications related list on the Candidate or Position detail pages.

Introducing Search Layouts

By default, all lookup dialogs and related lists that result from new relationships such as the
ones we've defined in this chapter only display the record name or number. For example, if
you went ahead and created a job application, you might have found the Candidate lookup

dialog a little cryptic because the only listed field is Candidate Number, as shown in the
following diagram.
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Job Application Edit
e

2

-w Job Application

P —

You can use * a5 a wildcard to improve your search resuits

‘Candidate Number
c00001
00002
00003

Figure 39: Default Candidate Lookup on the Job Application Object

Likewise, the Job Applications related lists on the Position and Candidate detail pages only
display a job application number. It would be much more useful if these related lists also
included the associated candidate's name or position.

To fix these issues, we can add fields to the search layouts for the objects that we've defined.
Search layouts are ordered groups of fields that are displayed when a record is presented in a
particular context, such as in search results or a related list. By adding fields, we can give users
more information and help them locate records more quickly.

The Search Layouts related list on the custom object detail page is the place to modify these
sets of fields. Go to Setup [Build [CCistom Objects and select the Candidates object.
You'll see that the available search layouts include:

Table 12: Available Search Layouts

Search Results Search results that originate from searching in the left sidebar of the
application or in advanced search

Lookup Dialogs Lookup dialog results that originate from clicking the button (EY)
next to a lookup field on an edit page

Candidates Tab The list of recent records that appears on the home page of a tab, and
in related lists on other object detail pages

Search Filter Fields ~ The filters that can be applied to search results

95



Chapter 6: Expanding the Simple App Using Relationships

o  Note: The List View layout also appears in the Search Layouts related list, but it's not
for specifying fields. Instead, it allows you to specify the buttons that appear on the
" list view page for an object.

Try It Out: Adding Fields to the Candidate Lookup Dialog
First let's add fields to our Candidate lookup dialog:
1. Click Setup [Budild [Cistom Objects.

2. Click Candidate.
3. In the Search Layouts related list, click Edit next to the Lookup Dialogs layout.

The Edit Search Layout page includes a list of available fields from the Candidate object. You
can choose any number of fields to include in the lookup dialog, and order them in any way
you choose.

4. Move the following fields into the Selected Fields box under Candidate Number:

e First Name

e Last Name

+ City
*  State/Province
e  Phone

5. Click Save.

That's it! To try it out, return to the Job Applications tab, and click New. When you click the
Candidate lookup button, the dialog is now much more useful.

| You can add fields fo a
lookup dialog by modifying
e 1 | the search layout.

You can use * as a wildcard to improve your sea /

=
Candidate Number | First Name LastName Gty StatelProvince _Phone ]

©00001 Ethan Tran Boulder Colorado (510)333-3333
C00002 Anastasia  OToole Austin ™ (650) 555-5555.
C-00003 Amit Estrada  SanFrancisco  CA (650)321-123¢.

Figure 40: Modified Candidate Lookup on the Job Application Object
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Try It Out: Updating Additional Search Layouts

Now that we've updated one search layout for lookups, the rest should be easy. Use the Search
Layouts related list on the custom object detail page to modify the other search layouts as

described in the following table.

Table 13: Additional Search Layouts

Candidate « Search Results

e Candidates Tab
Candidate * Search Filter Fields
Position e Search Results

*  Lookup Dialogs

*  Positions Tab

e Search Filter Fields

Candidate Number
First Name

Last Name

City
State/Province

Phone

Candidate Number
First Name

Last Name
Education

Years of Experience
City

State/Province
Country

Currently Employed

Position Title
Location
Functional Area
Job Level

Type

Hiring Manager
Status

Open Date
Close Date

Creating a Many-to-Many Relationship
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Job Application * Search Results * Job Application Number
*  Lookup Dialogs * Candidate
* Job Applications Tab * Position
* Search Filter Fields »  Status

*  Created Date
*  Owner First Name

*  Owner Last Name

Now we're nearly finished building all the objects and relationships that we need for our
Recruiting app. We simply need to create one more custom object to provide our hiring
managers and interviewers with a place to enter their comments about candidates.

Managing Review Assessments

Interviewers, recruiters, and hiring managers need to be able to create reviews so that they can
record their comments about each candidate. They also need to see the reviews posted by other
people, as well as make comments on them if they want to add details. To allow our users to
perform these tasks, we'll need to create a custom Review object and relate it to the Job
Application object.

The Review object has a many-to-one relationship with the Job Application object because
one job application can have one or more reviews associated with it. Once again, we'll use a
lookup relationship field on the object to create the relationship. A related list on the Job
Application will show the associated reviews, representing the "many” side of the relationship.

Review: R-00003

Job Application: Review: RO0008

JAQ0001

Review: R00022

Figure 41: Review Has a Many-to-One Relationship with Job Application
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Try It Out: Creating the Review Object

For the last time, let's create a new custom object. Navigate back to Setup [Bulild [Ciustom
Objects, click New Custom Object, and fill out the page according to the following table.

Table 14: Values for Defining the Review Object

Label Review
Plural Label Reviews
Object Name Review
Description Represents an interviewer's assessment of a

particular candidate

Context-Sensitive Help Setting Open the standard Salesforce Help &
Training window

Record Name Review Number

Data Type Auto Number

Display Format R-{000000}

Starting Number 000001

Allow Reports Yes

Allow Activities Yes

Track Field History Yes

Deployment Status Deployed

Add Notes & Attachments related list to Yes
default page layout

Launch New Custom Tab Wizard after saving No

this custom object

Notice that we didn't launch the tab wizard this time. Reviews don't need a tab of their own,
because they can be accessed via a related list on the Job Application detail page. When you
create an object with a tab, the platform provides access to that object's records in various places
other than just the tab, such as in search results and the Recent Items list in the sidebar area
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of every page. Because most Recruiting app users won't need to see reviews unless it's in the
context of a job application, we don't need to create a separate tab for them.

Now let's finish up the custom fields on the Review object.

Try It Out: Adding Fields to the Review Object

For our Review object we only need to build two fields: a lookup relationship field to the Job
Application object and a text area field for entering the reviewer's assessment.

Click Setup [Build [“Cistom Objects, and then click Review to view its detail page. In
the Custom Fields & Relationships related list, use the New button to create custom fields
according to the following table. Where necessary, we've indicated some additional values
you'll need to fill in. Otherwise, you can simply accept all defaults.

Table 15: Add Custom Fields to the Review Object

Lookup Relationship Job Application Related To: Job Application
Related List Label: Reviews

Text Area (Long) Assessment Length: 32,000
# of Visible Lines: 6

Try It Out: Customizing the Review Object's Page and Search Layouts

First let's update the page layout of the Review object so that the Assessment text field is in
a single column section of the same name.

Click Setup [Bulild CCilstom Objects.
Click Review.
In the Page Layouts related list, click Edit next to Review Layout.

Click Create New Section and define a new one-column section named Assessment.

M

Move the Assessment section just below the Information section, and put the
Assessment field in it.

6. Click Save.
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Now let's configure our review search layouts so that reviews are always displayed with the
associated job application and author.

7. In the Search Layouts related list on the Review object detail page, click Edit next
to Lookup Dialogs and add the following fields:

*  Review Number

* Job Application

*  Owner First Name
*  Owner Last Name
*  Created Date

8. Repeat for the Search Filter Fields layout.

To update the Reviews related list that appears on the Job Application detail page, we'll have
to edit the related list directly on the Job Application page layout. This is different from how
we added fields to the Job Application related list on the Position and Candidate detail pages
because the Review object doesn't have an associated tab, and therefore doesn't have a tab
search layout. Remember—the tab search layout is responsible for both the fields that appear
in the list on the tab home page and the default fields that appear in related lists on other object
detail pages.

w#  Note: The tab search layout is responsible for the fields in the related list layout only
if the related list properties have not been modified on other objects' page layouts. For

=" example, if you modify the properties of the Job Application related list on the Position
page layout, those changes will always override the field specifications of the Job
Application tab search layout.

Because the Review object doesn't have a tab search layout, we have to set those fields another
way.

9. Click Setup [Bdild [CCilstom Objects.

10. Click Job Application.

11. In the Page Layouts related list, click Edit next to Job Application Layout.

12. Scroll down to the Related List Section, select Reviews and click Edit Properties.
13. Add the following fields to the Selected Fields box:

*  Review Number
¢ Owner First Name

*  Owner Last Name
¢ Created Date
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14. From the Sort By drop-down list, choose Review Number.
15. Click OK.
16. Click Save on the page layout edit page.

Look at What We've Done

Terrific! Let's go see what we've made:
1. Click the Job Applications tab and select a record, or create one if you haven't already.

. ' # Tip: When you use the Candidate and Position lookup dialogs as you're creating a
- V Job Application record, note that, by default, they only display the most recently viewed
w records. You can locate additional records by using the search box, which returns records
based on the Candidate Number or Position Title fields, respectively.

Use the * wildcard with other characters to improve your search results. For example,
searching on C* returns every Candidate record. Likewise, searching on *e returns all
position records that include the letter ‘e’ in the title.

After the job application is created, notice that the Reviews related list now appears on the Job
Application detail page. That's because we related the Review object to the Job Application
object with a lookup relationship.

2. In the Reviews related list, click New to create a review.

Do you see how the platform automatically filled in the job application number in the review's
edit page? That's one of the small, but important benefits of using the platform to build an
application like this—not only is it easy to create links and relationships between objects, but
the platform anticipates what we're doing and helps us accomplish our task with as few clicks
as possible.

Now go ahead and click around the rest of the app, creating a few more positions, job
applications, candidates, and reviews. Pretty neat, huh? Our data is all interconnected, and our
edits to the search layouts allow us to view details of several related objects all at once.

Putting it All Together

WEe just created several objects and a lot of relationships. The following simple diagram shows
us what we've accomplished so far.
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Position Object Job Application
Object

Reviews
Related List

Candidate Object

Job Applications
Related List

Job Applications
Related List

Review Object

Figure 42: Recruiting App Relationships

If you're interested, you can take a look at the following entity relationship diagram.

2‘>O H

Legend

1:M 1
PK Primary
1:1 FK Foreign
—H—‘ 1:M One to Many
: 1:1 One to One
0:M : oM Zero to Many

Figure 43: Recruiting App Entity Relationship Diagram

We've now built all of our Recruiting app objects and tabs, and we've defined lots of custom
fields—everything from text fields and picklists to more complex formula fields and lookup
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relationship fields. We've created a robust user interface so that our recruiters and hiring
managers can enter and retrieve data about positions and related candidates, job applications,
and reviews, and we did all of this without writing a single line of code!

Remember when we assigned Clark Kentman as the hiring manager for the Benefits Specialist
position? Let's look at what Clark can do now: He can create and update his positions, and he
can view other positions. He can look at details about any candidates who have applied for the
Benefits Specialist job, and he can review their related job applications. He can also check the
status of the job applications. He no longer has to go to Human Resources to search through
Microsoft Word documents and spreadsheets to manage his tasks in the hiring process. The
Recruiting app is well on its way to becoming a fully-functional and useful application!

However, before we leave this chapter behind, let's get ourselves prepared for the rest of this
book by creating and importing some real data. It'll help us when we get to our next chapter
on security and sharing if we have some records that we can work with.

Try It Out: Downloading Sample Data

In addition to entering data via our tabbed pages, we can also use the handy Import Wizard
to import multiple records at a time. The ability to easily import data into your custom objects
is one of the Force.com platform's key benefits. Let's download some sample data so we can
add more records to our custom objects without tons of typing.

1. Download the RecruitingApp-2 0.zip file containing the sample CSV
(comma-separated values) import files from
http://wiki.apexdevnet.com/index.php/Creating_On-Demand_Apps.

2. Extract the zip file to C: \dev\recruiting (or any directory on your computer).

3. Goto C:\dev\recruiting. This directory contains three CSV files:
Positions.csv,Candidates.csv,and JobApplications.csv. (The directory
also contains one other file that you'll use later when we build composite components

for our app in Chapter 10: Moving Beyond Native Apps on page 225.)

Before we import anything, we need to make a modification to the import file for Positions.
The sample Positions.csv you downloaded contains fictional users in the Hiring Manager
column. The names of these users most likely won't match any user in your organization, and
if you import the file "as is," the Import Wizard won't be able to find any matching users, and
the Hiring Manager field on each Position record will be left blank. So let's go ahead and
make that change.

4. Goto C:\dev\recruiting, and open Positions.csv in Excel, a text editor, or
any other program that can read CSV files.
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5. In the Hiring Manager column, replace the fictional users with the first and last
name of a user in your organization.

6. Save the file, making sure to maintain the CSV format.

w#  Note: If your locale isn't English (United States), the date and field values in

Positions.csv are also invalid. You'll need to change them before you import.

Try It Out: Using the Import Wizard

Now let's walk through the process of importing Position records using the Import Wizard
and the Positions.csv file you downloaded.

Click Setup [[Ddta Management [Imdport Custom Objects.
Click Start the Import Wizard!. The Import Wizard appears.
Select Position for the type of record you're importing, and click Next.

W=

Choose Yes to prevent duplicate Position records from being created as a result of

this import. Accept the other defaults for matching, and click Next.

5. Select None for the record owner field. We didn't include a User field in the CSV
file to designate record owners. The Import Wizard will assign you as the owner of
all new records.

6. Choose the Hiring Manager lookup relationship field so you can link Position
records with existing User records in the Recruiting app, and click Next.

7. Select Name as the field you want to match against as the Import Wizard compares
Hiring Manager names in your import file with User names in the system, and
click Next.

8. Click Browse, and find C:\dev\recruiting\Positions.csv. Click Next.

9. Use the drop-down lists to specify the Salesforce fields that correspond to the columns
in your import file. For your convenience, identically matching labels are automatically
selected. Click Next.

10. Click Import Now!.

Use the following table to repeat the import process for Candidate records. You'll notice the
wizard skips the two steps about lookup relationship field matching—because the Candidate
object doesn't have any lookup relationship fields, the Import Wizard automatically leaves
those steps out.
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Table 16: Importing the Candidates. csv File

1. Choose Record Candidate
2. Prevent Duplicates No—insert all records in my import file
3. Specify Relationships None

4. File Upload Browse to C:\dev\recruiting\Candidates.csv

5. Field Mapping Accept all defaults

6. Verify Import Settings Click Import Now!

Finally let's do it one more time for Job Application records. In this iteration, we're going to
make use of the Email field, an external ID on the Candidate object, to match up job
applications with the correct candidate records.

Table 17: Importing the Job_Applications.csv File

1. Choose Record Job Application
2. Prevent Duplicates No—insert all records in my import file
3. Specify Relationships Which user field...? None

Which lookup fields...? Candidate, Position

4. Define Lookup Matching Which field on Candidate...? Email (External ID)

Which field on Position...?2 Position Title

5. File Upload Browse to C: \dev\recruiting\Job Applications.csv
6. Field Mapping Email (col 0):Candidate

Position Title (col 1): Position

7. Verify Import Settings Click Import Now!

Great! While the files are importing, you can go to Setup [MMbnitoring [Vikw the Import
Queue to check on their status.



Putting it All Together

Once the import operations have completed, return to the Positions, Candidates, or Job
Applications tab and click Go! next to the View drop-down list. You'll see a list of all the new
records you just imported.

We've just added a bunch of data to our app without a lot of work. In the next chapter, we'll
take a look at all the ways we can control access to this data using the built-in tools of the
platform. We'll get into the nitty-gritty about security, sharing rules, permissions, roles, and
profiles.
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Chapter 7

Securing and Sharing Data

In this chapter ...

Controlling Access to
Data in Our App

Data Access Concepts

Controlling Access to
Objects

Controlling Access to
Fields

Controlling Access to
Records

Putting It All Together

Now that we've got all of our object relationships in place,

it's time to start thinking about who's actually going to be

using the app and how much access they should have to all
of the data that it's going to contain.

As with many apps, our Recruiting app exposes sensitive
pieces of data such as social security numbers, salary
amounts, and applicant reviews that could really come back
to haunt us if they fell into the hands of the wrong people.
We need to provide security without making it harder for
our recruiters, hiring managers, and interviewers to do their

jobs.

Here we're going to see another one of the huge benefits
that Force.com has to offer—simple-to-configure security
controls that easily allow us to restrict access to data that
users shouldn't see, without a lot of headaches. Similar to
Access Control Lists or Windows folder permissions,
Force.com allows us to specify who can view, create, edit,
or delete any record or field in the app. In this chapter, we'll
see how we can use Force.com to implement those rules.
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Controlling Access to Data in Our App

As we've already seen, there are three types of users who will need to access the data in our
Recruiting app: recruiters, hiring managers, and interviewers. To these three, let's add a fourth
type of user—a standard employee who doesn't perform any interviews and who never needs
to hire anyone. (This employee will help us determine the default permissions that should
apply to all of the new recruiting objects in our app.)

One by one, let's take a look at the kinds of access that each one of these users needs and, more
importantly, the kinds of access they don'? need to do their jobs. Once we've compiled a set of
required permissions, we'll figure out how to implement them in the rest of the chapter.

Required Permissions for the Recruiter

For our first set of required permissions, let's take a look at Mario Ruiz, a recruiter at Universal
Containers. To do his job, Mario needs to be able to create, view, and modify any position,
candidate, job application, or review that's in the system. Likewise, Mario needs to view and
modify the recruiting records that all of the other recruiters own, since all of the recruiters at
Universal Containers work together to fill every position, regardless of who created it.

Although Mario has the most powerful role in our Recruiting app, we still can't give him
complete free reign. State and federal public records laws require that all recruitment-related
records must be saved for a number of years so that if a hiring decision is questioned, it can be
defended in court. Consequently, we need to make sure that Mario will never accidentally
delete a record that needs to be saved to fulfill the law.

But how will he keep the number of positions, candidates, job applications, and reviews in
check if he can't delete? Won't the app become swamped with old data? Not if we're smart
about it—instead of having Mario delete old records, we can use the Status field on a record
as an indication of whether it's current. We'll filter out all of the old records by using a simple
list view.

Here's a summary of the required permissions that we need to implement for a recruiter:

Table 18: Summary of Required Permissions: Recruiter

Recruiter * Read * Read * Read * Read
e Create e Create e Create e Create
+  Edit +  Edit +  Edit +  Edit
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Required Permissions for the Hiring Manager

Our next set of required permissions is more challenging. Ben Stuart, our hiring manager,
needs to be able to access the recruiting records related to his open positions, but he shouldn't
be mucking around with other recruiting records (unless they're owned by other hiring managers
who report to him). Also, there are certain sensitive fields that he has no need to see, like the
social security number field. Let's go object by object to really drill down on what Ben does
and doesn't need to access in order to perform his job:

Position

Candidate

Job Application

Review

First of all, Ben likes to post his own positions so that he can publicize
them as fast as possible, but in our app, Mario the recruiter ultimately
needs to take ownership of the record to make sure the position gets filled.
As a result, Ben needs the ability to create positions, but then we'll need
to find a mechanism to make sure that they ultimately get transferred to
Mario for ownership. (Hint: as you'll see in Chapter 8: Using Custom
Workflow and Approval Processes on page 153, we'll tackle that problem
with a workflow rule that transfers position ownership to a recruiter when
a new position is created by a hiring manager. For now just assume that
this already works.)

Ben should also be able to update and view all fields for positions for which
he's the hiring manager, but he should only be able to view other managers'
positions.

Ben sometimes wants to poach a prime candidate who's applying for a
position under another manager, but this is a practice that Universal
Containers frowns upon. As a result, Ben should only be able to view
those candidates who have applied for a position on which he's the hiring
manager. Also, since Ben has no reason to see a candidate's social security
number, this field should be restricted from his view.

Because Ben is restricted to viewing only those candidates who have applied
for a position on which he's the hiring manager, he should likewise view
only the job applications that relate those candidates to his open positions.
As the hiring manager, he needs to be able to update the status of those

job applications to specify which candidates should be selected or rejected.

To make a decision about the candidates who are applying, Ben needs to
see the reviews posted by the interviewers, as well as make comments on
them if he thinks the interviewer was being too biased in his or her review.
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Likewise, Ben needs to be able to create reviews so that he can remember
his own impressions of the candidates he interviews.

Here's a summary of the required permissions we need to implement for a hiring manager:

Table 19: Summary of Required Permissions: Hiring Manager

Hiring Manager « Read * Read*(No ¢ Read* * Read
*  Create SSN) - Edit* *  Create
+  Edit* + Edit

* Only for those records that are associated with a position to which the hiring manager has
been assigned

Required Permissions for the Interviewer

For our third set of required permissions, let's take a look at Melissa Lee's role as an interviewer.
Ben, her manager, likes Melissa to interview candidates for highly technical positions, but
doesn't want her speaking with folks who are applying for roles on the user interface team. As
a result, Melissa should be able to view only the candidates and job applications to which she's
assigned as an interviewer. No such restriction needs to exist on the positions that are out there,
but she shouldn't be able to view the minimum and maximum salary values for any of them.
Likewise, she shouldn't see the social security number of any candidate, since it's sensitive
information that has nothing to do with her job.

Melissa must be able to create and edit her reviews so that she can record her comments about
each candidate, but she shouldn't be able to see the reviews of other interviewers—reading
them might sway her opinion one way or the other. As with hiring managers and recruiters,
Melissa also shouldn't be allowed to delete any records to ensure that public records laws are

tulfilled.

Here's a summary of the required permissions we need to implement for an interviewer:

Table 20: Summary of Required Permissions: Interviewer

Interviewer * Read (No * Read*(No + Read* *  Read™
min/max pay) SSN) e Create

112



Controlling Access to Data in Our App

*  Edit*™

* Only for those records that are associated with a position to which the interviewer has been
assigned

** Only for those records that the interviewer owns

Required Permissions for the Standard Employee

Employees, such as Manny Damon on the Western Sales Team, are often the best resources
for recruiting new hires, even if they are not active hiring managers or interviewers. For this
reason, we need to make sure that employees like Manny can view open positions, but that
they can't see the values for the positions' minimum and maximum salary fields—otherwise
they might tip off friends to negotiate for a position's maximum salary value! Manny also
shouldn't be able to view any other records in our Recruiting app.

Here's a summary of the required permissions we need to implement for a standard employee:

Table 21: Summary of Required Permissions: Standard Employee

Standard « Read (No = - -
Employee min/max pay)
So Where Are We Now?

Now that we've gone through the required permissions for each of our four users, let's organize
our thoughts by summarizing them in the following table. In the rest of this chapter, we'll
figure out how we can use the platform to implement these rules in our Recruiting app.

Table 22: Summary of Required Permissions

Recruiter * Read * Read * Read * Read

e Create e Create e Create e Create
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+ Edit + Edit + Edit + Edit
Hiring Manager « Read * Read*(No + Read® * Read
+ Create SSN) + Edit* + Create
« Edit* - Edit
Interviewer * Read (No * Read*(No + Read* *  Read™
min/max pay) SSN) *  Create
+ Edit™
Standard + Read (No = - -
Employee min/max pay)

* Only for those records that are associated with a position to which the hiring
manager/interviewer has been assigned

** Only for those records that the interviewer owns

. *# Tip: When implementing the security and sharing rules for your own organization,

- v it's often useful to create a required permissions table like this to organize your thoughts

w and make sure you don't forget to restrict or grant access to a particular user. You'll
see that we're going to refer back to this table again and again as we go through this
chapter.

Data Access Concepts

Before we get started implementing our security and sharing rules, let's quickly take a look at
all the ways that we can control data on the platform:

Object-Level Security
The bluntest way that we can control data is by preventing a user from
seeing, creating, editing, and/or deleting any instance of a particular type
of object, like a Position or Review. Object-level access allows us to hide
whole tabs and objects from particular users, so that they don't even know
that type of data exists.
On the platform, we set object-level access rules with object permissions
on user profiles. We'll learn more about profiles in a little bit.
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Field-Level Security
A variation on object-level access is field-level access, in which a user can
be prevented from seeing, editing, and/or deleting the value for a particular
field on an object. Field-level access allows us to hide sensitive information
like the maximum salary for a position or a candidate's social security
number without having to hide the whole object.
On the platform, we set field-level access rules with the field-level security.
WEe'll also learn more about that shortly.

Record-Level Security

To control data with a little more finesse, we can allow particular users to
view an object, but then restrict the individual object records that they're
allowed to see. For example, record-level access allows an interviewer like
Melissa Lee to see and edit her own reviews, without exposing the reviews
of everyone else on her team.

On the platform, we actually have four ways of setting record-level access
rules:

*  Organization-wide defaults allow us to specify the baseline level of
access that a user has in your organization. For example, we can make
it so that any user can see any record of a particular object to which
their user profile gives them access, but so that they'll need extra
permissions to actually edit one.

*  Role hierarchies allow us to make sure that a manager will always have
access to the same records as his or her subordinates.

*  Sharing rules allow us to make automatic exceptions to
organization-wide defaults for particular groups of users.

*  Manual sharing allows record owners to give read and edit permissions
to folks who might not have access to the record any other way.
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Figure 44: Controlling Data with Force.com
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The combination of all of these sharing and security settings in platform means that we can
easily specify user permissions for an organization of thousands of users without having to
manually configure the permissions for each individual. Pretty neat! Now let's get started
learning more about each of these methods for controlling data, and actually implementing
the security and sharing rules for our app.

Controlling Access to Objects

First let's configure access to our Recruiting app custom objects. As we mentioned previously,
we can control whether a user knows that a particular object exists in the app by modifying his
or her profile. But exactly what is a profile, and what does it control?
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Introducing Profiles

A profile is a collection of settings and permissions that determine what a user can do in the
platform, kind of like a group in a Windows network, where all of the members of the group
have the same folder permissions and access to the same software. Profiles control:

*  The objects the user can view, create, edit, and delete

*  The object fields the user can view and edit (more on that later!)
* The tabs the user can view in the app

*  The standard and custom apps the user can access

* The page layouts a user sees

*  The record types available to the user

* The hours during which the user can log in to the app

*  The IP addresses from which the user can log in to the app

Profiles are typically defined by a user's job function (for example, system administrator or
sales representative), but you can have profiles for anything that makes sense for your
organization. A profile can be assigned to many users, but a user can be assigned to only one
profile at a time.

Standard Profiles
The platform provides the following set of standard profiles in every organization:

* Read Only

* Standard User

*  Marketing User

* Contract Manager
*  Solution Manager

*  System Administrator

Each of these standard profiles includes a default set of permissions for all of the standard
objects available on the platform. For example, users assigned to the Standard User profile can
never create, edit, or delete a campaign.

When a custom object is created, all standard profiles automatically get full access to the object
by default (except, of course, for the Read Only profile, which gets only read access). The only
way to restrict access to a custom object for users assigned to a standard profile is by defining
field- or record-level access rules, which we'll learn more about later.
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You can find more detailed descriptions of all the standard profiles in the online help, but the
important thing to know is that you can never actually edit the permissions on a standard
profile. Instead, if you have access to the Enterprise, Unlimited, or Developer Editions of the
platform, you can make a copy of a standard profile and then customize that copy to better fit
the needs of your organization. That's what we're going to end up doing for our Recruiting
app (and as a result, Enterprise, Unlimited, and Developer Editions will be the only editions
that the Recruiting app will support).

Custom Profiles in Our Recruiting App

For our app, we've talked about four types of users: recruiters, hiring managers, interviewers,
and standard employees. We might just jump the gun and say that this equals four different
user profiles, but let's take a closer look.

Recruiters are pretty straightforward—they definitely represent a particular job function, and
they need access to different types of data than other users. They need their own profile.

A hiring manager, however, is not exactly a single type of position. For most organizations, a
hiring manager in the Sales department will almost certainly need access to a different type of
data than a hiring manager in Engineering. However, for the purposes of our app, sales managers
and software managers still need the same types of access to recruiting data—reviews, candidates,
positions, and job applications. Let's keep this as a single profile for now, but if incorporating
our app into an organization with other CRM functionality, we'll need to suggest as a best
practice that the hiring manager permissions for recruiting-related data need to be replicated
for any profile to which hiring managers belong.

Finally, let's look at interviewers and standard employees. Neither one of these user types
reflects a particular job function, and when you think about it, just about anyone in an
organization might be called upon to perform an interview. Let's define a single profile for a
standard employee and find a way to grant interviewers access to the records that they need
through some other mechanism. (Hint: we can use a combination of organization-wide defaults
and sharing rules to make this work.)

Try It Out: Creating the Recruiter Profile

All right—we're finally ready to dig into the app and create our first profile! Let's start with
the Recruiter profile.

1. Click Setup [Mhnage Users [Prbfiles.
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User Profiles
Below is a list of the profiles for your organization. You can view more detailed information by clicking
an the profle link
Profile =3
Action Prafile Name License Type Custom Q\
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Figure 45: Standard Profiles

Here you should see the list of standard profiles that we talked about earlier. After we create
our custom profiles, they'll also show up in this list.

First, we can quickly tell which profiles we can play with by looking at the Custom column—if
it's checked, that means it's a custom profile and we can edit anything about it. If that column
is not checked, we can still click the Edit link; we just can't modify any of the permission
settings. (What does that leave for us to edit on a standard profile? Well, we can choose which
tabs should appear at the top of a user's page, and we can also select the apps that are available
in the AppExchange app menu in the top-right corner of the page.)

2. Create a new profile named Recruiter based on the Standard User profile.

There are actually two ways of doing this—we can either click New, select an existing profile
to clone, name it, and click Save, or we can simply click Clone in the detail page of the profile
that we want to copy, name it, and click Save. Ultimately, it's the same number of clicks, so
choose the method you like best. Standard User is the profile that most closely resembles what
we want our new Recruiter profile to look like, so it's a good starting point.

3. In the new Recruiter profile's detail page, click Edit.

The Recruiter detail page should look and function exactly like the Standard User profile edit
page except with one important difference: when you click Edit, you have the ability to modify
any of the permission settings.
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Figure 46: Standard Versus Custom Profile Permissions Edit Page

4. In the Custom App Settings area, make the Recruiting app visible to users assigned
to the Recruiter profile, as shown in the following screenshot.

Custom App Settings

T = Resuired nformation,
Visible Diefault

visible Default
Sales Service &
o Support o
Marketing o Recruiting ®

Figure 47: Profile Custom App Settings Area

. ' # Tip: You can also give this profile access to any of the other available apps as well.
- Every profile needs to have at least one visible app.

L=

When an app is visible, a user can select it from the AppExchange app menu at the top-right
corner of the page. Be aware, however, that even if an app is visible, the app's tabs won't show
up unless a profile has permissions to view the tabs and permission to view the associated
object. (We'll set both of those permissions lower down in the Profile edit page.)

5. Select Default next to the Recruiting app.

Making this selection means that the Recruiting app will be displayed when a user logs in.
You'll notice that when you select an app as the default, its Visible checkbox is automatically
selected, because it doesn't make sense for an app to be the default if it's not visible to the user.

6. In the Tab Settings area, select Default On for the Positions, Job Applications, and
Candidates tabs.

. '+ Tip: You can choose whether you want other tabs to be displayed based on the
- additional apps that you made visible in the last step.

s

For the purposes of our Recruiting app, all of our custom recruiting tabs are on by default. For
any other tabs that you select, you can choose which should be displayed on top of the user's
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page (Default On), hidden from the user's page but available when he or she clicks the All
Tabs tab on the far right (Default Off), or completely hidden from the user (Tab Hidden).

Realize that even if you completely hide a tab, users can still see the records that would have
appeared in that tab in search results and in related lists. (To prevent a user from accessing
data, we have to set the proper restrictions in the Standard and Custom Object Permissions
areas lower down in the Profile edit page—we'll get there shortly!)

The Overwrite users' personal tab customizations setting appears ifyou have
an organization that's currently in use and you want to make sure your existing users are viewing
the tabs that you've selected. You don't need to select this for our app, because we're defining
a brand-new profile and no one has personalized his or her tab visibility settings yet. However,
if you do want to select this option at some point in the future, just make sure you're not going
to annoy your users by deleting all of their customizations!

Tab Settings

[ Overwrite users' personal tah customizations

Standard Tab Settings
Campaigns | Default On

Leads | Default On
accounts | pefault On
Contacts | Default On

Opportunities | Default On
Contracts | Tab Hidden

cases | Defautt On

Caniaites | Defaut On [v]

Solutions | Default On
Products | Default On

Reports | Default On
s | Defaukt On

Dashboards | Default On

w Hiding a tab is not sufficient o
prevent a user from accessing
i 110 o ords for that tab.

% ==

| FEEEEE
g
H
H
H
2

Figure 48: Profile Tab Settings Area

Just below the Tab Settings area, the Administrative and General User Permissions areas of
the profile allow you to grant special access to features and functionality that don't map directly
to particular objects. None of these permissions affects our Recruiting app, but you can learn
more about them in the online help.

7. In the Custom Object Permissions area, specify the object-level permissions for our
Recruiter profile according to the following table.

Table 23: Summary of Required Permissions: Recruiter

Recruiter * Read * Read * Read * Read
e Create e Create e Create e Create
+  Edit «  Edit «  Edit «  Edit
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. »# Tip: Depending on the apps that you made visible previously, you can also set additional
fv object permissions on standard or other custom objects.

=

Since there are no instances when a recruiter should be allowed to delete a recruiting-related
object, we should make sure that the object-level permissions for deletion are turned off on
Positions, Candidates, Job Applications, and Reviews.

Read Create Edit Delete Read Create FEdit Delete

Reviews o Positions O
[save [ cancel J

Figure 49: Recruiter Profile Permissions

By restricting the power to delete recruiting-related objects here, recruiters will zever be able
to delete these objects. However, the fact that we're granting recruiters permission to create,
read, or edit our recruiting objects does not necessarily mean that recruiters will be allowed to
read or edit every recruiting object record. Why?

Here we see the result of two really important concepts in the platform:

* The permissions on a record are always evaluated according to a combination of object-,
field-, and record-level permissions.

*  When object- versus record-level permissions conflict, the most restrictive settings win.

What this means is that even though we are granting this profile create, read, and edit
permissions on the recruiting objects, if the record-level permissions for an individual recruiting
record prove to be more restrictive, those will be the rules that will define what a recruiter can

aCCess.

For example, our new profile gives a recruiter permission to create, edit, and view reviews.
However, if we set organization-wide defaults for reviews to Private (a record-level permission),
our recruiter will be allowed to edit and view only his own reviews, and not the reviews owned
by other users. We'll learn more about record-level permissions later and go through more
examples of how they work with the object-level ones, but for now, just understand that
object-level permissions are only one piece of the puzzle.

8. Click Save to create your profile and return to the profile detail page.

Congratulations! We're done with our first profile. As you can see, it really wasn't that hard,
because we'd already analyzed our required permissions and knew what objects recruiters will
need access to. In the next section, let's quickly finish up our other two profiles and then move
on to field-level security.
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Try It Out: Creating More Profiles

Now that we've created our Recruiter profile, let's finish up with profiles for hiring managers
and standard employees. As we mentioned earlier, these profiles are probably too generic to
be used in a company that's using the platform for other, non-recruiting functionality, but for
our purposes, they'll work just fine for now.

To make each profile, go ahead and follow the steps that we outlined in the previous section.
The important things to remember for these profiles are:

*  The profiles should be named Hiring Manager and Standard Employee and should be
based on the standard profile that best fits your needs. We used Standard User for our
Recruiter profile, and that's probably a good one for Standard Employee as well. However,
for your organization you might find that Hiring Manager more closely resembles the
Contract or Solution Manager profile instead. It's up to you.

*  The Recruiting app for both profiles must be set to Visible.

* The tabs for Positions, Candidates, and Job Applications should be set to Default On.

* Standard and custom object permissions should reflect the required permissions that we
worked on before.

To refresh our memories, let's take a look at our required permissions summary table:

Table 24: Summary of Required Permissions: Hiring Manager, Interviewer, and Standard

Employee
Hiring Manager - Read *+ Read*(No *« Read® * Read
* Create SSN) +  Edit* * Create
. Edit* +  Edit
Interviewer * Read (No * Read*(No * Read” * Read™
min/max pay) SSN) * Create
+  Edit™
Standard +  Read (No = - -
Employee min/max pay)

* Only for those records that are associated with a position to which the hiring
manager/interviewer has been assigned
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** Only for those records that the interviewer owns

This table is a little confusing right now, because Interviewer and Standard Employee are still
separated into two different users. Let's go ahead and combine them into a single Standard
Employee user so that it's a little easier to see what object-level permissions we need to grant.
It's easy to do, because Interviewers and Standard Employees have the same permissions on
the Position object, and we already have asterisks on Candidates, Job Applications, and Reviews
that ensures these users won't look at anything to which they're not assigned as an interviewer:

Table 25: Summary of Required Permissions: Combining Interviewers and Standard

Employees
Hiring Manager « Read * Read*(No + Read® * Read
*  Create SSN) + Edit* *  Create
+ Edit* + Edit
Standard » Read (No * Read*(No + Read* * Read*
Employee min/max pay) SSN) +  Create
(Interviewer) «  Edit*™

* Only for those records that are associated with a position to which the hiring manager/standard
employee has been assigned

** Only for those records that the standard employee owns

Great, but what about all of those asterisks and restrictions on visible fields? Do we need to
take those into account when we set our object-level permissions?

Not at all. Those asterisks and field restrictions represent record- and field-level security settings
that we're going to have to specify elsewhere in our app. The only things we need to care about
here are the permissions that these users will need to have access to at least some of the
time—that's the whole point of object-level permissions:

* For hiring managers, that's create, read, and edit on Positions and Reviews, read on
Candidates, and read and edit on Job Applications

*  For standard employees, that's read on Positions, Candidates, and Job Applications, and
create, read, and edit on Reviews
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Custom Object Permissions
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Figure 50: Hiring Manager Profile Permissions

Custom Object Permissions.
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Figure 51: Standard Employee Profile Permissions

Fantastic! We've just finished defining profiles and object-level permissions for all the users
in our Recruiting app. However, that's still just one piece of the security and sharing puzzle—we
still need to make sure that sensitive data on these objects is protected from users who don't
need access, and then we need to drill down on the actual records that each user should be
allowed to view and edit.

Controlling Access to Fields

Now that we've restricted access to objects as a whole, it's time to use a finer-toothed comb to
manage the security of individual object fields. These are the settings that allow us to protect
sensitive fields such as a candidate's social security number without having to hide the fact that
the candidate object even exists.

Introducing Field-Level Security

In the platform, we control access to individual fields with freld-level security. Field-level security
controls whether a user can see, edit, and delete the value for a particular field on an object.

Unlike page layouts, which only control the visibility of fields on detail and edit pages, field-level
security controls the visibility of fields in any part of the app, including related lists, list views,
reports, and search results. Indeed, in order to be absolutely sure that a user can't access a
particular field, it's important to use the field-level security page for a given object to restrict
access to the field. There are simply no other shortcuts that will provide the same level of
protection for a particular field.

125



Chapter 7: Securing and Sharing Data

Field-Level Security in Our Recruiting App

Just to refresh our memories about what field-level security settings we need for our Recruiting
app, let's take another look at our required permissions in the following table. We'll keep them
organized by recruiter, hiring manager, and standard employee, because it turns out that
(surprise!) field-level security settings are closely related to profiles:

Table 26: Revised Summary of Required Permissions

Recruiter * Read * Read * Read * Read
e Create ¢ Create e Create e Create
« Edit « Edit « Edit « Edit

Hiring Manager

Read e Read*(No * Read* * Read
*  Create SSN) +  Edit* *  Create
. Edit* «  Edit
1822111)(112;1 * Read (No e Read*(No * Read* *  Read™
min/max pay) SSN) *  Create
+  Edit*™

* Only for those records that are associated with a position to which the hiring manager/standard
employee has been assigned

** Only for those records that the standard employee owns

For field-level security settings, we need to zero in only on those rules that include field
restrictions in parentheses, specifically:

*  On Positions, hide minimum and maximum pay from standard employees

*  On Candidates, hide social security numbers from hiring managers and standard employees

So let's get down to it!
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Accessing Field-Level Security Settings

So where do you access field-level security settings? It turns out that there are actually two
ways to get to those settings—either through a profile's detail page, or by choosing Setup [
Security Controls [Fitld Accessibility.

The path that you choose depends on whether you're focused solely on field-level security, or
whether you want to fiddle with page layout settings at the same time. The first way is the

simplest and requires the least number of clicks, but the second is sometimes more convenient
when you're building a new app, because you can perform two related tasks in the same page.

Because we have two different field rules that we need to implement for our Recruiting app,
we'll define one rule with the first method, and the other with the second.

Try It Out: Restricting Access to a Position's Minimum and Maximum
Salary Fields

Let's get started actually implementing the first of our field-level security rules: On Positions,
hide minimum and maximum pay from standard employees. We'll define this rule by accessing
field-level security settings through the Standard Employee profile's detail page.

1. Click Setup [Mhnage Users [Prbfiles, and then select the Standard Employee
profile.
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Profile
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Figure 52: Standard Employee Profile Detail Page

The first thing you'll notice about the Standard Employee profile's detail page is that it includes
several more areas than the edit page that we originally used to define the profile. These
additional areas include Page Layouts (which we learned about in Chapter 5: Enbhancing the
Simple App with Advanced Fields and Page Layouts on page 55), Field-Level Security, Record
Type Settings, Login Hours, and Login IP Ranges. Although we won't go into detail here
about how to use any areas other than Field-Level Security, they're part of what makes a profile
so powerful in our application. You can learn more about them in the online help.

2. In the Field-Level Security area, click View next to the Position object.
3. Click Edit.
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Position Field-Level Security for profile e
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Figure 53: Field-Level Security Edit Page

Here we see security settings for all of the fields on Position, including Min Pay and Max
Pay, the two fields that we want to restrict. You'll notice that some field-level security settings
on some fields cannot be modified—this is because either they are system-generated fields or
they act as lookup relationship fields (foreign keys) to other records.

Since the security settings checkboxes can be a little bit confusing, let's do a quick exercise to
map their values (Visible and Read-0Only) to the three logical permission settings for a field:
"Hidden," "Read Only," and "Editable™:

Table 27: Field-Level Permission Mappings

Hidden
Read Only X X
Editable X

After doing this exercise, it's easy to see that most fields are editable, because their Visible
checkbox is the only one selected. To restrict a field from ever being viewed by a user, all we
have to do is deselect both checkboxes.

4. Next to the Max Pay field, deselect visible.
5. Next to the Min Pay field, deselect Visible.
6. Click Save.
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We're done!

Try It Out: Restricting Access to a Candidate's Social Security Number

For our second field-level security setting (On Candidates, hide social security numbers from hiring
managers and standard employees), let's implement it using the Field Accessibility page. You'll
see that this method is very similar to the last, but that the Field Accessibility page gives us
more power and control over how we define our settings.

1. Click Setup [Seturity Controls [Fitld Accessibility, and then select the
Candidate object.

Notice that with the Field Accessibility tool, we start off by choosing the relevant object, rather
than a user profile. Then, we can choose to set field-accessibility either by selecting a single
field and then seeing its security settings for every profile (View by Fields), or by selecting a
profile and then seeing security settings for every field (View by Profile).

2. Click View by Fields, and then select SSN from the Field drop-down list.

Choase your view
View by Fielis Curent View
Chaose a field to view a table of field accessibility for different profiles and record types

Field: | S5M [e]

View by Profiles
Uss this aption to chonse a profile and view a table of fisld accessibliy for different record

Field accessibility for Field: SSN

Click on a cell in the table belowto change the field's accessibiliy,
Profiles Field Access
Contract Manager Eaitable
Custom: Marketing Profile Editable
Custom: Sales Profile Eaitable
Custom: Support Profile Editatlz

Hiring Manager Editable
Marketing User Eaitable

Read Only Editable.
Recruiter Eaitable
Solution Manager
Standard Emplayee
Standard User
System Administrator

Figure 54: Field Accessibility Page

The table that appears shows us the accessibility settings for social security number for each
profile. If you move your mouse over the value for Field Access, hover text indicates whether
the security setting is the result of a page layout setting or a field-level security setting.

Let's first set our field-level security for hiring managers.

3. Next to the Hiring Manager profile, click Editable.
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=

Figure 55: Access Settings Page

By clicking the value in a profile's Field Access column, we finally get to see the real reason
why the Field Accessibility page is so convenient: we can view and edit a field's field-level
security and page layout settings in the same page.

The Field-Level Security area includes the same checkboxes that we discussed previously—to
hide the social security number from hiring managers, we can simply deselect the Visible
checkbox as we did with the Min Pay and Max Pay fields on Positions.

Before we do that, however, take a look at the Page Layout area. Here you can either change
the visibility and editability of the field on the page layout, or you can choose a different page
layout for the Hiring Manager profile altogether. Since we are focused on the security of the
SSN field in this exercise we don't need to touch any of the Page Layout area settings. However,
you should remember that this tool is here for the future, especially if you are ever trying to
figure out why a field is or is not visible to a particular user.

4. In the Field-Level Security area, deselect Visible.
5. Click Save.

To finish up, all we need to do is repeat the process for the Standard Employee profile.

6. Next to the Standard Employee profile, click Editable.
7. In the Field-Level Security area, deselect Visible.
8. Click Save.
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All done! We've just finished the second piece of our security and sharing puzzle by defining
field-level security for the sensitive fields in our Recruiting app. Now, for the final (and most
complicated) piece of the puzzle, we need to specify the individual records to which each user
needs access. We need to protect our data without compromising any employee's ability to
perform his or her job.

Controlling Access to Records

By setting object- and field-level access rules for each of our three user profiles, we have
effectively defined all of the objects and fields that any one of our Recruiting app users can
access. In this section, we'll focus on setting permissions for the actual records
themselves—should our users have open access to every record, or just a subset? If it's a subset,
what rules should determine whether the user can access them? We'll use a variety of platform
security and sharing tools to address these questions and make sure we get it right.

Introducing Organization-Wide Defaults

When dealing with record-level access settings, the first thing we need to do is to determine
the organization-wide defaults (commonly called "org-wide defaults") for each object in our
Recruiting app. Also called a sharing model, org-wide defaults specify the baseline level of
access that the most restricted user should have. We'll use org-wide defaults to lock down our
data to this most restrictive level, and then we'll use our other record-level security and sharing
tools (role hierarchies, sharing rules, and manual sharing) to open up the data to other users
who need to access it.

Org-Wide Defaults in Our Recruiting App

To determine the org-wide defaults that we'll need in our Recruiting app, we need to answer
the following questions for each object:

1. Who is the most restricted user of this object?

2. Is there ever going to be an instance of this object that this user shouldn't be allowed
to see?

3. Is there ever going to be an instance of this object that this user shouldn't be allowed
to edit?

Based on our answers to these questions, we can determine the sharing model that we need
for that object as illustrated in the following diagram.
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1. Who is the most
restricted user of
this object?

2. Is there ever
going to be an
instance of this
object that this
user shouldn’t be
allowed to see?

3. Is there ever
going to be an
instance of this
object that this
user shouldn’t be
allowed to edit?

Sharing Model =
PRIVATE

Sharing Model = Sharing Model =
PUBLIC PUBLIC
READ-ONLY READ/WRITE

Figure 56: Determining the Sharing Model for an Object

For example, let's consider the Position object in our recruiting app. To refresh our memories,
here's our table of required permissions:
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Table 28: Revised Summary of Required Permissions

S * Read * Read * Read * Read
e Create e Create e Create e Create

« Edit « Edit « Edit « Edit

Hiring M

g VIAnager . Read e Read*(No ¢ Read* * Read
e Create SSN) « Edit* e Create

. Edit* + Edit
li:inil:rge * Read (No * Read*(No + Read* *  Read*™
ploy min/max pay) SSN) »  Create

«  Edit*™

* Only for those records that are associated with a position to which the hiring manager/standard
employee has been assigned

** Only for those records that the standard employee owns

Now let's go through and answer our list of questions for Position:

Table 29: Determining Org-Wide Defaults for the Standard Employee Profile

1. Who is the most restricted user of this object? A member of the Standard Employee profile.
All that they're allowed to do is view a
position.

2. Is there ever going to be an instance of this No. Although the values for the minimum

object that this user shouldn't be allowed to see? and maximum pay are hidden from standard
employees, they're still allowed to view all
Position records.

3. Is there ever going to be an instance of this Yes. Standard employees aren't allowed to edit
object that this user shouldn't be allowed to edit? any Position record.
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According to our flowchart, answering "Yes" to question #3 means that the sharing model for
Position should be set to Public Read-Only.

Going through the rest of our recruiting objects required permissions, we can easily figure out
their sharing models, too. The Standard Employee profile is the most restricted user for each
object, and there are going to be Candidate, Job Application, and Review records that particular
employees won't be able to view. Consequently, the sharing model for Candidates, Job
Applications, and Reviews should all be set to Private.

Try It Out: Setting Org-Wide Defaults

Now that we've figured out the org-wide defaults for each of our recruiting objects, let's go
ahead and implement them in our Recruiting app.

1. Click Setup [Seturity Controls [“Shlaring Settings. If you see an introductory
splash page, click Set Up Sharing at the bottom of the page to skip to the actual

tool.

The Sharing Settings page is where we control both org-wide defaults and sharing rules. We'll
talk more about this page when we talk about sharing rules a little further down. For now, let's
just edit our org-wide default settings.

2. In the Organization Wide Defaults area, click Edit.

rganization Sharing Edit | = Required Information
e =

Custom object T
orgwide default o Some standard

options include objects use different

Private, Public e ee—— org-wide default
Read Only, or

5 5 / options.
PUbllC Reod/erfe o | ide Details and Add Events [

Publ
Job | Puplic Read/Wiite

Application
Review | Public ReadWiite ||

5200 Jeancel

Figure 57: Org-Wide Defaults Edit Page

This page controls the org-wide defaults for every object in our organization. You'll notice that
some standard objects (like leads and calendars) use a different set of org-wide default values
than we have available for our custom recruiting objects. You can learn more about them in
the online help. For now, let's just set our recruiting objects to the org-wide defaults that we
decided on in the last section.
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3. Next to Position, select Public Read Only.
4. Next to Candidate, Job Application,and Review, select Private.
5. Click Save.

Easy! Now that we've locked down our data with org-wide defaults, users are currently allowed
to work on only Candidate, Job Application, and Review records that they own and allowed
to view Position records that anyone owns. Because those settings are way too restrictive for
any user to get any benefit out of our app, now we need to use role hierarchies, sharing rules,
and manual sharing to open up Candidate, Job Application, and Review record access to those
employees who'll need it.

Introducing Role Hierarchies

The first way that we can share access to records is by defining a role hierarchy. Similar to an
org chart, a role hierarchy represents a level of data access that a user or group of users needs.
Users assigned to roles near the top of the hierarchy (normally the CEQ, executives, and other
management) get to access the data of all the users who fall directly below them in the hierarchy.
The role hierarchy ensures that a manager will always have access to the same data as his or
her employees, regardless of the org-wide default settings. Role hierarchies also helpfully define
groups of users who tend to need access to the same types of records—we'll use these groups
later when we talk about sharing rules.

To illustrate, let's take a look at a portion of the role hierarchy for Universal Containers:
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CEO
Cynthia Capobianco

VP Human
Resources VP Development
Megan Smith Andrew Goldberg
| ]
| | I
iti Director Product .
Recrrl‘.uggg Management SW Dev Manager DIrekctor QA
Phil Katz Frank Linstrom Ben Stuart Clark Kentman
| | | I
Recruiter Product Manager SW Engineer QA Engineer
Mario Ruiz Amy Lojack Melissa Lee Flash Stevenson
Andy Macrola Tom Zales Harry Potterham
Craig Kingman

Figure 58: Universal Containers Role Hierarchy

Role hierarchies don't necessarily need to match your org chart exactly. Instead, each role in
the hierarchy should just represent a level of data access that a user or group of users needs.
For example, suppose your organization employs a corporate lawyer who needs to access all of
the records in the app. One easy way to accomplish this is by assigning the lawyer to the CEO
role in your organization's role hierarchy. Since the CEO role is placed at the top of the
hierarchy, anyone assigned to that role automatically gets full access to any record in the
organization. It doesn't matter that technically the lawyer appears below the CEQ in the regular
org chart.

Comparing Roles and Profiles

Although it's easy to confuse profiles with roles, they actually control two very different things.

As we learned earlier in this chapter, profiles control a user's object- and field-level access
permissions. Indeed, a user can't be defined without being assigned to a particular profile, since
the profiles specifies the apps and tabs that appear when he or she logs in, among a number
of other useful things.

Roles, on the other hand, primarily control a user's record-level access permissions through
role hierarchy and sharing rules. Although a role assignment isn't exactly required when we
define a user, it would be foolish of us 7of to assign a role since it makes it so much easier to
define our record-level permissions. Indeed, trying to define record-level permissions without
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assigning a role to a user would be a lot like trying to travel from New York to San Francisco
by car when there's an airplane available—there's just a much more efficient way of doing it!

Because profiles control object- and field-level access whereas roles influence record-level
access, a user is typically assigned to one of each. To help you remember which controls what,
remember: Roles control Records.

Role Hierarchies in Our Recruiting App

Given the Universal Containers role hierarchy that's pictured in Figure 58: Universal Containers
Role Hierarchy, let's think about how implementing this hierarchy will open up certain kinds
of record-level permissions to various users of our Recruiting app. Remember, since defining
our org-wide defaults, our users are currently allowed to only view all Position records and to
view and update other recruiting records that they own. That doesn't make our app all that
useful. However, once we implement our role hierarchy, we'll automatically grant several kinds
of record-level permissions to various users. For example:

*  The CEO, Cynthia Capobianco, will be able to view and update every record that anyone
else in the organization can view and update.

*  The VP of Development, Andrew Goldberg, will be able to view and update any record
that his managers or his managers' employees can view or update.

* The VP of Human Resources, Megan Smith, will be able to view and update any record
that Phil Katz, her recruiting manager or Mario Ruiz, Phil's recruiter, can view and update.

* The Recruiting Manager, Phil Katz, will be able to view and update any record that is
owned by Mario Ruiz, his recruiter.

* The Software Development manager, Ben Stuart, will be able to view and update any record
that is owned by Melissa Lee, Tom Zales, or Craig Kingman, his software engineers.

*  The director of QA, Clark Kentman, will be able to view and update any record that is
owned by Flash Stevenson or Harry Potterham, his QA Engineers.

* The director of Product Management, Frank Linstrom, will be able to view and update
any record that is owned by Amy Lojack or Andy Macrola, his product managers.

As we can see, the role hierarchy is very powerful in opening up data for people high up in the
role hierarchy tree! However, let's look at some of the gaps that we still have in our record-level
permissions:

* Megan Smith (and her whole recruiting team) won't be able to view any reviews that are
owned by members of Andrew Goldberg's Development team, because she doesn't have a
direct line down to any Development roles in the role hierarchy.

* Ben Stuart, the software development manager, also won't be able to see any reviews that
were written by members of the QA or Product Management groups, even if QA engineers
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or product managers interviewed candidates for a software engineering position in his
group.

*  Melissa Lee, a software engineer, won't be able to see the records for candidates that she's
supposed to interview.

Clearly we'll need to use other record-level sharing methods to open up data between peers in
the same group, and also between groups that appear in different branches of the role hierarchy
(we'll get to those later in this chapter). However, the role hierarchy does give us a good start
toward opening up record access, so let's take a look now at how to define it.

Try It Out: Defining a Role Hierarchy

Implementing a role hierarchy in the platform is easy once you have an idea of what the
hierarchy should look like. It's best to just start with your company's org chart and then
consolidate different job titles into single roles wherever possible. For example, if Ben Stuart's
software development group has a staff software engineer and a junior software engineer, these
positions can be consolidated into a single Software Engineer role in the hierarchy.

Once that's all squared away, we can get started actually defining the role hierarchy itself. For
our exercise, we'll go ahead and use the role hierarchy that we talked about in the previous
sections.

1. Click Setup [Minage Users [Rdles. If you see an introductory splash page called
Understanding Roles, click Set Up Roles at the bottom of the page to skip to the
actual tool.

Creating the Role Hierarchy Help for this Page |21

Modify your role hierarchy by building on the existing hierarchy below. To insert a
new role, click Add Role U h- d
e orgeientonssote ierrery [ | Use this drop-down
Collzpse All Epand Al Show in tree view | i h
Universal Containers Showinsotedl ey L Ist to ¢ ange your
Add Role role hlerorchy
display mode.

Figure 59: Empty Role Hierarchy Page in Tree View Mode

The default view for this page is the tree view, as indicated in the drop-down list on the far
right side of the Role Hierarchy title bar. When creating a role hierarchy, it's probably easiest
to stick with this or the list view, because they both make it easy to see how the roles all fit
together in the hierarchy. The sorted list view is best if you know the name of a role that you
want to find but aren't sure where it fits in the hierarchy (or are too lazy to click open all the
tree nodes or scroll down a long list). For our purposes, we'll stick with the tree view for now.
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When you first start defining a role hierarchy, the tree view displays a single placeholder node
with the name of your organization. From this point, we need to add the name of the role that
is highest up in the hierarchy—in our case, the CEO.

w#  Note: If you're building your Recruiting app with a free Developer Edition

organization, you may have a role hierarchy predefined as a sample. That's alright. You
=" can still follow along and create some more roles.
2. Just under Universal Containers, click Add Role.
3. Inthe Role Name text box, enter CEO.

4. Tnthe This role reports to textbox, click the lookup icon =t/ and click Select
next to Universal Containers.

By choosing the name of the organization in the This role reports to text box, we're
indicating that the CEO role is a top-level position in our role hierarchy and doesn't report to
anyone.

5. Inthe Role Name as displayed on reports text bOX, enter CEO. This text
is used in reports to indicate the name of a role. Since you may not want a long role
name, like Vice President of Product Development, taking up too much space in
your report columns, it's advisable to use a shortened, yet easily identifiable,
abbreviation.

6. Leave any other options, such as Opportunity Access,set to their defaults. These
access options don't have anything to do with our Recruiting app, and only appear
if you have the org-wide defaults for a standard object set to a level more restrictive
than Public Read/Write.)

7. Click Save.

Role
cro Hel torthis Page 21
Below is the list of users assigned to this role. Click Edit to modify the role name. Click Assign
Users to Role to assign existing users to this role. Click New User to create a user for this role.
Hierarchy: Universal Containers » CEQ
Siblings:
S—
Role Detan [can [ oeiet= |
Role Name  CEQ Role Nameas  CEQ
iepiayed on
2
This role  None Sharing  Role, Role and
reports to Groups  Subordinates
ModitedBy  Garoline Roth, 2812007
Sz
Users in CEO Role = o Role || New User TP TYIN
No Users Specifed

Every role can have one
or more assigned users.

Figure 60: CEO Role Detail Page

Now that we've created our first role, we can assign the appropriate user to it.
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8. In the CEO role detail page, click Assign Users to Role.

9. Inthe Available Users drop-down list, select All Unassigned.

10. Choose a user from the list (in our case, Cynthia Capobianco), and click Add to
move her to the Selected Users for CEO list.

11. Click Save.

If we return to the main Roles page by clicking Setup ["MAnage Users [ Rdles, we can now
see our new CEQ role in the hierarchy. Defining the rest of the roles is just an exercise that
you can do on your own according to Figure 58: Universal Containers Role Hierarchy on page
137. (If you don't define the role hierarchy, some of the tests that we talk about later won't
work as described.)

@ Note: There's no need to assign users to every role at this point—we'll do that later
when we test out our app.

* + Tip: To speed up the process of adding a new role, click Add Role directly under the
- V name of the role to which the new role should report. When you do this, the This

w role reports to textboxisautomatically filled in with the name of the appropriate
role.

Not too hard, right? With org-wide defaults and a role hierarchy in place, we're actually pretty
close to finishing up our record-level access permissions. All we have left to do is share
recruiting-related records between groups that appear in separate branches of the role hierarchy,
and between peers in a single group. Fortunately, we can accomplish both of those tasks with
a combination of sharing rules and manual sharing. We just need to figure out what's left that
needs to be shared, and with whom.

What's Left to be Shared?

So what is left to be shared? After reviewing our table of required permissions, it turns out it's
just a few more things (remember, since users always have access to the records that they own,
we need to worry only about the read and update permissions for our record-level access
settings):

* Recruiters need read and update access on every Position, Candidate, Job Application, and
Review record that exists in the app.

* Hiring managers need:

* Read and update access on Position and Job Application records on which they're the
hiring manager

* Read access on Candidate records for which they're the hiring manager
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* Read and update access on every Review record

* Interviewers need read access on the Candidate and Job Application records for people
they're interviewing.

That shouldn't be too hard! Let's go do it.

Introducing Sharing Rules

First let's see what we can do with sharing rules. Sharing rules let us make automatic exceptions
to org-wide defaults for particular groups of users. We've already defined several specific groups
with the roles that we created in the previous section, but we can also make up other groups
as needed.

The thing to remember with sharing rules is that, like role hierarchies, we can use them only
to open up record access to more users. Sharing rules and role hierarchies can never be stricter
than our org-wide default settings.

Sharing Rules in Our Recruiting App

Sharing rules work best when they're defined for a particular group of users that we can
determine or predict in advance, rather than a set of users that is frequently changing. For
example, in our Recruiting app, we need to share every position, candidate, job application,
and review with every recruiter. Since recruiters all belong to either the Recruiting Manager
or Recruiter roles in the role hierarchy, we can easily use a sharing rule to share those objects
with the Recruiting Manager role and its subordinates.

Alternatively, consider another use case from our Recruiting app: interviewers need read access
on the candidates and job applications for people they're interviewing. In this case, the set of
interviewers is a lot harder to predict in advance—hiring managers might use different sets of
interviewers depending on the position for which they're hiring, and the interviewers might
come from different groups in the role hierarchy. As a result, this use case probably shouldn't
be handled with sharing rules—the team of interviewers for any given manager is just too hard
to predict.

Let's go through the set of required permissions we still need to implement and pick out the
ones that would work best with sharing rules:
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Recruiters need read and update access on every Yes. As we discussed previously, it's easy to
Position, Candidate, Job Application, and pick out the group of recruiters in our role
Review record that exists in the app. hierarchy.

Hiring managers need read and update access on No. It's too hard to predict which positions

Position and Job Application records on which  will be assigned to which hiring manager.

they're the hiring manager. WEe'll need to handle this use case some other
way.

Hiring managers need read access on Candidate No. Again, it's too hard to predict which
records on which they're the hiring manager. positions will be assigned to which hiring
manager.

Hiring managers need read and update access on Yes. Since we're not restricting which reviews

every Review record, a hiring manager gets to read and update, we
can easily pick out all of the hiring managers
from our role hierarchy and define a sharing
rule for them.

Interviewers need read access on the Candidate  No. As we discussed previously, it's hard to
and Job Application records for peaple they're predict who will be a member of an interview
interviewing. team for a particular position.

Great! Now that we know the required permissions we want to implement with sharing rules,
let's go ahead and define them.

Try It Out: Defining a Public Group for Reviewers

Before we dive head first into creating our sharing rules, we need to make sure that we have
the appropriate public groups set up. A public group is a collection of individual users, other
groups, individual roles, and/or roles with their subordinates. Using a public group when
defining a sharing rule makes the rule easier to create and, more important, easier to understand
later, especially if it's one of many sharing rules that you're trying to maintain in a large
organization. You'll need to create a public group if you ever want to define a sharing rule that
encompasses more than one or two groups or roles, or any individual.

Looking at the required permissions that we want to implement, there's just one object that
needs a public group for its sharing rule: Reviews. Since both recruiters and hiring managers
need read and update access, let's go ahead and make a public group called Reviewers that
encompasses their roles in the role hierarchy.
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1. Click Setup [IVIhnage Users [Public Groups.
2. Click New.

Group Membership
New Group Help for this Pace 21

Specify the members of the sharing group below. To set the group membership, you can add indiidual users, other groups,
the users in a particular role, or the users in a particular rale plus all of the users in roles that report to that role in the
hierarchy.

New Public Group |_=Required Information
Grow tame  [Reviewers |
search: [Roles and Subordinates |§] 1or [ | i |
Available Members. Selected Members

Role and Subordinates: CEO

Role and Subordinates: Director Product Management

Role and Subordinates: Director QA

Role and Subordinates: Product Manager

Role and Subordinates: QA Engineer ]
Role and Subordinates: Recruiter
Role and Subordinates: SW Dev Manager
Role and Subordinates: SW Engineer

Role and Subordinates: VP Development
Role and Subordinates: VP Human Resources

Role: SW Dev Manager
Role and Subordinates: Recruiing Manager

Figure 61: New Public Group Page

The New Public Group page allows you to choose other public groups, individual roles,
individual roles including the roles' subordinates, or individual users.

3. In the Group Name text box, enter Reviewers.
4. In the Search drop-down list, choose Roles.

5. IntheAvailable Members list,select Role: SW Development Manager, and click
Add.

6. In the search drop-down list, choose Role and Subordinates.

7. IntheAvailable Members list, select Role and Subordinates: Recruiting Manager,
and click Add.

8. Click Save.

Easy! Now we're ready to define our sharing rules.

Try It Out: Defining a Sharing Rule for Review Records

Since we just defined our Reviewers public group, let's go use it to define our sharing rule for
Review records.

1. Click Setup [Seturity Controls [“Shharing Settings.
Remember this page? We were last here when we defined our org-wide defaults.

2. Inthe Manage sharing settings for drop-down list, choose Review.
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Choosing an object in this drop-down list allows us to focus in on the org-wide defaults and
sharing rules for a single object at a time rather than looking at all of them in a long page—a
really useful thing if you've got a large organization with several custom objects.

3. In the Sharing Rules area, click New.
4. Inthe Review: owned by members of drop-down list, select Public Groups.

5. Next to that drop-down list, choose Entire Organization.

Just as we talked about already, you can define a sharing rule only for a single public group,
role, or role with all of its subordinates. By default, the platform includes a default public group
that encompasses every user in your organization.

In the share with drop-down list, select Public Groups.
Next to that drop-down list, choose Reviewers.

In the Access Level drop-down list, select Read/Write.
Click Save.

10. Click OK in the dialog box that says this operation could take significant time.

° ® N

And that's it! We've just created a rule that shares reviews written and owned by any member
of the organization with all recruiters and hiring managers. Since reviewers and hiring managers
all need the power to read and update reviews, we handled everyone with a single sharing rule
and a public group.

To finish up here, go ahead and create two more sharing rules according to the following table:

Table 31: Additional Sharing Rules

Candidate The role and The role and Read/Write
subordinates of the  subordinates of the
Recruiting Manager  Recruiting Manager

Job Application The role and The role and Read/Write
subordinates of the  subordinates of the
Recruiting Manager ~ Recruiting Manager

Introducing Manual Sharing

Now let's talk about what we have left to do to define our sharing model. After implementing
our sharing rules, the following required permissions remain:
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*  Hiring managers need read and update access on Position and Job application records on which
they're the hiring manager.

*  Hiring managers need read access on Candidate records on which they're the hiring manager.

s Interviewers need read access on the Candidate and Job Application records for people they're
interviewing.

We didn't implement those required permissions with sharing rules because it was too hard
for us to come up with a consistent group of users who would need access to a particular set
of records. Really, this is where the job of the recruiter comes into play. A recruiter like Mario
Ruiz owns the Position, Candidate, and Job Application records for jobs that he's trying to
fill, and he also knows the hiring manager and interviewers who should be assigned to them.

Fortunately, we have one final type of record-access setting that allows Mario to share specific
records with other specific users: manual sharing. With manual sharing, Mario can grant read
or read/write access on records that he owns to any other user, role, or public group. Although
itisn't automated like org-wide defaults, role hierarchies, or sharing rules, manual sharing gives
Mario the flexibility to share particular records with the ever-changing groups of interviewers
and hiring managers with whom he has to deal every day.

Try It Out: Defining a Manual Sharing Rule

Let's pretend that we're a recruiter like Mario and we need to share a particular Candidate
record that we own with another role, group, or user:

1. On the detail page for the candidate, click Sharing.

CA-0000Z

Below s the list of users, groups and roles that have been granted sharing access to CAD0002. Click Add ta share
it ith others. Click Expand List to view all users who have access to it

. User and Group Sharing
Action Tywe Access Level Reason
User Al Owner

Public Group Reviewers Readirite Manual Sharing

Del
dit|Del  User #nastasia 0Toole Read Only Manual Sharing

Figure 62: Sharing Detail Page

Since we own this Candidate record, we get to see details about who else can see the record
and why. If we didn't own this record, there would be a message about not having sufficient
privileges.

. *# Tip: If we wanted to view the names of each user who has access to the record rather
- than just the names of the roles and public groups, we could click Expand List in this
e page. Although the operation can take some time depending on the number of users
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in our organization, it's helpful to determine whether we need to define a manual
sharing rule for a particular user or if he or she already has access.

Click Add.

In the search drop-down list, choose whether we want to manually share the record
with a user, public group, role, or role and subordinates.

In the currently Not Shared list, select the user, public group, or role that
should have access to the record, and click Add.

In the Access Level drop-down list, specify whether the user, public group, or
role should have read or read/write access to the record.

Click Save.

Not too hard! When we roll out our Recruiting app to users, we'll have to train our recruiters

to take these steps for the Position, Candidate, and Job Application records that their hiring

managers and interviewers need to access. Once this training is complete, we will have
implemented all of the required sharing and security settings that we discussed at the beginning
of the chapter—well done!

Putting It All Together

Congratulations! We've just implemented all of our required security and sharing settings, first

by defining object-level access with profiles, then by securing field-level access with field-level

security, and finally by defining record-level access using org-wide defaults, role hierarchies,

sharing rules, and manual sharing.

We learned about the difference between object-, field-, and record-level security, and how
profiles and roles work together to first determine the objects and tabs that a user can possibly
use, and then the specific records that the user can actually access and edit.

Let's now try it out for ourselves. To do so, we'll first have to define a number of users, and
then we can play around with creating records and seeing who has access to what.

Try It Out: Creating Users for Our Recruiting App

To really put our Recruiting app through its paces, we'll first need to define the following users

and assign a couple of them to some of the recruiting records that we imported earlier.

w#  Note: If you're implementing the Recruiting app in a Developer Edition organization,

you'll have only one additional user to play with besides the System Administrator
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user. You can still try out all of the use cases that we describe here, but you'll have to
update the user's profile and role for whatever use case you're working on.

Table 32: Recruiting App Users

Phil Katz Recruiting Recruiter Recruiting - DBA
Manager Manager position

*  Mary Jane,
candidate for

DBA

* Job
Application
linking the
DBA
position with
Mary Jane

Mario Ruiz Senior Recruiter Recruiter Recruiter «  Documentation
Wiriter
position

* George
Schnell,
candidate for
Documentation
Wiriter

* Job
Application
linking the
Documentation
Writer
position with
George
Schnell

Ben Stuart Software Hiring Manager SW Dev
Development Manager

Manager
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Melissa Lee Staft Software ~ Standard SW Engineer
Engineer Employee
Amy Lojack Senior Product  Standard Product Manager « Review for
Manager Employee the job
application
associated
with the
DBA
position®

*You'll need to create this review record because it isn't part of the sample import data.

Let's walk through the creation of Phil Katz. Then you can finish the other four users on your
own:

1. Click Setup [Mhnage Users [ Uskrs.
2. Click New User.
3. Fill out the fields in the User Edit page according to Recruiting App Users.

Because we're defining this user to test the security and sharing settings of our app, enter a real
email address that you have access to in the Email field and then a "fake" email address in the
Username field (for example, phil.katz@recruiting.com). We'll use the "fake" value in the
Username field to log in to the app as Phil Katz, but we'll get Phil's automatically generated
password at the real email account that you specified. Without that password, we'd never be
able to log in! (For a real user, both Email and Username should generally have the same

value.)
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150

Enter your real email address here so you can receive
an automatically-generated password for your test user.

User Edit
Phil Katz

User Edit

1_= Required Information|

First Name.

Role  |[Recruiing Manager |

e [ — License  [Salestorce
=
o C— o ETa—
o = ) e
= | e warketng [

Use a fake email address here

e E— T

e s d f 1 | .
R to detine your fest user's login.
node
e Ao ]
)
oepsrment e

Fax

Mobile

email - |[General US & Westem Europe (I50-8859-1, 10-LATIN-1)
Encoding

e —

Number

Figure 63: New User Edit Page

4. Click Save.

Now that we've created the Phil Katz user, let's give him ownership of the DBA position and
its associated Job Application and Candidate records.

5. Click the Positions tab.
6. From the view drop-down list, select All and click Go.

. »# Tip: If you want to see more than just the Position Title field in this view, click

fv Edit next to the View drop-down list and add additional fields in the Select Columns
= section.

7. Click DBA.

8. Next to the Owner field, click Change.

9. Click the lookup icon % and choose Phil Katz.
10. Click Save.

11. In the Job Applications related list, click the name of the listed Job Application and
repeat Steps 8-10.

12. Click the ID of the associated Candidate on the Job Application detail page and
repeat Steps 8-10.

All done! Now create the other four users in Recruiting App Users on page 148 and assign them

ownership of the indicated records. To fully complete this, note that you'll have to create Amy
Lojack's review.



Putting It All Together

Try It Out: Verifying that Everything Works

Now that we've got data assigned to actual users, let's go through our Recruiting app and see

how the security and sharing permissions that we defined in this chapter play out:

1.

How did we do? If all of these use cases worked correctly, you've just successfully set up security
and sharing for our Recruiting app! Now let's go incorporate some business logic into our app

First log in as Mario Ruiz—verify that he can see and edit both positions, all three
candidates, all three job applications, and Amy Lojack's review. Verify that the New
buttons are there for all recruiting objects.

Log in as Melissa Lee—verify that she can view positions but that there's no New
button. Verify that she can't see any candidates, reviews, or job applications.

Log in as Ben Stuart—verify that he can view positions and that there's a New
button. Verify that he can't see any candidates or job applications. Verify that he can
view reviews and that there's 2 New button. (What do reviews look like? Can he see
the names of the candidates and job applications on them?)

Log in again as Mario Ruiz—have him manually share read/write access on the Jr.
Software Engineer position with Ben. Have him manually share read access on the
candidate with Melissa and Ben. Have him manually share read access on the job
application with Melissa and read/write access on the job position with Ben.

Log in again as Melissa Lee—verify that she can now see the candidate and job
application that Mario just shared with her but that she can't see the candidate's
social security number. Have her create a review for that candidate.

Log in again as Ben Stuart—verify that he can edit the Jr. Software Engineer position.
Verify that he can read and update Melissa's review. Verify that he can update the
job application to suggest that they hire the candidate.

with workflow rules.

151






Chapter 8

Using Custom Workflow and Approval Processes

In this chapter ...

Introducing Workflow
Workflow in Our
Recruiting App

Creating Workflow Rules
That Assign Tasks

Creating a Workflow Rule
That Updates Fields

Creating a Workflow Rule
That Sends Email Alerts

Introducing Approvals
Summing Up

Now that we've set up all our custom objects and made sure
they're secure, it's time to start looking at ways we can make
our Recruiting app more powerful.

Up to this point, we've created little more than a glorified
database—it holds all of the information we need and allows
us to search for records based on various criteria, but it
doesn't help our recruiters and hiring managers perform the
functions of their jobs more effectively. There's no
automation that lets a recruiter know when the status of a
candidate has changed or when a new position has been
entered into the system.

Indeed, when any changes are made, users have to remember
to notify one another of the change or else rely on the fact
that others will find the updates on their own. Neither
solution is practical for the long term and invites the
possibility that the Recruiting app won't be adopted
consistently by all the employees at Universal Containers.
How can we build processes into our app so that users won't
need to rely on manual methods of communication to inform
others of changes?

Once again, the Force.com platform helps us out with more
built-in functionality. In this case, the tools that we'll use to
solve our process automation problem are called workflow
and approval processes. We'll take a look at the various ways
that we can use workflow first, and then we'll tackle an
approval process at the end of the chapter.
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Introducing Workflow

Workflow is a Force.com business-logic engine that allows us to automatically send email
alerts, assign tasks, or update field values based on rules that we define. Any time that changes
to a record meet the conditions in a workflow rule, the platform automatically performs any
actions associated with the rule.

For example, let's say Ben Stuart, a software development manager, has decided to extend an
offer to Ethan Tran, a bright young candidate who's interested in the Jr. Software Engineer
position. At Universal Containers, it's a recruiter's job to extend offers, but in this case, Mario
Ruiz, the recruiter responsible for the Jr. Software Engineer position, doesn't know whether
or not Ben has made a decision unless Ben emails or calls him directly.

Instead of relying on Ben to remember to tell Mario, we can set up a simple workflow that
triggers the assignment of the appropriate task whenever the status on a Job Application record
is set to Extend an Offer or Rejected. As soon as Ben changes the status of the candidate's Job
Application, workflow creates the appropriate task and sends Mario a notification email, as
shown in the following diagram.

Review Candidate

Recommend
Candidate
for Hire?

YES

Assign task fo
Recruiter to send
letter of rejection

Assign fask fo
Recruiter fo extend

offer to Candidate to Candidafe

( Notify Candidate ’

Figure 64: Automatically Assigning a Task to a Recruiter Using Workflow

Pretty powerful, isn't it? In general, if we can come up with a standard rule that specifies when
a particular event should happen, we can make it happen automatically with workflow. Workflow
is one of the secret ingredients that's going to transform our Recruiting app from a glorified
database into a fully functional tool that everyone finds useful.
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Now that we've got a general idea of what workflow's all about, let's take a closer look at the
individual components that make up workflow: rules, tasks, field updates, and alerts.

Introducing Workflow Rules

In general, a workflow rule is the main container for a set of workflow instructions. It includes
the criteria for when the workflow should be activated, as well as the particular tasks, alerts,
and field updates that should take place when the criteria for that rule are met.

Every workflow rule must be based on a single object you choose when you define the rule.
This object influences the fields that are available for setting workflow activation criteria.

For example, if we define a workflow rule for the Job Application object, we'll be able to set
workflow activation criteria based on the values of fields like Job Application Number
and Status. We can also set workflow activation criteria based on standard fields, like Record
Owner or Created Date, as well as fields based on the currently active user when a rule is
evaluated, such as their Role or Time Zone.

We'll look at all the ways that we can set workflow activation criteria when we get to building
our own workflow rules a little later. For now, just understand that the platform makes it very
easy to create detailed workflow rules that target specific situations.

Introducing Workflow Actions: Tasks, Field Updates, and Alerts

When a workflow rule is triggered, the following types of actions can occur:

Workflow Tasks
A workflow task assigns a task to a user according to a particular template.
Just as in Microsoft Outlook, tasks include information about something
that needs to be done by a certain time, such as making a telephone call
or returning a library book. Assigned tasks appear in a user's My Tasks
related list on their Home tab and generate reminder messages that pop
up when a user logs in.
When we define a workflow task, we provide default values for the
Assignee, Subject,Status,Priority,and Due Date fields for tasks
that are generated by an associated workflow rule. We can also make sure
that a notification email is sent to the assignee when a task is automatically
generated.

Workflow Field Updates
A workflow field update changes the value of a particular field on the record
that initially triggered the workflow rule.
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Workflow Email Alerts
A workflow email alert sends an email according to a specified email
template. Unlike workflow tasks, which can only be assigned to users of
the app, workflow alerts can be sent to any user or contact, as long as they
have a valid email address.

w#  Note: A fourth type of action, a workflow outbound message, sends data to an external
Web service, such as another on-demand application. Outbound messages are used
primarily with composite apps, so we won't be using them in this chapter.

A workflow rule can include any combination of these actions when the rule is triggered. For
example, one rule might send out an alert and update two fields on a particular record. The
action that one workflow rule takes can also trigger the execution of another workflow rule.

Workflow in Our Recruiting App

Now that we've oriented ourselves to the different components involved with workflow, let's
take a look at our Recruiting app and see how we can use workflow to help us build out the
requirements that we talked about in Chapter 2: About the Sample Recruiting App on page 15.

Then we'll spend time implementing the rules that we come up with here.

We've already talked about one instance where workflow will give us a big advantage:
automatically assigning a task to a recruiter when the status of a Job Application record changes
to Reject or Extend an Offer. This will be a great start, but what else can we do?

If we look back at our last chapter on security and sharing, recall that we wanted to grant both
recruiters and hiring managers permission to create new positions, but that ultimately we always
wanted a recruiter to own those records because filling them is the recruiter's job responsibility.
We hinted in the security and sharing chapter that we could accomplish this with workflow,
and indeed we can! We'll simply need to use a workflow field update to change the record
owner of a Position record to a recruiter if it was originally created by a hiring manager. To
prevent a single recruiter from getting overloaded with all these additional positions, we'll also
use another platform feature, gueues, to divvy up the orphaned position records fairly. We'll
place the record in a queue of other position records without owners, and then let individual
recruiters claim the positions they want.

For a third way of using workflow, let's think about how position availability is advertised
throughout Universal Containers. Like many organizations, Universal Containers prefers to
fill positions with employee referrals, but employees often aren't aware of which positions are
currently open. We can use a workflow alert to automatically send email to every employee
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whenever a new position opens up. This way employees learn about positions as they become
available and can immediately think of friends and family members who might be interested.

Sound good? While there are probably many more ways to use workflow to build a killer
on-demand Recruiting app, let's stick with these three for now since they'll give us a good
example of each of the three types of workflow actions that are available. To summarize what

we'll be building:

1. A workflow task that assigns a task to a recruiter when the status of a Job Application
changes to Rejected or Extend an Offer

2. A workflow field update that reassigns ownership of a Position that's created by a
hiring manager to a queue of Position records without owners, so that individual
recruiters can claim ownership of the positions they want

3. An workflow alert that sends an email to every employee when a new Position is
created

Now let's get started!

Creating Workflow Rules That Assign Tasks

For our first use of workflow, we want to create two rules: one that assigns a "Send Rejection

Letter" task to the relevant recruiter whenever the Status field of a Job Application record is
set to Rejected, and one that assigns an "Extend Offer" task to the relevant recruiter whenever
the status field of a Job Application record is set to "Extend an Offer." Let's start with the

"Send Rejection Letter" workflow rule.

Try It Out: Creating the "Send Rejection Letter" Workflow Rule

To make this rule entirely functional, we'll need to define both a workflow rule, which specifies
the criteria for when the rule should be executed, and a workflow task that includes the "Send
Rejection Letter" task template. Although we can define workflow components in any order,
let's start with defining the workflow rule itself. It'll save us a couple of clicks a little later when
we define the rule's associated workflow task.

1. Click Setup [Cilstomize [“Whrkflow & Approvals ["Wbrkflow Rules.
2. Ifyou see an introductory splash page, simply click Continue.
3. Click New Rule.

The first thing we need to do is select the object that will be associated with our workflow rule.
As we talked about earlier, every workflow rule must be associated with a single object to

157



Chapter 8: Using Custom Workflow and Approval Processes

determine the fields that we can use to set criteria. Since we need to trigger this workflow rule
when the Status field of a Job Application record is set to "Reject," we need to select Job
Application here:

4. In the Select object drop-down list, choose Job Application, and click Next.

Now it's time to set our workflow rule details:

5. Inthe Rule Name text box, enter Send Rejection Letter.

6. Inthe Description text box, enter "Send a rejection letter when a hiring manager
changes the status of a job application to Rejected."

Now use the Evaluation Criteria area to specify when this rule should be evaluated. We can
choose When a record is created, or when a record is edited and did not
previously meet the rule criteria (which repeatedly triggers the rule every time a
record is saved only until the rule's criteria are met), Only when a record is created
(which ignores updates to existing records), or Every time a record is created or
edited (which repeatedly triggers the rule every time the record is saved). Since we don't want
to assign duplicate tasks to a recruiter every time the record is saved, we'll choose the first
option.

7. Under "Evaluate rule," select then a record is created, or when a record

is edited and did not previously meet the rule criteria.

To finish up defining the rule, we need to set the criteria that will trigger execution of the rule's
associated actions. Every workflow rule requires at least one row of filter criteria, but we can
set as many filters as we want using additional rows.

8. In the first row of Rule Criteria filters:

* Set the Field column to Status.
*  Set the Operator column to equals.

* Set the Value column to Rejected.

9. Click Save & Next.

158



Creating Workflow Rules That Assign Tasks
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Figure 65: Creating a New Workflow Rule

At this point, we've just defined our "Send Rejection Letter" workflow rule. If we canceled out
of the workflow wizard and clicked Setup [“Cidstomize ["Wbrkflow & Approvals 1
Workflow Rules, we'd see it in the list view. However, because workflow rules aren't all that
useful without an associated action, the workflow wizard takes us directly to a screen where
we can define the "Send Rejection Letter” workflow task. Let's work through that now.

Try It Out: Creating the "Send Rejection Letter" Workflow Task
The Specify Workflow Actions step of the workflow wizard allows you to specify the workflow

tasks, field updates, and alerts that should occur when the condition of our workflow rule is
met.
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Figure 66: Specifying Workflow Actions

You can either define actions that occur immediately after the condition is met, or you can
define actions that occur before or after a certain amount of time has elapsed (for example,
seven days before the value of the Hire By field, or three days after the workflow rule is
triggered). We'll talk more about these time-dependent workflow actions a little later. For now,
we just need to define a single workflow task that executes as soon as our rule criteria is met:

1. In the Immediate Workflow Actions area , click Add Workflow Action and select
New Task.

Did you notice that the Object field is already filled in with Job Application? Here's where
we saved ourselves a couple of clicks—if we'd started building our workflow task before our
workflow rule, we would have needed to specify the object with which the task would be
associated. That's because, like workflow rules, workflow actions need to be associated with a
single object.

In this case, we got to skip a page because the object with which a workflow action is associated
must match the object of a workflow rule that uses it. For example, if we had a workflow rule
associated with the Candidate object, any task, field update, or alert that's triggered by our
Candidate workflow rule must also be associated with the Candidate object. Because we started
building our "Send Rejection Letter" workflow task in the wizard right after defining our "Send
Rejection Letter" workflow rule, the platform knew that the object associated with our task
had to match the rule that we'd already built. That's why our new workflow task is already
associated with the Job Application object.

The rest of the fields on this edit page make up the template for any "Send Rejection Letter"
tasks that our workflow rule will generate.

2. Next to the Assigned To field, click the lookup icon ().
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Here we can choose the assignee of the task either by specifying a particular user, role, or the
owner of the Job Application record that triggered the workflow rule in the first place. Since

recruiters always own the Job Application records of the positions that they're responsible for,
and recruiters are responsible for sending rejection letters at Universal Containers, let's select
the record owner:

3. In the Type drop-down list, choose Owner.
4. Click Record Owner.

Caution: If you thought that choosing the Recruiter role for the Assigned To fleld
might have been another valid option, be careful. If the assignee of a workflow task is
a role that contains more than one assigned user, the person who triggered the rule
will become the task assignee instead. For this reason, you never want to assign workflow
tasks to roles unless you're sure that only one user will ever be assigned to them at a
time.

The rest of the workflow task fields are easy:

5. In the subject text box, enter Send Rejection Letter.
6. In the Due Date drop-down lists, choose Rule Trigger Date plus 2 days.

This Due Date setting will give our recruiters two days to notify the candidate after they're
first assigned the task.

7. In the status drop-down list, choose Not Started.
8. Inthe Priority drop-down list, choose High.

The Notify Assignee checkbox allows us to send an email to the assignee as soon as the
task is created by the workflow rule. This ensures that the assignee knows about the task without
having to log in to the application on a regular basis, so let's select it.

9. Select the Notify Assignee checkbox.
10. Click Save.
11. Click Done.
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Figure 67: Creating the "Send Rejection Letter" Workflow Task

At this point, we finally get to see the detail page for the workflow rule that we just created.
It includes the workflow rule criteria and a list of the associated actions. The only thing that
remains to be done is to active the rule.

12. Click Activate.

All done! We've just created our first workflow rule and task. You'll find that the remaining
workflow actions all operate in a very similar way, so we'll speed through the rest of them,
focusing just on the fields and options that are unique to each. First, let's finish up our second
workflow rule that assigns a task by quickly creating the "Extend an Offer" workflow rule.

Try It Out: Creating the "Extend an Offer" Workflow Rule and Task

To wrap up our first use case, we need to create another workflow rule for when the status of
aJob Application is set to Extend an Offer. This rule and task are almost identical to the "Send
Rejection Letter" workflow rule and task, so we'll just list the values that you'll need in the
following two tables.

Table 33: Values for Creating the "Extend an Offer” Workflow Rule

Object Job Application
Name Extend an Offer
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Description Make an offer when a hiring manager changes
the status of a Job Application to Extend
Offer.

Evaluation Criteria When a record is created, or when a record is

edited and did not previously meet the rule
criteria

Filter Criteria Status equals Extend an Offer

Table 34: Values for Creating the "Extend an Offer" Workflow Task

Assigned To Record Owner

Subject Extend an Offer

Due Date Rule Trigger Date plus 1 days
Status Not Started

Priority High

Notify Assignee? Yes

All done! Make sure the "Extend an Offer" rule is also activated, and let's go try out one of
our new workflow rules.

Look at What We've Done

Let's try out our new "Send Rejection Letter" workflow rule and see what happens:

1. Click the Job Applications tab, and select a Job Application record.
2. Click Edit, and change the Status field to Rejected.
3. Click Save.

The Send Rejection Letter task automatically appears in the Open Activities related list on
the Job Application detail page, as shown in the following screenshot.
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Figure 68: Open Activities Related List on Job Application Detail Page

Pretty neat, don't you think? Not only that, but if you check in the recruiter's email inbox, he
should have received an automatically-generated email notification that looks like the following:

Caroline Roth has assigned a new task to you: Send Rejection Letter
Job Application: JA-00007 Due Date: 2/11/2007
For more details on this task, click on the link below:

https://nal.salesforce.com/00Tx04123s5k1

The link in the email message takes the recruiter directly to the task detail page, where he or
she can locate the contact information of the candidate and update the task status after the
task is completed. The task also shows up in the My Tasks area on the recruiter's Home tab
and a reminder message will pop up in another day if the recruiter hasn't yet changed the task's
Status to Completed. Suddenly, our Recruiting app has become a lot more interactive and
powerful!

Creating a Workflow Rule That Updates Fields

For our next use case, we want to create a workflow rule that ensures the owner of a new
Position record is always a recruiter. To do this, we're going to define a workflow field update
that reassigns ownership of a position that's created by a hiring manager to a gueue of position
records without owners. Once a position record is in that queue, individual recruiters can claim
ownership of the positions they want. But before we jump ahead of ourselves, let's stop a
moment. Just what, exactly, is a queue?
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Introducing Queues

Much like a collection of items in a lost and found drawer, a queue is a collection of records
that don't have an owner. Users who have access to the queue can examine every record that's
in it and claim ownership of the ones they want.

Queues are traditionally used in sales and support organizations to distribute new leads and
support cases to the employees who have the most availability. Because the platform natively
supports queues for Leads, Cases, and any custom object, we can create a queue for the
Recruiting app's Position object.

Try It Out: Creating a Queue for Positions

To define a queue, we simply need to know the types of records that can be placed in the queue
(in our case, Positions), and the users who are allowed to pull records out of it (in our case,
Recruiters). Once we know those two things, defining the queue itself is just a matter of a few
simple clicks:

Click Setup [CMhnage Users [“Quieues.
Click New.

In the Queue Name text box, enter Unclaimed Positions Queue.

W=

In the Queue Email text box, enter an email address, such as
recruiters@universalcontainers.com.

5. Select Send Email to Members.

Notice here that if recruiters@universalcontainers.com was a real email distribution list that
went to all recruiters, we wouldn't need to select Send Email to Members. We do it here
only because recruiters@universalcontainers.com is a fake email address and can't be used for
testing later. The following table outlines the options you have for notifying queue members
when new records are added to the queue:

Table 35: Options to Specify How Queue Members are Notified of New Records

Send Email to Members Because a queue email is not  Only the specified queue
Checkbox Not Selected specified, individual queue email address is notified.
members are always notified,
regardless of the Send Email
to Members checkbox.
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Send Email to Members Because a queue email is not  The specified queue email

Checkbox Selected specified, individual queue  address and individual queue
members are always notified, members are notified.
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Note that if an individual
to Members checkbox.
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emails sent to the specified
queue email address, they'll
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6. In the Supported Objects section, move Position into the Selected Objects list.
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Figure 69: Defining a Queue

As you can see, a single queue can handle multiple objects—the platform allows you to do this
so that you don't have to define multiple queues for the same group of users.

7. In the Queue Members section, select Roles and Subordinates from the Search
drop-down list.

8. Move Role and Subordinates: Recruiting Manager to the Selected Members list.
9. Click Save.
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Perfect! We've just defined a new queue that can act as a temporary owner for all of the Position
records that are created by hiring managers. Whenever a position is placed in the queue, all
recruiters are notified, and the appropriate person can claim ownership. All we need to do now
is define the workflow rule that places those Position records into the queue.

Try It Out: Creating a Workflow Rule That Updates Fields

Now that we've got our queue ready to go, we can go ahead and define our workflow rule:

Click Setup [Cistomize ["Wbrkflow & Approvals [“Wbrkflow Rules.
Click New Rule.
In the select object drop-down list, choose Position, and click Next.

In the Rule Name text box, enter Assign Position to Recruiter.

VA W N R

In the Description text box, enter "Reassign position records to a recruiter if they
were created by another type of employee."

While we know that recruiters should almost always own Position records, we don't want to
impede the organization if there's a special case in which a non-recruiter should own the record
instead. Let's choose to evaluate this rule only when a record is created so that if an exception
needs to be made, the workflow won't supersede any changes that were made by a recruiter.

6. In the Evaluation Criteria area, select Only when a record is created.

Finally, we need to make sure that this rule is initiated whenever a Position record is created
by someone who isn't a recruiter or a recruiting manager. We can specify this filter criteria in
a single row by using a comma in the Value column as follows:

7. In the first row of filters:

e Set the Field column to Current User: Role.
* Set the Operator column to not equal to.

* Set the Value column to Recruiter, Recruiting Manager.

8. Click Save & Next.

Now let's create the field update action for this workflow rule:

9. In the Immediate Workflow Actions area , click Add Workflow Action, and select
New Field Update.

10. In the Name text box, enter Reassign Position to Queue.

11. In the Description text box, enter "Assign the Position to the Unclaimed Positions

Queue."
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12. In the Field to Update drop-down list, choose Owner.

Once you make a selection in this drop-down list, new options appear just below depending
on the selection that you made.

13. In the owner drop-down list, choose Queue.

14. Click the lookup icon (), and select Unclaimed Positions Queue.
15. Select Notify Assignee.
16. Click Save.

Not too hard! Before we leave this workflow rule behind, though, let's give it a second workflow
action—one that ensures that no positions will languish in the queue without being claimed
by a recruiter. This time, we'll use a time-dependent workflow action.

Introducing Time-Dependent Workflow Actions

As we mentioned earlier, time-dependent workflow actions are actions that occur before or
after a certain amount of time has elapsed (for example, seven days before the value of the
Hire By fleld, or three days after the workflow rule is triggered). We can use time-dependent
workflow actions to fire tasks, field updates, and email alerts while the condition of a workflow
rule remains true.

For example, the goal of reassigning Position records to the Unclaimed Positions queue is to

have the appropriate recruiter take ownership. However, there might be situations in which a
position is placed in the queue and no recruiter claims it. Rather than leaving the position to
languish unclaimed in the queue, we can define a time-dependent workflow action that alerts
the recruiting manager if no recruiter claims a Position record within a certain number of days.
Because this action only takes place while the workflow condition remains true (that is, while
the position is owned by a non-recruiter), the manager will only be alerted when necessary.

Neat, huh? Let's see how time-dependent actions are defined.

Try It Out: Creating the "Notify Recruiting Manager" Time-Dependent
Workflow Task

At this point, we should still be on the Edit Workflow Rule page for our Assign Position to
Recruiter Queue workflow rule. If not, you can return there by clicking Setup ["Cilstomize

CWhrkflow & Approvals [“Whbrkflow Rules, clicking Assign Position to Recruiter, and
then clicking Edit in the Workflow Actions area.
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Before we can define a time-dependent workflow task, we first must specify a zime trigger.
Time triggers define when the time-dependent workflow actions should fire.

1. Click Add Time Trigger.

In this case, we want our recruiting manager to be notified three days after a position has been
assigned to the Unclaimed Positions queue.

2. Use the text box and drop-down lists to specify 3 Days After Rule Trigger Date.
3. Click Save.

add Time Trigger

Position

Workflow Time Trigger Edit

‘Workflow Rule  Assign Position to Recruiter Queue
B~ |pays[After 5] [Pule Trigger Dete 5]
[save Jancet ]

Figure 70: The Time Trigger Edit Page

Our time trigger is now listed in the Time-Dependent Workflow Actions area. The Add
Workflow Action drop-down button is now active, and we can define our workflow task as
usual.

4. In the Time-Dependent Workflow Actions area, click Add Workflow Action and
select New Task.

5. Inthe Assigned To field, select the Recruiting Manager role.

w»  Note: Remember, workflow tasks should only be assigned to a role if you're confident
that only one user will ever be assigned to that role at a time. If the role contains
=" multiple users, the owner of the workflow rule is assigned the task.

6. In the subject field, enter Assign Unclaimed Position Record to Recruiter.
7. Set the Due Date field to Rule Trigger Date plus 4 days.

Since this workflow action won't fire until three days after the original Rule Trigger Date,
making the Due Date four days after the Rule Trigger Date gives the recruiting manager one
additional day to assign the position to a recruiter.

8. Set the status field to Not Started.
9. Set the Priority field to High.

10. Select Notify Assignee.

11. Click Save.

12. Click Done.
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Almost done! At this point, all we need to do is activate our workflow rule. However, if you
click the Activate button now, an error message appears saying that the Default Workflow
User must be set before activating the rule. What's that?

The Default Workflow User is the user who should be assigned as the owner of a workflow
action if the user who originally triggered the rule is no longer active. This setting is required
if you want to use time-dependent workflow actions. To set it:

13. Click Setup [Cilstomize ["Whrkflow & Approvals [Seltings.

= Note: If you click Activate without previously setting the Default Workflow User
and then click OK in the error dialog, you're sent directly to the Workflow & Approvals
Settings page.

14. Set the Default Workflow User field to any user in your organization. In most
cases, it's best to choose a system administrator.

15. Click Save.

Now we can activate the workflow rule:

w» Note: If you reached the Workflow & Approvals Settings page by clicking Activate
and then OK in the error dialog, clicking Save also automatically activates your
workflow rule.

16. Click Setup [Cilstomize [“Whrkflow & Approvals [Wbrkflow Rules.

17. Click Activate next to the Assign Position to Recruiter workflow rule.

Look At What We've Done

Great! We've now got a workflow rule that moves Position records created by non-recruiters
to a queue of unclaimed positions, and if not claimed by a recruiter in three days, assigns a task
to the recruiting manager.

To try it out, simply make sure that you're logged in as a hiring manager and create a new
position. As soon as you return to the detail page for the position, you'll see that the Unclaimed
Positions Queue has automatically been assigned as the record owner, and that any user assigned
to the Recruiter or Recruiting Manager role will have received an email notification.

To actually view the contents of the queue, click the Positions tab, and choose Unclaimed
Positions Queue from the View drop-down list. Any recruiter or recruiting manager can click
the Accept button on this page and take ownership of the new position.
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Although our Assign Unclaimed Position Record to Recruiter workflow task won't be activated
for another three days, we can see that it's currently scheduled to fire by checking out the

workflow queue. This queue lists all of the time-dependent workflow actions that are scheduled
for the future. To view it:

1. Log back in to your organization as an administrator.

2. Click Setup [Mbnitoring [ Mbnitor the Workflow Queue.
3. Click Search.

the Workflow Queue
When Salesforce triggers a workflow rule, its time-dependent actions are placed in the workilow gueue. Use the criteria below to
—None— i —Narie— i AND
Mane— = I I
None— B[ Nene—F[ w0
Mo~ B[ None-  H[ e
—MNone— —I —
Setthe search conditions to further restrictthe list.
* Fordate fields, enter the value in following format: 2/9/2007
* Fordatetime fields, enter the value in following format: /92007 4:56 Pht
I Related To Type ‘Workflow Rule Name Evaluation Date Created By Created Date
[ Clark® istant  Position Assign Position to Recruiter  2/12/2007 4:49 P Kentman, Clark /372007 4:49 PM
\

The Evaluation Date shows when this
workflow action will execute.

Figure 71: The Monitor the Workflow Queue Page

As soon as a recruiter takes ownership of the new Position record, this task is deleted from the
workflow queue. Pretty slick, isn't it?

Now let's build one final workflow rule so we can see how to create a workflow email alert.

Creating a Workflow Rule That Sends Email Alerts

For our final workflow use case, let's create a workflow rule and email alert that sends a
notification whenever a new Position is created. We want all the employees at Universal

Containers to know when there are new positions available so they have the best opportunity
to bring in referrals.

For this workflow rule, there's a step that we'll need to handle first: we need to design a template
for what the email alert should look like.
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Introducing Email Templates

Just as the platform includes built-in tools for setting security permissions, tracking events and
tasks, and building business logic with workflow, it also provides a built-in tool for writing
emails to users and contacts in your organization. Email templates allow you to create form
emails that communicate a standard message, such as a welcome letter to new employees or
an acknowledgement that a customer service request has been received.

To personalize the content of an email template, we can use merge fields to incorporate values
from records that are stored in the system. For example, if we wanted to address an email
recipient by their first name, we could write an email template as follows:

Dear {!Contact.FirstName},

In this example, {!Contact.FirstName} is a merge field that brings in the first name of
the contact to whom the email is addressed, so an email to John Smiley would read:

Dear John,

For our workflow alert, we can build an email template to notify users of new Positions that
have been added to the system. We can use merge fields to include information from the
Position record, such as its title and the required skills. Let's go do that now, and then we can
get back to finishing up our final workflow rule.

Try It Out: Building an Email Template
To build a new email template, we have to go to the Administration Setup area:

1. Click Setup [CCdmmunication Templates [Ehail Templates.

Here you should see a list of all the email templates that have already been defined for your
organization, including several sample templates from salesforce.com.

2. Click New Template.

We can choose to create a text, HTML, or custom email template. HTML and custom email
templates are the same except that HTML templates allow you to specify a letterhead to give
your email the same look and feel as other emails from the same source. To keep things simple,
we'll just stick with a plain text email for now.
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3. Select Text, and click Next.

Recruiting App: New Position Alert

P Use this area to copy the
codes for merge fields.
Use merge fields to personalize your email content. You can add

displays only if the merge record does not contain data for that field. Enter after @ comma in the merge
field, for example, {IContact_Firsthame, Sir or Madam). Click on the link below tg€8e a sample email template

View Sample Template

Mote that the Description field is for intemal use only. It will be listpd’as the tile of any email activities you log when
sending mass email.

Available Merge Fields
Select Field Type Select Field Copy Merge Field Valus

Position Fields [El[Functional Area [ [{ osifion__c Functional_Area_c}
Copy and paste the merge field value into your template below.
i

Email Template Edit N T

Email Template Infoermation 1_= Required Information|

Folder |[Unfied Public Email Templates 5]

Active
Email Template  [[Recruiting App: New Po
Name.
encoding  |[General US & Westem Europe (1S0-8859-1, ISO-LATIN-T)

Description  [Send update emailto all Universal Containers employees

subject  |[New Open Position Alert. (IPosition_c. Name}

[Theres a new position open at Universal Containers and we wantyou
Jto know about it

[Title: @Position_c.Name}
Functional Area: (Position_cFunctional_Area_c}

Paste your merge field

.\ codes into the Subject

=== and text areas of your
email template.

Figure 72: Defining an Email Template

The New Template page allows us to define the email template itself. The gray area near the
top is where we'll generate the merge field codes for the fields in the email template below it,
so let's skip past it for now and start with the Folder drop-down list.

4. In the Folder drop-down list, choose Unfiled Public Email Templates.

The Unfiled Public Email Templates folder is a standard, public folder available in every
organization. By keeping the email template in a public folder, it'll be available to other users
who have permission to view and edit email templates.

5. Select the Available For Use checkbox.
This option will make our email template available when we create our workflow alert.
6. IntheEmail Template Name textbox, enter Recruiting App: New Position Alert.

. ' # Tip: To help keep your email templates organized, it's a good idea to preface any

- v template name with the name of the app that uses it. Or, even better, you can create

w a public email template folder with the name of the app, such as Recruiting App
Templates, and file all the relevant email templates in it.

7. In the Encoding text box, accept the default of General US & Western Europe
(ISO-8859-1, ISO-Latin-1).
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8. Inthe Description text box, enter "Send update email to all Universal Containers
employees."

Now we get to the heart of our email template—the email's subject and body text.
9. In the subject text box, enter New Open Position Alert: .

We want to put the title of the new position in the subject of our email, so we'll need to use
our first merge field here, just after the colon in our subject. To get the proper code, we'll have
to go back to the gray merge field area near the top of the page.

10. In the Select Field Type drop-down list, choose Position Fields.

Although there are many objects to choose from in the Select Field Type drop-down list,
because we're creating an email template for a workflow rule, we're limited to the fields for the
object that will be associated with that workflow—in our case, Position. That's because the
workflow rule that uses this email template won't know about any individual records other
than the Position record that triggered the rule's execution. If we put in fields from another
object, they'd be left blank in our email, because there wouldn't be a record from which to pull
the values.

Now let's grab the field we want.
11. In the Select Field drop-down list, choose Position Title.

In the Copy Merge Field Value text box, a merge field code appears for Position Title.
We can cut and paste it to the end of our subject line so the subject now looks like this: New
Open Position Alert: {!Position__c.Name}. When an email is generated from this template,
{!Position c.Name} will be replaced with the relevant position title.

Easy, right? Now let's finish the remainder of our email.

12. In the text area just below the Subject text box, enter the following text:

There's a new position open at Universal Containers!
Title: {!Position c.Name}

Functional Area: {!Position c.Functional Area c}
Location: {!Position c.Location c}

Job Description
{!Position c.Job Description c}

Responsibilities
{!Position c.Responsibilities c}

Skills Required
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{!Position c¢.Skills Required c}

Educational Requirements
{!Position_ c.Educational Requirements c}

If you know of anyone great who might be able to fill this role, please
contact the hiring manager, {!Position c.Hiring Manager c}.

Thanks'!
13. Click Save.

That's it for our email template. Now that it's done, we're ready to create our New Position
workflow rule and alert.

Try It Out: Creating the New Position Workflow Rule and Alert

Now that we've built our email template, we're ready to build the workflow rule and email alert
that use it. By now this procedure should be very familiar to you:

Click Setup [Cistomize ["Wbrkflow & Approvals [“Wbrkflow Rules.
Click New Rule.
In the Select object drop-down list, choose Position and click Next.

In the Rule Name text box, enter Email New Position Alert.

Vi A W N

In the Description text box, enter "Send an email to everyone whenever a Position

record is opened."

We only want this rule to execute once, whenever a Position record's status is set to Open -

Approved.

6. In the Evaluation Criteria section, select When a record is created, or
when a record is edited and did not previously meet the rule
criteria.

7. In the first row of rule criteria:

* Set the Field column to Status.

* Set the Operator column to equals.

*  Set the Value column to Open - Approved. Although "New Position" is the
default value of the status picklist, we only want to publicize those positions
that have been approved for hire by an executive.

8. Click Save & Next.

Now let's create the email alert for this workflow rule:
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9. In the Immediate Workflow Actions area, click Add Workflow Action, and select
New Email.

10. In the Description text box, enter Email New Position Alert.

11. Next to the Email Template field, click the lookup icon (%)), and select Recruiting
App: New Position Alert.

We want to send this email to everyone at Universal Containers, but for this workflow rule
there's no obvious way of doing that. We can work around this by relying on our role hierarchy
and sending the email to everyone in the CEO role and its subordinates.

12. In the Recipient Type search field, choose Role and Subordinates.

13. In the Available Recipients list, select Role and Subordinates: CEO and click Add.
14. Click Save.

15. Click Done.

16. Click Activate.

And that's all there is to it! To test out this workflow rule, all you need to do is create a new
Position record with a Status value of Open - Approved. Within a few seconds, all users
within your organization will receive an email letting them know that a position has just been
created. Go ahead—try it!

Introducing Approvals

Now that we've just made a handful of workflow rules, let's take a look at another business
logic tool that the platform provides: approval processes.

Approval processes allow you to specify a sequence of steps that are required to approve a new
record. Each step allows a designated approver to accept or reject a record. The steps can apply
to all records included in the process, or just to records that meet certain requirements. Like
workflow, approval processes also allow you to specify actions—like sending an email alert,
updating a field value, or assigning a task—that should occur whenever a record is approved,
rejected, or first submitted for approval.
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Position Record
Submitted for
Approval

Approval Step #1
Approver: Direct
Manager

Approval Step #2
Approver: CEO

Rejected

Figure 73: Approval Processes Consist of Steps and Actions

For example, suppose your organization has a three-tier process for approving expenses:
submitted expenses that are less than $50 are automatically approved, those over $50 must be
approved by a manager, and those over $5,000 must also be approved by a Vice President. For
this example, you can define an approval process that specifies the following:

* Ifan expense record is submitted for approval, lock the record so that users cannot edit it
and change the status to "Submitted."

 If the amount is $50 or less, automatically approve the request.

* If the amount is greater than $50, send an approval request to the direct manager.
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* If the amount is greater than $5,000 and the first approval request is approved, send an
approval request to the Vice President.
+ Ifall approval requests are approved, change the status to "Approved" and unlock the record.

* Ifany approval requests are rejected, change the status to "Rejected” and unlock the record.

Neat, huh? For our recruiting app, we're going to define a similar approval process to submit

new positions for approval. We want to make sure that a manager approves any position that
his or her employee creates, and that any position with a minimum salary of more than $150,000
is approved by the CEO. Let's get started.

Planning for Approval Processes

Before we can actually define the approval process itself, there are a couple preliminary steps
that we'll need to take care of first:

* Find a way to represent a user's direct manager. The direct manager will be the designated
approver for the first step of our approval process.

*  Define an email template that can be used to notify the designated approver that he or she
has a pending approval request.

Although these preliminary steps are specific to our particular approval process, in most cases
you'll find that you have to do a little advance planning before implementing an approval
process on your own. The Getting Started with Approval Processes checklist available from the
Tips and User Guides area of the online help outlines the things that you should think about
and the components you should build before diving in.

Try It Out: Representing a User's Direct Manager with Hierarchical Relationship Fields

The first preliminary step for defining our approval process is to determine how we should
represent a user's direct manager. This direct manager will be the designated approver for the
first step of our approval process.

While at first it's easy to think that we can do this using a custom lookup field on the standard
User object, if we look a little closer we'll discover some problems with this method. For one
thing, a lookup field would allow a user's direct manager to be the same person as the user!
While we might be able to work around this issue with a validation rule, the hairy issue of
indirect associations comes up: how do we prevent a situation where user A is the manager of
user B, who's the manager of user A? Or a situation where A is the manager of B is the manager
of C is the manager of A? Clearly using a lookup for the Direct Manager custom field leaves
room for data inconsistencies that we won't be able to handle with simple validation rules.
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Fortunately, the platform comes to the rescue once again with a hierarchical relationship custom
field type specifically designed for the User object. This field type was created specifically for
a situation like ours in which we want to associate one user with another without indirectly
associating that user to him or herself. With the hierarchical relationship field type, the platform
takes care of all of the error checking for us.

Now that we know about hierarchical relationships, creating the Direct Manager field is
just as easy as creating any other custom field:

Click Setup [Cilstomize [Uskrs [Fitlds.

In the User Custom Fields related list, click New.
Select Hierarchical Relationship and click Next.
In the Field Label field, enter Direct Manager.

Lk W

Select Restricted Field.

We'll select the Restricted Field checkbox because users shouldn't be able to change the
name of their own manager.

6. Click Next.
7. Click Save.

Great! Now on to our email template.

Try It Out: Creating an Email Template for Approvals

Our second preliminary task involves creating an email template to notify designated approvers
that a record needs to be approved. Since we've already talked about email templates in
Introducing Email Templates on page 172 we'll simply include the values that we want to use
for the template in the following table. You can build it from Setup [CCdmmunication
Templates [Ehail Templates.

Table 36: The "Recruiting App: New Position Requires Approval" Email Template

Template Type Text

Awailable For Use Selected

Email Template Recruiting App: New Position Requires Approval

Name

Encoding General US & Western Europe (ISO-8859-1, ISO-LATIN-1)
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Description Send notification email to designated approver when new position
record requires approval.

Subject New Position Requires Approval

Email Body A new position record has been submitted for your
approval. Please visit the link below and either

approve or reject it.

{!Position c.Link}

Thanks'!

Try It Out: Creating an Approval Process

Now that we've finished our preliminary tasks, we're ready to define the approval process itself.
The approval process definition acts as a framework for the approval steps and actions that
we'll define later:

1. Click Setup [Cdstomize [ Whrkflow & Approvals [Agproval Processes.
2. From the Manage Approval Processes For drop-down list, choose Position.

There are two different wizards that we can use to create a new approval process: a Jump Start
Wizard and the Standard Setup Wizard. The Jump Start Wizard sets several default values
for us and only requires input for the most crucial fields: the approval assignment email template,
filter criteria to enter the approval process, and the designated approver. The Standard Setup
Wizard, on the other hand, allows us to configure every possible option for our approval process.
We'll stick with it for now so we can take a look at all of the options that are available.

3. From the Create New Approval Process drop-down button, choose Use Standard
Setup Wizard.
4. In the Process Name field, enter Approve New Position.

5. Inthe Description field, enter "Ensure that a manager approves any position that
his or her employee creates, and that any position with a minimum salary of more
than $150,000 is approved by the CEO."

6. Click Next.
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After specifying the name and description, our next step is to enter the filter criteria that should
be used to determine which positions need approval. In our case, we want all positions created
by a user other than the CEO to get approved by at least a direct manager.

7. In the first row of filter criteria, select Current User: Role not equal to CEO.
8. Click Next.

9. From the Next Automated Approver Determined By drop—down list, select
Direct Manager.

w»  Note: Rather than creating our Direct Manager field ahead of time, we could have
selected Create New Field from this drop-down list to define a new custom hierarchical
=" lookup field on the fly.

Select Field Used for Automated Approval uting
Vet Automated Approver Determined By | -Nope— 18] [0

~No
Record Editability Properties. g
Y can edit records duri Create New Field @'
it

O Administrators OR the currently assigned approver can ed vecnkdurmgme approval process.

The approval process wizard allows you
to create a custom hierarchy field on the fly.

Figure 74: Specifying the Approver Field

10. In the Record Editability Properties area, choose Administrators ONLY can
edit records during the approval process.

Record editability allows you to specify whether a record that's been submitted for approval
can be edited by the approver before being approved. Since we don't want managers to change
the positions that a hiring manager or recruiter creates without alerting the owner, we'll only
let administrators perform edits while a record is in our approval process.

11. Click Next.

12. In the Approval Assignment Email Template lookup field, select Recruiting
App: New Position Requires Approval.

13. Click Next.

Our next step in defining the approval process is specifying which fields should be displayed

when an approver approves or rejects a record. We can display any fields on the Position object,
but since we've restricted the editability, these fields can't be edited by the approver until the

record is approved or rejected.

14. Move the following fields from Available Fields to Selected Fields:

*  Position Title

e Owner
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* Hiring Manager

* Type

* Location

* Hire By

* Job Description
*  Min Pay

*  Max Pay

New Approval Process
Positions

Step 5. Select Fields to Display on Approval Page Layout Step5 0f6

The approval page is where an approver will actually approve of reject a request. Using the options below, choose the fields to
display onthis page.

Help for tis Page [21

Approval Page Fields

Available Fields Selected Fields
Close Date Position Title
Created By Owner
Days Open Hiting Manager
Educational Requirements Type
Functional Area Add ||| ocation D
Job Level Hire By
Last Modified By Job Description
Open Date Rv Min Pay n
Responsibiliies Max Pay
Skills Required Click here to view an
tatus example
Travel Required

Display approval history information in addition to jhe fields selected above.

{2 Allow approvers to access the approval page ghly fram within the Salesforce application. (Recommended)
© Allow approvers to access the approval page from within the Salesforce application, or externally from a
wireless-enabled mobile device. [

_| Approvers use a special record frmir e
approval page layout when

reviewing a record that's been

submitted for approval.

Figure 75: Defining the Record Approval Page Layout

On this page we can also specify whether approval history information should be displayed.
This information shows whether this record was submitted for approval in the past, who was
the designated approver, and whether it was approved or rejected.

15. Select Display approval history information in addition to the

fields selected above.

Finally, before leaving this page, we can specify security settings to determine whether an
approver can approve or reject records from a wireless-enabled mobile device. Unless it's a
mandatory requirement for your approvers, it's better not to choose this option because it
prevents a user from manually selecting an appropriate approver for a record. We'll leave the
default choice selected for now.

16. Click Next.
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The last page of the New Approval Process wizard allows us to choose who should be allowed
to submit Position records for approval. Again, we'll just leave the default Record Owner
selected, because there's no reason for another user to have this power.

The last two options on this page allow us to place the Approval History related list on all
Position page layouts and give users the ability to recall pending approval requests after they've
submitted them. The Approval History related list is the same history related list that we
included on the approver page layout, so we'll also include it on the Position detail page. From
this related list users can also click the Recall Approval Request button to withdraw their
pending approval requests. If we didn't enable this last option, only administrators would have
access to the Recall Approval Request button.

17. Select Add Approval History Related List to All Position Page
Layouts.

18. Select Allow submitters to recall approval requests.

19. Click Save.

Phew! We've finished defining the framework for our approval process, but we won't be able
to activate it until we've given it some steps and some actions to fire when records are actually
approved or rejected. Let's move on to those now.

20. Select Yes, I'd like to create an approval step now.

21. Click Go!

Try It Out: Creating Approval Steps

As we said earlier, every approval process consists of a set of steps that are required to approve
the creation of a new record, and each step allows a designated approver to accept or reject a
record. In other words, every "signature" that you need to get a record approved must have a
corresponding step in the approval process. An approval step consists of:

* A designated approver

*  Optional filter criteria, so that only records that meet certain conditions will require approval
at that step

*  Optional step approval actions that execute regardless of the outcome of the whole approval
process

*  Optional step rejection actions that execute regardless of the outcome of the whole approval
process

For our New Position approval process, we'll need to define two steps—one that requires
approval from a direct manager for all new Position records, and one that requires additional
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approval from the CEO for Position records with minimum salaries that fall above $150,000.
Let's define the first step for all new Position records now.

A Note: Because we selected Yes, I'd like to create an approval step now
at the end of the Standard Approval Process wizard in the last section, we're already
at the beginning of the New Approval Step wizard. If we weren't, we could return to
the same wizard with the following steps:

*  Click Setup [Cistomize ["Whrkflow & Approvals ["Afproval Processes.
* In the Inactive Approval Processes related list, click Approve New Position.
* In the Approval Steps related list, click New Approval Step.

1. In the Name field, enter Direct Manager Approval.

2. In the Description field, enter "Every new Position record must be approved by
the Position owner's direct manager."

3. Inthe Step Number field, enter 1.

The Step Number field specifies the order in which multiple steps should be processed. By
assigning this as Step 1, it will be the first to execute when the approval process is triggered.

4. Click Next.

The Specify Step Criteria area allows us to filter the records that require approval during this
step. Because we've already filtered out Position records that are owned by the CEO from the
whole approval process, this step does not need any additional filtering.

5. Click Next.

Finally we have to select the assigned approver for this step, and specify whether his or her
delegate is allowed to approve the request as well. Because this is the Direct Manager approval
step, it clearly makes sense to accept the default option of Automatically assign using
the custom field selected earlier. (Direct Manager).However, because
Position records aren't particularly sensitive, it's okay for managers to assign delegate approvers.
So managers who go on vacation, or who receive large quantities of approval requests, can
share their work with another employee.

6. Select The approver's delegate may also approve this request.

7. Click Save.

Having completed our first approval step, we're faced with another choice to create optional
approval or rejection actions for this step, or to return to the approval process detail page.
While we ultimately need to specify final approval and rejection actions that occur when the
approval process ends one way or the other, there's nothing in particular that needs to happen
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after this first step that we can't specify elsewhere. Let's return to the detail page for our approval
process and define our second approval step for positions with minimum salaries of more than

$150,000.

8. SelectNo, I'll do this later. Take me to the approval process
detail page to review what I've just created.

9. Click Go!.
10. In the Approval Steps related list, click New Approval Step.

Once again we're back in the New Approval Step wizard, but this time it includes a summary

of the previous step that we created. This helps us to remember where we are in our approval
process.

A summary of the previous step reminds
us of where we are in the approval process.

New Approval Step

Help for s Page |21

Step 1. Enter Name and Description

Step1of 3

Enter a name, description, and step number for your newhapproval step.

Previous Approval Step Information LI
Step Number: 1

Name: Direct Manager Approval

Criteria:

AssignTo: Manager

Enter Name and Description

Approval Process Hame Approve New Position
name  |[CEO Approval
Description

[Every new position record with a minimum
[salary over $150,000 must be approved by the
cEO.

step Humber |2 §

Step Number indicates the order I

in which approval steps will execute.

Figure 76: Defining a Second Approval Step
11. In the Name field, enter CEO Approval.

12. In the Description field, enter "Every new Position record with a minimum salary

over $150,000 must be approved by the CEO."
13. In the Step Number field, enter 2.
14. Click Next.

For this approval step, we only want to send positions with a minimum salary over $150,000

to the CEO. Additionally, we want to exclude any records that the CEO has already approved
(for example, because one of the CEQO's direct reports created the record).

15. Select the Enter this step if the following radio button, then choose

criteria are met from the drop-down list.

16. In the first row of filters, enter Min Pay greater or equal 150000.
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. # Tip: Asashort cut, you can specify 150,000 as 150k.

=

17. In the second row of filters, enter Current User: Direct Manager not equal to Cynthia
Capobianco (the acting CEO in Figure 58: Universal Containers Role Hierarchy on
page 137).

18. Click Next.

Finally, we need to select the approver (the CEO), and specify what should happen if he or
she rejects this request.

19. Select the Assign to radio button, select User, click the lookup icon (&), and
choose the name of the CEO in your organization (Cynthia Capobianco).

20. Select The approver's delegate may also approve this request.

The next section allows us to specify what to do with the record if it's rejected at this step.
Because the Position record is locked from editing during the approval process, it makes the
most sense to perform the final rejection.

21. Select Perform all rejection actions for this step AND all final

rejection actions. (Final Rejection).

22. Click Save.

Once again, we're faced with a choice to define approval or rejection actions for this particular
step. Let's circumvent those, and return to the approval process detail page to define our initial
submission, final approval, and final rejection actions for the whole process.

23. Select No, I'll do this later. Take me to the approval process
detail page to review what I've just created.

24. Click Go!.

Try It Out: Creating Approval Actions

Now that we've finished defining our approval process steps, we're nearly done. All that remains
is to specify the approval actions that should occur whenever a record is initially submitted, or
when it's finally approved or rejected.

Just like workflow actions, approval actions allow you to create and assign tasks, update fields,
and send email updates and outbound messages. They can either be associated with the approval
process as a whole or with individual approval steps.
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Approval Processes

Position: Approve New Position Help for his Page

« Back to Approval Process List

—_—
Approval Process Detail [ed ~ ) clone Joclete JAciivate |

Process Name  Approve New Position Active

Description  Ensure that a manager approves any position that his or her employee creates, and that any position with
aminimum salary of more than §150,000 is approved by the CEO.
Entry Criteria  Current User: Role NOTEQUALTO CEO

Record Eitability  Administrator ONLY Next Automated  DirectManager
Approver
Determined By

Approval  Recruiing App: New Position
Assignment Email  Requires Approval

Tempiaic
Intial Submitters  Record Owner
Created By  Caroline Roth, 2/14/2007 247 PM Modified By  Caroline Roth, 2/14/2007 6:27 PM
Iritial Submission Actions KD [ dd exiting [JAcanen < | ‘i Subision Actons Het
Action Type Description
Record Lo Lock the record rom being edied <
“approval steps B [ e Approvai stes | e V) o d |:-
Action Step Number Name Description Criteria Assigned Approver Rej OU n e Ine
‘Show Actions | Edit | Del 1 Direct  Everynew DirectManager  Final Re] Qpprovol c]chons
Manager position record
Approval mustbe h h
Soproved by he that occur when a
position owner's - . ee
Pt record is inifially

salary over (Current User:
$150,000 must pirect
be approved by yianager ot

with a minimum  equac 150000) ano
approved, or

finally rejected.

EQUALTO Gynthia

‘Show Actions | Edit | Del 2 CEO Every new (Position: Min UserCynthia Final R . 3
Approval position record Fay GReaTER or  Capobianca b ﬂ-ed F |
supmi , TInQ
/[

Capobianca)
Fanal Approval Actions e e P Aogloratfcions et
Action Type Description
Edit  Record hock Lock the record from being edited
7/
Final Refection Aktions [ Adi Existing [ i vew ~ i foftin Acions ot
Action Type Description
Edit  Record Lock Unlock the record for editing

| Approval acfions can also be associated
with individual approval steps.

Figure 77: The Approval Process Detail Page

Because defining an approval action is almost identical to the way we created workflow actions,
we'll quickly step through the process of updating the status field to Pending Approval when
a position is initially submitted and then leave our other approval actions as exercises:

1. If you're not on the approval process detail page already, click Setup [“Customize
[CWhrkflow & Approvals [CAgproval Processes, and then click Approve New

Position.
2. Inthe Initial Submission Actions related list, click Add New, and select Field Update.

Does the New Field Update Action page look familiar? That's because we've seen it before—all
approval tasks, field updates, email alerts, and outbound messages use the same editing interface
as workflow actions. In fact, every workflow and approval action that you create can be used
interchangeably on both workflow and approval processes.

3. In the Name field, enter Set Status to Pending Approval.

4. In the Description field, enter "While a position is in an approval process, its
status should be set to Pending Approval."

5. Inthe Field to Update drop-down list, select Status.
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6. In the Picklist Options area, select A specific value and choose Pending
Approval from the list.
7. Click Save.

Easy, right? Now, to finish up the rest of the approval process, define the remaining approval
actions on your own according to the values in the following table.

Table 37: Additional Approval Actions

Final Approval Field Update Name: Set Status to Open Approved

Actions

Field to Update: Status

A specific value: Open - Approved

Final Rejection Field Update Name: Set Status to Closed - Not Approved

Actions

Field to Update: Status

A specific value: Closed - Not Approved

Final Rejection Field Update Name: Set Close Date to Today
Actions Field to Update: Close Date

Use a formula to set the new value: TODAY()

Try It Out: Activating Our Approval Process

We're all done with defining our Approve New Position approval process, but in order to test
it one final step remains: we've got to activate it. Before we do so, however, be careful! Once
an approval process has been activated at least once, its approval steps can no longer be edited.
The only way to make changes is to clone the existing approval process and make edits in the
cloned one.

Once you're ready to test the approval process:

1. Click Setup [Cilstomize [“Whrkflow & Approvals [“Agproval Processes to

return to the approval process list page.

2. Click Activate next to the Approve New Position approval process.
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The Approve New Position approval process automatically moves to the Active list, and a new
field is displayed: Process Order. This field is important if we're trying to use more than
one approval process at a time because it tells us the order in which each approval process will
be evaluated.

Look At What We've Done

That approval process took a bit of work to set up, but let's take a look at what we've
accomplished:

1. First click Setup [IMIhnage Users [ Uskrs and edit the user record for your
Recruiting Manager to fill in the Direct Manager field so the approval chain is
properly set up.

2. Then log in to your app as a Recruiting Manager and create a new position.

Notice that after clicking Save, the detail page displays a Submit for Approval button in the
new Approval History related list.

7 Approval History | Submit for Approval | Approval History Hefg

| Users must click this bution to
submit a record for approval.

Figure 78: The Submit for Approval Button

3. Click Submit for Approval and then click OK.

Clicking the Submit for Approval button causes several things to happen. First, the record is
locked from editing, as shown by the lock icon at the top of the page. Additionally, two new
entries appear in the Approval History related list showing who submitted the record and the
current approval assignment. Finally, the direct manager of the position owner receives an
email reporting that there's a new position to approve.
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Open Actviies [0 | Activiy History (01 |

o | Jeb

| Aoproval History 121

Position Detail

PositionTitle  TestPosition
Status  Pending Approval

[ caic | cone [ sharing |

Owner
Location

Caroline Roth [Change]
‘San Francisco, CA

Type  PartTime

Functional Area Human Resources
Joblevel HR-200

Travel Required

OpenDate 21152007
HireBy  5/16/2007
Close Date

0

$151,00000 $160,000.00

Responsibilities

\ This icon shows that users
——— cannot edit the record.

Requircments
CreatedBy _Caroline Roth, 2/15/2007 3.07 PM Last Modified By _Caroline Roth, 215/2007 3:16 PM |

8 En 8 B

Open Activies Hel

Open Activities
No records to display

Activity History EETE Py FEYT) Actty History e
o records o disply
Notes & Attachments e note L Astach Fie ]

No records to display

Two new enfries appear
in the Approval History
related list.

T Approval History @—
Action Date Stats  AssignedTo ActualApprover  Comments
Reassign | Approve /Reject 2/152007316PM  Pending  Cynihia Capoblianca  Gyninia Capobianca
252007346 Pl Submited  Caroline Roth Caroline Roth

Figure 79: A Submitted Position Record

¢ Job Applications
No records to display.

When the direct manager next logs in and visits the record, an Approve/Reject button is
visible on the Approval History related list. He or she can click this button to see the approval
request and approve or reject the record, with comments.

4. Log in as the direct manager who is responsible for approving the request.

5. Click Approve/Reject in the Approval History related list on the record, enter any

optional comments, and then click Approve.

« =+ Tip: To make accepting and rejecting approval requests more convenient, consider
-v adding the Items to Approve related list to the default Home page layout:

Click Setup [Cilstomize [Héme [CHéme Page Layouts.
Click Edit next to the Dashboard Home Page Default.
Select Ttems to Approve and click Next.

AW N =

Arrange the Items to Approve component on the page layout by moving it
up and down the Wide (Right) Column list as desired.

5. Click Save.
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Help for this Page 2/
Position Title  TestPosition Approvers cqn Gdd
Owner  Caroline Roth | H h
e oo Rl comments along wit
Type PartTime h H
Lo snremsmc | INEIF acceptance
HireBy 5/16/2007 - >
T or rejection.
MinPay  $151,000.00
MaxPay  $160,000.00 /
‘Comments ‘ ‘
[sorove [ seiect [ concel
| Approval History Approval tistory Help
Action Date Status Assigned To ‘Actual Approver Comments
215/2007 3:16 PM Pending Cynthia Capobianca Cynthia Capobianca

Figure 80: The Approval Request Page

If the approver accepts the record, it progresses to the next step of the approval process (if its
Min Pay field is greater than $150,000 and the CEO still hasn't approved it), or else the
position's Status field is set to Open - Approved. The record details remain locked to protect
them from being changed, but recruiters can still associate the position with job applications,
tasks, or other activities. If the record is rejected, the Status is set to Closed - Not Approved,
the Close Date field is set to today's date, and the record is unlocked in case it just needs a
simple edit before it reenters the approval process. With just a few minutes of work, we've built
an effective business process that will make all of Universal Containers' users more effective.

Summing Up

Check out our Recruiting app now! By leveraging the platform's built-in workflow and approval
process tools, we've transformed our app from a glorified database into a fully functional
application that provides real value to its users.

Next we'll tackle something that provides real value to our executive users: reports and
dashboards that give our users a complete analytical picture of how the recruiting program at
Universal Containers is going.
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Analyzing Data with Reports and Dashboards

In this chapter ...

Introducing Reports
Introducing Dashboards

Look At What We've
Done

We've come a long way with our Recruiting app—not only
do we have four custom objects to store our data, but we've
also defined security and sharing rules to protect it, and we've
implemented several business processes with workflow and
approvals. We've built a functional on-demand application,
and we haven't even written a single line of code!

Now it's time to turn our attention to the needs of the
Universal Containers managers and executive staff. Because
they need to keep track of on many different aspects of the
business, we need a way to give them a bird's-eye view of
the company's recruiting activity without forcing them to
delve into piles and piles of data. To do this, we'll create a
set of custom reports for our Recruiting app and then build
a dashboard that allows users to view summaries of key
Recruiting app statistics every time they log in.
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Introducing Reports

We can help users monitor and analyze the data that's being generated in their organization
by building reporzs. Reports are summaries of the data that's stored in an app. They consist
primarily of a table of data, but can also include data filters, groupings, and a customized graph.

Reporis include a table of data with optional
data filters, groupings, and a customized graph.

$0 S ——————— Help for s Page [ |

Optional data filters

Report Generation Status:
Complete

Report Options:
Summarize nformation by Columns

view
[Cocation [Al Pestions [Ciose Date

Start Date. £nd Date

=
[ ido Dotac | ustonize | save | save As Tocio ExportDotai o el
Generated Report: bl F d
pr— Table of data

Days Open greater or equal 90 Clear

™ Location: London, England (1 record)

Functional Area: Finance (1 record)
Financial Analyst Caroline Roth Open - Approvet /2006 111672007 120
[ Location: Mumbai, India (1 record)

s e e o e g Optional groupings

Sales Director Caroline Rath - 12007 )
[T Location: San Francisco, CA (3 records)

Functional Area: Finance (1 record)

Executive Assistant  Caroline Roth Open-
Functional Area: Human Resources (2 records)

foved 1016/2006 51712007 128

SeniorRecruiter  Caroline Rain Open- Approved 61302006 51772007 236
Benefts Direcor  Caroine Roth Open- Approved 811612006 111772007 189
Check rows above to fiter ta just those rows, then il down by: [ oril Down |

Generated Chart:

Edit| Large | Medium | Small

Positions Open Longer Than 90 Days
1

«—1 Optional graph

Location

M London, England
B mumbai, India
B san Frandisco, CA

3
Record Count

Figure 81: A Sample Report

While a comprehensive set of reports is included with every organization to provide information
about standard objects such as contacts and accounts, we can also build custom reports that
highlight interesting metrics about the data stored in our custom objects.

For example, some of the questions that an executive at Universal Containers might have about
recruiting include:

*  On average, how many days does it take for each recruiter to fill a position?
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Which functional areas have the most open positions?

Which positions have been open for more than 90 days?

Which positions are getting the most candidates?

Which employees conduct the most interviews?

What does the job application pipeline look like for each open position?
Who have we hired in the last 90 days?

We can answer all of these questions and more by creating custom reports in the Reports tab
of the app. Although this tab isn't visible by default in our Recruiting app, any user can click
the arrow tab on the right side of the tab bar to display all available tabs, and then navigate to
the reports area by clicking Reports.

. # Tip: If a user goes to the Reports tab on a regular basis, he or she can also add this

tab to their main tab bar by clicking the arrow tab on the right side of the tab bar,
selecting Customize My Tabs, and then moving Reports to the Selected Tabs list.
This will save them a click since they'll no longer need to click the arrow tab to see the
list of all tabs.

Report Types

The platform supports three different types of reports, each with varying degrees of functionality
and complexity:

Tuabular reports are the simplest and fastest way to look at your data. Similar to a spreadsheet,
they consist simply of an ordered set of fields in columns, with each matching record listed
in a row. While easy to set up, they can't be used to create groups of data or graphs.
Consequently, they're best used just for tasks such as generating a mailing list.

. *# Tip: Use tabular reports when you want a simple list or a list of items with a grand
- V total.

=

Summary reports are similar to tabular reports, except that they also allow you to group rows
of data, view subtotals, and create graphs. For example, in the sample Employee Interviewer
reports that appear in the following screenshot, the summary report groups the rows of
reviews by the possible values of the Owner Name field, allowing us to see at a glance
subtotals of how many times the two interviewers have talked to candidates and entered
reviews for them.

While a little more time-consuming to set up, summary reports give us many more options
for manipulating and organizing the data, and, unlike tabular reports, they can be used in
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dashboards. Summary reports are the workhorses of reporting—you'll find that most of
your reports tend to be of this type.

. » ¢ Tip: Use summary reports when you want subtotals based on the value of a
- particular field or when you want to create a hierarchical list, such as sales organized
=" byyear and then by quarter.

* Matrix reports are the most complex kind of report available, allowing you to group records
both by row and by column. For example, in the following sample Employee Interviewer
reports, the matrix report groups the review rows by the possible values of the Owner Name
field, and also breaks out the possible values of the Position field into columns.
Consequently, the report gives us subtotals for the number of times an interviewer has
interviewed candidates and entered reviews for a particular position. These reports are the
most time-consuming to set up, but they also provide the most detailed view of our data.
Like summary reports, matrix reports can be used in dashboards.

. * ¢ Tip: Use matrix reports when you want to see data by two different dimensions
- that aren't related, such as date and product.

R
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Employee Interviewers — Tabular

Tabular reports can’t be
used fo create graphs or
group data.

Caroline Roth 211612007 C-00014 Documentation Witer Rejected
Cynthia Capobianca 2202007 C-00014 Documentation Writer Rejected

hieCapobianca  2/202007  C-00015 DBA Rejected
Caroline Roth 22172007 C-00015 Documentation Writer Phone Screen
Cyninia Capobianca ~ 2/20/2007  C-00015 St Ul Designer Extend an Offer

Caroline Roth 211612007 C-00018 St Ul Designer Extend an Offer
Cyninia Capobianca  2/20/2007  C-00020 Sr. Benefts Specialist Hired

Employee Inferviewers — Summary

[T Review: Owner Name: Caroline Roth (3 records)

211612007 JA-00007 Documentation Writer Reectes "
211612007 JA-00008 Sr_Ul Designer Extend an Offer Summory remns 0 OW yOU
22112007 JA00015 Documentation Wrier Phane 8cres o create a grc:ph and

[ Review: Owner Name: Cynthia Capobianca (4 records)

group rows of data.

212012007 JADO0OT. Documentation Writer Rejecied
212012007 JA-00009 DBA R

212012007 JAD001D.
212012007 JA-0D0014

Generated Chart: Employee Interviewers — Matrix

C-00014  Rejected
JADD01S  C-00015  Phone
Screen
JADDO0E  C-00018  Extendan
Offer

JADD009  C-00015  Rejected
JADD007  C-00014  Rejected
JA-00010  C-00020  Hired

JADD014  C-00015  Extendan
offer

pr— Matrix reports allow you
to create a graph and
group both rows and
columns of data.

Figure 82: Tabular, Summary, and Matrix Reports Offer Different Options for Viewing the Same
Data

Setting Up the Recruiting App for Reports

Before we get started building reports, we first need to take care of a couple tasks that will
make our reports easy to find in the Recruiting app. We need to add the Reports tab to the
default tab display along with our Positions, Candidates, and Job Applications tabs, and we'll
also need to create a folder for storing all the reports that we create. While both of these tasks
are purely optional, they'll go a long way towards improving the experience of our Recruiting
app users.
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Try It Out: Adding the Reports Tab

First we'll start by adding the Reports tab to the set of default tabs that are displayed for every
Recruiting app user. To do so, we need to revisit the Recruiting app that we created way back
in Chapter 4: Building a Simple App on page 31:

1. Click Setup [Build [CCdstom Apps.
2. Click Edit next to the Recruiting app.
3. In the Choose the Tabs section, add Reports to the Selected Tabs list.

You can select the Overwrite users' personal custom app customizations option
so that the Reports tab is automatically added to the tab bar by default for all users. Just
remember that this option will overwrite any changes that current users may have already made.
If you've already deployed your app and you'd rather not affect existing users, you can leave
this option unchecked, but users will have to manually add the Reports tab to their personal
tab bar by clicking the arrow tab on the right side of the tab bar, selecting Customize My
Tabs, and then moving Reports to the selected Tabs list.

4. Optionally, select Overwrite users' personal custom app

customizations.

5. Click Save.

Perfect! Now let's visit the Reports tab to perform our next task: creating a folder for Recruiting
reports.

Try It Out: Creating a Recruiting Reports Folder

When you go to the Reports tab, you'll see that it displays a long list of all the standard and
custom reports that are defined for your organization. As you can see by their headings, they're
divided into categories to help users find what they're looking for. You can also quickly jump
to a particular category by choosing it from the Folder drop-down list.
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= B Setup-Help* Logout @p exchange >
glcyf)rce P
[ Home | Positions | Candidates [ Job Applications. r
Search 3 Reports Home. Tellme more! | Help for this Page 21
[Candiates
Q Enter keywords to find matching custom reports.

Dumtonemstomn | | o=

Report Folders

Advanced Search

Folder [P W | OB
|

Unfied Public Reports

Reports are categorized info
folders for easy navigation.

Accourt and Fepots
I “All Repol Aty Fepots N exs | Collapss all | Expand all
REETiLE Admisirative Reports
9 Documentation Wrter Campion Fpots
@ C-00015 orturi orts
B et Fepeis
i JA00015 HTML Emyepr e
s JA-00007 At o s ot
= Neglected Sef-Sene
5 sales Director Aceount oulugpot Repore - [Tee S
o ErEEenm Gontact Role Report — Who are ihe contacts involved in my current deals?
5 SeniorRecruiter NewAccounts — What accounts have been added recently?
9 Excoutve Assistant Parmner Accounts — Which accounts are panners?
e WailingList — Who are the contacts at my current accounts?

& salesLead
1400020 Z Oppostimily Rogorts

Opportunity Pipeline — What are my upcoming opportunies by stage?

Sales lo Dale versus Last Month ~ Show me a running fotal of sales to date for this monih versus last monih
W RecycleBin Opportunity Product Report ~ What are my upcoming opportunities by month and product?

Oppottunties byType — Whattypes of are available?

Figure 83: The Reports Tab and the Folder Drop-Down List

Because every organization already comes with over fifty standard reports and around a dozen
report categories, it's important to create a new category whenever you're defining a new set
of reports. It's an easy way of making sure that your users can always find the reports they need.
To define a new report category, we simply have to define a new report folder:

1. In the Reports tab, click Create New Folder next to the Folder drop-down list.
2. Inthe Report Folder field, enter Recruiting Reports.
3. Inthe Public Folder Access drop-down list, choose Read Only.

By choosing Read Only for this folder, only administrator users can modify the reports the
folder contains, or save new reports to it. HHowever, because all users can create their own
reports, this won't hinder your users from modifying a report that we create and saving it to a
personal folder of their own.

4. Select This folder is accessible by all users, which allows all users to
view this folder and the reports in it.

5. Click Save.

Great—we're now ready to create our first report.

Creating a Summary Report

To get started with creating custom reports, we'll first create a summary report that answers
the question, "Which functional areas have the most new or open positions?" This report will
include the title, hiring manager, location, and status of each position, as well as a pie chart
that shows a visual representation of the data. As we do this, we'll skip over some of the more
complicated reporting options so we can quickly create a report that fits our requirements. Our
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second example will then define a more complex matrix report that shows off some of the more
advanced reporting features.

Because this report is going to use so many different reporting features, we'll break down the
procedure into three parts:

1. Creating a summary report
2. Adding columns and filters
3. Adding a chart

Try It Out: Creating a Summary Report

To create our summary report, we'll start by opening the custom report wizard:
1. On the Reports tab, click the Create New Custom Report button.

Before we can enter the heart of the actual wizard, we first have to choose the object or
relationship that should be the focus of the report. The primary object that we choose in this

screen specifies the records that will be counted, and the available fields that we can use to
filter, group, or display in the report.

Select the type of data you wish to report on.

You can choose a
" stand-alone object

Or you can choose an
Job Application History ob]ed in The context Ol: a

Reviews

Reviews vith Job Application mqny—k}one re|aﬁonship

Figure 84: Selecting the Report Data Type

To help with navigation in this screen, all objects and relationships are grouped in categories
like Accounts & Contacts or Customer Support Reports. The custom objects and relationships
that we built for our Recruiting app are placed under the Other Reports category.

o Note: The Other Reports category contains all reports that are based only on custom
objects. If you've built a custom object that's related to a standard object, such as
Account or Contact, you'll also be able to report on your custom object in the standard

object's category.
2. From the drop-down list, choose Other Reports.
Objects that have a many-to-one relationship with another object, like Job Applications and

Positions, can either by selected on their own or in the context of their relationship with the
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other object. For example, if we select Job Applications with Position, our report will count
Job Application records, but can filter, group, or display fields from the related Position records
as well. This will come in handy a little later when we build reports that count Job Application
records. But because we need to count Position records in our report and Positions aren't on
the many side of a relationship, we'll stick with a stand-alone Positions report for now.

3. Select Positions.

4. Click Next.

Now that we've chosen the Position object, we're finally able to enter the report wizard. From
this point onwards, we can jump back and forth to various wizard steps, but we can no longer
return to the original object selection screen unless we cancel out of the wizard and start over
again. While in the wizard, we can also run the report at any time to see if we have the results
we're looking for. For example, let's see what a baseline Positions report looks like without any
customizations.

5. Click Run Report.

2D rosition Report e tor s e 171
Report Generation Status:
Complete
Report Options:
View Coumns Duraton
[“None- My Postions [Close Date [Custom
Start Dat End Date =

Position: Position Title
Executive Assistant
Beneflts Director

Documentation Writer

Test Approval Process Position
TestPosition

Financial Analyst

Grand Totals (19 records)

Figure 85: A Positions Report with No Customizations

Not too bad, huh? Without specifying any details, we've already got a list of Position records
with a Grand Total at the bottom. This is the equivalent of what we might see if we were
creating a tabular report without additional columns. Now let's take this basic report to the
next level.

6. Click the Back button in your Web browser to return to the report wizard.
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In our first wizard step, we need to choose the type of report that we want to create. Because
we want to group rows of open positions by functional area but don't need to define additional
groupings in the columns dimension, we'll create a summary report.

7. Select Summary Report.
8. Click Next.

The next step of the wizard allows us to specify which numerical or checkbox field values
should be included in our report, and how each of them should be summarized in our report
subtotals and grand totals. We'll be talking more about what you can do on this page when
we create our second report. For now, because we're not including any numerical field values
other than record counts (which are already included in summary reports by default), we can
skip to the next wizard step.

9. Click Next.

The third step of the wizard allows us to choose up to three different fields by which to group
our rows of data. In this case, we want to group by the Functional Area field.

10. In the Summarize Information by drop-down list, choose Functional Area.
11. Click Next.

Once again, let's run our report to see what we've done.

12. Click Run Report.
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Report Generation Status: Complete.

Report Options:

Summarize information by View Gomns Duraton
[Functional Area [y Postions [Close Date [Custom
Star Date End Dae

 un ey § e pecais | ustomize [ save s |
Generated Report:

Position: Position Titie
[ Functional Area: Finance (2 records)
Executive Assistant
Financial Analyst
[ Functional Area: Human Resources (6 records)
Benefits Director
Senior Recruiter
Sr.Benefits Specialist
Recruiter
Test Approval Process Position
Test Pasition
[ Functional Area: Information Technology (4 records)

Sr. Ul Designer
SW Engineer
Sr.SOAEngineer
Documentation Witer
[T Functional Area: Retail Operations (7 records)
Sales Director
Inside Sales Rep |
Account Executive
Account Executive |
Account Executive I
Account Executive I
Account Executive IV
Grand Totals (19 records)

Figure 86: A Positions Report with Grouping
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We're closer now! Our report still only lists position titles, but now they're grouped by the

functional area to which they belong. Also, each grouping has a record count subtotal in

parentheses. These counts will be the basis of the pie chart that we'll add later.

13. Click the Back button in your Web browser to return to the report wizard.

. »# Tip: When you're viewing a report, you can always click the Customize button to get

-

go to the step of the wizard you want.

Try It Out: Adding Columns and Filters

back into the report wizard. You may not always go back to the step you want, but you
can use the Jump to Step drop-down list at the top of the report wizard to quickly

The next three steps of the wizard allow us to select and order the fields that are displayed in
our report, and set the filters by which we can restrict the set of records included in the report.

In addition to Position Title,which is already selected by default, we also want to display

the Hiring Manager, Location, and Status fields for each record.

1. In the Position Info area, select:

Position Title

Hiring Manager
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* Location

* Status

2. Click Next.

3. In the Report Column Order area, reorganize the order of the columns as you see
fit. This is the order of the columns as they'll display in the report from left to right,
so the field listed in the top position on this page of the wizard will be the left-most
column in the report.

4. Click Next.
Let's run our report one more time.

5. Click Run Report.

Report Generation Status: Compiete

Report Options:

View Coums Duraton
[Fandiondl Ar: [y Postions [Close Date [Costom
Star Date End Date

|un Report. Y tide Details | customize | Save As ] printable view | Export Detaits to Excel |

I , .
[T Functional Area: Finance (2 records)

Executive Assistant San Francisco, A Open - Approved
Fi I Analyst nthia Capobianca London, England  Open - Approved

[ Functional Area: Human Resources (6 records)

Benefits Director San Francisco, CA Open - Approved
Senior Recruiter San Francisco, CA Open - Approved
St. Benefits Specialist Cynthia Capobianca San Francisco, CA Closed- Filled
Recuiter Caroline Roth San Francisco, CA Closed - Filled
Test Approval Process Position San Francisco, CA New Position
TestPosition San Francisco, CA Open - Approved

[0 Functional rds)
St. Ul Designer nihia Capobianca San Francisco, CA Open - Approved
SW Engineer nthia Capobianca San Francisco, CA Open - Approved
S SOAE: nihia Capobianca San Francisco, CA New Position
[al Writer nthia Capobianca San Francisco, CA Open - Approved

[T Functional Area: Retail Operations (7 records)
Sales Director Mumbai,India  Open - Approved
Inside Sales Rep| Cynthia Capobianca San Francisco, CA Closed - Filled
Account Executive Caraline Roth London, England ~ Open - Approved
Account Executive | Caroline Roth London, England  Open - Approved
Account Executive Il Caroline Roth Tokyo, Japan Closed-Filled
Account Executive Il Caroline Roth Mumbai,India  Open - Approved
Account Executive IV Caraline Roth Sydney, Australia  Open - Approved
Grand Totals (19 records)

Figure 87: A Positions Report with Grouping and Additional Columns

We're even closer to our goal. However, the Status field shows us that the report includes
some Position records that have already been filled. Since we only want to view the new and
open ones, we'll need to set some filters. Conveniently, we can set these in the next step of the
wizard.

6. Click the Back button in your Web browser to return to the report wizard.

The sixth step of the wizard allows us to set the filters that should be applied to this report.
Filters define the set of records to be included in the report; for example, you include only
records created this month or only records belong to a certain user. The Standard Filters area
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lets us quickly filter by record owner and any date field, while the Advanced Filters area allows
us to filter on any field value. Because we want to view open positions across the entire
organization and not just positions that we own (by default, all custom reports include "My"
records only), we need to set two filters:

7. In the vView drop-down list, choose All Positions.

8. In the first row of the Advanced Filters area, define a filter for "Status equals New
Position, Pending Approval, Open - Approved.”

. '+ Tip: Notice that whenever you choose a checkbox field or a picklist field, like status,

'v in your filter, a lookup icon (©-) becomes available next to the filter row. You can click
- the lookup icon to view valid values for that field and quickly insert the ones by which
you want to filter.

Using this filter of "Status equals New Position, Pending Approval, Open - Approved" means
that our report will include only those Position records with one of these three statuses. Note
that the comma between the three Status values is treated as an OR, so this one filter is the
same as using these three filters:

*  Status equals New Position, OR
* Status equals Pending Approval, OR
*  Status equals Open - Approved

9. Click Next.

2 vosiion report e fr s e 71

Step 6: Select your report criteria Sfondc}rd FIh’eI’S

allow you to

quickly filter
by record owner

E

and date range.

I

Advanced filters

allow you to

filter on any

field value.

[Open - #pproved 18 anp
— ] a0
™ ] AN
[FFione— T [causts HEI =
[Fene— [cauas [ ]

Advanced Optons.

Advanced Settings
[T Hide report detais

o ccper T cxpor otote o cxc | pentiovew | soven ==

Figure 88: Setting Report Filters

Try It Out: Adding a Pie Chart

The final step of the wizard allows us to specify the chart that should be displayed under the
report data. In our case, we want a pie chart:
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1. Inthe Chart Type drop-down list, select Pie.

The wizard automatically knows that we want the values to be the record counts, and the
wedges to be the different functional areas. That's because chart values always correlate to the
numerical metrics that appear in the report, and pie chart wedges always correlate to a report's
groupings. Had we grouped our data with an additional column (like Position Owner), we
would have had a choice of which field values to display in the wedges.

Now let's finish up our chart and generate our final report:

2. Inthe Chart Title field, enter Open Positions by Functional Area.
3. Click Run Report.

Grlesforce: soptio Lot (34 )eXChANGE [Focnis &

Home | Positions | Candidates | Job Applications [0S D

2D rosition neport Heb fr s Page 2]

Report Generation Status: Complete

Report Options:
Summarize information by: Columns Duration

View
[Functional Area [l Posttiorss [Cose Date [Custom

_
=
e petaio | cumtomize | sove i | pntaic vien | xportpet 1o cec
Generated Report:
Filtered By: Edit
t: s F Approved Clear
e
Executive Assistant San Francisco, CA Open - Approved
Financial Analyst Cynthia Capobianca London, England  Open - Approved
[ Functional Area: Human Resources (4 records)
Benefits Director San Francisco, CA Open - Approved
‘Senior Recruiter San Francisco, CA Open - Approved
Test Approval Process Position San Francisco, CA New Position
m| i Information
Sr.Ul Designer Cynthia Capobianca San Francisco, CA Open - Approved
DBA Cynthia Capobianca Austin, TX Open - Approved
‘SW Engineer Cynthia Capobianca San Francisco, CA Open - Approved
Documentation Writer Cynthia Capobianca San Francisco, CA Open - Approved
[ Functional Area: Miscellaneous (2 records)
Clark's Assistant Cynthia Capobianca San Francisco, CA Open - Approved
Caroline’s Assistant Caroline Roth San Francisco, CA Open - Approved
I7 Functional Area: Retail Operations (6 records)
‘Sales Director Mumbai, India  Open - Approved
Account Executive Caroline Roth London, England  Open - Approved
Account Executive | Caroline Roth London, England  Open - Approved
Account Executive lll Caroline Roth Mumbai, India. Open - Approved
Account Executive IV Caroline Roth Sydney, Australia  Open - Approved
Sales Lead Cynthia Capobianca San Francisco, CA Open - Approved
Check rows above toiertoust hase ows then il down b ==

Edit | Large | Medium | Small

Open Positions by Functional Area
4

Functional Area

Finance
Human Resources
Information Techn
Miscellaneous

Retail Operations

Record Count

Figure 89: The Final "Open Positions by Functional Area" Summary Report
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Terrific! Because our report meets all of our criteria, let's save it to the Recruiting Reports

folder.

4. Near the top of the report, click Save As.
5. Inthe Report Name field, enter Open Positions by Functional Area.

6. Inthe Report Description field, enter "Which functional areas have the most
new or open positions?"

7. From the Report Folder drop-down list, select Recruiting Reports.
8. Click Save.

Now if we view the Recruiting Reports folder, we can see our new summary report. Next, we'll
make a matrix report that takes advantage of some of the more advanced reporting features.

Creating a Matrix Report with Custom Field Summaries, Time-Based
Filters, and Conditional Highlighting

For our next report, we'll answer the question, "On average, how many days does it take each
recruiter to fill a position with or without required travel?" This report will use a matrix format
to highlight the difference that mandatory travel makes in how long it takes for positions to
be filled. Looking at data only for this year and the last, the report will include:

* Record counts for each position a recruiter owns
* A custom field summary for the percentage of a recruiter's positions that require travel

* A time-based filter that restricts the data only to positions that were created this year or
last

* A color-coded field summary for the average number of days positions remain open:

*  Averages of less than 30 days are color-coded green
*  Averages of between 30 and 60 days are color-coded yellow

*  Averages of more than 60 days are color-coded red

Because this report is going to use so many different reporting features, we'll break down the
procedure into four parts:

Creating a matrix report
Adding custom summary fields
Adding columns and filters

AW bd =

Adding a chart and conditional highlighting
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Try It Out: Creating a Matrix Report

To create the matrix report, we'll step through the custom report wizard again, this time
highlighting steps that are different from how we defined the summary report.

1. In the Reports tab, click Create New Custom Report.
Once again, we'll be creating a report that counts Position records.

2. From the drop-down list, choose Other Reports.
3. Select Positions, and click Next.

Because we want to directly compare individual recruiter performance for positions that do
and do not require travel, we'll use a matrix report. That way we can group the rows of positions
by recruiter, and columns of positions by whether or not they require travel.

4. Select Matrix Report,and click Next.

‘Step 2: Select the grouping for which you would like to calculate summary information Step 2017
ampto o[z I
Select columns by which to group you report
1. Specify your Row Headings:
Selectthe fields tat il be used as the summary rows i
Subtotal B SortOrder Group Dates By
[Position: Owner Name 5] [Ascending
andthen by Sort Order Group Dates By
2. Specify your Column Headings:
Selectthe fieds that wilbe used as the summary columns i your matr report
Subtotal By SortOrder Group Dates By
[TravelRequired [Ascending ] E|
andthen by Sort Order Group Dates By
[Hoe— [Ascending
| Ron Report | | printabie view f save - | fconcel [ et |

Figure 90: Specifying Groupings in a Matrix Report
The Grouping step of the report wizard now allows us to group by both rows and columns.

5. Under Specify your Row Headings, select Position: Owner Name from the Subtotal
By drop-down list.

6. Under Specify your Column Headings, select Travel Required from the Subtotal
By drop-down list.

7. Click Run Report.

Our report now breaks out the possible values for the Travel Required field in the columns
dimension. Recruiters are also broken out in the row dimension, but because all custom reports
query just the report creator's data by default (that is, "My" records only), only one recruiter is
listed in the report so far. Let's keep going.

8. Click the Back button in your Web browser to return to the report wizard.

208



Introducing Reports

9. Click Next.

Try It Out: Adding Custom Summary Fields

Step three of the report wizard allows us to specify which numerical or checkbox field values
should be included in our report, and how each of them should be summarized in subtotals
and grand totals. While the number of records that match report criteria are always summarized
as a sum total, other numerical and checkbox columns are sometimes best summarized in a
different way.

For example, it doesn't make much sense to sum up the values of the Days Open column—the
resulting value would keep incrementing with every additional record that was returned and
would be a meaningless piece of data. However, if all Days Open values in a report were
averaged, the summary total would provide interesting information—the average number of
days that each position has been open.

For our report, we need to include three different types of summary information: record count,
average days open, and a custom summary field that specifies the percentage of records that
require travel. While the first two are standard summary fields that the platform supports by
default, the third will require a visit to the Custom Summary Formula editor. Let's start with
the first two:

1. In the Record Count row, select the Sum checkbox.
2. In the Days Open row, select the Average checkbox.

w»  Note: Because we don't need to include Max Pay orMin Pay in our report, we don't
need to specify how they should be summarized. Likewise, because we're defining a

=" custom summary formula for Travel Required, we also don't need to specify a
standard summary field for it.

3. In the Custom Summary Formulas area, click New.

209



Chapter 9: Analyzing Data with Reports and Dashboards

The summary formula builder allows
ou fo create custom summaries
rom other summary fields.

Formula Builder

Define custom summary formula.

Example: 'Win Percentage = WON:SUM / CLOSED:SUM
e [Travel ReqredPere]
Description  [The percentage oftotal posttion records that require ravel
o [Percen

F
Decimal Places

[Record Count ]
(e ]

|[Position__cTravel_ Required__c:SUM /RewCount

Noerrors in formula

|.check Syntax | Done ]l cancel |

Figure 91: The Custom Summary Formula Builder

The Formula Builder allows us to define a new summary formula based on the other standard
summary values that are available. In our case, we want to include a summary that shows the
percentage of Position records that require travel in any given segment. To make this calculation

we need to divide two sums—the sum of all records that require travel divided by the sum of
all total records:

4. In the Label field, enter Travel Required Percentage.

5. Inthe Description field, enter "The percentage of total Position records that
require travel."

6. In the Format drop-down list, choose Percent.
7. In the Decimal drop-down list, choose 0.

We're now ready to write our formula. Similar to other formula editors in the platform, this
formula editor allows you to choose the field and summary type by easily-recognizable labels
before inserting the equivalent API values in the editor.

8. Just under the Formula section, select Travel Required from the drop-down list.

9. Select Sum from the next drop-down list.
10. Click Insert.

The formula editor now displays the following API representation of those values:
Position c.Travel Required c:SUM

11. Click the Insert Operator drop-down button, and choose Divide.

12. Just under the Formula section, select Record Count from the drop-down list.
13. Click Insert.
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The final formula looks like this:

Position c.Travel Required c:SUM / RowCount
We can quickly verify that the formula is correct by checking its syntax before saving.

14. Click Check Syntax.
15. Click Done, and then click Next back in the report wizard.

Try It Out: Adding Columns and Filters

The next three steps allow us to select and order report columns and then define our filters.
Because we're already familiar with selecting and ordering columns, let's zip through the first
two steps before creating report filters in step six of the wizard.

1. Select the following report columns:

* Position: Position Title
* Days Open

* Functional Area

* Status

* Travel Required

2. Click Next.

3. In the Report Column Order area, reorganize the order of the columns as you see

fit.
4. Click Next.

For our report, we want to define three filters: one to include all positions, one to include only
those positions that were created in the last year, and one to include those with a Status of

Open - Approved or Closed - Filled.

5. In the view drop-down list, choose All Positions.
6. In the Columns drop-down list, choose Position: Created Date.

Notice that all other date fields defined on the Position object are also available for creating
time-dependent filters, including Close Date,Hire By, and Open Date.

7. In the Duration drop-down list, choose Current and Previous CY (meaning this
and last calendar year).

8. In the first row of the Advanced Filters area, define a filter for "Status equals Open
- Approved, Closed - Filled."
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9. Click Next.

Try It Out: Adding a Chart and Conditional Highlighting

We're almost done. Now, in addition to creating a horizontal bar chart that shows the average
number of days open, recruiters, and whether the position requires travel, we also want to
define some conditional highlights to help us quickly analyze which recruiters are performing
well and which need to work on filling their positions faster.

In the Chart Type drop-down list, choose Vertical Column - Grouped.

In the x-Axis drop-down list, choose Average of Days Open.

In the Y-Axis drop-down list, choose Position: Owner Name.

In the Groupings drop-down list, choose Travel Required.

In the Chart Title field, enter Avg Days to Hire With and Without Travel.

MR

In the Conditional Highlighting section, all three of our summary fields are available to
highlight, but we just want to emphasize one: Average Days Open. That's because we want
to highlight which recruiters are closing positions in less than 30 days, less than 60 days, or
more than 60 days.

6. In the first row, set the Summary Totals drop-down list to Average Days Open.

7. Set the Low Color to a shade of green by clicking on the color picker icon and
selecting a green color from the popup window.

8. In the Low Breakpoint field, enter 30.
9. Inthe High Breakpoint field, enter 60.
10. Set the High Color to a shade of red.
11. Click Run Report.
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@16_5761'&3‘ settey-Logaut - (N pEXCHANZE: [Focmting

D position report e for s ace 2

Report Generation Status: Compiete

Report Opti
Summarize information by Summarize information by View Colmns Duration
Postion: OwnerName |5 | Travel Required [A Postions. [Postion: Created Date |5 | Cumertand Pnevmus[?(

e (@) st
[ petoia [ cutome |
Generated Report:

Filtered By:  Edit
Status equals Open - Approved,Closed - Filled Clear

™ Caroline Roth Average Days Open
Travel Required Percentage 0% 100%
Record Count 8 10 16
Days Open 24 Sr. Ul Designer Information Technelogy Open - Approved:
Days Open 19 Documentation Writer  Information Technology Open - Approved
Days Open 12 Recruiter Human Resources Closed - Filled
Days Open 21 SW Engineer Information Technology Open - Approved:
Days Open 7 Test Position Human Resources Open - Approved
Days Open 93 Sales Director Retail Operations  Open - Approved.
Days Open 17 Sr. Benefits Specialist Human Resources Closed - Filled
Days Open 16 Account Executive Il Retail Operations Open - Approved
Days Open 15 AccountExecutive IV Retail Operations Open - Approved
Days Open 9 Account Executive Il Retail Operations Closed - Filled
Days Open 190 Beneiits Director Human Resources Open - Approved
Days Open 237 Senior Recruiter Human Resources Open - Approved
Days Open 129 Executive Assistant  Finance Open- Approved
Days Open 4 Inside Sales Rep | Retail Operations Closed - Filled
Days Open 18 Account Executive | Retail Operations Open - Approved
Days Open 18 Account Executive Retail Operations Open - Approved

[T Cynthia Capobianca  Average Days Open [ 15 . 38
Travel Required Percentage 0% 100% 20%
Record Count 4 1 5
Days Open 22 pBA Information Technology Open - Approved
Days Open 13 Caroline's Assistant A d
Days Open 13 Sales Lead Retail Operations Open - Approved
Days Open Clark's Assistant
Days Open Financial Analyst Finance Open - Approved

Generated Chart:

Edit | Large | Medium | Small

Avg Days to Hire With and Without Travel

c
2 Travel

° Required
7

2 W fase

g W True

z

Caroline Roth Cynthia Capobianca
Position: Owner Name

Figure 92: The Final "Avg Days to Hire With and Without Travel" Matrix Report

Ta-da! Our report succeeds in showing how well our recruiters fill positions and provides
easy-to-understand insight into why the average number of days for all positions is in the yellow
zone—in the report shown in the previous screenshot, the conditional highlighting shows that
at Universal Containers, positions that require travel are much harder to fill. Let's quickly save
this report now before moving on.

12. Near the top of the report, click Save As.
13. In the Report Name field, enter Avg Days to Hire With and Without Travel.

14. In the Report Description field, enter "On average, how many days does it take
each recruiter to fill a position with or without required travel?"
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15. From the Report Folder drop-down list, select Recruiting Reports.
16. Click Save.

As we've seen, custom reports can provide a lot of interesting data that give insight into the
challenges that an organization faces. However, unless a user visits these reports on a regular
basis, much of their benefit remains untapped. How can we give users a way of keeping tabs
on the information in reports without wasting their time? The answer, as we'll see next, lies

with dashboards.

Introducing Dashboards

A dashboard is a group of different summary or matrix report charts that graphically display
custom report data. We can select up to 20 different custom reports to display in each dashboard,
and we can arrange them in two- or three-column layouts. Users can browse through all of the
dashboards that are available in the Company Dashboards folder in their organization and can
also select a favorite dashboard that always displays on the Home tab when logging in. To put
it mildly, users /ove the summarized view they get with dashboards, and no good Force.com
app is complete without at least one.

Dashboards can hold up to 20 components
Dhvorns in a two- or threecolumn layout.

Recruiting Dashboard
< Go To Dashboard List

e T r—- e RS ST IA0T S 1T P

A snapshot of open positions, job applications, popular interviewers, and reeruiter perfarmance,

Job Applications by Functional Area || Open Positions by Functional Area Recruiter Performance
Position: Owner Name _ Average Days Open
2 Cynthia Capobianca 39

Caroline Roth ]

Average Days to Hire: 49

Record Count

Recruiter Status (Last 120 Days)

1
Record Count

o Caraline Rath

Functional Area

Positions Open Longer Than 90 Days Cynthia Cap

Canditates Hired in Last 90 Days £ Unciaime ap.
Functional Area Record Count £

Human Resources 2 °
Retail Operations 2

B
Record Count

Tap Five Employee Interviewers
Review: Owner Name Record Count ! 4 s

Cynthia Capobianca 4 Record Caunt
Caroline Roth 3

Figure 93: A Sample Recruiting Dashboard

Try It Out: Creating Additional Reports

We'll be creating a small-scale recruiting dashboard in this chapter, but before we do, let's use
our new custom report building skills to create a few more reports. Because we're already
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familiar with how the custom report wizard works, we'll just outline the specifics of a few more
reports in the following table—you can either create them on your own, or just browse through
the options that were selected to become familiar with what they are.

. # Tip: Want to click along with our dashboard instructions but don't want to spend
- your time creating all these new reports? Just create the Positions Open Longer Than
e 90 Days report in the first row. However, if you're interested in recreating the sample
dashboard displayed here, you'll need to create the other four as well.

Table 38: Additional Recruiting Report Specifications

Positions Open  Which positions ~ Positions Type: Summary Report
LongerMeesn I e Geera o s Summarize information by: Location
Days more than 90 .
and then by Functional Area
days?

Columns: Position: Position Title,
Position: Owner Name, Status,
Open Date, Hire By, Days Open

Filters: View All Positions; Days
Open greater or equal 90

Chart Type: Pie
Chart Wedges: Functional Area

Chart Title: Positions Open Longer
Than 90 Days

Job Applications Which positions  Job Applications Type: Summary Report
by Functional are getting the with Position

Summarize information by: Position:
Area most candidates?

Functional Area and then by
Position: Position Title

Columns: Job Application Number,
Status

Filters: View All Job Applications;
Position: Status equals Open -
Approved
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Chart Type: Vertical Column
X-Axis: Position: Functional Area

Chart Title: Job Applications by
Functional Area

Employee Which employees  Reviews with Job Type: Summary Report
Interviewers conduct the most  Application Summarize information by: Review:

interviews?
Owner Name

Columns: Review: Owner Name,
Review: Created Date, Job
Application: Job Application
Number, Job Application: Position,
Job Application: Status

Filters: View All Reviews
Chart Type: Pie

Chart Title: Employee Interviewers

Recruiter Status  What does the job  Job Applications Type: Matrix Report

Lp l;.catz;m 2 Ik with Position Subtotal Rows by: Position: Owner
prpesine look itk Name and then by Position: Position
ffor each recruiter Title

and open position?

Subtotal Columns by: Status

Columns: Job Application Number,
Position: Position Title

Filters: View All Job Applications;
Job Application: Last Modified Date
Last 120 Days; Position: Status

equals Open - Approved, Closed -
Filled
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Positions Hired ~ Who have we Positions Type: Summary Report
in Last 90 Days  Aired in the last 90

Summarize information by:
days? Y

Functional Area

Columns: Position: Position Title,
Position: Owner Name, Hiring
Manager, Functional Area, Job
Level, Location, Close Date

Filters: View All Positions; Close
Date Last 90 Days; Status equals
Closed - Filled

Try It Out: Creating a Dashboard

Now that we've got a set of reports to reference, we're ready to create a small Recruiting
dashboard. To do so, we'll be working in the Dashboards tab. You can either access it by
clicking the arrow tab and selecting it from the list of all available tabs, or by adding it to the
list of visible tabs in your Recruiting app, as outlined in 77y It Out: Adding the Reports Tab on
page 198.

1. Click the Dashboards tab and navigate to the standard list page by clicking Go to
Dashboard List near the top of the screen.

w»  Note: Unlike other tabs, opening the Dashboards tab always displays the last dashboard
that you viewed. If you've never visited the tab before, it displays a sample dashboard
" that comes by default with every organization.

2. Click New Dashboard.
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Dashboard Edit [ save ]| save & new ] cancel |
Dashboard settings T = Reatired nformation
Enter a ile and description for your dashboard below and choose the layaut sty

Titte  [[Recriting Dashboard ]

Description  [& snapshot of open positions, job applications, popular interviewers, and
rectuiter perforrnance

Dashboard || Three Columns. i
Layaut
Style
Regaless of thelr sscurly setings, all users viewng a dasnboard wil see exactlythe same data, because
dashboards are always run using the securiy Setlings of a paricular user, which s specified belaw. To avaid
napprapriate exposure of sensilive data, save the dashboard o a flder that i visible only o appropriate
usere

Running User  |[Caraline Roth 3]
foider  |[PublicDashboards N\ 5]
Default Chart Settings
To give the dashhoard a consistentlook and feel, all Byarts on the dashboard will be drawn using the chart
settings below.
Titte cotor | I

T size 14

The security seftings of the
running user determine the
data that will be displayed
| by the dashboard.

ToxtGotor |
bockaround Fodo [ Dicgorel ]
Do
Starting Cotor |
Ending Color |

Figure 94: The Dashboard Edit Page

The Dashboard Edit page allows us to define the properties of the dashboard. Once these are
specified, we can add report components:

3. Inthe Title field, enter Recruiting Dashboard.
4. Inthe Description field, enter "A snapshot of open positions, job applications,
frequent interviewers, and recruiter performance.”

5. From the Dashboard Layout Style drop-down list, select Three Columns.

The next two fields allow us to define the dashboard's security. Dashboards are always executed
with the security settings of a single user, the running user. Because only one running user is
specified per dashboard, everyone who can access the dashboard sees the same data, regardless
of their personal security settings.

w#  Note: The running user's security settings only apply to the dashboard view. Once a
user drills down into a source report or detail page off the dashboard, the user will view
=" the data based on his or her normal security settings.

For example, suppose a system administrator with the "Modify All Data" permission is the
running user for our Recruiting Dashboard. In this case, every recruiting-related record is
counted in all of the report totals on our dashboard, including users who'd normally be restricted
from viewing certain records (like those assigned to the Standard Employee profile). Although
those users would be able to see the summary data for all records in the dashboard, if they ever
navigated to the source reports, they'd only see the records they have permission to view.

Consequently, when designing a dashboard it's important to be aware of the audience of the
dashboard and how much data they should be able to see. If you do give a user access to
dashboards that include more data than he or she normally has permission to view, be sure to
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communicate that they might see different values when they click through the dashboard to
view the associated reports. And if you need to restrict a dashboard from certain users, just
save it to a restricted-access folder.

For our Recruiting Dashboard, the data that we'll be showing in the dashboard isn't particularly
sensitive. Consequently, we'll choose a system administrator as the running user, and save the

dashboard to a public folder.

6. Inthe Running User lookup, select a user with system administrator privileges.

7. In the Folder drop-down list, select Company Dashboards.

Other settings on this page allow you to customize the look and feel of the dashboard colors
and fonts. We'll leave these as the defaults for now.

8. Click Save.

We now have an empty dashboard that's ready to be filled with dashboard components.

Access details such as the
Dashboard Edit -
LAY dashboard's name and running user.

 Go To Dashboard List

Dashibuard camponents argdxtual or graphical representations of data fiom & Salesiorce repar or web components that access
Salesforce data or data fafn other applications. Click Add Gomponent at the top of 2 column o add a companent to that colurmn
You can also edit of gefete an existing component or move a component using the arrow buttns.Tell me mare!

= e Ao S

CoumnSize  Norow | Medium |Wde  CoumnSze  Newow | Medium |Wide  CoumnSize  Naew | Medum | Wi

add CDVH?DHEH\ a0 Coonert Add Componert

| Add dashboard components
to any dashboard column.

Figure 95: The Empty Recruiting Dashboard

Adding Dashboard Components

The Dashboard Edit page now shows us the contents of the dashboard itself. Although we

have no components yet defined, we can add them to any of the three columns that are displayed,
and we can move them around in any order, regardless of the order in which we define them.
We're allowed up to 20 components per dashboard, but only the top row of components care
visible in a user's Home tab when he or she chooses a dashboard to display on the Home tab.

Components come in five varieties:

*  Charts—Displays a pie chart, bar chart, line chart, or any other type of chart that can be
made in a report.
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*  Tuables—Displays a two-column table that contains record counts and values from the
top-level row grouping in the report.

*  Metrics—Inserts the grand total of a report at the end of a label that you customize.

*  Gauges—Uses the grand total of a report as a point on a scale.

* Custom S-Controls—Displays any custom content that can be viewed in a Web browser,
such as an ActiveX control, an Excel file, or a custom HTML Web form.

We'll talk about the first four component types in this chapter, and then you'll learn more
about custom s-controls in the next chapter on composite applications.

Try It Out: Adding a Chart Component

Let's start by adding a chart that shows the number of open positions by functional area:

1. In the left column, click Add Component.
2. Select Chart as the component type.
3. Inthe Title field, enter Open Positions by Functional Area.

4. From the Custom Report drop-down list, select Open Positions by Functional
Area.

Dashboard Component Edit [E109] [ cancel |

Step 1: Component Settings

1= Required Information

Dashboard
Gomponent
Type

Header
Footer
Title
Display.
Units

Drill Down
to

Drill Down
URL

Recruiting Dashiboard
@ Chart
O Table
© T Metric
O @ Gauge
O e Custam 5-Control

[Open Positions by Functional Area.

Auto

| ETEE

Step 2: Source Report
Custom Report || Open Positions by Functional Area I
Step 3: Chart Settings

POl e

Maximum Values
Displayed

Legond Pasition [ Gotom 3
v [ 1

Chart

Chart

[saue  save & vew || cance

Figure 96: The Dashboard Component Edit Page

We're now ready to enter specifics about how our chart should be formatted. Notice that even
though we already defined a chart for the Open Positions by Functional Area report, the
corresponding dashboard component needs to have the chart element redefined. That's because
charts that are useful in a report aren't always as useful in the smaller scale of a dashboard:
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5. From the Chart Type drop-down list, select Pie.
6. Click Save.

Ta-da! We now have a pie chart in our dashboard! If a user clicks on the chart, they're taken
to the report from which the chart was generated.

Try It Out: Adding a Gauge Component

Now let's create a gauge component that shows us how we're doing with positions that have
been open for longer than 90 days:

AW Dd =

In the center column, click Add Component.
Select Gauge as the component type.
In the Tit1le field, enter Positions Open Longer Than 90 Days.

From the Custom Report drop-down list, select Positions Open Longer Than 90
Days.

Now on to the appearance of our gauge. Just like the conditional highlighting in our matrix
report, this gauge can display different colors depending on the total count of positions that
have been open too long. We want a green color if there are less than two positions, yellow if

there are between two and five, and red if the value is over five.

© XN

In the Minimum Value field, enter 0.

From the Low Range Color color picker, choose a shade of green.
In the Breakpoint #1 Vvalue field, enter 2.

In the Breakpoint #2 Value field, enter 5.

From the High Range Color color picker, choose a shade of red.

10. Click Save.

Perfect! Our Recruiting Dashboard now contains two components.

Try It Out: Adding a Table Component

Now let's create a table component that shows us the average number of days it takes each
recruiter to fill a position:

AW bd =

In the right column, click Add Component.
Select Table as the component type.
In the Tit1le field, enter Recruiter Performance.

From the Custom Report drop-down list, select Avg Days to Hire With and
Without Travel.
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Just like the corresponding report, we can add conditional highlighting to our table to highlight
recruiter performance levels. We want a green color if the recruiter needs less than 45 days,
yellow if he or she needs between 45 and 75 days, and red if the value is over 75.

From the Low Range Color color picker, choose a shade of green.
In the Breakpoint #1 Value field, enter 45.
In the Breakpoint #2 Value field, enter 75.

From the High Range Color color picker, choose a shade of red.
Click Save.

© ® NN

Try It Out: Adding a Metric Component

Finally, let's create a metric component that shows us the average number of days it takes all
recruiters to fill a position:

1. In the right column, click Add Component.
2. Select Metric as the component type.

3. From the Custom Report drop-down list, select Avg Days to Hire With and
Without Travel.

Because metric components consist of a single grand total value, they don't need a title. Instead,
we give them a label much like any other field that you see in the platform:

4. Inthe Metric Label field, enter Average Days to Hire.

o Note: Did you notice that we're using the same report that we used for our table? This

metric is just another interpretation of the data.

Finally, let's add more conditional highlighting to showcase values:

From the Low Range Color color picker, choose a shade of green.
In the Breakpoint #1 Value field, enter 45.

In the Breakpoint #2 Value field, enter 75.

From the High Range Color color picker, choose a shade of red.
. Click Save.

10. Click Done.

© ® N o ow»
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Look At What We've Done

Dashboard Edit
Recruiting Dashboard
Dashboard components are textual or graphical representations of data from a Salesforce report or web components that access Salesforce
data or data from other applications. Click Add Companent at the top of a column to add a component to that column. You can also edit or
delete an existing component or move a companent using the arow buttons Tell me morel |
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Figure 97: Four Components on the Recruiting Dashboard

We've now got a simple, four-component dashboard for our Recruiting app! If you click the
Home tab, you can add the dashboard's first row to your home page:

11. On the Home tab, click Customize Page in the upper right corner of the Dashboard
component.

12. Select Recruiting Dashboard from the Dashboard Snapshot drop-down list.

13. Click Save.

Ta-da! And because we saved the dashboard in a public folder, any user can add it to his or
her Home tab, too.

As you can see, once we'd created the reports for our Recruiting app, adding them to a dashboard
was a piece of cake. It's so easy, that we'll leave the remainder of the components as an exercise
for you to try on your own—see how close you can come to recreating Figure 93: A Sample
Recruiting Dashboard on page 214.

Look At What We've Done

Check out our Recruiting app now! We've almost met all of the requirements we talked about
back at the beginning of the book, but we're not done yet. In the next chapter, we're going to
move beyond the native capabilities of the platform, like security and workflow, and introduce
s-controls and the Force.com Web Services API. This API provides the key to incorporating
functionality from all over the Web and will help us create a truly powerful on-demand
application. In fact, once you've mastered the tools available in the platform, the API will be
the way that you can let your creativity soar—the functionality of any app you build on the
platform will be limited only by the Web itself!
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Moving Beyond Native Apps

In this chapter ...

Introducing Web Services
Introducing the Force.com
Web Services API
Implementing a
Composite Application
Piece: The Candidate
Mapping Tool

Up to this point, we've built a compelling app using various
parts of the platform. We've created a data model to store
our recruiting information, put workflow and approval logic
in place to help manage the data, and built reports and a
dashboard to help share the data.

Because of the power of the platform, we were quickly able
to put all of these pieces together in the user interface,
without any traditional coding. However, if we revisit the
requirements of our Recruiting app, we'll see there's still
another item to implement, and it's not quite as
straightforward.

We need to create a mapping feature that shows where each
candidate is located. Clearly no such functionality is native
to the platform, and we certainly don't have time to build
our own mapping engine. Is this type of functionality even
possible?

Of course it's possible! Because the Force.com platform runs
on the Web, we can leverage the power of other websites to
implement features that would never be available just
through our platform alone. We can use our HT'ML and
JavaScript skills to mash up Web mapping services from
Yahoo! with our own recruiting data, and then place this
functionality in our own app.

To implement this kind of composite application feature,
we'll first need to learn about the technology that makes it
possible: Web services in general and the Force.com Web
Services API in particular. Once we review those
technologies, we'll implement the candidate map and see
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how easy it is to create a rich, user-centric app with few (if
any!) boundaries.

. .+ Tip: To get the most out of this chapter, you should
- v be familiar with HTML, JavaScript, and server-side
= scripting. However, even if you're not an experienced

developer, you can still follow along to see what can

be done with the platform.
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Introducing Web Services

First we need to look at the technology that makes composite application pieces like our
candidate mapping feature even possible: Web services. A Web service is the mechanism by
which two applications that run on different platforms, that were written in different languages,
and that are geographically remote from each other, can exchange data using the Internet.
Web services makes data exchange between two such applications as straightforward as the
way that two processes can exchange data on a single computer.

The way that data is exchanged between two Web services is similar to the way that data that
is exchanged between a Web browser like Microsoft Internet Explorer and a Web server. Just
as a Web browser uses a common network protocol (HT'TP over TCIP/IP) to download
HTML files hosted on a Web server, a Web service can also use this same network protocol
to download data from another Web service. The key difference is the actual data that is sent
and received—Web services use XML instead of HTML.

So why are we talking about Web services? Well, it turns out that the platform includes a Web
services API that allows us to share data with other Web services on the Internet. Couple our
Web services API with a tool like Yahoo! Maps, and we're well on our way to implementing
our candidate mapping feature! Before we jump in, though, let's see how the API works.

Introducing the Force.com Web Services API

The API defines a Web service that enables full, reliable access to all of the data in our
organization, including the ability to read, create, update, and delete records. To get a better
idea of what we need to do to use the API, though, we need to discuss its most common calls,
how it acts as a Web service, and how to authenticate API calls so that our data remains secure.

Common API Calls

In addition to the basic read, write, update, and delete calls, the API also allows us to request
metadata related to our standard and custom objects, maintain passwords, perform searches,
and much more. Although the API supports more than 20 different calls, there are just four
key calls that make up the majority of all API traffic, as shown in the following table:
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Table 39: Commonly Used API Calls

query Returns data according to a SQL-like syntax called SOQL (Salesforce
Object Query Language)
SOQL specifies what kind data we're looking for and the criteria that
should be used to select the data.

For example, to retrieve the Id and Name field values for each account
whose name ends with Tool, we'd use: (Select Id, Name From
Account Where Name Like '%Tools').

create Defines a new record for a particular object.
update Edits an existing record according to its record ID.
delete Erases a record according to its record ID.

Although the exact use and syntax of API calls is beyond the scope of this book, you can find
detailed documentation and API coding examples on the Apex Developer Network at
www.salesforce.com/developer/.

SOAP, XML, and the API

When we talked about Web services previously, we learned that they communicate with one
another by passing XIML data over the Internet. Fortunately, that doesn't mean that we have
to brush off our XML code references and expect to bury ourselves in DTD files when we
create our composite application component. It turns out that the API uses SOAP (Simple
Object Access Protocol), a protocol that defines a uniform way of passing XM L-encoded data.
This is great for developers like us, since virtually every major programming language has a
built-in ability to create and consume SOAP messages. As a result, all of the details about
handling Web services XIVIL will be hidden by familiar-looking objects in whatever language
we choose for coding. That means we'll never need to actually write or read any XML ourselves
when we're working on our app.

Authenticating Calls to the API

Finally, let's talk about authentication. Some Web services are public, meaning that any request
to the Web service will be honored and the request carried out. This makes the lives of


http://www.salesforce.com/developer

Introducing the Force.com Web Services API

developers easier, since they don't have to jump through any hoops in order to access the data
that the services provide, but it also means that anyone can access the data! With the private,
valuable data of your organization stored on the platform, that's just unacceptable. Consequently,
the API is a private Web service, requiring authentication to access the data, just as a user of
your Recruiting app is required to log in to access any data.

The API provides authentication through the use of a session ID, a short-lived token that
provides access to all API calls. This token is analogous to a driver's license—when you're
issued a driver's license, it expires after a period of time, but until it expires you're authorized
to drive an automobile. Likewise, when you're issued a session ID, it expires after a period of
time (a configurable period of anywhere from 30 minutes to eight hours), but until it expires
you're authorized to make Web service calls using the API.

There are two ways of acquiring a session ID:

* Using the 1ogin () call (best for composite application pieces that originate from outside
of the Salesforce user interface)

*  Using merge fields (best for composite application pieces that reside inside the Force.com
platform user interface)

Authenticating with the login() Call

The first way to make authenticated Web service calls to the API is by using the 1ogin ()
call. Similar to the way the main user login page works in the user interface, the login () call
takes a username and password and executes a login sequence on
https://www.salesforce.com/. . ..If the login is successful, the login () call returns
asession ID and URL. The session ID represents the user's authentication token and the URL
points to the host that contains data for the user's organization.

w»  Note: For performance and reliability, the platform runs on multiple hosts (for example,
nal.salesforce.com, na2.salesforce.com, and so on), but data for any single organization
is always consolidated on a single instance. As long as you use the URL that is returned
from the login () call, you should never need to know the actual instance that hosts
an organization's data.

This method of authentication is appropriate for composite components that originate from

outside of the Salesforce user interface. For example, if we were to write an external Web page
that accepts candidate resumés for different open positions, we could use the API's login ()

call to upload these candidates and resumés to our Recruiting app.
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\T’unew: session id, "Select Id From User" »
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Figure 98: Authenticating with the login() Call

Authenticating with Merge Fields

The second way you can make authenticated Web service calls to the API is by using merge
fields. A merge field is text that gets replaced with a value when the platform delivers a Web
page to a user's browser, similar to the way Microsoft Word generates labels or form letters
using a database of addresses. We'll talk about merge fields more when we get to writing the
code for our candidate mapping tool. For now, you just need to understand that the platform
provides the user's session ID and that we can obtain this session ID using a merge field. That
means our composite application components can acquire the session ID of a user who's already
logged in to the system without forcing him or her to log in again.

w»  Note: The merge field method is also nice because it tells us about the user who's
currently logged in. When our composite application piece uses this information to

" make API calls, the API returns only data to which the user has access, according to
his or her security and sharing settings.

Scontrol with session id and url
From <host>.salesforce.com AppExchange

platform
Update(): session id, url
O www.sdlesforce.com

Figure 99: Authenticating with Merge Fields

So once you've obtained a session ID and server URL, what do you do with them? The answer
to this question depends on what programming language you're using to create your composite
application piece. In general terms, you'll include the session ID in every API call, and you'll

direct your composite application piece to make the API request to the server URL that you

obtained. We'll see examples when we finally get to coding our candidate mapping feature.
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Implementing a Composite Application Piece: The Candidate
Mapping Tool

All right! Now that we've reviewed Web services and the API, let's get started implementing
the composite application piece for our Recruiting app: the Candidate Mapping tool. Our
requirements state that we need to generate a map for all the candidates that have applied for
a particular position so that we can better understand potential relocation costs associated with
a new hire. Since Universal Containers has offices all over the country, this map will also help
us assign candidates to an office if a particular position is open in more than one location.

We know we can create this tool by mashing up the Force.com API and Yahoo! Maps with
some basic JavaScript and HTML. But where do we put this code, and how do we incorporate
it into our app?

Introducing S-Controls

It turns out that the platform includes a particular component that gives us both a place to
store our composite application piece code and an easy way of adding it to any page layout or
tab. This component is called an s-control.

An s-control is essentially an instruction that defines what the platform should render on a
page. S-controls can contain any type of content that you can display or run in a browser, such
as a Java applet, an ActiveX control, a Microsoft Excel file, or a custom HTML Web form.
In addition to any file you upload, a custom s-control contains HTML code that controls how
the content is displayed and referenced in a custom link. S-controls provide a flexible, open
means of extending the platform interface beyond what's currently available.

S-controls come in three flavors: Custom HTML, URL, and Snippet:

HTML S-Controls
An s-control that contains the actual HTML that should be rendered on
a page. When saved this way, the HT'ML is ultimately hosted on a

platform server.

URL S-Controls
An s-control that contains an external URL that hosts the HTML that
should be rendered on a page. When saved this way, the HTML is
ultimately hosted by an external website.

Snippet S-Controls
An s-control that contains HI'ML or JavaScript that is meant to be
included in other s-controls. Similar to a helper method that is used by
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other methods in a piece of code, a snippet allows you to maintain a single
copy of HTML or JavaScript code that can be used in multiple s-controls.

For our Candidate Mapping tool, let's create an HTML s-control that contains standard
HTML and JavaScript. A combination of these two technologies actually gives us a lot of
power, especially when you consider all of the work being done lately with AJAX (a Web

development technique for creating interactive Web applications).

Try It Out: Defining the Candidate Mapping S-Control

Let's go ahead and create our candidate mapping s-control. Once it's defined, we'll hook it in
to our Recruiting app's user interface and play around with it to make sure it works:

w#  Note: There's a lot to talk about in this exercise, so we're going to break it up in a

couple of sections to help us organize our thoughts.

1. Click Setup [Build [Cistom S-Controls.
2. Click New Custom S-Control.

Try It Out: Setting S-Control Attributes

Upon clicking New Custom S-Control, we get to the Custom S-Control Edit page.

Custom S-Control
New Custom S-Control

Label displays in the user interfoce

Custom S-Control Edit

Name is a unique identifer
for referencing this scontrol

Figure 100: S-Control Edit Page—Attribute Entry

The top of this page consists of three text boxes that allow us to enter a label, name, and a
description of our s-control. The Label field contains the name for the s-control that will be
displayed in various lists and page layouts. The Name field specifies the name that other
s-controls can use to reference this s-control (particularly useful when using snippets), and the
Description field provides a place to briefly indicate what the s-control does. (Other users
will be very thankful if you provide good descriptions for your s-controls, because they're often
hard to decipher at a single glance.)
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3. In the Label field, enter Candidate Map.

4. Inthe S-Control Name field, accept the defaulted value of Candidate_Map.

5. Inthe Description field, enter "This map shows the location of each candidate
for a particular position."

6. Select the HTML type.

Try It Out: Entering Our Code into the S-Control Content Area

Below the s-control attribute area is the content area for our s-control—this is where we'll
enter the HTML and JavaScript code that's going to implement our mapping tool. You'll find
that it's very similar to the formula editors that we've seen before—you can insert merge fields,
operators, and functions, and you can even check syntax when you're done.

The code block that we're using provides a simple implementation of our candidate mapping
tool. It combines candidate address information with Yahoo! Maps to display those candidates
who have applied for a particular position. This isn't really a coding book, but in the next few
sections we'll briefly examine a few lines of the code that are related to the API (the bolded
sections) to see how we've leveraged some of the concepts we talked about earlier in the chapter.
Now let's go ahead and enter our code into the s-control:

7. Enter the code block that appears below into the s-control's large text area box.
8. Click Check Syntax to verify that you haven't made any typos.
9. Click Save.

. ' # Tip: Alternately, download a copy of the code from

- V http://wiki.apexdevnet.com/index.php/Creating_On-Demand_Apps and save it on

your computer. (A file containing the code was included in the zip file you may have
downloaded with the CSV import files in Chapter 6: Expanding the Simple App Using
Relationships on page 81.) Open the code in your favorite text editor. Select all the
lines of code, and then copy and paste them into the content area.

<html>

<head>

<style type="text/css">
#mapContainer {

height: 475px;;

width: 600px;

}

</style>

<script language="javascript" src="/soap/ajax/8.0/connection.js"

type="text/javascript"></script>
<script type="text/javascript"
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src="http://api.maps.yahoo.com/ajaxymap?v=3.0&appid=salesforce.com">
</script>

<script type="text/javascript">
var conn;
function initPage () {
conn = sforce.connection;
loadMap() ;
}

var reload = true;
var map;

var link;

var geoPoints = [];
var dataPointCount = 0;
var pointCounter = 0;

function geoCodeEnd(r) {

if (r.success == 1) {
if (r.GeoPoint.Lat != 0) ¢{
geoPoints[geoPoints.length] = r.GeoPoint;
pointCounter++;
} else {
pointCounter++;

}

if (pointCounter >= dataPointCount) ({
var bestZoomLevel = map.getZoomLevel (geoPoints) ;
if (bestZoomLevel < 5) bestZoomLevel = 5;
var geoCenter = map.getCenterGeoPoint (geoPoints) ;
map.drawZoomAndCenter (geoCenter, bestZoomLevel) ;
map.panToLatLon (geoCenter) ;

}

function loadMap () {
// Create a map object
map = new YMap (document.getElementById ('mapContainer'));
// Display the map centered on given address
YEvent.Capture (map, EventsList.onEndGeoCode, geoCodeEnd) ;
map .addZoomLong () ;

doQuery () ;
}

function doQuery () {

if (reload == false) return;

var positionId = "{!Position_ c.Id}";

var qr = conn.query ("Select Candidate_ ¢ From Job Application__c
Where Position ¢ = '" + positionId + "'");

if (gr.size > 0) {

var ids = [];
var records = gr.getArray ("records");
for (var i=0;i<records.length;i++) {
ids[i] = records[i].get ("Candidate c");
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}

conn.retrieve("Id, Last Name ¢, First Name c, Street c,
City ¢, State Province c,
Current Employer c", "Candidate c",
ids, plotMarkers);
} else {
// Display map of US if no Candidates found
var myPoint = new YGeoPoint (40,-95);
map.drawZoomAndCenter (myPoint, 14);
alert ("There are no candidates for this position to map.");
}
reload = false;

}

function doNav (arg) {
window.parent.location = "/" + arg;

}

function plotMarkers (qr) {

var records = qr;
if (gr.getArray) {
records = gr.getArray("records");
}
var counter = 1;

if (records.length > 0) {
for (var x=0;x<records.length;x++) {
var db = records|[x];

if (db.get("Street c") != null &&
db.get ("City c") != null &&
db.get ("State Province c") != null ) {
dataPointCount++;
var addr = db.get("Street__c") + ", " +

db.get("City__c") + ", " +

db.get ("State_Province_ c");
var marker = new YMarker (addr):;
marker.addLabel (counter) ;
var name = db.get("First Name c") + " " +

db.get ("Last_Name_ c")
counter++;
name = "<a href='" +
conn.describeSObject ("Candidate c").
urlDetail.replace ("{ID}", db.get ("Id"))

+ "' target='_top'>" + name + "</a>";
marker.personName = name;
YEvent.Capture (marker, EventsList.MouseClick,
function () {this.openSmartWindow

("<div>This is where " +
this.personName +
" lives!<BR> </div>") });
map.addOverlay (marker) ;
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</script>

</head>

<body onload="initPage () ;">
<div id="mapContainer"></div>

</body>
</html>

Including the AJAX Toolkit Library

In the code sample, several key parts relating to the API have been highlighted in bold font.
The first, repeated here, is the bit of HI'ML needed to include the AJAX Toolkit JavaScript
library:

<script language="javascript" src="/soap/ajax/8.0/connection.js"
type="text/javascript"></script>

This library is what enables our s-control to interact with our data using the API. Once this
line is processed by the browser, every API call that is described in the API documentation is
now available to the JavaScript in the s-control. The syntax for using this toolkit is very similar
to the syntax provided in the API documentation.

Writing a Function for the Body Tag's Onload Event

Another important concept is the initPage () function. Notice that it's called when the
page's onload event occurs:

var conn;
function initPage() {
conn = sforce.connection;
loadMap() ;
}

Whenever we're writing an s-control, it's very important to write a function that handles this
event in order to ensure that our s-control's HTML elements have been completely sent to
the browser before we run any JavaScript. This is necessary because Web browsers render the
HTML received from a Web server serially, but they also start processing the JavaScript that
has been included in an HTML page as soon as they can. This means that JavaScript may
begin to run before all of the HTML elements have been sent to the browser. By starting our
JavaScript execution when the body tag's onload event fires, we can rest assured that any
elements we want to access with JavaScript will already be represented in the browser.
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Using Merge Fields to Set the Session ID

The next bit of highlighted code demonstrates a key concept: merge fields. Merge fields are
the mechanism by which we can obtain specific and contextual information for our s-control
code.

var positionId = "{!Position__c.Id}";

In this case, the Position ID is made known to the executing JavaScript code through the use
of the { Position.Id} merge field. The ID field is common to every standard or custom
object record, and uniquely identifies the record in the platform. We can use this ID value in
an API query to limit the results to only those records that contain that ID. In this line of
code, we're grabbing the position record that matches this ID so that we can obtain its related
candidates for mapping.

In addition to the ID, we could have requested just about any and every other field of the
Position object using the merge fields technique.

We can now use this value to create a SOQL statement that specifies what data we'd like to
pull out of our app. Using the AJAX toolkit we don't need to worry about authentication.
When the toolkit is sent down to the browser, the important authentication data required,
session idand server url,are automatically merged into the toolkit code.

As you can see, merge fields represent a very powerful mechanism for requesting data from
the platform. Many s-controls use merge fields exclusively and forego the need to use the API
to request data altogether. The only drawbacks to merge fields are that they're always read
only, and they can't cause data to be created or updated on the platform.

Making an API Call

The next highlighted segment is an actual API call (remember conn = sforce.connection;
appeared earlier in the code):

var qr = conn.query ("Select Candidate_c¢ From Job Application__c
Where Position c¢ = '" + positionId + "'");

This query call is asking for all the Candidate record IDs in the Job Application records whose
Position IDs match the one given to us in the merge field. Once the method executes, we'll
know which Candidate records we need to map.
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Accessing Data

The last two highlighted snippets demonstrate how to access the data that resulted from our

query:
if (db.get("Street c") != null &&
db.get ("City c") != null &&
db.get ("State Province c¢") != null ) {
dataPointCount++;

var addr = db.get("Street_ c") + ", " + db.get("City__ c") +
", " + db.get("State_Province c");
var marker = new YMarker (addr);
marker.addLabel (counter) ;
var name = db.get("First Name_ c") + " " +
db.get ("Last_Name__c")

’

}

Our query resulted in a set of Candidate records that matched the criteria of the query. To
obtain the address value on each of these records, we can loop over the set. In JavaScript, a
record is defined as an instance of an SObject object, so we'll assign each object in the set of
records to a variable called db.

SObject objects provide various methods for retrieving and setting values on the record,
including both a dot notation and a key notation for accessing field values. The key notation
expects a field name as an index and returns the value from the field for that record. An example
of the key notation is db.get ["First Name c"] as opposed to the dot notation form,
db.First Name c.Bothaccessor forms are case sensitive. Notice that there isn't any XML,
SOAP, WSDL, or other details of the actual Web service in this function. Instead, we have

a simple object from which we access values using simple methods.

This ability to easily retrieve the information from our application is one of the most powerful
features of the platform. The custom objects and fields that we created in previous chapters
are all instantly available through the APL

Introducing Hooks and Targets

By now you should have a better feel for what s-controls are and how they allow us to create
composite application pieces in our app. And if you've been following along really closely, you
might also be asking yourself a couple of questions. For instance, how and when will our users
see and use the candidate mapping s-control that we just defined? And, how does the platform
know what Position ID to send us?

It turns out that we can answer both of those questions by talking about hooks and targets. A
hook is a location in the user interface from which we can launch or kick off an s-control or

238



Implementing a Composite Application Piece: The Candidate Mapping Tool

URL—the arget. Below is a table of all the hooks that we have available to us in the platform,
along with the targets that we can launch from those hooks:

Table 40: Hooks and their Possible Targets

Custom Link or Button S-Control, URL
Web Tab S-Control, URL
Inline S-Control S-Control

When we defined the custom objects for our Recruiting app, we also defined tabs and page
layouts to display those objects. Since our candidate mapping tool shows the locations of
candidates for a particular position, we'll hook our s-control to the Position object's page layout
with a custom link. The platform will know which Position ID to send us because we'll see
our s-control only when we're looking at a particular Position record.

Try It Out: Creating a Custom Link

Now that our custom s-control is written and saved to the platform, we're ready to create the
hook on which to hang this code. The first step is to create a custom link.

1. Click Setup [Budild [Cistom Objects.
2. Click Position.
3. In the Custom Buttons and Links related list, click New.

Custom Button or Link
New Button or Link Help for this Pace [Z]

e e | Behavior defines what will happen

T when the custom link is clicked
vame  [onddoetep

Description  [Shows the candidates for a position Using Yahoo! maps

Quick Tips-

© Getling Started
« Sample Buttons & Links
« Operators & Funcions

Display Type ¢ Detail Page Link View example
¢ Detail Page Button View example:
© List Button View example
penavier [ Display in existing window with sidebar @]
Contont Source. [[Custom 5-Gontrol @3]

[Pustom s Conrol [ Candidate Map [Candidate Map] I -
oy T — Content Source is the I

"target" of the custom link

View Behavior Options

Figure 101: Custom Link Edit Page

The custom link edit page should look familiar, since it closely resembles the s-control editor
that we saw previously.
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4. Inthe Label text box, enter Candidate Map.
In the Name text box, accept the defaulted value of Candidate_Map.

b

6. Inthe Description text box, enter "Shows the candidates for a position using
Yahoo! Maps."

Depending on the type of action that we want to take, we can choose how to display our
s-control in a Position record's detail page. Actions that don't have any affect on the record
(like our Candidate Mapping tool) can be displayed as a link on the record's detail page. Actions
that affect the record itself should be displayed as a Detail Page Button, and actions that affect
multiple Position records in a list should be displayed as a List Button.

7. Select Detail Page Link as the type.

Next choose the action that we want to perform: we can either open a new window, display
in the existing page (with or without sidebar and header), or simply execute some JavaScript.
Because we want our candidate map to appear as part of our Recruiting app, let's choose Display
in existing window with sidebar.

8. In the Behavior drop-down list, select Display in existing window with sidebar.

Because we implemented our Candidate Mapping tool with an s-control, the content source,
or target as we called it, should be Custom S-Control.

9. In the Content Source drop-down list, select Custom S-Control.

Selecting Custom S-Control changes the layout of the custom link edit page so that instead
of a large text area box we see only a Custom S-Control drop-down list.

10. In the Custom S-Control drop-down list, select Candidate Map [Candidate_Map].

Notice that our s-control is listed in this drop-down list according to both its label and internal
name.

11. Click Save.

After clicking Save, we are reminded that no users will be able to see the link until we add it
to a Position page layout. Makes sense, right? Creating a custom link is similar to adding a
custom field to an object—it's defined in the database, but no user will be able to see it until
we explicitly put it somewhere.
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Try It Out: Adding a Custom Link to a Page Layout

So let's do it! All we need to do to finish implementing our Candidate Mapping tool is add it
to our position page layout.

1. Click Setup [Budild [Cistom Objects.
2. Click Position.
3. In the Page Layouts related list, click Edit next to Position Layout.

By now this should be a familiar page to you!

4. In the view drop-down list on the right side of the page, select Position Custom
Links.

This action causes the table below the drop-down list to be filled with all of the custom links
that have been created for the Position object. Since we've created only one so far, that's all
we'll see in this list.

5. Click and drag the Candidate Map custom link over to the Custom Links area of
the page layout.

Unlike regular fields, custom links can be placed only in the special Custom Links layout
section.

6. Click Save.

We did it! Although the coding of the s-control was a little tricky, every other step was just as
straightforward as what we've already done in previous chapters. Let's now go try it out!

Try It Out: Running Our S-Control

To try out our new candidate mapping tool, all we need to do is visit a Position record.

1. Click the Positions tab.
2. Select the Sr. Benefits Specialist record.
3. In the Custom Links section, click Candidate Map.
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Indicctes the address of a candidate for this
position. Click the number to pop up more
information about the candidate.

Search

[Candidates ]

[ Limitto ftems 1 own

Advanced Search.

Recent Items,
% sr.Benefits Specialist

% Chief Officer of Fun
% Financial Analyst
9 saleslead

@ RecycleBin

Figure 102: Our Working Candidate Mapping Tool

Voila! Notice how our s-control is embedded within our Recruiting app as if it were natively
built. Also notice how we didn't need to do a special login just for our s-control, and that it
could automatically figure out which Candidate records to display based on the Position record
we were just visiting. Pretty cool!

Once again, welcome to the power and flexibility of the platform. With fewer than a hundred
lines of code, we've introduced non-native functionality that looks as if it were made expressly
for our Recruiting app. Couple the Force.com Web Services API with the thousands of Web
services that are available on the Internet today, and the possibilities are limited only by our
imaginations!



Chapter 11

Learning More

In this chapter ...

*  The Apex Developer
Network

*  Help and Training

Options

*  Podcasts

*  AppExchange Partner
Program

*  What Do You Think?

This book has introduced some of the native technologies
associated with the Force.com platform. We've created a
fully functional Recruiting app, and we've introduced
s-controls and the Force.com Web Services API to show
you how it can be used to build composite apps. But there's
only so much we can cover in a single book—we skipped
over many other powerful tools and options, and didn't talk
about how you can share your own apps with others on the
AppExchange. Indeed, we'd be surprised if you didn't have
more questions about how you can take advantage of all that
the platform has to offer!

Fortunately there are a number of ways you can learn more
about the platform.
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The Apex Developer Network

The Apex Developer Network (ADN) website is the place to be for Force.com developers.
Available at www.salesforce.com/developer/, it provides a full range of resources including
sample code, toolkits, an online developer community, and the test environments necessary
for building apps. It includes an online version of this book (written by ADN staff members)
and has information about the ADN@Dreamforce event that we hold every year for Force.com
developers. If you need more info, have a question to ask, are seeking a toolkit or sample, or
just want to dig a little deeper into Force.com development, the ADN website is the first place
you should go.

Let's take a quick tour:
*  Get a Developer Edition account.

Take your application-building skills to the next level. A Developer Edition account is a
free, fully-functional Salesforce account that allows you to get hands-on experience with
all aspects of the platform in an environment designed for development. If you haven’t
done so already, go to the ADN home page and create a Developer Edition account for
yourself. Then use it to try out new application ideas and to test various Force.com tools
and technologies.

*  Get the resources you need on the ADN wiki.

Of course, a big part of ADN’s mission is to ensure that you and every other Force.com
developer has the support necessary to build great apps. To this end, you'll want to know
about the Wiki section of the ADN
site—http://wiki.apexdevnet.com/index.php/Apex_Wiki. This is the place to turn for tools,
documentation, and reference information for developers, whether you're building native
apps like the Recruiting app, composite apps that use the Force.com Web Services API,
writing Apex, or getting ready to distribute your app on the AppExchange. And because
it's all maintained on a wiki, you'll be able to see tips, tools, and best practices from other
ADN members, as well as contribute your own! By developers and for developers, the wiki

1s the heart of the ADN website.
*  Get the next volume in the Force.com book series—the Force.com Cookbook

This book moves beyond the native functionality of the platform to give you an in-depth
look at developing with Force.com. It provides over 100 "recipes" for writing s-controls,
using the Force.com API, developing Apex scripts, and creating Visualforce pages. Get it
on the ADN website at wiki.apexdevnet.com/index.php/Platform_Cookbook.

*  Keep up with the ADN community.
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Help and Training Options

Your fellow developers of all levels of sophistication are maintaining lively conversations
every day on the ADN discussion boards at
community.salesforce.com/sforce?category.id=developers. Youre welcome to join in by
posting questions and comments of your own, or you can just read along and learn. The
free monthly ADN newsletter provides a recap of the most interesting news and information,
delivered right to your email inbox.

Get the latest Force.com news.

The ADN blog at http://blog.sforce.com/ is where the ADN team makes announcements
and shares some of what it has learned in the process of creating and managing more than
300 apps on the AppExchange directory. This blog thrives on feedback and the

cross-pollination of ideas. We welcome your comments.

Take part in ADN events and activities.

ADN also sponsors various special events and activities, like the very popular ADN Seminars
tour, training classes, and our biggest event of the year, ADN@Dreamforce—the conference
within a conference for Force.com application developers. Information on upcoming events
is posted on the ADN site at www.salesforce.com/developer/ and is included in the ADN
newsletter.

Help and Training Options

In addition to the ADN website, the platform itself offers lots of help and training options:

Find Answers to Your Questions

Click Help at the top of any page in the application. Enter your keywords in the Search
box and click Go!. The search returns online help topics, knowledge base solutions, and
recommended training classes that match the keywords you entered.

Take Training
Select the Training tab of the Help & Training window, choose your role and geographic

location, and click View Classes! to find free online training classes. All kinds of training
is available to ensure your success and application expertise:

* Classroom training

Gain the knowledge and skills you need through instructor-led workshops and courses
that provide comprehensive, intensive hands-on sessions, including Salesforce:
Administrator Essentials, Force.com: Building Applications, and Force.com: Migrating
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Data. All classes are taught by expert instructors, include customized and comprehensive
training materials, and are offered in many convenient locations.

*  Custom training

Salesforce.com can also bring the classroom to your organization.

*  Online learning

Take advantage of more than fifteen online training classes, available to you on-demand,
24/7, and just few clicks away!

To learn more or register for training, contact Successforce Education Services at
EducationServices@salesforce.com, or visit
www.salesforce.com/services-training/education-services/.

*  Download Tip Sheets and Best Practice Guides

Select the Help tab of the Help & Training window and click Tips in the task bar to view
and download tip sheets, implementation guides, and best practices for specific features.

Podcasts

Thanks to the hard work of our colleagues on the Successforce website, we have an impressive
number of podcasts available on our iTunes channel. You can access our iTunes area by searching
for "salesforce" on the iTunes Music Store.

This public podcast channel keeps the Force.com community connected by providing free
access to a wide range of best practices, case studies, and product- and platform-focused digital
audio content via the iTunes Music Store. Access to expert Force.com and CRM content is a
quick download away. Now you can hear salesforce.com podcasts—covering everything from
luminary interviews and thought-leadership presentations to roundtable discussions and best
practices—whenever, wherever you like. Choose from over 70 podcasts. Happy listening!
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Figure 103: Salesforce.com on iTunes
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applications to businesses over the Internet as easily as retailers and auctioneers can connect
with online consumers. As AppExchange partners, more than 150 companies are already
participating in this new chapter of computing by making their offerings available on The
Business Web via the AppExchange. The AppExchange partner program makes it easy for
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Visit the Partner Program website at www.salesforce.com/partners/ and join the AppExchange
partner program today!
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What Do You Think?

Well that about sums it up. Did you like what you've read? Has it inspired you to go out and
create your own on-demand apps? We certainly hope so! We welcome any comments you
might have—indeed, we count on your feedback and ideas. Go to the Apex Developer Network
discussion boards at community.salesforce.com/sforce?category.id=developers or email us at
adn@salesforce.com and let us know what you think!

248


http://community.salesforce.com/sforce?category.id=developers
mailto:adn@salesforce.com

Glossary

Apex Developer Network (ADN)
The website at www.salesforce.com/developer/ that provides a full range of
resources for Force.com developers, including sample code, toolkits, an online
developer community, and the test environments necessary for building apps.

App

A collection of Force.com components such as tabs, reports, dashboards, and
custom s-controls that address a specific business need. Short for "application."

AppExchange app menu
A menu that enables users to switch between customizable applications (or "apps")
with a single click. The AppExchange app menu displays at the top of every page
in the Salesforce user interface.

AppExchange directory
A Web directory where hundreds of AppExchange apps are available to Salesforce
customers to review, demo, comment upon, and/or install. Developers can submit
their apps for listing on AppExchange if they wish to share them with the

community.

Application programming interface (API)
The interface that a computer system, library, or application provides in order to
allow other computer programs to request services from it and exchange data
between them.

Approval process
An automated process your organization can use to approve records on the
platform. An approval process specifies the steps necessary for a record to be
approved and who must approve it at each step. Approval processes also specify
the actions to take when a record is approved, rejected, or first submitted for
approval.

Auto number
A custom field type that automatically adds a unique sequential number to each
record.

249


http://www.salesforce.com/developer

Glossary

Client app
An app that runs outside the Salesforce user interface and uses only the
API—typically running on a desktop or mobile device. These apps treat the
platform as a data source, using the development model of whatever tool and
platform for which they are designed. See also Composite app on page 250 and
Native app on page 252.

Composite app
An app that combines native platform functionality with one or more external
Web services, such as Yahoo! Maps. Composite apps allow for more flexibility
and integration with other services, but may require running and managing external
code. See also Client app on page 250 and Native app on page 252.

Controlling field
Any standard or custom picklist or checkbox field whose values control the available
values in one or more corresponding dependent fields. See also Dependent field on
page 250.

Custom field
Fields that can be added to customize an object for your organization’s needs.

Custom link
A custom URL defined by an administrator to integrate your data with external
websites and back-office systems.

Custom object
An entity that you build to store information that's unique to your app. See also
Object on page 252 and Standard object on page 255.

Customer Relationship Management (CRM)
A business strategy for developing and improving relations between companies
and their customers.

Dashboard
A graphical representation of data from up to 20 summary or matrix reports
arranged in a two- or three-column layout. Every user can select a favorite
dashboard to display on his or her Home tab.

Database
An organized collection of information. The underlying architecture of Force.com
includes a database where your data is stored.

Database table
A list of information, presented with rows and columns, about the person, thing,
or concept you want to track. See also Object on page 252.

Dependent field
Any custom picklist or multi-select picklist field that displays available values
based on the value selected in its corresponding controlling field. See also
Controlling field on page 250.

Developer Edition account
A free, fully-functional salesforce.com account that allows you to get hands-on
experience with all aspects of the platform in an environment designed for
development. Developer Edition accounts are available on the Apex Developer
Network website at www.salesforce.com/developer/.
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Email template
A built-in feature that enables you to create form emails that communicate a
standard message, such as a welcome letter to new employees or an
acknowledgement that a customer service request has been received.

Entity relationship diagram (ERD)
A data modeling tool that helps you organize your data into entities (or objects,
as they are called in Force.com terms) and define the relationships between them.

Field
A part of an object that holds a specific piece of information, such as a text or
currency value.

Field dependency
A filter that allows you to change the contents of a picklist based on the value of
another field.

Field-level security
Settings that determine whether fields are hidden, visible, read only, or editable
for users based on their profiles.

Force.com
A platform for building on-demand applications from salesforce.com. Force.com
combines a powerful user interface, operating system, and database to allow you
to customize and deploy on-demand applications for your entire enterprise.

Force.com Web Services API
An application programming interface that defines a Web service that provides
direct access to all data stored on the platform from virtually any programming
language and platform. See also Application programming interface (API) on page
249.

Foreign key
A field whose value is the same as the primary key of another table. You can think
of a foreign key as a copy of a primary key from another table. A relationship is
made between two tables by matching the values of the foreign key in one table
with the values of the primary key in another. See also Primary key on page 253.

Formula field
A type of custom field that automatically calculate its value based on the values of
merge fields, expressions, or other values.

Function
Built-in formulas that you can customize with input parameters. For example, the
DATE function creates a date field type from a given year, month, and day.

Group
A set of users that can contain individual users, other groups, or the users in a role.
Groups can be used to help define sharing access to data.

Home tab
The starting page from which users can view a dashboard, choose sidebar shortcuts
and options, view current tasks and activities, or select each of the major tabs.
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HTML s-control
An s-control that contains the actual HTML that should be rendered on a page.
When saved this way, the HTML is ultimately hosted on a platform server. See
also §-Control on page 255.

Junction object
A custom object that enables a many-to-many relationship between two other
objects.

Layout
See Page layout on page 253.

Lookup relationship
A relationship between two objects that allows you to associate records with each
other. On one side of the relationship, a lookup field allows users to click a lookup
icon and select another record from a list. On the associated record, you can then
display a related list to show all of the records that have been linked to it.

Manual sharing
Record-level access rule that allows record owners to give read and edit permissions
to other users who might not have access to the record any other way. See also
Record-level security on page 254.

Matrix report
A report that allows you to group and subtotal records by two unrelated values—one
in the rows dimension and one in the columns dimension. Matrix reports are the
most complex and powerful reports on the platform.

Merge field

A field you can place in an email template, mail merge template, custom
link, or formula to incorporate values from a record. For example, Dear
{!Contact.FirstName}, usesa contact merge field to obtain the value
of a contact record's First Name field to address an email recipient by
his or her first name.

Metadata-driven development
An app development model that allows apps to be defined as declarative
“blueprints,” with no code required. AppExchange apps—their data models,
objects, forms, workflows, and more—are defined by metadata.

Multitenancy
An application model where all users and apps share a single, common
infrastructure and code base.

Native app
A type of AppExchange app that is built exclusively via metadata configuration
and without coding. Native apps run entirely on the platform without need for
external services or infrastructure. See also Client app on page 250 and Composite

app on page 250
Object

n Force.com terms, an object is similar to a database table--a list of information,
InF t bject lar to a database table--a list of informat
presented with rows and columns, about the person, thing, or concept you want
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to track. Each object automatically has built-in features like a user interface, a
security and sharing model, workflow processes, and much more.

Object-level security
Settings that allow an administrator to hide whole tabs and objects from a user,
so that they don't even know that type of data exists. On the platform, you set
object-level access rules with object permissions on user profiles. See also Field-/evel
security on page 251 and Record-level security on page 254.

On-demand computing
A new paradigm of computing in which you access apps over the network as a
utility, rather than as pieces of software running on your desktop or in the server
room.

One-to-many relationship
A relationship in which a single object is related to many other objects. For
example, each Candidate may have one or more related Job Applications.

Org-wide defaults
Settings that allow you to specify the baseline level of data access that a user has
in your organization. For example, you can make it so that any user can see any
record of a particular object that's enabled in their user profile, but that they'll
need extra permissions to actually edit one.

Page layout
The organization of fields, custom links, related lists, and other components on
a record detail or edit page. Use page layouts primarily for organizing pages for
your users, rather than for security.

Picklist
A selection list of options available for specific fields, for example, the Country
field for a Candidate object. Users can choose a single value from a list of options
rather than make an entry directly in the field.

Picklist values
The selections displayed in drop-down lists for particular fields. Some values come
predefined, and other values can be changed or defined by an administrator.

Primary key
A relational database concept. Each table in a relational database has a field in
which the data value uniquely identifies the record. This field is called the primary
key. The relationship is made between two tables by matching the values of the
foreign key in one table with the values of the primary key in another. See also
Foreign key on page 251.

Profile
A component of the platform that defines a user’s permission to perform different
functions. The platform includes a set of standard profiles with every organization,
and administrators can also define custom profiles to satisfy business needs.

Queue

A collection of records that don't have an owner. Users who have access to a queue
can examine every record that's in it and claim ownership of the records they want.
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Record
A single instance of an object. For example, Software Engineer is a single Position
object record.

Record-level security
A method of controlling data in which we can allow particular users to view and
edit an object, but then restrict the individual object records that they're allowed
to see. See also Org-wide defaults on page 253, Role hierarchy on page 254, Sharing
rules on page 254, and Manual sharing on page 252.

Related list
A section of a record or other detail page that lists items related to that record.

Relationship
A connection between two objects in which matching values in a specified field
in both objects are used to link related data. For example, if one object stores data
about companies and another object stores data about people, a relationship allows
you to find out which people work at the company.

Report
A summary of stored data, including a table and an optional graph, filters, and
groupings. See also Tubular report on page 255, Summary report on page 255, and
Matrix report on page 252

Role hierarchy
A record-level security setting that defines different levels of users such that users
at higher levels can view and edit information owned by or shared with users
beneath them in the role hierarchy, regardless of the organization-wide sharing
model settings. See also Record-level security on page 254.

Running user
The user whose security settings determine what data is displayed in a dashboard.
Because only one running user is specified per dashboard, everyone who can access
the dashboard sees the same data, regardless of their personal security settings.

Search layout
The organization of fields included in search results, lookup dialogs, and the recent
items lists on tab home pages.

Sharing model
A security model that defines the default organization-wide access levels that users
have to each other’s information.

Sharing rules
Rules that allow an administrator to specify that all information created by users
within a given group or role is automatically shared to the members of another
group or role. Sharing rules also allow administrators to make automatic exceptions
to org-wide defaults for particular groups of users.

Snippet
A type of s-control that's designed to be included in other s-controls. Similar to
a helper method that is used by other methods in a piece of code, a snippet allows
you to maintain a single copy of HTML or JavaScript that you can reuse in multiple
s-controls. See also S-Control on page 255.
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SOAP (Simple Object Access Protocol)
A protocol that defines a uniform way of passing XIML-encoded data.

SOQL (Salesforce Object Query Language)
A query language that allows you to construct simple but powerful query strings
and to specify the criteria that should be used to select the data from the platform
database.

Standard object
A built-in object included with the platform. You can also build custom objects
to store information that's unique to your app. See also Custom object on page 250
and Object on page 252.

S-Control
A component that you set up and define on the platform to store custom code.
Use s-controls to create and display custom data forms using components like
custom links, web tabs, or custom buttons. For example, you can define a custom
s-control containing JavaScript and address merge fields to display a map of a
contact's address. See also HTML s-control on page 252, URL s-control on page
255, and Snippet on page 254.

Summary report
A report that's similar to a tabular report, except that it also allows users to group
and subtotal rows of data, and create graphs. See also Tabular report on page 255.

Tab
An interface item that allows you to navigate around an app. A tab serves as the
starting point for viewing, editing, and entering information for a particular object.
When you click a tab at the top of the page, the corresponding tab home page for
that object appears.

Tabular report
Similar to a spreadsheet, a report that includes an ordered set of fields as columns
and a matching record in each row. Tabular reports are best for creating lists of
records or a list with a single grand total.

Time-dependent workflow action
A workflow action that occurs before or after a certain amount of time has elapsed.
Time-dependent workflow actions can fire tasks, field updates, outbound messages,
and email alerts while the condition of a workflow rule remains true.

Time trigger
A setting that defines when time-dependent workflow actions should fire.

URL (Uniform Resource Locator)
The global address of a website, document, or other resource on the Internet. For
example, http://www.salesforce.com.

URL s-control
An S-Control that contains an external URL that hosts the HTML that should
be rendered on a page. When saved this way, the HTML is ultimately hosted by
an external website. See also S-Control on page 255.

Validation rule
A rule that prevents a record from being saved if it does not meet the standards
that are specified.
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Web service
A mechanism by which two applications can easily exchange data over the Internet,
even if they run on different platforms, are written in different languages, or are
geographically remote from each other.

Web tab
A custom tab that allows your users to use external websites from within the
application.

Workflow action
An email alert, field update, outbound message, or task that fires when the
conditions of a workflow rule are met.

Workflow email alert
A workflow action that sends an email when a workflow rule is triggered. Unlike
workflow tasks, which can only be assigned to application users, workflow alerts
can be sent to any user or contact, as long as they have a valid email address.

Workflow field update
A workflow action that changes the value of a particular field on a record when a
workflow rule is triggered.

Workflow outbound message
A workflow action that sends data to an external Web service, such as another
on-demand application. Outbound messages are used primarily with composite

apps.
Workflow queue

A list of workflow actions that are scheduled to fire based on workflow rules that
have one or more time-dependent workflow actions.

Workflow rule
A "container" for a set of workflow instructions that includes the criteria for when
the workflow should be activated, as well as the particular tasks, alerts, and field
updates that should take place when the criteria for that rule are met.

Workflow task
A workflow action that assigns a task to an application user when a workflow rule
is triggered.
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