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Introduction to Salesforce Admin

Master the Basics of Salesforce Administration

DEFINITION

Salesforce Admins manage and customize Salesforce to meet business needs. They ensure users can effectively use the
platform.

KEY CONCEPTS

User Management Data Management

Admins create and manage user accounts, roles, and Admins oversee data import, export, and maintenance to ensure
permissions to control access. data integrity and accuracy.

Customization Automation Tools

Admins customize Salesforce features, such as fields, page Salesforce provides tools like Process Builder and Workflow Rules
layouts, and reports, to fit organizational needs. to automate repetitive tasks.

Security Settings

Admins configure security settings to protect sensitive data and

ensure compliance.

EXAMPLES MEMORY TIPS COMMON MISTAKES

-» Creating a new user role for sales * Remember 'CRUD' for User X Neglecting to set proper user
representatives. Management: Create, Read, Update, permissions.

- Setting up a workflow rule to send Delete. X Overcomplicating automation
email alerts on lead assignments. * Use the acronym 'DACE' for Data processes.

- Customizing a report to track sales Management: Data Import, Accuracy, X Failing to regularly back up data.

performance metrics. Cleanup, Export.

* Think 'CAPS' for Customization: Create,
Adjust, Personalize, Set up.

QUICK RECAP

Salesforce Admins play a crucial role in managing user access and data integrity. They customize the platform and automate

processes to enhance productivity. Understanding key concepts like user management and security is essential for success.
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