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Overview and terminology

Objects and Record Types
Each type of record within OnePlace is referred to as an object, for example, Companies, Contacts,
Matters, Lists, Functions Publications etc.

Standard objects — objects which are part of standard Salesforce including: Companies, Contacts and
Opportunities.

Custom objects — OnePlace specific objects including: Functions, Publications, Lists, Referrals, Matters,
Relationships and Surveys.

Objects can have different Record Types. For example, within the company object, you may have record
types for Clients and Non-Clients. For Contacts you may have contacts (of the firm), employees (of the
firm) and former employees (of the firm).

The record type determines which fields are used and are visible for that type of company or contact.
For example, clients may show fields such as client partner, client number and financial related fields but
the non-client would not need to display these fields. For your employees, you may want to show
internal information e.g. firm initials, date joined firm and for former employees, date left firm,
department employed etc.

Some common examples include:

Objects > Companies Contacts Lists | Functions Publication | Matters
Record Types> | e Client e Contacts e Event
e Non-Client | ¢« Employees e Training
e Former
Employees

NOTE: The standard field for companies is named Accounts by default but this is amended for all clients.
When making changes to the object, you may see reference to Accounts as well as Companies.

Profiles and Users
Each user will be assigned a profile. The profile a user is given determines:

e Which objects are visible to the user e.g. you may not want lawyers to see Functions or Publications

o Default record types e.g. when creating a new company, lawyers and secretaries may create a non-
client by default, but system administrators may create a client by default

e Field security i.e. read/edit rights for each field

e Which page layout is seen by the user — see page layout section below

Profiles are usually based on the user’s role, so you would have profiles for Marketing/BD who would
have high access rights, secretaries with slightly less access and then fee earners with slightly less access
again for administrative tasks. Then fee earners may have greater access to client financial information
than secretaries.



You will always have a System Administrator profile will full access to the system, profiles which would
need full access would include the internal administrator and any profiles set up for integration with
other systems e.g. PMS or eMarketing integration.

A firm is likely to have profiles for the following:

e System Administrator

e Integration(s) e.g. integration from PMS / emarketing software
e Marketing & Business development

e Secretaries

e lLawyers/Fee earners

Page layouts

Page layouts determine the order fields are displayed for each object/record type combination. For
example, when viewing a company, you will have different page layouts when viewing a client vs
viewing a non-client.

Client may show: Name, Address, Website, Client Number, Client Partner and Billings YTD.
Non-client may show: Name, Address and Website only.

If all users will have the same view of an object e.g. companies, you can use the same page layout across
multiple profiles. However, if you want fee earners to see a different layout to the secretaries (e.g.
secretaries see the company address, phone, website at the top of the page but fee earners see the
client financials at the top of the page) you can create different page layouts for different profiles.

Using the examples above, you would have 3 different page layouts for Companies:

e C(Client — fee earner view
e (Client —secretary view
e Non-client

Page layouts are then assigned to a profile / record type combination, for example:

Record Types:
Profiles: Client Non-client
Fee Earner Client — fee earner view page layout Non-client page layout
Secretary Client — secretary view page layout Non-client page layout




Switching from Classic to Lightning admin tasks

OnePlace has two types of view: Classic and Lightning. Classic is the older version of OnePlace and
Lightning is a new interface with improved graphics and layouts. For any administrators who are familiar
with tasks in classic mode, the table below sets out the path within Lightning for common tasks:

Task Classic Lightning
Users Setup > Manage Users > Users Cog > Setup > Users > Users
Profiles Setup > Manage Users > Profiles Cog > Setup > Users > Profiles

Fields (Salesforce)

Build > Customize > select object >
Fields > select field

Cog > Setup > Object Manager > select
object > Fields and Relationships >
select field

Fields (OnePlace) Build > Create > Objects > select As above
object > Fields > select field
Areas of Interest ‘+’ tab > Interests b
> Interests

Record Types

Customize or Create > select object >
Record Types > select record type

Cog > Setup > Object Manager > select
object > Record Types > select record

type

Page Layouts

Customize or Create > select object >
Page Layouts > select layout

Cog > Setup > Object Manager > select
object > Page Layout > select layout




Switching users from Classic to Lightning

When your firm transitions from u
useful for testing. Access to lightni
rather than classic interface post a

sing classic to lightning view, users can switch between views which is
ng is enabled by profile and you can also force users to view lightning
ny training or communications you may plan.

Toggle between classic and lightning views

If a user has access to the lightning interface they can toggle between views. See Grant access to

lightning view section below to give access.

To toggle from classic to lightning:

Switch to Lightnin
1. click ¥ Jrnng
2. Click your user name at th

3. Select Switch to Lightning

To toggle from lightning to classic:

1.
2. Select Switch to Salesforc

Experience

at the top of the page OR
e top of the page
Experience

IOnapIace UAT ~ I

My Profile
My Settings

Developer Console

|Switch to Lightning Experiencel

Logout

Click your user profile at the top of the page

e Classic

Helen Pratley

Settings Log Out

Quick Find

S Sp—,

OPTIONS

Switch to Salesforce Classic @

Add Username




Granting access to lightning view
Permission to switch to the lightning interface is granted by the profile a user has assigned to them.

For more information about profiles — see Profiles and users section in the Overview.

From the classic view:

1. Select at the top of the page

2. On the left-hand side expand Manager Users > select Profiles

From the lightning view:

1. Selectthe icon at the top of the page and click Setup

Lo

Setup

2. On the left-hand side expand Users > select Profiles
Then:

3. Click Edit next to the relevant profile
4. Scroll down to the Administrative Permissions section and tick Lightning Experience User

Lightning Experience User 7

5. Click Save

In order to prevent users from switching back to classic, select Hide Option to Switch to Salesforce
Classic:

Hide Option to Switch to
Salesforce Classic

Switching users to lightning view
Individual users can be selected to automatically switch to the lightning interface:

1. Selectthe icon at the top of the page and click Setup

o

Setup

2. On the left-hand side select Lightning Experience
3. Click Set Up Users
4. Click Switch Users at the bottom of the page:



Switch Users to Lightning Experience
Select which users move to the new interface.

Switch Users

5. Select the relevant users

6. Click Save




Creating new users

Users can be created individually or imported in bulk using a tool such as Demand Tools which is a data
quality & data cleansing toolset for salesforce.com.

Creating a new user
To enter a new user:

1. Selectthe icon at the top of the page and click Setup

Lo

Setup

2. On the left-hand side expand Users > select Users > click New User

All Users

On this page you can create, view, and manage users.

In addition, download SalesforceA to view and edit user details, reset passwords, and perform other admini

View: | All Users v Edit | Create New View

A/B/ CIDIE/FIGHII

|New User | | Reset Password(s) | Add Multiple Users

3. Fill out the following fields:

e First Name

e Last Name

o Alias — defaults to first initial of the first name and first 4 initials of the last name
e Email

o Username will default to using the email address

e Nickname will default to the email name (excluding the domain)

e Company

e User license = Salesforce Platform

Profile = select the relevant profile for the user (e.g. Marketing, Secretary, Fee Earner)
e The user will be set to ‘Active’

NOTE: When the user logs in for the first time or on a new device, they will be sent a verification code.
This will be sent to the mobile number if one is entered here. If not, it will be sent to the email address
entered. If you do not want users to receive verification codes via mobile, leave the mobile field blank.

e Untick Generate new password and notify user immediately if you do not want the user to be
sent an email to set their own password immediately.

NOTE: Activation emails expire after 24 hours so you may want to time this around training /
communication to the user(s).



Resetting passwords
To generate the initial activation emails or to reset a password which a user has forgotten:

1. Select the icon at the top of the page and click Setup

Setup [Tl

2. On the left-hand side expand Users > select Users
3. Select the user(s) to reset the passwords for using the tick boxes to the left of each name
4. Click Reset Password(s)

This will send each user an email which includes a link allowing them to reset their password.

Enable the Salesforce for Outlook panel for new users
If your firm is using the classic Salesforce panel within Outlook, new users need to have this enabled:

1. Selectthe icon at the top of the page and click Setup

Lo

Setup [:’Tl

2. On the left-hand side type Outlook into the quick find bar & o

3. Select Outlook configurations

Email

Lightning for Outlook

|Out|ook Configurations I

4. Click the Edit link next to Outlook Side Panel With Sync
Add new users to the Assigned Members list
6. Click Save

ol

10



Leavers/Deactivating user accounts

Each active user account will use a license. When people leave your organisation, you can deactivate
their account so that the license can be used for another user.

1. Selectthe icon at the top of the page and click Setup

Lo

Setup |:7|'|

2. On the left-hand side expand Users > select Users

Login L SR B

3. Click Edit nextto a user‘

4. Untick Active:

5. Click Save

At the top of the All Users page, you can filter the results to show Active Users, Inactive Users or All
Users:

All Users

On this page you can crei

In addition, download Sal

| View: | All Users v

Active Users

I All Users |

Inactive Users

Should you need to reactivate a user:

1. Set the View to Inactive users

Edit | Login .S

2. Click Edit next to a user

3. Tick Active:

4. Click Save

11



Checking spare licenses

1. Selectthe icon at the top of the page and click Setup

Lol

Setup Iﬁ'l

Q  Quick Find

2. On the left-hand side type Company into the quick find bar
3. Select Company Information

Company Information

This will show you details about your OnePlace Organisation including the number of remaining and
available licenses.

When viewing Company Information the User licenses you have available show as Salesforce Platform.
Whether they’re Lite or standard licenses is determined by how OnePlace charges you for them. It’s
based on which profiles are assigned to a user so when purchasing new licenses, just let OnePlace know

how many lite/standard licenses you need and all licenses will display in this view as Salesforce Platform
licenses.

User Licenses Buy More Licenses User Licenses Help ' ?
Name Status Total Licenses Used Licenses Remaining Licenses Expiration Date
Chatter Free Active 5,000 1 4,999 07/08/2018
Salesforce Active 5 5 0 07/08/2018
Salesforce Platform Active 36 35 1 07/08/2018
Chatter External Active 500 0 500 07/08/2018

12



Adding new list values

For details on editing field labels — see Editing Field Names section.

To update values shown in Areas of Interest — see Areas of Interest section.

1. Selectthe

icon at the top of the page and click Setup

o

Setup @l

2. Select the Object Manager tab at the top of the page

s3s Setup

Home | Object Manager v |

SETUP
Object Manager

4G+ Items, Sorted by Label

| LABEL

a API NAME

Company

Account

I ot

3. Select the relevant object e.g. Company

NOTE: The Label column shows the object name used within your organisation, the APl Name shows the

default name. For example, most firms rename Accounts to become Companies — sort by the label
column to easily find the right object.

4. Select Fields & Relationship on the left
5. Select the relevant field
6. Scroll to the Values list and click New

Values New | Reorder Replace| Printable View

Action Values APl Name

Edit | Del | Deactivate Commercial Technology Commercial Technology

Edit | Del | Deactivate Corporate Corporate

_Edit | Del | Deactivate . Employment e wn s Employment

o Bt it

7. Type or paste in the new value(s) - multiple values should be separated by a line break
8. If the object has record types, select which record type(s) the new value(s) relate to

To add the new value to the picklist values for a particular Record Type, check the appropriate boxes below.

Record Type Name Description
Client Use this record type to create a company record for a company that is
Other Any other type of company

Cancel

—— b e AN 4

9. Click Save

13



For more information about objects and record types — see the Overview and Terminology section.

Editing and deleting list values
When viewing list values, you can select the relevant button or link to reorder, edit or delete a value:

Values | New | | Reorder Replacel Printable View
Action Values APl Name

Commercial Technology Commercial Technology

Edit | Del | Deactivate Corporate Corporate

Edit | Del | Deactivate . Employment Employment

Button / Link Use

New Enter new value(s)

Reorder By default, values will display in the order they were entered, you can manually
reorder fields, set them to display alphabetically and also set a default value to
display in the pick list

Replace To merge values, e.g. if you have 2 active values and you want to replace 1 with
the other

Edit Allows you to change the label, APl Name or set as default value for the pick list

Del This will delete the existing values in the system and the option will no longer be
available in the field

Deactivate The value will be moved to the Inactive Values section. Existing values will remain

in the system but the option can no longer be selected

Error when deleting pick list values

If all existing values on a pick list field are deactivated or deleted, you may receive an error message
when deleting the last remaining option. This will occur where the object has multiple record types and
the value you are deleting is the final value assigned to a record type.

To resolve this:

1. Add any new pick list values and select which record type(s) they apply to
2. Click Record Types on the menu on the left

o kW

Related Lookup Filters.

Select the first record type which is stopping you delete the final value
Select Edit next to the relevant field

Move the new values to the right-hand column

Click Save

14




General Properties

Field Label  Outcome Reason
Record Type  Completed

Picklist Values

Select an item from the Available Values list and add it to the Selected Values list to include it a
picklist value for this Record Type.

Available Values Selected Values
Highest scoring tender .. Business Concerns a
Ehange in Priorties
Conflict

Industry Focus
Add |Management/Board Relationship
p | |Price
Prior Relationship
L4 Iproject Experience
Remove

Default  _Npne-- v

Cancel

Repeat steps 3-7 for each relevant record type
Go back to the Fields and Relationships section from the menu on the left

Details.

Fields & Relationships I

Page Layouts

P s

Select the relevant field
. In the Values section, delete or deactivate the remaining incorrect picklist value

15



Adding help text to fields

Each field can have help text displayed to guide the user.

Help text is displayed like this:

If this client has an alternative name, enter it

here.

Alternative Name D

To edit or add help text to a field

1.

2.

O NV AW

Select the icon at the top of the page and click Setup

Lo

Setup E/;‘l

Select the Object Manager tab at the top of the page

EEE Setup Home | Object Manager |

SETUP
- i
."" Object Manager

49+ Items, Sorted by Label

| LABEL - API NAME

Company Account

- - Bep— - S——
o - r o 4

Select the relevant object e.g. Company
Select Fields & Relationship on the left
Select the relevant field

Click Edit at the top of the page

Enter or edit the help text

Click Save

Custom Field Definition Edit Cancel
Field Information

Field Label IAIternative Name

Field Name | Alternative_Name
Namespace Prefix ~ OnePlace

Description  ajternative Name

Help Text | | this client has an alternative name, enter it here.

16



Areas of Interest
To edit the Areas of Interest values:

Click the icon
In the All Items section click Interests
a. You can search for it using the search box at the top of the page
This will show your recently viewed items > select All from the view drop down at the top
You can click an interest to edit it
Click the New button at the top to create new values within the list
This list can have multiple layers by selecting a Parent Interest
[Vuture integration] — Vuture will integrate with this field, you may want to display only certain
values on your Vuture preference form. In the Usage section, select Vutu.re for any values you
want to be available within Vuture

N

Noupkw

NOTE: Adding Vutu.re as a chosen value does not automatically add it to your preference form —you
will need to contact Vuture to update the preference form.

17



Editing field names

Editing field names within OnePlace varies depending on the object and type of field. OnePlace includes
both standard and custom objects. Standard objects are made up of a set of standard fields, but custom
fields can also be added to an object.

Standard objects e.g. Companies, Contacts and Opportunities.

Custom objects e.g. Functions, Publications, Lists, Referrals, Matters, Relationships and Surveys.

Editing OnePlace objects and Salesforce custom fields using Override
Override is used to update OnePlace objects or custom field on a Salesforce object.

You can change the field names which are displayed in OnePlace — for example you may want to display
County instead of State for address fields:

1. Selectthe icon at the top of the page and click Setup

-
Lo
10

Setup [7J'|

2. On the left-hand side type Override into the quick find bar R

3. Select Override
4. Set the values to the following:

e Package = OnePlace

e Setup component = Custom field

e Object = select the relevant object e.g. Account, Contact, Function

Aspect = Field Label — this will give you a list of all the fields for the selected object

Select the filter criteria:

Package | OnePlace \

Language | English v

Setup Custom Field v
Component

Object Company Address v

Aspect |  Field Label v

5. Inthe Field Label Override column you can enter a new label name by double clicking to edit

the column
Master Field Label « Field Label Override Field Type
Added By Text(255)
City Text{100)
Company Master-Detail(Company)
Country Text(100)
Postal Code Text(50)
State County / | Text(100)
Street 1 Text(255)
Street 2 Text(255)

18



Tip — at the bottom of the page use the Previous and Next buttons or enter a page number to find the
field(s) you want to update.

|« 4 Previous Next p p Page 2 ofBl

Editing Object names and standard Salesforce fields using Rename
Object names and any related fields can be edited to match your firm’s nomenclature.

1. Selectthe $ icon at the top of the page and click Setup

- @ ? B

Setup Ij'
. . . . Q, Quick Find
2. On the left-hand side type Rename into the quick find bar
3. Select Rename Tabs and Labels
4. Click Edit next to the relevant object
Standard Tabs
Action Tab Name Display Label Renamed
Reset  Accounts Companies v
5. Enter a new object name in singular and plural
6. Click Next
[ Step 1. Enter the new tab names Step 10f2 ]
A
singular ”W Example: Account
Pl |Companies  Example: Accounts
Starts with vowel sound
[(save ] [ Mexe | cance
7. Enter any new field names
8. Click Save
Presos canca
Please review all the auto-populated values below for grammatical accuracy. Edit any standard field labels and other labels for the selected tab and language.
Tab Accounts
Standard Field Labels Other Labels
Singular Prural ‘Starts with vowel sound
Acsaun Oision y Divison SN
Account Name: [Company Name [Company Names
Account Number [Company Number
Aocount Onmer [Company Owner [Company Gwners
Account Site [Company site [Company Sites

19



Changing field level security

A profile will determine which objects and fields are visible to a user. Therefore, field level security is
managed on profiles.

For more information about profiles — see Profiles and users section in the Overview.

NOTE: Never remove access from System Administrator or Integration profiles.

1. Selectthe icon at the top of the page and click Setup

Lo
Setup
2. On the left-hand side expand Users > select Profiles
3. Select the relevant profile
4. Scroll down to the Field Level Security section
5. Click View next to the relevant object
Standard Field-Level Security
Account [ View ]
Campaign Member [ View ]
Contact [ View ]
Contract [ View ]
6. Click Edit
7. Tick/untick Read and Edit Access as needed
8. Click Save
Field Name Field Type Read Access Edit Access
Able to be Named Publicly Picklist D
Account Name Name v
Account Number Text
Account Owner Lookup v v

NOTE: To make a field visible for a user, add the field to the relevant page layout(s) and ensure the
profile which the user is assigned has at least Read access to the field.

Tip: To ensure you’re amending access to the correct fields on a profile, you can view the relevant page
layout(s) and note down the fields which are in use for an object. If you do this in excel you can include a
column which shows the order of the fields, then sort the data alphabetically. This will make it easier to
compare with / update the security on the fields (as noted above).

20



Default Record Types
A profile will determine which Record Types are visible and used by default for a user. Therefore, record
types are managed on profiles.

For more information about record types or profiles — see the Objects and Record Types and Profiles
and users sections in the Overview.

1. Selectthe icon at the top of the page and click Setup

Setup E/;‘l

On the left-hand side expand Users > select Profiles
Select the relevant profile

Scroll down to the Record Type Settings section
Click Edit next to the relevant object

vk wN

|Record Type Settings |

Standard Record Type Settings

Accounts  Other (Default)
[Edit]

Announcements

Assistant Progress
Campaign Members

Contacts  Former Employee, Contact (Default), Employee
Edit

6. Ensure the record types you want this profile to be able to create are in the Selected Record
Types column

7. Atthe bottom of the page, select the default record type for the profile

8. Click Save

Available Record Types Selected Record Types
--Master-- Contact
Employee

Former Employee

Add
L
K

Remove

Default Record Type

Select the default record type for this user profile. The default record type is used when creating a new record

| Default | Contact v
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See below an example of typical set up. Default record types are show in bold:

Profile > Marketing & BD Standard / Secretary Lite

Account Other Other Other

(Company)

Contact Contact Contact Contact
Employee
Former Employee

Matter contacts Internal Internal Internal
External External External

Pipeline Formal Formal Formal
Informal Informal Informal

Pipeline contacts | Internal Internal Internal
External External External

Referrals Outbound Outbound Outbound
Inbound Inbound Inbound

Relationships Client Relationship Client Relationship Partner | Client Relationship
Partner Known By Partner

Known By
Former Employee of

Former Employee of

Known By
Former Employee of
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Other Profile settings
A profile determines what a user has access to, therefore many access options are available at the
profile level.

For more information about profiles — see the Profiles and users section in the Overview.

1. Selectthe icon at the top of the page and click Setup

o

Setup

2. On the left-hand side expand Users > select Profiles
3. Select the relevant profile
4. Click Edit

See the table below for available permission options:

Permission Section on profile page Next Action
Access to ‘Setup and Administrative Permissions Tick View Setup and
configuration’ options Configuration
Allow user to import custom Administrative Permissions Tick Import Custom Objects
objects (e.g. relationships)
Stop users from editing shared Administrative Permissions Untick Manage Public List
list views (saved searches) Views

5. Click Save

Tip: To quickly find the relevant option on the profile page, use Ctrl + F to search
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Page Layouts
Page layouts determine the order fields are displayed for each object/record type combination. For
example, when viewing a company, you will have different page layouts when viewing a client vs

viewing a non-client.

1. Selectthe icon at the top of the page and click Setup

to

Setup

2. Select the Object Manager tab at the top of the page

::S Setup Home Object Manager v |

SETUP
Object Manager

49+ Ttems, Sorted by Label

| LABEL s API NAME

Company Account

3. Select the relevant object e.g. Company

NOTE: The Label column shows the object name used within your organisation, the API Name shows the
default name. For example, most firms rename Accounts to become Companies — sort by the label

column to easily find the right object.

4. Select Page Layouts on the left
5. Select the relevant page layout

When viewing a page layout, you can:

e Switch between layouts for the selected object using the drop-down at the top of the page.

e Save and Save As (drop-down arrow next to Save)
e The Preview As drop-down allows you to select which profile settings to view the page layout

with, allowing you to check hidden fields etc.
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OnePlace Client +

|Save 'l Quick Save |Preview As...'l Cancel | | 4 Undo || 7} Redo }

. §

Fields - QQuick Find| Field Name €

4
Buttons +[= Section Account Number
Custom Links

+F]Blank Space Account Owner 4
Quick Actions Able to be Named ... Account Plan ;
Mobile & Lightning 3
— Account Name Account Record;
Expanded Lookups - 4 7

ERENIEN N =T

Adding fields, buttons and related lists to Page Layouts

Fields can be added to your page by dragging and dropping them onto the page layout. Fields can only
be displayed once on each page layout.

You can find fields easily using the Quick Find box — fields which are greyed out are already on the page
layout — click the field to locate where it’s being used. Fields in bold can be dragged and dropped on to
the page.

@, Quick Findlcompany{ | x

+[= Section Company Counter ‘ Company Relations...
+F]Blank Space Company Group Company Relations...
Company Alert Company Last Cont...

[r- pany Busi |r~ pany Offices

You can also drag new Sections, Blank Spaces, Buttons and Related Lists:

Save ¥ | Quick Save | Preview As...¥ | Cancel | = # Undo 7 Redo}
Fields - (@, Quick Find| company| b
‘—».
CrEem Lils -+ Section Company Coy
Quick Actions +[]Blank Space Company Gru;'
Mobile & Lightning Company Alert Company Las';
Actions ‘ Company Business ... | Company Offi'
Expanded Lookups é
|[Related Lists] - K

For buttons to be available on the mobile app and/or lightning views, select options from the Mobile &
Lightning Actions section and drag them to the Salesforce Mobile & Lightning Experience Actions area
on the page layout.
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N
Save ¥ Quick Save  Preview As...¥ Cancel ;\Undoj

Fields ~ | @ Quick Find|Mobile Act@
Buttons call @
Custom Links e De}
Quick Actions

Mobile & Lightning =
Actions Check Integration...

Change Record Type Edf

Expanded Lookups 4

P alelad 1 2xin

4
Salesforce Mobile and Lightnjng Experience f
Actions 1 }