Course Description for 
Salesforce Job Training for People with Disabilities

At the end of this quarterly course the trainees should be able to;

· Create and manage accounts, contacts, leads, opportunities, campaigns

· Familiarity with Salesforce terminology and user interface

· Interact with donors and leads via phone and email to develop relationships and achieve goals of campaign.  (Gain telemarketing skills)

· Create a portfolio to show potential employers

· Opportunity to demonstrate successful outcomes as a way to impress potential employers

· Get some sense of potential employers in the SF Bay Area

Week #1:  Introduction to Salesforce & the Rebuilding Alliance


What is CRM?  What is Salesforce?  (Salesforce training module)

How do companies use CRM?   Sales process

What jobs related to Salesforce are companies seeking to fill?

How do nonprofits use CRM?   Donation development process

What does the Rebuilding Alliance do and how do we use Salesforce?


Log on, change password, profile                   


Tour of Salesforce


Using Help and Training online

Intro to Accounts, Contacts

Hands-on Homework:  Setting up portfolio accounts, contacts

Week #2: Creating and Managing Accounts


     Creating and Managing Contacts


     Introduction to Opportunities

Week #3:   Managing Opportunities


Mapping of donations to Accounts, Contacts, Opportunities



Communicating with Donors



Thank you notes

Activity management (log a call, email)


Donation data entry



Credit cards, checks


Creating Leads, converting leads to opportunities

Week #4: Managing Documents & creating templates

      Setting templates in Salesforce

      Using mail-merge

      Using e-mail templates to contact contacts
Week #5: Introdution to Leads

    Managing and Creating Leads

Week #6: Hands-on Homework:  Each trainee to connect with a few donors for accounts assigned to them with the help of email templates and followed by a phone call.

Week #7: Introduction to Reports


    Using Reports



    Creating a customized reports

 Week #8:   Realizing the goals of a campaign


Campaign development



What is a campaign?



Managing/developing relationships as part of a campaign(s) 

Week #9:  Introduction to Surveys in Salesforce

                  Sending out surveys    
Weekly tasks:


Contacting donors to learn about donor needs and interests via survey campaign


(This will involve filling-in fields in our system)


Week #10-12: Hands-on work


- Speaking tours, house parties

