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Unleash Your Salesforce

Mass Edit + Update + Delete

Post Install Setup Instructions and User Guide
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Add Mass Update, Mass Edit and Mass Delete Buttons to Leads, Accounts,
Contacts and Opportunities List View

Step 1: Click Your Name | Setup | Customize, select the appropriate record
(leads, Accounts, Contacts, Opportunities) and choose the Search Layouts link.

e Search Results for search and tagging.

App Setup o List Views for filtering records. View example
B Customize

+| Tab Hames and Labels Lead Search Layouts

*/ Home Action Layout Columns Displayed Buttons Displayed

*| Activities i ) )

_ Edit  Search Results Hame, Title, Phone, Company, Email, Lead Status, Owner Alias

v| Campaigns

B Leads Edit  Lookup Dialogs Mame, Company [li,
Fields Edit Lookup Phone Dialogs Mame, Company, Phone, Mohile RIFY
Yalidation Rules Edit LeadsTah Mame, Company, Phone [li,
Triggers Edit| Leads ListWiew PiA Mass Delete Mass Update Mass Edit
P L t

ELIS AR Edit Search Filter Fields MIrA,
Field Sets
Search Layouts
Aszssignment Rules
Settings
Buttons and Links
Lead Processes . . H AV . /4
Step 2: Click Edit next to the “List View

Recard Types
Web-to-Lead

Ato-Response Rules
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Add Mass Update, Mass Edit and Mass Delete Buttons to Leads, Accounts,
Contacts and Opportunities List View

Step 3: Add Button(s).

[~ Accept [Accept]
[~ Change Status [ChangeStatus)
£ Customize ™ Change Owner [ChangeCwner]

~ kb s Ll [ Add ta Carmpaign [AddToCampaign]
* Home

*| Acthdties
»| Campaigns
£ Leads Available Buttons Selected Buttons

Fields —Mone-—- 4| Mass Edit <]
Validation Rules bass Update

Triggers Mass Delete Up
Fage Layouts
Field Sets

App Setup

Custom Buttons

Search Layouts Remove Down
Assignment Rules
Settings

Buttons and Links LI j
Lead Processes

Fecord Types
Web-to-Lead Save |  Cancel
Aulto-Response Rules
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Repeat the steps to add “"Mass Action” buttons for appropriate
records (leads, accounts, contacts and opportunities)
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How to Use Mass Edit + Update + Delete Functionality?

Step 1: Goto Leads/Accounts/Contacts/Opportunities tab | select a list view | hit "go".

Home Campaigns Accounts Contacts Opportunities Forecasts Contracts Cases
y Leads

A Home

View: [All Open Leads j Go! | | Edit] Create New View

Recent Leads Hew

Hame Company
Cotton, Phyllis Ahbott Insurance
Bair_Hetty American Banking Corp,
Eherhard, Sandra Highland Manufacturing Lid.
Monaco, David Blues Entetainment Corp.

Akin, Kristen Aethna Home Products
by, Mot Greenwich Media
Brownell, Shelly Western Telecammunications Carp.
James, Tom Delphi Chemicals
Shvder, Kathy THE Corg.
Meclure, Brenda Cadinal Ine.

Show 25 items
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How to Use Mass Edit + Update + Delete Functionality?

Step 2: Select multiple records -> hit Mass Edit/Update/Delete

Home Campaigns W Accounts Contacts Opportunities

Forecasts Contracts Cases

L]
‘t [&ll Open Leads

‘ Mass Edit | Mass Update | Mass Delete \ [

j Edit | Delete | Create Mew Wiew:

Action Hame
Edit]| Del Cotton, Phyllis

Edit| Del Eeager, Patricia
Edit| Del James, Tom

Edit| Del  Brownell, Shelly
Edit| Del  May, Morm
Edit| Del  Akin, Kristen
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Company
Ahbott Insurance

International Shippin. ..

Delphi Chemicals

Western Telecomimu. ..

Greenwich Media

Aethna Home Products

State/Province
WA

M

flf

A

oH

WA

Email

peottoniahbhbotins . net

patricia feagerg@is.c...

tom.jamesidelphic. ..
shellyvhidwesternt. ..

NOMM M EyERre enwi, ..

kakini@athenahome.. ..
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Qe
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Get Started Today!

Don’t be a stranger, give us a review. Please share your experience
with the community

We look forward to... Your Success.
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