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Welcome to Action Plans

Action Plans helps your organization encapsulate best practices into easily sharable, reusable task Action Plans - Standard Edition
templates. ———
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You can create Action Plans for the following objects (varies by edition):

Accounts (PE, EE, UE, DE) s ooy
Contacts (PE, EE, UE, DE)
Leads (PE, EE, UE, DE)
Opportunities (PE, EE, UE, DE)
Campaigns (EE, UE, DE)
Contracts (EE, UE, DE)

Cases (EE, UE, DE)

Person Accounts (EE, UE, DE)
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Action Plans can include up to 75 tasks and you can create up to 20 plans at a time.
Note: Action Plans requires Chatter to be enabled in your org.
New In Version 2.0

Export and share your Action Plan Templates with other orgs.
Import Action Plan Templates provided by colleagues and vendors.
Supports more standard objects.

Supports task reminder times.

PE compatible managed version.

Action Plans Settings controls behavior around Chatter Brag and default task assignment
behavior. P | ot 0:00/226 @ [ I3
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Post Install Configuration

Getting started is easy. For each object, you need to add a button to the list view, add a button to the detail page. For Accounts, follow these steps:
Update Your Action Plans Settings

Navigate to Setup > Develop > Custom Settings. Click on "Manage" next to "Action Plans Settings". Click the "New" button near "Default Organizational Level Value". Check the values that you want
to enable.

Enable Chatter Object Brag" places a "[Username] has created an Action Plan" in the related objects Chatter Feed. If unchecked, Action Plans does not create a Feed Post. Note: Chatter must still be
enabled for Action Plans to work if this is unchecked.

"Unassigned Task Defaults to Record Owner" ensure that Action Plan Template tasks with a blank "Assigned To" goes to the related record's owner. If unchecked, tasks with a blank "Assigned To"
are assigned to the running user.

Update Your Page & Search Layout Configuration
For each object, you need to add a button to the list view, For Accounts, follow these steps:

. Navigate to Setup > Customize > Accounts > Search Layouts.

. Click on "Edit" near "Accounts List View".

. Move the "Create Account Action Plans" button from "Available Buttons" to "Selected Buttons".

. Click "Save".

. Navigate to Setup > Customize > Accounts > Page Layouts.

. Note: the package includes a default "Action Plan Layout" for your reference. You do not need to use it.

. Click on "Edit" near one of your standard Account Page Layouts.

. Add the "Create Account Action Plan" button to the page.

. Add an Action Plans related list to the page. Update the fields in the related list to meet your needs. Recommended fields include Start Date, Overall Task Status, Owner First Name,
Owner Last Name.

. Click "Save".
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Repeat these steps for the other objects Action Plans supports: Contacts, Leads, Opportunities, etc.
Update Your Sharing Settings
Action Plans includes four objects: Action Plan, Action Plan Template, AP Task and APT Task. You can configure your sharing settings in whatever way works for your organization.

If you want anyone to be able to create and see plans and their templates, use Public Read/Write for Action Plan and Action Plan Template.
If you want people to be able to see Action Plans and Templates without being able to change them, select "Public Read Only".

Please note that if you set your Action Plan Template object to private, templates will not be visible outside of other sharing rules you might set up. This may make Action Plans somewhat less useful.
Update Your Profiles

Users who will use Action Plans require the following permissions on their profile:

Custom Object Permissions: Read, Create, Edit and Delete for Action Plans, Action Plan Templates, AP Tasks and APT Task Templates.

Note that if you have a profile that will "read" but not "edit" or "create" templates, you can make Action Plan Templates and APT Tasks Templates read only.
Tab Settings: About Action Plans, Action Plans and Import Template should be "Default On". Note that if you have a set of users who should not import templates, "Import Template" can be set to
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"Tab Hidden".
Custom App Settings: Action Plans should be visible.

Enabled Apex Class Access: All Apex classes from the Action Plans AppExchange package must be enabled.
Enabled Visualforce Page Access: All Visualforce pages from the Action Plans AppExchange package must be enabled.
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Create a Template

Now you're ready to create your first template. Navigate to the Action Plans tab and click on the "Templates" sub tab. Click on the "New Action Plan Template" button.

The template screen looks like this:

Action Plan Templates Edit

New Action Plan Template

Action Plan Template Edit Save  Cancel
Information
1 Yame I Trade Show Follow Up
Dﬁ?i‘m“’" Guidelines for communication with leads gathered at
trade shows.
Tasks

3 ] Skip weekends when generating task due dates
s

Assigned '?'o

Help for this Page &

| = Required Information

11. 13.

. . . .
Subject Task Dependency Days
X I Intro Email [=-None—- 1+ I 1
X | Qualification 1 [Intro Emai (% | 5
X I Executive Alignment | Qualificati ﬁ I 5
Add New Task
14.
1 5. Save | Cancel

. Name - Template Name.
. Description - An explanation of how the template should be used.

N =

w

you to select the day.
. Action - Click "X" to eliminate a step in a template.
. Subject - What the task is to do.

Category. Priority Email All | None RemlnderA_ﬁ | None Comments
Q) | Eemail 5] | High 3 ™ #830aM 3] (=)
Q) | Phone cail 5] | High M 0O ™ 9:00AM 3] (Add)
Q) I‘ Meeting & I Medium o] [ ™[ 10:00AM 3] (Add)

. Skip weekends - Allows you to automatically reschedule a task that would fall on a Saturday or a Sunday to either a Monday or Friday. When checked, a drop down box appears allowing

~NOoO oA

©

. Task Dependency - The task that must be marked complete before this task is created.
. Days - Controls task due dates. For non-dependent tasks, this the number of days from plan start date. For dependent tasks, this is the number of days from when the dependent task was

closed.

. Assigned To — Looks up to user. Leave blank if you want to assign the task dynamically. When assigning dynamically, the default behavior will be to assign the task to the running user.

You can also have the system assign it to the record owner by changing your Action Plan Settings. See "Post Install Configuration" guide above.

. Category - What type of activity.
10.
11.
12.
13.
14.
15.

Priority - Low, medium or high.

Email - Send a standard New Task email when checked.

Reminder — set a task reminder and the reminder time when checked.
Comments - Comments supporting a task.

Add New Task - Adds an additional row to the tasks grid.

Save - Saves the template.

Create Action Plans for Several Leads

Step 1: Navigate to a leads list view. Select the leads you want to create Action Plans for. Click on the "Create Lead Action Plans" button.

AU [ AilOpen Leads B3|

Create New View | Edit | Delete | Refresh

New Lead Change Status  Change Owner Add to Campaigr] Create Lead Action Plans

AlB|C|ID|E|F|G|H|I|J|K|LIM|IN|O|P|Q|R]|E

[] Action Name * Company State/Province Email Lead Status Created Date
4 Edit| Del Akin, Kristen Aethna Home Prod... VA kakin@athenahom... Working - Contacted 5/17/2010
4 Edit| Del Bair, Betty American Banking ... PA bblair@abankingc... Working - Contacted 5/17/2010
'Z Edit| Del Boxer, Bertha Farmers Coop. of F... FL bertha@fcof.net Working - Contacted 5/17/2010
! Edit|Del Braund, Mike Metropolitan Healt... MD likeb@metro.com Open - Not Contact... 5/17/2010
[ Edit|Del Brownell, Shelly Western Telecom... CA shellyb@westernte... Working - Contacted 5/17/2010
(O} Edit|Del Cotton, Phyllis Abbott Insurance VA pcotton@abbottins... Open - Not Contact... 5/17/2010

Step 2: Select the template you want to use by clicking on it.

https://c.na7.visual.force.com/apex/ActionPlanAbout?sfdc.tabName=01rA0000000LjG1
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_ New Action Plan

' Select An Action Plan Template

Select An Action Plan Template

Template Name Description
Trade Show Follow Up Guidelines for communication with leads gathered at trade shows.

Step 3: Enter the information specific to this plan. Note that the leads you selected earlier are visible and that the "Assign To" has been completed using the current user.

_ Action Plans
[=7 ]

v New Action Plan

Last Modified D
5/19/2010 11:13

Action Plan Details Save | |Cancel

Information

Action Plan Name I[dee Show Follow Up - ]

Related Leads

- Bertha Boxer
- Kristen Akin
- Betty Bair

Tasks

() Skip weekends when generating task due dates

Plan Start Date I 5/19/201

Action Subject Task Dependency Days | Assigned To Category Priority

MI Intro email [ --None-- QI 1 I Reid Carlberg %l [ Email QI’ High L]

ml Qualification 1 [ --None-~ al 5 I Reid Carlberg Cy ‘ Phone Call QII Medium 14
QJ

ml Executive alignment [ Qualification 1 (2) b%]I 5

| Reid Carlberg (Meeting %) | (Medium T
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Step 4: Verify the Action Plan and the tasks. Note that the Action Plan is now in the correct related list and that this lead has two open activities. The third activity in the template is dependent and will

be created only when it's predecessor is complete.

Action Plans New Action Plan

Action Action Plan Name

Overall Task Status

Edit | Del I Trade Show Follow Up - Florida Leads I 0 of 3 Completed

Open Activities New Task | New Event
Action Subject Task Due Date Status Priority
Edit| Cls| Intro email v 56/20/2010 Not Started High
Edit| Cls| Qualification 1 v 5/24/2010 Not Started Medium

Share Your Templates and Discover Best
Practices using Template Export and
Template Import

Action Plans now supports the sharing and discovery of best practices using Template Export and Template Import.

How to Share Your Template

Export is simple. Simply navigate to the Template you wish to export. Click on the "Export" button.
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Action Plan Template

Best Practices | Want to Share

Action Plan Template Detail » Edit | Delete | Clone @ Sharing | New Action Plan § | Export
S—

Owner  Force.com Labs [Change]

Name Best Practices | Want to Share

Description  Here is how | succeed.

Export creates a simple XML file containing template header and task information. It also includes information about who created the template. Note: it does not include user information or sensitive
data about what objects you might use this template with.

Sharing the file is easy. Simply email the file to whomever you want to share it with. Do you want to share it with a broader audience? Email the file to Force.com Labs at labs@salesforce.com.
How to Import Best Practices

Import is also simple. Simply navigate to the "Import Template" tab. Select the file you want to import using "Browse" and once you've found it click on "Import Template."

Action Plan

" Action Plans Template

Import Template

Note: Action Plans allow you to import templates provided by others. Note that it will only import data and create a new template. It will not modify any existing data.

Select the file you want to import:

Browse...

Import Template

Export creates a simple XML file containing template header and task information. It also includes information about who created the template. Note: it does not include user information or sensitive
data about what objects you might use this template with.

Sharing the file is easy. Simply email the file to whomever you want to share it with. Do you want to share it with a broader audience? Email the file to Force.com Labs at labs@salesforce.com.
How to Import Best Practices

Import is also simple. Simply navigate to the "Import Template" tab. Select the file you want to import using "Browse" and once you've found it click on "Import Template."
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