Create a New User

ou must create users before your team can use Salesforce. Each user needs to have an available

license. If you run out of licenses, you must deactivate a user before you can create a new one.
To view which licenses are available, click the Company Profile tab in Salesforce or contact your
salesforce.com account executive. When you create a user, you assign the user a role, which defines
his job function; and a profile, which specifies whether he is a standard user or an administrator who
can customize, set up, or extend Salesforce.

Create a New User

9 Click your name.

e Click Setup to navigate to
the configuration area.

e Click the Manage Users E3.

e Click Users to display user
management options.

e Click New User.

10

Administration Setup
&u Manage Users
Users 4
Mess Emai Users

alesforce.com - Developer Edition - Mozilla Firefox =[] %]
Fle Edt Vew Hstory Bookmarks Took Help
{_ salesforce.com - Developer Edtion +
€ > | @ hiipsijnaid.salesforce.comfhoms home jsp

ducts Reports k¥

My Frofie
m Chstter  Campaigns  Lesds Accounts Confacts  Opportunities  Forecasts seup
Developer Consale

Winter 13 for Developers

‘Sunday December 23, 2012

&

£ st Dovis
4 Chatter Expert Calendar [ New Event | | New Mesting Request | CalendarHelp 2
Scheduled Meetings | Requested Meetings <) December2012 (3
Custom Links
Sun Nen Tue Wed Thu P Sat
= o Today 121232012 s
You have no events scheduied for fhe next 7 days 02 03 04 05 08 07 08
09 10 11 12 1214 18
|- T—— 16 17 18 19 21 2

B 25 20 7728 3
a0 a1

%@ o=

My Tasks (=) T |

You have no open tasks scheduled for this period.

W items to Approve [Manage A1 | ‘ @ Chat .

=]
e.. | CiiDropboxiNotesiBook | ] Ty salesforce.com TO, . | &) chapter 1, Create a N, || £ (=] ail] (D) 1103 AR
) | | 2

Fle Edt Vew titoy Bookmars Took Help
(- Active Users ~ salesforce.com - Developer E. m
€ 3 [@ sy -wzr 30 7 v ][ cooge Plh s

Wew User | | Reset Password(s) | | Add Muttiple Users |

System Overview

[ sction FullName +  Mias  Username Last Login

12/23/2012 G00 AM ¥ SystemAdministrator

Role etive Profile Manager
Personal Setup [ | Devs dustn  JDevi wikeyde
[/ My Personal Information

¥ Email

¥/ import

Desktop Integration

(] My Chatter Settings.

e a

Reset Passwordte | | Pad Watipl Users |

AlBlcDlE Fle HI[yKkILIM N0 PlaRISITIUV w X Y|z oner Al

App Setup

¥ Customize

[+ create

[* Develop

Deploy
Sthem Buider
Canvas App Previewer teu
Installed Packages
AppExchange Markepisce
Criisal Updates

Roles
Permission Sefs
Profiles S —

Pubic Groups ‘ & Chat & B

| Cipropboxifiotesipook | ] 149 Salesforce.com 10, .| ] chepter 1, createati.. ||+ & €5 @ O [ o [ B a) () 1t0sam

Erstart| [/ active Users ~ sale..




0 Fill in all the text fields marked in red
with the user’s details.

0 In the Profile drop-down List, click
Standard User.

Note: You can select other profiles for other
types of users, such as administrators.

© Click the Marketing User check box
(I" changes to I¥) to give the user
access to your organization’s marketing
tools.

@ Click the Offline User check box
(I changes to [#) to give the user
offline access.

Note: Salesforce supports offline access
through a file synchronization briefcase
feature, discussed in the second Tip in this
section.

@ Click the Knowledge User check box
(" changes to ) if the user needs to
make changes to Knowledge Base articles.

@ Click the Mobile User check box
(" changes to ) if the user needs to
access Salesforce from a mobile device.

@ Click Save.

Note: Salesforce sends an e-mail to the new
user with the user’s username, login link,
and temporary password.
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How do I create a new system
administrator?

The default account created for you by
Salesforce gives you administrator
privileges. You can give other users the
same privilege by selecting the System
Administrator profile for a user when you
create the user’s account.

How do I access the offline tool?

With Salesforce Connect Offline, you can access Salesforce
without an Internet connection. The program can be installed
on your computer from the My Personal Information area in
setup. The Connect Offline records are referred to as the
briefcase and must be set up by an administrator. The records
are synced with Salesforce when you are next online.

11



