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1) NEWS FEED 

 

 

Add links or 
announcements to the 
news feed to share 
with the team 

Follow other 
Salesforce 
license holders 
on our team to 
see their posts 



2) ADDING YOUR ACTIVITIES 

Step 1: Check if the Account (Company) exists already (if not, see section 3 below)  

 
 

Step 2: Check if your Contact is already in there 

 

Search for Company 
Name. If Company is 
NOT there, add the 
Account (see Section 3) 

Select most relevant, 
or most often used, 
version 

Click contacts to see 
all representatives 
the team has 
interacted with  

PeopleReady 



 

Step 3: Add Your Activities 

 

See if your contact is 
already here. If not, add 
contact (see section 3).  

You can also see who on the 
team most recently interacted 
with the organization and 
what they did    

If the activity has been 
completed, select “Log an 
Activity” (If the activity is 
still open and you wish you 
have reminders, you can 
select “New Task” or “New 
Event” in the section above 
this – Open Tasks) 



Enter Interactions as seen below: 

  

Enter Services you did for that employer in each category (maximum one of each service per quarter, per user): 
 
INFORMATION, CONSULTATION, AND PLANNING CATEGORY:

 

1) Mark Completed 

2) Date you did the 
activity (roughly)  

Link to the relevant 
contact (must 
already be in 
Salesforce)  

Select an Activity Type 

GUIDE 

Information & Consulting: Explaining Services/Intro with Employer 

Emp Development, Training: Discuss or set up OJT, WEX/SWE, IWT, etc. 

Candidate Recruitment: Job leads, referrals, and placements 

 

Select a Service  

Most common: “Providing an Info Packet” 
= Giving Overview of VCW Services (ie 
providing EST Brochure) 

MAKE SURE this task 
is associated with an 
Account (Select the 
Company). This is 
necessary for the data 
to be counted.  



 
DEVELOPMENT AND TRAINING CATEGORY: 

 

RECRUITMENT AND DEVELOPMENT CATEGORY: 

 

 

 

 

 

 

Most Common: Explanation or 
setup of OJT or WEX/SWE options  

Most Common – You will likely have more than one!  

Entering a Job Order = Sharing a lead with team 
members/clients 

Referring job seekers to job order = Sending a 
candidate resume 

Organizing/Hosting a job fair = You were POC for this 
employer for an event 

         
 

 



 

ENTER EACH INDIVIDUALLY AND CLICK “SAVE” AFTER EACH: 

 

 

Note: For any contact you introduce to VCW, you should likely have all 3 for the first entry.  
Then you can add any additional activities as they occur. Example:  

 

TIPS:  

• Entries are due on the week after the last day of each quarter 
 

• Come up with a strategy to keep track of your employer interactions such as keeping a separate note or email folder to remind you of what you did. Then, 
set aside a day per week or month to enter the data.  
 

• Motivation - Warren, Angela and Seema all rely on our data for reports. The information is reflected in the reports to the Board on employer service as well 
as our accountability to the state. It’s also helpful to each other so we can see up to date what employers are active so we can all refer our candidates! 

Click Save to go back to Account 

OR Click Save and New Task to add more than one  



2) ADDING ACCOUNTS AND CONTACTS 
If you search for an account and the company is not already in Salesforce, or the branch you are searching for is 
not in Salesforce, add an Account. If the company is there but your point of contact is not, add a Contact.  

Adding an Account 

 

 

On the Accounts Tab, Select “New”  

Add contact info 
for the company 
or Branch location 

If the company 
already is in 
Salesforce, but 
you are adding a 
specific branch, 
select the other 
entry as the 
“Parent Account” 
to link them in 
Salesforce. 

Add this if the company specifically mentioned being open to a 
certain population or seeking diversity hiring.  

503 is if a federal contractor reached out to increase their 
diversity hire requirements 

To find a NAICS Code, Google the 
company or industry and NAICS 
Code (see example below) 

Enter the size of 
the local company 
site 



NAICS Code Google Example (this is more accurate than the NAICS website, which has given people some trouble):  

 

 

Adding a Contact 
Type in the company that the person works for, and pull up the Account 

 

Click Contacts or Scroll Down to 
the Contacts Section 



 
Scroll down to the contacts section – Here you can see what contacts are currently included, and what activities have been done. 

 

 
Enter Contact Information – Example: 

 

Select New Contact 

(Optional) 



Enter any description, context, or focus of the contact 

 

 

 

 

 

Happy Job Developing, Everyone! 

(Ignore – contact will automatically be saved under your name) 

Save to close, or Save & New 
to enter another contact 
under the same Account 


