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1. Introduction 
 
Since 2015, Aureus is working with a CRM-system (Customer 
relationship management system) called Salesforce. In 2019 we 
switched from Salesforce Classic to Salesforce Lightening which 
also influence the way Community Salesforce function. This 
manual is meant to explain all ins and outs of the software and 
should enable any reader to fully understand the possibilities and 
capabilities that Salesforce offers. This manual will first discuss 
the set-up of the software and introduce all the relevant 
terminology which is used in Salesforce. Hereafter, the most 
recurring tasks in the program will be explained; accompanied 
by screenshots and provide a step by step method to 
successfully complete each task.  
 
These tasks vary from logging a call to adding a new company 
to the system 
 
 
 
 
 
 
 
 
 
 
 
 
For any questions or remarks, please contact us at: 
commercialteam@aureus-vu.nl 
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2. Set up Salesforce 
 

The main feature of Salesforce is called an ‘Opportunity’; every time 
someone tries to sell a service to a company, an opportunity is created. 
Understanding that an opportunity is not a company but an option to sell 
something to a company is crucial. The ‘Companies’ gets connected to an 
opportunity.  

Furthermore, there is a ‘Committees’ connected to each opportunity, since 
someone is always trying to sell something on behalf of a specific 
committee. For example: two committees (e.g. an Muster Club and ACD) 
both want the same company (e.g. EY) to attend their event on different 
dates. Both committees will create an opportunity, under their own 
committee name, and add the account of EY to their opportunity. Both are 
now able to log their calls and report their progress in their own individual 
opportunity. Of course can both opportunities be found under the account 
of EY, which allows other committees to see if someone already contacted 
this particular company in the current year. How this exactly works will be 
explained in the next few chapters, below a simplified overview of 
Salesforce can be found. 

 

  

OPPORTUNITY

COMPANIES

CREATE A TASKCOMMITTEE
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3. Salesforce Pages 
 

On the top of the main screen a few tabs can be found; ‘Home’, 
‘Companies’, ‘Contacts’, ‘Committee Members’, ‘Committees’, 
‘Opportunities’, and ‘Tasks’. These are all the pages you need during 
acquisition, you will be able to find past correspondence with companies, 
add new companies or start a new sales effort. Now a short introduction 
for each page will be given. 

3.1 Home 
On the Home tab you will find three options: ‘Calendar’, ‘Quick Create’, 
‘Open Tasks’ and ‘My Opportunities’. The most important of these three 
is Open Tasks. This will allow people to assign tasks to each other or 
yourself and it will provide an overview of your uncompleted tasks. It will 
also allow the user to assign a task to a different committee when a 
company showed interest in a different Aureus event.  
You can also quickly create a new task or opportunity by clicking ‘Quick 
Create button’. 
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3.2 Companies 

‘Companies’ is the page where you can find all the companies stored in 
our database. Here it is possible to easily search for companies relevant 
for your committee via various ways. Either browse through all the 
accounts available, or use a specific query in the search bar (1). 
Additionally, you can search through the field (for example, IT) in which 
you are interested (2). 

 

 

3.3 Contacts, Committee Members 

 

3.4 Committees 

On this page you can see how many and which committees are currently 
in progress. 

3.5 Opportunity 

On this page all the running opportunities can be found, the ones of your 
committee as well as those of others. When you call a company, you will 
have to create an ‘Opportunity’ to show other committees that you are 
currently in contact with this company. If an opportunity is added, it can 
also be found under the account page of that specific company. 
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3.6 Tasks 
A task page gives you an overview of to-do’s that a committee expected to accomplish. 
This includes a subject, Name of the person by whom a task was assigned, as well as 
the relation of the task, task deadline, and an allies of the committee to whom this task 
was assigned. 
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4. Terminology 
Opportunity 

A chance to acquire a company for your 
event 

Companies/Account The file we have per company 

Campaign 
The committee you are in, usually this 
will be already filled in 

Task 
A list of to-do’s assigned to a committee 
by other committee members 

 

5. Step by Step Guides 
 

5.1 How to login? 
In order to start using of Salesforce, please visit the website 
aureus.force.com and login with the credentials provided to your 
committee. If you forgot you credential, contact Commercial team. First, it 
will be explained how to: 

• add a new company account 
• add a new contact 
• add a new opportunity 
• how to log a call. 

 

5.2 Add a Company Account 
1. Go to the tab ‘Companies’ on your main page.  

2. Check if the company is already exist in our database, to avoid 
double entries, click ‘All Accounts’ in the dropdown menu.  
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3. The list with all accounts will show and allow you to check if your 
company is already present in the database. The search bar at the 
top could also be used to search quickly through Salesforce (for 
example, ING).  

 

4. If the company is not present, you can add its details by clicking 
‘New’ on the top right. 

 

5. Fill in as much details as possible, although only the fields with a red 
stripe are required to add a new account.  
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Table 1.1 New Company Account Part I 

Name of the Field Description 

Account Name Official name of the company 

Parent Account 
If the company has a parent company, please select it 
from our database. If this is not possible, add the 
parent company first 

Type of Partner This will always be ‘Other Collaboration’ 

Aureus All committees must tick this box, except AR 

Research Only ARP must tick this box 

Potential Only applicable for ARP members 

Phone General phone number of the company 

Website General website of the company 

 

6. Fill in as much additional information as possible 
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Table 1.2 New company Account Part II 

Name of the Field Description 

Industry Select an industry from the dropdown menu as 
accurate as possible 

Type Select the type (size) from the dropdown menu as 
accurate as possible 

Billing street Street where the company is located 

Billing city City where the company is located 

Billing state State or province where the company is located 

Billing Zip Code Zip code where the company is located 

Billing Country Country where the company is located 

Description Possibility to add other relevant information; e.g. 
relatives/friends working at the company 

House Number House Number of the location of the company 

 

7. When all details are filled in, click on ‘Save’ on top of the page  

8. You have now successful added a new company to our Salesforce 
database!  

 

5.3 Adding a Contact 
When an account is added, the file only contains general information such 
as the phone number and webpage. When contacting any company you 
always try to be directed to the person who is allowed to make a decision. 
That is the most relevant person to speak to and his details should be 
added in the file. In case the decision maker is not present or able to 
answer the phone, try to acquire as many details of this person to add to 
Salesforce. It is possible to add more contacts to one account, since 
different committees might need to contact different decision-makers 
within the same company. 

How to create a new contact within an account? 

1. Check if the company where your contact is employed exists in our 
database, if not, add this company account first.  
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2. Check if the contact that you want to fill in has already been 
created. You can do it by clicking on the account of the company 
and then Related inset. 

 

3. If you checked step 1 and 2 and there is no information in the 
system, then you can create a new one. In order to that, open the 
company profile you need and click ‘New Contact’ 

 

4. Fill in all the details. Again, the fields with the red stripes are 
mandatory. Note that these fields will be edited a lot, based on 
committee feedback and might differ from the picture below. Also 
keep in mind that you and your successors benefit from an as 
complete as possible profile thus try to fill in as many fields as 
possible.  
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5. The fields in the picture below can be left empty, since all the billing 
information is stored per account and not per contact.  

 

6. When all details are filled in, click on ‘Save’ on the bottom of the 
page.  

7. You have now successful added contact details to an account! 
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5.4 Create an Opportunity 
An Opportunity is a sales opportunity and is used for all different kinds of 
possible sales for Aureus. Most committees will create Opportunities to 
get a company to send a speaker/recruiter to your event. Every member 
must check the number of opportunities per account, before starting a new 
opportunity. The latter is necessary since there can be different 
Opportunities for the same Account; this will avoid that a single company 
is called for too many events at once. Now it will be explained step-by-
step how to create an Opportunity. 

1. Search for the company you want to sell something to. 

2. At the top right of the page, you have the possibility to immediately 
create an opportunity ‘Create New Opportunity’. 

 

 

3. Fill in all the details of the opportunity as in the picture above. Fill as 
much information as possible, but those with the red stars are the most 
important ones. 
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Table 2. New Opportunity Fields 

Name of the Field Description 

Opportunity name 

Will follow the format of ‘Committee abbreviation + Year + 
Account name’ (e.g. BED 2018 Ahold or BCBK 18-19 Heineken). 
The specific abbreviations per committee can be found at the end 
of this chapter. It is very important that you use exactly these 
abbreviations! 

Primary Campaign 
Source 

In order to easily look-up all opportunities related to your 
committee, you will need to fill this one in. For this field you follow 
the format of ‘Committee abbreviation + Year’ (e.g. ABM 2019 or 
AA 18-19). 

Account Name Company name (automatically filled in) 

Primary Camp 
Source 

This field can be left empty 

Close Date The date acquisition ends, usually the date of your event or 
otherwise the date you wish to close the deal with this company. 

Stage Select this as accurate as possible. 

Description Here you can fill in a summary of all the contact that has been 
done, or explain the stage the negotiations are currently in. 

Reason for Closed 
Lost 

If the stage is already Closed Lost, you will need to choose one 
of the possible reasons for Closed Lost. In the Description you 
can add the exact reason. 
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4. Now click ‘Save’ at the bottom of the screen.  

5. You successfully created an Opportunity for the selected Account! 

Table 3. Specific Abbreviations Committees 

Committee Abbreviation 
  
Bachelor Club IBA BCIBA 

  
Bachelor Club BK BCBK 

  
Bachelor Club EBE BCEBE 

  
Introduction Committee INTRO 

  
Business Experience Days BED 

  
Aureus Academy AA 

  
European Study Trip EST 

  
 Graduates Development Program GDP 
  
Amsterdam Research Project ARP 

  
 SBE Masterday  SBEM 
  
 Internal Events INTERN 
  

 Sports Committee  SPORT 
 

5.5 New Task 
It is very important to securely log your call, so other members of your 
committee, other committees and future Aureus members can see what 
is discussed with the company. This is also important to judge how likely 
the chance of success is before starting a new Opportunity. It is very 
important that you always log a call even if nobody picked up the phone 
or your contact was not able to answer at the time. The latter will show 
how interested a person actually is in our proposition and if it is worth the 
time and effort to keep persuading this contact. 
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1. In order to make a new task, click on the inset ‘Tasks’ on the 
dashboard line. 

2. Now you have an overview of the tasks in progress. You can sort 
them by clicking on the arrow on the left (1) or set up a new one by clicking 
on the ‘New Task’ button (2). 

 

3. Fill in all the details as in the picture below. The fields highlighted in 
red are mandatory to fill in. 
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Table 4. New Task Fields 

Name of the Field Description 

Subject Always select “call” 

Due date Date the task needs to be completed 

Name Name of the contact spoken to. You can 
only fill in names of Contacts linked to 
that Account. If this person is not yet 
added as a contact, you will not be able 
to fill in this field 

Related To Select Opportunity from the dropdown 
and select the right opportunity (filled in 
automatically) 

Assigned to Here you can assign the task to yourself 
(your name will be filled in automatically), 
but also to other committee members 

Status Here you can fill in whether the task is yet 
to be started, already in progress or 
completed 

 

5. Click Create on the bottom of the page.  

6. You now successfully created a task! 

Note that created tasks are only visible for your committee and will be 
showed in ‘Open Activities’. Completed tasks will be shown at the ‘Activity 
History’ on the Opportunities and Account page.  

When you have completed a task, you can set the task to Completed and 
then create a new follow-up task if this is required. This way the full 
acquisition is documented as completely as possible. 
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5. Closing Comments 
 

As can be seen, this manual gives a description of the possibility to create 
an account, opportunity or task by use of the Quick Actions menu at the 
top of the page. You can also choose to create these objects by scrolling 
down on the page of the corresponding Account or Opportunity, where 
you can also find previously created opportunities, tasks or calls. In 
addition to this, the Quick Actions menu can also be used for other 
options. For example, you can create a Post which will be added to the 
top of the corresponding page. This can be used as a heads-up for other 
committee members or committees. For example, you can Post a 
message informing people that a company has multiple accounts. 

This manual should be sufficient to make yourself familiar with the basics 
of Salesforce. Keep in mind that the set-up of the software might change 
trough out the years, since the commercial team will actively ask for 
feedback and change the software accordingly. We will keep trying to 
increase the ease of use for members, thus if there is anything not working 
correctly, or if you have any ideas on how to improve the use of 
Salesforce; please let us know through: commercialteam@aureus-vu.nl  

mailto:commercialteam@aureus-vu.nl
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