
System Admin Toolkit

User Access & Permissions
Email Templates & Email Automation
Resulting Appointments & Rehashing
List Views & Filter Criteria
Reports – making quick modifications
System Accountability 



Agenda
User Access & Permissions 

❑ Users Profile vs Permission Set – what 
is the difference? 

❑ Role Hierarchy – why might we use 
Roles?

Email Templates & Automations

❑ Setup > Flows > Check which Email 
Flows are Active

❑ App Launcher > Email Templates > 
How to Edit Email Templates 

Resulting Appointments & Rehashing 

❑ All Appointments need a Result for 
Reporting

❑ Where to Result Appointments

❑ Where to find Rehash Opportunities 

List Views & Filter Conditions

❑ Who can create List Views? 

❑ List Views can be created on every 
Object Tab to organize records 

❑ Understanding Filter Conditions

Out-of-the-Box Reports 

❑ 15 Reports pre-built

❑ How to Edit Date Range, Groupings, 
Sort Order, and Share Reports 

System Accountability

❑ Set Field History Tracking 

❑ Set Field Level Security 



User Profile and Permission Sets
Profile is the base set of permissions for the User. 
Permission Sets can only add functionality and features; they do not take away. 

Permission SetProfile

+ =

View All or Modify All on either Profile OR Permission Set 
will override the Org-wide Sharing Settings, allowing the 
User to see records not expressly shared with them. 

+=Vendo

Permission Set

OOB Profiles & Permissions

https://i360lightning.zendesk.com/hc/en-us/articles/13403659437719-User-Profile-Settings


User Permissions

User Permissions are layered, like onions, parfaits, 
or the earth. 

Troubleshooting Order: 
Start from the core and work outward!
1. Organization-wide Sharing Settings
2. Role Hierarchy & Sharing Rules*
3. User’s Profile
4. User’s Permission Set(s)

* Sharing Rules are used to share records when the Object is set to 
Private and dictate which records Users can see based on their Role. 



User Role Hierarchy 
Roles are most used for Calendar 
Event sharing

Reason: Users in a primary Role (ie: 
Managers) need to add/delete 
Calendar Events from User’s Calendars 
in the Subordinate Role. 

Sharing Settings > Activity 
> Controlled by Parent



How to Edit Email Templates
App Launcher > Email Templates
 

NOTE:
Always select the 
Object where the 
Email is being sent 
from 
Watch a video to 
guide you!
 

Permission Set: Lightning Email Builder

Email Template Guide
 

https://support.improveit360.com/hc/en-us/articles/360048042813-Edit-your-Email-Templates-Video
https://support.improveit360.com/hc/en-us/articles/360048042813-Edit-your-Email-Templates-Video
https://i360lightning.zendesk.com/hc/en-us/articles/17627136301975-Lifecycle-Email-Communications-Guide


Which Email Templates are sending?

Automated Emails : Setup > Flows
 

Manual Emails can be sent from the 
Activities Tab on every major object
 

How to Add the Activities Tab to a page
 

https://i360lightning.zendesk.com/hc/en-us/articles/22161418533271-Adding-Activities-to-the-Lightning-Record-Pages
https://i360lightning.zendesk.com/hc/en-us/articles/22161418533271-Adding-Activities-to-the-Lightning-Record-Pages
https://i360lightning.zendesk.com/hc/en-us/articles/22161418533271-Adding-Activities-to-the-Lightning-Record-Pages


How to Add Images to Templates
App Launcher > Files > Libraries > Asset Library 
 

Email Templates > Edit in Builder
 



Resulting all Sales Appointments



Appointment Report Count Fields

What happened on the 
Sales Appointment?



Work Rehash Opportunities 
Use Tasks and Task List Views to work Rehash Opportunities

*Tasks can be created off the Inquiry object, or the Sales 
Opportunity object 



List Views – How to Edit
Profile Permissions needed & Edit User Profiles 

Filters determine 
which records should 

be shown in the List

Select Fields to 
Display allows you to 
choose the Fields 
visible in the List

https://i360lightning.zendesk.com/hc/en-us/articles/13403659437719-User-Profile-Settings


Understanding Filter Conditions

AND Filter Logic in this example 
would return Zero records, 
because the Sales Rep 1 field 
cannot ever be two different 
people at one time.



Advanced Filter Logic

EQUALS Looks for an Exact match - spelling matters!

Why does my list show too many records? 



Creating a New List View

2. Set the Owner Filter to All User’s 
Sales Appointments 

3. Add Your 
Desired Filters

4. Select the Fields to Display in the List

1. Set who can see the List



Reports – out of the box



Date Range, Grouping, Sort Order

SF Relative Date Values

Use the Filters Tab 
to set Date Range

Use the Outline Tab to 
the Grouping Field

Sort data in the Preview pane

https://help.salesforce.com/s/articleView?id=analytics.filter_dates_relative.htm&type=5


Share and Subscribe to Reports

Run the Report.
Use the Down 
arrow to Subscribe

Users need to be shared 
Report Folders
Reports Tab > All Folders > Share



Field Level Security

In this example screen shot, the User 
Profile does not have access to Read or 
Edit the Comments field

Setup > Profiles > Object Settings > Field 
Permissions > Read/Edit Access



Field History Tracking

See changes using a History Report Type. 

On each Object, up to 20 Fields can track 
the changes made to the data within the 
fields* 
*limitations on text field data changes

Add related list for History to the 
page layout



Field History Tracking
Setup > Object Manager > choose object > 
Fields & Relationships > Set History Tracking 



How to Reach Us

1. Use the Tab in your Utility Bar to find 
Support

2. Open a Ticket at:
https://i360lightning.zendesk.com/ 

3. Or Email Us: 
support@improveit360.com 

Support Office Hours: 
Monday – Friday, 9am-5:30pm 
Eastern time  

Product Feedback
goes straight to our Dev Team! 

https://i360lightning.zendesk.com/
mailto:support@improveit360.com


Thanks 
for Attending
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