
 

Getting started with 

Salesforce Administration  

for BidBook 



Summary 

BidBook by BidBookSoft is developed on a Platform Edition by Salesforce.  When taking 

ownership of BidBook one must consider the internal administration of the application/s 

and resources for support.  Internally, it starts by assigning roles or responsibility.  In 

construction one person often plays multiple roles in the organization.  Secondly, an 

organization should consider its appetite, pace, budget, for continual innovation and 

develop skills, resources (internal and or external) appropriately.   

Since BidBook’s data schema is natively contained on the Salesforce Platform, the best 

way to maintain and change BidBook is to learn Salesforce Administration Skills.  An Admin 

Accredited Certification is estimated to take 6-8 months for someone new to the platform 

seeking to obtain a credential through testing.   But you don’t need to take a test or follow a 

career path to learn the skills – the below online courses are great starters and free of 

charge.   

The better you know these hand-picked items, the more you will make the most of BidBook 

for your organization.  And learn more specific techniques about how BidBook is 
architected:  30+ objects, Record Layouts and Lightning Components, Process Automation 

and Flows, Apex Controller, Classes, and Triggers.  Or at the very least you’ll be able to add 

a new user and change a picklist value.  And ask smarter questions. 
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Analyze Your Data & Run Reports 

Analyze and visualize your data with reports and dashboards. Salesforce offers a powerful 
suite of reporting tools that work together to help you understand and act on your data. 

Here’s a quick intro to running, sorting, filtering, and visualizing your data. 

• Run a Report 

Reports give you access to the data your organization has accumulated over time, 

enabling you to make informed decisions.  

• Sort Report Results 

Sort a report by the data in a particular column by clicking that column’s heading. 

Clicking a column header sorts data according to that column’s ascending order: 

text is sorted from A to Z, numerical data is sorted from lowest to highest, and 

time/date data is sorted from earliest to latest.  

• Create Filters that Use Special Picklist Values 

Use special picklist values for your search criteria. These special picklists have 

values of either True or False. 

• Visualize Your Data with Dashboards 

Create a dashboard to show data from your report with a visual component, for 

example a pie chart. 

 

  

https://help.salesforce.com/s/articleView?id=xcloud.basics_reports_running_a_report.htm&language=en_US&type=5
https://help.salesforce.com/s/articleView?id=xcloud.reports_sorting.htm&language=en_US&type=5
https://help.salesforce.com/s/articleView?id=xcloud.custom_picklists.htm&language=en_US&type=5
https://help.salesforce.com/s/articleView?id=xcloud.dashboards_basics.htm&language=en_US&type=5


 

Reports & Dashboards for Lightning Experience  

Visualize key business metrics in real-time using Lightning Experience.  

Start  

Get to Know Lightning Reports and Dashboards 

~10 mins 

Create Reports with the Report Builder 

~25 mins 

Filter Your Report 

~25 mins 

Format Your Report 

~25 mins 

Visualize Your Data with the Lightning Dashboard Builder 

~25 mins 

 

  

https://trailhead.salesforce.com/content/learn/modules/lex_implementation_reports_dashboards/lex_implementation_reports_dashboards_overview?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_implementation_reports_dashboards/lex_implementation_reports_dashboards_overview?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_implementation_reports_dashboards/lex_implementation_reports_dashboards_using_report_builder?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_implementation_reports_dashboards/lex_implementation_reports_dashboards_filter_your_report?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_implementation_reports_dashboards/lex_implementation_reports_dashboards_report_formats?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_implementation_reports_dashboards/lex_implementation_reports_dashboards_visualizing_data?trail_id=force_com_admin_beginner


 

Platform Basics 

Salesforce Platform Basics 

Get introduced to the platform, navigate use cases, and build custom functionality. 

Unlock Business Success with Salesforce Data Platform 

~20 mins 

Discover Use Cases for the Platform 

~5 mins 

Understand the Salesforce Architecture 

~10 mins 

Navigate Setup 

~5 mins 

Power Up with AppExchange 

~5 mins 

 

  

https://trailhead.salesforce.com/content/learn/modules/starting_force_com?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/starting_force_com/starting_intro?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/starting_force_com/starting_discovering?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/starting_force_com/starting_understanding_arch?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/starting_force_com/starting_tour?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/starting_force_com/starting_developer_console?trail_id=force_com_admin_beginner


Learn About the Salesforce Admin Role  

Learn what Salesforce admins do and the skills they need to succeed.  

Start  

Core Responsibilities for Salesforce Admins  

Form good habits around the five core responsibilities needed for admin career growth.  

Start  

earn About Admin Core Responsibilities 

~5 mins 

Incomplete 

Understand User Management 

~20 mins 

Incomplete 

Delve into Data Management 

~30 mins 

Incomplete 

Explore Product Management 

~10 mins 

Incomplete 

Get the Scoop on Security 

~20 mins 

Incomplete 

Get Acquainted with Actionable Analytics 

~20 mins 

  

https://trailhead.salesforce.com/content/learn/modules/salesforce-admin-quick-look/learn-about-the-salesforce-admin-role?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/learn-about-admin-habits?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/learn-about-admin-habits?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/learn-about-admin-habits?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/understand-user-management?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/understand-user-management?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/delve-into-data-management?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/delve-into-data-management?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/explore-product-management?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/explore-product-management?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/get-the-scoop-on-security?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/get-the-scoop-on-security?trail_id=learn-about-the-admin-role
https://trailhead.salesforce.com/content/learn/modules/essential-habits-for-salesforce-admins/get-acquainted-with-actionable-analytics?trail_id=learn-about-the-admin-role


Secure Your App  

Trust is our #1 value; increase trust by ensuring your Salesforce instance is protected.  

Start 

Increase trust by ensuring your Salesforce instance is protected with user and data 

security.  

~6 hrs • 6 Steps  

User Management  

Set up users and control how they can view or edit your business data.  

User Authentication  

Secure your org with multi-factor authentication, My Domain, and single sign-on.  

~1 hr 50 mins  

Protect Your Data in Salesforce  

Secure your Salesforce org by controlling login and data access for users.  

~1 hr 5 mins  

Data Security  

Control access to data using point-and-click security tools.  

~30 mins left  

Credential Security  

Generate and protect access credentials at your organization.  

~15 mins  

Badge  

Privileged User Responsibilities  

Learn about privileged user access and responsibilities.  

 

 

 

https://trailhead.salesforce.com/learning_paths/secure-your-app/start?trail_id=secure-your-app
https://trailhead.salesforce.com/content/learn/modules/lex_implementation_user_setup_mgmt?trail_id=secure-your-app
https://trailhead.salesforce.com/content/learn/modules/identity_login?trail_id=secure-your-app
https://trailhead.salesforce.com/content/learn/projects/protect-your-data-in-salesforce?trail_id=secure-your-app
https://trailhead.salesforce.com/content/learn/modules/data_security?trail_id=secure-your-app
https://trailhead.salesforce.com/content/learn/modules/credential-security?trail_id=secure-your-app
https://trailhead.salesforce.com/content/learn/modules/privileged-user-responsibilities?trail_id=secure-your-app


 

Picklist Administration  

Choose the right picklist field for the job, manage picklists, and share picklist values.  

Picklist Administration 

Choose the right picklist field for the job, manage picklists, and share picklist values. 

Get Started with Picklists 

~15 mins 

Manage Your Picklist Values 

~20 mins 

Share Values with Global Value Sets 

~15 mins 

 

Automate Your Business Processes with Salesforce Flow  

Optimize your business processes by harnessing the power of Salesforce Flow.  

Start  

Get Started with Business Process Automation 

~5 mins 

Go with the Flow 

~10 mins 

Meet Flow Builder 

~10 mins 

Learn About Flow Variables 

~15 mins 

 

 

 

https://trailhead.salesforce.com/content/learn/modules/picklist_admin?trail_id=force_com_admin_intermediate
https://trailhead.salesforce.com/content/learn/modules/picklist_admin/picklist_admin_start?trail_id=force_com_admin_intermediate
https://trailhead.salesforce.com/content/learn/modules/picklist_admin/picklist_admin_manage?trail_id=force_com_admin_intermediate
https://trailhead.salesforce.com/content/learn/modules/picklist_admin/picklist_admin_global?trail_id=force_com_admin_intermediate
https://trailhead.salesforce.com/content/learn/modules/flow-basics/get-started-with-flows?trail_id=automate_business_processes
https://trailhead.salesforce.com/content/learn/modules/flow-basics/get-started-with-flows?trail_id=automate_business_processes
https://trailhead.salesforce.com/content/learn/modules/flow-basics/go-with-the-flow-th?trail_id=automate_business_processes
https://trailhead.salesforce.com/content/learn/modules/flow-basics/meet-flow-builder?trail_id=automate_business_processes
https://trailhead.salesforce.com/content/learn/modules/flow-basics/learn-about-flow-variables?trail_id=automate_business_processes


Lightning Experience Customization  

Customize the Lightning Experience user interface without writing any code.  

Start  

Set Up Your Org 

~30 mins 

Incomplete 

Create and Customize Lightning Apps 

~20 mins 

Incomplete 

Create and Customize List Views 

~25 mins 

Incomplete 

Customize Record Highlights with Compact Layouts 

~25 mins 

Incomplete 

Customize Record Page Components and Fields 

~30 mins 

Incomplete 

Create Custom Buttons and Links 

~20 mins 

Incomplete 

Empower Your Users with Quick Actions 

~30 mins 

 

https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_custom_objects?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_custom_objects?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_custom_objects?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_apps?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_apps?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_list?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_list?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_compact_layouts?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_compact_layouts?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_page_layouts?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_page_layouts?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_buttons_links?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_buttons_links?trail_id=force_com_admin_beginner
https://trailhead.salesforce.com/content/learn/modules/lex_customization/lex_customization_actions?trail_id=force_com_admin_beginner
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