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CREATE NEW CUSTOM FIELDS  
Create custom fields to store important information. Before you begin, determine the type of field you 

want to create. 

1. Navigate to the appropriate object and open the Quick Access Toolbar 

2. Hover over View Fields and Click +New 

3. Choose the type of field and click Next. Consider the following. 

a. Relationship fields count towards custom field limits. 

b. Additional field types may appear if an AppExchange package using those field types is 

installed. 

c. The Roll-Up Summary option is available on certain objects only. 

d. Field types correspond to API data types. 

4. For relationship fields, associate an object with the field and click Next. 

5. Enter a Field Label. 

6. Apto populates Field Name using the Field Label. This name can contain only underscores and 

alphanumeric characters, and must be unique in your organization. It must begin with a letter, not 

include spaces, not end with an underscore, and not contain two consecutive underscores. Use 

the field name for merge fields in custom links, custom s-controls, and when referencing the field 

from the API. 

7. Enter field attributes and select the appropriate checkboxes to specify whether the field must be 

populated and what happens if the record is deleted. 

8. For relationship fields, optionally create a lookup filter to limit search results for the field. 

9. Click Next. 

10. Specify the field’s access settings for each profile, and click Next. 

11. Choose the page layouts that will display the editable field and click Next. 

12. For relationship fields, optionally create an associated records related list and add it to page 

layouts for that object. 

a. To edit the related list name on page layouts, click Related List Label and enter the new 

name. 

b. To add the related list to customized page layouts, select Append related list to users’ 

existing personal customizations. 

13. Click Save to finish or Save & New to create more custom fields. 

 

 

https://help.salesforce.com/apex/HTViewHelpDoc?id=custom_field_types.htm&language=en_US
https://help.salesforce.com/apex/HTViewHelpDoc?id=custom_field_types.htm&language=en_US
https://help.salesforce.com/apex/HTViewHelpDoc?id=fields_about_roll_up_summary_fields.htm&language=en_US
https://help.salesforce.com/apex/HTViewHelpDoc?id=custom_field_attributes.htm&language=en_US


 
 

 
 

 

 

 

 



CREATE FIELD DEPENDENCIES AND FIELD 

HISTORY TRACKING 

Define a Dependent Picklist 

1. Navigate to the appropriate object and open the Quick Access Toolbar. 

2. Click View Fields. 

3. Click Field Dependencies. 

4. Click New. 

5. Choose a controlling field and dependent field. 

6. Click Continue. 

7. Use the field dependency matrix to specify the dependent picklist values that are available when 

a user selects each controlling field value. 

a. The field dependency matrix lets you specify the dependent picklist values that are 

available when a user selects each controlling field value. The top row of the matrix 

contains the controlling field values, while the columns list the dependent field values. 

b. Use this matrix to include or exclude values. Included values are available in the 

dependent picklist when a value in the controlling field is selected. Excluded fields are not 

available in the dependent picklist for the selected controlling field value. 

c. To include or exclude values: 

i. Double-click values to include them. Included values are indicated with 

highlighting. Double-click any highlighted values to exclude them. 

ii. Click a value and use SHIFT+click on another value to select a range of adjacent 

values. Then click Include Values to make the values available, or Exclude 

Values to remove them from the list of available values. 

iii. Click a value and use CTRL+click to select multiple values. Then click Include 

Values to make the values available, or Exclude Values to remove them from 

the list of available values. 

iv. Click a column header to select all the values in that column. Then click Include 

Values to make the values available, or Exclude Values to remove them from 

the list of available values. 

d. To change the values in your view: 

i. Click View All to view all available values at once. 

ii. Click Go To and choose a controlling value to view all the dependent values in 

that column. 

iii. Click Previous or Next to view the values in columns that are on the previous or 

next page. 

iv. Click View sets of 5 to view 5 columns at a time. 

8. Optionally, click Preview to test your selections. If your organization uses record types, choose a 

record type to test how it affects your controlling and dependent picklist values. The record type 

controls what values are available in the controlling field. The record type and the controlling field 

together determine what values are available in the dependent picklist. For example, a dependent 

value is only available if it is available in the selected record type as well as the selected 

controlling value. 

9. Click Save. 

https://help.salesforce.com/apex/HTViewHelpDoc?id=fields_using_the_field_dependency_matrix.htm&language=en_US


10. If your organization uses record types, make sure that your controlling and dependent picklist 

values are available in the appropriate record types. 

 

Define Field History Tracking 

1. Navigate to the appropriate object and open the Quick Access Toolbar 

2. Click View Fields 

3. Click Set History Tracking. 

4. For companies and contacts, select the Enable Company History or Enable Contact History 

checkbox. 

5. Choose the fields you want tracked. You can select a combination of up to 20 standard and 

custom fields per object. 

a. You can’t track the following fields: 

i. Formula, roll-up summary, or auto-number fields 

ii. Created By and Last Modified By 

6. Click Save. Apto tracks history from this date and time forward. Changes made prior to this date 

and time are not included. 

 

CREATE AND MODIFY PICKLISTS  
Picklist fields contain a list of one or more items from which a user chooses a single item. They display as 

drop-down lists in the Apto user interface. One of the items can be configured as the default item. 

 

Multi-select picklist fields contain a list of one or more items from which a user can choose multiple items. 

One of the items can be configured as the default item. Selections are maintained as a string containing a 

series of attributes delimited by semicolons. For example, a query might return the values of a multivalue 

picklist as “first value; second value; third value”. 

1. Navigate to the appropriate object and open the Quick Access Toolbar 

2. Click View Fields 

3. Locate the field you’re attempting to modify and click on the Field Label. Do not click edit to the 

left of the field label. 

4. Scroll down to locate the Picklist Values section 

a. If you would like to modify an existing value 

i. Click Edit next to the picklist value you’d like to modify. 

ii. Add the new value and click Save. 

b. If you would like to create a new value(s) 

i. Select the New button and add the value(s) 

ii. You can enter multiple values and separate them by returning to the next line 

down. 

iii. If your organization uses record types for the object you’re manipulating be sure 

to mark the record types this value should be available for. 

1. If you can see the picklist values on the fields, but they are not available 

when you are working with a record it is because they have not been 

added for that records record type. 

iv. Click Save 



 

 
 



 
 

 
 



CREATE FORMULA FIELDS 

Your custom formula fields require special attributes. To build your formula: 

1. Navigate to the appropriate object and open the Quick Access Toolbar 

2. Hover over View Fields and click +New 

3. Choose Formula as the type of field and click Next. 

4. Select the data type for the formula. Choose the appropriate data type for your formula based on 

the output of your calculation. 

a. Checkbox - Returns a true or false value. The field appears as a checkbox in record 

detail pages and reports. Use True for checked values and False for unchecked values. 

b. Currency - Returns a number in currency format of up to 18 digits with a currency sign. 

c. Date - Returns data that represents a day on the calendar. The current date can be 

acquired by calling the built-in function TODAY() in a formula. This data type is not 

available for custom summary formulas in reports. 

d. Date/Time - Returns data that represents a moment in time. A date/time field includes 

the date and also the time of day including hour, minutes, and seconds. You can insert 

the current date and time in a formula using the NOW() function. This data type is not 

available for custom summary formulas in reports. 

e. Number - Returns a positive or negative integer or decimal of up to 18 digits. Apto uses 

the round half up tie-breaking rule for numbers in formula fields. For example, 12.345 

becomes 12.35 and −12.345 becomes −12.35. 

f. Percent - Returns a number in percent format of up to 18 digits followed by a percent 

sign. Percent data is stored as a decimal divided by 100, which means that 90% is equal 

to 0.90. 

g. Text - Returns a string of up to 3900 characters. To display text in addition to the formula 

output, insert that text in quotes. Use the text data type for text, text area, URL, phone, 

email, address, and auto-number fields. This data type isn’t available for custom 

summary formulas in reports. 

5. Choose the number of decimal places for currency, number, or percent data types. This setting is 

ignored for currency fields in multicurrency organizations. Instead, the Decimal Places for your 

currency setting apply. 

6. Click Next. 

7. Build your formula: 

a. If you are building a formula in the Advanced Formula tab or for approvals or rules, such 

as workflow, validation, assignment, auto-response, or escalation, click Insert Field, 

choose a field, and click Insert. 

b. To create a basic formula that passes specific Apto data, select the Simple Formula tab, 

choose the field type in the Select Field Type drop-down list, and choose one of the fields 

listed in the Insert Field drop-down list. 

c. To insert an operator, choose the appropriate operator icon from the Insert Operator 

drop-down list. 

d. Optionally, click the Advanced Formula tab to use functions and view additional 

operators and merge fields. Functions are pre-built formulas that you can customize with 

your input parameters. 

e. To insert a function, double-click its name in the list, or select it and click Insert Selected 

Function. To filter the list of functions, choose a category from the Functions drop-down 

https://help.salesforce.com/apex/HTViewHelpDoc?id=custom_field_types.htm&language=en_US


list. Select a function and click Help on this function to view a description and examples 

of formulas using that function. 

8. To check your formula for errors, click Check Syntax. 

9. Optionally, enter a description of the formula in the Description box. 

10. If your formula references any number, currency, or percent fields, choose an option for handling 

blank fields. To give any blank fields a zero value, choose Treat blank fields as zeros. To leave 

these fields blank, choose Treat blank fields as blanks. 

11. Click Next. 

12. Set the field-level security to determine whether the field should be visible for specific profiles, 

and click Next. 

13. Choose the page layouts that should display the field. The field is added as the last field in the 

first two-column section on the page layout. For user custom fields, the field is automatically 

added to the bottom of the user detail page. 

14. Click Save to finish or Save & New to create more custom fields. 

 
Note 
Because formula fields are automatically calculated, they are read-only on record detail pages and do not update 
last modified date fields. Formula fields are not visible on edit pages.        
 
In account formulas, all business account fields are available as merge fields. However, account   fields exclusive 
to person accounts such as Birthday and Email are not available. 
 
Formulas on Activities that use standard fields—either alone or in workflow rules—shouldn't be placed on both the 
Task and Event pages. This is because both Tasks and Events are considered Activities. For instance, if a formula 
is used on a standard field only available for Tasks, it will also mistakenly be pulled into Events. 
 

WORK WITH PAGE LAYOUTS 

The enhanced page layout editor is a feature-rich WYSIWYG (What You See Is What You Get) tool that 

allows you to customize your organization’s page layouts for detail and edit pages in Apto and the Apto 

Customer Portal.  

The enhanced page layout editor has two parts: a palette on the upper portion of the screen and the 

page layout on the lower portion of the screen. The palette contains the user interface elements, such as 

fields, actions, buttons, links, related lists, and any additional elements that are available for you to add to 

the page layout. 

When working with the enhanced page layout editor, enter the Layout Editor for a specific page by: 

1. Accessing it from the record 

a. Locate a record of the object and record type you wish to edit. 

b. In the top right corner of the record screen click Edit Layout 

2. Accessing it from the object detail page 

a. Navigate to the appropriate object and open the Quick Access Toolbar 

b. Click View Object 

c. For Companies and Contacts locate Page Layouts on the left side of the screen 

d. For all other objects scroll down and locate the Page Layouts section  

e. Click Edit next to the page layout. 



■ To add a user interface element to the page layout, select the category to which the element 

belongs on the left column of the palette, and drag the element from the palette to the page 

layout. You can drag up to 20 s-controls, 20 Visualforce pages, 20 expanded lookups, and 100 

related lists onto a page layout. There are no limits on fields and custom links. 

■ To remove a user interface element from the page layout, drag the element from the page layout 

to the right side of the palette, or click the  icon next to the element. 

■ Use the undo and redo buttons to step backwards and forwards, respectively. 

■ Use these keyboard shortcuts. 

■ Undo = CTRL+Z 

■ Redo = CTRL+Y 

■ Quick Save = CTRL+S 

■ To select multiple elements individually, use CTRL+click. To select multiple elements as a group, 

use SHIFT+click. 

■ To change the properties of any element on the page layout, double-click the element or click the 

wrench icon ( ) next to it. You cannot change the properties of elements in the palette. 

■ To make a field read-only or required, double-click the field in the page layout and select the 

Read-Only or Required checkboxes. 

■ To gain vertical space when working on moving items around within the page layout, click the 

arrow beneath the palette to collapse it. 

■ To access the other layouts for an object when viewing or customizing an object with multiple 

page layouts, click the page layout name at the top of the page and select another layout to 

view. 

■ To change the name of the page layout, add personal and public tags if available, and display 

standard object checkboxes on the page layout, click Layout Properties. 

■ To review the page layout, click Preview As. From the preview select a profile to see how the 

pages will look for users with different profiles. Note that most related lists’ columns preview 

without data. 

■ To quickly locate any item in the palette, use the Quick Find box. The Quick Find box is 

especially useful for page layouts that have large numbers of items available in the palette. 

■ If you’re working with a feed-based page layout, click Feed View to customize the tools and 

components that appear when users are working in the feed on a record. 

■ To choose which related records display in the console's mini view, click Mini Console View. 

■ To define the mini page layouts of the records that appear in the mini view of the console, click 

Mini Page Layout. The mini page layout also defines the layout of the hover details and event 

overlays. 

■ To choose which fields will be displayed on the record detail page and the order in which they will 

appear, click Edit Multi-Line Layout. 

■ To save your changes and continue editing the page layout, click Quick Save. 

■ To save your changes when you are done customizing the page layout, click Save. If you 

navigate away from your page layout before clicking Save, you will lose your changes. 

■ To create a copy of your page layout, click Save and select Save As. When you copy a page 

layout, any actions assigned to it are also copied to the new layout. 



 

 

 

 



 

 

To customize the buttons, columns displayed, column order, and record sort order of related lists on 

record detail pages in Apto: 

1. Access the page layout editor. 

2. Double-click a related list on the layout to edit it. If you are using the enhanced page layout editor, 

you can also click the wrench icon ( ). 

3. To customize the fields that display in the related list: 

a. Select one or more fields and use the arrows to add or remove the fields to the related list 

columns on the page layout, and to define the order in which the related list columns 

display. You can include up to 10 fields per related list. 

b. Use CTRL+click to select multiple fields individually. 

c. Use SHIFT+click to select multiple fields as a group. 

d. Select a field from the Sort By drop-down list to sort the items in the related list, which will 

be displayed in ascending order unless you select Descending. The default sort order 

varies per record. The Sort By drop-down is not available for activities and opportunity 

products. 

e. If necessary, select additional page layouts to apply your related list customizations to. 

Only layouts that include this related list appear in the list. Layouts that include related 

lists with the same customizations as the current layout had when you opened are 

selected by default. 

4. To customize which custom buttons display in the related list: 

a. To add or remove a custom button, select the button and click Add or Remove. 

b. Sort custom buttons by selecting them and clicking Up or Down. 



c. The custom button must be defined for the object contained in the related list, instead of 

the parent object, and the button Type must be List Button. For example, to display a 

custom button on the Contacts related list of an company, define the custom button for 

contacts, not company. 

d. If necessary, click Revert to Defaults to undo any customizations and use the default 

Apto settings in the related list. 

5. Click OK to store your customizations. Changes are not saved until you click Save on the page 

layout. 

6. Select the Overwrite users’ customized related lists to apply the related lists in the page layout to 

all users, even if they have already customized their display. 

7. Click Save. 

 

 

 
 

 



WORK WITH RECORD TYPES AND BUSINESS 

PROCESSES 
Record types allow you to offer different business processes, picklist values, and page layouts to different 

users. Record types can be used in various ways. 

You can assign record types to users in their profile or permission sets, or a combination of both. Record 

type assignment behaves differently in profiles and permission sets. 

■ A user’s default record type is specified in their profile. You can’t specify a default record type in 

permission sets. 

■ You can assign the --Master-- record type in profiles, but not permission sets; only custom record 

types can be assigned in permission sets. Depending on the record types assigned in profiles: 

○ If users have --Master-- on their profile and no custom record types in their permission 

sets, when they create a record, the Master record type is associated with the new 

record. 

○ If users have --Master-- on their profile and only one custom record type in their 

permission sets, when they create a record, the new record is associated with the custom 

record type. Users won’t have the option to select the Master record type. 

○ If users have --Master-- on their profile and multiple custom record types in their 

permission sets, when they create a record, they’re prompted to choose a record type. In 

their personal settings, users don’t have the option to automatically use their default 

record type. 

○ If users have a custom record type on their profile and any custom record types in their 

permission sets, when they create a record, they’re prompted to choose a record type. In 

their personal settings, users can set an option to automatically use their default record 

type and not be prompted to choose a record type. 

■ Page layout assignments are specified in profiles only—they’re not available in permission sets. 

When you assign a custom record type in a permission set, users with that permission set get the 

page layout assignment that’s specified for that record type in their profile. (In profiles, page 

layout assignments are specified for every record type, even when record types aren’t assigned.) 

■ Users can view records assigned to any record type. As a result, a page layout is assigned to 

every record type on a user's profile. A record type assignment on a user’s profile or permission 

set does not determine whether a user can view a record with that record type; rather, the record 

type assignment simply specifies that the user can use that record type when creating or editing a 

record. 

■ Record types in permission sets aren’t supported in packages and change sets. As a result, any 

record type assignments in permission sets in a sandbox organization must be manually 

reproduced in a production organization. 

 

VALIDATION RULES 

Improve the quality of your data by using validation rules. Validation rules verify that the data a user 

enters in a record meets the standards you specify before the user can save the record. A validation rule 

can contain a formula or expression that evaluates the data in one or more fields and returns a value of 



“True” or “False”. Validation rules also include an error message to display to the user when the rule 

returns a value of “True” due to an invalid value. 

To Create a validation rule: 

1. Navigate to the relevant object, field, campaign member, or case milestone. 

a. Navigate to the appropriate object and open the Quick Access Toolbar 

b. Hover over View Validation Rules and click +New 

2. Enter the properties of your validation rule. 

3. To check your formula for errors, click Check Syntax. 

4. Click Save to finish or Save & New to create additional validation rules. 

After you have defined validation rules: 

5. The user chooses to create a new record or edit an existing record. 

6. The user clicks Save. 

7. All validation rules are verified. 

a. If all data is valid, the record is saved. 

b. If any data is invalid, the associated error message displays without saving the record. 

8. The user makes the necessary changes and clicks Save again. 

You can specify the error message to display when a record fails validation and where to display it. For 

example, your error message can be “The close date must occur after today's date.” You can choose to 

display it near a field or at the top of the page. Like all other error messages, validation rule errors display 

in red text and are preceded by the word “Error”. 

 

 

UPDATE EXISTING RECORDS WITH THE 

DATA LOADER 
Data Loader is a client application for the bulk import or export of data. Use it to insert, update, delete, or 

export Apto records. 

When importing data, Data Loader reads, extracts, and loads data from comma separated values (CSV) 

files or from a database connection. When exporting data, it outputs CSV files. 

Click Here to access the Data Loader Guide 

 

MASS TRANSFER RECORDS BETWEEN USERS 
Use the Mass Transfer tool to transfer multiple Companies, Properties, Comps and other objects from 

one user to another. 

 

1. From Setup, click Data Management | Mass Transfer Records. 

2. Click the link for the type of record to transfer. 

3. Optionally, fill in the name of the existing record owner in the Transfer from field. 

https://help.salesforce.com/HTViewHelpDoc?id=fields_validation_rules_fields.htm&language=en_US
http://www.salesforce.com/us/developer/docs/dataLoader/index.htm


4. In the Transfer to field, fill in the name of new record owner. 

5. Enter search criteria that the records you are transferring must match. For example, you could 

search Companies in California by specifying Billing State/Province equals CA. 

6. Click Find. 

7. Select the checkbox next to the records you want to transfer. Optionally, check the box in the 

column header to select all currently displayed items. 

8. Click Transfer. 

 

 
 

MASS DELETE RECORDS 

Use the Mass Delete tool to delete multiple records in groups of 200. 

 

1. From Setup, click Data Management | Mass Delete Records. 

2. Click the link for the type of record to delete. 

3. Enter search criteria that the records you are deleting must match. For example, you could 

search Companies in California by specifying Billing State/Province equals CA. 

4. Click Search. 

5. Select the checkbox next to the records you want to transfer. Optionally, check the box in the 

column header to select all currently displayed items. 

6. When the checkbox for Permanently delete is selected you cannot restore deleted records from 

the Recycle Bin. Please be careful when selecting this option. 

7. Select the records you wish to delete. 

8. Click Delete. 

 



BACK UP DATA WITH A WEEKLY EXPORT 

You can generate backup files manually once every six days (for weekly export) or 28 days (for monthly 

export). You can also schedule backup files to generate automatically at weekly or monthly intervals. 

1. From Setup, click Data Management | Data Export and Export Now or Schedule Export. 

a. The Export Now option prepares your files for export immediately. This option is only 

available if enough time has passed since your last export. 

b. The Schedule Export option allows you to schedule the export process for weekly or 

monthly intervals. 

2. Select Include images, documents, and attachments and Include Chatter files and 

Salesforce CRM Content document versions to include these items in your export data. 

3. If you're scheduling your export, select the frequency, start and end dates, and time of day for 

your scheduled export. 

4. Under Exported Data, select the types of data to include in your export. We recommend that you 

select Include all data if you are not familiar with the terminology used for some of the types of 

data.  

5. Click Start Export or Save. 

 

Note the following: 

■ Apto creates a zip archive of CSV files and emails you when it's ready. Exports will complete as 

soon as possible, however we can't guarantee the date and time the export will complete. Large 

exports are broken up into multiple files. Follow the link in the email or click Data Export to 

download the zip file. Zip files are deleted 48 hours after the email is sent. The 48-hour time limit 

doesn't include weekends, which means if your download file is ready on Thursday at 4 p.m., that 

file isn't deleted until Monday at 4 p.m. 

 

EMAIL ADMINISTRATION 

Deliverability 

To improve the deliverability of email you send from Apto, configure your organization's email 

deliverability settings. Email deliverability is the likelihood of a company’s or individual’s email reaching its 

intended recipient. This likelihood is adversely affected by: 

Bounced email 

Email that is addressed to an invalid recipient and returned to the sender. If a sender sends several email 

messages that bounce, the email server might slow or block the delivery of all email from that sender. 

Noncompliant email 

Email that does not comply with a recipient's email security framework, such as the Sender Policy 

Framework (SPF), which verifies that the From address in an email message is not forged. 

1. From Setup, click Email Administration | Deliverability. 



2. To control the type of email your organization sends, change the Access level in the Access to 

Send Email section. You may not be able to edit the Access level if salesforce.com has 

restricted your organization’s ability to change this setting. 

a. No access: Prevents all outbound email to and from users. 

b. System email only: Allows only automatically generated emails, such as new user and 

password reset emails. 

c. All email: Allows all types of outbound email. Default for new, non-sandbox 

organizations. 

3. Select the Activate bounce management checkbox to help ensure that the email addresses you 

have for your contacts, are correct, and that the email your users send to those addresses is not 

impeded due to excessive email bounces. 

4. When bounce management is activated and a user sends an email to a contact with an invalid 

email address, Apto displays an alert next to that email address and prevents users from sending 

email to the address until it is updated or confirmed. Also, the email bounces to Apto instead of 

the sender's personal email account. 

5. Select the Show bounce alert next to all instances of the email address checkbox to configure 

Apto to search all contact records for instances of any email address that bounces an email and 

to display a bounce alert next to each instance. If you do not select this option, Apto only displays 

the bounce alert on the record from which the email was originally sent. 

6. Select the Return bounced email to sender checkbox to configure Apto to send a copy of the 

bounced email header to the sender. If you do not select this option, only Apto receives the 

bounced email header. In either case, for security purposes Apto does not return the body of the 

bounced email to the sender. This option applies to all users in your organization and cannot be 

enabled per user or per email. 

7. Select the Enable compliance with standard email security mechanisms checkbox to 

automatically modify the envelope From address of every email you send from Apto to comply 

with email security frameworks that your recipients might implement, such as SPF. 

8. Many recipient email systems enforce SPF to verify whether an email is legitimate. SPF checks 

the envelope From address of an inbound email to verify legitimacy. If this feature is enabled, 

Apto changes the envelope From address to a salesforce.com email address to verify the 

sender's legitimacy. The header From address remains set to the sender's email address. 

9. Select the Enable Sender ID compliance checkbox to comply with the Sender ID framework. 

This will automatically populate the Sender field in the envelope of every email you send from 

Apto with no-reply@salesforce.com. This enables receiving mail servers using the Sender ID 

email authentication protocol to verify the sender of an email by examining the Sender and From 

headers of an inbound email through a DNS lookup. All replies will still be delivered to the 

sender's email address. If you do not select this checkbox, the Sender field is set to null and 

email delivery fails when a recipient email system performs a Sender ID check. 

10. If you want Apto to send users a status email when their mass emails are complete, select Notify 

sender when mass email completes. 

11. To specify how Apto uses the Transport Layer Security (TLS) protocol for secure email 

communication for SMTP sessions, choose one of the following: 

a. Preferred (default): If the remote server offers TLS, Apto upgrades the current SMTP 

session to use TLS. If TLS is unavailable, Apto continues the session without TLS. 

b. Required: Apto continues the session only if the remote server offers TLS. If TLS is 

unavailable, Apto terminates the session without delivering the email. 

c. Preferred Verify: If the remote server offers TLS, Apto upgrades the current SMTP 

session to use TLS. Before the session initiates, Apto verifies the certificate is signed by 

a valid certificate authority, and that the common name presented in the certificate 

http://help.salesforce.com/apex/HTViewHelpDoc?id=email_mass.htm&language=en_US#email_mass


matches the domain or mail exchange of the current connection. If TLS is available but 

the certificate is not signed or the common name does not match, Apto disconnects the 

session and does not deliver the email. If TLS is unavailable, Apto continues the session 

without TLS. 

d. Required Verify: Apto continues the session only if the remote server offers TLS, the 

certificate is signed by a valid certificate authority, and the common name presented in 

the certificate matches the domain or mail exchange to which Apto is connected. If any of 

these criteria are not met, Apto terminates the session without delivering the email. 

12. Click Save. 

 

Organization-Wide Address 

If your organization requires users to share a common email alias, you can define a list of organization-

wide addresses for each user profile. Organization-wide addresses define a common email address that 

a user profile can use. When sending email from Apto, users with these profiles can choose a different 

From address than the email address they have defined. Replies are delivered to the organization-wide 

address. 

For example, assume your organization has several users under a single Support Profile. A Support 

Profile can be associated with an email address called support@acme.com and a Display Name of Acme 

Support. When Support Profile users send an outbound email through Apto, they can choose to have 

their From address appear as support@acme.com instead of their own Apto email address. 

The highlighted sections in the following image represents the changes to the From address and Display Name 

that the recipient of an email might see: 

 

After an organization-wide address is verified, it is available as a From address when sending an email or 

an email alert. 

To display the list of defined organization-wide addresses, from Setup, click Email Administration | 

Organization-Wide Addresses. From this page you can: 

 

■ Click Add to create a new organization-wide address. 

■ Click Edit to change any of the fields associated with the alias: 

■ Display Name is the word or phrase users who receive your email will see as the sender of the 

email. 

■ Email Address is the email address that is used when sending an outbound email. 

■ Allowed Profiles lists the profiles which use the email address as an alias. 
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■ Status shows the current stage of verification. When you add a new organization-wide address, it 

must be verified as a valid email address before becoming available for use. If you have not 

received your verification email, click Resend to have another one sent. 

■ Click Del to remove the alias. 

Compliance BCC Email 

If your organization evaluates all outbound email messages for compliance, you can enable compliance 

BCC emails to automatically send a hidden copy of each outbound email message to an email address 

you specify. Enabling compliance BCC emails prevents users from editing the BCC field on any email and 

disables their Automatic Bcc setting under My Email Settings. 

To enable compliance BCC emails for your organization: 

1. From Setup, click Email Administration | Compliance BCC Email. 

2. Select the Enable checkbox. 

3. Enter your compliance email address. 

4. Click Save. 

 

Test Deliverability 

Apto sends email from 52 different IP addresses. If your organization blocks any of these IP addresses, 

users might not receive all email sent from Apto. 

To verify your organization can receive email from every Apto IP address: 

1. From Setup, click Email Administration | Test Deliverability. 

2. Enter your business email address. 

3. Click Send. Apto simultaneously sends a test message from all 52 IP addresses to your business 

email address. Each test message specifies the IP address from which it was sent. 

4. Check your business email account to make sure it received all 52 test messages. 

If you received less than 52 test messages, your organization's email administrator must whitelist the 

Apto IP ranges on your organization's email server. Whitelisting an IP address allows the email server to 

receive email from an IP address that might otherwise be blocked. The Apto IP ranges are: 

■ 96.43.144.64 to 96.43.144.65 

■ 96.43.148.64 to 96.43.148.65 

■ 182.50.78.64 to 182.50.78.79 

■ 204.14.232.64 to 204.14.232.79 

■ 204.14.234.64 to 204.14.234.79 

Apto maintains separate IP addresses for inbound and outbound email. The IP addresses used for 

outbound email don’t accept inbound email connections 

Email Footers 

You can create personalized footers or disclaimers that appear at the bottom of all outgoing email 

messages sent from Apto or the API. You can create a separate email footer for each encoding and 

choose default footers for single and mass email. The defaults are used when no footer matches an 

outgoing email's encoding. 

Creating Email Footers 



1. From Setup, click Email Administration | Email Footers. 

2. Click New. 

3. Enter a name. 

4. Choose if you want the footer to be available for single emails, mass emails, or both. 

5. Select the email encoding. The email encoding determines which emails the footer appears on. 

For each encoding you can have one active single email footer and one active mass email footer. 

6. Enter the text of the footer. 

Editing Email Footers 

1. From Setup, click Email Administration | Email Footers. 

2. To edit an email footer, either click Edit next to a footer or on the footer detail page. 

3. Edit the footer information and click Save. 

Choosing Default Email Footers 

You can choose one default footer for single email and one for mass email. These defaults are used 

when no footer matches an outgoing email's encoding. 

1. From Setup, click Email Administration | Email Footers. 

2. Using Default for Single Mail and Default for Mass Mail, select default footers. 

3. Click Save. 

 

EMAIL TEMPLATES 

You can create four different types of email templates: 

■ Text - All users can create or change text email templates. 

■ HTML with letterhead - Administrators and users with the “Edit HTML Templates” permission 

can create HTML email templates based on a letterhead. 

■ Custom HTML - Administrators and users with the “Edit HTML Templates” permission can create 

custom HTML email templates without using a letterhead. You must either know HTML or obtain 

the HTML code to insert in your email template. 

■ Visualforce - Administrators and developers can create templates using Visualforce. Visualforce 

email templates allow for advanced merging with a recipient's data, where the content of a 

template can contain information from multiple records. 

All of these email templates can include text, merge fields, and attached files. You can also include 

images on your HTML and Visualforce templates. You can use email templates when you send an email 

from the Activity History related list of a record. Text and HTML templates can also be used when you 

send mass email. A button to check the spelling of your template is available for text templates and 

Visualforce templates without HTML tags. 

Including Images on your HTML and Visualforce Templates 

When creating custom HTML or Visualforce templates, simply include img tags that reference the image. 

We recommend uploading the images to the Documents tab and referencing the copy of the image on the 

Apto server. For example, for HTML: 
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To access your email templates, do one of the following: 

■ If you have permission to edit public templates, from Setup, click Communication Templates | 

Email Templates. 

■ If you don’t have permission to edit public templates, at the top of any Apto page, click the down 

arrow next to your name. From the menu under your name, select Setup or My Settings—

whichever one appears. Then from the left side of the page, click Email | My Templates. 

■ Click on the name of any email template to go to the Viewing Email Templates page. 

■ To edit or delete a template, click Edit or Del next to the template name in the list. 

■ Click New Template to create any type of email template. 

Creating Text Email Templates 

To create a text email template: 

1. Do one of the following: 

a. If you have permission to edit public templates, from Setup, click Communication 

Templates | Email Templates. 

b. If you don’t have permission to edit public templates, at the top of any Apto page, click 

the down arrow next to your name. From the menu under your name, select Setup or My 

Settings—whichever one appears. Then from the left side of the page, click Email | My 

Templates. 

2. Click New Template. 

3. Choose the Text template type, and click Next. 

4. Choose a folder in which to store the template. 

5. Select the Available For Use checkbox if you would like this template offered to users when 

sending an email. 

6. Enter an Email Template Name. 

7. If necessary, change the Template Unique Name. This is a unique name used to refer to the 

component when using theForce.com API. In managed packages, this unique name prevents 

naming conflicts on package installations. This name can contain only underscores and 

alphanumeric characters, and must be unique in your organization. It must begin with a letter, not 

include spaces, not end with an underscore, and not contain two consecutive underscores. With 

the Template Unique Name field, a developer can change certain components’ names in a 

managed package and the changes are reflected in a subscriber’s organization. 

8. Select an Encoding setting to determine the character set for the template. 

9. Enter a Description for the template. Both template name and description are for internal use 

only. 

10. Enter the Subject for the message. 

11. Enter the text to appear in the message. 

12. Optionally, enter merge fields in the template subject and text body. These fields will be replaced 

with information from your records when you send an email. 

13. Click Save 

Creating HTML Email Templates 

To create an HTML email template: 

1. Do one of the following: 

a. If you have permission to edit public templates, from Setup, click Communication 

Templates | Email Templates. 
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b. If you don’t have permission to edit public templates, at the top of any Apto page, click 

the down arrow next to your name. From the menu under your name, select Setup or My 

Settings—whichever one appears. Then from the left side of the page, click Email | My 

Templates. 

2. Click New Template. 

3. Choose the Text template type, and click Next. 

4. Choose a folder in which to store the template. 

5. Select the Available For Use checkbox if you would like this template offered to users when 

sending an email. 

6. Enter an Email Template Name. 

7. If necessary, change the Template Unique Name. This is a unique name used to refer to the 

component when using theForce.com API. In managed packages, this unique name prevents 

naming conflicts on package installations. This name can contain only underscores and 

alphanumeric characters, and must be unique in your organization. It must begin with a letter, not 

include spaces, not end with an underscore, and not contain two consecutive underscores. With 

the Template Unique Name field, a developer can change certain components’ names in a 

managed package and the changes are reflected in a subscriber’s organization. 

8. Select a Letterhead. The letterhead decides the logo, page color, and text settings of your email. 

9. Select the Email Layout. The email layout determines the columns and page layout of the 

message text. Click View Email Layout Options to see samples. 

10. Select an Encoding setting to determine the character set for the template. 

11. Enter a Description of the template. Both template name and description are for your internal use 

only. The description is used as the title of any email activities you log when sending mass email. 

12. Click Next. 

13. Enter the Subject to appear in the email you send. 

14. Enter the text to appear in the message you send. Click any section and begin entering text for 

your message. To prevent users from editing a section when using this template, click the 

padlock icon. 

15. Change the style of your text by selecting the text and using the format toolbar.  

16. Optionally, enter merge fields in the template subject and body. These fields will be replaced with 

information from your lead, contact, account, opportunity, case, or solution when you send an 

email. 

17. Click Next. 

18. Optionally, enter the text-only version of your email or click Copy text from HTML version to 

automatically paste the text from your HTML version without the HTML tags. The text-only 

version is available to recipients who are unable to view HTML emails. 

19. Click Save. 

 

Creating Visualforce Email Templates 

To create a Visualforce email template: 

1. Do one of the following: 

■ If you have permission to edit public templates, from Setup, click Communication 

Templates | Email Templates. 

■ If you don’t have permission to edit public templates, at the top of any Apto page, click 

the down arrow next to your name. From the menu under your name, select Setup or My 

Settings—whichever one appears. Then from the left side of the page, click Email | My 

Templates. 



2. Click New Template. 

3. Choose the Text template type, and click Next. 

4. Choose a folder in which to store the template. 

5. Select the Available For Use checkbox if you would like this template offered to users when 

sending an email. 

6. Enter an Email Template Name. 

7. If necessary, change the Template Unique Name. This is a unique name used to refer to the 

component when using theForce.com API. In managed packages, this unique name prevents 

naming conflicts on package installations. This name can contain only underscores and 

alphanumeric characters, and must be unique in your organization. It must begin with a letter, not 

include spaces, not end with an underscore, and not contain two consecutive underscores. With 

the Template Unique Name field, a developer can change certain components’ names in a 

managed package and the changes are reflected in a subscriber’s organization. 

8. Select an Encoding setting to determine the character set for the template. 

9. Enter a Description of the template. Both template name and description are for your internal 

use only. 

10. Enter the subject line for your template in Email Subject. 

11. In the Recipient Type drop-down list, select the type of recipient that will receive the email 

template. 

12. In the Related To Type drop-down list, optionally select the object from which the template will 

retrieve merge field data. 

13. Click Save. 

14. On the Viewing Email Templates page, click Edit Template. 

15. Enter markup text for your Visualforce email template. 

16. Click Version Settings to specify the version of Visualforce and the API used with this email 

template. If your organization has installed managed packages from the AppExchange, you can 

also specify which version of each managed package to use with this email template. Generally, 

you should use the default value for all versions. This associates the email template with the most 

recent version of Visualforce, the API, as well as each managed package. You can specify an 

older version of Visualforce and the API to maintain specific behavior. You can specify an older 

version of a managed package if you want to access components or functionality that differs from 

the most recent package version. 

17. Click Save to save your changes and view the details of the template, or click Quick Save to save 

your changes and continue editing your template. Your Visualforce markup must be valid before 

you can save your template. 

 

Attaching Files to Templates 

 

To add an attachment to a template: 

1. From Setup, click Email | My Templates. If you have permission to edit public templates, from 

Setup, click Communication Templates | Email Templates. 

2. Select a template. 

3. Click Attach File from the email template detail page. 

4. Choose a folder and click the document name to attach the document, or click Search in 

Documents and enter the file name to search for a document by name. 

5. Alternatively, click My Computer to attach a file from your computer. 


