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Introduction 
The Salesforce Certified Administrator certification is designed to validate an individual’s ability to configure, 
manage, and maintain a Salesforce environment that supports business operations. It demonstrates foundational 
competence in administering a cloud-based CRM platform, ensuring that users, data, and processes are aligned 
with organizational needs. This certification is widely recognized in modern IT and business environments where 
scalable, configurable platforms are essential for customer and operational management. 
 
 

About This Training / Certification 
This certification evaluates practical administrative skills across core areas of the Salesforce platform, including 
system configuration, data management, security, and business process automation. It is positioned at a 
foundational to intermediate level, making it suitable for individuals entering the Salesforce ecosystem or those 
responsible for maintaining existing implementations. The certification forms a base for further specialization in 
areas such as advanced administration, platform development, or consulting, and reflects a well-rounded 
understanding of how Salesforce supports end-to-end business workflows. 
 
 

What We Offer (AAAdemy) 
AAAdemy provides structured training resources designed to support certification preparation and skill 
development across a wide range of IT domains. Our learning materials are built around clear knowledge 
structures, practical study guidance, and exam-oriented practice to help learners progress with confidence. 

We offer well-organized knowledge explanations that break down complex topics into clear, understandable 
sections aligned with official exam objectives and real-world skill requirements. Each topic is designed to support 
both conceptual understanding and practical application. 

Our study plans and learning guidance help learners follow a logical progression, focusing on key concepts, 
common pitfalls, and effective preparation strategies. This approach enables learners to study efficiently while 
maintaining a clear view of their learning goals. 

To reinforce understanding, AAAdemy also provides practice questions and exam-focused insights that reflect 
typical certification scenarios. These resources are intended to help learners evaluate their readiness and 
strengthen their confidence before taking an exam. 

All content is designed for flexible, self-paced learning, allowing individuals to study independently or alongside 
their existing professional or academic commitments. 
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Knowledge Overview 
The certification blueprint outlines several key knowledge domains. The Configuration and Setup area focuses on 
organizational settings, user management, and security controls that define system access and structure. The 
Object Manager and Lightning App Builder domain emphasizes customization of data models, user interfaces, 
and application layouts to meet business requirements. Sales and Marketing Applications cover standard CRM 
functionalities such as lead and opportunity management, as well as campaign tracking. Service and Support 
Applications address case management, service processes, and customer support features. Productivity and 
Collaboration includes tools that enhance user efficiency and communication within the platform. Data and 
Analytics Management focuses on data quality, reporting, and dashboard creation to support decision-making. 
Workflow and Process Automation involves designing and implementing automated business processes using 
built-in tools to improve operational efficiency. 
 

Detailed Knowledge Explanation 

Salesforce Certified Administrator Configuration and Setup 
Foundational configuration is the cornerstone of a Salesforce environment, as it establishes the framework for 
organizational security, user access, and operational functionality. By carefully defining global settings and 
managing user permissions, an administrator ensures that the platform aligns with the company's identity while 
maintaining a robust security posture. These settings dictate how data is formatted, who can log in, and what 
specific information users are permitted to view or edit, forming the basis of a reliable and scalable system. 

1. Organizational Settings 

Organizational settings represent the global configurations that define how Salesforce operates for the entire 
company. This includes the management of business hours, which dictate when automation features like 
escalation rules and service level agreements are active. For example, a global company might set separate 
business hours for support teams in different time zones to ensure proper case handling. Additionally, 
administrators define holidays to pause automated processes such as case escalations during non-working days, 
ensuring that service level agreement violations do not occur when the office is closed. 

1.1 Company Information 

The Company Information section allows administrators to define the general details of the organization, 
including its name, address, and primary contact details. This area is also used to set the default language, time 
zone, and currency format for the entire organization. While these defaults apply to all users, individuals have the 
option to override them in their personal settings. Furthermore, administrators must configure the fiscal year, 
choosing between a standard calendar year or a custom fiscal year if the organization's reporting periods differ 
from the standard January to December cycle. 

1.2 Login and Access Management 
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Login and access management involves controlling how and when users can enter the Salesforce system. 
Administrators can establish Login IP Ranges at the profile level to restrict access to specific networks, meaning 
users outside those ranges are completely blocked from logging in. Alternatively, Trusted IP Ranges are set at 
the organization level to identify safe networks where multi-factor authentication is not required. Session timeout 
policies are also critical, as they allow administrators to set a specific duration of inactivity, ranging from fifteen 
minutes to twenty-four hours, before a user is automatically logged out for security purposes. Furthermore, 
administrators can define Login Hours at the profile level to restrict access to specific times, such as standard 
business hours on weekdays. 

1.3 Locale Settings 

Locale settings govern the formatting of regional data such as dates, times, numbers, and currencies. The 
organizational locale determines whether a date appears in a month-day-year format or a day-month-year format, 
and whether numbers use commas or periods as separators. While the organization sets a default locale, users 
can customize these settings to reflect their personal preferences, ensuring that data is presented in a familiar 
and readable format for a diverse workforce. 

1.4 Login Security 

Securing the login process is essential for protecting sensitive organizational data. Single Sign-On allows users 
to access Salesforce using credentials from an external provider, reducing the number of passwords they must 
remember and centralizing credential management. Multi-Factor Authentication adds an additional layer of 
protection by requiring a second form of verification, such as a code sent to a mobile device. Together, these 
tools strengthen the organization's defense against unauthorized access. 

2. User and Permission Management 

User and permission management is the process of defining individual identities and controlling their granular 
access to data and system features. 

2.1 User Management 

Creating a user account requires providing basic information such as a unique username, an email address, and 
an assigned license. Every user must have a unique username across all Salesforce organizations and must 
consume a specific license type, such as a Salesforce or Platform license. During the setup process, 
administrators assign users to specific roles and profiles, which establish the baseline for what data they can see 
and what actions they can perform within the system. 

2.2 Role Hierarchies 

Role hierarchies are used to define how data access flows upward through an organization. By configuring a 
hierarchy, administrators ensure that users higher in the structure can access data owned by those below them, 
provided the Grant Access Using Hierarchies setting is enabled. For instance, a sales manager may be granted 
access to view all opportunities managed by their team, while a CEO would have access to data across all 
departments. 

2.3 Profiles 
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Profiles are the primary mechanism for controlling user permissions and object-level access. They determine 
whether a user can create, read, edit, or delete records for specific objects and define field-level security to hide 
or reveal individual data points. Administrators can utilize standard profiles provided by Salesforce or create 
custom profiles to meet the unique needs of different user groups, such as contractors who require restricted 
access to the system. 

2.4 Permission Sets and Permission Set Groups 

Permission sets offer a flexible way to extend a user's access without the need to modify their underlying profile. 
This is particularly useful for granting temporary or specialized access to specific apps or features for individual 
users. To simplify management, administrators can use permission set groups to bundle multiple permission sets 
together, allowing for more efficient assignment of complex permissions to large groups of users. 

2.5 Health Check 

The Health Check tool is an essential security assessment feature that identifies vulnerabilities within a 
Salesforce organization. It compares the organization's current security settings against Salesforce's 
recommended baseline and provides a percentage score to indicate the overall security posture. Administrators 
use this tool to identify risks such as weak password policies, excessive API access, or lack of MFA enforcement, 
receiving specific recommendations for optimizing their settings. 

3. Locale Settings and Multi-Currency 

Global operations are managed through sophisticated currency and regional settings that accommodate 
international business needs. 

3.1 Currency Management 

Salesforce supports multi-currency configurations for organizations operating in multiple regions. Administrators 
define a corporate currency as the organization-wide default while allowing individual users to view data in their 
local currency. Advanced multi-currency features allow for different currencies to be assigned to individual 
records, such as using US dollars for domestic deals and euros for European deals. A critical functional detail is 
that the system automatically converts currency values when viewing reports, ensuring consistent financial 
analysis across regions. 

4. Advanced Administrative Access 

Advanced administrative tools allow for greater efficiency in support and system management through delegated 
authority and troubleshooting features. 

4.1 Delegated Administration 

Delegated administration enables an administrator to assign specific privileges to non-admin users, such as 
allowing a sales manager to reset passwords or create users for their own team. This strategy reduces the 
workload on the primary system administrator while ensuring that department-level leads have the tools 
necessary to manage their subordinates without gaining full access to security or system settings. 

4.2 Login-As Feature 
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The Login-As feature, also known as admin impersonation, allows administrators to log in as another user to 
troubleshoot issues or verify permissions. This is particularly useful when a user reports a problem with record 
visibility, as it allows the administrator to see exactly what the user sees. However, this feature must be used with 
care, as it may expose sensitive information during the support session. 

5. Data Sharing Mechanisms 

Data sharing mechanisms provide the necessary exceptions to standard access rules to ensure that the right 
users have access to the right records. 

5.1 Sharing Rules 

Sharing rules are used to grant additional access to records when the default role hierarchy or organization-wide 
defaults are too restrictive. These rules can be based on record ownership or specific criteria, such as sharing all 
opportunities over a certain dollar amount with a senior leadership team. Sharing rules act as exceptions that 
open up visibility between different teams or departments. 

5.2 Manual Sharing 

Manual sharing allows individual users to share specific records with other users or groups on an ad-hoc basis. 
This feature is only available when the organization-wide default for an object is set to private or public read-only. 
It empowers users to collaborate on specific items, such as a sales representative sharing an opportunity with a 
manager who needs to review the deal details. 

By establishing a secure and localized foundation, the administrator creates the necessary environment for the 
rigorous oversight of organizational data and analytics. 

6. Configuration and Setup Practice Question 

Q1: In Salesforce, where can an administrator configure the company’s name, address, default language, time 
zone, and fiscal year settings?​
 A. Setup > Security > Company Profile​
 B. Setup > Company Settings > Company Information​
 C. Setup > User Management > Company Info​
 D. Setup > Organization-Wide Defaults 

Q2: Which of the following settings can a user override from their personal settings? (Choose two)​
 A. Organization-wide default time zone​
 B. Default currency for multi-currency organizations​
 C. Default language​
 D. Fiscal year settings 

Q3: An administrator needs to ensure that users can only log in from the company's office network. Which 
security feature should be configured?​
 A. Trusted IP Ranges​
 B. Login Hours​
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 C. Login IP Ranges​
 D. Two-Factor Authentication 

Q4: The administrator wants to prevent employees from logging into Salesforce outside of business hours 
(Monday-Friday, 9 AM - 6 PM). Where should this be configured?​
 A. Setup > Users > Login Hours​
 B. Setup > Profiles > Login Hours​
 C. Setup > Security > Business Hours​
 D. Setup > Company Information 

Q5: What is the primary purpose of Role Hierarchy in Salesforce?​
 A. It determines which fields are visible to users.​
 B. It allows users to automatically share their data with others based on their position.​
 C. It controls object-level access for all users.​
 D. It sets record types for different users. 

Q6: An administrator needs to allow a group of users to access an object that is not available in their profile. 
However, these users should not receive full administrator permissions. What is the best way to achieve this?​
 A. Modify their profile to grant object-level access​
 B. Assign them to a new role that has access to the object​
 C. Use permission sets to extend access​
 D. Enable "Grant Access Using Hierarchies" on the object 

Q7: Which of the following statements about "Health Check" in Salesforce is true? (Choose two)​
 A. It evaluates the security settings of the Salesforce organization.​
 B. It allows administrators to revert all settings to default with one click.​
 C. It provides a security score based on best practices.​
 D. It automatically fixes all vulnerabilities found. 

Q8: Which of the following scenarios would require an administrator to set up "Single Sign-On" (SSO)?​
 A. The company wants users to log into Salesforce using their company email credentials.​
 B. The company wants users to change their Salesforce password every 90 days.​
 C. Users need multi-factor authentication before logging into Salesforce.​
 D. Salesforce admins need to log in as different users for troubleshooting. 

 

Salesforce Certified Administrator Data and Analytics Management 
Effective data and analytics management is necessary for maintaining clean, well-structured data that can be 
transformed into actionable business insights. By employing robust data management practices and 
sophisticated reporting tools, administrators ensure that stakeholders have access to accurate information for 
decision-making. This domain focuses on the lifecycle of data, from its initial import and deduplication to its final 
visualization in complex dashboards. 

1. Data Management 
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Data management involves the methodologies and tools used to maintain the integrity of the information stored 
within Salesforce. 

1.1 Data Import and Export 

Administrators have two primary tools for managing data movement: the Data Import Wizard and the Data 
Loader. The Data Import Wizard is an easy-to-use, guided interface best suited for small-scale uploads of up to 
fifty thousand records. For larger operations involving up to five million records, the Data Loader is a standalone 
application that supports bulk inserts, updates, upsert, deletes, and exports. Before performing mass imports, 
administrators must ensure data is properly formatted, specifically using the yyyy-mm-dd string for date fields, 
include all required fields such as Account Name, and test the process in a sandbox environment. Additionally, 
Salesforce allows for scheduled data exports, occurring weekly or monthly, to provide regular backups for 
analysis and security. 

1.2 Data Deduplication 

Maintaining data quality requires preventing and cleaning duplicate records through matching and duplicate rules. 
Matching rules identify potential duplicates based on specific criteria like email addresses or phone numbers, 
while duplicate rules determine the action taken when a match is found, allowing the system to either block the 
entry entirely or alert the user while allowing the save. While Salesforce provides standard tools for merging 
duplicate records, many organizations use third-party tools like DemandTools or Cloudingo for more advanced 
features such as fuzzy matching and automated bulk merging. 

2. Reports and Dashboards 

Reports and dashboards are the primary mechanisms for analyzing and visualizing organizational data to provide 
grouped intelligence. 

2.1 Reports 

Salesforce offers several report types to meet different analytical needs. Tabular reports provide simple lists of 
data, while summary reports allow for grouping and subtotals. Matrix reports offer a multidimensional view by 
grouping data by both rows and columns, and joined reports enable cross-object comparisons within a single 
view, such as comparing closed cases against open opportunities for each account. To enhance these reports, 
administrators can use filters, custom calculations, and bucket fields, which allow for the dynamic categorization 
of data into ranges like small, medium, and large without modifying the underlying object structure. 

2.2 Dashboards 

Dashboards provide a visual summary of report data using components like charts, metrics, and tables. 
Components such as the Lightning Table provide structured data displays directly within the dashboard for 
detailed insights, such as a list of the top ten sales representatives by revenue. Administrators can also create 
dynamic dashboards, which automatically tailor the data displayed to the specific user viewing it, ensuring that 
managers see team-wide metrics while individual contributors see only their own performance data. 

The clarity provided by robust data insights informs the effective customization and maintenance of the metadata 
and schema that define organization objects. 



 
 
 
 
 
 

            
 

AAAdemy | https://www.aaademy.com 

3. Data and Analytics Management Practice Question 

Q1: Which Salesforce tool should an administrator use to import 500 new leads collected from a marketing 
event?​
 A. Data Loader​
 B. Data Import Wizard​
 C. Mass Transfer Records​
 D. Scheduled Data Export 

Q2: What is a key benefit of using Data Loader instead of Data Import Wizard?​
 A. It can insert data into all Salesforce objects, including metadata​
 B. It allows scheduling data imports and exports​
 C. It automatically detects duplicate records before importing​
 D. It provides a graphical user interface for field mapping 

Q3: What is the purpose of Duplicate Rules in Salesforce?​
 A. To prevent duplicate records from being created​
 B. To automatically merge duplicate records​
 C. To delete duplicate records upon data import​
 D. To transfer duplicate records to a different user 

Q4: An administrator wants to merge duplicate contact records. Where can they do this?​
 A. Setup > Data Loader​
 B. The "Merge Contacts" button on the contact record page​
 C. Reports > Merge Duplicate Contacts​
 D. Setup > Data Import Wizard 

Q5: A sales manager wants to track total revenue by sales stage. Which report type should be used?​
 A. Tabular Report​
 B. Summary Report​
 C. Matrix Report​
 D. Joined Report 

Q6: What is the advantage of a Joined Report in Salesforce?​
 A. It allows data to be grouped into multiple levels​
 B. It combines multiple report types for cross-object analysis​
 C. It automatically refreshes with real-time data​
 D. It replaces the need for Summary and Matrix Reports 

Q7: What must an administrator do before adding a report as a component in a dashboard?​
 A. Convert the report into a PDF file​
 B. Create a filter for the report​
 C. Store the report in a public folder​
 D. Share the report via Chatter 

Q8: What is a key benefit of a Dynamic Dashboard?​
 A. It updates automatically every 5 minutes​
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 B. It allows users to see data based on their own access permissions​
 C. It merges multiple reports into a single view​
 D. It prevents users from changing report filters 

Q9: A sales director wants a visual representation of the total revenue for each region. What dashboard 
component should they use?​
 A. Metric​
 B. Table​
 C. Pie Chart​
 D. Lightning Table 

 

Salesforce Certified Administrator Object Manager and Lightning 
App Builder 
The Object Manager and Lightning App Builder are the primary tools used to align Salesforce with specific 
business processes through the customization of metadata and the underlying schema. By defining the data 
structure as the platform's skeleton and designing intuitive pages, administrators create a system that is both 
functional and easy for users to navigate. This domain covers everything from the creation of custom objects and 
fields to the design of dynamic, responsive user experiences. 

1. Object Management 

Object management involves defining the data structures that store information and establishing how different 
types of data relate to one another. 

1.1 Standard Objects 

Salesforce includes several pre-built standard objects designed to support common business functions. These 
include Accounts for business entities, Contacts for individuals, and Opportunities for tracking 
revenue-generating deals. Leads represent potential customers, while Campaigns track marketing initiatives. For 
service and sales operations, the Case object tracks customer support requests, and the Quote object manages 
pricing proposals, discounts, and expiration dates. 

1.2 Custom Objects 

When standard objects do not meet specific business requirements, administrators can create custom objects to 
store unique data types. For data residing in external systems like an ERP, administrators can use External 
Objects. These objects allow Salesforce to fetch and display data dynamically via OData or Salesforce Connect 
without actually storing the data within Salesforce, which is ideal for real-time inventory tracking from systems like 
SAP. 

1.3 Field Management 
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Fields are the individual data points within an object, and they ensure data consistency through types like 
Picklists, which provide predefined selectable values. Formula fields are used for automatic calculations, while 
Roll-Up Summary fields aggregate data from related child records. Critically, Roll-Up Summary fields are only 
available when a Master-Detail relationship exists. This is a strict parent-child structure where the child record’s 
security and access are determined entirely by the parent record, and the child cannot exist independently. 

1.4 Validation Rules 

Validation rules are used to enforce data quality by preventing users from saving records that do not meet 
specific criteria. These rules use formulas to evaluate data; if a condition is met—such as a budget field being 
less than zero—the system displays an error message and stops the record from being saved. This ensures that 
only valid, accurate information enters the database, such as requiring an email address for all new leads. 

2. Page Layouts and User Interface 

Customizing the user interface ensures that users can access the information they need efficiently and perform 
tasks with minimal friction. 

2.1 Page Layouts and Compact Layouts 

Page layouts organize fields, sections, and buttons on a record page to optimize the user experience. 
Administrators can rearrange these elements to put critical information at the top. Compact layouts specifically 
control the fields that appear in the header of a record in the Lightning interface and on mobile devices, ensuring 
that essential details like a contact’s phone number or industry are visible at a glance. 

2.2 Record Types 

Record types allow administrators to offer different business processes and page layouts for the same object 
based on the user's profile or the record's purpose. For example, a bank might use one record type and layout for 
personal accounts and a completely different one for business accounts, ensuring that only relevant fields and 
picklist values are available for each scenario. 

2.3 Global Actions 

Global actions provide a way for users to perform common tasks, such as creating a contact or logging a call, 
from anywhere in the application. These actions are accessible via the Salesforce header or mobile app, allowing 
users to stay productive without having to navigate away from their current work. 

3. Lightning App Builder 

The Lightning App Builder is a powerful drag-and-drop tool used to create custom pages for various parts of the 
application. 

3.1 Lightning Pages and FlexiPages 

Administrators can build Home pages, Record pages, and App pages to provide tailored experiences for different 
user groups. Each custom Lightning page is built on an underlying metadata structure known as a FlexiPage. 
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These pages can host standard components like charts and lists, or custom components built with more 
advanced web technologies. 

3.2 Dynamic Forms 

Dynamic Forms provide a way to control field and section visibility directly within the Lightning App Builder. 
Instead of relying solely on page layouts, administrators can set visibility rules based on user roles or specific 
record data. For instance, an Approval Status field might only appear if an opportunity's discount exceeds twenty 
percent. Currently, this feature is supported for custom objects and standard objects including Accounts and 
Contacts. 

The strategic customization of objects and user interfaces directly supports the tools that facilitate daily user 
productivity and collaboration. 

4. Object Manager and Lightning App Builder Practice Question 

Q1: Which of the following is NOT a standard object in Salesforce?​
 A. Account​
 B. Opportunity​
 C. Campaign​
 D. Invoice 

Q2: What type of object relationship should be used when a child record cannot exist without a parent record?​
 A. Lookup Relationship​
 B. Master-Detail Relationship​
 C. Junction Object​
 D. External Object 

Q3: Which of the following field types allows Salesforce to automatically calculate values based on other fields?​
 A. Formula​
 B. Text​
 C. Picklist​
 D. Number 

Q4: In a Master-Detail Relationship, which of the following is true? (Choose two)​
 A. The child record can exist without a parent record.​
 B. The parent record controls security and access to child records.​
 C. You can create roll-up summary fields on the parent object.​
 D. The child record has its own independent ownership settings. 

Q5: Where can an administrator configure which fields and sections appear on a record detail page?​
 A. Setup > Object Manager > Page Layouts​
 B. Setup > Profiles > Page Layout Assignments​
 C. Setup > Lightning App Builder​
 D. Setup > Sharing Settings 
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Q6: What is the purpose of Compact Layouts in Salesforce?​
 A. It controls field visibility based on user roles.​
 B. It determines which fields appear in the record header in Lightning and mobile apps.​
 C. It restricts access to sensitive data fields.​
 D. It is used only for custom objects. 

Q7: Why would an administrator create different Record Types for an object? (Choose two)​
 A. To assign different Page Layouts to different users​
 B. To allow different validation rules for different types of records​
 C. To enforce security settings for sensitive fields​
 D. To create different dashboards for each Record Type 

Q8: What type of page can be built using the Lightning App Builder? (Choose three)​
 A. Home Page​
 B. Record Page​
 C. Visualforce Page​
 D. App Page 

Q9: An administrator wants to display a dynamic component on an Account record page that changes based on 
the Account Type field. What should be used?​
 A. Page Layouts​
 B. Dynamic Forms​
 C. Validation Rules​
 D. Compact Layouts 

 

Salesforce Certified Administrator Productivity and Collaboration 
Productivity and collaboration tools in Salesforce are designed to streamline internal communication and help 
teams track their work effectively. By integrating social features and activity tracking into the platform, 
administrators can foster a more connected and organized work environment. These tools ensure that every 
team member is aligned on tasks, meetings, and important updates regarding customer records. 

1. Chatter 

Chatter serves as the internal social collaboration platform for Salesforce, enabling real-time communication 
across the entire organization. 

1.1 Team Collaboration 

Collaboration in Chatter is centered around groups, which can be Public, Private, or Unlisted depending on the 
sensitivity of the discussion. Users engage with one another through @Mentions to draw attention to specific 
people or records and use Topics—indicated by the hashtag symbol—to categorize and search for related 
conversations, such as tagging posts with #QuarterlyTargets. To gather quick feedback, users can also post polls 
within Chatter groups, facilitating efficient team decision-making. 
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1.2 Real-Time Updates and Publisher Actions 

Chatter allows users to follow specific records or objects, ensuring they receive automated notifications whenever 
a status changes or a new comment is added. Administrators can further enhance this by creating Chatter 
Publisher Actions. These custom quick actions, such as Report an Issue or Create Task, allow users to execute 
business processes directly from the Chatter feed and are configured via global publisher layouts. 

2. Activity and Task Management 

Activity and task management features help users organize their schedules and stay on top of their professional 
responsibilities. 

2.1 Activity Tracking 

Salesforce distinguishes between Tasks, which are specific to-do items with due dates, and Events, which are 
scheduled meetings with specific start and end times. Users can manage their workload through recurring tasks 
for repeating activities and task delegation to assign work to others while monitoring progress. Event series are 
also available to handle recurring meetings without the need for manual re-creation. 

2.2 Integration and Automation 

Administrators can boost user productivity by providing organized views of data through List Views and Kanban 
Boards, the latter of which offers a visual, drag-and-drop pipeline interface. For high-volume tasks, Macros can 
be used to automate repetitive actions with a single click. Quick Text is another productivity booster, allowing 
users to insert predefined messages into emails, Chatter posts, or case comments to save time and ensure 
consistency. 

3. Email Integration 

Email integration ensures that communications between Salesforce and external clients are synchronized and 
tracked accurately. 

3.1 Einstein Activity Capture and Lightning Sync 

Einstein Activity Capture automatically syncs emails, meetings, and contacts between Salesforce and external 
platforms like Gmail or Outlook, ensuring interactions appear on contact records. Lightning Sync provides a 
two-way synchronization for calendars, ensuring that meetings scheduled in Salesforce appear in the user's 
external calendar and vice versa. Administrators also manage email templates to help users send standardized, 
professional communications quickly. 

These productivity tools create a streamlined environment that supports the entire lifecycle of sales and 
marketing operations. 

4. Productivity and Collaboration Practice Question 

Q1: What is the primary benefit of using Chatter in Salesforce?​
 A. To allow external users to collaborate on private records​
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 B. To provide real-time collaboration and communication within an organization​
 C. To replace email as the primary communication method​
 D. To restrict user interaction to only their direct reports 

Q2: An administrator wants to ensure that a specific group of users can collaborate privately in Chatter without 
their discussions being visible to others. What type of Chatter group should they create?​
 A. Public Group​
 B. Private Group​
 C. Unlisted Group​
 D. Restricted Group 

Q3: What is the purpose of using @Mentions in Chatter?​
 A. To notify an administrator about system-wide updates​
 B. To tag users, records, or groups to draw their attention to a post​
 C. To automatically assign a case to a specific agent​
 D. To track Chatter feed interactions for reporting 

Q4: What is the key difference between a task and an event in Salesforce?​
 A. Tasks are used for one-time actions, while events require recurring scheduling​
 B. Tasks represent to-do items without a specific time, while events have a scheduled date and time​
 C. Events can only be assigned to external users, while tasks are internal only​
 D. Tasks are used for lead tracking, while events are only for opportunities 

Q5: A sales representative wants to set up a recurring follow-up call every Monday. Which Salesforce feature 
should be used?​
 A. Recurring Events​
 B. Recurring Tasks​
 C. Event Reminders​
 D. Calendar Sync 

Q6: What is the primary benefit of integrating Salesforce with Google Calendar or Microsoft Outlook?​
 A. To replace the need for Salesforce Activities​
 B. To automatically delete old events from Salesforce​
 C. To synchronize Salesforce events with external calendars​
 D. To generate automated email campaigns 

Q7: How can a sales team visually track the progress of their opportunities in Salesforce?​
 A. By creating a Kanban board in List Views​
 B. By using Chatter polls​
 C. By enabling Quick Text in the Opportunity object​
 D. By following each Opportunity in Chatter 

Q8: What is the purpose of Macros in Salesforce?​
 A. To automate repetitive tasks for efficiency​
 B. To create new record types dynamically​
 C. To update sharing settings for multiple records at once​
 D. To synchronize data across multiple objects 
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Q9: A support agent frequently sends the same response to customers when resolving cases. What Salesforce 
feature can help them save time?​
 A. Quick Text​
 B. List Views​
 C. Case Escalation​
 D. Chatter Announcements 

 

Salesforce Certified Administrator Sales and Marketing 
Applications 
Sales and marketing applications in Salesforce focus on the strategic management of the revenue pipeline and 
the calculation of marketing return on investment. By tracking potential customers from their initial interest 
through to a final sale, administrators help organizations optimize their growth strategies. This domain involves 
managing complex sales deals, product pricing, and the tracking of marketing initiatives across different 
channels. 

1. Sales Cloud 

The Sales Cloud provides the framework for managing deals, forecasting revenue, and standardizing the way 
products are sold. 

1.1 Opportunity Management 

Opportunities are the central records for tracking potential revenue, and they are managed through Sales Stages 
and Sales Paths. The Sales Path provides guidance and key fields for each stage, helping representatives move 
deals through the pipeline. For advanced planning, forecasting tools predict future revenue based on deal stages, 
while Opportunity Splits allow multiple team members to share revenue credit or overlay credit for a single deal. 

1.2 Quote Management 

Quote management allows sales teams to generate pricing proposals directly from an Opportunity, which can be 
converted into professional PDF documents. A critical feature in this process is Quote Syncing; if multiple quotes 
exist, syncing one ensures the corresponding Opportunity amount is automatically updated to match the 
accepted proposal. 

1.3 Products and Price Books 

Products represent the items or services a company sells, and Price Books allow for the management of different 
pricing strategies for various regions or customer segments. Administrators can use Product Schedules to 
manage recurring payments or product delivery over time. For more complex sales, organizations may sell 
pre-configured product bundles as a single package rather than individual items. 

2. Marketing Features 
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Marketing features enable organizations to capture interest and track the effectiveness of their outreach efforts. 

2.1 Lead Management 

Leads are potential customers who are managed through a lifecycle of capture, assignment, and conversion. 
Leads can be scored to prioritize those most likely to convert and automatically assigned to the correct 
representative via assignment rules. To maintain data integrity, duplicate rules prevent the creation of multiple 
records for the same person, while auto-response rules send immediate, customized emails to leads captured 
through web forms. 

2.2 Campaign Management 

Campaigns track marketing initiatives such as webinars or email blasts, allowing for the management of budgets, 
costs, and responses. Administrators can organize these efforts into a parent-child hierarchy to see how 
individual tactics contribute to a larger marketing goal. The system also calculates Campaign ROI; the Return on 
Investment is determined using the formula: Revenue minus Cost, divided by Cost, multiplied by one hundred. 

2.3 Sales Productivity Tools 

To further enhance the sales process, tools like Salesforce Engage allow sales teams to send personalized 
marketing emails with tracking capabilities. Einstein Activity Capture also plays a role here by automatically 
syncing engagement data and providing AI-powered insights, ensuring that every interaction with a prospect is 
recorded and visible within the Salesforce platform. 

The success of the sales and marketing lifecycle is fundamentally supported by a robust framework for customer 
service and ongoing support. 

3. Sales and Marketing Applications Practice Question 

Q1: In Salesforce, where can an administrator configure the company’s name, address, default language, time 
zone, and fiscal year settings?​
 A. Setup > Security > Company Profile​
 B. Setup > Company Settings > Company Information​
 C. Setup > User Management > Company Info​
 D. Setup > Organization-Wide Defaults 

Q2: An administrator needs to restrict users from logging in outside of business hours (Monday-Friday, 9 AM - 6 
PM). Where should this be configured?​
 A. Setup > Users > Login Hours​
 B. Setup > Profiles > Login Hours​
 C. Setup > Security > Business Hours​
 D. Setup > Company Information 

Q3: Which of the following is NOT a standard object in Salesforce?​
 A. Account​
 B. Opportunity​
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 C. Campaign​
 D. Invoice 

Q4: What type of object relationship should be used when a child record cannot exist without a parent record?​
 A. Lookup Relationship​
 B. Master-Detail Relationship​
 C. Junction Object​
 D. External Object 

Q5: An administrator needs to allow a group of users to access an object that is not available in their profile. 
However, these users should not receive full administrator permissions. What is the best way to achieve this?​
 A. Modify their profile to grant object-level access​
 B. Assign them to a new role that has access to the object​
 C. Use permission sets to extend access​
 D. Enable "Grant Access Using Hierarchies" on the object 

Q6: What is the main purpose of the Sales Path feature in Salesforce?​
 A. To define different layouts for record pages​
 B. To provide guidance and key fields for each stage of the sales process​
 C. To create validation rules for different sales processes​
 D. To track revenue forecasts for different products 

Q7: Which statement about Opportunity Forecasting is true? (Choose two)​
 A. It allows sales reps to predict future revenue based on sales stages.​
 B. It enables automatic synchronization of quotes with opportunities.​
 C. It is used to track inventory levels for product sales.​
 D. It can be adjusted manually by sales managers. 

Q8: What is the purpose of Campaign Influence in Salesforce?​
 A. To track how multiple marketing campaigns contribute to closing an opportunity​
 B. To measure the impact of price changes on product sales​
 C. To enforce validation rules for campaign members​
 D. To manage discount offers for specific customers 

Q9: Which feature allows sales teams to generate professional-looking pricing documents for customers?​
 A. Opportunity Stages​
 B. Sales Path​
 C. Quote Templates​
 D. Lead Scoring 

 

Salesforce Certified Administrator Service and Support 
Applications 
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Service and support applications provide the framework for maintaining customer relationships through efficient 
issue resolution and the enforcement of service agreements. By automating the handling of customer inquiries 
and providing agents with the right tools, administrators ensure high levels of customer satisfaction. This domain 
covers everything from the initial capture of a support request to the intelligent routing of work to the most 
qualified agent. 

1. Case Management 

Case management is the primary process for handling customer requests and ensuring they are resolved within 
an organization's promised timeframes. 

1.1 Case Management Fundamentals 

Cases are used to track customer feedback, technical issues, or billing inquiries. Each case is assigned a 
number and categorized by priority, status, and type to ensure proper handling. To keep communication 
organized, Email Threading is used to link customer replies to the original case record by matching thread IDs or 
case numbers, which prevents the creation of duplicate cases for a single issue. 

1.2 Automation and SLAs 

To enforce Service Level Agreements, administrators use Case Escalation Rules and Case Milestones. 
Escalation rules automatically reassign cases or notify managers if a case is not resolved within a set time, such 
as escalating a high-priority case if it remains new for over two hours. Milestones track specific service goals 
within an entitlement process, such as a thirty-minute response time for urgent issues. 

2. Support Infrastructure 

The support infrastructure includes the organizational tools used to manage high volumes of customer inquiries 
efficiently. 

2.1 Support Queues and Email-to-Case 

Support queues act as holding areas for cases, allowing them to be organized by category—such as finance or 
tech support—before being assigned to an agent. The Email-to-Case feature automates the creation of these 
records by converting incoming customer emails directly into cases. High-volume processing may require an 
Email-to-Case agent for advanced settings. 

2.2 Service Contracts and Entitlements 

Service Contracts define the specific tiers of support a customer has purchased, such as Gold or Silver levels. 
Entitlements work alongside these contracts to restrict the services provided based on the customer's eligibility. 
For example, an entitlement might ensure that only customers with a high-level contract receive twenty-four-hour 
support, while basic tier customers are restricted to standard business hours. 

3. Knowledge and Routing 
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Advanced tools like a knowledge base and automated routing empower both agents and customers to resolve 
issues faster. 

3.1 Knowledge Base 

A Knowledge Base is a repository of articles that can be used by agents or published for customer self-service. 
These articles go through a lifecycle of creation, categorization, and a formal approval process to ensure content 
accuracy. Access permissions are controlled via Profiles and Permission Sets to determine whether articles are 
visible to internal users only or available to external users through public sites. 

3.2 Omni-Channel Routing 

Omni-Channel routing dynamically assigns cases to agents based on their availability and workload. Skill-based 
routing ensures that technical issues go to agents with advanced troubleshooting skills, while push-based routing 
automatically moves cases into an agent's workspace the moment they log in or become available, which 
significantly reduces overall case handling time. 

The automation of these service processes is achieved through the same powerful workflow tools that drive 
efficiency across the entire Salesforce platform. 

4. Service and Support Applications Practice Question 

Q1: A customer contacts support with a complaint about a delayed order. What Salesforce feature allows the 
support agent to track this request until it is resolved?​
 A. Lead Management​
 B. Case Management​
 C. Campaign Management​
 D. Opportunity Management 

Q2: What is the primary purpose of Case Escalation Rules in Salesforce?​
 A. To increase the case priority when a customer calls support multiple times​
 B. To automatically reassign cases that are not resolved within a specified time​
 C. To prevent customers from reopening closed cases​
 D. To ensure only managers can change case statuses 

Q3: Which feature allows cases to be automatically assigned to specific users or queues based on predefined 
conditions?​
 A. Assignment Rules​
 B. Sharing Rules​
 C. Workflow Rules​
 D. Case Escalation 

Q4: What is the main benefit of using Case Queues in Salesforce?​
 A. Cases in queues are automatically assigned to users based on their role hierarchy​
 B. Cases remain in the queue until an agent manually claims them or an assignment rule applies​
 C. Cases are permanently assigned to the first agent who views them​
 D. Cases in queues cannot be escalated 
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Q5: A company wants to allow customers to submit cases by sending an email to support@company.com. 
Which Salesforce feature should be used?​
 A. Web-to-Case​
 B. Email-to-Case​
 C. Omni-Channel​
 D. Auto-Response Rules 

Q6: What is a key difference between On-Demand Email-to-Case and Email-to-Case?​
 A. Email-to-Case requires local software installation, while On-Demand Email-to-Case does not​
 B. On-Demand Email-to-Case processes emails faster than Email-to-Case​
 C. On-Demand Email-to-Case supports attachments, while Email-to-Case does not​
 D. Email-to-Case cannot create cases from emails, while On-Demand Email-to-Case can 

Q7: Which of the following statements is true about Salesforce Knowledge? (Choose two)​
 A. Knowledge articles can be made available to customers through a public Knowledge Base​
 B. Only internal agents can access Knowledge articles​
 C. Knowledge articles require approval before being published​
 D. Knowledge articles can be linked to cases for faster resolution 

Q8: What is the benefit of using Omni-Channel in Salesforce Service Cloud?​
 A. It allows agents to manually select which cases they want to work on​
 B. It automatically routes cases to the next available agent based on workload and skills​
 C. It ensures that only high-priority cases are assigned to agents​
 D. It prevents customers from submitting duplicate cases 

Q9: What is the function of Omni-Channel Presence Status?​
 A. To track an agent’s availability for new cases​
 B. To prevent agents from handling too many cases​
 C. To automatically close cases when an agent logs off​
 D. To block incoming cases from being assigned to a queue 

 

Salesforce Certified Administrator Workflow/Process Automation 
Workflow and process automation are strategic imperatives that reduce manual effort and enforce consistent 
business logic throughout Salesforce. By automating repetitive tasks and approval chains, administrators allow 
users to focus on high-value work rather than administrative overhead. Salesforce provides a range of declarative 
tools, from simple rule-based triggers to complex, interactive flows, to meet diverse automation needs. 

1. Declarative Automation Tools 

Foundational automation tools allow for the execution of standard business actions based on specific record 
changes. 

1.1 Workflow Rules 



 
 
 
 
 
 

            
 

AAAdemy | https://www.aaademy.com 
Workflow rules are simple, rule-based tools that trigger when a record is created or updated. They can perform 
four specific actions: assigning tasks, updating fields, sending email alerts, and sending outbound messages. 
Administrators can also use time-dependent actions to schedule these tasks for a future date, such as sending a 
reminder email twenty-four hours before a deal is set to close. 

1.2 Process Builder 

Process Builder was introduced to handle more complex scenarios than workflow rules, such as cross-object 
updates and the creation of new records. While it offers multi-step conditions and criteria, it is currently being 
retired in favor of more advanced tools. Administrators are encouraged to migrate existing processes to modern 
frameworks for long-term scalability. 

2. Flow and Approval Processes 

The most sophisticated automation tools in Salesforce provide the flexibility to handle complex logic and 
organizational sign-offs. 

2.1 Flow 

Flow is the most powerful and flexible automation tool available, supporting both user-facing screen flows and 
background processes. Current architectural best practices mandate that all new automation must be built in 
Flow, as Workflow Rules and Process Builder are being phased out. Record-triggered flows run automatically 
when records change, while scheduled flows can be set to run at specific intervals, such as generating monthly 
performance reports. 

2.2 Approval Processes 

Approval processes manage requests that require formal sign-offs, such as large discounts or expense reports. 
These multi-step workflows define the sequence of approvers and can include entry criteria to determine when 
the process should start. During the approval phase, records can be locked to prevent changes, and notifications 
are sent to approvers. Dynamic approval routing can even be configured to assign approvers based on field 
values, such as routing high-discount requests directly to a vice president. 

3. Automation Comparison 

Choosing the correct automation tool is essential for maintaining a clean and efficient Salesforce environment. 

3.1 Selection Strategy 

Administrators must select tools based on the complexity of the requirement and the need for a user interface. 
Workflow rules are suitable for simple, single-step actions, while Flow is the preferred choice for advanced logic, 
looping, and cross-object tasks. Approval processes remain the standard for structured sign-off workflows. As the 
platform evolves, Flow has become the centralized tool for nearly all declarative automation needs. 

Mastering these seven domains ensures that a Salesforce Administrator can build a secure, efficient, and highly 
automated environment that drives organizational success. 
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4. Workflow/Process Automation Practice Question 

Q1: When do Workflow Rules execute in Salesforce?​
 A. When a record is created or updated​
 B. When a record is deleted​
 C. Only when a record is created​
 D. Only when a user manually triggers it 

Q2: An administrator needs to send an automatic email to the customer when a case status changes to 
"Escalated." Which Salesforce tool should they use?​
 A. Workflow Rule​
 B. Process Builder​
 C. Flow​
 D. Approval Process 

Q3: Which of the following actions can Workflow Rules perform? (Choose two)​
 A. Create new records​
 B. Send email alerts​
 C. Update fields​
 D. Invoke an Apex class 

Q4: How does Process Builder improve upon Workflow Rules? (Choose two)​
 A. It can update related records​
 B. It can create records​
 C. It executes before Workflow Rules​
 D. It is limited to only one action per rule 

Q5: Which scenario requires Process Builder instead of Workflow Rules?​
 A. Sending an email when a case is closed​
 B. Automatically updating the "Total Revenue" field when a related opportunity is updated​
 C. Assigning a follow-up task when a lead status changes​
 D. Sending an outbound message to an external system 

Q6: An administrator needs to automate a process where users are guided through multiple steps to enter data. 
Which automation tool should they use?​
 A. Workflow Rules​
 B. Process Builder​
 C. Flow​
 D. Approval Process 

Q7: What is a key advantage of Flow over Process Builder?​
 A. Flow can update fields on unrelated records​
 B. Flow is easier to set up​
 C. Flow does not require user input​
 D. Process Builder runs faster than Flow 
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Q8: What is a Scheduled Flow in Salesforce?​
 A. A Flow that runs only when manually triggered​
 B. A Flow that is automatically triggered based on a specific time interval​
 C. A Flow that runs when a record is deleted​
 D. A Flow that is used only in approval processes 

Q9: Which of the following is a feature of an Approval Process in Salesforce?​
 A. It can assign a record to multiple approvers sequentially​
 B. It can only have one approval step​
 C. It cannot send email notifications​
 D. It does not support record locking 

Q10: A company wants managers to approve all discount requests over 20%. After approval, the record should 
be updated with "Approved by Manager." What automation tool should be used?​
 A. Workflow Rule​
 B. Process Builder​
 C. Approval Process​
 D. Flow 

 

 
 
 

Learning Path & Study Advice 
A recommended learning path begins with understanding core CRM principles and the overall structure of the 
Salesforce platform. Learners should first become familiar with basic configuration tasks, including user setup 
and navigation, before progressing to customization using objects and the application builder. It is important to 
develop a clear understanding of how different functional areas—such as sales, service, and data 
management—interact within the system. Hands-on practice is essential, particularly when working with 
automation tools and reporting features. Candidates should focus on understanding the reasoning behind 
configurations and how they support real-world business scenarios, rather than relying on memorization. 
 
 

Who This PDF Is For 
This document is intended for individuals preparing for a role in Salesforce administration or those involved in 
managing CRM systems within an organization. It is appropriate for beginners with a general understanding of 
business operations, as well as professionals such as system administrators, business analysts, and support 
personnel seeking to formalize their Salesforce knowledge. Those aiming to build a structured understanding of 
platform configuration, data handling, and process automation will benefit most from this material. 
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Call To Action 
This document provides an overview of structured learning and certification preparation approaches. For learners 
seeking clear knowledge organization, guided study planning, and exam-focused practice resources, AAAdemy 
offers a comprehensive platform to support independent and effective learning. 

Explore additional training materials, study guidance, and practice resources at: 

https://www.aaademy.com/Salesforce-Certified-Administrator/Salesforce-Certified-Administrator.html 

Online Flashcards (Quizlet)： 
 
https://quizlet.com/user/AAAdemy/folders/salesforce-certified-administrator-flashcards-aaademy?i=6zfa5t&x=1xqt 
 
 
 
 
 
 
Attachment : Answers by Knowledge Point 

Configuration and Setup Practice Question​
 A1: Answer: B. Setup > Company Settings > Company Information​
 Explanation:​
 Salesforce stores company-wide settings (such as name, address, language, time zone, and fiscal year) under 
Company Information in the Company Settings section of Setup. 

A2: Answer: A. Organization-wide default time zone, C. Default language​
 Explanation:​
 Users can change their default language and time zone in their personal settings, but they cannot override 
organization-wide fiscal year settings or currency configurations, which are controlled by the administrator. 

A3: Answer: C. Login IP Ranges​
 Explanation:​
 Login IP Ranges restrict Salesforce access to specific IP addresses for a particular Profile. If a user tries to log in 
from an unauthorized IP address, they will be blocked. 

●​ Trusted IP Ranges allow users to log in without additional verification but do not restrict access. 
●​ Login Hours control when a user can log in but not from where. 

A4: Answer: B. Setup > Profiles > Login Hours​
 Explanation:​
 Login Hours are defined at the Profile level in Setup > Profiles > Login Hours. This restricts users to logging in 
only during approved times. 
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●​ Business Hours are used for service case escalations, not user login control. 

A5: Answer: B. It allows users to automatically share their data with others based on their position.​
 Explanation:​
 The Role Hierarchy in Salesforce grants record access upward to users higher in the hierarchy. It does not 
control field visibility (that's handled by field-level security) or object access (profiles control that). 

A6: Answer: C. Use permission sets to extend access​
 Explanation:​
 Permission Sets allow administrators to grant additional permissions to users without modifying their profiles. 

●​ Profiles control baseline permissions, but using permission sets is a best practice for flexibility. 
●​ Roles do not grant object-level permissions, they affect record-level access. 
●​ Grant Access Using Hierarchies allows data sharing but does not change object access. 

A7: Answer: A. It evaluates the security settings of the Salesforce organization, C. It provides a security score 
based on best practices.​
 Explanation:​
 The Health Check tool evaluates security settings against Salesforce best practices and assigns a security 
score. It does not automatically fix issues but provides recommendations. 

●​ Administrators must manually adjust settings based on the results. 

A8: Answer: A. The company wants users to log into Salesforce using their company email credentials.​
 Explanation:​
 Single Sign-On (SSO) enables users to authenticate with an external identity provider (e.g., Google, Microsoft 
Azure), so they do not need separate Salesforce credentials. 

●​ MFA (Multi-Factor Authentication) is a security layer, but it does not replace SSO. 
●​ Admin Login-As Feature is used for troubleshooting, not authentication. 

Object Manager and Lightning App Builder Practice Question​
 A1: Answer: D. Invoice​
 Explanation:​
 Invoice is not a standard object in Salesforce. Standard objects include Account, Contact, Opportunity, Lead, 
Case, Campaign, Quote, etc. Invoice must be created as a Custom Object. 

A2: Answer: B. Master-Detail Relationship​
 Explanation:​
 A Master-Detail Relationship is a strict parent-child relationship where the child record must have a parent 
record. Deleting the parent record also deletes the child records. 

●​ Lookup Relationship is a looser association where the child record can exist independently. 
●​ Junction Object is used for many-to-many relationships. 
●​ External Object connects to external databases. 
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A3: Answer: A. Formula​
 Explanation:​
 Formula Fields allow Salesforce to automatically calculate values based on other fields. Examples: 

●​ Total Price = Quantity * Unit Price 
●​ IF(Amount > 10000, "High Value", "Normal")​

 Other field types do not perform automatic calculations. 

A4: Answer: B. The parent record controls security and access to child records.​
 C. You can create roll-up summary fields on the parent object.​
 Explanation: 

●​ In a Master-Detail Relationship, the child record cannot exist without a parent record. 
●​ The parent object controls the security and access of child records (based on Role Hierarchy and Sharing 

Rules). 
●​ Roll-up summary fields can be created on the parent object to calculate values from child records (e.g., 

sum, count). 
●​ Lookup Relationship allows independent child record ownership. 

A5: Answer: A. Setup > Object Manager > Page Layouts​
 Explanation:​
 Page Layouts determine how fields, buttons, and related lists appear on a record page. They are configured 
under Setup > Object Manager > [Object] > Page Layouts. 

●​ Lightning App Builder is used for creating Lightning Pages, but it does not manage field organization 
within a record detail page. 

●​ Sharing Settings control data access, not page layouts. 

A6: Answer: B. It determines which fields appear in the record header in Lightning and mobile apps.​
 Explanation:​
 Compact Layouts determine which fields appear at the top of record pages in Lightning Experience and 
Salesforce Mobile App. They are used for displaying important summary information like "Name", "Phone", or 
"Status". 

●​ Page Layouts control the full field display, but Compact Layouts affect the record highlights. 

A7: Answer: A. To assign different Page Layouts to different users.​
 B. To allow different validation rules for different types of records.​
 Explanation:​
 Record Types allow Salesforce to configure different page layouts for different user groups and apply different 
validation rules based on business needs. 

●​ Security settings for sensitive fields are controlled by Profiles and Permission Sets, not Record Types. 
●​ Dashboards are independent of Record Types. 
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A8: Answer: A. Home Page, B. Record Page, D. App Page​
 Explanation:​
 Lightning App Builder allows creating: 

●​ Home Pages (default landing pages for users). 
●​ Record Pages (layouts for specific objects like Account details). 
●​ App Pages (custom pages with reports, dashboards, and components). 
●​ Visualforce Pages require custom Visualforce development, not Lightning App Builder. 

A9: Answer: B. Dynamic Forms​
 Explanation:​
 Dynamic Forms allow visibility control for fields and components based on record data or user roles. For 
example: 

●​ Show the "Approval Status" field only if the "Opportunity Amount" is greater than $10,000. 
●​ Page Layouts cannot dynamically change field visibility. 
●​ Validation Rules enforce data entry rules, not UI customization. 

Sales and Marketing Applications Practice Question​
 A1: Answer: B. Setup > Company Settings > Company Information​
 Explanation:​
 Salesforce stores company-wide settings (such as name, address, language, time zone, and fiscal year) under 
Company Information in the Company Settings section of Setup. 

A2: Answer: B. Setup > Profiles > Login Hours​
 Explanation:​
 Login Hours are defined at the Profile level in Setup > Profiles > Login Hours. This restricts users to logging in 
only during approved times. 

●​ Business Hours are used for service case escalations, not user login control. 

A3: Answer: D. Invoice​
 Explanation:​
 Invoice is not a standard object in Salesforce. The standard objects include Account, Contact, Opportunity, Lead, 
Case, Campaign, Quote etc. Invoice needs to be created as a Custom Object. 

A4: Answer: B. Master-Detail Relationship​
 Explanation:​
 A Master-Detail Relationship is a strict parent-child relationship where the child record must have a parent 
record. Deleting the parent record also deletes the child records. 

●​ Lookup Relationship is a looser association where the child record can exist independently. 
●​ Junction Object is used for many-to-many relationships. 
●​ External Object connects to external databases. 

A5: Answer: C. Use permission sets to extend access​
 Explanation:​
 Permission Sets allow administrators to grant additional permissions to users without modifying their profiles. 
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●​ Profiles control baseline permissions, but using permission sets is a best practice for flexibility. 
●​ Roles do not grant object-level permissions, they affect record-level access. 
●​ Grant Access Using Hierarchies allows data sharing but does not change object access. 

A6: Answer: B. To provide guidance and key fields for each stage of the sales process​
 Explanation:​
 Sales Path allows administrators to define guidance and required fields for each sales stage in the opportunity 
pipeline. 

●​ Page Layouts define the visual arrangement of fields, not the sales process. 
●​ Validation Rules enforce data input constraints, but do not provide guidance. 
●​ Forecasting is handled separately in Salesforce. 

A7: Answer: A. It allows sales reps to predict future revenue based on sales stages.​
 D. It can be adjusted manually by sales managers.​
 Explanation: 

●​ Forecasting helps sales teams predict future revenue based on opportunities in different sales stages. 
●​ Sales managers can manually adjust forecasts to reflect realistic expectations. 
●​ Quote syncing is a separate feature that ensures opportunity amounts match the latest quote. 

A8: Answer: A. To track how multiple marketing campaigns contribute to closing an opportunity​
 Explanation:​
 Campaign Influence helps marketers measure how different campaigns impact the success of an opportunity. 

●​ Example: A lead interacts with an email campaign, webinar, and trade show, and Salesforce tracks how 
each campaign contributed to the final deal. 

●​ It does not manage pricing, validation rules, or discounts. 

A9: Answer: C. Quote Templates​
 Explanation:​
 Quote Templates allow sales teams to generate PDF quotes that include product pricing, branding, and terms. 

●​ Opportunity Stages track the progress of deals, but do not generate documents. 
●​ Sales Path provides guidance but does not create documents. 
●​ Lead Scoring ranks leads but is unrelated to quotes. 

Service and Support Applications Practice Question​
 A1: Answer: B. Case Management​
 Explanation:​
 Case Management is used in Salesforce Service Cloud to track and resolve customer service requests. Cases 
help support agents manage customer issues efficiently and ensure timely resolution. 

●​ Leads track potential sales, not customer issues. 
●​ Campaigns manage marketing efforts. 
●​ Opportunities track sales deals, not service cases. 



 
 
 
 
 
 

            
 

AAAdemy | https://www.aaademy.com 
A2: Answer: B. To automatically reassign cases that are not resolved within a specified time​
 Explanation:​
 Case Escalation Rules automatically reassign cases or send notifications when a case remains unresolved 
beyond a certain time limit. This helps maintain Service Level Agreements (SLAs). 

●​ They do not increase case priority based on repeated calls (A). 
●​ They do not prevent customers from reopening cases (C). 
●​ They do not restrict status changes to managers (D). 

A3: Answer: A. Assignment Rules​
 Explanation:​
 Assignment Rules automatically assign cases to specific users or queues based on predefined conditions such 
as: 

●​ Case Type (e.g., technical issues go to the IT queue). 
●​ Case Priority (e.g., urgent cases go to senior agents). 
●​ Sharing Rules control record visibility, not case assignment. 
●​ Workflow Rules automate field updates and email notifications but do not assign cases. 
●​ Case Escalation moves cases based on time, not predefined criteria. 

A4: Answer: B. Cases remain in the queue until an agent manually claims them or an assignment rule applies​
 Explanation:​
 Case Queues hold cases until an agent picks them up or an assignment rule automatically assigns them. 

●​ Queues do not auto-assign based on role hierarchy (A). 
●​ Agents can view cases without claiming them permanently (C). 
●​ Cases in queues can still be escalated if they are not resolved in time (D). 

A5: Answer: B. Email-to-Case​
 Explanation:​
 Email-to-Case automatically creates a case from customer emails sent to a support email address. 

●​ Web-to-Case captures case submissions from a website form, not email. 
●​ Omni-Channel manages case routing, not email conversion. 
●​ Auto-Response Rules send automated replies but do not create cases. 

A6: Answer: A. Email-to-Case requires local software installation, while On-Demand Email-to-Case does not​
 Explanation: 

●​ Email-to-Case requires installing an agent on the company's network to process emails internally. 
●​ On-Demand Email-to-Case processes emails via Salesforce’s cloud service, without needing local 

software. 
●​ Both versions support attachments and create cases from emails. 

A7: Answer: A. Knowledge articles can be made available to customers through a public Knowledge Base​
 D. Knowledge articles can be linked to cases for faster resolution​
 Explanation: 
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●​ Knowledge Articles can be shared with customers via a public portal. 
●​ Articles can be linked to cases to help support agents resolve issues faster. 
●​ Not all articles require approval before publishing (this depends on configuration). 
●​ Customers can access articles if permissions allow it. 

A8: Answer: B. It automatically routes cases to the next available agent based on workload and skills​
 Explanation:​
 Omni-Channel Routing automatically assigns cases to available agents based on: 

●​ Agent Workload (ensuring fair distribution). 
●​ Skills-Based Routing (matching cases to qualified agents). 
●​ It does not prevent duplicate cases or limit to high-priority cases. 

A9: Answer: A. To track an agent’s availability for new cases​
 Explanation: 

●​ Presence Status allows agents to indicate if they are available, busy, or offline. 
●​ Salesforce uses this status to determine if an agent should receive new cases. 
●​ It does not automatically close cases or block queue assignments. 

Productivity and Collaboration Practice Question​
 A1: Answer: B. To provide real-time collaboration and communication within an organization​
 Explanation:​
 Chatter is Salesforce’s built-in collaboration tool that allows teams to share updates, collaborate on projects, and 
communicate in real time. 

●​ It does not replace email (C), but enhances internal collaboration. 
●​ External users can only access Chatter if granted permissions (A). 
●​ Chatter is not restricted to direct reports (D). 

A2: Answer: C. Unlisted Group​
 Explanation:​
 Unlisted Groups in Chatter do not appear in search results and are only accessible by invited members. 

●​ Public Groups (A) are visible to everyone in the organization. 
●​ Private Groups (B) are visible but require an invitation to join. 
●​ Restricted Group (D) is not a Salesforce term. 

A3: Answer: B. To tag users, records, or groups to draw their attention to a post​
 Explanation:​
 Using @Mentions in Chatter allows users to notify specific people or groups about a conversation. 

●​ It does not assign cases (C). 
●​ It does not track interactions for reporting (D), but users can see engagement activity in feeds. 

A4: Answer: B. Tasks represent to-do items without a specific time, while events have a scheduled date and time​
 Explanation: 
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●​ Tasks are used for reminders and follow-ups, without a set meeting time. 
●​ Events are scheduled meetings or appointments that have a start and end time. 
●​ Both tasks and events can be assigned to any internal users (C is incorrect). 
●​ Tasks can be used for any object, not just leads (D is incorrect). 

A5: Answer: B. Recurring Tasks​
 Explanation:​
 Recurring Tasks allow users to create tasks that repeat at specific intervals (e.g., every Monday). 

●​ Recurring Events (A) are used for scheduled meetings, not tasks. 
●​ Event Reminders (C) only notify users but do not create recurring records. 
●​ Calendar Sync (D) integrates external calendars but does not create tasks. 

A6: Answer: C. To synchronize Salesforce events with external calendars​
 Explanation:​
 Salesforce Google Calendar and Outlook Integration allows users to sync Salesforce events with their personal 
calendars, ensuring consistent scheduling. 

●​ It does not replace Activities (A). 
●​ It does not delete events automatically (B). 
●​ It is not designed for email campaigns (D). 

A7: Answer: A. By creating a Kanban board in List Views​
 Explanation:​
 Kanban View is a visual representation of records (e.g., Opportunities) that allows users to drag and drop 
records between stages. 

●​ Chatter polls (B) are for surveys, not tracking. 
●​ Quick Text (C) is for pre-written messages, not visual tracking. 
●​ Following records in Chatter (D) provides updates but does not offer visualization. 

A8: Answer: A. To automate repetitive tasks for efficiency​
 Explanation:​
 Macros allow users to perform repetitive actions automatically, such as closing a case or sending a follow-up 
email. 

●​ They do not create record types (B). 
●​ They do not update sharing settings (C). 
●​ They do not synchronize data across objects (D). 

A9: Answer: A. Quick Text​
 Explanation:​
 Quick Text allows users to store and reuse pre-written messages in emails, cases, and chat conversations. 

●​ List Views (B) are for filtering records. 
●​ Case Escalation (C) automates case reassignment, not messaging. 
●​ Chatter Announcements (D) are for company-wide messages. 
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Data and Analytics Management Practice Question​
 A1: Answer: B. Data Import Wizard​
 Explanation:​
 Data Import Wizard is best suited for small-scale data imports (under 50,000 records) and provides a 
user-friendly interface for mapping fields. 

●​ Data Loader (A) is used for large-scale operations (up to 5 million records). 
●​ Mass Transfer Records (C) is for transferring ownership of existing records, not importing new ones. 
●​ Scheduled Data Export (D) is for exporting, not importing. 

A2: Answer: B. It allows scheduling data imports and exports​
 Explanation:​
 Data Loader supports scheduling for automatic data imports and exports, making it ideal for regular bulk data 
processing. 

●​ It does not insert metadata (A)—it works with records only. 
●​ It does not have built-in duplicate detection (C)—this is handled separately by Duplicate Rules. 
●​ Data Import Wizard (D) has a user-friendly graphical interface for field mapping. 

A3: Answer: A. To prevent duplicate records from being created​
 Explanation:​
 Duplicate Rules prevent users from creating or importing duplicate records based on Matching Rules (such as 
checking email or phone numbers). 

●​ Salesforce does not automatically merge (B)—users must manually merge duplicates. 
●​ It does not delete duplicates (C) but only flags them. 
●​ It does not transfer ownership of duplicates (D). 

A4: Answer: B. The "Merge Contacts" button on the contact record page​
 Explanation:​
 Salesforce allows merging duplicate records manually via the Merge Contacts, Merge Accounts, or Merge Leads 
buttons. 

●​ Data Loader (A) does not support merging—it only inserts, updates, or deletes records. 
●​ Reports (C) can help find duplicates but cannot merge them directly. 
●​ Data Import Wizard (D) does not provide a merge function. 

A5: Answer: B. Summary Report​
 Explanation:​
 Summary Reports allow grouping by a field (e.g., Sales Stage) and displaying subtotal values (e.g., Total 
Revenue per stage). 

●​ Tabular Reports (A) provide only a simple list—no grouping. 
●​ Matrix Reports (C) allow grouping by both rows and columns, which is unnecessary in this case. 
●​ Joined Reports (D) are used to compare data from multiple report types. 

A6: Answer: B. It combines multiple report types for cross-object analysis​
 Explanation:​
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 Joined Reports allow administrators to combine data from different report types into one report, making it ideal 
for cross-object analysis. 

●​ Grouping data into multiple levels (A) is done in Summary and Matrix Reports. 
●​ Salesforce reports refresh when opened, but they are not real-time (C). 
●​ Joined Reports do not replace other report types (D). 

A7: Answer: C. Store the report in a public folder​
 Explanation:​
 Only reports stored in a public or shared folder can be used in dashboards. 

●​ PDF conversion (A) is unnecessary—dashboards use live data. 
●​ Filters (B) are optional but not required. 
●​ Sharing via Chatter (D) does not affect dashboard availability. 

A8: Answer: B. It allows users to see data based on their own access permissions​
 Explanation:​
 Dynamic Dashboards enable users to view dashboard data according to their own permissions—instead of 
seeing a fixed dataset. 

●​ Dashboards update when opened, not every 5 minutes (A). 
●​ Merging multiple reports (C) is done in Joined Reports, not dashboards. 
●​ Filters (D) can be modified in standard dashboards. 

A9: Answer: C. Pie Chart​
 Explanation:​
 A Pie Chart is best for comparing total revenue across different regions. 

●​ Metrics (A) display single values, not comparisons. 
●​ Tables (B, D) show detailed data but not visual trends. 

Workflow/Process Automation Practice Question​
 A1: Answer: A. When a record is created or updated​
 Explanation:​
 Workflow Rules trigger when a record is created or updated, but not when deleted. 

●​ They do not require manual execution (D). 
●​ Process Builder or Flow should be used for more complex automation needs. 

A2: Answer: A. Workflow Rule​
 Explanation:​
 A Workflow Rule is best for simple automation like sending an email when a condition is met. 

●​ Process Builder (B) and Flow (C) are better for complex logic. 
●​ Approval Processes (D) manage approval requests, not automated emails. 



 
 
 
 
 
 

            
 

AAAdemy | https://www.aaademy.com 
A3: Answer: B. Send email alerts, C. Update fields​
 Explanation:​
 Workflow Rules support only four actions: 

1.​ Field Updates 
2.​ Email Alerts 
3.​ Task Assignment 
4.​ Outbound Messages 
●​ They cannot create records (A) or invoke Apex code (D). 

A4: Answer: A. It can update related records, B. It can create records​
 Explanation:​
 Process Builder offers more functionality than Workflow Rules, including: 

●​ Updating related records (A) (e.g., updating all contacts when an account is changed). 
●​ Creating new records (B) (e.g., creating a follow-up task when an opportunity closes). 
●​ Workflow Rules execute first (C is incorrect). 
●​ Process Builder supports multiple actions (D is incorrect). 

A5: Answer: B. Automatically updating the "Total Revenue" field when a related opportunity is updated​
 Explanation:​
 Process Builder is required for cross-object field updates (e.g., updating an account’s "Total Revenue" when an 
opportunity closes). 

●​ Workflow Rules (A, C, D) can handle simple field updates, emails, and tasks, but not cross-object 
updates. 

A6: Answer: C. Flow​
 Explanation:​
 Screen Flows provide a user interface to guide users through multi-step data entry. 

●​ Workflow Rules and Process Builder do not offer screens (A, B). 
●​ Approval Processes (D) handle approvals, not user interactions. 

A7: Answer: A. Flow can update fields on unrelated records​
 Explanation:​
 Flow allows updates on unrelated objects, while Process Builder only supports related objects. 

●​ Flow requires more setup complexity (B is incorrect). 
●​ Flows can run in the background or require user input (C is incorrect). 
●​ Process Builder is being phased out, and Flow is the new standard (D is incorrect). 

A8: Answer: B. A Flow that is automatically triggered based on a specific time interval​
 Explanation:​
 A Scheduled Flow runs automatically at predefined time intervals, such as every night or once a month. 

●​ It is not manual (A). 
●​ Record-triggered flows run on record updates, not scheduled times (C). 
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●​ Approval Processes use a separate mechanism (D). 

A9: Answer: A. It can assign a record to multiple approvers sequentially​
 Explanation:​
 Approval Processes support multi-step approval chains, where records must be approved in sequence. 

●​ Approval Processes can have multiple steps (B is incorrect). 
●​ They can send email notifications (C is incorrect). 
●​ Records are locked during approval (D is incorrect). 

A10: Answer: C. Approval Process​
 Explanation:​
 Approval Processes are designed for multi-level approvals, such as requiring manager approval for high 
discounts. 

●​ Workflow Rules and Process Builder do not handle approvals (A, B). 
●​ Flow can be used but is more complex than using an Approval Process (D). 
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