salesforce admin exam cheat sheet

salesforce admin exam cheat sheet serves as an essential resource for individuals preparing to
become certified Salesforce administrators. This cheat sheet consolidates key concepts, best practices,
and critical information needed to pass the Salesforce Admin Certification exam efficiently. Covering
topics such as Salesforce platform basics, user management, security, automation, and reporting, this
guide aims to streamline study efforts and boost confidence. Candidates can leverage this
comprehensive summary to reinforce their understanding of Salesforce functionalities and exam
objectives. The cheat sheet also highlights common exam question themes and tips for time
management during the test. By mastering the outlined areas, aspiring administrators can demonstrate
proficiency and readiness for real-world Salesforce administration challenges. The following sections

provide a detailed breakdown of exam topics and essential points to remember.

¢ Salesforce Platform Fundamentals

e User and Data Management

e Security and Access

¢ Automation and Process Management

¢ Reports and Dashboards

e Change Management and Deployment



Salesforce Platform Fundamentals

Understanding the Salesforce platform's core components is critical for the Salesforce admin exam
cheat sheet. This section covers the architecture, standard objects, and the Salesforce data model.
Candidates must be familiar with how Salesforce organizes data, including objects, fields, and

relationships such as lookup and master-detail. Additionally, understanding the difference between

Salesforce editions and licenses is important for tailoring solutions to specific business needs.

Salesforce Objects and Relationships

Salesforce standard objects include Accounts, Contacts, Leads, Opportunities, and Cases. Custom

objects allow for tailored data storage. Relationships define how records connect:

» Lookup Relationship: A loose link between objects that allows for optional parent-child

connections.

» Master-Detail Relationship: A tight bond where the detail record inherits security and deletion

behavior from the master record.

Salesforce Editions and Licenses

Different Salesforce editions provide varying levels of functionality and customization. Common editions
include Essentials, Professional, Enterprise, and Unlimited. Licenses determine user permissions and

access to features, influencing how an admin manages users and data.

User and Data Management

Effective user and data management are fundamental topics in the salesforce admin exam cheat



sheet. This section focuses on creating and managing users, roles, profiles, and data import/export
tools. Admins must understand how to maintain data quality and ensure proper user access based on

organizational requirements.

User Setup and Profiles

Profiles control user permissions and access to objects, fields, and applications. Each user is assigned
one profile that dictates baseline capabilities. User creation involves assigning appropriate roles and

profiles to align with job functions.

Roles and Role Hierarchy

Roles influence record-level access by defining a hierarchy in the organization. Users higher in the role
hierarchy inherit access to records owned by those below them, supporting data visibility aligned with

organizational structure.

Data Management Tools

Admins use various tools to manage data effectively:

e Data Import Wizard: User-friendly tool for importing standard and custom object data.

* Data Loader: Advanced utility for bulk data operations including insert, update, delete, and

export.

* Mass Transfer Records: Feature to reassign ownership of multiple records efficiently.



Security and Access

Security is a cornerstone of Salesforce administration and a major focus in the salesforce admin exam
cheat sheet. This section highlights how to secure data by managing profiles, permission sets, sharing
rules, and organization-wide defaults (OWD). Understanding these concepts ensures users have

appropriate access without compromising sensitive information.

Profiles and Permission Sets

While profiles set baseline permissions, permission sets grant additional privileges without changing

profiles. Combining these allows admins to provide flexible access control.

Organization-Wide Defaults (OWD)

OWD settings define the default record access level for all users in the organization. Options include
Public Read/Write, Public Read Only, and Private. Setting OWD to Private is a common best practice

to enforce strict data security.

Sharing Rules and Manual Sharing

Sharing rules automate record sharing based on criteria or ownership to extend access beyond OWD

settings. Manual sharing allows users to share individual records on a case-by-case basis.

Automation and Process Management

Automation tools optimize business processes and reduce manual effort. This part of the salesforce
admin exam cheat sheet covers Workflow Rules, Process Builder, Flow Builder, and Approval

Processes, which are essential for streamlining operations within Salesforce.



Workflow Rules

Workflow rules automate standard internal procedures such as sending email alerts, updating fields,
creating tasks, or outbound messages based on record criteria. They are straightforward but have

limitations compared to newer tools.

Process Builder

Process Builder builds on Workflow capabilities by enabling multi-step and more complex automation.

It supports creating and updating related records and invoking Apex code.

Flow Builder

Flow Builder is the most powerful automation tool, supporting screen flows for user interaction and
autolaunched flows for backend processes. Understanding flow types and their use cases is critical for

the exam.

Approval Processes

Approval Processes automate the routing and approval of records based on defined criteria, enabling

systematic validation and authorization within business workflows.

Reports and Dashboards

Salesforce reporting and dashboards provide actionable insights from data. This section of the
salesforce admin exam cheat sheet focuses on report types, filters, dashboard components, and best

practices for data visualization and sharing.



Report Types and Formats

Standard and custom report types define the data available for reports. Report formats include

Tabular, Summary, Matrix, and Joined, each serving different analytical needs.

Filters and Bucketing

Filters refine report data based on field values, while bucketing groups data into categories without

creating formula fields. Both are essential for meaningful data segmentation.

Dashboards and Components

Dashboards display multiple reports visually using charts, gauges, tables, and metrics. Components

can be configured for real-time monitoring and data-driven decision-making.

Change Management and Deployment

Managing changes and deploying configurations across environments is vital for maintaining
Salesforce integrity. This section details best practices and tools involved in sandbox usage, change

sets, and deployment strategies.

Sandboxes and Environments

Sandboxes provide isolated environments for development, testing, and training without affecting

production data. Types include Developer, Developer Pro, Partial Copy, and Full Sandbox.



Change Sets and Deployment Tools

Change Sets enable admins to migrate metadata changes between connected Salesforce orgs. For
more complex deployments, tools like the Salesforce CLI and third-party solutions provide additional

flexibility.

Version Control and Best Practices

Implementing version control systems and following deployment best practices minimize risks and
ensure smooth release cycles. Proper documentation and testing are integral to successful change

management.

Frequently Asked Questions

What is a Salesforce Admin Exam cheat sheet?

A Salesforce Admin Exam cheat sheet is a concise study guide that summarizes key concepts,

features, and best practices needed to prepare for the Salesforce Certified Administrator exam.

Is using a cheat sheet allowed during the Salesforce Admin
certification exam?

No, using any unauthorized materials, including cheat sheets, during the Salesforce Admin certification

exam is strictly prohibited and can result in disqualification.

What topics are commonly covered in a Salesforce Admin Exam cheat

sheet?

Common topics include Salesforce security and access, data management, automation tools like

Workflow and Process Builder, reporting and dashboards, and user setup and management.



Where can | find a reliable Salesforce Admin Exam cheat sheet?

Reliable cheat sheets can be found on official Salesforce resources, reputable training websites,

Salesforce community forums, and from certified Salesforce instructors.

How can a cheat sheet help in Salesforce Admin exam preparation?

A cheat sheet helps by providing quick reference to key concepts and configurations, aiding in revision

and reinforcing important topics before the exam.

What are some effective study strategies alongside using a cheat
sheet for the Salesforce Admin exam?

Effective strategies include hands-on practice in a Salesforce sandbox, taking official Trailhead

modules, reviewing exam guides, joining study groups, and taking practice exams.

Additional Resources

1. Salesforce Admin Exam Cheat Sheet: Your Ultimate Study Guide

This book offers a comprehensive overview of all the essential topics covered in the Salesforce
Administrator certification exam. It includes key concepts, exam tips, and quick reference charts to
help candidates efficiently prepare for the test. The cheat sheet format is designed for last-minute

revision and quick recall of important information.

2. The Salesforce Admin Certification Study Guide

A detailed guide that walks readers through the Salesforce Admin exam objectives with practical
examples and step-by-step instructions. It covers data management, security, automation, and
reporting, providing hands-on exercises to reinforce learning. This book is ideal for both beginners and

those looking to refresh their knowledge before the exam.

3. Mastering the Salesforce Admin Exam: Tips and Tricks



Focused on exam strategy, this book shares proven tips and tricks to tackle the Salesforce Admin
certification efficiently. It includes practice questions, mnemonic devices, and time management advice
to boost confidence and improve test performance. Readers will find useful insights to avoid common

pitfalls and maximize their scores.

4. Salesforce Admin Exam Prep: The Cheat Sheet Companion

Designed as a companion to main study materials, this cheat sheet book condenses complex topics
into easy-to-understand summaries. It highlights key Salesforce features, configuration settings, and
best practices essential for the exam. The concise format makes it perfect for quick study sessions

and on-the-go review.

5. Essential Salesforce Admin Concepts: A Cheat Sheet Approach

This book breaks down critical Salesforce Admin concepts into bite-sized sections that simplify the
learning process. It emphasizes core areas like user management, security controls, and automation
tools with clear examples. The cheat sheet style aids retention and offers a handy reference for exam

day.

6. The Quick Guide to Passing Salesforce Admin Certification

A practical and focused guide that zeroes in on the most frequently tested topics in the Salesforce
Admin exam. It provides summary notes, exam-taking strategies, and real-world scenarios to help
candidates understand application of knowledge. This book is perfect for those seeking a swift yet

thorough review.

7. Salesforce Admin Exam Flashcards and Cheat Sheets

Combining flashcards with cheat sheets, this resource offers an interactive way to memorize important
Salesforce Admin facts. It covers terminology, process automation, data modeling, and security
features in a concise format. Ideal for visual learners, it supports active recall and self-testing to

enhance preparation.

8. Passing the Salesforce Admin Exam: A Step-by-Step Cheat Sheet

This guide provides a sequential approach to mastering the exam content, breaking down each



domain into manageable parts. It includes checklists, key definitions, and diagrammatic summaries to
clarify complex topics. The methodical layout helps candidates build confidence and systematically

cover all exam areas.

9. Salesforce Admin Certification Made Easy: Cheat Sheet Edition

This book aims to simplify the exam preparation process by focusing on the most critical points
needed to pass. It offers concise explanations, useful shortcuts, and practical advice tailored to the
Salesforce Admin exam format. Readers will benefit from streamlined content that saves time and

enhances understanding.
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