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Best Practice Overview
Many customers, for one reason or another, want to prevent their sales reps from modifying opportunities after a certain point.  The following represents a common scenario, and a guide on how to achieve this objective.
Business Drivers

Some customers want to be able to lock down opportunities from their sales reps once the stage/probability reaches a certain percentage (in this scenario, the probability is 90%)  Following this, the only ones who can actually close/edit the opportunity is whatever team/individual you identify via a custom profile (in this scenario, it’s the Finance team)
Salesforce Edition(s)
Enterprise Edition, Unlimited Edition
Alternative Options

You could use this as a guide to locking other records within the application.
Skill Level Required
Someone who understands the following functionality and how each interact with one another.
- Security model

- Record Types

- Workflow

- Validation Rules
Prerequisites 
Must be on Enterprise or Unlimited Edition
Detailed Implementation Steps

LOCKING OF OPPORTUNITIES
Business Case:  Customer wants to be able to lock down opportunities from their reps once the stage/probability reaches 90%.  Following this, the only ones who can actually close/edit the opportunity is their Finance team.
1.    Create 2 custom profiles:

- one for sales reps who will not be able to edit opportunities beyond 95%

- one for group/user who will be responsible for editing opportunities to close
2.  Create your locked opportunity page layout:  
- this is where you will make your non-required fields read-only.  That is, every field with the exception of Stage, Probability, and Close Date as these fields are automatically required with the application (and can not be made read-only)
3.  Create a new Record Type:
- you will want to create this for the reps, and may want to call this your “locked record type”
- when creating your new record type, remember to only assign the locked record type to the rep’s custom profile as your last step.  You may also want to assign the locked record type to any other profiles that should not have opportunity edit access - Setup > Manage Users > Opportunities > Page Layouts > Page Layout Assignment > Edit Assignment > beside your rep’s custom profile (and any other you want to include), highlight your locked opportunity record type and select your locked opportunity page layout from the drop down.  
4. Remove your new Locked Record Type from the rep’s view (just so they can’t see that you’ve created a record type that’s locked from them):
- Manage Users > Profiles > select your rep’s custom profile > go down to the Record Type Settings section and select Edit for Opportunities > remove your locked record type from the selected record types box
5. Create a new workflow rule:
- rule name = lock opportunity at 90%
- rule criteria = opportunity: stage (or probability) > equals > whatever your 90% stage or probability is
- object = opportunity
- trigger type = when a record is created, or when a record is edited and did not previously meet the rule criteria (first option)
Now, create your workflow action as next step > add action workflow > new field update 
- object = opportunity
- name = change to locked record type/page layout
- field to update = opportunity record type
- field data type = record type
- field value = locked opportunity

6. Create a validation rule for the standard required fields (Stage, Probability, and Close Date:


- Setup > Opportunities > Validation Rules > New

- Please review the sample formula syntax below for guidance.  In this example, the formula is saying that if either the Probability, Stage Name or Close Date is changed AND the record type is the locked record type, display the error message.

[image: image2.png]Opportunity Validation Rule - Salesforce - Enterprise Edition - Windows Internet Explorer

() v | tpsifinad.salesforce.com/034S0000000ER As?setupid=OppartuniyValidations a8 Live Search

Bl Edt Gew Favortes Took e
Lk ) Custonize ks G Google ) president’s Choce il home 2] Router Seup 8]0 Cansda Trust L] e New Zesland Herad

P 40 [ opporturty oldaton e Sdesorce -Entarprie .. | ] & - @ [ age + i Taok +

571 Pop-up blocked. To see s pop-up or addtional opions lick here, x
Campaigns | Accounts | Contacts | Opporiuniiies | Products | Forecasts | Reports | Dashboards | Contracs | Cases [ Solutons &)

Personal Setup
@ My Personal Information
@ Email

@ Import

@ Desktop Integration

Back to Opportunity Validation Rules

Rute ame Cannot_change_locked_oppty  Actve
Error Conditon Formula AND(
App Setup @3
ISCHANGED( Probability ),

& Customize ISCHANGED( StageName),

@ Tab Names and Labels ISCHANGED( CloseDate )

Home )

B SRecordType Name =Locked Opportuniy”

® Campaigns )

s This oppty s locked you cannot  Error Losation Top of Page
update it! Please Cancel any
@ Accounts changes o proceed.
& Contacts prevent users from editing Stage, Probailty and Close Date on locked oppty
& Orportunites Admin User 1610572007 1032 ModifiecBy  Admin User, 25052007 1:50 P

A

Validation Rules
Contact Roles B0

<
# oore (3 @ neernet o





7. Update the appropriate user profiles so they do not have the ability to delete opportunities from anywhere in the application (if you do not do this, your reps will still be able to access the opportunities from the related list at the account level and delete them from there)
**Another thing to make sure is that both the sales rep’s role and the role for the group/user responsible for editing opportunities to close can access each other’s data.  Thus, you may need to create a sharing rule where you share data owned by members of your sales role with members of the role belonging to the group/user who can edit opportunities beyond 95%

End result:  once a rep’s opportunity reaches the 90% stage/probability, they will no longer be able to edit or delete the opportunity record.  However, because of the page layout assignment(s) the Finance person, or team, will now be the only ones able to Edit and Delete opportunities.
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