Reporting in SFDC — Create reports in SFDC
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Overview

In this section, you will find information about how to create a report in

SalesForce.

Concerned profiles:
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Step By Step

Creatin

ga
Report
*David
wants to
prepare a
report so he
goes to the

tab Reports.

*David clicks
on New
Report.
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Selecti
ng the
Report
Type

*David is tra
nsferred to
the Create
New Report

page.

*Now he
can choose
from a
number of
Report
Types

*As David
wants to
create an
Opportunity
report, he
types
“Opportuniti
es” in the
search box.
*He is
presented
with the
search
results: all
reports with
Opportunitie
s in the title.

*Then, he
selects
Opportunitie
s from the
search
results list.
*David
clicks on
the Create
button.
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Familia
rizing
with
the
Report

page
*David has
opened the
page where
he can start
creating his
new Report.

*The page
consists of
3 parts: a
panel to
add fields,
filters and
the preview
of the result

Adding
fields
to his
Report

*First,
David will
clean all of
the fields
that he
does not
need. As he
wants to
make a
Report on
Closed
Opportunitie
s by
Opportunity
Owner he
will only
keep the
Opportunity
Name,
Opportunity
Owner,
Account
Name,
Closed
Date,
Probability
and the
Stage.

*He drags
and drops
the fields
from and to
the Fields
Panel to
add or
remove
them.
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results

Panel to find
fieldsto be
included in the
report
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*Another
way of
adding
fields is by
double-
clicking on
the fields.
*David
searches
for and
double-
clicks on
the
Expected
Yearly
Revenues
field to add
it
automaticall

y.

Familia
rizing
with
the
filters

*Now that
the report
includes all
the fields
David
wanted, he
will refine
the output
by applying
filters. He
would like
to get only
the
weeklies
from the
Happy
Chocolate
account.

*He goes to
the filter
zone and
there he
has some
options to
choose
from.
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Show: All
opportunities.

Enables you to choose
all the Opportunities you
have access fo, only the
ones from your team or
only your Opportunities.

eld [lose Date

add filters, click Add.
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Date field.
Allows you to
quickly make some
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dates
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Groupi
ng the

Report
by field

«David
wants to
group the
Report by
Opportunity
Owner.

«In order to
do this, he
clicks on
the arrow
next to the
Opportunity
Owner field
and clicks
on Group
By This
Field.

«David can
see the
result in the
Preview
section.

Saving
the
Report

«David sees
that the
report is
correctly
created.
*Now, he
would like
to save it in
order to be
able to re-
run it later.
*He clicks
on the Save
button.
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*The Save
Report
window
opens and
David will
enter a
Report
Name and
select a
folder to
save the
report in.
«It's always
recommend
ed to save
the report in
the folder
“My
Personal
Custom
Reports”
before
saving it
into another
shared
folder
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*David
enters
“Closed
Opportunitie
s by
Owner” as
the Report
Name.
*He
chooses
where the
report
should be
saved. He
selects the
Report
Folder “My
Personal
Custom
Reports”.
*Then he
clicks Save.

Exporti
ng the
Report
to an
excel
file
*Now,
David
would like
to export
the report
into an
excel file
*He clicks
on Run
Report to
run the
report on
the whole
database
(please
note the
preview is
not always
complete, it
is limited to
a number of
lines).
*Then
David clicks
on the
button
Export
Details.

*He is
transferred
to a new
window
called
Export
Report.
*He clicks
on the
Export
button.
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From Ty
Show Ceportundy Slatus Frobabildy
Al cppeniises v vy = L =

il Agarwal | Wiajtisch

BwmRepori = | Hide Deisdls | | Cusiomize | Save | Save As | Deleie mmmnmm

[ cme

w50 | Eben Ye | Emy Yanapizawa | Fanny Milesi | Frangoise Coussy |
Owechiwiaki

Filtared By: Eot
Sage equals 3 - Closed Lost.d - Closed Won, 5 — Closed LestS — Closed Won Claar

Grouped By:  Opportendy Cwweed
Sorted By | Opportuniy Gwner + | v

Opportunity Name Actoust Hamve Expected Yearly Revenves
Oppoatunity Gwner: Achim Pleder (1 record)

Tukpedes ioe Cubes Euchs Anfarcica 888895
Dippoatemity Owmer Algrandre Guimalaes (2 records)

WHEELS FOR PLANTER IMAZA PLANTIO DIRETO 200000
ESPRAYERS IMPLEMENTOS ACRICOLAS N 28, 0,00

Oppetenity Crwmier: AMaud Ditdwil |3 ecords)

€ Closed Opportunities by Owner

ZROATES

200415
TS2015

00 %

00 %
00 %

& = Closed Won

5 — Gz Won
5 = Closad Won

Export Report

Export File Encoding l 1S0-8859-1 (General US & Westem European. ISO-LATIN-1) =

Export File Format l Excel Format xis -




Viewing
the
Report
in the
excel
file

*He now
has an
excel file
with all the
data
available

from
Salesforce.

Exporti
ng the
Report
to an
excel
file
*David can
also get a
printable
view of his
report. For
this, he
clicks on
Run Report
to run the
report on
the whole
database.
*Then
David clicks
on the
button
Printable
View.

Viewing
the
Report
in the
excel
file

*The result
is a more
presentable
table to
print or
show, but
less easy to

work with in
Excel.

PrpertA MBS, [Rend Ondy] - Excel

Il o rein sciwour  sommus  oana ReEw  viw

‘:,;W catne TR ) G ™

B0 gy copy -

P .,:_rm Eru- 2 5-4- ElT &8 Evogesicow - T-% 0 Mewanal

Ootang s Fane s igempnt Number
a1 - X« fr  opportunity Name
A 5 c ] e v [

1 -1 Expected Youly Rirvess: - Cloe Da - Sage -

2 Fuch 888,55 121082015 20057 Elosedd Wiom Achim Blaiflar

3 NTER 2000 30/04/2018 300 57 Cleped Wem Alusandre Guimarans
4 seRATIRS IMPLEMENTOS AGRICOUAS JAN 3.4, 0 1/os/2008 30057 Chrved Won Alwxandre Gumaraes
5 | Maw pebyme for cables BAYER 545 France 2000 20/04/205 30057 Chrned Wen Armaud Denewat

& Finamest BALF Franen 00000 6/06/2005 20057 Closed W Araud Danewat

7 |TestABE - Opp BAYER SAS France 2060 28/35/2015 200 3 2 Chebed Wee Arnaud Deniwt

& testiy BAYER SAS France 30000 17/04/2015 100 37 Cloed Wem Ashish Thwan

# | UMICORE Ha82 UMICORE S.A. / NV 00000 12/06/2015 & 32 Choned Lost  Caling Van Vikendaren
w ) 5000 30/06/2005 ©57CKkueaLoR Colne Van Vikenseren
11 nest a0 nestew ES0000 15/06/2005 200 3 2Cheped Wee Coling Van Viisndiren
12 Bealice MALAYSLAN HEWSPRINT INDUSTRIES 4300 T/08/2008 200 5 2Ckeped Wea Coling Van Viisndéren
3 a0 28/08/2015 100 5.3 Closed Wi Eckan bisege.

14 Jiguaec 500 PRG Parss 3es0500 23/08/2008 100 2 Closed Wae Elona lonescu

15 | BG Mowth Wash 2016 Procter & Gamble Shanghai plant 3000000 1/07/2005 100 32 Cloved Won Ellen Ye

PPy —— BASF Shanghas Plant 3000000 29/06/2015 100 52 Closed Wen Ellen Ye

] 5000 24/06/2015. 100 52 Closed Won Ellen e

12 | Meew product develcomant with ABC  ABC 26000 11/08/2006 ©52Ckeed Lost Ellen e

13 | Mahle 2018 contract Miahla Bt CR5 test 1 5840 11/05/2015 10037 Closed Wen Emy Vanagizswa
20 | Mew Lubricants L 100 31/05/2015 @52 Closed Lost  Fanewy Mibess
21 Briquest price update £ 500 13/05/2015 1003 7 Closea Won Faney Mt
22 Flame retardant for dloth Geargia Cie S0 18/03/2015 10057 Closed Won Faney Mibess
23 INNOVATION Siemans M3 31/05/2016 05 Closed Lot Frangoise Coussy
24 laguae 2018, PEG Coubevose 2500 22/08/2015 100 5 2 Closed Won Gabeiel Rtz
Ed s JENCE 00000 B/03/20L5. 1003 7 Closed Won lingséing Hu
26 P MMES Shampoose Rhodoline Test P 20000 23/03/2013 100 5 P Closed Won Marika Macchia
27 TEST mmerp BAYER CROPSCIENCE SRL 1000 3Y06/2003 ©57Closed Lost Marska Macchia
28 Application for Rhodaline PEG Aubervilliers 2300 22/03/200% 05 7 Closed Lost Manka Macchia
2 appmma TestMM & 30000 11052013 100 3 P Chesed Won Muariks Macchia

30 | MO Application xy: Test MM 10 30000 12/03/2013% 100 5 P Closed Won Mariks Macchia
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& Closed Opportunities by Owner

Report Generation Status:  Complete

‘Achim Pleifier | Marandre Guimaraes | Amawd Denewed | Ashish Thean | Celng Yan Wiasnodesen | Ecian Merge | Elna lonesou | Elen Te | Emy Yanapeawa | Fanny Milesi | Frangoise Coussy |
Rgenar Hawrigl | R Rl | Rodoso Romero | Ronaide Cancopo | Sary lams | vedran Midualic | Vipol Aganwal | Woxssdh Oraachowsin
Reporl Options:

[ Oppostunity Cwner: Achim Plefies {1 record)

Tekaeder lop Cubes Fuchs setarica
[ Opportunity Owner: SHIANGN GUTIACEES (7 16Corts)
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100% 3~ Closed Won.

 Time Frame
Bummarnze informatian by Ciabe Fipid Range
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Rw Repori * | Fade Dedalls | Cosiomize  Save | LeveAs | Delede Imm I‘wuim Subisc e
e——

Fitared By: Edi

Hage equali 3 - Cloted LosL3 - Closed Won,5 - Closed LosL5 - Closad Woa Cles

Grouped By Opgeortumity Owmnar

Soried By: | Opportenity Owear ¢ | =

Opportumaty Hamec Account Mame Expected Yearly Revenves Close Date Probabiliny (%] Jesge

100 % 5= Closed Waon

100% 5 - Cloped Won
100% 5 =Closed Won
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- £ Gl Filter~ et~
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Subscri
bing to

€ My Visit Report

Report Generation Status: Complete
a report part ¢
+David Report Options:
wants to Time Frame
receive Summarize information by: Show Diate Flekd Range
automaticall Account: Accourt Name ¥ | [y visit reports b Created Date v | | Custom
y the report From I
by email.
To achieve
this, he Run Report * | Hide Details| Customize | Save | |SaveAs | Delete | Printable View  Export Details| |Subscribe|
clicks on —
Subscribe.
Grouped By: Account: Account Hame Subject
Sorted By: | Account: Account Name t |w| » | Subject t+ v
Date of the Visit Contact: Full Name
L Account: Account Name: CENTRAL GLASS CO LTD, (1 record)
Subject: Business Review (1 record)
2010472016  Kaogn ABE
Grand Totals (1 record)
Chack rows o filter, then drill down by: | ~None-- * | | Dvill Down
Report Subscription | save | | save & Run Now | | Cancel

When you subscribe fo a report, you can define the set of conditions fo meet before sending a notification,
and choose how and when to be notified. Make sure to save any changes to your report before subscribing.

Conditions  § Aggregate Operator Value

Type Notify me: ® Eyery time conditions are met

) Only the first time conditions are met He could define a

set of condition to
meet before sending

hione= A e al | D@ the report.
i Freq Y O Every Y
_ Daily Then he sets the
® Weekly frequency of the
Time [10:00 ¥ | sending.
Day |vendredi v |

Actions | i [-) Send Salesforce1 Notification e IS e
) Postto Chatter Feed / oI el
¥ Send Email Notification

|=J Execute a Custom Action | —None - v

Preview
Alert: The conditions in My Visit Report' have been met hifosisolvay-crm--UAT.cs87.my.salesforce.comDOOBEO00000Ji5X

‘Active Concurrent Users'is equal fo 500.
Average Session Minutes'is 23 and is greater than 20.

Finally he checks that the
\ schedule is active and saves.

Save | | Save & Run Now | | Cancel




Wantin
gto

e

* PDCR - Data creation/month - Accounts

Schedul Report Generation Status: Complete
Report Options:
e a Time Frame
t Summarize information by Show Date Field Range
repor Created Date v | [Allusers v Chatter Adoption Stage Modified Date ¥ | | Current FQ hi
i From To

.
kv 01/04/2018 30/06/2016
wants to
receive
automaticall Run Report ™ | | Hide Details| Customize | Save | Save As | Delete| |Printable View |Export Details| | Subscribe
y the report Run Report Now
by email. Schedule Future Runs...

f Tftered By: T
TQ achieve GBU notequal to Clear
this, he AND Profile: Name does not contain admin Clear
clicks on AND Created By: Full Name does not contain admin Clear

i AND Created By: Full Name does not contain Brahmanayagam Claar
Subscribe. AND Created By: Full Name does not contain Seabra Clear

Scheduling the sending of the report

Schedule Report Save Report Schedule | | Cancel

Running User  [[jylien Andrecl

e

i

The running user is used to define visibility security setting of the
report content: if | select « User A » | will not see my data but only
the data that could be seen by the User A

Email Report Tome @ To me and/or others...

Search:| Users v for

Find

You can be the only receiver of
the report or you can also send
it to other salesforce users

Select From Send Email To
User: Adam Czamul Add User: Julien Andreoli
User: Anne Debusscher User: Clotilde Dellafaille
User: Céline Vanvlaenderen
User: Eckart Nerge Yy
User: Fanny Milesi Remove
User: Florent Thivin
User: José ignacio Patifio -
Schedule Report
Frequency Daily
Weekly @ Onday 10 v | ofevery month
= Monthly
Start  |[08/06/2016 | [D8/06/2016]
End  |31/08/2016 | [D8/6/2016]
Preferred Start Time  Find available options...

Related articles

Introduction SFDC & Qlikview

Qlikview - Analytics

Reporting in SFDC - Definition

Reporting in SFDC - Viewing existing reports in SFDC
(depends on profile)

Opportunity with end use (report)

Reporting on GBU Segmentation Fields in SFDC.

Back to the top
Need help?

To request any support or if you have identified a bug or incident ,
please create a Freshdesk ticket using Solvia platform : https://solvia.
solvay.com/

S SOLVAY

saiiy) We're here to help

you can copy users with email address , default priority is Low , then
Submit . We advise you to put keywords in subject to ease dispatching
to correct Agent : CRM - Complaint for example


https://wiki.solvay.com/pages/viewpage.action?pageId=19488687
https://wiki.solvay.com/display/ISAPPSUP/Qlikview+-+Analytics
https://wiki.syensqo.com/display/ISAPPSUP/Reporting+in+SFDC+-+Definition
https://wiki.solvay.com/pages/viewpage.action?pageId=19489348
https://wiki.solvay.com/pages/viewpage.action?pageId=19489348
https://wiki.solvay.com/pages/viewpage.action?pageId=19473607
https://wiki.solvay.com/pages/viewpage.action?pageId=19488738
https://solvia.solvay.com/
https://solvia.solvay.com/
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