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About the Analytics Workbook

About the Analytics Workbook

The Analytics Workbook introduces you to dashboards and reports through a series of tutorials. Analytics is composed of various
feature areas, but don’t get caught in the trap of thinking of the pieces separately. They work together to present the information
that’s important to you—from the big picture to the data point.

We'll start with dashboards and reports, walking you through a few interesting use cases. Then we'll discuss how you can take
advantage of built-in tools to share the information with others. By the end of this book, you’ll have built a sales manager

dashboard with a few key components, as well as their source reports. Along the way, we’ll highlight some cool features, like
custom table components, combination charts, conditional highlighting, cross filters, buckets, and custom summary formulas.

Conceptual Overview

A dashboard shows data from source reports as visual components, which can be charts, gauges, tables, metrics, or Visualforce
pages. The components provide a snapshot of key metrics and performance indicators for your organization. A report returns
a set of records that meets certain criteria, and displays it in organized rows and columns. Report data can be filtered, grouped,
and displayed graphically as a chart. Reports are stored in folders, which control who has access. A report type defines the set
of records and fields available to a report based on the relationships between a primary object and its related objects. Reports
display only records that meet the criteria defined in the report type. Administrators control access to reports and dashboards
by storing them in folders. Folders can be public, hidden, or shared by role, permission, public group, or license type.

Dashboards AN ’ anl

Reports

Report Types

To learn more, see Getting Started with Analytics.


http://na1.salesforce.com/help/doc/en/salesforce_analytics_overview_cheatsheet.pdf

About the Analytics Workbook

Workbook Version

This workbook is updated for Winter 13, and was last revised on August 22, 2012. Except as noted, you should be able to
successfully complete all procedures using the Summer 12 or Winter 13 version of Salesforce.com.

To download the latest version of this workbook, go to http://developer.force.com/workbooks.

Permissions You Need

This workbook is designed to be used with any organization that has the analytics features enabled. You'll need the following
permissions to perform the exercises in this workbook:

To create, edit, and delete reports: “Create and Customize Reports”

To create dashboards: “Run Reports” AND “Manage Dashboards”
To create, edit, and delete public report folders: “Manage Public Reports”

To create, edit, and delete public dashboard folders: “Manage Dashboards” AND “View All Data”

This book assumes you have the following features enabled:

+  Report builder
. Dashboard builder
. Chatter

If you don’t have the right permissions, but still want to try out the exercises, use a Developer Edition organization, which
has all of the required features and functionality. Sign up at developer.force.com/join.

To use cross filters, buckets, and joined reports, you must be logged into a Developer Edition, Enterprise Edition, or Unlimited
Edition organization.

How is the Workbook Organized?

The tutorials in this workbook build on one another and are designed to be done in order.

Tutorial 1: Getting Started with a Simple Dashboard and Report Beginner

Tutorial 2: Creating Combination Charts and Custom Table Components Intermediate

Tutorial 3: Creating a Matrix Report with Custom Summary Formulas Intermediate/Advanced
Tutorial 4: Creating a Joined Report with Custom Summary Formulas Intermediate/Advanced
Tutorial 5: Sharing and Collaboration Beginner



http://developer.force.com/workbooks
http://developer.force.com/join

Tutorial 1: Getting Started with a Simple Dashboard and
Report

Tutorial 1: Getting Started with a Simple Dashboard and
Report

Level: Beginner

Dashboards give you the big picture, letting you see your key metrics at a glance. In this tutorial, we'll create a dashboard,
build a report, then go back to the dashboard to create a component based on that report. The end result will show closed
sales for the current quarter against projected quota. And we’ll throw in a way for users to zero in on the data that’s most
interesting to them.

Step 1: Create a New Dashboard

Let’s start by creating a dashboard. It won’t look like much without any components, but we’ll fill it in as we go through these
tutorials.

Each dashboard has a running user, whose security settings determine which data to display in a dashboard. For this dashboard,
the default running user will be you, the creator.

1. Click the Dashboards tab. You'll see your most recently viewed dashboard.
2. Click Go to Dashboard List.
3. Click New Dashboard. This takes you to the dashboard builder, a drag-and-drop editor for creating a dashboard and its

components. Since we haven’t created our source reports, we can’t add any dashboard components just yet.
4. Click Dashboard Properties.

Enter Sales Manager Dashboard for the title and accept the auto-generated unique name.

b

6. Choose the My Personal Dashboards folder for now. In a later tutorial, you'll create a shared folder.

Dashboard Properties Help for this Page @ x

General Component Settings

TitIEI Sales Manager Dashboard

Dashboard Unique Namel Sales_Manager_Dashboard :

Folder
To avoid exposing sensitive data to the wrong people, choose a folder visible only to the
right users.

T
Saveto | My Personal Dashboards v|

OK Cancel

7. Click OK.
8. Click Save, then close the dashboard.



Tutorial 1: Getting Started with a Simple Dashboard and
Report

Step 2: Create the Closed Sales This Quarter Report

Before we can create dashboard components, we have to create the underlying source reports. In this step, we'll create a simple
report showing closed sales for the current quarter. In the next step, we'll create a gauge on our Sales Manager Dashboard that
shows these sales against quota.

1. Click the Reports tab.
2. Click New Report.
3. Choose the Opportunities report type. This determines the data available to report on.

f Create New Report

Select Report Type

@, Quick Find Preview
Account Report
] Accounts & Contacts -
) il Account Owner  Account Name  Account Site

=4 Opportunties.

Opportunties Joe Johnsan Actie, Inc Headeuarters

Opportunities with Products Shelly Srith Genwatt, Inc Headduarters

Opportunties with Contact Roles. Tom Thompson Gene Points Headduarters

Opportunties with Partners.
Opportunties with Compettors.
Opportuntty History
Opportuntty Field History
Opportuntty Trends
Opportunties with Contact Roles and Products
(1 Customer Support Reports.
[l Leads
(1 campaigns
(] Activties.
(] Contract Reports
[£11 Drica Annke_Dradurts and Assate

4. Click Create. This takes you to the report builder, a drag-and-drop visual editor for reports. Notice that a number of fields
are already in the report by default.
5. Apply the following filters:

« Select A1l Opportunities for Show.

« Select Closed Won for Opportunity Status.
« Select Close Date for Date Field.

«  Select Current FQ for Range.

Filters | Add ¥

Show | all opportunities w | Opportunity Status | Closed Won| ¥ | Probability| an

Date Field | Ciose Date [v| Range curentra | ¥| From| ammorz 5| To[emomorz [

6. Click Tabular Format and change the report format to Summary. This allows us to create groupings.
7. Group the report by Close Month by dragging that field into the grouping drop zone. You can create secondary groupings
and add a chart, but let’s keep it simple for now.

8. Click the menu for the Amount column and select Summarize this Field.

Amount ¥ Close Date Stage
%1 sort Ascending
USD 1,543,718! £l SortDescending
Group by this Field
GBP 50,00
USD 1,50 Summarize this Field
usp 40,000 4 Bucket this Field...
USD 100,00
ven7oogod X Remove Column




Tutorial 1: Getting Started with a Simple Dashboard and
Report

9. Select Sum and click Apply. This adds the amount for each grouping, as well as the grand total.
10. Click Save.
11. Name your report Closed Sales This Quarter and accept the auto-generated unique name.

12. Enter a description and choose the My Personal Custom Reports folder for now. In a later tutorial, you'll create
a shared folder.

13. Click Save, then close the report.

Step 3: Create the Gauge Dashboard Component

Let’s create our first dashboard component, based on the report we just created. Gauge components distill complex information
down to a single metric. Gauges are a great way to show how you’re doing towards a goal.

Go back to the Sales Manager Dashboard we created earlier and click Edit.
Drag the gauge icon to the first column of the dashboard.
Click the Data Sources tab and start typing Closed Sales This Quarter into the search box.

When you find your report, drag it onto the gauge component. you've just created a dashboard component!

MBI e

Click % to edit the component. You may notice that the default breakpoints don’t make good choices, so let’s change them
in the Formatting tab.

+ Enter breakpoint values that make sense for your data. Breakpoint 2 should represent the goal for your quota. The
Maximum value should be a stretch goal. Once you cross the second breakpoint, you're in the green. In this example,
the conditional highlighting looks like this:

Compenent Editor Help for this Page &) %
—— | —
—
Select Type: Y ' ﬂ
=~ w
Component Data || Formatting
Minimum 0
Low Range Color  IE
Breakpoint 1 2000000 200 o
Middle Range =
Color $0.00 $6.00
Breakpoint 2 4000000 $361
High Range Color  E Sum of Amount (Millians)
Maximum 6000000
Data Labels
[ Show %
Show Total
oK Cancel

»  Click show Total to display the sum of amount on the gauge.
. Click OK.

6. Add a header, title, and footer by clicking those fields on the component:

+ Enter Closed Sales for the header. You can use headers to group components in each column.
« Enter Sales vs. Quota for the title.

« Enter Sales for the Current Fiscal Quarter for the footer.
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Report

8 Note: When you post a dashboard component snapshot to a Chatter feed, titles are shown, but headers and
footers aren't. We'll try this out in a later tutorial.
ry

7. Click Save, then close the dashboard.

The end result should look something like this—a gauge of closed sales for the current quarter against projected quota:

Closed Sales

Sales for Current Fiscal Quarter

Sales vs. Quota

0.00

4.99

‘Bum of Amount in USD (Millions)

Step 4: Filter the Dashboard

Not all your users are interested in the same data. For example, some sales reps may need to see data restricted to the industry
sector they work in. You can meet that need with a dashboard filter.

1. Edit the dashboard you just created and click Add Filter.

2. For Field, type Industry.

3. Click the selector and choose the industry categories your users might be interested in.

Edit Filter

Display Label

Help for this Page @ x

I Industry

Filter Options | i

Operator

Value

contains

Banking, Finance,Healthcare Insurance, Not For Profit, Retail |CM @

contains

Apparel Hospitalty, Recreation, Retail |CE @

containg

@ addrow [i

Biotechnology,Chemicalg, Construction, Engineering, Environm: |Cﬂ @

0OK Cancel

4. Click OK and save your dashboard.

Notice that now you have a filter drop-down at the top of the screen. Sales reps working in different market segments can use
that to narrow down their view to the opportunities that matter most to them.
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Summary

Congratulations! With just a few clicks and drags, you performed some meaningful analysis on your data, and you have the

beginnings of a handy dashboard.

In this tutorial, we showed you the interdependency between dashboard components and their source reports, plus how to let
users narrow the scope of the dashboard for themselves. In the next tutorial, we’ll create a combination chart, plus a custom
table of top salespeople—with photos! And we'll see how cross filters can help you flag neglected accounts.



Tutorial 2: Creating Combination Charts and Custom Table

Components

Tutorial 2: Creating Combination Charts and Custom Table
Components

Level: Intermediate

We've got one dashboard component under our belt. The gauge component and its source report in the previous tutorial were
pretty basic. In this tutorial, we're going to create two dashboard components from one report! Then we'll enable photos on
the table so you can see sales reps’ pictures right on the dashboard.

To achieve this, we'll create a source report that has a couple more summaries, as well as a chart, and we'll introduce you to
the wonderful world of combination charts and custom table components. Plus, we’ll show you how to use cross filters to keep
an eye out for neglected accounts.

Step 1: Create the Sales Manager Leader Board Report

As in the previous tutorial, we first have to create the underlying source report. In this step, we'll create a summary report
showing closed sales for the current month.

Click the Reports tab.
Click New Report.
Choose the Opportunities report type and click Create.

b=

Apply the following filters:

« Select A1l Opportunities for Show.

« Select Closed for Opportunity Status.
Select Close Date for Date Field.

«  Select This Month for Range.

5. Click Tabular Format and change the report format to Summary.

6. Group the report by Opportunity Owner by dragging that field into the grouping drop zone.

7. Click the menu for the Amount column and select Summarize this Field. Select Sum and Average and click Apply to
add these summaries to each grouping, as well as at the grand total level.

8. Click Show and deselect Details. Also click Hide in the unused secondary grouping drop zone to clean up the view. The

report preview should look something like this:
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Preview Summary Format ¥ Show ¥ | ol AddChart | Remove All Columns
Amount

7 Opportunity Owner: Anna Bressan (4 Records)

USD 685,243.67
avg USD 171,310.92

Drop a field here to create a grouping. Hide

Opportunity Owner: Jin Chang (3 Records)

USD 568,350.00
avg USD 189,450.00
Opportunity Owner: Karen Adams {1 Record)
USD 150,000.00
avg USD 150,000.00
Opportunity Owner: Matt Wilson (3 Records)
USD 41,000.00

avg USD 13,666.67
Opportunity Owner: Phil Smith {1 Record)

USD 383,250.00
avg USD 383,250.00

Grand Totals (12 records)

USD 1,827,843.67
avg USD 152,320.31

Note that the report builder preview only shows a limited number of records, so your report may look different when you
run it.

9. Click Save.

10. Name your report Sales Manager Leader Board and accept the auto-generated unique name.

11. Enter a description and choose the My Personal Custom Reports folder.
12. Click Save.

Step 2: Add a Combination Chart on the Report

We're close to wrapping up this report. For most dashboard components, the source can be any summary or matrix report
with at least one grouping, or tabular report with a row limit and sort order applied. But to create a custom table component
on a dashboard, you first have to add a chart to the source report. Columns shown in the dashboard table come from the report
chart. That is, if they’re not in the chart, you can’t use them in the table.

ot Tip: Creating a combination vertical column chart is a great way to make more values available in custom table
- components. You can add up to three more columns, or one line.

Go back to the Sales Manager Leader Board report we just created and click Edit, then Add Chart.
Select the Vertical Bar Chart type (also known as a column chart).

Choose Record Count for the Y-Axis.

Choose Opportunity Owner for the x-Axis.

Select Plot additional values to create a combination chart.

St A W=

. Select Line for Display. This adds a line to your vertical column chart.

Notice that the only option under value is Record Count. This is because we chose Record Count for the y-2axis. With
a single axis, it doesn’t make sense to show other types of data on the chart.

7. Now, select Use second axis and look at the value drop-down. Aha! Now you see both Record Count and the two
summaries you created on the report: Sum of Amount and Average Amount.

8. Select Sum of Amount for Value. The chart editor should look like this:



9.
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Chart Editor

—
Select Type:  m——
—

Combination
Charts

il
,v

Chart Data Formatting
R T
Y-Axis | Record Count v
- |
K-Axis | Opportunity Owner A
Group By

Plot additional values

; <
Display: | Line v/

Value: | |5um of Amount
Usesec Sum of Amount
Awverage Amount

Record Count

oK

Cancel

Record Count

Help for this Page @ ®

This preview may not include all data.

B00,000.00 :
600.000.00 S

400,000.00 EE
B

200,000.00 g
S5

@

& s R oW oA

0.00

#’l

k: é‘ \g&\
Opponnnnymnor

¥ Record Count == Bum of Amount

Click OK

10. Click Save and close the report.

Step 3: Create the Top Five Salespeople Custom Table Component

Components

The report we created is valuable on its own: It shows closed sales by opportunity owner, with the sum and average of the
amount. It also presents two completely different types of data on a single chart by using a two-axis combination chart! Data
mavens will love it. They can refine the filters, drill into smaller segments, and do some deep analysis.

But what about the people who just want quick views into their team or organization? The power and versatility of dashboard
components is that you can present multiple views of the same data, for different purposes. In this step, we’ll create a custom
table component showing the top five salespeople for the current month.

A W N =

Go back to the Sales Manager Dashboard we created earlier and click Edit.

Drag the table icon to the second column of the dashboard.

Click the Data Sources tab and start typing Sales Manager Leader Board into the search box.

When you find your report, drag it onto the table component. Notice that the table has two columns showing the first
grouping and summarized field used in the chart of the source report.

Click % to edit the component.

Click Customize table. Now you get to choose values for up to four columns, show totals, and set the sort order! Remember
that custom tables require the source report to have a chart, because chart values determine the available column choices.

+ For the first column, choose Opportunity Owner.

«  For the second column, choose Sum of Amount. Select Sort Descendingand Show Total. The table will show

salespeople with the highest sales at the top, and will calculate the total for all salespeople in the table.

+  For the third column, choose Record Count. This shows the number of sales for each opportunity owner. Select

Show Total as well.

10
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+  For the fourth column... wait, where’s Average Amount? Remember that we only added the sum to the chart—not
the average—so it’s not available to use in the custom table. If you want to use a value as a column, figure out a way to
add it to the chart.

7. Enter 5 for Maximum Values Displayed. Thiswill show only the top five salespeople based on the sort order you chose.

8. Select Show Chatter Photos. This displays each opportunity owner’s profile picture next to his or her name. This
option is available only on tables and horizontal bar charts.

9. Optionally, set conditional highlighting to mark ranges by color.

10. On the Component Data tab, set Dri1l Down totoRecord Detail Page. Each salesperson’s name becomes a link
that dashboard viewers can click to go directly to that salesperson’s record detail page. If you don’t set the drill-down option,
clicking the dashboard component takes you to the source report.

11. Click OK.
12. Add a header, title, and footer by clicking those fields on the component:

«  Enter Performance for the header.
« Enter Closed Deals Leader Board for the title.
+ Enter Top 5 Salespeople - Current Month for the footer.

13. Click Save.

The end result will look something like this—a three-column table of sales leaders:

Performance

Closed Deals Leader Board

Sum of Record
Opportunity Owner Amount Count
5‘ Anna USD 685K 4
|, Bressan
1 USD 568K 3
E Jin Chang
2 USD 383K 1
Phil Smith
'V

a Karen USD 150K il
& Adams
?] Matt Wilson GBS <

Total UsD1.8M 12
Top 5 Salespeople - Current Month

Step 4: Add the Combination Chart to the Dashboard

This step is easy, since we've already done the heavy lifting in the report. If you've created exactly the chart you want in the
source report, there’s an option to reuse that chart in your dashboard component. This is especially handy for joined reports,
which you can’t show in dashboard components any other way.

1. Edit the Sales Manager Dashboard we created earlier.

2. Drag any component type to the second column of the dashboard, just below the Closed Deals Leader Board component
we just created.

3. Click the Data Sources tab and start typing Sales Manager Leader Board into the search box. Notice that we're
using the same report as we did for the table of top five salespeople.

4. When you find your report, drag it onto the component.
5. Click % to edit the component.

11
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Components

6. Sclect the Use chart as defined in source report option. All of the choices in the component editor are
disabled except the display units and drill behavior. We could leave that option unchecked and configure the component
data right here with the dashboard builder, but for now we'll stick with what we've already set up in the report builder.

Compenent Editor Help for this Page @ x

Use chart as defined in source report

Component Data || Formatting

4 s
€ =
: B
Sort Rows By v (&) H
T 2 28
Maximum Values g : ':E
Displayed . H:
Axis Range hd
’ @,f &S
e ﬁ‘ &
Legend Position - Owomlllllv Owner
u -
Data Labels Record Count Sum of Amount

0OK Cancel

7. Click OK.
8. Add a header, title, and footer by clicking those fields on the component:

« Enter Closed Sales for the header.
« Enter Deals/Amounts by Owner for the title.

« Enter# of Deals and Sum of Amount - Current Month for the footer.

9. Click Save, then close the dashboard. That’s it!

The end result will look something like this—a two-axis combination chart of deals and amounts by owner:

Closed Sales
Deals/Amounts by Owner

4 80000 g =
€ EE
3 600.00 3 E
= 2 400.00 5 2
] e
& 20000 g8

H
0 0o ®°
& &
¥
« &
Opportunity Owner
¥ Record Count = Sum of Amount

# of Deals and Sum of Amount - Current Month

Step 5: Create a Neglected Accounts Report With Cross Filters

Sometimes it’s useful to remind sales reps of deals they should be paying attention to. You can find those quickly with a cross
filter that returns open opportunities that don’t have any pending activities. Add that to the dashboard so the sales team can
avoid neglecting potential deals.

1. Save a new copy of the Sales Manager Leader Board report by clicking Save As. Name the new report Sales Manager
Neglected Accounts Report, enter a description and put it in the My Personal Custom Reports folder.

12
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2. Set Opportunity Status to Open. For the Date Field, select Close Date , and set the Range to Current and
Next FQ.(The From and To date fields populate themselves automatically to reflect the date range you choose.)

3. Click Filters > Add > Cross Filter. Configure the cross filter to find Opportunities without Activities.

4. Without what kind of activities? Let's narrow our query down with a subfilter. Click Add Activities Filter and set it to
Date equals. In the date field, type in Next 30 days.

Filters | Add ¥

) —T T
Show | all opportunities [+] Opportunity Status  open v/ Probability | an v |

| | [ s [ s

Date Field | Ciose Date v | Range currentandne| ¥ | From 7mm012 & Tol123m02z |

Opportunities without Activities
L Date equals "Next 30 days"

« ¢ Tip: You can type in almost any date range in plain English and get results. For a full list of the phrases that

‘V work, search for “special date values” in the online help.

i

5. Click OK and run the report. You've just answered the question, “Which open opportunities don’t have any activities
scheduled within the next 30 days?” The report should look something like this:

Filtered By: Edit
(D Opportunities without Activities Clear
Date equals next 30 days

Opportunity Name
Opportunity Owner: Aniana Shah (3 records)

Ecotech Germany - 10 Spider 3 Series Laptops
0l - 40 free memory upqrade

mehet T jes -
Oppontunity Owner: Anna Brassan (1 record)

Starlux Hotels & Resors - Desklops
Opportunity Owner: David Hudson (12 records)

ZIfiCorp - Laptops
House Central - Laptoos
Ecotech - Printers
EarthNet - 20 Deskops

Mew Business

Lead Source

Trade Show

Existing Business -

Existing Business

Esisting Business

Existing Business
Existing Business
Existing Business
MNew Business

Advertisement

Partner

Partner
Word of mouth
Word of mouth

Amount

USD 4,565,250.00
avg USD 1,521,750.00

USD 240,000.00
USD 3.504,000.00
USD 821,250.00

USD 20,000.00
avg USD 20,000.00

UsD 20,000.00

UsSD 12.792,875.00
avg USD 1,066,072.92

USD 20,000.00
USD 20,000.00
USD 2.750,000.00
USD 1,125,000.00

Close Date  Next Step

5/28/2012 -
B212012 -
BRI2012 -

832012 -

232012 -
a2 -
6162012 -
B3N2012 -

ProposalPrice Quote
Prospecting
Qualification

Value Proposition

ProposaliPrice Quote
ProposaliPrice Quote
Needs Analysis
Prospedting

Vandealay - Printers Esisting Business Employee Referral Prospecting

USD 16,000.00 6/28/2012 -
Starfish Publishing- Deskiops [ 65 1

Now sales reps can check the report for any pending opportunities for which they might want to schedule an email or phone
call. To make them really happy, try creating a table component on the dashboard as you did in the previous step.

Summary

By spending the time to get the report just right, you make creating dashboard components that much easier. The steps in
this tutorial showed how intertwined reports and dashboards are. For custom table components, the dependencies are even
tighter; you can only choose what you've put in the chart. And if you just want to use the chart from the report, as is, you can.

We showed that dashboard components can slice and dice the same data from a single report to yield more than one meaningful
view into your data. We also illustrated the power of cross filters to find records that don't have a related record. In the next

tutorial, we'll create a matrix report and dive into custom summary formulas that perform calculations using summary values
for groupings. You won’t know how you did without them.
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Tutorial 3: Creating a Matrix Report with Custom Summary
Formulas

Level: Intermediate/Advanced

In previous tutorials, we based our work on summary reports, which are great, since they let you group rows of data by a specific
field. Matrix reports let you group by row and column, giving you an extra dimension to your data analysis. Use them to see
how one dimension behaves against another. For example, you can analyze sales by month and location to spot seasonal sales
trends in different locales.

In this tutorial, we'll create a matrix report that shows the monthly trend in revenue by type of business. We'll also create
formulas that use report summary functions to calculate the relative size of each month’s business against the total, and compare
each month’s total sales against the previous month. Finally, we’ll create a dashboard component showing a cumulative line
chart of each business type, and another dashboard component based on a report using buckets, showing where each type of
business is coming from.

Step 1: Create the Revenue Trend by Type Matrix Report

Let’s start by creating the basic report. In this step, we'll create a matrix report showing sales by type for each month.

1. On the Reports tab, click New Report, choose the Opportunities report type, and click Create.
2. Apply the following filters:

Select A11 Opportunities for Show.
«  Select Closed Won for Opportunity Status.
+ Select Close Date for Date Field.
+  Select Current FY for Range. Choose the range that best fits the data you want to analyze.

. " Tip: For the fastest results, always set the smallest date range you can. If your report has to sift through a
- V great many dates, it can take a long time to show the information you've asked for.

3. Click Tabular Format and change the report format to Matrix.

Tabular Format ¥ Show ~

v Tabular
Summary

1| Matrix
&

(Z) Help me choose...

Group the report by Type by dragging that field into the column grouping drop zone.
Group the report by Close Month by dragging that field into the row grouping drop zone.
Click the menu for the Amount column and select Summarize this Field.

Select Sum and click Apply.

® N SR

Click Show and deselect Record Count, Details and Drop Zones to clean up the view.
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Show ¥ | Jil Add Chart | Remove

Record Count
Details

Crop Zones {b

= Conditional Highlighting...

Currencies Using 4

9. Click Save. The report preview should look something like this:

Preview  Matrix Format ¥ Show ¥ | Jl Add Chart | Remove All Columns
Type Busi New B Grand Total
Drop a field here to
create a column grouping.
Close Month Drop a field here to Drop summarizable fields into the matrix.
March2012  CTSSI€aTOWOOUPING. o e s ount USD 800,000.00  USD 40,000.00
April 2012 Sum of Amount USD 596,000.00 USD 947 718.35 QIR RTEN S EE LY
May 2012 Sum of Amount USD 595,000.00 USD 998 500.00 QU VR RAEET L]

Grand Total| Sum of Amount USD 1,991,000.00| USD 1,986,218.35| USD 3,977,218.35

10. Name your report Revenue Trend by Type and accept the auto—generated unique name.
11. Enter a description and choose the My Personal Custom Reports folder.
12. Click Save.

Step 2: Create a Formula Using the PARENTGROUPVAL Summary Function

Formulas are a bit more advanced, but don’t let them scare you. They provide lots of value for a little work. Let’s add our first
formula to the matrix report we just created. The PARENTGROUPVAL function will help us calculate the percentage of
business that each type contributes.

1. Go back to the Revenue Trend by Type report we just created and click Customize.
2. In the Formulas folder of the Fields pane, double-click Add Formula. This opens the Custom Summary Formula dialog.

3. Define your formula:

+ Enter Percentage of Total for Column Name.
+ EnterCalculates the % each type contributes to the total for Description.
+  Select Percent for Format.

+  Select 0 for Decimal Places.
4. Choose where to show your formula results:

+ Select At a specific row/column grouping level.For formulas containing summary functions, you have to
select a specific grouping level.

+ SelectRow Grand Summary for option A. This says to display the results of the formula at the bottom of the report,
along with the subtotals.

+  Select Type for option B. This says to calculate the formula for each of the different business types.

5. Now, let’s write the formula. We want to calculate the percentage that the total of each business type contributes to the
grand total. In other words, divide the subtotal for each type by the grand total. Since the total is a calculated value, we
have to create a formula using the PARENTGROUPVAL summary function.
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a. Under Formula, click Summary Fields > Amount > Sum. This adds AMOUNT : SUM to the formula. This is the sum at
the grouping level you specified above—that is, the subtotal for each type.

b. Click Operators > / Divide. We want to divide each subtotal by the grand total, which we’ll enter as a summary
function.

c. Under Functions, select Summary, then PARENTGROUPVAL.

d. Choose Row Grand Summary and Column Grand Summary for the options, then click Insert. Your formula
should look like this so far:

AMOUNT : SUM/PARENTGROUPVAL (summary field, ROW GRAND SUMMARY, COLUMN GRAND SUMMARY)

e. The summary field textisjusta placeholder. Replace it with AMOUNT : SUM. This defines which value to use at which
grouping level. That is, the grand total for amount.

Custom Summary Formula Help for this Page @ x

Column Name:lm

Description:  Calculates the % each type contributes to the total

Format: Percent v | Decimal Places: ¢ | ¥ |

‘Where will this formula be displayed?

E This formula calculation will be displayed in the report at the level you select.

At all summary levels
@ At a specific row/column grouping level..
 Row Grand Summary [+
i- -
0 e T+
Formula Functions Tips
Summary Fields ¥ Operators ¥ | Check Syntax Summary | ¥ || PARENTGROUPVAL vl
AMOUNT:SUMPARENTGROUPVAL(AMOUNT-SUM, Select parent grouping level . |2
ROW_GRAND_SUMMARY, Row Grand Summary [+
COLUMN_GRAND_SUMMARY) T -
Column Grand Summary v 1
PARENTGROUPVAL(summary_field,
parent_row_grouping,
parent_column_grouping) -
<Insert Help on this function

0K Cancel

6. Click OK. We've created our first formula! You'll see the results in the bottom row. Your report preview should look
something like this:

Preview Matrix Format ¥ Show ¥ | Jil Add Chart Remove Al Columns

Type Existing Business  Hew Business

Grand Total

Drop a field here to
create a column grouping.

Close Month Drop a field here to Drop summarizable fields into the matrix.

March 2012 ~ CTEAIEATOWAIOURBING. o e sunt USD 800,000.00  USD 40,000.00
April 2012 Sum of Amount USD 596,000.00 USD 947,718.35
May 2012 Sum of Amount USD 595,000.00 USD 998,500.00

Grand Total USD 1,991,000.00| USD 1,986,218.35
50% 50%

USD 1,543,718.35
USD 1,593,500.00
USD 3,977,218.35

Sum of Amount
Percentage of Total

7. Click Save.
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Step 3: Create a Formula Using the PREVGROUPVAL Summary Function

Now, let’s add our second formula. The PREVGROUPVAL function will help us calculate the change in sales for each month
versus the previous.

1. Go back to the Revenue Trend by Type report and click Customize.
2. In the Formulas folder of the Fields pane, double-click Add Formula.

3. Define your formula:

+ EnterDifference From Previous Month for Column Name.
Enter Compares this month’s sales with the previous month for Description.
« Select Currency for Format.

+  Select 0 for Decimal Places.
4. Choose where to show your formula results:

«  Select At a specific row/column grouping level.
+ Select Close Month (by Calendar Month) for option A. This says to calculate the formula for each month.

+ Select Column Grand Summary for option B. This says to display the results of the formula at the right of the
report, along with the monthly totals.

5. Now, let’s write the formula. We want to calculate the difference between the subtotals for each month and the month
before it. In other words, subtract the previous month’s total from the current month’s. We'll do this using the

PREVGROUPVAL summary function.

a. Under Formula, click Summary Fields > Amount > Sum. This adds AMOUNT : SUM to the formula. This is the sum at
the grouping level you specified above—that is, the subtotal for each month.

b. Click Operators > - Subtract.
Under Functions, select Summary, then PREVGROUPVAL.
d. Choose Close Month (by Calendar Month), then click Insert. Your formula should look like this so far:

g

AMOUNT : SUM-PREVGROUPVAL (summary field, CLOSE MONTH)
e. The summary field textis just a placeholder. Replace it with AMOUNT : SUM. You can specify an increment if you

want to compare to a value more than one month prior. The default increment is one, and the maximum is 12. For
this step, we want the default increment.
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Custom Summary Formula Help for this Page @ x

Column Nameil Difference from Previou

Description:  Compares this month's sales with the previous m

Format:  Currency v | Decimal Places: ¢ | ¥ |

‘Where will this formula be displayed?
This formula calculation will be displayed in the report at the level you select.
() At all summary levels
@ At a specific row/column grouping level..

© Close Month (by Calendar Mont | ¥ |

RHTHIT S=]

© Column Grand Summary [«]
Formula Functions Tips
Summary Fields ¥ Operators ¥ | Check Syntax | Summary | ¥ || PREVGROUPVAL Tv]
AMOUNT:SUM - PREVGROUPVAL(AMOUNT:SUM, Get previous in grouping level 2
CLOSE_MONTH) Close Month (by Calendar Montr| ¥ |

PREVGROUPVAL(summary_field,
grouping_level [, increment])

Gets the value of a summary field from
the previous arouping (1 increment back

|< Inserl‘ Help on this function

ok | cancel

6. Click OK.
7. Click Show > Conditional Highlighting.

8. Let’s make it easy to see positive and negative values by assigning them colors:

+ Select the formula field you just created.
+  Enter 0 for the first breakpoint.
+ Select the color red to display numbers below zero.

+  Select the color green to display numbers above zero.

Cenditional Highlighting ®
Difference From Previous I\l v . 0.0000 .
~Select Field— [»] ME H
—Select Figld— v ME G|
(o] (gcanceie]

9. Click OK. Your report preview should look something like this:

Preview Matrix Format * Show ¥ | Jl Add Chart | Remove All Columns
Type Existing Business  Mew Business Grand Total

Drop a field here to
create a column grouping.

Close Month Drop a field here to Drop summarizable fields into the matrix.

March2012  CTeatEArOWOrouping. o oo sunt USD 200,000.00  USD 40,000.00 TSR0 a0
Difference Fram Previous Month -

April 2012 Sum of Amount USD 596,000.00  USD 947,718.35 [ IR IeL SR A L)
Difference From Previous Month USD703,718.35

May 2012 Sum of Amount USD 595,000.00  USD 992,500.00 {IS R

Difference From Previous Month USD 49,781.65

USD 1,991,000.00| USD 1,986,218.35| USD 3,977,218.35
50% 50%

Sum of Amount
Percentage of Total
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10. Click Save.

Step 4: Add a Cumulative Line Chart Component to the Dashboard

Now that we've finished creating the matrix report, let’s add a custom chart component to the Sales Manager Dashboard that
shows the trend in sales for each business type. We'll use a cumulative line chart, grouped by type.

Go back to the Sales Manager Dashboard we created earlier and click Edit.
Drag the line chart icon to the third column of the dashboard.
Click the Data Sources tab and start typing Revenue Trend by Type into the search box.

b=

When you find your report, drag it onto the line chart component. Add a header, title, and footer by clicking those fields
on the component:

«  Enter Trends for the header.
« Enter Revenue Trend by Type for the title.

+ EnterGoal: Drive New and Add-on Business for the footer.
5. Click % to edit the component. On the Component Data tab, select the parameters you need.

+ Choose Sum of Amount for the Y-Axis. Notice how the summary field and summary formula you created in the
report are available in the drop-down besides record count.

+ Choose Close Month for the X-Axis. The choices here are column and row groupings from the report!
+  Choose Type for Group By.
+  Click cumulative to show the monthly amounts added together through time. The chart editor should look like this:

Component Editor Help for this Page @ x

—
Select Type:  m—
— I

Component Data Formatting

¢
C
g
|
|

&
2

£
[0
. T< E gao
Y-Axis | Sum of Amount v i
Tl S-S
- i H
X-Axis | Close Month v Eg‘l.ﬂo
Group By | Type [+] @ 0.00 f T T T
% 9 % 2
Cumulative 5:5;\ Y‘gp@\ \!@@N §§PF§$\
Combination ; ‘@
paton i Close Month
Type
Dispiay Units | 7 T | = Exisling Business " New Business
Drill Down to | Source Report [+

0K Cancel

6. On the Formatting tab, set Legend Position to Bottom. This gives you more room to display your data.
7. Click Save. Your dashboard component should look something like this:
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Trends

Revenue Trend by Type

g o= b W&o
g8 8 B 8 B

Sum of Amount in
USD (Millions)
=

o

Close Month
Type
= Existing Businass " New Business

Goal: Drive New and Add-on Business

Step 5: Add a Bucket Field and Show It as a Pie Chart

So far, we've reported on how our team members are doing compared with each other and with their goals, and we've sorted
out how much new business is in the pipeline compared with additions to existing business. But where is all this business
coming from?

Let’s use a bucket field to get a quick sense of our opportunities by market segment. A bucket is a grouping you create on the
fly to bring together things that the fields in the report can’t show you directly.

1. Go back and edit the Revenue Trend by Type report.
2. From the Bucket Fields folder of the Fields pane, double-click Add Bucket Field. This opens the Bucket Field dialog.

+  Select Industry for Source Column. We'll use that as a quick-and-dirty indicator of a customer's market segment.

«  Enter Market Segment for the bucket field name.

The bucket field dialog automatically shows you a detailed list of pre-loaded industry categories. We just want to let our
executives see the overall picture at a glance, so we're going to group these into bigger, easier-to-manage categories.

3. Click New Bucket and create a bucket named Manufacturing, another bucket named Technology, and a third
bucket named Financial.

4. Drag each industry from the detailed list into the appropriate bucket. For example, “Banking,” “Finance,” and “Insurance”
will all go in the Financial bucket. Select Show unbucketed values as "Other."

5. Dragyour new bucket field into the column grouping drop zone, and save the report. Your New Business and Existing
Business columns are now split into three columns each, showing how much of each type of business is coming from

each industrial category.

Type Existing Business New Business

Close | Market Segment Manufacturing Financial Technology Subtotal  Manufacturing Financial Tech
Month

D March  Sum of Amount UsSD 0.00 USDO0.00  USDB00,000.00  USD 800,000.00 USD 0.00 UsD 0.00 u
2012 Difference From Previous Month

] April Sum of Amount USD 95,00000 USD 20000000 USD39600000 USD691,000.00 USD 100850000 USD57050000 US
a0z Difference From Previous Month

] may Sum of Amount USD0.00  USD 500.000.00 USD0.00  USD500,000.00 UsD 0.00 USD0.00 USL
2012 Difference From Previous Month

] June Sum of Amount USD 23500000 USD 2500000 USD 34985000 USDG609,850.00 USD 43000000 USD 38950000
2012 Difference From Previous Month

‘Grand | Sum of Amount USD 330,000.00 | USD 725,000.00 | USD 1,545,850.00 | USD 2,600, SSOW USD 1.438,500.00 | USD 960,000.00
Total | Percentage of Total

» ¢ Tip: You could have dragged the bucket field into the row grouping drop zone instead of the column grouping
” V drop zone. Then you'd see how much each industry contributed to each month’s revenue, rather than to each type
- of business. The overall totals would be the same.
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Now let’s put a graphical picture of this information on the dashboard for users to see.

1. Go back to our Sales Manager Dashboard and click Edit.

2. Drag the pie chart icon onto the dashboard, then drag the Revenue Trend by Type report from the Data Sources
tab and drop it on the pie chart component.

3. Add a header, title, and footer by clicking those fields on the component:

+  Enter Industry Groups for the header.
+ EnterClose Deals by Segment for the title.

4. Click % to edit the component. On the Component Data tab, select the parameters you need.

+  Choose Sum of Amount for Values.
+ Choose Market Segment for the Wedges. (Your bucket field works just like any other grouping.)
« Leave Auto for Display Units.

+ Forprill Down To, choose Filtered Source Report, so that users who click an area of the pie chart will go
to the report filtered for that area. The dashboard component editor should look like this:

Cempenent Editor Help for this Page @ x

Select Type: :— III I . o ' ‘_‘ =l

Corvious | romatns|

Sort Rows By | Label Ascending [+]
Maximum Values
Displayed

Legend Position | Bottom [+]

Data Labels Combine Small Groups into "Others” 1.67

Show Values
‘Sum of Amount in USD (Millions)
Shows % Market Segment

Show Details on Hover

B Manufacturing ™ Financial B Technology
W Other

0K Cancel

5. Click Save. Your dashboard component should look something like this:

Closed Deals by Segment

ooz

187

Sum of Amount in USD (Millions)
Market Segment

B Manufscturing B Financial B Tachnology
B Other

You've just seen how to group data on the fly with a bucket field, and show it off as a pie chart on your dashboard. The data
we bucketed here was from a picklist field; you can also bucket data by numerical ranges or text strings.
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Summary

In this tutorial, we showed how the matrix format can take reporting to the next level. Matrix reports are great for showing
summaries down columns and across groupings at the same time—like the sum of sales for each type and for each month.
Though we didn’t do it here, you can also add secondary column and row groupings to matrix reports.

We showed how summary functions offer a powerful way to use grouping values in report formulas. The PARENTGROUPVAL
function lets you calculate values relative to a parent grouping, and PREVGROUPVAL relative to a peer grouping.

The formulas we used were fairly simple, but there’s so much more you can do with these summary functions. In the next
tutorial, we’ll show you how you can use them to pull together data from multiple different reports.

And finally, we showed how the little things, like grouping by date, hiding details, and combining like fields into buckets on
the fly, can make a report easier to understand.
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Tutorial 4: Creating a Joined Report with Custom Summary
Formulas

Level: Intermediate/Advanced

We’ve seen how you can answer complex questions about Salesforce data by summarizing down columns and across groupings
at the same time. But what if the information you need doesn’t fit in a single report?

In a joined report, you have what amounts to several different reports in one. Each report is called a “block.” You can filter
each block separately, just like a standalone report. But you can also compare values across blocks, to look at your data from
multiple angles. Best of all, the blocks can look at different objects!

Step 1: Create the Pipeline Predictor Joined Report

To try this out, let’s build a simple tool to track how well sales reps are capitalizing on their opportunities. We'll create a basic
Opportunities report, add three blocks, filter each block by the appropriate status, and then group the results by sales rep.

1. Create a new report with the name Pipeline Predictor, selecting Opportunities as the report type.

2. Click Tabular Format and select Joined. Notice that your report data is now set off in a box with a colored border. That’s
your first block.

3. Create a new block by dragging the Opportunity Name field onto the preview pane somewhere to the right of the first
block, and drag the Amount and Account Name fields onto the new block.

Did you notice a second filter panel appearing in the filter pane above the blocks? Each block in our joined report has its
own independent set of filters.

4. Create a third block in the same way. Now we have three different Opportunities reports sitting next to each other in the
same container. They're all identical right now, but we're going to use each one to tell us something unique.

5. We want all the blocks to give us comparable information, so prepare each block the same way:

a. Remove all the fields except Opportunity Name, Amount, and Account Name, by dragging them back over to the
Fields pane. That'll help us focus on what’s important here.

b. In the filter panel, set Show to A11 Opportunities.
c. Click the dropdown at the top right of each block and make sure Record Count is checked.
d. Click the dropdown next to Amount, click Summarize this Field, and select Sum.

6. Now let’s configure each block to tell a different part of the story.

« We'll use the first block to show the opportunities that got away. Click the title (right now it just says “Opportunities
block 17), and rename it Closed Lost. In the Closed Lost filter panel above, set these filters:

Opportunity Status equals Closed
Date Field equals Close Date
Range equals Current and Previous FY

Stage equals Closed Lost
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Filters

Opportunities block 1 | Add 7|

ShOW | Al opportunitiss [w| Opportunity Status Open ¥ | Probability| an v/
- T T T — [P
Date Field | Created Date v | Range curentry | ¥ | From 11mmz & Tolzmzez gl

+ We'll use the second block to show the opportunities we landed. Rename the block Closed Won and set these filters:

Opportunity Status equals Closed Won
Date Field equals Close Date

Range equals Current and Previous FY

+  The third block will show us opportunities that are getting close to their anticipated closing. Rename the block Closing
Next Month and set these filters:

Date Field equals Close Date
Range equals Next Month
Opportunity Status equals Open

. Tip: For the fastest results, always filter as narrowly as you can. Filters that use equa1s will often return information
- more quickly than filters that use contains, does not contain, or not equal to.In complex reports, this
- can make a difference.

7. Now we'll group all three blocks by sales rep. Drag the Opportunity Owner field to the horizontal bar that says, “Drop
a field here to group across report blocks.” (This is called the grouping drop zone.)

8. Click Save, then Run Report.

We've just created a handy resource that sales reps can use to monitor their track record and to stay on top of deals that are
heating up. Next, let’s see if we can wring a little more information out of this data with custom formulas.

Step 2: Add a Custom Cross-Block Formula

We've seen how to track each sales rep’s performance with a simple scorecard. How can we use this data to understand our
overall pipeline progress? Let’s turbocharge our joined report with a win ratio for each rep. Then we can use that to offer
predictions about pending deals based on past performance.

1. Go back to the Pipeline Predictor joined report we just created and click Customize.
2. In the Formulas folder of the Fields pane, double-click Add Cross-Block Formula.

3. Name your new formula field Win Ratio and configure it to divide the number of deals won by the number of deals lost.

The formula will look like this:

[Closed Won]RowCount/ ([Closed Lost]RowCount+[Closed Won]RowCount)

4. Add the formula to each of the blocks.
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5. Double-click Add Cross-Block Formula again. Name this formula field Predicted Revenue and configure it to

multiply the total value of the deals closing next month by the overall ratio of deals won to deals lost. That will look like
this:

[Closing Next Month]AMOUNT:SUM* ([Closed Won]RowCount/ ([Closed Lost]RowCount+[Closed
Won]RowCount) )

6. Add the formula to the last block.

» ¢ Tip: These custom summary formulas are just examples. Now that you know how, you'll probably want to adjust

- them to work best with the data you're analyzing—or create new ones altogether!

=

7. Click Run Report.

’ Report Help for this Page @

©  Opportunity Pipeline Predictor

« Go to Report List

e show Chatter € Follow

Run Report Show Details | | (g% Report Properties Save Save As Customize Delete Report generation complete.
OPPORTUNITIES OPPORTUNITIES OPPORTUNITIES
Closed - Lost Closed - Won Closing Next Month
Record Count  Amount Record Count  Amount .j»Oppty Won Ratio Record Count Amount .+ Predicted Revenue
Opportunity Owner: Anjana Shah 1 UsD 75,000.00 1 USD 22500000 0.50 2 USD4,325250.00 UsD 2,162,625.00
Opportunity Owner: Anna Bressan 2 usD 10,833.33 1.00 3 UsD 37,000.00 UsD 37,000.00
Opportunity Owner: David Hudson 2 USD 2,329,500.00 4 USD290,000.00 067 5 USD6,357,375.00 USD 4,238,250.00
Opportunity Owner: Karen Adams 1 USD 4,268,227.62 ] 0.00 1 USD 511,000.00 UsD 0.00
Opportunity Owner: Matt Wilson 7 USD689,935.17 4 USD 1,955,000.00 036 5 USD4,169,325.00 UsD 1,516,118.18
Opportunity Owner: Phil Smith 1 USD850,000.00 6 USD 24150000 0.86 3 USD 531,243 67 USD 45535172

We've just created two custom formulas that look at data in different blocks of a joined report and produce information we
can use to help reps monitor their performance and drive more revenue! Now we'll see how we can extend our view to include
data from multiple report types.

Step 3: Build a Sales Rep Scorecard

The real power of joined reports emerges when you want to take one element of your organization and find out everythin
P J P g Y Y 23 g
you can about it. For example, you might want to know everything that’s going on for each individual sales rep on your team.

To do this, let’s create a report that looks at all the different kinds of records sales reps work with. We'll bring together the
opportunities in their pipeline, the activities they've scheduled, and the open support cases for accounts they’re working with.
With one report, we'll know at a glance what’s on everyone’s plate.

1. Create a new report, selecting Opportunities as the report type, and call it “Sales Rep Scorecard.”
2. Click Tabular Format and select Joined.

3. This time we want our blocks to look at entirely different types of information.

a. Click Add Report Type and select Tasks and Events from the Activities folder, and click OK.
b. Click Add Report Type again and select Cases from the Customer Support Reports folder.
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Notice that each of your three blocks is marked off with a border of a different color, to remind you that you’re looking at
three different sources of information. And as before, each block has its own filter panel above.

4. For convenience, let’s clean up each block by removing fields we don’t need. For example, in the Opportunities block, you
might want to remove all fields except Opportunity Name, Amount, and Account Name.

5. To reduce distraction, let’s filter out old data.

a. In the filter panel for Opportunities, set Opportunity Status to Open.
b. In the Tasks and Events filter panel, set Show to Open Activities.

c. Inthe Cases filter panel, click Add and specify Status does not contain, and select all the statuses that include
“Closed.”

d. For Opportunities and for Tasks and Events, set Range to Current FQ.
6. Click the dropdown at the top right of each block and make sure Record Count is checked.
7. In the Opportunities block, click the dropdown next to Amount, click Summarize this Field, and select Sum.

Now we're set up to see the power of a joined report. Notice how the Fields panel is divided into sets of fields that belong
to each of the Salesforce objects our report is looking at. The Common Fields section lists the fields that make sense for
all the objects in the reports. We can use any of these fields to group across all of our blocks.

8. Drag the Account Owner field to the grouping drop zone.

Now each block shows who is working with the records in that block. Users can scan across and get a full picture of what’s
happening for each person listed.

Preview JoinedFormai v Show * 4l

OPPORTUNITIES L TASKS AND EVENTS v CASES L]

Opportunities block 1 Tasks and Events block 2 Cases block 3
Oppaortunity Name Amount Account Hame Subject Date*  Company | Account Case Owner Subject Account Name
Drop a field here to group across report blocks.
Data Mar - 45K $12.000.00 Data Mart Other 8/2/2012 S & S Canopies & Camper Mig Brenda Support Browser seflings Associaled Supply Co
Data Mar - 27K $10,000.00 Data Mart Schedule Discovery Call  8/2/2012 Harmon Consulting Admin User Taking a long time to lagin NetInc.
Ulysseshal - 3K 83.750.00 Ulysseshal Follow up on status 8132012 Advanced Interconnections Corp* Linda Suppoit  Meed guidance getting started with my installation Employmet
Vabue America - 25K $25.000.00 Value America Travel tima 8/32012 Seuthem Research Co. Jay Buppon Updating data Tyconet
DFC Inc. - 12K $12.00000 DFC ine Customar Feadback Bl2012 - Jay Buppen Canlunderstand instaliation instructions Oplos Inc
Ulysseshiat - 10K $10.000.00 Ulysseshal Manager deal update 8/4/2012 Uniled Partners* Sleven Support  Usemama does nolt appear Steam Power Company
Q2 2015 Oppty $600.000.00 Haven Enterprises 2ng Can 81472012 Associated Supply Co Jay Suppon Billing 155ue addrass Valley Supply Inc.
Q12015 Opply $600,000.00 Haven Enterprises Lef voicamail 8/472012 DFC Inc. Admin User Canlconnect 1o the server Towson Inc.
Q3 2015 Oppty $550.000.00 Haven Enterprises Touch base 8i472012 Employnet Admin User Canlconnect 1o the server Towson Inc.
Oplos Inc. - 23K $23.000.00 Oplos Inc. Mew notes B/472012 Homeland Produd Co. Admin User = Towson Inc.
Value America - 10K $10.000.00 Value America Review Case SI52012 Advanced Interconnections Corp* Admin User Tawson Inc.
Valley Supply Inc. - 10K $10,000.00 Valley Supply Inc. Send Thank You BIS/2012 UlyssesMet Admin User - Open Source Inc.
Larry Baxter - Tk 56,489 00 Larry Baxer Schedule Negotiation Call 8572012 Gusto Distributing Steven Support Associated Supply Co
United Partners® - 61K §61.229.00 United Partners* Mew notes BI52012 Open Source Inc. Linda Suppon United Partners”
Ciata Mart - 1K $12.000.00 Data Man Follow up to My Message  BIS2012 ANvanced INerconnections Corp® AGIN USer united Farmers®
Data Marl - 43K $11.000.00 Data Mant Send new pricing BI5/2012 Vand Enterprises, Inc. Steven Support - Larry Baxter
Data Mart - 1K $5.000.00 Data Mart Qualification notes 852012 Optos Inc Admin Liser Haven Enterprises
Data Mart - 27K $16.000.00 Data Mant Product demo with team 8572012  United Partners (San Francisco) Brenda Support - MetInc.
Advanced Interconnections Corp® - 49K*  $49.300.00 Advanced Interconnections Comp* Meeds listfrom Prospect  B/5/2012 Value America Admin User Employnet
United Pariners (V) - 22K $22.500.00 United Partners (V&) Manager deal update BIS/2012 Big Sky & Sons Jay Support Universal Services

9. This report might be even easier to read if we could also tell which tasks and cases are related to which opportunities. We

can do that with a sub-grouping. Drag the Parent Account field from the Fields pane to the secondary grouping drop

zone.
. "¢ Tip: Try different cross-block groupings and sub-groupings to highlight the information you’re most interested
- in. For example, if you wanted to compare what’s going on in different accounts, you could use Account Name
= instead of Account Owner for your top-level grouping.

10. Click Run Report.

We've just created a kind of bulletin board that joins multiple types of information in useful ways. People can tell at a glance

how their pipeline is looking, what upcoming tasks they should be preparing for, and what support activities might affect their

ability to close deals.
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Next, we'll share this with the team in the form of a chart on our sales dashboard, which they can follow in their Chatter feed
for regular updates.

Step 4: Add the Sales Rep Scorecard to the Dashboard

We've seen in the last two tutorials how you can present chart data on a dashboard for easy access. A joined report can appear
as a dashboard component too, but you design its appearance in the report builder, not on the dashboard. (Showing a joined
report on the dashboard is supported starting in Winter '13.)

1. Back in the Sales Rep Scorecard report that we just created, click Customize > Add Chart.

2. On the Chart Data tab, observe that the X (horizontal) axis measures the number of open opportunities for each of our
sales reps, who are listed on the Y (vertical) axis. We can go with those defaults in this case.

3. Select Plot additional values. For the first additional value, select Tasks and Events.
4. Click Add Bar to choose yet another value. For this one, select Cases.

Chart Editor Heip for this Page ¥ =
—
Select Type: | : w
— I ) -
ChartData | Formating This preview may not nchide s data
Hoxis nities block 1 - Rec ¥ - Boppatntin
Opportunities bloc e . e el
W-Axis | Account Owner = i ount
Ely East Tasks and
1 Events biock 2 -
Group By Selemi . E Jamie Pre. H.:r:r:: Count
- - B0 S M Cases block 3 -
- Recond Count
5 John Sell..
g Mary Sell.
——
Ricky East —_——
Ted Data |
Tam Rasel.. =
Combination  [5F] gioe 2 diional values Wy W e
Charts : o 0 2 4 & 8
Value: | Tasks and Events block 2 -| ¥ Remas
Value: | Cases block 3- Record Co ¥ Remas
Add Bar
Ol Cancel

5. Click OK. you've just created a chart that sketches out the relative health of each sales rep’s pipeline.

. " Tip: Other ways of showing this information graphically may serve better for the particular data you're working

" with. Just click Edit Chart and try different data and formatting combinations until you have exactly the

=

representation you want.

6. Now let’s share the report as a dashboard component. Go back to the sales manager dashboard that we created in Tutorial
1 and click Edit.

7. Dragthe Sales Rep Scorecard onto the dashboard from the Data Sources tab in the Reports pane.

8. Switch to the Components tab in the Reports pane and drag any of the component types onto the source report that you
just added. An error message advises you that a dashboard component showing a joined report must use the chart that you

designed in the report itself. (Other report types can be designed right on the dashboard.)

Click % and check that box on the Component Data tab. Now your bar chart appears as a dashboard component.

9. Let’s add one more detail to help users make the most of this dashboard component. On the Component Data tab, find
the Drill Down To dropdown list, select Filtered Source Report, and click OK.
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Now sales reps can click their own names on the dashboard and go directly to a view of the underlying report that shows only

their own need-to-know information!

Source: Sales Rep Scorecard

FPipeline withpending activities and cases

Horizontal Bar Chart & X
Sales Rep Scorecard
Edit Title
N [To i
black 1 - Record
Admin User Count
Ely East M Tasks and
) Events black 2 -
§ Jamie Pre. Recard Count
& Joe Seller M Cases block 3 -
€ John Sell. R
§ Mary Sell..
Ricky East
Ted Data
Tom Resel.
Wendy West
0 10 20 30 40
ES
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Tutorial 5: Sharing and Collaboration

Level: Beginner

In the previous tutorials, we created some pretty cool reports and dashboards. But how do we make sure the right people are
seeing them? Creating shared folders for dashboards and reports enforces access using the existing security model. It’s the
safest way to protect access to sensitive data.

Another way to share information is to schedule report and dashboard refreshes and select people to receive notifications.
Those people get an email with an image of the report or dashboard. A nice option, but a far cry from the true, real-time
collaboration that Chatter provides.

In this tutorial, we'll cover how to create and manage folders, then we’ll highlight Chatter features for reports and dashboards,
like feed tracking, following, alerts, and posting dashboard component snapshots.

Step 1: Create a Shared Dashboard Folder

We need a way to make sure that the right people have access to this dashboard—without giving the wrong people access to
sensitive data. In the first tutorial, you saved the dashboard to your personal folder. In this step, we're going to create a shared

folder for our dashboard.

»*  Note: See Permissions You Need on page 2. If you can’t create dashboard folders, skip this step. You can always
save the dashboard to your private folder, or a public one.

1. Click the Dashboards tab. You'll see your most recently viewed dashboard.
2. Click Go to Dashboard List.
3. Open the drop-down in the Folders pane and create a new dashboard folder.

v
New Report Folder

New Dashboard Folder

4. Enter Sales Manager Dashboards for the label and accept the auto-generated unique name.

5. Select This folder is accessible only by the following users: and choose Roles from the drop—down
menu.

6. Add the most appropriate roles for this dashboard. The roles you choose, and all those above them in the role hierarchy,
will be able to view this dashboard. Since our dashboard is all about sales, it makes sense to select a Sales Manager role. If
you don’t have this role defined in your organization, choose the role that makes the most sense, or make the folder hidden
or public.
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Folder Edit Save | | Cancel

Dashboard Folder | Sales Manager Dashbo
Label

Folder Uniqus | Sales_Manager_Dashb i
Name

Public Folder | Read Only
Access

This folder is accessible by all users, including portal users
his folder is accessible by all users, except for porial users
his folder is hidden from all users

@ This folder is accessible only by the following users:

Search: Roles - for Find
Available for Sharing Shared To
Role: Billing Support - 1

Role: CEQ

Role: Central Sales
Role: Channel Manager
Role: Director Finance

1
*
a
a

Role: Director of Professional Services )
Role: East Sales 4
Role: Finance Manager S5
Role: Partner pr| Remove

Role: Project Manager

Role: SVP Customer Service & Support
Role: SVP Marketing

Role: SVP Sales

Role: Team Lead - -

7. Click Save.

Now, let’s put our Sales Manager Dashboard into this new folder. On the Reports tab, drag the dashboard and drop it on the
Sales Manager Dashboards folder in the Folders pane.

Step 2: Create a Shared Report Folder

Creating a report folder is very similar to creating a dashboard folder. If someone has access to a dashboard folder, but not to
the report folder containing the source reports, they won’t be able to see the data—so it’s important to get the folder access

right.

8 Note: See Permissions You Need. If you can’t create report folders, skip this step. You can always save reports to
your private folder, or a public one.

1. Click the Reports tab.

2. Open the drop-down in the Folders pane and create a new reports folder.

% ¥
New Report Folder
New Dashboard Folder

3. Enter Sales Manager Reports for the label and accept the auto-generated unique name.
4. Give Read Only access to the folder.

5. Select This folder is accessible only by the following users: and choose Roles from the drop-down
menu.

6. Select the Sales Manager role. If you don’t have this role defined in your organization, choose the role that makes the most
sense, or make the folder hidden or public.
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Folder Edit Save | Cancel

Report Folder  |Sales Manager Reports

Label

Folder Unique | Sales_Manager_Repor i
Name

Public Folder |Read0n\y -
Access

Unfiled Public Reports Reports in this Folder

Queue Stats a —None— =
Queue Stats - Abandon Rate
Queue Stats - Abandoned Calls
Queue Stats - Handle Times

Queue Stats - Inbound Calls Add
Queue Stats - Longest Queue Time LS|
Queue Stats - Outbound Calls P

Queue Stats - Queue Times Y

Queue Stats - Speed to Answer Times Remove

Queue Stats - Volumes By Queue
Queue Stats -Agent Utilization
Region Performance

Telephony Queue Stats

(= This folder is accessible by all users, including portal users

) This folder is accessible by all users, except for portal users

() This folder is hidden from all users

@ This folder is accessible only by the following users.

Search: Roles - for Find

Available for Sharing Shared To

Role: Sales Manager |&

»

Role: Billing Support
Role: CEO

Role: Central Sales
Role: Channel Manager

Role: Director Finance = Add
Role: Director of Professional Services >
Role: East Sales P
Role: Finance Manager Y
Role: Partner pr| Remove

Role: Project Manager

Role: SVP Customer Service & Support
Role: SVP Marketing

Role: SVP Sales

Role: Team Lead - -

7. Click Save.

Now let’s put our existing reports into this new folder. On the Reports tab, drag Closed Sales This Quarter, Sales Manager
Leader Board, Revenue Trend by Type, Neglected Opportunities, Pipeline Predictor, and Sales Rep Scorecard onto the Sales
Manager Reports folder in the Folders pane.

Step 3: Turn on Feed Tracking for Reports and Dashboards

Once you enable Chatter for your organization, you can turn on feed tracking for reports and dashboards. When the value
changes for a tracked field, Chatter posts an update to the feed, instantly alerting everyone following that report or dashboard.

1. From Setup, click Customize > Chatter > Settings.
2. Click Edit.

3. Select the Enable checkbox.

4. Click Save.
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Chatter Settings Help for this Page @

Chatter is a corporate network that lets your users work together, talk to each other, and share information, all in real time.

Save | Cancel

Chatter Settings | =Required Information

Turn on Chatter and Global Search features. We have given you a head start - your users may auto-follow a few people or
records by default and your search boxis in the header. Learn Mare...

Email Notifications

Allow users to receive personal Chatter email notifications
Allow Emails

Now let’s turn on feed tracking for reports and dashboards.

. From Setup, click Customize > Chatter > Feed Tracking.
Select the Dashboard object from the list.
Select the Enable Feed Tracking checkbox.

A W N =

. Optionally, choose fields to track, like Dashboard Running User, Title, Description, and Dashboard Unique
Name. If you select a field, and its value changes, that object’s feed is updated, alerting everyone who’s following it.
5. Click Save.

6. Repeat the steps to enable feed tracking for the Reports object.

Feed Tracking Help for tnis Pags @

Enable feed tracking for objects so users can follow records of that object type. Select fields to track so users can see feed updates when those fields are
changed on records they follow.

Obiec Tracked * | Fields in dashboards

Account 2Fields

Applicant ﬂ ﬂ Enable Feed Tracking Restore Defaults
Asset You can selectup to 4 fields

Campaign Dashboard Running User Dashboard Unigue Name D

Case Description Title

Chatter Group 0 Fields
Contact
Content 0 Fields
Contract

Dashboard

Event

Step 4: Follow Your Favorite Dashboards and Get Alerts on Components

Now that you have Chatter feeds on dashboards, it becomes a meeting place where your team can post messages and comments
and share relevant files, links, and other information. In this step, we'll follow the Sales Manager Dashboard so that updates
are brought into your own feed, and walk through the steps for following a dashboard component.

Following a dashboard is simple. Just find the one you want, and click & Follow. When you follow a dashboard, you
automatically follow all eligible components. When the dashboard is refreshed, if the value for a followed component crosses
a breakpoint, an alert is posted to your Chatter feed. Following components isn't supported for dynamic dashboards.

Let’s follow the first dashboard component we created—the gauge of closed sales—to receive alerts when the sales total crosses
one of the conditional highlighting breakpoints.

1. Hover over a component to display the ~ menu. To clear the hover menu, click an empty part of the screen.
2. Click Follow this Component.
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Closed Sales

Sales vs. Quota

Performance

= Closed Deals Leader Board

) Follow this Component

I=) Post Snapshotto Dashboard Feed

$2.00 oo

$0.00

(= Post Snapshotto User or Group Feed

ooy 280K
.7 Central
$8.00 Kasey -
$3.61 & Central
- .
Sum of Amount (Millions) - BillWest $196K
W
Ely East $184K

Top 5 Salespeople - Current Month

When an alert is triggered, you'll receive a Chatter post similar to this one:

Attach

@
W

What are

\a File

ouworking on?

' Link

Updates for everything I'm following

Sales Manager Dashboard: The Sales vs. Quota component crossed a
breakpoint since the last refresh. The value changed from $3,612,064.00 to
$4,112,064.00.

Sales v, Qust

Sales vs. Quota
“"f Lastrefreshed on Today at 8:15 PM

y @ Preview  * Goto Dashboard

Furs o A b

Today at 815 PM - Comment - Like

Step 5: Create the Dashboard Component

In this step, we show you how to share individual dashboard components by posting snapshots to user and group feeds. A

snapshot is a static image of a dashboard component at a specific point in time posted to a Chatter feed. Say that you received

an alert that total sales crossed a critical threshold, as we discussed in the previous step. Post a snapshot of that component to

key user feeds with your questions. Or, say that you just got the leader board of top salespeople for the month. Post to the
sales group to congratulate the top performers and motivate those who didn’t make the list. You can also post snapshots to

the dashboard feed.

4

information!

. Hover over a component to display

T B W N =

the

. Click Post Snapshot to User or Group Feed.
. Click either User Feed or Group Feed.

. Type a user or group name into the address field.

your comment. The snapshot and comment immediately appear in the feed.

Warning: Snapshots posted to user or public group feeds can be seen by everyone in the company—even those
without access to the dashboard. Posts to private groups can only be seen by group members. Don’t post sensitive

menu. To clear the hover menu, click an empty part of the screen.

. Write a comment in the text box and click OK. If you're posting a filtered component, you may want to mention that in
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Chatter > People > Anna Bressan

@ post Bafile & Link

Share with Anna Bressan and your company Share

Sort by: Post Date ™

Start Chat
“wp Send a message

sales leaderboard again!
Closag Deats Leagsr By Closed Deals Leader Board
ot smo  Rwon  As of Today at 3:02 PH
aunee Ameim G '
Viewing as Ted Kuster

# Go to Dashboard

. Ted Kuster to Anna Bressan: Congratulations Anna —you've tapped the

Chatter Contribution i anna Erds i w0 Bk .
antnany w0 st

w0k

w0 1an

usp a1k

Observer
.

0 0 0

Summary

An analysis is only as good as the data it’s based on. Very true. But no matter how good your analysis, it’s worthless if it doesn’t
prompt action, change behavior, or improve understanding. And you can’t achieve any of those if the right people aren’t seeing

the results of your analysis—your reports and dashboards.

Folders give you complete control over access to their contents. If you store dashboards and reports in appropriately shared
folders, your data is safe from inappropriate exposure. Chatter gives you feed tracking, following (for reports, dashboards, and
components), alerts on metric and gauge components, and dashboard component snapshot posts. Reports and dashboards
make analysis easy; folders and Chatter make sharing and collaboration a cinch.
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Final Summary

We've come a long way since the beginning of the book. We've covered how to build detailed reports, how to visualize your
data with report charts, and how to leverage the data in a report with dashboard components. We've also covered a lot of
interesting and powerful analytics features, like joined reports, conditional highlighting, cross filters, drilling down to record
detail pages, two-axis combination charts, formulas using summary functions, and a whole lot more.

The final tutorial discussed the importance of sharing your analysis with the right people, including how to control access
using folders. Ultimately, the goal of analysis is action. By analyzing trends, comparing numbers, and gauging performance,
you identify problem areas, set expectations, and recognize value. Chatter brings analytics and people together.

The finished dashboard will look something like this, but using your data. Each dashboard can have up to 20 components.
What will you create with the other fourteen?

(>3 Sales Manager Dashboard

- show Feed + Following

Q Find a dashboard... hd Edit | Clone | Refresh | Test Hook: Refresh How | A= of Today at 5:08 PM
Industry [+]
Performance Trends Sales vs. Quota
Closed Deals Leader Board Revenue Trend by Type Sales Velocity
Sum of Record
Opportunity Owner Amount Count E _G-DO
=T
USD 3.6M 8 | 3 )
o~ H 500
David USD 294 5 Egz_uo
Hudson ==
? om0 1 T T r
B e USD 1.9M 15 a o o a 000
Hatt Yvilson é\@ Y&Qf“ @’5‘ &‘;JP 11.86
Karen USD 1.4M 2 «
. M Adams Close Month Sum of Amount in USD (Millions)
: : USD 1.3M 3 Type
‘1 Enhil Smith = Existing Business ~ ~ New Business
E Jin Chan USD 843K 7 Goal Drive New and Add-on Business sales Rep Scorecard
Total USD 11.9M ~1l Industry Groups ‘Opportunities, Activities, and Cases

g

Top 5 Salespecple - Current Month G "
Closed Deals by Segment = Bitiek 1 - Fscond
Admin User Count
Closed Sales 0.02 Ely East W Tasks and
1 § Jomie Pre. Events black 2 -
N Record Count
Deals/Amounts by Owner & Jae Seller W Cases block 3 -
- Record Count
20 100 ¢ E Jahn Sell.
z =7 E Mary Sell..
5 1 nze Ricky East
T W0 200 & H 4.63 Ted Data
] s
g s 100 g g 167 Tom Resel..
@ Wendy West

’ © & &S
w@{;\fiﬂ@ #;«* «

Opportunity Owner
¥ Record Count

o.oo

== Bum of Amount

‘Sum of Amount in USD (Millions)
Market Segment

B Manufacturing ™ Financial M Technalogy

B Other
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