Creating a New Report

Navigate to the Reports tab and click New Report.

Select the desired Report Type (i.e. the types of objects in your report, such as Accounts or Opportunities). Keep in mind that Salesforce include
several pre-constructed report filters (e.g. Contacts & Accounts) that you can use as the basis for your report.

Select Report Type

Quick Find

=13 Accounts & Contacts

Accounts
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Preview

Lead Report
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Web Seminars

Cold Callz Grand Totals

Arcounts with Partners 2003-January av4 350 2 1,636
Account with Account Teams 2003-February 1,125 175 410 1,710
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Click Create.
Adding Fields to a Report
To add a new field to the report, locate it in the Fields sidebar and drag and drop it onto the Preview table.
Save Save As Close #% Report Properties Add Report Type o Run Report
Fields [an]a[#]=] Filters | Add v
— Show | All accounts [v|
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Drag and drop to add fiskds to the report. Date Field  Crested Date ¥ | Range| Custom From | 3112018 = To =
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Adding Filter Criteria to a Report

In the Filter section, click Add.
Select the follow details:
® Field: Select the field for your filter.
® Operator: Select the logical operator for your filter. For example, fields typically have operators that allow you to choose how to include

different textual or numeric details (equals, greater than, starts with, etc.)
® Details: Enter the text or number details for your filter. If there are predefined values, the Picklist icon displays.

Click OK to save the filter.

The image below shows a filter that locates all email addresses that contain the text “ny.gov.”

Filters M
Show All leads v
Date Field Create Date v Range Current FY v From|1/1/2018 = To 12/31/2018
Email ¥  contains ¥ | nygov OK| | Cancel

There are different types of filters you can add:
® Field Filter: Select a field value for the filter.

® Cross Filter: Select to display records based on their relationship with other objects (e.g. Accounts w/ Opportunities).
® Row Limit: Select to show a certain number of records on the report (e.g. Top Five Accounts by Annual Revenue).

Saving a Report
To save your report, click Save. This opens the Save Report window where you can enter the following details:
® Report Name

® Report Description
® Report Folder

Save Report Help for this Page &9 X

Report Hamel Accounts Movember 2017

Report Description | All Accounts created between 11/01/2017
and 11/31/2017.

Report Folder | My Personal Custom Repaorts b

Save Save and Run Report Cancel

Click Save to save the report for a later date or Save and Run Report to save and view it immediately.

To create a new report from and existing one, click Save As and enter a new report name. This will create a copy of the original report that
you can modify without affecting the original report’s criteria.
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