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Views vs Reports

So far we've talked about "Views" as a way of looking at multiple records of data at once.
But Views have limitations.
The deepest view of data is found in reports.

What are the differences?

Views
Contacts Locations Volunteer Events .il lllli-"“"‘ “'_‘“I Occurrences Recurrences Connections Volunteer Teams Documents Repe
\, | Affliate Managed + | Edit| Delete | Create New View "

Change Owner T ) A/BIC/DEFGHIJEKLMHNOPOGRSTUVW

| Action Volunteer Opportunity Name + End Date Default Location Organization Served Status
Edit| Del| @ 4th of July Clean-up crews 7142011 Training Grounds Artin Texas Active
Edit| Del| €& Abbott Volunteer Day 1213102012 Camp Fun Artin Texas Pending
Edit| Del| @ Adult supervision required B/2772011 Brackenridge Park San Antonio Parks and Recreation  Active
Edit| Del |+ Age Group Test 1213112011 Troutco Building Trouteo Pending
Edit|Del| @ America's Sunday Supper 1116/2012 iH R lemen! Artin Texas Active
Edit|Del| @ American Airlineg ReachQUT 212072011 School House Rock Elementary Anin Texas Active
Edit| Del| € Anather Try 41162011 The secret Garden Troutco Active

Views are a way to search and see a number of records at once. You are able to filter records,
and select which fields you want to appear in the 'view'

In this view, we are looking at Volunteer Opportunity Records that have been filtered to show
just affiliate-managed opportunities.

HandsOn Connect - Reports and Dashboards Page 5
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Volunteer Opportunities

"\, Edit View

Step 1. Enter View Name

View Name:

View Unigue Name:

I Affiliate Managed

I Affiliate_Managed i

Created By:  Art O'rdoqui, 3/11/2011 10:55 AM  Modified By: Larry Deckel, 12/5/2011 4:08 PM

Step 2. Specify Filter Criteria

Filter By Owner:

@AII Volunteer Opportunities
My Volunteer Opportunities

Filter By Additional Fields (Optional):

Field Operator Value
| Managed By + || equals + | | Affiliate CM AND
| --None—- % || --None—- $ | AND
| --None—- + || --None—- + | AND
| -—~None— 3 | [ --None-- | AND
| -=-None—- + || --None—- %
Add Filter Logic...
Step 3. Select Fields to Display
Available Fields Selected Fields
Record 1D Volunteer Opportunity Name
Activity Type End Date Top
Age Groups Served Default Location —
Apply Restrictions to Opportunity Organization Served lLJ
Background Check Reguired Add Status Up
ity [aren] r.

Aview can filter and display any fields that are in that ONE object.

To get deeper information about data - we

¢ Volunteer Opportunity Matrix- Current Yr

Report Generation Status: Complete

Report Options:

Summarize information by:
| Schedule Type

Summarize information by: Show
+| | volunteer Oppertunity Status 1Al

Run Report ¥ Show Detalls Customize | Save @ Save As |Delete |Printable View  Export Details

Filtered By: Edit

Occurrence End Date & Time greater or equal THIS YEAR Clear
AND Occurrence Start Date & Time |less or equal THIS YEAR Clear

Schedule Type
Date & Time Specific

To Be Scheduled

Grand Total

Volunteer Opportunity Status Grand Total
Active Pending Awaiting Approval Inactive
Volunteer Opportunity Total 55 B 4 7
Occurrence Total 731 47 5 159
Connection Total 325 12 28 4
Total Registered Volunteers 383 12 48 4

Total Hours Served 74.00 0.00 0.00 0.00
Record Count 160

Volunteer Opportunity Total
Occurrence Total
Connection Total

Total Registered Volunteers
Total Hours Served

Record Count

Volunieer Opportunity Total

Occurrence Total
Connection Total

Check rows to filter, then drill down by: | --None-- 3| Drill Down

Reports allow you to do far more than views:

HandsOn Connect - Reports and Dashboards
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* You can bring in data from more than one object at once (This report combines fields from
Volunteer Opportunities, Occurrences and Connections) all together.

* You can group data based on specific fields to make information more meaningful

* You can perform records and mathematical calculations based on any of the numerical data
in the system.

* You can create visual views of summarized data through Dashboards

* You can export the data into excel or a .csv file in order to analyze it further!

HandsOn Connect - Reports and Dashboards Page 7
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Introduction to Reporting

One of the most powerful features in HOC is it's ability to do to the minute accurate
reporting. In this lesson, we are going to take a quick tour of the Object: Reports.

As of Winter 12 release -- Salesforce has combined both Reports and Dashboards access
into one tab marked Reports.

(There is still a 'Dashboards" tab available -- but its somewhat redundant now.

The Reporting Object

Repclﬂs & Dashboards HewReper.. New Dasheeass 0
p—

Feiders All Folders.

a b
(=3 0 ° Recertly Viewod ¥ MITypes =
I Folders - o

Urfisd Pubs Reporis Mamo & Folder Croated By

Weggpacral Custom R... Drill Down Ocsurrences - Dema Report
.'em ards X HOC DEMO Deckal, Larry

nggetion and Cont. = Individual Reparts{individual Rel} ndividual Reports E——
Bppartunty Reports e
Sales Reparts Larry"s Opportunity Summary Dashboard

= - v Summary Deckal, Larry

Lead Regerts
Suppon Regerts
Campaign Roports

Brill Bown - Dema HOG DEMO Kartoy, Diavis

All Users - DEMO HOC DEMO Kirtoy, Davig

=| gl Regional Gathering Dashboard Summany Decial, Larry
Beckys simple connection repart Denver Demo Reporis Deckal, Lary

i ratch
Denvar Dema Scrateh report Denver Dema Repors Reckal, Larry

[ S ——— Framien rmm e P

1. Creating New Reports and Dashboards is done here - at the top of the object.

2. All folders that reports are stored in here. You can do a 'quick find' for a specific folder by
using the magnifying glass at the top of the column. Clicking on a specific folder will put the list
of reports in that folder in the section to the right.

3. You can search for reports and dashboards quickly using this search lookup. (Note: If you
don't have "All Reports" selected in the folders section to the left, it will only find results in the
specific folder you've selected.

4. If you don't do a search -- the default list you see will be "Recently Viewed" and "All Types"
You can select "All Items" or "Reports | created" as a search filter as well.

The "Type" picklist allows you to view ALI types, just REPORTS, or just DASHBOARDS>

5. This tab will show you the most recent reports used.

SalesForce comes with a number of reports already built into the system. Some of them will
mean something to your organization, some of them will not. Remember that Salesforce calls
Organizations: Accounts. Remember, as well, that there is a big difference between a
opportunity in Salesforce (which is a Sales thing) and a Volunteer Opportunity.

HandsOn Connect - Reports and Dashboards Page 8
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The Folder Section

Folders Pre
Q5 -
A

All Folders

Unfiled Public Reports

My Personal Custom R..

My Personal Dashboards

Organization and Cont...

Opportunity Reports

Sales Reports

Lead Reports

Support Reports

Campaign Reports

Self-Service Reports

Activity Reports

Product and Asset Rep..

Call Center Reports

Additional Reports (Inst..

Company Dashboards

Contact Information (In...

Corrected Reports

Denver Demo Reports

Entity Reports (Instale. ..

Google AdWords Dash...

Google AdWords Repo...

Graphics and Statistics..

HOC DEMO

HOC Support Folder

HOCD Monthly Recarts

HOCD Reports fr.e. Nid|

HOCD Reports for Vol... | Edit

HOCD Wave &

HandsOn Connect Re... Delete

Homework Dashboard ..

Individual Reports (Inst...

1. The dropdown at the top allows you to create a new reports folder or new dashboard folder.

2. If you select an existing folder, a drop down appears to the right. Click on the triangle to edit
the folder properties or delete the folder.

The Report Section

HOC DEMO
" A Recontly Viewed » M Typos o
o Name & Felder Croated By
= -
8 Drill Down Occurrences - Demo Report e HOC DEMO Deckel. Larn
Edl b
it
rill Down - Demo il
. Kby, Devi
Delete HOC DEMO Kby, Davig
Export (Il Users - DEMO HOC DEMO Kibyy, Davis
Team Members (unfiltered) HOG DEMO Deckel. Lamy
- ' EM Deckel, Lamy
- Employee and Organization Names HOC DEMO Dackel, Larry
E "" Fouwet of Ona HOC DEMO Deckel, Larry

L U R S

The report section shows you the individual reports that match your search criteria or folder
selection (from the left folder list)

1. The picklist to the left of the report name drops down when you click on it. It allows you to
Edit, Delete or Export the report directly.
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2. Clicking on the Report Name will RUN the report.

The little icons to the left of the item denotes whether its a report (Looks like a little
spreadsheet) or a dashboard (looks like a little chart)

There are three 'special' folders that every user has access

to

Folders

My Personal Custom Reports

Q
A

Il Folders

Unfiled Public Reports
My Personal Custom R...
My Personal Dashboards
Organization and Cont...
Opportunity Reports
Sales Reports

Lead Reports

Support Reports
Campaign Reports
Self-Service Reports
Activity Reports

Product and Asset Rep...

Name
Available Opportunities Bug

Team Members

Homework 6 - Task 7 (impact)

Answers to Questions for One Occurrence

Answers to Questions for occurrence

Unfiled Public Reports is a place to stash reports that you are experimenting with and aren't
sure where they should be stashed. It's a temporary holding area until you decide what folder
you ultimately think I report should live in.

My Personal Custom Reports and My Personal Dashboards are places to store reports that are
for your use only. This way you don't clutter up the folders shared with other users with reports

you intend only for your

own personal use. No one else can access the reports or dashboards

stored in your 'personal folders'

You can customize what columns appear in the reports tab
by clicking on a column heading

All Folders
Qr / Recontly Viewed ~
Action Namo & + Foldor Created By
- Denver Matrix 4} SortAscending Lamy
- tst spring bug ”\1 Son Descending Lamy
- Questions & Answers e
——._b Colymns 7 B
- Occurrences with Verification Due 7!
Drill Down Occurrences - Demo Repaort A
- N ) HOC DEMO Deckel
4| Created By

= Team Members (unfiltared) HOC DEMO Deckel Created Date
T Employee and Organkzation Names HOGC DEMO Deckel Last Modified By
- Volunteer Opps in zipcode 92506 2012 Demo R IJECREIJ Last Modified Date
- 10 Report HOC DEMO Deckel, Lamy

Columns can be resized by dragging the column width.

HandsOn Connect - Reports and Dashboards Page 10
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You can also control what columns appear and what order they are sorted by, by clicking the

dropdown arrow and choosing a sort, and/or click columns to choose which columns of
information appear in your reports.

HandsOn Connect - Reports and Dashboards Page 11
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HandsOn Connect Standard "Starter"
reports

HandsOn Connect has a number of reports included.
For most HandsOn Connect customers the reports are found in the following folders:

+ HOC Basic Reports

* HOC Custom Button Reports
* HOC Managerial Reports

+ HOC Monthly Reports

* HOC Sharing Portal Reports *
* HOC Support

¢  * The Folder "HOC Sharing Portal Reports was added in late December, 2018. It
contains six reports that serve as starter reports for partners in the sharing portal and
replaces an older folder called "Partner Reports". If you were a customer before
January, 2019 and wish to have the sharing portal reports and its folder added to your
instance of HandsOn Connect - please open a support ticket and we will add these
reports to your instance.

@ Customers who had an existing instance of Salesforce when they added HandsOn
Connect - have the same reports as listed below - but they will be organized in
different folders. Additional folders that hold some of these reports may include:

* HOC 2.12 Release

* HandsOn Connect Reports

+ HOC Entity Reports

« HOC Graphics and Statistics

* HOC Import Templates

« HOC Referrals and Service Hours
« HOC Reports (self Report)

+ HOC Summary

+ HOC Team Reports

HandsOn Connect - Reports and Dashboards Page 13
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Just search for the reports mentioned below by name, and you should find them in
your instance. You can move the reports into the folder organization schema listed
below if desired.

HOC Basic Reports

# of Connections per vol (Calendar Yr)- Shows the number of connections grouped by
Contact based on the start date of the connection occurring this Calendar Year.

Connections Overview (Current Year) - Shows all connections grouped by VO Type, Volunteer
Opportunity and Occurrnence for the current Calendar Year and provides basic information
such as opportunity coordinator, status, attendance numbers, and hours served.

Connections Verifications Due - Shows the connections that are confirmed and have 'please
verify' for the attendance status)

Contact's Skills and Interests - Shows contacts that have identified a skill set and what impact
areas they are interested in along with whether or not they accept invitations and contact
information. (formerly known as Individual Reports (interests & Skills)

Contacts - Shows hours served, contact information and other demographic information for all
contacts in the system grouped by the Account Name.

Feedback Reports (Projects) - Shows the occurrence and connection information filtered for
those that have provided a feedback rating.

Grand Summary (Current Year) - Shows the Number of Volunteer Opps, Occurrences,
Connections, hours Served, and Guest Hours Served grouped by Schedule Type and Project
Type for all projects and activities. Filtered by Occurrence= Active, Attendance Status NOT
EQUAL to Decline, Canceled, or Not Attended.

HOC Skills - Shows all the skills in HandsOn Connect grouped by category.
Number of Accounts Created by Month - Shows the number of accounts created each month
Number of Contacts created by month - Shows number of contacts created by month

Occurrence Overview Report - Shows all occurrences grouped by volunteer opportunity.
Information displayed includes opportunity coordinator information, attendance numbers,
hours served.

Organizations Report - Shows Status, Impact Area, Type, Primary Contact, Addresses, and
other related information for all the organizations in your system and grouped by type.

Orgs with Opportunities Avail in Search - Shows the number of organizations with Active
Volunteer Opportunities with Active, Upcoming occurrences and the total of each.

HandsOn Connect - Reports and Dashboards Page 14
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Total Active Future Project Occurrences - Shows the number of ACTIVE upcoming Date &
Time specific occurrences and To Be Scheduled occurrrences that are still open.

Unverified Self-Reported Hours - Lists all Connections where hours have been self-reported
by volunteers, but not yet verified.

Volunteer Demographics 1 - Shows demographics for Gender, Ethnicity/Race, and Person with
Disability. Great for Dashboard chart for demographics.

Volunteer Demographics 2 - Shows demographics for Education Level, Marital Status, and
Employment Status. Great for Dashboard chart for demographics.

Volunteer Leaders Still Needed - Shows the upcoming occurrences, grouped by Volunteer
Opportunity, that are in need of a volunteer leader, along with the Volunteer Opportunity
name, location, and start date.

Volunteer Opportunity Matrix- Current Yr - Shows the Number of Volunteer Opps,
Occurrences, Connections, Hours Served, and Guest Hours Served grouped by Schedule Type
and Project Type for all projects and activities. Filtered by Occ= Active; Attendance Not Equal to
Decline, Canceled, Not Attended.

Volunteer Opportunity- Summary Report - Shows the Managing Organization, Total
Occurrences, Total Connections, Total Attended, and Total hours served for each volunteer
opportunity in the system

Volunteer Orientation & Connection - Shows the Volunteers that have completed orientation
and if they have any connections

Volunteer Team Captains - Shows the contact information for Volunteer Team Captains and
basic information on the # of members, Team Hours Served

Volunteer Team Overview - Shows the number of hours served, number of members,
associated organization and visibility by Volunteer Team

HOC Custom Button reports

Questions & Answers. - Do Not Edit the filters for this report since it is used for the "Run
Answers Report" link found in the Occurrence record. It shows the answers to the custom
questions for the related occurrence. Do not rename this report or the button will not work.

View Service Hours (Org Record) - Do Not Edit the filters for this report since it is used for the
"View Service Hours" link found in the Organization record. It shows the number of volunteer
hours served by schedule type for ALL volunteer opportunities for that organization record. Do
not rename this report or the button will not work. (Note: This button may only exist in legacy
HandsOn Connect organization page layouts)

HandsOn Connect - Reports and Dashboards Page 15
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HOC Managerial Reports

These reports give you an overview of information about your use of Salesforce - and provide
tools for importing data.

Active Users- Lists all the active users, regardless of profile, in your system
Adjustments made to Reports- shows who has modified a report within the last 30 days

Approval Needed - Partners (Past Due) - Shows the Connections that volunteers have made
to your opportunities that are Pending Approval and Past Due,

Contact Import Template- Use this report to create a template for importing contacts

Contacts and Employers- Shows the Contacts and their related Employer and Organization.
Can be used to determine which contacts could be related to their employers instead of the
“Individual” organization.

Custom Reports by User- Shows who is creating custom reports in your system.
Document Library- Shows all the documents in your system grouped by folder

Inactive Users? - Shows the users that haven't logged into the system within the past 90 days.
Date range can be customized.

Login Leaderboard- Shows the number of log-ins by Active Users within the last 7 days. Can
be used to create a Login Leaderboard dashboard

Number of Documents Added by Month- Shows the number of documents added each
month to the system.

Number of Open Tasks grouped by Assignee- Shows the number of open tasks assigned to
internal users

Number of Tasks and Calendar Activities- Shows the number of tasks and calendar activities
grouped by month

Opt in for Communciations - Shows the contacts that have opted in for your organization's
communications and provides phone, email, and postal information.

Org and Contacts Import Template- Use this report to export and create a template that can
be used for importing Organizations and Contacts.

Organization Import Template- Use this report to create a template for importing
organizations.

Parent and Related Organizations - Shows the organizations that are related to a Parent
Organizations and the related Primary Contact, Opportunity Coordinator, and Phone number

Self-Reported Orgs unmatched in database - List of all organizations self-reported by
volunteers where an active organization was not found. Use to see if you have a 'close match' &

HandsOn Connect - Reports and Dashboards Page 16
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want to update the Existing Organization field or contact new organizations to recruit as active
partners.

Team Member Import Template - Use this report to get the basic template for importing
Team Members. You will need to modify the filter to the organization name you wish to use and
then add additional columns (Team ID, Team Member Status, and Captain) to the template after
exporting.

Users Logged in (Last 7 Days) - Shows the users that have logged into your system within the
past 7 days.

Here are links to using the import templates for batch adding data to Salesforce

Importing Organizations and Contacts in Salesforce

Batch adding Team Members

HOC Monthly Reports

Active Occurrences (This Month)- Shows the occurrences that are active for the current
month grouped by schedule type

Contacts Created Last Month- Reports on the contacts that were created during the previous
month.

Date & Time Project Occ (Last Month)- Shows the number of confirmed, attended, not
attended, unreported, and hours served for all the Date & Time project occurrences during the
previous month

Express Interest Project - Last Month- Shows the number of connections created for Express
Interest projects last month. Grouped by Schedule Type and Occurrence.

New Agency Partners- Shows the Nonprofit Organizations that were created during the
previous month, their status, and primary contact.

Total Hours Confirmed (Last Month)- Shows the number of hours for connections with an
end date equal to last month and attendance status equal to Attended (and Hours Verified).
Report is grouped by Schedule Type

HOC Sharing Portal Reports

These reports are in a folder that you can make available in the CMS to the sharing portal.
These are starter reports for your partner organizations. Add more based on information you
wish to share with your partner organizations.

Occurrences visible on public site - Shows the upcoming occurrences of volunteer
opportunities that are visible on the public site for volunteers to sign up or express interest.

Upcoming Connections - Shows connections coming up today and in the future, grouped by
pending and confirmed.

HandsOn Connect - Reports and Dashboards Page 17
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Volunteer Engagement Report- Shows all volunteer connections grouped by contact as well
as summary of hours served and number of connections by contact.

Volunteer Opportunity Overview - Shows statistics for all volunteer opportunities past and
present.

Volunteers and Connections - Searchable - Use the search box and/or the sorting and
filtering capabilities in the report header to find info on your volunteers and their connections
to your opportunities.

Volunteer Awaiting Confirmation - Shows volunteers with upcoming connections in Pending
Approval Status. These volunteers should be confirmed or declined to participate in your
Volunteer Opportunity

HOC Support

These reports are used by the support team for onboarding your instance and troubleshooting
your data issues. Please leave these where they are - but you can run them yourself, and/or
make variations that you store in folders you create.

Missing Information- Occ - Shows if any Occurrences are missing the required fields. (Run this
report to see if any of your occurrences have become corrupted due to missing required
information. (This corruption is generally the result of deleting parent records (Volunteer
Opportunity, Locations, etc) that are required for occurrences.

Missing Information- VO - Shows if any Volunteer Opportunities are missing the required
information. (Run this report to see if any of your volunteer opportunities are corrupted
because they are missing required information).

Object Change Report (Search Update) - This report tells you if a request to update search
was sent to the search server when you edited a volunteer opportunity or occurrence.

Report on all HOC Reports - Shows all Unmanaged Report Folders and their reports
associated with HOC. (Edit this report to include folders you may be using for reports - and it'll
give you a list of all reports that are of value to you!)

HandsOn Connect - Reports and Dashboards Page 18
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Report Folders With Special Characterisics

There are three 'special’ folders that every user has access
to:

Folders My Personal Custom Reports

Q
m pO aers

Unfiled Public Reports Nama

Q

My Personal Custom R... v Available Opportunities Bug

My Personal Dashboards

Urganization and Cont.... Toam Mombaors

Opportunity Reports

Salos Reports - Homework 6 - Task 7 (impact)

Lead Reports Answers to Questions for One Occurrence

Support Reports

Campaign Reports Answers to Questions for occurrence

Self-Service Reports
Activity Reports
Product and Asset Rep...

Unfiled Public Reports is a place to stash reports that you are experimenting with and aren't
sure where they should be stashed. It's a temporary holding area until you decide what folder
you ultimately think I report should live in.

My Personal Custom Reports and My Personal Dashboards are places to store reports that are
for your use only. This way you don't clutter up the folders shared with other users with reports
you intend only for your own personal use. No one else can access the reports or dashboards
stored in your 'personal folders'
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Creating a New Report Folder

In this lesson, we will learn how to create a new folder, set permissions for that folder, and
how to edit permissions in existing folders.

Use the New Folder Button to create a new folder

REpDrtS & DaShbDardS New Report... | New Dashboard...

Folders Al Click this dropdown _
) _ M picklist to get the option to
All Folders New Report Folder create a new folder

Unfiled Public Reports Mew Dashboard Folder

My Personal Custom R. .. AllUsers - DEMD

My Personal Dashboards
Organization and Cont...

Larry's Opportunity Summary Dashboard
Opportunity Reports B I |

Give the folder a specific name

€ New Report Folder

Folder Edit Save | Cancel

Report Folder Label | Year End reports

Folder Unique Name |‘r’ear End_reports i

Save | Cancel

After creating the folder, select the folder to set its
characteristics

Selecting "Pin to top" will pin the folder at the top of your list of folders. This is handy for
frequently used report folders!
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Click on Share to set who can access the folder. (For existing folders, you can click on Share and
modify who the folder is shared with). Only share folders with customer portal users if they
need access to the folder in the portal. Be selective of which folders you share with partners
and volunteer leaders. (Note: when they view the report, they will only see the records that
they have permission to view -- so the same report will appear differently on the admin site,
and to each customer portal user).

Note: If you do not see this option - see below in this post "Note: If you've not upgraded...." and
update your settings!

= Wave 8 Hepors
- Wave 9 Reports
- Year End reports |5?~|

— Z__HandsOn Connect Reports {Insta|p=—
. Pin to top
- Organization and Contact Reports
— Opportunity Reports
Share
- Sales Reports

- Lead Reports Edit
= Support Reports
- Campaign Reporls

Delete

Set who the folder is shared with:

By default, the folder is shared with a user, you, who created the report. Your access is
Manager.

You can choose to look up users, roles, or other 'groups' of users by clicking on the "Share with"
links. The 5 more options include "Roles and Internal Subordinates" "Public Groups" "Portal
Roles" "Portal Roles and Subordinates" "Customer Portal Users". Each allows you to select
from those lists.

Share: Year End reports Help for this Page & x

~ Share with: Users, Roles, Roles, Internal and Portal Subordinates, and 5 more ¥

All (1) i Access
Larry Deckel
User Manager «
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To share with everyone on your staff (internal users), and/
or to share with all customer portal users, select "Public
Groups™

Click on the Share button next to the groups "All Internal Users" and/or "All Customer Portal
Users" (if you wish to share in the partner and Volunteer Leader portals). OR, share a folder
with just one public group, or one user. You can fine tune your sharing accordingly.

Then select the level of access for each group you share with.

+ Viewers can only view reports (that's all that's possible for customer portal users)

+ Editors can view and edit reports

+ Managers have complete control over the report and can change sharing and/or delete
reports.

Share with Public Groups: Year End reporis Help for this Page & x
Type a name...
Public Groups | Shared (2) i  Access
" All Internal Users Shared Editar «
All Customer Portal Users Shared “ Viewer
AmeriCorps Share
Art Test Share
Art in Mass Share
Art in Texas, Inc. Share
Brenden's Org Share

Done

Note: If you've not upgraded your salesforce instance to
use improved reporting sharing:

The sharing instructions above apply to users of the new report & dashboard user interface.

To enable this: go to Settings / Customize / Reports & Dashboards / Folder Sharing and check
the box:
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Report and Dashboard Folder Sharing

This setting lets users selectively share reports and dashboards with other users, roles, public user groups, or portal users.

Folder Sharing

# Enable access levels for sharing report and dashboard folders

Save |  Cancel

Also update your Report and Dashboard User Interface
Settings

There are great new reporting features that also must be enabled if they are not already.

Go to Setup / Customize / Reports * Dashboards / User Interface and check all boxes as shown:

Report and Dashboard User Interface Settings

Modify the behavior of the user interface for report and dashboard pages using the following settings:

User Interface
+| Enable Floating Report Headers

«| Export Reports Without Footers | i
# Enable Dashboard Finder | i

Chatter Options

#| Enable Dashboard Component Snapshots | i

Save | Cancel
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Controlling which reports are available to
whom (customize portal access to reports)

Salesforce has a TON of stock salesforce-centric reports which would only be confusing to
your partner organizations and volunteer leaders. You can control which report folders are
viewable within the portals.

Reports are organized in folders, and you can control who
can access each folder.

Folders Pre
Q QG -
All Folders

Unfiled Public Reports
My Personal Custom R..
My Personal Dashboards
Organization and Cont...
Opportunity Reports
Sales Reports

Lead Reports

Support Reports
Campaign Reports
Self-Service Reports
Activity Reports

Product and Asset Rep..
Call Genter Reports
Additional Reports (Inst..
Company Dashboards
Contact Information (In. ..
Corrected Reports
Denver Demoe Reports
Entity Reports (Installe. ..
Google AdWerds Dash...
Google AdWords Repo...
Graphics and Statistics..
HOC DEMO

HOC Support Folder
HOCD Monthly Reparts
HOCD Reports ', .. [7)
HOCD Reports for Vol... | Edit
HOCD Wave &
HandsOn Connect Re...
Homework Dashboard ..
Individual Reports (Inst...

Delete

Go to a folder by selecting it from the Folder picklist, and then click on the dropdown picklist
that will appear - and select edit.
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Campaign Reports, for example, is a standard salesforce
report, and of no interest to your portal partners, so let's
make it, and all the reports in it, invisible so as not to
clutter their page.

Report Folder Edit

© Campaign Reports

Folder Edit Save | Delete  Cancel

Report Folder Label Campaign Reports
Public Folder Access I Read Only ™

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

@\Thisfolder is accessible by all users, except for portal users

(") This folder is hidden from all users

':‘Thisfulder is accessible only by the following users:

Search: far: || Find

Available for Sharing Shared To

Add
»

4
Remove

Save | Delete | Cancel

You can make each folder that you have reports in either Read Only, or Read/Write (which
means the users with access can add reports to the folder)

You can control who has access to the folder. Select "This folder is accessible by all users,
except for portal users" to exclude it from VLs and Partners.

You can create a folder with a report that is specific to one public group (one of your partners).
Then only they will have access to this folder.

Create folders and reports to meet the specific needs of your partners, VLs, and staff, and
house each in separate folders so you can control access.

Only grant access to reports that are meaningful and useful to the people who can access them.

It is recommended that the System Administrator examines all the reports, and hides any that
don't meet their staffs needs from their view. Then the array of reports will be less confusing.

Make custom reports in folder categories that make sense to you and your staff.

Note: The output of any report will be limited to the
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records that the running user has access to.

Users running reports will only see THEIR data.

Give special thought to the report folder(s) you make
accessible to your portal users

HOC Reports for Partners

(o) | Al llems ¥ ATypes bt
Actlon Name + o) Folder

Approvals Needed- Partner:
= pp S 5 HOC Reports for Partners

Approvals Needed- Partners (PAST DUE) HOC Reports for Pariners

c tion Verificati Due- Part
onnection Varifications Due- Partners HOC Repons for Partners

.| Questions & Answers HOC Reports for Pariners
Total Active Future Occurrences- Partner HOG Repors for Partners
- Unvaerified Self-reported hours HOC Reponts for Parners

- Velunteer Engagement Report- Partners HOC Reports for Partners

For Wave 8 and beyond, there is a stock folder called "HOC Reports for Partners". Make sure
that all reports you want your partner to have access to exist in this folder.

Two Important reports that should be in this folder are:

1) Questions & Answers. (This is used to provide the answers to questions via the button in the
occurrence record). Note: (this report has a merge field in it so running the report in the folder
itself will get NO results. It's intended to be run from within the occurrence record where it will
merge the occurrence ID.

2) Unverified Self-Reported Hours

If you have enabled self-reporting in your instance, this report makes it easy for your partners
to see verifications that are due for self-reported opportunities with their organization.

No need to include a copy here if you do not have self-reporting turned on!
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Running a Report

Running a report is sometimes as simple as hitting a button. This lesson will get you familiar
with the Run Report Window, basic filters, basic summaries, and sorting your data.

Let's get familiar with the different areas of this screen.

¢ Contacts Created Last Month @

Report Generation Status: Complete e
Nt

Report Options: o
- i— Time Frame
Summarnize information by: Show Date Field Range
==None== . All organizations = Created Date s Last Month
From To
3/1/2012 EVERTFL R

Run Repert ¥  Hida Details Customize @ Save Save As Delete Printable View Export Details g

Salutation First Name Last Name Title Email Primary Phone Organization Name Profile Name Registration Status
Newt Trout = e'. +newl@amaill.com (323) 123-1234 Trouteo
Omar Trout - +Om; nail.com (323) 123-1234 Trouteo
Suzie Trout = +guzi nail.com (323) 123-1234 Trouteo - -
Bamey Bounce Director +Doun il.com 3231231234 Bamey's Bouncers Panner Staff Registered
Viki Voluntesr - 3216549870 Individual - Ragistarad
Test NPSP 9876543210 Individual - Registerad
Al Drdogui (210) 123-45867 Individual - Registerad
Daniel Pavion 210-123-4567 Individual - Pending(Team Registration)
Calvin Camol = 210-123-4567 Individual - Pending(Team Registration)
i payion Publisher ar 2y 1Di3 gil.ce 456-T89-6325 SiKids Panner Staff Registered
Teen Volunteer - - 9876543210 Individusal - Pending(Team Registration)
Tween Volunteer - - 9876543210 Individusal - Pending(Team Registration)
Vincent Volunteer - - Q876543210 Individual - Pending(Team Registration)

| have chosen to run the report "Contacts Created Last Month" - that is in the HOC Monthly
Reports Folder.

Here are some of the features of the report:

1. The name of the Report

2. Status of the Current Data

3. Report Options

4. Report Menu (and filters if any additional ones are applied)
5. The data

Number 1 is pretty self explanatory, so let's move on.
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2. Report Generation Status

Report Generation Status: Complete

This tells you if ALL the data is available in the report. In this case it is. But Salesforce has a limit
of only showing a maximum of 2000 records.

But let's look at another report for a second - to see what happens when there are more than
2000 records.

Here's a report that says it contains more than 2000
records:

€ All Users - Demo

Report Generation Status; Mote: 2,000 of 2 106 records are displayed below. Select Export Details for a complete view of your data. [,\\\

This report is saying of the 2,106 records that should be in this report, 2,000 are currently listed
in the Data below. To see the full list, in this case, we would need to export this data. HOC, by
default, will only show 2,000 records in the report window. If your report has more than 2,000
records you will need to export the report to see all the data

Note however that if you are doing summaries and calculated fields in your report - you WILL
see accurate calculations based on all the data you've selected. You just can't view more than
2000 records at one time in Salesforce itself.

3. Report Options

Report Generation Status: Complete

Report Options:
L - Time Frame —0
sty

Summarize information by: Show Date Field Range
--None-- 2 All organizations = Created Date v Last Menth
From ) To i
3/1/2012 33172012

HandsOn Connect - Reports and Dashboards Page 30



Onl

BIG PICTURE: This is a very quick and mildly powerful way to customize this report. You have
three different Reporting Options (Filters) that will affect the data that the report brings back.

1. Summarize information by - you can summarize by any field that are listed in the objects
associated with this report. This report, for instance, works with both the Organization and the
Contact Objects.

2. Show: You can choose whether to show MY organizations, MY contacts, but since 'ownership
has no particular meaning in HandsOn Connect - you should always choose to show ALL.

(Note: The primary object here is Organizations - and each organization has a contact - so
showing all organizations shows all the contacts!)

3. Time Frame: This is a way to further refine your search. You can specify the date field you
want to filter on, and the range of dates to show. So if we wanted to see all contacts based on
their orientation completed date, for last year -- then you can filter on those criteria.

The way to get the most information, without filters is to set:
Summary: None
Show: Whatever option is ALL

Time Frame: All or Custom

Report Options: Summarize information

Report Generation Status: Complete

Report Options:

Summarize information by.n Show
Organization Name - = All organizations

e o

Run Report ¥ | Show Detalls Customize | Save  Save As Delete |Printabl

Organization Name: American Red Cross {1 record)

QOrganization Name: Barney's Bouncers (1 record)

Organization Name: Grant me Access (1 record)

Organization Name: HandsCn Connect Demo (1 record)

Organization Name: Individual (57 records)

Organization Name: Justice League of America (1 record)

Organization Name: Say Si (1 record)

Organization Name: Si Kids (1 record)

Organization Name: Troutco (3 records)

@

| can summarize (group) the data on any field in the objects that are part of the report.

Let's say | want to group on the Organizations associated with each contact.
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1. I chose Organization Name from the Summarize Information picklist
2.1 hit RUN REPORT.

3.1 can optionally hit "HIDE Details" (which then changes the button to "Show Details" -- to hide
the contact names and just see how many organizations my contacts belonged to, and how
many contacts (records) are associated with each organization.

4.1 can see that | have a total of 67 contacts created last month.

Clicking "Show Details" will show me each individual record that has been grouped together if |
want to see WHO the contacts are.

Report Option: Time Frame

Time Frame
Date Field Range
Created Date = Last Month
From ) To )
37172012 33172012

You can also choose to filter records based on a given time frame. You can pick any date field
and what range of time you want that field to be filtered by.

If | wanted to see all contacts that had been last modified during the current Calendar Year, |
could change these filters like this:

Time Frame
Date Field Range
Last Modified Date = Current CY
From ) To )
1/1/2012 12/31/2012

The basic filters always available to you are:
1) Do you want to summarize in some way
2) Which records do you want to show based on ownership (usually ALL)

3) What Time Frame do you want to filter to?
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Report Menu

© © 06 0900 O

Run Report :{IZ'} Hide Details | | Customize save Save As Defete  Phftable View Xport Details

LN ZUNN

Run Report Naw

Schedule Future Runs...
Filtered By. EON
Profile eguals Volunteer.Volunteer old Clear

1. Run Report: If you have made changes to the report options, you will need to re-run the
report to Refresh your data. This is how you do it. Also, this is where you can schedule a report
to run. We will cover scheduling later.

2. Hide Details: Like we showed you before if you have summarized the information, you can
Hide the individual records to only see the summary, and vice versa.

3. Customize: If you want to add filters, add fields, add formulas... this is where you do it. We
will go over this some later..

4. Save: Do you like the way this report works and runs? Then you can save it. This will
OVERWRITE the current settings, however, and there is no going back.

5. Save As: If you used this report as a starting point, and then added filters, fields, etc., and
have created a new wonderful report.. you can hit Save As!

6. Delete: Pretty self explanatory and permanent.
7. Printable View: Choose this if you want to print this from the screen as is.

8. Export Detail: This is where you can export the report to a Comma separated Values file (.csv)
or Excel file (.xIs) We will show you more about this later.

5. Current Filters

Run Report - Hide Details Customize Save Save As Delete Printable View Export Details

Fittered By: Edit g

L]
Profile equals Volunteer, Volunteer old unx

First Hame Last Hame Username Profile Role Email
Sam Sousa troutco+samg@gmail com Soluntesr iroutoo+ s ami@amail. com
Sam Sousa __!rt:[rlt-j*-;‘,alh@grnall corm Volunteer troutco+ sameamail com

If a report has additional filters added to it, this box shows you how the information is currently
filtered.
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1. To get rid of all filters you would clear them out. Every filter will have its own clear button.

2. To Edit the filters, you would hit the Edit button, which would take you to the Customize
Report Screen, which we will go over in another lesson.

6. The Data
Salutation  First Name Last Name Tithe Email Primary Phano Organization Name Profils Namu Rogistration Status

Lwiis] Migbil g s kst = ONEa mMail com (404) 555-1212 individual Wolumeer Leades
Deoges Smith Executive Director gavis Wy +gengeaigmail.com Furkids, Ing. Partnar Staff
Chapxs Calgman Viglun e Caandinator davig kirbveguaxo FEgmail.com Eurkids, Ing, Partnor Staff
Mary Conrary = gavis Kirbysontrariamail.com ndivisisl Valuntear
TesiName Testast - belia15+01 @amail.cam Inglividyal
TesiName Tesdasi - belxod&+0 2GS amail.com individual
1 1 - belo15+03bamall com Indlvidugl
minber dutt memberdutliEs com ndividual

heecen voluntaer - hecent+volunteaniiomail.com 12345678001 ndividual - Regissarad

This is the listing of the data that has come back from your report based on options and filters.
The Columns are the object fields and the rows are the Records. The Column Heading is the
Field Name. To find out all the information about the Record, read across the row, to find out all
the different answers in a give field, read down a column.

You can sort by a Column by hitting the Header name, hit it again to reverse the order (Ato Z
then Z to A).

Note the links in the record rows. These will take you to that Record. Use Control+Click to open
in a new Tab. Clicking an email link will send an email to that person using your default Mail
Program.

Let's go on to Scheduling a Report.
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Schedule a Report to Run automatically

If you have a report that is set up with the filters and the options that you like, you can have

the report run automatically at any given period of time and sent to another internal
Salesforce User, or to a partner or volunteer leader using the premium portal. (Note:

Salesforce does not make it possible to schedule reports to be sent to regular volunteers or

basic portal partners or volunteer leaders due to their license types).

In this lesson, we are going to show you how to schedule reports for other internal users or

premium portal users.

A few assumptions

You have created a report that is set up properly with the correct filters and the correct options.
Make sure, for instance, that if you are wanting to know New Users created in the last month,

that the report is set for Duration: Last Month and not a Custom filter.

Navigate to the Report you want to run automatically

Home  Organizations Contacts Volunteer Events  Volunteer Opponunities  Volunteer Teams Connections  Documents

# All Users - Demo

Report Options:
Time Frame
Summanze infermation By T Columns Dauration
~Hone. | A Users - Craated Date » Custom

Run Report ¥ Hide Details Customize Save Save As Delete Printable View Export Details

Run Repod Mow

Report Generation Status:  Mobe: 2.000 of 2,106 records are displayed below. Selecl Export Detalls for 3 complete view of your data

-

Start Datle End Date

g Fuburg Bun

HandsOn Connect - Reports and Dashboards

unteer old Clear
First Name Last Hame Username Profile Role  Email
Sam Sousa troulco+sam@gmall.com Volunteer troutco+s amizamail.com
Sam Sousa _routco+sam@gmail com Wolunlear +E AR 120
Malia Tichangr malia@handz onportand ong Valyniear maliaghandson nel, o
Cereg Eitidinskd cerezgp@yahog.com Volumeer =R yahg m

Elakalia Flasndsls lal allim s fod s e sil snms Walvmbam e Tt allis s o s smfumema il s
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An important note: Each report can only have one schedule. If a report needs to be run several
times, with several different parameters, you have to create separate reports for each
parameter.

Use the report Tab/Object and the Search function to find the report you are looking for - you
can also navigate to the folder. Click on the link to open and run the report. You'll find yoruself
on the Report Details page with the data below it. On the Run button of the Report Menu, click

on the arrow to choose other option and choose "Schedule Future Runs." A new window will
open.

Choose the User

Home Organizations Contacts Volunteer Events \Volunteer Opportunities \Velunteer Teams Connections D

€ All Users - Demo

Schedule Report Save Report Schedule | | Cancel

Running User Davis Kitby Qi i

Email Report G Tome () To me andfor others...

Schedule Report

Frequency =y Daily
® Dail & Every weekda,
.::' '."-'EEH'_.' -
(" Monthly () Every day
start  f2mi2011 1 [21112011)

This would be important if the report had View options like "Only my Users" or "Only my
Organization." But here you specify who the report should be run as (which determines what
data will appear in the report). For a system admin or staff member -- it will report on ALL
records per the filter.... but if you make the Running User one of your partner staff for example

- it will only return data that they would see in their portal based on the records they have
access to.

We suggest you use the Lookup magnifying glass to ensure you have spelled and spaced a
User's name correctly.
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Determine Email

Running User Davis |{||i'_'.|':.' q‘ I

EmailReport  (3Tome (&) Te me andior others...

Search: |Users w  for Find
Select From Send Email To
Al add User: Davis Kirby
User: Client Administrator {b
User HandsOn Connect Admin 3953 Rema'-e
User: HandsOn Connect Demo (Training) Demo & Training
User: Jeremy Foreman ~

Who do you want the report mailed to?

The "me" here is the you, the Logged in User. You can confirm this when you choose the To me
and/or other option. With this option, you can choose to schedule to send this report to several
different users. This is an interface you should be pretty familiar with. Use the Add and
Remove button to define the recipient list.

Choose the frequency with which the report is run

schedule Report

Frequency : Dal'..

A= @ Onday (1 [+ of every month
) Weskly
(=) Manthly © 0on |the 1st Sunday of every month %
Start |2-"_~231' 21112011
end |311/2011 | 120102011]
Preferred Start Time Find gvailabl I
Exact start ime will depend on job queus activit

By indicating the frequency, further choices appear in the box beside it. If you so choose, you
can have reports run on the first Monday of every month. The frequency would be monthly
and the additional parameter would read: On the 1st Monday of every month.
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Choose the run period

Schedule Report

Fregquency G Daily

: ® onday[1 |» of every month
() Weekly _ _
(& Monthly C on [the 1st Sunday of evary month
e I'z.'1 1/2011 [ 21112011 )
End |4/29/2050 | 12/11/2011]
Preferred Start Time 12:00 AM |~

will depend on job queue actil

9:00 AM
10:00 AM

Save Changeés (3 Save report modifications with this 12-00 P

"y Discard report modifications 100 PM

200PM
3:00 PM

Do you need this report only during a certain campaign or is it something you will need
continually? Also, what time, on the day of the report run, do you want to gather the data? Its
best to run it in the wee hours of the morning when the site isn't busy.

Save Changes

Exact start ime will depend on job queue activity

save Changes (=) Save report modifications with this schedule
(") Discard report modifications

Save Report Schedule Cancel Unschedule Report

If you have made modifications to the report before you started the process to create an
AutoRun, this is the option that will save your filters, options, and report layout. This will
overwrite the existing file. If you choose "Discard report modifications" the scheduled report
will revert back to the most recently saved file. Now you can hit Save Report Schedule.
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Scheduling Reports to be sent to customer portal users

It's also possible to have reports automatically sent to some of your customer portal users, but
to do this there are two things you need to do to make this happen:

1. Make sure your system administrator has granted access to
scheduled reports for portal users:

Go to Setup / Customize / Reports & Dashboards / Email Notifications

Check the box "Allow Reports and Dashboards to Be Sent to Portal Users"

Report and Dashboard Email Settings

Modify the behavior of email notifications for report and dashboard pages using the following settings:

Email Notifications

Use Images Compatible with Lotus Motes in Dashboard Emails
« Allow Reports and Dashboards to Be Sent to Portal Users

Save | Cancel

2. Create a public group of the customer portal users you wish to
schedule the report to:

You'll need to find your customer portal users as part of a public group. Click here for info on
how to create a public group.

(Use Search / Public Groups) and search for the group you've created (in this case "Larry report
group"
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Running User I Larry Deckel

Q) [i

Email Report Tome & Tome and/or others...

Search| Public Groups % | for:

Select From
All Internal Users

Add | Group: Larry report group
TJSer Larry Deckel

L

Find

Edit Schedules

All Folders

'L.{ Find reports and dashboards...
Action Name

Contacts Created Last Month

L4

Folder

HOC Monthly Reports

You will notice now that a schedule icon appears next to the scheduled report. You can hover
over it to get information about the schedule.

To change or delete the schedule, run the report again, choose "Schedule Future Runs" from
the Run Report button, and click on the Unschedule Report button or change the details of the

scheduling.

HandsOn Connect - Reports and Dashboards
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Cancel or Delete a Scheduling

# All Users - Demo

Schedule Report Save Report Schedule  Cancel  Unschedule Report
Running User I Davis Kirby X L

Email Report @mTome (O Tome andfor others

Navigate using the schedule icon shown above to the Schedule Screen for a particular report.
One of the options is to unschedule a Report. This delete all scheduling associated with this
report.
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Exporting a Report

While somewhat robust, the Reporting tool in HOC is not as powerful as Crystal Reports, or
Excel when it comes to analyzing your data. To do Pivot Tables, grouping, and major
analytics, you will need to export a file out of HOC, and in to one of these analytic tools.
Remember, you can't view more than 2000 records at once in Salesforce itself.

Navigate to the Report you would like to export

All Folders
Q, Feecently Viowed ¥ AITypes ¥
Action  Namw Ly Foldar Last Modified By Last Modified Date  Created By
tacts Croated Last Month
Gentacts Craated Last Mand HOG Monihly Reporis Decksal, Lary 4HARO2B:01PM  Admin 3858 HandsOn Connac
Contacts
HOG Basic Repons Deckal, Lamy 4112012 T00 PM Dackel, Lanmy

Organizations Report

In the Reports Tab, you can find the report by changing the View Folders Options, Searching in
the folders below, using a keyword search, of it it something that you have worked on recently,
it will appear in the recent reports tab. Use the hyperlink of the report name to open that
report.

Make sure you have your parameters set correctly

Report Ganeration Status: Note: 2,000 of 51,536 records are displayed below. Selec! Expon Datails for a complate view of your data

Report Options:

Summarize information by: Show Dane Figld Ranpge
--Nane— 2 All erganizations Creaned Date : ‘Curment and Previows 2 FY

E

Run Foperi = Hide Detalls  Cusiomize Save SawoAs | Delete  PrinisbleView Export Deiails
Balutation  First Name Last Namo Tithe [Email Primary Phono DOrganization Mame Profile Nama Registration Status
Malinda Hersh - hersh.malin mail.com 615-298-1106 Archivi | - Reqisered
memises dutt membenduniiesicom Ingivigual Pending(Team Regisirason)
— et Aok A PV AR AT 7c7 aca 4790 S R

Make sure you have the right options, views, and time frames set to gather the correct
information for your report.

You will notice in this report that we are getting all contacts created for this year and the last 2
years. This produces 51,536 records, which we won't be able to view in Salesforce. So we'll want
to export this data.
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Report Options:

Summarize information by:
Organization Name

If | were summarizing

Show
All organizations

Show Detalls Customize @ Save | Save As | | Delete

Time Frame
Date Field
Created Date

Range

Current and Previous 2 FY
From To
/12010 12/31/2012

Printable Viewl] Export Details

Organization Name

Organization Name

Organization Name

Organization Name

Organization Name

Organization Name

: Abby's Angels (1 record)

: Action Organization (1 record)

: Allison's Waterloo Nonprofit (1 record)

: American Airlines (6 records)

: American Cancer Society (1 record)

: American Red Cross (1 record)

—_—

In this example, | am summarizing by organization, and | have hidden the detail.

Notice however, hat that export Details button still says "Detail".

The export function only exports details, and does not export your summaries or groupings.
You can regroup in excel after the data has been exported.

Click the Export Button, and a new window appears.
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You will be taken to the Export Report Screen

Home Organizations Contacts Volunteer Events Volunteer Opportunities Volunteer Teams Co

¢ All Users - Demo

Export Report

Export File Encoding |||5t::-=3=359-1 (General US & Westem European, ISO-LATIN-1) v |

Export File Format

I Comma Delimited .csv »
Comma Delimited .cgv

Excel Format xls = |

Always choose the ISO-8859-1 (General US & Western Europe...etc) as the Export File Encoding.
This is the most commonly used coding. If, however, your analytic software needs another
coding, this is where you choose that option.

Generally, we use the file format CSV. This is so that it will work with the APEX Data Loader, and
other software programs. If, however, you are only using Excel, you can choose that here, as
well.

When you hit Export, a screen will pop up asking you where to save this file.

Quick Export

ame

Contacts Created Last Month

Contacts

Organizations Report

If you already have all the settings you require and you just quickly want to export a file, you
can do so from the Main Reports window by clicking on the Export link next to the name of the
report you want to work on. This will take you right to the export report window.
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Introduction to the Customizing Report

Window

When you are creating a report, you don't need to re-invent the wheel. Often, the general
set up of an existing report is a good one. The objects that the report is pulling from are the

right objects, but the existing report is missing fields or is not set up the way you want it.

Sometimes you need to filter out certain information. This lesson will introduce you to the
Customize Report Window.

Find a report that has the basic information you want

¢ Contacts Created Last Month

Report Options:

==None--

Report Generation Status: Complete

Summarize information by:

Run Report *  Hide Detailsll  Customize

All organizations

—Time Frame

Dale Field

Created Date

Range
Last Month
From

3/1f2012

3/31/2012

Save As  Delete  Printable View  Expon Details

Newt

EE"EREEER

Tomm

Salutation First Name Last Name  Title

Trout

Trout

Trout

Bounce  Director
Volunteer

NPSP

Ordoqui

Bavyton

Carrol

payton Publisher

Al e

Email
Irouteo+newt@amaill com

+EUZI mail.com

4+ ni mail.com
pyrwork+wwol@amail.com

pyrwork+npspdemo@@amail.com
hot+ajvolun 4

mail.com

Primary Phone
(323) 123-1234
(323)123-1234
(323)123-1234
323-123-1234
3216549870
9876543210
(210) 1234567
210-123-4567
210-123-4567
456-789-6325

DETREAZIIA

Organization Name
Troutco

Profile Name

Partner Staff

Partner Staff

Registration Status

Pending(Team Registration)
Pending(Team Registration)

DmmeimalTanm Damishentinm

In this case, | want to use the All Users - Demo report that we have been using throughout this
lesson. | am going to open this report and then click the Customize Button.
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Navigating the Customize window

Report Typo: Contacts & Organizations

¢  Contacts Created Last Month

Guided Tour | Video Tuarial | Help for this Pag

Save

Fields e
Q) cuk v

Drag and drop to add fickls 10
= 4 Contact: General To
S Birthdate
= Last Activiy
£ Last Modfied Date
Created Date
= Last Sway-in-Touch Requosi Da. Praview
= Last Stay- - Toush Save Date

Save As | Close | (g Repont Propartios

Filters Add ~ o
TN

Show Al arganizations
Range Lasi Mgnih L4

[an]a]z]5]

Dates Fleld  Creaied Dase - From aM/2012 To ¥HROZ o

kA,

Tabular Format ¥ Show ¥ Remove Al Columns

o

Salutation First Namao HName Title Email
& Gontagt: PRF axEenad P f— LIRS R B B T
=1 Emai Bounced Date - Suzie Trout 5 troutco+suzie @amail.com
=4 Beli-Bervice User Info
Bam: Bounce Director trouico+bounce R@gmail.com
SoltSorvizo Last Login it ot @9
1 Organization: General - Wik Volunteer - pyrwork-+vvoli@gmail.com
£ Orgeanization: Last Astivity = Test NPSP = pvrwork+npspdemo@gmail.com
Organization: Creased Date - Ad Ordogui - anmohoc+ajvolunbeer24 @gmail com
= Organization: Last Modified Datt Daniel Paytan ~ _
=i Contaet: Custem Info c N
Annirwsory Dot - alvin arrol - -
£ Contact's Moxt Binhday = t payon Publisher anghoc+paylonpub@gmail com
= Dt Mined Waiver Reteded - Taen Volunteer - -
Qripnsation Completed Date Twean Violunteer = -
) Siart Cate & Time
- Wi lil} Vigluntger - -
£ Twitter Creation Date nes DRIARSS
Twiter Last Twoet - Jereny Demo - jeremy.demogihandsonsega.ong
- Sally Staff Program Mgr trouteo+sally@gmail.com
= Helen Cross Director of Disaster anoha @gmail.com
- Joge Madrig anghoc+josemadrig@madrid es
= Art madrid = artohoc+madrid@gmail com
- Josa Madrid ED anchac+madridong@gmail.com
- Ewvan Finn - finn diedra+test1 0g€gmail com

(YR SRR ¥ S —

The Customize Report window is made up of four sections.
1. Customize Menu Bar

2. Fields Menu

3. Filters

4. Preview of Sample Data

HandsOn Connect - Reports and Dashboards

Primary Phone

ey e s
(323) 1231234
323-123-1234
IZ165498T0
98TES43210

(210) 1234567
210-123-456T
210-123-4567
456-TB9-6325
9876543210
S8TER43270
9876543210
912-225-3789

(209) BT8-TGBE x123
503-528-5790
IMTI2123123
123456T890123456
2101234567
aT1-238-6230

&7e ane @

Organization Name

Troutco

Bamey's Bouncers
Individual

Individual

Individual

Individual

Individuat

Bi Kids

Individual

Individual

Ingivigual

Individusal

HandsOn Connect Demo
American Red Cross
Ingividual

Individual

Say 5i

Individual

Profile Name

Parner Saff
Parnner Salr
Pariner Staff
Pariner Staff

Registration Stati

Registered
Registered
Regisered
Regisened
Pending(Team R
Pending(Team R
Regisered
Pending(Tearm R
Pending(Team R
Fenging(Team R
Regiswered
Registered
Registered
Regiswered
Registered

Mot Registerad
Regisiered

L J———
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Customize Menu Bar

Report Properties Help for this Page &) x

Report Type Contacts & Organizations

Report Namel Contacts Created Last Month

Report Unique Name | HOC_Contacts_Created_Last_Month

Report Description | Reports on the contacts that were created
during the previous month

Report Folder | HOC Monthly Reports
Last modified by Larry Deckel on 4/11/2012 8:01 PM

Save: Saves the current options, filters, fields, and other settings and overwrites current file
name.

Save As: Creates a new report with the options and settings you have customized. You will
prompted as you would with create new report window. Name of file, unique name, and folder
you want it placed in...

Close: Takes you back to the Main Reports Tab. You will get a warning that all changes made to
the report will be lost if you have not saved your work.

Report Properties: (See above) This is where you can move an existing file to another folder,
you can change the name (don't change the unique name), the report description as well.

Run Report: This will run the report with the current customizations and take you back to the
Run Report Window.
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Field Menu

Report Type: Contacts & Organizations

¢  Contacts Created Last Month

Save

Save As | Close F3

Fields = |An|a|#

Q

Drag an

d drop to add fields to the report.

= Contact: General

Birthdate

Last Activity

Last Medified Date

Created Date

Last Stay-in-Touch Request Dal
Last Stay-in-Touch Save Date

= Contact: Ph/Fax/Email

Email Bounced Date

= Self-Service User Info

Self-Service Last Login Date

= Organization: General

Organization: Last Activity
Crganization: Created Date

Organization: Last Modified Datg

= Contact: Custom Info

Anniversary Date

Contact's Next Birthday
Date Minor Waiver Received
Orientation Completed Date
Start Date & Time

Twitter Creation Date
Twitter Last Tweet

eport Properties

Fiters | Add ~
Show  Allorgani

Date Field Created [

o add filters. click 2
0 adad niters, click A

Preview Tabular

Salutation First

Suzie
Barr
Viki
Test
Ad
Danii
Calvi
t
Teen
Twee
Vince
Jerer

Sally

Helel

The Field Menu will show you all available fields that can be brought in to these reports. These
are the fields that come from the objects that the report is built upon. (Later in the training we'll
show you how to create a report from scratch and define which objects are part of the report).

Here we have Contact Fields and Organization Fields available.

You can choose which fields you want to see using the option buttons (1) at the top. The first

options is All fields, the second is only alpha and alphanumeric fields, the 3rd option is on

numeric fields, and the last is only date and datetime fields. In the example above, we are only

viewing date and datetime fields.
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Getting to know your fields

Fields [anal#| ]

@, Quick Find

Drag and drop to add fields to the
User Information
Salesforce.com Information
User Preferences
Login History

N e e e

Address Information

Contact: General

4 Contact Qwner

4 Contact Owner Alias

W Created By

W Created Alias

4 Salutation

i First Mame

 Last Mame

 Contact Record Type

| Title

4 Department
Birthdate {b

i Lead Source

W Assistant

W Asst. Phone

4 Owner Role Display

« Owner Role Name

4 Description

4 Contact ID

= Contact: Address

The Field Menu can tell you a lot of information. Let's look at an example. The Folder title tells
you the Object where the field is located. The icon next to it tells you what type of field it is, and
then you have the name of the field itself. Get to know what fields are located in what objects. It
will make creating reports much easier.

The best way to get to know the fields is to look at the objects the fields live in - and learn the
NAME of each field that has the relevant info you want in the report. (Many HandsOn Connect
fields have similar field names so it helps to write down which field you are looking for)

We have highlighted the Birthdate. We know that this in the Object: Contact (Folder name), it is
a date or datetime (Icon beside name) and the name of the field.
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The Filters Menu

Fiters | Add -

organtzations b

Date Field | Created Date w | Range Last Month w | From| 3M/2012

Home City equals "Atlanta" Edit Remove

This is a much more robust feature than on the Run Report Window. ADD FILTERS allows us to
create complex parameters, which we will learn about in the Creating Filters section. Note that,
like the Run Report Window, you have Time Frame parameters, and View Parameters as well.
You will note at the bottom of the Filters Menu, it shows you the current filters on the Report.
You can choose to remove these from the link beside it, or through the Edit Custom Filters
button.

Preview of Sample Data

Preview Tabular Format = Ehow

First Mams LastMames | ~° Detais Prafile Email

Dan slherti _dalatiggmal com - alunbesar Qid - dalbertygmail cam

Felulz Bome _volundsefarunchicagoi@amail cam - olunbear Old - volunteerdorunchicago@omail.com
Bamk Cafez _thisagocaneswalunleenSamsail cam - aluntear Oid chicapasanesmlumeangiomail.com
&1 Marmda Hanowes raarinda_hifhotmal. com olunteer Oid marinda_hEhotmail com
B Bob Hcintre Jmlurdeadorfunchacago+BobmEgmail com aluntear i waluntgerdarfunchicage+hobmggmail cam
Marguas CHanmwond _thicagocarasventees+businessmaniggmadl com - pluntear Cid chicagarareswluniear~busingsamani@pmall com
1

aleris valunieer frautcoraindn_valunteeng-gmail com - olunbear O troutco+training_valumseng@ omsil.com

Al Valunleer? amahoc+rainingealuntesr2@omail com - oluntesr Oid - arlohacsrainis ol uhleer2Eomiail com

Consider this section your workspace. It brings back sample data so you can begin to see what
your report is going to look like. It is important to note that this is just a sample of the data, and
not the complete set of records that match the options and parameters you have laid out in the
report.

We will be going over how to use a lot of these buttons in other lesson (like Data Format /
Summaries). Again, just like in the Run Report Window, we can show details or hide details.
Since there is no summary in this report, our only option is show. You can also hit the field
headers to sort the information. Remember, however, that this is not the complete list of
records... and the results listed here are not links to the records. Later we will go into the
different Formats of a report: Tabular, Summary, and Matrix.
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Now let's learn how to Add Fields to this report.
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Editing Fields in a Report

Sometimes a report that already exists that has almost everything you need in it. To get
more information, all you have to do is add those fields to your report. You can do this

through the Customize Reports Button. In this lesson, we will learn how to add fields,

arrange fields, and remove fields.

Find the report that most closely resembles the

information you want

-

# All Users - Demo

-

Report Generation Status:  Mole: 2,000 of 2,106 records are displayed be

Report Options:

ow. Select Export Details for 3 complede view of vour data

= Time Frame

Summarize information by lenw
JT—— P 0 spm W

Run Report ™ Hide Details Customize Save Jave A5

Columns Durafipn

Crested Date » | |Cusiom w

Start Date End Date

Delete Frintable View Export Details

Fiftered By: Edit
Profile equals Valunteer Volunteer old Clear

Usermame 1 Last Mame
_artohoc+hankhelperg@gmail.com Helper
_anohuc*lauraleader@qrrzil com Legdear
_artahac+bast-lanaw :_r:_r@ gmail.com Anawes
_-\?Il'h.'ll'll:ll:"-|l".'3ll'III'IEI.'.“:I'.II"I[E-EI'?(::"_.._ ;I"l'laﬂ oom 1 Eigﬂ;gg[z

_arohoc+user1beZ4@pmail.com Yohntesr

aaaaaa . a ~

First Name Frofile Email

Hank Vilunteer afphcrhankhelpendomail com
Laurs Volynteer  afshocHlauralsadenfgmailcom

gt Wl s fphgg+las]dangw gl S

At Vplunteer @ aphgg-+-iraming.aolunteerd i gl com
Ailie

Volunteer arphgc+user 0624Fgmall.com

sa

Navigate to the reports Object/Tab and use the Search button to find the report you would like.
If you know where the report is you can look in its folder, or if you used it recently, you can use
the Recent Reports tab. Click on the report to take you to the Run Report Window. In this case
we are going to use the All Users - Demo report. Then click customize.
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Move column headers

Preview Tabular Format ¥ Show <~ Remove &l Colurms

Username + Last Namie First Name Profile Email

_artghoc+trainingvoluntesr2@gmail.com Volunteer2 Art \ § =it ; volunteer2@amall.com
_chicagocarasvoluntean@gmail.com Cares Bamibi Volul g unteend gmail.com
_thicagocaresvalunieer+busingssman@gmail com Oldenwaod ldarcus Velunteer Oid chicagocaresvoluniger+businessmang@gmail com
_dalberti@gmail.com Al Dan Volunieer Qld dalberi@Eamall.com

_|11ar'|1da_h@|'|c1|11al| SO Hanovwear Idannda Jalifileer Old imannda _|1@|‘| sliman. cam
rovtce+raining_volunteen@gmail com Volunteer alerie Velunieer Oid troutco+training_volunteenBgmail com
_wolumegripriunchicago@ gmall.oom Bome Felula Voluniger Qld voluntegroriunchicagogE gmall.oom
_volunteerdorfunchicagao+bobm@gmail. com ldcintyre Bob Volunteer Old volunteedorfunchicago+bobmg@amail. cam

This report is a mess. | don't want Username listed first, | want last name, then first name, then
Username and then email address.

To change the order the columns appear, we will just grab the column with our mouse and
drop it where we want it. As we move the column, we see that a highlight appears where this
new column is going and the box turns from a red X to a Green check. This means that | am
allowed to move this field header here. In this example, | am moving Username to the other
side of the First Name. When the column is where | want it, | just release the mouse and the
report will adjust accordingly

You can also click on the column header to sort the report by one column or another.
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Removing a column

STy
Fields Eilters| Edit Custom Filtsrs

@, Cuick Fing Time Frame
Columns: Duration: Start Date: End Date:

Drag and drop Yo &3d fedds to the répoet Craated Date = &)l Tima = v -

] Umar infarmation

B ] Salesforcs com informaltion Wi

# || User Prefarences Al Users -

B L Hislady

oy i e Profile equsls Volunteer,Volunieer oid Remaue

@] Cont: - [l Profie

® ] Conbscl AHETeEs | Preview TabularFormat = Show ¥  Fssove 40 Coumns

® (] Contact PhiF e Emed

(] Organizatien: General Last Name First Name Username + Profile

@[] Organization: Address Volunbesrd A _anahac+rainingeoumleer2@amail.com Volunlesr Qld

® Contact: Custom info Cares Bambi _chicagocaresvolunteer@gmail com Valunieer Oid

®1 Qrganizatien: Cusbam infa . . : :

- Qidenwaod Harcus _chicagocaresvoluneer-businessmani@gmail com Volunieer Qld
Albert Dan _dalberti@gmall.com Volunieer Old
Hanaver ldafnda _marinda_highotmail.com Valunfeer Qld
Volunteer Valerie _troutca+training_volunteeng@gmail com Valunieer Qld
Borne Felula _wolunieedfarfunchicago@gmail com Valunfeer Old
4

Tcintyre Bob _vwgluntegmonunchicago=bobmi@gmail com Volunlger Old

Email
anmghocrainingolunteerdi@
chicagocaresvolunteen@gms
chicagocaresvalunteer+busir
dalbenti@gmail.com
marinda_h@hatmail.cam
troutco=tralning_volunteengg
volunteerdardfunchicaga@ams
volunbeerfomunchicago+bobr

Grand Totals |8 records]

| am not particularly interested in the User's Profile, so | am going to remove this field. This is
exactly like moving a column header as instructed above, but this time, | am going to grab it and
place it back in the available fields menu. Basically, you are just grabbing it, and dragging it off

your report.

It does not matter where it appears you are putting the field... HOC will put it in the right

folder... this is just to drag it out of your report.
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Adding a Field

Save Save As Cloze 4% Rem

Filter

0 Time FI

Colum

Fields

urag ang arop o add TEld:s 1o the report. Creat

=l Contact: Custom Info

{4 Gender View:

==l Organization: Cuztom Info All Ui

Genders Served )
* Profile

Previ
Last N
Volunt
Cares
Cldem

Adding a field is just as intuitive. First, we need to find the field we want to add to the report.
The simplest and fastest approach is to search for that field in the Field Menu on the far left
side4. | am looking for Gender, so in the search box, with ALL selected, | type in Gen

Notice the fields appearing below. | have now found all fields that have gen in the field header.

The folder name tells you the Object that the item comes from, and the list below tells you the
name of the field, and what kind of field it is. In this case, because they both have the letter a
next to them, they are both alpha or alphanumeric fields. | am looking for a Contact's gender in
the Contact Object, and not the Genders Served in the Organization Object.
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Drag the field header in to your report and place it where

you want it.

Fields Filters| Edit Custom Filters

Time Frame

e
Q‘ i B Columns: Duration: Start Date: End Date:
i A A Ard fiaid & o] = -
Drag and drop to add fislds o the report Created Date * | (M Time = =
2= Contact: Cuslom o

4 Gender View: _
== Organization: Custom infio AllUsers | »

d Genders Served
SECSES Profile equals Volunteer,Volunteer old Remaove

Preview TabularFormat T Show ¥  Bemove L0 Columns

Last Hame First Name  Username+t
Volunteer2 Art “{b arnphoc+rainingvolunteer2 @gmail.com1
Cares Bambi Gender JL‘-’GH.IHIeef@Qma'r]_mm
Qlgenwood llarcus " _cnicagocaresvolunteer+businessman@gmail.com
Alberti Dan _dalvertig@gmail.com
Hanover Idarinda _marinda_h@hotmail.com
Volunteer Valerie _troutco+training_volunteer@gmail com
Bome Felula _volunteerforfunchicago@gmail.com
' Mcntyre Bob _volunteerorfunchicago+bobm@gmail.com

Profile

Volunteer Old
Volunteer Qld
Volunteer Qld
Volunteer Qld
Volunteer Qld
Volunteer Qlg
Volunteer Olg
Volunteer Olg

GrandTows precorsy | |

Fhim mernadane: shasem = lealbad sosmsbheer af cnmnedes Boe dhs cnmmet b mon =l cemaalie
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Release your mouse and drop the field between First Name
and Username

Save Save As Close l# Report Properties] [rIGILLELY

Fields [an [a|#|=]  Filters Edit Custom Filters
Q aen g Time Frame
— Columns: Duration: Start Date: End Date:
L 88d elas to the report. || | Craated Date » | (&l Time = =
=& Contact Custom info
4 Gender View:
=14 Organization: Cusiom info AllUsers b d

o~ - -
@ Genders Served

Profile equals Volunteer,Volunteer old Remgve

Preview TabularFormat ¥ Show <~ Remove All Columns

Last llame First lame Gender Username +
Volunteer2 Art - _artohoc+rainingvolunteer2@omail.com
Cares Bambi . Q _chicagocaresvolunteen@gmail.com
Oldenwood larcus - _chicagocaresvolunteer«businessman@gmail.com
Albert Dan - _dalberti@gmail.com
Hanover larinda = —marinda_h@hotmail.com
Voluntesr Valerie - _troutco+training_volunteer@gmail.com
Bome Felula - _volunteerforfunchicago@gmail.com
" Nd ntyre Bob - _volunteerorfunchicago+bobm@gmail.com

A new column will appear with the field you added. Remember, this is just a sample of the data
you are looking for. To see all the records, hit the Run Report button at the top of the screen,
which will take you back to the Run Report Window.

Starting from scratch

All Users v

Profile equals Volunteer,Volunteer old Remove

Preview Tabular Format ¥ Show ¥ Remove All Cnlumns{b

Last Name First Name Gender Username +

Volunteer2 Art - _artohoc+trainingvolunteer2@gmail.com?

Cares Bambi - _chicagocaresvolunteer@gmail com

Oldenwood Marcus - _chicagocaresvolunteer+businessman@gmail col
Alberti Dan - _dalbertig@gmail com

Hanowver Marinda - _marinda_h@hotmail com
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If you wanted to delete all the fields in a given report and start over from scratch, you can use

the Remove All Columns link.

Your work in this Customization has not been saved.

All Users - Dema ~ salesf. . Reports: Home ~ salesfor.. r

Search Answers, Organizat... - Search

’ Report Type: Users
D EMO

Save Save As

&% Report Properties o Run Report

Filters| Edit Custom Filters

L Quick Find Time Frame
Columns: Duration:
Created Date [ All Time 2
Drag and drop to add fields to the
#1_| User Infarmation View:
[#1_| Salesfarce com Infarmation All Users (v

#_| User Preferences
= | Login History
# | Address Information

Prefile equals Velunteer Veolunteer old Remove

1= Contact: General Preview Tabular Format ¥ Show ¥ Remove All Columns
(4 Contact Owner .
) ) Last Name First Name Gender Username +
W Contact Owner Alias
4 Created By Wolunteer2 Art - _artohoc+trainingvol
! Mroatad Aliae mares Bamhi - rhirannraresvnling

We don't recommend SAVING the report with the changes (as others in your organization may
want the original template as it was), so use SAVE AS and save the report to a different folder.
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Using Filters in a Report

Filters can allow you to customize a report so that you only have to see certain information
without having to sort, then re-sort, then re-sort. In this lesson we will learn how to use
these filters. You can have any number of filters on a report.

Choose the Report you want to start with.

Home Organizations Contacts Volunteer Events Volunteer Opportunities Volunteer Teams Connectiol

€ All Users - Demo

Report Generation Status: Mote: 2,000 of 2,106 records are displayed below. Select Export Details for 3 complete view of your data

Report Options:

— Time Frame-
Summarnze information by View Columns Duration
wMore- || A Users w s W | Custom W
start Date End Date
Run Report ™ Hide Det@ls Cu s%uze BveE Save As Delete Printable View Export Details

Navigate to the reports Object/Tab and use the Search button to find the report you would like.
If you know where the report is you can look in its folder, or if you used it recently, you can use
the Recent Reports tab. Click on the report to take you to the Run Report Window. In this case
we are going to use the All Users - Demo report. Then click customize.

Advanced Users

Salesforce has wonderful training and lessons on how to use Operators, Fields, and Values
when working with different types of Fields.

Find out more at : Salesforce Help and Training: Filters
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Open the Filters Menu

Edit Filters

Field Valug

Profile Wolunteer Volunteer ald  Remove

AND | .Select Field-

Achd filter logic
jlll'l'll‘l Rows i

In the Filters Menu of the Customize Reports window, click on the Edit Custom Filters. This will
open a new window.

If you would like, delete the current filters

Edit Filters

Field Operator Value

Profile equals Vaolunteer Volunteer old  Bemove

AND | _=Select Field—-

Add filter logic
"] Limit Rows | i

| don't need the Profile to be limited to only Volunteer and Volunteer Old, so | am going to
remove this filter by hitting the Remove button to the right of this filter
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Add your filter Field

Edit Filters

Field

Operator

Gender
Calculated Birthdate

Communication Preferences
Caontact Type

Contact UserlD

Court Crdered Volunteer
Date Minor VWaiver Received
Disahled Person

Educaticn Level

Emplover

Employment Status
Ethnicity/Race

Gender

equals

Cancel

@, Remove

SO, for this report, | want men who are over the age of 55. That is going to be two filters. One
on gender, and the other on age or birthdate. Let's add the Gender Filter.

From the Drop box, let's find Gender. It is in the Contacts Object and | just scroll through til |

find it.
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You can also drag and drop a filter from the field list if you
don't want to scroll down the list looking for a filter!

« Oppartunity Information
@ Created By
W Cresped oz
i Lot Modified By
1 Last Modiftied Aba
W Opporuniy b
W Typa

|
& Amourd

# Opponiunty Cuaniiy
i Expacied Revenus
o Cloged

& Wion

Cloze Dabe

Save Save As Close
Fields All|d|#
bt
Droeg and drop to add fields to the report
=1 Fommules
A Add Formula

From

Remoyve A Column

Stage

Closed Yor

Closed Yon

Closed Lost

Clozed Von

& Report Properties Add Report Type ¢ Fun Report
Filters Add  *
Show Al cpporiunities v Opporunity Stalus Qosed
Date Fleld Close Date v | Hange Al Time b
Amour ¥ | eguals b o
Preview Sumimary Format ¥ Show * Ml Add Chart
Opportunity Hame Armount
T Type: - (2 Records)
$1,016,000.00
Cigon deal 51600000
Covar Ehe Tog $500,000.00
Ty Add-0n Business (7 Records)
FOE0,425.00
Mcleancad InMmerconnactions Corp® - 2T $27 000 .00
Fedas test deal §516,000 .00
Advanced Intercornections Corp® - 32K 32 000 00

Clozed ion

Tell it what you want that filter to do

Edit Filters

In this case, we only want to bring back records where the Gender is (or equals...) Male. You can
see the choices we have here... (We will use greater than or equal in the next filter)

greater or equal
contains
does not contain
starts with

HandsOn Connect - Reports and Dashboards

Field Operator Value
Gender 4 equals =
AND | _Select Field—- v | Eq{ﬁlﬂ
Add filter logic not=qualto
] Limit Rows | i less than
greater than
less or equal [
ncel

':M Remove
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Choose the Value of the filter

2 Select Picklist Values
Edit Filters

€ Lookup
Field Select the picklist values to add below.
Gender Insert Selected

AND  ..gelectField Deselect all

Add filter logy Value
Tl Limit Row
O wae

[ Femake

Insert Selected

If the Field you are choosing to Filter by is a Picklist or Mulitpick list, you can use the Lookup
Magnifying Glass. This is especially helpful when you want to filter by Organization Name. You
can use the Lookup to find that field. If the option to use this Lookup is there, | suggest you
always use it. We are going to put a check box next to Male and hit Insert Selected.

Add another filter

Edit Filters ®
Field Operator Value
Gender 'v| equals (v @] Remove
AND | pge v | greater oreqi| v | 55 Remove

AND | _Select Field— v | - %

Add filter logic
:I Limit Rows | i

OK Cancel

You will that once we start to add a filter, it adds an AND line. This is where you can add another
filter. Filter order does not matter. I am not using the field Age so that it is greater than or equal
to 55. | could have also used Birthday and said Less than or Equal to 55 years ago today. Age,
however is a calculated field, and if | save this record, | would have to adjust this filter every
time | ran it.
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You can choose to limit the rows in the report

Edit Filters X
Field Operator Value
Gender ‘v equals (v Q.| Remove
AND | Age 'w| | greateroreq) v/ 55 Remove
AND | _Select Field— v | v

Add filter logic
W] Limit Rows | i

Rows to Display [ cystom |« | |2 (99 Max)
Sort By |Age | w %
Sort Order () Ascending (®) Dezcending
OK Cancel

When you check the box next to limit rows, you will get other options. If | used these filter logic,
it would bring me back the 3 oldest people in the report. Why? | have said | only want three
rows, | want them sorted by Age, and | want them in descending order. NOTE: The Sort by
picklist only lists the Fields that you have in the report. Back in the Customize Report Window |
added the field Age. If you don't' see the field you want to sort by, you need to add it into your
report. Now Hit OKAY

See your filters, run your report

BN
’ Repart Type: Users

All Users - Demo

Save Save As Close | Report Properties Dashboard Settings
Fields [an]a[e]=] Filters| Edit Custom Fiters
0 ime Frame
= Columns: Durahion: Start Darbe: Erd Davbe:
Urag ar @ e 80d fetla lo the repent. || “rogated Date * Al Tiema - - -
i Usér micrmabcn %
@ First iame View:
@ Lasi hame

a4 T
@ Company Hame

Limited 1 3 rows, sorted descending by Age Bemovg
Gaiiler equals "' Berove

d Divisien Age greater of equal 55 Remove

d Department

@ Ermployes Number

LT

@ Fhone
@ Nebis Username Last llarme First lfame Profile Age 4 Email
d Fax frouco =5id@ gmiall.com Citizen Sid voluriesr Lesder &0 trouico=sidig@gmiall.com
@ Ema ) _ _

B . routco «iraining_partner@gmail com Tiroul Al Fariner Stafl E8 ftrovdco=iraining2_parinenggmail com
@ Deiegated Approver
& Ful Mame trauleo =peleparnend@omail com Partnes Fele Parimer Slafl E8 irouico=pelepatnen@omail com
@ User Grand Toials (3 records
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Just above your sample data (remember, this is just a SAMPLE...not the records you are asking
for...), you will see all the filters you have applied. Hit Run your report.

Get your requested records

P— - R ———— T I —————— - T T —

( All Users - Demo

Report Generation Status: Complete

Report Options:

— Time Frame
_Summal ize infarmation by ) '__-le W ) Columns ) _Dura!]on
| -None- V| A0 Users v Created Date ¥l |Custom

SteiDate  EndD:

Run Report ¥ Hide Details Customize Save Save As Delete Printable View Export Details

Filtered By: Edit o

Gender equals Clear
AMD Age greater or equal 55 Clear /

Limited Display: Edit
Limited to 3 rows. sorted Descending by Age Clear

Username LastName First Name Profile Age Email
chuclk.nomis@handsonconnectorg Morrig Chuck Volunteer 70 cnorris@han noonn
knightd220@comcastnet Knight Mancy Volunteer 66 knight4220@comcast net
tinacorkum=+nicole@gmail.com Kreps Micole Velunteer 65 linacorkum<+nicol il com

Grand Totals (3 records)

This will take you back to the run report with the records you have requested according to your
filters. Note that your filters are listed here as well. You can always edit your filters through the
Edit button (1) or remove filters (2)

If you are going to use this report with these filters again,

Use save to overwrite the existing file, or Save As to create a new report with the options,
layout, and filters you have created.
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Including or Excluding empty or NULL fields

Edit Filters

Field Operator
City not equalte | w

AND ' —Select Field-- v
Add filter logic

Cancel

In this example, | want my report to pull back information where the City field is not NULL. The
inverse is true, as well. If  wanted to pull back information where the City is blank, | would
create a filter where the Field is City, the Operator is equals and in the Value box, leave it blank.
NULL means that there is no value in the field... that is very different than a field that is filled
with the alpha value: None or No one.

(Advanced) It's also possible to build more complex filter
logic.

r5 | Add -

aw | [ FieldFilter
e.g., Account Name equals Acme

sid r
(i) Filter Logic
e.g., Filter 1 AND (Filter 2 OR Filter 3)
iD
ID| D Cross Filter
D e.4d., Accounts with or without Opportunities
Row Limit
v | E

e.4d., Top 5 Accounts by Annual Revenue

= 7] Help me choose...

You can create logic between your filters to create AND / OR logic, or limit the number of rows
of information returned in the report.

See Salesforce Help for more details on advanced features.

See the next post to learn about cross-filters
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(Advanced) Using cross-filters in a report

Use cross filters to filter a report by an object's child objects using WITH or WITHOUT
conditions. For example, filter a report to show just accounts with cases, or contacts
without activities. You can apply cross filters by themselves, or in combination with field
filters.

Note that filter logic applies only to field filters—not cross filters. You can create up to three
cross filters per report.

Add subfilters to further filter by fields on the child object. For example, if you have a cross
filter of Accounts with Opportunities, click Add Opportunity Filter and create the
Opportunity Name equals ACME subfilter to see just those opportunities. You can create up
to five subfilters for each cross filter.

Filters | Add ~

Show | <7 Field Filter

Date Fleld e
- Filter Logic
AMD
AND | 7 CrossFilter f— i it
) Help me choose...
Preview = ve Al

Use cross filters to include or exclude records in your report results based on related objects
and their fields. To create a cross

filter for your report:

1. In the Filters pane of report builder, click Add > Cross Filter.

AND Connections w | | with v ANSWErs ¥ OK | Cancel

Yolunteer Opportunities

Occurrences
Vview  Connections T ——— il Add Chart | Remove All Columns

2. Select a parent object from the drop-down list. Your choice determines which related objects
you see in the child object list.

3. Choose with or without.
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4, Select a child object from the drop-down or search by its name. This drop-down list contains
all eligible child objects of

your selected parent object.

AND Connections * | with w Answers L d OK | | Cancel

Add Answers Filter,‘_

5. Optionally add subfilters:
a. Click Add Your Related Child Object Filter.

Answer 1D

Matr dd Chart | Remove All Columns
Onener —
Answer 1D portunity Status Active Awaiting Approval E
Created Date field here to
Created By 3 column grouping.

e Last Modified Date ,‘_ ummarizable fields into the matrix.
Last Modified By ction Total 0 0
Answer Served Total 0.00 0.00
Connection ?gzrusn?ewed Total D.Dg D.DE
Ep:;;? 1 Count 1

Mumber of Answers
A Mmmiamt 4

b. Select a field. The fields are determined by the child object in the cross filter. For example, if
your cross filter is

Accounts with Cases, you can use case fields for your subfilter.
c. Choose afilter operator.
d. Enter a value.

6. Click OK.
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Summary Report Formats

Sometimes you are uninterested in the details of a report, and want summary information.
This lesson will teach you the different summary formats.

The different Summary Formats

m Filters| Edit Custom Filters
Views: Time Frame

: Columns: D

fieldz to the report. | Allvolunteer opportunities | v End Date iy
-

ila
ortunity: Info
Jpportunity: IO
Jpportunity: Velur
18 Preview Matrix Format * Show ¥ Bl Add Chart Remoy
s Served

d Check Required

Primary lm| «*

Tahular {b

summary

[atrix

nere to create a row grouping.

red Allowed

Arts & Culture

Children & Youth
+ Education

:ation

Choose the report you want to work with, and then hit Customize to get the Customize Report
Window. From the Preview Menu with your sample data, you have three Report Formats to

choose from.
- Tabular
- Summary

- Matrix

HandsOn Connect - Reports and Dashboards
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Tabular Format

Fields All 'I,_g . = Filters Edit Custom Filters
Q Quick Find View: Time Frame

: ) Columns: Duration: 5
irag and drep io add halds o the report All volurteer opporiunities |« End Date v | [CurentFo -

Hi) Voluniesr Qpporiunty. Infe
Hi_] Organizabon Served: General
8] Organization Served: Address
Hi | Organizabon Sarved: PhiFadfURL
8] Organization Served: Custom info
Preview Tabular Format * Show ¥ Remove &l Columns

Volunteer| ¥ Tabular rtunity Name + Organization Ser
abermethy = Summary Garden Frogram
american & I matrix tion Enhancement Volunteer

Answer questions you did not even Know you had!
Be a regular volunteer with the Habital ReStore — Vancouver!
' Be the Portland Affiliate Coordinator for the Pancreatic Cancer Action Network
Be the sprinkles on the cupcake
Big for a Day!

Tabular is all the details. This is the most comprehensive view of information. WHen you run
the report, you get a row of information for every item in the report. If the report is volunteer
opportunities, occurrences and connections, for example, you'll get a row for EACH connection.
Which means the opportunities may show up many times in each row.

Summary Format

H -

| Saghatuerd Rdwiioes

ling Organization

ting Syndication Loga UR
161 drea Local)

o Volunteer Opportunity: Volunteer Opportunity Name Organization Served: Service Hours Given Total Conmections Manimum

ation Code :
T Managed By: Affilizte (4 Records)

Preview SummaryFormat = Show ™  Jl AddChart Remove Al Columng

aged By
aging Organization 3
aging Qrganization Namd DOrop a field here to create a qroupmi\%ﬁudz
A s P &
i A% ‘foung Professionals Service Uicer o !
imum Aftendance i &
i Valentine's Day Party & o
Tpm AgE (wS adul)
Al e & e -1
e dgps (o adul Sthcay treat again! ks !
TuEm Attendance birthday blast again = 1
I ¥akver on Filk Requine Managed By: Fariner (16 Records)
snal impact Gosls 16
- rolea By
nal Service Events Tine L fiar Tima 2 o
ariuniy Approval lanag
Help i Lenawas b o
artunity Approval lianag
Clean pur Warshpuse 2 o

nrtuniy Chararisnreiice
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What if you would like to summarize information by a certain field, Let's say, we want to
summarize these field by if they were managed by Affiliate or Managed by the Partner. | can do
that with this format. We will show you HOW to do this in the Using Summaries Training.

Summary Format: Advanced

Summarize infarmation by (1 Colurmns Clurzfion

Volunteer Dpportuniy: City L Al poomenices L Ened Diots & Torven L Cumtom

Sart Dialy

RunReport ¥ | | Hige Details | Customize | | Save As || Printable View || Export Details

Filtered By Edil
City equals Clear

Ooourrance: Oocurrence i Posting Status Registration Start Date

[0 Veluntesr Opportunity: City: - (2 records)

Volunteer Opportunity: Volunteer Opportunity Name: Shaleom assisfance for childran with Costalles Swndrome (1 record)

D-012007 Your posting expired and was moved on 1242011 AM12007
Volunieer Opporiunity: Violunteer Opportunity Name: Yolynteer Serdoes Coordingtor with DonorsResource. org (1 record)
oC-021232 \We hawve approved your record and i 'was posfed an 107252010 1182008

[0 Volmteer Opportunity: City: Aoha (2 records)

Volunteer Opoortunity: Volunteer Dooortumnity Name: Dance Around the World Event Manaaer (1 record)

You can continue to Summarize information by adding Summaries IN summaries. In this case, |
have a report that summaries the Opportunity City, then the Opportunity names, and has the

Occurrence Detail below it.
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Clond Solution: @

| can hide the details of the Summary Report

View: Time Frame
: : Columns: Duration: Start Date:
islde io the regort, | | All volunteer opportunities | v End Date v | CurrentFQ v 12014

bl L

|
Name
® Initiatives
nization
ication Loge UR ) _
Local) Preview SummaryFormat * Show ~ | il AddChart = Femove Al Columns
| Detail
a

*  Managed By: Affiliate (4 R ¥ Drop Zones

= i 3
. ' = Conditional Highlighting...
janization Hame Drop a field here to create —
: Managed By: Partner (16 Records)
sndance 4 -
(w/ aduk)

(weio aduE) Grand Totals (20 records)
ndance 39

on File Reguire
¢t Goals
ice Events

This preview shows 2 limited number of records. Run the report to see all results.

If | am uninterested in the individual records, | can hide the details to get some basic
information on the Summary of these field by using the Show Button and un-checking the
Details. We will talk about Drop Zones Later

Matrix Format

e L v r——.

Tima Frams
Symmenze nlpreakan by Swmmanzs infammeban B W Columns Curaion
Viskrtesr Opporturdy: Vortes Oppatunty Mame %8| [Orparunsten Seeced: Paculaters Served % [ M wokrtee socorunbes - End Dan =] LY

Ben Bepsrt ¥ | | Show Delaits Cusiomize | Seve || Saveds | Delete | | Prinieble View | Export Detils

Shived Saived Grand
Weluniner Opporiusity: Ermals Famiies: Immigrants. or Ethne Growps: LGETLesbian,  Familes  ismigrants, Low-scome  Ofber  Peogie Propie Tetal
Voluntaer Dpporiusity kame Gary. W pciad Tranagencert; Low +L tiess; MUy Eefugess  Communities W with
ienders Be-ofienders: Peopas wil B alvibes: People vill Heal-Besed Conserns: or Elhei Deagiibes  Heoms-
Vinitors & Travelers: Other Groune bammd
Conzems
01 Pyosise mfommiatien and Raewd Ceun 5 [ o : [ i 0 '] 1
Redemls al ihe Front Deshof
our B Loty
O 10 iwooem volumcars Reooed Count 2 L} 1] @ 0 L n o
O hbeensthy Damenling Sehes]  Mecod Coun 5 i 1 & o 1] ] a
FBilchen Gardan Progrim
:l Arisites Bssiziant Rezoed Count 2 ] L] @ [ 1 o ]
O] AOYOCATE FOROTHERST.  Recoed Couml ? [} 0 0 ? I 0 o .
TR, TOU CAR
~ A . — - — [ U - - - ~ - - - 3 "

You can use Matrix Format to see a Grid of Two or more Summaries. In this case, | am looking
at the summaries of Volunteer Opportunity Names along the Y axis and the Populations served
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along the top. Notice there are row Grand Totals, and at the bottom there is a Column Grand
Total.

Matrix Format: Advanced

Previegw MsaincFarmal * Show ¥ 8 Add Chart Barrares Al

Draap @ Nl hirs 19 Crasn & Calumin groupang

Widuntear Dpgartunity: Velurdear Dppaciunity Hama Op 8 feid FaEre 10 create § roe Qrounireg
Birthdary blast Resard Counl il
birthaday blasi again fecord Sounl ]
. Birthaany reiminder Rietard Counl i
Birthadary Lresl emard Counl i
Birthatary Lresl again fecord Sount ]
Birthday reat againi ecord Count i)
Brackenndge Park Clean-up fecord Count ]
Clean our Warehouse emard Count
Heldp in Lenawee eoard Count i)
Mursic Lesson eword Count ]
Beading b0 Seniors eoord Count
Sports Intro eword Count o
Storyime eword Count o
Time2Gre Ars ecord Count o
Time Alter Time: ecord Count
eoord Count 1

Valenbine's Day Dance for Semors

You can continue to add more summary rows and columns using the Customize Report
Window

Advanced Users

Salesforce.com has wonderful training and support material that can help you find specific
HOW TOs on some of the more advanced Summary and Filter functions.

Check it out here: Reports in Salesforce: Summary Formats
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Using Summaries and Grouping Fields in a

Report

In this lesson we will learn how to Summarize and Group information for a clearer report.

Navigate to the Report you want to work on, and open the

Customize Report Window

| am working with a report that contains the objects: Connections, Occurrences, and
Opportunities, where Connections is the most detailed information. Note the field that | have in

the report.

Change the Format Layout to Summary

VIew

All accurrences

o
L=
(=]

Praview Summary Format

Columns: Duration:

End Date & Time * Al Time

Start Date &

Talkwular

Drop afiel{f ¥ == Summary

&'

I atrix

pportunity: Volunteer Opportunity Hame

0. Hide

B and Cuddhy Kittens

20200 1:
SiTr2010 1:

00 PM
00 PM
00 P
00 P
00 PM
00 PM
00 PM
00 PM

HandsOn Connect - Reports and Dashboards

Playful Puppies and Cuddly Kittens
Playful Puppiesz and Cuddhy Kittenz
Playful Puppies and Cuddhly Kittens
Playful Puppies and Cuddhly Kittens
Playful Puppies and Cuddhy Kittens
Playful Puppies and Cuddhy Kittens
Playful Puppies and Cuddhy Kittens

Playful Puppies and Cuddhy Kittens

Show ¥ Remowe All Columns

Contact

“alerie Voluntesr
Lenny Leader
Paula Pioneer
Peter Pionesr
“Valerie Voluntesr
“alerie Voluntesr
Paula Pionesr
Peter Pionesr

Pat Picneer
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Make sure the Drop Zone is showing

Preview Summary Format ¥ Show '-;ﬂ""‘l‘“ Remove All Columnz

Start Date & Time Voluntee v ame Contact

Drop a field here to create a grou ¥ Drop Zones

SIHZ010 1:00 PM Playful Pupg
&M10/2010 1:00 PM Playful Pupj

“alerie Voluntesr

Lenny Leader

S/7I2010 1:00 PM Playful Puppies and Cuddly Kittens Paula Picneer
Q72010 1:00 PM Playful Puppies and Cuddly Kittens Peter Pioneer
S/7/2010 1:00 PN Playful Puppies and Cuddhy Kittens “alerie Volunteer
/72010 1:00 PM Playful Puppies and Cuddly Kittens “alerie Voluntesr

Getting to know Drop Zones

Preview SummaryFormat * Show =~ il © Remove AF Columns
Start Date & Time Volunteer Opportunity: Volunteer Opportunity lame Contact + Hours Served
Drop a field here to create a grouping. Hide I:e
E10r2010 1:00 FIl Playful Puppies and Cuddly Kiten P 0.0
wWaWild 1.0 avivl=yppes and Cuddly (L :;-"l:ﬂ:': Wl
TRO2010 700 Aris ECrafls withbkds L e el 1.0
TAZT/2010 T:00 P11 Arts & Crafls with Kids LRI EoR0D s
B/372010 7:00 P Aris & Crafis with Krds Lanny Leader a

= (=]

=

AAfran T-A0 508 Ades L Mrafie wiik e 1 amens | andar

Do you remember how easy it was to add columns to a report? Summarizing uses the same
drag and drop method. If you want to summarize by a field, you grab it and drop in the drop
zone. In this case, | am going to grab the Field Header of Contact and drop it in the Drop Zone.
Note that the Green Check Box appears when | am in the Drop zone. Release your mouse.
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Note your new Summary

Preview Summary Format ¥ Show ¥ il Add Chart Remowve All Columns

Start Date & Time Volunteer Opportunity: Volunteer Opportunity Hame Hours Served

(6 Records)

Drop a field here to Create a grouping.  Hide

L 4

Contact: Lenny Lead

SM02010 1:00 PM Playful Puppies and Cuddly Kittens 0.0
7/20/2010 7:00 PM Artz & Crafts with Kids 1.0
TI27/2010 7:00 PN Artz & Craftz with Kidz 1.0
&3/2010 7:00 PW Arts & Craftz with Kids 0.0

&M10/2010 7:00 PM Arts & Crafts with Kids 0.0 %
I 2M7/2010 7:00 PM Artz & Crafts with Kids 0.0

Contact: Mary Marietta (1 Record)
STI2010 1:00 PN Playful Puppies and Cuddly Kittens 2.0
Contact: Mike Marietta (1 Record)

The blue bar shows that we are summarizing by the field Contact (from the Connections
Object). The details show the Start and Date time of the Occurrences, and the Name of the
Opportunity. Also note that a record count has been included in the Summary. The count is of
the most detailed information... in this case, it would be Occurrences, and not Opportunities
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Hide the Details of your Summary

Pravieyw Summary Format ¥ | Show ¥ il Add Chart Remove All Columnz

Details

T Contact: Lenny Leader (6 Rec v Drop Zones

Drop a field here to create &

Contact: Mary Marietta (1 Recoray
Contact: Mike Marietta (1 Record)
Contact: Pamela Pioneer (1 Record)
Contact: Pat Fioneer (1 Record)
Contact: Paula Fioneer (2 Records)
Contact: Peter Pioneer (2 Records)
Contact: Valerie Volunteer (6 Records)

If | am not interested in seeing the Details, | can always hide them by un-checking the box.
REMEMBER: | am currently in the Customize Report Window and the Preview only shows me a
portion of my records... if | wanted to see them all. | could run the report at this point.

Add Another Summary

Preview Summary Format ¥ Show ¥ il Add Chart Remove All Columns

Start Date & Time Volunteer Opportunity: Volunteer Opportunity Name Hours Served

-

Contact: Lenny Leader (6 Records)

Drop a field here to create a grDuLing. Hide

BMO2010 1:00 PM Playful Puppies and CJ Volunteer Opportunity 0.0
T2002010 7:.00 PM Arts & Craftz with Kids 1.0
V272010 7.00 PM Arts & Craftz with Kids 1.0

2010 7:00 PN Ars & Craftz with Kidz 0.0
21102010 7:.00 PM Arts & Craftz with Kids 0.0

4
SM7R2010 7:.00 PM Arts & Craftz with Kids 0.0
Contact: Mary Marietta {1 Record)
CrrmnaAn 1-nn DM Dlayveful Donnies and Coaddhe KiHzsns =

HandsOn Connect - Reports and Dashboards Page 79



HandsOnConnec ....

Let's add another summary under each Contact of the Opportunity. You see, we have another
drop zone which allows us to summarize further. Grab the Opportunity name and drop it here.
When you have dragged the field to the right place, the drop box turns blue, and the Green

Check Box appears for the field.

See two Summaries

[J Contact: (1 record)

‘}S Volunteer Opportunity: Volunteer Opportunity Name: Arts & Crafts with Kids (1 record)
[0 contact: *kim uthe (5 records)
Volunteer Opportunity: Volunteer Dpportunity Hame: [iaintain the Trails at Bowell Butte (1 record)

Volunteer Opportunity: Voluntear Opportunity Name: School Suppliss for Kids (1 recond)
Volunteer Opportunity: Volunteer Opportunity Name: Stock The Eantn: Oregon Foed Bank (1 record)
Volunteer Opportunity: Volunteer Opportunity Name: Stock the Pantrv: Gragon Fopd Bank (2 reconds)

[0 contact 72nd Avenue Telecare (1 record)
Volunteer Opportunity: Volunteer Opportunity Hame: Bikes For Kids {1 record)

[0 Contact: Amy Jorgansen (9 records)
Volunteer Opportunity: Volunteer Opportunity Name: Claan for Cats at &nimal &id (1 record)
Volunteer Opportunity: Volunteer Opportunity Name: Cogk i Up: Meattime at Clark Canter (1 record)
Volunteer Oppertunity: Volunteer Opportunity Name: Eun 31 the Hollvwood Theatrg (1 record)
Volunteer Opportunity: Volunteer Opportunity Name: Help Get Books info the Hands Of Children! (1 record)
Volunteer Opportunity: Volunteer Opportunity Name: KIDS Yolunteed Cregte Packages for Kids (1 record)

Volunteer Opportunity: Volunteer Opportunity Hame: Refemral TogetherGreen Day with the Audubon Society (1 record)

Advanced Users

Salesforce has an extensive knowledge base for Reports and Reporting Summaries in their Help

and Training Section.

For more information see: Salesforce Help and Training: Summaries
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Working with Numbers - Sums, Averages,
Min and Max

Number fields can be summarized so that you are able to see summaries of numeric
information --

Summarizing on a numeric field

Total Hours Served L

21 Sort Ascending

avg0| %l SortDescending

Group by this Field
£  Summarize this Field...

avg 0. g Bucket this Field...

ic 0
ic 0 X Remove Column
ic 0o

Click on the picklist arrow in any column with numeric data and select 'Summarize this Field"

Summarize X
Fileld Sum Average Max Min
Total Hours Served li‘f

Apply Cancel

You can create one or more summaries by selected Sum, Average, Max or Min.
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] Volunteer Opportunity: Volunteer Opportunity Name: Wonder of Reading (15 records)

0C-025571
0C-026298
0C-026299
0C-026300
OC-026301
0C-026302
0C-026303
0C-026304
0C-026313
0C-026314
OC-026315
OC-026316
OC-026317
0C-026318
0C-026319

(| Volunteer Opportunity: Volunteer Opportunity Name: Young Professionals Service Mixer {1 record)

DC-023450

116/2012 12:00 PM
1110/2012 9:00 AM
1/24/2012 9:00 AM
2/7/2012 9:00 AM
2/21/2012 9:00 AM
3/6/2012 9:00 AM
3/20/2012 9:00 AM
4/3/2012 9:00 AM
1/14/2012 9:00 AM
1/28/2012 9:00 AM
2M1/2012 9:00 AM
2/25/2012 9:00 AM
3110/2012 9:00 AM
3/24/2012 9:00 AM
4/7/2012 9:00 AM

1/8/2011 12:00 AM

Grand Totals (1,267 records)

116/2012 2:00 PM
1M0/2012 10:30 AM
1/24/2012 10:30 AM
2712012 10:30 AM
2/21/2012 10:30 AM
3/6/2012 10:30 AM
3/20/2012 10:30 AM
4/3/2012 10:30 AM
114/2012 10:30 AM
1/2B/2012 10:30 AM
2M11/2012 10:30 AM
2/25/2012 10:30 AM
3M0/2012 10:30 AM
3/24/2012 10:30 AM
4/7/2012 10:30 AM

1/8/2011 12:00 AM

Affiliate
Affiliate
Affiliate
Affiliate
Affiliate
Affiliate
Affiliate
Affiliate
Affiliate
Affiliate
Affiliate
Affiliate
Affiliate
Affiliate
Affiliate

Affiliate

Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific
Date & Time Specific

Date & Time Specific

13.50
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

13.50
0.00
0.00
0.00
0.00

0.00
0.00

386.25

When you run the report you'll see the calculated sum of (in this case) the total hours, as well as
a grand summary at the bottom of the report.

You can choose to 'hide details' if you just want to see the calculations.

] Volunteer Opportunity: Volunteer Opportunity Name: Water the Gardens (19 records)
] Volunteer Opportunity: Volunteer Opportunity Name: We need your Skills! {1 record)
] Volunteer Opportunity: Volunteer Opportunity Name: Wonder of Reading (15 records)

] Volunteer Opportunity: Volunteer Opportunity Name: Young Professionals Service Mixer (1 record)

Grand Totals (1,267 reconds)

The values of zero in this report just tell us that no hours of service were verified for those
opportunities.

The number of records tells us how many occurrences are 'hidden' in the data.
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Counting the number of object records in a
report

HandsOn Connect has hidden fields that allow you to easily count the number of objects in
a report.

There are "number of" fields for:

* Number of Contacts

* Number of Organizations

* Number of Connections

* Number of Occurrences

* Number of Volunteer Opportunities

For example, in a report that shows all the occurrences that took place in a given time
period, you could group the occurrences by the volunteer opportunity name -- but what if
you wanted to know how many volunteer opportunities that represented?
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In this report we have grouped based on Volunteer
Opportunity Name -- but we want to know how many
volunteer opportunities this represents - without manually
counting them.

Filtered By: Edit
Status equals Active Clear
AND Volunteer Opportunity: Status equals Active Clear
AND Volunteer Opportunity: Volunteer Opportunity Name does not contain Self-reported Clear
AMND Schedule Type equals Date & Time Specific Clear

Total Hours Served

Volunteer Opportunity: Volunteer Opportunity Name: * Morning Restoration at Clatsop Butte (1 record)

22.00

Volunteer Opportunity: Volunteer Opportunity Name: 4th of July Clean-up crews (3 records)

0.00
Volunteer Opportunity: Volunteer Opportunity Name: Adult supervision required (1 record)

0.00
Volunteer Opportunity: Volunteer Opportunity Name: AFD Big Daddy Day (5 records)

0.00
Volunteer Opportunity: Volunteer Opportunity Name: Alternative Spring Break (29 records)

0.00
Volunteer Opportunity: Volunteer Opportunity Name: America's Sunday Supper (1 record)

4.00
Volunteer Opportunity: Volunteer Opportunity Name: American Airlines ReachQUT (1 record)

0.00

We are going to show details and add the field "Number of
Volunteer Opportunities"

Flalds wnlalw Filiors _Add_ =
Show CLTErCes
%, Nussber =] | ASoo
Datn Fleld En Do A Teea | v | F&%G8 Custom | From [aront To [z
S Cocumpnce iy Status equals “Active’

AMD Voluntesr Opportunity: SENILS Bust “Active”
AT Voluntesr Opportunity: Volunsear Opgariunity Mame doss net cantain "Seilreporiad”
AMD Schasuls Typs squals “Dats & Tims Spaciic™

pponuniy: Sorial Number
portunity: Murber of Volrisor Opporusek Preview  Sewmary Format * Show = bl Add Chan | Fomove A0 Colsmns

Oceurrance: Occurence ID .+ Gean Date & Time End Date & Tima Vedunieer Dpporiunity: Managed By Behedul Type Totsl Hours Served Voluntear Dpportunity: Humber of Volunbeer Dpgarisnities

" Voluntesr Oppertunity: Velursesr Oppariunity Mame: Marin Headiands Mursery {1 Recard)
Drap a fiekd here to create a grouping. Hide

Violumtear Opportunity: Valuntsar Oppartunity Name: Watsr the Gardons (19 Recards)

Each object in HandsOn Connect has a field called "Number of...." that has a value of 1
populated in it.

By summing these "Number of" numeric fields - we're able to get a count.

First -- add the field "Number of Volunteer Opportunities" to your report: (you can double click
and add it to the end of the report)
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You'll see it has a value of 1 (1 for each occurrence)

Summarize on this field and get the sum

Summarize

Fleld Sum

Average Maox
Yolunteer Opportunity: @ L I_J

Mumber of Volunteer
Opportunities

At the bottom of the report, you'll get the sum of the
number of volunteer opportunities

/' Voluntaar Opportunity: Volunteer Opportunity Name: Young Professionals Service Mixer (1 record)

0.00 1
Grand Totals (1,267 records)

38625 135 '
Check rows to filter, then drill down by: | --None-- :

# | Dill Down

This report has 1267 Records (Occurrences), and 135 separate volunteer opportunities.
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Using Formulas in a Report

Summarizing on a numeric field allows you to do simple sums, averages, etc. But what if

you want a more complex calculation?

For any summary report - you have the option of adding more complex formulas

In Summary Formats - you'll see a folder in the field list
called "Formulas" double click on Add Formula to create a

new formula field

Save Save As Close # Report Properties o Run Report
Fields m Filters | Edit Custom Filters

N ctart — Time Frame
X, start 0 view: Columns: Du
Draa and droo to add fields to the renort All v - —
Drag and drop to add fields to the report. || | All occurrences End Date & Time v ||l

[SF="C: g1y 1]

. J* Add Formula

= OEeurrenes D
£ Registration Start Date
[ Start Date & Time

== Connection: Info
(3 Start Date & Time

[=h=l Volunteer Opportunity: General
£ Volunteer Opportunity; Registrat
& Volunteer Opportunity: Start Dat
£ Volunteer Opportunity; Start Dat

Preview Summary Format * Show i Add Chart Rer

S

Add Formula

Let's say we wanted an idea of the value of all the service hours associated with each volunteer
opportunity. Let's say that we value each hour at $21.79.
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This opens a layout to create a custom summary formula

Custom Summary Formula Help for this Page & =

Column Name:l Dollar Value of Service

Description:  Calculates the dollar value of the hours served

| = 1 |

—
Format: Currency L Decimal Places: 2 |w

This formula calculation will be displayed in the repaort at the level yvou select.

[ - - ~
: =& AN summary levels
3 ::: ) Grand summary only
! : - _'Grouping 1: Volunteer Opportunity: Volunteer Opportunity Mame
. - <
[ -
|
Formula Functions Tips

| have given this a specific name and description
The Format is Currency and | have two decimal places to it.

| want to see this $ total at all Summary Levels
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Create the Formula

N e 8. e

O L Grouping 2: Velunteer Opportunity: Welunteer Opportunity Name

[ |
Summary Fields ¥ Operators ¥ Al v || ABS
GuestVolunteer Hours Served 3 (number})
GuestVolunteers Aftended P lurns the absolute value of a numbe
IsUpdateable b nberwithout its sign
Maximum Attendance 2
Minimum Attendance 2
Registration cutoff (hours) 3
Total Attended [
m Help on this
Total Confirmed 3
Total Connections 3
Total Declined 3 |_
Total Hours Served 3
Total Not Attended 3 Sum {b
Total Pending 3 Largest Value
Total Unreported b Smallest Value
Yolunteer Hours Served 2 Average

First we want to take the SUM of the Volunteer Hours Served (a field that exists in the
occurrence record).

Add Operator and Number

Fermula Functions Tips

Summary Fields = Operators * | Check Syntax Math w | ABS -

HOC _ Qccurrence_ c.HOC__ Volunteer Number_Hours
_Served  c:SUM*21.79 ABS(number)

Returns the absolute value of a number, a
number without its sign

| can drop down the operators picklist to get the multiplication symbol. | am saying multiply the
hours by 21.79. And wind up with this formula. | can then hit OK.

(For complex formulas - use the "Check SYntax" box to make sure everything is OK.
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See your Results

] Opportunity Name: Wa negd vour Skills! (1 record)

0.00 1 $0.00
- Vol pportunity: Vol Opportunity Name: Wonder of Reading (15 records)
13.50 1 $294.17
I Vol pp ¥ Opportunity Name: Young Professionals Service Mixer (1 record)
0.00 1 50,00
Grand Totals (1,267 records)
3686.25 135 $6,346.34

At first you'll just see the summary. But hit RUN report and you'll see the dollar value of service
summarized for each opportunity and a grand total at the bottom!

Edit existing Formulas

Fields [an[a[#[o] | Filter

€, Quick Find View:
Drag and drop to add fields to the report. || | All oCC
=] Formulas |

_ﬁ Add Formula
_ Total Hyurs ' '@'
J* Time \.{be

== Occurrence: Info
@ Qccurrence: ID Prewvi
4 Qccurrence: Qeccurrence 10—

To Edit (or Delete) an existing formula, just hover over that formula and two icons will appear to
the right. The pencil icon will open the edit screen, and the trash can will delete it.

Advanced Users

I Feedback | zabesforce.com | AppExchange | Developer Forge

Customer Resources
Welcome, Davis Kirby | My Settings | Logout

S}]J_'ES rce success salesforce,.com

@ Home Leamning Center Answers |deas Blogs Mew Features Help

L Contact Suppon
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There is a lot you can do with Summary Formulas and Salesforce has all the help you could

possibly need. To learn more about operators, formulas, and functions, Log into your
Salesforce instance and visit Salesforce Help: Building Custom Report Formulas
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Using the Drill Down Feature
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How to Drill Down to Specific Information

The Drill Down feature gives the User a better understanding of their data and can be used
as an analysis tool. For summary and matrix reports, filter selected rows by a particular
field. Select the rows you want to view, choose a field to group by, then click Drill Down. In
this lesson we will learn to drill down to get more specific information. Using the Drill Down
Feature allows you to get more specific information.

This allows you to use one stock report that has the fields you are interested in, and get a
lot of different answers from it - without creating and saving a seperate report.

Find a report you want to work with.

’- Report Type: Volurmtesr Opportunities
*  Unsaved Report

Save Save As Clase & Report Properties | [[elCG RS
Fields | Al |a|# (D Fiiters. _ Add =
(-{ R Q Show Al wolunissr sgpdctunies v
Dedg and dres 1o 854 Bk o the repen || Do Field | Enc Oate | Range Al Time * | From H T ,

== Volmiser Opportunky: inip
d viountesr Opporiuniy; Voluries
@ HOC Domain Hame
@ Managing Crganigason Hamy
d Dppordgndy Cogrdingior Name
@ DQrganizalion Seroed Name
@ Fartner SaaTf Hame
@ Wiolintaer Sven Hame

@ Veknbeer Opporunty; Cwnertd HEIR t2ach e kids to read

Vorlow Tesal 3

Time A%ar Twme

Vorkflow Test 2

Standing Tall

Coordinating Chanfties

Preview Tabular Format = Show ~ Removed

Valuntesr Dppartunity: Volintesr Dppartumity lame

chick: the Add bution

%

| Colimss

Valuntesr Dppartunity: ID Start Date Time City StateProvincs
S0MADDID0DSEgYM - Riversids ca
A0MADDDD0DSBLmY - Rierside Ca
A0ADNI0005B0eA - Bevedy Hills ca

alADDDD0ISBumiY
ADRADDDD0D0DIEY

- Beverly Hills CA
- Ererzide CA

ARAD 0000034, - Fnersice =]

In the Customize Report Window, | am using a report that only contains the Object Volunteer
Opportunities. | dragged in Opportunity Name, Start Date, City, State and Primary Impact Area
in to the report. | am viewing all Opportunities and there are currently no filters on this report
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Group the Report

# Report Properties 0 Run Report

Filters | Add ¥

Show | All volunteer opportunities L

Date Field | End Date v | Range | &llTime 'w| From = To

31w L=

To add filters click the Add buttan.

Praviaw Summary Format * Show ¥ bl Remove All Columnz

Volunteer Opportunity: ID City State/Province Start Date Time Prim

Drop a field here to create a grouping. Hide %

alhNA0000005BgWN Riverzide — - Childrs
State/Province

alMNADDOO0DSBUmY Riverzide - Adult

Artz 8

alNAD0000056 el Beverly Hillz A -

In my case, | am going to Group by state, because | know that is how | want to eliminate records
| don't want to see. Change the Format from Tabular to Summary, and drop in State, hide the

details and then run your report
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Choose the summary fields you want to work with.

Run Report ¥ Show Details Customize Save As Printable View Export Details

O State/Province: - (8,511 records)
State/Province: CA (55 records)
% State/Province; FL (2 records)
] State/Province; GA (3 records)
] State/Province: MY (1 record)
] State/Province: OR (1 record)
] State/Province: TX (30 records)

Grand Totals (8,603 records)

Check rows to filter, then drill down by: |--N0ne-- hd Drill Down

Using the check box next to the grouped field, check the states where you want to see the
information. | am only interested in the 55 records in California. This basically creates a filter
that says: "State equals "CA"
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Choose your Drill Down Field

L
]
L
L
d
O

Check rows to filter, then drill down hy:

At the bottom of the list, there is a dropbox populated with all the fields available in your

Grand Totals (8,603 recor

State/Province: - {8,511 records)

State/Province: CA (55 records)

State/Province: FL (2 records)

State/Province: GA (3 records)

State/Province: MY (1 record)

State/Province: OR (1 record)

State/Province: TX (30 records)

Opportunity Approval Manager
Opportunity Approval Manager Email
Opportunity Characteristics
Opportunity Coordinator Email
Opportunity Coordinator Name
Organization Served

COrganization Served |d

COrganization Served Name
Crganization Served URL
Crientation Required =
Partner Staff Email

Partner Staff Name

Populations Served

Pasting Status
Primary Impact Area
Program Area (Ld.al)
Registration cutoff (hours)
Registration Start Date

[

R <

~Maong--

Drill Down

report. | am going to choose to drill down by Primary Impact Area. The results should be all CA
opportunities and their respective Primary Impact Area.
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Check your results

CI I S S S ]

g @B © @

&

Filtered By: Edit

State/Province equals CA Clear

Primary Impact Area: Adult Education (5 records)

Primary Impact Area: Animals (3 records)

Primary Impact Area: Arts & Culture (5 records)

Primary Impact Area: Children & Youth Education (12 records)

Primary Impact Area: Civic & Community (3 records)

Primary Impact Area: Environment (6 records)

Primary Impact Area: Health & Wellness (4 records)

Primary Impact Area: Hunger &

Primary Impact Area: Senior Sel

Primary Impact Area: Sports &

Primary Impact Area: Technolog

Primary Impact Area: Other (1

~MNone--

Volunteer Opportunity: Info
Activity Type
Age Groups Served
Background Check Reguired

Country

Court Ordered Allowed
Default Location
Description

End Date

End Date Time

Genders Served

Google Map URL
] GuestVolunteer Hours Served
GuestVolunteers Attended
HOC Domain Name v

Check rows to filter, then drill down by: | -~None~

<

Drill Down

The Drill down created a filter for the State = CA (See the Filtered By: at the top of the Data) and
then grouped by the Drill down. | know this is working because the total number of records is
55. | can now choose to show the detail, or | can drill down further by checking the rows | want
to see and creating another drill down. | want the bottom 5 Impact Areas and | want to see
What cities they are in.

HandsOn Connect - Reports and Dashboards Page 96



HandsOnConnect .l
tions @®

See your results

Run Report ¥ | Show Details | | Customize | Save As | Printable View | | Export Details

Filtered By: Edit
State/Province equals CA Clear
AMD Primary Impact Area equg™Hunger & Homelessness, Senior Services, Sports & Recreation,Technology,Other Clear

[0 city: Riverside (11 records)

Grand Totals (11 records)

Chech rows to filter, then drill down by :--None-- '«': Drill Down

Hmmmmmmmmm... they are all in Riverside. Interesting. | can also remove these filters and
drill downs by using the "CLEAR" and Edit buttons at the top. You can also do this in the
Customize Report Window.
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Inserting Charts and Graphs in your Reports

You can use charts and graphics to make colorful and easy to understand representations
of the reports you have created.

Choose the report you want to work with and hit the
Customize Button.

&  All Users - Demo

Report Generation Status: Note: 2 000 of 2,106 records are displayed below. Select Expon Details for 3 complete view of your data

Report Options:

 Time Frame
Sumrmarize information b e Columns Duration
g W A pes w Created Dale b Cusiom »
Slar Date End Dale
Run Report ~* Hide Deta Customize X Save As Delete Printable View Export Details

3

Filtered By: Edit
Profile equals Volunteer, Volunteer old Clear

| want a gender breakdown on all Active Users of the System. | am using the All User - Demo
Report.
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Now | need to prep the report.

Report Type: Users
€ au

sers - Demo

Sawe Save As Cloge

Fields Filters Edii Custom Filiers

[+} a0t o [ Tirmee Frame

& toomrapre

Cobmns: Diaration: Start Date: End Date;
Jrag &nd drog 1o ad 6 the régan. Created DEle » | 40 Time - -
1= Formulag
J* kg Feemuls Vi
5 Contact Cusdom nf ﬁﬂl’ & LIsars |

i Gendar
=i Qrganization: Cusiom info
W Gendery Serves

Profile equals Vﬂa Nolunteer

Preview Sum Format *

First Name Last Narme

Drop a field here to create a grouping.  Hide

Adam Sandier
Barry Hatthawns
Gna Simpasn
Coming Zava
iy ad
Sabine Weling
Amanda Beardal
kvl Anghy
Jennider archer
Krystal Wad
Tayhke Kisfel
Brnnke Lnnes

You can only use graphs on Summary Reports.

1.1 need to add Gender to the Report.

<0

o

5

Gender

Gender

Unkngwn
Unkngwn
Unkngwn
Unknown
e
Femais
Unksgwn
Unkspwn

Ermale

Remous A1 Eolumns

Username

adam.gandier, hoclest@ihandsonsega org
pithews@dena com
senEnandsanatiants ang
arphgosugeridS2 S gmalcom
arohocrugerdtgiigmail com
artohoc-userddd| @gmaicom
arohocsuseriZSTa@omai.com
anphoc-users1@Ggmall com
arohoc-useriBi@gmal com
afohoc-userseiB@pmaicom
anghoc~useriSQU2@amai.com
enrunhrnkrmmnmnl ro o

2.1 need to change the Format from Tabular to Summary

3. I need to summarize by Gender
4.1 am going to hide the details.

5.1 need to view only Active Users

HandsOn Connect - Reports and Dashboards

Wolunteer
Woluntsss
W kinlsas
Wolunteer
Woluntéer
Woluniser
Wokunimer
Wokinteer
Woluntesr
Woluntsss
Wokinlees

nkintear

adam sar
barry.km
GRTESON
arichoge=
arighocw
ariohoc+
arichocs
artghag=
arighoc+
arlgRae«
Brighag=
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Look at my report now

% Report Properties ﬂ Run Report

] Filters| Edit Custom Filters

5 Time Frame

Columns: Duration: Start Date: End Date:
% | Created Date ¥ | Al Time v v
View:
Active Ulsers v
Profile equals Volunteer Volunteer old Remaove
°
Preview Summary Format ¥ Show ¥ il Add Chart Remowve All Columns

¥  Gender: - (3 Records)
Gender: Male (2 Records)
Gender: Female (¥ Records)
Gender: Unknown (8 Records)

Notice a few things:
1. This is only sample data, not all my records
2. The Add Chart Button is now available.

Click on the Add Chart Button and the Chart Editor will appear in a new window.
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Introduction to Add Chart Window

Chart Editor

Select Type: | I I o b e
I —

Chart Data Formating ° This preview may notindude all data

A-Axls | Record Count

Y-Axls | gender

Group-By

Mady

&
Forsl
o _
] 2 a ] 8

il

AT

Combination
Charis |:| P agdtional valies -

1. Choose the Type of Chart you want.

2. A Preview of what your chart may look like

3. The Chart Data layout will change depending on the type of chart you use.
4, Additional Tab to format the chart

5. The Help button

In this case, we want a Pie Chart
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Chart Type and Data

Chart Editor Heb for this Page @ x
|
SeleciType: o™ '
— I =
Chart Data Formatting This preview may not include all data.
Values Rac% Count v Gondor
Viedges  Gender ¥ :l\'l.ula
W Famaly
B Unkncwn

Record Count

+1.4 I Cancel |

When | choose the Pie Chart as the Type, the Chart Data changes. | want each slice to represent
the number (or Count) of fields in each summary. See the preview in the right column has
changed? Now | am going to click on Formatting.
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Format your Chart

Chart Editor

Select Type: __ I I I b . o '
[ =

Chart Data Formatiing

Chart Title | Genders of Active Users 18pt v .ﬂ 2t
Text Format -izm— - .ﬂ %
Background Color | Gradient - Left to Right -
From: |@ To: |ﬁ
Legend Position | Botiom K3
Data Labels [#] Show Labeis
Combine others
Show Values
Show VWedge %
[ enabie Hever
Chart Position [ ahove Report 5
Charl Size | Smal| v
]|

OK Cancel

Heip for this Page @ x

This preview may not include all data

Genders of Active Users

B Unknown

Rgcond Count
Gondor
B M

3 15%

T 38%

B Femala

Here | can add a Title, | can change the formatting, | can align the legend and add data labels.
You can experiment here to find the most logical and easiest to comprehend representation of

your data and records.

Hit Okay.
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Back to the Customize Window

Report Generation Status: Complete

Report Options:
Time Frame

Summarize information by: View Columns
Gender | | Active Users v Created Date

Run Report ¥ Show Details Customize Save Save As Delete Printak

Edit Large | Medium | Small [%
ive Users

55 3% g 11

602: 20%
1.194: 57%

Record Count
Gender

EMale Female BUnknown
W Other

Filtered By: Edit
Profile equals Volunteer,Volunteer old Clear

[0 Gender: - (55 records)
[0 Gender: Male {234 records)

[0 Gender: Female {602 records)

Remember, this is only a sampling of your data. To get a true presentation, you need to hit RUN
the Report. When we do, we get back to the Run Report Window, and it looks like above. The
chart appears above your data. Note the ability to change the size and to get back to the Chart
Editor by hitting the Edit button. You can also choose the Edit button above the chart in the
Customize Report Window

For Advanced Users

For those of you who would like more advance training on these Charts, you can check out: SF:
Help and Training: Customizing Charts
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Creating a New Report
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Using the "Create New Custom Report"
Feature

Sometimes, when you cannot find the report you are looking for or the report you want to

use is missing fields, it is easier to just start from the beginning and create a custom report.
This lesson will show you how to do that.

Navigate to the Reports Tab/Object

g, Reports
€ Home

Enter kevwords 10 find malching custom repons

Find Report

Report Folders

Foider [HandsOn Connect Reporis ¥||| Got | EditiCreate New Folder

All Reports = Recent Reports

Create New Custom Report

« HandsOn Connect Reporis

Edit| Del | Export A0 Skills by Calegory = Alist of all the sFINSYO
Edit | Del | Export  All Users - Dema @y - -";REDDI‘ISI'IUMI‘IQ&IIUSEIS

Felit | Nal | Fynart  Ornanizalinne with Prodects

Just above the Folder List, you will see a button called Create a New Custom Report.

That's nice... but... what does that mean?

Well, we want to tell the Report Builder what Objects we want to use in the Report.
Maybe we want Opportunities and Occurrences.

Maybe Opportunities, Occurrences, and Connections

Maybe Events, Opportunities, Occurrences, and Connections.

Instead of spending time trying to find a report that has everything we need, we can start here.

Click the Create a New Custom Report button
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Get to know Custom Report Window

€ Create New Report

Select Report Type o

o

Select Rapor Type Previaw

Hilg far i Page g

Oppoturitias

ot a t Repart
(Organizations and Sponsar Group e

Convacl Regons

Frice Baoks, Producls and Asaels
Administrative Repors

(thar Raports

Grgenization with Organization Teams
Drganizalion with Drganizalion Teams and Sponsor Graug
(rganizations with Contact Rolas

Organations with Cantact Roles and Sponsor Group
Drganaboas wih Assets

Jrganizations with Assets and Spansor Group

R

(PS. Different than the CustomIZE Report Window...)

1. Select the Category.(This is called Report category)

2. Select the Objects you want (This is called REPORT TYPE)
3. Preview what your new report might look like

4. Create the Report

HandsOn Connect - Reports and Dashboards

Customar Suppon Repans Comacts & Organizadons Cremar Name oa
Leads Conletts & Organizetions and Sponsor Group Jo e Acran, e Hnacky s
Campaigns Organizations with Parmners Shedy Smith et e it &
Artreias (rganations with Parners and Sponsar Group Tim Ty marm P ity zarlr &

°

Cancel = Create
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For the most part...

Home Organizations Contacts Volunteer Events Volunteer Opportunities Volunteer Teams

Co

Select Report Type

Organizations & Contacts
Opportunities

Customer Support Reports
Leads

Campaigns

Activities

Contract Reports

Price Books, Products and Assets
Administrative Reports

f Create New Report

Select Report Type

Occurrences with Recurrence
Occurrences with Volunteer Opportunity
Occumrences with Connections and Volunteer Opporiunities
Questions

CQuestions with Volunteer Opportunity
Recurrences

Recurrences with Location
Recurrences with Volunteer Opportunity
Registration Answers

Registration Answers with Contact
Registration Answers with Question
Registration Questions

Remember, these Report categories are built for SALESFORCE and are not specific to HandOn
connect. The Opportunities category? Remember: That is different from Volunteer
Opportunity... The Opportunity Category is a Salesforce object...

As a general rule: Go to the Category: Other Reports.

HOC has populated this with many of the Report Types you will probably need.

In this case, we want Occurrence, Opportunities, and Connections

Hit Create which will take us to the Customize Window.
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Start with a clean slate

LT Close # Report Properties 0 Run Report
HH Filters| Edit Custom Filters
View: Time Frame

' Columns: Duration:
i field £ ren L J _ T | ;
i fields to the report. | My occurrences End Date & Time v | Al Time
1fo =
e D
g Occurrence D
ez Nesded — | Preview TabularFormat ¥ Show ¥
Time [%
3 URL
ntzer Hours Sery Add columnz by dragging fields into the preview pane.

nteers Attended

in Nama

You don't have to, but | like to start with a CLEAN SLATE, so | Remove All Columns

Build out your report

Save Savm fin Cioas & Eaport Properties | el R S Tl
Figlds I AN I I '- T = Filters Edil Cusilom Fillers
S, roke o 8 v n__.‘..e Tene Frame o
i Codurmins: Dusraties: Start Dabe End Db
:'JTJ':‘M:.‘:".‘-:F:'."!'E.‘." Al ped 05 - _E'"'é ;
End Date & Tima * Al Time w - -

= 4 Oesurrence: nfo

@ Drciemence: Qwner Ao Rale includes Valunbear Loader Ram g °
= &3 Consecion: b4

i R

Prewview Tabularformst * Show *  Remeve &) Colres
Contact ¢ Condact Email Acle S4art Dade & Time Velumeer Oppariunity Voluntesr Opporbanity

Anedre Jacks.on ariphgc+Husarse TS HSomallosm Volunbesr Leadar SEE00R 400 P Calabrate Fortland Public Schools

Hanre® Bailg ardphgc+us s fEgmail com Valunbesr Laadar QZTE010 148 P Sar K Up for Eaniors

Charles Mappi anghgc+use Eamail.oom Valunbeer Leader P00 12:00 P Moming Restoration al Marquam Ratune Bar
Charles Mappi Virlunbeer Leadear TR0 12:00 P Moming Reateralion al Marquam Malure Parl

| Charles Mappi valunbesr Leader 1212010 12:00 P Reslorg Our L Foresd abong Terwilige: B
Crares Nappl Volunteer Lezdar 14437200 12:00 P Reglore Qur Lirban Forest slong Tarwiliger B
Cindi Prica vnlunkesr | azdar SM1/2010 11730 &l Store to Door Groceny Shopoing

1. Using the Field Menu and its Search function, find the fields you want to add and drag them
in.

2. Choose what types of Fields you want View... | want them All
3. Create your time Frame... no Time Frame

4. Add Filters (I only want connections who have the role of Volunteer Leader)
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Add Summaries and Charts

& Report Properties

| Filters Edit Custol

Time Erame
Columns: Duration; Start Date: End Date:

Viewn

LY | Alllocamrences ¥l [ene fo‘l‘lme * | Al Time - - -
L
Role includes Volunteer Leader Bemiove K

i Summary Format ¥ Show ¥ Remove 4l Columns
Preview ry

Edii Chart | Delebs Chart

Waluntae:
Cppeprtnity.

Valuntess
Gpportunity Name

Wy e wih
mo

Arcard Geun o
Contact Contact Email N Role Start Date & Time

T Wolunteer Opportunity: Volunteer Opportunity Hame: Arts & Crafts with Kids (20 Records)
Drop a field here to create a grouping.  Hide

Woluniser Laadgsr

Wolunieer Leader

1.1 changed my mind about the Volunteer Leaders, so | REMOVED that filter
2.l am summarizing by Opportunity Name
3. lam inserting a chart to see how many people were involved in Each Opportunity.

Remember: Sample Data... You need to Run Report to see all your records
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Repart Generation Status: Complets

Report Options:

— Time Frame
Summarize information by, View . Colurmns
| Veturteer Qopedunity: Vishrteer Dopedunty Neme | Al eccurences L] | End Date & Time

Run Report 7 Show Details

~ Duration
o] | Custem
Stan Date

Er

Customize Save As Printable View Export Details

L]

Edit Large | Medium | Small

386
(=1

Racord Count

Vehuntssr
Opportsnity Neme
WSarva it Ug for
Sonin
510w 1o Door:

WO

Filtered By: Edit

[Role Includes Volunteer Leader Clear

[0  Volunteer Opportunity: Volunieer Opportunity Name: * Lioming Restoration 21 Clatsop Butte (1 record)

[J Volunteer Opportunity: Volunteer Opportunity Name: * Blanting the

[J  volunteer Opportunity: Volunteer Opportunity Name: * Restors Scenic EIl Rock Island! (1 record)

Bridge Creek (1 record)

Our New Custom Report is complete. Note that | hid the details (1) and because there were so
many Opportunities, it combined the smaller pieces into on singe Other pie piece. That was a

Formatting Option my Chart Editor.
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(Advanced) Report Types recommended for
use in your reports

When selecting report types - you can choose from standard report types created by
Salesforce, custom report types you create on your own, or these special report types we've
created for maximum flexibility with HandsOn Connect.

Standard Salesforce Report Types

Salesforce provides a number of reports that combine related objects. These 'standard' report
types are fine if all the info you want to get are contained in the objects named in the reports.
You cannot however, modify these report types or customize them by adding lookups to other
fields, etc. For maximum flexibility in your reporting, you should work with custom report types:

Custom Report Types

These report types have been added as unmanaged so that you can add custom fields, change
field labels, and make other edits as needed. System Administrators can edit and modify these
unmanaged report types as needed. See post on managing Report types.

HOC Connections and Contacts- This allows you to build reports off of connections that
includes information from the related Volunteer Opportunity, Occurrence, and Contact.

HOC Contacts with/without connections- This allows you to build reports off of contacts with
or without connections

HOC Organizations with Primary Contact Information- Allows you to report on
Organizations and their Primary Contacts.

HOC Organizations, Contacts, and Connections- Used to get information based on contacts
with connection records.

HOC Vol Opps and Occurrences with/without connections- Used to build reports for all
Volunteer Opportunities and Occurrences in the system regardless of volunteer connections.
You can always add a cross filter to a report of this type if you're only interested in those
volunteer opportunities that are WITH connections.

HOC Volunteer Teams, Members, and Contacts- Allows you to report on information from
the Volunteer Team, Team Members and pull in the volunteer's contact information.

We recommend working with these report types (rather than the standard ones that Salesforce
creates from the objects), as they provide more flexibility for customizing your reports going
forward.
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Dashboards
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Dashboard Overview

Dashboards provide a quick, graphical view of statistical information from a number of
different reports. It allows you to quickly see relevant and related information 'at a glance' --
which can be much more convenient that running and reviewing multiple reports.

The place you're most likely to have seen a dashboard is on your home page. The home
page allows you to pick one of your dashboards and display the top three items on it on the
homepage so you always have an 'at a glance' view of the statistics that are most important
to you.

You can create as many dashboards as you like - so that you can organize certain types of
information in one dashboard. For example, you could have a dashboard that contains all
the information on your service hours, # of connections, types of volunteer opportunities
etc, as a "Volunteer Opportunity Overview" dashboard. You might have another dashboard
focused solely on organizations (sponsors vs non--profits, etc) and another just on your
volunteers (demographic information, level of activity, % of Volunteer Leaders, etc)

The homepage view of part of a dashboard

e,

m Chatter  Organizations C Vol Opportunities O Volunteer Events Vol Teams Ci cti Documents  Reports
Site Managed by: Larry Deckel Welcoming Wave § HandsOn Connect customers o today's training. (Getting things set up for our first training
todayl) 7/8/2011 Clear
Sunday m,, 10, 2011
T Show Chattor
Dashboard Refresh
HandsOn Last refreshed at 6/2/2011 5:18 PM, Displaying data as Larry Deckel
CONNECT DEMO
M ged Project C i This # of Connections made to Partner Volunteer Connections This Year
Year Managed Opps
HandsOn Connect Shortcuts A 10%
Record R
Volunteer Opportunity Wizard Managing Organization Name Count 26: 6%
Artin Texas 20 13: 3%
Troutco 65 16: 4%
Custom Links . Texas Time2Give 19 ; 26: 6%
HandsOn Connect Help Desk At 15 %
Your public site ‘San Antonio Parks and Recreation 12 271 B6% g
Skills Reporn Atianta Field Day Bozo Parade 1 G
Record Count Elders In Action T Contact
PP ity oh 7 WValerie Vo.. mTim Taylor W Secrest Vo.,
CrostoNow— Sl dactaon Botom Wessnds B [[Soner ™ Monera MAtwows-
WArs & Crafts wit..  MFamilies Voluniee.. Preserve Other
WField Day Volunte.. BJump up and Down ..
Reach Out and Pic.. MSpring Cieaning a.. Park Nurseries 5 This chart has the # of connections for
Spruce up your na.. BSummer of Sarvico Portland Memory Garden 4 wvolunieers this year.
. Unresolved liams MO ReachOut Partner People 3
Schoolhouse Supplies 3
= Impact Northwest 2
National Park Service 2
§i HandsOn Connect HIV Day Center 1
gL 11-06-01 Johnson Creek Watershed 1
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A full dashboard (as seen in the Dashboards tab) can
contain as many different ‘components’' as you like.

Dashboard

>¥ Executive Summary

« Go to Dashboard List

View Dashboard

v | Edt| Clene | Refresh

Login Leaders

Users by Login Count

Total Volunteers

Total Active Volunteers

Record
Full Name Count
Davis Kirby 458
HangsOn Connect Admin arz
** 5989 -
o G—
ﬂ Larry Deckel 280 B -
29
ArtOrdoqui 223
rac
Valerie Volunteer 130
Contacts whose type is Volunteer
“Jevemy Foreman 50
] a9 Opportunity Details
Secrest Volunteer 39 ©Oppertunity Dtails

Organization Details

Organizations by Status.

650: 28%

644: 27%

W 127 5%

821:30%

uuuuu

Opportunity Referrals

Abby Ordoqui 27, ending | 84
User Types I b4
367 H
HandsOn Connect User Count S1.000
0 100 2000 3000 4000
wd s Record Count
2 >
- 7 - Daie & Time... ' To Ba Sched
Schedule Type
# of Hours by Schedule Type
Schedule Type Record Count.
Date &Time Specific 2703
Reoord Count To Be Scheduled 1,309
Profile 2
B Parner St
Volunteer
Other
Users by Profile

A dashboard is made up of a number of 'components' (individual visual summaries of an
existing report.

Components can be of a number of different types including charts, graphs, gauges, tables,
metrics or even custom VisualForce pages.

Dashboards are grouped by folders, which can have variable visibility settings depending on
who can view them.

In order to view a component -- a user must have access to the folder which contains the report
the dashboard is based upon.
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Viewing Dashboards

Dashboards are accessed through the Dashboard Tab, and organized into folders.

When you click on the Dashboard Tab you will brought to the last dashboard you had
viewed.

View Dashboard picklist

Home Chatter Organizations Contacts Locations Voluntesr Opportunities Occurrences Volunteer Events Voluntesr Teams Connections Documents Reports I=i=i Control Panel *

Dashizoard Help for this Page

4 Executive Summary

]
Go o Dashboard Ust o e

§ S Last refreshed a1 5272011 1:33 PM
View Dashboard i Edit  Clone  Refresh View gashboard as: C, Larry Dackel
— s

Login Leaders Total Volunteers Organization Detalls
Users by Login Count Total Active Volunteers Crganizations by Status
Rocord 209
Full Name Count
G0 28%
Diavviss Kirbry 458
HandsOn Connect Admin arz T B2
" 9999 a
+ ks _J
ﬂl.am- Deckel 260 o — —_ o
4 29
"9 Art Ordogui 223 T
Recond Coumt
Valerie Voluniesr 130 Rieond Count
Confacts whose [ype is Voluneer Status
Jeremy Foreman 50 " Pancing
¥ Actve Sponsor I

Jim morkal 30 Opportunity Details

Barsnat Vnliintear R0 Opeortunizy Dateile e m_ao o

Click on the "View Dashboard" picklist to see the various dashboards accessible to you. If you
have a LOT of dashboards, you can also type into the search box at the top of the picklist to
search for a dashboard by name. When you select a dashboard's name -- you'll be moved to a
view of that dashboard.

1. To see ALL dashboards, click on the 'Go to Dashboard List" link just above the 'view
dashboard' filter on the page.

2. Because updating dashboards requires ALL reports used to be run, the dashboards don't
automatically refresh. You can see the last time they were refreshed in the "Last Refreshed at..."
text in the upper right.

3. To refresh the dashboard and view stats as they exist right now -- click on the Refresh Button.

4. You can also view the dashboard as it would appear to a specific user. (So if you want to see
the data a customer portal user would see if you made the dashboard object, and a dashboard
folder accessible to them, you can search for that user -- and see exactly how the dashboard
would look to them!)
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The Dashboard List (Dashboard Home Page)

Dashboards Hedp for this Page

~% Company Dashboards
Folder [ company Dashboards 7%) Edit| Create New Folder

ABCDEFGHIJEKLMHNOPOGRSETUVWXY I Ot Al

Now Dashboard  Add Sample Dashboard

Action Title Description Last Modified By Last Modified Date Created By

Edit| Del  Adoption Dashboard Agdmini r, Clien! TB2010 Trgining Profile, Staff
Edit | Del mpany Perorman: ashi Training Profil ff 182010 Training Profile, Staff
Edit | Dal L] Ivimtri Epraman, Jeremy 472011 i il

Edit | Dal Voliunteer nier Im; Ei man. lul 82010 Foreman il

Here, like on other home pages, you can set views for your dashboards.

Click on Create New Folder to create a new folder to group your dashboards and control who
can see dashboards in a given folder.
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Creating Dashboards

From the folder view for dashboards - click on the "New
Dashboard" button

Options = = Wil

icts  Volunteer Opportunities Occurrences Volunteer Events Volunteer Teams Documents Reports +

Dashboards Heldp f¢

* 89 My Personal Dashboards

Folder [y personal Dashboards | ) Create New Foider

ABCDEFGHIJKLMNOPOQRSTUVYWXY Z Oter AN

- \w Dashboard | Add Sample Dashboard

Title 1 Description Last Modified By Last Modified Date Croated By
Mo records to dispiay.

Salesforce provides an quick tour that explains the process
of building a dashboard

Laggad in as Staff Training Profibs (st Mhands onconnec1.o

Staff Trining P.. ¥  Help&Training | HandsOn Connect

Saws | SaveAs | Closo @ Dashboard Pro portios View dashboard ag: Tl Stn¥ Traking Profic

Build Dashboards Interactively

Building dashboards Is easy with our new interactive visual editor. Take a

| .

ho Thanks Show Mo Later Btart Tour +
© O | ¥
I 4
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Add Components to Your Dashboard

>3 Dashboard

Save Save As Close 4% Dashboard Propertios View das

Components

Medium ¥ X Modium ¥ X Modium ™ X

Select a component 'type' from the Component tray on the left of the page -- and then just drag
and drop it to the position on your dashboard on the right.

There are three columns you can place your component in. And you can place as many
components as you like in each column.

Choose the Data Source for your Component

~2 Dashboard

Save L Close 4 Dashboard Properties

View dashboard as: (},
Data Sources

W m v LY m Modum *
Rocont | My | All hodum X o * edum ¥ X

4, Quick
Pit Chart QX
= Reports

Additional Reports

Contaet information

Entity Reponis

Google AdWords Reports

Graphics and Stotictics r
HandsOn Connes! Repons

A Skils. by Category

Angwers 1o Questions for Docurrences
Answers o Questions for One Ocourrence
Counting Violunboors with Connoctions
Managed Projects Grouped by Project Name
Oecurrences with Wallisted Volunipers
Organizations & Projects by Impact
Organizations with Projects

Pariner Managed Projects Groupod
Tetal Active Ocoummenses

Upcoming Connections

Usgiors by License (Volnieor)

Users by License (Volunteer Leader)
Usors by Status (Active Partnor)

Click on the Data Sources Tab in the left Tray.

Choose a report from one of your report folders, to use as the source of the data. (You can only
make dashboard components from reports that are in summary or matrix format)
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Add Title, Footer and adjust display of data as desired

(3

Medium ¥ Xo
—

Pia Chai o X
Im ! \_/é&

Ie.arry's View of Projects

-2
Managed Project Connections Tl

57
a5
19
i B
\ 14
a
585 7

Record Count
Volunteer Opportunity: Volunteer Opportunity Name

Wth of July Clean-up crews
Families Voluntearing Togathar
Field Day Voluntears

B jump up and Down for Joy
Reach Out and Pick Up

B Spring Cleaning at the Shelter
Spruce up your neighborhood

B Summer of Service

W Other

Source: Managed Projects Grouped by P
Project Name

1. You can control the width of the component here.

2.You can add a Title here

3. You can add a footer here

Me

4. You can edit the component further by clicking on the wrench which opens the Component

Editor

HandsOn Connect - Reports and Dashboards
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Component Editor

Component Editor Help for this Page &) x

Select Type: -_ III \ G ‘ ' &
—

Component Data Formatting

Sort Rows By Label Ascending A
Maximum Values

Displayed

Legend Position Bottom ¥
Data Labels

E Combine Small Groups inte "Others’
™ Show Values

Record Count

Volunteer Opportunity: Volunteer Opportunity Name
[_] Show % Wath of July Clean-up craws
Families Volunteering Tagather
B Field Day Voluntesars
B Jurng up and Dawn for Joy
Reach Out and Pick Up
B Spring Cleaning at the Shalter
Spruce up your neighborhood
B Summer of Service
B Other

[ Show Details on Hover

OK Cancel

Here you can change the component type, and control the formatting and sorting of the graph
or chart.

Click on HELP for this page in the upper right for more details on ways you can control the
display of the component.

HandsOn Connect - Reports and Dashboards Page 123



HandsOnCo

You can add as many components as you like in this way.

o E;;nr;-’; Opportunity Summary Dashboard

Savo | SawoAs  Close @ Dashboard Propertios

....... | Daia Sources. Pis Chart

A X Tabie

Wiow dasmboard as: T4, Loy Dockel

Pig Crant

A X

Recont | My | AN

S Reports
Addrxoral Regorss
Contact Information
Ertey Roporss
Googhe AdWoida Repors
Graphics ang Siatsics
HangsOn Connest Repons
Skl by Category
Anserirs b Quesioes for Oscurences
Angwers i Questons for One Occurence
Courting Volurieses wih Connestions
Maraged Projecss Grosgad by Prejest Nama
Docurmences with Waklsted Volursears
Organizations & Projcts by Impast
Organkzations wih Projcts
Pariner Masaged Propeis Grosped
Tom Acwe Occumences

WAs B Crafs with Kids

Upsaming Connocions

Usors by Liceese [Volinioes)
Usors by Liserse (Vohinioo: Loader)
Usors by Sttus (Astve Partnor)
Usirs wih profios

Verdizatizns Due

Verfications Due Dashboard
Viokntnars & Vokinioor Lossers
‘Volentoers wih Connections
HOC DEMO

Incwidual Repons

Maorth End Regorts

My Porsonal Custom Repors
PostalExai Calondar Exporis
Prgjoct Rogets

Roforal and Service Hours
Saleafore or Titr

Security Model

Team Rupeets

Unfled Pubic Regorts.

Source: Managed Projects

# Visualforce Pages

Managed Project Connections This Year

WVoluntoor Opportunity: Volunteer Opportunity Name
oo

3| Managing Grganization Name

Record Cove

Actin Taxas

Troutes

Tauas Time2Give

Aivigto

San Antonle Parks and Recraaticn
Adanta Fiesd Day Bozo Parade
Eidors In Action

Testaurabh

Jacksan Botiam Wallands Proserve
Park Murseries

Parsand Memory Garden
ReachOut Pariner Facple
Schoalhouse Supplios

Impact Morfhwest

Natanal Park Service

Grouped by Project Neme L HIV Day Canter
Johngan Creek Waleeshed Courl
Gregan Travel Information Cound

Parsand Cammunity Reinvisment iiiatves, Ins
(PCR)

Ride Connecian
SE Warks

Source: Pariner Managed Projects Grouped

# of Connections made to Partner Managed Opps

Volunteer Connections This Year

Record 0 103
Count
%0 26 6%
65 £
1]
160 4%
5
2 g 26 E%
1
T 16: 4%
271 8
7
]
Focard Cownt
L) Contact
4 " otmter Tim Tayor W Seciust Voluresr
3 w.Jim markal Dawis Kirey Wity Orsogu
e
3
2| Source: Volunieers with Conneclons x
]
1
1
1 Donut Crart A4 X
-l Users by Profile Type
1
1 %
Y 15%
' .
Tosal:
e
Recard Count
Frofile
— L E—
Sauree: Lisers with profies x

You set the data that will be viewed in the component by
clicking on the "View Dashboard As" lookup in the upper

right.

nary Dashboard

Help for this Page i)

*roperties

Pio Chart A\ X

Table [ X

Viow dashboard as: ‘Cl, Larry Deckel

]+

Fix Char{

Managed Project Connections This Year

/V

14
Record Coum
Volunteor Oppoertunity: Velunteer Opportunity Name
Wasts & Crafts with Kids Famslios Volunbeesing Together

W Fikd Dary Viohanboors WJump up and Down far Joy
Raarh P s Bk 1 M Enrina Claaninm 1 tha Shalse

# of Connections made to Partner Managed Opps

Record
Managing Organization Name Count
Artin Texas 80
Troued [
Texas Time2Give 19
Awviato 15
San Antonio Parks and Recreation 12
Atlania Field Day Boze Parade i
Elders in Action T
Testsaurabh T
Jackson Botom Wetands Presanve 5
Park Nurseries 5
Poriland Memory Garden 4
ReachOut Partner Peopla 3

Dashboard Running User

Show all users the same data in the dashboand by choosing a specific
nunning user, or show data according to each viewer's access level by
Ghoosing b run as the logged-in user, LEarm more..

Velunt

(=) Run as spochied usor
() Run 85 logged-in user | 5

" 26: 6%

16: 4%
271 BE%
Record Count
Contact
B Valene Voluneser Tim Taylor W Secrest Valunieer
W Jirn markal Davis Kirby W Abshy Ordaqui

ke

You can either run dashboards so that everyone will see data according to a specific user (such
as yourself) -- or to run as logged-in user (meaning they will only see the data they have access
to seeing. This way the same dashboard can be used to give access to each individual partner
organization to see a summary of THEIR opportunities, for example.)
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You can further customize the Dashboards look and feel

Dashboard Properties Help for this Page &0

These settings apply to all charts, tables, and metrics on this dashboard.

Title color [JEE

Title Size |12 pt. | ¥ |

Text Color .=_'EJ

Background Fade Direction | Diagonal

Starting Color EEJ
Ending Color EEJ

Clicking on the Dashboard Properties button allows you to customize the colors and type size of
all the components together to get a unified look and feel.

You can also drag and drop dashboard components from one location to another on the page
-- allowing you to customize the layout exactly as you wish it to appear.

(Advanced) Chatter allows you a way to share static shots
of dashboards with non-salesforce users

Share dashboards with your board (if you grant them chatter licenses). For more details on
integrating dashboards with chatter, see these posts in Salesforce Help.

https://help.salesforce.com/HTViewHelpDoc?id=enable_dashboard_component_snapshots.htm
https://help.salesforce.com/HTViewHelpDoc?id=dashboards_post_to_dashboard_feed.htm
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Setting the Dashboard for the Home Tab

You can choose any dashboard you have access to as the one that appears on your HOME
tab.

Only the top three components of the dashboard are visible on the Home Tab.

Click on "Customize Page" to change the dashboard that
appears on the Home Tab

Dashboard Refrosh g CstoMizO P00
Lasi refroshed at T28/2010 4:18 PM. Displaying data as Siaff Training Profie.
Sales Marketing Support
Closad Sales To Date Leads by Lead Source Open Cases By Priority
&
SS00.P0R00,000 00
$0.00 $1.500.000.00
$0.00 Regord Cours T
nnnnn i
Sum of Amount
Mv Tasks Now J mail Tod ]

You can then choose to show data from any dashboard you
have access to:

Customize your Home Page

Customizable Components:
Your home page includes the following dashboard snapshot, Select the dashboard to use as the source of your snapshot. The snapshot will display the first row of the dashboard.

Component:

Show Data From:
Dashboard Snapshot

—e | Company Performance Dashboard

Save Cancol

Click on the picklist and pick the dashboard you wish to have appear on your home page. It will
replace the one that was there by default.

You can change the dashboard you're monitoring on your homepage as often as you like!

Don't forget to hit REFRESH to get the latests dashboard data.
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Creating a new Report Type

When you start a report from scratch using the New Custom Report Feature, you get to
choose what report type you would like to start with. What if you don't see a report type
that has all the objects you need in it? HOC allows you to create report types and will
automatically link the objects you need together. In this lesson, we will learn how to create
a brand new report type.

Look for what you want first...

| Home  Organizations Contacts Volunteer Events Volunteer Opportunities Volunteer Teams C

f Create New Report

Select Report Type

Select Report Type

Cuestions

CQuestions with Volunteer Opportunity
Recurrences

Recurrences with Location
Recurrences with Volunteer Opportunity

Organizations & Contacts
Opportunities

Customer Support Reports
Leads

Campaigns

Activities

Contract Reports

Price Books, Products and Assets
Administrative Reports

Registration Answers

Registration Answers with Contact
Registration Answers with Question
Registration Questions

Skill Ratings

Skill Ratings with Contact

Skill Ratings with Skill

Make sure you use the Create a New Custom Report, choose the folder: Other, and look for a
Report Type that already has the Objects you are looking for. HOC has populated the Category:
Other with many common report types. If, however, it is not there, we will learn how to create
one from scratch!
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Navigate to Custom Report Types

Home Ovrganizations

Contacts Volunteer Events  Volunteer Opportunities  Veolunteer Teams Connections Documents Re

Personal Setup

*| My Personal Information
» Email

v Import

| Desktop Integration

*| My Chatter Settings

App Setup

+ Customize

B Create
Apps
Cuslom Labels
Objects
Packages

Tabs
= Waorkflow & Approvals

| Develop

* Deploy
View Installed Packages
Critical Updates

Custom Report Types Heb for this Page @

What is a Custom Report
Type?

Custom report types allow vou to build 3 framework in the repor wizard, from which users can creale and customize
reports. You build custom report types off of the relationships (master-detail and lookup) between objects so that
¥Ou Ca3n;

& Choose which slandard and custom objects to dispiay 1o users creating and customizing repors
Dafing the relationships between objecls displayved to users creating and customizing reports
Select which objects’ fields can be used as columns in réports

&

Mote that the visibility of custom report tpes in the report wizard is confrolled by users’ access 1o the objects in the
report type.

[C1Dent Show lde This Page Again

Continue

Go to Setup / App Setup / Create / Customize Report Type. You will be given a welcome screen
there with general information about this process. It is always good to read this information. Hit

Continue.

Click "New Custom Report Type"

All Custom Report Types

With custom report types, you can enable users to create reports from the predefined object:

specify.

View: |AIICusmm Report Types v| Edit! Create MNew View

als|c|ole|Fle|r|1]s|k|L|m|N]o|P|al|r|s|T|u|v]|w

Action

Edit

Edit

New Custom Report Type

o

Label + Description Category
i Other
= Connections Custom Report Type Reports
% Contact & SKil For sh_nwing up Contacts and Skill Cther
E— associated Reports
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Choose the focus of your report

New Custom Report Type

Step 1. Define the Custom Report Type

Report Type Focus

Specify what type of records (rows) will be the focus of reports generated by this report type.

Example: If reporting on "Contacts with Cpportunities with Partners,” select "Contacts™ as the primary ohject.

Primary Object IOccurrences | Iﬂ
AdGroups g ~
Identification Answers
Assets
Report Type Label I Associations |
R e e et

What do you want the rows (details) of the report to focus on? What is your primary goal of this
report? This first dropbox allows you to set the primary object and from there, you can bring in
other related objects. With this example, we want to find out how different contacts answered
our opportunity questions for different occurrences. Our primary, in this case is Occurrences.

Name your Report Type

Report Type Focus | = Required information

Specily what tvpe of records (rows) will be the focus of reports generated by this report tpe.
Example: If reporting on "Contacls with Opporunities with Pariners,” select "Contacis” as the primary object.

Primary Object | Occurences b

Identification

Report Type Label I Occurences, Connections, and Answers

Report Type Name I Occumences_Connectic %ﬂ
Mote: Description will be visible io USers who creale reporns.

Deseription | \se are looking for Contact's answers for different
Opporunity Questions at the Octurrencs Level
et
Store in Category Iuﬂlherﬂépolﬁ |
Nanlavimant
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It is a good idea to name your report type with the objects that you plan to have associated. In
this case, It is going to be Occurrences, Connections, and Answers. Make sure to tab through to
the next box, and HOC will auto-populate it for you.

Give the Report Type a description. Clear and concise.

Store your new Report Type in the Other Reports Folder. (At this time, we do not have the
option of creating a new Report Type Folder). By putting the report Type in this Other Reports
Folder, you will always know to go to that folder to see HOC or you have created what you need.

Choose the Development Status

Sore In Category | Other Reports b

Deployment

A report type with deploved status is available far use in the repont wizard. While in development, repont types are visible only to
authorized administralors and their delegates:

Deployment Status (7 In Development

-'_'%Denl-:u;.ed
-H}.-;g

You can choose, at this point, to publish or keep this Report Type in Development. | know that |
am about to use this report, so | am going to choose "Deployed" and hit Next.
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Create the linking of the Objects

Previous Save Cancel

This repont type will generate reports about Occurrences. You may define which related records from other objects are returned in report
results by choosing a relationship to another object.

Occurrences
Primary Object

Connections | L
~Select Object--
- Activities
st have atleast one related "B record A B

Connections
= 1 may not have relaled "B records.

(Click 1o relate another object)

Previous Save Cancel

HOC gives you a visual representation of your data structure in this window. These are called
JOINS, where you are joining one object with another. You are finding information that is
common in all the objects you are choosing. The dropbox shows you related Objects that you
can bring in to this report. Our next Object is Connections
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Join Types

Step 2. Define Report Records Set Step 2 of 2

Previous Save Cancel

This report tvpe will generate reports about Occurrences. You may define which related records from other objects are returned in report
results by choosing a relationship to another object.

)=
m@

Occurrences
Primary Object

Connections || ]
A to B Relationship:
@ Each "&" record must have atleast one related "B record. A B

O-4" records may ar may not have related "B records.

(Cﬂiﬂ{ to relate another l}b]éd]l

You have two options. The first option is to pull in data that is contained in both A and B (see
the visual representation to the right). This is called an INNER JOIN. In basic language this says:
Pull in information only when it is part of both A and B.
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Left Outer Join

Step 2. Define Report Records Set

Step2of2

Previous Save Cancsl

This report type will generate reports about Occurrencas, You may defing which related records from other objects are returned in repor
results by choosing a relationship to another object.

Occurrences
Primary Object

(Connections ¥/ ]
A to B Relationship:

@- C Each "4 record must have at least one related "B record. A

.-‘r recerds may or may nol have relaled "B° records.

(Click 1o relate another object)

Previous Save Cancel

The second option is called a LEFT OUTER JOIN. In basic language this says: Bring in information
about A and B, even if there is no information in B. See the grayed circle and note the data
below it. Some of the A records do not have B data. In our report, we only want data that is in
both sets, so | am going to change it back to an INNER JOIN.
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Bring in another Object

cts  WVolunteer Events Volunteer Opportunities  Volunteer leams Connections Uocuments Heports Dashboards

New Custom Report Type

Occurrences, Connections, and Answers

Heip for this Page @)

Step 2. Define Report Records Set

Step2of2

Previous || Save Cancel

This report type will generate reports about Occurrences. You may define which related records from other objects are returned in report
results by choosing a relationship 15 another object

B

Occurrences A ¢
Primary Object

Connections [
A to B Relationship:
- ® Each "A’ record must have atleast one related "B" record. A Q

QA" records may or may nothave relaled "B records,

(™ [Answers v E
B to C Relationship:

® Each "B record must have atleast one related "C record,
OB records may or may not have related "C” records.

‘ The selected object has no further relatable objects. kigre Infg

Previousll | Save l\‘.en:el

We need to bring in the Answers associated with these connections, so | click box below B and
add another related Object. | choose Answers and | want another INNER JOIN. What does this
say? Bring in Occurrence information when there is a Connection and that Connection has
Answers... Note both the venn diagram and the data structure below it.

Hit Save
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Now create a report using your new Report type.

# Create New Report

Select Repart Type

Organizations & Contacts
Opporunibes

Customer Support Reports
Leads

Campaigns

Activilies

Contract Repors

Price Books, Praducts and Assets
Adminishrative Repors

Other Rep-oris

Select Report Type

Tools

Toal History

Wolmtaer Team with Valuntesr Team Mambear
Contacts with Team Member

Securnty Model3

Connachons

Dccurrencas, C

annecions, and

CP Users
Contacts and Conneclion
Secunty Model2
Contact & Skill

Secuny Modell

Hiks for ths Page 'l‘.l

Description

We are laoking for Confacts answers for difterent
Cpporunity Questions 3t e Occurrence Lewvel

s

Cancel | Creats

Assuming you chose to Deploy your report type, you can now find your new Report Type in the
folder: Other Reports in the Build a New Custom Report Window. Even my Description
appeared!

Edit your Custom Report Type

Personal Setup

]

My Personal Information
Email

Import

Deskiop Integration

My Chatter Settings

App Setup

¥

Customize

B Create

Apps

Custorn Labels
Objects
Packages
Report Tvpes

] .

All Custom Report Types

With custom report types, you can enable users to create reports from the predefined objects, |

View: [ All Custom Report Types ~| Edit| Create New View

Action Label

%‘ Del ﬂﬁaﬁi&ﬁ.&_ﬁmﬁm&
Edit | Del Security odel3

Edit| Del Securily lodel2

Edit| Del ritv Modelt

Menzzlozlcss Maoksals

Hew Custiom Report Type

Description

for VL reports

Ve are looking for Contact's answers for different
Opportunity Questions atthe Occumrence Level

This report can be used for the securty model reporis
Locations

This report can be used for the security model report:
Vol Opps. Ocourrences. and Connections.

Navigate back to Setup / App Setup / Create / Report Type and choose the ALL view. You should
see your report listed. Use the edit button to change the joins, description, or related objects.
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Advanced User

For more information on Custom Report Types, see: SE Help & Training: Custom Report Types.
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Controlling the Fields that are Available for
Report Types - "Why are fields not available
for my report?"

When a New Custom Report Type is created, The fields of the various objects available to
the report are made accessible when you create reports of that type. However, custom
fields that you add to objects AFTER the custom report type was defined, will not
automatically be present. That's because you can control what fields are available in a
report. You can remove fields that make a report too difficult to work with, or add fields
that are missing.

You can also add fields that are related to objects by lookups, instead of adding yet another
object to the field!

Edit the fields available to a report by going to Setup / App
Setup / Create /

Home Chatter Organizations Contacts Locations Volunteer Opportunities Occurrences Volunteer Events Volunteer Teams Connections Documents Reports Dashb

Besmelcotmest - Al Custom Report Types Help for this Page @

With custom report lypes, you can enable users 1o creale reports from the predefined objects, object relalionships, and fields that you specify.

L

Personal Setup View: | ail Custom Report Types &) Edit| Create New View

My Personal Information
Hew Custom Repaort Type

+ Emall
» Import Action Label Description Category Deployed Created By Alias Creoted Date
+ Desktop Integration - Occurrences, Connections, Other i -
5 My Chatter Settings Edit | Del and Answers demo 2 Daing this for the screen shots Reports v  LDeck TH2011
- , " Provides the Qpportunity Coordinator for the Volunteer Opportunity  Other a4
dit OpPorunity.Coordinglors g i . !
it Dol = and Occumences as well as contact's information. Reports aordo 69720
App Setup ) .
Edit i Contacts with : : v Deack 6112011
¥ Customize ' Wrciccy ' We can see this report type is '
B Create EdIL] B Contacts wilh Conneclions DT .
e EditiDel  Hnmanaged) connections part of a managed app and v LDeck 8/30/2011
. .
0 Edit | D Contaet, Contact Cusiom, a4
Cusiom Labels EtiDel  SUNBSLCOMBAICUROM. g can't be edited v g 512372011
Objects
Thig will comb
Earkagas sions and Answers for | CONNEctions
Repori Types =TTy ps  SMESUO0SENd ANSWEISION g peypng v LDeck 3412011
an 0 Reports
Tabs Angswers
in one repor

* Workflow & Approvals

Click on the name of a custom report that you wish to edit.

Note: You won't be able to edit reports that are part of managed applications. To work around
this, click on the managed report type and CLONE it, creating a report type that you CAN edit
and use to meet your needs.
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Expand All | Collapse Al

*ersonal Setup

+ My Personal Information
+| Email

+ Import

+ Desktop Integration

+ My Chatter Settings

\pp Setup

¢ Customize
3 Create
Apps
Custom Labels
Objects
Packages
Report Types
Tabs
» Workfiow & Approvals

+ Develop

+/ Deploy
Instalied Packages
AppExchange Marketplace New!
Critical Updates

\dministration Setup

+/ Manage Users

+| Company Profile

+ Security Controls

+ Communication Templates
+ Translation Workbench

Click on Edit Layout.

Custoem Report Type

Occurrences, Connections, and Answers demo 2

« Back to List: Custorn Report Types

Below is the information for this custom report type. You can click the buttons on this page to preview or update information for the custom

Help for this Page W

Fields Available for Reports are defined in the second
section of the object record

report type.
Custom Report Type Definition Edit Delote Clone
Roport Typo Labol O , G ions, and demo 2 Roport Typo Category  Other Repons
Report Type Name X _Ci _and_A ,_demo_2 Deployment Status ~ Deployed
Description  Doing this for the screen shots
Created By  Larry Deckel, 7/4/2011 11:12 AM Modified By  Larry Deckel. 7/4/2011 11:12 AM
Object Relationships Edit Object Relationships Help 7

Occurrences (A)
with at least one related record from Connections (B)
with atleast one related record from Answers (C)

B

< ¢

b

——

Fields Available for Raports‘\*Edn Layout | Preview Layout

Source Selected Fields
Occurrences 60
Connections 42
Angwers 10

Fields Avallabie for Reports Help

=
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Field Layout Properties screen

Help for s Fage s

Occurrences, Connections, and Answers demo 2

age in the is report type by s 0 a section
oul ort wizard. Field: er

ing fields from the right-hand box and cragging them
n wi rs when they

dragged onto a section will be unavailable to user

muliple fields together by using Ctrl+click to selest fields individs
select the section header and drag it o the desired location.

ually or Shift+click to select a group of felds:

Field Layout Properties save | |Cancal | |Preview Layout

Total Fields in Layout: 112

[~Legend
Edit Properties | | Create Now Section
3 Notin Page Layout
Used in Page Layout
Selected
city Country Created By Greated Date  Checked by Defaut
Added via Looku
Days&Ti. End Date & Gaogle Map URL Guest Volunte Q 2
Guest volunte. HOC Domain Name HoC ID Impact Measur...
o es Field
ImpactMeasur. Import D IsUpdateable LastActvty.
LastModified LastModified. Location Managing Orga. e
Next Page [+
Maximum Aten. Minimum Aten Occurrence ID / Occurrence ID
Occurrence URL 0id Guest Vol 0id Total Hou 0id Voluneer.
Opportuniy A Opportunity G Opportunity G Opportunity G
Gmner Pariner Stafl. Posting Status Recurrence
Registration . Registration Schedule Type Serial Number
Start Date 8a... StatelProvince status steet
Total Atiended Total Confirmed Total Connect Total Declined
Next Page (|
Total Hours S Total Not AL Total Pending Total Unrepor.
Update allth Volunteer Hou Voluntser Lea. Volunteer Opp
Volunteer Opp Volunteers AL Voluntsers St ZiplPostal Code
Attendance St  Gonnection Id Gonnection ID Gontact
Contact Email Contact Phone Created By Created Date
nnnnnnnnnnnnn

Here you can see a summary of the available fields for each object type, and if you like, remove
fields (by dragging them into the tray of available fields), or create new sections to organize the
fields in a way that is easier for your users to navigate.

1. Tray of available fields (use the picklist to choose from the different objects in the report).
Click on Next Page to see more Fields

2. If you do like the organization of the fields by object name, you can organize the fields any
way you like by creating a new section and reorganizing the way the fields are grouped.

3. You can add fields that are not in an object but are in another object, IF there is a field that
performs a Lookup to a related object. To do this click on the "Add fields related via lookup"
link.
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Add fields via lookup

Add Fields Related to Occurrences Via Lookup

Newly added fields will appear inside layout section labeled "Occurrences”.

Select to add fields, or click a link to more fields:

Created By »
Last Modified By »
Location »

Opportunity Coordinator »
Owner »

Recurrence »
Volunteer Opportunity »

OK | Cancel

This window pops up to show you fields you can add to the layout through their relationship via
lookup. You can next deeply into other objects through their related lookups to other objects.

For example, we can find fields in the Recurrence object, even though its not one of the objects
contained in this report type. To do so, click on Recurrence
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We now can see the fields in the Recurrence Object -
because it has a relationship to the Occurrence Object

Add Fields Related to Occurrences Via Lookup

Mewly added fields will appear inside layout section labeled "Occurrences™.

Select to add fields, or click a link to more fields:

| Description

| End Date

| End Time

| Impaort D

| Last Activity Date

| Last Modified By view related fields...
| Last Modified Date

| Location view related fields...

| Maximum Attendance

| Minimum Attendance

| Monthly Recurrence Type
Opportunity Coordinator view related fields...

Dppanumty Coordinator Email
DOinnnrtunibe Canrdinatnr Name

Selec‘[ All | Clear All

_[I[ﬂ[I[I[I[I[I[I[I[I[I[I[I[

OK | Cancel

So | could use this relationship to find out who the default opportunity coordinator is in an
occurrences related recurrence object. And drill down further to get info about THAT
Opportunity Coordinator by clicking on "view related fields"
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Add Fields Related to Occurrences Via Lookup

Mewly added fields will appear inside layout section labeled "Occurrences”.

Select to add fields, or click a link to more fields:

[ Following On Twitter
™ Full Name

] Gender

] Goods and Services
[ Heard About Us?
] HOC Domain Mame
] Home Phone

[ Hours Served

] Hours Served

[ Impaort ID

] Influencer

[ Influencer Type

) Interests

1 IsCustomerPortalUser

Select All | Clear All

Path: Occurrences » Recurrence > Opporiunity Coordinator

CK | Cancel

This way | can drill down to the field "Full Name" of the Opportunity Coordinator listed in the
Recurrence Record -- WITHOUT adding the Recurrence record as an object in the custom report

type!

This is a great way to get to one or two fields in a related object without complicating the Report

Type.
Click on OK, and the field is added as a 'lookup field"
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Field Layout Properties Save | Cancel| Preview Layout
Total Fields in Layout: 114

— Legend

Edit Properties  Create New Section

Mot in Page Layout

City

Days &Ti
Guest Volunte...
Impact Measr..
Last Modified...
Maximum Atten
Cceurrence URL
Opportunity A.
Owner
Registration ...
Start Date &a
Total Attended
Total Hours §
Update all th..
Volunteer Opp...

Q Opportunity...

Country

End Date &.
HOC Domain Name
ImportID

Last Maodified...
Minimum Atten
Old Guest Vol
Opportunity C...
Partner Staff...
Registration ...
State/Province
Total Confirmed
Total Not Att
Volunteer Hou..
Volunteers AL

(), Full Name

Created By

Google Map URL

HOC ID

IsUpdateable

Location

Gccurrence 1D

Cld Total Hou

Opportunity C...

Posting Status

Schedule Type

Status

Total Connect.

Tatal Pending

Volunteer Lea...

Volunteers St...

Created Date

Guest Volunte

Impact Measur.

Last Activity...

Managing Crga...

 Occurrence

Cld Volunteer.

Opportunity C...

Recurrence

Serial Number

Street

Total Declined

Total Unrepor.

Volunteer Opp...

Zip/Postal Code

Used in Page Layout
Selected
+  Checked by Default
Q Added via Lookup

N

Occurrences Fields (via lookup)

Occurrences Fields (via lookup) [Page1/1]

The field has now been added, and the magnifying glass tells us its not actually a field in the
Occurrence Record, but related to it via lookup.

The view of "Occurrence Fields (via lookup) allows me to see which fields I've related via lookup
Save the additions (or reorganization of) the report type by clicking Save.
Next time you create a custom report using this report type - your new field will be included.

Note: To edit or change a custom report type after it has been deployed and used, you
must change its deployment status back to 'In Development".

For more info on best practices on Custom Report Types - see Setting Up Custom Report Types
in Salesforce Help.
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Building reports around the connection
record using related lookup fields

A lot of the information you will want to get out of your data is about people who have
volunteered. And that information will be found in the Connection Record.

You will want your primary object for certain kinds of reports to be the Connection object --
however when you go create the custom report type - you'll find the secondary objects
aren't there! You COULD choose to build the report around the Contact object - but there's
a better way.

You can get to fields you might not otherwise access, through the lookup fields that are in
an object. And the Connections record is FILLED with lookups!

Let's say we wanted to get a report on all connections, that included the Volunteer Type, the
Location name, and other fields from other objects.

Go to setup / app setup / Create / Report Types

Home Organizations Contacts L i Events Vol Opportunities Vel Teams Ci cti Documents Reports  Dast
Expand All | Collapse All Jolp for
- All Custom Report Types Vo tie Page @
Q@ Quick Find
With custom report types, you can enable users to create reports from the predefined objects, object relationships, and fields that you
specify.
Personal Setup
+| My Personal Information View: [ all Custom Report Types 5] Edil|Create New View
+ Emalil ABCDEF|GIHII/JIKILMNO|IP/@ RS/T UV W X Y|Z Other |l
+ Import
» Desktop Intagration New Custom Report Type
+ My Chatter Settings Action Label + Description Category Deployed Created By Alias Croated Date
Edit b, Connection Custom Repor Type g::é " rsing 1372011
App Setup
= 1 " For showing up Contacts and Skill Other . .
HIC I tomie Edit $ N ill aneociatad Reparts v sing 1/3£2011
» Create . . X Other
+ Develop Edit . n| n nni n  Contacis with Connections Reparts v sing 1/312011
+ Deploy o n nd Connections Contacts and Connections with Custom Other
Edit | Del - v Inash 6/30/2011
Installed Packages =HONO Fields Reports
AppExchange Marketplace New! Edi ;. Conlacts with Team To Displey all the Teams, associated with an  Other . g
- Y Edit Member Individual Reports v ming 11312011
Critical Updates
Edit &, CPUsars To find the Inactive and Active CP Users g?:;ns v Ising 17372011
ncimisistiation detap Qccurrences, Vol Opps, O Volunteer Opportunil ot
o ‘ er
E no ngd Conlacts- nnections and Con! m Inash 71112011
B T dit | Del L (F:Izm!ecno $ and Contacts with Custos Reports v 12011
+ Company Profila N
Organizations, Contacts, i Accounts "
+ Security Controls Edit | Del nd Connection Used to setup Sharing Seculiry & Contacts v’ HAdmin 14312011
+ Communication Templates This report can be used for the security .
S . er ; R
* Translation Workbench Edit | Del lil L] model reports for Vol Opps, Occurrences, Repors HAdmin 1312011
» Data Management and Conneclions.
» Monitoring Edit| Del rite Model This report can be used for the securily Other min 11312011
= model n Hadmin
om A odel reports for Locations Reports
» Desktop Administration Edit| Del Security Modeld for VL reports g‘;’;ﬂs HAdmin 1/3f2011
1) Emafl Admknistration Volunteer Team wi For the display of Team associated with Other
E Volunteer Team with isplay wi
+ Google Apps Edit *! Volunteer Team Member ~ Contact Reparts v ming 1432011
[ e Ty

Here you'll see all your existing report types - and be able to create a New Custom Report Type.
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Click on New

We are going to create a New Custom Report Type based on

the Connections Record as the Primary Object

Teams Ci 18 Documents Reports

Volunteer Events  Volunteer Opportunities V.

Ci L

Home Orgar

Dasl

Expand Al | Colapse All Help for this Page &

New Custom Report Type

Personal Setup

» My Personal Information Next Cancel
+ Emall
» Import =

| =Required Information

Report Type Focus

+ Desktop Integration
* My Chatter Settings Specify what type of records (rows) will be the focus of reports generated by this report type.

Example: If reporting on "Contacts with Opportunities with Partners,” select "Conltacts” as the primary object.

App Setup Primary Object I Connections [
» Customize
& Create Identification
EHl Ropart Type Label | "Connections with Lookups
Custom Labels Report T " .
eport Type Name n =
Objects I Connections_with_Loc | i
Packages Note: Description will be visible o users who create reports.
Report Types Description | ryis report type will allow you to get all related information
about your connections (even from other objects!)
Tabs

+ Workflow & Approvals Store In Category I T — m
> Develop
+ Deploy Deployment

Installed Packages
AppExchange Marketplace New!
Critical Updates

Areport type with deployed status is available for use in the report wizard. While in development, report types are visible only to
authorized ini and their

Deployment Status () In Development

Administration Setup @ Deployed

+ Manage Users

» Company Profile

» Security Controls

* Communication Temblates

Next Cancel

Name this report "Connections with Lookups".

Make other settings as shown above.
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We run into a problem however when we look for a
secondary object to use with connections

Edit Custom Report Type

Connections with Lookups

. Changes you make to this report type will affect existing reports created from It.
.\ We recommend that you clone any report type you wish to edit, rather than change a working repart type.

Object Relationships Save | | Cancel

This report type will generate reports about Connections. You may define which related records from other objects are returned i

A B
Connections
Primary Object
_P %
Activities
A
[@ i il thave atleast one related "B" record. A
(7)"A" records may or may not have related "B" records.

Save |Cancel

Oh oh -- there are only two related secondary objects available. How are we going to get the
location name? The occurrence start date? The Age of the volunteer?

Let's click on the X and go back to just one primary object: Connections.

HandsOn Connect - Reports and Dashboards Page 147



Onl

Save the report type. We are not going to add any other
objects. We'll use lookups to get the other fields we need!

New Custom Report Type

Connections with Lookups

Help for this Page W&

Previous | Save = Cancel

This report type will generate reports about Connections. You may define which related records from other objects are returned in report
results by choosing a relationship to another object.

Connections
Primary Object

(Click to relate another object)

A

Previous | Save = Cancel
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Begin by editing the "Fields Available for Reports" section

of the custom report type

Custom Report Type

Connections with Lookups

« Back to List: Custom Report Types

Below is the information for this custom report type. You can click the buttons on this page to preview or update infermation fer the

custom report type.

Custom REFDnTyPE Edit | Delete  Clone

Definition
Report Type Label  Connections with Lookups Report Type Category
Report Type Name  Connections_with_Lookups Deployment Status

Description  This report type will allow you to get all
related information about your connections.
(even from other objects!)

Created By 0037 HOC Admin, 7/16/2011 2:32 PM Modified By

Object Relationships Edit

Connections (A)

Fields Available for Reports=——=J | Edit Layout Preview Layout

Source Selected Fields

Connections 42

Click on Edit Layout

HandsOn Connect - Reports and Dashboards

Help for this Page @

Cther Reports
Deployed

0037 HOC Admin, 7/156/2011 2:32 PM

Object Relationships Help

A

Fields Available for Reports Help

7

2
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The 43 fields that are part of a connections record are

already in the layout

Edit Custom Report Type

Connections with Lookups

Holp for this Page €

Set how fields display on the Select Columns page in the report wizard via this report type by selecting fields from the right-hand box and dragging them to a section on the left. Amrange fields on sections
as they should appear to users in the report wizand. Fields not dragged onte a section will be unavailable to users when they generate reports from this report type.

* You can select and move multiple fields together by using Ctd+click to select fields individually or Shift+click to select a group of fields.
* To rearanpe the sections, select the section header and drag it to the desired location.

Field Layout Properties Save  Cancel | Proview Layout
Total Fields in Layout 42

[Edit Proportios | Create New Section

Adpmin Fix Field Aftandance SL.. .~ Connection Id Connection ID
Contact Contact Emaill Contact Phone Created By
Created Dale Decline Reason End Date &... Feedback
Guest Hours §... Guest Volunte.. HOC ID Hours Served
ImpontiD Last Activity... LastModified... Last Modified...
Occurrence Old_Guest Hou... Oid_Hours Ser... Partner Staff...
Partner Staff... Rating Role Serial Number
Signup Origin Source Star Rating Start Date 8a...
Statug Team Membar Team Name Total Volunte...
VO Location Volunteer Coo... Volunteer Email VolunteerLea...
Voluniear Opp.. VO Volunteer ...

r—Legend

Notin Page Layout

Used in Page Layout
+  Checked by Default
@,  Added via Lookup

Connections Fields & |

Connections Fields [Page1/3]
Contacts Tab Hecel Page [
Next Page |, |

We can however also add fields that are accessible to the Connections record via lookups. To
do this we click on the link that says "Add fields related via lookup"
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Here we get a list of all the fields that have a 'lookup’
connection to the connections object

Add Fields Related to Connections Via Lookup

Newly added fields will appear inside layout section labeled "Connections™.

Select to add fields, or click a link to more fields:

Path: Connections

Contact » g
Created By »

Last Modified By »
Occurrence »

Team Member »
Volunteer Opportunity »

[ae
[4F
i
(9]
[ax
;

OK | Cancel

So.... let's say we want to add fields that are on the Contact record to this report type.

Click on the link for the Contact object
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Now select the fields in the contact record

Add Fields Related to Connections Via Lookup

Newly added fields will appear inside layout section labeled "Connections™.

Select to add fields, or click a link to more fields:

[C] Accepts Invitations

[ Account Name view related fields...

v Age

[ Allow Customer Portal Self-Registration
] Alternate Email

| Anniversary Date

| Assistant

] Asst. Phone

oo

0=

O00ooo

w
g 2
o
- =
& o
=)
g 2
R
(=1
(9]
=
[1+]
(%)
-
(%]
o
=
=1
[1+]
=
[1+]
=

# Birthdate
[ Calculated Birthdate

| Communication Preferences

] Contacti's Next Birthday
Select All | Clear All

2
g
:

=y

OK | Cancel

You now can put check-marks next to any fields in the contact record that you want to bring

into this report! Let's add Age, Background check completed and birthdate.

Click OK
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The new fields appear in the available fields list and are
marked with a looking glass symbol

Field Layout Properties

Attendance St...
Contact Email
Decline Reason
Guest Volunie...
Import 1D

Number of Con...
Partnen Staff...
Serial Number
Start Date &a...
Total Volunte...
Volunieer Lea...
..-—"'"'__-_
1 a Background ...

Ton,

Edit Properties  Create New Section

+ Connection...
Contact Phone
End Date &...
Hidden Admin ...
Last Activity...
Occurrence
Partner Staff...
Signup Origin
Status

VO Location

Q Bihdate

Cancel Preview Layout

-

Total Fields in Layout: 46

Connection 1D

Created By

Feedback

HOC ID

LastModified...

Old_Guest Hou...

Rating

Source

Team Member

Volunieer Coo...

Volunteer Opp... VO Volunteer ...
T,

[Commections __ EatiDwew

Contact
Created Date
Guest Hours ...
Hours Served
Last Modified...
Old_Hours Ser...
Role

Star Rating
Team Name

Volunteer Email
.

C S

Legend
Notin Page Layout
Used in Page Layout

v  Checked by Default
)  Added via Lookup

Connections Fields
+ Connections Fields (via lookup)

Add fields related via lookup »

Connections Fields (via lookup) [Page1/1]

The view list to the right now has views for "Connection Fields" and "Connection Fields (via

lookup)
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Select lookup again - and this time lookup items available
through the Volunteer Opportunity Record

Add Fields Related to Connections Via Lookup

Mewly added fields will appear inside layout section labeled "Connections™.

Select to add fields, or click a link to more fields:

b ections » Volunteer Opportunity

| Total Unreported

| Training Type

| Type

| Volunteer Activity Type

| Volunteer Event view related fields...

| Volunteer Event Mame

| Volunteer Event URL

| Volunteer Hours Served

| Volunteer Leader Approval Manager view related fields..

| Volunteer Leader Approval Manager Email

| Volunteer Opportunity ID

Volunteer Opportunity Mame E]
| Volunteers Attended

[ Zip/Postal Code
Select All | Clear All

:
:

ODOo0ROOO0DOD0OO0O0O0O0OO

OK | Cancel

We can repeat the process grabbing other fields from other lookup objects.

Let's grab the Volunteer Opportunity name from the Volunteer Opportunity record.
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Let's grab one from the locations record as well. But how

can we get to that?

Add Fields Related to Connections Via Lookup

Mewly added fields will appear inside layout section labeled "Connections™.

Select to add fields, or click a link to more fields:

Path: Connections

Contact »

Created By »

Last Modified By »
Occurrence »

Team Member’
Volunteer Opportunity »

QK | Cancel

To do this we first select Occurrence (as that's what Locations are related to)

HandsOn Connect - Reports and Dashboards

Page 155



HandsOnConne .i

From Occurrence we select location (which is a lookup
from Occurrence) by clicking on "view related fields"

Add Fields Related to Connections Via Lookup

MNewly added fields will appear inside layout section labeled "Connections”.

Select to add fields, or click a link to more fields:

Impam Measure #1

| Impact Measure #1 value
! Import ID

| IsUpdateable ‘
| Last Activity Date

| Last Modified By view related fields...
| Last Modified Date

| Location view related flelds... g

| Managing Organization Name

| Maximum Attendance

| Minimum Attendance

| Occurrence 1D

| Occurrence 1D

1 Occurrence URL
SelectAII | Clear All

100000000000 oOol

OK | Cancel

| don't want the Location field (its just an ID), but | want the related fields in the Location record.
So we click on the hyperlink to "view related fields" in the Location record!
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And now we can select "Location Name"

Continue until you have all the fields you'll need for the report.

Add Fields Related to Connections Via Lookup

Mewly added fields will appear inside layout section labeled "Connections”.

Select to add fields, or click a link to more fields:

Path: Connections » Occurrence > Location

] Import ID

[ Last Activity Date

[ Last Modified By view related fields...
[ Last Modified Date

[ Latitude

[ Location ID

# Location Name

[ Longitude

[] Organization view related fields...
] Owner view related fields...

[ Serial Number

] Special Directions

[ State/Province
Select All | Clear All

QK || Cancel
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Optionally - you might organize the field layout by creating

a new section for all your 'lookup fields"

U VUG MUROT | YR

Connections with Lookups

Set how fields display on the Select Columns page in the report wizard via this report type by selecting fields from the right-hand box and dragging them to a section on the left. Arange fields on

Help for this Page &

sections as they should appear to users in the report wizard. Fields not dragged onto a section will be unavailable to users when they generate reports from this report type.

s You can eelect and move multiple fields together by using Ctr+click to select fields individually or Shift+click to select a group of fields.

s To rearange the sections, select the section header and drag it to the desired location.

Field Layout Properties Save  Cancel Preview Layout

Total Fields in Layout 48

Edit Properties  Create New SectionN

Attendance St.. v Connection... Connection ID Contact

Contact Email Contact Phona Creatad By Created Date

Decline Reason End Date &.. Feedback GuestHours S...
Section Edit !

Guest Volunte... Hi Section: i

Name: "Lookup Ficlds

Import1D La L
OK  Cancol

Numberof Con... o isr

Partner Staff... Pa ‘

Serial Number S ‘

Start Date &a.. Sk ‘

Total Volunt... we fal

Voluntzer Lea... Valunteer Opp... VO Voluntzer ... Q Age

Q Background ... Q Birthdate q Volunteer Q... Q Location Name

Notin Page Layout
Used in Page Layout
[ selecisd]
v~ Checked by Default
@ Adged via Lookup

Connections Fields (via lookup)

Connections Fields (via lookup) [Page1/1]

Clicking on the new section button allows you to name a new section of the layout.

(This will determine where the fields appear in the 'field tray' when creating or customizing a

report.
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You can drag and drop fields and determine where they

show up, and in which order.

Field Layout Properties Save Cancel Praview Layout

Total Fields in Layout: 48

Edit Properties  Croate New Section

i Legend
Notin Page Layout
Used in Page Layoul

+  Checked by Default
) Added via Lookup

| Connections Fields (via lookup) :]1
Y T TE—

Connections Fields (via lookup) [Page1/1]

Atiendance SL.. » Connection... Connection ID Contact
Contact Email Contact Phone Creatad By Crealed Da
Decline Reason End Date &... Feedback GuestHours S...
GuestVolunta... Hidden Admin ... HOC ID Hours Served
Import ID Last Activity... Last Modified... Last Modified...
Number of Con... Occurrence Old_Guest Hou... Oid_Hours Ser...
Panner Staff... Panner Staff... Rating Role
Serial Number Signup Origin Source Star Rating
Start Date &a... Staws Team Member Team Name
Total Volunte... VO Location Volunteer Coo... Volunteer Email
Volunteer Lea... Volunteer Opp... VO Volunieer ...
Lookup Flelds Edi[D
Q., Age Q., Background ... Q Birthdate Q, Volunteer O...
(J, Location Name
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You can also optionally click Edit Properties and determine
which fields you want to have automatically on the report
layout to begin with.

Field Layout Properties Save Cancel Preview Layout

Total Fields in Layout 46

— Legend-
—efe- Ediit Propertics  Create New Section

Nntin Pang L;

= ano Field Information .

I_I;ﬂ;m_n_;l_x ;eld Attendance St.. v Connection Id Eelrfll‘irl: fo[;::::i?sn Checked by Default ,LYE[

Contact Contact Email Contact Phone Status [sratus ¥ |La

Created Date Decline Reason End Date &... OK | Cancel |r

GuestHours S... Guest Volunte... HOC ID E

Import ID Last Activity... Last Modified... !E

Ii

Occumence Old_Guest Hou... Old_Hours Ser... Partner Staff...

Partner Staff... Rating Role Serial Number

Signup Origin Source Star Rating Start Date &a...

Status Team Member Team Name Total Volunte...

VO Location Volunteer Coo... Volunteer Email Volunteer Lea...

Volunteer Opp... VO Volunteer ...

By checking this, the field STATUS will automatically appear on the layout when you create a
new report.

You can set as many as you want as 'checked by default".

Click Save after you have completed customizing your report layout.

HandsOn Connect - Reports and Dashboards Page 160



Hands OnCon.n_ect 3.

Now, your new report type is available when you create a

new report!

¢ Create New Report

Select Report Type

Organizations & Contacts
Opportunities
Customer Support Reports

Price Books, Products and Assets
Administrative Reports
Other Reports

Volunteer Teams with Volunteer Team Members

Volunteer Teams with Volunteer Team Members and Contact
Ziplodes

Connections with Lookups

Contacts and Connections - HONO

Occurrences, Vol Opps, Connects and Contacts- HOND
Connections

CP Users

Contacts and Connection

Contact & Skill

Volunteer Team with Volunteer Team Member
Contacts with Team Member

Desci

Thisn

Note: Rather than creating a lot of different variations on the Connections with Lookups report
type, you can always edit this one and add additional fields via lookup.

This Connections with Lookup report type that you can create, is potentially your most

powerful and useful report type!
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Advanced Report Examples and
Techniques
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Filtering on Dates - and how to deal with
"Individually Scheduled Opportunities”

Getting the right date filters so that you get the right information in a report can be tricky
business. Here's a few tips:

1) Decide exactly what the question is.

For example: When you say you want to know about the # of connections in 2011, what
exactly are you asking?

* How many connections were made during 20117
« How many connections took place during 2011?

Notice those are very different questions. If someone signed up for an occurrence that
takes place in January 2011, but they signed up in December 2010 then you're going to get
different answers depending on the date you filter by.

* If you want to know how many people signed up (made a connection) in 2011, then the
Connection Created Date is what to filter on.

+ If you want to know how many connections took place during 2011, then the Connection
"Start Date and Time" is the relevant date.

2) Decide which object really has the dates you want to use.

The most reliable record types for date information are either Connections or Occurrences.
There are a lot of date fields in the volunteer opportunity record, but its when the
OCCURRENCE took place that's probably relevant. And for individuals (volunteers), the
Connection record is the right place to go. Be careful that you select the right date field
that most clearly answers the question you want to answer in the report.

What's the right field to use for Date & Time Specific
Opportunities

If you want information on all the occurrences and connections that took place during the year
2011 -- then filter on the Occurrence Start Date and End Date:

Filter:
Occurrence Start Date and Time > or equal to 1/1/2011

Occurrence End Date and Time < or equal to 12.31/2011
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This will only return occurrences that took place during 2011.

Individually Scheduled Opportunities present a challenge
however!

Individually Scheduled opportunities only have one occurrence, and the start date might have
been years ago -- and it might not end until some date in the future. So how do you filter to
find Volunteer Opportunities that are Individually Scheduled -- that appeared on your site (and
have connections to them), that took place in 20117

Filter:

Occurrence End Date & Time greater than or equal to 1/1/2011  (This will rule out any
Individually Scheduled Opportunities that ended BEFORE 2011)

Occurrence Start Date and Time less than or equal to 12/31/2011 (This will rule out any
Individually Scheduled Opportunities that started AFTER 2011)

Note: This particular filter will work for Date & Time Specific Opportunities to. So we
recommend using this filter whenever trying to pin down the number of occurrences that
appeared during a certain time interval.

One Caveat: filtering Individually Scheduled Opportunities in this way, will cause connections
made to Individually Scheduled Opportunities in 2010 and after 2011 also appear in the report.
Because if you allow this one ISO occurrence into the report, ALL its connections will be listed
as well. You probably want to filter further based on the Connection Start Date / End Date (if
you are capturing this information).

Here's a report that uses that filter

Note: The illustration below was created when we still used "To Be Scheduled" opportunity type
-- it has since been replaced by the "Individually Scheduled Opportunity Type"
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Report Generation Status: Complete

Report Options:
Time Frame
Summarize information by: Show Date Field Range
| Schedule Type + | | All volunteer opportunities ol | Created Date + | | Custom

From To

Run Report ¥ | Show Details | |Customize @ Save | Save As  Delete

Filtered By: Edit
End Date & Time greater or equal 1/1/2011 Clear
AND Start Date & Time less or equal 12/31/2011 Clear
AND Occurrence Status equals Active Clear

Guast Volunteers Total Contacts Total Occurrences Total Volunteer Opportunitiess Total Connections
[ Schedule Type: Date & Time Specific (4,349 records)

2,158 2,329 623 313 4,349
[ Schedule Type: To Be Scheduled (2,047 records)
4 1,280 179 179 2,047
Grand Totals (6,396 records)
2,162 3,294 802 492 6,396

This report is using a custom report type that includes Volunteer Opportunity, Occurrences, and
Connections fields.

It has some lookup fields to the Contact Record so we can count the Number of unique
volunteers. (A contact with a connection is a volunteer, right?)

Notice that the filter is looking at all occurrences that ENDED AFTER 2010, and Started BEFORE
2012.

We also filtered on only ACTIVE occurrences in this case.

The details are hidden, so we just see the calculated field showing us the number of guest
volunteers (A sum of all the number of the guest volunteer field in the contact record), and the
unique number of contacts, occurrences, volunteer opportunities and connections.

Those unique counts are made by creating a formula to count the "Number of" fields as
explained in this post.
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Direct access to a useful report from an
object layout. Example: Questions / Answers
report from the Occurrence Record Layout

Here's a customer report type and a great way to make reports more accessible when they
are needed - that stemmed from some problem-solving between a HandsOn Connect client
and our support team. Its presented here as an example of a 'power-use' of reporting!

Melia Tichenor from HandsOn Portland had opened a support ticket asking how she could
get contents from one object type to appear in another object type. She was trying to
somehow get the custom questions (that are related to the Volunteer Opportunity object),
to display the Answers to those questions (which are associated with the Connections
records that are connected to each occurrence).

While it IS possible to use formula fields to get items from one object into another - that
didn't seem the right way to go about this.

Duplicating fields from one record to the next isn't a best practice in a relational database.

After mulling her goals -- we worked together on finding a more elegant approach. The
solution we came up with combines three interesting functionalities and creates a dandy
little custom feature that anyone can create!

Cool Beans! Here's how this was done!
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Part 1: Creating a custom report type

Home Chatter Organizations Contacts Locations Voluntesr Opportunities Occurrences Velunteer Events Voluntser Teams Connections Documents Reports Dashboards Control Panel +

Brmpietse s Custom Report Types Hi R i Pace 8

4

What is a Custom Report Type?
Personal Setup

m i i m . trom wehil i L i © i I and k )
5 My Parsonal Information g,;;ngg;mgrg:g;_w you to build 8 framewari in the report wizerd, from which UsSrs can create and cusiomize reponts. You build custom repor types off of the relationships (master-datail and lookup) batween
+/ Emall
- » Chogse which siandand and cusiom objects ty display 10 USars creating and Cusomizing repars.
import = Define the relationships between objecis displayed to users creafing and cusiomizing reporis
+| Desktop integration » Select which objects’ flelds can be used as columns in reports
*| My Chatter Settings
(e m—  — —]
(=1
Custom Report Types 7~ . -

App Setup - 2 ’? r i e o ce——
+ Gustomize L, J =
3 Create el S—

Apps

Custor Labels Nale that the visibility of custom repon types in the report wizard is controlled by users' Stcess 1o e objests in the frepon type

Objects

Dont shaw me this page again
Packages
— Continus
Tabs

* Workflow & Approvals

+| Develop

* Depioy
Installed Fackages
AppExchange Marketplace Now!
Gritical Updates

The best way to combine information from multiple objects is through a report. However since
the report type we needed didn't already exist, we created a new report type that combined
Occurrences, Connections and Answers. We needed occurrences (so we could specify the
occurrence(s) we wanted to draw from), Connections (so we knew who gave the answers, and

Answers (where the answers to the questions submitted by the volunteers during signup are
stored).

Click on Setup / Create / Report types to create a new report type.
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Defining the Custom Report Type

Expand All | Colapse Al

.,

Personal Satup

+ My Personal Information
+ Email

+/ impart

+/ Deskiop Intagration

+ My Chaiter Seflings

App Setup

+| Customize

+| Greate

+| Daveiop

+| Deploy
nstalied Packages
AppExchange Marketplace Mewl
Caiical Updates

Administration Setup

+| Manage Users

+' Comparny Profila

+/ Security Controts

+| Communication Templates
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Custom Report Type

Questions and Answers for an Occurrence

ack to List: Custom Repert Types

Below is the information for this custom report type. You can click the buttons on this page to preview or update information for the custom report type

Gustom Report Type Definition

Edit | Dolete  Clone

Report Type Label  Queslions and Answers for an Occurmence Repart Type Caleao'y. Ceher Repors
Ropon Type Mame  Questions_and_Answers_for_an_Occurmence Dopleymant Status  |n Development

Description  This will combine Infanmation from:
Connections
Questiong
Angwars
in one repon

Greated By  Lpiry Deckel, 342011 6:03 FM Moditied By ey Deckel, 342011 6:03 P

QObject Relationships Edit
Occurrences (&)
with a1 least one related recond from Connactions (B

with at least one related record from Answers (C)

Cbject Reluionships Help 7

Fields Available for Reports

Bource
Oocurrences
Connections
ARgwars

Edit Layout | | Proview Layout

SBelocted Flalds
53
38
I

Fivds Avadabio lor Roports Holp 7

The first step is to set the object relationships. We made a report where the primary object was
Occurrences and we only wanted to look at occurrences where there was at least one
Connection and that the connection had an Answer associated with it. That way we wouldn't

see any results in the report for occurrences that had no connections, or ones that were
without custom questions and answers.

See this post for more detail on creating a new report type.

NOTE: When you are ready to make this report available to other profiles - remember to edit
the custom report type and make it's Deployment Status "Deployed" rather than "In

Development"
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You then choose what fields you want to be available in the

report

Edit Custom Ropert Type

Questions and Answers for an Occurrence

Helo for this Page @

Set how fields display on the Select Columns page in the report wizard via this report type by selecting fields from the right-hand box and dragging them to a section on the left. Amange fields on sections as
they should appear to users in the report wizard. Fields not dragged onto a section will be unavailable to users when they generate reports from this report type.

* You can select and move multiple fields together by using Ct+click to select fields individually or Shift+click to select & group of fields.

= To rearange the sections, select the section header and drag it to the desired location.

Field Layout Properties

Cancel | Praview Layout

Total Fields in Layout 102

— Lagend
Edit Properties  Croate Now Section
HNotin Page Layout
Used in Page Layout

City. Country Created By Created Dale +  Checksd by Default
Days&Ti.. End Dato & Google Map URL Old Guest Vol.. (TSI ook
GuestVolunte. . HOC Domain Name HOC ID ImporID. A

Occurrences Fields B
IsUpdateable Last Activity... Last Modified... Last Modified... related via look:
Location Managing Orga... Maximum Atten. .. Minimum Atien... Occumences Fields IPageti]

NextPoge () |
‘Oeccurrence ID - Occurrence ID Occurmence URL Opportunity A..
Opportunity C.., Qpportunity C... Owner Partner Staff..
Posting Status Recurrence Registration ... Registration ... Guest Volunts...
‘Schedule Type Serial Numbar v SanDate . State/Province
act Measur...
Status Street Total Atended Total Confirmed =
ImpactMeasur...
Total Connect... Total Declined Oid Total How... Total Not AL,
Total Pending Total Unrepor... O1d Violunteer... VolunteerLea... Display As: Tolal Confirmed Next Page 1 |
Default State: Unchecked .

Voluntesr Opp... Volunteer Opp... Volunteers AL SL. Source Object Occumrances
Zip/Postal Code

We certainly didn't need all the fields from each of the records, but its easier to just leave them
in. We made sure the fields we needed for our report were present.
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But oh oh --- the Answers Object has a field called
Questions - but it only delivers the Question ID - not the
text of the question itself!?!

>

Answers Figlds =

Answers Fiekds [Page1/1]

Connection

Zip/Postal Code

-P:uenﬂanr,eSl. » Connection id Connection ID Contact
Contact Email Contact Phone Created By Created Date
Decline Reason [End Date &... Feedback Old_GuestHou...
Guest Volunte... HOC ID Old_Hours Ser... ImportID
Last Activity... Last Modified... Last Modified... Partner Staff...
Partner Staff... Rating Role Serial Number
Signup Origin Source Star Rating Start Date &a...
Status Team Member Team Name Total Volunte...
VO Location Volunteer Coo... Volunteer Email Volunteer Lea...
Volunteer Opp... VO Volunteer ...

( .;‘;I;war Answer D  AnswerlD Created By
Created Date ImportID Last Modified... Last Modified...
Owner v Guestion

Unfortunately, the text of the question doesn't exist in the Answers object, only the ID. We want

to see the question itself - and the text isn't on the Answers object. (This was why melia

originally asked if there was a way to add that text as a custom field in the Answers object.
There is of course -- but its not necessary!

As recently pointed out by Chris Pokrana during a community lab session, you can Add fields to

a report via lookup!

To do this just pick which object in the drop down list, and click on "Add fields related via

lookup"
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We are adding a lookup from the Answers Record, and we

want it to look up data from the Question object - so we
select question as our path:

Add Fields Related to Answers Via Lookup

Newly added fields will appear inside layout section labeled "Answers”.

Select to add fields, or click a link to more fields:
Path: Answers

Created By »
Last Modified By »
Owner »

QUESHON 1 f—

OK | Cancel
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This pops up a window that shows you the related fields
from the Question object that we can lookup from the
relationship to answers.

Add Fields Related to Answers Via Lookup

Newly added fields will appear inside layout section labeled "Answers”.

Select to add fields, or click a link to more fields:

(! Created By view related fields
_ Created Date
) Import ID
Last Activity Date
Last Modified By view related fields. .
! Last Modified Date
) Owner view related fields..
# Question
Question ID
Question ID
Volunteer Opportunity view related fields...

Select All | Clear All

OK Cancel

In this case -- we wanted to lookup the QUESTION field, which is related to the Answers object
because of the Question ID. So we check that and click OK and the question text is now
available info on our report!

This field will have what we need: The question text

 Answer Answer D  Answer D Created By
Created Date Impaort ID Last Modified... Last Modified...
Owner  Question Question )

The hourglass icon tells us this field is being accessed via a lookup.
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Part 2: We're now ready to create our report based on this
new report type

Summarize information by: Show Date Field Range

[ olunteer Opportunity: Volunteer Opportunity Name 3] | All occurrences ™ Start Date & Time %] [ This Month 2]
From -
6/1/2011 6/30/2011

Run Report ¥ | Hide Dotails| |Customize Save | |SaveAs | Delste Printable View  Export Details

Filtred By: Edit
Status not equal 10 Declined Clear

Contact: Full Name  Answer Connection ld  Occurrens ce ID
) Volunteer Opportunity: Volunteer Opportunity Name: Arts & Crafis with Kids (4 records)

Start Date & Time: 6/2/2011 (1 record)

Question: Question: We need volunteers 1o bring Ars and Crafts items for the kids.
Please indicate if you can bring any of the following to this projectwhen you volunteer:

A) Crayons
B) Washable Markers
C) Construction paper
D) other arts and crafts supplies. (1 record)

Davis Proficio Kirby No. CO-084861 0C-024421
Start Date & Time: 6/9/2011 (1 record)

Questlon: Question: We need volunteers 1o bring Arts and Crafts items for the kids
Please indicate If you can bring any of the following to this project when you volunteer.

A) Crayons

B) Washable Markers

C) Construction paper

D) other arts and crafts supplies. (1 record)

Valerle Volunteer | am not bringing anything but my CO084744  GC-023390
Start Date & Time: 6/18/2011 (2 records)

Question: Question: We need volunteers to bring Arts and Crafts items for the kids.
Please indicate if you can bring any of the following to this projectwhen you volunteer:

A) Crayons
B) Washable Markers
C) Construction paper
D) other arts and crafs supplies. (2 records)

Valerie Volunteer | will bring a large box of crayons! Happy o help the kids! CO-085553  (OC-024436
Valerie Volunteer | will bring & large box of crayons! Happy to help the kids! CO-085554 0C-024436
L Volunteer Opportunity: Volunteer Opportunity Name: Express Yourself Date and Time (2 records)

There are lots of ways you could create a report that uses these fields. In the illustration above |
made a summary formatted report with a few fields.

It's summarized Based on the Volunteer Opportunity Name, Then the Occurrence start date,
and then on each question.

Then for each volunteer we see their Answer.

Setting the Report Filters and Saving the Report

Filters Add ¥

Show | All cccurrences v
Date Fleld | start Date & Time v | Range | Mext30Days | v | From g24/2011 To | Fizai2011

Status not equal to "Declined”

My original report was designed to list all the occurrences taking place in the next 30 days that
had connections and answers. | also filtered out connections where the status was equal to
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declined. We don't care about the answers for volunteers who are no longer attending or have

removed themselves.

And this is now a handy report to have available in your report library.

Since we want to it to be available to our volunteer leaders and partner staff, we save the report

in a folder that we have granted customer portal users access to.

We'll come back to these filters in a bit -- when we talk about integrating this report with the

occurrence record!

Part 3: Adding a custom button to the occurrence record to

provide easy access to the report.

Home Chatter Organizations Contacts Locations Volunteer Opportunities O Wolunteer Events  Volunteer Teams C D Reports D Control Panel
Expand Af| Colapse Al Custom Object Hicks for this Page 1©)
Q, : Occurrence (Managed)
Thig Custom Object Dedinition is manaped, meaning that you may only edit cenain atribules. Display More information
Personal Setup
¥ My Personal Information Sandard Fieids [4] | Gustom Fioks & Rpiatioos "] 8] | Cusiom Buth d Links |
+ Emall
+ Import
g Custom Object Definition Detail Edit
+| Desktop Integration
¥ My Chatter Settings Singular Label  Orcurmence Description
Plural Label  Occumences v
App Satup m—s "
HOC v
+ Customize HOG v
o Oezurrence__c
B Create - -
ol
Apps s Deployed
Custom Labels Standard salesforce.com Hilp Window
Created By Client Administralor, 7812010 6:33 PM Modified By Lary Dechkel, 6222011 11:20 AM
Packages Package Infermation
Repart Types Installed Package  HOG Avallable in Versions 1.0 - Current
Tabs
* Workflow & Appr L
Standard Fields
*| Davelop
5 Deploy Action Flold Label Fiold Name Data Type Controiiing Fleld Track History
Installed Packages Craaled By CreatedBy Lookup(User)
AppExchange Marketplace New! Last Mogified By LastModifiedBy Lookup{User)
Critical Updates Cecurrence ID Name Ao Mumber
Edit  Owner Owmer Lookup{User.Queus)
Administration Setup
* Manage Users Custom Fields & Relationships New | Fisld Dopendoncios  Sot History Tracking Custom Fislds & Reltionshios Help 7
+ Company Profile
+ Security Controls Action Fleid Label AP Name: Instalied Packnge Data Type Controlling Fieid Modified By Track History
B Edit Gty HOG__Gity_c HOG Formula (Tex) & LTI
- TRZ0633PM
+ Translation Workbench
liant Agminisirator
+| Data Management Edit 0 3
0 Edit Country HOC__Country__¢ HOG Formula (Text) = 782010 6:33 PM
+| Monitoring
L d Client Adminiswrator,
+ Moblle Administration Edit | Replace Davs & Times Needed HOC__Diays_Times_Needed c HOC Ficklist [Mult-Select) r-\:.\-'z;:'us-l:xls =
+ Desktop Administration —r :
Clignt Agminisirator,
+ Email Administeation End Date & Time HOG__End_Date_Time__c oG DataiTime TB2010 6:33 PM

What we needed now was an easy way to give access to the report from the occurrence record!
This involved creating a custom button to place on the occurrence page that would run the
report and pop it up in a separate window. To create the button we go to Setup / Create /

Objects and went to the occurrence object since that's where we want to add the button.
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Scroll down the page to the Custom Buttons and Links
section.

Edit  Accept Accapt Standard Salesforce.com Page

Custom Buttons and Links _’ Now Custom Buttans and Links Help 2
Agtion Label Nameg Installed Package Display Type Bohavior Content
Edit Brint Check-In Sheal Print_Check_In_Sheat HOC Detail Page Buthon Display in new window

Record Types How | Page Layout Assignmant Record Types Help 7

No record types defined

You'll see the HandsOn Connect button here that pops up the "Print Check-In Sheet". We are
going to create a button that pops up our new report! So we click on NEW

once Custem Button or Li

Occurrence Ink
New Button or Link

Custom Button or Link Edit Save Quick Save  Preview  Cancel

o Label | "Run Answers Report
-

Name  |7Run_ Answers Report | &

Description  [hig link will open the repor Answers o Questions for
Occurrences from the HandsOn Connect Report folder.
Dispizy Typa Detall Page Link View example
(@ Detail Page Button View example
) List Button View example
e Bohavior I Display in new window 7+ View Behavior Options
-
@ e | =
Select Field Type Insert Field Functions
( Opportunity %) [ == Insert Merge Field - |3 | Insert Oporator * —— All Function Catego 18]
| ;oocA00000047rHE ABS. »
— AND €
BECINS
BLANKVALUE
CASE
CEILING
Insert Selected Function
Check Syntax
Link Encoding | unicode (UTF-8) =]

1. We give our button a Label so people know what it's going to.

2. We choose the appropriate type of button to create. We chose a button rather than a link.
(but we could have gone with a custom link instead of a button if we preferred).

3. We chose to have the report show up in a new window. (There are other behaviors available
for different kinds of windows, or just going to a new location in the same window)

4. We chose as our Content Source URL. That means we just provide a link to the report itself
since it has a URL. (You can also create buttons that execute Javascript or Visualforce)

5. In this box we simply put in the URL for the report when it runs. We made it a relative link.
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To get the URL you need - just RUN the report and copy the
relative link portion of it.

Yy Answers to Questions for Occurrences.~ salesforce.c
> 0] <] : | + | nttps://na7.salesforce.cdm/000A00000047rHt

Address Book¥ Bonjourv Startup- Read Later Fast Access¥ Quick Tools¥ HandsOn Connectv Elsm |pad Resou
imesheet ... 1 Invoice HO... 1 Creating a ... 1 Volunteer ... 1 Demao | Vol... 1 ScreenStep. .. 1 (o]}

Cn

. Search All... = Search

Options...

ime  Chatter Organizations Contacts Locations Volunteer Opportunities Occurrences Volunteer Events

" Answers to Questions for Occurrences

When we save the button we're reminded it must be placed
in the page layout.

Ocourn ence Custom Button or Link

New Button or Link ek for his Page @

Custom Button or Link Edit

https://na7.salesforce.com
Label I'gu“m | The new custom button will not be displayed to users [~ Quick Tips-
iy until you add it to the page layout.

Name | "Run_Answ » Getting Started
E—" » Sample Bultons & Links
Doscription  [Tris ik —o— Operators & Funetions
Occurrent
Disploy Type Detall Page Link View example
(v Detail Page Button Yiew example
() List Button View example
R g ] _Display in new window + | View Behavior Oplions
Ceontent Source ] URL :
Select Field Type Insert Field Functions
_ Opportunity % | | == Insert Merge Field = ¢ | Insert Operator ~ == All Function Catego: +
| mocAs00000aTHH: |/ags ]
AND
BEGINS
BLANKVALUE
CASE
CEILING

Insert Selected Function
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You'll need to put the button on each page layout that you
want users to run the report.

Page Layouts Mow | Page Layout Assignment Page Layouts Hely
Action Page Layout Name Installed Package Created By Modified By
Edit | De Occurence Layout HOC lient Agdmini; r. 782010 6:33 PM Ar Ordogui, 57272011 10:11 Pi
Partner Staff Qecummence Layout HOC Clignt Agminigtrator, 7/8/2010 6:33 PM An Qrdoqui, 832011 11:03 AM
Staff Occurence Layoul HOC Client Agminigtrator, 782010 6:33 PM HangsOn Connect Admin 9999, 6/2/2011 11:25 PM
VL Octurrence Layout HOC Client Administrator. 7/8/2010 6:33 PM HangsOn Connect Admin 9999, /22011 11:26 PM
Field Sets (BETA) New Fiodd Sote (BETA) Help 7

Please see this post for detailed instructions on modifying page layouts. Click on buttons, and
then drag the button to the top of the occurrence record.

Your layout will now look like this.

oy Ly
Oceurmence Logout ape | Edi Layout | Printable View | Help for this Page §
¢ 0OC-000010
C* Show Chatter €] Foliow % Add Tags
= Back be List: Occurrences
Connactions [7] Open Activitios [0] Activity History 101 | Nojea-Sabdtachsaonts [0]
Occurrence Detail Edit Delete Clone  Sharng  Print Check-In Shget  Run Answers Report

¥ HandsOn Connect Shortcuts

Qccurrence Qverview
Here's your at-a-glance view of this Occumence,
v"  Occurrence Published (Status: Activa)
Verifications Complete
Total Verifications Due: 1
Ready to creaie & new Occurmance 7 If so, click hers to get starfed.

Clicking on this button will cause the report to pop up right from the occurrence record!

Part 4: But Wait! Here's the Cool Part!

Our report showed all occurrences that were coming up in the next 30 days. It would only show
users the occurrences and answers that were appropriate data for them to see, but it still would
have multiple occurrences in one report. What Melia wanted was a way to have the button
produce ONLY the questions and answers for the one occurrence record you were viewing.

But how could you pass a merge field into a URL link and make this happen?!?
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Melia searched the forums at success.salesforce.com and
found info that gave her the answer!

Report Type: Volunteer Opps - Occurrences - Connections - GEA

" Occurrence: Questions & Answers Ve Tl ol Help for this P
Save | SsveAs  Close & ReportProperties | [{eIREEEELY
Fields AN || # Filters Add -
Show | 41 volntesr =
-‘* I vphipteed appdiuntss bt
| Drag and drop to add felds 1o the report | D808 Field | End Dats & Time v | Range| A)Tes | From
= Formules ‘ Occurrence 1D equals ™
Agd Formal " -
o8 Tonea AND Status not equal 1o “Dectined
i Velunieer Oppoeriunties
4 Activey Type
« Age Groups Served
# Baciground Check Requied Preview Summary Format * Show * | il Add Chart  Femove &1 Columns
i Qecurrence 1D End Date & Time Location: Location Name Connection i Contact Full Name Contact Emeail Contact Phone Answer Status Question: Question ID
« Country
@ Court Ordersd: Specification
# Court Ordered Alowed

i Crested By, Ful Name
Created Date
d Defaut Location: Location Ny
@ Description
End Date
End Date Time

She modified the filters in her report and added, as the first filter Occurrence ID equals""

This version of the report will return no results at all since it only looks at Occurrences with no
ID number 1?!

Not a useful version of the report for most purposes, but watch what she was able to do with it.

She saved this new version of the report in a folder for reports that were accessible to customer
portal users.
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You then modify the URL for the button to include a call to
merge a value into the report record

Find Volunteer Answers for this Occurrence

Custom Button or Link Edit Save | Quick Save | Preview  Cancel

Label | See Volunteer Answers — Quick Tips

Hame ]See_\.-'olunteer_r'-\nswer: i

¢ Getling Started
Description

This link will open the report that allows partners to viewthe : g"';”r‘;'t‘;i“;iﬁgithnsks
answers to volunteer questions related to the specific

Occurrence record that they are viewing.

Display Type Detail Page Link View example

@ Detail Page Button \iew example

List Button View example
Behavior l Display in new window ~ View Behavior Oplions
Content Source I URL

-

Select Field Type Inzert Field Functions
Occurrence + —InsertMerge Field - - Insert Operator ¥ | _ Al| Function Categories — ~
This link will open the report that allows partners to view the answers to volunteer questions related to BLANKVALUE %
specific volunteer opportunities and their cccurrences. (Text) = CASE
I f000ADDDDD04BZY ?pv0={\HOC.__Occurrence__c.Id} CEILING
CONTAINS

Adding ?pv0={IHOC__Occurrence__c.ID} does the following:
1) The first part of the URL specifies the report record to go to
2) the ?pv0= points to the first filter in the report (which was Occurrence ID equals ""

3) the merge field {{HOC__Occurrence__c.ID} says to take the ID number of the occurrence for
the page the button is placed on, and merge it into the first filter value.
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Bingo! The new button now pops open the report - with
only the answers to the questions for that one Occurrence
Record!

Gccurrem Heo for this Page @)

€ Ques:iions & Answers

Repor Genaration Status:  Complate
Report Options:
Time: Frame
Summanze information by Show Date Field Range
Vehrieer Oppertunty Hame M whnteer coportunties v | EndDatedTme + Custom
Fram To
|
Rup Aeport * | | Hide Detadls | | Customize | | Save | | SaveAs | Delete | | Printable View | ExportDetails
Fiiered By: Edil
1D #quals a0C Clear
AND Status not equal to Declined Clear
Oceurrence  End Date & Location: Connection  Contack Full Contact Email Contact Phone  Answer Status. Question: Guest
o Time Locatio "] Hame Question D Volunteers
Hame

Volunteer Ooportunity Name: Referal Expierando ol Columbla Slouch (aoe 14+} (6 records)

Start Date & Time: 51E/2011 (6 records)

Question; Question: Are thete any special considerabions we should take into account when assigning you 2 volunteer pasition? (2 records)

0C-101481 6182011 JO4ONESTIH CO-470005 Ern giomcaltaslen@omailcom (S03+961-2484 | do peak Spanish well. but communicate well by smiling 1am  Pending QU-000055 ]
600 PM B Meallgstgr Vely INterEstad in e Scology of the slough Approval
OC-101461 6182011 FOMDNE 4TI CO-470126 cristen cisten@areenwordnowcom 5032355006 Wm Pending  QU-000055 0
BOOPH  fym ghambers Approval
Question; Question: Do you have expefience in and around candesliaraks? (2 records)
OC- 101451 6182011 JQEONELTHH COL7000% Ern ginmcaliesten@omailcom  (503}-961-2484  Some experience around have cancedin lakes, Pending  QU-0000S4 [}
GOOPM  Am MeAllester understand the basics of 5 an Approval
kayaked on lakes andn yak
QC101451 6482011 ZOAONE4TH CO470426 crslen aisen@qrecowoddnowcom 5032355008 no butlove water sports Pending  QUO0DOSS a
GO0PM  Ave chambarg Approval
Question: Question: Do you speak Spanish, and how well? (2 records)
OC-101451 6182011 JO4DNE 4T CO-470005 Ern inmcalloston@omail com  (503}951-24B4 | know basic statementsi 1- hota, como le flamas Pending  QU-00DOS3
GOOPM  Aye McAllester bueno, bien, gracias, part no, adios, los dento Approval

OC-101481 60182011 IOMONESTh CO-4T0126 gislen cislen@oreeowoddnowoom 5032355008 no Pending  QU-DOODS3 L
00 PM -1 ] chambers Approval

Grand Totals (6 records)

Here's Melia's version of the report - with a bit more detail that is useful for someone wanting a
summary of questions and answers for an individual occurrence.

Notice that when the report is run from the button the formerly blank Occurrence ID filter is
populated with the ID# of the occurrence record the button was located on. So we get the
report with only the questions and answers for the one occurrence.

This report is now available at a click of a button in the occurrence record and can be exported
to excel or .csv if desired.

Note: If you make this report accessible to partners and volunteer leaders, make sure you
update their profile to grant them read access to the fields Questions and Answers, and that
they have permission to access reports.

Thanks to Melia for digging down deeper and taking the original answers | came up with for
creating the report and button to new levels!

This kind of "How can you add new functionality" thinking shows exactly how much power there
is in HandsOn Connect and the extent to which a system administrator can figure out a way to
do practically anything!

We expect many of our users will find ingenious solutions like this in the future and look
forward to your sharing great custom features like this that you can build yourself!
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Don't forget our community lab sessions each month are a great place to share your custom

creations!

How it might look on your site as a custom button and

report

" 4 0C-023638

1 Show Chatter € Folow
« Back to List: Custom Object Definitions

HandsOn
CONNECT DEMO Occurrence Detall

Customize Page | Edi

Clicking on This Custom Button:
“Run Answers Report”

( Answers to Questions for One Occurrence

Report Generation Status: Complete

Report Options:

Summarize information by:

Show
[ Volunteer Opportunity: Volunteer Opportunity Name @ | All occurrences E

Produces a Pop-up Window with this report:

jich gives you the name of each volunteer, the question or questions
that were associated with the volunteer opportunity, AND the answers to
each question the volunteer supplied. All visible without leaving the
Occurrence Record Page

Volunteer Opportunity: Volunteer Opportunity Name: Reach Out and Pick Up (5 records)

Start Date & Time: 4/8/2011 (5 records)

From To
1/1/2000
RunRoport ¥ | |Hide Details| | Customize| | Savo | |SavoAs| | Delto| |Printable Viey”” fort Detaile
Filterod By: Edit
Occurrence ID equals a0CAQ00000B1MzV Clear
(AND Status not equal to Declined Clear
‘ontact: Full Name Answer Connection Id ‘Occurrence ID

HandsOn Connect - Reports and Dashboards

Question: Question: If you have plasti bags, will you pleased bring them 1o the ity. Let us know how many bags you will commit to bring. (5 records)
Roberi Boylan 10 CO-084562 0C-023638
Josh Kidd 11l bring a box of 50. CO-084676 0C-023638
Dominic Carubba 3 bags of a large capacity. CO-084688 0C-023638
Davis Kirby No. CO-084691 0C-023638
ashie 10 CO-084703 0C-023638
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Using Conditional Highlighting and Drill
Down to perform analysis on summary
calculations

We often want to know how many connections a volunteer had in a given time period. And
there is a stock report in HandsOn Connect that can answer that question for you:

You'll find it in the HOC Basic Reports Folder: "# of Connections per vol (Calendar Yr)

For each contact you'll see how many connections they
had.

£ # of Connections per vol (Calendar Yr)

Report Genaration Status: Complate

Report Options:

Contact I Al contacts [ v S1an Date & = (3
Ta
2012 12/31/20
Run Ry Hido D = i Bawe Bave As  Dolote P View | Ex b
First Name Last Marmo Connection  Attendance Status Connections: Hours Wolunteer Dpperunity: Valunieer Dppartunity Valuntoor Dppounily: Managing Organization: Volunmtesr Oppartunity:  Connections
] Sorvod Name Grganization Mamo Type Total
Contact ID: QDZADDIJA0HSTEN (3 reconds)
e
1 Atended (and Hours 1.50 Wondar of Reading HandsOn Connac: Demg Project
Verified)
an Trout Flaase Varify 0.00 Gid Scoul Cogkie Distributon Girl Scouts of the UISA Project
An Trout 0.00 Wak s Buffalo Watarioo Water Buftalo Congerasion, ing, Project
Contact ID: 003ADDDIAOHSAEL (134 records)
M\f'- i Volunigar COOBGEIST Declined 0.00 Bea Camp Counselos Girl Seouts of the USA Projoct

Because this report counts connections, the number of records equals the number of
connections that contact had during the Current Calendar Year.

If desired, you could filter further and only show connections with an attendance status of
"Attendance Verified" if, for example, you wanted to know how many times they'd actually
volunteered. (screening out their 'not attended' or 'unverified' service.

But ultimately, its easy to get a count of the number of connections each contact (volunteer)
has.

But -- what if you want the 'count’ of the number of contacts who volunteered that year? That
isn'tin the report.

Add the field "Number of Contacts" to the report, and
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summarize on it, and at the bottom of the report you'll
know how many contacts.

Save Save As Close

F'Y;
“lelds AllG|# |2
(X,

(4, number of

Jrag and drop to add fislds to the report.

o R
# Number of Contacts

=l ¥ 1o

¥ Number of Connections

Mumber of Contacts f Connections Total

21 Sort Ascending

£l Sort Descending

== Group by this Field

2 Summarize this Field...

& Bucket this Field...

X Remove Column
1

Summarize x
Fleld Sum Average Mo Min
Mumber of Contacts IET
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The number of contacts appears at the bottom of the
report.

Number of Contacts

It counts each individual contact and gives us a total.

We now know how many connections, and how many contacts. (Both are summarized at the
bottom of the report)

But what if I'm only interested in volunteers (contacts) who
have a certain number of connections in this time period.

A lot of folks contact us and ask how to create reports on "All volunteers who had 3 or more
connections last year" - or "All volunteer who had 50 or more connections last year" and that's
something you can't directly do within a report.

Here's why. You can't filter a report based on the calculated total of a summary field.
And the Number of Connections that appears in the report is a calculated total.

So you can't say can't ask for a report that only shows contacts with 3 or more connections in a
calendar year, or contacts with 50 or more connections in a calendar year.

But by using an additional Salesforce report feature and the drill down functionality of reports --
we can analyze this report and get the answer we're looking for.
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First we need to visually be able to see which contacts we're really interested in (based on the
number of connections they have) - and to make these easy to spot, we're going to use
conditional highlighting.

To add conditional Highlighting, use the show menu and
select conditional highlighting.

Preview Summary Format * Show ~ il Add Chart = Remove All Colu

Volunteer Opportunift ¥  Details Volunte
UL FarLimer ks IV gy LS LI | eEx
v Drop Zones
L == Conditional Highlighting...
0.00 Girl Scout Cookie Distribd irl Scout:
0.00 Atlanta Field Day Registratoin Atlanta Mis

Set conditional highlighting parameters

Conditional Highlighting

Connections Total

—Select Field—

—Select Field—

In the left picklist you can pick any of your calculated fields in the report. In this case I'm
choosing "Connections Total" which is the total connections each volunteer has.

I've set parameters to conditionally highlight items as RED if they have less than 3 connections,
and conditionally highlight them as green if they have 50 or more connections.

Click OK.

Now run the report and click on "Hide Details" so we're only seeing the contact records and
their connection totals with our conditional highlighting. (It's easier to view this way).

HandsOn Connect - Reports and Dashboards Page 185



HandsOnConnect .0

Run Report ¥  Show Details |Customize | Save |Save As| Delete

Printable View | Export Details

Connections: Hours Served MNumber of Contacts

Contact ID: 003A000000HS7xN (3 records)

Contact ID: 003A000000HSdE! (134 records)

Contact ID: 003A000000HSMK (160 records)

Contact ID: 003A000000lelks (6 records)

Contact ID: 003A000000lelwu (6 records)

[ Contact ID: 003A000000Mr23H (1 record)

Contact ID: 003A000000MrSHW (4 records)

Contact ID: 003A000000MrBKZ (1 record)

Contact ID: 0034000000MrBOy (2 records)

Contact ID: 003A000000MrvC1 (3 records)

Now | can see at a glance which contacts had <3 and >50 connections.

If | want to get a count on just the contacts who had more than 50 -- | could visually scroll

1.50

172.15

9.50

5.00

0.00

4.00

0.00

0.00

f
2 I I £ I (=] =} I I (]

Connections Total

through the report and manually count how many GREEN 'connections totals' | had -- and I'd

have the answer.

But wait -- Now that we can quickly see visually which contacts have more than 50 connections,

let's use the Drill Down Feature to filter this report even further!
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Use drill down to ONLY view the contacts who have > 50

Run Report ¥ | | Show Details | Customize | Save | Save As | |Delete | Printable View | Export Detalls

Connections: Hours Served Mumber of Contacts Connections Total
L] Contact ID: 003A000000HSTXM (3 records)

1.50 1 3

™  Contact ID: 003A000000HSdE! (134 records)
172.15 1 e

™  Contact ID: 003A000000HSHK (160 records)

9.50 1 e
| Contact ID: 003A000000lelks (6 records)

5.00 1 ;]
[l Contact ID: 003A000000lelwu (6 records)

1.50 1 ;]
| Contact ID: 003A000000Mr23H (1 record)

0.00 1 I
] Contact ID: 003A000000MrSHW (4 records)

4,00 1 4

Put a check mark next to each contact that has a 'green' connections total and at the bottom of
the report, drill down by any info you might want -- I'm going to select "Full Name". (The reprot
was using 'contact ID" but | want to see the names now.

Click the drill down button at the bottom of the report.

] Contact ID: 003A0000015r2om (1 record)

Grand Totals (752 records)

37738 164

| Full Name Drill Down

When | do this -- a filter is added that only shows the contacts I've checked, (the ones with more
than 50 connections!

Check rows to filter, then drill down b
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Now my report only shows me the contacts I've selected,
with >50 connections!

Filtered By: Edit
Contact |ID equals 003A000000HSdEL,003A000000HSfK,003A000000bZZJo Clear

Connections: Hours Served MNumber of Contacts Connections Total

- Full Name: Abby Ordoqui (51 records)

13.50 1 s
] Full Name: Lenny Leader (160 records)
9.50 1 e
] Full Name: Yalerie Volunteer (134 records)
172.15 1 s
Grand Totals (345 records)
195.15 345
Check rows to filter, then drill down by | -—-Mone-- + | | Drill Down

| can now see | have only 3 contacts who have >50 connections.
There's our answer!

Quick! Use "SAVE AS" and give the report a new name. (don't use 'save' or you'll overwrite the
original report.

Let's call it "Volunteers with >50 connections current year"

You can now choose to 'show details" (if you want to see more detailed information about the
connections.

We can continue to drill down to get any level of detail about these three contacts and their
connections that we want.

This one report can be drilled down upon to get any level of information you want. Here's an
example:
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(Example: Drilliing down on attendance status)

Filtered By: Edit
Contact ID equals 003A000000HSdEL,003A000000HSfK,003A000000bZZJ0 Clear

Connections: Hours Served Number of Contacts Connections Total
™ Full Name: Abby Ordogui (51 records)

13.50 1 s
™ Full Name: Lenny Leader (160 records)

9.50 1 e
#  Full Name: Valerie Volunteer {134 records)

172.15 10 134

Grand Totals (345 records)

Check rows to filter, then drill down by: | Attendance Status + | | Drill Down

Run Report ¥ | Show Details |Customize| | Save | Save As| | Delete Printable View @ Export Detalls

Filtered By: Edit
Contact ID equals 003A000000HSdEL,003A000000HSfK,003A000000bZZJo Clear
AND Full Mame equals Abby Ordoqui,Lenny Leader,Valerie Volunteer Clear

Connections: Hours Served Number of Contacts Connections Total
[C]  Attendance Status: - (14 records)

0.00 2 14
] Attendance Status: Declined (19 records)
2100 3 18
[C]  Attendance Status: Please Verify (273 records)
107.75 3 I
[ﬂ Attendance Status: Attended (and Hours Verified) (36 records)
B85.40 3 26
| Attendance Status: Canceled (3 records)
0.00 1 3
Grand Totals (345 records)
185.15 3 345
Check rows to filter, then drill down by: | --None—- : | | Drill Down

Now | can see, for these three contacts how many of their connections were declined,
unreported (please verify), attended, cancelled, etc.

Continue to drill down as you wish. In this example I'm going to summarize the report so that
only the "Attended (and hours verified" connections are shown.
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Notice now, | am seeing, for these three contacts, JUST the
connections with verified attendance!

Run Report ¥ Show Details| Customize @ Save |Save As  Delete |Printable View | Export Detalls

Filtered By: Edit
Contact ID equals 003A000000HSdEL,003A000000HSHK,003A000000bZZJo Clear
AMD Full Name equals Abby Ordogqui,Lenny Leader Valerie Volunteer Clear
AND Attendance Status equals Attended (and Hours Verified) Clear

Connections: Hours Served MNumber of Contacts Connections Total

- Full Mame: Abby Ordoqui (3 records)

7.00 1 3
[ ] Full Name: Lenny Leader (5 records)
8.50 1 o]
[ ] Full Name: Valerie Volunteer (28 records)
68.90 1 28
Grand Totals (36 records)
85.40 3 Es
Check rows to filter, then drill down by: | --None-- + | | Drill Down

And Valerie is our real winner! She attended 28 seperate connections this year, for a total of
68.90 hours of service!

Consider other ways to use this!

This example allows you to visually filter the contacts with a certain number of connections.

But the uses are endless. You could use the field "Hours Served" instead, and find those who
served "X" number of hours to qualify for the Presidential Service Awards.

You can also use conditional highlighting and drill down to get specific answers to ANY report
that counts any 'summarized' calculation.
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How can | create a report on connections
and only see contacts where their
registration answer has a specific value?

Sometimes you want to get a report on hours served, but only want to see SOME of the
volunteers, based on their answer to a custom registration question.

Unfortunately, the relationship of connections to contacts, and registration answers to
contacts makes it impossible to pull the answer to a registration question into a report
involving connections.

However, you can use cross-filters to limit the report results and see only connections
associated with SOME contacts.

Example: Let's say you had a custom registration question that asked volunteers if they had
a relationship with the University of Georgia. You can then create a cross filter that looks
through ALL the registration answers and only brings in records with an appropriate picklist
value.

Use the report type HOC Connections and Contacts

This report gives us access to connections (so we can get the hours for all connections during a
given time period. (In this example, we want to report on connections for THIS MONTH).

Add a cross filter:

Report Type: HOC Connections and Contacts

f Connections with UGA Answers

Save Save As Close ke |#% Report Properties o Run Report
.

Fields [an]al#]=] Filters v

. - Show Al contacts v
Quick Find
Drag and drop (o add fields to the report Date Fleld  Created Date v | Range AlTime v | From &l To =
=l Formulas Connection: Start Date & Time equals "THIS MONTH"
* pdd F |
J ormuia AND | contacts ¥ | with ¥ | | Registration Answers v | |OK| | Cancel
=1 Bucket Fields
"B Mdd Bucket Field Answer ¥ | | contains ¥ | University of Georgia Remaove
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We filter on All Contacts - and want all contacts for all time.
We add a filter for the Connection Start Dates we're interested in. In this case "this month"

Click on Filters and add a "cross filter". We are interested in only seeing contacts that have
(‘'with") a Registration Answer. And then we define what we want that answer to equal or
contain. (Note: This will search ALL registration answers so you need to have some unique text
that won't be contained in other registration answers. You are not able to choose only the
answer to a specific question, so if you have multiple questions with yes or no questions - you
won't be able to just get the yes answers to one question.

Once you have this cross filter in place -- you'll only see connections for contacts who have
chosen an answer to a custom question that contains the text "University of Georgia".

When you run the report - only those contacts with a
"university of Georgia" answer will show up in the resulits.

Occurrence: Occurrence ID Connection Id  Volunteer Opportunity: Volunteer Opportunity Name Connection: Start Date & Time Employer Number of Connections Connections: Hours Served

(] Full Name: Aaron Redman (1 record)

1 5.00
OC-001B06 C0-000520 Clips Film Tour-Crowd Server 9/6/2013 6:00 PM UGA 1 5.00

(] Full Name: Abby Deane (1 record)
1 0.00

0C-001898 C0-001181 Volunteer Orientation 9/2/2013 4:00 PM - 1 0.00

L Full Name: Alex Auger (1 record)
1 0.00

OC-001985 CGC-001600 UGArden Harvesting and Maintenance 9/25/2013 2:30 PM - 1 0.00
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Creating a Report to See What opportunities
and occurrences are currently visible on
your Public Site

Want an easy way to know what occurrences and opportunities are visible on the public
site?

This report will show you exactly what's on your site, whether it requires an invitation code
to see it, and how many connections are currently made for all your upcoming
opportunities.

This is a good report to put in your partner folder as its useful not just for you, but for
anyone who creates volunteer opportunities.

Creating a Report to See What's currently visible on your
Public Site

Take the basic report already in HandsOn Connect called "Total Active Future Occurrences" and
we'll perform a few modifications on it to make it very specific and useful.

Click on a "Save As" and we'll save it as "Occurrences visible on public site".

It already has filters setting the end date & time of the occurrences to greater or equal to today,
and occurrence status = active.

Click on Show Details and customize, and then add the
following fields to the report

Volunteer Opportunity: Status

Volunteer Opportunity: Number of Volunteer Opportunities (Summarize on this field to get the
SUM

Volunteer Opportunity: Invitation Code
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Occurrence: Status
Occurrence: Total Connections (summarize as SUM)

Occurrence: Total Confirmed (summarize as SUM)

Add the following Filter

Filters
Show Al occurrences b
Date Field sStart Date & Time v | Range Al Time v | From To

End Date & Time greater or equal "TODAY"
AMND Status equals "Active"

AND Wolunteer Opportunity: Status | + | eguals * | | Active Il oK | Cancel

Volunteer Opportunity: Status = Active

Group by "Invitation Code™

Preview  Summary Feemst * Shew ~ | g Add Chart | Fomows A Cobimns
Oocumence: Oooumense I ‘Volunsear Bpportunity: Recond I ‘Volungear Bppostnity: Managing Crganization Start Diate & Timo End Date & Time Vodwnteer Opportunity: Schedwie Type Oppornuni ity Gogedinmior Wolsntner Opomunity: Status saatus Vol

" Vohaieer Opportunity: Invitation Code: - (18 Recarda)
Woluntzer Oppartunily: Volurieer Oppertunity Mame: A in Texas (1 Recard)
Drop a field here to.create a grouping. Hids

35 SONADIDO00C o ’
Valunbsar Opportunity: Valuntwsr Opportunity Name: B Broihers Big Sisiors {1 Record)

This way you'll know about opportunities that are not normally visible in search, but ARE in fact
active, if you have the invitation code.

To do this, you'll need to remove the grouping on the Volunteer Opportunity Record ID (you can
only group by three items).

And | also recommend moving the Managing Organization field out of the groupings, so that
you'll only see Volunteer Opportunity Names in the 'hide detail' mode.

So you're grouping will now be:
Invitation Code:
Volunteer Opportunity Name

Now Click - HIDE Details, Save the report, and Run it.

You'll now have a summary of all the Volunteer
Opportunities / Occurrences that are visible on the public
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site (Grouped by invitation code)

# Occurrences Visible on Public Site

Report Generation Status: Compleie

Report Options:

— Time Frame
Summarize infarmation by: Show Date Field Range
Velunteer Opportunity: Invitation Code 2 All peeurrences : Start Date & Time 3 Custom

From Ta

RunReport ¥ Show Details Customize Save Sawo As Delete  Printable View  Export Details

Filtered By: Edil
End Date & Time greater or equal TODAY Clear
AND Status eguals Active Clear
AND Volunteer Opportunity: Status equals Active Clear

Volunteaer Cpportunity: Number of Volunteor Opportunities Total Connections  Total Confirmed  # oflOccurmences
Volunteer Opportunity: Invitation Code: - (154 records)

32 115 124 154

WVolunteer Opportunity: Velunteer Opportunity Name: Adopta Teen Test (1 recard)

1 (i) 0 1
Volunteer Opportunity: Volunteer Opportunity Name: Apples Kisses and Shoes (3 records)

1 0 L] 3
Volunteer Opportunity: Volunteer Opportunity Name: A in Texas (1 record)

1 ] (1] 1
Volunteer Opportunity: Volunteer Opportunity Name: Ans & Crafts with Kigs (13 records)

1 1 i0 13

Vealuntear Danartunity: Valuntasr Ooaartunity Nama: Bell Rinning Baks P (84 records)

The total of 'non-invitation code" occurrences is what will appear on your public site search.

You'll also have a summary of how many upcoming connections and 'confirmed volunteers' you
have. (Confirmed volunteers is the number of connections + anon(guests)

Volunteer Opportunities | Search Results:

B s s s
Click on column header to sort.
OPPORTUNITY & ORGANIZATION WHERE TIME DISTANCE FREQ.
Adopt a Teen Test Troutco Los Open 559+ Miles Ongoing
Angeles
Applesr Kisses and Troutco Riverside 11-30-12 0 Mile 2 More
Ehnes 07 :00PM
2 hours
Art in Texas Art In Texas, Inc. Alamo 12-5-12 99+ Miles 0 More
Heights 05:00AM
5 hours
Art Mentors Art In Texas, Inc, Alarmo 12-30-12 S0+ Miles 0 More
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Creating a report to import connections for
team members

If you have enabled the advanced feature that allows for batch importing connections,
you'll want a report that allows you to get the Contact ID and Team Member ID for contacts
you want to batch create team connections for. Here's the basics of such a report:

Create a new report of type "Volunteer Teams with
Volunteer Team Members and Contact”

O
e Report Type: Vol Teams with Vol Team Memb and Contact

# Batch Import Team Connections

Save Save As Close | Report Properties Add Report Type () Run Report
Fields Eloe[m]| Fites LAca |~
Show All volunteer teams v
D (] B I
Date Field Volunteer Team: Cre | v = Range All Time w | From 5| To

Drag and drop to add fields to the report.
Volunteer Team: Volunteer Team Name equals ™
I=— Volunteer Team: Info
4 Volunteer Team: ID
4 ImportID
i=l - Volunteer Team Member: Info -
« Volunieer Team Member: ID Preview Tabular Format v Show v Remove All Columns
4 Volunteer Team Member: Team Member IC

4 Import D Contact: Contact ID V Team :ID V Team: V Team Name Contact: First Name Contact: Last Name

=l - Contact: General
4 Contact: Contact ID

=l Contact: Custom Info
4 Contact: Import ID
.4 Contact: Facebook User Id
.4 Contact: Twitter User Id

I=) - Contact: Organization: General
.4 Contact: Organization ID

=] Contact: Organization: Custom Info N
4 Contact: HON Affiliate ID
.4 Contact: Import ID
.4 Contact: Group ID

No data was returned. Check report filters.

Change the show to "All Volunteer Teams" and add the following fields to the report:

+ Contact ID
« Volunteer Team Member: ID (note: This is different than "Volunteer Team Member: Team

Member ID' which is the VTM- record # -- NOT what we want)
These two IDs are the ones you'll reference when importing the template using the wizard.
I've optionally added the fields

* Team Name
* Contact: First Name
* Contact: Last Name

(strictly so | can see that | have the people | expected)
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Add the filter: Volunteer Team: Volunteer Team Name equals (null). When you use this report -
you'll edit this one filter to put in the team name you wish to run the report on.

Save the report with a clear name like "Batch Import team
connections”

Report Properties Help for this Page & x

Report Type Volunteer Teams with Volunteer Team
Members and Contact

Report Name I Batch Import Team Connections

Report Unique Name I Batch_Import_Team_Connections

Report Description | This is an unfiltered report with the fields
needed to export a .csv file to use with the
advanced "Import Connections" wizard.

Report Folder | 2012-2013 Demo Reports
Last modified by Larry Deckel on 10/23/2013 5:30 PM

Cancel

This gives you everything you'll need for your import file. Save this report and don't modify it.
Use it each time you want to add some filters to find and export contacts to connect.
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Add filters as desired each time you want to export

contacts, and save as a .csv file which you can then import

via the wizard.

Home Chatter Organizations Contacts Volunteer Events Volunteer Opportunities Occumences Connections

Locations Control Panel CMS ﬁ

€ Batch Import Team Connections

Report Generation Status: Complete

Report Options:

Time Frame
Summarize information by: Show Date Field Range
((==None—- ) (Allvolunteer teams %) | ((volunteer Team: Created Date 4] [ Custom 4]
From To

Run Report v | |Hide Detalls| Customize | Save  Save As| |Delete |Printable View Fxportnetails Add to Campaign
| I

" Filtered By: Edit
Volunteer Team: Volunteer Team Name equals Edison 5th Grade Clear

Contact: Contact ID  Volunteer Team Member: ID  Volunteer Team: Volunteer Team Name Contact: First Name Contact: Last Name

003A000001IBSv2  a00AQ00000CHIN Edisen 5th Grade Andrew Abadoir
003A000001IBSv1  a0OADCCO00OCHIO Edison 5th Grade Amy Aardvark
003A000001IB5v0D  a0OAODOOOOCHIP Edison 5th Grade Abigail Adams

Confidential Information - Do Not Distribute

Edit the filter to find all the team members for a specific team, and then export as a .csv file. (Or
use any filters you wish if you batch adding a number of different contacts to connections).

Remove the footer, and then import using the 'import connections' wizard following the

instruction in this post. Batch importing connections,
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A nice report to make available for
Volunteer Leaders

Volunteer Leaders with access to reports, might appreciate a handy little report that shows
them all the upcoming occurrences of Volunteer Opportunities where they are the
Opportunity Coordinator - as well as as at-a-glance view of the volunteers signed up for
each. Here's how to make such a report:

Make a report using report type HOC Vol Opps and
Occurrences with/without Connections

ﬁepurt Properties Help for this Page & x

Report Type HOC Vol Opps and Occurrences with/without
Connections

Report Namel Upcoming Occurrences I'm leading

Report Description | This report shows a volunteer leader all their
upcoming occurrences. Click on 'Show
Detail" to see the contact info for the
wnliinteers whn are frnnected tn the

Report Folder HOC Reports for Volunteer Leaders v
Last modified by Larry Deckel on 8/27/2013 2:21 PM

Save Cancel

Give it a name and description, and save. Place it in the folder that is accessible to your
volunteer leaders.
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Set the filters as follows:

Report Options:

Time Frame
Summarize information by: Show Date Field Range
[ Volunteer Opportunity Name :] [ All volunteer opportunities :] [ Created Date ] [ Custom 3]
From To
L3
Run Report ¥ | Hide Detalls Customize |  Save |Save As| |Delete |Printable View | Export Details
Filtered By: Edit
Occurrence Start Date & Time greater or equal TODAY Clear
() AND Oceurrences with Connections Clear
Add the following fields
- -
Preview Summary Format ¥ Show ¥ il Add Chart | Remove All Columns
Opportunity Coordinator: Full Name Number of Connections

Occurrence ID Connection Id Contact: Full Name Contact: Primary Phone Contact Email Team Name

+ Volunteer Opportunity Name (group on this field)
* Occurrence ID

+ Connection ID

+ Contact: Full Name

+ Contact: Primary Phone

+ Contact: Email

+ Team Name

+ Opportunity Coordinator: Full Name

* Number of Connections (Summarize on this field)

Make sure that the volunteer leader profile gives them read access to the fields in the report!

The resulting report will look like this:

Volunteer Opportunity Name: Finish Line Helper (2 records)

Occurrence Start Date & Time: 8/31/2013 (2 records)

OC-030642 CO-087690 Jessica Welz 571-238-6230 finn.diedra+test22@gmail.com
OC-030842 CO-087689 Evan Finn 571-238-6230 finn.diedra+test10@gmail.com
Volunteer Opportunity Name: Franklin Canyon Park Conservation (5 records)

Occurrence Start Date & Time: 11/12/2013 {1 record)

OC-030062 €O-087113 Pete Partner (510) 584-1265 troutco+petepartner@gmail.com
Occurrence Start Date & Time: 12/12/2013 (4 records)

OC-025909 CO-087010  Devon Depot

OC-025809 CO-087009  Diana Depot

0OC-025909 CO-087008  Doug Depot - -

OC-025809 CO-087007  Valerie Velunteer 951-123-1234 troutco+training volunteer@gmail.com
Volunteer Opportunity Name: Habitat for Humanity Build (67 records)

Team Depot
Team Depot
Team Depot
Team Depot

Diedra Finn
Diedra Finn

Art Trout

Art Trout
Art Trout
Art Trout
Art Trout

IOy S

67
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This will give your Volunteer Leaders an 'at a glance' look at the occurrences they'll be leading,
and who will be attending.
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Advanced: Report Overview Videos
(analytic features)
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Video: Building Matrix Reports

Matrix reports are similar to summary reports but allow you to group and summarize data
by bothrows and columns. They can be used as the source report for dashboard
components. Use this type for comparing related totals, especially if you have large
amounts of data to summarize and you need to comparevalues in several different fields,
or you want to look at data bydate and by product, person, or geography. Matrix reports
without at least one row and one column grouping show as summary reports on the report

run page.
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Video: Building Joined Reports

Joined reports let you create multiple report blocks that provide different views of your
data.Each block acts like a “sub-report,” with its own fields,columns, sorting, and filtering. A
joined report can even contain data from different report types.
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Video: Data Bucketing

Data Bucketing lets you quickly categorize report records without creating a formula or a
custom field. When you create a bucket field, you define multiple categories (buckets) used
to group report values. For example, create a bucket field named Size based on the #
Employees field. Then, create buckets that group records into “Large,” “Medium,” or “Small”
ranges that you define. Bucket fields can be used like any other field to sort, filter, and

group your report.
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