
ONE PAGE SUMMARY

IT & Software › Salesforce › Reports and Dashboards

Introduction to Reports and Dashboards
Mastering Reports and Dashboards in Salesforce Made Easy!

DEFINITION

Reports and dashboards in Salesforce help visualize and analyze data effectively. They provide insights to make informed
business decisions.

KEY CONCEPTS

Reports

Reports are detailed summaries of data that can be customized
to show specific information.

Dashboards

Dashboards are visual displays of key metrics and reports,
providing a quick overview of performance.

Report Types

Salesforce offers various report types like tabular, summary,
matrix, and joined to suit different needs.

Filters

Filters allow users to narrow down data in reports to focus on
specific criteria.

Charts

Charts in dashboards visually represent data trends, making it
easier to interpret information at a glance.

EXAMPLES

→ Creating a sales performance report
for Q1.
→ Building a dashboard to track
customer satisfaction metrics.
→ Using filters to analyze leads by
source.

MEMORY TIPS

★ Remember 'R' for Reports and 'D' for
Dashboards to differentiate their
functions.
★ Use the acronym 'FCR' - Filter, Chart,
Report for the main components of data
visualization.
★ Think of dashboards as the 'dashboard'
of a car, showing key performance
indicators at a glance.

COMMON MISTAKES

✗ Not using filters effectively, leading to
overwhelming data.
✗ Creating overly complex dashboards
that confuse rather than clarify.
✗ Neglecting to update reports regularly
for accurate data.

QUICK RECAP

Reports provide detailed data summaries, while dashboards offer visual insights. Understanding their types and functionalities is
crucial for effective data analysis in Salesforce.

Introduction to Reports and Dashboards — One Page Summary Generated 08 Nov 2026


