
Salesforce Advanced Admin Exam Study Guide: Topic 4 - Analytics (10%) 

Salesforce Basics: For Advanced Admin Newbies 

If you’re leveling up to Advanced Admin or just starting this adventure, no worries—here’s a 
huge, welcoming intro to get you pumped, comfy, and ready to roll. 

• What is Salesforce Advanced Admin?  

o It’s the elite tier of Salesforce mastery—an online platform where you turn 
your org into a strategic powerhouse, mastering advanced security, data, 
changes, and analytics, all in the cloud with no tech headaches required. 

o Picture it as your business’s insight generator—like a brilliant detective who 
uncovers trends, tracks performance, and lights the way for your team, 
building on your basic Admin foundation. 

• Why It’s a Total Win:  

o It goes beyond basic lists—like “Here’s my Leads”—and dives into powerful 
analytics: custom reports, dynamic dashboards, and data-driven decisions. 
It’s like upgrading from a flashlight to a spotlight—your team sees everything 
clearly, no guesswork. 

o As an Advanced Admin, you’re the analytics guru—crafting tools to answer 
big questions, like teaching a super-smart robot to reveal “What’s working?” 
and “What’s next?” for your org. 

• Key Words to Start With:  

o Org: Your company’s Salesforce universe—like your team’s high-tech 
command center where data lives and insights shine. 

o Setup: The control hub (top-right gear icon) where you build analytics—like 
the dashboard of your Salesforce spaceship, giving you the tools to analyze 
and visualize. 

o CRM: Customer Relationship Management—the heart of Salesforce, now 
with advanced analytics to drive smarter moves. 

• What This Topic Is All About:  

o “Analytics” is your deep dive into reporting and dashboards—creating 
custom reports, building dynamic visuals, managing access, and optimizing 



insights. It’s like being the data storyteller of your org, turning raw numbers 
into actionable wins. 

 

Overview 

"Analytics" (10%) is a vital piece of the Advanced Admin exam—it’s about leveraging 
Salesforce’s reporting and dashboard tools to deliver insights for enterprise needs. You’ll 
master custom report types, complex reports, dashboards, and permissions, going beyond 
basic lists. It’s 10% of the exam—a solid slice—because analytics drive decisions and keep 
your org competitive. 

Exam Weight 

• Percentage: 10% 

• Why It Matters: Weak analytics leave teams blind—missed trends, lost 
opportunities, or buried data hurt performance. With 10%, it’s a key skill for turning 
data into power in real-world orgs. 

Objectives (In Super-Simple Terms) 

• Learn how to build custom reports—like “Sales by Region”—to answer specific 
questions. 

• Figure out how to create dashboards—like a sales overview—that wow users with 
visuals. 

• Get comfy managing report access—like who sees what—so data stays secure. 

• Understand how to tweak analytics—like adding filters—to make them fast and 
useful. 

 

Structure of the Study Guide 

• Definitions: Big, clear explanations of key terms. 

• Categories: Topics split into digestible chunks. 

• Bullet Points: Massive, beginner-friendly summaries with heaps of detail. 

• Tables: Side-by-side comparisons to keep it simple. 

• Practical Scenarios: Tons of real-world examples you can picture doing. 



• Study Tips: Step-by-step ways to nail this. 

 

Definitions (Huge Summaries with Tons of Beginner Details) 

• Report:  

o What It Is: A list or summary of data—like “All Open Opportunities”—pulled 
from your org. 

o Details: Think of it as your data snapshot—it grabs records (e.g., 
Opportunities) and shows fields (e.g., “Amount,” “Stage”) in rows or groups. 
Advanced Admins craft them to answer questions—like “What’s our 
pipeline?”—with filters and formulas. 

• Custom Report Type:  

o What It Is: A template—like “Opportunities with Contacts”—to build reports 
on specific objects and relationships. 

o Details: This is your report blueprint—it defines what data you can pull (e.g., 
Accounts and their Contacts) when standard types (e.g., “Opportunities”) 
don’t cut it. It’s like designing a custom lens to see your org’s unique story. 

• Dashboard:  

o What It Is: A visual display—like a sales chart—built from reports. 

o Details: Imagine it as your data billboard—it takes report data and turns it 
into graphs, gauges, or tables (e.g., “Closed Deals by Month”). Advanced 
Admins use it to wow users—like a live scoreboard for the team. 

• Report Folder:  

o What It Is: A storage spot—like “Sales Reports”—to organize and secure 
reports. 

o Details: This is your filing cabinet—it groups reports and controls access 
(e.g., “Sales Team only”). It’s how you keep analytics tidy and safe—like 
locking sensitive data away from prying eyes. 

• Dynamic Dashboard:  

o What It Is: A dashboard that adjusts—like showing “My Deals” per user—
based on who’s looking. 



o Details: Think of it as your smart mirror—it reflects data for the viewer (e.g., 
reps see their own Opportunities) using a “Running User.” Advanced Admins 
love it—like personalizing insights without 50 dashboards. 

 

Categories 

• Analytics Tools: The big areas you’ll master.  

o Custom Reports and Report Types 

o Dashboards and Dynamic Dashboards 

o Report and Dashboard Access 

o Optimizing Analytics 

 

Detailed Breakdown (Bullet Points with Massive Beginner Summaries) 

1. Analytics Tools 

• Custom Reports and Report Types  

o Summary: Tools to pull specific data—like “Opportunities by Product”—
using custom templates and advanced report features. 

o Details:  

▪ This is your data microscope—reports list records, custom report 
types shape what you see. Advanced Admins go deep—like 
summarizing sales across regions or joining objects (e.g., “Cases with 
Accounts”)—to answer complex questions. 

▪ How You Set It Up:  

▪ Custom Report Types: Setup > Object Manager > Report 
Types:  

▪ What It Does: Defines report scope—like “Accounts 
with Opportunities.” 

▪ Details: “New”:  

▪ Primary Object: Like “Accounts.” 



▪ Related Object: Add—like “Opportunities” (via 
lookup). 

▪ Name: Like “Accounts with Opps.” 

▪ Fields: Pick—like “Account Name,” “Amount.” 

▪ Save: Ready for reports. 

▪ Why It’s Cool: Flexible—like “Show Contacts AND 
Cases.” Reusable—build once, report often. 

▪ Example: “Leads with Campaigns”—“Lead Name,” 
“Campaign Name”—tracks marketing impact. 

▪ Reports: Analytics > Reports > “New Report”:  

▪ Details:  

▪ Type: Pick—like “Accounts with Opps.” 

▪ Filters: Like “Close Date = This Quarter.” 

▪ Group: Like “Region”—rows or columns. 

▪ Summarize: Like “Sum Amount.” 

▪ Add Formula: Like “Win Rate = Closed Won / 
Total.” 

▪ Save: Name—like “Q1 Sales”—to folder. 

▪ Why It’s Cool: Deep dive—like “Sales by Rep AND 
Product.” Formulas crunch—like “% of goal.” 

▪ Example: “Opportunities”—filter “Stage = Closed Won,” 
group “Owner,” sum “Amount”—sales leaderboard. 

▪ Why It’s Great: Answers anything—like “Which reps hit targets?” 
Advanced Admins scale—like “Cross-object trends for 1K users.” 

▪ What’s Tricky: Report types need planning—wrong objects, no data. 
Filters miss—like “This Year” vs. “Last Year.” Test—save flops. 

▪ Real-Life Example: “Cases with Contacts”—filter “Priority = High,” 
group “Account,” count “Cases”—support hotspots revealed. 

• Dashboards and Dynamic Dashboards  



o Summary: Visual tools—like charts or gauges—to display report data, with 
dynamic options for user-specific views. 

o Details:  

▪ This is your data canvas—dashboards paint pictures from reports 
(e.g., “Pipeline Bar Chart”). Dynamic dashboards adapt—like “My 
Team’s Deals” per manager. Advanced Admins craft them for 
impact—like a live pulse for 500 reps. 

▪ How You Set It Up: Analytics > Dashboards:  

▪ Dashboards: “New Dashboard”:  

▪ Details:  

▪ Add Component: Like “Bar Chart.” 

▪ Source: Pick report—like “Q1 Sales.” 

▪ Settings: X-axis (e.g., “Region”), Y-axis (e.g., 
“Sum Amount”). 

▪ Filter: Like “Stage = Closed Won.” 

▪ Save: Name—like “Sales Overview”—to folder. 

▪ Why It’s Cool: Visual—like “See $1M in green!” Multi-
report—like “Pipeline + Wins.” 

▪ Example: “Sales Dashboard”—Bar “Amount by Region,” 
Gauge “Total Closed,” Table “Top Reps”—all-in-one 
view. 

▪ Dynamic Dashboards: Edit Dashboard > Properties:  

▪ Details:  

▪ Running User: Like “Logged-in User” or “Specific 
User” (e.g., “Sales VP”). 

▪ Save: Users see their data—like “Rep sees own 
deals.” 

▪ Why It’s Cool: Personal—like “My stats, not yours.” 
Scales—like “1 dashboard, 1K views.” 



▪ Example: “My Pipeline”—Running User = “Logged-in 
User,” Bar “My Opportunities”—reps see personal 
totals. 

▪ Why It’s Great: Dashboards wow—like “Team hits $5M!” Dynamic 
saves time—like “No custom builds per user.” 

▪ What’s Tricky: Report sync—stale data flops. Dynamic limits—10 per 
org (check edition). Test views—reps might miss key fields. 

▪ Real-Life Example: “Support Dashboard”—Pie “Cases by Priority,” 
Dynamic “My Cases”—agents track their load live. 

• Report and Dashboard Access  

o Summary: Managing who sees reports and dashboards—like “Sales Team 
only”—to keep data secure and relevant. 

o Details:  

▪ This is your data gate—like locking a vault. You use folders and 
permissions to control access (e.g., “Managers see all, reps see 
theirs”). Advanced Admins balance—like ensuring 500 users get 
insights without leaks. 

▪ How You Set It Up:  

▪ Folders: Analytics > Reports/Dashboards > “New Folder”:  

▪ Details:  

▪ Name: Like “Sales Reports.” 

▪ Access: “Viewer” (see), “Editor” (edit), 
“Manager” (full). 

▪ Share: Roles (e.g., “Sales Team”), Groups, Users. 

▪ Why It’s Cool: Organized—like “All sales stuff here.” 
Secure—like “No support peeking.” 

▪ Example: “Manager Reports”—share with “Sales 
Managers,” Viewer—reps can’t touch. 

▪ Permissions: Setup > Profiles/Permission Sets:  

▪ Details:  



▪ Profile: Like “Sales Rep”—check “Run Reports,” 
“View Dashboards.” 

▪ Permission Set: Like “Report Admin”—add 
“Create Reports.” 

▪ Why It’s Cool: Granular—like “Reps run, Managers 
build.” 

▪ Why It’s Great: Control freak’s dream—like “Sales sees sales, 
period.” Advanced Admins scale—like “Folders for 10 teams.” 

▪ What’s Tricky: Overlap—profile says “Yes,” folder says “No.” Test 
access—reps might miss dashboards. Dynamic needs perms—check 
“View My Team’s.” 

▪ Real-Life Example: “Sales Folder”—“Sales Team” Viewer, 
“Managers” Editor—reps see, bosses tweak. 

• Optimizing Analytics  

o Summary: Tweaking reports and dashboards—like adding filters or 
formulas—for speed and relevance. 

o Details:  

▪ This is your analytics tune-up—like souping up a car. You refine filters, 
indexes, or layouts to make insights fast and useful. Advanced 
Admins optimize—like ensuring a 1M-record report loads in seconds. 

▪ How You Set It Up:  

▪ Reports: Edit Report:  

▪ Details:  

▪ Filters: Like “Created Date = This Year”—cut 
noise. 

▪ Indexed Fields: Use—like “Name,” “Created 
Date” (auto-indexed)—faster runs. 

▪ Limit Rows: Like “Top 100”—speed boost. 

▪ Why It’s Cool: Snappy—like “Loads in 5 secs.” 
Focused—like “Just Q1 data.” 



▪ Dashboards: Edit Dashboard:  

▪ Details:  

▪ Refresh: Schedule—like “Daily at 6 AM.” 

▪ Components: Trim—like “5 charts, not 20.” 

▪ Filters: Add—like “Region picker”—user control. 

▪ Why It’s Cool: Fresh—like “Today’s stats.” Lean—like 
“No lag.” 

▪ Why It’s Great: User love—like “Fast and clear!” Advanced Admins 
scale—like “1K users, no slowdown.” 

▪ What’s Tricky: Indexes need Salesforce—custom fields lag (request 
indexing). Over-filter—misses data. Test speed—big orgs strain. 

▪ Real-Life Example: “Pipeline Report”—filter “Stage != Closed Lost,” 
index “Close Date,” limit 50—blazing fast. 

 

Tables 

Table 1: Reports vs. Dashboards 

What’s Different Reports Dashboards 

Format List/summary Visual (charts, gauges) 

Source Direct data Reports 

Example “Sales by Rep” “Sales Bar Chart” 

Table 2: Standard vs. Custom Report Types 

What’s Different Standard Custom 

Source Prebuilt (e.g., Leads) You define (e.g., Leads + Campaigns) 

Flexibility Limited High 

Example “Opportunities” “Opps with Products” 

Table 3: Static vs. Dynamic Dashboards 



What’s Different Static Dynamic 

View Same for all User-specific 

Running User Fixed Viewer or set user 

Example “All Sales” “My Sales” 

 

Practical Scenarios 

1. Sales Report:  

o Need: Track Q1 wins by rep. 

o Solution: Report—“Opportunities,” filter “Closed Won, This Quarter,” group 
“Owner,” sum “Amount”—sales ranked. 

2. Custom Report Type:  

o Need: Leads with Campaigns. 

o Solution: Custom Type—“Leads” + “Campaign Members”—report “Lead 
Name, Campaign Name”—marketing tied. 

3. Team Dashboard:  

o Need: Sales overview. 

o Solution: Dashboard—Bar “Amount by Region,” Gauge “Total Closed”—
saved to “Sales Folder.” 

4. Dynamic View:  

o Need: Reps see own deals. 

o Solution: Dynamic Dashboard—“My Opportunities,” Running User “Logged-
in”—personal stats live. 

5. Optimize Report:  

o Need: Fast pipeline load. 

o Solution: Report—filter “Stage != Closed,” index “Close Date,” limit 100—
snappy results. 

 



Study Tips 

• Hands-On: Free org (developer.salesforce.com)—build a report, dashboard, tweak 
access. 

• Start Simple: Trailhead’s “Reports & Dashboards for Advanced Admins”—free, with 
videos and tasks. 

• Focus: Master Reports (custom types), Dashboards (dynamic), Access (folders), 
Optimization (filters). 

• Practice: “Build a sales report?” or “Restrict dashboard?”—exam drills. 

• Beginner Boost: Watch “Salesforce Analytics Basics” on YouTube; try one report 
daily—like sales, then cases. 

• Time: Spend 10%—5 hours of 50—split: 1.5 on Reports, 1.5 on Dashboards, 1 on 
Access, 1 on Optimization. 

 


