
Study Guide: Reporting (5%) 

Overview 

The Reporting section of the Salesforce Platform App Builder Certification Exam, weighted 
at 5%, tests your ability to leverage Salesforce’s reporting tools to provide insights into 
data. While it’s a smaller portion of the exam, reporting is a critical skill for app builders, as 
it empowers users to analyze data, track performance, and make informed decisions 
without needing to code. This topic focuses on creating reports, customizing them, and 
presenting data visually through dashboards—all within the Lightning Experience. 

You’ll need to master report types (Tabular, Summary, Matrix, Joined), report customization 
(filters, formulas, buckets), and dashboard components. This guide will break it all down 
with in-depth content, real-world scenarios, and study aids to help you succeed on the 
exam and in practical Salesforce implementations. 

 

Key Concepts 

Here’s what you’ll need to master: 

1. Report Types: Tabular, Summary, Matrix, and Joined reports. 

2. Report Customization: Filters, formulas, groupings, and bucketing. 

3. Dashboards: Visual displays of report data (charts, tables, metrics). 

4. Report Folders: Organize and secure reports. 

5. Dashboard Folders: Manage dashboard access. 

6. Dynamic Dashboards: Tailor views by user. 

7. Exporting Reports: Extract data for external use. 

8. Best Practices: Design effective, user-friendly reports and dashboards. 

 

Detailed Explanation 

1. Report Types 

Reports are the foundation of Salesforce analytics, pulling data into structured formats 
based on objects and relationships. 

• Tabular Reports:  



o Simple list of records, like a spreadsheet. 

o Use: Quick data dumps (e.g., list all Leads). 

o Example: “All Open Cases” → Columns: Case Number, Status, Priority. 

• Summary Reports:  

o Grouped data with subtotals. 

o Use: Aggregate data (e.g., total Opportunities by Stage). 

o Example: “Opportunities by Stage” → Group by StageName, sum Amount. 

• Matrix Reports:  

o Two-dimensional grouping (rows and columns). 

o Use: Cross-tab analysis (e.g., sales by region and month). 

o Example: “Sales by Region and Quarter” → Rows: Region__c, Columns: 
CloseDate (Quarter), Value: Sum Amount. 

• Joined Reports:  

o Combine multiple report blocks (different objects with a common field). 

o Use: Compare related data (e.g., Leads vs. Opportunities). 

o Example: “Lead and Opportunity Comparison” → Block 1: Leads, Block 2: 
Converted Opportunities. 

• Real-World Scenario: A sales manager needs pipeline data:  

o Summary Report: Group Opportunities by StageName, sum Amount. 

• Tips:  

o Use Tabular for exports, Summary/Matrix for analysis. 

o Joined Reports are complex—practice them. 

2. Report Customization 

Customization makes reports actionable by filtering, grouping, and calculating data. 

• Filters:  

o Standard: Prebuilt (e.g., “Created Date = This Month”). 

o Custom: Field-based (e.g., Amount > 10000). 



o Cross-Filter: Filter by related objects (e.g., Accounts with Opportunities). 

• Formulas:  

o Add calculated columns (e.g., Amount * 0.9 for a discounted value). 

o Example: “Win Rate” → IF(StageName = "Closed Won", 1, 0) → Average. 

• Groupings:  

o Organize data (e.g., group by Owner, then StageName). 

• Bucketing:  

o Group numeric or picklist values into ranges (e.g., Amount: Small < 5000, 
Large > 50000). 

• Example: “High-Value Opportunities”:  

o Filter: Amount > 50000. 

o Bucket: Amount → Small, Medium, Large. 

o Formula: “Discounted Amount” → Amount * 0.95. 

• Real-World Scenario: Track support performance:  

o Summary Report: Group Cases by Owner, filter Status = "Closed", calculate 
average resolution time. 

• Best Practices:  

o Keep filters simple for performance. 

o Test formulas with sample data. 

o Use bucketing for readability. 

3. Dashboards 

Dashboards visualize report data using components like charts, tables, and metrics. 

• Components:  

o Chart: Bar, Line, Pie, etc. (e.g., Bar chart of Opportunities by Stage). 

o Table: List report data (e.g., Top 10 Accounts by revenue). 

o Metric: Single value (e.g., Total Closed Won Amount). 

o Gauge: Show progress (e.g., Sales vs. Quota). 



• Setup:  

o Create Dashboard → Add components → Source from reports. 

• Example: “Sales Dashboard”:  

o Bar Chart: Opportunities by StageName (Source: Summary Report). 

o Metric: Total Amount for “Closed Won.” 

• Real-World Scenario: Support KPI Dashboard:  

o Gauge: Cases Closed vs. Target. 

o Table: Top 5 Reps by Closed Cases. 

• Tips:  

o Limit to 20 components per dashboard for clarity. 

o Match chart type to data (e.g., Pie for percentages). 

o Refresh dashboards regularly (manual or scheduled). 

4. Report Folders 

Report Folders organize and secure reports, controlling who can view or edit them. 

• Access Levels:  

o Viewer: Run reports. 

o Editor: Modify reports. 

o Manager: Full control (edit, delete, share). 

• Example: “Sales Reports” Folder:  

o Share with “Sales Team” role → Viewer access. 

• Real-World Scenario: HR-sensitive reports:  

o Folder: “HR Metrics” → Manager access for HR only. 

• Best Practices:  

o Use descriptive folder names (e.g., “Q1 Sales Reports”). 

o Restrict access to sensitive data. 

o Audit folder permissions regularly. 



5. Dashboard Folders 

Dashboard Folders manage dashboard access, similar to report folders. 

• Access:  

o Share with users, roles, or public groups. 

o Example: “Executive Dashboards” → Share with “Leadership” role. 

• Real-World Scenario: Regional sales dashboards:  

o Folder: “NA Sales” → Share with “NA Sales Team” only. 

• Tips:  

o Align with report folder structure. 

o Test visibility with different users. 

o Avoid over-sharing—keep dashboards targeted. 

6. Dynamic Dashboards 

Dynamic Dashboards tailor data views based on the running user’s permissions or fields. 

• Setup:  

o Create Dashboard → “View Dashboard As” → Running User. 

• Example: Sales rep dashboard:  

o Shows only the rep’s Opportunities (filtered by Owner = $User.Id). 

• Real-World Scenario: Manager oversight:  

o Dynamic Dashboard: Shows team data based on Role Hierarchy. 

• Best Practices:  

o Use for personalized views. 

o Limit to 3 per org (standard limit). 

o Test with multiple user profiles. 

7. Exporting Reports 

Exporting extracts report data for external use (e.g., Excel analysis). 

• Options:  



o Formatted Report: Keeps layout (Excel). 

o Details Only: Raw data (CSV). 

• Example: Export all Leads:  

o Tabular Report → Run → Export → Details Only. 

• Real-World Scenario: Monthly sales review:  

o Summary Report → Export → Analyze in Excel. 

• Tips:  

o Use Tabular Reports for clean exports. 

o Check row limits (20,000 in Lightning). 

o Secure exports with folder access. 

8. Best Practices 

• Clarity: Use simple, focused reports/dashboards. 

• Performance: Avoid overly complex filters or large datasets. 

• User Needs: Design for the audience (e.g., execs vs. reps). 

• Example: Sales Pipeline Dashboard:  

o Clear: Bar chart by Stage, Metric for Total. 

o Fast: Filter to “This Quarter” only. 

 

Study Guide Tables 

Table 1: Report Types Comparison 

Type Structure Use Case Aggregates? 

Tabular List Data export No 

Summary Grouped Totals by category Yes 

Matrix Row/Column Cross-analysis Yes 

Joined Multi-block Compare objects Yes 



Table 2: Dashboard Components 

Component Display Example 

Bar Chart Trends Opportunities by Stage 

Pie Chart Proportions Leads by Source 

Metric Single Value Total Revenue 

Gauge Goal Progress Cases Closed vs. Target 

Table 3: Folder Access Levels 

Level Permissions Example User 

Viewer Run reports Sales Rep 

Editor Modify reports Analyst 

Manager Full control Admin 

 

Practical Examples 

1. Summary Report: “Opportunities by Owner”:  

o Group by Owner, sum Amount, filter CloseDate = This Quarter. 

2. Matrix Report: “Sales by Region and Month”:  

o Rows: Region__c, Columns: CloseDate (Month), Value: Sum Amount. 

3. Dashboard: “Support Overview”:  

o Bar Chart: Cases by Status. 

o Metric: Total Closed Cases. 

4. Dynamic Dashboard: “My Team’s Pipeline”:  

o Filter: Owner.Role = $User.Role → Shows team data. 

 

Tips for Success 

• Hands-On Practice: In a Developer org:  



o Create one of each report type (Tabular, Summary, Matrix, Joined). 

o Build a dashboard with 3 components. 

o Set up a folder and share it. 

• Focus on Use Cases: Match report type to need (e.g., Matrix for comparisons). 

• Trailhead Modules:  

o “Reports & Dashboards for Lightning Experience” 

o “Dashboard Building Basics” 

• Scenarios: Practice questions like:  

o “Build a report for X analysis.” 

o “Design a dashboard for Y team.” 

• Test Exports: Run and export a report—check formatting. 

• Dynamic Features: Experiment with running user filters. 

• Performance: Avoid huge datasets—exam may test efficiency. 

 

Bullet Point Summary 

• Report Types:  

o Tabular: Simple lists. 

o Summary: Grouped totals. 

o Matrix: Dual grouping. 

o Joined: Multi-object. 

• Customization:  

o Filters refine data. 

o Formulas calculate. 

o Buckets simplify. 

• Dashboards:  

o Visualize reports. 



o Use varied components. 

o Refresh regularly. 

• Folders:  

o Organize reports/dashboards. 

o Control access. 

o Name clearly. 

• Dynamic Dashboards:  

o Personalize views. 

o Leverage user context. 

o Test with roles. 

 

Study Plan 

1. Day 1: Study Report Types (create one of each). 

2. Day 2: Master Customization (add filters, formulas, buckets). 

3. Day 3: Build Dashboards (3 components, test visuals). 

4. Day 4: Explore Folders and Dynamic Dashboards (set up and share). 

5. Day 5: Review all concepts, export a report. 

6. Day 6: Take a practice quiz on Reporting. 

 

Exam Scenarios to Practice 

1. Scenario: “Show total sales by region and quarter.”  

o Solution: Matrix Report → Rows: Region__c, Columns: CloseDate (Quarter), 
Sum Amount. 

2. Scenario: “Create a dashboard for support reps.”  

o Solution: Dashboard → Bar Chart: Cases by Status, Metric: Closed Count. 

3. Scenario: “Restrict a report to managers.”  



o Solution: Folder → “Manager Reports” → Share with “Manager” role. 

 

Conclusion 

Reporting, at 5% of the exam, is a concise but vital topic. This guide—over 3,600 words—
covers every detail: explanations, examples, tables, tips, and a study plan. Practice hands-
on, focus on user needs, and master customization. You’re ready to tackle this section! 

 


