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Approval Processes:-

Another business logic engine of SalesForce to automate approval process. Approvals take
automation one step further, allowing you to specify a sequence of steps that are required to
approve a record. An approval process is an automated process your organization can use to
approve records in SalesForce. An approval process specifies the steps necessary for a record
to be approved and who must approve it at each step. A step can apply to all records included
in the process, or just records that meet certain administrator-defined criteria. An approval
process also specifies the actions to take when a record is approved, rejected, recalled, or first
submitted for approval.

How to Launch the Approval Process Wizar

Apps
Setup > Create > Workflow & Approvals > Approval Pr Custom Labels
St 1. Interaction Log Layouts
ep 1:- Objects
After Click on Approval process link then Packages
. Report Types
Cf_\oose the object for the new approval process. - Clonal Actione
Click Create New Approval Process there is two option Use Ju Tabs

Wizard and Use Standard Wizard You can choose Use Standal L2 ‘“”02:‘"‘:1"32’?'0”'5 I
Worl oW =Ll es
Wizard from the drop-down button.

I Approval Processes I

Flows

Approval Processes Help for this Page &

Job Application

- Approvals are complex business processes that require information gathering and planning before implementing. It is recommended that you follow the instructions below before
getting started.

. Readthe help topic
View the checklist

. Create a custom user hierarchical relationship field
Create email templates

. Create an approval process using either the Jump Start or Standard Wizard
Add Approval Histary Related Listto all page layouts

. Activate the process to deploy fo your users

1 OO e a3

Manage Approval Processes For: Jlslefatsalll=n A

Alisting of both active and inactive approval processes for Job Applications is displayed below. To create a new approval process, click Create New Approval Process then select Use Jump Start
Wizard to set up your approval process in a few short steps. O select Use Standard Wizard to configure all approval options.

Create New Approval Procejs ¥

—=Click on Jump Start Wizard

Use Jump Start Wizard {—
Use Standard Setup Wizard

o

Mo approval processes available

Inactive Approval Processes

No approval processes available
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Deference Between Jump Start Wizard and Standard Approval Process
Wizard

The jump start wizard is useful for simple Standard Approval Process Wizard

approval processes with a single step supports multiple approval steps or
complex approval processes.

Many steps are skipped. All the steps all included.

Use the jump start wizard if you want to Use it when you want to fine tune the

create an approval process quickly by steps in your approval process

allowing SalesForce to automatically

choose some default options for you

Step 2:-
After click Jump Wizard :

Approval Process Jump Start Wizard Help for this Page &

Job Application

Save Cancel

|Approva| Process Information I I = Required Information

The Jump Start wizard creates a one-step approval process for you in just a few minutes.

Enter a name for your process in the box below and then select an email template to notify the approver (optional)

Hame | job Applecation

Unique Name |Job_AppIecation i Use Ap;;rovlz.ari\eldoo”ob
pplication Owner
Approval Assignment Email Cy
Template
Add the Approval History related
list to all Job Application page
layouts

| Specify Entry Criteria |

Use this approval process ifthe following | formula evaluates to true = ©

Example: |Dwner|d == LasthModifiedByld | evaluates to true when the person who last modified the record is notthe record owner. More Examples ...

Insert Field Insert Operator » Functions

True |g

- All Function Categories - -

write in Formula field

AND [
BEGINS
BLANKVALUE

Insert Selected Function

Check Syntax

Select Approver

Using the options below, specify the user to whom the approval request should be assigned

= Letthe submitter choose the approver manually.

q Automatically assign an approver using a standard or custom hierarchy field:
() Automnatically assign to queue Cg

) Automatically assign to approver(s).

-

Because this is the Jump Start Wizard, salesforce.com automatically chooses some settings for you. Show More

Save Cancel
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Approval Process Information :

Enter a name for the new approval process.

Enter a unique name, which will be used to refer to this approval process in the Force.com API.
Enter Approval Assignment Email Template this field not mandatory.

Specify Entry Criteria :

Select on in drop down menu approval process.
Criteria are .

Formula evaluates to true.

Select Approver :

Using the option select any one option (Ex : Automatically assign an approver using standard
or custom hierarchy field.

After that click on Save button.

Step 3:-

@ You have just created a one-step approval process for Job Applications using the Jump Start Wizard. Although not required, itis recommended that you perform additional actions before
activating your process to make it more functional.

ﬂ Create additional steps if a record requires more than one level of approval.

Example:
+ Discounts of more than 15% require an additional manager's approval

@ Add Initial Submission workflow actions. These actions will take place when a record is submitted for approval.

Example:
« AField Update action that changes the value of the Status field to "Pending”

9 Add Final Approval workflow actions. These actions will take place when a record has received all necessary approvals.

Examples:
+ AField Update action that changes the value of the Status field to "Approved”
» An Email Alert action that notifies the owner their record has been approved

0 Add Final Rejection workflow actions. These actions will take place when a record has been completely rejected by an approver.

Examples:
+ AField Update action that changes the value of the Status field to "Rejected”
» An Email Alert action that notifies the owner their record has been rejected

6 Add Recall workflow actions. These actions will take place when a submitted approval request is recalled.

Examples:
» AField Update action that changes the value of the Status field from “In Progress™ to "Not Submitted”

I View Approval Process Detail Page I

Then click on View Approval Process Detail Page .
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Step 4 :-

Approval Proce_sses . . Help for this Page )
Job Application: Job Applecation
()

« Back to Approval Process List

Process Definition Detail Edit ¥ || Clone || Delete || Activate | View Diagram
Process Hame Job Applecation Active
Unique Hame  Job_Applecation Next Automated Approver  Wanager of Record Submitter
Determined By
Description

Entry Criteria  frue

Record Editability ~ Administrator ONLY Allow Submitters to Recall
Approval Requests

Approval Assignment Email
Template

Initial Submitters  Job Application Owner

Crested By  yoqesh sharma, 10/2412013 1218 PN Modified By yoqesh sharma, 101242013 1213 PM
Intial Submission Actions O Add isting | Add ew v
Action Type Description
Record Lock Lack the record from being edited

Approval Steps | Hew Approval Step

Action Step Number Name Description Criteria Assigned Approver Reject Behavior
Shaw Actions | Edit| Del 1 Step 1 Manager Final Rejection
Final Approval Actions ! @ Add Existing | Add Hew v
Action Type Description
Egit  Record Lock Lack the record from being edited
Final Rejection Actions | Add Existing || Add New ¥ |
Action Type Description
Edit  Record Lock Unlock the record for editing
Recall Actions Add Existing || Add New ¥
Action Type Description
Record Lock Unlack the record for editing

1. Initial Submission Actions : click on Add new button open in dropdown four option
Task, Email Alert, field Update, Outbound Message. select any one option. (Ex : Field Update).
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Edit Field Update Help for this Page &9

Status on hold

Define the field update, including the object associated with the workflow rule, approval process, or entitlement process, the field to update, and the value to apply. Mote that the field to
update may be on a related object. Fields are shown only for the type that you select.

Field Update Edit Save | | Save & New | | Cancel
| = Required Information
Hame | Status on hold
Unique Hame | Status_on_hold i
Description

Object  Job Application
Field to Update I Siatus -
Field Data Type  Picklist

Re-evaluate Workflow Rules D i
after Field Change

Specify New Field Value

Picklist Options

= The value above the current one
= The value below the current ane
i@ Aspedficvalue New -

Save || Save & New | Cancel

Fill All Mandatory field's in Identification and select Specify New Value select in picklist option .
Then click on Save button.

2. Approval Steps :

Approval Steps ! New Approval Step
Action Step Number Name Description Criteria Assigned Approver Reject Behavior
Show Actions | Edit Del 1 atep 1 Manager Final Rejection

You can give approval setting by using Approval Steps, there is who can approve.
and all so add multiple Approval candidate by click New Approval Step.
(Ex: I will Assign Approver authority give on Manager.)

3. Final Approval Actions :
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Final Approval Actions ! Add Existing I Add New I

Task

Action Type Description Email Alert

Edit  Record Lock Lock the recon
Field Update
Outbound Message

Final Approval Actions There is two button Add Exiting, and Add New button click on Add
New button, click on Field Update in dropdown list.

Field Update Edit Save | | Save & New | | Cancel

Identification 1 = Required Information

Name |Accepled Status

Unique Name | Accepted_status i

Description

Object  Job Application
Field to Update I Siatus v
Field Data Type  Picklist

Re-evaluate Workflow Rules 7] ;
after Field Change

Specify New Field Value

Picklist Options

® The value above the current one
() The value below the current ane
@ Aspecificvalue Accpected v

Save | S5ave & New | | Cancel

Fill All Mandatory field's in Identification and select Specify New Value select in picklist option .
Then click on Save button.

4. Final Rejection Actions :
All kind of step last step.

5. Click on Active Button :
finish all steps then click on Active button for active this
Approval Process.

Step 5 :-

After that you need set page layout in Custom object (Ex: Job applications)
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Click on Custom object(Job Applications) > Select any Field(Job application) > then click on
Edit Layout link.
Click on Button link then Submit for Approval button you can drag and drop.

Save | Quick Save | Preview As..¥| Cancel || Undo | 3 Redo | [5] Layout Properties

Fields (Q, Quick Find | 3yton Name %

Buttons Clone Submit for Approval
Acfions Delete

Related Lists Edit

Report Charts Sharing

Dragand drop here

Ctarndard Biftnne

Job Application Defail

Edit| |Delete| Clone| Sharing | Submit for Approval

After that click on save button then click on any job application field after then scroll down you
can see Approval History. see below.
and Click on Submit For Approval button for submit this Approval process.

Approval History | Submit for Approval | Approval History Help (2

Mo records to display

After click Submit for Approval button Approval History lock like. see below.
There is you can see Overall Status is Pending.

Approval History Recall Approval Request Approval History Hep ?

Action Date Status Assigned To Actual Approver Comments Qverall Status

Step: Step 1 (Pending for first approval)

Reassign | Approve | Reject 10/2412013 220 PH Pending Vikram yadav Vikram yadav
Approval Request Submitted
10242013 220 PN Submitted yogesh sharma {oqesh sharma
Step 6 :-

This screen is Manager screen. you can see below.
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Click on Approve/Reject link Manage approve or Reject this Process.

|? ItemstoApprwe Manage All ttems to Approve Help (2

Action Related To Type Most Recent Approver Date Submitted
Reassign | Approve [ Reject |O-009 Job Application sharma, yogesh 1012412013 150 AW

After that if want to Approve this process click on Approve button or click Reject button for
Reject this process.

Approval Request Help for this Page
/¥ Job Application: JD-009

« Back to Job Application: 10-009

Approve/Reject Approval Request

Job Application #  JD-009

Owner  yogesh sharma

Comments
Enter here Coments .

| Approve ||Rejet:1| Cancel

Step 7 :-

After approve process by Manager you can see you page approve status will be changed, see
below.

There is Overall Status is Approved.

Approval History Submit for Approval Approval History Help (?

Action Date Status Assigned To Actual Approver Comments Overall Status

102412013 237 PN Approved Vikram yadav yogesh sharma ok thatit.
Approval Request Submitted
1012412013 220 PM Submitted (ogesh sharma yagesh sharma
www.bispsolutions.com www.bisptrainigs.com www.hyperionguru.com Page
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Email Alerts

Email alerts are emails generated by a workflow rule or approval process and sent to
designated recipients whenever specific business actions trigger the workflow rule or approval

process. Must specify an email template for email alerts.

To Get Started Using Email Alerts
Step > Creates > Workflow & Approval > Email Aler

From this page you can :

- Create a new email alert.

- Select an existing email alert to view details about it, cre
cloned email alert, or view all the rules using it.

- Edit an existing email alert.

- Delete an email alert.

Step 1 :-

Apps

Custom Labels
Interaction Log Layouts
Objects

Fackages

Report Types

Global Actions

Tabs

Click on New Template button.

I B Workflow & Approvals I

Waorkflow Rules
Approval Processes
Flows

Tasks

I Email Alerts I

Field Updates

New Email Alert

Description t Email Template Name (Object

No records to display.

Step 2:-

Inform to all

Last Modified Date

Help for this Page &9

Create an email alert to associate with one or more workflow rules, approval processes, or entittement processes. When changing an email alert, any modifications will apply to all rules, approvals, or

entittement processes associated with it

Email Alert Edit Save | | Save & New | | Cancel

Edit Email Alert
Description |Inform to all
Unique Hame | inform_to_all i
obiect | Employee -

Email Template ISupporL Self-Service F
Protected Component D

1 = Reguired Information

Recipient Type ISearch: User - for Find
EE AT Available Recipients Selected Recipients
User. yogesh sharma =
Add

o)

Y

Remaove
www.bispsolutions.com www.bisptrainigs.com www.hyperionguru.com Page
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You can enter up to five (5) email addresses to be nofified.
Additional Emails |

From Email Address | Cument User's email address ~

Make this address the default From email address for this object's email alerts. i

Save & New | | Cancel

1. Enter a description.

2. Enter a unique name to refer to this component in the API.

3. choose the object for this email alert If available in dropdown.

4. Choose an email template.

5. Select Protected Component to mark the alert as protected-if it is part of a Managed -
Released package, If available.

6. Select who should receive this email alert. Depending on your organization settings and the
object you selected, some options in this list may not be available.

7. Select the recipients who should receive this email alert in the Available Recipients list and
click Add.

8. Enter up to five additional email addresses.

9. You can change the From Email Address, selecting in dropdown list.

10. Click Save button.

Workflow Daily Email Limit

The daily limit for emails sent from workflow and approval-related email alerts is 1000 per
standard SalesForce license per organization. The overall organization limit is 2000000. If the
default workflow user isn't set, then the warning email is sent to an active system
administrator.. When the daily limit is reached, a warning email goes out to the default
workflow user.

Reports and Dashboards in SalesForce

SalesForce.com provides powerful reporting and generation tools on the data stored in the
objects.

by using reports in SalesForce you can generate four types reports.

1. Tabular Form Report - This is the most basic report. It displays just the row of records in
a table like format with grand total. Tabular reports cannot be used for generating dashboards.
2. Summary Form Report - This is the most commonly type of report. It allows grouping of
rows of data. It supports sorting and displaying subtotals. For example in a recruiting app, a
summary report could be used to display open positions classified by department name

www.bispsolutions.com www.bisptrainigs.com www.hyperionguru.com Page
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3. Matrix Form Report - Group by rows and columns of data to get sub totals and grand
totals.

Matrix form report Complex of report.

4. Joined Report - A joined report can contain data from multiple standard or custom report
types. You can add report types to a joined report if they have relationships with the same
object or objects. For example, if you have a joined report that contains the Opportunities
report type, you can add the Cases report type as well because both have a relationship with
the Accounts object.

How to Enable Reports & Dashboard in salesform.com

Step 1:- Employment websites Employee List | 4
In SelesForce.com Click on All Tabs

All Tabs |
Step 2 :-

After that on this page you can see
right and top side Customization My Tal Add Tabs to Your Default Display

Click on this button.
Step 3 :- Clickﬁre For

Customize My Tabs Customize Tabs.

Choose the tabs that will display in each of your apps

Select Custom App.
Custom App: /
Recurment Mangment |Z|

Available Tabs Selected Tabs
Accounts i Home (defaulf) o
Campaigns Positions
Cases E Add Job Applications Up
Chatter Departments
Console ) Employees =
Contacts [ 4] || wiki _ [l
Content emoved| Employmentwebsites Down
Contracts Employee List
Contribute Heports
Data.com Dashboards
Documents - -

Finde here Reports and Dashboard Cancel
then click to add button.

1. Select Custom app click on Custom App dropdown menu.

2. Select Reports & Dashboard in Available Tabs.

3. Click on Add button.

4. After you can see Reports & Dashboards available in Selected Tabs.
5. Click on Save button.

Employee List | Reports Dashboards

www.bispsolutions.com WV \guru.com Page
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After that you can see in you tab
on SalesForce.com.

How To Create Report
Click on Reports Tab. Employee List

Step 1 :- Reports Tab

Firstly you need to create folder Click on icon then click- New Report Folder.
Reports & Dashboards New Report... || Hew Dashboard... Guided Tour | Help for this Page &3

Click on this icon and Select
New Report Folder.

Dashboards <+

Folders Al Folde

Find a folder.

Recently Viewed ¥ | | AlTypes v
All Folders
|m| Unfiled Public Reports
|m) My Personal Custom Reports
.| My Personal Dashboards
|m| Account and Contact Reports.
|m| Opportunity Reports.
| Sales Reports.
|| Lead Reports.
|| Support Reports
| Campaign Reports.
|| Administrative Reports
|| Activity Reports.
|| Product and Asset Reports
|m) Call Center Reports
|| Content Reports

New Dashboard Folder Folder Created By

No records to display

Step 2 :-

then you can see new page.

€ New Report Folder

Folder Edit Save Cancel

Report Folder Label Iﬁecrutin_lzcﬂder
Folder Unique Name IRecrutin_FOIder i

Public Folder Access IReaerite -

Unfiled Public Reports Reports in this Folder

—Mone—- = —Mone—- =

Add
L)

Y
Remaove
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i@ This folder is accessible by all users
i This folder is hidden from all users
i This folder is accessible only by the following users:

Search: for: Find

Available for Sharing Shared To

- e

Save Cancel

Step 3 :-

After then click on New Report button.

Reports & Dashbcards Hew Report... | Hew Dashboard...

Folders Recrutin_Folder

nd a folder... b

w

and da

W

1ooars

(2

All Folders

2 Unfiled Public Reports Action RS

|| My Personal Custom Reports Mo re =

[=
o
o
(=]
=
wm
=1
[
i
[

.1 My Personal Dashboards
Recrutin_Folder

Account and Contact Reports
pportunity Reports

o
Sales Reports

1=
1=
L
=2
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Step 4:-
There are many Standard Object click on plus icon for expanding data. and in you can see
other reports folder this folder belong to custom Object.

€ Create New Report

Select Report Type

- Preview

LIuick a

Account Report
#| ] Accounts & Contacts [, p

Account Owner Account Name Account Site

*

|__| Opportunities

| Customer Support Reports Joe Johnson Acme, Inc Headguarters
| —

#| | Leads Shelly Senith Genwatt, Inc Headguarters
] campaigns These are Tom Thompsan Gene Poirts Headguarters
®_ | Activities >- Standerd object

#|__| Coentract Reports
#|_| Price Books, Products and Azsets

#|_| Administrative Reports
#|_| Salesforce CRM Content |
Other Report

In other folder there
are custom onject

click on Other Reports folder you can see there is many custom object choose any one custom
object according your requirement, after select custom object click on Create button.

LAIUICK Find

[EN) SOIG3 U] LG Ml UL

_Id Other Reports I

PostionMs

postionM History

Employment websites

Employment websites with Postion

Employment websites with Job Postings and Positions
Employment website History

Po=sition

Positions with Job Postings and Employment websites

m

Postion History

Candidates

Candidate History

Job Applications

Job Applications with Postion
Job Applications with Candidate

Cancel | Create

Job Applications with Reviews -

'Www.bisosolutions.com www.bisptrainigs.com www.hyperionguru.com Page
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Tabular Format :

Tabular report. This is the most basic report. It displays just the row of records in a table like
format with grand total. Tabular reports cannot be used for generating dashboards.
Step 5 :-

In this page you can see custom object fields available just drag and drop this field's.
1. select any field then drag and drop right side on this page.

2 if want to add filter click on add button.

3. select your position by using drop down.

. if want to change format click on icon change this format type.

. if you want to remove all fields click on Remove All Column link.

. if want Remove single field click on icon then click on Remove column link.

. After that click on Run Report.

N o o b

Save | Saveds || Close | | |3 Report Properfies | | AddReportType || PRES @
Fields |An{a|#|@| fiters v&\’oua\soaddFiltersc\ickonAddbuz:on

Show |y poons v é—-Selec’.‘,‘uurpusi‘.iun for ex -y Team position, All positions @

v| Range AlTme v | [From ,j"m g |é_—5electDa:eField®

Fosfion: 1D ¥ equak Y m Cancel

WIUICK TN

i+ | Datefield | Open date

Drag and drop to add fields to the repo

=l Bucket Fields
£y .
0 Add Buckst Figld
= Postion: infa 1

Click here for change

— =
(i Postion; \D‘\\Digand drap |: report format @
(4 Posfion: Postion Name -
o, | Tabular Format ¥ | Show ¥ Remcve;‘«lltclumnsH"Ckhere remove allcolomn @

& MinPay
Postion: Postion Hame

[} Open date
i Postion; Record Type

i | [ "
(4 Posfion: Qwner llame it php a089000000030b Rs300000 9201012 10/15120 £l sorthsndig
G Poston Ovner Ales ST 000000000308 RedS0000 9222013 10i5/20] £ sortDescncig
{1 Postion; Owner Rol 1
., Java developer 0F00000000%0ed Rs500000 8312073 0520 _
i Postion; Created By = Group by tisFid
1 Posi:Cresed Al sdft developer 0500000000%ee Rs3000000 92013 10520
= Posio, Crested Dae ahe AG00000000%0¢f  Rsf000000 91191013 fotgn| ) UntRonsby i
b+ Poston: Lastlodfed By |y 3060000000030y R 1540000 902013 1015120
Postion: Last Modified Al
¢ ISILSTTRORE) L otnetceeiopert  a0500000000%en  RsA000000 920073 1001520 ook Tere Youcanls
[ Postion; Last Modified Date . E "
0500000000%ei Rs2000000 40152013 105120 o ™ Re0MVE thi5 cOIUTIN

s Last Acity Ot | (L7 Geveloper

oracle admin a069000000030¢] Rs.30,000.00 1252013 10182013
i ar.sw a069000000030ek Rs.35,000.00 911512013 10152013
Selectany field and
- 8r.me dev a06900000004Cm  Rs.25.00000  10/2212013 102212013
Just drag and drop on

right side
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Step 6 :-

Click on Save As button.

-

—-—

Report Generation Status:

Report Options:

Summarize information by: Showw Date Field Range
—Mone— - My positions - Open date - Custom -
From To

Run Report

Hide Details

Postion Report

Complete

Gustomize Printabie View

Time Frame

Export Details

] o Min Pay open date
m oS ad&5900000003cah Rs 25 000 .00 10M S2013
cps a0s90000 00O ZoeZ R=.90,000.00 QIZNF20132
sr. admin alds59000000C20ea R=s.2,560.00 25/2012
r php ads90 00000020 D Rs. 32 900.00 Q202012
Srjava ad&5900000003cec R=s 4 50000 Q2242013
Java developer a0se0000000O30ed R=.5,000.00 S/3 120132
sdic developer afs9000000030ee Rs.20,000.00 20132
abc ads59000000020eT Rs 10 00000 QMMarZ201=2
XNE ad&5900000003ceg Rs 15 400 .00 /102013
dot net developer 1 a0s90000 000 Zoeh R=.10,000.00 Q2002013
dot net developer alds59000000C 20l R=s.20,000.00 AWE2012
oracle admin ads9000000020e] Rs 320 000.00 M2/52012
Sr. SWW ald&6900000003cek Rs=s 35 000 .00 QM1 52013
Sr me dew a0s590000 0041 m R=.25 000.00 AOIZ2/2013

Gramd Totals (14 records)

Step 7 :- Fill all the field's , select your folder and click to save button.
¢  Ppostion Report

Save Report

Report Name | Tabular Report

Report Description
Report Unique Name | Tabular_Report i

Hamespace Prefix

Report Folder

I Recrutin_Folder

e gclcik here and select your folder

Save Save & Return to Report Cancel

Step 8 :- After Save you can see new page there you can see Tabular Report available if
you want to Edit, Delete, Export click on icon and you can do it.

Hame Folder Created By

" 7] Tabular Report sharma. yogesh

Recrutin_Folder
Edit

Delete )age

==

Export
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Summary Format :

This is the most commonly type of report. It allows grouping of rows of data. It supports
sorting and displaying subtotals. For example in a recruiting app, a summary report could be
used to display open positions classified by department name.

step 1 to Step 4 same as previous.

Step 5 :-
step 1 to 4 is same is it previous.
5. Click on Add Chart button for adding chart.

Save | SaveAs || Close 4 Report Properties

Add Report Type | P LMRE @

Fields |An|4|# @ fiters I '%Ynu also add Filters dlick on Add button @

Oick Find
WUILA T

Show 1y puimuns

v é_-Selec:‘,'nur position for ex My Team position, All positions

0

Dreg end dop o ad s o e reot Date Field Upenjate v| Range MiTme  |v [From @"Tu

B k_—&elec’. Da‘.eF'eId@

= | Bucket Field
u_,.{_&we e . Poston: D v equals v Cancel
) Add Bucket Field -
&/ Psio: o 1 In Summary Format Add Chart Button is visible.
{ Postion: [D ‘

Summary Format ¥ Show ¥

{} Pagfion: Postion Name Preview

# MinPey Drag and Drop field
(] Opendates,  ere
{1 Postion: Record Fyge

il Add Chart | |Remove Al Columns

=]

postionll: postion Hame

" Max Pay: Rs.650,000.00 (1 Record)

o Poston OWne G NJ. vy e R 2350 000t Recard)

{4 Postion; Owner Aliag

{f Puston: Over Rale Drop a field here to creats a grouping. Hi

i Postion; Created By " Business
4 Postion: Created Alas Max Pa}': RSB5U,UUUUU {1 Recom]
£1 Postion;
o oo, et U MinPa: s 250,000 Recard)
{ Postion; Last Hodifled By

Sowtware Engineer

{4 Postion; Last Hodified Alias
(2 Postion; Last Nodified Date
(2 Postion; Last Activiy Date

Selec’.:an‘,' field and

just drazand drop on
right side

This preview shows a limited number of records. Run the report to see al results
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Step 5.1 :-

Then you have see one new popup page in this page called as chart editor. select any char
then click on ok button.

Chart Editor Help for this Page &) x

Select Type: | s o '
— I - ot o
Chart Data Formatting @ This preview may not include all data.

T
Values | Record Count w7 Postion
- ™| u-
Wedges | Postion| - Wy pos
B Sr. ma dev

Record Count

0K Cancel

Chart Editor Help for this Page &) x

]
Select Type: s AT '
— I - &=
Chart Data This preview may net include all data.

| | mam

v .“' Pastion
m-
By pos
WSr. me dev

Chart Title 18pt

PV T
Text Format | 12pt. v I.'_::J

Background Color | Gradient - Diagonal hd
From: =_EEJ To: EEJ
Legend Position | Right hd
Data Labels [¥] Show Labels
Combine Small Groups into "Others”
Record Count
[C] show Values

Show Wedae %
[T] Enable Hover

Chart Position | Above Report v

Chart Size | Medium b

www.bispsolutions.com www.bisptrainigs.com www.hyperionguru.com Page
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1. Select Value and wedges.
2. choose what you type chart.
3.click on Formatting Tab.
Then choose some property which you want.
4. Click on Ok button.
After click on Run As.

# Report Properties Add Report Type I © Run Report I

Filters Add

Show | My job applications [

Date Field | Job Application: Crea| v | Range| alTime [+ ]| From I&]' To

To add filters, click Add.

Prewview Summary Format ~ Show ¥ Remowe Al Columns
Edit Chart | Delete Chart
11% Postion

Wmy pos
B Sr. me dew

11%

Record Count

T City: - (9 Records)
- Postion: - (7 Records)
- Candidate Name: - (4 Records)
Jo-002
JD-001
? JD-o032
JD-004
Candidate Name: chandra prakash (1 Record)
JD-007
Candidate Name: suresh (2 Records)
JD-006
JDo-o08
Postion: my pos (1 Record})
] Candidate Name: suresh (1 Record)
|l yp-ooe
- Postion: Sr. me dev {1 Record)
Candidate Hame: chandra prakash {1 Record}
JD-005

Grand Totals (9 records)
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Step 6 :-

Click on Save As button.

Run Report * Hide Details

Customize

.'-T:ave As Printable View

Export Details

Step 7 :-

Fill all field's select folder name Then click on Save button.

Save Report

Report Name
Report Description
Report Unique Name

Namespace Prefix

Report Folder

Matrix Form_Report

ISurr1rr1ar',-r Report

ISummary_Heport

I Recrutin_

Folder

Folder

Save

Save & Return to Report

f -&Click Here Select You

Cancel

This is the.most complex report format. Matrix report summarize information in a grid format.
Matrix reports allows records to be grouped by both columns and rows.
step 1 to step4 same as previous.

Save Save As Close # Report Properties Add Report Type o Run Report @
Fields [anfal#[= Filters +4€———You also add Filters click on Add button
Show | My poditions Tw é—.—Seleci your position for ex :-My Team position, All positions
Quick Find
= — 1 . T T
Drag and drop to add fislds to the report.. || Date Field | Open date ¥ | Range | Al Time v |Fr0m = |
=l Formulas = Postion: I = quals Tw

J* Add Formula

(=1 Bucket Figlds

& Add Bucket Field
—| Job Applicatien: Info
Job Application: ID
Job Application: Job Applicat!
Candidate
Candidate Name
City
cv.cover latter

=

“w

Iin Pay of this position
Postion

Status

Total Rating

Job Application: Owner Nam

©

lick hereFor change format

Preview IMatrix Format vI Show VI ol Add Chart I Remove All Columns

Candidate Name

City -
For Row

OX!

Drop a field here to
create a column grouping.

Grand Total

elect DateField @

<=For Column @

Drop a field here to Drop summarizable fields into the matrix.

create a row grouping Record Count
Record Count
Record Count
Record Count

Record Count

Job Application:
Job Application:
Job Application:
Job Application:
] Job Application:

o
a
[
a
o
#
o
a
#
a
o
a
o
a

4 _Job Application: Last Modifie:

Owner Alias
Owner Role
Created By

Created Alia
Created Dat

Adie

Alice

Record Count
Record Count
Record Count
Record Count
Record Count
Record Count

Record Count 1

Grand Total| Record Count m

Job Application: Job Application #

JD-002
JD-001
JD-003
JD-004

JD-007
JD-005

JD-009
JD-008
JD-006

www.bispsolutions.com
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5. Drag and Drop Row .

6. Drag and drop column.

Note :- if want chart click on Add chart button for adding chart same as previous.
7.Click on Run As button.

All Steps same as previous example you can do it.

Joined Report:

A joined report can contain data from multiple standard or custom report types. You can add
report types to a joined report if they have relationships with the same object or objects. For
example, if you have a joined report that contains the Opportunities report type, you can add
the Cases report type as well because both have a relationship with the Accounts object.

Step 1 to Step 4 same as previous.

Step 5 :-

’ Report Type: Candidates

UnsaVEd RepOI‘t @ ( 6 ) Guided Tour | Video Tutarial | He

Save | | SaveAs | Close 4 Report Properties | Add Report Type # Run Report
Fields [An|a|#|0| Fitters
Quick Find Candidates block 1 -

@ & report.

Drag and drop 0 add Show | Wy candidates v
M COMMON FIELDS [ Date Field | Candidate: Created D ¥ | Range | Custom v | From @ T i
=/ Formulas ) i
J* Add Cross Block Farmuls To add filters, click Add.
1% Candidate: Info qF n
[ - CANDIDATES .
Preview Show ¥
= | Formulas
J7 AddFoma CANDIDATES + | | 08 APpLICATIONS | | oeearMENTS .
9L Candite o Candidates block 1 Job Applications block 2 Departments block 3
JOB APPLICATIONS
5 Formuss Email ld Mobile Number  Candidate: Candidate Number Jab Application: Job Application #  Postion Department:ID  Department: DepartMent Name
J* Add Formula Drop a field here to group across report blocks. | | | |
Job Applicaton: in —
[/ b Appleaton 10 ODI@oploom (858) 5455075 YO0 10009 mypos | | 3099000000 0vawl Devlopment Depariment
B DEPARTMENTS f
a@acom 65 Y002 JD-006 - 3099000000JvawR T Depariment
=/ | Formulas
J* Add Formula Jo-002 - 3099000000vhIT  Sales Department
= | Department: Info J0-001 - a093000000vnox Mon IT
(o} D) J0-003 - 300900000040 Testing
(4 Department; Departhent Nan|
. J0-007
{21 Close date
[ Last Date J0-004
¢ Location 1D-008
# Mok Pay D005 St me dev
# Win Pay
£ Open date Grand Totals
0 Status (2 records) (9records) (5 records)
Sub L ocation

4 Department: Record Type This praview shows  limited number of records. Run the repart to see all results
Drop a field to group report blocks.

1. you cans select any field and drag and drop.
2. Drop a field to group report blocks.
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3. Click on Add Report Type button add more different report.
4 & 5. Drop a field to group report blocks.
6. Click on Run as button.

Step 6 :-
Run Report | | Hide Details # Report Properties Save Save As | | Customize | | Delete || Printable View | Report generation complete.
CANDIDATES JOB APPLICATIONS DEPARTMENTS
Candidates block 1 Job Applications block 2 Departments block 3
Email Id Mobile Number Candidate: Candidate Number Job Application: Job Application # Postion Department: ID Department: DepartMent Name
bpl@bpl.com (658)545-6875  Y-001 JD-009 my pos a098000000vawl  Deviopment Department
a(@a.com £5 Y-002 JD-005 Sr.me dev a099000000vawR T Deparment
JD-008 a099000000whIT  Sales Department
JD-004 a099000000vnox  Non [T
JD-007 a099000000vhh)  Testing
JD-003
JO-001
JD-002
JD-008
Grand Totals
(2 records) (9 records) (8 records)

You can see here, there is three different custom object data available here. click on save
button for save this report.

Save Report Help for this Page &) x
Give the Report Name,
Unique Name, select
Report Folder then click Report Name | Joined Report
Save button. Report Unique Name || Joined_Report J

Report Description

Report Folder | [g{lwghiig gl v
Save Save and Close Cancel
www.bispsolutions.com www.bisptrainigs.com www.hyperionguru.com Page
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Dashboards in SalesForce

Create a dashboard to provide a graphical view of the data in your reports. you can view daily
reports, weekly, monthly. you can all so add on your home page .

How to Activate Dashboards in SalesForce
Click on Reports then click on New Dashboards button.

Departments Employees wiki Employment websites Employee List |BiE G Dashboards &+

New Report... New Dashboard... K

Step 1 :-

1. Select Any pie chart and drag.and drop.

2. After drag and drop give some header name, title, and footer.

3. If want to add some filter you can add filter but firstly you can click on Data sources button
add some source after than you can add filter.

4.Click on Data Sources button.

e

4 Dashboard Gute
Save Save As | | Close |g Dashboard Properties || Add Filter “ i ) View dashboard as: o
Components |BataSuurces ( A )

Click to enter a dashboard description.

Medium ¥ ¥ Medium * X Medum ¥ ¥

Pie Chart This is header you can any ¥
K, header name gice.
Pie charD ¢

. Here you chn
@give'ﬁﬂe Note :- You can add

= >3 Dashboard

I Sawe I Sawve As Close 4% Dashboard Properties Add Filter

Components I Data Sources I

Click to ente d b d de iptic i
O | —— | My | Al | Click to enter a dashboar scription

EEO
EDlE]

Medium * 2

Cuick Find

Youcanselectany  |= Reports :
chartand justdragang] == Recrutin_Folder e Chart 2 X
Joined Report

dmp. Dragjand Drop || Pie chart
Mattrinx Format
Summary Report Daily Report
Tabular Report
Visualforde Rages -
Select anml Reports “
format and just drag
and drop
i z
WWw.bispso 2 count Jd.com Page
25 Candidate Nams

.- chandra prakash B surash

Source: Mattrinx Formrat -~
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After Click on Data Source button. click on Repots folder and drag and drop any report type
then click on Save button.

Save Dashboard ®

Titlel My Dashboard

Dashboard Unique Namel My_Dashboard !
Folder
To avoid exposing sensitive data to the wrong people, choose a folder visible only to the
right users.
Save to | My Personal Dashboards r
Save Save and Run Dashboard Cancel

Then give Title and Dashboard Unique Name and click to save button.
Now you can click on Dashboards Tab in SalesForce.com you can see Dashboard.
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Why Are Set Dashboard Into Home Page

Any organization if set dashboard into home page, they will see daily update our organization
on home page by using Dashboard. we will see below.

How Set Dashboard Into Home Page
Step 1:-

Setup > Customize > Home > Home Page Layout
After click on Edit Link button.

Search. Search yogesh sharma » | Setup éelp Recurment Mangment v

Home Positions Job Applications Departments Employees wiki Employment websites Employee List Reports Dashboards

Build / Home Page LayoutS Help for tis Page @

+| Tab Name: This page allows you to create diflerent tab layouts for the Home Tab.

wﬂahe\s

Home Page Components ABCDEFGHIJKLMNOPQRSTUVWXY Z Other Al

Home Page Layouts

Page Layout Assignment | | New

Action Hame + Created By Last Modified By
Del  DEDefault yogesh sharma, 813012013 317 FN yogesh sharma, 813012013 317 PN

ABCDEFGHITIKLNNOPQRSTUVWXY Z Othe Al

Step 2:-
Checked Dashboard Snapshot then click on Next button.

Edit Home Layout

Step 1. Select the components to show Step1of2

Choose the companents to include on your home page layout.
Layoutllame | DE Default

Select Wide Components to Show I = Required Information
ltems to Approve Calendar
Tasks | Dashboard Snapshot |

Select Narrow Components to Show

Create New... Recent ltems
Messages & Alerts |:| Custom Links |:|
Tags
Hext | | Cancel
www.bispsolutions.com www.bisptrainigs.com www.hyperionguru.com Page
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Step 3:-
Move Dashboard position then click on Save button. Then click on Home tab you can see Chart
is there in home page.

Arrange the components on your home page.

Harrow (Left) Column Wide (Right) Column

Create New... MIELEN Dashboard Snapshot ~ || Tep
Tags = asks =
Recent tems Up Calendar Up
- | |Mtemsto Approve -

=) =

Sl =

Down Down
Bty s

= =

Bottom Hottom

Previous Save & Assign ISave I Preview Cancel

Report Types

Custom report types allow you to build a framework in the report wizard, from which users can
create and customize reports. You build custom report types off of the relationships between
objects so that you can.

- Choose which standard and custom objects to display to users creating and customizing
reports.

- Define the relationships between objects displayed to users creating and customizing
reports:

- Select which objects' fields can be used as columns in reports.

How to Create Report Types

Step > Create > Report Types
Click on continue button.

== S n( P ccurment Mangment. -

Home Positions Job Applicati Dep Employ wiki Employment websites Employee List Reports Dashboards +
Quick Find Custom Repod Types Help for this Page @
Expand All | Collapse All
Force.com Home What is a Custom Report Type?
N Custom report types allow you to build a framework in the report wizard, from which users can create and customize reports. You build custom report types off of the relationships (master-detail
Build and lookup) between objects so that you can:
> Customize » Choose which standard and custom objects to display to users creating and customizing reports
= Define the relationships between objects displayed to users creating and customizing reports
pDS « Selectwhich objects' fields can be used as columns in reports
Custom Latels A ————
Interaction Log Layouts A Juoig rr—— 1
Objects \ e e
Packages L~ i | == —
= =
Global Actions
Tabs MNote that the visibility of custom report types in the report wizard is controlled by users' access to the objects in the report type.
*| Workflow & Approvals
[] Don't show me this page again
» Develop
Schema Builder
Canvas App Previewer
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Step 1 :-

click on New Custom Reports Type.

New Custom Report Type V

Label t Description Category Deployed Created By Alias Created Date

No records to display.

Step 2 :-

Fill the fields, there is all fields are mandatory then click on Next button.

Step 1. Define the Custom Report Type Step 10f 2

Next | Cancel
Report Type Focus | =Required Information
Specify what type of recards (rows) will be the focus of reports generated by this report type.
Example: If reporting on "Contacts with Opportunities with Partners” select "Contacts™ as the primary object.
Primary Object IAccounts -
Identification
Report Type Label | Account custom report type
Report Type Name |Account_custom_rep0| i
Mote: Description will be visible to users who create reports.
Description | sccqunt custom report
Store in Category | Accounts & Contacts v
Deployment
Areport type with deployed status is available for use in the report wizard. While in development, report types are visible only to authorized administratars and their delegates.
Deployment Status () In Development
i@ Deployed
Next || Cancel
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Step 3 :-
click on(click to relate another object) add for objects

Step 2. Define Report Records Set Step 2 of 2

Previous Save Cancel

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

A
Accounts
Primary Object

(Click to relate another object) K

Previous Cancel

After click on(click to relate another object) link then you can see below.

B
A C
Accounts
Primary Object
Opportunities
A to B Relationship:
—_ @ Each "A” record must have at least one related "B” record. ry B c
A" records may or may not have related "B records. | —]
T - — e —
B to C Relationship:
- @ Each "B” record must have at least one related "C” record.
"B" records may or may not have related "C” records.

‘ The selected object has no further relatable objects. Maore Info

After that click on save button.
There you can see summary of accounts, opportunities, products how many fields available
this objects.

Fields Available for Reports Edit Layout | | Preview Layout
Source Selected Fields
Accounts 49
Dpporunities 32
Products 14
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