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Salesforce	reports	folder	permissions

Manage	reports	in	public	folder	permissions	salesforce.	View	reports	in	public	folder	permissions	salesforce.

It’s	available	in	all	editions.	Then	select	your	list	view	and	click	the	“Edit”	link	next	to	it	(picture	below).To	check	if	the	list	view	is	public	or	not,	scroll	to	the	bottom	of	the	edit	page	and	see	if	you	have	a	“Step	4.	Tutorial	Let’s	we	take	an	example	to	share	a	Report	folder.	Restrict	Visibility”	section	(picture	below).	User	permission	is	necessary	to	share
report	folders	and	share	Dashboard	folders.	Save	the	screen	shots	to	your	computer	and	then	you	can	email	them	to	share	them.	The	highlighted	spots	are	what	you	will	be	looking	for.My	Personal	List	ViewsSince	making	a	personal	list	view	public	requires	the	“Manage	Public	List	Views”	profile	permission,	and	as	a	best	practice,	only	administrators
should	have	this	permission,	you	will	need	to	take	a	screen	shot	of	the	list	view	settings	or	type	them	out	so	you	can	share	them.To	access	your	list	view	settings,	first	click	the	tab	that	holds	the	view.	Go	to	the	Report	tab	->	Find	the	report	folder	you	want	share,	Click	the	little	Aero	icon	->	Select	Share.	You	can	also	restrict	visibility	by	role.	The	only
difference	is	where	you	go	to	create	them.	This	enhance	folder	sharing	to	share	with	users,	groups,	roles,	or	territories.	You	can	make	the	folder	accessible	to	all	users	(which	can	clutter	up	the	folders	list	on	the	Reports	tab	if	you	have	many	of	these)	or	you	can	set	the	accessibility	to	only	certain	groups	or	roles.In	the	picture	below,	I	have	set	the
accessibility	to	the	public	group	“John	Doe”	(which	only	has	John	in	it).	You	can	add	one	or	more	users	to	a	group.Creating	public	folders	is	the	same	for	reports,	dashboards,	documents,	and	email	templates.	Follow	the	screenshot	below.	You	can	pick	multiple	groups	and	roles	if	you	like.	You	can	share	a	report	or	dashboard	folder	with	up	to	25	users,
groups,	roles,	or	territories	from	the	UI.	Use	the	same	method	for	share	Dashboard.	Follow	the	screenshots	below.	Scroll	down	to	the	section	where	you	can	set	the	visibility.	For	report	and	dashboard	folders,	go	to	the	Reports	tab,	select	the	“New	Folder”	button	(picture	below)	and	select	a	report	or	dashboard	folder.	Try	to	create	a	Report	or
Dashboard	today	and	share	with	your	team.	If	you	save	an	item	to	your	Salesforce	Personal	Folder,	it	cannot	be	seen	by	anyone,	including	Salesforce	system	administrators.In	the	last	blog	post	we	described	the	steps	(with	screen	shots)	to	check	if	you	have	anything	in	your	“My	Personal	Email	Templates”	and	“My	Personal	Documents”	folders	and
how	to	make	them	public.In	this	post,	we	cover	your	“Personal	List	Views.”	These	can	only	be	moved	with	certain	administrator	permissions	so	they	are	special	and	require	their	own	section.	From	the	Share	With	dropdown,	select	who	you	want	to	share	with	For	Name,	enter	the	name	you	want	to	match.	When	you	go	to	the	permission	set,	you	can
find	“Manage	Reports	in	Public	Folders”	and	“Manage	Dashboards	in	Public	Folders”.	To	create	public	groups,	navigate	to	Setup	|	Administration	Setup	|	Manage	Users	|	Public	Groups	and	use	the	“New”	button.	The	next	steps	are	the	same	when	creating	any	of	the	above	folders.	To	share	a	folder	with	up	to	500	users,	groups,	roles,	or	territories,	use
the	folder	sharing	REST	API.	But	Choose	Dashboard	tab.	Salesforce	provide	a	great	feature	share	report	and	dashboard	folders	in	Lightning	Experience.	Each	Salesforce	user	can	follow	the	steps	below	to	check	if	they	have	items	in	their	personal	folders.	Because	there	are	many	computer	configurations	and	ways	to	take	a	screen	shot,	please	contact
your	IT	person	for	instructions	that	pertain	to	your	configuration.	This	may	be	unworkable	if	you	have	many	users.	You	can	save	lots	of	time.	If	you	have	the	options	in	the	picture	below,	then	you	have	the	“Manage	Public	List	Views”	profile	permission	and	can	make	the	view	public.On	the	edit	page,	take	a	screen	shot	that	includes	all	the	settings	in
steps	1,	2,	and	3	(picture	below).	In	Salesforce,	you	have	four	“Personal”	folders.	Enhanced	folder	sharing	is	the	default	option	for	all	orgs	created	after	2013.	The	screen	shots	below	are	from	our	demo	org	so	your	views	may	differ	slightly.	101.	Be	sure	to	set	the	“Public	Folder	Access”	to	Read/Write	(picture	below)When	creating	public	report	or
email	template	folders,	you	have	the	option	to	add	any	items	from	the	Unfiled	Public	folder	but	we	will	skip	that	step	here.	If	you	do	not	have	the	“Step	4”	section,	then	the	list	view	is	personal	and	is	only	assessable	by	you.	That’s	it!StarrForce	is	a	Salesforce	Partner	that	helps	companies	deploy,	optimize	and	support	Salesforce.com.	If	you	would	like
information	on	the	services	we	offer	call	us	at	(888)	391-4493	Ext.	The	setting	below	only	allows	users	in	the	“John	Doe”	group	and	system	administrators	to	see	this	folder	on	the	Reports	tab.Once	saved,	notify	your	users	that	they	have	access	to	the	folders	and	they	can	follow	the	steps	above	to	save	their	personal	items.	Repeat	this	process	for	any
other	list	views	you	want	to	share.For	Salesforce	AdministratorsSince	some	visibility	settings	do	not	allow	you	to	select	users,	you	may	want	to	create	a	public	group	for	each	of	your	users	that	need	one.	Name	the	folder	something	descriptive	like	“John	Doe’s	Reports”	or	“Marketing	Role’s	Dashboards”.	These	Salesforce	Personal	Folders	are
accessible	by	you	only.	For	email	template	folders,	navigate	to	Setup	|	Administration	Setup	|	Communication	Templates	|	Email	Templates	and	use	the	“Create	New	Folder”	link	next	to	the	Folder	drop-down	list.To	create	public	document	folders,	go	to	the	Documents	tab	and	use	the	“Create	New	Folder”	link.	Depending	on	the	size	of	your	screen,
you	may	need	to	take	multiple	screen	shots.	The	name	must	match	the	category	(such	as	user,	group,	or	role)	Click	Share	->	For	Select	the	folder	access	level	for	the	user,	role,	group,	or	territory,	Here	I	choose	View	->	Click	Done.	Then	there	are	steps	on	how	to	move	them	once	you	have	your	Salesforce	administrator	make	some	modifications.Not	to
leave	out	the	System	administrators,	there	is	a	section	after	the	List	Views	section	called	“For	Salesforce	Administrators”	describing	the	steps	to	allow	your	users	to	move	their	items	to	public	folders.
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