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TALKDESK EXPLORE | Step-by-step guide

The following pages show you a step-by-step guide 
about Talkdesk Explore  with the following actions:

● Explore the Landing Page

● Research Default Reports and Dashboards

● Running Reports Based on your metrics)

● Explore Report Filters

● Scheduling Reports

● Sending Reports

● Downloading Reports
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Exploring the Landing Page
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To access Explore, on the left panel, click the 

Explore icon 1. 
 

THis brings you to the Landing Page. From here, 

you can click on the report needed or you can click 

All types and select your report type Default, My 

Dashboards & Reports or Reports that have been 

shared 2.

You also have the ability to search for the report 

you are looking for. In the search bar, simply type 

in the name or name containing in the report 3.
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Researching Reports & Dashboards
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Take a moment to click around in Explore and bring 

up some reports and dashboards available. 

If needed, launch the Data Dictionary to assist in 

finding the perfect report for your contact center. 
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Running Reports & Dashboards
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Once you have located the report or dashboard in 

Explore that you would like to run, click on the 

report Name 1. Once you click the name, by 

default the report is going to run for you.  

View the report that just ran 2.

There will be no filters applied to the report and all 

data will present. We will apply filters in the next 

step. 
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Exploring Report Filters
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Once you have selected your report and your 

report has data presented (previous step), you 

can now apply filters.

On the report toward the top left, youʼll see the 

Filters option. Click on the little arrow to the left 

and it will open up the filtering options 1.

Now you can select which filters you want to 

apply to the report 2.

Once your filters are applied, click the Run button 

at the top right of the report 3.

The report will then present you with the new data 

with the filtered criteria. 
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Scheduling Reports
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Now that your report is filtered and ran, it is time to 

Schedule the report. 

To the right of the Run button, there is a cog wheel 
1. 

Click Schedule 2.

The Schedule Activity Report screen will display 

3, fill this out accordingly. Name, Email to send to, 

Delivery schedule, filters, etc. 4.

Once complete you can Send Test 5, and donʼt 

forget to Save All changes 6.
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Sending Reports
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Now that your report is filtered and ran, you have 

the ability to Send the report. 

Next to the Run button, click the cog wheel and 

select the Send option 1.

The Send Activity Report screen will display, give 

your activity a Title, Email to be sent, apply 

additional filters if youʼd like 2.

Click Send 3.
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Downloading Reports
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Now that your report is filtered and ran, you 

have the ability to Download the report. 

Next to the Run button, click the cog wheel and 

select the Download option 1.

The Download screen will present. Choose your 

Format, Results, Data Values and Number of 

rows and columns to include 2.

Click Download 3.
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