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About this Workshop

This workshop introduces attendees to UAccess Analytics, the University's report and
dashboard creating tool.

This is a basic hands-on session, appropriate for people who will be creating ad hoc
analyses (reports) and basic dashboards (collections of reports on a single web page)
in Analytics.

For information on additional workshops or materials with which you can further your
knowledge of UAccess Analytics, please go to the Workshops and Training
Team website at http://workshops.arizona.edu.

Access to Analytics Data

Request for Individual access to UAccess Analytics can be submitted to
https:/ /request.uaccess.arizona.edu.

UAccess Community

The UAccess Community is an online networking resource available to everyone on
campus who uses UAccess Systems.

If you have an official UA email address, you can become a member of the UAccess
Community. Open a browser and go to the UAccess Community at
http://community.uaccess.arizona.edu/ to begin.

As a member, you’ll have access to valuable information about all of the various
aspects of the UAccess Systems. You'll want to join one or more of the Forums within
the Community, because that’s where the value comes in.

Be sure to browse through the different Forums, check out upcoming Events, and
peruse the extensive Resources provided through the Community. Refer to the FAQs
page on the Community for more information.

Please take advantage of the opportunity and become a member of the UAccess
Community.

Analytics Office Hours

Schedule some time with an instructor for help with analysis and dashboard creation
or other questions. Register for Analytics Office Hours sessions through UAccess
Learning. From the Find Learning screen, click the One-on-One link in the left menu
bar.
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Basic Reports and Dashboards

Getting Around in Analytics

Working with the Home Page

Procedure

The Home page is the first screen you land on when you log into UAccess Analytics.

UAccess ANALYTICS TRAINING

Administration  Sign Out

Home a Home  WyRoles  Catalog  Favorites w Dashboards v Mew w Qpen v Signed InAs  stevenjs v
Create... Alerts
= Bummary PCard Analysis Mormal  &A7/2017 4:32:32 PM GMT-07:00  View | Clear | More «
Data Exploration & Discovery
visual Analyzer Projects Recent
Dashboards
Analysis and Interactive Reporting X
fAnalysis Dashboard More v @ hity Dashboard - Intermedia,. @ Wiy Dashhoard - Basic Work... @ Wy Dashhoard - Basic Work. .

Open Edit More ¥ Open Edit More v Open Edit More ¥
Fublished Reporting [E5] My Dashboard - Overview
Feport Data Model More v = Gpen Edit Morew

Actionable Intelligence
Agent Action

Others
./ Student Census Filter ./ StudentCensus Filter £ Student Census Analysis
[ U e vare e Open Edit Mors v
Report.Jobs
Report Job History @ Cullegs Employes Headco. a3 College Employee Headco @] Jean Lug PCard
Open Edit hiore v Open Edit More v Edit Run More v
Get Started... @ Summary PCard Analysis o= Student Census Prompt
Open Edit More w B= Edit Mare v
My UACLess Roles and APL Most Popular
RCM - Overview @ Financial Accounting - Over. @ Employee Detail - Employe...
UAccess Cammunity Analytics Forum = Open Edit hMore w == Open Edit Mare w = Open Edit Morew
P TRv— [E5] Business Manager Home [E5] General- Financial Wanage [E5] Butget- Current- Allowsbl
= Dpen Edit Morew = Open Edit Morew = Open Edit Marew
Workshops and Training Tearn
University Anahiics and Instilutional Research
javascriptvoid(nul)

The light gray bars across the top of the screen are called the Global
Header. We'll look at that in a moment.

Both of these items are simply navigation tools. Let's look at the Home
page.

2. The Home page is divided into different sections, each of which has a
different purpose.

The Create section contains links which let you start building different
Analytics items. To get started, just click the appropriate link.
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Step

Action

3.

In this case, you're creating an analysis.

Analysis is the term used throughout Analytics for what you might call
a report or a query.

Click the Analysis link.

Analysis

UAccess ANALYTICS TRAINING

Home

Create...

Data Exploration & Discovery
Wisual Analyzer Projects

Analysis and Interactive Reporting

Analvsis Dashboard hlore v

Published Reporting
Report Data hodel ore v

a Home

Alerts
= Summary PCard Analysis

Recent

Dashboards
@ My Dashboard - Intermedia
Open Edit hiore v

= hity Dashboard - Overview

My Roles

Catalog

Favarites w

Dashboards w

Mormal  SMT/2017 4:32:32 PM GMT-07.00

@ My Dashhoard - Basic Work.
= Open Edit Morew

New v

Administration  Sign Out

Open v SignedInAs stevenjs v

Wiew | Clear | More w

e

Wy Dashboard - Basic Work
Open Edit More v

== Open Edit Morew

Actionable Intelligence

Agent Action Others
N,/ Student Census Filter ./ StudentCensus Filter &y Sludent Census Analysis
]-( Edit Mare w ]-( Edit Mare v Open Edit Mare w

ReportJobs

ReportJob History

Get Started...

My UAceess Roles and APL

Utccess Community Analytics Forum

@ College Employee Headco.
Open Edit More v

@ summary PCard Analysis
Open Edit hiore v

Most Popular

@ RCM - Owerview
= Open Edit More w

College Employee Headco
Open Edit More v

©

Student Census Prormpt
= Edit More v

aoo
1

Financial Accounting - Over.
Open Edit More w

Hil

General - Financial Manage. ..

X2

Hid

Jean Luc PCard
Edit Run Mare w

Ermployse Detail - Ermploye.
Open Edit Wore w

Budget- Current- Allowshl,

El Buginess Manager Home ...

Analytics Metadata Wiki ==

Hil
i

Open Edit More v Open Edit More v Open Edit More w

Workships and Training Team

University Anaiytics and Institutional Research

javascriptvoid(nul)

Step Action

4, Once you click a link in the Create section, Analytics either takes you
to another screen or, more often, simply open a pop-up window in
which you can select a Subject Area for your analysis or other item.

Click the Analysis link.
Analysis

5. There are dozens and dozens of subject areas.
Press the ESC key on your keyboard to close the popup window.

Press [Escape].
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UAccess ANALYTICS TRAINING

Administration  Sign Out

@ Analysis and Interactive Reporting
Analysis Dashboard More w

Published Reporting
Report Data Model More w

Actionable Intelligence
Agent Action

My Dashboard - Intermedia
Open Edit hiore w

El My Dashboard - Cverview
== Open Edit Morew

E=

My Dashhoard - Basic Work.
Open Edit More w

Home a Home  MyRoles Catalog Favorites w Dashboards w New w Open w Signed InAs stevenjs w
Create... Alerts
. = Summary PCard Analysis Moral 3172017 4:32:32 PM GMT-07:00  View | Clear | More «
Data Exploration & Discovery
Visual Analyzer Projects Recent
Dashboards

My Dashboard - Basic Work,
Open Edit Wore w

HiE

Others
S/ Student Census Filter ./ ShudentCensus Filter A Student Census Analysis
]-( Edit More v ]-( Edit More v Open Edit Mare w
ReportJobs
Repart.Jab Histary @ Caollege Employee Headco. .. £y College Employee Headeo.. @ «Jean Lue PCard
Open Edit Mote w Open Edit More w Edit Run More v
Get Started... @ Summary PGard Analysis 0= StudentCensus Frompt
Qpen Edit More w E= Edit Morzw
Wy UAcress Roles and APL Most Popular
[E5] ROW- Overview [E5] Financial Accounting - Over. [E5) Employee Detail- Employe
UAccess Community Analyties Forum “= Open Edit Morew === Open Edit Marew == Open Edit Morew
Anaiyics Metadata Wiki @ Business Manager Home @ Genaral - Financial Manage. @ Budget - Current - Alowakl
Open Edit More w Open Edit More v Open Edit More v
Warkshops and Training Team
University Anahfics and Institutional Research
Step Action
- . . 1
6. The Get Started section contains links to show you the roles you've

been assigned and a website through which you can request different
access, and the Analytics Metadata Wiki.

There are also links to the Analytics Forum on the UAccess Community,
the Workshops and Training Team website, and the Analytics team.
They're the people who control the data behind the scenes.

7. Click the My UAccess Roles and APL link.

Wy LAccess Roles and APL
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UACCESS ANALYT]CS TRAINING Administration  Sign Out

Security a Horme  MyRoles  Catalog  Favortes w Dashboards v Mew v Qpen v Signed In &S stevenjs v

i+ 0

Overview Al Roles  Anallics/EPM Roles  Access Provisioning Liaisons  DCC Affiliates  HCM/SA Local Accounts |~ My UAccess Roles | ORG Roles  PersonRoles  Prereqs  RACF/FRS Audit  Ri®

This section only appears to administrators and is used for debuoging the content
" Cmal on the page
arme; mai
SingkoferSteveny oS Adhe () stevenjs@email.arizona.edu
NetID
Position Tepe: Service Dept: Univ Analytics and Inst Rech .
EmpliD: 02624404 SETOR OR @aan) Work: 5200626-1225 — Apply | Reset w
College: Acadernic Affairs Division

MetiD: stevenjs Joh Title: Goordinatar (AADY) Cell: 520/401-4003

Click the link to go to the UAccess Access Provisioning Tool, where you can request additional access to UAccess systems.

Your Access Provisioning Liaison {APL), or person(s) who can approve your access to
UAccess systems

Access Provisioning Liaison Authority
College  Home 5 Create
Code Dept Home Dept Name NetlD  Name Joh Title Depts Date
AADY 9802 Office of Academic ninaari  Bates, Mina Business 2517, 8320, 08/18/2015
Affairs Adrministrator ga40
9940 Univ Analhdics and Inst snith Mirh, Senior Director ga40 025207
Rsch Simranjeet

Ifyour department has multiple APLs follow department procedures for routing access requests, otherwise route your requestto
any APL displayed

Your Completed Prerequisites

TYPE THE DATE

Step Action

8. This is the Security > Security > My UAccess Roles dashboard. This
dashboard shows you a lot of security-related information about
yourself and your job.

Further down on the dashboard is an analysis that shows you the roles
you've been assigned in Analytics.

Click the scrollbar.
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UAccess ANALYTICS TRAINING aminIsraion  Sign out
Security a Home Wy Roles Catalog Favorites w Dashboards w New w Open w Signed InAs stevenjs w
Overview  All Roles  Anahdics/EPM Roles  Access Provisioning Lisisans  DCC Affiliales  HCM/SA Local Accounts My UAccess Roles  ORG Roles  PersonRoles  Prereqs  RACFIFRS Audit  R® & e
Your UAccess system roles
Application ‘T‘:;:ss Technical Role Functional Role
UAccess Analtics  Role BI_ADMINTOOLKIT Admin Toalkit
BI_DEVELOPER Mo data available. Contact EAST for more
information
BI_ELM_MED ELM - Medium
BI_FS_MED Financials - Medium
BI_HR_MED Human Resources - Medium
BI_INTEGRATEDANALYTICS Mo data available. Contact EAST for more
information
BI_RA_MED Ressarch - Madium
BI_SA_MED Student - Medium
BI_SP_MED Space - Medium
UAccess Raole HGCM 504 Servives Portal Access  HOM 504 Services Portal Access
Employee Standard Non-Page Permissions  Standard Mon-Page Permissions
UA_HR_BN Employee SelfSvc  UA Employee Self Service Role
UA_HR_TL TL Time Repotter Elapsed
TimeReporterElapsed
Uccess Learning  Role UA_LMLELM_ELM_User LA Standard User Permissions
UA_LMLELM_Instruetor UA Instructar
UA_LMLELM_Internal_Leamer  UA Internal Learner
UAccess Student  Role UA_SA_SS Student Self Service Student Self-Service
Refresh - Frint - Export

Step Action

9. The Your UAccess System Roles analysis lists the roles you've been
assigned in UAccess Analytics, as well as those you've been assigned in
any other UAccess system.

Some of the typical roles you'll see will be BI_FS_MED, BI_HR_MED,
BI_RA_MED, and BI_SA_MED.

You're assigned roles by request, but only if your supervisor approves
the request, and only if your job requires you to have the role.

Close the current browser tab to return to the Home page.
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UACCESS ANALYT]CS TRAINING Administration  Sign Out

Home a Home  MyRoles  Catalog  Favorites w Dashboards v Mew v Qpen v Signed In &S stevenjs v
Create... Alerts
= Bummary PCard Analysis Mormal  &A7/2017 4:32:32 PM GMT-07:00  View | Clear | More «
Data Exploration & Discovery
visual Anahzer Projects Recent
Dashboards
Analysis and Interactive Reporting X
fAnalysis Dashboard More v @ hity Dashboard - Intermedia,. @ Wiy Dashhoard - Basic Work... @ Wy Dashhoard - Basic Work. ..

Open Edit More v Open Edit More v Open Edit More v

Published Reporting [E%] My Dashboard - Overview
Feporl Data Wodel More v = Opan Edit Morew

Actionable \ﬂtEH\gEHEE
Agent Action Others

7 Btudent Census Filter

N Student Census Filter @ Student Census Analysis
]-( Edit More v ]-( Edit More v Open Edit Mare w
Report.Jobs
ReportJob History @ Cullegs Employes Headoo. a3 College Employee Headto @] Jean Lug PCard
Open Edit hiore v Open Edit More v Edit Run More v
Get Started... @ Summary PCard Analysis g= Student Census Prompt
Open Edit More w B=  Edit Marew
My UACLess Roles and APL Most Popular
RCM - Owerview @ Financial Accounting - Over. @ Employee Detail - Employe...
Uaccess Cammunity Analytics Forum *= Open Edit hMore w %= Open Edit Mare w = Open Edit Morew
Analylics Metadata Wiki @ Business Manager Home ... @ General - Financial Manage... @ Budget- Gurrent- Allowabl
Open Edit More w Open Edit More w Open Edit Wors w
Workshops and Training Tearn
University Anahtics and Institutional Research
Step Action
10. The bulk of the Home page is taken up with two, or sometimes three,

additional sections.

You may see an Alerts section. You only see this section, however, if
you've created an Agent, and then only if that agent has been triggered
and has delivered information to you.

11. Click the link to view the information that the agent delivered to you.

Click the Summary PCard Analysis link.

Summary FCard Analysis

12. This analysis was delivered to the Home page, but could also have been
delivered via email.

Note: Agents are not covered in this workshop, but are covered in the
UAccess Analytics: Intermediate Reports and Dashboards workshop or
tutorial.

Click the OK button.

[ ok ]
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Home

Create...

Data Exploration & Discovery
Wisual Analyzer Projects

@ Analysis and Interactive Reporting
Analysis Dashboard More w

Published Reporting
Report Data Model More w

Actionable Intelligence
Agent Action
ReportJobs
RepartJab Histary

Get Started...

Wy UAcress Roles and APL
Utceess Community Analytics Forum
Analytics Metadata Wiki

Warkshops and Training Team

UAccess ANALYTICS TRAINING

a Home

Alerts
= Summary PCard Analysis

MyRoles  Catalog  Favorites w

Mormal  5M7/2017 4:32:32 PM GMT-07:00

Dashboards w

Wigw | Clear | More «

New w

Administration  Sign Out

Open w SigredInAs stevenjs w

Recent

Dashboards
My Dashboard - Infermedia
Open Edit hiore w

El My Dashboard - Cverview

= Open Edit More w

Others
]_( Student Census Filter
Edit Mare w

@ Caollege Employee Headco. ..
Open Edit More w

@ Summary PGard Analysis

[E5] My Dashboard - Basic Wark
= Open Edit Morew

]_( Student Census Filter
Edit Mare v

£y College Employee Headeo..
Open Edit More w

= Student Census Prompt

HiE

2]
L

T

My Dashboard - Basic Work,
Open Edit Wore w

Student Census Analysis
Open Edit More w

«Jean Lue PCard
Edit Run More v

University Anahtics and Institutional Research

Open Edit More w Edit More v
Most Popular

RCH - Dverview [E] Financial Accounting - Over. [E= Employee Detail- Employe.
== Open Edit Marew == Open Edit Marew == Open Edit Marz v

Business Manager Hame General - Financial Manage Budget- Current- Allowakl
% E= &=

Open Edit hiore v

Open Edit More v

Open Edit Wore v

Step Action

13.

item.

The Recent section displays up to six different dashboards you've
recently accessed, and as many as nine other items you've opened.

Click the appropriate link to navigate directly to the dashboard or other

14.

access.

The Most Popular section displays six different dashboards that other
Analytics users have been using most.

Note: You will only see those items to which you've been granted

15.

That's it for the features of the Home page.
End of Procedure.
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Working with the Global Header

Procedure

The Global Header is another great navigation tool available in UAccess Analytics.

UAccess ANALYTICS TRAINING

Home a Home

Administration  Sign Qut

My Roles Catalog Favorites w Dashboards » MNew w Open v SignedInAs stevenjs v
Create... Alerts

= Summary PCard Analysis Mormal  SMT/2017 4:32:32 PM GMT-07:00  Wiew | Clear | More «
Data Exploration & Discovery
Wisual Analyzer Projects Recent

Dashboards
Analysis and Interactive Reporting .
Analysis Dashboard More w @ My Dashboard - Intermedia @ My Dashboard - Basic 'Work. @ My Dashboard - Basic Work,

Open Edit More v Open Edit More v Open Edit More w

Published Reporting [E5] MvDashboard - Overview

My UAccess Roles and APL

@ summary PCard Analysis
Open Edit hiore v

Mest Popular

aoo
1

= Edit More v

Report Data bodel More v = Open Edit Morew
Actionable Intelligence
Agent Action Others
]f Student Census Filter ]f Student Gensus Filter @ Student Census Analysis
Edit More v Edit More v Cpen Edit Mare v
ReportJobs
ReportJab History @ College E!'np\nyee Headca, @ College Emplovee Headco @ J@n Luc PCard
Open Edit More v Open Edit Mare v Edit Run Maore v
Get Started... Student Census Prormpt

RCH - Overview [E5] Financial Accounting - Over. [E] Employes Detail- Employe
Uccess Community Analytics Forum = Open Edit hore w = Open Edit More w = Open Edit Morew
Analylics Metadata Wik @ Buginess Manager Home ... @ General - Financial Manage. .. @ Budget- Current- Allowshl,

Open Edit More v Open Edit More v Open Edit More ¥

Workships and Training Team

University Anaiytics and Institutional Research

Step Action

1. The Global Header - the light gray bars across the top of the screen - is
present on all screens in UAccess Analytics.

The Global Header allows you to navigate within the application from
whatever screen you happen to be on.

2. The links on the Global Header correspond to different areas and
functions of the Home page.

The Alerts! link is available because the Alerts section is open on the
Home page. Clicking that link would show you the report the agent
delivered.

3. The Home link returns you to the Home page from any other screen.

The My Roles link takes you to the same dashboard as the My
UAccess Roles and APL link in the Getting Started area of the Home
page.
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Step Action

5. The Catalog link takes you to Analytics’ built-in file management tool.

Click the Catalog link.
Catalog

6. You're now in the Catalog, as expected. Here you can work with
folders, rename analyses, open or edit reports, etc.

Notice that the Global Header looks the same here as it did from the

Home page.
7. Go back to the Home page.
Click the Home link.
Horme
8. The Favorites link is your access point to a menu structure you can

create for yourself.

Click the Favorites link.

Favarites w

9. If you wish to add a dashboard or other item to the Favorites menu,
simply navigate to that item, the click Favorites > Add to Favorites.

Click away from the Favorites menu to close it.

Click the Home pane.

10. Iick the Dashoards link.

Dashhoards «
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UAccess ANALYTICS TRAINING aminIsraion  Sign out
Home a Home  MyRoles Catalog Favorites w New w Open w Signed InAs stevenjs w
[Z5] wost Recent(Security - My UAccess Rolas,
Create... Alerts = . -y )
) - Surmmary PCard Analysis Motmal §M72017 4:32:32p = My Dashboard
Data Exploration & Discovery »
Wisual Analyzer Projects Recent All Dashboards Index
¥ aumni
Dashboards
@ Analysis and Interactive Reporting ¥ auditor
Analysls Dashboard More w Security - My UAccess Roles [E5] MyDashhoard- Intermer Budget ic Wark
"= Open Edit Maore w = Open Edit Morew
¥ Decision Support Data System
Puplished Reporting [E5] MyDashboard- Basic Wark.. [E5] MyDashhosrd- Overvisy b Ernioyee
Report Data Model More v == Open Edit Marew = Open Edit Marew
P External Reporting
Actionable Intelligence P Financial
Agent Action Others ¥ Integrated Analytics
./ Student Censug Filter ./ StudentCensus Filter P Learning Iysis
s Edit More v i Edit Ware v b RCM
ReportJobs N
- - Research
Repart.Jab Histary @ Caollege Employee Headco. .. @ College Employee Head . '
Open Edit Mare w Cpen Edit More w Security
¥ Space
Get Started... @ Summary PCard Analysis N
Open Edit More v Student
Most Popul e
ost Popular
Wy UAcress Roles and APL P ¥ Toolkit
RCM - Ovenview [E5] Financial Accounting - O1 ¥ ua colleges nploye
Urccess Community Analytics Forum = Open Edit More w = Open Edit Morew ¥ ua Departments
¥ UAEIA Test
Business Manager Home [E5] General - Financial Manz ourahl
Analylics Metadata Wiki
= apen Edil Morew == Open Edit More ¥ ¥ uA Support
P UAccess Anabytics
Workshops and Training Team
¥ Unccess Warehouse
University Analytics and Institulional Research
javascriptivaid(nul)

Step Action

11.

The Dashboards menu is your access point to all of the dashboards

your roles allow you to see.

If you've been granted access to Financial data, for example, you'll see
the Financial link. If not, you won't.

12. Click the Financial link.

4 Financial

13. There are dozens and dozens of dashboards available, and hundreds of

different dashboard pages.

14. When you need to create a new analysis, you can simply click the New
link on the Global Header, no matter where you are in the Analytics

system.

Click the New link.

15. You'll see a list of the same items that are available in the Create

section of the Home page.

Click the Analysis link.

ér Analysis

16. You'll see the same list of Subject Areas, too.
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Step Action

17. The Open menu is one path by which you can open an analysis or
other saved item. The Open menu itself has a Recent section, via which
you can access any of the six most recently accessed items.
Click the Open link.

Open w
18. That's it for the Global Header. Remember that it's available

everywhere in Analytics and allows you to quickly navigate to any other
part of the system.
End of Procedure.
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Review - Home Page and Global Header

Answer the following:

1. When logging in to UAccess Analytics, users will typically land on the

2. On the Home page, users can see as many as dashboards
they've previously accessed.

3. You can get to Analytics’ built-in file manager by clicking
on the Global Header.

4. To set up faster access to a specific dashboard, you can navigate to that
item and add a link to it on the menu.

5. When you need to create a new analysis, you can click the
link on the Global Header.

6. To find a list of the roles you've been assigned, you can click on

7. I can ask for help by posting a question on the Analytics Forum on the
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Working with Analyses

Analytics Data

Where does the data in UAccess Analytics come from?

e The information available in UAccess Analytics originates in the other
UAccess systems -- UAccess Employee, UAccess Financials, UAccess
Learning, UAccess Research, UAccess Space, and UAccess Student.
Sometimes these different systems are referred to as transaction systems.

e The data in those systems is pulled out each night through a process called
ETL, which stands for extract, transform, and load. The data is extracted
from the systems, transformed so it works properly in UAccess Analytics,
and /oaded into the data warehouse in the form of Subject Areas. Those
subject areas provide the first point of contact with the data in Analytics.

e With just a few exceptions, the data in Analytics is current as of the end of
the previous business day.

o A few subject areas contain live data, being fed directly from the
transaction system, e.g., HCM - Workforce - Time & Labor -
Reported Time - Live or CSW - LIVE - Class Enroliment.

o A few subject areas are refreshed only at specific times of the month,
term, or semester, e.g., CSW - Student Profile - Census or KFS -
Capital Management Asset Snapshot.

How is the data organized within UAccess Analytics?

e The data is organized into Subject Areas.

e There are five main areas of data in the Subject Areas list.

o The first is Student data, denoted by subject area names that begin
with the letters CSW. The letters are an acronym for Campus
Solutions Warehouse, but it's more helpful to think that the "S"
stands for Student.

o Next is Employee data, and the subject area names begin with

HCM, which means Human Capital Management.

Some subject areas have an IA prefix, meaning Integrated
Analytics. These subject areas pull data from multiple data types
and tables in the Data Warehouse. They can combine HCM and KC
data, for instance, or CSW and KFS data.

Following that is Research data, and the subject areas begin with
the letters KC, for Kuali Coeus.

o Finally, we have Financial data in the subject areas that begin with
KFS, for Kuali Financial Services.

o You may also have access to other subject areas with different
acronyms.

e Subject Areas contain many tables or folders of data.

e Each table contains many columns of data.

o There are two types of data: attributes or dimensions and
measures or facts. Attributes/dimensions are those values that
don't often change and can be thought of as static. Some examples
are Student Name, Account Number, College Code, Proposal Title,
etc. Measures/facts can change every day, although many do

@)

(@]
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not. Measures/facts are just inherently changeable. Examples are
Ledger Entry Amount, Term GPA, Base Salary Amount, etc.

o Some columns in Analytics appear because someone created that
column; i.e., calculated columns (e.g., averages, counts, sums).

o Most columns in Analytics appear because a field exists in the source
software. There is a direct correlation between the data that's
entered in the transaction system and the data that appears in
Analytics.

e Columns within tables may be organized alphabetically or by subjective
importance; the organization of the columns varies with the table.

What are some examples of the different types of data in available
in UAccess Analytics?

e Tables very often contain three versions of many columns, e.g.,
o Position Code (or ID) - a one-, two-, or three-character
alphanumeric code or abbreviation.
o Position - an shorter form of the Description column (10 char).
o Position Desc - a longer description of the column’s information (30
char).
e Sometimes there are just two versions of columns, e.g.,
o ABOR Code (or ID) - a one-, two-, or three-character alphanumeric
code or abbreviation.
o ABOR Code Description — a longer description of the column’s
information (30 char).

The particular version of any data column you might add to your analysis depends
on your understanding of the data, or the understanding of those for whom the
analysis is intended. If the analysis users won't understand the code version of
the data, you should use either the short-form description column or the long-
form description column.

What are Indicators and Flags?

¢ Indicators and Flags are Y or N columns, e.g., Disabled Veteran Flag, Works
with Animals Flag, or Current Indicator are all Y/N columns. If the Y/N
answer to the implied question is not known, those columns may display a
dash (-).

What about those Date Tables?

e Date tables for important dates contain many versions of date data.
e The date column you'll most likely want will be the Day Date column, which
is typically the top data column in the date table.

Where do I find Numeric Data?

¢ All of the numeric data in any selected subject area is available in the Fact
or Measures table in that subject area. The name of this table, usually the
top-most table in any subject area, will always contain some variation of
the word Fact or the word Measure.
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e In the Fact or Measures table, you will likely see two differently colored
icons. The yellow icons represent measures, and the blue icons
represent facts. The distinction depends on the level of the data
structure at which any calculations were performed to arrive at the values
available. It's more important to understand that all of the values of all the
data columns in the Fact or Measures table, regardless of icon color, are
numeric values.

e Occasionally, in some specific subject areas, you will find numeric data in
tables other than the Fact or Measures table, but this is atypical.

What is contained in those “Additional” Data Tables?

e Some table names begin with the word “Additional.” Those tables contain
variations of data columns that exist in other tables, e.g., Alternate
Employee ID, or Home Address 4, and may also contain columns of
information that are not likely to be used, e.g., Military Compensation
Code, or Congruent Address Indicator.
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Creating a New Analysis

Procedure

Training Guide

The process of creating a new analysis is fairly straightforward, provided you start

with some sort of plan for that analysis.

Step Action

1. In this example, the basic plan is to create an analysis that will show

Click the New link.

[+ &

you the trends in student enrollment numbers in a particular college,
broken down by major, for some period of time.

With that basic plan in mind, you can begin to create the analysis.

UAccess ANALYTICS TRAINING

Home A Home
Create... Alerts
= Summary PCard Analysis
Data Exploration & Discovery
visual Anahzer Projects Recent
Dashboards
Analysis and Interactive Reporting
Analysis Dashboard More v @ Security - My UAccess Roles

Open Edit More v

Puhlished Reporting

5] My Dashboard - Basic Wiork,
Report Data Model Mare v =

Open Edit Mare w

Actionable \ﬂtEH\gEHEE
Agent Action Others

u/ Student Census Filter

Edit More ¥
Report Jobs

@ College Employee Headeo.
Open Edit hiore v

Report Job History

Get Started... @ Summary PCard Analysis
Open Edit More w
My UACLess Roles and APL Most Popular
RCM - Owerview
UAccess Community Analytics Forum = Open Edit More w
B h: H
Analyics Metadata Wiki @ Hsiness Manager Home

Open Edit More v

Workshops and Training Tearn

University Anahiics and Instilutional Research

javastriptivoid(nul)

Administration  Sign Out

Catalog Favorites w Daghhoards w Qpen v SignedInAs stevenjs v

Data Exploration & Discovery
Wisual Analyzer Projects
Mormal  &AT7/2017 4:32:32 PM GMT-07:00  View
Analysis and Interactive Reporting
& Analysis

My Dashhoard - Intermedia.
Cpen Edit More w

| EZ Dashboard
T Filter

(= Dashboard Promat

Hil

Wy Dashhoard - Overview
Cpen Edit More w

bl

B condition

Published Reporting

T Siudent Census Filter | Report
U Bt vore v
Data Model
Ay College Employee Headoo
A Open Edit More w atle Templats

Sub Temnplate
Actionable Intelligence
3,

 Agent
@ Financial Accounting - Over. ‘ & Action
= Open Edit More w —
@ General - Financial Manage. @ Budget- Current - Allowahl
= Open Edit Marew = Open Edit Morew

Step Action

2. A drop-down list appears.

on that menu.

Since you're creating a new analysis, you could click the Analysis link
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Step Action

3. Click the Analysis link.
Analysis
4, Alternatively, if you happen to be on the Home page, you could click

the Analysis link in the Create section.

Whichever path you choose, you will get a pop-up screen listing all of
the available subject areas.

Click the Analysis link.

Analysis

5. Scroll through the subject areas screen to locate the subject area you
need for your analysis.

Remember that you're trying to create an analysis that will show you
the trends in student enrollment numbers in a particular college,
broken down by major, for some period of time.

Click the Down button of the scrollbar.

-

6. Since you're going to create an analysis showing you the trend in
student enrollment, it makes sense to select a subject area designed
around that topic.

Click the CSW - Student Records - Class Enrollment list item.

CEW - Student Records - Class Enralliment
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UAccess ANALYTICS TRAINING

Untitled a Home Wy Roles Catalog

Criteria | Resuftz  Prompls  Advanced

4 SubjectAre.. O flw » T i mE

4 L3 [CSW-Student Records - €

Fact Claze Enrallment

4 Selected Columns

Class Enrollment Docul
Acadernic Organization
Academic Program
Campug

Class

Day Enroliment Add Dat
Day Enrallment Drop D AT
Enroliment Reason
Enroliment Status
Grade

Audit Grade

Grade Roster

vy v v Y YT VYTVYTVYTVYTYTVYVwQVwew

Instruction Mode

4 Catalog »

Favorites w

Dashboards w

Administration  Sign Out

New w Open w SigredInAs stevenjs w

= % @

List Al -
» My Folders
» Shared Folders
Step Action
7. You are now in analysis-building mode.

begins on the Criteria tab.

Note the tabs in the upper-left corner of the screen. You are working on
an Untitled analysis, and the process of creating the analysis always

8. The first data column we want is the column that will tell us the number

of students enrolled.

UAccess Community.

menu.

A

As you learned earlier, all of the numeric columns are typically
contained in the Fact or Measures table.

Note: Refer to the Analytics Data discussion to learn how data is
organized within UAccess Analytics. For additional information on
sorting and organizing the subject area contents, refer to the Basics:
Using Column Search and Table Sort Order document on the

Click the Fact Class Enrollment dropdown button to activate the
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Step Action

9. Which data column should you select to show how many students are
enrolled?

Note: the Student Enrollment Count column is a Measures column,
represented by a yellow icon. This bit of information will have some
relevance later in the workshop.

Double-click the Student Enrollment Count list item.

Student Enrollment

10. Collapse the menu.

Click the Fact Class Enrollment dropdown triangle.
¥ |

11. The Student Enrollment Count data column has been added to the
Selected Columns area of your new analysis.

12. Please note that the data column in the Selected Columns pane has a
top section and a bottom section.

The top section lists the name of the table from which the column was
added.

The bottom section is the name of the data column.

This data column as called Student Enrollment Count, not Fact Class
Enroliment.

13. The next data column you need will give you the name of your college.

Click the Academic Program dropdown button to activate the menu.
[

14. Add the description version of the Academic Program data column to
the analysis.

Double-click the Academic Program Desc list item.

E Arademic Program

15. Collapse the menu tree.

Click the Academic Program dropdown triangle.

F |
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Step Action

16. The third data column comes from a table near the bottom of the tables
list in this subject area.

Click the Down button of the scrollbar.

-

17. You need to break out the student enroliment data by the students'
primary major. A major is also called a plan.

Click the Term Career Program Plan dropdown button to activate the
menu.

4

18. Scroll down again.
Click the Down button of the scrollbar.
E"’
19. Be sure you select the primary major, not the primary minor.

Double-click the Primary Major Academic Plan Desc list item.

E Prirmarny Major Acads

UAccess ANALYTICS TRAINING dminisration Sign Out
Untitled a Horme My Roles Catalog Favorites w Dashboards » Mew v Open v SignedInAs stevenjs v
Criteria | Results  Prompts  Advanced K e
4 SubjectAre.. O flv » T i mE
2 Term .
® %
» Academic Standing 4 Selected Columns () '3
» Admissions Charactaris
Fact Class Enraliment Acadermic Program Term Career Pragram Plan
» Dates and Terms
R Dernographics Student Enroliment Count £ '8 Academic Program £ ' Primary Major Academic Plan Desc 4%
» IFEDS
» Student Profile Student
» Term Academic Level
4 Term Career Program P 4 Filters T % »

£ Academic Career Gt

£ Academic Career De

£ Career Level Code

2 Career Level Descril

£ Degres Level

£ Student Career Murr
v

4 Catalog »

List All v

» My Folders
» Shared Folders
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Step Action

20. You've got three data columns added to your new analysis.
You can collapse the Term Career Program Plan menu.

Click the Term Career Program Plan dropdown triangle.

|

21. You can expand a table by double-clicking the name of the table, rather
than clicking the little arrow button.

Double-click the Term drop-down list.

Terrr

22. You need a way to denote time, as it relates to student data.

Double-click the Term Description list item.

E Term Description

UACCESS ANALYT]CS TRAI NING Administration  Sign Out
Untitled a Home  MyRoles  Catalog  Favorites w Dashboards v Mew w Qpen v Signed InAs  stevenjs v
Criteria | Results  Prompts  Advanced BB @

4 SubjectAre.. O Tlw P T ¥ OB
> Student Enrallment Cha .
4 Selected Columns @

o

Student Group

Student Incomplete

A Vet Certification Fact Class Enroliment Acadermnic Program Term Career Program Plan Term

A Y v ow

Term Student Enrallment Count 45 3 Acadernic Program Desc 40 F Primary Major Academic Plan Desc £ 5 Term Description %

& Term code

& Term

:

£ Term Group 4Filters %% »
2 academic Year

£ Acadernic Career Gt

£ Asademic Carser

£ Academnic Career D

£ Institution Code

£ Institution

4 Catalog »
List All A

» My Folders
» Shared Folders

Step Action

23. You've just created your first analysis. Congratulations!
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24. Very often, data columns are arranged so that the data column on the
far left contains the broadest category of information and the data
column on the far right contains that narrowest category of
information.
Which data column, in your opinion, contains the broadest category of
information?
25. The Term Description data column contains the broadest category of
data among the four data columns you have in the analysis.
Drag that data column over to the far left of the analysis. Watch for the
gray bar so you'll know when to drop the data column.
Release the mouse button.
26. The Student Enrollment Count column contains the narrowest
category of information.
Drag that data column to the far right of the analysis. Once again,
watch for the gray bar so you'll know when to drop the data column.
Release the mouse button.
UAccess ANALYTICS TRAINING Adminlstation  Sign Out
Untitled a Horme  MyRoles  Catalog  Favorites w Dashboards v Mew v Qpen v Signed InAs  stevenjs v
Criteria  Results  Prompts  Advanced H H e
4 SubjectAre.. O flw » T W @
: ::’:‘CE"'”EE““” H TermDescrlptmn{i} H AnaﬂemlcpmgramDesc-ﬂ- H PrlmawMamrAcaﬂemlcP\anDasn{a} S(uﬂemEanmeanum{a}
= Term Group 4 Filters % % »

4 Catalog

List All

£ Academic ear

£ Academic Gareer G
& academic Career
& Academic Gareer De
£ Institution Code

& Institution

» My Folders
» Shared Folders
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Step

Action

27. Besides changing the horizontal arrangement of the data columns, you

£

Click the Options button.

can also change some of the ways in which they function.

Each data column comes with an Options button. It looks like a gear.

Untitled

Criteria  Results Prompts  Advanced

» Student Enrollment Cha o
Student Group
Student Incormplete

UAvet Cerfification Term

A Y v ow

Term

£ Term Code

& Term

;
£ Term Group A Filters
& academic vear

£ Academic Gareer G

& academic Career

UAccess ANALYTICS TRAINING

4 SubjectAre.. O flv » T W mm

4 Selected Columns

£ Term Description 33

Administration  Sign Out

My Roles Catalog Favorites w Dashhoards w» Mew w Open v SignedInAs stevenjs v
=B 0
© %
Terrn Career Program Plan Fact Class Enrollment
£ Academic Program Desc £ &7 Primary Major Academic Plan Desc 4% Student Enraliment Count 43
11 son 3
v Editformula

@8 Column Properties

Y Filter T % »
¥ Delete

& Save Column As

& Academic Gareer De
£ Institution Code

& Institution

4 Catalog »

List All v

» My Folders
» Shared Folders

Step Action

28. The menu is the same, regardless of which data column you select.
Using this menu, you can choose to sort data in some fashion, edit a
formula, change column properties, filter data, delete the data column,
or save the column in some fashion.

Press [Escape].

29. You've added the data columns you need, and rearranged them to put
them in a logical order.

Now you should create a filter for the analysis.
End of Procedure.
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Filtering an Analysis

Procedure

You've started the process of creating an analysis by adding data columns. You've
also arranged them into a logical order.

The next step is to filter the data coming into the analysis so that you get just the
information you need.

Step Action

1. You've added all of the required data columns to your new analysis,
and you've arranged them in the correct order from left to right.

If you were to run the analysis right now, what data would you get in
your report?

For what time frame? For what colleges?

2. In this analysis, you need to limit the data to students enrolled in a
particular college.

Do you have a column of data in your analysis that will help you create
that filter?

UAccess ANALYT]CS TRAINING Administration  Sign Out

Untitled a Home My Roles Catalog Favorites w Dashboards » MNew w Open w SignedInAs stevenjs w

@

Criteria | Resufts  Prompls  Advanced

4 SubjectAre.. O flw » T % mm

e
4 [0 c8W-studentRecords - © 5 galacted Columns @

2%

Fact Class Enroliment
Class Enroliment Dacul Term Agademic Program Term Career Program Flan Fact Class Enrallment
Acadernic Organization £ Term Description £ '8 Academic Program Desc £ £ Primary Major Acadermic Plan Desc £33 Student Enroliment Count £

Acadernic Program

Campus

Class

Day Enroliment 4dd Dat

Day Entoliment Drop Dz TS ® %k »
Enroliment Reason

Entallment Status

Grade

Audit Grade

Grade Roster

vy vy v Y YT VYTV Vv wwvwwowow

Instruction Maode
4 Catalog »

List All Ad

» My Folders
» Shared Folders
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Step Action

3. You will use the Academic Program Description data column as the
basis for your first filter.

Click the Options button.

£o;

4, Some people refer to the Filter button icon as a "martini glass" or
"margarita glass." That might help you remember where to find that
button.

Click the Filter list item.
& Filter
5. Three elements are required to create a filter:

1) You need a Column of data, which you've already selected.
2) You need to select an Operator.
3) You need at least one Value.

6. Which operator will work best if you want to limit the data to just those
students enrolled in one particular college?

Click the Operator dropdown button to activate the menu.

v

New Filter o x

Column  Academic Pragram De

Operator s equalto is in v

is equalto fis in
is not equal o /i notin
is less than

Value

i¢ greater than
i less than or egual to
rotect Iits greater than or equal to
Convert |5 batwaen
is null
is not null
is ranked last
is ranked first
contains all
contains any bk | Cancel
does not contain
begins with
ends with
is LIKE (pattern match)
ig not LIKE (pattern match)

is prompted ~||
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Step Action

7. Although there are typically several different ways to create nearly any
filter, there is always one way that is more direct than any other way.

In this case, the default operator is your best choice.

Click the is equal to / is in list item.

isequaltafisin

8. You could type a value into the Value field, but it's usually safer and
more effective to select your value(s) from the provided list.

Click the Search magnifying glass.

(@]
bt

Select Values 9 x
Available g B A Selected rd
Hame Starts v
Search # higtch Case
Arizona International College - >
Colleye of Ay & Life Sciences
College of Arch, Plan & Lands 2
College of Education <
College of Engineering
College of Fine Arts «
College of Humanities
College of Medicine
OK  Cancel
Step Action
9. The Select Values screen includes a Search function, and the
Selected pane on the right can be manually edited.
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Step Action
10. You can search for values that start or end with some character string,
that contain something, or that are like something.
Click the Name dropdown button to activate the menu.
w
11. Click the Contains list item.
[Contains |
12. Enter "Science" in the Name field.
Select Values 9 x
available 8 8 Selected 4
Hame Contains w Science
Search « Match Case
Arizona International Caollege - »
College of Ag & Life Sciences
College of Arch, Plan & Lands »
Caollege of Education <
Callege of Engineering
Callege of Fine Arts «
College of Humanities
College of Medicine
OK  Cancel
Step Action
13. Most items you search for are case-sensitive. Check or uncheck the
Match Case checkbox, as necessary.
Click the Search button.
Search
14. The system has located the three values that contain the word

"Science."

You could use the buttons in the center of the screen to move any or all
of those values from the Available pane to the Selected pane or back.
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Step Action

15. You could also manually enter any item into the Selected pane.

Click the Edit button.
"\.

[

Edit @ x

Edit

OK | Cancel

Step Action

16. Type your value into the field.

You should be aware that if you misspell something, the system will not
find that value.

In addition, most values are case-sensitive. Any value you manually
enter in the Selected pane must be an exact match for a value in the
system in order for your filter to work.

Click the Cancel button.

Cancel

17. Let's find the value we wish to use.

Double-click in the Name field.

Science
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Select Values 9 x
Available 8 8Q Selected g
Hame Contains ~ B
Search ' Match Case
College of Ag & Life Sciences >
College of Science
Colleges Letiers Arts Science »
OK | Cancel
Step Action
18. Press [Delete].
19. Click the Search button.
Search
20. Click the Down button of the scrollbar.
-
21. Double-click the Eller College of Management list item.

Eller College of Management

22. Click the OK button.
OK

23. Click the OK button.
OK
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UAccess ANALYT]CS TRAINING Administration  Sign Out

Untitled a Home Wy Roles Catalog Favorites w Dashboards w New w Open w Signed InAs stevenjs w

= % @

Criteria | Resuftz  Prompls  Advanced

4 SubjectAre.. O flw » T i mE

o
4 {3 cBW-BiudentRecords - © 5 galacted Columns ®

%

Fact Class Enroliment
Class Enrollment Docul Term Academic Program Term Career Program Plan Fart Class Enrollment

»

»

4 Academic Organization & Term Description {3} & Academic Program Desc {3} £ Primary hajor Academic Plan Desc {3} Student Enrollment Cuum-ﬁ-

» Academic Program

> Campus

4 Class

» Day Enrollment Add Dat

» Day Enroliment Drop Dz AT ® %
» Enroliment Reason T Academic Program Desc is equal to/iz in Eller College of Management
4 Enroliment Status

> Grade

4 Audit Grade

» Grade Roster

>

Instruction Maode
4 Catalog »

List All A4

» My Folders
» Shared Folders

Step Action

24. You've created your first filter. Good job!

Now you want to limit the count to only those students who've selected
a major.

Is there a data column in your analysis that you can use to create this
second filter?

25. Use the Primary Major Academic Plan Description column.

Click the Options button.
0]

26. Click the Filter list item.

T Filter

27. As before, you've selected the data column. Now you need to select an
operator.

Click the Operator dropdown button to activate the menu.

v

28. Which operator should you select if you wish to count only those
students who've actually selected a major?
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Administration  Sign Out
Untitled Harne My Rales Catalog Favortes w Dashboards v Mew Qpen w Signed In &S stevenjs v
v
Term Description COHIER 0 8 ¥ Student Enroliment Count
Column  Primary Major Academni s
Operator s equal to [ is in v
Valie ot equal to /i notin v
iz less than
is greater than
Academic Program Desc oratens {4 258 ran or sgual o
O greater than or equal to
Cortvert |5 betwaen
i is null
is not null
is ranked last
is ranked first
contains all
contains any K Cancel
does not contain
hegins with
ends with
List All is LIKE {pattern matchy
iz not LIKE (pattern match)
is prompted -
Administration  Sign Out
Untitled Home My Roles Catalog Favorites w Dashboards w New w Open w Signed InAS stevenjs w
v
New Filter x
Term Description o Plan Desc Student Enroliment Count
Column  Frimary Major Academi ¢
Operator iz not null v
Protect Filter
Convert this filter to SQL
Acatlemic Program Desc,
.
0K Cancel
List All
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Step Action

30. This filter is an exception to the "three elements" rule mentioned
earlier. The operator you selected implies that any value is acceptable.

Click the OK button.

0K

31. The last filter you need will limit the data to a short time frame.
You could use the Term Description column to create that filter.

But you can also use any other data column from the subject area,
even if that data column is not in your analysis.

32. To do so, you can use the "martini glass" button on the far right end of
the Filters bar.

Click the Create a Filter button.

T

33. The column you're looking for is not here.

Click the More Columns list item.
More Columns ..

34. Click the Down button of the scrollbar.

35. Click the Term dropdown button to activate the menu.
[ 3

36. Click the Academic Year list item.

E Academic Year

37. Click the OK button.
0K
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New Filter @ x

Column  Academic Year
Operator s equal to [ is in v
Value
Add More Options v Clear All
j Protect Filter

Comvert this fitter to SQL

OK | Cancel

javastript ivoid(0)

Step Action

38. You could select two academic years from the Value drop-down menu,

or you can simply type the values into the field. Use a semicolon (;) to
separate the values.

Enter "2016;2017" in the field.
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New Filter 9 x

Column  scadamic Year
operator s equal to [ is in ©
Value  2016:2017 v O
Add More Options v Clear All

C
| Protect Fitter

Convert this filter to SOL

0K Ccancel

Step Action

39. The semicolon (;) between the two values means or, as in this or that.

Click the OK button.
0K
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UAccess ANALYTICS TRAINING

Student Enrollment a Harne My Rales

Criteria  Results Prompts  Advanced

4 Subject Are.. O Tlv P

Y ¥ =

L3 cow- Student Records - ¢
4 3 - Student Records - 4 Selected Columns
Fact Glass Enroliment

Class Enroliment Docul Term Academic Programm

Academic Organization

£ Term Description £ 5" Academic Program Desc 43F

Academic Program
Campus
Class
Day Enrollment Add Dat
4 Filters
Day Enroliment Drop Dz
Enroliment Reason
ANDY Primary Major Academic Plan Desc is not null
ANDY Academic Yearis equalto/isin 2016 2017

Enroliment Status
Grade
Audit Grade

Grade Roster

vy v v v v v v VvVvVwvYwvywvwewy

Ingtruction hiode
4 Catalog »

List All A

» My Folders
» Shared Folders

Terrn Career Program Plan

£ Primary Major Ataderic Plan Desc 43

Administration  Sign Out

Catalog Favorites w Dashhoards w Mew Qpen w SignedInAs stevenjs v

= B 0

Fact Class Enrallment

Student Enraliment Count 43

T Academic Program Desc is equal tn/is in Eller College of Management

S ERX

Step Action

40.
filter to get a small button bar.

filter.

If you ever need to edit a filter, you can hover your mouse over that

With those buttons, you can edit, copy, paste, or delete any particular

41.
End of Procedure.
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Saving an Analysis

Procedure

UAccess ANALYTICS TRAINING drinistation  ign out
Untitled a Horme My Roles Catalog Favorites w Dashboards » Mew v Open v Signed InAs stevenjs v
Criteria | Resulls  Prompts  Advanced LR
4 SubjectAre.. O flv » T i mE
4 03 o8w-StuentRecords - O galacted Columns ® %
» Fact Class Enroliment
4 Class Enrollment Docul Term Acatermic Prograrm Term Career Pragrarm Plan Fart Class Enraliment
’ Academic Organization £ Term Description £ '8 Academic Frogram Desc £ £ Primary Major Academic Flan Desc £33 Student Enroliment Count £
» Academic Program
» campus
» B Class
» Day Enrollment Add Dat
» Day Enraliment Drop Dz A B % »
) i Enoliment Reason T Acadernic Program Desc is equal to fis in Eller College of Management
» Enrollment Status ANDY Primary hajor Academic Plan Desc is not null R
ANDY Acatemic Yearis equaltafisin 2016; 2017 S ig X
) B Grade ‘
» B Audit Grade
) B Grade Roster
» Instruction Mode -
4 Catalog »
List Al v
» My Faolders
» Shared Folders
Step Action
f . .
1. You've done enough work at this point that you should save your
analysis.
Click the Save button.
=
[ ]
2. Rather than save the analysis directly into the My Folders folder, you

could create a subfolder.

Click the New Folder button.

| )

3. Enter "Basic Workshop" in the field.

Click the OK button.
0K
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( Save As 9 x
Folders B- g Saen
1. Wy Folders My FoldersiBasic Workshop YOawE |y
1 » Subject Area Cor & Callege Employee HeadeountiF TE Count Comparison I
b E5 by Dashboard & College Emplayes HeadenuniFTE Gount Comparison - Grap
4 Agents & Student Enraliment
» [ [Basic Workshop & Student Enrollment Count
» Budget o
i vsturjamEmnHmantCnum-Grapheu
I » College Admin Te
| » Dashboatd Prar
1 » Drafis
» DsDs D
» Early Alert
» Eller
» Employee Analys
OK Cancel
Step Action
5. Now name the analysis.
Enter "Student Enrollment" in the field.
6. You could also give the analysis a description.
7. Click the OK button.
OK
8. Notice that the analysis is now named Student Enrollment in the
upper left-hand corner of the screen.
9.
End of Procedure.
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Procedure

You've created, filtered, and saved the analysis. It's time to look at the results.

Step Action

1. While you've been creating and filtering the analysis, you've been
working on the Criteria tab.

Click the Results tab.

Fesults

UAccess ANALYTICS TRAINING aminIsraion  Sign out
Student Enrollment a Home My Roles Catalog Favorites w Dashboards » MNew w Open w SignedInAs stevenjs w
Criteria | Results | Prompts  Advanced LR L
4Subjectare O flv ®» Bv Pv fo My B o by 29 R mH B %S F
4[] c8W-student Records - ¢ - Compound Layout
» Fact Glass Enroliment M & X
» Class Enrollment Dacul Student Enrollment
3 Acatleric Organization W m A X
» Academic Program
) Campus Term Description Academic Program Desc  Primary Major Academic Plan Desc  Student Enroliment Count
» Class Fall 2015 Eller College of Managerment  Accounting 324
» i DayEnroliment Add Dat Alticana Sludies 2
» Day Enroliment Drop Ds Agribusiness Evonomics & Momnt 10
N Enroliment Feason Agriculiural Tech Mgmt & Educ 1
Animal Sciences 1
» Enroliment Status P
» Anthropalogy 1
4 Catalog » Bioinforrmatics 1
List Al - Biolagy B
Business Administration 85
» My Folders
Business Economies 108
b Shared Folders
Business Management 934
Care, Health and Saciety 3
Chemical Engineering 2
4 Views oy # 1> Chemistry T
Title
£ Table .
b Selection Steps
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2. The layout of the Results tab is similar to what you saw on the Criteria
tab.
There's a Subject Areas pane in the upper left. It lists the contents of
the Subject Area, just as it did on the Criteria tab.
Below that is a Catalog Pane. That pane is related to the general
Catalog, but the Catalog Pane only shows filters.
In the lower left, you can see a Views pane. That views pane lists all of
the views that are available in this analysis. By default, you will see the
Title and Table views.

3. On the right, you see the Compound Layout pane, which includes the
analysis you created.
In that analysis, you can see the Title and Table views, which are the
default views you noted in the Views pane.
The table contains data in the four columns you added to the analysis.

4, You won't need the Catalog pane, so you can collapse it. You'll be able
to see more of the Subject Areas pane.
Click the Catalog dropdown triangle.

41

5. Take a closer look at the analysis in the Compound Layout pane. By
default, you'll see about the first 20 rows. You can scroll down further
into the analysis, if you wish.
Click the Down button of the scrollbar.

6. You can continue scrolling until you reach the bottom of the analysis.

Click the Down button of the scrollbar.

-
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Administration  Sign Out

Student Enrollment a Home Wy Roles Catalog Favorites w Dashboards w New w Open w Signed InAs stevenjs w
Criteria | Results | Prompte  Advanced = 0
4SubjectAre. O flv » Sv v fo By &S kv W EH mh B YW @ ¥
CEW- Student Recards - ¢ -, Compound Layout
» Fact Class Enroliment Title M # X
» Class Enroliment Docul Student Enrollment
» Academic Organization Table W A X
» Academic Program
) Campus Term Description Academic Program Desc  Primary Major Academic Plan Desc  Student Enroliment Count
4 Class Business Economics 18
» Day Entoliment Add Dat Business Management 61
» Day Enroliment Drop Dz Communication 7
» Enroliment Reason Criminal Justice Studies 1
» Enraliment Status “ EastAsian Studies 1
» Grade Economics 4
3 Audit Grade Finance 51
» Grade Roster General Studies 1
» Instruction Mode Management Information Systems 33
. . M Marketing 73
Mo Major Selected Lir Art Sei 4
b Catalog »
Pre-Buginess 321
4 Views Iz v Pre-Retailing & Consumer Sci 1
Title Public Management & Palicy 1
£ Table
b Selection Steps
Step Action
7. You can also scroll back up to the top of the table, of course.
Release the mouse button.
UAccess ANALYTICS TRAINING pdminisiaion  Sign Out

Student Enrollment a Harne My Rales Catalog Favorites w Dashboards »
Criteria = Resufts Frompts  Advanced
48ubjectare.. O fly » Hv v BBy &2 kv 3R mH B Y £l
4 07 cow-Student Records - ¢~ Compound Layout
» Fact Class Enroliment The WA X
3 Class Enrollment Docul Student Enrollment
» Acadernic Organization Takle M m S X
» Acadernic Program
» Campus Term Description Academic Program Desc Primary Major Academic Plan Desc  Student Enroliment Count
» im Class Fall 2015 Eller Gollege of Management  Aceaunting 324
b fim Day Enrollment Add Dat Alficana Studies z
» Day Enroliment Drop D: Agribusiness Economics & Mgmt 10
R Enroliment Reason Agticultural Tech Mgt & Educ 1
» Enroliment Status 0 Animal Selences !
Anthropalo 1
4 Grade polay
; Bioinformatics 1
» Audit Grade
Biology 5
» Grade Roster
Business Administration B5
4 Instruction Mode
- Business Economics 106
L BUsiness Management 334
» Cataleg » Care, Health and Society 3
4 Views Chermical Engineering 2
Chemistry 1
Title -

= Table

F Selection Steps

Mew

Qpen v

SignedInAs stevenjs v

= B 0
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that's in the analysis.

you created the analysis,

As you scrolled through, you might have noticed some of the data

Although you added the Academic Program Description column when

it really doesn't add any useful data to the

report. You can get rid of that column.

Right-click the Academic Program Desc column header.

Academic Program Desc

UAccess ANALYTICS TRAINING

Administration  Sign Out

Student Enrollment a Harne My Rales Catalog Favorites w Dashboards » Mew v Qpen v Signed In &S stevenjs v
Criteria | Results =~ Prompis  Advanced L)
4 SubjectAre.. O tlv » Hv v (g By & & by 298 m5 B % el | ¥
4[5 csw-StwdentRecords - ¢ Compound Layout
» Fact Class Enrallment A .'~ »x
} i Class Enraliment Docul Student Enrollment
» Acadernic Organization 4 m £ X
» Acadernic Program
» Campus Term Description Academic P T Sort Golumn ¥ ademic Plan Desc  Student Enrollment Count
b B Class Fall 2015 Eller Gollesl  yqsp only » 324
b Day Enroliment Add Dat Remove 3 :
» Day Enrollment Drop D Add Members. pamics & Mgmt 1o
\gnit & Educ 1
» m Enroliment Reason Add Custor Calculated ter
» Enroliment Status !
Show Subtatal » 1
» Grade
Show Row level Grand Total — » 1
» Audit Grade
Exclude colurmn ]
» Grade Roster
, iiration B4
¥ Instrustion Mode Move Column
- BUsiness Ecanamics 106
L BUsiness Managerment 334
»
» Cataleg Care, Health and Society 3
4 Views v & 1> Chemical Engineering 2
Chemistry 1
Title -

= Table

F Selection Steps

Step Action

9. Click the Exclude Column list item.

Exclude column

10.
from the analysis.

The Academic Program Description column has now been excluded

Excluding a column doesn't delete that column, nor does it simply hide
the data from view. Exclude means that a column has been removed
from a specific view, and has been put to the side for possible use later.
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11. One more thing about the data. As you were scrolling through, did you
notice how the data was sorted in the table?

Every analysis you create in Analytics has a default sorting order. By
default, the data in the analysis is sorted by the left-most column first,
then by the second column, then the third column, etc.

This analysis is sorted first by Term Description. Is the data is
chronological order, alphabetical order, numeric order, or some other

order?

12. The data is in alphabetical order. Since the individual pieces of data in
that column begin with a letter, the data has to be in alphabetical order
by default.

If you wish to order the data in the analysis chronologically, you need
to add another column of data. You should do that right from the
Results tab.

Click the Down button of the scrollbar.

-

13. The particular data column you would typically add is the "other"
version of the column causing the problem.

In this case, it's the Term Description column causing the issue. The
solution to the issue is to add the Term Code column.

Click the Term dropdown button to activate the menu.

14. Find the Term Code column and drag it into the analysis.

Once you see the vertical blue bar highlighting the place you want to
drop the column, release the mouse button.

Release the mouse button.
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Administration  Sign Out

Student Enroliment a Horme  MyRoles  Catalog  Favortes w Dashboards v Mew v Qpen v Signed In &S stevenjs v
Criteria | Results ~Prompts  Advanced & B @
O iy ? Ev v B & & Ik VR mm B W el |

4 Subject Ate..
= Compound Layout

Student Enroliment Cha

Student Group A & X

Student Enrollment

LA Vet Cerlification

»
»

b m Studentincomplste
» A m & X
4

Term
Term Code  Term Description  Primary Major Academic Plan Desc  Student Enroliment Count

p 8 Term Code
2154 Fall 2015 Accounting 324
b CE Term
Afticana Studies 2
p 8 Term Description
Agribusiness Economics & Mgmt 10
b5 Term Group
Agricultural Tech Mgt & Educ 1
b5 Academic Year .
Animal Sciences 1
§ Academic Career Gt ¥
P Anthropology 1
b 8 Academic Gareer Bininfarmatics i
b & Academic Career De Biology 5
b G Institution Code Business Administration 84
b ZE Insfitution < Business Economics 106
L Busingss Management 334
» Cataleg » Care, Health and Society 3
4 Views ev # "> Chemical Engineering 2
Chemistry 1
Title -

= Table

F Selection Steps

Step Action

15. The Term Code column has been added to the left side of the table.

Scroll up and down through the table. You'll see that all of the data is
now in order chronologically, thanks to the Term Code column.

Click the Down button of the scrollbar.

-

16. Unfortunately, the values seen in the Term Code column can be
confusing. People unfamiliar with term codes won't necessarily

understand that "2155" refers to the Winter 2015 term.

Fortunately, you can hide that data column so you don't have to look at
it. You will do that in the next section.

Click the Up button of the scrollbar.

| &
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Student Enrollment a Home Wy Roles Catalog Favorites w Dashboards w New w Open w Signed InAs stevenjs w

Criteria | Results

b Catalog

4 Views

Title

%53 Table

Sludent Enrallment Cha

Student Group [al # X
Student Incomplata Student Enrollment
UA Vet Certification [A] EE & X
Term
—— Term Code Term Description Primary Major Academic Plan Desc  Student Enroliment Count
Brm Code
2154 Fall 2015 Accounting 324
Term
Afticana Studies 2
Term Description
Agribusiness Economies & Mami 10

Term Group

Aaricultural Tech Momt & Educ 1

Arademic fear Animal Sciences 1
Acaderic CareerCc ¢ Anthropology 1
Academic Career Bloinformatics 1
Academic Career D Siolagy 5
Institution Cade Business Administration 65
Institution - Buginess Exonomics 108
L Business Management 334

B Care, Health and Society 3

v & w1 » Chemical Enginesring 3
Chemistry 1

Prompts  Advanced &R (2]

, ey ? B 2y oy B o by BRBR = B Y el |

Compound Layout

b Selection Steps

Step

Action

17.

Now that you've made some changes to the analysis on the Results
tab, take a look at the changes that have been taking place on the
Criteria tab.

Click the Criteria tab.
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Student Enrollment a Harne My Rales Catalog Favorites w Dashboards » Mew v Qpen v Signed In &S stevenjs v
Criteria | Results  Prompts  Advanced L)
4 SubjectAre.. O flv » ¥ 7 mE
Student Aftribute -
4 Selected Columns @ %
Student Email
Student Phone
Term Academic Program Terrn Career Program Plan Fact Class Enrollment Term
Student Address - - . -
% Term Description £ "% Academnic Program Desc 48 '3 Primary Major Acadernic Plan Desc 4F Student Enroliment Count £ & Term Code 4%
Session
Student Cohart
Student Enrallment Cha
Student Group
4 Filters T % »

»
»
»
»
»
3
»
»
»
3
»
»
»
»
»
»
»
»
3
»
»

b Catalog

Student Incomplets

UAvet Cerfification

Term

T Academic Program Desc is equal to /13 in Eller College of Management
ANDY Primary Major Academic Plan Desc is not null
ANDY Academic Year is equalta fis in 2016, 2017
.

Acadermic Standing

Admissions Charactarie

Dates and Terms

Demographics

IPEDS

Student Profile Student

Term Academic Level

Tetm Career Prograrm P

Term Characteristics

MyAnaldics Lists

»

Step

Action

18.

There are two things to note here:

1. The Academic Program Desc column is still in the analysis. That's the
column that you Excluded from the table. "Exclude" does not mean
"delete."

2. The Term Code column that you added on the Results tab is present,
but note that it's on the far right side of the row of data columns.
Where did you add that column on the Results tab?

When you moved from the Criteria tab to the Results tab that first
time, the system created a “disconnect” between the two tabs. The
same data columns must exist on both tabs in some fashion, but the
order of the columns and how and whether you can see them is
determined elsewhere.

19.

Click the Results tab.
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Student Enrollment a Home Wy Roles Catalog Favorites w Dashboards w New w Open w Signed InAs stevenjs w
Criteria | Results | Prompte  Advanced bt L
4Subjecthre.. O flw ®» Gy Pv fo By K6 kv VR mh B Y el |
» Student Attribute ~  Compound Layout
» Student Email N
» Student Phone Al " x
Student Enrollment
» Student Address
» Session Wom s X
4 Student Cohort Term Code Term Description  Primary Major Academic Plan Desc  Student Enrolliment Count
4 Student Enroliment Cha 2154 Fall 2015 Accounting 324
4 Student Group Afticana Studies 2
4 StudentIncomplete Agribusinese Economics & Mamt 10
» LA Vet Cerlification Aaricultural Tech Momt & Educ 1
4 Term Animal Sciences 1
p & Term Code i Anthropology 1
b CE Term Bininfarmatics 1
» 8 Term Description Bialagy 5
b B Term Group Business Administration 65
p B Academic Year - Business Evonomics 108
L Business Management 334
b Catalog » Gare, Health and Society 3
4 Views e v /‘ uy » Chemical Engineering 2
Tite Chemistry T
£ Table
b Selection Steps

Step

Action

20.

Having made a few changes, you should once again save your analysis.

Click the Save button.

21.

Those are the basic steps for excluding and adding data columns in the
Results tab.
End of Procedure.
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Procedure

You can change the structure and functions on the table by editing the table.

Step Action

1. Additional changes can be made to the table, but those changes are
better made within the structure of the table.

Locate the "pencil" button in the upper-right corner of the table. That's
more properly called the Edit View button.
Click the Edit View button.

s’

#

UAccess ANALYTICS TRAINING AdminIsraion  Sign out
Student Enrollment a Horme My Roles Catalog Favorites w Dashboards » Mew w Open v SignedInAs stevenjs v
Criteria | Results = Prompts  Advanced L o
A Table Editinafrom: " Compound Layout' | Done: Revert
48ubjectare.. O flv » G+ vy UYeh 9 PVWE m B 7
4 {3 CEW- Student Records - G
TermCode Term Description Primary Major Academic PlanDesc  Student Enroliment Count
4 Fact Class Enrollment
2154 Fall 2015 Aceounting 324
» Class Enroliment Docul
Africana Studies 2
» Academic Organization
Agribusiness Economics & Mgmt 10
» Acatemic Program
Agricultural Tech Mgmt & Educ 1
» Campus
Animal Stiences 1
Cl
4 ass Anthropology 1
> Day Enraliment Add Dat Bioinfarmatics 1
» Day Enrollment Drop Dz Biology 5
4 Entaliment Reasoh
« 4 Layout
4 Enroliment Status
4 Grade
Table Prompts
b Audit Grade s B m
» Grade Roster
b fm Instruction Mode Sections B @
» Location
» Outreach Classification Table g
r Frogram Action Columns and Measures BH m
» Program Action Reason
. Flecowc Ciobn h Term Term Career Prooram Plan Fact Class Enraliment M
» »
b Gatalog » b Selection Steps
javaseriptrveid(nul)
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2. You've moved from the Compound Layout screen into the inner
workings of the table.

In the upper-left corner, you can see that you're editing the table.
Below that pencil icon, you can see you still have access to the Subject
Areas pane and the Catalog pane.

On the right, you have a preview pane. Below that you see the layout
pane, with a number of different areas in it.

3. In the Layout pane, you have a Table Prompts area and a Sections
area. More on those in a moment.

You also have a Table area that has a large Columns and Measures box
in it. That box contains most of the data columns you added to the
analysis.

Below that is an Excluded area that contains the Academic Program
Desc column. That's the data column you excluded earlier using the
right-click function on the Results tab.

4, Before we started editing the table, you'd added the Term Code data
column to the left side of the table.

Because the values in that column can cause confusion, you might hide
the Term Code column.

Click the More Options button.

0
5. Click the Hidden list item.
Hidden
6. Once the Table Prompts area is highlighted by the blue box, you can

drop the data columns.

Release the mouse button.
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b Acadernic Organization Accounting B
N asadsric Program Adricana Studies 2
Agribusiness Economics & Mgmt 10
» Campus
Agricultural Tech Momt & Educ 1
» Class
Animal Sriences 1
» Day Enrollment Add Dat
Anthropology 1
» Day Enroliment Drop D&
Bininformatics 1 -
3 Enroliment Reason
. 4 Layout
» Enroliment Status
» Grade
Table Prompts
» Audit Grade vs B m
4 Grade Roster Tetrm
4 Instruction hode O em Description T
» Location
Sections [ @@
» Qutreach Classification
» Program Action
» Program Action Reason Table R
. [, . P :
b Catalog » b Selection Steps

Step

Action

7.

Take a look at what you've wrought. Creating a Table Prompt means
you get a drop-down menu containing the values that used to be in the
Term columns when the column was a column!

Click the Term Description drop-down list.
Fall 2015

|

The user can decide which term they'd like to look at.

Click the Winter 2015 list item.
bvinter 2016 |

Now you're seeing data for Winter 2015.

Click the Term Description drop-down list.

Winter 2014
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My Roles Catalog Favorites w

» Fact Class Enroliment
i i winter 2015

» Class Enroliment Docul Primary Major Acad pring 2016 Student Enroliment Count
» Academic Organization Accounting Summer 2016 34

Business administra o 2016 6
> Academic Program “ininter 2016

Business Econornic Spring 2017 12
4 Carmpus Summer 2017

BUSiNEsS Managemant 56
» Class

Criminal Justice Studies 2
» Day Enrollment Add Dat

Economics [
4 Day Enraliment Drop De

Finance 53
» Enrollment Reasan

« 4 Layout

» Entoliment Status
4 Grade

Tahle Prompts
4 Audit Grade s B B
» Grade Roster Term
4 Instruction Mode & B/ | term Deseription $F
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4 Outreach Classifieation
> Program Action
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3

F Catalog »  » Selection Steps

Administration  Sign Out

Dashhoards w Mew w Qpen w SignedInAs stevenjs v
=B 0
Editing from: " Campound Layout" Done Revert

Step Action

10. And you can switch back to Fall 2015.

Click the Fall 2015 list item.
Fall 2015

11. Why did you have to move both of the Term columns into the Table
Prompts area if you're only able to see the Term Description column?
What purpose does the Term Code column serve?

12. One view of the data you lost when you moved the two Term columns
into the Table Prompts area was the ability to see all of the data at one
time, or in one list.

You can add one thing to the Table Prompts area that will give the
report viewers the ability to see a version of all the data again.
Click the Totals button.

13. If you think the report viewers would typically like to see the totals first
and occasionally review individual terms, select the Before option.

If viewers would most likely be interested in individual terms, and only
occasionally be interested in totals, select the After option.

Click the Before link.

W Before
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14. Note the check mark on the Totals button in the Layout pane.

Fall 2015 A

Click the Term Description drop-down list.

UAccess ANALYTICS TRAINING AdminIsraion  Sign out
Student Enrollment a Home My Roles Favorites w Dashboards » MNew w Open w SignedInAs stevenjs w
Criteria | Results | Prompts  Advanced LR 0
A Table Editinafrom: " Compound Layout' | Done: Revert
JSubjectAre- O flv ¥ G+ By M 9 3 WR @G w
na
4y C8W-StudentRecords - C Term Description Fall 2015 v
» Fact Class Enrollment
i i Fall 2015
N Class Enroliment Docur Primary Major m:zmwmEr s Student Enroliment Count
» Acadernic Organization Accounting Spring 2016 32
Africana Studies SN 2
» Acadernic Program Fall 2016
Agribusiness Econolfinter 2016 10
' campue Agriculiural Tech b L Ay 1
ricultural Tech higy
b fm Class 9 Slsummer 2017
Animal Sciences 1
> Day Enraliment Add Dat
Anthropology 1
3 Day Enraliment Drop Dz
Biginformatics 1 <
» Enroliment Reason
« 4 Layout
» Enroliment Status
» Grade
Table Prompts
b Audit Grade s B om
» Grade Roster Term
4 Instruction Mode B OE | em Description 5
» Location
Sections 5 @
» Outreach Classification
» Frogram Action
» Program Astion Reason Table G
. [, . P v
b Gatalog » b Selection Steps

15. A new All Values item has been added to the top of the list. If you'd
selected the After option, the new item would be at the bottom of the

list.

Wl values

Click the All Values list item.
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N academic Program Aerospace Engineering 1
» Campus Africana Studies 3
» Class Agtibusiness Economics & Mgmt 30
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» Enrollment Reason
4 4 Layout
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Step Action
16. The table now shows you combined values for all of the different terms.
Be careful using the word total in this situation. What you're seeing in
this table are not totals. The numbers from the Accounting major for
each academic term, for example, are not simply added together.
The number of Accounting students you see in the All Values version of
the table represents a distinct count of Accounting students pulled
together from the eight academic terms available in this analysis. If
you were to list the student's names, you'd see the given number of
unique names.
If you added up or summed the numbers of Accounting students from
each term, you'd see that there were over 2000 seats filled up in
Accounting classes. Those seats were filled by the given number of
individual, unique students.
17. You can also add a grand total to the bottom of the table. To do that,

you need to click the Totals button in the Columns and Measures
area.

Click the Totals button.
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18. There's only one option here.

Click the After link.
After

19. You might have to scroll down in the preview pane to see the bottom of
the table.

Click the scrollbar.

20. Then you can scroll down in the table itself.

UAccess ANALYTICS TRAINING Aemiisalon  Sign u
Student Enrollment a Home My Rales Catalog Favorites w Dashboards w Mew w Qpen v Signed InAs  stevenjs v
Criteria | Resufts Prampts  Advanced =B e
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4 Subjecthre.. O tlw ® =4 v 2V R mEHm B 2
opEELIL LAy .
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» Fact Class Entaliment Studlo At 12
» i Class Enrolimant Docul Sustainable Buill Environments T
4 Academnic Organizalion Sustainable Plant Systems 1
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» Campus Urban and Regional Development 139
» Class eterinary Stignce 1
» Day Enrollment Add Dat eSociety 1
4 Day Enraliment Drop De Grand Total 9142
» Enroliment Reason
« 4 Layout
» Enroliment Status lable
» Grade
Columns and Measures
» Audit Grade B m
» Grade Roster Term Career Prograrm Plan Fact Class Enraliment
4 Instruction Mode £ Primary Major Academic Plan.. > | Student Enroliment Count 5
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N P . .
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21. You can see the total number of students taking classes at Eller during

the two selected academic years.

Once again, avoid using the word total in this case. That humber
represents a distinct count of students. Although there's no way to be
certain using the data you're seeing, you can bet that at least one
student took more than one of those classes at Eller.
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22. There is one other change you could make to this screen, if you wish.

Click the Table View Properties button.

Table Properties 9 x

Ste

O
Data Viewiny Fized headers with scralling content

Content paging
Maximum Width Pixels

Maximum Height Pixels

Display Folder & Column Headings  Only column headings v
Hull Values Include roves with only MUl values
Row styling Enable alternate styling A
Duplicate values Repeatin each row
Master-Detail Listen to Master-Detail Events

Event Channels

OK Cancel

Step Action

23. By default, tables in Analytics are designed to scroll under fixed
headers.

Some people prefer to have a paginated table.
Note: You will find separate instructions for this process on the Basics:
Scrolling Data or Paginated Data document on the UAccess

Community > Resources > Analytics web page.

Click the Content Paging option.

24. Click the OK button.
0K
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25. Now the table has paging buttons available. You could page through
the table 25 rows at a time, or expand the table to see all rows.

You could also set the table back to a scrolling table.

Click the Table View Properties button.

26. Click the Fixed headers option.
[
27. When you select this Fixed headers option, the default maximum width

for the table is 600 pixels. The default maximum height is 700 pixels.

The maximum values for those fields are 2880 pixels wide and 1800
pixels tall.

Click the OK button.
0K

28. You have a scrolling table again.
You've also made all of the changes you need to make.

Click the Done button.
Done

29. You should take this opportunity to save your analysis.

Click the Save Analysis icon.

30. You're nearly done with this analysis.
End of Procedure.
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Finishing Up

Procedure

There are one or two things left to do to complete this analysis.

Step Action

1. The default version of any analysis has just two views: the Title view
and the Table view. You can see those views listed in the Views pane in
the lower left.

You should add at least one more view to all of your analyses to make
them complete, and make them easier for any viewer to understand.

Click the New View button.

Il ~

2. The view you should almost always add is the Filters view. Adding this
view will put a picture of the analysis filters at the bottom of the
Results screen.

That picture lets the users see how the analysis has been filtered,
which is almost always a good idea.

Click the Filters list item.

T Filters
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UACCESS ANALYT]CS TRAINING Administration  Sign Out

Student Enroliment a Horme  MyRoles  Catalog  Favortes w Dashboards v Mew v Qpen v Signed In &S stevenjs v
]

Criteria | Results Prompts  Advanced

ssupjectare. O fiv ? v Pv &y B kv 3V R mE B WOk @

4 07 cowW-Student Records - ¢, Compound Layout

e
4 Fact Class Enrollment -
» Class Enrollment Docul Primary Major Academic Plan Desc Student Enrollment Count
» Academic Organization Accounting o18
R scademic Program Aerospace Engineering 1
» Canmpus Afficana Studies 3
, Class Agribusiness Economics & Mgt 30

Agricultural Tech Mgmt & Educ
4 Day Enraliment Add Dat

American Indian Studies 2
» Day Enrollment Drop D
Pnimal Griences 4
» Enrollment Reason
Anthropology 3
4 Enroliment Status [
Applied Science 1
4 Grade
At History 1
» Audit Grade
Astranarmy 2
» Grade Roster
Biochemistry 1
Instruction Mod
' netstien feds - Bininformatics 1
» Biology "
b Catalog »
) N A £ X
4 Views lev & " » [a] 4
= Academic Program Desc is equal to /isin Eller College of Management

Title and Primary Msjor Academic Pian Dese is not null
and Academic Year is equal to 2016, 2017

Tahle

-
T Filters .
F Selection Steps

Step Action

3. There's that image of the filter.
You've created a nice, simple analysis.
Be sure you save your work!

Click the Save button.
s

4, Good job!
End of Procedure.
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Exercise - Creating a New Analysis

Scenario: Your boss has asked you to create a very simple analysis. She would
like to see a listing of all the colleges on campus, along with a count of their
employees and a count of their FTE positions. The list should be sorted to show
the colleges with a greater number of employees at the top.

Objectives: The following objectives are intended to be accomplished with
minimal input from others. You are, however, allowed and encouraged to ask
questions for clarification, direction, and assistance. There are hints or additional
instructions listed in italics at the end of some steps.

e Create a new basic analysis.

e Create a basic filter for that analysis.
e Add a new view to the basic analysis.
e Save the analysis.

Two Questions Before You Begin:

1. You have an analysis on your screen already. What, if anything, must be done
with that report before you start creating a new one?

2. Provided you have a plan in mind for your analysis, what's the very first step
you should take in Analytics when you need to create a new analysis?

Step-by-Step Instructions:

1. Create a new analysis using the HCM - Employee Profile subject area.
2. Add these three data columns:

e Department > College Name for Job Department
e Measures > Counts > Employee Headcount
¢ Measures > Counts > Employee FTE - Total

3. Add a filter to limit the data to just the various colleges on all campuses. Do
not include any auxiliary departments like Parking & Transportation. If you select
all of the colleges, you will end up with about 19 rows of data in your analysis.

4. Order or Sort the information properly. Read the last sentence of the scenario
at the top of this page for a big hint.

5. Edit the Column Properties and format the data such that any numbers in
the report are displayed with two decimal places. This step is optional.

6. Look at the Results.
7. Add the Filters view.

8. Save the analysis in your Basic Workshop folder as College Employee
Headcount / FTE Comparison.
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A table of data is useful. Adding a graph to the analysis can help viewers get a better
idea of any trends in enrollment.

Step

Action

those

When you use the New View button in the Views pane, the system
takes you directly into editing mode. This is usually the best option for

views that contain data.

Click the New View button.

s +

4 Subject

[N

Y v Y Y Y Y OYT VYT Y VYTVYTVE VW

b Catalog
4 Yiews

Title
£ Table

—
T Filters

03 cew-

Criteria | Resuts Prompts  Advanced
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Title:
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/
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= @

Step

Action

Analytics can recommend different views for you. In this case, you're
looking for a graph view that will help display trends in enrollment.

Hover your mouse over Recommended Visualization for
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Step Action

3. There are several options here, each of which will launch a different
type of graph or provide a different list of graphs from which to choose.

The offerings are dependent upon the type of data available in the
subject area you're using. The list you see here is typical.
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Step

Action

The choice is obvious. You are trying to create a graph that will show
trends in student enrollment over time.

Click the Analyzing Trends list item.

Analvzing Trends

ar falling owvet tirne

j:/ Determine whether values are rising

|; Line (Recommended)

Even within the trends option, there are options. The most-often-used
type of graph for showing trends is the line graph.

Click the Line Graph list item.
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4 Frograrm Action R”W”v Lines (vertical Axis) Group By (Horizontal Axis)
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Step Action
6. Similar to the edit screen for a table, this edit screen for a graph has
several panes.
There's the ubiquitous Subject Areas pane on the left, with the Catalog
pane below it. On the right is the Preview pane, with the Layout pane
below.
In the Layout pane, you see the Graph Prompts and Sections areas.
You also see the Line Graph area, which has a Measures section and a
Line section. These two sections of the Line Graph area are what
actually create the graph. The other areas are supporting areas.
At the bottom is the Excluded area.
7. The system tried to create the graph for you, but it's not always as

successful as you might wish.

columns to create the graph you need.

icon.

In this instance, the data columns seem to be scattered randomly
around the different areas. It's your job to realign or move the data

One thing that's important to note is that the data column represented
by a yellow icon -- a measure -- has automatically been placed in the
Measures section of the Line Graph area. The Measures section is
where any data column that contains numeric data that you wish to
measure or display should be placed, regardless of the color of the
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8. Since you're creating a graph to show trends of student enroliment
over time, any data columns that fit those two categories should be in
the Line Graph area.
The Term Code column is already in place in the Line section of the Line
Graph area. Now drag the Term Description column out of the Graph
Prompts area and into the Line section of the Line Graph area. Place
the column below the Term Code column.
Release the mouse button.
9. You can see that the system is now showing a real graph in the Preview
pane.
There are more data columns to move. Drag the last column out of the
Graph Prompts area and drop it in the Excluded area. Do the same with
the Academic Program Desc data column from the Line box.
Then collapse the Layout pane.
Click the Layout Pane Collapse button.
4L
UAccess ANALYTICS TRAINING Administration  Sign Out
Student Enrollment - Graphed ' Home  MyRoles  Catalog  Favorites w Dashboards v Mew v Open v Signed InAs  stevenjs v
Criteria Resuits Prompts  Advanced H F;‘ e
o Graph Editing frorm: " Gompound Lavout” | Done Revert
4Subjecthre.. O flw » & By Weh & BUWER m hE P |fuev Zpefauty WDV
4 [ CEW- Student Recards - G Student Enroliment Count
» FactClase Enroliment 7000
» Class Enraliment Docul 6,000
) iim Academic Organization S som
» Acadermic Program E 4000
» campus =E o0
» Class g '
» Day Enroliment Add Dat 7
» Day Enrallment Drop Dz 1,000
' Enruliment Reason F ﬂzms 5 206 Fall 2016 B 207
» Entollment Status B i witer201s T Summer 2016 witer2nte Summer 2017
R rads Term Description
» Audit Grade
» Grade Roster
» Instruction Mode
» Laocation
» Outreach Classification
» Program Action
» Program Action Reason -
. Norin riniin . T b Layout
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10. With the Layout pane out of the way, you can see the graph. It's pretty
good as it is, but there are a few things you can do that would make it
better.

You can make the graph taller, remove the graph title, and modify the
title on the horizontal axis.

All of those things can be done by modifying the graph properties.

11. The Graph Properties button is near the middle of the button bar,
above the graph.

Click the Graph Properties button.

Graph properties @ x

General I Style  Scale  Titles and Labels

Carwvas Width  B40  Pixels

Canvas Height 330  Piels

Legend Default (Right] w

Zoom and Scroll Enable for Harizontal Axis
Enable for Vertical Axis

Master-Detail (| Listen to Master-Detail Events

Event Channels

Null Values Include Null values

Animation ¥ Animate graph on Display

OK  Cancel

Step Action

12. There are four tabs on this screen. You'll use the General tab and the
Titles and Labels tab.

Change the height of the graph first.

Enter "500" in the Canvas Height field.
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13. Close this screen to see the change you made.

Click the OK button.
0K

14. The graph is definitely taller.

Click the Graph Properties button.
buyz]

15. Click the Title and Labels tab.
Titles and Labels

Graph properties 9 x

General Blyle Scale  Titles and Labels

Graph Title
Title m
¥ Use measure name as araph title
Axis titles
Vertical Axis HA
¥ Use measure name as axis lite
Horizontal Axis i
¥ Use eolumn name as axis title
Labels
Legend A
Vertical Axis Labels i
Horizontal Axis Labels 3
Data Markers &
OK  Cancel |
Step Action
16. You can remove the graph title. Just uncheck the box and leave the

field blank.

Click the Graph Title checkbox.
v
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Step Action

17. You can change the value for the Horizontal Axis title.

Click the Horizontal Axis checkbox.

e

18. Enter "Term" in the field.

19. Click the OK button.
OK
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» Day Enroliment Drop De E
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» Enroliment Status ”
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» Program Action Term
» Program Action Reason e
nnnnnnnnnnnn - . T b Layeut
F Catalog »  » Selection Steps

javascriptivoid(nul)

Step Action

20. When you've made all of the desired changes -- or all of the changes
you're able to make -- you're done.

Click the Done button.

Done

Page 72




University Analytics Training Guide
.| & Institutional Research

UAccess ANALYTICS TRAINING AainIStaon  Sign out

Student Enrollment a Home Wy Roles Catalog Favorites w Dashboards w New w Open w Signed InAs stevenjs w
Criteria | Results  Prompts  Advanced B E e

|

4Subjecthre.. O flw ®» Gy Pv fo By K6 kv VR mh B Y el |3

[.

4 [ CEW-Student Records - ¢ & Compound Layout

» Fact Class Enroliment 1w £ X
» Class Enrollment Docul Student Enrollment
» Academic Organization Wom s X
» Academic Program
Term Description All Values A4
» Campus
» Class Primary Major Academic Plan Desc  Student Enroliment Count
3 Day Enraliment Add Dat Accounting 616
» Day Enroliment Drop Dz Agrospace Engingering 1
» Enroliment Reason Afticana Studies El
» Enrallment Status W Agribusiness Economics & Momt 30
» Grade Agricultural Tech Mgmt & Educ 1
» Audit Grade American Indian Studies 3
Gfnh
b i Grade Roster Animal Gciences 1 d
» Ingtruction hiode Anthropology 3
- Applied Science 1
»
Art History 1
b Catalog »
Astronomy 2
aviews = |[zw S U0 P Biochernistry 1
Tile Bioinformatics 1
Erabie Bislogy "
EFIIIEIE
b Selection Steps
1l Gragn

Step Action

21. You've created the graph. Now you can drag it from the Views pane
into the Compound Layout pane.

i Graph
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Step

Action

22.

Watch for the blue bar so you'll know when to drop the graph. In this
instance, you want the blue bar that's touching the right side of the
table.

Release the mouse button.
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Step Action

23. There's your graph in place! Good job!
There's one more change you could make, however.

What change might you wish to make to the labels on the horizontal
axis?

Click the Criteria tab.

Criteria

24. Removing or hiding the Term Code in the graph can only be done by
changing the Column Properties for that data column.

Click the Options button.

0

25. Click the Column Properties list item.

@® Column Properties

26. Click the Column Format tab.

Column Faormat
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columh Properties @ x

Slyle | ColumnFormat | Data Formal  Conditional Format  Interaction

Headings Hide

Folder Heading

Colurnn Heading
n Custam Headings Er
Contains HTML Markup
Value Suppression

XX 5

XX
xxxx | (XX
*x XX

® Suppress Repeat

OK | Cancel

Step Action

27. The Hide checkbox is in the upper right corner.

Click the Hide checkbox.
Hide

28. Click the OK button.
0K

29. Click the Results tab.

Fesults
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Step Action
i .
30. You've successfully created, added, and modified the graph.
Save the analysis with a new name.
Click the Save As button.
L
[Fl
31. The system opened the Save As screen to the correct folder. Now give

the analysis a name.
Without removing the existing text, just add a few words to the name.

Enter " - Graphed" in the field.

32. You could add descriptive text, if you wished.

Click the OK button.

0K

33. That's all there is to adding a graph.
End of Procedure.
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Exercise - Adding a Graph

Scenario: Your boss likes the analysis you created for her earlier. Now she'd like
you to add a graph to the analysis.

Objectives: The following objectives are intended to be accomplished with
minimal input from others. You are, however, allowed and encouraged to ask
questions when needed for clarification or direction.

Add a new graph to the analysis.

Arrange the data columns properly on the Layout pane.
Format the graph properly.

Add the graph to the Compound Layout pane on the Results tab.

Step-by-Step Instructions:
1. Open the analysis you created in Exercise 1 - Creating a New Analysis.
2. Add a New View: Graph > Bar > Horizontal.
3. Edit the graph properties:
On the General tab:
a. Increase the height of the graph to 400 pixels.
b. Move the legend and put it above the graph.
On the Titles and Labels tab:
c. Remove the graph title.
d. Modify the vertical axis title to read "Colleges."
e. Modify the horizontal axis title to read "Counts."
f. Click Done.

4. Move the Graph View into the Compound Layout pane. Place it on the right
side of the Table View.

5. Save the modified analysis in your Basic Workshop folder as College
Employee Headcount/FTE Comparison with Graph.
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Creating a New Dashboard

Procedure

You've created four analyses. It's time to put them all together on your personal
dashboard.

Step Action

Click the Dashboards link.

Dashboards w

UAccess ANALYTICS TRAINING

Home

Administration  Sign Out

Home

a

My Roles Catalog Favorites w MNew w Open v SignedInAs stevenjs v
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Dashboards 4
Analysis and Interactive Reporting . » At
Analysis Dashboard More v @ My Dashhboard - Overview @ Security - My Utccess Ro Auditor fia...

Open Edit Mare w Open Edit More w ¥ Budget
Published Reparting (55 M Dashonar -Basic ork ¥ Decision Support Data System
Report Data Wodel Mare v = Open Edit Morew ¥ Employee
¥ External Reportin

Artionable Intelligence - poring
Agent Action Others Financial

o

7

Student Enrollment - Graph 2 Gentral - Accounts Payable

Open Edit More w

Student Enrollment

Open Edit More w E3] Central - Capital Assets
Report.Jobs

Student Census Analysic
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5 Central - Financial Management

Student Census Filter ey
Report Job History (]

Edit More w E5] Central - Labor Ledger

Get Started... Most Popular B3 Central - Pracurement and Conirac Services
[E5] RCM - Overview [E5] Financial Accounting - O B2 Central - Sponsared Projects ye
= " v = -
My UACEESS Roles and APL Open Edit tore Open Edit More E= central -Tax
= Buginess Manager Home ... (5] General - Financial Man: g central Perindic Reparts hi
UAccess Community Analytics Forum = Open Edit More w = Open Edit More w

B2 General - Financial Management
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Workshops and Training Tearn

E2] General - Purchasing Card
University Anahiics and Instilutional Research E General - Security
ES) General - Sponsored Projects

E2 General - Systern Moniloring

E5 General - Systam Value Sets
javascriptivoid(nul) v

Step Action

2. Click the My Dashboard list item.

=2] My Dashboard
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3. You may already have a number of dashboard pages created, or you
may have a completely empty dashboard.
Regardless, you will add a new page.
If you are starting on an empty dashboard, you can simply click the
Edit button in the center of the page. You could also start with the Page
Options button.
Click the Page Options button.
4, Click the Edit Dashboard list item.
# Edit Dashhoard
5. Click the New Page button.
6. You have the ability to either add pages or to add subpages to existing

pages. We're going to add a new page.

Note: For more information, review the Working with Dashboards:
Creating Pages and Subpages document from the UAccess
Community > Resources > Analytics web page.

Click the Add Dashboard Page list item.

Add Dashhoard Page
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My Dashboard

Column

Section

Alert Section

Action Link

Action Link Menu
Link ar Image
Embedded Gontent
Text

Folder

Home  MyRoles  Catalog

Add Dashboard Page

Page Name |

Page Description

Favarites w

Dashboards w

P

OK  Cancel

New w

Open v

Administration  Sign Out

SignedInAs stevenjs w

Step

Action

Enter "Basic Workshop" in the field.

Click the OK button.
0K
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UACCESS ANALYT]CS TRAINING Administration  Sign Out

My Dashboard Horme  MyRoles  Catalog  Favortes w Dashboards v Mew v Qpen v Signed In &S stevenjs v

E K mreew @rn W B @

Overview  Basic Workshop | Basic Workshop- Class  Intermediate Dashboard  Intermediate Workshop - Class  Dashboard Standards - Overview  Re®

4 Dashboard Ob...

Calumn

Section

Alert Section
Action Link

Action Link Menu
Link or Image
Embedded Content
Text

Folder
4 catalog

» My Faolders

» Shared Folders

My Dashioard: Ovarview = My Dashboard: Basic Workshop

Step Action

9. When you create a new dashboard page, that page is completely
empty.

On the left, you can see a Dashboard Objects pane. You could begin by
adding empty columns, sections, or other items to the blank
dashboard.

You can also see a Catalog pane on the left. You could also simply add
the desired content.

10. Where can you find the four analyses you created?

Click the My Folders dropdown button to activate the menu.

[]

11. Now locate and open the Basic Workshop folder.

Click the Basics Workshop dropdown button to activate the menu.

]

12. Grab the Student Enroliment - Graphed item from the Basic
Workshop folder, drag it into your empty dashboard, and drop it.

Release the mouse button.
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UAccess ANALYTICS TRAINING

My Dashboard

4 Dashboard Ob...

[cotumn ]
[sectont ]

Column

Home

My Roles

Overview  BasicWorkshop | Basic Workshop - Class  Intermediate Dashboard  Intermediate Workshop - Class

Catalog Favorites w Dashboards w

Dashhoard Standards - Overview  Re*

Administration  Sign Out

New w

EE &

SigredInAs stevenjs w

= % @

Open v

[sPreview  (BRun

Section
Alert Section

Action Link

Action Link Menu

ma X

Link or Image
Embedded Gontent
Text

Folder

4 Catalog
4 My Falders
» Subjert Area Contents
b E5 My Daghhoard
» Agents
4 Basic Workshop
& College Emplayee H
& Collene Employes H
& Student Enraliment
& Student Enroliment -
& Student Enroliment C

& StudentEnrallmentC
3

Wy Dashboard: Overdew = My Dashboard: Basic Workshop

Step Action

13.

When you drag any item from the Catalog pane onto an empty
dashboard or a new position on an existing dashboard, the system
brings a section and a column along with that item.

Sections and columns are dashboard objects that could be added
manually from the Dashboard Objects pane.

Anything added to a dashboard must be in a section, and any section
must be in a column.

14.

e Preview

Click the Preview button.

Take a look at what you've created so far.

15.

Click the Close button.

There's the analysis as it will look on the dashboard you're creating.
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UAccess ANALYTICS TRAINING

My Dashboard

Overview  BasicWorkshop | Basic Workshop- Class  Intermediate Dashboard  Intermediate Workshop - Class  Dashboard Standards - Overview  Re®

Administration  Sign Out

Horne My Roles Catalog Favorites w Dashboards » MNew w Qpen v SignedInAs stevenjs v

E E & |[mreew| @rn W B @

4 Dashboard Ob...

Calumn
Section
Alert Section
Action Link
Action Link Menu
Link or Image
Embedded Content
Text
Folder
4 catalog
4 My Faolders
3 Subject Area Contents
» B2 uy Dashhoard
» Agents
4 Basic Workehop
& College Employes H
& College Emplayee H
& Student Enroliment
& Student Enraliment-

& Student Enrallment C

Section

& Student Enroliment C 5,

Step Action

16. Now you need to add the remaining analyses to the dashboard. You
want them to appear next to each other, as links, at the top of the
dashboard page.

To accomplish that, start by adding a new Section to the dashboard.
Place the new section above the existing section. Watch for the blue
line to know when you're adding the Object to the right spot on the
dashboard.

Release the mouse button.

17. Now add the three remaining analyses, one by one. Start with the
Student Enrollment analysis.

Release the mouse button.

18. Next, bring in one of the Employee-based analyses. Drop it to the right
of the existing analysis.
Release the mouse button.

19. Line them up next to each other across the dashboard. Watch for the
blue line so you know you're about to drop the object to the right of the
existing analysis.

Release the mouse button.
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Step Action

20. With all three of your analyses in the upper section, you're done adding
things to the dashboard.

If you stop working now, however, those reports will be displayed on
the dashboard as-is. You need to turn those reports into links that will
open on a new page when clicked.

UACCGSS ANALYT]CS TRAINING Administration  Sign Out
My Dashboard Horme My Roles Catalog Favorites w Dashboards » Mew v Open w SignedInAs stevenjs v

E E £ | mreew ®rn W @

Overview  BasicWorkshop  Basic Workshop - Class  Intermediate Dashboard  Intermediate Workshop - Class  Dashboard Standards - Overview  Re»

4 Dashboard Ob...

Column

Section x

Alert Section

Action Link

Action Link Menu

Link or Image
Embedded Content
Text

Falder

4 Catalog
4 My Folders
» Subjert Area Contents
» EZ My Dashboard
» Agents
4 Basic Workshap
& College Emplayee H
& Collene Emplovee H
& Student Enrallment
& Student Enralment-
& Student Enroliment C

& Student EnrolimentC
»

My Dashhoard: Overview = My Dashboard: Basic Warkshop

Step Action

21. Start with the Student Enrollment analysis on the left.
When you hover over that analysis, a two-button menu bar appears.

Click the Properties button.

[

22. Change the way the results are displayed.

Click the Display Results link.

Display Results [
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My Dashboard

Overview  Basic Workshop | Basic Yorkshop - Class  Intermediate Dashboard

4 Dashboard Ob...

Calumn

Section

Alert Section

Action Link

Action Link Menu
Link or Image
Embedded Content
Text

Folder

4 Catalog
4 My Faolders
» Subject Area Contents
» B3 My Dashboard
» Agents
4 Basic Workehop
& College Employes H
& College Emplayee H
& Student Enroliment
& Student Enraliment-
& Student Enrallment C

& Student Enroliment C 5,
»

My Dashioard: Ovarview = My Dashboard: Basic Workshop

Horne My Roles Catalog Favorites w Dashboards »

Intermediate Y¥orkshop - Class  Dashboard Standards - Qverview  Re?

Display Results b Embedded in Section

Report Links Link - Within the Dashboard
Show View » Link-In a Separate Windaw
Renarne

Edit Analysis

Administration  Sign Out

Mew w Qpen v SignedInAs stevenjs v

E K mreew @rn W B @

Step Action

23. Click the Link - In a Separate Window link.

Link- In a Separate Window

24. Repeat the process for the next two analyses.

Click the Properties button.

25. Click Display Results, then

Link- In a Separate Window:

Click the Link - in a Separate Window list item.

26. Repeat the "make it a link" procedure with the third analysis, then save

the dashboard. You don't even have to name it.

Click the Save button.
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My Dashboard

Home My Roles

Overview  BasicWorkshop | Basic Workshop - Class  Intermediate Dashboard  Intermediate Workshop - Class

4 Dashboard Ob...

Column

Section

Alert Section

Action Link

Action Link Menu
Link or Image
Embedded Gontent
Text

Folder

4 Catalog
4 My Falders
» Subjert Area Contents
b E5 My Daghhoard
» Agents
4 Basic Workshop
& College Emplayee H
& Collene Employes H
& Student Enraliment
& Student Enroliment -
& Student Enroliment C

& StudentEnrallmentC
»

Wy Dashboard: Overdew = My Dashboard: Basic Workshop

Catalog

Favorites w Dashboards w

Dashhoard Standards - Overview  R»

Administration Sign Qut
New w Open w SigredInAs stevenjs w
E = Praview un | |
EE& pr R ] o

Step Action

27. Let's see what it looks like!

Click the Run button.
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UACCESS ANALYT]CS TRAINING Administration  Sign Out

My Dashboard a Harne My Rales Cataloy Favorites w Dashboards » New v Qpen v Signed In As  stevenjs v
Overview BasicWorkshop = Basic VWorkshop - Class  Intermediate Dashboard  Intermediate WWorkshop - Class  Dashboard - Overview p Data Columns - My Test  Responsi® ﬁ} e
4
Student Enroliment College Employes HeadeounbFTE Count Comparison Callege Employee HeadoountFTE Count Comparison - Graphed
4

Student Enroliment - Graphed

. 7,000
Term Description All Values v
Primary Major Academic Plan Desc Student Enroliment Count 000
Accounting 516
Agrospace Engineering 1
. 5,000
Africana Studies 3
Agribusiness Economics & Mgmt a0 z
3
o
Agricultural Tech Mgmt & Educ 1 £ 4000
5
£
American Indian Studies 2 s
E
&
Animal Stiences 4 E 2000
Anthrapolagy 3 2
Applied Science 1
2,000
Art History 1
Astronomy 2
Biochemistry 1 1000
Bioinfarmatics 1
Biology " o
= Fall 2015 Spring 2016 Fall 2018 Spring 2017
Whinter 2015 Summer 2016 Wirker 2015 Summer 2017
Term

Academic Program Deso is equal to fis in Eller College of Management

My Dashioard: Overview = My Dashboard: Basic Workshop = My Dashboard: Basic Workshop -

Step Action

28. You've created a basic dashboard page. Congratulations!

29. Notice the links across the top. Try one out.

Click the College Employee Headcount/FTE Position Count
Comparison - Graphed link.

30. The analysis opens on another page. Perfect.

Click the Return link.

[ ]

31. Your basic dashboard is complete.

There are three analyses positioned as links across the top of the page,
and one analysis visible on the page.

Great!
End of Procedure.
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Editing a Dashboard

Procedure

There are a few modifications you can make that will help you as you work with your
dashboard.

UAccess ANALYTICS TRAINING AU Sz
My Dashboard a Home  MyRoles  Catalog  Favorites w Dashboards v New v Open v SignedinAs stevenis v
Overview  BasicWorkshop = Basic Workshop- Class  Intermediate Dashbnard  Intermediate workshop - Class — Dashhoarid - Qveriaw p Data Columns - My Test  Responsi® &+ e
4
Student Enroliment College Employee HeadeounbFTE Count Comparison Callege Employee HeadcountFTE Count Comparison - Graphed
4
Student Enrollment - Graphed
7,000
Term Description AllValues  w
Primary Major Academic Plan Desc  Student Enroliment Count s000
Accounting 616
Aerospace Engineering 1
5,000
Africana Studies 3
Agribusiness Economics & Mgmt a0 €
3
Agricultural Tech Mgmt & Educ 1 E 4000
£
American Indian Studies 2 3
E
Animal Sciences 4 % 3000
3
Anthropology 3 Z
Apnlied Science 1
2,000
Art Histary 1
Astronomy 2
Biochermistry 1 1000
Bioinfarmatics 1
Bialogy " o
= Fall 2015 Spring 2016 Fall 20158 Spring 2017
whinter 2015 Summer 2016 Wirter 2018 Summer 2017
Term
Academic Program Desc is equal ta fis in Eller College of Management =
My Dashhoard: Overview > My Dashboard: Basic Warkshop > My Dashboard: Basic Workshap ~
1. If you look in the upper-left corners of the two sections, you can see

little Collapse buttons. Those aren't necessary. You can remove them.

Click the Page Options button.
£

2. Click the Edit Dashboard list item.
# Edit Dashboard

3. Hover your mouse over Section 1 so you can see the small button bar
in the upper-right corner.

Click the Properties button.

4, Click the Collapsible list item.

W Collapsible
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Step Action

5. Repeat the procedure for Section 2.

Click the Properties button.

6. Click the Collapsible list item.
W Collapsible
7. You might also wish to add some links to your dashboard pages.

Click the Tools button.

8. Click the Dashboard Properties list item.

Dashboard Properdies...

9. You can give your dashboard a description, if you'd like.
You can also make sure it's set to fill your browser window.
To add the links, you need to edit the Dashboard Report Links.

Click the Edit Dashboard Report Links button.

b
P

10. Make sure to check the first five options: Analyze, Edit, Refresh,
Print, and Export.

Click the OK button.
0K

11. Click the OK button.
0K
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UAccess ANALYT]CS TRAINING Administration  Sign Out

My Dashboard Home Wy Roles Catalog Favorites w Dashboards w New w Open w Signed InAs stevenjs w

EE & [sPreview  (BRun @

Overview Basic Workshop | Basic Workshop - Clase  Intermediate Dashhoard  Intermediate Workghop - Class  Dashhoard Standards - Overview  Re?

4 Dashboard Ob...

Column

Section

Alert Section
Action Link
Action Link Menu
Link or Image

Embedded Gontent

Text
Falder
4 Catalog
» My Folders

» Shared Folders

Wy Dashboard: Overdew = My Dashboard: Basic Workshop

Step Action

12. Those are all the changes you need make.

Click the Save button.

13. Once the dashboard has been saved - watch for the word "Saved" to
appear just to the left of the button bar - you can run the dashboard.

Click the Run button.

@Run
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UACCESS ANALYT]CS TRAINING Administration  Sign Out

My Dashboard a Harne My Rales Cataloy Favorites w Dashboards » New v Qpen v Signed In As  stevenjs v
Overview BasicWorkshop = Basic VWorkshop - Class  Intermediate Dashboard  Intermediate WWorkshop - Class  Dashboard - Overview p Data Columns - My Test  Responsi® ﬁ} e
Student Enroliment College Employes HeadeounbFTE Count Comparison Callege Employee HeadoountFTE Count Comparison - Graphed

Student Enroliment - Graphed

Term Description Al Values v 7,000
Primary Major Academic Plan Desc  Student Enroliment Count
Accounting B16 6,000
Agrospace Engineering 1
Afticana Studies 3 5,000
Agribusiness Economics & Mamt 0 3
[}
Agrieultural Teeh Marnt & Edue 1 £ o
American Indian Studies 2 £
Animal Stiences 4 &
23000
Anthrapolagy 3 3
|
Applied Science 1 o
2,000
Art History 1
Astranomy 2
Biochemisty 1 1,000
Bioinformatics 1
Biology " 0
- Fall 2015 Spring 2016 Fall 2016 Spring 2017
Winker 2015 Summer 2016 Wirker 2016 Summer 2017
Term
Academic Program Desc is equal to /is in Eller College of Management
and Primery Msjor Academic Plan Desc is nct null
and Academic Year is equal to 2016, 2017
My Dashhoard: Overview > My Dashboard: Basic Warkshop > My Dashboard: Basic Workshap -

Step Action

14. The updated dashboard is displayed, and those Collapse buttons have
been removed.

15. If you need to do so, scroll down just a bit. You'll see those links have
been added to the bottom of the dashboard page.

16.
End of Procedure.
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Answer the following:

1.

You are the only person who has access to your
dashboard.

To add a new page to any dashboard, you must first edit that dashboard.
To start editing, you should click the button.

When you add a new item from the Catalog pane to an empty dashboard,
the system also adds a and a

True False The Analyze, Edit, Refresh, Print, and Export links are
automatically added to any item you add to a dashboard.

True False When you save a dashboard for the first time, you must
give it an appropriate name.

True False This was fun.
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Working with Dashboard Functionality

Procedure

Training Guide

Very often, you'll be working with shared analyses and dashboards. Those
dashboards have a lot of available functions you should know about.

Step Action

1. Click the Dashboards dropdown button to activate the menu.

Dashboards w

Home

Create...
Data Exp\nratlnm & D\SEGVEW’
visual Analyzer Projects

Puhlished Reporting
Report Data Model More v

Actionable Intelligence
Agent Action

Report Jobs

Report Job History

Get Started...

My UACLess Roles and APL
UACCESS COmMmuNity Analytics Forum
Analdics Metadata Wiki

Workshops and Training Tearn

javascriptivoid(nul)

Analysis and Interactive Reporting
Analysis Dashboard More w

University Anahiics and Instilutional Research

UAccess ANALYTICS TRAINING

a Home

Alerts
Summary PCard Analysis
Recent

Dashboards
=3 hity Dashboard - Basic Work..
= Open Edit Morew

[E5] Security- My Usccess Roles
#= Open Edit More w

Others

Q College Employee Headco,
Open Edit More w

]_( Student Census Filter
Edit More v

Mest Popular

RCM - Owenview
& .
Open Edit hiore v

El Buginess Manager Home ...
== Open Edit Morew

iy Roles

Catalog

Favorites w

Mormal  &17/2017 43232 P

Hel

bl

©

Hil

Hil

Wy Dashhoard - Qverviey
Open Edit More w

My Dashhoard - Interme
Cpen Edit More w

Student Enrollment - Gra
Cpen Edit More w

Student Census Filter
Edit More v

Financial Accounting - O
Open Edit More v

General - Finaneial Manz
Open Edit More w

Administration

MNew w Open v

8 Most Recent{My Dashboard - Basic Workshop)

[22] iy Dashboard

4 Nl Dashboards Index
] All Dashinards Index

¥ awmni P
¥ puditor

¥ Budget ok
¥ Decision Support Data System

P Employee

¥ External Reporting
4 Financial
B2 Central - Accounts Payable

B2 Central - Capital Assets

E3] Central - Financial Management

B3 Central - Labor Ledger

B2 Central - Procurement and Contract Services V&
B3 Central - Sponsored Projects

[E3] Central -Tax P!
E3l Central- Periodic Reports

8 General - Financial Management

B2 General - IT Gemices

B3 General - Labor Ledger

E5) General - Furchasing Cari

E2] General - Security

8 General - Sponsored Frojects

5] General - Svatarn Manitoring

Sign Out

SignedInAs stevenjs v

Step Action

2. Use one of the Financial dashboards. The functions you will apply there

can be applied to any dashboard.

(2] General - Financial Managerment

Click the General - Financial Management list item.
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Step Action

3. You will always land on an Overview page when using a shared
dashboard, and there are typically many different pages of data
available to you.

Click the Current Account Balances tab.

Current Account Balances

UAccess ANALYT]CS TRAINING Administration  Sign Out

General - Financial Management a Home My Roles Catalog Favorites w Dashboards » MNew w Open w SignedInAs stevenjs w
Overview Current Account Balances | IncomelExpense  Assels, Liahilities, and Fund Balance  Transactions  AccountReconciliation  Leduer Summary  FedExReport  Transactions in Process  C» o e

Make your selections and click Apply:

Fiscal Year® Period Number® Account Number Object Code Fund Group Organization College Code Basic Accounting Category

017 v 12 v ~SelectValue--w ~SelectValue--w --BelectValue— w Code --BelectValue— w Code
9940 v --SelectValue- w

Cost Sharing Account Income Stream Account Number  Sub Account Sub Account Type Sub Fund Group College Name

Number - Select Value- v Humber Coude’ - Select Value- v 3rganlzmmn - Select Value- v Consolidation Code
~SelectValue- v ~Belectvalue-v X vl lame ~SelectValue- v

Unofficial Organization Level 1 --Select Value- »

Closed Flag® Code Current YR RCU Name

N v --SelectValue-- w --SelectValue-- w

©- This symbol identifies fields that have a dafault value populated when you first open the dashboard, you may change of remove these default values as needad
Populated fields without this symbol may have been carried over from a previous page onthe same dashboand

Project style accounts use inception-to-date numbers to keep final balances accurate.
Uncommitted Cash Expenditure = Beginning Assets - Beginning Liabilities (3100) + Income - Expense - All (including Pre-
The values in the ‘Beginning Fund Balance' and 'Current Fund Balance' fields are "flipped fram standard accounting sighage. (Le. Deficits in this report are now shown as negative Tor thase fields;
The Budget Balance &silable calculation includes revenue (hudget & actuals) for income style accounts,

Current Account Balances

Selecta View:  SUmMmary by ACeount NUMber v

Budget Total Tatal

Beginning Income  Expense gl Encumbrances Budget  Current L
Fiscal Period College  Organization Record Account, Supervisor Expiration Actuals
Year MNumber Name Code Level Number Account Name Name Date Fun Budget and and and and Pre- Hal?nce Fund <
Balance Transfers Transfers Encumbrances Available Balance E
Name Transfers
In Out
2017 12 Academic 9940 Cash 2258510 UAIR MISC Childers N/A B46 a 19,000 2,068 (16,934) o 0 17,580
Aftairs style LHenry A
Division Account
Budget 1182500 UNI Childers NiA 0 3373190 0 2725862 2725662 227763 419765 a
Style ANALYTICS &  WHenry & -

Step Action

4, Every shared dashboard page has a dashboard prompt available for
your use.

Some of the prompt fields have default values already plugged in. Many
are left blank.

You can enter any applicable criteria you wish into as many or as few
prompt fields as you need.

5. In this example, the Fiscal Period prompt field is set to period 12. You
can change that to a different fiscal period.

6. Click the Period Number dropdown button to activate the menu.

v
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Step Action

7. Click the Period 11 list item.
11

8. You could also add more Organization Codes to the prompt field.

Click the Organization Code dropdown button to activate the menu.

v

9. Although you might be able to select from the list, sometimes it's easier
to use the Search link.

CIick_t_h_e More/Search... list item.

MorefSearch...

Select Values o x

Available ] Selected '
Name Starts v 9340

I Match Case

010t
0102 »
0104
- otor
0108 « N
'z

Choices Returned: 1- 256 + More...

0K Cancel

BUTgeT — — Totar

Step Action

10. Once again, you could use the list on the left. Sometimes, it's easier to
simply enter the values you need in the Selected pane.

Click the Edit button.

"3

r 4
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U ANA LYTICS Administration  Sign Out

General - Financial Management Harne My Rales Catalog Favortes w Dashboards » Mew Qpen w Signed In &S stevenjs v

Make your selections and click Apply:

Ay v 1 Select Values x v
—Gelect Value—- w
Available Edit 0 x
1 .
--Select Valug— w Starts v Edit 9940 —-Select Value- w
N v 1 ~BelectValue-- v
101
0102
0104
0107
0108 neumbrances)
Thevaluesi gy g shown ag negative for those fislds;

Current Account Balances Choices Retumed: 1- 256 + I OK || Cancel

. izl 3 __ Beginning Income | Expense | ot Encumbrances Budget  Current |
Period Record  Account Supervisor Expiration Actuals
Account Name Fund Budget and and and Pre- Balance Fund 4
LIL Cove) LIUL L LA Balance Transfers Transfers L Encumbrances Available Balance E
Name n Transfers
12 Cash 2258510 UAIR MISC Childers N/ 646 a 19,000 2,066 (16,934) o 0 17,580
Style i Henry A
Account
Budget 1182500 UNI Childers  N/A 0 2,373,190 0 2725662 2,725,662 727,763 419,765 i
Style ANALYTICS & Wl Henry A

javascriptivoid(nul)

Step Action

11. Enter "9507" in the Edit field.

U ANA LYTICS Administration  Sign Out

General - Financial Management Home My Roles Catalog Favorites w Dashboards v Mew Open v SignedInAs stevenjs w

Make your selections and click Apply:

Ay v 1 select Values x v
—-Select Value-
Available Edit 9 x
-t v
. - Start: - -
Select Value— w s = Edit [0540 Select Value— w
07
N v -t -Select Value- v
0101
0102
0104
0107
0108 ncumbrances)
The valugs i 0112 shown as negative for those fields!
Current Account Balances
Choices Retumed; 1 - 256 + OK || Cancel
Budget - e — Total
— Record | Account Supervisor Expiration EESINNing income  Expense Lo Encumbrances Budget Current 1
Account Hame Fund Budget  and and and Pre- Balance Fund ¢
Number Level Mumber Mame Date Bal Teied Teis and E o Available Bal E
Mome alance I':an ers Transfers o . Encumbrances Available Balance
12 Cash 2258510 UAIR MISC Childers N/A G486 a 19,000 2,066 (16,934) o 0 17,580
Sstyle WLHenry A
Account
Budget 1182500 UNI Childers Ni& 0 3372190 0 27259662 27258662 227763 419765 [t}
Style ANALYTICS &  llHenry A
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Step

Action

12.

Click the OK button.
0K

13.

Click the OK button.

OK

14.

Now that you've entered the desired values, you must re-run the
dashboard.

Click the Apply button.
Apphy

UAccess ANALYTICS TRAINING Administralion Sign Out e

General - Financial Management a Home My Roles Catalog Favorites w Dashhboards w New w Open w Signed InAs stevenjs w

Overview  Current Account Balances | IncomelExpense  Assels, Liahilities, and Fund Balance  Transactions  AccountReconciliation  Leduer Summary  FedExReport  Transactions in Process  C® & e

s and click Apply:

Period Number® Account Number Object Code Fund Group Organization Colleye Cote Basic Accounting Category
" v --Gelect Value-- v --Gelect Value-- v —-BelectValue-- w Code —-BelectValue- w Code
9940,8500 w -Selectvalug—- w
Income Stream Account Number  Sub Account Sub Account Type Sub Fund Group College Name
—Selertvalle- v Humber cone ~Selastvaluey  pUAEAON ~Belectvalug-w  -OnSOldation Code
_Select Value— w E= = fame _SelectValue— v
Unofficial Organization Level 1 —-SelactYalue- w
Code Current YR RCU Name
—-Select value-- w —-SelactValue- w Apply | Reset v

elds that have a default walue populated when you first apen the dashboard; you may change or remove these default values as needed
tthis symbol may have been carried over fram a previous page an the same dashboard.

alances

e  Organization
Code
mic 9940

n

Uncommitied Cagh Expenditure = Beninning Assets - Beginning Liabiliies (3100) + Income - Expense - All (including Pre-Incumbran:
he values in the 'Beginning Fund Balance' and ‘Current Fund Balance' fields are "flipped" from standard accounting signage. {i.e. Deficits in this report are now shown as negative for thase fields)

Budget Jotal Total Total

. N Beginning Income  Expense Encumbrances Budget  Current Uncommitted
() CEETL o oy SRS BT Budget  and and Actuals | e Balance Fund  Cash Percprp
Level Mumber Mame Date and - Used

Balance Transfers Transfers Encumbrances Available Balance Expenditure

Mame n out Transfers
Cash 2258510 UAIR MISC Childers  N/A 646 0 18,000 2088 (18,934 1 0 17.580 17,580 1%
Style L Henry &
Account
Budget 1182500 UNIVY Childers  N/A 0 3373190 0 2726661 2,725,662 227,763 419,765 [ 0 8%
Style ANALYTICS & Il Henry A -

Project style accounts use inception-to-date numbers to keep final balances accurate,

The Budget Balance Available calculation includes revenue (budget & actuals) for income style accounts

SelectaView: Summary by Acsount Number v

Step

Action

15.

Scroll down to see the full analysis.

Click the Down button of the scrollbar.
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UACCESS ANALYT[CS TRAINING Administration  Sign Out

General - Financial Management a Harne My Rales Catalog Favorites w Dashboards » Mew v Qpen v Signed In &S stevenjs v
Overview  Current Account Balances | Income/Expense  Assels, Liahilities, and Fund Balance  Transactions  Account Reconciliation  Ledger Summary  FedExReport  Transactions in Frocess  C% e
Arnces N
Select a View: Summary by Account Number v
ot Beginniny ;:::Ima E:taalnse ol Encumbrances Budget Current  Uncommitted
e Organization Record Account , Supervisor Expiration 9 g 3 Actuals g Perc
C Account Name Fund Budget  and and and Pre- Balance Fund Cash
ode Level  Number Name Date and _ Use:
) Balance Transfers Transfers [ o Encumbrances Available  Balance Expenditure
n Out
mic 9940 Cash 2258510 UAIR MISC Childers NiA 646 o 19,000 5253 (13,747 0 014,393 14,393
: Style WL Henry &
n Account
Budget 1182500 UNIV Childers NiA 0 3373180 0 2534239 2,634,239 312,497 426,454 il 0 ¢
Style ANALYTICS & Il Henry A
Account INSTITUTIONAL
RESEARCH
2554200 UAIR BI Childers N/ 0 6,621 0 3121 312 0 5,500 il 0
PROGRAM I, Henry A&
Cash Style Account Total 646 0 19,000 5253 (13,747) 0 0 11393 11,393
Budget Style Account Total 0 338181 0 2,637,360 2,637,360 312,497 431,954 0 0
9940 Total 646 3,381,811 19,000 2,642,613 2,623,613 312,497 431954 14,393 14,393
mic Affairs Division Total 646 3,381,811 19,000 2,642,613 2,623,613 312497 431954 14,393 14,393
9507 Cash 2770207 PATENT NORIN  Williams,Karen N/A 190,382 0 176,650 0 (176,650 0 0 367,032 367,032
ration Style 2770207
rDiv Account
Budget 1101070 ESRP williams,Karen N/A 0 6,153,430 0 4934863 4934963 1,286,340 (1,076,874 il 0o
Style OPERATIONS  Ann
Account
1142030 INSTITAPPL  Williams,Karen N/A o 229180 0 218587 228597 42,261 (41,688) o 0 1
ENHCMNT ann
2113200 MOSAIC PROJ  Williams,Karen N 0 364,563 0 33 38 462 364,063 il 0
INDIRECT Ann
2412000 ESRP Williams,Karen N/A El o 0 5,665 5,665 8528 (14,184)  (565T) 0
DESIGNATED  Ann -
« »
. f . .
16. Sometimes you're able to select from a list of views.

Click the Select a View dropdown button to activate the menu.

v

17. There are quite a few different views, but the default view will work for
you.

You can collapse the menu.

Click the Analysis pane.

18. There are quite a few data columns in this analysis.

It's possible that you might not need or want all of those columns, or
that you might want them to be arranged differently.

You can make that happen!

19. Since the Filters view at the bottom of the analysis shows that this
analysis has been filtered to Fiscal Year 2017, you could remove that
data column.

Right-click the Fiscal Year column header.
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UAccess ANALYTICS TRAINING Adrinistation  Sign Out
General - Financial Management a Horme My Roles Catalog Favorites w Dashboards » Mew v Open v SignedInAs stevenjs v
Overview  Current Account Balances = Income/Expense  Assets, Liabilities, and Fund Balance  Transactions  Account Reconciliation  Ledger Summary  FedExReport  Transactions in Process  C® {} Q
LUITETNL ACCUUTIL DAIdlNIue s -
Selecta View: Summary by Account Mumber  w
11 sortColumn > Butiget Total Total T
. . - " jitinil Income EXI‘IQI’\SQ Encumbrances HMHQM Cu
5:2 Drill 1D Es::lm nzf:::" Account Name NZ:"E Date Fund Butget and and :nv:lduals and Pre- Balance Fur
Name Balance Transfers Transfers Transfers Encumbrances Available Bal
Keep Only » In Out
21 Remove » Cash 2258510 UAIR MISC Childers Nif 646 o 18,000 5,253 13,747} 0 o 1
Siyle I Henry A
Shaw Subtotal » Bcouy
Budget 1182500 UNIV Childers NiA 0 3,373,180 0 2,634,238 2,634,238 312,407 426,454
Show Row level Grand Total » SME ANALYTICS & III,Hemyn
Show Column level Grand Total » Account glESSTEl"[lL.{QSNAL
Exclude column 2554200 UAIR BI Childers N/ o 8,621 0 3121 3121 0 5,600
PROGRAM I Henry A
Include column »
Cash Style Account Total 646 1] 19,000 5,253 13,747 0 o 1
~ Move Column Budget Style Account Total 0 3,391,811 0 2,637,360 2,637,360 312,497 431,954
9940 Total 646 3,381,811 19,000 2,642,613 2,623,613 312,497 4319538 1.
Academic Affairs Division Total 646 3,381,811 19,000 2,642,613 2,623,613 312,407 431,951 1.
Chief 9507 Cash 2770207 PATENT NORIN  Williams,Karen N/A 180,382 o 176,660 0 (176,650) 0 0 36
Information Stvle 2770207 Ann
Officer Div Account
Budget 1101070 ESRP Williams,Karen N/A 0 5153430 0 4934963 45934963 1,295,340 (1,076,374)
Style OPERATIONS Ann
Account
1142030 INSTIT APPL Williams,Karen N/ a 228,160 0 229,587 228,587 42,261 (41,688)
ENHCMNT Ann
2113200 MOSAIC PROJ  Williams,Karen N/& o 364,563 0 38 38 462 364,063
INDIRECT Ann
2412000 ESRP Williams,Karen N/ a i i 5,665 5,665 8528 (14184 (5
DESIGNATED Ann -
,
Step Action
20. You can remove that column from this view.
Click the Exclude column list item.
Exclude column
; - ]
21. You needn't keep the Period Number column either.
Right-click the Period Number column header.
22. Click the Exclude column list item.
Exclude column
23. Go ahead and exclude any other unwanted columns.
Right-click the Expiration Date column header.
24. Click the Exclude Column list item.
Exclude column
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Step Action

25.

[udge

The analysis is quite a bit simpler than it was a few moments ago.

Perhaps you'd like to make another change. You'd like to see the
Budget Style accounts separated out from the Cash Style accounts.

Right-click the Budget Record Level Name column header.

26.

Move Column

Click the Move Column list item.

Rather than excluding the column, you can move it to another location.

UAccess ANALYTICS TRAINING

Administration  Sign Out

General - Financial Management a Home My Roles Catalog Favorites w Dashboards » MNew w Open w SignedInAs stevenjs w
Overview  Current Account Balances | IncomelExpense  Assels, Liahilities, and Fund Balance  Transactions  AccountReconciliation  Ledoer Summary  FedExReport  Transactions in Process  C® e
LUITENL ACCUUNL DRRTNIGES N
Select aView:  Summary by Account Mumber

11 Sort Column > Total Total
e Beginning income  Expense 12! Encumbrances Budget  Current Uncommitted
ELIp E AR G Keep Only » || Buponsar Fund Budget and and Aciuss and Pre- Balance Fund Cash CERGED
Name Code Lev Name an F o Used
Narn Balance Transfers Transfers . .. o Encumbrances Available Balance Expenditure
Remaove 3 In out
Academic 9940 €as  Show Subtotal »  Childers 546 0 19,000 5,263 (13,747) il 0 14,393 14,393 279
Affairs L, Henry A
Division ACC  Show Row level Grand Total ~— #
Bud o Columnn level Grand Total » Childers 0 3,373,180 0 2634239 2,634,239 312,497 426,454 0 0 87%
Styl L, Henry &
A £cude column
Include eolumn ¥ Childers il 8621 il 3121 3121 il 5600 i 0 369
Move Column Fo Le
Casn e sucuun | 646 0 19,000 5253 (13,747) 0 0 14,393 14,393 27
Right
Budget Style Account Total | 0 3381811 0 2,637,360 2,637,360 312,497 431,954 0 0 a7
Ta Prampts
9940 Total i 646 3,381,811 19,000 2,642,613 2,623,613 312497 431,954 14,393 14,393 8
Academic Affairs Division Total To Sections 616 3381811 19000 2642613 2623613 312497 431951 14,393 14,303 87
Chief 9507 Cash 2770207 PATENTNORIN  To Colurnns 190,382 0 176,650 0 (176,650) il 0 367,032 367,032 0%
Information Style 2770207 ann
Officer Div Account
Budget = 1101070 ESRP Williams,Karen 0 5153430 0 40934963 4934063 1,295,340 (1,076,874 0 a 121%
Style OPERATIONS
Account
1142030 INSTITAPPL  Williams,Karen 0 229160 0 228587 228587 42,2681 (41 683) 0 0 18
ENHCMNT Ann
2113200 MOSAIC PROJ  Williams,Karen 0 364583 o 38 E 482 364,083 0 a ik
INDIRECT Ann
2412000 ESRP Williams,Karen a 0 il 5,665 5,666 8628 (14184 (5557 0
DESIGNATED Ann =
»

27.
fine.

To Sections

Click the To Sections list item.

You could also drag-and-drop any column, but the menu works just
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Step Action

28. The data column has been moved to the Sections area and the analysis

is now split into two tables.
Scroll down so you can see the full analysis.

Click the Down button of the scrollbar.

UAccess ANALYTICS TRAINING dministraion  Sign Out
General - Financial Management a Home My Roles Catalog Favorites w Dashhboards w New w Open w Signed InAs stevenjs w
Overview  Current Account Balances | IncomelExpense  Assels, Liahilities, and Fund Balance  Transactions  AccountReconciliation  Leduer Summary  FedExReport  Transactions in Process  C® & e
e Ly e
Cash Style Account
o . Beginhing Total Income  Total Expense  Total Encumbrances  Budget Current  Uncommitted
ﬁg:l:ge gr]gzmzatmn :‘;:::l:’;‘ ngf:: Ld 3::’::" sor Fund Budget and and Transfers  Actuals and  and Pre- Balance Fund Cash :ELE;'“
Balance Transfersin  Out Transfers Encumbrances Available  Balance Expenditure
Academic 9910 2258510 UAIRMISC  Childers 646 a 18,000 5,253 13747y 0 o 14,383 14,383 2T%
Affairs i, Henry A
Division
9040 Total 646 o 19,000 5,253 3740 0 0 14,393 14,393 27%
Academic Affairs Division Total 646 o 19,000 5,253 374N 0 0 14,393 14,393 27%
Chief 9507 2770207 PATENT Williams,Karen 190,382 a 176,850 a {176,650) 0 0 387,032 367,032 0%
Information NORIN Ann
Officer Div 2770207
9507 Total 190,382 o 176,650 1} (176,650) 0 0 367,032 367,032 0%
Chief Information Officer Div Total 190,382 o 176,650 o {176,650) 0 0 367,032 367,032 0%
Budget Style Account
Total Total Total
i . Beginning Income Expense Encumbrances Budget Current Uncommitted
ﬁollege jOra iz atioi e ont Account Name S Fund Budyet and and Actuals nd Pre- Balance Fund Cash Rercent
lame Code Humber Hame and . , Used
Balance Transfers  Transfers [ . Encumbrances Available  Balance Expenditure
5 o ransfers
Academic 02940 1182500 UNI ANALYTICS &  Childers 0 3,373,190 a 2634238 2,634,230 312,487 426,454 o a a7%
Affairs INSTITUTIONAL I, Henry A
Division RESEARCH
2554200 UAIR BIPROGRAM  Childers 0 8611 a 3 3 a 5,500 o a 6%
i, Henry &
9940 Total 0 3,381,811 0 2,637,360 2,637,360 312497 431,954 0 0 87%
Academic Affairs Division Total 0 338181 0 2,637,360 2,637,360 312497 431,954 0 o 87%
Chief 9507 1101070 ESRP OPERATIONS Williams, Karen 0 5153430 o 4924963 4,924,962 1,295,340 (1,078,874) 0 o 121%
Information Ann
Officer Div
1142030 INSTIT APPL Williams,Karen 0 229160 a 228,587 228587 42,361 (41,688) o a 118%
ENHCMNT n h

29.

Very nicel!

Of course, you don't want to have to make those changes every time

you come to this dashboard.

Click the Page Options button.

30.

You can save your customization.

Click the Save Current Customization list item.

Save Current Customization...
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UAccess ANALYTICS TRAINING Administation  ign Out
General - Financial Management Hame My Rales Catalog Favarites w Dashhoards v Mew v apen v Signed InAs  stevenjs v
Overview  Current Account Balances | Income/Expense  Assets, Liahiliies, and Fund Balance  Transactions  Account Reconciliation  Ledger Summary  FedExReport  Transactions in Frocess  C%
et e -
Cash Style Avcount
- 8 Beginning Total Income  Total Expense Total Encumbrances  Budget Current  Uncommitted
ﬁ:"':ge OL?;“'M'““ :ﬁf:l;‘;'r‘ ngf:;m a”':;‘"s” Fund Budget and and Transfers Actuals and  and Pre- Balance  Fund Cash f'z:’em
Balance Transfersin  Out Transfers Encumbrances Available  Balance Expenditure
Academic 9040 2258510 UAIRMISC  Childers 645 o 18,000 5,293 13,747y 0 a 14,393 14,393 7%
Affairs WL Henry &
Division
9940 Total 646 0 19,000 5,253 (13,747) 0 0 12,393 14,303 27%
Academic Affairs Division Total Save Current Customization @ x pin 0 0 12,393 14,303 27%
Chief 9507 2770207 PATENT Williams,Karen 180 86500 0 0 367,032 367,032 0%
Officer Div 2770207
Save for @ Me
9507 Total 190 ,650) 0 0 367,032 367,032 0%
Chief Information Officer Div Total 190 @ Others [Set Bermissions ,650) 0 0 367,032 367,032 0%
(] Make this my default for this page
Budget Style Account
OK  Cancel al
. Budget Current  Uncommitted
ﬁ“"ege T e cound N Fund Budget " and and Etual Y Balance  Fund  Cash (Rt
lame Code Number Name and . . used
Balance Transfers  Transfers Encumbrances Available  Balance Expenditure
n Transfers
Academic 9940 1182500 UNN ANALYTICS &  Childers 0 3373190 o 2634239 134,229 32,497 426,454 [t} o 7%
Affairs INSTITUTIONAL L Henry A
i RESEARCH
2554200 UAIRBIPROGRAM  Childers 0 8621 o i 3 o 5500 a o 6%
1 Henry &
9940 Total 0 338181 0 2,637,360 2,637,360 32497 431954 0 0 87%
Academic Affairs Division Total 0 3,381,811 0 2637360 2,637,360 312497 431,954 0 0 87%
Chief 9507 1101070 ESRP OPERATIONS Williams,Karen 0 57153430 0 4834963 4934963 1,295,340 (1,076,674) 0 o 121%
Information Ann
Officer Div )
1142030 INSTIT APPL Williams,Karen 0 229180 o 228,587 228,587 42,261 (41,688) [t} o ne%
ENHCMNT Ann -
n H H " ; T
31. Enter "Special View" in the Name field.
UAccess ANALYTICS TRAINING Adminisiration  Sign Out
General - Financial Management Home My Roles Catalog Favorites w Dashboards v Mew v Open v SignedInAs stevenjs v
Overview  Current Account Balances | Income/Expense  Assets, Liabiliies, and Fund Balance  Transactions  Account Reconciliation  Ledger Summary  FedExReport  Transactions in Frocess  C%
. A P
Cash Btyle Avcount
- 5 Beginning Total Income  Total Expense Total Encumbrances  Budget Current  Uncommitted
ﬁg:‘ge @ LI :Ef‘:'l;’;' :Zf:;’m :;r::"s'" Fund Budget and and Transfers Actuals and and Pre- Balance  Fund Cash flz:;"‘
Balance Transfersin  Out Transfers  Encumbrances  Available  Balance  Expenditure
Academic 9040 2258510 UAIRMISC  Childers 646 o 18,000 5,293 13,747y 0 a 14,393 14,393 7%
Affairs M, Henry &
Division
9940 Total 646 0 19,000 5253 (13,747) 0 0 12393 14,303 27%
Academic Affairs Division Total Save Current Customization 0 x 1 0 0 12,393 14,303 27%
Chief 9507 2770207 PATENT  WilliamsKaren 150 B,650) 0 0 367,032 367,032 0%
Information NORIN Ann Name | Special View
Officer Div 2770207
Save for @ Me
9507 Total 190 ,650) 0 0 367,032 367,032 0%
Chief Information Officer Div Total 190 @ Otvers [Set Bormissions ,650) 0 0 367,032 367,032 0%
(] Make this my default for this page
Budget Style Account
oK cancel L‘al
N | Budget Current  Uncommitted
ﬁullege CAZITRATID  CERTIL Account Name Fund Budget  and and and Pre- Balance Fund Cash percent
lame Code Number Name and ! . Used
Balance Transfers  Transfers o Encumbrances Available  Balance Expenditure
mn ransfers
Academic 9940 1182500 UNN ANALYTICS &  Childers 0 3373190 o 2634239 2,634,239 312,497 426,454 a o ar%
Affairs INSTITUTIONAL 1 Henry &
Division RESEARCH
2554200 UAIRBIPROGRAM  Childers 0 8,621 il 3121 an il 5,500 0 il 36%
I, Henry &
9940 Total 0 338181 0 2637360 2,637,360 312497 431954 0 0 7%
Academic Affairs Division Total 0 338181 0 2,637,360 2,637,360 32497 431954 0 0 87%
Chief 9507 1101070 ESRP OPERATIONS Williams Karen 0 57153430 0 4834963 4834963 1,285,340 (1,076,874) 0 oo1%
Information Ann
Officer Div
1142030 INSTIT APPL Williams,Karen 0 229180 o 219,587 228,587 42,261 (41,638) a o Na%
ENHCMNT Ann <
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Step Action

32. You could make the customization the default view for the page, but it's
not always the best idea to do so.

Click the OK button.

OK
33. When you leave the dashboard and come back at a later time - two
minutes or two weeks later - the dashboard will run with the preset
defaults.

Click the Home link.

Home

34. The dashboard you were just using has had a link added to the Recent
> Dashboards section of the Home page.

Click the General - Financial Management - Open link.

Cpen

35. When you return to the dashboard, the preset defaults are back in
place.

You can apply your customization, however.

Click the Page Options button.

36. Click the Apply Saved Customization list item.

Apply Saved Customization

37. Click the Special View list item.
Special View
38. Your customization has been applied.

Note: All of the prompt values, including the selected fiscal period,
have been applied. If you were to run this dashboard in another fiscal
period, you might then have to change that prompt setting.

Click the Down button of the scrollbar.

-
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39. Beautiful!
Click the Home link.
Home
40.

End of Procedure.
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Appendix B

More Analysis Functions on Dashboards

More Analysis Functions on Dashboards
Right-Click Menu

There is an extensive right-click menu available to you for most analyses on most
dashboards. The menu can be fairly involved, depending on context, but there is a
separate document to more fully explain all of the features and functions. That
document, entitled Working with Dashboards: Right-Click Menus, is available
from the UAccess Analytics Resources page on the UAccess Community.

You will also see a slightly different right-click menu, depending on where on the
column you right-click. If you right-click on a column header, you will see a menu
that resembles what you see here. If you right-click on the column data, the
name of the column will be at the bottom of the main section of the right-click
menu, and the secondary menu will closely resemble what is displayed here in the
main section of the menu.

We'll take a look at some of the more common items in this document.

Here’s an example of a typical right-click menu:

Drill
O Sort Column »

Keep Only > Top X »
Remaove > Bottom X »

Show Subtotal » Members where Major Count is greater

Members where Major Count is less than

s

Show Row level Grand Total » *
Y " g "

Show Column level Grand Total  » Members where Student Count is great s

>

Members where Student Count is less t

Exclude column
Include column >
Hide Column

Move Column  »

Drill

This function, available on some columns, allows you to drill down to see more
detailed information. The column header and column data will be displayed in blue
font for those columns where the Drill function is available.

When you drill in a typical column, you add a lower level of information to the
table, pivot table, graph, or other view. Depending on where and how you drill,
you may also be applying an additional filter to the analysis.

All views in the analysis are affected by drilling in an attribute column. In
addition, drilling typically opens the analysis in a new window. You can click the
Return link below the analysis to restore the original data.

In addition to the right-click procedures listed here, you could also directly click
on either the column header or a column value to get the same results mentioned
below.

Procedure — Column Header Drill
This procedure will simply add another, more detailed column of data to the
analysis.
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Step Action
1. Right-click the column header of the column in which you wish to drill.
Alternatively, you can just click the label in the column header.
2. Select Drill.

The analysis refreshes itself, adding a new column of information to the
structure of the analysis. The information in the column will be from a
lower level than the original column. For example, if you drill on a
college name column, you may see a department column appear.

3. Select the Return link in the lower left corner of the analysis to return
to the previous view.

End of Procedure.

Procedure - Column Value Drill
This procedure will filter the analysis to the data you selected when you right-
clicked, and will also add another, more detailed column of data to the analysis.

Step Action
1. Right-click one of the values in the column in which you wish to drill.
Alternatively, you can just click the value to start the drill/filter
process.
2. Select Drill.

The analysis refreshes itself, adding a new column of information to the
structure of the analysis. The information in the column will be from a
lower level than the original column. For example, if you drill on a
college name column, you may see a department column appear.
In addition, a new level of filtering will be applied to the analysis,
based on the data value you selected when you right-clicked. You will
see the additional filter in the Filters View at the bottom of the
analysis.

3. Select the Back link in the lower left corner of the analysis to return to
the previous view. Select the Return link in the lower left corner of the
analysis to return to the default view.

End of Procedure.

When you drill on a hierarchical column (they have a plus sign (+) on the left side
of the highest-level column values), you expand or collapse the levels of data that
are in the analysis. Drilling in a hierarchical column affects only that particular
view. No other views are affected.

Sort Column
You have the option of sorting or ordering the analysis by any of the available
columns, as always. This function hasn’t changed.

Keep Only or Remove

Right-clicking on a column heading reveals a pop-up menu with a variety of
options for column settings. Two of those options give you the ability to either
Keep or Remove particular information from the analysis.
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Right-clicking on the data, as previously mentioned, will typically give you a
slightly different menu than you’d see by right-clicking the column header.

The Keep Only and/or Remove functions are really powerful ways to personalize
a dashboard analysis, narrowing the scope of the data to see just the information
you wish to see.

Please understand that the number and scope of the items revealed on the sub-
menu will differ from analysis to analysis, as those menu items are based on the
data contained within the analysis. There are, however, four main options as
explained below.

Step Action
1. Right-click the column header of the column you wish to work with.
2. Select Keep Only > or Remove > from the menu, as desired.
3. Select an item from the sub-menu and enter any required information.

e Top X > Based on (one of the columns to the right)
e Bottom X > Based on (one of the columns to the right)
e Members where (one of the columns to the right) is greater
than > a set value or another column’s value
e Members where (one of the columns to the right) is less
than > a set value or another column’s value
The analysis will refresh itself appropriately, keeping or removing data
as requested.

4, You can only undo this change by using the Clear My Customizations
option available under the Page Options button in the upper-right
corner of the screen. Please remember that using this option will clear
all of the customizations or modifications that you’ve made up to this
point.

End of Procedure.

Show Subtotal, Show Row level Grand Total, or Show Column level Grand
Total

You now have the ability to include or remove any totals or subtotals that might
appear in the analysis.

e Show Subtotal will add a subtotal to nearly any column in either a table or
pivot table, totaling all values vertically within the selected column. The
subtotal will appear in the selected location.

e Show Row level Grand Total will add a grand total to the bottom of the
table or pivot table, totaling all values vertically, including subtotals.

e Show Column level Grand Total, available only on pivot tables, will add a
column on the far right end of the pivot table, totaling all values
horizontally within each row.

The procedures for any of the three options are similar.

Step Action
1. Right-click the column header of the column you wish to subtotal.
2. Select Show Subtotal > from the menu.

e Select After Values, Before Values, At the Beginning, or At
the End, as appropriate.
The analysis will refresh itself and show the subtotal in the selected
location.
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Step Action

3. To remove a subtotal, right-click the column for which a subtotal is

displayed.
e Select None from the menu.

The analysis will refresh itself and the subtotal will no longer be shown.

4, You can only undo this change by using the Clear My Customizations
option available under the Page Options button in the upper-right
corner of the screen. Please remember that using this option will clear
all of the customizations or modifications that you've made up to this
point.

End of Procedure.

Exclude Column

One of the existing options is the option to Exclude columns from the analysis.
This is a powerful way to personalize those prebuilt dashboard reports that seem
to have more columns than you or your department need in the report. The
process hasn’t changed.

Step Action
1. Right-click the column header of the column you wish to exclude.
2. Select Exclude column.

The analysis will refresh itself, removing the column.
Please note that the column is only removed from the view you have
on your screen. It is not deleted from the analysis.

End of Procedure.

Include Column

This function gives you the ability to include a column from a list of all of the
columns that are in the analysis. That means that if the person or team who
created the analysis have excluded a column from the table or pivot table, you
can add it back in with this function. You cannot, however, add just any column
from the subject area. You can only include those columns which have previously
been excluded, either by you or by the person or team who created the analysis.

Step Action
1. Right-click the column header to the left of the position in which you
wish to add the new column.
2. Select Include column.
3. Select the column you wish to include from the pop-up menu.

The menu includes all columns that have been added to the analysis
but that have been excluded.

The analysis will refresh itself. The new included column will be added
to the analysis to the right of the column you right-clicked on as you
started the procedure.

End of Procedure.
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Move Column

The Move Column function has been changed a bit, but in essence is the same as

it was previously. Feel free to follow the right-click procedure below. Alternatively,
you can simply drag-and-drop any column to a new location, as before. Note that

you cannot use drag-and-drop in the Chrome or Safari browsers.

Step Action
1. Right-click the column header for the column you wish to move.
2. Select Move Column >.

e Select Before Current Column or After Current Column to
move the selected column one space to the left or right, as
appropriate.

e Select To Prompts or To Sections to move the column to that
area of the table or pivot table.

Within pivot tables, you also have the option of To Columns, which
will move the data column to the Columns area of the pivot table.

The analysis will refresh itself, moving the column as requested. If you
wish to move the column back or move it again, simply repeat the
procedure.
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