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What is Power Bl ?

A web service that will allow the Office of the University Registrar to deliver to you dynamic
Reports and Dashboards.

What Reports and Dashboards have been delivered?

Working with Queen’s ITS, the OUR has created:
» Student Class List Report
* Undergraduate Admissions Dashboard
* (Consecutive Education Admission Dashboard
e Student Enrolment Dashboard

Over time, so much more will be delivered! All Reports and Dashboard will be shared in Apps
within the Power Bl web service.

How can | request access to a Power Bl Report or Dashboard?

You can request access to a Report or Dashboard by following these steps:
ServiceNow Ticket Creation Steps



https://www.queensu.ca/registrar/sites/uregwww/files/uploaded_files/pdfs/Support_Request.pdf
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Where do | login?

If you have been identified as someone who may benefit from access to a Report or
Dashboard, a login link will be shared with you via your Queen’s email address. You can also
find the Power Bl application, Dashboards and Reports through Office 365 in your Edge web

browser:
* open the Edge web browser and e
select the App Launcher icon next to the city name @ o & oo
@ Poverpoint @ oneNot
« select All Apps : v
* search for and select Power Bl
* select Apps from the toolbar on the right to find B

what Dashboards and Reports are available to you Apps
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Home Page UNIVERSITY

Once you have logged into PowerBI using your link your Report or Dashboard will be displayed.
The Home page will provide you with a report description, navigations and additional useful
information' Date of Last Data Update
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Dashboard

full time
ters that

Undergraduate Admissions ...~

d acceptances a
nother. Select the info

Home

Applications.

Offers

Accepts

Applications by Location

Guide

‘ Guide |

leensu.ca/registrar/resources/re,

November Enroliment Targets can be found on the Queen’s OUR website at: htfps:/,

General Page Functions

DATA REFRESH occurs at approximately 4:30 am daily. Data in this dashboard will reflect the Applications, Offers and Accepts as of that time.

® If you are unsure how to read the results of each of the pieces or require assistance on how to get a readout or drill-through the page, head over to the
nformation icon by the Queen's logo

Ai

y point you can reset ALL your filters or selections by hitting the reset filters button on the upper toalbar

€ Go back
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Navigating Dashboards and Reports
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Every page will have a side navigation panel that will provide you with easy access to page
navigations and a Guide containing a Glossary of Terms used in the Dashboard.

&

. Student Enrolment
Dashboard or Report Title = Dashboard

Student_Enrolment

Home

Return to Home Page Navigation =

Student Enrolment Dash...

Student Enrolment Map

Student Demographics

Guide Navigation —_— Guide

Page Return Navigation —

Student Enrolment Dashboard

5 Year Enrolment Comparison
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Student Academic Career @UGRD
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021 Summer

Student Enrolment by Tuition Status
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Each Dashboard page will have an Information Page that will give you detailed
information about how to use the page as well as data tips.

Information Pages
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Drill through 1o disciplines and sub-plan
s by selecting a faculty on the
adjacent graph then click the button.

7 Students Enrolled page fo another, where

available.

Multiple items for each

Career | filter may be s
DIST (other than Term w
only a single selection is

Display of the breakdown of students in specific faculties.

valid)
Individual bars uniquely count the students WITHIN that bar. Students £
with multiple programs or programs shared across different ; - W

departments will be counted within EACH bar. Thus each bar should

not be counted together if a unique student count is desired.
) hv
| ] Bars can
L ill dow -

Term ] e &dle.. ¥
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List of categories in Reports and Dashboards that can be selected to narrow (filter) search results.

Slicers

Slicer selections added to one page of a Dashboard can carry from one page to another.

Selecting Term 2021 Summer on Reset your page to clear all slicer
the Enrollment Dashboard page selections.

will carry over to the Student

Demographics page.
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Exporting Report Data

Data in Reports and Dashboard can be Exported to Excel by:

appear in just above the upper right corner of the Report

Click the ellipsis to expand the menu.

Current Year to Past Year Offer =

Term

Plan

»

2015 Summer

Current Year | Previous Year = % difference

ACIS-M-BED
ACPJ-M-BED
ATIS-M-BED
ATPJ-M-BED
IS-M-BED
OEIS-M-BED
OEPJ-M-BED
PJ-M-BED
TE-M-BED
TE-M-DED

Select Export Data from the dropdown menu

[3
11
3
5
124
4
11
319
4

25

Data with current layout will be displayed

Click Export

Queens

Click your mouse anywhere inside of your report or visualization to see options
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Exporting Visualizations

Visualizations and Dashboards can be exported to both PDF and PowerPoint by:

» Select Export from the top menu bar and selecting your preference from the dropdown menu.

Consecutive Education Admission Dashboard

[ File v @ Share ~ I« Export v & ChatinTeams ¢ Getinsights (@ Subscribe to report - v v G &

E. A I h D e p—— [ Queens sruoen aseais
8 PDF

Images with captions can be exported by selecting the Copy icon on graphs.

Students Enrolled ! ¢ O i .
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If you bookmark a Power Bl Dashboard in your web browser, your bookmark could break when the is
Dashboard is updated. You will see a pop-up message saying: “Sorry, we couldn’t find that report” (shown
below);

When this happens, you will have option to click OK and to see the underlying information you will need to
update your bookmark with the original url to permanently remove the pop-up message.

If you cannot click OK and/or see the underlying information, please submit a ticket through Service Now to
pursue an access inquiry.

Steps for creating a ServiceNow ticket can be found here: ServiceNow Ticket Creation Steps

iii  PowerBl Undergraduate Admissions Dashboard Undergraduate Admissions Dashboard | Data updated 3/3/22 v
&
=3

Undergraduate Admissions
Dashboard

Undergraduate Admissions .. &
[ Applications

Offers.

Accepts

Sorry, we couldn't find that report

It may have been deleted or you may not have access to view it

Get help oK



https://queensu.service-now.com/esm?id=sc_home
https://www.queensu.ca/registrar/sites/uregwww/files/uploaded_files/pdfs/Support_Request.pdf
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