QUICK GUIDE - EXPLORE InEight

DASHBOARDS & FOLDERS 11 Explore

@ VIEW & EXPORT DASHBOARD DATA @ MOVE DASHBOARD INTO & OUT OF A FOLDER
1. II;rom Explore > Dashboards, locate a dashboard via scrolling or using the Search 1. Click the three-dot ellipsis to the side of a dashboard.
OX.
) 2. Click Move into Folder.
2. Click to select the dashboard. -
3. Modify the dashboard using any of the parameters. ! | [@ editdashboard
4. Collapse the side panel using the arron € to provide more viewing space. ; L= Moveintofolder
5. Toexport the data for anv graph or chart, click the More Options three-dot ellipses. Setasdefault
Y B2 g
% Prin
D, Export data . I
IE"'p Show as a table
=1 Spotiight 3. Select afolder from the drop-down list and click Save.
Q Getinsights 4. Open the new folder, by clicking on the drop-down arrow from the
new folder.
Sort axis 4
5. To view the dashboard, click on the dashboard from within the
6. Click Export data. folder.
7. Select either “Summarized data” or “Underlying data” and then the File format. 6. Click the three-dot ellipsis and Move out of folder to remove a
. dashboard from a folder.
8. Click Export.
9. Open the file from your Download folder. A WEEKLY d
DB ot reenn 0512313022 0701 P i Edit dashboard

Created by: System

Advanced Work Packaging Dashboard Move into folder

‘ CHEATE A Fo LDER Last data refresh: 03/28/2022 03:31 AM

Created by: System
Move out of folder

Used to easily identify dashboards you may refer to on specific frequency or for a g e o 05,02 Al

functional level. Created by. System Set as default

Connected analytics utilization
Last data refresh: 03/28/2022 01:02 AM

1. From Explore > Dashboards, select the Add folder icon. Created by System

Pamtennt Amabbmned

Print

2. Typeinthe name of the folder and click Save.
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DASHBOARD FILTERING

® FILTERING OPTIONS @ FILTER ON THIS VISUAL using BASIC FILTERING

Used to make dashboard viewing easier and more customized. Can be 1. From the Filters pull-out, expand a Filter card to limit the data.
done on four levels:

1. Visual level 2. Usingthe Basic filtering option, select one or more of the options.

2. Page level Created date
is August 2021, Septe..
3. Report level A
1 Basic fil
4. Drillthrough Bast lerng >
August 2021 3
September2021 30
October 2021 31
MNovember 2021 30
6 32 e December 2021 31
BN
((/: nEight Compliance - Events fra O January 2022 4l
) L~y || O February2022 28
,_.‘, ' i ’E; O March 2022 31
e [ Require single selection
=0

o -
= ® FILTER ON THIS PAGE using ADVANCE FILTERING

1. From the Fields pull-out, drag a field into the Filters on this page > Add data
fields here.

2. Use Advance Filtering to select an option(s).

I : Created date ~
o is on or after January .. & @
0_ Filter type @
e o | it st e Advanced filtering v
Show items when the value
is on or after v
1/1/2022 =]
1. Click on the three-dot ellipsis to the right of your desired dashboard. e —
2. Click Edit dashboard. .o
3. Selectachartorgraph. Bon o beore hd
4/30/2022 =]

~ ~

12 0 | AM ~

~ ~

® FILTER ON ALL PAGES using ADVANCE FILTERING

1. From the Fields pull-out, drag a field into the Filters on all pages > Add data
fields here.

2. Use either Basic Filtering or Advanced Filtering as desired.
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