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Keys to Creating a Successful Dashboard 

This section will show the dashboard capabilities and functionality. Below is a example of a 
dashboard with a pivot report at the top, gauges and pie chart. With in the design of the 
dashboard you can choose which element of you report that you want to appear in the 
dashboard (such as chart, fields, gauge and summary) 
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Dashboard Elements 

There are four main elements for each section of the Dashboard: 

1. Title – Title for the section of the dashboard. 

2. Report – this is used to select the report in which you want included in the Dashboard. 

3. Records – Sets the number of records you want to display in the dashboard, such as 
10. 

4. Report Part – this is used to select which element of your report that you wish to show 
on the dashboard (such as – Fields, Summary, Chart or Gauges) 

 

Figure 1: This is the basic Dashboard Designer. There are a total of 11 fields that can be 
currently set in the designer. 2 large (used for pivots and larger columns) and 9 small (used for 
gauges, charts, smaller field reports). 
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Figure 2:  Report – This drop down is used to select the report in which you would like included 
within the Dashboard. You can use any report that is in you ReportList that you have 
authorization to see. The icon next to the Report dropdown is used to open the selected report in 
a separate window. 

 

 

 

 

 

 

 

 

 



D A S H B O A R D  C U S T O M I Z A T I O N  

 4 

Figure 3:  Records – this will allow the user to select how many records to be displayed in 
the dashboard for the report. It is set in increments of 5, you do have the option if All and 
All(No Scroll Bar) also, however these option may make the dashboard non-functional due to 
the amount of records in your report. 
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Figure 4: Report Part – this allows the user to determine which element of their report they wish 
to show on the dash board. If you have a report that has multiple charts or pivots, you can add 
the report into the dashboard several times and then select each element separately on the 
dashboard. One can show the pivot and another show the chart or trend. 
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Figure 5: This is an example of a section of the dashboard with various style of reports being 
displayed, such as: 

1. Pivot 

2. Smoothed trend 

3. Pie Chart 

4. Simple Grid 

5. Funnel Chart 

6. Summary 

7. Bar Chart 

8. Gauges 
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Figure 6: This example shows a pivot table using the Cell Highlight and Subreport 
functionality. By clicking on one of the links in the dashboard grid wil open the supreport. If 
you were to select Anchorage from the link it would open the report as pass the parameter of 
Anchorage and show that subreport 

 

 
 

 
 
Figure 7: This is an example of a chart in the dashboard that has hover capabilities on the 
various sections of the pie chart. 
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Steps to create a Dashboard Sub-Report 

1. Create the subreport – in this example we will create a pie chart with hover functions. 

Step 1: Select your datasources 

 

Step 2: Go to the chart tab and select “Pie” from the chart type field, Insert a Title for your chart in 
the Title field. Select your lable and value for the chart. IN this example we used CompanyName 
as the label and OrderID as the value. Click on the Advanced Properties button, in the  advanced 
properties select the chart type of “Pie”. The target report will be the report that will present the 
data when you hover over the sections of the pie chart. Once you have determined your target 
report, then select the efect you want. In this case “Hover” and then save the report. 
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This is what the report will look like once completed. 

 

To see the hover report, all you have to do is place you mouse over one of the sections of th ePie 
chart. This will be the results you will see. 
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Creating a Dashboard 

Step 1 – Create your sub reports. In the Dashboard there is room for 11 different parts of various 
reports. The top and bottom section are used for larger reports, such as pivots and multiple 
gauges. The other 9 sections are used for Charts and smaller grid reports. 

Step 2 – open the dashboard by going to your ReportList and clicking on the link “design a new 
dashboard”. 

 

Step 3 – Once the Dashboard designer is open , you can chose what grid or section of the 
dashboard that you would like to palce your report. In this example we will use the center grid of 
the smaller sections. 
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Step 3A -  Select report from drop down. 
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Step 3B – Select the records. This will be the number of rows of data that you want displayed in 
your dashboard. 
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Step 3C – Select report part. This will be the section of the report that you want displayed in the 
dashboard. Such as: Fields, Summary, Chart or Gauge. 
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Step 4 – Finish completing the various sections of the dashboard with your reports. 
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Step 5 – The last step is to save your dashboard by clicking on the save button in the navigation 
bar. This will open a dialog box where you can name your dashboard and category where you 
wish to save it to. 
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Step 6 – Finished Dashboard - Once you have enter report parts in your various sections, it is 
easy to create a dashboard like the one shown below with little effort and in only a few moments. 

 

 


