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Accessing PowerAnalyzer

The ACMIS reporting tool can be accessed from the Analysis and Reports link on the
left navigation bar within the ACMIS system

MAENL

My Information
Change My Password
My Record Changes
My Administrators

System Management

Analysis and Reports

Or by accessing the following URL for a direct link to Informatica Reports:
https://acmisrpts.dau.mil

Federal Acquisition Institute

ACMIS Reports

Login

N - 4 :
. MQ%
Password: l:I
/y

INFORMATICA"

PowerCenter Data Analyzer

Copyright @ 2001-2007 Informatica Corparation, All rights reserved,

Access to the reporting tool requires a separate user name and password from the user
name and password created within the ACMIS system.

ACM's and Agency Administrators can request access to the reporting tool by
contacting the FAI helpdesk at guestions@fai.gov or (703) 805-2300.

Users are required to change the temporary password at first login to 10 characters with
mixed case, 2 numbers, re-enter the password and click ok.



Accessing Content

The Find tab allows you to search for reports and shared documents that you want to
view. PowerAnalyzer keeps all reports in Public Folders or in the Personal Folder of
each user.

The Help link in the upper right corner provides detailed user guidance to the features of
the Informatica tool. It does not provide a data dictionary or any descriptions of the data
content.

Log Out  Help .
i Create | * | Manage Accoun t
/ Saved Queries,
Show peports  that I subscribe to Save this Query [ ENEE I
rep!
# 3 persenal | Faldar Lost Edited
= public Folders Feb 12, 2007 13:00:40 adrain A
[E7 acmis Reports ACMIE Grade and Age Range Distribution Report Feb 15, 2007 16:05:27 admin
=
3 arFaw Reports ACMIS Record Review May 18, 2007 10:34:32 adrnin
&
D aTRRS Raports ACMIS Record Revie Dot 1, 2007 16:50:36 sbaoth
Feb 15, 2007 16:1412¢ adrnin
Feb 15, 2007 16:11:36 admin
ion Feb 16, 2007 15:22152 adrnin
Feb 12, 2007 12:08:32 admin
Average Age Apr 18, 2007 11103114 adrnin
Earliest Retirament Date Detail Report Feb 12, 2007 12:05:07 admin
Ernployes Warrant Certification Levals Feb 12, 2007 13:06:103 adrnin
Mandatory Training Courses Not Mat Feb 12, 2007 12:07141 admin
N Fabifiatinn Fiatas Bacnvdad Fab 4= sanTAcseas e %
>
Folder Task Area T ) e b e s | [ ool =

ACMIS Reports

Results Task Area

Public Folders=ACMIS Reports

+ lan 31, 2007 10:30:25

Last Edited: Fe .14. 2007 19:12:29 -
PO <+— | Details Task Area

Modified By: admin

Accessing Reports & Shared Documents

To find reports, you can browse through the Public Folders or your Personal Folder in
the folder task area. You can also search for a specific report. As you browse the
folders in PowerAnalyzer, you can organize reports by creating new folders and moving
reports to the folders.

Click the report name in the results task area. The Details task area displays detailed
information about the selected item.

Click View in the Details task area to display the report on the View tab or click Analyze
in the Details task area to display the report on the Analyze tab.



Running a Report

The report can be viewed by right clicking the report name in the Results task area and
selecting View or Analyze to display the report. Analyzing the report runs the report and
allows the data set to be analyzed (or altered). Also double clicking the report will
display the report on the Analyze tab.

Selecting the View button will preview data on the View Tab
A report can not be manipulated or altered from the View Tab
The View Tab displays the
* Report Properties
» Update information (date & time the report was last updated if it is a cached
report, if not, it displays on demand)
» Filters
 Filtersets

Selecting the Analyze button will preview data as a table.
The data is displayed on the Analyze tab
* Filters — A filter displays report data based on certain conditions
» Filtersets — A filterset is a named filter or group of filters
* Alerts — A report alert allows you to receive notifications about critical data in a
report
* Indicators — An indicator helps you track critical metric values in the report
 Highlighting — Highlighting draws attention to critical data in a report and help you
pinpoint problem areas
» and Scales — If the scales for the metrics in the report are In Thousands or In
Millions, PowerAnalyzer displays these as report properties.



Adding Metrics and Attributes

To change metrics or attributes of an existing report, Select Add tab (additional metrics
& attributes). Click the drop down arrow to select a metric category (or attribute
category), then to select a metric (or attribute). Click the Add button to add the new
criteria and re-run the report.

To change or add filters to an existing report, Select the Filter tab. See Filter section on
page 10.

@ Tirne ﬂﬂﬂ Corill Filterset Ad% Charts Custorn Attribute = E Query

Add to Table [dd metrics ar attributes ta the repart,
Use the tools below to select an attribute or metric to add to the table,

Select a metric category W Select a metric ¥ Add

Select an attribute category % | | Select an attribute ¥

Saving Report Changes with New Name

Once you have changed an existing report, select Save As to give your revised report a
new name. Use the Select Folder button to select a folder to save your report to
(reports are typically saved to your personal folder).

Cizplay on Wiew | Add to Dashboard Save As

Save As ﬂ %
To zave a copy of thiz repart, use the tools below to enter 2 new narme for the report and configure report settings [Sav
and properties, and then click OK,

: Report Mame: [Retirement Eligibility Repart

! Selectreport update setting:

(®) on demand () cached
The data in on dernand reports is refreshed The data in a cached report is refrezhed
zach time the report is opened. User-based data periodically, according to a schedule, to optimize
restrictions are applied to on demand repoarts, sustamn performance.

Apply user-bazed security

Apply provider-based security /
5Save the-separt into the following folder:

Public Folders = ACMIS Reports

Mote: By default, the report will inherit the read permiszions of the folder in which 1T 1

1
Comrnents;

Description:

Keywords:

|) More options...




Creating a Custom Report

Select the Create Tab, click Reports

Federal Acquisition Institute
ACMIS Reports

Mary's Dashboard

< Ad Hoc Reports

sssssssssssssssssssssssss

Select a Report Name

You must enter a report name to be able to save your report.

Select Metrics (Step 1)

Select Metrics (ACMIS Metrics are counts/total #'s; objects used for measurement) from
the available folders in the folder task area. To populate the results task area with all of
the metrics available, change the Show metrics dropdown from “what | use frequently”
to “all” and click the green arrow.

Log Out  Help

Federal Acquisition Institute
ACMIS Reports

[P NRd | Manage Account

Folder: Personal Folder
Sch emand

S <] 7]
oKe
]

[JPrompt values [JPrompt values

17 matrics

S acmis Matrics
#10 certification show metrics{ L use fraquently
FD co warrant
I pagres Metric Name

H 3 Employes Job
D 100 Mo itemns.
3 Training course




Below are ACMIS metric folders and the corresponding content.
Certification
Count of Certifications
CO Warrant
Count Contracting Officer Warrants
Degree
Count Degrees
Employee Job
NOTE: Commonly used metrics are in this folder, including Total # 1102’s,
Training Certified 1102’s, # COTRS,)
Job (Count Jobs)
Training Course
(Count Fulfills Continuous Learning Requirement,
Count Courses Completed
Count Courses Required
Count Fulfills Mand Training
Count Training Courses
Training Length)
Waiver (Count Waiver, # Education Waivers)

Log Out Help

Federal Acquisition Institute

ACMIS Reports

P |~ | View |~ | Find [N Y| Hanage Accoun! t

Create Report

Report Name: [Agency 1102's |

1 Select metrics
7 ry Time Folder: Personal Falder
Total 4 of 1102 Employees & Sl | al available schedule: On Demand
Permissions: everyone
x|
[rrompt values [JPrompt values
=
2 Matrics Saved Queries
== acmrs metrics
B centification show metrics Luse frequently M setas Defauk
3 co warsnt
D Degree Metric Name Description Add
B3 Emplayee Job Total # of 1102 Employees Total number of emplayees identified a5 1102's by their accupational seri.. d A
[ ok Employes Age Age of Employes
F T Trsinin 2 Course Training Cartified 1102's Hurnber of ermployees who have satisfiad the mandatary training requirem...
FE waiver Training Cartified PM's Murnber of employees who have satisfied the mandatory training requirem...

Highlight the metric you wish to use in the report (from the result task area) and select
the Add button. There is no limit on metrics as long as the attributes are keyed into the
fact tables that are being selected. However consider presentation quality when
selecting metrics.



Select Attributes (Step 2)

Click box 2 to advance to the Attribute section. Select Attributes (objects used for
identification) from the available folders in the folder task area. To populate the results
task area with all of the attributes available, change the Show attributes dropdown from
“what | use frequently” to “all” and click the green arrow.

Below are the ACMIS attribute value folders and the corresponding content.

ACMIS
Employee Job
Job
ACMIS Employee Job Fact
Current Job Flag
Employee
Active Flag
Agency Code
Agency Name
Bureau Code
Bureau Name
Employee Name
Occupational Series
Dm Dates Dim
Dm SnapshotDate Dim
End Date Key
Sep Date Key
Start Date Key

Federal Acquisition Institute

[LEUNRg | hanage Account

Report Name: [Agency 11023 |
2 Select atibutes
Total # of 1102 Emplopess Agency Gode
[ rrempt values [prompt values
=1 attributes
= = acws
I Employee Job Show attributes 1 use fraquently
#D et
(= AcMIS Employee Job Fact Attribute Name
# D bm Dates Dim 24 Business Related Studies Flag
# 5 o snapshotbate Dim Adtive Flag
& Employee Age
# D End Date Key Age Rangs
# 5 sep Date Key Agency Code
# [ Start Date Key Agency Hame
Agency On YZK

the Add button.

it avaitable

B

Description
Indicstas if the emplopes has racaived 24 cradits in business rels...

Indicates if the erployes is still active in the system

Age of the Employee

The age of the emplayee broken dawn in different ranges (under..

n is employed




Select Filters (Step 3)

Click box 3 to advance to the filter section. Select the Filter tab. In the Add Filter
section, click the dropdown arrow next to Select an Attribute to see the list of attributes
selected in Step 2. Filters can be set on any of the attributes that have been selected to

be part of the report layout as well as attributes that have not been selected to be a part
of the report layout.

select time, filters
3 and rankings

py | Tim:
Total # of 1102 Employ==s Agency Cods A i mvailbl
[rrompt vslues [ Prampt vsluas
Add Filters
Use the tools below to create, edit and manage filkers on the report,
Report Filters: This section displays the existing filtars in this report. Advance d
Combine all the sttribute and metric filters below into one filkerset,  Saus s Filtersat
Attribute Filters:
[ enzble prograssive filkering
Hon ently added, use the tools below to add atbibute filters.
Metric Filters
Mo ently added, use the tools belaw ta add matric filters,
Filtersats:
Mone currently added, use the taols balow to add fikersats
Add Filter: In this section add a new filter to this report, Advance d
attribute Filter | Mewic Filter | Filterset

ing an attribute, the filter condition snd attribute vsl

Select filter criteria (show only, exclude, etc)

Click Select Attribute Values link to Open “Choose Attribute Values” window. Select the
appropriate value/filter criteria. The attribute values are the true values (or options for

the field) stored in the database. Guessing a value to enter in this field may result in no
data found.

Add Filter: In this section add a new filter to this report,

Attribute Filker | Mebdc Filker | Filterset
Create attribute filter by selecting an attribute, the filter condition and attribute values,

Far| agency Code w show only w Add
Select other attributes...

1 i I a g E@

Select globgmyariable as value... Choose Attribute ¥alues
Manually en'-dr a value...

To multi-select, hold down the control key while you click an the
iterns you wish to seleck

A | There are more than 100 values to display, Far faster
petformance anly the first 100 appear in the current
list, To dizplay all the values click the buttan below,

AF Retrieve all values

&] Dane S @ Internet
10




When selecting a filter that is not selected as an attribute in Step 2 (part of the report
layout), navigate to the Select other attributes link to launch a window of attribute

folders. Navigate to the folder that contains the appropriate attribute, select that
attribute.

Add Filter: In thiz section add a new filter to this report,

Attribute Filter | Metric Filker |  Filterset
Create attribute filker by selecting an attribute, the filter condition and attribute values,

For| select an attribute W zhow only w Add
Select o%r attributes...

Select athibute values...
Select global warable as value...

Manually enter a value...
I:‘ Prompt this filter befare running.

Click Prompt Values checkbox to launch filter each time report is run.

11



Layout & Setup (Step 4)

Federal Acquisition Institute
ACMIS Reports

- - 4 Layout and setup -
L “ = =
- Tier
e of1 i E Cade ] it avaitabie
4] %]
CPremet vabuss Orrompt vatuss

DTl icuistons | Fornatting | sortiog | charing | worntives | Repert ks | viem satse |

Sel Up Table Layout
Edw the table layout for the report by dragging and dropping the metric group and/er attribute labels to the cross-hatched areas.

Total 4 ol 1102 Employens

Fotal # o TI00 [

Fotal & of 1508 £ ralo

Click box 4 to advance to the Layout section.
Usually there are no changes, however you can change the order of the columns by
dragging and dropping the column to the desired location.

The data in the columns can also be sorted in ascending and descending order. The
data can also be sorted after the report is run.

12



Publish (Step 5)

Log Out  Help

Federal Acquisition Institute
ACMIS Reports

Create Report

Report Name: [Agency 1102

Time
all available

Total # of 1102 Employees

ST

Specify Report Properties
Specify general settings and additional information for the report.

Select report update setting:

Save the reportinto the following folder:
Parsans I Faldar

Mote: By default, the report will inherit the read permissions of the foldar in which it i

Comments:

Click box 5 to advance to the Publish section. Here you can select to publish your
report in the Public folder or your Private folder. Reports published in the Public folder
can be viewed by everyone within your agency.

When you have completed creating the custom report, select the Display on Analyze
button to run the report.

Once the report results are displayed, you can select the any of the options on the
menu bar.

Create | * | Manage Account

Display an View | Add to Dashboard | Save | Save As | Revert | Print | Export | Emnail | Discussion | Feedback | Pivot Table | Edit

Selecting Save will save the report in your private folder by default.

13



Exporting Report Data

Also on the menu bar is the option to export the report data.

Dizplay on Wiew | Add to Dashboard Sauve Az | Rewvert | Print ||Export
Export Report
Export this report to ancther format,
Choose the format for export
@ Microsoft Excel
Retain DA Formatting W
(:} S5V Docurnent

O HTML Docurnent

(:} PDF Docurnant

Choose export options
Show the following repart

Orientation: infarmatian:

Portrait Marne
Landscape Filters
Layout: Cate last updated
Fit width to Page Cwner
Fit to Page Description

:l % of normal size Cormrnents

Wrap Table(s)

Headerz/Footers:

Size of header I:I inches
Size of footer I:I inches

Pagination:
Inzert page break after each report section

Marginz:

Tap I:I inches Bottorn I:I inches
Left I:I inches Right I:I inches

The report data can be exported into an excel spreadsheet, a PDF document, an HTML

document or a CSV Document. Click the export button to open the exported data in a
new window.

14



Emailing Report

Also on the menu bar is the option to email the report data as a link, as an excel
spreadsheet or as a PDF file.

Display on View | Add to Dashboard Save As | Rewert | Print | Export [[Email

Email Report
To ermail thiz report, enter a recipient and subject, choose a format, and then click
Send.

Attachrnents

Send report as: | Link Only b Send link with message

PDF Docurnent
Emmbedded HTML
Microzoft Excel
CE5W Docurnent

Enter a recipient’s email address, subject and format for the report and click the Send
button.

15



Working with Alerts

When the report results are displayed using the display on analyze feature, other
advanced data customization options are available.

Alerts run reports on a frequency determined by the user. When the data set meets the
criteria set by the user, an alert is generated.

Log Out Help

t | v | view | | Find Create | ¥ | Manage Account

Display on View | Add to Dashboard save As | Revert | Print | Export | Email Pivat Table
Employee Warrant Certification Levels

Data Last Updated: ©n dermand & 8

[ Fitters: Active Flag show only (') Remove

Dol ©rganization Flag show enly ('N'] Remowve
Current Snapshot Flag show only (1) Remove

El e N

Warrant TypelCreate an alert rule for selected values. Select a metric
Functional Qcolumn header or single metric value first.

Certification Level 0, 3,2, 1, 4, 25,000, 100,000,

< Warrant Type: No Warrant, Functional Disclipine: {null), Certification Level: 0

M4 oran bW
¥ B
Occupational Count Co-
Grade Employee Name | 0<<UP i

01 FOUNTAIN € 1102 1

Select the column that you want to set an alert for (usually a metric)
Click the Alert Icon (red explanation point)

_

Display on iew | Add to Dashboard Save As | Revert | Print | Export | Em:
Employee Warrant Certification Levels

Data Last Updsted: on demand O7 &

@ Filters: Active Flag show anly (') Remove

D Crganization Flag show anly (') Remove
Current Snapshot Flag show anly (1) Remove

-] % 15 o rieer | it | na | chare | B | ol | curtom pcrioute | = LIS

Create Alert
Use the tools below ta name your alert, specify a rule and message for the alert, and configure alert delivery aptians.

Nama this alert: Count Co Wanant

Specify alert rule: Alert me if any valus for Count Co-Warrant

Grester than or egual to
Select operator

Select operand type ¥

Author alert

Rises by
Falls by
Rises ar falls by

4Rises above or falls below ores zab.
Iz between

Set alert state:

ake it inactive

Set alert delivery options:

rnary_clarke@sra,carm

] Email
= More options
Specify category: Select Category
Spacify department: Salact Departrmant ¥
sat alart schadula: This spacifiss whan the slere rule (spacifisd sbove) will Be chacked sgainst the dses

Run alart on the report schedule: (Vo schedule available)

(& Run alert rule | according to schedule... -
Set alert rule as: ) Public &) Personal
Make this alert for report subscribers

16



Working with Alerts

Enter a Name for the Alert

Select Alert Criteria
Notify me when courses not completed
Select operand value

Enter an Author Alert Message

Select More Options (expand the folder)
Select frequency of the Alert

Set Alert to be public or personal (defaults to personal)
Click OK

D R V¥iew | * | Find Analyze Administration | ¥ Create | * | Manage Account

View Alerts

Set alert delivery options.

The devices below are enabled for alert delivery
[all alerts are always delivered to the Alerts tab)

rmary_clarke@sra, com

[ email
Change or add delivery devices
Special Settings
D Do not send alerts to my email, fax and mobile devices,
[ we not send alerts ta my fax and mobile devices,

fram

to

To change your alert settings, go to the Alerts menu (to the left of View tab) and select
Delivery Options.

To modify your data alerts, go to the Alerts tab, double-click on the alert in the alerts list
and edit your alert on the Analyze tab.

17



Working with Indicators

When the report results are displayed using the display on analyze feature, other
advanced data customization options are available.

Analyze Manage Account

Dizplay on View | Add to Dashbosrd Save As | Revert | Print | Export | Ermail Pivot Table

Employee Warrant Certification Levels

Data Last Updated: on demand &7 @

@ Filters: Active Flag show anly (V') Remove
DoD Organization Flag show only ('N') Remove
Current Snapshot Flag shaw only (1) Remove

@-%ﬂ | ~d

Warrant Type No

(Create an indicator For selected cells, Select any
combination of cels first, IF there is no selection, the
indicator will be For entire data sst.

Functional Discl

Certification Le:

= Warrant Type: No Warrant, Functional Disclipine: (null), Certification Level: 0

Occupational Count Co-
Grade Emplayes Name oot e
01 FOUNTAIN € 1102 1
01 Lord, John 1102 1
DIAHANBANI
02 AMAN S 1102 1

Select the column that you want to set an indicator for
Click the Indicator Icon

Display on View | Add to Dashboard Save Az | Revert | Print | Export | Em
Employee Warrant Certification Levels
Data Last Updsted: On dermand ©F @
[E] ritters: active Fisa show only (v) Remove

Dol Grganization Flag show only ('N') Remove
Current Snapshot Flag show only (1) Remove

) - (R |

Create Indicator
Use the tools below ta name, set up, preview and edit your indicstor. To edit the data this indicator is based an, make a new tabls
selection and click the update button, When there are multiple pages in the report, use the select button to add values or positions,

EN .- |

To ensure that this indicstor loads quickly on the dashboard, place this report on a scheduls.

This indicator is based on values ! ptiibutes - Watrant Type (Vo Warrant), Certification Level {0}, Grade (01, 02, 03, 0, 05,
06}, Employee Name (FOUNTAIN C, Lord, Jobn, DIAHANEANI AMAN S, SHELL 7 3,
XAVIER S S, GARCIA 1 F, GOSNELL, JESSICA M., KOLLARS P 3, TAITT Gregory E.,
CRAWLEY,BRENT C, POWELL MICHAEL, SAND...
Metrics - Count Co-Warrant

Name indicator: Count Co Wiarrant

Dascription:

selectindicator type: ) .1 O chart

Add indicator to the following contai on my p: I dashboard:

(®) None

() Containar 1
) container 2

+ More options...
Setindicator as: public persansl

Set state of indicator on filtered dashboards:
(3) Update indicator data based on filter selection.

() Retain current indicator dats,

18



Working with Highlighting

When the report results are displayed using the display on analyze feature, other
advanced data customization options are available.

: 01 [ Wiew | ¥ | Find | EEUEES

Create | ¥ | Manage Account

Display on Wiew | Add to Dashbosrd Save As | Revert | Print | Export | Email Pivat Table
Employee Warrant Certification Levels
Dats Last Updated: on demand & @
Filters: Active Flag shaw enly (') Remove
DoD Grganization Flag show anly ('H') Remove
Current Snapshot Flag show only (1) Remove
Indicators: Count Co Warrant
o B e HeE m
Warrant Type bo Warrancreate 5 highlighting rule For selected values, Select a
Functional Disclipina (nimetric column or aggregate cel first,
Certification Level 0, 3, 2, 1, 4, 25,000, 100,000
Expand All
¥ Warrant Type: No Warrant, Functional Disclipine: (null}, Certification Level: 0
M Jofas kbl
¥ E
Occupational Count Co-
Grade Employee Name JCCUF o
01 FOUNTAIN C 1102 1
01 Lord, John 1102 1
DIAHANBANI
02 MANS 1102 1
02 SHELL1 3 1102 1
02 XAVIERS § 1102 3
Wiew | = | Find  EECEIVH
Display on View | Add to Dashboard Save As | Revert | Print | Export | Em:

Employee Warrant Certification Levels
Data Last Updated: on demand ©° @

Filters: Active Flag show anly ('"') Remove
Dol Organization Flag show anly ('N') Remove
Current Snapshot Flag show anly (1) Remove

Indicators: Count Co Warrant

O N mEe = Y
Create Highlighting Rule

Use the tosls below to enter 3 name, spacify threshold ranges and select a display format for your highlighting rule,

Name highlighting rule:  [Count Co Warmant ]

specify highlighting rule: Cownt Co-Warrant

Enter values: [1 | 2 |

k ] [ ]
\

select format: Fhis specifies how highlighting witl sppear in table celis
® | 10,000 (@) |A 10,000 (o] |@ 10,000 O @ 10000 (o] |E 10000 o] |@ 10,000
[

5,000] A 5000 & s.000 o s000] - s000| S 5,000
! 2,000 A z.000 /@ 2000 o =zm00] E z000] B zo00|

Set highlighting state: (3) Active () Inactive

¥ More options...

set default state of rule (for all users) as: Active  Inactive
et highlighting rule as: Public - Personal
[] shew only highlighting in table and hide numeric data.

Apply highlighting rule an all occurrences of selected rstric in the report.

Click the Highlight Icon

Enter numerical values in ascending order
Click Ok

Data in column will be colored coded based on the criteria

19



Working with Report Charts

When the report results are displayed using the display on analyze feature, other
advanced data customization options are available.

The data from the reports can be displayed in a variety of charts.

@ Jﬂg Crrill Filterset Cha{gs m Custom Attribute ’E Cuery

Chart Data
Select a chart type below to view data graphically.

Standard bar Stacked bar Horizontal bar Horizontal stacked bar Pie Multi-pie
Standard line 2Y Line Stacked line Area Stacked area Combo
Line bar combo Stacked bar combo Scatter Standard waterfall Horzontal waterfall 2Y bar
3Y bar 4Y bar 57 bar Bubble Pareto

|} More options...

20



Add Report to Dashboard

The menu bar has a link giving users the option to add the report to their dashboard.
The user dashboard is viewable upon sign in to the PowerAnalyzer tool. Users can
have quicker access to reports by saving reports to their dashboard.

Log Dut  Help

Federal Acquisition Institute

ACMIS Reports

{0 > | wiew | > | Find | TSR

Dizplay on View(( Add to Cashboard Save As | Revert | Print | Export | Email Fivot Table

ew ||Add to Dashboard

Add to Dashboard
To add this report to
your personal
dashboard choose a
dazhboard container
below and then dick
Ok,

Add report to the
following containers I
on my personal
dashboard:

@ Mone

O Container 1

O Container 2

Click the Add to Dashboard link
None (adds report to personal folder)
Container 1 (adds report to top half of dashboard)
Container 2 (adds report to bottom half of dashboard)

Dashboard Setup

To create a custom dashboard layout:
Click Create > Dashboard.

Click Layout.

Click Custom Layout.

The Custom Layout window appears.

Select the number of columns.

Enter a number of rows.

You can create up to 30 containers, by default.
Click OK.

Save the dashboard.

21



Help Information

FAI Help Desk
For additional assistance, contact the FAI Help Desk at:
acmishelpdesk@fai.qov or 703-805-2300 L
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