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Background & Terminology

The Reporting Dashboards module in OnBase provides a point-and-click
configurable designer to create highly visual, interactive dashboards and user-
customized reports. This guide is intended to supplement the resources listed below,
please refer to the MRG for full details on configuration.

Within the module, you can configure:

e Dashboards - these are pre-configured and can include visual elements such
as charts, graphs, etc.

o Dashboards can be made available via URL if they do not include
personally identifiable information.

e Reports - these are a more traditional report format without visual elements.
Users with access to the report can choose the columns to include, so this is
better suited for power users who are willing and able to customize their
reports.

e Data Providers - this is the query that retrieves the information to use in a
dashboard and or report.

e Categories - these are groups of dashboards and reports to provide
organization

Make sure all your configuration aligns with the CU OnBase Naming Conventions.

It can be helpful to create dashboards, reports and data providers in DMOSTG to
have access to updated data that’s not always available in DMOTST.

Prerequisites

In order to configure anything in the Reporting Dashboards module, you will need to
use the Unity client and be in the appropriate user group for reporting configuration
privileges.

You’'ll need to complete the trainings below to be given access to administrative
reporting dashboard privileges.

Resources

e Hyland’s premium subscription includes these trainings, which are great
starting points for learning about dashboards.
o A hands-on lab for Reporting Dashboards.
o Intro to Reporting Dashboards
o Reporting Dashboards Beyond the Basics (covers WorkView reporting)
e Improve OnBase with Reporting Dashboards, presentation from 2018
CommunityLive
e Reporting Dashboards MRG
e Reporting Dashboards product page
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https://www.cu.edu/doc/onbase-guide-reporting-dashboards-make-dashboard-publicpdf
https://www.cu.edu/doc/onbase-guide-naming-conventions.pdf
https://training.hyland.com/courses/P1595-Reporting-Dashboards-Hands-On-Lab
https://training.hyland.com/courses/P1076-Reporting-Dashboards
https://training.hyland.com/courses/P1652-Reporting-Dashboards-Beyond-the-Basics
https://community.hyland.com/blog/posts/60501-Best%20of%20CommunityLIVE%202018%20Measure%20%20Improve%20OnBase%20with%20Reporting%20Dashboards
https://community.hyland.com/products/onbase/reporting-dashboards

e Reporting Dashboards - Share by URL on the UIS OnBase Training page.

Please contact UIS DM Support@cu.edu for assistance as needed.

Administrative Dashboards

In addition to the dashboards and reports you create for your own department, a
variety are already available and shared with applicable user groups. Some are
available to all OnBase users while others are limited to the appropriate
administrative groups.

More information is available in the Certified Admin Handbook.

User Groups/Access

There are several layers to granting access to reporting items. In order to access
dashboards and/or reports, users will need to members of a group that is assigned
to the dashboard/report and all data providers used by the dashboard/report.

If the data provider is based on a WorkView module association, the user group will
also need to be assigned to the module association. Refer to our WorkView for Unity
Form Reporting guide for more information.

Assign to User Groups, not Users

While items can be assigned to individual user accounts, instead this should be
assigned by user groups for easier maintenance as users change or leave.

Assignments made directly to user accounts can only be seen or changed in the
Unity client, which requires identifying, locating and modifying each individual
dashboard, report and data provider.

When assigning using groups, this can be managed from any client where you can
assign groups (Unity client, web client, or Configuration) and fewer changes are
needed and access is more likely to be updated correctly for staffing changes.

“Reporting” User Groups

As described in the Expectations and Tips for Certified Admins guide, reporting
items should be assigned using “Reporting” user groups, not other types of groups.

In order to appear in the list of groups available for assignment to dashboards,
reports, and data providers, the group will need to have the “User Access” reporting
dashboards privilege.

This is assigned in Configuration > Users & Groups > User Groups/Rights > select
group > Reporting Dashboards.
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https://www.cu.edu/doc/onbase-guide-reporting-dashboards-share-urlpdf
mailto:UIS_DM_Support@cu.edu
https://www.cu.edu/doc/onbase-guide-handbook-certified-admins-expectations-and-tipspdf#page=41
https://www.cu.edu/doc/onbase-guide-workview-unity-form-reportingpdf
https://www.cu.edu/doc/onbase-guide-workview-unity-form-reportingpdf
https://www.cu.edu/doc/onbase-guide-tips-new-certified-adminspdf

Dashboard User Group Privileges -

Dashboard Access Privieges
() No Access
() Administrator Access
(®) User Access
Creation Privileges
[ ]Categories
[ ] Dashboards
[ ] Data Providers

Author SQL Data Providers

[ ] Reports

Corfiguration Rights
[ ] Configure Bxtemal Data Sources

| Save || Cancel |

No other privileges should be assigned beyond “User Access”. This is monitored and
any additional privileges will be removed.

Functional User Groups

Users who have completed the appropriate training may be in either of the
Functional groups that provide administrative access to dashboard configuration.

Functional - Developer - Reporting Dashboards &
Functional - Admin - System (Certified Only):

e Allows creation of categories, dashboards, reports and data providers
(excluding SQL data providers or use of external data sources).

e This group allows modification of any items the user has “full control” access
to or items they create, and access to those items through Administration in
the Unity client.

e Users in this group can also delete the items they have “full control” access to
or have created themselves.

e Items assigned to them as read-only or execute-only cannot be modified or
deleted.

Access Levels for Dashboards/Reports

When assigning a “Reporting” group to a dashboard or report, the following access
levels can be applied to the group:
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e Read Only: users in the group can view the dashboard/report but cannot
change or delete the dashboard/report.

e Modify: users in the group can view and modify the dashboard/report but
cannot delete.

e Full Control: users in the group can view, modify and delete the
dashboard/report. This is true even when the user is not in any functional
groups allowing reporting dashboard privileges!

Extra permissions can also be assigned for dashboards:

e Re-Share Dashboard/Report: users in the group can share the dashboard
or report with other users.

e Export Dashboard/Report Data: users in the group can export the data that
was used to create the dashboard or report.

e Add/Remove Data Providers: users in the group can change the data
providers used to retrieve data for the dashboard or report. This permission is
only available to change if the user has Modify access.

Access Levels for Data Providers

When assigning a “Reporting” group to a dashboard or report, the following access
levels can be applied to the group:

e Execute Only: users in the group can only use the data provider to view
results on a dashboard or report.

e Full Control: users in the group can modify or delete the data provider,
including assigning other user groups. This is true even when the user is not
in any functional groups allowing reporting dashboard privileges!

Configuring Data Providers

Most reporting needs can be met with one of the pre-defined data provider types. To
create a new data provider, go to the Unity client then Reporting Dashboards. Click
the Create New Data Provider button on the menu from Administration. Or, if you
select Create New Dashboard, the dashboard wizard will include creating a data
provider if it doesn’t already exist.

Data Providers should follow the standard OnBase naming conventions.

e Document Query - Used for reporting on keyword values for selected
document types.
o This is the most commonly used of the built-in data provider types.
o This can also include the current workflow queue and queue entry date
so is great for basic workflow reporting.
o Generally, document values you want to report on should be
configured as keywords.
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https://www.cu.edu/doc/onbase-guide-naming-conventions.pdf

Workflow Activity - Used for reporting on ad hoc task execution and an
item’s transition through workflow queues

o This will include historical/previous workflow activity and additional
detail, beyond the current activity available in the Document Query
data provider.

o For ad hoc task execution, you'll need to have “log execution” enabled
on the tasks. There is an option to enable this in the data provider
configuration, but that will only begin going forward, you won’t have the
historical data.

Workflow Inbox - Used for reporting on items currently in the selected
workflow queues.

o As of June 2020, the “Assigned To” field does not work. (Workaround:
store the assigned to user value as a keyword value).

Workflow Configuration - Used for reporting on configuration of a life
cycle/selected queues.

o This can provide information on load balancing configuration (there is
an administrative dashboard for this as well in the Configuration
category).

Document Imaging Query - Time in Queue/Time to Process - Used to
report on activity in batch scanning and batch processing.

o These data provider types have been incompatible with our Oracle
database in some versions, so use with caution.

WorkView - Used for reporting on attribute values for the selected
applications/classes

o This requires that a module association is configured for the filter that
returns the data you want to use on the dashboard/report.

Dashboards can use multiple data providers, and data providers can be used on
multiple dashboards/reports.

If needed, custom SQL data providers can be written to retrieve information from the
OnBase database or other external data sources. Please contact the UIS team for
creation of custom SQL data providers.

Editing Data Providers

From the dashboard designer, there is easy access to edit the current data provider
or add/remove data providers on the dashboard (including creating new data

providers).
K ‘ Grid Tools ’
Home Data Design
- [ 5 save and Close AB 2‘ €'L$) @F HE m\. (=)

3 close Title Properties  Currency  Full Screen Add/Remove  Edit Current |Edit Colors
M ~ Format Theme
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https://www.cu.edu/doc/onbase-guide-expectations-and-tips-certified-adminspdf#page=28

Or you can go to Administration in Reporting Dashboards in the Unity client, then

choose Data Providers and find the data provider in the list.

Configuring Dashboards

To create a new dashboard, go to the Unity client then Reporting Dashboards. Click

the Create New Dashboard button on the menu, or you can copy from an existing

dashboard to save time if a similar one already exists. After completing the
dashboard creation wizard, you’ll be directed to the dashboard designer.

Dashboards and Reports should follow the standard OnBase naming conventions.

Dashboard Items/Elements

While others are available, the most commonly-used data provider items are:

e Grid - this item appears like a spreadsheet of columns and rows.

o On the design tab, enabling banded rows makes it easier to read

across lines of data.

Home Data Design

5|~ (B = T A

&

Show Caption | EditMames | Horizontal | Vertical | Banded Merge | Column

Linez Lines Rows Cels | Headers

Waord Wrap

ESE

o,
25—

-

Contents | to Grid

o You can add totals (count, sum, etc.) for columns by clicking the

column heading in the dashboard designer.

Ttems per Queue - Click to Filter List Below

-ECEE - FR In Process -
- ECEE - FR. Keyword Review [l

- ECEE - FR. Project Close Out

- ECEE - FR. Reguest Review

- ECEE - FR. Verification

- ECEE - FR. Waiting for Information
- ECEE - FR. Work Assignment

m m @ m @ m m

0 g

Avn Navs in Ouene

Fit to Content
Fix Width
Colurmn Width...

Add Format Rule »

Details of Items in Queue

Document ID Request Number Queue Mame
3418593581 32 B - ECEE - FR Waiting for Information
34208129 34 B - ECEE - FR Verification
e Pie Chart
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| Add Total v |
&2  Clear Totals
Sum =61
In Queue Since Days
3/12/2020 ®
2(24/2020 [ ]
8

® M ¥ o

AutoFit to | AutoFit | Manual

21
3
85
18
37
50
2
Min
Max
Average
Sum
Count i
Auto 1
1147 2/2
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o On the Design tab, the Data Labels option lets you set whether to
show the argument name, value, and/or percentage.

Also on the Design tab, you can enable or disable the Show Pie
Captions option. Usually this is redundant or unnecessary so it can be
hidden. It’s still a good idea to set a logical caption so that if the item is
exported to an image (where it may be shown despite disabling
captions) it will not be confusing.

(@]

N | Piestools |

Home Data Design

My

Show Caption | Edit Names

S

Data Source
S - UIS - Metrics - Document ... ~

=88 3%
~ [@] 5 - UIS - Metrics - Docume...
v Calculated Fields

[ File Type
[EE] Packet Template

Al

Auto Arrange  Arrange in  Arrange

i =

Columns  in Rows
DATA ITEMS
Values
Count
Value
Arguments

=
[
N 3
Show Pie
Captions

Data Labels

>

pl

Tooltips| Pie D

Filter

AEEER

None

Argument

Value

Argument And Value
Percent

Value And Percent

Argument And Percent

Argument, Value And Percent

Chart - Includes bar charts, line graphs, etc.

o After adding a chart, you can change the type of chart from the Design
tab or with the option button next to the value in the Data Item list.

OnBase Document Packet Counts

»»»»» e
Ab ] [ - s a
! e | (8
- rd = o = -1l =] B2 =2 =] [ - et 8] )
Show Caption  Edit Names. Rotate X-Axis Y-huxis. Show Legend — = = == — Global Local  Edit Colors
Setings  Setungs ™ Colors  Colors:
Deta Source DATA TTEMS Series Options «
S - UIS - Metrics - Document .. = i
Values (Fane 1)
A 1z Senes Type | Common Options | Point Label Options
=08 U @ ey Year
cou
« [0S - UIS - wetrcs - Bocume.
+ [ Calculated Filds el s 0| el 6
] File Type 7"
] Packet Template Arguments o
License vear o K [Eke!
g
ExTS
3
Argument 3.
s x a EHE a6 d S
sssss 1"
ok
018 2018 i
=2 =1
HIDDEN DATA ITEMS
e b tie

o Another useful option there is on the Point Label Options tab. Checking
Show point labels adds the values to each point on the chart.
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% by Year

Count
S

Series Options

Series Type | Commaon Options

Show point labels: o

Point Label Options

Content: Value -
Overlapping mode: Hide overlapping labels -
Orientation: Default -

o There are also options in the X-Axis Settings and Y-Axis Settings.

For example, enable zooming on the x-axis allows users to scroll when
hovering over a chart to zoom in for more details.

NY
Home  Dats

Ab

Design

Show Caption  Edit Names

Data Source

S - UIS - Metrics - Document ... ~

=88 4%

1 5 - UIS - Metrics - Docume.
» [ calculated Fields
£ File Type
] Packet Template
& Count
(i3] License Year

) Month

rd ly

Rotate | X-Ads  Y-Axis

& @

Settings  Settings

DATA ITEMS
Values (Pane 1)
Count

value

Arguments
License Year

Argument

Series

Series

HIDDEN DATA [TEM

Show Legend

X-Axis Settings

oo oo Reverse
Enable zooming
! show X-axis

x Show ttle

6K

SK
‘g’ i Limit visible points
Q P
o 3K

%«

1K

0K

2018

OnBase Docum

=

Global | Local  Edit Colors
Colors | Colors
x
Coun|
oK Cancel

e Pivot Table - Columns and rows with summarized/aggregated values.

o You can choose whether columns and rows are expanded or collapsed
by default and which totals to include.

[N
Home
) Ab - - - = : .
| B ¥
V| S B R E \ 2
Show Caption  Edit Names |  Indial Totals  Grand | Leyout Column Totals  Values  Reset Layout
sae- | - Toms- | - Poston -  Posion=  Opions
Data Saurce OATATEMS
S - UIS - Metrics - Dacument ... ¥
Values
(88 §F Count Total
S92 ¢k
Sautd 2018 Total 862
- 3] 5 - UTS - Metrics - Docume...
o €~ ADM - Completed Application Document Facket 188
11 Calculated Fields
- Calclated Feld € ADM - Review Committes Documant Packet 673
%] File Type Cotumas C- PSY - PhD Interview Packet |
1 Packet Templote - 2019 Total 5.267]
X Column
53] Count A - ISP - Application Export Document Packet 1
] Licensa Year N C- ADM - Completed Application Document Packet 3,080
ows
7 Manth - ADM - Review Committee Document Packet 1,730
License Year C- PSY - PhD Interview Packet 3
D~ FA - P) Depandsncy Overrids Pocket 16
Packet Template
P Parent Estimated Income Packet .
Row D - FA - P Student Estimated Income Packet 32
D - FA - Selective Service Packet n
D - Fi.- Unusual Enrollment Packet b
HIDDEN DATA ITEMS
D - REG - Residency Petitian Document Packet AMC 285
Dimensions * 2020 Total 7,008
— B- REG - BAM Intent Packet 210
B - REG - EDUC IUT Packet 7
e 8 - REG - UF Attachment Packst s
- ADM - Completed Application Document Packet 2938
Weasure
C- ADM - Review Committee Document Packet 2,018
C - COB - Internship Document Facket 32
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Gauge - Shows actual value vs. a target value
o You can use a calculated field to set a target value

Data Source DATA ITEMS

- UIS - SV - Locks - Active L. ~
Gauges

= (lg8( 5z Locks Older Than 1 Day B
=j92] ¥ Older than one da...

~ [0S - UIS - SV - Locks - Activ... -3

Target (Max)

- [ Calculated Fields

- Actual
Target %

[] LOCK TYPE Target
[] LOCKED ITEM

(5] REAL NAME e
[55] USERNAME LOCK TYPE
[] WORKSTATION
[@ Lock TIME

[ KEYNUM

[ sEssION D
[ user # Dimensions
[53] KEYKEYTYPE

[Z3] WORKSTATION #

o You can specify in the settings next to your values whether above the

target or below the target is the goal.

DATA ITEMS

Gauges
Locks Older Than 1 Day

Older than one da...
x
Target (Max)

Scale Options

Actual ! Auto
e
Target V! Auto
Series
Delta Options
LOCK TYPE Value type: Absolute variation v
Ferros Result indication: Greater is good v
Threshold type: Percent v
Threshold value: 0
HIDDEN DATA ITEMS
Dimensions
OK Cancel

Dimension

o You can also change the layout of the gauge and enable/disable
captions on the Design tab.
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OnBase SV Gen

Ak, A @D | @ | & “ 2 = [ | &

:::::

e Images - Images can be added to the dashboard or within the Title
configuration.

o Load Image: Add an image to the dashboard by reference. If the path
to an image added by reference cannot be resolved when the
dashboard is accessed, the image is not displayed.

o Import Image: Add an image to the dashboard by importing it to the
system. Images added in this way are always available when the
dashboard is accessed.

* NOTE: Images imported this way are stored to the SYS System
Bitmaps document type, which are then are available as icon
selections.

Dashboard items can also be placed into groups on the dashboard. This can help
organize and label information but also affects filtering using filter elements.

Filtering Dashboards

There are a variety of ways that you can filter data on your dashboard, whether
that’s within the design of the dashboard so certain values will not appear, or
configured as options for users of the dashboard to filter as they are viewing the
dashboard.

Most of the “end user” filtering options described here require additional
configuration in the dashboard designer but will make the dashboard easier to use
and provide more valuable information.

Exclude Values from Dashboard Items (Pre-configured)

To exclude certain values from appearing on a dashboard element, right click the
item and choose Edit Filter. The value for the filter must be assigned to the
dashboard item. If you don’t want the value you are using for filtering to be visible,
add it as a Dimension in Hidden Data Items.
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DATA ITEMS

Columns

GROUP_NAME

USERGROUPHUM

GROUP_CAMPUS

GROUP_FUNCTIO...

USER_COUNT

News Column

Sparkline

Argument

HIDDEN DATA ITEMS

Dimensions
GROUP_TYPE

Dimension

Measures

Measure

Filter by Group Type

Byor

User Group Details

R (Al Group Name
| Administrative Doc Comp - S - ES - Template Group
v ¥ poc Comp Functional - Access Restricted Keywords
& Functional Functional - Admin - Document Retention
1z & notificatian Functional - Admin - Records Management
j Personal Page Functional - Admin - Security - Users
unctional - Admin - em (Certified On
L Reporting Functional - Admin - System (Certified Only;
¥ Scan Queue
Functional - Advanced Capture
! Security Keyword X
Functional| = = T
|24 ! UnityForms Group Filter Editor x
&l User G Functional
ser Group
Functional
W workflow
= W workview Functional A.nd
Eunctional *--[GROUP_TYPE] Does not equal -
Functional
Filter by Campus Functional
W (Al . | Functional
| Functional
W Anschutz Functional
W Boulder Functional
V! Colorado Springs Functional
V! Cross Campus Functional
W Denver Functional
! not Campus Specific Functional
M System Functional oK m— —
- ance
W Trust Functional LY

Filter by Functional Area Functional - Print

Default Filtering Options (End User)

Without any additional configuration, dashboard items like grids can be filtered using
the column headers.

QUEUE NAME DOCUMENT TYPE QOIIF[IF ENTRY AVERAGE TIME TN QLIFLIE (DAYS
S ustom) -
D - FA - Buffer Que D - FA - Aggregate Loan Limits D - FA - Active Duty Documentation
D - FA - Buffer Que D - FA - Certificate of Naturalization D - FA - Aggregate Loan Limits
D - FA - Buffer Que D - FA - Certificate of Naturalization D - FA - Bankruptcy
D - FA - Buffer Que D - FA - DHS Document D) = [ = [ e :
D - FA - Certificate of Citizenship
D - FA - Buffer Que D - FA - DHS Document D - FA - Certificate of Naturalization
D - FA - Buffer Que D - FA - Family Information - Dependent D - FA - DD214 Form
D - FA - Buffer Que D - FA - Family Information - Dependent D - FA - DHS Document
D - FA- BUFF o —— - - o D - FA - Employee/Spouse/Child Grant Application
[LEr amil Information - Dependen D - FA - Family Information - Dependent
D - FA - Buffer Que D - FA - Family Information - Dependent D - FA - Family Information - Independent

Filter Values

using Filter Elements (End User)

A variety of filters can be added to the dashboard layout so that users can more

easily filter the

Home  Data  Design

H I sove and close
C

s Y Close

N

Undo

Data Source
S-us-

DATA ITEMS

Config - User Groups
Columns

results as they like. Insert these from the Home tab of the designer.

AB % & é s PN . m— Y = % o o -
V. ® ‘}’4’ /] 5 - | g il ©@ @ 88 )| e 8 W
TMie Propemies Cumency Full Screen | Add/Remove Edt Cument EdE Colors Refrash | Paot  Gnd  Chat  Ples  Gauges Cards Choroplef Range [redtsox Georoms]  Fimer | Growp
Fomat  Theme Fiter Maps =~ | Elements ~
5 Combo Box
List Box
@]‘ OnBase User Group Configura} = Tree view

Range Filter

scarfr

o Provides a slider that can be adjusted to narrow or expand the results
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o Good for filtering by date or a numeric value

o Adistinct count (ex. Using Document Handle to get a count of

documents) is a good option for the Value.
o Your Argument can then be the value (ex. Date) you want to filter on.

Values

ITEMNUM (Count ... ”~ O

Value ~

Argument

ENTRYTIME (Mont... -]

Series

Series

L_HIDDEN DATA ITEM:

DATA TTEMS Drag to change filter

=<
— O

e List Box

o Provides a list of checkboxes for each value so they can be

included/excluded
o Good for a short list of values

DATA ITEMS

Dimensions

GROUF_CAMPUS

Dimension

HIDDEM DATA ITEMS

Dimensions

Dimension

Measures

Measure

Filter by Group Type

& (Al -
¥ Administrative
¥ Doc Comp

¥ Functional

! Motification

| Personal Page
! Reporting

¥ Scan Queue

¥ Security Keyword
i UnityForms Group
¥ User Group

A iatmwlfloe,s

e Tree View

o Same as List Box but allows for nesting of values.
o For example, could be used to filter by document type

groups/document types, where document types will be nested within

their groups.
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DATA ITEMS

Dimensions
Filter by Document Type Group > Document Type

DOCUMENT TYPE GROUP

3 (All) R
DOCUMENT TYPE » W1 D - FA - Eligibility
» D - FA - General
Dimension ~ W1 D-FA - Loans

W D - FA - Bankruptcy
¥ D - FA - Loan Adjustment Form
HIDDEN DATA ITEMS ! D - FA - Loan Discharge - Disability
! D - FA - Parent Loan Adjustment Form
W] D - FA - Parent PLUS Denial
Dimension + B D - FA - Professional Judgement
D - FA - Lease Agreement
Measures W] D - FA - MISC P
W D - FA - F1 Appeal Dependency Override Letter
EREME M D-FA- P Budget Increase Request
! D - FA - P] Child Care Expenses Appeal
¥ D-FA-P Computer Expense Appeal -

Dimensions

e Combo Box
o Same as List Box but displays checkboxes in a drop-down list

DATA ITEMS

Dimensions

Filter by Group Type

GROUP_TYPE
(All) -

(Al Pa
| Administrative

V| poc Comp

| Functional

HIDDEM DATA ITEMS ] Notification

| Personal Page
Dimensions | Reporting -

Dimension

Dimension 0K Cancel

M M M m m M 9

| Denver

Drill Down (End User)

Enabling the Drill Down option on the Data tab will summarize your
numeric/aggregate values based on the first column. Then as you click on a row,
you “drill down” into the results for that row.
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DATA ITEMS
@ OnBase Workflow - Aver|
Columns
Average Time per Queue per Decument Type (Highlight = Above Average) ]
LIFE CYCLE %
LIFE CYCLE AVERAGE TIME IN QUEUE (DAYS) AVERAGE TIME IN QUEUE (HOURS) COUNT
D - FA - StdChklst 1.5 35 15,330
QUEUE NAME %4
DOCUMENT TYPE %4
ENTRYTIME (Mont... | 14
Time in Queue - D... P
Time in Queue - H... Y.
ITEMNUM (Count ... .
New Column [A]
N—
Average Time per Queue per Document Type (Highlight = Above Average) - D - FA - StdChklst BN
QUEUE NAME AVERAGE TIME IN QUEUE (DAYS) AVERAGE TIME IN QUEUE (HOURS) COUNT
D - FA - Buffer Que 0.0 0 2,379; -
D - FA - CP - Admin Review 20.2 485 247
D - FA - CP - Awarding 6.8 162 375
D - FA - CP - Educational Purpose 6.0 143 141
DA D Clinkilin Aa 1n 1 790

When you want to move back up a level, click the arrow in the corner.

L
Average Time per Queue per Document Type (Highlight = Above Average) - D - FA - StdChklst - D - FA - CP - Admin Review @
DOCUMENT TYPE AVERAGE TIME IN QUEUE (DAYS) AVERAGE TIME IN QUEUE (HOURS) COUNT
:D - FA - Birth Certificate 72.0 1,732 3 -
D - FA - Certificate of Citizenship 75.0 1,803 4
D - FA - DHS Document 163.7 3,929 3
D - FA - Employee/Spouse/Child Grant Application 0.0 0 1

Filter Dashboard Items based on other Dashboard Items (End-User)

Dashboard data can also be filtered based on selection of a value on another
dashboard item like a grid or a chart.

Select the item you want to use as the source of the filter and then go to the Data
tab. Enable the Single Master Filter or Multiple Master Filter option depending on
whether more than one item should be selected as the filter value.

If any items should not be affected by the filter, select them then enable the Ignore
Master Filter option on the Data tab.

By default, master filters will only affect other dashboard items based on the same
data provider. But it is possible to filter between items using different data providers.
To do so, each item involved will need to have a common value with the same
column/field name in both data providers. Then each item will need to have that
value included in its visible or hidden data items. Once that is done, select the item
that will be the source of the filter, then enable Cross-Data-Source Filtering on the
Data tab.
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Formatting

Value Formatting

By default, dashboards will apply certain formatting based on the data type. To
change the format of a value, click to open the menu for the column on the desired
dashboard item.

DATA ITEMS

Columns

Filter by Term

Document ID -l 14 _

% Sort Ascending

Cadunes D L% Sort Descending

Sort by r
Term Code Y|

Format...

Meed Level

Add Format Rule »

Names

You can change the name on items by right clicking and choosing Edit Names
(there’s also a button on the menu).

Edit Names »

Dashboard item name

Documents with Missing Keyword Values|
Columns

Document ID
Document Mame
Term Code
Meed Level

Aid Year

oK Cancel

Rules

You can apply rules to add formatting (highlight, bold/italic, icons, bars, etc.) to
dashboard items based on the value (similar to conditional formatting in Excel).
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Items per Queue - Click to Filter List Below &R

Queue Name Count Avg Days in Queue

B - ECEE - FR. In Process 5 13 -

B - ECEE - FR Keyword Review 8 4

| B - ECEE - FR Project Close Out 1 86 |

B - ECEE - FR. Request Review [ 13

B - ECEE - FR. Verification 21 3 -

Details of Items in Queue

Request Number & Queus Name In Queue Since pEewr I Queue Date Submitted
80 B - ECEE - FR Waiting for Information 3/26/2020 83 3/16/2020
61 B - ECEE - FR Verification 3/16/2020 9 93 3/16/2020
89 B - ECEE - FR Verification 3/17/2020 o 92 3/17/2020
72 B - ECEE - FR In Process &/8/2020 9 3/19/2020
74 B - ECEE - FR Waiting for Information 3/19/2020 o 90 3/19/2020
75 B - ECEE - FR Verification 3/23/2020 85 3/23/2020
75 R - FCFFE - FR Prriect Clase Ot 273070 . RA 22342090

Configure your item then right click and choose Edit Rules. You'll need to choose
which value to base the rule on, then configure the rule depending on the data type.
To apply rules based on fields that are not visible on the dashboard, add the field as
a Measure in the Hidden Data Items section.

Make sure not to rely on only color differentiation (ex. Use yellow highlight with bold
font and orange highlight with italic font) when configuring rules so that users who
cannot perceive the color difference are able to get the same information as users
who can.

Calculated Fields

Calculated fields allow you to adjust any values in your data provider to display a
different value, to combine/concatenate values, group like items, or perform more
common calculations (addition, subtraction, etc.).

Calculated fields are configured per dashboard, the do not carry over to other
dashboards/reports using the same data provider so you’ll need to recreate the field
and copy and paste the expression (vote to change that here).

To create a calculated field, right click on the list of available data fields and choose
Add Calculated Field.

This will open an expression editor with lists of your existing columns/fields and the
functions you can use. This expression editor offers slightly different functions and
requires different syntax than the workflow expression editor.
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https://community.hyland.com/en/ideas/idea/71916-calculated-fields-should-persist-on-data-provider-between-dashboa

Data Source DATA ITEMS
B - ECEE - Finance Reguests - .

Expression Editor x
| —_.' 1! J:LE | ﬂ%
- B - ECEE - Finance Reguests batEDi‘F‘FDa}'( [Arrival Date], Mow())
- Calculated Fields
[=3] Days In Queue
E Action Requested
Columins | DateDiffbay(startDate, endDate)
E Author Name Constants Returns the number of day
3] Award Number enstan AddDays + | | boundaries between two non-nullable
~ Functions AddHours dates.
5] Document Name Aggregate AddMiliSeconds
[36] Document Type Name DateTime AddMinutes
Lodical AddMonths
E Employee ID " gth AddSeconds
a
[35] Fund Code ) AddTicks
) String AddTimeSpan
[&E] Project Name Operators AddYears
[35] Propasal Number DateDiffDay

Mz taDiff-aor

Once you save the field, right click to rename it. You can also modify the expression
by right clicking.

Dashboard Designer Tips

If you have multiple data providers assigned to a dashboard, choose between
them using the drop-down above the field list.

By default, the field list is grouped by data type, then sorted alphabetically.
You can turn this grouping off by clicking the button with two blue boxes.

Data Source

D - FA - COVID-18 Award Totals Choose data provider

=83 1% Change field grouping/sorting

-~ [@] D -FA - COVID-19 Award ...

[ab] Academic Career
FA a:aw-ooo

To save time, you can duplicate dashboard items and then make small
adjustments. Duplicating items will retain any filters or rules you have
configured. To duplicate, right click on an item or select it and choose
Duplicate from the menu.

Another way to save time is by converting items to another type (ex. From
pivot table to a pie chart). You can duplicate an item then convert it to test out
an idea or to avoid reconfiguring the item. Either right click or use the menu
option.

19
University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus



’ i Remove Data Items

S = T
B L=
B UED lﬂl I—I-I @ Transpose

er Treemap Images | Duplicate |Delete ™=
"+ - £5 ConvertTo =

Configuring Reports

Reports use the same data providers as dashboards. Instead of configuring a pre-
defined visual display of the information, reports will prompt users to define the
columns, layout and aggregation when the first view the report.

To create a report, go to the Unity client then navigate to Reporting Dashboards >
Administration. Choose Reports, then click Create New Report. Or you can right
click in the Gallery and choose Create Report.

Home Report Administration S - UIS - Upgrade Testing

Create New S Properties = Assign Data Assign Assign  Open
Report Story Provide Categories  Users  Report

New Gallery Actions

{5} Administration

Configuration ltems 2 & D
Data Providers (a] T
Dashboards 3
419
Reports
P | 284
Categories
9 & 458

Aol i T |

You'll be prompted to enter a name, choose/create a data provider, and assign user
groups. At that point, the report can be accessed by users.

If the report has not been viewed by the current user, they’ll need to add columns as
desired. This does not carry over from user to user. If the Column Chooser is not
shown by default, you can open it from the menu. Then drag the columns into the
desired order.
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Item Viewer

[Z] Copy to New ")
E’- X Delete % % 7 A

@Column Chooser

& 2> & D

Filter Editor
Create New Create New . Properties  Clear All  Parameters  Refresh Share Send Copy to Print Export
Dashboard Report @ History Filters To~ Clipboard+ ~ Data
New Gallery View Actions

Drag a column header here to group by that column

Document Date  Document |D
1/29/2000 +*
1/31/2000

1/31/2000

12/12/2002

4/19/2012

3/20/2003
5/11/2007 Document Name

Column Chooser

Document ID

5/29/2003 Document Type Name
» 77972003

You can filter data by using the Filter Editor.

Item Viewer
g EI Copy to New " Column Choaoser —
Hh B E 7 GE 2 > 42
¥ Delete ' Y Filter Editor -
Create New Create New . Properties  Clear All Parameters Refresh Share Send Copy to Print  Export
Dashboard Report @ History Filters To~ Clipboard - Data
MNew Gallery View Actions

Drag a column header here to group by that column

Document Date ¥ Document ID a A4 Filter Editor
» 10/1/2020 35549783 And @

LOGZ020 ST Document Date Is Earlier This Month @

10/1/2020 35567725

10/2/2020 35575904

10/1/2020 35575906

10/2/2020 35575914

Right click below a column to add a total or a count.
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{2\ ’_ [§Z] Copy to New % %
+ ~+ ¥ Delete ) :
Create New Create New - Properties  Clear 4
Dashboard Report (L History Filterg
New Gallery
Document Date ¥ Document ID -
10/9/2020 35621682
10/9/2020 35621689
10/1/2020 35621696
10/5/2020 35633254
10/7/2020 35633256
10/9/2020 35633258
Sum
Is Earlier This Month{[Document Da Mi

in

<

ax

Count

Q\M = &(_. N M

Average

Customize...

Configuring Categories

Categories can be used to group your dashboards and reports so they are more
organized and easy to find. You will need to share the category with user groups (in
addition to the individual reports and dashboards) for other users to see them.

To create a category, go to the Unity client then navigate to Reporting Dashboards >
Administration. Choose Categories, then click Create New Category. Or you can
right click in the Gallery and choose Create Category.

You'll be prompted to enter a name, assign user groups, and assign items. Later on,
you can make changes by right clicking the category in the Gallery and going to
Properties.

Display Actions
If they have the required permissions, users can open documents, folders, workflow
gueues, or WorkView objects from dashboards/reports using display actions.

To configure a display action, the relevant unique identifier will need to be included
on the element that will be clicked. For example, to open documents, you'd need to
include the Document ID (document handle). If you don’t want the value to be visible
on the dashboard, add it to the item as a Dimension in the Hidden Data Items
section.
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Once you’ve saved the dashboard, go to Properties for the dashboard/report and
choose Display Actions. Add an action and choose the appropriate dashboard item,
what type of item to display, and the unique ID for that item type.

General
Sharing A 'Ia'rgud::hbaard should be saved @ Edit Display Action — O x HlE

Categories Dashboard ltem

Display Actions Documents with Missing Keyword Values

Data Providers

Display Actions

ID Caption Action Type
232  Display Docurnent Display Document w

Display Caption
Display Docurmnent

Event Data

Document 1D *

Document (D W

Migration

Migration of reporting dashboard configuration is done in the Unity client. Refer to
our Exporting and Importing Configuration guide for more details.

Scheduling

In Unity Management Console, you can schedule reports or data provider exports.
The generated report/data can be stored to a network location that is accessible by
the scheduler server or stored as an OnBase document.

To have a report/data provider export delivered by email, save it as an OnBase
document and route it through workflow to be sent as a notification attachment.

More information about scheduling reports is available in the Unity Scheduler MRG.
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https://www.cu.edu/doc/onbase-guide-exporting-and-importing-configurationspdf

