Supervisor Guide to Dashboards
TWO MINUTE SUPERVISOR’S GUIDE TO GPS

Dashboards provide a powerful way to gain visibility and oversight into
performance. In this guide, learn about your Dashboard choices and how to
customize them to your needs.

It’s Easy

Select Reports from the drop-down navigation menu Dachboats | |EERERTEN] | Araplcs | Hep & Tuxits
to access Dashboards and Analytics reports.

Performance Dashboard ~

Filters
Select a Dashboard -
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Refine as Needed (See spotlight below) -
Use a Dashboard Settings to refine the data in the
Dashboard charts by selecting people, data sets, and

Mo
filters. NOTE: People menu selections are basedonthe
permissions your system administrator assigned to you.
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Click on the filter button to refresh the data dis- <
played in the charts.

Drill Down to View Details

Dashboards ~ Dashboards 20  Analytics  Help & Tutorials

Reports

Reports Center Welcome to the Reports Center...
Process Status &
Documents

Performance & List Views

Assessments

B TES These lists give you a detailed view into the numbers behind the dashboards for employees, forms, and
Development Goals performance factors. Each list focuses on enly one subject, such as employees, and allows you to sort and
Goals drill through the data so that you can quickly view the information you vant.
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These reports preserve the format of the original reports provided with this system. If you're already familiar
with these reports, you can continue to use them as usual.

How to Spot Trends —

Filter options enable supervisors to filter result sets by date, department,
locations, companies, and reporting level. Dashboard and Reports display
results by team and area enabling supervisors to spot trends and exceptions.

Filters .
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To use filters: Apply Fittrs
1. Click the Filter Options expand button.

2. Select the reporting structure to report on using the show criterion.
3. Use View Filters to segment areas of the organization.
4.

Click the button.
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