Dashboard Import Guide

Purpose of the document:
This document is a how-to guide to download Portfolio Status Dashboard.

Pre-requisite:
· Portfolio Status Dashboard V2.xml 
Steps to follow for importing Portfolio Status Dashboard V3:
1. Login into the target PPM environment.
2. Navigate to Reports tab,
3. Click on Open Changepoint Analytics link. 
4. In the pop-up window click on + at bottom left corner.
5. Select Dashboard
[image: ]
6. Click Create on Select a Template window
7. In the new Dashboard window press the keyboard shortcut: Control + q + /
This is open the Broad Specification pop-up window.
8. In this window, select all the xml and delete it.
9. Copy and paste the contents of Portfolio Status Dashboard V3.xml 
10. In the Selected sources navigation on left hand side, click on ellipses next to data source name showing up with an exclamation mark and click relink.
[image: ]
11. In the replace data set pop-up window select the data source and click use.
All the errors should go away and your Dashboard is ready to be saved in desired location.


Note 1: Steps to follow to change the currency in the report:
1. Select the visualization for which you want to change the currency
2. Click on the Format icon in the toolbar ribbon at the top[image: ]
3. In the modal dialogue select the desired currency in the Currency dropdown. [image: ]


Note 2: Here are the colors palette used in the dashboards:
CP Blue:
[image: ] #00B0F0; #5BC2E7; #222BE6; #BDD7EE; #4154A0

CP RAG:
[image: ]#CE2029; # CE2029; #53B566; #222BE6

How to change fields in the dashboards
The standard dashboards you received may have fields that do not exist in your PPM instance. You can easily update a dashboard with a new field using the following steps. 
Pre-requisite: User must have Report Author permissions to make the following edits:
1. Open Changepoint analytics, navigate to your dashboard and click “Edit Dashboard”. Alternatively, open the dashboard from the report page and click the “Edit” icon.  This will allow you to edit all aspects of the dashboard. 
[image: ]
2. Click/Select the visualization for which you want to change the field. 
3. From here you have two choices: 
a. Click the “Fields” tab at the top right of the page. This will open the field navigation pane on the right side of the dashboard. 
You can then swap the field that does not exist by clicking on the field entry boxes.  In the example below, you can change the “Segment” or the “Size” of the segment.   You can select the field by starting to type the field name in the entry box, or, navigate with your mouse after you have removed the field name. 
[image: ]

b. Alternatively, you can open the “Sources” pane on the left side of the screen, select the field, and drag it into the field box. 
[image: ]
How to edit a calculation used in the dashboards
1. To edit a calculation, go to Sources tab in left hand pane. 
2. Click/Select the calculation you want to change and click on ellipses (…)-> Edit calculation.
[image: ]
Edit calculation dialog box opens up.
[image: ]
3. Edit the calculation in the expression editor 
4. Click Ok
[bookmark: _Toc62555188]Shortcut key (CTRL+’q’+’/’) on non-English Keyboards

If you have a non-English keyboard layout the key "/" might not work for you, the key "/" on the num-pad will not work either.  The reason is for example with a German keyboard to get the "/" one would have to press "Shift" and the key. To get it working you will have to switch to an English keyboard layout and you will have to find out on which of your non-English keys the "/" actually is. For example, with a German keyboard it is the key '-' to get the '/'.

No source shows up in Selected source
Issue: After importing the XML, user cannot see the option to relink the dashboard to the relevant source, as no source appears under Selected sources.
Resolution: Double click on the source tab again in order to see it. Once this was done, the relink option was available
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