Setting up the connection between Power Bi and Online SharePoint List

To connect Power Bl to an online SharePoint list, you must use Power Bl Desktop on a
Windows operating system. This is because Power Bl Web (Power Bl Service), although
accessible from any operating system via browser, does not support direct data source
connections or data modeling. Power Bl Web is primarily used for viewing, sharing, and
light editing of reports and dashboards that have already been published from the desktop
app. As aresult, data must first be connected and transformed in Power Bl Desktop before
being uploaded to the cloud.

Power Bl Web - What It Can Do:

e View, interact with, and filter published reports and dashboards.

e Create and edit dashboards by pinning visuals from reports.

e Collaborate and share reports in workspaces or via Microsoft Teams.
e Schedule automatic data refreshes (for supported sources).

e Use published datasets to create new reports directly in the browser.

Power Bl Web - What It Cannot Do:

e Cannotconnectto new data sources (e.g., SharePoint Online List, SQL).

e Cannot perform data transformations using Power Query Editor.

e Cannot modify or build data models (e.g., table relationships).

e Cannot write or manage DAX measures, calculated columns, or calculated tables.
e Cannotimport data directly into a new dataset.

Power Bl Desktop - What It Can Do:

e Connectto awide range of data sources, including SharePoint Online lists.

e Use Power Queryto clean, transform, and shape raw data.

e Build and manage complex data models with relationships between tables.

e C(Create custom DAX measures, calculated columns, and tables.

e Design fully interactive and customizable report visuals.

e Perform advanced modeling techniques (e.g., incremental refresh).

e Publish reports to Power Bl Web for online access, sharing, and collaboration



Steps:

1. Open Power Bi Desktop and create a new Blank report
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2. Select the option to get data from another source

Add data to your report

Once loaded, your data will appear in the Data pane.

= sl !

Import data from Excel Import data from S0OL Server Paste data into a blank table Use sample data

I Get data from another source — I

3. Select SharePoint Online List
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4. Inthe SharePoint site URL box, enter the URL of the site that contains the
SharePoint list(s) you want to import into Power Bl. Choose Implementation 2.0
and view mode to Default.

5. Select the relevant SharePoint List to import to Power Bl and click on Load.
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6. SharePoint Online List is now connected to Power Bi. Click on Table View to check
that all the necessary data is being loaded. The number of rows, columns and
column names should align with the SharePoint List.
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1. To create dashboards for both the Digital Creative and Copywriting teams, as well
as individual dashboards for each team, repeat the steps above for each team’s
specific SharePoint list on a new power bi report.

Data Modeling Before Building Visuals (Group Dashboard)

To build the different graphs for each team report:

- Total Number Tasks Assigned to Individual
- Proportions Of Tasks by Division

- Department Split for All Tasks

- Tasks Per Region

- Proportion Of Tasks Validated Vs Not

- Total Number of Tasks Validated

- Overall Tasks Year on Year

- Types Of Delivery

- Department Split for AMEND tasks

We will need to model the data to ensure the relevant fields are properly structured,
cleaned, and formatted.

Repeat the steps below for both Digital Creative Dashboard and Copywriting Dashboard
respectively, ensuring that the 2 dashboards are on 2 different power bi reports.



Total Number Tasks Assigned to Individual

1. Inthe Home Page, create a new Table
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2. Type inthe following General DAX Table formula to create Assignee Table:

AssigneeTable =
UNION (
ADDCOLUMNS (

FILTER ('Team Dashboard', CONTAINSSTRING ( 'Team Dashboard'[Assigned To],
"Member1")),

"Assignee", "Member1"
),
ADDCOLUMNS (

FILTER ('Team Dashboard', CONTAINSSTRING ( 'Team Dashboard'[Assigned To],
"Member2")),

"Assignee", "Member2"

)

3. Inthe DAX formula,

Replace team names:
Replace “Team Dashboard” with actual team names like “Digital Creative
Dashboard”, “Copywriting Dashboard”.

Replace member names:
Replace “Member1”, “Member2”, etc.. with actual team member names like
“Santtosh”, “Polina”



To add more members:
Copy the ADDCOLUMNS block and modify it for the new member.
Ensure to separate each ADDCOLUMNS block with a comma.

Example:
datav LB LOY Medsule [ New Laoie
ard Data Queries Relationships Calculations Securi
X v 1 AssigneeTable = + Dat
2 UNION (
3 ADDCOLUMNS ( Q
4 FILTER ( 'Digital Creative Dashboard', CONTAINSSTRING ( =
'Digital Creative Dashboard’[Assigned To], "Santtosh™ ) ), v f
5 "Assignee”, "Sivaram, Santtosh”
6 )
7 ADDCOLUMNS (
8 FILTER ( 'Digital Creative Dashboard®, CONTAINSSTRING (
‘Digital Creative Dashboard’[Assigned To], "Polina™ ) )},
9 "Assignee”, "Fedchenko, Polina”
10 )a
11 ADDCOLUMNS (
12 FILTER { 'Digital Creative Dashboard’, CONTAINSSTRING (
'Digital Creative Dashboard’[Assigned To], "Grace" ) ),
13 "Assignee”, "Lee Sue Ern, Grace"
14 )
15 ADDCOLUMNS (
16 FILTER ( 'Digital Creative Dashboard®, CONTAINSSTRING (
‘Digital Creative Dashboard’[Assigned To], "Felicia™ ) },
17 "Assignee”, "Ong, Felicia”
18 )
19 )
20 B
Column |*

Press Commit and check that a new table Assignee Table with the column Assignee

is created.
Commit relation
. wlune FlE"EltiDﬂ

1 AssigneeTable =
2 UNION (
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Sivaram, Santtosh
Sivaram, Santtosh l > [ AssigneeTable

Sivaram, Santtosh ~ [ Digital Creative Dashb...

Sivaram, Santtosh Accinned Tn

Explanation of the formula:

This formula creates a table that groups tasks by the person assigned to them,

making it easy to count the tasks per person.

Key Functions:

FILTER:

Filters tasks to include only those assigned to a specific person (e.g.,
"Santtosh").

CONTAINSSTRING:

Checks if the assignee’s name is in the "Assigned To" field, which may contain
multiple names.

ADDCOLUMNS:

Adds a new column labeled "Assignee", showing the name of the person for
each task.

UNION:

Combines all filtered task sets into one table. Since the new column for each
assignee is labeled "Assignee", the UNION function stacks the tasks for each
person on top of one another.

Since each task can be assigned to multiple people, the formula duplicates tasks

for each assignee. For example, if Task1 is assigned to both Santtosh and Polina,

there will be two rows for Task1 in the table—one with "Santtosh" and one with

"Polina" in the "Assignee" column. This way, each assignee gets their own row for

the same task, allowing us to easily count how many tasks each person has.



Proportion Of Tasks by Division

1. Inthe Home Page, create a new Column. Make sure the new column is created
under Team Dashboard Table (E.g. Digital Creative Dashboard).
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2. Typeinthe following General DAX column formula to create Division column:

Division =

SWITCH(
TRUE(),
CONTAINSSTRING('Team Dashboard'[Labels], "Division1"), "Division1",
CONTAINSSTRING('Team Dashboard'[Labels], "Division2"), "Division2",
CONTAINSSTRING('Team Dashboard'[Labels], "Division3"), "Division3",

"Division3"

3. Inthe DAX formula,

Replace team names:

Replace “Team Dashboard” with actual team names like “Digital Creative
Dashboard”, “Copywriting Dashboard”.



Replace Division names:

Replace “Division1”, Division2”, etc.. with actual Division names like “FASHION”,
“FRAGRANCE AND BEAUTY”. Ensure that the replaced division namesin the
CONTAINSTRING function aligns with the division names used in the labels of
Microsoft Planner.

To add more Divisions:
Copy the CONTAINSTRING block and modify it for the new Division.
Ensure to separate each CONTAINSTRING block with a comma.

Default division:

In the given formula, the default division is set to "Division 3" if the labels of a task
do not contain any of the other specified divisions

It should occur at the end of the formula and removed if not needed.

Example:

FOIMATTING SOl Lroups
1 Division = y
2 SWITCH(
3 TRUE( ),
4 CONTAINSSTRING( *Digital Creative Dashboard'[Labels],

"FASHION"), "Fashion",

5 CONTAINSSTRING('Digital Creative Dashboard'[Labels],
"WATCHES & FINE JEWELLERY™), "Watches & Fine Jewellery”,
6 CONTAINSSTRING('Digital Creative Dashboard'[Labels],
"FRAGRANCE AND BEAUTY"), “"Fragrance & Beauty"”,
7 "Fragrance & Beauty" B
8 )

4. Press Commit and check that a new Division column is created.
|
Commit

fu- 1§ 1N P
Division =
SWITCH(
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Explanation of the formula:

This formula creates a column that categorizes tasks into specific divisions based
on the keywords found in the "Labels" field.

Key Functions:

e CONTAINSSTRING:
Checks if a specific keyword (e.g., "FASHION", "WATCHES & FINE JEWELLERY")
is found in the “Labels” field for each task.

e SWITCH:
Evaluates multiple conditions and returns the first match it finds. If the "Labels"
field contains a keyword (e.g., "FASHION"), the CONTAINSSTRING function will
return TRUE, and SWITCH will assign the corresponding division (e.g.,
"Fashion"). If none of the conditions are met (i.e., the field doesn’t contain any of
the specified keywords), SWITCH will return the default value, which in this case
is "Fragrance & Beauty".

Department Split for All Tasks

1. Inthe Home page, create a new Column. Make sure the new column is created
under Team Dashboard Table (E.g. Digital Creative Dashboard).
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2.

3.

Type in the following General DAX column formula to create Department column:

Tasks by Department =
SWITCH(
TRUE(),

CONTAINSSTRING('Team Dashboard'[Labels], "Department1"),
"Department1”,

CONTAINSSTRING('Team Dashboard'[Labels], "Department2"),
"Department2",

CONTAINSSTRING('Team Dashboard'[Labels], "Department3"),
"Department3",

CONTAINSSTRING('Team Dashboard'[Labels], "Department4"),
"Department4",

)

In the DAX formula,

Replace team names:
Replace “Team Dashboard” with actual team names like “Digital Creative
Dashboard”, “Copywriting Dashboard”.

Replace Department names:

Replace “Department1”, Department2”, etc.. with actual Department names like
“CRM”, “E-RETAIL(UK)”. Ensure that the replaced department names in the
CONTAINSTRING function aligns with the department names used in the labels of
Microsoft Planner.

To add more Departments:
Copy the CONTAINSTRING block and modify it for the new Department.
Ensure to separate each CONTAINSTRING block with a comma.

Default:
If the labels of a task do not contain any of the departments specified in the
formula, the department for that task will be left blank.



Example:

Formatting Sort Grou
1 Department =
2 SWITCH(
3 TRUE(),
4 CONTAINSSTRING( 'Digital Creative Dashboard'[Labels],
"CRM™}, "CRM",
5 CONTAINSSTRING( 'Digital Creative Dashboard'[Labels],
"E-RETAIL(UK)"), "E-RETAIL (UK)",
B CONTAINSSTRING( 'Digital Creative Dashboard'[Labels],
“ADHOC™), "ADHOC",
7 CONTAINSSTRING( 'Digital Creative Dashboard'[Labels],
"RETAIL"™), "RETAIL",
8 CONTAINSSTRING( 'Digital Creative Dashboard'[Labels],
"TRAVEL RETAIL"), “TRAVEL RETAIL" L
9 )

4. Press Commit and check that a new Department column is created.
g I |
Commit
IR = Formattir

1 Department =

2 SWITCH(

3 TRUE(),

4 CONTAINSSTRING( 'Digi

"CRM™), "CRM",
+ Data »
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E-RETAIL (UK) Assigned To

Explanation of the formula:
This formula creates a column that categorizes tasks into specific departments
based on the keywords found in the "Labels" field.
Key Functions:

e CONTAINSSTRING:
Checks if a specific keyword (e.g., "CRM", "E-RETAIL (UK)") is found in the
"Labels" field for each task.



e SWITCH:
Evaluates multiple conditions and returns the first match it finds. If the "Labels"
field contains a keyword (e.g., "CRM"), the CONTAINSSTRING function will
return TRUE, and SWITCH will assign the corresponding department (e.g.,
"CRM"). If none of the conditions are met (i.e., the field doesn’t contain any of
the specified keywords), SWITCH will return blank, leaving the department field
empty.

Tasks Per Region

1. Inthe Home page, create a new Column. Make sure the new column is created
under Team Dashboard Table (E.g. Digital Creative Dashboard).
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2. Typeinthe following General DAX column formula to create Region column:

Region =
SWITCH(

TRUE(),

Dashboard'[Task Name], "Region1"), "Region1",

Dashboard'[Task Name], "Region2"), "Region2",

Dashboard'[Task Name], "Region3"), "Region3",

Dashboard'[Task Name], "Region4"), "Region4"

)

CONTAINSSTRING('Team Dashboard'[Labels], "Region1") || CONTAINSSTRING('Team

CONTAINSSTRING('Team Dashboard'[Labels], "Region2") || CONTAINSSTRING('Team

CONTAINSSTRING('Team Dashboard'[Labels], "Region3") || CONTAINSSTRING('Team

CONTAINSSTRING('Team Dashboard'[Labels], "Region4") || CONTAINSSTRING('Team

3. Inthe DAX formula,



Replace team names:
Replace “Team Dashboard” with actual team names like “Digital Creative
Dashboard”, “Copywriting Dashboard”.

Replace Region names:

Replace “Region1”, Region2”, etc.. with actual Region names like “UK”, “SA”.
Ensure that the replaced region names in the CONTAINSTRING function aligns with
the region names used in the labels of Microsoft Planner.

To add more Regions:

Copy the entire paired CONTAINSTRING block, including both conditions (checking
the "Labels" and "Task Name" fields) and modify it for the new Region.

Ensure to separate each paired CONTAINSTRING block with a comma.

Default:

If the labels of a task do not contain any of the regions specified in the formula, the
region for that task will be left blank.

Example:

1 Region =

2 SWITCH(

TRUE( ),

CONTAINSSTRING( 'Digital Creative Dashboard'[Labels],

"UK") || CONTAINSSTRING('Digital Creative Dashboard'[Task

Name], "UK"), "United Kingdom",

5 CONTATINSSTRING( "Digital Creative Dashboard'[Labels],
"SA") || CONTAINSSTRING('Digital Creative Dashboard'[Task
Mame], "SA"), "South Africa”,

6 CONTATINSSTRING( "Digital Creative Dashboard'[Labels],
"CA"™) || CONTAINSSTRING('Digital Creative Dashboard®[Task
MName], "CA"), "Canada",

7 CONTAINSSTRING( 'Digital Creative Dashboard'[Labels],
"IRE™) || COMTAINSSTRING('Digital Creative Dashboard®[Task
Name], "IRE"), "Ireland”

E= N OT]

8 )



4. Press Commit and check that a new Region column is created.

(LI TIPS
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Explanation of the formula:

This formula creates a column that categorizes tasks into specific regions based on
the keywords found in the "Labels" field or the “Task Name?” field.

Key Functions:

e CONTAINSSTRING:
Checks if a specific keyword (e.g., "UK", "SA") is found in the "Labels" field or the
“Task Name” for each task.

e || (OR Operator):
This means "or". It tells Power Bl to check both fields. If the keyword appears in
either the "Labels" field or the "Task Name" field, the condition will return TRUE.

e SWITCH:
Evaluates multiple conditions and returns the first match it finds. If the "Labels"
field or the “Task Name” field contains a keyword (e.g., "UK"), the
CONTAINSSTRING function will return TRUE, and SWITCH will assign the
corresponding region (e.g., "United Kingdom"). If none of the conditions are met
(i.e., the field doesn’t contain any of the specified keywords), SWITCH will return
blank, leaving the region field empty.



Proportion Of Tasks Validated Vs Not

1. Inthe Home page, create a new Column. Make sure the new column is created
under Team Dashboard Table (E.g. Digital Creative Dashboard).
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2. Typeinthe following General DAX column formula to create Validation Status
column:

Validation Status =
IF(

CONTAINSSTRING('Team Dashboard'[Bucket Name],
"YourValidationKeyword"),

"YourValidationKeyword",

"AlternativeLabellfNotFound"

3. Inthe DAX formula,

Replace team names:

Replace “Team Dashboard” with actual team names like “Digital Creative
Dashboard”, “Copywriting Dashboard”.

Replace “YourValidationKeyword” and “AlternativeLabellfNotFound”:
Replace these placeholders with your preferred validation keywords, such as
“Awaiting Validation” and “Not Validated”. Make sure that the keyword used inside
the CONTAINSSTRING function exactly matches the Bucket Name used in

Microsoft Planner. This ensures tasks are correctly categorized based on their
validation status.



Default:
If the bucket name of a task does not contain the specified keyword used in the
formula, the validation status for that task will be “AlternativeLabellfNotFound”

Example:

1 WValidation S5tatus =

2 IF(

3 CONTAINSSTRING( 'Digital Creative Dashboard’[Bucket Name],
"Awaiting Validation"™)," Awaiting Validation”,
4 "Not Validated™

5 )

4. Press Commit and check that a new Validation Status column is created.
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1 Validation_Status =
2 IF(
3 CONTAINSSTRING( D
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Explanation of the formula:

This formula creates a column that categorizes tasks based on their Bucket Name.
Key Functions:

e CONTAINSSTRING:
Checks whether the Bucket Name for each task contains the text
"YourValidationKeyword" (e.g., "Awaiting Validation")

o |F:
Evaluates the result of the CONTAINSTRING check. If CONTAINSTRING returns
TRUE (meaning "Awaiting Validation" was found), it assigns "Awaiting Validation"



as the task’s status. If it returns FALSE, it assigns the default value which is "Not
Validated".

Total Number of Tasks Validated

1.

Inthe Home page, create a new Measure. Make sure the new measure is created
under Team Dashboard Table (E.g. Digital Creative Dashboard).
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New column View as /]\
New A Publish
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2. Type inthe following General DAX measure formula to create Validated Task Count

3.

measure:

ValidatedTasksCount =
COALESCE(
CALCULATE(
COUNTROWS('Team Dashboard'),
'Team Dashboard'[Validation_Status] = "YourValidationKeyword",

ALLSELECTED('Team Dashboard')

)

In the DAX formula,
Replace team names:
Replace “Team Dashboard” with actual team names like “Digital Creative

Dashboard”, “Copywriting Dashboard”.

Replace “YourValidationKeyword”:




i

Replace it with your preferred validation keyword, such as “Awaiting Validation”.
Ensure that the keyword exactly matches the one used in both the
Validation_Status column and the Bucket Name in Microsoft Planner

Default:
If no tasks meet the condition, the CALCULATE function returns blank. The
COALESCE function then returns the default value of 0.

Example:

1 ValidatedTasksCount =
2 COALESCE(

3 CALCULATE(
4 COUNTROWS( 'Digital Creative Dashboard'),
5 'Digital Creative Dashboard'[Validation_Status] =

"Awaiting Validation",
ALLSELECTED{ 'Digital Creative Dashboard’)

)s
@

(Y= T = R

4. Press Commit and check that ValidatedTasksCount measure is created.

ie *~H1~ I mi-ita] Creative Das... v| 37
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1 ValidatedTasksCount =
2 COALESCE(
3 CALCULATE(

: Mame [ValidatedTasksCount] ValidatedTa... @ -
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Explanation of the formula:

This formula creates a measure which calculates the number of tasks that are
validated.

Key Functions:

e CALCULATE:



This function is used to do a calculation, but only under certain conditions. In
this case, it’s counting tasks only if the task is marked as
"YourValidationKeyword" (e.g., "Awaiting Validation")

e COUNTROWS:
Simply counts how many tasks (or rows) match the condition.

e ALLSELECTED:
This makes sure the formula respects any filters or slicers the user has selected
in the report (like date ranges, etc.). It means the count will change depending
on what you’ve selected in the visuals.

e COALESCE(...,0):
This is a safety net. If no tasks are found that match the condition, the result
would just return the default value of O.

Department Split for AMEND tasks

1. Inthe Home page, create a new Column. Make sure the new Column is created
under Team Dashboard Table (E.g. Digital Creative Dashboard).
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Data Quemes Felatiorshes Calodabons Secury Serdunty Share ]

Labels *  Description * ID -

LIK;E-Retail{LK):Polina;

> i AssigneeTable
3971 II ~ B Digital Creative [:asl:‘h...l

2. Typeinthe following General DAX measure formula to create Departments (Amend)
Column:



Department (Amend) =

IF(CONTAINSSTRING('Team Dashboard'[Labels], "AMEND")
|| CONTAINSSTRING('Team Dashboard'[Task Name],
"AMEND"),

'Team Dashboard'[Tasks by Department],

BLANK()

)

In the DAX formula,

Replace team names:
Replace “Team Dashboard” with actual team names like “Digital Creative
Dashboard”, “Copywriting Dashboard”.

Default:
If the task does not contain the specified keyword used in the formula, the
department(amend) for that task will remain blank.

Example:

1 Region =

2 SWITCH(

3 TRUE(),

4 CONTAINSSTRING('Digital Creative Dashboard'[Labels], "UK") || CONTAINSSTRING('Digital Creative Dashboard'[Task
Name], "UK"), “"United Kingdom”,

5 CONTATNSSTRING('Digital Creative Dashboard'[Labels], "SA") || CONTAINSSTRING('Digital Creative Dashboard'[Task
Name], "SA"), “"South Africa",

[ CONTAINSSTRING('Digital Creative Dashboard'[Labels], "CA") || CONTAINSSTRING('Digital Creative Dashboard'[Task
Name], "CA"), "Canada”,

7 CONTAINSSTRING( Digital Creative Dashboard®[Labels], "IRE™") |\ CONTAINSSTRING( 'Digital Creative Dashboard’[Task

Name], "IRE"), “"Ireland”
8 )



5. Press Commit and check that Department (Amend) column is created.
Commit 1818~ WOrkbookK catalogy >erver da

Siu Data
1 Region =
2 SWITCH(
3 ‘ TRUE(),
4 CONTAINSSTRING( 'Digital C
v Data >

Department(Amend) |~

Q, Search

£ W T mrrrma g g e

l “ [ Digital Creative Dash...
E-RETAIL (UK)

Assigned To

Explanation of the formula:

This formula creates a new column called Department (Amend) that helps
categorize amend-related tasks by department.

Key Functions:
e CONTAINSSTRING:

Checks if the word "AMEND" appears in either the Labels or Task Name field of
a task.

o |F:
Evaluates the result of the CONTAINSTRING check. If CONTAINSTRING returns
TRUE (meaning "Amend" was found), it assigns the department of that task. If it
returns FALSE, it assigns the default value which is "Blank”

Types Of Delivery

1. Inthe Home Page, create a new Table

Home Help Table tools
ﬁ a & BZ Transform data « f Quick measure &
(=) [ Refresh ] New column Fi

Get New

data~ [h‘ [?," measur

Data Queries Relationships SICUIGTIONS



2. Typeinthe following General DAX measure formula to create Delivery Type Table:

3.

DeliveryTypeTable =
UNION (
ADDCOLUMNS (

FILTER ('Team Dashboard', CONTAINSSTRING ( 'Team Dashboard'[Labels],
"Delivery1_Keyword1") || CONTAINSSTRING ( 'Team Dashboard'[Task Name], "Delivery1_Keyword2")
|| CONTAINSSTRING ( 'Team Dashboard'[Task Name], "Delivery1_Keyword3") ),

"Type of Delivery", "Delivery1"
),
ADDCOLUMNS (

FILTER ('Team Dashboard', CONTAINSSTRING ( 'Team Dashboard'[Task Name],
"Delivery2_Keyword1") && NOT CONTAINSSTRING ( 'Team Dashboard'[Task Namel],
"Delivery3_Keyword1") || CONTAINSSTRING ( 'Team Dashboard'[Task Name], "Delivery2_Keyword2")
|| CONTAINSSTRING ( 'Team Dashboard'[Task Name], "Delivery2_Keyword3") ),

"Type of Delivery", "Delivery2"

)

In the DAX formula,

Replace team names:
Replace “Team Dashboard” with actual team names like “Digital Creative
Dashboard”, “Copywriting Dashboard”.

Replace Keyword Placeholders:

Replace placeholders like "Delivery1_Keyword1", "Delivery2_Keyword1", etc. with
actual keywords (E.g. “VIDEO”, “EMAIL”) that identify tasks for a specific delivery
type. Make sure these keywords match text found in either the "Task Name" or
"Labels" columns.

Special Note — Using NOT CONTAINSSTRING to Avoid Keyword Overlap:

If two delivery types use similar keywords, you can use NOT CONTAINSSTRING to
exclude specific words and avoid incorrect classification. (E.g. “Email”, “Solus
Email”)




CONTAINSSTRING('Digital Creative Dashboard'[Task Name], "Email") &&

NOT CONTAINSSTRING('Digital Creative Dashboard'[Task Name], "Solus
Email")

Replace Delivery Type Name:
Replace “Delivery1”, “Delivery2”, etc.. with actual delivery types like “Video”,”
Email”

Add More Delivery Keywords (Within the Same Type):

To include more keywords for the same delivery type, copy the block using the | |
operator (which means "OR") along with the CONTAINSSTRING function and modify
it for the new keyword.

Only use && NOT CONTAINSSTRING if you need to exclude tasks that might
contain a conflicting keyword from another delivery type.

Ensure to separate each CONTAINSSTRING block with a comma.

Add More Delivery Types:

Copy the ADDCOLUMNS block and modify it for the new delivery type.
Ensure to separate each ADDCOLUMNS block with a comma.

Example:
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DeliveryTypeTable =
UNION (

)

ADDCOLUMNS (

FILTER ( 'Digital Creative Dashboard’, CONTAINSSTRING ( Digital Creative Dashboard’[Task Name], "EMAIL" ) 8 NOT CONTAINSSTRING ( 'Digital Creative Dashboard®
[Task Name], "SOLUS EMAIL" } || CONTAINSSTRING ( 'Digital Creative Dashboard'[Task Name], "TRIGGER" ) || CONTAINSSTRING ( 'Digital Creative Dashboard®[Task Mame]

“THANK YOU™ ) ),
"Type of Delivery”, "Email”

ADDCOLUMNS (

FILTER ( 'Digital Creative Dashboard', CONTAINSSTRING ( 'Digital Creative Dashboard’[Task Name], "FILM" ) || CONTAINSSTRING ( 'Digital Creative Dashboard’[Task

Name], “ANIMATION" ) || CONTAINSSTRING ( 'Digital Creative Dashboard'[Task Name], “SCREEN" ) ),
“Type of Delivery", “Video"

)5

ADDCOLUMNS (

FILTER ( 'Digital Creative Dashboard', CONTAINSSTRING ( ‘Digital Creative Dashboard'[Task Name], "ASSET" ) || CONTAINSSTRING ( ‘Digital Creative Dashboard'[Task
Name], “RECEIPT* )} || CONTAINSSTRING ( ‘Digital Creative Dashboard'[Task Name], “LANDING PAGE" ) || CONTAINSSTRING ( 'Digital Creative Dashboard'[Task Name],

“HUB" ) || CONTAINSSTRING ( ‘Digital Creative Dashboard'[Task Name], “DIGITAL SUPPORT" ) ),
“Type of Delivery”, "Asset”

)

ADDCOLUMNS (

FILTER ( 'Digital Creative Dashboard', CONTAINSSTRING ( ‘Digital Creative Dashboard’[Task Name], “EB BANNER® ) ),

“Type of Delivery”, “EB Banners”
)
ADDCOLUMNS (

FILTER ( 'Digital Creative Dashbeoard’, CONTAINSSTRING ( 'Digital Creative Dashboard'[Task Mame], "BANNER" ) && NOT CONTAINSSTRING ( 'Digital Creative Dashboard’

[Task Name], "EB BANNER" ) ),
“Type of Delivery”, "Banners”
)s
ADDCOLUMNS (

FILTER ( 'Digital Creative Dashboard®. CONTAINSSTRING ( 'Digital Creative Dashboard’[Task Namel, "SOLUS EMAIL" ) ).

“Type of Delivery™, "Solus Email”™
)
ADDCOLUMNS. (
FILTER ( 'Digital Creative Dashboard', CONTATHSSTRING ( ‘Digital Creative Dashboard'[Task Name],

"SOCIAL" ) || CONTAINSSTRING ( 'Digital Creative Dashboard'[Task

Name], “DISPLAY" ) && NOT CONTAINSSTRING ( 'Digital Creative Dashboard’[Task Name], "PREVIEW" ) ),

“Type of Delivery”, "Social Media"

)

ADDCOLUMNS. (
FILTER ( 'Digital Creative Dashboard', CONTAINSSTRING ( ‘Digital Creative Dashboard'[Task Name],
“Type of Delivery”, “Previews"

N

ADDCOLUMNS (
FILTER ( 'Digital Creative Dashboard’', CONTAINSSTRING ( "Digital Creative Dashboard’'[Task Name],
“Type of Delivery”, “Mock-up"

)

ADDCOLUMNS. (
FILTER ( 'Digital Creative Dashboard', CONTATHSSTRING ( ‘Digital Creative Dashboard'[Task Name],
Name], "REDESIGN" ) ),
“Type of Delivery”, "Page Update/Redesign”

“PREVIEW" ) ),

“MOCK-UP™ ) ),

"UPDATE" ) || CONTAINSSTRING ( 'Digital Creative Dashboard'[Task

4. Press Commit and check that a new table DeliveryTypeTable with the column Type
of Delivery is created:

Structure Relationships

1 DeliveryTypeTable =
2 UNION (
3 ADDCOLUMNS (

— N L'dLd e

Type of Delivery |~

Q, Search

Amend

Amend > [ AssigneeTable

Amend l > [g DeliveryTypeTable
Amend > [ Digital Creative Dashb...

Explanation of the formula:

This formula creates a table that categorizes tasks into different types of delivery
based on specific keywords found in the "Task Name" or "Labels" fields.



Key Functions:

FILTER:

Filters tasks to include only those that match a set of keywords associated with
a specific delivery type (e.g., "FOLLOW UP", "EMAIL").

CONTAINSSTRING:

Checks whether the specified keyword appears in the "Task Name" or "Labels"
field of a task.

NOT CONTAINSSTRING:

Used when two delivery types might share similar keywords. It helps exclude
tasks that contain overlapping terms to avoid misclassification.
ADDCOLUMNS:

Adds a new column called "Type of Delivery", which assigns the delivery type
label (e.g., "Social Media", "Video") to each task based on matched keywords.

UNION:

Combines all filtered task sets into one table. Since the new column for each
delivery is labeled "Type of Delivery", the UNION function stacks the tasks for
each delivery on top of one another.

Since each task can have multiple deliveries, the formula duplicates tasks for each

delivery type. For example, if Task1 contains both “Video" and "Email”, there will be

two rows for Task1 in the table—one with "Video" and one with "Email" in the "Type

of Delivery" column. This way, each delivery type gets their own row for the same

task, allowing us to easily count how many tasks each delivery type has.



Overall Number of Tasks

1.

In the Home Page, create a new Table
Home Help Table tools

ﬁ a & BZ Transform data + 4 Quick measure &
™ ;
e ©.-® [2 Refresh New B New column 3

Data Queries Relationships SIKUIETIoNs

Type in the following General DAX measure formula to create DatesTable:

DatesTable = CALENDAR(MIN('Team Dashboard'[Due date]), MAX('Team
Dashboard'[Due date]))

Inthe DAX formula,
Replace team names:
Replace “Team Dashboard” with actual team names like “Digital Creative
Dashboard”, “Copywriting Dashboard”.
Example:
Aaug LUTIIT S gL b PRLW ) JIIII.!J O oL -\.F:LLIIII._
1 DatesTable = CALENDAR(MIN( 'Digital Creative Dashboard’[Due .
date]), MAX('Digital Creative Dashboard’[Due date]))
Press Commit and check that a new table DatesTable with the column Date
ard Data Queries Relatic
1 DatesTable = CALENDAR(MI
date]), MAX({'Digital Cre
Date -
. Q Search
9/12/2024 00:00:00
20/12/2024 00:00:00 > ffg AssigneeTable
21/12/2024 00:00:00 l > @ DatesTable

Explanation of the formula:

This formula creates a new table called DatesTable that contains one row for every
date between the earliest and latest due dates in the Digital Creative Dashboard
dataset.




Key Functions:

e MIN:
Finds the earliest due date in the 'Digital Creative Dashboard' table.
e MAX:

Finds the latest due date in the 'Digital Creative Dashboard' table.

e CALENDAR:
Generates a new table that includes every date between the start and end dates
found using MIN and MAX.

This table gives us a complete list of dates covering the entire range of tasks in the
dataset. It allows you to connect the DatesTable to other tables like AssigneeTable,
DeliveryTypeTable, and Team Dashboard.

Once connected, you can:

— Filter all visuals by date

— Perform year-on-year or month-by-month comparisons

Building Relationships

Relationship between DatesTable and the rest:
1. Open Model View.
EE Model view

oaxd

@ DatesTable
B Date

@ Digital Creative Dashbo...

Assigned To E] DeliveryTypeTable @ AssigneeTable
Bucket Name

Assigned To
Bucket Name

Checklist ltems

Completed By

Completed Checkiist ltems Completed By
[ Crested Date Collapse ~ Collapse ~
[, Depariment

Description

Collapse ~



2. Inthe Home Page, Manage Relationships

Home Help
Data Queries Manage New MNew  New Calculation
¥ v relationships | measure column table group
|_Belatignchips | Calculations

3. Create a new Relationship

Manage relationships

-+ New relationship > Autodetect

[ ] From: table (column) Relatic

4. Create arelationship from the DeliveryTypeTable/Digital Creative
Dashboard/Copywriting Dashboard/AssigneeTable to the DatesTable:
e Select the Due date column from the DeliveryTypeTable

Select the Date column from the DatesTable
Set Cardinality to Many to One (*:1)
e Set Cross-filter direction to Single

e Ensure "Make this relationship active" is checked
This relationship allows you to filter the DeliveryTypeTable by date fields (e.g., year,
month) using the DatesTable.



Example:

From table

I DeliveryTypeTable N I

ion Division Is Recurring Labels Late P
Fragrance & ... |05/02/2025 0... UIGE-Retail(U... A
Fragrance & ... |30/01/2025 0... UK;CRM;AME...
Fragrance & ... |30/01/20250.. | 5977 Polina;SA;CR... =

To table
I DatesTable ~ I

Date

19/12/2024 0...
20/12/2024 0...
21/12/2024 0...

Cardinality Cross-filter direction

I Many to one (*:1) v I Single \I

Make this relationship active

5. Checkthat all the tables are connected to DatesTable in the Model View

Example:
(&) patestable
8 oate
4 1 1 »
Coliaps
u
* [
[®) pigital creative Dashbo... - *r *
(&) peliveryTypeTable (&) AssigneeTable

Kist ftems Completed By

Coliapse A

Description

Collapse ~

Setting up the Dashboard Visuals

After modeling the data, we can now create the graphs and build the dashboard visuals.
The following steps below can be applied to both Digital Creative Dashboard and
Copywriting Dashboard to build the relevant graphs.




Setting Up the Dashboard’s Background

1. Inthe Reportview, select Format page

Visualizations > Data
Format page
"""" > B A
2. Under Canvas background and Wallpaper respectively, set the fields to the
following:
“ Canvas background v Wallpaper
Color Color
|:| _— #F2F2F2
Image Image
| Browse... o | Browse... e
Image fit gt
MNorma ~
Morma e
Transparency
Transparency
|m[] % C| ) —
— 0%

3. Atthe bottom of the page, add a new page.

Mew page

.

PAGE 1 n




4. Rename both pages to PAGE 1 and PAGE 2 Respectively:

Duplicate

Rename

Delete

Hide

Move to >

PAGE 1 PAGE 2 “

Total Number of Tasks Assigned to Individual

1. Inthe Reportview, select the clustered column chart

« Visualizations »
=] Build visual

T o

H M ) stered column chart
-

53]

= [ £ [hil = 1

e = = I m

2. Under AssigneeTable, drag Assignee data fields into both X-axis and Y-axis. The Y-
axis will automatically take the Count of Assignees as shown below.

\
v %&ssigneeﬁble

a ] Assigned To
] Assignee
K-axis
Assignee S I
Y -axis
Count of Assignee R




3. Select the more options button to sort the axis as preferred.

ICount of Assignee by Assignee

100
0

Ong, Sivaram, Fedchen... L
Felicia  Santtash  Paline  Er More options
L Assignee

L
[a=]

Count of Assignee

VEﬂ...

4. To presentthe graph in a randomized order, we sort the axis by Assignee and
ascending.

[2 Export data
&3 Show as a table

X Remove
=1 Spotlight
Sort axis >V Assignee
di New visual calculation »> Count of Assignee

l% Sort descending

[

Sort ascending

5. Select formatyour visual

"ist » Data

Format your visual

¥ | R

uila visuan

Q. Se
vy

> 1




Visual General

v X-axis A

Maximum height

|15% C\ D

Concatenate labels (®@of)

Under the visual segment, set the X-axis and Y-axis visuals with the following:

> Title

Vv Columns ' Columns
Apply settings to Apply settings to
Categories Categories

‘ Fedchenko, Polina ~ ‘

| Lee Sue Ern, Grace ~ ‘

Y Color | 4E0ADC3 v Colorl 4CoB28A
Color Color
mT
Transparency Transparency

[ERe

0% 3o

~ Y-axis
WV Y-axis
> Range
~ Values on @
“ Range
Font
. | Avial vz 7
Minimum
U]
A u #000000
5 W f.l' Color
Maximum Display units
A . ‘ Auto ~
‘ Auto V‘ ‘ ‘fx Value decimal places
-
Logarithmic scale  (@0Off I —
_— Switch axis position (@ o)
(@or) Invert range @97 5 rite ®o)

7. Under the Columns Section, set the columns of the graphs to the preferred colors:

v Columns v Columns

Apply settings to Apply settings to

Categories Categories

‘ Ong, Felicia ' ‘ ‘ Sivaram, Santtosh hd ‘
v Color

Vv Colol 4H3DDBE #F8D8A2
Transparency

Transparency

o= 3o

o o




8. Setthe Data Labels section to the following:

Vv Data labels on® ~ Value D / Background on®

Field
Count of Assign... | > l Color #FFFFFF

Apply settings to e

. Lont D A
Series | Al > | | 1 ::|
Al v ‘ — Transparency
£ ][]

Show for this series (@R Color #000000 @ H
-

v Options Transparency
o 0% Z|O P
Crientation
. Display units
‘ Horizontal V‘ play
| Auto hd
Position

Value decimal places

|| Inside center I N4 ‘

— Show blank
Overflow text (@of) | ow Dlank as
0

9. Under the General segment, update the following fields for the title:

Visual General

~ Title on @
~ Title ‘ . .o
Total Number Of Tasks Assigned to Individual
Text /
| Total Number of Tas |
Heading
| Heading 3 ~ |
Font
| Arial I
B

Text color #000000

Background color

Horizontal alignment

FEE

Text wrap Oon @




10. Under Analytics, add an Average Line:

Analytics
7 |

‘ L Search ‘

~ Data label on@

v Average line (1) - -
Horizontal position

Apply settings to | Right A ‘
4+ Add lina . L
Vertical position
Average 7 X ]
| Above ' ‘
W Series Style
Series
Bath '
| Count of Assignee ~ |
Color
v Line
Color
Display units
Transparency | Auto N
30% [ =) )
_ Value decimal places
Line style .
0 v
| Dashed W |

11.The final graph visuals:
Total Number of Tasks Assigned to Individual

100 Average: 94

80

118
60 101 103

40
20

Fedchenko, Lee Sue Ern, Ong, Felicia Sivaram,
Polina Grace Santtosh



Types Of Delivery

1. Inthe reportview, select the Donut chart

=] Build visual

= m oy @
EEa hﬂ] Egz M&u =l
b O [ o e
& T QD

519}

2. Under DeliveryTypeTable, drag Type of Delivery data field into both Legend and
Values. The Values will automatically take count of Type of Delivery.

Legend ] Labels
Type of Delivery X ) Late
[]  Priority
LRl J Progress
Count of Type of Deliv... X J Region
> [] B Start date
petalls []  Task Name
Add data fields here 0 Tasks by Depe
Tooltips [ Tasks By Divis
Add A Enlde bmen ] Title
veryTypeTable'[Type of Delivery] Type of Del...:



3. Select format your visual

re

Format your visual
uila visuan

L4

» Data

@R

4.

~ Legend one@
> Options

» Text

Font
Arial v |12

Color #000000
<

> Title @ Off

Q. Se
vy

Under Legend section of visual, set the following fields:



5. Under Slices of visual, set the following colors to the Types of Delivery:

" Slices

Previews
“ Colors _
_ |:| h #EDDAED
Video
| | ~| | #ABCDA2 Asset
Email I:I hd #F8D8A2
Y #A3D8DC i

Solus Email
Banners
— |:| h #EBD2C1
|| ~| | #E0ASAS E—

Page Update/Redesign
Social Media g g
T o~ Y
| | ~| | #DFBCAB #D3DDBE
EB Banners Mock-up
| ] | #o2pcEF | I #AB3E34

~ Detail labels

“ Options

Pasition

| Qutside

Label contents

Data value

v Values

Font

pial ] 14

BJ[7] U]

r"ﬂ‘z #000000

| ISdirss

6. Under Detail labels of visual, set the following fields:




7. Under Title of general, set the following:

Visual General

 Title
v Title
Tyt

Types of Delivery |E|

Heading

Heading 3 ~ |
Arial vl 2
][ 7]U]

Text color

|. 4.+|| #000000
Backgroundﬁlor

4 vk

Horizontal alignment

z

8. Thefinal graph visuals:
Types of Delivery

31 Video
4 ‘ 17 Email
Banners
Social Media
7 EB Banners
Previews
11 Asset
Solus Email
Page Update/Re. ..
® Mock-up



Department Split for All Tasks

1. Inthereportview, select the Pie chart

s19y14

[

= bl E [ =
A S S
A=A

L

2. Under Team Dashboard, drag Tasks by Department data field into both Legend and
Values. The Values will automatically take count of tasks by department.

Legend ] Labels
Tasks by Department v X [ Late
(] Priority
Values (] Progress
Count of Tasks by Dep...~ X ] Region
> [ 3 Start date
Detalls (] Task Name
Add data fields here Tasks by Depa..
3. Select formatyour visual
"ist : » Data
Format your visual

uila visuan O\

o Se

i @

o | @ -Gy




4. Under Legend of visual, set the following fields:
Visual General

~ Legend on@

 Options

Position

Center right g

5. Under Slices of visual, set the following colors to the departments:

“ Slices

~ Colors

CRM
1 ~|| #E0ADC3

E-RETAIL (UK)

]

RETAIL

8 v [nsooee
ADHOC

|D vI #OOR2]A




6. Under Detail labels of visual, set the following fields:

\/ Detail labels
“ Options
Paosition
| Outside v |

Label contents

Data value |

v Values

Font

prial ] 14

BJ[][u]

color_A #000000
[ s

7. Under Title of general, set the following:
Visual General

~ Title On @

S Tifle

Department Split For All Tasks

‘ Department Split Fc ‘E|

Heading
| Heading 3 v
Font
Arial IEE
B 7|U
Text color

#000000
[ Kl

Background color
A~
Horizontal alignment




8. Thefinal graph visuals:

44

Department Split For All Tasks

7 9

CRM
E-RETAIL (UK)
RETAIL

91 ADHOC

Department Split for AMEND Tasks

1. Inthe reportview, select the Donut chart

SETERN

2. Under Team Dashboard, drag Department (Amend) data field into both Legend and
Values. The Values will automatically take count of Department (Amend).

Build visual

)

EMEMEIHH
b O M [lR] omt e
A=A CIF)

Legend (7, Department(A...
Department(Amend) X CJ Description

] Due date
Values 05D

Count of Department(... ~ X ] Is Recurring



3. Select format your visual

re

» Data

Format your visual

uila visuan

L4

@R

Visual General

~ Legend

v Options

Position

Oon@

Center right

e

v Text

Font

Avrial

T

#000000

Calor

> Title

Q. Se
vy

Under Legend of visual, set the following fields:



5. Under Slices of visual, set the following colors to the departments:

“ Slices

~ Colors

CREM
| | | | #E0ADCS

E-RETAIL (UK)

D e #F8D8A2

> Spacing

6. Under Detail labels of visual, set the following fields:

“ Detail labels
“ Options
Pasition
| Outside R |

Label contents

Data value |

v Values

Font

pial v ]l1a
[BJL7 Y]

color A #000000
[ Idees




\/ Detail labels

“ Options

Position

Outside ~ ‘

Uverriow text

Label contents

Data value |

v Values

Font

pia |14

Color 4 #000000
_ISd|ras

Background

7. Under Title of general, set the following:

Visual General

W Title On @

X 7 Tial

Department Split For AMEND Tasks

Department Split Fo

Heading
‘ Heading 3 Y ‘
Font
‘ Arial N H 14 v‘
B 7y

#000000

Text color
[

Background color

Horizontal alignment




8. Thefinal graph visuals:
Department Split For AMEND Tasks

CRM
E-RETAIL (UK)

25

Total Number of Validated Tasks

1. Inthereportview, select the Card
E 100 == o = 1HL

e
b ] F L @
FQ¥WAALD

=1 = A M A n

2. Under Team Dashboard, drag ValidateTasksCount data field into Fields.

Fields Jd
] Late
ValidatedTasksCount ™ X
] Priority
Drill through ] Progress
Cross-report (@or) [] (. Region
Keep all filters > [[] 6 Start date

] Task Name

(] [ Tasks by Depa.
(] [ Tasks By Divisi.
(1 Title
ValidatedTask..

Add drill-through fields here



Select format your visual

"ist » Data

Format your visual
uila visuan

= ¥ | R

Q. Se
vy

Under Callout value and Category label, set the following fields:

Visual General

“ Callout value

Font
Arial vl 2

Color #000000
|. fvl Jx

Display units

‘ Auto s ‘

Value decimal places

Text wrap Oon@

Source spacing on@

3 Reset to default

> Category label (@or)




5. Under Title of general, set the following:
VT
Text | Total Number of Validated

| Total Number of Valng{_.r'l/

Heading
| Heading 3 N |
Font

Arial v g
B 7]V

Text color
ﬁ—

LI

BackgrouncElor

V| A

Horizontal alignment

SHEE

Text wrap on@

6. Thefinal graph visuals:

Total Number of
Validated Tasks



Proportion of Tasks Validated VS Not

1. Inthe reportview, select the Pie chart

[

2 b E [ =
b O L
AL-AMAR

2. Under Team Dashboard, drag Validation Status data field into both Legend and
Values. The Values will automatically take count of Validation Status.

-

519}

m u

Lo ] Labels

] Late
Validation Status R4

] Priority
Values ] Progress
Count of Validation 5t.. » X 0 @‘ Region

> [ @ Start date
Details ] Task Name
Add data fields here (] () Tasks by Depa...
) (] [ Tasks By Divisi...

Tooltips

] Title
Add data fields here

(] @ validatedTask...
Drill through (7 Validation Stat...

3. Select format your visual
"ist : » Data
Format your visual
uila visuan
Q. Se

= ¥ | R

v iy




4. Under Legend of visuals, set the following fields:

~ Legend on @

“ Options

Position

Bottom center

W Text

Font

| Arial ~ H12 °
(B[Z][U]

color [ #0n000n_|

<

> Title (@or)

5. Under Slices of visual, set the following colors to the keywords:

“ Slices

~ Colors

Mot Validated
|D v| #EOADC3

Awaiting Validation

|D ™ | #F8D8A2




6. Under Detail labels of visual, set the following fields:

\/ Detail labels
“ Options
Paosition
| Outside v |

Label contents

Data value |

v Values

Font

prial ] 14

Color 4 #000000
_ESdiE

Kgrouna

7. Under Title of general, set the following:

W Title

Proportion of Tasks Validated VS Not
Text

| Proportion of Tasks ' @/

Heading

| Heading 3 W ‘
Font

| Avial v g

B 7]V
Text colol #000000
L Eard

Background color

Horizontal alignment

Text wrap on®




8. Thefinal graph visuals:

Proportion of Tasks Validated
VS Not

3

161

Not Validated = Awaiting Validation

Proportion of Tasks by Division

1. Inthe report view, select the Donut chart

Build visual

— A

EMEMEIHH
b O [l ot e
A=A CIF)

STTEN




2. Under Team Dashboard, drag Task By Division data field into both Legend and
Values. The Values will automatically take count of Tasks By Division.

Legend (7 Department(A...
Department(Amend) v X (] Description

] Due date
WValues XD
Count of Department(... ~ X ] Is Recurring

3. Select format your visual

"ist » Data

Format your visual
uila visuan

Q. Se
v iy

4. Under Legend of visuals, set the following fields:

m Y| &R

“ Legend on@

“ Options

Position

Bottom center 4

“ Text

_Font
Arial vz 2




5. Under Slices of visual, set the following colors to the divisions:

" Slices

~ Colors

Fragrance & Beauty

|D V| | #N3NNRF |

Watches & Fine Jewellery

V| Mrorncs

6. Under Detail labels of visual, set the following fields:

 Detail labels
“ Options
Position
| QOutside v |

Label contents

Data value |

v Values

Font

prial ] 14

BJ[][u]

color A #000000
[ I




7. Under Title of general, set the following:

W Title

T Proportion of Tasks bv Division

‘ Proportion Of Tasks ﬂf‘t|

Heading

‘ Heading 3 N |

Font

Avrial v H 14

B| 7|Vl

[ K
Background color
VARG

Horizontal alignment

Text wrap on®

8. Thefinal graph visual:

Proportion of Tasks by
Division

28

136
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Overall Number of Tasks

1. Inthereportview, select the Ribbon chart
——— (3

By =R
Rlbb:}n-chfli W m I&
M F 0O
i @ ¥ A & &

$19]

2. Under Team Dashboard, drag Task Name data field into Values. The Values will
automatically take count of Task Name. Under DatesTable, drag Date data field into
X-axis. Only Include the year and month.

X-axis > [ AssigneeTable
Date VX
S DatesTable
Year x %
Month - % @Date
> [ DeliveryTypeTable
Y-axis

4 %Digital Creative D... -~

Count of Task Name X

Legend

Add data fields here

3. Select format your visual

"ist » Data

Format your visual
uila visuan

| -

vy




4. Under the visual segment, set the X-axis and Y-axis visuals with the following:

~ X-axis ~ Y-axis
> R
~ Values on@ ange
Font ~ Values On @
Avial v Font
Avrial ~ |12 =
BV ' —
el #O0O0O0ONN |
_ Color #N0NNONN
m
Maximum height Lol L
R | Auto A |
a, s
‘ 25 % V‘ 3 Value decimal places

— Auto =
Concatenate labels (®@of)

Switch axis position (@of)

> Title > Title O

5. Under Columns and Ribbons of visual, set the following color and transparency:

~ Columns “~ Ribbons on®

Apply settings to Apply settings to

) Series
Categories
| A v
‘ Al v ‘
~ Color
~ Color

Match series color  (@orf)

Color Color | #C8CECA
W v fx O -~
Transparency Transparency

ox 20 s J]—o




6. Under Data Labels of visual, set the following for values:

V Value

Transparency

Pl
= dJo

Display units

| Auto AV

Value decimal places

Chrw hlank ac

7. Under Title of general, set the following:

W Title

TE)(‘I Muvarall Niimhar nf |

‘ Overall Number of T+@/

Heading

‘ Heading 3 e ‘

Font

Arial v |12
B 7| U]

Text color #000000
W«

Background color

Horizontal alignment

Text wrap On @

~ ‘




8. Open the Filters pane and drag the Due date field from the Digital Creative
Dashboard Table:
Y Filters D

O Search

Filters on this visual

Count of Task Name
is (All)

Date - Month
is (All)

Date - Year
is (All)
Add data fields here

Due date

Filters on this page

9. Set the followingfilter fields and apply filter:

Due date
is (All)

Filter type

Relative date W

Show items when the value

isin the last W
&
months W

Include today

LYl



10.The final graph visuals:
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Tasks per Region

Overall Number of Tasks

January

T8

1. Inthe report view, select the Map

px A R B Ik
Fl20 O

b al

.= Map

HE (@

Location

Region

Legend
Region

Latitude

AAdA Aata fiasldc hara

Bubble size

Count of Region

Tooltips

Add data fields here

W AR D
=1 G 1 B0 B3 n
2. Under Team Dashboard, drag Region data field into both Location, Legend and
Bubble Size. Bubble Size will automatically take the count of region.

0O Z D

Is Recurring

Labels

Late

Priority

Progress

% [l Region
] Labels
] Late
] Priarity
] Progress

(i Region

ROO00O0OO0

February

March



Select format your visual

"ist » Data

Format your visual
uila visuan

= ¥ | R

Q. Se
vy

Under Legend of visual, set the following fields:

v Legend on@

“ Options

Position

Top center Y

“ Text

Font

| Arial v H']?_ o




5. Under Bubbles of visual, set the following size and Colors:

~ Bubbles

W Size

Range scaling

I| Magnitude \/||

Size

20 2] =O

~ Colors

United Kingdom
'l || #118DFF

Canada

‘M V|| #12239E
South Africa
' || #E66C37

Ireland

(W [ sero07n |

6. Under Title of general, set the following:

W Title

Text

‘ Tasks per Region ‘ ‘E‘

Heading

‘ Heading 3 W ‘

Font

A

Arial v 2

By

| 4
Background color

A ][5

Horizontal alignment




7. Thefinal graph visuals:
Tasks per Region Y E2 ---
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Final Dashboard

After creating the graphs, they can be rearranged according to personal preferences.
Below is the final layout we agreed on, based on team feedback and a discussion on which
graphs were considered most important.
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Copywriting Team

Page 1:
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