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 Cannot connectto 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 Query to 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

_ Select a data source or start with a
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,
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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.

“— i} I ! i Trwairi R el a0 . L I
SharePoint ¥ Sparch chin aite =
e
- .
uple =
Py

Conrmoer s,

Do umaenis
Mol etk
Pagprs

Sesocuctasmscdated with news on

Relevant SharePoint

L vt Ll

Ui Ciabarvtials [Digtal Crmal

Lists from planner

purt -
ogywiting Dashboard [ Add Mo

haptal 1 roak o LmFboa

SharePoint Online Lists

Sibe LWL (3
g s i epain g Oy il C haned- Groug 16
mplrmerdaton

@ Adwanced oprbionm
Wi Mol

DOifiain - Rartrieset The (ol 48 s -

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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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.

Setting Up Individual Report

Before applying any of the following steps to model the data for the graphs, the table must
first be set up to include only the tasks assigned to the specific individual for whom the
report is being built.

1. Inthe Home page, select Transform data.
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2. Select Assigned To column and click on the drop-down menu.

AB-  Assigned To

Fedchenko, Polina;Sivaram, Santtosh;
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3. Under Text Filters, select the contains option
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4. Select the individual's name from the drop-down menu next to "contains". If the
name isn’t listed, you can manually type it in.
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5. Click OK and confirm that the rows are now filtered to show only the tasks that
include the individual’s name (e.g., “Ong, Felicia;”)

Ong, Felicia; =

= Table.SelectRows(#"Filtered Rows"”, each Text.Contains([Assigned To], "Ong, Felicia;"})

e
Fedchenko, Polina;Ong, Felicia; 21/02/2025 17:41:00
Fedchenko, Polina;Ong, Felicia; 21/02/2025 18:14:00
Lee Sue Ern, Grace;Sivaram, Santtosh;Ong, Felicia; 21/02/2025 18:13:00
Lee Sue Ern, Grace;Sivaram, Santtosh;Ong, Felicia; 21/02/2025 18:12:00
Fedchenko, Polina;Sivaram, Santtosh;Ong, Felicia; 21/02/2025 18:11:00

Data Modeling Before Building Visuals (Individual Dashboard)

To build the different graphs for each Individual report:

- Total Number Tasks Assigned

- 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 team and Copywriting team respectively,
ensuring that each individual dashboard is on different power bi reports.



Total Number of Tasks Assigned to Individual

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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2. Typeinthe following General DAX formula to create total tasks measure:

(Ensure that the Team Dashboard Table has been set up for the respective
individual)

total_tasks = COUNT('Team Dashboard[Assigned To])

3. Inthe DAX formula,

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

Example:

1 total tasks = COUNT('Digital Creative Dashboard'[Assigned To])



4. Press Commit and check that total tasks measure is created.
Structure rormatting

X o/ 1 total tasks = COUNT('Digital Creative Das

) Title
Mame [total_tasks] total_tasks
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5. Repeat steps 1to 4 for each of the individual in the team. Ensure that the table data
is set up for the respective individual.

Explanation of the formula:
This formula creates a measure which counts how many tasks have an entry in the
"Assigned To" column. This corresponds to the total number of tasks the individual
has.
Key Function:
e COUNT:
Counts the number of non-blank values in the specified column.

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.

3.

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

Division =

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

"Division3"

In the 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 names in 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:

rormarng 50T Lroups
1 Division = Ny
2 SWITCH(
3 TRUE(),
4 COMTAINSSTRING( *Digital Creative Dashboard'[Labels],
"FASHION"), "Fashion",
5 COMTAINSSTRING( Digital Creative Dashboard’[Labels],
"WATCHES & FIME JEWELLERY™), "Watches & Fine Jewellery”,
6 COMNTAINSSTRING('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.
M
Commit

S Rl =

Division =

' SWITCH(

v Data »

Division o

Q. Search

! Fragrance & Beauty
I Fragrance & Beauty > [ AssigneeTable

Fragrance & Beauty I v @ Digital Creative ... @ -

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. Typeinthe 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”,

)




3.

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 CONTATNSSTRING( *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"



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

CONTAINSSTRING:

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

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(),

CONTAINSSTRING{ Team Dashboard[Labels], "Region1") || CONTAINSSTRING{ Team
Dashboard[Task Name], "Region1"), "Region1",

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

CONTAINSSTRING{ Team Dashboard'[Labels], "Region3") || CONTAINSSTRING{ Team
Dashboard[Task Mame], "Region3"), "Region3",

CONTAINSSTRING{ Team Dashboard[Labels], "Region4") || CONTAINSSTRING{ Team
Dashboard[Task Name], "Region4"), "Region4"

)

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:

Region =
SWITCH(
TRUE( )},
CONTAINSSTRING( 'Digital Creative Dashboard'[Labels],
"UK"™) || CONTAINSSTRING('Digital Creative Dashboard’'[Task
Name], "UK"), "United Kingdom",
5 CONTAINSSTRING( 'Digital Creative Dashboard’[Labels],
"SA") || CONTAINSSTRING('Digital Creative Dashboard'[Task
Name], "SA"), "South Africa",
6 CONTAINSSTRING( 'Digital Creative Dashboard'[Labels],
"CA") || CONTAINSSTRING('Digital Creative Dashboard'[Task
Name], "CA"), "Canada",
7 CONTATINSSTRING( 'Digital Creative Dashboard'[Labels],
"IRE") || COMTAINSSTRING('Digital Creative Dashboard'[Task
Mame], "IRE"), "Ireland”

L

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

2.

3.

In the 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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Type in the following General DAX column formula to create Validation Status
column:

Validation Status =
IF{

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

"YourValidationKeyword",

"AlternativeLabellfNotFound"

In the 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_Status =

2 IF(

3 CONTAINSSTRING( 'Digital Creative Dashboard’[Bucket Name],
"Awaiting Validation")," Awaiting Validation",

"Not Validated™

LY Y

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

[ et - I
Commit [% [%) h rel:
| Data Queries Re
1 Validation_Status =
2 IF(
3 CONTAINSSTRING( "D

Validation Status |~ Q H
1 Not Validated Searc

1 Not Validated > [ AssigneeTable

1 | Not Validated l v [ Digital Creativ... @ -
1 Not Validated

Mt Walid atad

Assigned To

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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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”:

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')

)5
e

[T=T = RN B

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

Home Help Table tools |5 Share v
= [@g 3 - Dg L F2, Manage roles é
[_!;_: £y ; [ H)
« @ & Méw calurmn View a5
Get © l Manage New £ i Publish
data~ [B [~ relationships =~ MeAsu
Data Queries  Relationghips Calodations Security Sargitiity share A~
Data »>
Labels = | Description = | ID =~ =y
Wi Search

UKE-Retail{UK):Polina; 5969 —
UKE-Retail{UK)Polina; 5670 > (@ AssigneeTable

LIK:E-Retail{LIK):Polina; AMEMD; 3971
T3

L PRSI N

"v B Digital Creative Dambl

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()
)

3. Inthe 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 CONTAINSSTRING( *Digital Creative Dashboard'[Labels], "SA™) || CONTAINSSTRING('Digital Creatiwve Dashboard®[Task
Hame], "SA"), "South Africa",

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

7 CONTAINSSTRING( 'Digital Creative Dashboard'[Labels], "IRE") || CONTAINSSTRING( 'Digital Creative Dashboard'[Task
Mame], "IRE"), "Ireland”

8 )

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

L= TLT] Data
1 Region =
2 SWITCH(
3 TRUE(),
4 CONTAINSSTRING( 'Digital C
~ Data >
Department(Amend) |~
Q, Search
T —

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

e |IF:
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.

3.

In the Home Page, create a new Table

Home Help Table toels

ﬁ @ & BZ Transform data « & Quick measure £
e ©.® [2 Refresh New [ New column S

data ~ E [i‘:)" measur

Data Queries Relationships BICUIATIONS

Type in the following General DAX measure formula to create Delivery Type Table:

DeliveryTypeTable =
UNION {

ADDCOLUMNS (

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

"Type of Delivery”, "Delivery1”
L
ADDCOLUMMNS |

FILTER { Team Dashboard', COMTAINSSTRING ( Team Dashboard'[Task Name],
"Delivery2_Keyword1" } && NOT CONTAINSSTRING ( 'Team Dashboard'[Task Name],

"Delivery3_Keyword1" } || CONTAINSSTRING( Team Dashboard'[Task Mame], "Delivery2_Keyword2" )
|| CONTAIMNSSTRING ( '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:

1 DeliveryTypeTable -

2 UNION (

3 ADDCOLUMNS (

4 FILTER ( 'Digital Creative Dashboard, CONTAINSSTRING ( 'Digital Creative Dashboard®[Task Name], "EMAIL" ) & NOT CONTAINSSTRING ( 'Digital Creative Dashboard’
[Task Name], "SOLUS EMAIL™ ) || CONTAINSSTRING ( ‘Digital Creative Dashboard’[Task Name], "TRIGGER™ ) || CONTAINSSTRING ( 'Digital Creative Dashboard’[Task Name]
“THANK YOU™ ) ),

s "Type of Delivery”, "Email”

6 )5

7 ADDCOLUMNS (

8 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" ) ),

9 "Type of Delivery”, "Video"

10 ),

1 ADDCOLUMNS (

12 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" ) ),

13 “Type of Delivery”, "Asset”

14 ),

15 ADDCOLUMNS (

16 FILTER ( 'Digital Creative Dashboard™, CONTAINSSTRING ( "Digital Creative Dashboard’[Task Name], "EB BANNER™ ) ),

17 “Type of Delivery”, "EB Banners”

18 ),

19 ADDCOLUMNS (

20 FILTER ( 'Digital Creative Dashboard™, CONTAINSSTRING ( "Digital Creative Dashboard’[Task Name], "BAMNER™ ) 8& NOT CONTAINSSTRING { 'Digital Creative Dashboard’
[Task Name], "EB BANNER™ ) ),

21 "Type of Delivery”, "Banners”

22 ),

23 ADDCOLUMNS (

24 FILTER ( 'Digital Creative Dashboard . CONTAINSSTRING ( "Dimital Creative Dashboard’[Task Namel. "SOLUS EMAIL™ ) ).

25 "Type of Delivery”, "Solus Email”

26 )

27 ADDCOLUMNS (

28 FILTER ( °Digital Creative Dashboard', CONTAINSSTRING ( ‘Digital Creative Dashboard’[Task Name], "SOCIAL™ ) || CONTAINSSTRING ( "Digital Creative Dashboard’[Task
Name], "DISPLAY” ) & NOT CONTAINSSTRING { 'Digital Creative Dashboard’[Task Name], "PREVIEW" ) ),

29 "Type of Delivery”, "Social Media"

kL )

31 ADDCOLUMNS. (

32 FILTER ( 'Digital Creative Dashboard', CONTAINSSTRING ( 'Digital Creative Dashboard’[Task Name], "PREVIEW" ) ),

33 "Type of Delivery”, "Previeus”

|,

35 ADDCOLUMNS. (

E3 FILTER ( 'Digital Creative Dashboard', CONTAINSSTRING ( 'Digital Creative Dashboard'[Task Name], "MOCK-UP" ) ),

37 "Type of Delivery”, "Mock-up”

33 )

39 ADDCOLUMNS. (

40 FILTER ( 'Digital Creative Dashboard', CONTAINSSTRING ( 'Digital Creative Dashboard’[Task Name], "UPDATE" ) || CONTAINSSTRING ( 'Digital Creative Dashboard’[Task
Name], "REDESIGN™ ) ),

a1 “Type of Delivery”, "Page Update/Redesign”

42 )

43 )

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 (

— L/dLd v

Type of Delivery E
Q_ Search

Amend

Amend > [ AssigneeTable
Amend > [g DeliveryTypeTable
Amend

> [ Digital Creative Dashb

T S |



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.

2.

3.

4.

In the Home Page, create a new Table

Home Help Table tools

ﬁ a & FZ Transform data « f Quick measure &
= S-® [Bs Refresh EH New column b

Get New
data~ [ [B~ measurd [FEH New table

Data Queries Relationships SISO

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

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

In the DAX formula,

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

Example:

[ TR LTI IT D PRSI L - PRI TR P ] FTRLUEIL

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

IR - B R Tt

Date -
19/12/2024 00:00.00
0/12/2024 00:00:00 > ﬁ AssigneeTable
'1/12/2024 00:00.00 l > g DatesTable

Q. Search




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.
¢ 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

™
o)
@ DatesTable
3 Date

@ Digital Creative Dashbo... -+
Assigned To @ DeliveryTypeTable @ AssigneeTable

Assigned To Assigned To

Checklist ltems Bucket Name Assignee




2. Inthe Home Page, Manage Relationships

Home Help

& B

Data Cueries

n -

= A E

Manage New  Mew Mew Calculation
relationships | measure column table  group

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:
Select the Due date column from the DeliveryTypeTable

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

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

| Cevery TypeTable ]

Is P LG Lainei Late

LI

To table
| Do labile |

Dt

18320249
i T Fe e

21M272024 0,

Cardinality Crods-filter darection

[ harwy to one ("1 Single ‘l

Make this relationship active

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

Example:
.
(&) patesTable
 oate
4 1 1 »
cotsp
.
* r ()

[®) pigital Creative Dashbo... *- & *
Assigned To (&) peliveryTypeTable (8] AssigneeTable
Buceet Name resgnea o

Assignee
Checklist ltems Bucket Name

Checkist ftems

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 individual graphs from each team.



Setting Up the Dashboard’s Background

1. Inthe Report view, select Format page

>»> Data

Visualizat

Format page

-------

ions

b

Q. Se
> g

2. Under Canvas background and Wallpaper respectively, set the fields to the

following:

" Canvas background

Color
O ]
Image
| Browse... 5.
Image fit
b
Transparency
[100% J] frm—O

Color

™

v Wallpaper

| #F2F2F2

Image

Browse...

Image fit

Transparency

0% JJ(

g

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

MNew page
4

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

1. Inthe Report view, select the card
A MR i e
T L QT
| @ B A &

2. Under Team Dashboard, drag total tasks into the data field.

Fields L PELSTILIOTE Idim
[] Retention lab
total_tasks X _
> [0 Start date
Cross-report (@of) (] B Task_Count
Keep all filters ) Title

total_tasks

Add dnll-thronnh fields hera

3. Select formatyour visual

"ist » Data

Format your visual

uila visuan

B[] ==

VD




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

W Callout value

Font

Arial vl 7
Tk
. #000000
[ K
Display units
‘ Auto ~ |

Value decimal places

Text wrap

Source spacing

2 Reset to default

> Category label



5. Under Title of General, set the following:

Visual General

W Title Gr

W Title

Total Number of Tasks Assigned
Text

Total Number Of Tas ‘fx|

Heading

| Normal ~ |

Font

| Avial v [|1a |

B 7|y

Text color | #nnnnnn
| T /]

Background color
|

Horizontal alignment

Tevt wran M

6. The finalvisuals of the graph:
Total Number Of Task Assigned

118

Types Of Delivery

1. Inthe reportview, select the Donut chart



Build visual

JETEIN
i
&
2

[

E= A

E i E [
b O M| 20
& [l F [

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 O Labels
Type of Delivery X L] late
J Priority
Values O Progress
Count of Type of Deliv...~ X ] Region
> [] B Start date
Details ] Task Name
Add data fields here O Tasks by Depz
Tooltips []  Tasks By Divis
AAA At Sl e ] Title
veryTypeTable'[Type of Delivery] Type of Del...

3. Select format your visual

"ist » Data

Format your visual
uila visuan

&7\@3—;




+ Legend
» Options

W Text

Font

Arial vz ]
B/ IV

Colur‘,’ #000000

WV A

> Title (=

4. 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 — |
_ D hd #EDDAED
Video
] ~| | #ABCDA2 Asset
. [:l v #FBDBA2
ol v i
#A3D8DC Solus Email
Banners
D A #EBD2C1
Il | | #E0A5AS B
Page Update/Redesign
Social Media i °
Ll v
.| | | sDFBCAB #DSDDBE
EE Banners Mock-up
"1 ~| | #p2DCEF |. V|| #aB3E34




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

* Options

Position

: Cutside el
on

Label contents

Cata value "

4 Values

rial w (114

BT U

£ 7] #000000
A T

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

~ Title D
“* Title
I Types of Delivery IE
Heading
Heading 2 e |
Aral L H 14 : J
BJ[ 7]y
Text color

B « #000000

Background color
A

Horizontal alignment



8. Thefinal graph visuals:

Types of Delivery

Department Split for All Tasks

11

12

1. Inthe report view, select the Pie chart

s19y14

[

= i E [k =g

P> A M
& [l =

L]
[ |
L

m u

Pie chart

[ Fo

®

©)

Video

Email

Banners

EB Banners

Solus Email

Social Media

Page Update/Redesign



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 O Late

] Priority
Values ] Progress
Count of Tasks by Dep...~ X ] Region

> [ @ start date

Details ] Task Name
Add data fields here Tasks by Depa..

3. Select format your visual

"ist »> Data

Format your visual
uila visuan

E?\@f—;




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

Vv Legend

" Options

Position

Center right \

“ Text

Font

Arial w1112
B|[I]U
Color / #000000

m* ]

> Title E

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

“ Slices

~ Colors

CRM

Il ~| | #e0aDC3

E-RETAIL (UK)

=] Ceranmnr ]

RETAIL

= v #D3DDBE

R |ﬁ:“_9R9R.ﬁ. |




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

* Options
Position
Cutside -
on
Label contents
Cata value "

4 Values

rial w (114

B I U

£ 7] #000000
[ s

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

“ Title (on @]

st Titlo

Department Split For All Tasks

|- Department Split Fe _.":'t'|

Heading
| Heading 3 e |

Font

Anal S |14 :I|
B 7|V

Text color

Background color
<RIFs

Heorizontal alignment

EE=

#000000




8. Thefinal graph visuals:
Department Split For All Tasks

7

26
CRM
E-RETAIL (UK)
RETAIL

82

Department Split for AMEND Tasks

1. Inthe report view, select the Donut chart

Build visual

— A

EMEMEIHH
b O [ ot e
A=A CIF)

STTERN

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

Legend (7} Department(A...
Department(Amend) ~ X ] Description

] Due date
Values O D

Count of Department(... ~ X [l Is Recurring



3. Select format your visual

"ist » Data

Format your visual
uila visuan

EAL

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

> ¥

“ Legend

" Options

Position

Center right \

“ Text

Font

Avrial v |12
B/[7][Y]
Color / #000000

Lo

> Title E




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

“ Slices

“ Colors

CRM
| ~| | #E0ADC3

E-RETAIL (UK)

D h #F8DBA2

» Spacing

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

v Detall labels
* Options
Position
Outside v

Label conténts

Data value "

“ Values

F

i‘mal v| 14 I
B I U

o A #000000
. W T Ix




7. Under Title of general, set the following:

Visual General ‘s

» Title m

e T

Department Split For AMEND Tasks

| Departmen! Split Fo |

Heading

| Heading 3 L4 |

Font

Text color #000000

LI

Background color

Horizontal alignment

=EE

8. The final graph visuals:
Department Split for AMEND Tasks

2

©CRM
E-RETAIL (UK)




Total Number of Validated Tasks

1. Inthe report view, select the Card
E 100 = nnl E= AL

P 08 R g
b ] F L @
H Q¥ AL

=1 = A M A n

> [Eg Deliv
> @ Digit

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

Fields [ Labels

] Late
Validated TasksCount R

] Priority
Cross-report IEf [ [ Region
Keep all filters > [ 3 Start date

[]  Task Name

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

Add drill-through fields here

3. Select format your visual

"ist » Data

Format your visual
uila visuan

> ¥
N

2
&2




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

Visual General

V Callout value

Font
Arial v |[40
B I][U
Color #000000
] §| fx
Display units
Auto v

Value decimal places

Auto

Text wrap (one)]
Source spacing (one]

O Reset to default

> Category label ®Off




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

| Total Number of Vali +f\"|”a—

Heading

| Heading 3 W~ |
Font

Arial v || 14 =
B/ 7 |U

Text color
|. ; #000000
- . ‘1.-

Background color
v &

Horizontal alignment

EEl

Text wrap m

6. Thefinal graph visuals:

Total Number of
Validated Tasks



Proportion of Tasks Validated VS Not

1. Inthe report view, select the Pie chart

[

= i E o = 0
b 04 b L
Il F L2 (0] O

sil |

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

L= ] Labels
] Late
Validation Status X
] Priority
Values []  Progress
Count of Validation St... ~ X O @‘ Region
>0 Start date
Details []  Task Name
Add data fields here (] ([ Tasks by Depa...
) (] ([ Tasks By Divisi...
Tooltips
] Title
Add data fields here
(] @ validatedTask...
Drill through [, Validation Stat..,
3. Select format your visual
"ist _ »> Data
Format your visual
uila visuan

:-.-.:7\@%@,2




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

“ Legend on@

v Options

Position

Bottom center

v Text

Font

- Arial s H 12 C

B I|U

Color
» —

| 9

> Title @Ot

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

W Slices

~ Colors

Not Validated
|D v| #EOADC3

Awaiting Validation

| Ll v | #F8DBA2




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

" Detall labels
" Options
Position
Cutside o

Label conténts

Data value "

4 Values

F

furial L 14

B I U

£ | #000000
| s

7. Under Title of general, set the following:

W Title
Text Proportion of Tasks Validated VS Not

Proportion of Tasks ' W

Heading

Heading 3 v ‘
Font

Arial vila g

B[]V
Text colol #000000
L

Background color

vl

Horizontal alignment

= =18
Text wrap @




8. Thefinal graph visuals:

Proportion of Tasks Validated
VS Not

115

Mot Validated =~ Awaiting Validation

Proportion of Tasks by Division

1. Inthe report view, select the Donut chart

Build visual

—

= bl E [y = 08
e o il "
&l F L OO

sild A




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 0 Description

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

3. Select format your visual

"ist »> Data

Format your visual
uila visuan

W@f—;

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

>

W Legend on@

~ Options

Position

Bottom center

W Text

Font

Arial v H 12 O

B|[7]U

Color
=

[ 9

> Title (@off)




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

v Slices

“v Colors

Fragrance & Beauty

’D V‘ | #D3DDBE |

Watches & Fine Jewellery

[

#EOADC3

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

" Options

Position

Chutside o

Label contents

Data value "

~ Values

F

furial " || 14

B I U

Color | #000000
- W TIX




7. Under Title of general, set the following:

W Title

Text Proportion of Tasks by Division

‘ Proportion Of Tasks fh‘

Heading

‘ Heading 3 N

Font

Arial v | 14

B 7| U

Text color
m

Background color
RIS
Horizontal alignment

EE=
Text wrap m

8. Thefinal graph visuals:
Proportion of Tasks Per
Division

30

Fragrance & Beauty « Watches &...



Overall Number of Tasks

1. Inthe report view, select the Ribbon chart
rr —— L7

Bk =
Rlbb::rn-chi w m @:
2 FEEOO
0l @ ¥ A » =

slo

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 > [g AssigneeTable
Date VX Vv
DatesTable
Year X fé
Month X ? QDate
> (g DeliveryTypeTable
Y-axis

v QDigital Creative D... ***
Count of Task Name Vv X =
Legend

Add data fields here

3. Select format your visual

"ist » Data

Format your visual
uila visuan

EW@%;




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

Vv X-axis V Y-axis
> Range
V Values @
Font / Values cD
Arial v |10 4 I&m
=y (s | (S| ’ }\;lal VV ] 1é
B|[Z][U | |

o | B
Color #000000
m v [ a3

Maximum height Drisplay units

I ‘ Auto v |
% J| =) :

{ 5% J Value decimal places

: Auto ¢
Concatenate labels (®@of) \i’

Switch axis position (@or

> Title > Title

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

Vv Columns V Ribbons (one )
Apply settings to Apply settings:Xo
- Series
Categories
1 All v
| Al v
WV Color
vV Color ——

Match series color (@off)

Color #EOADC3 Color #C8C6C4
B v & B v
Transparency Transparency

T:|O 155% || e—O




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

 Value @

Field

Count of Task N... | » ‘

Font

Transparency

x_JJo

Display units

| Auto s

Value decimal places

Auto :‘

Shawr hlank ac

7. Under Title of general, set the following:

~ Title
TEKLOALeLaJ.LNumbﬂ_oj_[aﬁlas_l
Owerall Number of W

Heading

Heading 3 hd

Font

Arial v||12
B 7 U

Texteolor) 4000000
| Jx
Background color
ZIM|
Horizﬂl alignment
===
Text wrap [on e




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. Setthe followingfilter fields and apply filter:

Due date
is (All)

Filter type ©

Relative date %

Show items when the value

is in the last v
6
months £

Include today

ADD



10.The final graph visuals:
Overall Number of Tasks

B0 o I
g2
@
t 1
(=]
i 62
=
200 4
9
0 coveeernienne, N I TR
December January February
2024 2025
Month

Tasks per Region

1. Inthe report view, select the Map

b 2 WA R (B L
het=-AENCE~
H[Q W A » @

=1 kw1 M B 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.

Location > Ip
Region X O Is Recurring
O Labels
Legend O Late
Region X O Priority
] Progress
Latitude
I ([ Region
AAdA Aata fialdc hara
Bubble size U Labels
i O Late
Count of Region WX
O Priority
foottes O Progress

Add data fields here | , Region



. Select format your visual

"ist »> Data

Format your visual
uila visuan

W@f—;

Under Legend of visual, set the following fields:

>

~ Legend on®

v Options

Position

Top center s

W Text

Font

| Avial vz
B/ I||U]
Color #000000

W

> Title CED




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

Vv Bubbles

vV Size

Range scaling

I[ Magnitude VI

Size

| -0

V Colors

United Kingdom
'l || #118DFF

Canada
M V|| 412239
South Africa
‘W || #es6c37
Ireland

(W 1| #eBo07B

Under Title of general, set the following:

W Title

Text
Tasks per Region ‘ ﬂ

Heading

Heading 3 W |

Font

Arial N H 14

i

Text color ;@I
[ I

Background color

2 v]iA]

Horizontal alignment




7. Thefinal graph visuals:
- Tasks Per Region Y B2 .-

@ United Kingdom @ Canada @ South Africa @ Ireland

& 2025 Microsoft Corporation  Jerms




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.
Digital Creative Team
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Page 1:
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Santtosh

Page 1:
Total Number Of Task Assigned Department Split For All Tasks
24—
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11
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EB Banners
) E-RETAIL (UK)
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@ Mock-up
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Page 2:
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Copywriting Team
Polina

Page 1:
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18

Types Of Delivery
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1
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Page 2:
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Validated Tasks VS Not

14
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© Email
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@ Video
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15
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Overall Number of Tasks

Number of Tasks
3

Department Split For All Tasks
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Grace
Page 1:
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