Alma Analytics - Dashboards
Customizing Your Dashboard
When you first access Analytics, from Analytics > Access Analytics, the My Dashboard page is empty. Let's see how to add a few reports to your dashboard.
In the center of the screen, click Edit. While you’re in edit mode, the main part of the screen becomes a canvas into which you can drop content from the Dashboard Objects or Catalog.
To add an existing report, find it in the Catalog area, for example under Shared folders > Alma > Fulfillment > Reports. Then drag and drop the report to your dashboard.

Now you have a series of boxes. The outer box is labelled Column 1. When you hover over that box, it is highlighted, and you can access the column properties or delete it. Columns allow you to position reports and graphs on the dashboard page.

The next nested box is the section. Sections allow you to group reports, graphs, and prompts on the dashboard page.

And then you have a box that makes up the report itself.

If you add another report, notice that a blue bar appears where the report will be dropped.
Let’s preview these reports by clicking Preview on the top right. This opens a pop-up window with the dashboard page. Looks good!
Now let’s say you want to add some explanatory text to this report. From Dashboard Objects, drag the Text element into the canvas. Notice that you can place this text box wherever you want, and when you move to different areas of the page, the blue bar will show you where the text will be placed. 
To edit this text, hover over the text box – and click on its Properties icon. In the Text Properties dialog, enter some text. You can stylize text by selecting it and clicking a style, for example Bold. OK. 

Let’s preview to make sure it’s going to appear the way you’d like. Looks good!
When done editing the dashboard, click Save. Now, when you navigate to Dashboards > My Dashboard, the dashboard displays! 
You can edit the dashboard via Options > Edit Dashboard.

Our dashboard currently has only one page, named “page 1”. We can rename it under Tools > Dashboard properties. Select the page and click the Rename icon. Let’s call it “Fulfillment”. OK. The name has been changed. OK.

If you want to add more pages, click the Add Dashboard Page icon and select Add Dashboard page. Give the page a name. OK.

The page has been added, and we can navigate between the pages and edit them.

You can delete the current page if you need to, as well. Yes.

As always, save your dashboard.
To share this dashboard with your colleagues, you can save it in your institution’s shared folder. Click Save As. Select Shared Folders > Your institution > Dashboards. Give the dashboard a name and click OK.

The dashboard can now be accessed by your colleagues in the institution, and your Analytics Administrators can share it in Alma in various ways.

Thanks for joining!

