
How to use the interactive Management Information reports on the website 

Frequently Asked Questions 

 

If you have any questions on how to use the interactive Management Information reports that are not 

answered here, please contact the Data Analytics Unit (data-analytics@lancaster.ac.uk). 

 

What are dashboards? 

 

The Management Information reports on the website use dashboards to present information, in the 

form of graphs, tables, text and images, grouped together on a single screen and may include 

parameters and filters that allow you to change how you view the information or to select sub-sets of 

the data (for example, the information for a chosen faculty or department). Reports may contain one 

or more dashboards. 

 

The report that I am using contains more than one dashboard, how do I switch between them? 

 

Reports containing more than one dashboard have tabs at the top of the screen that you can click on to 

switch to a different dashboard. 

 

How do I use filters and parameters? 

 

Filters and parameters (you don’t need to know which is which) allow you to change how you view 

the information on a dashboard or to select subsets of the data, for example the data for a chosen 

faculty or department. They may appear as a drop down box, or as tick boxes or radio buttons, 

allowing you to select one or more options. In some cases the choice that you make in one filter will 

limit the available choices in another; for example, selecting the Faculty of Science and Technology 

in a faculty filter may mean that you can only choose from departments that are in that faculty in a 

department filter. Filters and parameters may apply to the whole dashboard or only to certain tables or 

graphs. Dashboards have been designed to make it clear when the filter only applies to parts of the 

dashboard. 

 

How do I reset filters? 

 

In most cases you will need to re-select the default option in a filter/parameter in order to reset it; 

however, in the case of multi-choice drop down boxes, if you position the cursor over the filter you 

will see a little funnel with a red cross on it. Click on this to reset the filter. When you open a report 

for the first time it will always show the default settings so, if in doubt, close the report and re-open it 

again. 

 

Can I see any additional information on the report? 

 

In some reports you can obtain additional information, known as a tooltip, by positioning the cursor 

over the part of a graph or table that you want more information for. For example, positioning the 

cursor over a point on a line graph may (provided the option has been allowed by the person creating 

the report) show you the exact value of that point. 
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Some of the information in a table has been truncated because there is too much to fit; how can 

I see it in full? 

 

Position the cursor over the cell in the table and the information should be shown, provided the 

feature has been included by the person creating the report. If the feature is not available then please 

contact Kathy Chandler (see contact details above) to ask for it to be added. 

 

How do I use the dynamic hierarchies feature in a report? 

 

Some reports use dynamic hierarchies that allow you to drill-down through the information contained 

in the report, for example from faculty to department to programme level. If that feature is available 

then this will be indicated in the report. To drill down, move the cursor over the column heading of 

the field that you want to drill down from (e.g. Faculty) until you see a + symbol appear. Click on that 

+ to reveal the next level down (e.g. Department). To aggregate the data again, position the cursor 

over the heading of the field you are no longer interested in until a – symbol appears and click on it. 

 

I have used the parameters/filters to create the view of the data that I want; how do I share that 

view with someone else? 

 

Once you have used the parameters/filters to select the view of the data that you want then you can 

save it as a custom view. Scroll down to the very bottom of the screen and click on ‘Remember my 

changes’. Enter a name for your view in the text box and click on ‘Remember’. The name of the view 

will now be shown at the bottom of the screen (in future if you click on the name of the view you can 

change to a different view or create another custom view). Click on ‘Share’ (next to the name of the 

view) then copy the e-mail link and paste it into an e-mail. 

 

How do I print the report? 

 

These interactive reports have been designed for viewing on a computer screen; however you can 

create a .pdf document for printing. Scroll down to the very bottom of the screen, click on the 

Download option and select ‘PDF’. Select the layout and paper size and click on ‘Export’. Click on 

the Download button in the window that appears and choose whether to open or save the .pdf (use the 

‘save as’ option if saving in order to select the name and location of the saved file). The entire view 

will be downloaded as a .pdf document. [Note that these instructions are for Internet Explorer users. 

Users of other browsers may find that the process differs slightly. Follow the instructions given by 

your browser.] 

 

How do I copy the data in a table to an Excel spreadsheet? 

 

To download a table (or the aggregated data displayed in a chart) to an Excel spreadsheet, scroll down 

to the very bottom of the screen, click on the Download option and select ‘Crosstab’. Dashboards may 

contain more than one chart or table, so the software may not know which one you want the data from 

(even if there is only one!). To select the table or chart that you are interested in, click on a part of the 

chart or table until an element of it is highlighted and this will enable the ‘Crosstab’ option. After 

selecting ‘Crosstab’, click on the Download button in the window that appears and use the save as 

option to save the crosstab. The data will be saved as a .csv file that can be opened in Excel. It is 

recommended that you import the data to Excel, setting all text fields to ‘text’, otherwise Excel may 

misinterpret the format. [Note that this option will not be available in all reports and these instructions 



are for Internet Explorer users. Users of other browsers may find that the process differs slightly. 

Follow the instructions given by your browser.] 

 

I would like to use a graph or table in a static report that I am writing. What is the best way to 

do that? 

 

The report can be downloaded as an image and then image editing software, such as Paint, used to cut 

and paste the part of the image that you require into a Word (or other) document. Follow the 

instructions for printing a report (above), but select ‘Image’ instead of ‘PDF’. 

 

The information that I require isn’t available in these reports; how do I get it? 

 

These reports have been designed to meet a wide range of needs and, even if the data isn’t shown 

exactly in the form that you would like it, use of the filters and parameters should allow you to obtain 

much of the information that you require. However, it is impossible to create an exhaustive set of 

views, and we also have a responsibility to protect personal data, so you may not be able to find the 

data that you need, or at the level of detail that you need it, through the website. If you require 

additional help or information regarding student data then please contact anyone in the Data Analytics 

Unit and we will do our best to help. 


