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Sign in to the Power BI service

• Step 1: Open the Power BI service
• if you receive an email with a link to a dashboard or report, select the link to Open this report or Open this 

dashboard.

Before you can sign in to Power BI, you need an account.

Otherwise, open your favorite browser and type 
app.powerbi.com.
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Sign in to the Power BI service

Step 2: Type your email address
• The first time you sign in, Microsoft checks to see if you already have a Microsoft 365 account. Enter your email 

address.
• Enter your Microsoft 365 account password. It's the same email and password that you use for other Microsoft 

products, like Outlook and Office. Depending on how your account is set up, you might be prompted to enter a 
code sent to your email or mobile device.
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Sign in to the Power BI service

Step 3: Review your Home landing page
• On your first visit, Power BI opens your Home landing page. If Home doesn't open, select it from the navigation 

pane.
• On Home, you can see all the content that you have permission to use. The report that was emailed to you is 

under Recent on the Home page.
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Open a report that is shared with you

Power BI designers share reports with you by sending an email link or by adding the report to your Power BI content. 
These reports are located under Shared in the Browse tab.

1. Open the Power BI service (app.powerbi.com), and sign in if you're prompted.

2. On the navigation pane, select Browse, and on the Browse page, select Shared.

3. The report icon      is displayed next to the report name. Select a report to open it.
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Where to access Power BI: SharePoint

click on S

https://universitypretoria.sharepoint.com/:u:/r/sites/TshebiData-AnalyticsPortal/SitePages/TopicHome.aspx?csf=1&web=1&share=EaI_5V5IaKtMmTNLhbk3OUcBh9FrGG1b7nHcFpG2UgPasQ&e=9QaTIk
https://universitypretoria.sharepoint.com/:u:/s/TshebiData-AnalyticsPortal/EaI_5V5IaKtMmTNLhbk3OUcBh9FrGG1b7nHcFpG2UgPasQ?e=TmeDx4
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Data included: Module analytics

SFTSSOURCE PeopleSoft Campus HEDABlackboard

OUTPUT

USERS
Deputy-

dean: T&L
HoDs EI

Academics –
Module Reviews
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Explore the report

Use the arrow to 
see reports in the 
dropdown menu
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Explore the report

1. Notice the filter along the left side. This will change automatically based on the faculty and/or 
department you represent. The tab button takes you back to the Home page. 
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Explore the report

3. Hover over a visual to show the actions you can perform. For this treemap, we see pin, copy, filter, 
display the visual at full size, and an ellipsis (...).  Select the ellipsis (...) to see more options

4. Explore the action bar at the top of your report. From the File menu, you can make copies and print. 
If you have permissions, Export your report to PowerPoint or Share your report with colleagues. 
Select Get insights and Power BI searches for and displays interesting information from the report 
data. All of the features available from the action bar are explained in separate Power BI articles.
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Export the data of a Report
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Export the data of a Page – permission dependent
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Export the data of a Page to PowerPoint

Insert: On the Insert tab
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Export the data of a Page to PowerPoint
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Export the data of a Page to PDF
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Dashboards: Module Overview
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Dashboards: HIMs by Faculty - filter
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Dashboards: UP Readiness Survey

https://app.powerbi.com/links/JTaL15ex2L?ctid=ddfa59c8-38d0-49a3-822e-1d3bcb5bf85b&pbi_source=linkShare&bookmarkGuid=25776269-3e76-4c67-8fe0-12edaa92edfb
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1. Notice the tabs along the left side. Each tab represents a report page on a dashboard. 

2. Expand the Filters pane along the right side. Filters that are applied to this report page, or to the 
entire report, are displayed here. If you have permissions, change these filters to see the impact on 
your report and visuals.

Explore the UPRS report
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Other dashboards


