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IMPORTANT: PLEASE ACCESS THE uHOO ANALYTICS DASHBOARD ONLY ON KSU DEVICES AND USING
A VPN, IF NEEDED.

Accessing the uHoo Analytics Dashboard via Power Bl

The uHoo Analytics Dashboard is supported by the Power Bl app. You may access the uHoo Analytics
Dashboards easily using one of two ways: through MS Teams and through MS Outlook.

Pilot Groups: Please access Power Bl through MS Teams at this time.

There may be some variation from what you see on your screen, but the instructions serve as an overall guide.

Accessing Power Bl via MS Teams

Step 1: If you don’t have the Desktop App version of MS Teams, download it here.

Step 2: Launch MS Teams app and click the Apps icon at the bottom of the menu on the right. In the Search box
at the top, type Power Bl and click the Open button to the right of the Power Bl result.
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Figure 1 - Screenshot demonstrating launching MS Teams app, searching, and clicking the Power Bi option
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Step 3: You may see a pop-up screen. If you do, click the Add button to add the Power Bl app to your MS Teams
menu.
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Figure 2 - Screenshot displaying the Add button

Step 4: The Power Bl app icon will now display at the bottom of the menu. Right click the icon and select Pin
from the Dropdown menu. Pinning the app will make it easier for you to access in the future.
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Figure 3 - Screenshot of pinning Power Bl icon to Teams menu

Step 5: Click the Apps icon within the Power Bl menu to open the apps available to you. If you do not see the
option for uHoo Analytics, perform a search for uHoo Analytics in the search bar. Then, click uHoo Analytics.

eve < Q. search oMM
Q ] Power Bl Home Create Browse Onelakedatahub Learn About > @ B Close
o
<o)}
B Apps fdishbcads and et
) Q  Metrics
@ Workspaces > D Name Publisher Published App type
% S My workspace 2] uHoo Analytics Michael Haynes 1/8/24, 3:21:18 PM Org app

Figure 4 - Screenshot demonstrating searching for and selecting the uHoo Analytics app option

You will now be able to access and use the uHoo Analytics dashboards in your browser.
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Accessing Power Bl via Outlook

Step 1: Open MS Outlook email in your browser.

Step 2: Click the “waffle” icon (App Launcher).

00 & x
< Cc 25 outlook.office.com/mail/inbox/id/AAMKAGEXODdjODhjLWQONTMtNGESZSO05NDAwWLTc30
ﬁ College of Archite... @ ChangeGear [ Accessibility Sites @ Save to RefWorks M Tasks everywhere g S
|KENNESAW STATE
BRIVEREY  outook
| = = Home View Help
* Ignore
= 8 Block @E @ E\<é\/ @ Q/EO[Q <7 Test
= <o block v
New Delete Archive Report Reply Reply Forward Meeting Sweep Move Rules
v v all v v v
3 New Delete Report Respond Move Quick ste
o8 v Favorites Inbox
©
£3 Inbox
_ From Subject
. 7 Drafts
B> Sent Items
- £ ChangeGear Tickets 1

B2 OwlSupport Tickets

GO
00,

B3 Service Now Tickets

£ Personal

Figure 5 - Screenshot of browser version of MS Outlook waffle icon

Step 3: In the search box that appears, type Power Bi. Then, click the Power Bi app icon.

KENNESAW

UNIVERSITY

| = =  Home View Help
J Ignore @ @ i
s B ¢ 5 4
<o Block v
New Delete Archive Report Reply R

& 1 ‘
o0

o
~ | illg]
1
e J e 3
@ a
ud|
ite
AR
AR
Ko

Add apps

Al

Figure 6 - Screenshot of subsequent dropdown menu with the option to click All apps
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Step 4: Right-click the Power bi icon. A sub menu will open; click the Pin option.
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Figure 7 - Screenshot of Power Bl selection and pinning

Step 5: Click the Apps icon within the Power Bl menu to open the apps available to you. If you do not see the
option for uHoo Analytics, perform a search for uHoo Analytics in the search bar. Then, click uHoo Analytics.
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Figure 8 - Screenshot of Power Bl icon pinned in the waffle menu

You will now be able to access and use the uHoo Analytics dashboards in your browser.
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Subsequent Access the uHoo Analytics Dashboard via Power Bl

MS Teams:
Once you have followed the instructions above to download MS Teams, pin the Power Bl app, and access your
dashboard, you can return to your dashboard anytime by

1. Launching the MS Teams app.
2. Clicking the Power Bl icon in the menu on the right.
3. Clicking the Power Bl Apps menu and then the STUDENT SUCCESS App as shown in Step 5 above.

MS Outlook
Once you have followed the instructions above to pin the Power Bl app on the Outlook menu and access your
dashboard, you can return to your dashboard anytime by

1. Launching MS Outlook.

2. Clicking the App launcher (waffle) icon and then clicking on the Power Bl icon in the menu.
3. Clicking the Power Bl Apps menu and then the STUDENT SUCCESS App as shown in Step 5 above.
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