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PowerBI Quick Start Guide – September 2021 

 

Overview 

What is PowerBI?  PowerBI is Queen Mary’s reporting tool it is the place where you can go to to get 

information that comes from our corporate systems and some external data sources e.g. league 

tables or HESA. 

What can I expect as a PowerBI user?  All the content available to you in PowerBI has been through 

a rigorous development process.  The dashboards should have the same look and feel as each other 

so that once you know what to expect you should be able to pick up how new dashboards work 

without someone having to show you.  If that is not the case please get in touch with one of key 

contacts1 and we will look to find a way of improving your experience. 

We have some data quality issues and best efforts are made to resolve these before the data makes 

it into the PowerBI dashboards.  We don’t always pick everything up though so if something doesn’t 

look right please get in touch and we will look into it. 

PowerBI looks different to what appears in this quick guide.  Microsoft issue updates to PowerBI on 

a fairly regular basis and without giving you proper notice.   The look and feel of powerBI and the 

dashboards within it therefore sometimes change.    

Access to PowerBI Apps.  There are three levels of access within powerBI 

 

• Bronze Dashboards contain publicly available information (such as league tables and 

student numbers), all staff can view Bronze dashboards. 

• Silver Dashboards contain potentially sensitive information (such as admissions 

figures and student outcomes). Some roles e.g. Head of School will have automatically 

have access to all Silver dashboards. Other staff with legitimate reason for this level of 

access and sign-off from a School Manager, Head of School or PS Director can request 

this from the Strategic Planning office (planning@qmul.ac.uk). 

• Gold Dashboards are built for specific users. They may contain highly sensitive or 

personal information (such as salary information) This level of access is given to 

individuals on a dashboard by dashboard basis. 

 

 
1 As of September 2021 key contacts are Catherine Murray (Catherine.murray@qmul.ac.uk), Sharon Pay 
(s.pay@qmul.ac.uk) and Sam Astley (s.astley@qmul.ac.uk). 

mailto:planning@qmul.ac.uk
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There are also some beta testing apps in PowerBI which have gold level access.     The colours are 

reversed on their app icons to give you a visual clue that the content is not finalised and signed off. 

 

 

 

What does the crown mean? Dashboards that have a crown in the top left hand corner have been 

through beta testing and have been signed off for publication.   This means that an agreed set of 

dashboard design principles have been followed and that the data has been through beta testing 

and is as good as it can be. This is an example of what a ‘crowned’ dashboard header looks like: 

 

When dashboards are in development the developer will put a different logo in the top left hand 

side of the dashboard.   Here are some examples of non-crowned dashboard headers: 

 

If you find yourself looking at a non-crowned dashboard it is probably in beta testing and is probably 

OK to use the data in it but be aware that it hasn’t been signed off for publication. 

 

Logging in to PowerBI 

You can find a link to log in to PowerBI on the connected intranet site: 
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This button takes you through to a sharepoint site: 

https://qmulprod.sharepoint.com/sites/powerbi/SitePages/Home.aspx 

The sharepoint site has information about PowerBI on it and a button that you can click on to go 

through to PowerBI. 

 

You can also download the PowerBI app for apple and android to use on devices. 

Use your QM credentials to log in to PowerBI 

 

Navigating around PowerBI 

The PowerBI landing page looks like this (you may not be able to see any apps when you first log in 

as you need to either use them or flag them as favourites for them to appear on the landing page. 

 

When you first log in select ‘apps’ from the menu at the left hand side of the screen 

https://qmulprod.sharepoint.com/sites/powerbi/SitePages/Home.aspx
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Some bronze apps will just appear on this screen but for other apps you have to click on the ‘get 

apps’ button on the top right of the screen 

 

 

In the get apps area select ‘organisational apps’ and then pick the apps you want to look at. 

 

 

All powerBI users should automatically have access to the ‘dashboard of dashboards’ 
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This dashboard gives the usage stats of PowerBI over time.   It shows you:  

- how many dashboards have been accessed (pane 1) 

- what the most popular dashboards are (pane 2) what level of access is required to see the 

dashboard (note that the top 4 dashboards are silver access and the 5th most popular one is 

gold, the two at the bottom of the screen are a bit difficult to see but they are bronze ones),  

- which team developed the dashboard (pane 3) 

 

 

 

The dashboard is interactive so if you click on a bar relating to a specific dashboard the other 

visualisations will rerender to show you the pattern of usage over time and which team built it. 

The chart showing the most popular dashboards is designed to enable you to quickly see if you are 

missing out on something that is popular with other users. 
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Design Principles 

The following screen shot is of the Dec 1 student headcount dashboard which is a bronze dashboard 

that all members of staff at QM have access to. 

 

 

1. Section 1 of the dashboard contains the crown which shows that the design principles have 

been followed and that the data in the dashboard has been through beta testing.   The text in 

red beneath the crown shows you when the data in the dashboard were last refreshed.   Some 

data in powerbi is updated daily, other data (such as the info in this dashboard) are updated on 

an annual basis. 
2. Section 2 of the dashboard contains the filters that you can use to tailor the dashboard to show 

the information  you are interested in. 
3. Section 3 contains the ‘block filters’.  These are the most commonly applied filters in the 

student and staff related dashboards.   They are shown in the block format so that if you need 

to screen shot the dashboard it is east to see which filters are applied.   Note that the home 

school filter is set as default.  This means that the student numbers appear in the home school 

for the programme they are studying.   If someone from a school wants to see the student 

numbers for the students on joint programmes where the home school is a different school 

select the ‘non-home school’ filter and these numbers will appear. 
4. Section 4 gives the student numbers at university and faculty level.   The colour scheme is 

consistent across all dashboards with blue showing QM totals, pink showing HSS, mustard 

representing S&E and grey for SMD.    Note also that the dashboards are set up to show the 

highest level information at the top and as you look lower down the screen you get the data at 

a lower level of granularity. 
5. Section 5 gives the student numbers at school level.    

6. If you hover your curser in the top left hand corner of section 5 a set of additional functionality 

becomes available.    The two most popular features are the double downwards pointing arrows – 
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this allows you to drill down to subschool 1 and subschool 22 and programme level in student 

dashboards.    
 
If you click on the triple dots on the right hand side you get the option to export the data.   You can 

either download a summarised version of the data or the underlying data into excel. 
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