
20.11 Personal Dashboards 
Creating Personal Dashboa rds 

:PowerSchool.com ' 



PowerSchool 
Powering Brighter Futures 

Customization of the Personal Dashboard 

It is necessary to enable Edit mode (L to add Components to the Dashboard 

BSI Administrator's Personal Dashboard 

BSI Administrator's Personal Dashboard Administrator Human Resources Building Us.,r Accounts Payable Acrnup•• 

Components 

There are three types of components that can be added to the Personal Dashboard. 

• Links 
• Job Monitor 
• Tasklist 
• COD Folder Components 

@ Links Component 

0 Job Monitor Component 
OTaskllst Component 

0 coo Folder Component 

Add Component 
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Adding Links: 
1. Click + to Add a New Component. 
2. Click the radial button for "Links Component" on the pop-up. 
3. Click "Add." 
4. Select the links to add to the component. You can add multiple links at one time. 

I Weblink I 

CJ CDO Reports 

Jcoo j 
Description 

GOOGLE 

Web Address 
WWW.GOOGLE.COM 

Settings - Links 

- Link(s) t-0 Add 

Sett ings - Links 

•Qt§fi@j Link(s) to Add 

,J> IR5 

<i' GOOGLlE 

MUMM 

B IV@iii 

X 

X 

B l#Mfal 
5. Click "Add Link(s)" to insert the new Links component with the selected links. 
6. Type a title for the Component if desired 
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7. Click~ to Save the dashboard changes. 

Helpful Links 

.f' IRS 

<fl GOOGLE 

To add links to an existing Links component, place the dashboard in Edit mode ,,,,, , and e ither use the 

"Add New Component" dashboard edit option O· or the "Configure" component edit option Oto add 

more links. 

A blank Links component can be created to serve as a placeholder fo r future links, such as data entry 
screens or reports. To insert a blank Links component, enable Edit mode, select "Add new component," 
select "Links Component," click "Add," then, without any links selected, click "Add Link(s)." A Links 
component is created with a "No authorized links" message. 

BSI Administrator's Personal Dashboard Create New Dashboard 

9SI Administrator's Per-Sona I Dash board l'iurrn,n Resources Building user Accounts Payable Accounts Receivable~ P, 

. ~------------------------------~ ' + 0 f) X 

Q 
i 

l No authorized links. 
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The Task List and Job Monitor components are standard components and cannot be customized. A title 
for the component can be entered while in edit mode. 

BSI Administrator's Personal Dashboard 

PR Approv,. I (1) 

SI Ap1>.ro11a l (1) 

R•~•&•o~" ffO<)>..-,ilo, Aug.,$121 ~•~ 0 )0 2) 

Go to Jobs Archive 

Desc Job# 

Jab: PYUTRCS P 220967 

Glob~IProcessEmpmstr: HREMElll 220!?66 

GlobalProc.,ssEmpmi;tr: HREMEI, 220;>65 

Job: NUUTNU 220960 

Refreshed at Monday, February 1, 2021 7:S6;i6 

BusinessPlus Menu Links 

.f. 0 0 -. 

Status Stort 

In Progress 2/1/2021 5:56:50 PM 

Comp'e:ed Vl/2021 5:55:37 PM 

Comp "t..d l/1 f.2021 5!5~:32 PM 

Failed :V1120218!55:52AM 

211/2021 5·S~:39 PM 

V1/2021 l!c55:5J!.l',M 

Type 

Job 

f ool Ei,cea,:ioh 

Tool Execut on 

Job 

1 -4 of41tems 

In Dashboard Edit mode, BusinessPlus folders, individual pages and reports can be dragged and dropped 
from the left navigational menu into blank or existing link components. A notification will appear 
indicating the number of links to be added. 

OObfpd1webwOOi bu~iness.plus powe1school.com ~ys 
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Editing Links 

Links can be rearranged by selecting the link in Edit mode and moving it within the Links Component. 

Use the X on the right-hand side of the link to delete it. 

= I HR I PY Human Resources 

BE Benefit Information 831 A.dmlnt!>tlGtor ~ Pe:.sonaJ DaS"lOUdrd Human Re-sources Building us.er ~(COUr'lts Payd~! AC.COV'llS Retewables Pd;"f'O 

CA COM Assignments 

PA Pay Assignments 

PR COH AssignmefltS 

QP Quick Pay Assignments 

Layout 

f.;I 

c;;i 

i;i ., 
l\il 

0 
c;;i 

HREMEM Employee Master 

HREMES Educa11on Jnd Skills 

HRPYPR COH Asi>gnments 

HRPVCA COH Asstgnmer.ts 

HREMET Trac>.log 

HRPYPA Pay Asslanments 

HRPYOP Quick Pdy Assianments 

To change the layout of the personal dashboard: 

1. 

2. 

Enable Edit mode ; 

Click "Select Layout" -I 

CO ,.. 

3. Select one of the six default layouts. Note that the Personal Dashboard Title can be edited here. 
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Task Center Oetalls 

-, __ ,,_-.q 

UyovtQ; 

• • r 

t 
1 

0 0 

0 0 0 

I CIOSt I .. 

4. Click "OK" 
5. If needed, use the Move tool + to rearrange components within the new layout. 

: .... ......................... ...... ..................... .... .................... ..... ..................... ~···· .. ·•·· .. ··· .. ······ ................................ .................................................. : 

! ,---------------------------------, ! 
i ~----r::-- _- ,_- _- _- ..,..- ,....- ....,.- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- _- ------------~ + 0 0 \ 
i I;) HREMEN !Employee Master I )( i 
i ID HREMES!Educatlon and Skllls IC i 
:- ~------------------~ : ! Q HR PYPR I CDH Ass~gnments )( ! 
! Ii[;) H RPYCA I c DH Assign men ts • ! 
! Q HREMET !Tracking )( i 
! a;:, HRPYPA!PayAsslgnmems lii i 

! .. ~-. _ ~ ~~~.~~.l~~i.ck. ~c1y ·~·~s'.~~~.~~ts······· ......••••••••.••... ··~·. ·······-···········-····- · ··············· • -········· •........•••••••••••.. ····~-j 

6. Click Save Changes 
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Personal Dashboard Contro ls 

Edit Dashboard 

Symbol Name Desctiptlon 

(? Enable Edit selecting lllls symbol displays the Edit functions 
mode 

~ 

~ 

~ 

0-

tu 

+ 

undo 
Changes 

Revert 
Changes. 

save 
Changes 

Sel"ct 
Layout 

Delete 

Add New 

componem 

Exit Edn mo<le wItt>out sa\/iog changes 

Reset layout to 0t1g1na1 

save chanse, made to the dashboard 

Opens the Tas·k Cente-r Details window to update dashboard layout and nome 

Delete current workSpace 

Op<!l'\S tht Add compoo,m window wne" tht us" cao selK! 10 add a links. Job Monitor on ask Lisi compontnt. If L'nks component Is s~ltcted. 
the Links semngs page opens from which u,e user can selea to add weblink. coo or cognos links. 

Edit Components 

Symbol Name Descnptlon 

Browse ,. Coll;pse Collapse component content 
Modt 

v E•p~nd rxl)<)nd component content 

0 Help D1sployHomponent information 

:;; Refresh select to refresh componMt 

Edit • Remo~ Remove the component 
M6cle 

0 configure opens th~ Links settinss page to add links (on Unks component5 only) 

+ Move Cilek and drag the Move symbol to move the component to a new location 

Lin~ )( <1emove 
link 

Removes an 1nd1V1duat link 

)Ob - Show 
MOn1tor _, YOUr/AII 

Jobs 

cancel 
Job 

• • • Page 
controls 

foggle display of jobs launched by current user or all users, selecting a Job exp;inds Job Details and Attachments sectlcns. 

rhIs symbol appears next to the status field to cancel a 10b. Note that ctass,c jobs can onlylbE cancelled If In ·w~- or .. ln Progress· statu5. 
workflow and BT701obs cannot be cancelled tf m ·tn Progress" status, and CDD jobs can only be cancelled 1f the GUI-ID has been created 
for the report. 

used to browse J<)bs 


