TrackForce Job Aid:
How to Create, Access & View Dashboards

OBJECTIVE Train users to create, access and view dashboards
AUDIENCE All Users

INSTRUCTIONS

Pre-Step: Access the TrackForce Homepage via
https://va.lightning.force.com/lightning/o/VBA COS Tracker c/list?filterName=Recent

1. Select Dashboards in the tabs bar.
2. Select the desired dashboard type on the left-hand side of the page.
Note: Your default dashboard is the OPO Tasker Dashboard.

3. Select the relevant dashboard by typing key words or phrases into the search
bar.

4. Click on relevant Dashboard to open. The dashboard will show components
containing information from various reports.

Note: Your dashboard will vary depending on your user role in TrackForce.
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https://va.lightning.force.com/lightning/o/VBA_COS_Tracker__c/list?filterName=Recent

5. To expand a dashboard component, click on Expand following the dashboard
title.

6. For a more detailed look into the data populating the dashboard component, click
on View Report at the bottom of a component.
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7. If a user wants to create a new Dashboard, return to the Dashboards tab.
8. Click New Dashboard.
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9. A pop-up window will appear, where the user will be required to enter the name

of the Dashboard. The user may enter a description and folder type; however,

this is optional to create the dashboard.

10. Click Create to continue to the next screen.
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11. On the following screen, users will be able to add components to the dashboard

by clicking +Component.
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a. A pop-up window will appear, where users can search reports and folders

in order to add relevant components to the dashboard. Click Select to

continue.
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b. On the following screen, click Add to finish adding the component to your

new dashboard. The component is now added.

Report

OPO Pending Taskers

Display As

> 123 %
Y-Axis
Assigned To
Nivicinn

Use chart settings from report @

sili /\

Add Component

Preview

OPO Pending Taskers

Sum of Overdue
0 40

= Kait.. Tea 1

® Tea.. 6

2 Tea 1

< Fro I 4

Pur. - [
Tea 7

Tea.. [ 10
Tea 1
Fro | 1

Tan 1

Division

View Report (OPO Pending Taskers)

Division
-8
Team 1
Team2 B
Team 3
Front Office @
Team 4

OPO Front Office

Cancel Add

c. Users can continue to add new components as desired using the same

process outlined above.

12. The user has the option to add a filter before saving by clicking +Filter. To save

your new dashboard, click Save, then Done. Your new dashboard is now created.
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13. Once your new dashboard is created, users can refresh and edit the dashboard
as desired by clicking the Refresh and Edit buttons.
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