
 

 
Seattle University 

 
Program Review Power BI Report How-To Document 

 
This “how-to” help document addresses data needed to respond to section 5 of the Program 
Review Guidelines, the Program Data section. It first presents a brief guide to the Power BI 
platform. It also contains a guide to all the Program Review Power BI report pages.  
 
 

 
What is Power BI?  
 
Power BI is a Microsoft business analytics service designed 
to analyze institutional data and share live, interactive 
insights. SU faculty and staff will be able to quickly access 
data and reports from multiple sources through a single, 
user-friendly platform. Users of this platform will be able to 
select the level of engagement with reporting, from deep 
dives into data to at-a-glance views of pre-defined metrics. 
In additions to reports, training will be available for users to leverage Power BI to access, 
integrate, and analyze data.  
 
Navigating to the Power BI service  
 
Official InformSU reports will be available 
to users on the Power BI service 
(app.powerbi.com). Users can navigate to 
the service in multiple ways:  
 
1. Typing the above URL into your preferred browser (you can then bookmark the site for future 
quick access).  
                  
 
 
 
 
 
 



 
2. Using the following link (https://www.seattleu.edu/its/informsu/) to enter the Power BI 
platform from the InformSU portal:  
 

 
 
 
 
 



Navigating around the Power BI service  
The pane on the left side of the workspace is the main navigation directory for Power BI.  
                                                           
Home (preview) – This is the landing page with a summary of items from 
the other navigation pane selections. 
 

 
 
 
 
 
 
 
 
 
 
 
Favorites – Users have the 
ability to favorite reports, 
dashboards, and other Power BI 
objects. Once a user has 
favorited something, use this 
selection to access those items. 
 
 
 
 
 
 
 



Recent – Here users will find 
Power BI objects you have most 
recently accessed. Much like the 
recent history in your web 
browser, you can quickly find 
items you have recently used. 
 
 
 
 
 
 
 
 
 
Accessing reports  
As mentioned previously, all reports that you have been approved to have access to will be found 
in the “Shared with me” section of the navigation pane. In order to make it easier to find reports 
that are relevant to your needs, individual reports and/or dashboards are being shared rather than 
entire report folders or groupings. This not only makes for a better user experience, but it also 
reduces security risks as users will now only have access to the specific data they need rather 
than general buckets of data.  
 
Requesting access to reports in Power BI is handled the same way as current reporting. Please 
refer to the InformSU website (https://www.seattleu.edu/its/informsu/) for further information on 
requesting access.  
 
Upon viewing the reports that have been shared with you, you will see that each report has an 
Owner, which is a reference from the Workspace the report has been shared from (if you have 
had reports shared with you from multiple workspaces, you will find them grouped by Owner 
under the All Shared link on the left side). All official reports and dashboards will show the 
Owner as InformSU.  
 

 
 



 
Exporting Data 

 
Export Data within a visual is a quick to 
extract the underlying, summarized data 
used to create a visual. The data are 
exported into either an Excel file along 
with the slicers applied or a Comma 
Separated Value (CSV) file. There is 
currently no way to export the visual to 
Excel. 
To export data into an excel or csv file 
click the ellipses-type button at the top of 
each visual, then click on “export data”: 

 
 
 
 
Personal Bookmarks 
 
Bookmarks are the way to save a view in Power BI. In the Power BI App Space, users can define 
Personal Bookmarks. Personal Bookmarks save 
the view exactly how the user has defined. These 
provide a quick way to return to interesting 
insight or a commonly used view of the data.  

The bookmarks 
are associated with 
each page of the report and can be used to navigate to different 
visualizations. These bookmarks can be used to navigate around 
the report during a presentation or create a custom ordering of the 
visualizations.  
The Personal Bookmarks are only visible to each user. 
When a report is updated with updates or changes, Personal 
Bookmarks will remain. However, if an element saved in the 
bookmark is removed or changed, the bookmark may not render 
the visualization.   

 
Managing Personal Bookmarks 
 

Quick Tip:  Export to .xlsx (Excel) 

Exporting to .xlsx (Excel) will also export the applied filters to the data. This 
information is critical for troubleshooting data issues and replicating logic. Use 
this option to replicate previous data extracts. 
 

Quick Tip:  Name 
Your Bookmark 

Bookmarks are users best 
way to save views. Because 
bookmarks save the visuals 
exactly on user selection and 
are page specific, it is strongly 
recommended to clearly 
name the bookmarks. 
 



To update Personal Bookmarks, select the ellipsis and select update. Updating a bookmark will 
overwrite the bookmark to current view. Use this option to make adjustments and changes to an 
existing bookmark.  
To delete Personal Bookmark, select the ellipsis and select delete.  
Default Personal Bookmarks 
Use the Make Default View option to set the book as the default view of the 
data when opening report.  
 
 
 
Visualizations, Slicers, and Interactions 
 
In this report, slicers here are presented in the first three pages – Enrollment Selections, Course 
Selections, and Faculty Selections. The guide will describe these pages in greater detail later. 
Slicers are organized into necessary/required and optional slicers. The required slicers ask you 
for the academic level, school, department and, potentially, programs/majors you are writing 
your narrative about. 
 

1) In Enrollment Selection, these slicers pertain to students’ enrolled programs.  
2) In the Course Selection slicer, it is both the students’ enrolled program and the offering 

department for a given set of courses. Since the slicers interact with one another, once 
you select a slicer in the box labeled “For Course Data By Major/Program: Select the 
Academic Level, School, Department and Major Program”, you will only see 
departments that offer courses to those majors in the next set of slicers, in the box titled: 
“For Course Data by Offering Department: Select the Course Academic Level, Offering 
School, and Offering Department”.   

3) In Faculty Selection, although the first slicer box asks for a course academic level, if 
you’re interested in all faculty teaching in an offering department, just select that 
department and school, and then navigate to the faculty report page.  

 
Many of the slicers are synched, so, regardless of which report page a user selects, the same 
slicer selection will appear. The slicers on each of the Selection pages will affect all report pages 
that are not greyed out (or pinked out, in this case) on the left-hand side of the navigation bar. 
For instance, the Faculty Selection page only has one report page that isn’t greyed out – the 
faculty report page – which the slicers on the Faculty Selection page will affect. 
 
 
Resetting/Clearing Slicers 
 
To clear a single slicer, rollover slicer box and a very small eraser button appears. Click it and 

the slicer will reset.  
 



Total Reset 
Sometimes it’s best to clear out all of the slicers, and 
in that case, rather than going one by one, you can 
reset the entire report to its default by clicking the 
button illustrated here.   

Sometimes the best option is to reset and start over. 
It is easy to get lost.  

                 



Program Review Power BI Report 
 

I. Navigation in the report 
 
This report has is designed to help you address all of the items in section 5 of the Program Review 
Guidelines.  
 
Slicers in the Selection Pages 
 
When you first open the report, you should land on one of the three overall selection pages – the 
Enrollment Selections, Course Section Selections, and Faculty Selections. These selection pages allow 
you to select the school/department and program/major you’re interested in, as well as academic level 
(you can select all if you do not want to pull data for a particular academic level). You can then optionally 
select demographic groups or intersections of groups. This selection will affect all the report subpages 
that show as red in the navigation pane. For instance, if you select only First Time Freshmen and make a 
gender selection of Female, the following report pages will only show information for Female First Time 
Freshmen: the Enrollment, Admissions, Completions, Retention Rates by Starting Cohort, and Graduation 
Rates by Major/Program.  
 
Because there are a large number of selections you can make on the selection/navigation pages, we have 
included a sort of chyron or banner stating all of the selections you have made. For instance, if you are 
interested in the enrollment trend of URM students in your department, you will select your 
school/department and/or program/major in the first set of slicers, then select URM in the URM flag 
slicer. Then, click the “Enrollment” button on the left-hand side. You will be taken to the Enrollment 
report page, where the chyron/banner will read a long list of all the possible selections you could have 
made (most of them will just say “All …”, e.g., All Academic Levels or All Genders if you didn’t make 
an academic level or gender selection) and identify which groups of students you have selected – so in 
this case, the banner will read the following:  
 

  
Some of the optional slicers only pertain to a particular report page – we have indicated this in the 
slicer text, such as “Optional for Admissions Only” or “Optional for Retention Only” 
 
 

Navigation Panes in each Selection Page 
 
Each “Selections” page contains a Navigation pane, on the left-hand side of the page. This 
pane provides clickable “buttons” that take you to the report pages containing data described 
on each button. For instance, if you’re interested in enrollment figures for your department, 
after you select the department or program/major you’re interested in, click on the 
Enrollment button on the left hand side of Enrollment Selection page, and you will be taken 
to the Enrollment page in the report, where you will have a 7 year enrollment trend, as well 
as the comparison of changes in this trend to the department and the school/college the 
department is in. The department comparison is there if you’re interested in a program/major 

and there are multiple in a given department.  
 
 



 
Here, you can export the data out of each specific visual – for instance, the 7 year enrollment trend figures 
depicted at the bottom left hand side of the page (export data process is described on p. 4 of this 
document) into an excel sheet which will also show which slicers you have selected to produce the data.  
 

When you want to go back to the selection 
page that brought you to this data page (or another selection page), click on one of the three grey or black 
buttons on the bottom left of the screen. The difference in colors is there to show you which selection 
page brought you here and which selection page you need to go back to if you want to make a change to 
the current report page you’re on.  
 
You can also navigate between all of the pages in the report by scrolling through tabs, in the same way 
that you would in an excel workbook. If a little black arrow appears, that means you can continue 
scrolling to the left or right, to uncover more pages. The selection pages are always the first ones on the 
left. 
 

 
 
 

 
II. Report utilization to gather program data requested in section II, 

subsection 5 of the Program Review guidelines document 
 

1. Demand for the Program  
 
First, open the Enrollment Selection Page, and select your School and Department. If you’re 
interested in a specific academic level, or a specific program/major, you can select those too, but 
you don’t have to. You will probably want to know the overall seven-year enrollment numbers, 
then select characteristics from the Demographic set of slicers, or the term-based ones. Please 
note that all term-based slicers will result in counting a student if that student meets the criteria 
for the slicer at any time during the academic year. For instance, if you select “new” in 
enrollment status, and go to the enrollment page, the chart will display a count of students who 
were new at any time during a given academic year. If a student entered the university in fall 
term of 2018, so was new then, but was continuing in winter and spring, that student will count 
as “new” for the academic year 2018.  
 
When you click on the Enrollment button on the left-hand navigation pane, you will land on the 
enrollment report page, which shows the data trend for seven academic years on the left-hand 
side. The right-side chart will display 100% trend until you select demographic or term based 
characteristic(s), at which point the percent chart will display the proportion of student who fall 
into the selected group of total unique students that year.  
  



 
2. Admission data 

 
Please note that aside from the enrollment and demographic information slicers, there is a set of 
Admission-specific slicers on the Enrollment Selections page that facilitate obtaining 
information on specific sections of the admission funnel, including admit and yield rates. If you 
select “applied” in the “Optional for Admissions Only” slicer, you will see the applicants into the 
program or department that you selected, as well as comparisons to the school once you click the 
“Admissions” button on the left-hand navigation pane. The proportion data trend will also be 
100%. Once you select “admitted” or “confirmed” in the optional admission-only slicer, the 
proportional trend will show the admit rates or the yield rate for the program or department. If 
you select specific demographic characteristics as well, it will show only students who possess 
the selected characteristics, and their admit and yield rates. 
 
 

3. Graduation and Retention  
 
There are three report pages that address this question in the report – Completions, Retention 
Rates by Starting Cohort and Graduation Rates by Major/Program 

 
Completions is a term we are using to indicate that students graduated either from a primary 
major (with a program attached), or from a double major (that is, their primary major was 
attached to a different program). For completions, you can select a number of demographic 
variables, but not the admit status variables (since a student can be admitted as an FTIC and then 
as a readmit, and will show as having completed a given major or program, but will not fit neatly 
into an admit group) 

 
Retention Rates by Starting Cohort is restricted to data for university- (and federally-, for FTIC 
students) defined cohorts, which are First Time Full-Time Freshmen, or Fall-Entering, Full-Time 
Degree-Holding Transfers. You can select one of these two cohort definitions in the Enrollment 
Selection page slicer called “Optional for Retention Only: Select Cohort Group”. Once you 
select the cohort group and any (or none) of the demographic characteristics of interest, you can 
click on Retention Rates report. You will see two graphs: a retention graph (left) and a 4- and 6-
year graduation rate graphs on the right.  Please note that the retention graph ends with 2017-18 
academic year, since that is the last known year (right now) with a 1st to 2nd fall retention rate. 
The graduation graphs also have different timelines, with the 4-year rate ending in 2014-15, the 
last known year with a 4-year completed graduation rate, and 2012-13 for 6-year rates (for the 
same reason). 
 
There is also a third graduation rate report page – the graduation rate for students who are 
enrolled in the program by their Junior year. These students are part of the formally defined 
graduation cohort(s) described above, and also, an informal program/major cohort, since 
movements in majors/programs substantially subsides by students’ Junior year, and this so-
defined cohort stabilizes. Please use the Cohort Group slicer on the Enrollment Selection page in 
order to select FTIC (first time full-time) or TR (fall-entering full-time, degree holders) students. 
  



4. Program Faculty  
 
When you navigate to the Faculty Selections page (the third from the left in the group of report 
page tabs), you will see that the slicer prompt is asking for course academic level, offering 
school, and department. This is because faculty are associated with a department by the course 
(parent course, if it’s cross listed) that they are teaching in our database (which comes, 
ultimately, from Colleague).  
 
The “Optional: Course Section Details” set of slicers – course level, course name, instructional 
method and UCOR flag – allow the user to select particular types of courses that are connected 
to faculty numbers. There is also a set of “Optional: Faculty Details” slicers that can be selected 
to look at longitudinal trends of faculty by tenure/tenure track status, as well as faculty who are 
full/part time. There is also rank information. Course section characteristics as well as faculty 
characteristics can be combined to display trends in the intersection of these two sets of 
categories. For example: we can select courses that are in the Core by selecting the UCOR flag 
and select only Tenure/Tenure Track faculty in the Tenure Group slicer, which will show us the 
number of faculty who are T/TT and are teaching at least one class in the core.  
 
 

5.  Program Size and Productivity  
 
There are four report pages that speak to program size, and productivity data, outside of the 
enrollment page. These are: Registrations by Major/Program, Registrations by Offering 
Department, Credits by Major/Program, Credits by Offering Department. 
 
Registrations and Credits by Offering Department display total registrations or credits data for 
the offering department selected in the “For Course Data By Offering Department” slicer, and 
then break those out into registrations/credits generated by students who have affiliated 
majors/programs and those who don’t. This allows you to weave more nuance into the narrative 
and talk about data trends in credit or registration generation by majors and non-majors. This 
may be useful, for instance, for departments whose majors are declining but who continue to 
offer courses that are taken by non-majors across the university. 
 
Registration and Credits by Major/Program display all registrations and credits generated by 
majors in a school/department selected in the “Course Data By Major/Program” slicer, in all of 
Seattle University. For instance, if I select Economics Department and Economics majors in the 
Course Data by Major/Program Slicer, the left-hand chart in the Registrations by Major/Program 
will show all of the Registrations across SU generated by majors in my department. The right-
hand chart shows all the registrations generated by majors and non-majors.  
 
 
Contact: Please contact informsu@seattleu.edu for questions about the report 
 
  



Appendix 1: Drill through 
Drill through instructions 
Drill through is now available for all student headcount and course-related figures. The drill 
through will drill down to the student or course level to provide a row-level detail for the number 
displayed in Power BI. The intent of the drill through is to assist with the verification the data 
presented.   
Accessing drill through 

• To see if the drill through is available, position the mouse on the data point. 
o The Power BI tooltip will indicate if the drill through is available.  

 
• Right click on the data point 



 
• Select the drill through page 

o The page will open with the detailed data 
o To return to the previous page use the back arrow in the upper right-hand corner.  



 
• Notes on drill through data 

o Currently, only a limited amount of data are present in the form. Email 
informsu@seattleu.edu with any additional revisions you need to this page. The 
InformSU team will evaluate the requests on a case-by-case basis 

o It is not currently possible to drill through on multiple data points.  
o The full tables are currently only available through the drill through.  

Please contact InformSU at informsu@seattleu.edu with any questions, issues, or enhancement 
requests.  

 
 


