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Administration 
This document describes the Dashboard feature from the admin manager in WebEOC®. 

If your agency has an activation message implemented, it appears in the footer of the dashboard. 

Note: Dashboard is not supported in migration mode.  

Adding an Administrator Dashboard 

To add an administrator dashboard: 

1. In the Admin window, click the Process tab. 
2. Click the Dashboards link. 
3. In the Dashboards window, click the Create Dashboard button. 
4. In the Create Dashboard window, enter a name for the dashboard in the Dashboard Name 

field. 

5. Select the number of boards you want to display. 
6. Select a layout from the options provided. 
7. Click the plus symbol to include a board in the applicable pane. 
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8. In the Select Dashboard Item Type window, select Board and click the Next button. 

9. In the Select Board window, choose a board to include and click the Next button. 

10. In the Select View window, choose the view you want to display and click the Next button. 

11. If the Select View Filters window appears, select the check box for any applicable filters. Filters 
do not apply to every view. 

12. Repeat these steps for the other panes. 
13. Click the Save button to create the dashboard. 
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Adding and Assigning a User Dashboard 

Users can build custom dashboards by clicking the Dashboards link on the control panel. Administrators 
must make the boards available to users using the Dashboards admin manager. For additional 
information, see the “Creating a Custom User Dashboard” topic in this guide. 

To make boards available to users: 

1. In the Dashboard window, select User Dashboard Views in the Actions menu. 

2. In the User Dashboard Views window, click the Create User Dashboard View button. 

3. In the Add User Dashboard View window, enter a name for the dashboard in the Name field. 
Since boards have multiple views and you can assign multiple board views to a dashboard, the 
name of the dashboard must be descriptive. For example, when creating an Event Reporting 
dashboard for the Logistics section, name the dashboard Event Reporting - Logistics. 

4. Select a board from the Board drop-down list. 
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5. Select the applicable display for the board from the Display drop-down list. 
6. If filters appear in the View Filters section, select the check box for the applicable filter. Filters 

do not apply for every view. 
7. To grant access, assign one or more groups to the dashboard by selecting them in the 

Available list and use the right arrow to move them to the Assigned list. 
8. Click the Save button. 

Launching Dashboards on Login 

This feature affects all users assigned to the dashboard. 

To launch dashboards on login: 

1. In the Dashboard window, select Dashboard Options in the Actions menu. 

2. In the Dashboard Options window, select the Launch dashboards on login? check box. 
3. Click the Save button. 

Reordering Dashboards  

In the Dashboards admin manager, administrators can change the order of the tabs that appear in the 
user’s dashboard view. 
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To reorder the dashboard tabs: 

1. In the Dashboard window, select Dashboard Options in the Actions menu. 

2. In the Dashboard Options window, select the box next to a dashboard name, and drag the 
dashboard up or down in the list. 

3. Click the Save button. 

Assigning Dashboards to Groups  

To give users access to the dashboards you have created, you must assign the dashboards to the 
appropriate groups using the Groups manager. 

To assign dashboards to a group: 

1. In the admin window, click the Groups link from the Users section. 

2. In the Groups window, click the group you want to add dashboards to. 
3. In the Edit Group window, click the Dashboards tab. 
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4. Select a dashboard from the Available list and click the right arrow to move the selection to the 
Assigned list. 

5. Click the Save button. 
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Users 
From the control panel, users can access dashboards created by administrators and create a custom 
dashboard for the position they are assigned to. 

Accessing Dashboards  

Administrators can configure an unlimited number of dashboards for users to view. Each dashboard will 
be contained in a tab in the dashboard window. 

Dashboards may open automatically after logging in or changing positions. This feature is determined by 
settings configured by your administrator. 

To access administrator-configured dashboards: 

1. On the control panel, click the Dashboards link in the Tools section. 
2. Click the dashboards to open them. 
3. In the Dashboards window, click the tabs to switch between dashboards. Board data is 

automatically refreshed when records are added or updated. 

Note: Board paging automatically appears if the record limit for a view is reached. The number of 
records that appear in a list view is set in the input view for that board. 

Creating a Custom User Dashboard 

Users are only allowed to have one custom dashboard for every position they are assigned to. 
Dashboards may open automatically depending on settings configured by your administrator.  
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To create a custom user dashboard: 

1. On the control panel, click the arrow on the right side of the Dashboards link in the Tools 
section. 

2. Click the gear icon in the top right corner. 

3. In the My Dashboard Configuration window, select the number of boards you want in your 
dashboard. 

4. Select a layout from the options provided. 
5. Click the plus symbol to include a board in the applicable pane. 
6. In the Select Board window, choose a board to include, and click the Save button. 
7. Repeat these steps for the other panes. 
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8. Click the Save button to create the dashboard. Your custom dashboard is added to the 
dashboard window.  

Editing Your Custom Dashboard 

To access your custom dashboard: 

1. On the control panel, click the arrow on the right side of the My Dashboard link in the Tools 
section. 
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2. In the My Dashboard window, click the edit icon. 

3.  In the My Dashboard Configuration window, you can change number of boards to display, the 
layout, and the boards that are assigned to the dashboard. Click the minus symbol to remove a 
board from the dashboard and click the plus symbol to add a different board to the dashboard. 

4. Click the Save button to save your changes. 

Accessing Your Custom Dashboard 

See the “Creating a Custom User Dashboard” topic in this chapter for instructions on adding a dashboard.  

To access your custom dashboard: 

1. On the control panel, click Dashboards in the Tool section. 
2. Click My Dashboard. 
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