
New to PowerBI? Start here! 
 

ACCESSING POWER BI 
 

Users can access Power BI through a direct browser link (app.powerbi.com). Users may be prompted to 
enter their University credentials when accessing Power BI: 
 

 
 
 

I have PowerBI – now what? 
 

ACCESSING REPORTS 
 

After logging into Power BI, users will see the Power BI Home screen. Select Apps from the navigation 
pane on the left (see box 1). The first example below shows the App page view set to Gallery. You can 
select View and then choose List to see your apps as a list instead of tiles (see box 2).  
 

 
 

https://app.powerbi.com/


Next, select the MU Finance Operational Reports app tile (or from the list) to open existing reports in 
Power BI. 
 

 
 
Users should now see a screen similar to the image below. The left side of the screen shows various report 
categories. Selecting the arrow next to each category will open the menu of reports available for each category. 
 

 
 
 

 
 
 
 
 
 
 
 
 



RUNNING REPORTS 
 

Select a report category from the navigation panel on the left side of the screen to open the reports 
available in that category.  
 

 
 

Users can change their report point-of-view (POV) by selecting a report tab across the top of the screen 
(see box 1) and/or by editing the slicers on the right side of the screen (see box 2). 
 

 
 
 

 



BOOKMARKING REPORTS 

A new shortcut in PowerBI utilizes a bookmarking feature that provides quicker access to prior month 
data. The bookmark will save your search criteria so that whenever you reopen it, your search will yield 
the same type of information. This is available for all reports.  

Let’s say, for example, you want to set up a bookmark for a Snapshot (Actuals) that returns the most 
recently completed month in the current fiscal year for C3222016. You would begin by opening the 
Actuals Snapshot report as normal and set the search parameters in the slicer panel:  

 
 
 
 

 

 

 

 

 
Once the slicers are set, select the bookmark symbol above the slicer panel. Here you can name and 
save the bookmark, and even make that bookmark a default view when you open the report. You now 
can switch between pre-set searches without having to reenter the slicer information. 

An important note about bookmarks: bookmarks only exist per report. So, all bookmarks you create in 
Snapshot (Actuals) will not appear in Ending Balances. You will need to make separate bookmarks for 
each report. 

https://app.powerbi.com/Redirect?action=OpenReport&appId=3b546911-d399-407a-a24b-b4f6fc613d21&reportObjectId=6557a3af-56f7-47d7-bd4f-d19da1270370&ctid=e3fefdbe-f7e9-401b-a51a-355e01b05a89&reportPage=ReportSection&pbi_source=appShareLink&portalSessionId=bc6d42b2-408f-48d1-a196-e0349748aef7


CUSTOMIZING REPORT FIELD CHOICES 

For certain reports, you are now able to customize which sections of a chartfield string you wish to 
include. The reports included in this update are Snapshot (Actuals), Account and Beg. Balances, Ending 
Balance and Deficit, and Pay by Month Actuals. To access these new features, first open the report you 
are customizing and select the tab with the label “(Field Choice)” in its title. 

 

 

 

Once opened, you will see a column with 
field choices appear on the right of your 
screen defaulted to include every option: 

 

 

 

 

 

 

If you wish to remove any option from the report, simply uncheck the 
box next to the item. When you uncheck the box, balances shown will 
automatically readjust to whichever category you are using. 
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However, anytime you add a selection, it is added at the end of the report. 
So, if you remove “VCVP Descr” and then readd it, it will reappear after “PCS 
Description”, not after “VCVP”. You can fix this by unchecking the “Select 
all” box and selecting the boxes in the exact order you want them. 

 

 

 

 

As you can see, when selecting categories for the report, they become organized by the order in which 
they are selected, not necessarily how they appear in the field choice selection column:  

  

To reset the field choices, simply click the ‘Reset Filters’ button: 

 

 

 

 

 

 

 



CUSTOMIZING DATE RANGES 

Several reports will now allow you to choose a specific date range outside a single fiscal year (e.g. March 
2023 – February 2024). This feature can be found in the following reports: Snapshot (Actuals) and Pay by 
Month (Actuals). 

To use this feature in one of these reports, start by selecting the tab that says “(Field Choice + Filter).” 
Then open the filter pane on the right side of the page: 

 

 

You will first need to select the years and months you wish to review using the “Flag-FY Dynamic” and 
“Flag-AP Label Short” filters: 
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Once the full date range has been selected, you can choose the specific months you wish to review in 
the “Date Range Filter (FY-AP).” 

 

 

 

 

 

 

 

 

 

 

 

 

 

To reset the filters, simply click the ‘Reset Filters’ button: 

 

 

 

 

 

 

 

 
 
 



PERSONALIZE REPORTS 

Users can make further edits to the SAL Variances-MTD and YTD report using the Personalize feature in 
PowerBI. This functionality is similar to the customizing features mentioned above, however, it allows 
users to include an additional layer of detail that are not included in the Field Choice option. Specifically, 
users can add a wide range of data including all fund levels and account hierarchy to the report. 

To utilize this feature, open the SAL Variance report under the Compensation tab. Once the report 
opens, minimize your slicers by selecting the double carrots at the bottom of the slicer panel. 

 

 
 
 
 
 
 

Once the slicer has 
been minimized select 
the Personalize icon. 
That button looks like a 
column chart with a 
pencil. 
 

 
 
 
 
 
 



A new tab will appear, where you can personalize the report. Select Add a new field and choose the level 
of data that will be included in the report. Once added, you can drag the field and slot it in the exact 
order you wish. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 
If the report you are personalizing uses the 
“Matrix” Visualization, do not adjust the 
visualization type as it may cause the report 
formatting to error out. 



However, if you need to reset the field choices or visualization 
type to the default view, simply click the ‘Reset Filters’ button: 

 

 

 
 
 
 
 
EXPORTING DATA 
 

Report data can be exported into Excel for further analysis by selecting the ellipsis to open More Options 
in the upper right corner of the data set (the slicer panel will first need to be minimized using the arrows 
located at the bottom of the slicer panel). DO NOT use the “Export” link located at the top of the report. 
 

 
 
 
 
 
 
 
 
 
 
 
 



When asked which data to export, you will need to select Data with Current Layout, and then select 
Export. 
 

 
Exported data is limited to 150,000 rows. Power BI will not alert users that their data has been truncated, 

but users can verify whether their exported data is complete by going to the bottom of the Excel file 
created during the export process. To avoid exceeding the maximum number of rows, users can further 

limit their data by editing their slicer selections. 
 

 
 


