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Dashboards



Finding a Dashboard or Report
• Find a Dashboard or Report you have used “recently” (2 months or so)

• Click the Dashboards or Reports tab

• Find a Dashboard or Report using Global Search
• Type your Split State (SSx) in the Global Search box (top center), Enter
• Select the Dashboards or Reports from the left menu list

• Finding reports through the Reports Tab > All Folders
• To find reports that don’t have your split state in the title
• Click on Reports Tab > All Folders > then folder with the desired report

Tip Sheets – VP02 – Select a Dashboard and VP02 – Run a Report
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Dashboards For Split States
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Find a Report or Dashboard in your Recent List
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Use Global Search to Find a Dashboard or Report
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Dashboards - Layout
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Your turn to practice
1. In the Portal, click on the Dashboards Tab

• Note – this is your “Recents” list
2. Next, find a Dashboard using Global Search
3. In the Global Search box, type “SSx” (your

split state) then Enter
4. On left side, click on “Dashboards”
5. Note the 5 Dashboards for your split state
6. Click on a Dashboard to run it

• Find Filter box(es), Results boxes, and “View 
Report” at bottom of each box

7. Filter the Dashboard using the “District”
dropdown list

8. Click on “View Report (xxxxx)” to run report

7. Filter

Results Box 
Don’t click 
in the Box!

8. View Report
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Reports



Overview - Reports
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• Many reports for many different purposes
• Split State Reports via Dashboards

• Other Split State Reports

• National reports

Tip Sheets – VP02 – Run a Report, Also by specific topics



Other (not found via Dashboard) Split State Reports

Split State Reports [Reports Folder]
• All Sites (including Inactive) [Tax-Aide: Sites]
• Efile & Flash Reports (4) [Tax-Aide: Efile (or Flash) Reports]
• Reimbursements (10) [Tax-Aide: Reimbursement (Cumulative) or (Current)]
• Zip Code Route To [Tax-Aide: Zip Code Routing]
• Other Volunteer Reports

• Emergency Contact [Tax-Aide: Emergency Contact]
• Years of Service [Tax-Aide: Years of Service]
• All Volunteer Roster [Tax-Aide: All Volunteer Roster]
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National Reports – Special Purpose

National Reports [Reports Folder]
Note – these reports show data for the whole Tax-Aide Program

• Split-State Mileage Cap [Tax-Aide]

• Sites with Service Type [Tax-Aide: Sites]

• Assignment Specific Reports (SC, ASC, etc.) [Tax-Aide]

12



Reports - Layout
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Reports – Layout – Bottom of Report
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• Notice two scroll bars on the right side of many reports
• Use the far right scroll bar to get to the very bottom of the Report
• At the bottom are some options to change details on the formatted report, to eliminate extra lines
• Also at the bottom, is a Horizontal Scroll Bar, which will help you navigate right / left
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Your turn to practice
• Find the parts of a Report:

• Report title
• Change a column width
• Use the search option to 

search for something

• Use the far right scroll bar 
to scroll to the bottom of 
the report

• Scroll to the right using the
scroll bar



Find Reports Through Reports Tab – All Folders
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Filtering Portal Reports – Why and How
Why Filter Reports?
• To limit a report to data of interest (Date, District, status)

Tips for Filtering Reports
• Dashboards are easy way to filter Reports – pick in dropdown boxes
• Other reports – click on the filter icon at top right of report

• Select a field, edit the criteria, and click “Apply”
• Many reports and / or fields in reports cannot be filtered

• “Lock” icon means it can’t be filtered
• “Trash Can” icon or no icon means it can be filtered
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How to Filter a Report using the Filter T o o l
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1) Click on Filter Icon 
Filter window opens

2) Select one of the available Fields that is not locked 
(Ex: Program)

3) Set Operator using drop down box (Ex: Starts with)
4) Edit Field to filter as needed (Ex: TA-Rxx-SSx)
5) Click on “Apply”1

2
3

4

Tip Sheet – VP14 – How to Filter Reports
5
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• Run the “TA - All Active Sites with

Service Type” report
• Click on the Filter tool
• In the window that opens, click on

“Program: Program”
• In the window that opens, in the box

that has “TA-”, add your region and 
split state (i.e., “TA-R09-MT1”)
• Then click on “Apply”
• Resulting report will show just the 

Sites in your split state



Reports – Exporting
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“Formatted 
Report” will look 
like online report Use “Details Only” if you 

plan to manipulate the 
report in Excel or Sheets

Use “Excel Format
.xlsx” if using 
Excel or Sheets.

“Comma Delimited
.csv” is flexible. Be 
sure to update file 
name.



The Right Click Tip
• A report has a list of volunteers you wish to access

• Clicking on the name takes you to the Contact Record
• Returning will rerun the report and changes the order
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• Instead, use a Right Click (*) and
choose “Open link in new tab”
• Then click on the new tab
• When finished, close the tab

• Original tab is unchanged



Modifying Reports Presentation
You may want to modify a report because it does not present the 
data in a way you want.
• You can rearrange the data

• Drop columns
• Change Grouping
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• There are limitations:
• The report must present all the data you want
• You cannot add data to the report
• You cannot save the modified report in the Volunteer Portal



Modifying Reports Presentation
• Drop / delete columns

• Click on the Down Arrow on the right of the column name
• Click “Remove Column”
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Modifying Reports Presentation
• Remove Grouping and keep the column values

• Click on the Down Arrow on the right of Grouped 
column name

• Click “Make a Detail Column”
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Modifying Reports Presentation
• Create a Group

• Click on the Down Arrow on the right of the column 
name you want to Group

• Click “Group Rows by This Field”
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Questions?




