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Dashboards in DatixWeb Version 11.1

DatixWeb Dashboard is a feature which will display a set of reports on one 
screen, providing users with an overview of records stored throughout the 
system. Each user can create their own reports and choose to display them 
on their Dashboard, allowing full control over the information presented or 
alternatively system administrators can push Dashboards onto users, security 
groups and profiles. Users will not be able to edit a Dashboard that has been 
assigned to them by their administrator.

1. My Dashboard

This screen is directly accessible from any area within DatixWeb.  The reports 
displayed are determined by the user and or the administrator and can be 
pulled through from any of the modules to which the user has access.

Data from different areas of the organisation can be compared here, by 
displaying identical report templates which are based upon different search 
criteria.
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2. Drill-in capability

Each of the reports can be selected and drilled into, allowing users to view 
further information from the records represented in the report.  For example, 
selecting the ‘Incidents by Location’ report from the Dashboard will pull up a 
full-screen version of the report.

It is then possible to drill into a section of the report, in order to view record-
specific data.  As an example, selecting the ‘Patient clinical’ bar on the above 
report will display a list of the records represented in the report.

Each of these can be selected in order to view full record details.



V11.1/4/03/2011

3. Removing reports from the Dashboard

A report can be removed from the Dashboard by selecting the Settings icon 
displayed on each report and choosing delete from the menu. The user will 
be prompted with a confirmation to ensure they want to delete the report.

For example, the image below displays the same Dashboard with the bar 
chart removed.
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4. Dashboard settings

The ‘Dashboard settings’ option allows users to determine how the reports are 
displayed on their Dashboard.

Changing the ‘Dashboard name’ will change the title tab for the currently 
selected Dashboard.

Changing the ‘Graphs per row’ setting will alter the Dashboard display.

By adding a ‘Profile’, ‘Group’ or ‘User’ to the options screen will limit which 
users have access to the current Dashboard based on the ‘Profile’, ‘Group’ or 
‘User’ that has been selected. Editing rights to these assigned Dashboard(s) 
will be removed, and users will not be able to change the reports within the 
Dashboard.
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5. Adding reports to the dashboard

Users can add any report to their dashboard.  Any report not already selected 
for display on the Dashboard will offer an ‘Add to My Dashboard’ option.

Once the ‘Add to my Dashboard’ button has been selected, the user will be 
prompted to enter a suitable name for the report, and select which Dashboard 
they would like the report placed on.
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Alternatively user can add a report to the Dashboard using the ‘Report library’ 
pane on the left hand side of the Dashboard screen. When the ‘Reports 
library’ pane is clicked on it will expand to show all the reports that are 
available in the users ‘My reports’ area. To add the report to the Dashboard 
click on the ‘Add to dashboard’ link below the report that is required on the 
Dashboard.

Having selected one of these options, the report will be displayed on the 
dashboard
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6. Moving reports around the Dashboard

Users can change where a report appears on the Dashboard by clicking and 
dragging on the title bar of the report they would like to move. The report can 
then be dragged to another position on the Dashboard.

The gauge chart has now been moved to right hand side of the Dashboard
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7. Adding another Dashboard

Users can add multiple Dashboards to their ‘My Dashboard’ screen as they 
need. Simply select the plus symbol (+) and this will create a new Dashboard 
tab.

The new Dashboard will be created and be named with the user ID
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8. Moving reports to another Dashboard

A report can be moved from one Dashboard to another through the settings 
on the report.

Select settings – scroll down to ‘Move to’ a sub-menu will appear with the 
names of all the available Dashboards. Select the required Dashboard and 
the report will be moved to the Dashboard that had been selected.

The report will is now displayed on the selected Dashboard
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9. Setting a default Dashboard

A user can set which is their default Dashboard, so when selecting the ‘My 
Dashboard’ menu option the default Dashboard will be displayed first.

In order to set a default Dashboard, navigate to the required Dashboard and 
select the option ‘Set as Default’. 

An orange tick will be displayed in the title bar of the default Dashboard.
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10. Deleting a Dashboard

Any Dashboard that has been created by the user can be deleted if it is no 
longer required.

On the right hand side of each Dashboard title bar there is an x, click on the x 
to delete the Dashboard.

A confirmation message will appear to ask the user if they are sure they want 
to delete the Dashboard. Select ‘OK’ to delete the Dashboard, or ‘Cancel’ to 
leave the Dashboard.

Once ‘OK’ has been selected the Dashboard will be removed.


