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Go to: http://www.cpp.edu/~irpa/tableau.shtml 
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Sign In Using Bronco ID 
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Tips and Tricks 

  

Pause Button – Click this before making selections for your query/report. 

Resume Button – Click this after making selections for your query/report. 

  Revert Button – To clear all selections and start a new query/report.   

Go to “original view” first, if you are in a saved report/view. 

  Refresh Button – To get new data based upon an existing query/report. 

  Undo – Reverse the action made. 

  Redo – Repeat the action made. 

 

  

  Viewing Options – Select saved reports/views, save defaults, & go back to original view. 

  Share – Share reports/views with colleagues. 

  Download – Download “Raw” Data, selected dashboard into Excel (not formatted), & a PDF. 

  Full Screen – View, just the dashboards in the full screen option. 

  

Select “Make This My Start Page” once 
you have a chosen a page that you will 
most likely reference the most. 
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Online Tutorials 

Academic Research & Resources is working to create short Tableau tutorials.  It is a work in progress, 
so be sure to check in periodically to see what has been added to our website. 

 http://www.cpp.edu/~arar/faculty-staff-resources/DashboardTutorialVideos.shtml 
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Select Workbooks – Choose Viewing Option 

 

 

  

Academic Research and Resources 5 Academic Affairs Tableau– Finance Workbook Workshop 



Select “Finance” Workbook 
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Select “Custom View” Tab 
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Custom View Tab 
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Custom View Dashboard 
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Saving Views/Reports & Defaults 
 Name the View/Report.  If you would like this View/Report to be your default, please select the box. 
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Printing the Dashboard 
 Click to deselect/select your choices to print a PDF of your report/query.  

Please note that your selections are highlighted in light blue. 
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Downloading Data via the Crosstab Option 
To download the Custom View dashboard as seen into Excel 
 

 

Excel Download 

 

Academic Research and Resources 12 Academic Affairs Tableau– Finance Workbook Workshop 



Downloading Data via the Crosstab Option 
To download the Custom View dashboard as seen into Excel 

 

 

  

Account
Accounting 

Date

Voucher 

ID
Journal ID Invoice ID Po Id Description Vendor Category Pmt/Rev

660003 - Supplies and Services 7/1/2016 900999    ACCRUAL02 CR CARD 06/20/2016 CHOI -201.01

613001 - Contractual Services 7/13/2016 292482 VCH0915150 55B1300480  7/1/15-6/30/16 OVERAGE CHAKYOCERA DOCUMENT SOLUTION   164.34

613001 - Contractual Services 7/13/2016 292501 VCH0915150 55B1298801  4/1/16-6/30/16 CONTRACT PEKYOCERA DOCUMENT SOLUTION   241.11

660003 - Supplies and Services 7/14/2016 916848    CB CR CARD 06/20/2016 CHOI 201.01

601201 - Management and Supervisory 7/31/2016  HR00924499   Salaries and Benefits HR Expenditures 17,679.00

601300 - Support Staff Salaries 7/31/2016  HR00924499   Salaries and Benefits HR Expenditures 8,102.00

603001 - OASDI 7/31/2016  HR00924499   Salaries and Benefits HR Expenditures 177.14

603003 - Dental Insurance 7/31/2016  HR00924499   Salaries and Benefits HR Expenditures 43.98

603005 - Retirement 7/31/2016  HR00924499   Salaries and Benefits HR Expenditures 748.65

603011 - Life Insurance 7/31/2016  HR00924499   Salaries and Benefits HR Expenditures 0.75

603012 - Medicare 7/31/2016  HR00924499   Salaries and Benefits HR Expenditures 41.43

603013 - Vision Care 7/31/2016  HR00924499   Salaries and Benefits HR Expenditures 3.94

603015 - Flex Cash 7/31/2016  HR00924499   Salaries and Benefits HR Expenditures 64

660003 - Supplies and Services 8/15/2016 931798    CB CR CARD 06/23/2016 CHOI 32.69
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Downloading Data via the Data Option (aka Data Dump) 
To download the Custom View dashboard as seen into Excel 
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PO Listing Tab 
 Review multiple purchase orders based upon criteria selected. 
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PO Listing Tab 
 Printing a PDF of the report/query. 
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PO Detail Tab 
 Review the details pertaining to a specific purchase order:  
  Payments Posted, Available Balance, etc. 
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Transaction Search Tab 
 Isolate and look up the details of a specific transaction.   

This tab would be used when submitting the Accounting Revenue Expense Journal Entry. 
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