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There are two parts to Power BI, Power BI desktop and Power BI service. IT Services, 
largely for the purpose of training have promoted installing Power BI desktop. From here 
you can connect to a wide range of data sources directly such as Excel, Access, websites, 
any databases you have access to, to build your own reports. You can export reports 
from the desktop to PDF/csv. That report creates a local file, which you can access in 
Power BI desktop and manually refresh if your data source changes. Alternatively, you 
can publish your report to the Power BI service, which is browser based, schedule it to 
refresh, and view your report online instead. 

However, your connection to Campus Solutions data is via the reports and datasets we 
share in the Power BI service and therefore this is the focus of the rest of this 
presentation. 

If you want to use the desktop version to produce reports from your own data sources 
there are many resources online to show you how to import data, transform it and build 
your own reports. IT Services promoted a online course called Dashboard in Day and you 
can find a link to this on the Power BI page of the Staff Training and Development 
website. Power BI Desktop was also the focus of a session similar to this organised by IT 
Services and delivered by Craig Rayner in Alumni which you can view a podcast of, also 
on the Staff Training and Development website.
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There are some differences in functionality between the Power BI service and Discoverer Plus that we think it is 
important for you to be aware of.

Firstly, you can export lists of data to Excel, as you could in Discoverer, but there is a 150,000 row limit. However, we 
believe this should be a sufficient limit for almost all of our users.

In Power BI reports are shared in a type of content called ‘Apps’ – in Discoverer the closest equivalent is a workbook.

With a free licence, which all university staff have by default, and all you’ll likely require, you cannot copy and edit the 
standard reports that we share with you as you could in Discoverer, however, you can create your own report from 
scratch if necessary.

Also with a free licence, you cannot share your own reports, whether that be ones you have created in Power BI 
desktop or the Power BI service, with another colleague. You would require a pro-licence, assigned by IT Services, to 
be able to share reports with others and even then, only people with a pro-licence could view it, unless IT made the 
workspace in the Power BI service you were sharing it from part of the university’s “premium capacity”. For many of 
you, these are details that you don’t need to be aware of, but it underlines the point that sharing is not as easy as it 
was in Discoverer. 

The ability to copy a standard report and save it as your own resulted in the existence of thousands of duplicate or 
near duplicate versions of our reports. From experience, many were copied in order to add conditions to limit a 
standard reports to just a few programmes, a school, course units etc. In Power BI, filtering is much better and the 
reports are far more responsive. You can filter on many more fields and Power BI remembers your filters the next 
time you come to use the report, so the need to have your own reports for this purpose has greatly reduced. 

Furthermore, the unsuccessful attempt to migrate the existing Discoverer reports to Power BI has shown that you 
can’t rely on your own reports indefinitely. As well, when SLP delivers a new student records system in two year’s 
time, every report will need to be rewritten once again. 

Added to this, the fact you can no longer share easily means the only reports available to everyone are these standard 
reports and so our advice is, where at all possible, use the standard reports with filters, rather than write your own.

If the standard reports don’t quite meet your requirements, lets us know and we will do our best to accommodate 
your requirements into the standard reporting.
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We had a lot of reports written over the course of the last decade that had essentially 
the same fields but with different parameters due to poor filtering functionality in 
Discoverer and the speed of Discoverer meant large datasets had to be split up to make 
smaller reports - UG and PG versions for example. 

With Power BI we have been able to combine a lot of reports together so there are 
many fewer reports than we had in Discoverer. Some reports were discontinued 
altogether due to a lack of use. Power BI apps have good navigation and so you should 
find it much easier to locate what you want. 

On our website will be a document which maps the existing standard Discoverer reports 
with the new Power BI apps and reports, alongside instructions on how you may need to 
filter the report to get the same result. 

Although you can do much more in Power BI, and we do intend to use this functionality 
to develop the suite of standard reports, for this first release we have tried to deliver the 
same access to operational CS data that we provided in Discoverer.

All our standard reports still exist in Discoverer and will continue to do so until at least 
the new year (that is our current expectation) so you can continue to use Discoverer and 
your own reports if you prefer. But of course, we do encourage you to start using Power 
BI sooner rather than later.

If you require a report which no longer exists and/or for which none of the new 
Power BI reports meet your requirements e.g. it doesn’t contain a field that is 
essential, please contact us and we will try to accommodate it into the standard 
reports.
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As a member of staff at the university you can sign-in at the Power BI website at any 
time using your university email address and network password. It is also Duo 
authenticated.
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Those of you with access to admissions data in Discoverer will automatically given 
access to our apps in Power BI.

If you have colleagues who do not have access to these apps but need to do so, soon 
there will be a form in the IT Support Portal, but until such time, ask them to email 
admissions.data@manchester.ac.uk with their line manager’s details.
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On our website we have a five minute long, video based training course which explains 
how to access our apps, open a report, filter, drill and export them, as well as how you 
can access the underlying datasets to create your own reports. Much of the content of 
this training course will be covered in the demonstration to follow, so don’t worry if you 
don’t follow everything we show you today as you can refer back to the training videos.

Our first Power BI drop-in session will be on Monday 28 October from 2-3pm in 
Room 3.59 in the Williamson Building. These can be used in a number of ways 
e.g. for those just getting started with Power BI on the standard web version and 
those who might be setting up complex queries on the desktop version. The 
room is a computer cluster so we should be able to access the web version but if 
you have a more detailed query you may need to bring along the relevant files on 
a pen drive as we will have some limited access to work through the desktop 
version. We can also use the drop-ins to start a conversation and then follow up 
afterwards. It would be helpful to have an idea of colleagues that are planning to 
attend so please let us know via admissions.data@manchester.ac.uk. We are 
planning to run further drop-in sessions and will advertise these in due course.

You can also email us at admissions.data@manchester.ac.uk for support.
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On our website is a link to the Power BI service, we recommend you add it to your favourites.
Apps:
• As explained earlier an app is a collection of one or more related reports and our reports and data are shared with you via those
• Head over to the toolbar on the left and select 'Apps'
• Click 'Get apps'
• All the apps that have been shared with you will appear on this page
• Select the app you require, and click 'Get it now'
• The app will appear as a tile on your apps page
• In your list of apps, click on the tile relating to the app you wish to view
• If the app contains more than one report you can navigate the reports in the app using the navigation pane on the left-hand side of the page
• Each report may contain one or more visuals. A visual could be a table, matrix, graph or map, for example. In many of our reports there is only one visual, a table.
• Click the ‘Apps’ button in the top left-hand corner of the screen to go back to your list of apps.
I’ll now take you through a few of the important features of the report view in Power BI
Sorting
• You can only sort on one field, not multiple fields like Excel. Three dots or click arrow in field title – A-Z or Z-A
Filtering
• Initially, the 'filter' bar may be minimised on the right-hand side of the page. Click it to expand it and this will reveal the list of filters
• There are three types of filter, visual filter, page filter and report filter.
• If there is more than one visual on the report, each visual may have its own filters. You can see if a visual has its own filters by clicking anywhere on the visual - the filter pane will change as a consequence
• Visual filters apply only to that single visual
• Page filters apply to all visuals on a page
• Report filters apply to every visual on every page of the report
• We have exclusively used page filters and stuck to one visual per page for simplicity.
• If a filter has been applied to the report, the field is shaded grey.
• You can change and clear existing filters, but you can't add new filters.
• Basic filtering is the default filter type and is similar to filtering in Excel
• Power BI will remember the filters you have set the next time you open the report. This will be useful for ensuring a report you are going to regularly use always opens on the relevant 

school/department/programmes you are responsible for and should eliminate the need of many of the copies of the standard reports that currently exist.
• If there is a filter applied that you would like to remove and set back to (All), clear it by selecting the eraser icon next to the field name.
• In order to remove all the filters you have applied and reset them to the default selection, select 'Reset to default' from the top menu bar.
• In the training videos we have created there are also instructions on the other types of filters: advanced filtering and relative date filtering.
Drilling
• When you hover over a visual, the visual header appears above the right-hand corner of the visual.
• If the visual is a matrix showing aggregated data, it shows these four icons.

• Drill up
Drill down
Show next level
Expand to next level

• The 'drill down' button changes what happens when you click a value in the table. With this button unchecked, the table is highlighted, but with it checked it expands this one field to the next level in the 
hierarchy. 

• We can then use the 'drill up' button to return the table to its original position.
• The 'show next level' button will expand the table to show the entirety of the next level without the details of the previous level. In the example below, this would list all the schools without their faculty.
• The 'expand to next level' button expands the entire table to the next level, here it shows department.
• If a matrix visual also allows you to drill on the columns, you will have an additional 'drill on' icon. The 'drill up', 'drill down', 'show next level' and 'expand to next level' buttons all behave in the same way 

but you choose whether to drill on the columns of the rows.
Exporting
• In order to export to Excel, firstly you must hover over the visual and select the three dots in the top right-hand corner to open the extended menu – not the Analyze in Excel button.
• By clicking 'Export Data', a pop-up will open, giving you the option to export summarised or underlying data, and either in Excel format (.xlsx) (150,000 row limit) or .csv (30,000 row limit).
• Summarised Data: Select this option if you want to export the data as it appears in the visual. If the visual has an aggregate, you'll export the aggregated data.
• Underlying Data: Select this option if you want to see the data that forms the visual. If the visual has an aggregate, selecting 'Underlying data' removes the aggregate and exports the raw data.
• If it’s just a table like this one, it only gives you the option to export the summarised data. The summarised data is the underlying data.
• The file exports to your downloads folder.
• In order to export to PDF or PowerPoint, click 'File' then the relevant button.
• This method exports an image of the report as it appears on the screen.
• The process does not export the individual page you are currently viewing, it exports every page within the report. 
Create your own report
• You can access the datasets we have used to produce the standard reports in order to create your own.
• Any report you save will be stored in your personal 'My Workspace'.
• On the homepage, select 'Get Data' in the bottom left-hand corner.
• Click 'Published datasets'.
• Select the dataset you want to use in order to produce your own report – they have the same name as the app.

That concludes my part of this presentation. I’m going to hand back over to Ian for a few concluding remarks and then we have the rest of the time available for questions.
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