ARIZONA

PROCUREMENT PORTAL
QUICK REFERENCE GUIDE

Creating a Dashboard

This document is a quick reference guide for users wishing to create data visualizations in the Arizona Procurement
Portal (APP). If you have any questions, please contact the APP Help Desk at app@azdoa.gov. Additional resources

are also available on the SPO website: https://spo.az.qov/.

Summary - APP allows users to construct their own data dashboards to evaluate important data with multiple
visualizations. This allows the user to build an area where they can quickly and efficiently find data they need

frequently.

Creating a New Dashboard

1. To create a new Dashboard, navigate to the Analytics dropdown and select Customize.
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2. To create a new analysis, click on the Add analysis icon.
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Adding a Component

1. Now that the add analysis icon has been chosen, you will now be given the option to select the type of

data component (Tile Type).

No filter available on this Analysis.
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2. Select the Chart Type by clicking on the appropriate icon, and enter a Title for the chart.

Settings

General Information Indicators
Title { Add Indicator .
[ Purchase Order Count ‘ ‘ en
Description
Axes

en

Selecting an Indicator

1. Use the drop-down and select see all to view all indicators. You can also extract all available indicators
using the gear icon in the menu for easier viewing.

Settings

General Information Indicators
Title Add Indicator - l i 1 Al least one is required.
’ Purchase Order Count | en | - — 3

Spend Classification EAI Avg Duration l

fi # Accruals
en # Active Inventories
# Active Users
Scope Filter Sort

Export Tab Name (@)
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2. For this example, we are using a PO Count indicator. Select the check box by the indicator and close the

window.
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3. Once you have chosen your preferred indicator, you will be shown the component label of the indicator

chosen, along with the Axis Splits.

Axes
Scope Filter
Axis:* [ - l Show: (&
Series: - J Show: @
Graph Split: ‘ - ‘ Show: @)

4. Once you have customized your components, navigate back to the top and select Apply and Close to view
the component you have just made.
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5. Now you can view your component and use the filters on the left to filter what you would like to see. For
example, a certain organization's PO Count each year.

Saving your Dashboard

1. Click the Save icon at the top of the Dashboard.

TELL

PBI analysis manage
Analysis Filters(®)
Analysis* Period
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Available -
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Available -
~ Private analysis (D
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2. Now you can modify your Dashboard.
a. This where we define the name of the Dashboard, edit the Description, Analysis category, access
rights to the dashboard and other fitler parameters of your choosing.
3. Click Save and Close.

Resources

Click the link below for more information on reporting in APP:
https://spointra.az.gov/quick-reference-guides-176-upgrade
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