
 

 

 

Tips for How to Use the Dashboards – University of Kansas Interactive Fact Book 

Navigate Workbook: 

Use tabs to navigate 

from one dashboard 

to another. 

Notes: Some of the 

Interactive Fact Book 

dashboards contain 

notes in a gray box 

detailing the source of 

the data and/or any 

data caveats that apply 

to the dashboard. 

Segment Data: 

Limit data 

displayed in 

charts and tables 

by making 

selections in the 

filters available 

on each 

dashboard. 

Highlight 

Data: Highlight 

data of interest 

in the crosstab 

by clicking the 

respective 

section of the 

pie chart.   

Utilize Tool Tips: 

Hover to see detail in 

a tool tip.    

Create PDF/Print dashboard: To download a dashboard as a PDF to save or print, click the download button (the box with the down arrow) on the lower right-

hand corner of the dashboard.  Then in the file format selection box, choose “PDF”. In the download PDF options box, you can choose to either download the 

current tab by selecting to include “This View” or you can select “Specific sheets from this workbook” if you want to download multiple tabs. It is recommended 

to keep the scaling option as automatic. For the page options, all the dashboards are designed to fit on a letter size page and most of the dashboards are in 

portrait orientation. After finalizing your settings, click the “Download” button to create the PDF, which you can then save or print. 
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