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INTRODUCTION
Congratulations on being a “Level I” user!  On to “Level II” 
where we will explore ways to customize your BusinessPlus 
experience as well as reporting tips that may save you some 
additional steps and/or time.
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CUSTOMIZING YOUR DASHBOARD

Presenter Notes
Presentation Notes
A new BusinessPlus user will log into their account and this screen will be BLANK.  Consequently, the user will need to click around in the menu or use the pre-defined menu – which may or may not contain the user’s most frequently accessed tools.  Creating a customized dashboard can provide efficiencies in day-to-day tasks.
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components

pre-defined dashboards

Presenter Notes
Presentation Notes
In the example here, a dashboard has been created.  Some terminology of what you see added are here.
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Components:

Links
Job Monitor

Tasklist
CDD Folder

Active Users*

Add Component

Change Layout

Restore Default

Undo Changes

SAVE!

LINKS can include any 
of the following items:

URL link

Menu Mask

CDD Report

Presenter Notes
Presentation Notes
Further definition of these components will be useful when adding components to your dashboard.  *Active Users is only available to system administrators, but you will still see it in your list of component options.
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Choose Layout if desired

STEP 1:  Choose Your Layout

Click OK to complete

Change Title if desired

Presenter Notes
Presentation Notes
Choosing a custom layout is OPTIONAL.  If you do not pick a specific layout, the DEFAULT one will be used.
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STEP 2: Choose Your Component

Click ADD when 
complete

LINKS are where most of your customizing will take place. Use this area to add 
frequently-used menu masks or reports.

These components will likely be added ONCE, and then no further 
activity needs to be taken.

N/A for most users.

Presenter Notes
Presentation Notes
The LINKS component is the one most frequently accessed.
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STEP 2a: For LINKS component only

ADD A CDD REPORT

OR

ADD A WEB LINK

Click ADD LINK(S) 
when complete

Presenter Notes
Presentation Notes
Only two options here: CDD or URL (keep in mind that TIMECARD ONLINE and WEBFORMS are URLs)
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STEP 2b: For LINKS Component only

To add a menu mask:
navigate in the main 
menu, then drag and 
drop into your 
Component.

Remember to SAVE
after your changes are 

complete!

Presenter Notes
Presentation Notes
You can also rearrange items in your component box, as well as remove or rename.
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STEP 3: Arrange Your Components

MOVE: drag and drop your item into the layout
HELP: brief definition of component
CONFIGURE: only applicable for LINKS
REMOVE: removes component from dashboard

Presenter Notes
Presentation Notes
Adding component headers is optional
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STEP 4: SAVE your dashboard

Remember to 
SAVE!

Presenter Notes
Presentation Notes
Bears repeating!
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RUNNING REPORTS

Presenter Notes
Presentation Notes
A rare picture of a report running wild.



RUNNING REPORTSBusinessPlus Level II 14

Presenter Notes
Presentation Notes
You can find your running reports in your Jobs Monitor/Jobs Archive component.  You may need to refresh the component to update the details.
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Presenter Notes
Presentation Notes
Since we are here, make use of the other information available.
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Dates vs. Date Ranges

Asterisk (‘*’) = Wildcard (or ‘%’)

Range of Values with Colon

Character Replacement with Underscore

Multiple Value Search with Comma

Presenter Notes
Presentation Notes
Getting specific with your selection criteria.
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Any added prompt will be evaluated 
as an EQUAL TO statement

Presenter Notes
Presentation Notes
If the prompts still don’t quite get you what you need, check these two other areas to see if more criteria is available to you.
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Archive

Presenter Notes
Presentation Notes
Once you generate your report, there is a toolbar option to ARCHIVE, if you want to keep copies of your report.
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Excel

Presenter Notes
Presentation Notes
Ugly option to Excel – but it CAN be done.
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THANK YOU
Gayla Jenner
Director, Compensation and Benefits
gjenner@everettsd.org
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