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Overview: 
The Supervisor Dashboard provides a comprehensive overview of a specific department or division. It 
facilitates daily organization and provides essential information for effective management, such as: detailed 
employee information, headcount fluctuations, and hiring or termination activities. 
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General tips: 
• Use the Global Filters at the top of the dashboard to define the content displayed. 
• Filters are automatically saved upon closing the dashboard to prevent users from having to redefine the search 

criteria.  Any change to the filters overrides previous settings. 
• Click the icon  to reset the filters to the dashboard’s default settings. 

Filters: 
Two types of filters are available in the Supervisor Dashboard: 

1) Global Filters: located at the top of the dashboard control all visualizations within the dashboard 
2) Dashboard Filters: located on the left side of each segment control only the visualizations within that 

segment 

To make changes, click on the filter then search for the appropriate 
value. Once a selection is added, the corresponding visualization is 
updated automatically.  

For example: Click on Department Name (Global Filter), type in ‘Chem’ 
to search for Chemistry and Biochemistry, click on the value to include 
it in the ‘Selections,’ then the visualization within the dashboard 
updates automatically. 

 
 

Users can filter the Employee Information segment by updating the 
Employee Information Dashboard Filters. 

For example: Click on ‘Full/Part Time’ and select ‘Full time’; this 
filter only affects the visualizations on the right side within this 
segment. 
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Navigation: 
Users can undo the previous action by using the back arrow icon located near the top-right corner of 
the dashboard. 

 

A report may contain multiple tabs.  Click on a tab to explore the additional information. 
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Summary tab:  
Data in this dashboard updates once daily so the results are current to the prior day. The report content 
includes the following metrics:  

Employee Information 

Spiritual Wellness Utilization: provides the number of spiritual 
wellness hours utilized vs. the remaining accrual balance 
between September 1st to August 31st 

 
Required Training Completed: provides the number of required 
courses completed vs. incomplete 

 
Number of Journeys Overdue: provides the number of journeys 
that are overdue displayed by employee type 

 
Employees Anniversary: displays employees with a work 
anniversary in the current and next month, chronologically 
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Employee birthday: displays employees with a birthday in the 
current and next month, chronologically 

 
Number of Planned Absences by Date & Absence Type (next 4 weeks): displays the number of 
employees with approved absences in the next four weeks by absence type 
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Headcount Changes 

Total Separations: displays the number of terminations in each 
year 

 
Annualized Turnover Rate by Continuous Service: displays the turnover rate up by years of service (# of 
Employees terminated/average # of employees) x 100 in a given year 

 
Annualized Turnover Rate: displays the turnover rate overall (# 
of Employees terminated/average # of employees) x 100 in a 
given year 

 
Total Hires: displays the number of employees hired in each year 
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Misc. 

Pending Hires (next 30 days): displays the 
number of pending hires by job family in 
the next 30 days 

 
Temp Assignments Ending (next 30 days): 
displays the number of assignments ending 
in the next 30 days by action name 

 
Separation Headcount (next 30 days): 
displays the number of termination 
headcount in the next 30 days by 
employee type 

 
Number of PIP: displays the number of 
employees with performance 
improvement plans 
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Planned Absences tab:  
This report offers a detailed summary of scheduled absences. 

 

 

Max Daily Planned Absences by Week: displays 
the highest number of absences in a day of a week 
in any given week of the next 8 weeks. 

 
Number of Planned Absences by Week: displays 
the aggregated # of absences by week in any given 
week of the next 8 weeks. 
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Number of Planned Absences by Date / Absence 
Type: displays the aggregated # of absences by 
date broken out by absence type in the next 8 
weeks 

 
Overview Table: Displays the details of the 
aggregated total # of absences by department 
name and date in a table format 
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Absences Balances tab:  
This report offers a detailed summary of absence balances by division, department, job family, employee name, and 
absence plan name: 
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Spiritual Wellbeing tab:  
This report offers a detailed summary of spiritual wellbeing leave balances with the remaining balance as well as # 
hours utilized. 
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Required Training tab:  
This report offers a detailed summary of incomplete required courses by employee, course name, as well as giving the 
aggregated subtotal. 
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Frequently Asked Questions:  
Q.   Why does a transaction I entered today not show on any of the tabs? 
A.    Data is reloaded overnight so each page is current through the previous day. 
 
Q.   Why can’t I find my entity, department, etc.? 
A.    If you can’t find a specific entity or department, there may be no requisitions based on the dashboard filter’s 

selected time or requisition status. 
 
Q.   What do I do if I mess up the filtering and can’t figure out how to go back to what I want to see? 
A.    Try the reset filter button in the top right bar, this will take the report back to the default filter settings. 
 
Q:   Why does my dashboard time out after a certain period? 
A:   The system requires authentication after approximately 30 minutes. If you are still working on the 

dashboard, click on the blue link: "Please click here to log in again." Otherwise, you need to close the browser 
and log in again. 
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