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AGENDA

 Introduction to Facilitators

 Tour of Informer 5

 Dashboard Creation from Provided IPEDS File

 Dashboard Creation from Participant’s IPEDS File

 Show and Tell: Pulling Colleague Data into an Informer 5 Dashboard

 Questions
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Lindsey Tedder Laura Boyles



TOUR OF INFORMER 5



PROFILE DROP DOWN

Helpful Resources at the Bottom:

 Getting Started Tour – great for new to Informer 5

 Open Help Chat (not enabled at CCCC)

 Informer Support Center (see next slide)

 Keyboard Shortcuts

Top:

 View Profile – make sure has correct time zone!

 Can add profile picture & change to dark/light theme

 Language & Time Zone (change in profile!)





TOP SEARCH VS SEARCH IN BODY OF PAGE

Top Search (in black field)
Best use: 
 if want to quickly find something you have been working on recently
 Click on down arrow (circled in yellow) – in order starting from most recent

Search in Body of the Page (where NCAIR is typed)
 Like most as type begins to narrow list
 Can limit by Owner, Type (most used)
 If use Folders or Tags, also use to limit search



CURRENT ITEMS (BODY)

Click on Column Headers to sort by that column (can do same under vertical ellipses)

Individual Item Information

 Type and when Last Modified provided

 Other options:

 Star – use this to identify favorites. Can click on star in body search section to 
show only favorites

 (i) information – provides quick overview of item

 Horizontal ellipsis (…) – click on this to 

 Assign Tags & Move to Folder

 Share with others

 **Copy** (use this frequently if need similar but don’t want to change current 
item)

 Edit the Name/Description

 Edit Report – typically do this after have entered into item

 Delete an item no longer needed



LEFT NAVIGATION

Top 
 Home: includes all items
 Reports: 

 Dashboards, 
 Ad Hoc Queries, 
 Comparison Boards, etc.

 Datasets: 
 Constructed from CIS/SIS, 
 Uploaded data files

 Datasources: pre-identified assigned data sources
 Jobs: scheduled runs of reports

Bottom
 Teams: list of all Teams at college (to see your Teams go to Profile)
 Users: list of all users at college



+ NEW BUTTON – ADD A NEW ITEM

 Report
 Interactive: 

 Dashboard, 

 Comparison Board, 

 Data View

 Ad Hoc Query: 
 Native SQL, 

 Query Designer

 Dataset
 Dataset Designer, 
 Native SQL,
 Upload a File

 Datasource – check with IT dept

 Job (may or may not have this)



DASHBOARD CREATION
FROM PROVIDED IPEDS FILE



UPLOAD A DATASET (1/4)

 Open Informer 5

 Click “New” in the upper left hand corner



UPLOAD A DATASET (2/4)

 Hover over or click “Dataset”

 In the popup to the right, click “Upload a File”



UPLOAD A DATASET (3/4)

 Select a file from your computer or 
drag and drop the file



UPLOAD A DATASET (4/4)

 Once you have selected your file, 
you will have the option to change 
the name of the dataset or the 
sheet within the file. 
 Automatically, the dataset will have 

the same name as the file, but you 
can modify it.

 The first sheet in the file will be 
selected, but you can adjust that 
also.

 Select “Save”
 The dataset will open



CREATING A DASHBOARD (1/3)

 Click “New” in the upper left hand corner



CREATING A DASHBOARD (2/3)

 Hover over or click “Report”

 In the popup to the right, click 
“Dashboard”



CREATING A DASHBOARD (3/3)

 Enter . . . 
 Dashboard Name (required)
 Description (optional)

 Adding a dataset at this step is 
also optional
 I like to add one as a starting point

 Click “Save”
 The dashboard will open



MENU (1/1)

 There will be a menu on the left side of the screen that you will use to create 
your dashboard



ADD ADDITIONAL DATASET(S) (1/1)

 Within the menu, select “+” to 
the right of “Datasets”
 Select the dataset you would 

like to include in the dashboard

 Click “Apply”



ADDING ELEMENTS (1/1)

 Within the menu, select “+” to 
the right of “Elements”
 Select the element type you 

would like to include in the 
dashboard
 Select additional criteria for the 

element



CREATE A HEADER (1/3)

 Within the menu, select “+” to the right of Elements
 Select “Static”

 Select “HTML”



CREATE A HEADER (2/3)

 The Configure Visual popup will 
appear

 Type header details
 “NCAIR Spring 2026 Course Fill 

Dashboard”



CREATE A HEADER (3/3)

 Adjust text as needed
 Bold
 Font
 Size

 Select “Apply”

 Adjust header size



ADD A FILTER (1/7)

 Within the menu, select “+” 
to the right of “Elements”
 Select “Input”

 Select “Distinct Values”



ADD A FILTER (2/7)

 The Configure Visual popup 
will appear

 Select the field from each 
dataset you want to filter
 In this case we want to filter 

the entire dashboard, so we 
will select filters from both 
datasets



ADD A FILTER (3/7)

 Select “Institution Name” for 
NCAIR NCCCS IPEDS Data 
for Workshop

 Select “Institution” for 
NCAIR NCCCS IPEDS 
Retention Rates with Dates

 Also add a title for your filter

 Select “Apply”

 If you were only filtering one field 
from one dataset, I would change 
the dropdown option



ADD A FILTER (4/7)

 Extend your filter to be the width of the dashboard



ADD A FILTER (5/7)

 Click the ellipsis (. . .) at the top right of the filter element to add a description

 Click “Edit Name/Description”



ADD A FILTER (6/7)

 Add filter options in the description

 Select “Apply”



ADD A FILTER (7/7)

 Your filter should look like this



ADD A TREND CHART (1/10)

 Within the menu, select “+” to 
the right of “Elements”
 Select “Charts”

 Select “Trend Chart”



ADD A TREND CHART (2/10)

 The Configure Visual popup will 
appear

 Click “Add Series”
 Enter the dataset you want: 

NCAIR NCCCS IPEDS Retention 
Rates with Dates



ADD A TREND CHART (3/10)

 Change the “Series chart type” from “Column” to “Line”



ADD A TREND CHART (4/10)

 Change the “Value Field” from “Count” to “Average Retention Rate”
 Click “Count”
 All field options will popup
 Click the “>” to the left of “Retention Rate” to show all number options
 Select “Average”

 Photos in next slide



ADD A TREND CHART (5/10)



ADD A TREND CHART (6/10)

 Add “Split by Field” for “Enrollment Status”



ADD A TREND CHART (7/10)

 Change “Stack Split by” from “Normal” to “None”



ADD A TREND CHART (8/10)

 Add Labels
 On the bottom menu, select the Labels option
 Select “Show labels in-line”
 Select “Value”

 Click “Apply”

 Photos on next slide



ADD A TREND CHART (9/10)



ADD A TREND CHART (10/10)

 Adjust the size of the chart to your liking

 Adjust Title and Description
 Click the Ellipsis (. . .) 
 Click “Edit Name/Description”



ADD A GAUGE (1/4)

 Within the menu, select “+” to the 
right of “Elements”
 Select “KPI”

 Select “Gauge”



ADD A GAUGE (2/4)

 Verify the dataset is “NCAIR 
NCCCS IPEDS Data for 
Workshop”

 Change “Aggregate Value” to 
“Average Average amount of 
federal . . .”
 Click the “Aggregate value” field
 Click “>” to left of “Average amount 

of federal . . .”
 Select “Average”

 Click “Show Minimum/Maximum 
values”



ADD A GAUGE (3/4)

 Change “Maximum Value” from 
“Literal Value” to “Aggregate 
Value”
 Click the “Aggregate value” field 

under “Maximum value”
 Click “>” to left of “Average amount 

of federal . . .”
 Select “Maximum”

 Click “Apply”



ADD A GAUGE (4/4)

 Adjust size of visual

 Adjust Title and Description
 Click the Ellipsis (. . .) 
 Click “Edit Name/Description”



ADD A PIVOT TABLE (1/4)

 Within the menu, select “+” to 
the right of “Elements”
 Select “Tables”

 Select “Pivot Table”



ADD A PIVOT TABLE (2/4)

 Verify the dataset is “NCAIR 
NCCCS IPEDS Data for 
Workshop”

 Click “Rows” and Select 
“Institution Name”

 Click “+” to right of “Values” and 
add . . .
 “Maximum Certificate of 1 but 

less than 4 years”
 “Maximum Certificates of at least 

12 weeks but less than 1 year”
 “Maximum Associate's degree”



ADD A PIVOT TABLE (3/4)

 Change value row title by 
clicking the column header 
under “Values”
 Modify “Column Header”

 Select “Apply”



ADD A PIVOT TABLE (4/4)

 Adjust the size of the chart to your 
liking

 Adjust Title and Description
 Click the Ellipsis (. . .) 
 Click “Edit Name/Description”



ADD A BAR CHART (1/7)

 Within the menu, select “+” to 
the right of “Elements”
 Select “Charts”

 Select “Bar Chart”



ADD A BAR CHART (2/7)

 Verify the dataset is “NCAIR 
NCCCS IPEDS Data for 
Workshop”

 Group by “Institution Name”

 Sort groups by “Group 
ascending”

 Change the Number of groups 
to show from “10” to “100”



ADD A BAR CHART (3/7)

 Go to “Series”

 Change “Value field” from 
“Count” to “Maximum Percent of 
full-time first-time 
undergraduates awarded Pell 
grants (SFA2223)”
 Click “>” to left of “Percent of full-

time first-time undergraduates 
awarded Pell grants (SFA2223)”
 Select “Maximum”

 Photos on next slide



ADD A BAR CHART (4/7)



ADD A BAR CHART (5/7)

 Add Labels
 On the bottom menu, select the 

“Labels” option
 Select “Show labels in-line”
 Select “Value”

 Click “Apply”

 Photos on next slide



ADD A BAR CHART (6/7)



ADD A BAR CHART (7/7)

 Adjust the size of the chart to 
your liking

 Adjust Title and Description
 Click the Ellipsis (. . .) 
 Click “Edit Name/Description”



🎉 CONGRATULATIONS!
You built your FIRST dashboard in Informer 5!



Enjoy the Break !



DASHBOARD CREATION PRACTICE!
PARTICIPANT’S IPEDS FILE



ADD: NEW DASHBOARD & 2 DATASETS

Add Dashboard:

 Click on Blue “+ New” -> click on “Report” -> 
click on “Dashboard”

 Name new report – suggestion “NCAIR 
Workshop – Part 2”

Upload Datasets:

 Click on Blue “+ New” -> click on “Dataset” -> 
click on “Upload a File”

 Select file from Downloads or Desktop
Select appropriate tab 

from drop down

 Repeat Process to Upload other dataset



OPEN DASHBOARD & ADD 2 DATASETS

 Open new dashboard

 Click on “+” sign to right of “Datasets” 
to add the 2 datasets uploaded:

1. Workshop 2a
2. Workshop 2b

 At “Select Dataset” start typing name 
of dataset to find desired file



ADD: HEADER

 Click on “+” sign to right of “Elements”

 Click on arrow to right of “Static”

 Click on “HTML”

 Type in a Title for this dashboard

 As time permits, add additional lines and change font characteristics



ADD: PANEL - RETENTION

 Click on “+” sign to right of “Elements”

 Click on “Panel”

 Next to “Title” type in the name of this section of the dashboard 
“Retention”

 Click “Apply”



ADD: TREND CHART
WITHIN RETENTION PANEL

 Within the “Retention” panel, click “+” to Left of “Retention”

 Click arrow right of “Charts”, then click on “Trend Chart”

 Configure:

 Series chart type: Line

 Select Dataset: Part 2a

 Date Field: Year

 Value Field: FT Retention -> Maximum

 Split by Field: Full-Time

 Stack split by: None

 Y-Axes: Minimum = 0; Maximum = 100

 Apply

Other Changes, as time permits:

 Change line colors: click on each and choose color

 Edit Name and Description



ADD: GAUGE
WITHIN RETENTION PANEL

 Within the “Retention” panel, click “+” to Left of “Retention”
 Click arrow right of “KPI”, then click on “Gauge”
 Configure:

 Select Dataset: Part 2a
 Aggregate Value: FT Retention -> Average

 Minimum Value: check Literal Value = 0
 Maximum Value : check Literal Value = 100
 Apply
 ONLY FT Retention:

 Click on filter/funnel at bottom of chart

 Click on “+” at top left of pop-up
 Click on “Full-Time”
 Select “Full-Time” only

Other Changes, as time permits:
 Change Stop Colors: Configure -> Painters pallet on left
 Edit Name and Description



ADD: BIG NUMBER
WITHIN RETENTION PANEL

 Within the “Retention” panel, click “+” to Left of “Retention”
 Click arrow right of “KPI”, then click on “Big Number”
 Configure:

 Select Dataset: Part 2a
 Aggregate Value: FT Retention -> Average

 Font size: 100
 Decimal places: 0
 Unselect “Approximate”
 Apply
 ONLY FT Retention:

 Click on filter/funnel at bottom of chart
 Click on “+” at top left of pop-up
 Click on “Full-Time”
 Select “Part-Time” only

Other Changes, as time permits:
 Edit Name and Description



ADD: PANEL – FINANCIAL AID

 Click on “+” sign to right of “Elements”

 Click on “Panel”

 Next to “Title” type in the name of this section of the dashboard 
“Financial Aid”

 Click “Apply”



ADD: FILTER
WITHIN FINANCIAL AID PANEL

 Within the “Financial Aid” panel, click “+” to Left of 
“Financial Aid”

 Click arrow right of “Input”, then select “Distinct Values”
 Next to Part 2b dataset click “Select Field”
 Select “Yr Cat”
 Click “Choose which of the following …”
 Select Part 2b 
 Apply

Other Changes, as time permits:
 Edit Name and Description



ADD: BIG NUMBER
WITHIN FINANCIAL AID PANEL

 Within the “Financial Aid” panel, click “+” to Left of 
“Financial Aid”

 Click arrow right of “KPI”, then click on “Big Number”
 Configure:

 Select Dataset: Part 2b
 Aggregate Value: Average Grant Aid Awarded -> 

Average
 Font size: 100
 Decimal places: 2
 Unselect “Approximate”
 Apply

Other Changes, as time permits:
 Edit Name and Description

What is problematic with 
this data point???



ADD: BAR CHART
WITHIN FINANCIAL AID PANEL

 Within the “Financial Aid” panel, click “+” to Left of 
“Financial Aid”

 Click arrow right of “Charts”, then click on “Bar Chart”
 Configure:

 Select Dataset: Part 2b
 Group by: “Yr Cat”
 Sort groups by: “Group ascending”
 Split by field: “Yr Cat”
 Select “Series” in Left Nav, leave “Per-group”
 Value field: “Percent FTFT Awarded Pell” -> Maximum
 Select “Labels” at bottom, Click “Show labels in-line” 

and “Value”
 Apply

Other Changes, as time permits:
 Change bar colors: click on each and choose color
 Edit Name and Description



REMOVE: GLOBAL FILTER FROM BAR CHART
WITHIN FINANCIAL AID PANEL

 Click on the green stacked tabs/books (“Applied Inputs”)

 Select “No filters” then “Done”

 Stack is now gray - Any filtering selected in the global 
filter box does NOT affect this chart.



REMOVE: CHART FOOTERS FILTER
FROM ALL CHARTS

 In Left Navigation: Click on “Layout options” 
under “Dashboard Editor”

 At bottom of pop-up Unselect “Show Visual 
option Footers” then “Done”

 Notice all footer options have been removed 
from the bottom of every chart.

 WHY would you want to do this?
 Avoid public facing dashboards connected to SIS
 Remove possibility of drilling down to student-

level information



SHOW AND TELL: PULLING COLLEAGUE DATA
INTO AN INFORMER 5 DASHBOARD

Please do not record or take pictures during this portion



INSERTING AN IMAGE (1/1)

 In your HTML Element, click the “Insert Image” Icon
 Drag and Drop image or click to add from files



CHANGING TEXT COLOR (1/3)

 In your HTML Element, click the “Code View” icon



CHANGING TEXT COLOR (1/3)

 In the Code View . . .
 You can add the color information anywhere in the style section

 I usually add it after the font-size

 You will add “color: RGB(0,120,185);”
 The color values RGB(0,120,185) will change depending on the color you want

 Click “Apply”



CHANGING TEXT COLOR (1/3)

 This is how your header should look



QUESTIONS



Laura Boyles

lboyles@cccc.edu

THANK
YOU

Lindsey Tedder

ltedder@cccc.edu


