Beginner’s Guide to
Drake’s Business
Intelligence Portal
SUMMARY: A quick, visual guide to basic entry and use of the
portal system.
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How to access Drake’s Business Intelligence Portal (BI Portal for short)
Open your preferred web browser.
Type in bi.drake.edu the bar.

This box should appear:

Enter in your Drake ID for User name and your Drake password
Hit “OK”
Your screen should now look like this, with a few minor differences due to security:

We highly suggest you bookmark this location for easy access.
This portal is simply an online storage area of a number of different kinds of reports and
reporting formats.

We have grouped reports into some large buckets to make it easier to find what information
you might need. Not all buckets are available to all people, your role in the institution will
affect what reports you see.
The blue pictures are called “tiles” and have reports pertaining to the tile. By clicking on the
tile, you will see the list of available reports. When you hover your mouse over a tile, it will
tell you more about the content.

We’ll start with clicking on “Faculty”.

These are static reports.
When you hover your mouse over it, you can click on the title.

When you do so, it will bring up a PDF with the information in a new tab. All reports will open
a new tab, so you can close that to get back to the main pages of the Portal.
Another way data/information is presented in the Portal is dynamically. Let’s look at an
example of that.
You have a choice in how you navigate to other reports.

Clicking on “Drake University” will take you back to the first page after logging in.

You can also click directly to the next set of reports from either across the top or along the
side of the page.
Click on Academic Decision Support.

Your page will now contain this:

Click on the title under Name of “Academic Decision Support,” then enter your Drake ID in
the User Name and your Drake Password for the Password section. Click OK.

This is what is known as a dynamic report. You should be seeing this:

Across the top you’ll see the following tabs:

You can click on any of them for the information they contain. Please note load time is a bit
longer each time you access a tab for the first time each session. Be patient.
The two lines of tabs are the main tabs (on top) and subtabs (second line). Not every report
will have both lines of tabs, but this one does.
Each tab offers a dynamic data experience. This guide will provide a brief overview on how to
use the options that you may see in one report and perhaps not another.
We’ll start with a look at Longitudinal Majors. Click that tab and let it load.

The first subtab is often going to contain an explanation for the report you are accessing. (Not
always) Please read if you have any questions on what is in the rest of the report.
Next, select “A&S”

The information contained in the table can easily be read as most tables. What makes this
“dynamic” is what’s above the table.

These options are called “slicers.” You can click on the carat (the down arrow to the right of
words) to change the data displayed in the table below.

You will want to click on any other option before you remove the checkmark by “All IPEDS
Ethnicities” (in this example).
To narrow the data to Black or African American Students only, you would click the box by
“Black or African American” and then the box by “All IPEDS Ethnicities.” Then click “OK.”

It will process for a moment, then you will have an updated data table showing only Black or
African-American students in those majors.

Some slicers, like these, allow you to click multiple components at a time. Some will not.
Check the box by any you’d like to add to your totals. Note the change under the IPEDS slicer.

Some slicers only allow you to have one choice at a time. There is no box available when this
is the case. An example of this is in this report.

If you click where it says “Fall 2017” (no carat there), other terms will be offered.

That is how all single option slicers look. This is a more complex one, that helps narrow down
to specific areas. What you choose cascades across other options.
For example, if you limit to Summer 2017, not all CRNs are offered, and it all shifts and then
you use the other slicers to drill to the specific information you are seeking.

This is a great feature that keeps makes sure data can be retrieved and the user isn’t
overwhelmed with all the course offerings.
Next, we’ll explore some other ways data may be displayed in a table. Switching to the
Course Credit Hour report and the Longitudinal Credit Hours Attempted subsection.

This report rolls the data up into bigger buckets, but you can drilldown to more discrete
levels. You do this by clicking on the + inside the circle above.
This expands the table quite a bit. In this case, it expands out to the departments/programs
within each college/school.

Again, this information is rolled up to an aggregate. If you want to go deeper down, you can
click on the +.
For this report, the slicer can be utilized the same way (by clicking on the carat and making
selections), but how it populates the table with the data is different. This is an example of a
slicer that adds or removes columns from the data.

I made changes and now these are the columns that I have displayed.

As seen in above example, one of the benefits of this type of report is that we can create
indicators for the data. The first page of a report will often explain what those indicators are
summarizing. Below, the Course Utilization shows these being used.

As these colors may be used differently on different reports, it is important to read the guide
to understand what they are trying to tell you about the data in a glance.
Keep in mind, you cannot damage any of the data or alter any report beyond repair. The final
area you should become friends with is in the upper-right corner in the dynamic report.

When you click on it, you get three options.

All of these let you get back to where you were. The last button lets you export or print the
data you have on display.
When clicked, it pops up this window.

You can simply print it out as it suggests, or click on the carat next to “PDF” to see other
options for exporting.

Choose what suits your needs best.
Those are the basics of using the BI and accessing the data it contains.
This guide may be updated as we offer new types of reports or other ways to access data.

