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1 Getting the data you need out of CRM 

1.1 Views 

When you select a work-ǎǇŀŎŜ όƛΦŜΦ Ψ¢ǊŀǾŜƭ LƴǎǳǊŀƴŎŜΩ) in Microsoft Dynamics (hover over Microsoft 

5ȅƴŀƳƛŎǎ /wa ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ Ψ¢ǊŀǾŜƭ LƴǎǳǊŀƴŎŜΩ ǘƛƭŜύ you will be taken to the default View for that 

work-space. You can switch views by using the View drop-down menu found by clicking the 

ŘƻǿƴǿŀǊŘǎ ŀǊǊƻǿ ƴŜȄǘ ǘƻ ǘƘŜ ±ƛŜǿΩǎ ǘƛǘƭŜΦ ¢Ƙƛǎ ǎƘƻǿǎ ŀƴȅ ΨSystem ViewsΩΣ Ǉƭǳǎ ŀƴȅ ΨPersonal ViewsΩ 

you have created.  

 

Selecting a View for a Work-space 

Each view may have a different set of search criteria and sometimes, display a different selection of 

columns. 

You can set a particular View to be the default by selecting the view you wish to use as the default 

and then clicking on the pin to the left of its title. 

 

 

ϝ¸ƻǳ Ŏŀƴ ŎƘƻƻǎŜ ŜƛǘƘŜǊ ŀ ΨSystem ViewΩ ƻǊ ƻƴŜ ƻŦ ȅƻǳǊ ƻǿƴ ΨPersonal ViewsΩ ŦƻǊ ǘƘƛǎΦ 
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1.2 Ordering and filtering by Index 

You caƴ ǉǳƛŎƪƭȅ ŦƛƴŘ ǊŜŎƻǊŘǎ ȅƻǳ ŀǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ōȅ ǳǎƛƴƎ ŀ ŎƻƳōƛƴŀǘƛƻƴ ƻŦ ǘƘŜ ΨhǊŘŜǊ ōȅΩ ŦŜŀǘǳǊŜ 

ŀƴŘ ǘƘŜ !ƭǇƘŀ .ŀǊ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǾƛŜǿΦ CƻǊ ŜȄŀƳǇƭŜΥ ƛŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨName of TripΩ ŎƻƭǳƳƴ 

ƛƴ ǘƘŜ Ψ!ll Active ApplicationsΩ ǾƛŜǿ ƛǘ ǿƛƭƭ ƻǊŘŜǊ ǘƘŜ ŀǇǇƭƛŎations alphabetically by that column. 

*You can create sub-ǎƻǊǘǎ ƻƴ ōȅ ŎƻƭǳƳƴǎ ōȅ ƘƻƭŘƛƴƎ Ψ{ILC¢Ω ŀǎ ȅƻǳ ŎƭƛŎƪ ƻƴ ŜŀŎƘ ŎƻƭǳƳƴ ǘƛǘƭŜΦ 

 

LŦ ȅƻǳ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ƭŜǘǘŜǊ ΨAΩ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ View, you will restrict the list to any records 

where the Name of Trip ōŜƎƛƴǎ ǿƛǘƘ ΨAΩΦ 

 

1.3 Filters 

If you want to reduce the number of records in a specific view, one of the quickest ways to do this is 

to use Filters.  

¶ ¢ƻ ŜƴŀōƭŜ CƛƭǘŜǊƛƴƎΣ ŎƭƛŎƪ ǘƘŜ ΨCƛƭǘŜǊΩ ōǳǘǘƻƴΩΣ ǿƘƛŎƘ Ŏŀƴ ōŜ ŦƻǳƴŘ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ŎƻƭǳƳƴ 

headings row on any View.  
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¶ A drop-down arrow will now appear on the right-hand side of every column heading. Clicking 

on this arrow will allow you to access more ŦƛƭǘŜǊƛƴƎ ƻǇǘƛƻƴǎ ƛƴŎƭǳŘƛƴƎ ǘƘŜ Ψ/ǳǎǘƻƳ CƛƭǘŜǊǎΧΩ 

option. 

 

Custom Filters 

¢ƘŜ Ψ/ǳǎǘƻƳ CƛƭǘŜǊΧΩ option is a powerful tool that allows you to specify an operand conditioned 

search on the selected column. {ŜƭŜŎǘ Ψ/ǳǎǘƻƳ CƛƭǘŜǊΧΩ 

 

Saving your Custom Filters as a View 

hƴŎŜ ȅƻǳΩǾŜ ǎŜǘ ǘƘŜ ŦƛƭǘŜǊƛƴƎ ŀƴŘ ƻǊŘŜǊƛƴƎ ŀǎ ȅƻǳ ǿƛǎƘΣ ȅƻǳ Ŏŀƴ ǎŀǾŜ ǘƘƛǎ ǾƛŜǿ ŀǎ ŀ ǇŜǊǎƻƴŀƭ ǾƛŜǿ ǎƻ 

that you can use it again without having to set the filter criteria up every time. 
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*You can share these saved views with other users, as you can all personal views (See 1.6.1). 

1.4 Quick Search 

A quick way to find a specific record is to use the ΨQuick {ŜŀǊŎƘΩ ōƻȄΦ 

Depending on the record type you are looking at, this box will search through a number of key fields 

looking for a match. For example, when searching ΨAll Active Applications, the ΨQuick {ŜŀǊŎƘ ōƻȄΩ will 

search all the field names to find ŀ ƳŀǘŎƘΦ LŦ ǿŜ ǎŜŀǊŎƘ ŦƻǊ ΨAfghanΩΣ ƛǘ ǿƛƭƭ ŦƛƴŘ applications where 

either the Name of Trip, Traveller or Destination Country ǎǘŀǊǘǎ ǿƛǘƘ ΨAfghanΩ (see the example 

below). 

 

By default, the match will be on records where the searched fields start with the search criteria. 

However, you can use a wildcard (*) to search for an occurrence of the search criteria anywhere in 

the field. For example: ƛŦ ȅƻǳ ǎŜŀǊŎƘ ŦƻǊ ΨanΩ ȅƻǳ ǿƛƭƭ Ƨǳǎǘ ōǊƛƴƎ ōŀŎƪ ǊŜŎƻǊŘǎ ōŜƎƛƴƴƛƴƎ ǿƛǘƘ ΨanΩ in 

one of the fields. WƘŜǊŜŀǎ ƛŦ ȅƻǳ ǎŜŀǊŎƘ ŦƻǊ ΨϝanΩ, you will see all records that contain ΨanΩ ŀƴȅǿƘŜǊŜ 

in the fields (see the example below). 

 

 

Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǊŜƳŜƳōŜǊ ǘƘŀǘ ǘƘŜ ǊŜǎǳƭǘǎ ƻŦ ǘƘŜ ΨvǳƛŎƪ {ŜŀǊŎƘΩ ŀǊŜ bh¢ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ǾƛŜǿ ŦǊƻƳ 

ǿƘƛŎƘ ǘƘŜ ΨvǳƛŎƪ {ŜŀǊŎƘΩ ǿŀǎ ǇŜǊŦƻǊƳŜŘΦ ¢ƘŜ ΨvǳƛŎƪ {ŜŀǊŎƘΩ ǾƛŜǿ Ƙŀǎ ōŜŜƴ ŘŜŦƛƴŜŘ ǎŜǇŀǊŀǘŜƭȅ ōȅ ǘƘŜ 

developers and may have different criteria and columns from the view you are currently using. For 

ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ŀǊŜ ƭƻƻƪƛƴƎ ŀǘ ǘƘŜ ΨLƴŀŎǘƛǾŜ ¢ǊŜŜǎΩ ǾƛŜǿΣ ǘƘŜ vǳƛŎƪ {ŜŀǊŎƘ ǿƛƭƭ ƴƻǘ ŦƛƭǘŜǊ ƛƴŀŎǘƛǾŜ ǘǊŜŜǎΣ 

but active trees. This can be confusing at first. IŦ ǘƘŜ ǊŜǎǳƭǘǎ ƻǊ ǘƘŜ ŎƻƭǳƳƴǎ ŘƛǎǇƭŀȅŜŘ ōȅ ǘƘŜ ΨvǳƛŎƪ 

{ŜŀǊŎƘΩ ŀǊŜ ǳƴǎŀǘƛǎŦŀŎǘƻǊȅ ǇƭŜŀǎŜ ƭƛŀƛǎŜ ǿƛǘƘ ǘƘŜ support team in order to reach a solution. 
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1.5 Advanced Find 

¢ƘŜ Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ŀƭƭƻǿǎ ȅƻǳ ǘƻ Řƻ ǾŜǊȅ ǎǇŜŎƛŦƛŎ ǎŜŀǊŎƘŜǎ ŦƻǊ ǇŀǊǘƛŎǳƭŀǊ ǊŜŎƻǊŘs. It 

also allows you to determine which columns will be visible in the records that it returns.  

¶ ¢ƻ ǇŜǊŦƻǊƳ ŀƴ Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩΣ ŎƭƛŎƪ ǘƘŜ Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩ ōǳǘǘƻƴ   ƛƴ ǘƘŜ ΨbŀǾƛƎŀǘƛƻƴ .ŀǊΩ 

within the work-space that you want to perform the search on. This ǿƛƭƭ ƻǇŜƴ ǘƘŜ Ψ!ŘǾŀƴŎŜŘ 

CƛƴŘΩ ǿƛƴŘƻǿΣ ƘŜǊŜ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ǘƘŜ ŎǊƛǘŜǊƛŀ ȅƻǳ ǿƛǎƘ ǘƻ ǳǎŜ ŦƻǊ ȅƻǳǊ ǎŜŀǊŎƘ ŀƴŘ ŀƭǎƻ ǘƘŜ 

columns which will be displayed. 

 

 

¶ ¢ƻ ƎŜǘ ǎǘŀǊǘŜŘΣ ŎƭƛŎƪ ǘƘŜ ΨbŜǿΩ ōǳǘǘƻƴ ƛƴ ǘƘŜ Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩ ǿƛƴŘƻǿΦ 

¶ It is often a good idea to base your query on an existing search, as this may have at least 

some of the criteria and/or columns you want to use in your search. To do this, use the drop-

down arrows to select a saved view. 

 

 

Whether you build your new search from scratch or use an existing View, the next thing to do is to 

add the search criteria you want to use (an existing view will limit the parameters by which you can 

search).  

¶ /ƭƛŎƪ ΨǎŜƭŜŎǘΩ ǘƻ ŎƘƻƻǎŜ ǘƘŜ ǇŀǊŀƳŜǘŜǊ ōȅ ǿƘƛŎƘ ȅƻǳ ǿŀƴǘ ǘƻ ŦƛƭǘŜǊΣ ǘƘŜƴ ǎŜƭŜŎǘ ǘƘŜ ŎƻƴŘƛǘƛƻƴ 

ōȅ ǿƘƛŎƘ ȅƻǳ ǿƛǎƘ ǘƻ ŦƛƭǘŜǊ όƛΦŜΦ Ψ9ǉǳŀƭǎΩΣ Ψ/ƻƴǘŀƛƴǎ 5ŀǘŀΩΣ Ψ5ƻŜǎ ƴƻǘ /ƻƴǘŀƛƴ 5ŀǘŀΩΣ et cetera). 

Depending on the condition selected you may also specify a value for that parameter. 
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1.5.1 Grouping Search Criteria 

/ǊƛǘŜǊƛŀ Ŏŀƴ ŀƭǎƻ ōŜ ΨƎǊƻǳǇŜŘΩ ǘƻƎŜǘƘŜǊ ǳǎƛƴƎ ƻǇŜǊŀƴŘ ŎƻƴŘƛǘƛƻƴǎΦ  

¶ To group criteria, you must first select the criteria you want to group by clicking the little 

black arrow that appears next to the parametŜǊ ǘƛǘƭŜ ŀƴŘ ŎƘƻƻǎƛƴƎ ǘƘŜ Ψ{ŜƭŜŎǘ wƻǿΩ ƻǇǘƛƻƴ 

from the drop-down menu. 

 

¶ hƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ Ǌƻǿǎ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ƎǊƻǳǇ ȅƻǳ Ŏŀƴ ǘƘŜƴ ŎƘƻƻǎŜ ΨDǊƻǳǇ !b5Ω 

ƻǊ ΨDǊƻǳǇ hwΩ ǘƻ ŎǊŜŀǘŜ the group. The example below will return only active records that 

meet all the criteria as specified (applications for the Music department with a status reason 

of submitted). 

 

1.5.2 Adding Columns from related Work-spaces 
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The search criteria you choose for a particular work-space can also be made to include results from 

any related work-spaces. For example: when searching tree records, you can also add columns to the 

search results from any related work spaces. 

¶ ²ƛǘƘƛƴ ǘƘŜ Ψ!ŘǾŀƴŎŜ CƛƴŘΩ ǿƛƴŘƻǿ ǎŜƭŜŎǘ Ψ9Řƛǘ /ƻƭǳƳƴǎΩΦ 

 

¶ ¢ƘŜƴ ǎŜƭŜŎǘ ΨAdd ColumnsΩ. 

 

¶ Select the columns you wish to dispƭŀȅ ƛƴ ǘƘŜ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ΨhYΩΦ ¢ƘŜƴ Ǌǳƴ ǘƘŜ 

search. 

 

¶ ¢ƘŜ ǊŜǎǳƭǘŀƴǘ ƭƛǎǘ ƴƻǿ ƛƴŎƭǳŘŜǎ ǘƘŜ ŀŘŘƛǘƛƻƴŀƭ ŎƻƭǳƳƴόǎύΣ ƛƴ ǘƘƛǎ ŎŀǎŜ ǘƘŜ Ψ9ƴƎƭƛǎƘ bŀƳŜΩΦ 



Page 10 of 19 

 

 

1.5.3 Filtering on Columns from Related Work-spaces 

¦ǎƛƴƎ Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩ ƛǘ ƛǎ ŀƭǎƻ ǇƻǎǎƛōƭŜ ǘƻ filter your results using column data form related work-

spaces. 

¶ ¢ƻ Řƻ ǘƘƛǎ ŎƭƛŎƪ ƻƴ Ψ{ŜƭŜŎǘΩ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ǊŜƭŀǘŜŘ ǿƻǊƪ-space from the drop-down menu 

όΨDŜƴǳǎΩ Ƙŀǎ ōŜŜƴ ǎŜƭŜŎǘŜŘ ƛƴ ǘƘŜ ōŜƭƻǿ ŜȄŀƳǇƭŜύΦ 

 
 

¶ Now you can click on the three options below to specify the column, the operand condition 
ŀƴŘ ǘƘŜ ǾŀƭǳŜ ōȅ ǿƘƛŎƘ ȅƻǳ ǿŀƴǘ ǘƻ ŦƛƭǘŜǊ ȅƻǳǊ ǊŜǎǳƭǘǎ όΨ9ƴƎƭƛǎƘ bŀƳŜΩΣ Ψ/ƻƴǘŀƛƴǎΩ ŀƴŘ 
ΨwŜŘōǳŘΩ ƘŀǾŜ ōŜŜƴ ǳǎŜŘ ƛƴ ǘƘŜ ŜȄŀƳǇƭŜ ōŜƭƻǿύΦ 
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bƻǿ ŎƭƛŎƪƛƴƎ ǘƘŜ ΨwŜǎǳƭǘǎΩ ōǳǘǘƻƴ ŀǎ ōŜŦƻǊŜ ǿƛƭƭ Ǌǳƴ ǘƘŜ Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩΣ ƻƴƭȅ ǘƘis time it will return 
results as filtered by your selected criteria. 

1.5.4 Which related work-spaces can be linked to? 

Microsoft Dynamics determines which related work-spaces will be available when creating searches 

or views (as well as elsewhere, such as workflows). 

When creating searches it is only possible to query data that is above the current work-space in the 

hierarchy. This is because the search needs to be sure that it will only find one record to match the 

criteria. So when dealing with trees, you can always be sure who the owner is, but when dealing 

with owners, the query might return more than one tree. 

Put another way, Microsoft Dynamics will only ever return a single row for the work-space you are 

looking at. So if you are looking at owners it will only ever bring back one row for each owner even if 

ǘƘŜ ƻǿƴŜǊ Ƙŀǎ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ǘǊŜŜΦ /ƻƴǾŜǊǎŜƭȅΣ ŀ ǘǊŜŜ Ŏŀƴ ƻƴƭȅ ƘŀǾŜ ƻƴŜ ƻǿƴŜǊΣ ǎƻ ǘƘŜǊŜΩǎ ƴƻ 

problem retrieving data related to owners when you are querying trees. 

CƻǊ ǘƘƛǎ ǊŜŀǎƻƴΣ ƛǘΩǎ ŀƭǿŀȅǎ ōŜǎǘ ǘƻ ǎǘŀǊt as far down the hierarchy as you will need your data to come 

from. For example: if your query involves data about maintenance and location, start at the survey 

work-ǎǇŀŎŜ ŀƴŘ ǉǳŜǊȅ ΨǳǇǿŀǊŘǎΩΦ 

1.5.5 Saving Advanced Find Views 

LŦ ȅƻǳ ǿƛǎƘ ǘƻ ǎŀǾŜ ȅƻǳǊ Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩ ŘŜŦƛƴƛǘƛƻƴǎ ǎƻ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǳǎŜ ƛǘ ŀƎŀƛƴ ŀƴƻǘƘŜǊ ŘŀȅΣ ŎƭƛŎƪ 

ǘƘŜ Ψ{ŀǾŜ !ǎΩ ōǳǘǘƻƴΦ ¸ƻǳǊ ǉǳŜǊȅ ǿƛƭƭ ƴƻǿ ōŜ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ±ƛŜǿǎ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ ǳƴŘŜǊ ΨtŜǊǎƻƴŀƭ 

±ƛŜǿǎΩΣ ŀƴŘ ŀƭǎƻ ƛƴ ǘƘŜ Ψ{ŀǾŜŘ ±ƛŜǿǎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ Ψ!ŘǾŀƴŎŜŘ ±ƛŜǿΩ ōǳƛƭŘŜǊΦ Lǘ ǿƛƭƭ ōŜ Ǿƛsible 

anywhere it is possible to select a different view, such as in look-up dialogue boxes and in 

Ψ!ǎǎƻŎƛŀǘŜŘ ±ƛŜǿǎΩ ƛƴ ŦƻǊƳǎΦ 

*If your view does not appear immediately in the drop-down list, simply click on a different work-

space and then back to the one you are looking at to refresh the list of Views available. 

1.6 Personal Views 

²ƘŜƴ ȅƻǳ ǎŀǾŜ ŀƴ Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩ ǾƛŜǿ ŘŜŦƛƴƛǘƛƻƴΣ ǘƘƛǎ ōŜŎƻƳŜǎ ŀǾŀƛƭŀōƭŜ ǘƻ ȅƻǳ ƛƴ ǘƘŜ ƭƛǎǘ ƻŦ ǾƛŜǿǎ 

for a work-space. 

Personal Views can be created by: 

¶ Using Filters on a view and ǘƘŜƴ ǇǊŜǎǎƛƴƎ Ψ{ŀǾŜ !ǎΩ ŀǎ ŘŜǎŎǊƛōŜŘ ƛƴ ǘƘŜ CƛƭǘŜǊǎ ǎŜŎǘƛƻƴ ŀōƻǾŜΦ 

¶ {ŀǾƛƴƎ ŀƴ Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩ ǎŜŀǊŎƘ όŀǎ ŘŜǎŎǊƛōŜŘ ŀōƻǾŜύΦ 

¶ /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ/ǊŜŀǘŜ tŜǊǎƻƴŀƭ ±ƛŜǿΩ ƭƛƴƪ ƻƴ ǘƘŜ ±ƛŜǿ ŘǊƻǇ-down menu (as below). 
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Either of these last two options will open the Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩ ǎŎǊŜŜƴΣ ƛƴ ǿƘƛŎƘ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ ŀƴŘ 

other options can be set. 

 

1.6.1 Sharing or Deleting a Personal view 

tŜǊǎƻƴŀƭ ±ƛŜǿǎ Ŏŀƴ ōŜ ƳŀƴŀƎŜŘ ǘƘǊƻǳƎƘ ǘƘŜ Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩ ǿƛƴŘƻǿΦ  

¶ CƛǊǎǘ ƻǇŜƴ ǘƘŜ Ψ!ŘǾŀƴŎŜŘ CƛƴŘΩ ǿƛƴŘƻǿ όƳŀƪŜ ǎǳǊŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ǿƻrk-space in 

ǿƘƛŎƘ ȅƻǳ ŎǊŜŀǘŜŘ ǘƘŜ ǾƛŜǿύΦ /ƭƛŎƪ ǘƘŜ Ψ{ŀǾŜŘ ±ƛŜǿǎΩ ōǳǘǘƻƴΦ  

 

 

¶ ¸ƻǳ ǿƛƭƭ ǎŜŜ ŀ ƭƛǎǘ ƻŦ ȅƻǳǊ ΨtŜǊǎƻƴŀƭ ±ƛŜǿǎΩ ŦƻǊ ǘƘƛǎ ǿƻǊƪ-space. 

 

 

¶ Select the View or Views you want to manage by checking the tick next to them. You can 

either delete them or share them. Clicking share will bring up the following dialogue box: 
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¶ Here you can see who the view is shared with, and what they are allowed to do with that 

view (the permissions granted here only affect the view, not the data). You can select 

additional users to share with by clicking on the Add User/Team button. 

1.7 Creating Charts 

It is possible to create your own charts in Microsoft Dynamics. These can provide a useful 

visualisation of your data and are dynamically linked to the views you use so that the charts are 

updated to reflect any filtering that you may have applied.  

¶ 9ȄǇŀƴŘ ǘƘŜ Ψ/ƘŀǊǘ tŀƴŜΩ όƳƛƴƛƳƛǎŜŘ ƻƴ ǘƘŜ ǊƛƎƘǘ-hand side of any view).  
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¶ This will present a chart of the entity that is currently active within Microsoft Dynamics. 

¶ Click on the  button to open the Chart Designer. 

 

¶ Here you can select the columns which you want to base your chart on. For example: if you 

want a chart showing how many surveys completed by people you would make the 

following selection:  

 

¶ Depending on the type of column selected, you can aggregate by Average, Min/Max as well 

as Count. For example, the above section shows the Count of survey by people. *You can 

also choose different chart types (pie charts et cetera). 

¶ hƴŎŜ ȅƻǳΩǾŜ ŘŜŦƛƴŜŘ ǘƘŜ chart as you require you can then save the report (you might want 

to change the default name which Microsoft Dynamics has suggested for you) and close the 

designer.  
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1.7.1 Using Charts 

¸ƻǳǊ ǎŀǾŜŘ ŎƘŀǊǘǎ ǿƛƭƭ ōŜ ǾƛǎƛōƭŜ ƛƴ ǘƘŜ Ψ/ƘŀǊǘ tŀƴŜΩ ŦƻǊ ǘƘŜ ǿƻǊƪ-space on which the chart is based. 

You will notice that the chart and the view interact with each other.  

If you change the View in the View drop-down menu whilst a chart is open, the chart will update to 

report on the records in that view. For example: if you switŎƘ ōŜǘǿŜŜƴ ǘƘŜ Ψ!ŎǘƛǾŜ {ǳǊǾŜȅǎΩ ŀƴŘ 

ΨLƴŀŎǘƛǾŜ {ǳǊǾŜȅǎΩ ǾƛŜǿǎΣ ǘƘŜ ŎƘŀǊǘ ǿƛƭƭ ǳǇŘŀǘŜ ōŀǎŜŘ ƻƴ ǘƘƻǎŜ ŘƛŦŦŜǊŜƴǘ ǎŜƭŜŎǘƛƻƴǎΦ 

 

A chart based on the records in the Surveys  

 

 

Χƛǎ ǳǇŘŀǘŜŘ ǘƻ ŀ ŎƘŀǊǘ ōŀǎŜŘ ƻƴ ǘƘŜ ǊŜŎƻǊŘǎ ƛƴ ǘƘŜ LƴŀŎǘƛǾŜ {ǳǊǾŜȅǎ ƭƛǎǘ 
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Furthermore, if you select any of the groups of records in the chart, the records displayed in the 

view will be updated accordingly. For example: clicking on the column Edie Weisgerber in the chart 

below will restrict the records in the view to those that include the Surveys where completed by her. 

 

Selecting a bar in the chart causes the data to be filtered 

 

1.7.2 Using Drill Down in Charts 

You can Drill Down into a particular group of records in a chart in order to see more details.  

¶ ¢ƻ Řƻ ǘƘƛǎΣ ȅƻǳ ŎƭƛŎƪ ƻƴ ƻƴŜ ƻŦ ǘƘŜ Ψ.ŀǊǎΩ ǊŜǇǊŜǎŜƴǘƛƴƎ ŀ ƎǊƻǳǇ ƻŦ ǊŜŎƻǊŘǎΦ  

¶ Then select a field by which you want to drill down. Then select a chart type and then press 

the blue arrow to Drill Down. 

 

Getting ready to Drill Down 
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¶ A new chart will be displayed, showing you the data you have drilled into. 

 

Drilled Down ς Meredith Cage surveys by month 

1.7.3 Sharing or Deleting Charts 

¶ /ƘŀǊǘǎ Ŏŀƴ ōŜ ǎƘŀǊŜŘ ǿƛǘƘ ŎƻƭƭŜŀƎǳŜǎ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ Ψahw9 /haa!b5{Ω ƻǇǘƛƻƴ ƛƴ ǘƘŜ 

ŎƘŀǊǘ ǇŀƴŜ ŀǊŜŀ ŀƴŘ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ{ƘŀǊŜΩ ƻǇǘƛƻƴΦ 

¶ Charts can be deleted by pressing the Delete Chart button. 

 

Sharing or deleting charts 
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1.8 Dashboards 

You can create a personalised dashboard to bring together different views and charts in one place. 

You can create multiple dashboards for different purposes and you can share your dashboards with 

other colleagues. You can choose a specific dashboard to be your default dashboard. 

¶ To create a new dashboard, go to Workplace and have your Dashboard on screen. Click 

Ψb9²ΩΦ 

 

¶ This will bring up the Choose layout dialogue box. 

 

¶ Choose a dashboard template as your starting point.  

¶ Click on one of the icons in each section to choose the type of component you want to add. 

 


