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What is Power BI? 
For the end user, (you!) Power BI is a self-service reporting tool that’s easy to use and helps you gain 
deeper insight into business intelligence in a visually pleasing way (easier on the eye than a table with 
countless numbers)!  
 
In this document, we are going to show you how to login to your online service, navigate around reports 
you have access to and provide useful information on how to understand reports or dashboards and the 
difference between them.  

 

 

Signing in: 

To sign into Power BI online you will need to go 
to app.powerbi.com, this will then prompt you 
to sign in. You can sign in using your 
@eastamb.nhs.uk account and the password will 
be the same as your windows login details. For 
the first time it will ask you to enter your 
password however after this, it will retain the 
information. This means everytime you open the 
service online it will ask you to login, but your 
user account will appear as an option and 
clicking on this will take you straight to the 
homepage with no extra steps!  

Homepage:  

This is the first page that will load after sign in,  
where you can navigate to any area of the online 
service. Informatics will be publishing reports to 
the online service and providing access 
dependant on the report. As an end user, you 
can double check which reports you have access 
to by clicking on the ‘Shared With Me’ icon on 
the left-hand side 
vertical toolbar. 
The icon looks like 
this   

 

 

file:///C:/Users/catriona.green/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/G5B1X1GS/app.powerbi.com


 

 

Reports have this icon 

Reports 
  

How to Navigate through Reports 

When you click into a report, there will be a ‘Page’ 
menu that is displayed on the left-hand side of the 

screen. You can click on these to navigate to the 

different pages within the report. If you would like to 
make the report larger on the screen you can also close 

this page menu by pressing the ‘X’ at the top of the 
menu. To open the menu again, just click on the ‘Pages’ 
button from the horiztonal menu bar. 

  

You can also export the report from this horizontal 

menu bar – simply click on the ‘Export’ option, this will 

then display a dropdown menu giving you the option to 
export in PDF or PowerPoint. 

There is also the option to favourite a report. You can 

do this by clicking on the ‘Favourite’ icon in this menu 

toolbar. If you would like to remove any report from 
your favourites, just click the icon again and 
‘Unfavourite’.  

Three-dot icon ‘…’ within this menu bar you have 

additional actions but the most important is the 
‘Refresh’ button. You can click on this to refresh some 

reports that are reporting real time data, or simply 
press this if your report has partially loaded.  

 On the right-hand side of the report, you will find a 
‘Filters’ toolbar. You can click on this to open the pane, 

here it will display any filters that have been applied to the 

dataset or report. This can change through each page of 
the report so be mindful to check this section on each 
page!  

Above this toolbar, along the horizontal menu bar, you will 

notice a ‘Reset to default’ option, this can be handy 
when there are slicers on a report. When using exiting a 

report that has a slicer option selected (black box displayed 
above), it will default back to this option when you re-open 

the report. If you want to clear all slicer options you have 

previously applied you can select the ‘Reset to default’ 
option to go back to the standard format.  

Slicers are applied to front pages or through different 

pages of the report, these give the user the option to 

select different data, i.e. here you can select a month, 
week, category, STP or AGM for granularity.  

‘Bookmark’ and ‘View’ are also options in the menu bar, 
these can be adjusted per user.  

Any option you select in the menu bar and side 

panes does not affect any other user(s). They are 
unique to your view.  



 

 

Dashboards have this icon 

Dashboards 

How to Navigate through Dashboards 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dashboards are slightly different to reports. They allow 

the report builder to link multiple reports together 

using the individua’ls visualisations of existing reports 

instead of building a new report.  

You can enter full screen for a dashboard (the far right 

icon on the menu bar), to exit this just press Esc on your 

laptop or hover the mouse around the screen to find the 

pop up box that allows you to exit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can click into each tile within the dashboard, this will 

then take you to the report it has been pulled from. 

Sometimes you may not have access to the full report, if 

you require this, you can request access (a button will 

appear) or you can send an email to 

information@eastamb.nhs.uk and we’d be more than 

happy to grant access (make sure to have your line 

managers authorisation too please)! 

 

 

For further information, it may be useful to visit the below links via the Microsoft Support webpages: 

Reports: https://docs.microsoft.com/en-us/power-bi/consumer/end-user-reports  

Dashboards: https://docs.microsoft.com/en-us/power-bi/consumer/end-user-dashboards  

 

If you have questions about any current reports, please contact the Informatics Team at 

information@eastamb.nhs.uk inbox and we will get back to you as soon as we can. 
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