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1  General Concepts  
Dashboard BuilderÊ allows users to create an unlimited number of 

dashboards and business metrics.   A conceptual model of how Dashboard 
Builder operates is outlined in the following diagram.  

 
 

 
Figure 1 : Conceptual Model  

 
As shown above, note that each metric is associated with a single data 

source.  That data source may be a table or query.  Each metric can be 
associated with one or more dashboards, as shown at right.  

 

2  Deployment Options  

2.1  USING DASHBOARD BUIL DER AS A STAND - ALONE 
APPLICATION  

As a stand -alone database, you will need to link tables from other 
databases to your Das hboard Builder database.  You may link tables 

from one or more different databases, which may be other Microsoft 
Access, Microsoft SQL Server, or MySQL Server databases.  

 
To link tables from another Microsoft Access database, open the 
Dashboard Administrat ion form by clicking ñManageò from the welcome 

screen.  Then select the ñLink Tablesò button from the bottom of the 
form.  
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2.2  USING DASHBOARD BUIL DER WITHIN AN EXISTI NG 

DATABASE  

2.2.1  ACCESS 2000  AND ACCESS 2003  

To import Dashboard Builder into your existing databas e file, follow 

these steps:  
1.  We recommend you first backup your current application.  You 

can backup your database when it is open by selecting File>>Backup, 
or by copying and pasting your database file in Windows Explorer.  

2.  Select Tools>>Options from the File menu.  
3.  In the Options dialog, select the View tab.  
4.  At the top right, make certain the ñHidden objectsò and ñSystem 

objectsò check boxes are checked as shown below. 

 
 
5.  Select OK.  

6.  Select File>>Get External Data>>Importé from the File menu.  
7.  Select the Da shboard Builder file you have downloaded or 

received in the File Open dialog.  

8.  In the Import Objects dialog select all tables except in the Tables 
tab except those that begin with ñMsys.ò  You can also exclude 

the sample tables:  tblCustomer, tblEmployee, t blOrder, 

tblProject  
9.  Select each remaining tab, and for each, click on the ñSelect Allò 

button.  
10. Click OK.  

 

Important!  

Any objects with the same name will be imported as ñName1.ò  

That is, Access will append a number to the end of the 

duplicate -named object.  

2.2.2  ACCESS 2007  

To import Dashboard Builder into your existing Access 2007 database 
file, follow these steps:  

1.  We recommend you first backup your current application.  You 

can backup your database when it is open by selecting the Office 
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icon , then Manage>>Back Up Database or by copying and pasting 

your database file in Windows Explorer.  

2.  Select the Office icon , then  Access Options>>Current 
Database>>Navigation Optionsé  

3.  In the Display Options box, make certain the ñShow Hidden 
objectsò and ñShow System objectsò check boxes are checked as 
shown below.  

 
 

4.  Select External Data>>Access from the Ribbon menu.  
5.  Select the Dashboard Builder file you have downloaded or 

received in the File Open dialog.  
6.  In the Import Objects dialog select all tables except in the T ables 
tab except those that begin with ñMsys.ò  You can also exclude 

the sample tables:  tblCustomer, tblEmployee, tblOrder, 

tblProject  
7.  Select each remaining tab, and for each, click on the ñSelect Allò 

button.  
8.  Click OK.  

 

2.3  USING DASHBOARD BUIL DER WITH MICRO SOFT® SQL 

SERVERÊ 

To use Dashboard Builder with Microsoft SQL Server, you will need to 

establish an OBDC database connection to your desired database and 
create links to the desired tables on the SQL Server.  OpenGate 
Software recommends you follow the ins tructions provided by Microsoft 

to link SQL Server tables to an Access database.  The instructions can 
be found here:  

 
Access 2000 - 2003  

http://office.microsoft.com/en -us/access/HP05 2730091033.aspx  
 
Access 2007  

http://office.microsoft.com/en -us/access/HP052730091033.aspx   
 

2.4  USING DASHBOARD BUIL DER WITH MYSQL® SERV ER 

To use Dashboard Builder with MySQL Server, you will need to establish 
an OBDC database connection to your desired database and create links 

to the desired tables on the MySQL Server.  O penGate Software 
recommends you follow the instructions provided by My SQL to link 
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MySQL Server tables to an Access database.  The instructions can be 
found here:  

http://dev.mysql.com/tech - resources/articles/migrating - from -
microsoft.html  

 
 

3  Managing Dashboards  

3.1  CREATING A DASHBOARD  

To create a new dashboard, simply select the ñNew Dashboardò button 
from the Dashboard Administration screen.  Supply a name for your 

dashboard, and you are ready to begin assigning metrics to the 
dashboard.  

3.1.1  DASHBOARD LAYOUTS  

Dashboard Builder supports two layouts: ñData Onlyò and ñData and 
Meters.ò  The ñData Onlyò dashboard appears as follows: 

 
 

Whereas the ñData and Metersò dashboard will appear as follows: 
 

 

3.1.2  MANAGING  GROUPS  

All Dashboard Builder dashboar ds support up to four groups of 

separate metrics.  A dashboard group is only displayed if y ou provide a 
name for the group.  You can change the name of any group by simply 
selecting the text and typing your desired name.  To hide  a group, 
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simply click the red óxô beside the name.  When a group has no name, 
it will not be displayed on the dashboard.  

3.1.3  ASSIGNING METRICS  

To assign a metric, simply select the metric name from the dropdown 

box.  There are no restrictions to which metrics you assign to which 
groups .  For example, you may choose to assign metrics associated 
with  four different tables to the four metric spaces contained within 

one group.   Note that only metrics that have been validated will 
appear in the dropdown selection boxes on screen.  Refer to s ection 

3.2 for more information about creating metrics.  
 
When assigning metrics for the dashboard meters, note that only 

those metrics with a defined ñGreen Limitò and ñRed Limitò will appear 
in the dropdown list.  Refer to section 3.2.2 of this document f or 

information about creating metrics for meter dashboards.  

3.1.4  DASHBOARD FILTERS  

In some cases, you may want your users to refine their data selection 

at the time they launch a dashboard.  For example, where you have 
multiple offices or facilities in your dat abase, and do not want to create 

separate dashboards and metrics for each facility.  In this case, you 
can configure Dashboard Builder to prompt the user to choose a 

specific filter value from a pre -defined list prior to launching the 
dashboard.  
 

3.1.4.1 Creating Filter Values 

Filter values are stored in the table tblLookups.  You can create 

multiple ñLookup-Typesò which are essentially categories of lookup 
values the user can select from.  For example, if one dashboard will 
prompt a user to choose a facility, you would enter ñFacilityò in the 

ñLookup-Typeò field in tblLookups for each value stored in the 
ñLookup-Valueò field. 

http://www.opengatesw.com/
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Figure 2 :  Lookup Table Example  

 
In the example shown in Figure 2 above, there are three facilities 
that a user can choose from.  You might also have a dashboard that 

prompts the user to choose a Sales Managerôs name, in which case 
you would group all the sales manager names by a different lookup 

type, like ñManager.ò 
 

3.1.4.2 Associating Lookup Filters with Dashboards 

The next step is to associate your chosen lookup filter with a 
dashboard.  As shown in Figure 3 below, you select a ñLookup-Typeò 

value in the ñRequired Lookup?ò field within the Dashboard 
Administration form for a specific dashboard.   

 

 
Figure 3 :  Dashboard Administration Screen  

 

In the case above, it contains ñFacility,ò which means any time a user 
opens this dashboard, they need to choose one of the available 

facilities.  
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Figure 4 :  Dashboard Filter Exam ple  

 

Important!  

Please read section 3.2.2.2  of this document regarding how to 

set up a metric to use the lookup filter a user selects .  

 

 

3.2  CREATING METRICS  

To open the Metric Administration form, select ñEdit Metricsò from the 

bottom of the Dashboard Administration screen.  Or, to edit a specific 
metric shown on screen, double click the name in the Dashboard 

Administration screen.  
 

 
Figure 5 : Dashboard Administration Screen  
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