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Course Overview  
PowerHEDA Dashboards are used to implement a management information system that supports 

senior management in its strategic decision-making processes with the ability to review, analyse 

and track historical data across all main functionalities in an appropriate and meaningful context.   

  

PowerHEDA is a management information system with user-friendly reports and dashboards. The 

data used to compile these reports are extracted from PeopleSoft (PS) every night. The 

PowerHEDA system does not allow users to fix data but only displays what is captured on the 

PeopleSoft system.   

 

Prerequisites  
 Microsoft Windows.  

 Access to PowerHEDA. Access requests: IRA - SMAX 

 PowerHEDA is best viewed in Google Chrome.  

 

Objectives  
After completing this course you should be able to:  
  

 Sign In to PowerHEDA  

 View the different dashboards  

 Export a table to Microsoft Excel  

 Change dashboard filters  

 Open related reports    
  

Introduction  
PowerHEDA Dashboards are used to implement a management information system that supports 

senior management in its strategic decision-making processes with the ability to review, analyse 

and track historical data across all main functionalities in an appropriate and meaningful context.  

  

PowerHEDA is a management information system with user-friendly reports and dashboards. The 

data used to compile these reports are extracted from PeopleSoft (PS) every night. Staff information 

is updated once a month. The PowerHEDA system does not allow users to fix data but displays 

what is captured on the PeopleSoft system.   

  

 Due to the POPI act, you are not allowed to give out any information to a third party!   

 

To gain access to PowerHEDA, log a call on the IRA SMAX system (https://dip-ira.up.ac.za/saw/ess)

  

 

 

 

 

 

 

 

 

https://dip-ira.up.ac.za/saw/ess
https://dip-ira.up.ac.za/saw/ess
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PowerHEDA  
PowerHEDA can be accessed in the following two ways:  

 

 From the UP Staff Portal  Add/Remove Portlets  Business Intelligence. Click on 

PowerHEDA link.  

 
 Using the PowerHEDA web address: https://pwrheda.up.ac.za/PowerHEDA/dashboard.aspx 

 

Access PowerHEDA through the web address 
 

 Open Google Chrome. 

 Enter the following URL:  https://pwrheda.up.ac.za/PowerHEDA/dashboard.aspx 

 The following screen will appear: 

 
 

https://pwrheda.up.ac.za/PowerHEDA/dashboard.aspx
https://pwrheda.up.ac.za/PowerHEDA/dashboard.aspx
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 In the top right-hand corner of the screen click on the Sign In button. 

 Click in the Username box and enter your UP-Staff Number e.g. 01234567  

(without the u or the p) 

 Click in the Password box and enter your UP Portal password. 

 Click on the Sign in button. 

 

 
 

 The Home screen will appear.  

 Your name will be displayed in the top right-hand corner of the screen.  

 

Dashboards  
 

 Click on the Dashboards hyperlink on the navigation bar at the top of the screen to view 

different dashboards.  

 
 OR hover with the mouse on Dashboards to display the dashboard categories on the left-

hand side and the content of the dashboard category on the right-hand side of the screen.  
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 Click on one of the Dashboard, on the right hand side, that you want to view. 

 You can change between Tile view and User View by clicking on the Tile view button in the 

top right-hand corner. 

  
 

 

 

UP Planning Dashboards  
The UP Planning Dashboard category displays the Home page, HEMIS Indicators, UP Executive 

Summary and UP Financials. (UP Financial Dashboard is only open to selective staff members.)  

  

 Click on HEMIS Indicators to view the dashboard details. Note the different Related Reports 

on the left hand side.  

 The Indicator definitions are available under the related reports in the Hemis Indicator 

Description box.  

 Click on HEMIS Faculty Indicators related report 

 Select the required Years, Faculty and/or Department and click on View Report 
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 Click on the + sign to drill down to Faculty and Department 

 
 Click on the Indicator to view the Numerator and Denominator 

 
 

 Click on the blue arrow to go back  
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 If you have drilled down to Faculty or Department, you can also click on the Faculty or 

Department to see the numerator and denominator. 

 

 

 
 

UP Students Dashboard  
 Click on Dashboards and then UP Students category on the left-hand side of the screen. 

 A list of UP Students dashboard appears on the right-hand side of the screen.  

 

 

 

 

 

 

 

 

 

 

 

  

 Click on the UP Student Registrations dashboard.  
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 You can change the dashboard parameters by clicking on the filter bar 

 
 

 Choose the years you want to see and/or a faculty 

 Click on Apply 

 The dashboard will display only the information that you have filtered on. 

 
 Your filters will be displayed in the filter bar 
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 You can take a photo of the graphs or export the information in a table by clicking on the 

Tools button on the dashboard. 

 
 

 Some of the tables can drill down to another level by clicking on the down arrow. 

 
 

  Click on Take screenshot of the dashboard.  

  A UP Student Registrations.jpeg file will be displayed at the bottom left-hand side of the 

screen  

  Open the picture file to view the information.  
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HEDA Reporting  
Related Reports are related to the Dashboard information and are published on the left-hand side 

under the heading Related Reports. Click on the link to open these reports.   

 

The descriptions on the left-hand side underneath the Related Reports gives a very useful 

description of the terminology used in these reports.  

  

 

 
 

Create Pivot Table Reports  
 

Student Headcounts per Year 

 

 Navigate to the UP Student Registration Dashboard 

 Under related reports click on “Student Headcounts per Year” 

 Select the correct filters for your report. 

o Click on the down arrow then click on the value you want to filter on for example 

‘Teaching Mode’  



INSTITUTIONAL RESEARCH AND ANALYTICS  
PowerHEDA Training Guide     

May 2024           Page 13 of 27 

 
o Now click on the filter value “All” to filter your information. 

o Tick the value that you want to filter on, for example ‘Contact’ 

o Click on Save 

 If you want to remove a filter just click on the X on the left hand side of the filter name 

 
 Data Fields are all the available fields that can be used in a report.  You can change this 

report to show the information that you want. 

 Click on the ‘+’ sign in the Data field box to see all the fields you can use in your report. 
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 Choose a field you want to see in your report and drag it into the report. 

 
 

 If you want to remove, some of the fields in your report just drag it to the Data Field list. 
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 Click on the down arrow to drill down to the next level. 

 
 Changing or Adding a measure  

o Drag the measure you want into the report or drag a measure out if you do not want 

to see both measures 

 
 Save or Export your report  

o If you want to save your report to PDF or to Export it to Excel you can click on one of 

these buttons. 
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Create Reports with Own Selection  
 

Student Registrations per own selection 

 Navigate to the UP Student Registration Dashboard 

 Under related reports click on “Student Registrations per own selection” 

 
 Change the report according to your needs 

o Rows - are used to group your information (per Faculty, Department and Academic Plan) 

o Columns -  choose what you want to show in the columns (e.g. Teaching Mode) 

o Measures – what will be counted or calculated.  (Headcounts or Qualification count) 

o Filters – Filter the information to see only a specific Year or Department for example. 

 
 Click on View Report in the Right hand corner to see the information according to your 

selection and filters. 
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 The report will look like this. 

 
 Export your report to save it on your PC 

o Click on the export button, just below the parameters and choose one of the formats 

you want to save your report. 
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 The downloaded Report will show on the left-hand corner of your screen.  If you click on the 

download, it will open in the format you have selected to export. 

 This document can now be saved on your PC. 

 

 

Reports with Filter options  
 

 

Student Registrations per Race Group and Gender 

 Navigate to the UP Student Registration Dashboard 

 Under related reports click on “Student Registrations per Race Group and Gender” 

 Choose the correct filters to get the information that you need. 

o Click on the Filter down-arrow and select the field you want to filter on.  

 
 Click on Filter Values and select the value to filter. 

 
 

 After you have selected all your filters, click on View Report on the Top Right-hand corner. 

 
 



INSTITUTIONAL RESEARCH AND ANALYTICS  
PowerHEDA Training Guide     

May 2024           Page 19 of 27 

 Your report will look like this. 

 Note that your Filters will show under Report Filters on the report. 

 
 

 

 

UP Cohort Analysis  
A cohort is a group of people who share common characteristics over a certain period of time. At 

UP a group of students who started in 2017 is referred to as a cohort. All of the students registered 

in the same year – and this is their commonality. You can compare cohorts over a period of time. 

Students who registered in 2016 and students who registered in 2017.  

Student Qualification Type Cohort  
• Click on Dashboards on the navigation pane at the top of the screen.  

• On the left-hand side of the screen click on UP Cohort Analysis.  

• A list of dashboards will be displayed on the right-hand side of the screen.  

 
• Click on Institutional Cohort Analysis.  

• Under Cohort Analysis descriptions read the explaining descriptions.   

• Under Related Reports click on the UP Cohort Statistics – Management Overview – Student 

Qualification Type Cohort link.   
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• Select the correct filters and then click on the View Report button.  

• The report at the bottom section of the screen will be updated.  

• Click on the drop down arrow of Cohort Year to choose the year the students enrolled  

• Click on the drop down arrow of Number of Tracking Years to indicate the number of years you 

want to track the students.  

• Groups are used to group information (per Academic Plan or per Department).  

• Filters allows users to filter the information to see only a specific Department or a specific 

Academic Plan.  
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Exercises  
You are appointed as a manager in the Faculty Economic and Management Science  Business 

Management department. The Dean of the faculty often requires management information reports 

regarding undergraduate, graduate headcounts, exam stats for the department, undergraduate 

cohort statistics and admissions per academic plan.   

  

Use the PowerHEDA system and compile the following reports.   

Exercise One  
 Undergraduate contact student headcounts for EMS  Business Management department 

per Year. You can use any of the following options:   

o Student Headcounts per Year 

o Student Registrations per own selection 

 In the report you need to use 3 filters, one to display only EMS, another filter to display only 

Business Management, then a filter for Undergraduate and a filter for Contact students 

 Click on the Export drop down menu button and export the result as a Microsoft Excel file.  

Exercise Two  
 UG Module Exam stats for Humanities  English from the UG Contact Student Success 

Dashboard 

 You can use the following option:  UG Module Exam Stats 

 In the report use a filter to display only Humanities and another filter for the English 

Department 

Exercise Three  
 2017 Undergraduate First Time Entering Cohort statistics for EBIT per academic plan.  

 

Exercise Four  
 New Undergraduate Admissions with Targets for 2021 
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Results - Reports  
Exercise 1.1: Headcounts per Year   

  

Hints:  

• Click on Dashboards.  

• Click on the UP Students   

• Click on UP Student Registrations.  

• Under Related Reports click on Headcount per Year.  

• It is important to read and understand the student registration descriptions. These descriptions 

will help you when you make use of filters and parameters.  

• Drag the filters you want to filter on, in the filter section of the report, and then click on the filter 

values to select the correct options. 

 

 
  

• Export the report to Microsoft Excel. Save and close the workbook.  

o Click on the excel button  

o Choose one of the Title options and click on Export. 
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Exercise 1.2: Student Registrations per own selection  

  

Hints:  

• Click on Dashboards.  

• Click on the UP Students  

• Click on UP Student Registrations.  

• Under Related Reports click on Student Registrations per own selection  

• It is important to read and understand the student registration descriptions. These descriptions 

will help you when you make use of filters and parameters.  

• Select the filters you want to use and choose the correct filter values. 

• Remember: Click on the View button – far right-hand side of screen.  

  

Your parameters will look like this: 
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The Report will look like this: 

 
 

 

Exercise 2: Module Exam Stats for Humanities  English  

  

Hints:  

• Click on Dashboards.  

• Click on the UP Students 

• Click on UG contact Student Success Dashboard.  

• Under Related Reports click on UG Module Exam Stats.  

• It is important to read and understand the student registration descriptions. These descriptions 

will help you when you make use of filters and parameters.  

• Select your filters and then select the correct filter values.  

• Remember: Click on the View button – far right-hand side of screen.  
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This is how your parameters will look like: 

 
This is the report detail: 

  
  

  

Exercise 3:   

2017 Undergraduate First Time Entering Cohort statistics for EBIT per academic plan  

  

Hints:  

• Click on Dashboards.  

• Click on the UP Cohort Analysis Dashboard.  

• Click on Institutional Cohort Analyses.  

• Click on UP Cohort Statistics – Management Overview – Student Qualification Type Grouping 

Cohort.  

• It is important to read and understand the Cohort Analysis descriptions. These descriptions will 

help you when you make use of groups and filters.  
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Your parameters will look like this: 

 
 

The report detail will look like this: 

- Please note that each Academic plan is displayed on its own page. (Note there are 35 pages in 

this report.) 
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Exercise 4: New UG Admissions with targets for 2021 

  

Hints:  

• Click on Dashboards.  

• Click on the UP Applications & Admissions (Daily updates) Dashboard.  

• Under Related Reports click on New UG Admissions with targets.  

• It is important to read and understand the definitions. These definitions will help you when you 

make use of filters and parameters.  

 

The report detail will look like this: 

 
 

 

 

 

 

 

The End  


