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Overview

Iintroduction

A bookmark saves your filter selections in an app/module, so the next time you want to retrieve those
same filters, you can simply select your bookmark. It is highly recommended you create bookmarks
for your most commonly selected filters. Bookmarks are easy to create and save you time.

A bookmark can be created to:
e save your selections only (and apply them to any sheet)
e save your selections and take you directly to a specific sheet in an app/module.

A bookmark also provides you the ability to save any layout changes such as, moved columns.
Resources

Check the links below for more information about using bookmarks in UBI Analytics (Qlik Sense®).

e Create a “favorites” list in the UBI Portal

e Creating Bookmarks - Qlik Help

]
— For best results, it is recommended that you use Chrome™ to access UBI Analytics apps.
NOTE
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https://myuva.sharepoint.com/:b:/r/sites/DataGovernance-DataAnalytics/Shared%20Documents/1-Resources/UBI-University%20Business%20Intelligence/4-UBI%20Portal/Create%20Favorites%20list%20in%20UBI%20Portal_QRG.pdf?csf=1&web=1&e=uVXMzN
https://help.qlik.com/en-US/sense/August2022/Subsystems/Hub/Content/Sense_Hub/Bookmarks/create-bookmark.htm
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Bookmarks

Create a Bookmark

Step Action

1. Select the filters you want to save in your bookmark. If you want your bookmark to also take you
to a specific sheet, then go to that sheet as well.
2. . Q Bookmarks v X
Click the Bookmarks button, then click Create new bookmark.
E:llmen!ﬁldtir x 5 [ Bookmarks v&‘shws ~ | & Duplicate
Q, search
¥ Public bookmarks (2)
Enrollment by Major and Minor - duplicated - Degree Level = SP; Term 2018 Fall Census 4/9/2019
0On Open Selections (Census-Enrolled for Credit-On Grounds) 3/26/2020
¥ Community bookmarks (30)
ENU Histerical Enrollment Summary 10/2/2020
ENU Enrollment by Academic Level 10/6/2020
3. Type a name for your bookmark in the Title field. Optionally, add a description.
Create bookmark X
Title
Bookmark
Description (Optionz
Save sheet location
] savelayout @
() save variable state in bockmarks
4, The sheet location is saved by default. If you only want to save your selections and not have
your bookmark be associated with the specific sheet, then clear this option.
Save sheet location _
(] savelayout (@)
[ savevariable state in bookmarks
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Step Action

5. If you’ve made any changes to the layout of the sheet, such as moving column locations and you
want to perserve these changes in your bookmark, then select the Save layout option.
Otherwise, leave this option as is (unselected).

Save sheet location

savelayout (D

[] save variable state in bookmarks

6. If you have a specific variable state that you want to save within your bookmark, like a Minimum
Student Count Size, then select the Save variable state in bookmarks option. Otherwise, leave
this option as is (unselected). This formatting option will apply more often to student and
enroliment information.

Enter a Minimum Student Count Size Save sheet location

This applies to the table below. Actual counts will be
displayed when they are greater than the Minimum Count.
[] savelayout (@

0

B4 Savevariable state in bookmarks
*FERPA Guidance is to show actuol counts = 8 Students .

7. When you're finished selecting your formatting options, click Create.

Create bookmark x

Title

Bookmark

Description (Optiona

Save sheet location

[0 savelayout (O

[C) save variable state in bookmarks

8. Click the green checkmark () or simply click outside the Bookmarks window.

Your bookmark is added to your bookmarks list.

Title

Bookmark
Description @

®©

Location: Major Counts (Duplicated - Full Detail) by Most Used Variables
Layout state: None
Variable state: Saved
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Select a Bookmark

You can select a bookmark to:
e apply the selections in the bookmark and jump to the sheet where the bookmark was created

e only apply the selections from a bookmark to your currently selected sheet

Step Action

1. To select your bookmark, click the Bookmarks button and then select the bookmark.
: ; =
X Erweos X bggmeorr  x jampe x i [ sookmaris v | 3 sheets v | (5 puplcte
Bookmarks Create new bookmark ‘
Q Search

¥ Public bookmarks (2)

Enrollment by Major and Minor - duplicated - Degree Level = SP; Term 2018 Fall Census 4/9/2019
On Open Selections (Census-Enrolled for Credit-On Grounds) 3/26/2020

P Community bookmarks (30)

¥ My bookmarks (5) _
All Majors 11/21/2024
Test Bookmark 11/21/2024
First Generation - UGRAD 11/21/2024
First Gen - UGRAD Trends 11/21/2024
Bookmark 11/21/2024
I
—_ Not all modules will include Public and/or Community bookmarks like seen in the graphic
~ above.
2. To only apply your bookmark selections to a sheet, click the Bookmarks button, then right-click

the bookmark and select Apply selections only.

W My bookmarks (11)

All Majors

est Bopkmark

Apply bookmark

Arch teg

Apply selections only

First Ge|

First Ge| View details

This will apply the selections from the bookmark to the currently selected sheet. That is, if the
bookmark was set up to jump directly to another sheet, it will not take you to that sheet.
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Edit, Update, or Delete a Bookmark and Copy the Selections

You can edit the title and description of a bookmark, update an existing bookmark with the new
current selections, and delete a bookmark you’ve previously created.

You can also copy the selections in your bookmark and paste them into an email or document (e.g.,
export to Excel file). This is especially helpful when sharing a report via an exported Excel spreadsheet
or a link with someone to let them know what selections were used to produce the data in the report.

Step Action

1. . l] Bookmarks v .
Click the Bookmarks button to open the list of bookmarks.
2. Hover your mouse over the Bookmark and click the Details icon.
¥ My bookmarks (5) \
All Majors 11/21/202
Test Bookmark 11/21/2024
First Generation - UGRAD 11/21/2024
First Gen - UGRAD Trends 11/21/2024
Bookmark 11/21/2024
3. Do any of the following:
e Click the Edit button to be able to edit the bookmark title and description.
e Click the Update @ button to update the bookmark with the new current selections in the
Selections Toolbar at the moment of update.
e Click Copy to copy the saved bookmark selections and then paste them in an email or file
(e.g., the export of a report to Excel).
Location: Major Counts (Duplicated - Full Detail) by Most Used Variables
Layout state: None
Variable state: None
<default state>:
Selections: On/Off Grounds Filter, Academic Career, Dataset, Term Desc, Enrollment Filter
Set expression
{=<[On/Off Grounds Filter]={'On-Grounds'},[Academic Career]={' UGRD"},Dataset={'Census'}, - /
[Term Desc]={'2024 Fall,2024 January' 2024 Spring2024 Summer'},[Enrollment Filter]= =
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Step Action

4, Once in Edit mode, do any of the following:

e Update the Title.

e Update the Description.

e Click the Update@ button to update the Bookmark.
e C(Click the Delete button to delete the bookmark.

e Click Copy to copy the saved bookmark selections and then paste them in an email or file
(e.g., the export of a report to Excel).

e When finished editing, click the Stop Editing @ button to save the changes and close it.

¥ My bookmarks (5)

Title \
All Majors

Description

OO0

Location: Major Counts (Duplicated - Full Detail) by Most Used Variables
Layout state: None
Variable state: None

<default state>:
Selections: On/Off Grounds Filter, Academic Career, Dataset, Term Desc, Enrollment Filter
Set expression

{=<[On/Off Grounds Filter]={'On-Grounds'},[Academic Career]={'UGRD'},Dataset={'Census'}, =
[Term Desc]={'2024 Fall'’2024 January', 2024 Springy2024 Summer'},[Enrollment Filter]= o

-~

‘ Copy
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Share Bookmarks
You can share your bookmarks by publishing them. When you publish a bookmark, it will display under

“Community bookmarks” and can be used by others with access to the app/module. You can also
copy the bookmark link and share it with other users once it has been published.

Step Action

1. Click the Bookmarks | [] seokmarks ~ | button to open the list of bookmarks.

2. Under My bookmarks, right-click the bookmark you want to publish and select Publish.

¥ My bookmarks (3)

151 -
Apply bookmark

CH2

Apply selecti I
2101 pply selections only

View details

Copy link /

Publish

Delete

3. Click Publish on the prompt box that displays.

Publish bookmark?

You are about to publish 'ITS Central SpaceCharges' to the 'Workday Journal

Lines' community. Click "Publish" to make the bookmark available to other
users,

Publish

| Cancel

4, The bookmark now displays under the Community bookmarks and can be used by other users.

¥ Community bookmarks (5)
ITS Central SpaceCharges
Bookmark Space Updates
A&S Grants Net Position

EHD OTPS/Wage Review

EHD Gift balances in non-EHD CCs
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Step Action

5. Now that the bookmark has been published, you can also copy the link. Right-click the published

bookmark and select Copy link.

¥ Bookmarks published by me (1)

hTSCr_“ = -

Apply bookmark

¥ My

Apply selections only
CH203

View details
gril3

Copy link

Unpublish

6. Click Copy on the prompt box that displays.

Copy link

| https://qsenseprod.admin.virginia.edu/sense/app/fad194ef-1756-4dc6-30d-9384428a13f2. ‘ Copy

Link will expire if bookmark is unpublished. Copied to clipboard

| [ Openinnewtab |

Paste (Ctrl+v) the link into an e-mail (or other location) to share it with other users.
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