L-Universita
ta' Malta

Using Power Bl Data for Quality

Enhancement

AIMS Office, SIMS Office and Quality Support Unit
Finance Office, Office of the Registrar and Administrative Support

Services

The content of this guide is based on manuals produced by

Microsoft Corporation

The information in this guide is the property of the University of Malta. It may be reproduced and circulated within

the University of Malta. Staff must not disclose or issue this guide in any form to any other party.

© Copyright 2026 - University of Malta
cc dc zf v4 18-02-2026



Table of Contents

1. Introduction to Using Power Bl Data for Quality Enhancement..........cccoccviieeiiiiieecccieee e 4
WAt IS POWET BI? ...ttt et e et e bt e et e e e bt e e s bt e e sabe e e sabeeesabeeesaneeeans 4
AAIMNIS e e a e e s e e e e s a e e s e a e e s e b b e e e s abae s 4
2= o T8 L= 0 0 1= 4
A CEIVITIOS ettt e e e s r e e e e s s e e e e e e e s s e renees 4
(O UL =R T o Lo BT U] o] o Yo APPSR 4
LICENECE AllOCALION .ttt 4
2. Using Power Bl Data for Quality ENhanCemMeNnt .......c.uuveiiiiiiiie e 6
2.0 ACCESSING POWEK Bl s 6
2.2 Activity 1 — Accessing Student Metrics for the Annual Programme Review (APR) .................. 7
2.3 Activity 2 — Accessing the Dashboards.........eeeei i 8
2.3.1 Activity 2.1 = USING FIILEIS coeeieieee ettt e e e s e e s aaa e e e enes 9

2.3.2 Activity 2.2 — USIiNg Drill-TRrOUZN ...t e 10

2.4 ACtiVIty 3 — EXPOITiNg Data . ... s s 11



Figure 1 - Input the UM Email AAreSS.......uuiiiieiiii ettt e s e e s svvee e e e e e e e s sannaaeeeeee e e e snnnes 6

FIgure 2 - UM IT Credentials .......uuieeiee ittt e e e se st e e e e e e e e s s et en e e e e e e e esnnssaannaeeesessnnnnes 7
FIBUre 3 — POWET Bl HOMEPAE. ... 7
Figure 4 — Accessing the Student MEtriCS QPP ..cccvueeeeeciiiie ettt e e s srae e e s aaaeeeenaes 8
Figure 5 —Student Metrics DashbOards .........coocuiiiiiiiiiieiiiiee e e s aae e e e 8
FIBUre 6 — REtENTION IMIEEIICS ... 9
FIGUre 7 — RESETLING FIlLEIS ...nueeiiiieiee ettt e e e e e e e e st e e e e e e e s e s snnanreeeeeaeeesannnes 10
Figure 8 —USIiNg Drill-TRIOUEH ....eeeeeieee et e e e e e e e e e e s e e e e e e e e e eeaanes 11
FIBUIrE O — EXPOIt FUNCEION ..uuutiiiiii s 11
Figure 10 — EXpOrt With @ Title Page c.ccceeeeeeeeeeeee ettt e e e e e e e e e e e e eaenes 12



1. Introduction to Using Power Bl Data for Quality Enhancement

What is Power BI?

Power Bl is a unified, scalable self-service and enterprise business intelligence (Bl) platform. It

enables users to connect to, model and visualise data and easily create personalised reports.

Aims
This manual is designed to explain how Power Bl can be used to access student data more easily
and quickly. This will help FICS retrieve student data using Power Bl for the needs of the Annual

Programme Review (APR) and for internal planning purposes.

Requirements

Users of Power Bl are expected to:
= Have a University of Malta (UM) IT Account;
= Have a Power Bl licence;

= Be familiar with the APR process.

Activities
This manual is based on practical step-by-step activities that will help you master the skills required

to open dashboards, change filters and export data.

Queries and Support
As you work through the activities of this manual you may encounter difficulties. It is suggested that
you follow this procedure to resolve such problems:

a) Work again through the steps indicated in the activity boxes.

b) If issues persist, contact Quality Support Unit (QSU) at quality@um.edu.mt.

Licence Allocation

Power Bl licences acquired by the UM are currently allocated based on designation. A minimum of
two licences are assigned to each FICS: one to the Manager/Officer in Charge and one to the
Dean/Director. Extra licences have been allocated to administrative staff within FICS where deemed
beneficial due to higher number of programmes offered so as to provide further support.

Each FICS is responsible for informing the QSU when an existing licence needs to be transferred to

another member of staff (due to a change in role, termination, etc). Similarly, requests for additional


https://www.um.edu.mt/about/qualityassurance/apr/
https://www.um.edu.mt/about/qualityassurance/apr/
mailto:XXXXXXXXXX@um.edu.mt

licences must be submitted by the FICS to the QSU. Additional licences are allocated on a case-by-

case basis and are subject to availability.

It is recommended that Chairs of Boards of Studies are informed of the designated Power Bl licence
holders within their FICS, who can provide support in accessing and visualising student data relevant

to the programmes offered.



2. Using Power Bl Data for Quality Enhancement

Objectives

By following this manual, users will learn about:

= Retrieving student data;

= Exporting data to assist the academic staff with the annual review of programmes.

2.1 Accessing Power BI

Users need to access the Power Bl homepage https://app.powerbi.com. To sign in, you will be

required to:

a) Enter your UM email address (Figure 1).
b) Input your UM credentials (Figure 2).

c) If prompted, complete two-factor authentication.

| Power BI

Enter your email, we'll check if you need

to create a new account.

Ermail

Figure 1 - Input the UM Email Address


https://app.powerbi.com/

L-Universita
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Requesting IT Support Sign in to UM IT Account

Use the Self-Service Portal to view self-help resources, submit IT requests, Email address or Username
modify, update and track the progress of your requests, and give feedback. ” |

More information
Password

Sign in Problems?

UM IT Account password is only requested at
https://accounts.um.edu.mt/
Make sure to sign out (top right) when done.

Figure 2 - UM IT Credentials

2.2 Activity 1 — Accessing Student Metrics for the Annual Programme Review (APR)

Once logged in, navigate on the left-hand side ribbon to open the UM dashboards used for APR
analysis.

a) Click on Apps (Figure 3).

b) Select Students Metrics app (Figure 4).

| [y ] ﬂf Introdiuscing the Power Bl app in Tears a o with e embe data and take a ect O e 0
-
@ :
e Good morning, N
- Fimnd and share actionable insights to make data-driven decisions
¥
) Recommended
? - - ¥ . - e
':h My veorkzpace Ratertion matricy Annpad Programme Review |

Figure 3 —Power Bl Homepage



Apps

Mame Pubilizhes

Published App type Wersicn Endorsement T

Figure 4 — Accessing the Student Metrics app

2.3 Activity 2 — Accessing the Dashboards

Dashboards are organised on the left-hand side menu under main headers, each marked with an

arrow sign (Figure 5).

Student Admission metrics ‘ Data updated 17/02/26 ~
L4 [ File ~ @ Share v I« Export -
=) Admission Metrics

Student Metrics

&4 Copilot

Student Admission metrics 1 2 5 3 9 6

Graduation metrics

Total Applications

Retention metrics

Academic year

73738

Accepted Applications

Q Search

40 Explore [@ Subscribe 0 Set alert

Total Applications by Academic year

2025/6 1351

2024/5

2023/4 12387

2022/3 11167

2021/2

10750

2020/1 11481

2019/0 10599

2018/9 11219

2017/8

10286

2016/7 9862

2015/6 10129

o

2,000 4,000 6,000 8,000 10,000 12,000 14,00

Figure 5 — Student Metrics Dashboards



Click on a header to access corresponding reports/visuals. For example, Retention metrics -

Suspension/Extension Year (Figure 6).

Retention metrics | Data updated 17/02/26 ~ Q. Search

14 [ File ¥ @ Share v |« Export v @) Explore (@ Subscribe [l Setalert
o Students by Grouped Status on Academic Year/s 2025/6

Student Metrics

[ ] Copilot

!

Student Admission metrics

91
526 (3.62%) (0:63%)

Graduation metrics
Retention metrics

Suspension/Extension Year Grouped Status

Repeat/Withdrawn ® Normal
Withdrawn

Dropout/Course Change

Extension Year
Students by Academic Yea...

® Drop-outs
EU/N-EU ® Not WDR/Drop-out/Course Cha...
R Suspension
Nationalities
® Repeat

® Course Change

13474 (92.75%)

Figure 6 — Retention Metrics

2.3.1 Activity 2.1 — Using Filters

Filters can be found on the right-hand side of the dashboard, where applicable.

Course Name ~

In addition to manually browsing and selecting values, is Bachelor of Arts (Honours) in E...

users can: Filter type
- . . Basic filteri
a) Search for specific values by entering keywords in seic erne -
englizh
the search bar. R eng
] o . Bachelor of Arts (Hono... 3
b) Select multiple values by clicking on the first value,

Bachelor of Arts in Ant... 23
then holding the Shift key and pressing the down [ Bachelor of Arts in Arch.. ‘.-']
arrow key (Figure 7). [ Bachelor of Arts in Cla... 18

[ ] Bachelor of Artsin C.. 138

Figure 7 — Filters



Please note:

Filters only apply to the currently active dashboard and are not automatically carried over between
dashboards (e.g. from Admission to Graduation metrics). They remain active until manually changed
or reset, even after logging out. It is therefore recommended to always reset filters (Figure 8) before

working on a dashboard to ensure that the data reflects the selection intended.

Reset filters, slicers, and other data view changes
you've made,

=, dediln

Filters on all pages
Manth of Entry e

Figure 7 — Resetting Filters

2.3.2 Activity 2.2 — Using Drill-Through

Some visuals support drill-through which allows access to more detailed data.

Availability of drill-through is indicated by a designated icon. N

9

For example, from Applicants’ Location by Region you may drill through to view data by home
address location.

To use drill-through:

a) Right-click on the relevant chart.

b) Select Drill-though from the menu (Figure 9).

10



4 [} File ~ @ Share ~ I« Export v g Explore (@ Subscribe [0 Set alert

P Admission Metrics Students by Geographical R
Student Metrics 62
%4 Copilot 60
Student Admission metrics
Total Applications 50
Total Applications vs Co...
Final Decision 40
Accepted Applications 35 34
Mode of Attendance
30 Copy >
Average Age of Entry Share >
Show data point as a table
Age of Entry Add alert
20 Show as a table
Location - based on Re...
Include
Locations - based on Ho... Doude
10 © il through ?  Locations - based on Home address
Nationality
Applicants’ Nationality b...
0
Gender Northern Harbour Southern Eastern Northern

Figure 8 — Using Drill-Through

2.4 Activity 3 — Exporting Data
For reporting purposes, data can be easily exported in PDF format:

a) Click on the Export button on the top menu.

b) Select PDF (Figure 10).

L 4 [ File ~ @& Share ~ I« Export ~ g Explore [g Subscribe [ Set alert
P Admission Metrics Students by Geographical
Student Metrics & PowerPoint

& PDF
&) Copilot

Student Admission metrics

Total Applications

Total Applications vs Co...

Figure 9 — Export Function



Please note:

Exported visuals do not automatically include details on applied filters, such as academic year or
programme name. To include a title page with key information, ensure that the option “Exclude

hidden report tabs” is unticked in the export dialogue (Figure 11).

Export X

Export with:

35 (@ Current Values

O Default Values

D Exclude hidden report tabs

D Only export current page

Figure 10 — Export with a Title Page
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