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INFORMATION PORTAL
What is iPortal:  User Perspective
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What is iPortal from the user perspective:

iPortal (short for Information Portal) is a software solution designed to help you find 
information.  It allows you to search for the following items:

• Reports
• Employees
• Offices\Locations
• Matching screens and edit windows.
• Work Lists
• Internet Links

And much more…

iPortal will be an icon located on the desktop of the computer.  Using pass through security, 
each user is connected to iPortal with their Windows login.  The options available in iPortal 
are based on the security assigned to each user and how they choose to personalize the 
main screen.  For this reason, the look and functionality of the application could be 
different for every user.



INFORMATION PORTAL
What is iPortal:  Administrator Perspective

What is iPortal from the Administrator perspective?

iPortal is used for Data Warehouse Management and provides the following:

• The fastest method possible for writing and distributing raw data reports.
• Simple Data Uploads 

• HR Data, Budgeting, and any other data source without a direct link.
• Data Matching

• For example, what GL Code does this Location get summarized into?
• Data Inclusions

• For example, what Region does this Location belong to?
• Data Selectors

• For example, a new product was found.  What type is it? 
• Data Audits

• To make sure your data warehouse stays accurate.  
• For example, are any locations missing a GL code?

• Work Queues
• To organize and track workloads.
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THE MAIN SCREEN
Quick Tour

1. This is the search window.  Just like Google, type in what you are 
looking for here.  Partial words are ok.  Your results are based on the 
security assigned to you, so you may not see everything that others 
do.  

2. This is the Results Area.  What you search for will appear here.  Just 
like on a web page, click on any of the blue highlighted links to access 
the item.

3. This is your Favorites List.  This is custom to the individual, including 
colors and sort order.

4. Menus can also be added to your Favorites list.  These are simply 
ways to categorize some of the items that can be found within 
iPortal.

5. This allows you to search for specific types of information.  As more 
information is added to iPortal, lists can get very big, so this will be 
helpful.

6. This is a helpful menu to show you more options that are available to 
you.  The ability to list all reports or all applications is available here.  

7. This is the employee that is currently logged in.  Security within 
iPortal will be based on the rights of this employee.  You can click 
here to find additional employee information.

8. This is the version of iPortal.  When required, iPortal will update 
automatically with no input needed from you.  You can click here to 
upgrade iPortal when it reads “Patch Available”.
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REPORT BUILDER
The fastest way to distribute data.

STEP 1:  Developer Writes a Stored Procedure

STEP 2:  Create a “Report” in iPortal with a few mouse clicks.
Most entry fields have default values.

While graphs and charts are pretty, there are countless 
requirements for fast access to the raw data.  Don’t have your 
team spending hours formatting rows and columns when 
ultimately you just want the data in Excel.  

The report builder gives your team the tools to deliver data to 
end users in minutes.
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REPORT BUILDER
The fastest way to distribute data.

STEP 4:  The Report is available to find in iPortal for all users with the proper access.

STEP 5:  Users can access the data 
immediately.

Data can be copy\pasted directly 
into Excel or written to a file.

It is not uncommon to have data 
delivered in minutes and put the 
end user in control of accessing 
information on their schedule.  
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INCLUSIONS
Users decide what should be included.

Do you have Regions that contain locations?  Departments that 
contain people?

iPortal allows the creation of Inclusions, which puts the 
management of these lists into the hands of those that know it 
best.  

Define the data on the Left List and the data on the Right List.  
Then define what happens when the arrows are pressed.  

Once setup, end users can manage how data should be 
grouped.
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MATCHES
What data should be matched?

Do you have Payroll Locations that need to be aligned with 
operating locations?  Office Managers that need to be matched 
to Offices?

Create a Match that allows the defining of two data sets and 
how they need to be related.  With the ability to setup 
Ignoring, you can always make sure that ALL matches have 
been completed.

The power to manage data can be placed into the hands of 
your users.  All controlled through security.
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SELECTORS
List data objects that need an action taken.

Do you want specific actions taken based on an identified list of 
items?  Use a Selector to provide custom SQL Actions to be 
taken when an item is selected.  

Selectors can also be used to launch any other iPortal object, 
such as a Report, Inclusion, Table Edit, etc.
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AUDITS
Make sure your data stays clean!

Audits are the key to keeping your data warehouse accurate.

You will spend a lot of time cleaning, matching, aligning, and 
organizing your data.  Make sure it stays that way!

Audits monitor your data to make sure it stays clean.  Use this 
along with Uploads, Inclusions, Matches, and Selectors to let 
users know when the data is wrong, and EXACTLY how to fix it.

This Audit was created to make sure 
that every state has an abbreviation 
assigned to it.  

Instead of relying on a developer to 
fix this problem in the data 
warehouse, let a user fix it by 
sending them an email with 
instructions on how to correct the 
problem!
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AUDITS
Make sure your data stays clean!

When an Audit exception is found, the user 
responsible for correcting the problem is notified with 
an email.  

Complete instructions on how to correct the problem 
are included in the email.

A log of Audits is kept daily to allow management to 
monitor audits that are being completed.

iPortal allows the definition of unlimited audits to 
ensure your data warehouse continues to operate as 
expected.
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WORK QUEUES
Define a work queue for any purpose.

From a fully functional Help Desk, to a call center work list, 
Work Queues can handle it all.

Work Queues are defined however you prefer using Ticket 
Types, Categories and Forms.

A full history is kept for every ticket, and even allows for 
transfers between users and other work queues.
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DATA UPLOADS
Load any information into your Data Warehouse

Would you like to have payroll information in your 
data warehouse, but can’t get a direct data feed?

Use a Data Upload as a method of importing data.

The user will be presented with a screen like this to 
simply paste a spreadsheet.  Full instructions are 
included and can be edited by the user if things 
change. 

This allows a controlled upload of information into the 
system where it can be processed and reported upon.

Use Audits to make sure data is uploaded frequently, 
or that data is not missing!

Administrators can create Uploads quickly and easily 
by simply pasting sample data.
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TABLE EDITS
Allow data to be modified, but with control.
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Table Edits put you in control of user modifications.

Force the use of Drop Downs to fill columns.  
Allow or Prevent:

Inserts
Updates
Deletes

Limit columns that are visible, and columns that can 
be edited.

Group and User level security is available for all iPortal 
objects.



Information Portal
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Questions?


