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Share with users and groups... Viewer v

What is e
U Se r- Leve I Tableau User-Level Filter Off  On
Filtering?

User-level filtering gives you the ability to show viewers
different versions of the same Tableau report. The version of the
report that the viewer sees is based on the filter that is applied.
The filter can be applied to a specific Tableau user or to a group
of users.

User-Level Filtering is used when you need to show different
versions of a report based on specific criteria such as location,
security clearance, position, etc.




e Any user that you intend to add to a user-level filter will
need to have a Tableau user that is associated with a

& Civis Platform account.

Creatmg a e For usersthat do not normally publish reports in

Report Tableau, a report viewer user can be created by any Site

Viewer Admin.

e The Report Viewer will not need access to this Tableau
account. The account is only created because Civis
Platform needs a 1:1 connection with a Tableau
account.

e Userswho already have a Tableau account for
publishing will not need a report viewer account
created for them.




Creating a
Report
Viewer

5.

Connect to the Tableau site you wish
to create the user on.

From the left-hand pane click on fmin

Users
At the top of the screen click Add
Users > New User
Enter in the following information: b 4t
a. Username: Platform Username
b. Displayname: User’s first and
last name
c. Password & Confirmation: n_d(
Password can be randomized
as it should not be shared with
the user.
d. Email: Leave blank
e. SiteRole: Viewer
Click Add User to Save

New User

Username:

Display name:
Password:
Confirm password:
Email (optional):

Site role:

consoleadmin

bbob

Username available

‘ Billy Bob|Test
............... @
Viewer v
Each site role has different capabilities. Learn more

fbf

24t

pO¢

eeq




Why use
groups?

Groups are a great way to
organize the users viewing the
report. You can apply a filter to a
group of people rather thanon a
user-by-user basis.

Examples of the types of groups
you can create

Location

Department

Security Clearance Level
Political Firewall
Internal vs. External
Stakeholders

New Group

Group Name

Illinois Report Viewers

[] Grantrole on signin

Each site role has different capabilities. Learn more




Creating a
Group

From the left-hand pane

click on Groups

At the top of the screen

click Add Group > Local

Group

Enter in the name of the

group, making sure the

name is descriptive of the

intention of the group.

a. Donotselectthe

Grant Role on Sign
In radio button

Click Create to save
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Civis Internal v

Home

Favorites
Recents
Shared with Me

Recommendations

Personal Space
Collections

Explore

Users

Groups

Schedules &

Groups s

Add Group v Select All

+ Name

All Users

(ol Civis
[l Group Filter 1

[}]l User Level Filtering Test Group 1

[ O [

S| User Level Filtering Test Group 2




Adding a
Usertoa
Group

From the left-hand
pane click on Users
Select the radio button
for the user(s) you want
toadd toagroup

From the Actions drop
down select Group
Membership

Choose the group(s)
you want to add the
user(s) to

Click Save
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Group Membership

Add or remove groups assigned to user “Billy Bob Test".

[[] Show only assigned groups

L Search for groups

t Group Members  Minimum site role Grant role on signin
All Users 8
BBob Test Group 0

Site |

View

Sery

Sery

View

Expl

Expl

Expl

Expl




Formal Server Window Help

Signed In to https://tableau.internal.civisanalytics.com (Test Site) >

Order Date...

User-Level worksheet you o M orde ..

1. Navigate to your '+ 7 - Open Workbook..
PR Publish Workbook...
Chosen WorkbOOk Publish Data Source >
(] ows
Applying or create a new oo |
les For Tableau Public § City... ok
one [ Countryegion... [l
t h e 5 Customer ID... 2:5;::0 ES
2. From the Customer Name... m;ma;e: E;

Order Profitable?...

Filt want to apply the : sl Saiee S
I e rs . i Consumer, June 2018 Product Name...
filter to click s Sales: $25,924 Fon
Server > Create S

Row ID...

User Filter > S

v Ship Date...

Select the filter : \/\/ / \/\/JJ Ship Moce..
\/ Ship Status...
you want to apply s M \j\// state...

Sub-Category...

See Tableau documentation for
how to create a filter here.



https://help.tableau.com/current/pro/desktop/en-us/environ_workbooksandsheets_workbooks.htm
https://help.tableau.com/current/pro/desktop/en-us/environ_workbooksandsheets_workbooks.htm
https://help.tableau.com/current/pro/desktop/en-us/publish_userfilters_create.htm
https://help.tableau.com/current/pro/desktop/en-us/publish_userfilters_create.htm

3. Inthe box that comes
up, name your filter .

[ NON User Filter

4. Inthelistontheleft, § \ime vsers e

Applying

SeleCt a user or grou p i User/Group Members for: Guest i
H i 2% All Users Alabama
the Ontheright, selectthe | = S8ber A3 I
User-Level individual member(s) { | mlr— P
ues
) that you want the | |2 testusencyz Sonnsciiai
FI Ite rs & z_civis_platform_4b... Dekiivare
selected user(s) to be & z_civis_platform Sa... Distrct of Columbia
& z_civis_platform_a6... Florida
able tO see & z_civis_platform_dO... Georgia
Idaho
Hlinnis
YOU can SeleCt mU|t|p|e All None Find... Copy From >

users by holding shift

and clicking. = cancel (D




5. Repeat this process
for each user or group | © s

) Po Sample - Superstore Filters A Sales Forecast
A | f and click OK when : olym - || S
. Z e i
PplyIing you're done mapping ™%
abe Customer ID Marks _ $40,000
the users to Values #be  Customer Name ~ Automatic — _‘
> & Location _
. . rder Date o & 3204900
User-Level 6.Find your filterin | . cwrn clor || sm | oo
=T/F  Order Profitgble? 080 3 ~ $0

F i I te rs th € Ieft Data pa ne > & Product Detail Tooltip Path

e =

7.Drag and drop your s semen % sa000

B3 Ship Date

filter in the Filters s Ship Mode 5 i

=be  Ship Status $20,000 /

Shelf @%(Test Filter . /\ \/\/«g

Days to Ship Actu Test Filter (City) $0
Days to Ship Scheduled

Discount $60,000
Praofit

TN




Tableau User-Level Filter Off On

Enabling

USEI"LEVEI 1. Once you have applied your filter and published the report, locate
Filtersin the report in Platform:
Platform 1. Publish tab

2. Click onthe Reports header

3. Filter by report type Tableau and/or the author of the report
2. Click the 3-dot menu and select Share
3. Turnon the Tableau User-Level Filter option
4. Share the report with your intended audience




Additional Sources



https://help.tableau.com/current/pro/desktop/en-us/publish_userfilters_create.htm
https://help.tableau.com/current/pro/desktop/en-us/publish_userfilters_create.htm
https://kb.tableau.com/articles/HowTo/applying-user-filter-sets-to-data-sources
https://kb.tableau.com/articles/HowTo/applying-user-filter-sets-to-data-sources
https://help.tableau.com/current/pro/desktop/en-us/environ_workbooksandsheets_workbooks.htm

