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Accessing and Importing the M3 Global Dashboards

In response to feedback we have received from many of our Insight customers, we at M3 have made the
decision to remove all M3 Global Dashboards from Insight on Friday, January 10, 2020.

Customers will be able to access the M3 Global Dashboards on the M3 Help Portal and import them into
Insight as desired. (As the M3 Global Report Item Groupings will remain intact, any imported M3 Global
Dashboards will function as they always have.)

To access, download, and import the M3 Global Dashboards, please take the following steps:

1) Navigate to the M3 Help Portal at https://help.m3as.com/.

2) Select ‘View Documentation’ from the Help Portal homepage:
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Welcome to the M3 Help Center!

This site is a community resource where users can browse content and events, share tips and tricks, interact through
discussion forums, suggest new ideas, report defects, and get support through our help desk.
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3) Under ‘Sign in using your M3 User ID’, select ‘M3 User ID’:
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4) Enter your M3 user name and password, then select ‘Sign In’:

M3 Accounting + Analytics

Sign in with your organizatianal account

5) Once you have logged in, select ‘Learning’ from the ribbon at the top of the page and ‘Documentation’
from the drop-down menu:
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Customer Help Guides
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Please submit a Case below, |ffor any reason, you are unable 1o submit a case, please email us at TechSuppari@m3as com. Our Cusiomer Support Line & (T70)-257-3347. If you call
the Support Line and are prompied to leave a voicemail, please provide your Contact Information. M3 Usemanme. and a brief detail of your curren Issue.

Once signed in, you can search below for any existing support content of click on the open a new sUpport requestbution.
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6) When the ‘Documentation’ screen opens, select ‘Insight’ from the menu on the left:
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7) When the ‘Insight’ screen opens, select ‘M3 Global Dashboard Templates’:
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Please see links below 1o access dashboard files.
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8) When the ‘M3 Global Dashboard Templates’ screen opens, single-click the dashboard you would like

to download and import:
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9) Notice that the .dash file has been downloaded and saved to the ‘Downloads’ folder (or an alternate
folder that you have selected to house your downloads) on your PC:
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Documents ” Global Dashboards - 1222.19 File folder
@] 5p-DailyReportWidgetLibrary.dash DASH File 265 KB
@] 5P-FinancialSummaryDashboard.dash DASH File 294 KB
@] 5p-GssSummaryDashboard-Hilton.dash DASH File 138 KB
@ SP-LaborAnalysisDashboard.dash DASH File 165 KB
&) 5P-STRMonthlyDashboard.dash DASH File 76 KB
@] 5P-STRWeeklyDashboard.dash DASH File 125 KB
(] 5P-FinancialSummaryFlash.dash DASH File 52 KB
@] 5p-GSsSummaryFlashReport-Hilton.dash DASH File 50 KB
@] 5P-LaborAnalysisFlash.dash DASH File 4TKE
| @] 5P-STRMonthiyFlash.dash DASH File 30KB
| @] 5P-STRWeeklyFlash.dash DASH File 31KB
‘ @] DailyFlash.dash h 12/26/2019 10:18 ..  DASH File 133 KB
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10) To import the .dash file into Insight, navigate to your Insight website, enter your user name and

password, and select ‘Log In’:

Accounting Core

Tene Management

Download our mobile app todayl

12) Navigate to your ‘Downloads’ folder (or the alternate folder that you have selected to house your
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downloads), select the dashboard you wish to import, and single-click ‘Open’:
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13) You may be given the option to ‘Skip’, ‘Duplicate’, or ‘Overwrite’ the dashboard; if so, select
‘Duplicate’ and ‘OK’:

Import Dashboard

Duplicate ~

Skip

Duplicate

Crverwrite

*** NOTE: Selecting ‘Duplicate’ ensures that you import an entirely new copy of the dashboard,
instead of overwriting an existing M3 Global Dashboard that will ultimately be deleted. ***

14) When the ‘Import Dashboard’ box opens, select ‘OK’:

Import Dashboard
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Dazhboard Imporped Successfully!

15) Insight will immediately display the imported dashboard, which will also appear in the ‘Dashboards’
list on the left-hand side of the screen:
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To restore the dashboard’s default filters, single-click ‘Restore my default filters’ in the upper right-
hand corner:

If you see the below error message upon importing the dashboard, single-click the X’ in the upper
right-hand corner and select ‘Restore my default filters’:

*** NOTE: When you import a dashboard, you automatically become the OWNER of that dashboard!
As such, you have the ability to edit and share it as desired. ***

16) Repeat steps 8 - 15 for all M3 Global Dashboards you would like to import.
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