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Spacer in view mode:

11.4 Removing items

Remove items by clicking on the red trash can at the upper right of the item. Be aware that
because of the “anti-gravity” setting in the dashboard, when you remove an item, the items that
are positioned below the removed item will “rise” upwards.

11.5 Saving the dashboard

When creating or editing a dashboard, changes are only saved when you click SAVE CHANGES

button in the dashboard edit bar at the top of the page. If you don’t want to save your changes,
click the EXIT WITHOUT SAVING button to the upper right. You will then be returned to view
mode with the dashboard you were previously viewing.
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11.6 Editing an existing dashboard

If you have access rights to edit the currently active dashboard, there will be an EDIT button to
the right of the dashboard title in view mode. Click on this button to enter edit mode.

Refer to the above section about creating dashboards for information on adding and removing
items to the dashboard.

11.6.1 Translating dashboard title and description

You can add translations for dashboard title and description while in edit mode. The dialog
provides a list of languages to translate to, and shows the original dashboard title underneath
the name input field.

1. Click on the TRANSLATE button located above the dashboard

2. Select the language you wish to add a translation for.

3. Add the title and/or description, and click SAVE

11.7 Deleting a dashboard

If you have access to delete the dashboard, then there will be a DELETE button located above the
dashboard, when in edit mode. A confirmation dialog will first be displayed to confirm that you
want to delete the dashboard.
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11.8 Viewing a dashboard

When in view mode, you can toggle showing the description, star a dashboard, apply a
dashboard filter, and share the dashboard with other users and groups

To view the description, click on the i button to the right of the title

11.8.1 Starred dashboards

Your starred dashboards are listed first in the list of dashboards. To star a dashboard, click on
the star button to the right of the title. When the star is “filled”, that means the dashboard is
starred. Starring a dashboard only applies to you, not other users.

11.8.2 Filtering a dashboard

To filter the dashboard by organisation unit, click on the FILTER button to the right of the
dashboard title. Select the organisation units you want to apply to the dashboard. This only
affects you, no other users. The only dashboard items that are impacted by the organisation unit
filter are visualization items (pivot table, chart, map) that have their organisation unit configured
to “User org unit”. If you reload the dashboard, the filter will be cleared.
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11.9 Dashboard items with charts, pivot tables and maps

11.9.1 Switching between visualizations

Dashboard items showing charts, pivot tables and maps can be toggled between these
visualizations. Click on the buttons in the upper right corner of the item to toggle between
visualizations.

11.10 Interpretations

You can write interpretations for the chart, pivot table, map, event report, and event chart items.

Click on the interpretations button , and the item will be expanded vertically underneath
to show the interpretations and replies. You can like an interpretation, reply to an interpretation,
and add your own interpretation. You can edit or delete your own interpretations and replies,
and if you have moderator access, you can delete others’ interpretations.

It is possible to format the text with bold, italic by using the Markdown style markers * and _ for 
bold and italic respectively. Keyboard shortcuts are also available: Ctrl/Cmd + B and Ctrl/Cmd + I.
A limited set of smilies is supported and can be used by typing one of the following character
combination: :) :-) :( :-( :+1 :-1. URLs are automatically detected and converted into a clickable link.

11.11 Sharing a dashboard

In order to share a dashboard with user groups, click on the SHARE button to the right of the
dashboard title to display the dashboard sharing settings options. To share the dashboard with
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specific users or user groups, type in the name in the input field to add them to the dashboard
sharing settings

All dashboards have two sharing groups set by default.

• External access (without login)

This option, when selected, provides access to the dashboard as an external resource. This
is useful for when you are creating an external web portal but would like to call
information from a dashboard you have made internally within DHIS2. By default, this
option is not selected.

• Public access (with login)

This option allows the selected dashboard to be pushed to all users within your DHIS2
instance. This can also be hidden from public view by selecting the “None” option, which is
the default option for new dashboards.

User groups that have been added manually can be assigned two types of permissions within the
dashboard

• Can view

Provides the user group with view only rights to the dashboard.

• Can edit and view

Allows the user groups to edit the dashboard in addition to viewing it. Editing allows for
altering the layout, resizing and removing items, renaming/deleting the dashboard etc.

You can provide users with the url of the dashboard, allowing them to navigate directly to the
dashboard. To get the dashboard url, just access the dashboard in view mode, and copy the
browser url. For example, the url to the Antenatal Care dashboard in play.dhis2.org/demo is:

11 Managing dashboards 11.11 Sharing a dashboard

140



https://play.dhis2.org/demo/dhis-web-dashboard/#/nghVC4wtyzi
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12 Messaging

12.1 About messages and feedback messages

Within DHIS2 you can send messages and feedback messages to users, user groups and
organisation units. When you send a feedback message, it is routed to a particular user group
called the feedback recipient group. If you are a member of this user group, you have access to
feedback handling tools. You can, for example, set the status of an incoming feedback to
“Pending” while you are waiting for information.

In addition to the user-to-user and feedback messages, depending on your configuration the
system will also send you system-generated messages. These messages could be triggered by
different events, including system or background job failures and validation analysis results.
Feedback handling tools are also available for validation results and the priority will be set to the
importance of the validation rule violated.

To visit the app click message icon in header bar or find the Messaging app in the app search
box.

Note

Messages and feedback messages are not sent to users’ e-mail addresses,
the messages only appear within DHIS2.

With 2.30 we introduced a new messaging app which offers a richer
messaging experience. Specifically:

• Switch between list view and compact view by clicking the icon in the
top right corner. 

◦ The list view is simplistic and gives a good overview of all
messages and is especially suited for feedback and validation
messages.

◦ The compact view is a modern way of view messages where the
user has more information in one view, hence viewing and
replying several messages is easier.

The first screenshot in this section displays list view, while the
screenshot in section Read a message displays the compact view.
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• A new search field is added which enables the user to search for
messages. The search filters messages on different message
attributes; subject, text and senders. This implies that you are able to
narrow down the message conversation list by entering a search.

• A auto refresh feature is added so that the app fetches new
messages at a set interval, every 5 minutes. This feature is disabled
by default.

• For every message conversation you are able to add participants to
the conversation. This is very useful if you want input on that
particular conversation or if someone should also see the
information. It is not possible to delete participants from a
conversation.

12.2 Create a message

1. Click Compose.

2. Define who you want to receive the message. You can send a message to organisation
units, users and user groups.

◦ In the To field you can search for organisation units, users and user groups and
select the wished recipients.

3. Type a subject and a message.

4. Click Send.
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12.3 Read a message

1. Select the appropriate message type to the left.

2. Click a message.

If the message is part of a conversation, you will see all messages in this conversation.

12.4 Create a feedback message

1. Follow the steps as for creating a message, only selecting Feedback message instead of
entering recipients.

2. The message will be created as a feedback message and will appear in all of the specified
users’ Ticket folder.

12.5 Attachments

With 2.31 we introduced attachments to messages. When creating or replying to a message
conversation you have the possibility to add attachments. Currently there are no limitations to
type or size of the file.

12.6 Manage validation and feedback messages

Note

You will only see feedback messages and have access to the extended
handling tools if you are a member of the user group that is set up to
handle feedback messages.

With the new app you manage extended tools for tickets and validation
messages through the icon menu which appears when viewing a message
or checking of messages in the conversation list.
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12.6.1 All messages selected

### All messages selected and extended choice picker selected 

You will receive feedback messages to your Ticket folder and validation messages to your 
Validation folder. For feedback and validation messages you have the following options in
addition to the messages options:

Feedback handling tools 

Function Description 

Priority You can mark a feedback/validation message with different priorities: None, 
Low, Medium or High. 

Setting the priority makes it easier to keep track of which feedback message
you need resolved first, and which feedback messages that can wait. 
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Function Description 

Status All feedback/validation messages get the status Open when created. 

To keep track of existing feedback messages, you can change the status to 
Pending, Invalid or Solved. 

You can filter feedback/validation messages based on their status with the
two drop down menus in the internal header bar. 

Assigned

to 
You can assign a feedback message to any member of the user group that is
set up to handle feedback messages. 

You can assign a validation message to any user in the system. 

- means that you haven’t assigned a user to the feedback message. 

Internal

reply 
When you work in a feedback handling team you might want to discuss the
feedback before sending an answer to the sender. You can keep this
discussion in the same message conversation as the feedback itself. 

To send a reply that within the feedback handling user group, click INTERNAL

REPLY. 

12.7 Configure feedback message function

To configure the feedback message function, you must:

1. Create a user group (for example “Feedback message recipients”) that contains all the
users who should receive feedback messages.

2. Open the System Settings app and click General > Feedback recipients and select the user
group you created in the previous step.
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13 Set user account preferences

In User settings, you can change the display language of DHIS2 and the language of the database.
The database language is the translated content of the metadata, such as data elements and
indicators. You can also choose a display style, and enable or disable SMS and email notifications.
If you wish to, you can choose to display a short name, such as “Joe” in the analysis modules,
rather than your full name.

In User profile, you can add personal information to your profile such as your email address,
mobile phone number, date of birth, profile picture and more. When you send messages, the
person receiving the message can see these profile details. You can also provide account names
for various direct messaging services, which will be used by the system.

In Account settings, you can reset your password and setup 2-Factor authentication. Setting up 2-
Factor authentication will require you to download the Google Authenticator app on you mobile
device.

In the View full profile section, you find a summary of your profile details. This section includes a
few fields that you cannot edit yourself, such as user roles and user organisation units.

In the About DHIS2 section, you find a list of details about the DHIS2 instance.
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