
Introduction and Overview of USA Performance®

Navigating and Using Reports in Power BI



2

Accessing Power BI for USA Performance®
• Power BI access via USA Performance® Apps Workspace:

https://www.usaperformance.opm.gov    Reports  Power BI (All Reports):

Access roles:

 Agency Admin

 Org Admin User

 Rating Official

 Reviewing Official
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Alternate Access to Power BI

• MicrosoȨ Authenticator app may be required
on an approved phone/device

• Two Factor Authentication may be the default, depending on the agency
• For further assistance, contact your Account Manager or email:  usapHelp@opm.gov 

• Save this bookmark (also available from your Account Manager):  
https://app.powerbigov.us/home?ctid=3ce07c0b-30c5-4bcd-ad92-
238975b649af



USA Performance® Data and Reporting
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Reporting for USA Performance®
• MicrosoȨ Power BI (and Azure) Advantages:

• Cloud-based servicing-fast refresh times

• Wide adoption across multiple platforms
• Interactive reporting (with visualizations)
• Data customization (access to data models)

oPower BI is also used across USA Data®, to include USA Staffing®
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USA Performance® Power BI Data Refresh

• Daily data refreshes ~ 5 AM Eastern Time

• During peak rating season, refreshes 3x daily

• Times and frequency can change according to demand

• Refresh times are fast:  < 1 hour



Microsoft Power BI Service Concepts
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MicrosoȨ Power BI Service:  A Closer Look

Power BI
Service

Report consumer
(business user)

www.

Report viewing and exporting
Analyze data and visuals; download

Sharing and scheduling
Subscribe, share reports, collaborate

For more information, click: What is the Power BI service? | Microsoft Learn
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What is an App? A Workspace? A Report?

ReportWorkspaceApp

A view of a dataset, often 
including visualizations that 

represent different findings and 
insights

A report can include several 
interactive report pages

Examples: Administrative Profile 
report (with 8 report pages)

Environment for sharing and 
creating apps, reports, dataflows 

and models). 

Example: “My Workspace”

A collection of 1 or more reports, 
often with dataset access

Example: Performance 
Management App contains 5 

reports: PAPR Non-SES, PAPR SES, 
Administrative Profile, Performance 

Review Board, eOPF



Navigating Around Power BI Reports
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Power BI Basic Navigation for Consumers

Home
LeȨ panel navigation
Browse
Apps

Apps Page Layout
Sort
View
Filter by keyword

Favoriting
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Post-login home page
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Returning to the landing page (Home)

• Home Icon
• OPM logo in a report
• “Go back” within App
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Browse

• Browse displays recently opened Apps, Favorites, and 
content that has been shared with you

• Browse searches reports, dataflows, semantic models, etc.
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Apps
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Modifying the Apps Page View

• View: List (default)
• Table of data

• View: Gallery
• Larger App icons
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Filtering Apps by keyword
• Searches apps that contain the keyword(s) in the App name
• Results begin to filter as you type
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Favoriting an App
• Used for frequently opened reports
• Adds to Favorites in Browse and on the Home page
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Favoriting an App (continued)



Power BI Report Features and Functionality
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Checklist of Interactive Report features

Report Panel and Report Pages
Zoom
Open Report
Pages within Report
Expand/collapse Pages
Filters and clearing filters
Visual: Focus mode (and Back to 

Report)
Visual: Copy as image
Visual: Export data
Visual: Show as a table

Bookmarking
Make default bookmark view
File, Export, Subscribe
Export limited to 150k rows

File: Print
Export (entire report page)
Subscribe (email)
Subscriptions In Settings
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Report Panel and Report Pages

Main report [e.g. USAP Report – PAPR Non-SES, USAP 
Report-Administrative Profile].  

Report Pages [e.g. Overview, User Profile, etc.].  
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What is a visualization?

Report

For more information, click on Visualization types in Power BI | Microsoft Learn
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Filters
Global filters can be applied at the report or report page level

For more information, click on Filters and highlighting in Power BI | MicrosoȨ Learn
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Filters, continued
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Additional Filtering-Clicking on Visualizations
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App/Report controls
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App/Report controls continued
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Interactive Report: Visual Controls #1

• Copy as image with caption
• Filters and slicers affecting this visual
• Focus mode
• Ellipsis (more options)
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Focus Mode
30
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Interactive Report: Visual Controls #2
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Interactive Report: Export Data



Power BI Report Subscriptions
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What is a Report Subscription?
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Report (standard subscription setup)
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Report (send subscription now)
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Subscribed Report (scheduled email)
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Manage All Subscriptions

For more information, click on troubleshooting Power BI subscriptions | Microsoft Learn

 Settings menu  Settings  Subscriptions Tab



39

In Summary
• usaperformance.opm.gov->Reports

• Click here for URL to Power BI Apps homeage:

• Apps are where it’s at
• Apps->Power BI Reports->Report Pages

• Power BI Reports are interactive
• Visualizations are exportable
• Filtering is dynamic

• Subscribe to receive reports via email
• Submit a Help Desk ticket with any questions, by emailing 

USAPHelp@opm.gov (with “Power BI” in the subject line)


