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Power BI Report Consumer 
Training for USA Staffing® Data

Data Resource Center -- developer.usastaffing.gov

https://developer.usastaffing.gov/


Introduction and Overview
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Agenda breakdown

• Introduction

• USA Staffing Data and Reporting

• Concepts of Power BI Service

• Logging in to Power BI Service

• Navigating the Power BI Service
• Paginated Reports

• Interactive Reports



USA Staffing® Data and Reporting



5

Reporting for USA Staffing®
• An ongoing large initiative to move OPM products to a cloud-based 

environment

o Microsoft Power BI (and Azure) was chosen as the platform for USA Staffing® 

reporting and analytics solutions

• Cognos Analytics has limited business intelligence (BI) and limited scaling 

capability

o Enhancements to reporting will be developed with Power BI

o Other options (like Data Interconnections) will be used for integration with other 

services

https://developer.usastaffing.gov/Interconnections/GettingStarted
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Power BI has many advantages

• Cloud-based servicing
ohigh availability, stable, performant

oautomated updating

• Interactive reporting (with visualizations)

• Dynamic filtering on-the-fly

• Data customizing (access to data models)

• Wide adoption (active community, courses, certifications)

Power BI Paginated Reports in a Day | YouTube

https://youtu.be/s6Amctk3Z_g?si=ESD0F-cnXF7yzc76&t=182
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Power BI data refresh expectations

• Data refreshed from USA Staffing at least 3 times per day

o Next refresh begins immediately after the last refresh

o Goal is to have more frequent refreshes



Microsoft Power BI Service Concepts
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Microsoft Power BI: a collection of software products

Power BI
Service

Report consumer
(business user)

www.

Report viewing and exporting
Analyze data and visuals; download

Sharing and scheduling
Subscribe, save views, collaborate

Power BI 
Report 
Builder

Advanced Software
(not discussed here)

What is the Power BI service? | Microsoft Learn

Power 
Apps

www.

Power BI 
Desktop

(incl. Power Query)

Semantic model access
Develop customized reports using datasets

https://learn.microsoft.com/en-us/power-bi/fundamentals/power-bi-service-overview
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What is an App? What is a Workspace? What is a Report?

App Workspace Report

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

Example: Time to Hire App contains 
3 report pages, 1 job aid, and 1 

dataset

An “agency area” to manage raw 
components (reports, dataflows, 
models). This is where Apps are 

made.

A Pro License allows Workspace 
files to be shared with others

Examples: “My Workspace” and 
“TRAINING : OPM - USA Staffing”

A view of a dataset, often 
including visualizations that 

represent different findings and 
insights

A report can include several pages 
of interactive or paginated report 

views

The term “dashboard” is used 
independently in Power BI

Examples: New Hire report (with 3 
report-pages)

https://learn.microsoft.com/en-us/power-bi/consumer/end-user-apps
https://learn.microsoft.com/en-us/power-bi/consumer/end-user-workspaces
https://learn.microsoft.com/en-us/power-bi/consumer/end-user-reports
https://learn.microsoft.com/en-us/power-bi/consumer/end-user-license


Logging in to Power BI

• USA Staffing® Power BI instance
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Login troubleshooting tips and tricks

• If possible, use a separate browser

• If not possible
• Sign out fully, log back in using www.usastaffing.gov
• Clear browser cache

• keyboard combo: Ctrl + Shift + Del

• Exit browser fully, start over

• Bookmark landing page: https://data.usastaffing.gov/ibmcognos/reportinglanding.html 
• Direct URL: https://app.powerbigov.us/home?ctid=3ce07c0b-30c5-4bcd-ad92-238975b649af 

• Job Aids on access: https://developer.usastaffing.gov/Training/PowerBI/JobAids 

• Still having trouble? Submit Help Desk request to troubleshoot further: 
https://developer.usastaffing.gov/Help/SubmitTicket

http://www.usastaffing.gov/
https://data.usastaffing.gov/ibmcognos/reportinglanding.html
https://app.powerbigov.us/home?ctid=3ce07c0b-30c5-4bcd-ad92-238975b649af
https://developer.usastaffing.gov/Training/PowerBI/JobAids
https://developer.usastaffing.gov/Help/SubmitTicket
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Simplest login workflow: USA Staffing route

 https://www.usastaffing.gov  or  https://data.usastaffing.gov/ibmcognos/reportinglanding.html

Access roles:

 Report Only User*

 HR User

 Hiring Manager

 Onboarding User

https://www.usastaffing.gov/
https://data.usastaffing.gov/ibmcognos/reportinglanding.html
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USAS Power BI has two methods of sign-on:
Two-Factor Authentication (2FA) or Certificate-Based Authentication (CBA)

Staffing Org. with
CBA setup

or

Staffing Org. without
CBA

Smart Card with a 
PIN/Passcode

Approval with Microsoft 
Authenticator (2FA)

+ 
Depending on your organization, you may have to set up Microsoft Authenticator on an approved device

Microsoft Entra ID (formerly Azure Active Directory | Microsoft.com

https://www.microsoft.com/en-us/security/business/identity-access/microsoft-entra-id#tabxe413c66c534d40aeb9262b86fe391a94
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Entra ID/CBA Option: Your account is 
prompted for a PIN

Your agency may have additional steps to authenticate before and after Smart Card entry.
Typically, a PIV Card is treated as a “Smart Card” (inserted into hardware for authentication).

Microsoft Entra ID (formerly Azure Active Directory | Microsoft.com

https://www.microsoft.com/en-us/security/business/identity-access/microsoft-entra-id#tabxe413c66c534d40aeb9262b86fe391a94
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Verify you’ve logged in by confirming the OPM Logo is at 
the top of the Power BI Home screen

Your agency may have additional steps to authenticate before and after Smart Card entry
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Accessing USAS Power BI may require MFA
• USA Staffing Power BI Reports are housed within the “connect.opm.gov” 

Azure domain/organization for external end-user consumption

• To keep personnel data secure, the Microsoft Authenticator App needs to be 
setup on a device (like a smartphone) to verify your identity

+ 
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MFA Install the Microsoft Authenticator App
on a federally-approved device

• Install the Microsoft Authenticator app for 2FA:

• For Android OS devices:

• Use Google Play Store to download and install the Authenticator app

• For Apple iOS devices:

• Use the App Store to download and install the Authenticator app

+ 
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Microsoft Authenticator App: Add Account

your.email@your_agency.gov
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Microsoft Authenticator login uses your work account

your.email@your_agency.gov

your.email@your_agency.gov
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Microsoft Authenticator login uses your work account

your.email@your_agency.gov

your.email@your_agency.gov
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If using Microsoft Authenticator, a number is 
requested from your device to verify login

What is Microsoft Entra ID? | Microsoft Learn

https://learn.microsoft.com/en-us/entra/fundamentals/whatis


Accessing standard USA Staffing® Reports
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Post-login experience (do you see this?)



25

Power BI Left Navigation (Home)
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Ways to go back to the landing page (Home)

• Home Icon

• Go Back within an App

• OPM logo at the top of the screen
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Recommended tiles

• Visible on the Homepage

• Customized per user
• Frequently Opened Apps

• Shared content

• Microsoft resources
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Browse

• Browse displays recently opened Apps, Favorites, and 
Shared content

• Browse searches reports, dataflows, semantic models, etc.
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Apps

• Apps displays a list of all Apps and is searchable and sortable

• Sort by Column headers using the arrow icon (Name, 
Publisher, Published, App Type, Version)

• View by List (shown) or Gallery

• Filter by keyword

• Favorite
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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 by keyword

• Search apps that contain the keyword(s) in the App name
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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 Types:
Paginated and Interactive
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Paginated Report type

• Intended for “fits-on-paper” memos/reports

• Effective for viewing a table/spreadsheet

• Offers on-the-fly filtering

• Permits data manipulation (Excel pivoting)

Power BI
Paginated reports offer:
✓ Exporting to Excel
✓ Scheduling
✓ Authoring (dataset access)

When to use Paginated Reports in Power BI | Microsoft Learn

https://learn.microsoft.com/en-us/power-bi/guidance/report-paginated-or-power-bi
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Paginated Report (Parameters)
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Paginated Report (Parameters/Slicing)
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Paginated Report (slicing)



39

Paginated Report (Run/view report)
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Paginated Report (View Report: Loading)
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Paginated Report (search)
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Paginated Report (parameter paste)

The open entry box for Vacancy Number is optional. It can be used to paste in a list of VINs. 

Don’t use commas—use line breaks to separate the VINs. Any text or special characters will 
be ignored.
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Paginated Report (export)
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Paginated Report (subscribe)

Subscribe to paginated reports | Microsoft Learn
Troubleshooting Power BI subscriptions | Microsoft Learn

https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator#subscribe-to-paginated-reports
https://learn.microsoft.com/en-us/power-bi/collaborate-share/service-troubleshoot-subscribe
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Paginated Report (subscribe)

Subscribe to paginated reports | Microsoft Learn
Troubleshooting Power BI subscriptions | Microsoft Learn

https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator#subscribe-to-paginated-reports
https://learn.microsoft.com/en-us/power-bi/collaborate-share/service-troubleshoot-subscribe
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Paginated Report (standard subscription 
setup)
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Paginated Report (send subscription now)
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Paginated Report (scheduled email)

Subscribe to paginated reports | Microsoft Learn
Troubleshooting Power BI subscriptions | Microsoft Learn

https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator#subscribe-to-paginated-reports
https://learn.microsoft.com/en-us/power-bi/collaborate-share/service-troubleshoot-subscribe
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Manage All Subscriptions

Subscribe to paginated reports | Microsoft Learn
Troubleshooting Power BI subscriptions | Microsoft Learn

 Settings menu → Settings → Subscriptions Tab

https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator#subscribe-to-paginated-reports
https://learn.microsoft.com/en-us/power-bi/collaborate-share/service-troubleshoot-subscribe
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Subscribing Others: It’s Complicated
“To create a subscription that includes others, in addition to the requirements 
necessary to create your own subscriptions, you also need:

• “A Pro license with Contributor, Member, or Admin role in that Workspace. You 
know that you have the Contributor, Member, or Admin role in a workspace if 
you're able to edit reports or dashboards in that workspace. Read more 
about roles in workspaces.

• “To be part of the [OPM USA Staffing] organization. B2B guest users can't 
subscribe others, only themselves. For more information, read B2B guest users 
can set up and be subscribed to email subscriptions.

• “If the report isn't hosted in a Premium capacity, as indicated by the diamond 
icon ( ), you can still subscribe others. However, they must also have a Power 
BI Pro license.”

Subscribe to paginated reports | Microsoft Learn
Troubleshooting Power BI subscriptions | Microsoft Learn

https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator#requirements
https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator#requirements
https://learn.microsoft.com/en-us/power-bi/collaborate-share/service-roles-new-workspaces
https://learn.microsoft.com/en-us/power-bi/enterprise/service-admin-azure-ad-b2b
https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator#b2b-guest-users-can-set-up-and-be-subscribed-to-email-subscriptions
https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator#b2b-guest-users-can-set-up-and-be-subscribed-to-email-subscriptions
https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator#subscribe-to-paginated-reports
https://learn.microsoft.com/en-us/power-bi/collaborate-share/service-troubleshoot-subscribe
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Subscribing Others: Rules

Workspace / Area Subscribe 
self?

Subscribe Others 
within Power BI 
Service?

Notes

USA Staffing App
(all standard reports)

Standard reports are deployed as an 
App from a restricted USA Staffing 
Only Workspace.

My Workspace Private workspace

Shared Workspace Area for custom reports and copies of 
USA Staffing reports.

TRAINING Workspace Pro license area only. Designed for 
temporary training files (not a 
permanent workspace).

Subscribe to paginated reports | Microsoft Learn
Troubleshooting Power BI subscriptions | Microsoft Learn

https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator#subscribe-to-paginated-reports
https://learn.microsoft.com/en-us/power-bi/collaborate-share/service-troubleshoot-subscribe


52

Subscribing Others Workaround: Setup 
Outlook Rules

Manage email messages by using rules in Outlook | Microsoft Support
Subscribe to paginated reports | Microsoft Learn

Troubleshooting Power BI subscriptions | Microsoft Learn

https://support.microsoft.com/en-us/office/manage-email-messages-by-using-rules-in-outlook-c24f5dea-9465-4df4-ad17-a50704d66c59#picktab=classic_outlook
https://learn.microsoft.com/en-us/power-bi/collaborate-share/end-user-subscribe?tabs=creator#subscribe-to-paginated-reports
https://learn.microsoft.com/en-us/power-bi/collaborate-share/service-troubleshoot-subscribe
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Interactive Analytics reporting

• A view of a dataset with visualizations 
• Can often be drilled-through

• Designed for quick insights, pattern identification
• Offers on-the-fly filtering and slicing
• Permits data manipulation (Excel pivot, etc)

Power BI
interactive reports offer:
✓ Bookmarking
✓ Exporting to Excel, PDF
✓ Scheduling
✓ Authoring (dataset access)
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What is a visualization?
A visualization (or “visual”) is an object within an interactive report.

Visualizations can be sliced, filtered, highlighted, and setup to be drilled-through.

Report

Visualization types in Power BI | Microsoft Learn

https://learn.microsoft.com/en-us/power-bi/visuals/power-bi-visualization-types-for-reports-and-q-and-a
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Slicer
• A type of data filter that is also a visible on the report itself

Slicer (end user) | Microsoft Learn

https://learn.microsoft.com/en-us/power-bi/consumer/end-user-slicer
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App/Report controls
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Interactive Report: Personal Bookmark
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Interactive Report: Visual controls #1



59

Interactive Report: Visual controls (cont’d)
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Final tips
• We’ll email a copy of this training deck as a PDF

• Use the usastaffing.gov link to get directly to the instance
• “Apps” area is where the standard reports are published

• CBA (Entra ID) login with a Smart Card requires agency collaboration to 
setup

• Paginated reports: Data Definitions are the last page
• Or separate workbook tab in Excel export

• Interactive reports: the USA Staffing User License report is a DRAFT, 
but available for training and practice purposes
• Open bugs/issues with the data

• More apps (reports) coming soon
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Questions, Help, and Feedback

Submit Help Ticket | USA Staffing Data Resource Center

https://developer.usastaffing.gov/Help/SubmitTicket
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Thank you
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