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Tip Guide: OneView Reports Module - Advanced Features

After clicking the Reports tab, the Reports module will open up in another tab. 
You will be able to access your Personal collection, as well as Standard reports.

Helpful Tip: All of the data in these reports is pulled directly from your Team.  
The more complete your profiles are, the better your reporting experience will be. 

Click the Reports tab located in the team toolbar to access the Reports Module.
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Tip Guide: ORM Advanced Features - Conditional Formatting

After selecting the report you’d like to 
run, click the gear icon to access 
conditional formatting. This feature 
allows you to add rules to make cells 
within the report change color.

Conditional Formatting: 

1. From the dropdown, select which 
column(s) you would like to be 
affected. 

2. You can refine your results by 
selecting options such as “is equal to,” 
“contains,” and others to filter by a 
specific column value. 

3. Choose the color you’d like to use for 
highlighting the cells. 

4. To highlight the entire row, simply   
toggle this option on. 

5. Select “Add Rule” to apply the 
updates to your report. 

6. When you’ve finished adding rules to  
the cells, click Done.

Click Save to add this customized 
report to your personal collection.1
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Note: Highlights made to the cells will 
not be included in the exported report.

Conditional formatting is a feature that lets you visually highlight data in tables based off of specific 
rules or condition. It is used to mark important patterns, trends, or outliers stand out.
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Tip Guide: ORM Advanced Features - Merging Reports

Merging Reports: This feature lets you combine two or more existing questions (reports), 
based on a shared column, allowing you to view all data points together in a single report.

Next, select Tables and then choose the folder where your report is located.  
Now, select the report.Click New in the upper right-hand corner and then Select Question.
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Tip Guide: ORM Advanced Features - Merging Reports

Select Table, choose the folder where your report is located, 
and then select the report that you would like to join.Click the combine icon to include another report.1
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After selecting the reports you want to merge, choose the 
columns that appear in both reports to ensure proper 
generation. Then, click Visualize to create the report. 

Pro Tip: Select the “Provider ID” column, because this 
column lives within all reports and is a unique ID assigned to 
each profile at the time it was created in OneView.

Tip Guide: ORM Advanced Features - Merging Reports

When combining reports, only the columns from the additional reports will 
be labeled with their source report name, while the first report’s columns will 
remain unchanged.  

Note: The name of the combined report will reflect the reports you’ve 
selected.
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Combining Columns: Select the dropdown option for the 
column you would like to combine.  

After selecting the Combine column, select the additional 
column(s) you’d like to combine.
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Pro Tip: Use the merge column option to create a cleaner 
display and simplify your reports. Example: Merging First 
Name, Last Name and Middle into one column and name it 
“Full Name” 
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If you’d like to separate the data within the combined 
columns, select Separated by and enter the character or 
value you want to use as the separator.
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Select the plus icon to add a combined column. Then 
select the combined column shortcut.
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Combining Columns: Click Show 
Editor in the upper right-hand corner.



Select the columns you’d like to combine and 
then select Visualize to generate your report.
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You can now see the combined 
column within the report.
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Summarize: The Summarize function lets you organize and capture 
your data by specific parameters. For example, you can use it to 
count how many providers hold a particular state license.
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Visualizations: While tables are useful for looking up information or finding specific 
numbers, it's usually easier to see trends and make sense of data using charts.

Click the gear icon next to your selected visualization to access additional 
options, such as changing the color of the displayed data. After completing 
your changes, select Done.
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Tip Guide: ORM Advanced Features - Summarize & Visualizations

Pro Tip: Choose the Map option to display data by state. Hovering 
over a state reveals its values, such as ‘19 State Licenses in California.’



Tip Guide: ORM Advanced Features -Creating a Dashboard 

Creating a Dashboard: Click on the “New” button in the upper 
-righthand corner. Then select “Dashboard” from the dropdown. 

After selecting the “Dashboard” option you will see a popup window 
appear. Add a name and description (optional) for your dashboard. Then 
click “Create” to save the dashboard to your personal collection.

Pro Tip: If you have Curator access, you can share the dashboard you’re 
creating to your Curated Reports folder so your team can access it.  See 
the OV Tip Guide ORM - Curator Access to learn more.

A Dashboard is a collection of multiple visualizations (questions) displayed together in one place. 
Dashboards are a great tool for organizing meaningful data and viewing it efficiently all in one place. 
They allow for customization so you can focus on the insights that matter most and streamline your 
workflow.
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Tip Guide: ORM Advanced Features - Creating a Dashboards

Adding Reports to a Dashboard: Click “Add a saved 
question” or the plus (+) icon to open a list of your 
existing reports. From there, select the reports that you’d 
like to add to your dashboard. Once you’ve finished 
selecting your reports, click Save to ensure they’re added 
to your dashboard.

Pro Tip: Once reports have been added to your dashboard, drag a 
drop to move, resize or align reports as needed.  

Dashboard Use case:  
• Example 1: Create a dashboard that holds all reports and 

visualizations for licensing for your team. View all of those reports at 
the same time on your dashboard.  

• Example 2: Create a dashboard to monitor provider profile 
completeness streamline your internal audit processes.
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Adding New Reports to a Dashboard: After you name and save your 
customized report, a pop-up will appear asking if you’d like to add the 
report to a dashboard. If so, select “Yes please!”  

Next, choose the dashboard where you’d like to save it. Once you’ve made 
your selection, click “Select” to have the report populate on the chosen 
dashboard.
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Tip Guide: ORM Advanced Features - Customizing Dashboards

Customizing Dashboards:  
1. Click the pen icon (edit icon) to make changes to your 

dashboard. 
2. Click the three-dot icon in the upper right-hand corner of 

each report to edit or download that specific report. 
3. Click the “T” icon to add a heading or text box to your 

dashboard. 
4. Use the arrow icon in the bottom right-hand corner of each 

report to adjust its size. 
5. Click “Save” to apply and save your adjustments.  
Note: Drag and drop reports to rearrange their order on the 
dashboard. 

Pro Tip: Double-click a data point to 
view quick filter options for that column.
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Tip Guide: ORM Advanced Features - Pinning Reports & Dashboards

Pinning Reports & 
Dashboards: When 
you’re in your personal 
collection, click the three-
dot icon to the right of the 
report or dashboard 
you’d like to pin.
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Unpinning Reports & Dashboards:  
If you’d like to unpin a report or 
dashboard, click the three-dot icon in 
the upper right-hand corner of the item 
and select “Unpin.”

From the dropdown menu, select “Pin this.” You’ll 
then see your pinned reports and dashboards 
displayed at the top of your personal collection.

Start Here



For additional questions or further training, 
contact the Modio Team: 

Online:  
Live Chat Support 

Email: 
support@modiohealth.com 

Phone: 
844.696.6346  


