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Instructions on How to Complete 
the Analytics and Comms 
Exercises 
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Exercise to do on your own time  
Creating a message template, a report and charts 
 

1. Please go the Comms Module to create a Message 
Template. Go back to check if the template that you 
created is available in your view. 

2. Please go to the Analytics Module. Search for 
Individual License then run the report for ‘Avg. 
Application Submission Time by Type (90 days)’. 
Export to Excel. 

3. Finally, create two charts on the Analytics Module and 
save them with your initials.  

 
If you need help with this exercise, please attend our 
next 'Ask the Trainer' session.  
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CREATING A MESSAGE TEMPLATE 
 

1. Go into the Comms Module, using the module selector in the right corner of the 
screen. 
 

 
 

 
2. Then go to the Hamburger on the Left side.  
3. Choose Message Template 
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4. Click the “+” sign at the top right of the page. 

 
 

5. This will open a new breadcrumb. 
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6. The template name needs to describe which message you will be automatically 

sending—it doesn’t not become the subject field of the message so you can be 
descriptive and long for everyone in your agency to understand what message it is. If 
you are in Thentia’s Training master, please put your name in front of the document, 
so we can remove it later. 

 

 
 
7. Click Save at the top left and you should see your Template name at the top. 

 

 
 

8. Check to see if the message is in the message template section of the Comms 
module (it’s probably the last item. 
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9. To check if the message is available to your regulatory agency staff, go to the Register 

Module. 
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10. Then go to the Hamburger on the Left side.   
11. Choose Applications from the Hamburger menu 

 
 

12. Open any application. 
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13. Click Messages on the Left Side and open. 
 

 
 

14. Click the “+” sign to open a new message. 
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15. A new page opens and below the message body (you will need to scroll) you will find 
a button. 
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16. Clicking on Message Template will give you a new popup box.  Click the drop down 
and scroll to find your message. 
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17. Choose that message and see if the message displays as you wrote it. 
 

 
 

18. Close without saving. 
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RUN A REPORT 
 

1. Use the module selector (Rubik’s Cube) to go to the Analytics Module 
 

 
 

2. Then go to the hamburger on the left side.  
3. Choose Interactive Query. 
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4. Go to the Search field on the top right of the page and enter “Individual License” then 
click enter. 

 

 
 

5. Double click on the report that has the Avg. Application Submission Time by Type (90 
days). 
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6. Once the report page opens, click on the “run” button (it says execute query if you 
hover). 

 

 
 

7. Information will now appear on the bottom right of your screen. 
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8. To Export to Excel, you will need to click on the paper with the bent corner and x in the 
middle of it. This icon did not become available until you ran the report. You will get a 
notification on your top right that it is downloaded. 

 

 
 

9. Double-click on the downloaded report and Excel should open with the information on 
it. 
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CREATE CHARTS (TO CREATE TWO—FOLLOW THESE 
DIRECTIONS TWICE – CHOOSING A NEW QUERY) 
 

1. Use the module selector (Rubik’s Cube) to go to the Analytics Module 
 

 
 

2. Then go to the hamburger on the left side.  
3. Choose Charting. 
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4. When the charts breadcrumb opens, you will choose the “+” sign at the top left to add 
a new chart. 

 

 
 

5. A New Chart screen will open. 
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6. You will need to fill out the chart. For Name, use your name first and then a description 
of what the name of your chart is. 

7. For the query data source—this is the interactive query (report) that you want the 
chart from. You can use a word in the field to narrow down to the report you want to 
use. 

 

 
 

8. The chart visualization is a drop down, you can choose those that you feel is the 
correct chart for your audience. For this example choose Bar. 
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9. This opens a new part of the chart information on the bottom of the page. X and Y axis 
are now available and prefilled in. The X and Y axis should not stay the same. So leave 
X as reg_city, click the drop down on Y. 

 
 

10. The drop down has two choices. Choose reg_count. 
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11. To run the report, you need to click on the Play button at the top left. Don’t save until 
you check if the chart is what you want to use. 

 

 
 
 

12. When you click the play button, your new chart will appear.  
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13. If you like this chart as is—click the Save icon, but if you prefer to check out some of the 
other possible chart visualisations, click on the black square with the sliders. And it will 
return you to the basic chart page, allowing you to make changes to the visualization. 

 

 
 

14. If you clicked on Save – your name for the chart appears where New Chart is at the 
top of the chart, and you are finished with the first chart.  
 

15. If you clicked on the black slider square, you will be returned to the basic chart page. 
Click on the chart visualization and work through the list of possible charts, changing 
up the X, Y (and sometimes Z values) until you find the chart you want and then Save. 
 

 


