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Guidance for accessing HEE Tableau reporting
services for non-HEE users

Quick links

- Users who don'’t already access HEE Microsoft services should click here (if you aren’t
sure — start here).

- Users who have existing access to HEE Microsoft services (eg Regional Workforce
portals in Sharepoint) should click here.

- For troubleshooting issues, including resetting passwords, click here.

Creating a Microsoftaccountand loggingin

To access HEE’s Tableau reporting services you will need an account that is linked to Microsoft
in order that we can authenticate you.

The step-by-step guides below will explain what you need to do to authenticate your account,
whether you have already connected with our Microsoft directory or have yet to do so.

If you have previously been connected with our Microsoft directory (e.g. through access to a
workforce Sharepoint portal) then you may not have to create a new account — see Logging

into_an existing Microsoft account and accessing Tableau below for a guide on that
process. If you aren’t sure then start at step 1 below.

If you have any questions about logging in please contact dataservice@hee.nhs.uk.

Step 1: Invitation to join

If you are an existing user of HEE’s Tableau services or you have recently requested access for
a particular report you should have been sent an invitation to access applications that looks
something like the below.

Please check your junk mailbox if necessary.

The invitation will have been sent to the email address we have been given as part of your
request or what we already have on your existing HEE Tableau account.

The email address will be sent from invites@microsoft.com.

www.hee.nhs.uk We work with partners to plan, recruit, educate and train the health workforce.
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Health Education England invited you to access applications within their organization inbox = 5

Microsoft Invitations on behalf of Health Education England <invites@microsoft.com= 10:34 (Ahours ago) Y &
to HEE.bulktest4 -

© Please only act on this email if you trust the organization represented below. In rare cases, individuals may receive
fraudulent invitations from bad actors posing as legitimate companies. If you were not expecting this invitation, proceed
with caution

Organization: Health Education England
Domain: hee.nhs.uk

This message was provided by the sender and is not from Microsoft Corporation.

TA Message from
Health Education England:

This is an invite to join HEE workforce reporting (do not delete —
user guide to follow)

If you accept this invitation, you'll be sent to https:/tableau.hee.nhs.uk.

Accept invitation

Rather than clicking ‘accept the invitation’ at the bottom of the email it is recommended
that you right-click and open in a private/incognito window. This is to ensure you are not
signed into any other Microsoft accounts (e.g., personal accounts) when accepting that do not
have access to Tableau.

If you do not have an invitation email try the process Logging into an existing Microsoft
account and accessing Tableau below, and if that doesn’t work contact
dataservice@hee.nhs.uk.

Step 2: Create your account

When you have accepted the invitation you will be invited to create a Microsoft account linked to
your email address.

You will need to choose a password and verify the email using a code send to your inbox. You
may also be asked to prove you are not a bot with a puzzle or test. Finally, it will ask you for
your country and data of birth to finalise the registration. See screenshots below.

If your account is already associated with HEE’s Microsoft services you will be asked to sign in
rather than create an account. Please go to the Logging into an existing Microsoft account
and accessing Tableau guide below for further instructions.
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i. Create account: click next

B® Microsoft

Create account

It looks like you don't have an account with us. We'll
create one for you using tab.test.hee@gmail.com.

i. Create a password for your Microsoft Account

B® Microsoft
< tab.test.hee@gmail.com

Create a password

Enter the password you would like to use with your
account.

Create password

D Show password

Next
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Verify the email: Microsoft will send you an email with a code which you can use to
verify your account. Enter the code in the email into the request box in the browser

(examples below)

Microsoft account

Verify your email address

To finish setting up your Microsoft account, we just need to make sure that this email address is yours.

To verify your email address, use this security code: 1097

If you didn't request this code, you can safely ignore this email. Someone else might have typed your email address by mistake.

Thanks,

The Microsoft account team

B® Microsoft
< tab.test.hee@gmail.com

Verify email

Enter the code we sent to tab.test.hee@gmail.com.

If you didn't get the email, check your junk folder or
try again.

Enter code

D I would like information, tips and offers about
Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

Next
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Solve the puzzle: you will be asked to solve a puzzle to ensure you are not a robot — it
will ask you to choose a particular image from a matrix or input some text. You can

hear a listening version of the test or select a new test using the icons at the bottom
right of the puzzle.

B8 Microsoft

< tab.test.hee@gmail.com

Create account

Please solve the puzzle so we know you're
not a robot.

B® Microsoft

< tab.test.heeexternal@gmail.com

Create account

Pick the cow
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V. You will be asked to provide some basic details on your age and country/region

B® Microsoft

tab.test.hee@gmail.com

How old are you?

Microsoft services have age requirements based on
where you live.

To keep your account in good standing, we require
your date of birth.

Date of birth
1 v January v 1980

Country/region
United Kingdom ~

Next

Vi. Once you have set up and verified your account please sign in, review and accept the
HEE permissions.

B® Microsoft

tab.testhee@gmail.com

Review permissions

H Health Education England hee.nhs.uk

This resource is not shared by Microsoft.

The organisation Health Education England would
like to:

v Signyouin
v/ Read your name, email address and photo

You should only accept if you trust Health Education England.
By accepting, you allow this organisation to access and praocess
your data to create, control and administer an account
according to their policies. Read Health Education England's
privacy statement. Health Education England may log
information about your access. You can remove these
permissions at https://myapps.microsoft.com/hee.nhs.uk

Step 3: Logging into Tableau

When you have registered your account you should be automatically redirected to our Tableau

Server. If not, navigate to https://tableau.hee.nhs.uk. If you are still logged into Microsoft you will
be automatically logged into Tableau.
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If you are not logged in to Microsoft already you may need to log in again:

Health Education England
Sign in

Email address, phone number or Skype

Can't access your account?

Next

% Sign-in options

™ Microsoft
tab.test.hee@gmail.com

Enter password

Password

Forgotten your password?

Email code to tab.testhee@gmail.com

If you have more than one Microsoft account saved on your browser you may be offered a
choice of accounts to sign in with — choose the email account that you have just connected with
which received the email invitation.

It can take alittle time for HEE’s Tableau accounts to synchronise with Microsoft — if the
process above does not log you in please wait a while before trying again.

If you are having trouble logging in try opening an incognito window in your browser, navigate to
https://tableau.hee.nhs.uk and log in as above. See more troubleshooting options below.

Once you are logged in you will see something like this:
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< Q_ Search for views, metrics, workbooks and more \(:«D FAS °
L,

+ 4+

iy Home
{N Home
Y% Favourites
B Foee Your Tableau site — where analytics and your organisation meet
. ot Harness your data. Discover opportunities. Elevate your insights.
«2 Shared with Me
Q Recommendations Start Exploring
Collections

(@) Explore

Favourites and Recents

Click the star icon ¥% toadd a favourite.

Learn Tableau. Free training videos —

You can view what dashboards have been made available to you via the ‘explore’ option on the
left-hand side.

Once you've set up your account and logged in using an incognito browser you can move to
logging in using a standard browser window. If you have any errors please use the
troubleshooting options below.

Logging into an existing Microsoft account and accessing Tableau

If your account is already associated with HEE’s Microsoft Services you will not need to create
another account.

You may still receive an invitation to join a group (see step 1 above) and you can use the
‘accept invitation’ link if so (it is recommended that you right-click and open in a

private/incognito browser to start with).

If you do not receive an invitation email, but you have been given confirmation that you have
been given access then please navigate to https://tableau.hee.nhs.uk and you will be prompted
to enter your email address and password.
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Health Education England
Sign in

Email address, phone number or Skype

Can't access your account?

Next

Cg Sign-in options

B® Microsoft

tab.test.hee@gmail.com

Enter password

Password

Forgotten your password?

Email code to tab.test hee@gmail.com

On entering your password you should be logged into your HEE Tableau account and will see
the below interface:
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< Q_ Search for views, metrics, workbooks and more (:/) JAS a

Home

Your Tableau site — where analytics and your organisation meet

Harness your data. Discover opportunities. Elevate your insights.

Favourites and Recents

Click the star icon 3¢ toadd a favourite.

Learn Tableau. Free training videos

You can view what content has been made available to you via the ‘explore’ option to the left
hand side.

If you

see any errors when trying to log in please use the troubleshooting options below.

Troubleshooting

If you are having trouble logging in, particularly if you have another Microsoft account for your
organisation, try opening an incognito window in your browser (via the settings menu at the top

right),

navigate to https://tableau.hee.nhs.uk and log in as above.

If you see an error relating to invalid username or password resetting cookies in your browser

may h

elp:

For Google Chrome go to the three dots at the top right of your browser, choose

settings > security and privacy > clear browsing data > Select last 7 days on time range >
select Cookies and other site data > clear data

For Microsoft Edge go to the three dots at the top right of your browser, choose settings
> privacy, search and services > clear browsing data > clear browsing data now > Select
last 7 days on time range > select Cookies and other site data > clear now

Other browsers may require a slightly different method

Navigate to https://tableau.hee.nhs.uk and follow the log in instructions.

Clearing the browser cache can also resolve errors

For Google Chrome go to the three dots at the top right of your browser, choose
settings > security and privacy > clear browsing data > select Cached images and files >

clear data
For Microsoft Edge go to the three dots at the top right of your browser, choose settings

> privacy, search and services > clear browsing data > clear browsing data now > select
cached images and files > clear now

Other browsers may require a slightly different method

Close your browser, reopen and log in again.
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Other checks

Check you can log into Microsoft Online with the credentials you have created:
https://myapplications.microsoft.com/.

i E Health Education England My Apps v | /O Search apps leh Q "\TT/"

® Apps view customization is available - You can now customise your Apps view! Organise apps the way you want and hide apps you don't want to see X

Apps v @ & Edit = Listview =-*

Tableau_Server_Prod
uction

You can reset your password by going to your initials at the top right corner and choosing ‘view
my account’. If your account is registered you will see ‘Tableau_Server_Production’ listed
amongst your apps.

Check whether you can log into Tableau: https://tableau.hee.nhs.uk/

If you are still having trouble logging in contact dataservice@hee.nhs.uk.

Reset/change password

You can change your password by logging into https://myapplications.microsoft.com/ with the
credentials you have created, going to your initials at the top right corner and choosing ‘view my
account’. Then you can choose password from the left-hand menu to make a change.

: H gy Ac &
i eshcacon engiana MY Account J

2 overview
Security infe
1 Devices

tom_inkelaar

Security info

Devices

If you do not know or have forgotten your password you can reset it with the below
instructions.
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Open an incognito/InPrivate window on your browser (via the settings menu at the top right-
hand corner) and navigate to https:/tableau.hee.nhs.uk/. When there you will be prompted to fill
in your credentials, but instead please click the 'can't access your account' option.

You'll be taken to an option to choose a work/school or personal account. If you have an
organisational account (e.g NHS.net, Trust) try the former. If it is a personal email address (e.g.
Gmail, Outlook) please use the latter.

[NHS]|

Health Education England

Which type of account do you
need help with?

Work or school account

R Personal account

Back

Follow the instructions on either option to reset your password. If you have any issues please
contact dataservice@hee.nhs.uk.
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