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Overview 

In 2017, ISS introduced a new business intelligence application – eKPI for capturing and reporting 

departmental performance measures. With the creation of the Strategic Planning & Performance 

Managemennt Division in the Office of Financial Management and Budget, this KPI-focused 

platform was updated to create the County’s Performance Measures Reporting process, which 

started in 2019.   With collaboration between ISS and Strategic Planning & Performance 

Management, eKPI has become truly robust and provides departments the ability to create and 

track internal KPIs deemed important by management, including program workload, relevant 

operating statistics, cost data, and grant reporting requirements. 

eKPI is a vast improvement over the existing SharePoint-based worksheets designed to simplify 

and, in some cases, automate the processes for collecting and reporting the underlying data for 

departmental performance measures.   

The system can interface with other departmental systems and databases to automatically 

extract data for display in an eKPI, and also provides a very intuitive data entry screen for 

manually entering information. Also included in the application is a host of standard and 

customizable KPI Reports to improve performance reporting. 

Additionally, the eKPI application provides a window into the department’s performance through 

simplified data visualizations such as graphs and dashboards. These customizable dashboards 

offer intuitive drill-downs providing instant access to understandable metrics that are intuitive, 

informative, and actionable. 
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Locating the eKPI Application Online 
 

The eKPI application may be found in the County’s main intranet page: 

pbcportal.pbcgov.org.  There is an eKPI tab at the top of the page, as well as on the column titled 

“Quick Links” on the left of the page.  The username and password for eKPI is the same as the 

SIM information used to log into County computers.  However, access to the application for data 

entry must be granted by ISS via a request from the Senior Strategic Planning & Performance 

Analyst in OFMB. 

Detailed information about the County’s overall Strategic Plan, Mission, Vision and six 

Strategic Priorities may be found in the Strategic Planning and Performance Management 

Division’s intranet page: https://pbcportal.pbcgov.org/ofmb/SPPM/default.aspx. 

 

 

 

 

 

Strategic Planning and Performance Management is in the Governmental Center, located at: 

301 North Olive Avenue, 7th Floor, West Palm Beach, FL 33401 

Keith A. Clinkscale, Division Director: kclinkscale@pbcgov.org 

Marcela C. Millett, Sr. Strategic Planning Performance Analyst: mmillett@pbcgov.org  

https://pbcportal.pbcgov.org/ofmb/SPPM/default.aspx
mailto:kclinkscale@pbcgov.org
mailto:mmillett@pbcgov.org
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Login 
1. Click on http://pbc/ekpi 

2. Login with HRIS/SIM user id password 
 

 

Performance Indicator Screen 

Provides listing of all KPIs included in the OFMB Performance Measurement Book. Provides 

departments the ability to create and track internal performance measures deemed important 

by management, including program workload, relevant operating statistics, cost data, and grant 

reporting requirements. 

 

1. Click on KPIs on the menu, the following screen appears 

 

2. Click on “Add New” button at the bottom of the Performance Indicators screen, and 

the “Add New Performance Indicator” Screen appears ( see next page).  

 

http://pbc/ekpi
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3. Click on the “Department Info” button at the bottom of the Performance Indicators 

screen and be directed to a Budget Book Form Search screen to provide access to 

the forms to be completed for the Budget Book.   

  

4. Enter all the required fields marked with an asterisk (*). 

 

5. Choose the Strategic Priority(ies) associated with the KPI, from the list (can be 

multiple), if any: Economic Development, Housing/Homelessness, Environmental 

Protection, Infrastructure, Public Safety, Substance Use and Bahvior Disorders. 

 

 Centralized/Supporting Departments (Administration, Equal Opportunity, ISS, 

Legislative Affairs, Public Affairs, Purchasing) automatically have 

“Centralized/Supporting Department” generated in the Strategic Priority section but 

can choose more options as appropriate per KPI.  

6. Choose how you want to report your KPI (Monthly, Quarterly, and/or Yearly). 
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7. A department and/or division may create as many KPI’s as wanted, but not all KPI’s 

will be reported to Management Team, in Budget Book, or for Performance October. 

8. Mark the KPI “Yes” if you want the new performance indicator to be identified as a 

“top” KPI, or “Key KPI”.  These should be the KPI’s that best showcase a 

department’s success or need for improvement (no limit on how many Key KPI’s) 

created, but a maximum of 10 KPIs are allowed for reporting to the Management 

Team Meeting in May and the Budget Book Report. 

 a.  For the “Print Management Report” you must select one of the frequency  

 options from the drop-down list box (Monthly, Quarterly,  or Yearly). 

 b.  For the “Print Only Key KPI(s) Report” (Scorecard), enter the RAG values for 

 min/max, target, and goal.  Enter a monthly, quarterly, and(or) yearly RAG when 

 reporting for those time intervals.  

 

9. In order to choose Budget Book KPI or Management Report KPI, KPI must be 

chosen as Key KPI first. 

10. If you uncheck Key KPI, it will uncheck Budget Book and Management Report KPI as 

well. 

11. Mark the Budget Book KPI “Yes” if you want the new performance indicator included 

in the “Budget Book.” 

12. Choose the Preferred Trend (Down, Up)

 

13. Click on the “Save” button to save the data. Click on the “Close” 

button to close the pop-up window. 

** RAG numbers should 

go from smallest to largest 

if trend is going up, and 

from largest to smallest if 

trend is going down. 
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Update / Delete  

1. To update/delete the Performance Indicator, click on the dropdown icon under 

“Action”  the following screen appears.  Click the action you wish to perform.  

 

Note: You can update/delete KPI only for current Fiscal Year. For other years, you can only view KPI 

 

2. Click on “Update KPI” and make the changes you want to the KPI. 

 
 

a. Click on “Update” to Update and Save the KPI.  
b. Click on “Scorecard” to view/print a report of this KPI only. 
c. Click on “Close” to close the popup screen. 
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3. Click on “Delete KPI,” and a message is displayed to confirm that you want to delete 

this performance indicator.  

 

a. Click OK, and a “Record deleted” message will appear. 

b. Click Cancel to stop the performance indicator from being deleted.  

Note:  In order to choose Budget Book KPI or Management Report KPI, KPI must be chosen as   

Key KPI. A messge will pop up when you try to select Budget book KPI without selecting Key KPI.

Note: If you uncheck Key KPI, it will also uncheck Budget Book and Management report KPI and 

show you below message:
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Reporting Options: 

Export Report Button  

1. Click on the “Export Report” button or the Excel icon to export 

the data on the screen into an Excel report. 

 

 

Scorecard Button 

 1.  Click on the “Scorecard” button to display and print the Scorecard 

Report for performance indicators displayed.  You will have the option to Cancel, or Select the 

Division Program and one of All Performance Indicators, Management Report, Key Performance 

Indicators, or Budget Book KPIs as shown below:  

 

See an example of a Performance Report (Scorecard) at the end of this guide.   

Note:  The Print Management Report will only print reports for 10 Key KPI’s identified,  along with 

only ONE frequency chosen (Monthly, Quarterly or Yearly).   
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 Budget Book Button  

 1. Click on the “Budget Book” button to display and print the Budget 

Book Report for the Budget-Book-only Performance Indicators displayed.   You will be  able to 

Cancel,  Print the Objectives/Performance Measures or Print Budget Book management report 

as shown below:   
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Performance Measurement Data Sheet 

 
This intuitive data entry screen for manually entering information. The system can interface 
with departmental systems/databases/APIs for automating the processes; for data collection 
and reporting; to automatically extract data for display in an eKPI. 
 

NOTE:  Enter the data in the Performance Measurement Data Sheet before you run the 

Scorecard Report. 

1. Click on Data Entry from the black Menu Ribbon at the top of the screen. 

2. The Performance Measurement Data Sheet displays as shown below. 

 

 

3. The Performance Measure Data Sheet is reported Monthly, Quarterly or Yearly. 

 

4. Enter the Current Value. 

5. The Unit of Measure will automatically be displayed from the KPI but can be 

changed.  

6. Click on the “Save” button to save the data BEFORE inputting the next data value. 

7. NOTE: The green highlighted data uploads in the system via the daily automated 

batch jobs through ISS support. (This input data cannot be changed or updated) 

8. Click on the comment icon  to add comments for a reporting period to report 
any aberrations/deviations (staff shortage, hurricane, etc).  The icon will turn green 
on the data entry page once commentary is saved indicating that comments were 
entered for this KPI.   



Page 11 of 32 

 

 

 

9. Click on the paper clip icon  to add one or more attachments and save.  The 

icon will turn green on the data entry page, indicating that there are attachments 

added to this KPI. 

 

 

NOTE:  If there is a no data entered in the current value, please enter ‘NA’ (not the 

number zero, unless that is the true data value being captured) in the current value 

field before saving any comment or attachment . 

10. Click on the graph icon  to see detail information of that particular 

Performance Measure 
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Scorecard Report 

 

NOTE: All the performance Indicators marked with a key are graphed on the Key PERF 

Report.   Make sure you enter the max, target and goal information on the 

Performance indicator screen. 

 

11. Click on the “Scorecard” button the following popup window appears 

 

12. Click one of the options to print the report 

a.  Click All Performance Indicators to print a complete report of ALL Performance 

Indicators, whether Key KPI’s or not. 

b.  Click Print Management Report to print a Maximum of 10 KPI’s with one chosen 

frequency (Monthly, Quarterly, or Yearly). This is used for the Management Team 

Meeting in May and is associated with supplemental and budgetary requests. 

c.  Click Only Key KPI(s) to print a full report of each of the Key KPI’s along with the 

summary page. 

c. Click Budget Book KPI(s) to print only the KPI(s) chosen for the Budget Book.  

i. This is NOT the Budget Book report that pints in the Budget Book, 

although it looks similar.  The Budget Book Report is printed from the 

“Department Info” page found on the homescreen when first loging into 

eKPI. 

Note: All KPI’s selected for Management Report and Budget Book MUST be selected as Key 

KPI’s.  If the KPI is not important enough to be a top (or Key KPI) for the department, then 

it’s not important enough to be in the Management Report or Budget Book. 
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Sample Report (option “a” on previous page)  
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Example of how Strategic Priority icons appear at top left of Scorecard when selected
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Report  

 

1. Click on Report on the menu, the following screen appears 

 
 

2. Enter the filter you want for your report and then click on the “Search” button 

 

3. The following screen appears  

 

 

4. Click on the graph icon   in the KPI column to see detail information about the 

graph 
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5. Choose “Yes” for  the Trend to see a Trend Analysis chart 

 

6. Click on “Print” if you want to print the detail report. 

 

KPI Dashboard 

NOTE: The graphs on the dashboard will only populate after you entered the data for any of 

the KPIs. Go to Page 4 for steps to enter your KPIs and then set up your graph.   

The KPI dashboard provides a window into the department’s performance through 
simplified data visualizations such as graphs. 
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1. To change the graph click on the customize button on the screen. 

 

2. Choose the chart type from the “Chart Type” dropdown list   

3. Click on the “Save” button to save the chart type. Click on “Close” to go back to the 

graphs 

4. Intuitive drill-downs providing instant access to understandable metrics that are 
intuitive, informative, and actionable.  (Click on any parts of the graph to see the 
details) 
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Email Dashboard 

 

1. Click of the eMail Dashboard from the menu item  

2. The Email dashboard screen appears 

 

3. Enter the person(s) email(s) that you want to share your dashboard 

4. Enter the subject information 

5. Choose the frequency, day and time 

6. Check the checkbox under “Active” to mark which of the recipient you want to share 

your dashboard with logging into the application. 

7. A batch job is run daily to send the link to the recipient(s) email to share your 

dashboard 
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The Budget Book 

Budget Book Form Search: 

1.  Form Type:  Department Summary Screen. (Click from drop-down list will display this page)   

 a.  Click the Add New button to display the Add Department Summary Narrative screen

 as shown below.  The Fiscal Year is auto-populated.  The Title and Narrative fields are    

 required.   

 

  1.  Click Save to display entry into the Department Summary grid (shown above).    

  2.  Click Add New button to continue adding additional Divisions and   

   Summary/Narratives. 

  3.  Click Clear to clear the fields. 

  4.  Click Close to close this window.   

 

  

 

Click on the red 

“Department Info” 

button found at bottom 

of main KPI Performance 

Indicators screen to get 

to Budget Book screen. 
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b.  The Department Summary/Narratives can also be Updated or Deleted by clicking the 

 Action  drop-down list as shown below and selecting either Update Narrative or  

 Delete  Narrative.   

 

 

  

 c.  Click Update Narrative action and the Update Department Summary screen is 

 displayed, as shown below:   

 

 

 

 

 

 

  1.  Make the required changes to the Title and Narrative. 

  2.  Click Save to save the changes in the Department Summary grid. 

  3.  Click Add New to Save the changes you made and continue adding a NEW  

  Summary Narrative.  

  3.  Click Clear to clear both fields and start over. 

  4.  Click Close to close this window.  
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 d.  Click Delete Narrative action, and be prompted to confirm the deletion as shown  

 below: 

  

 

 

 

   

  1.  Click OK to delete. 

  2.  Click Cancel to stop the deletion.   
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2.  Form Type:  Highlight / Emerging Issue List   

    (Click from drop-down list and the following is displayed) 

 a.  Click the Add New button to display the Add Highlights/Emerging Issues screen 

 as shown below.  The Fiscal Year is auto-populated.   

 

 

 

  1.  Select either Highlights and Accomplishments or Emerging Issues. 

   2.  Enter the verbiage in the selected field. 

  3.  Click Save to add to the Highlights/Emerging Issues grid, as shown above.  

  4.  Click Add New to continue adding either Highlights or Emerging-I. 

  5.  Click Clear to clear the fields.  

  6.  Click Close to close this window.  
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 b.  The Highlights and Emerging Issues can also be Updated or Deleted by clicking the 

 Action  drop-down list as shown below and selecting either  

  Update Highlight or Delete Highlight 

  Update Issue or Delete Issue  

 

 c.  Click Update Highlight or Update Emerging-I action and the Update Department 

 Summary screen is displayed as shown below:   

 

 

 

 

  1.  Select and make the required changes to either  

  Highlights and Accomplishments or  Emerging Issues.  

 

  2.  Click Save to Update the Department Summary grid. 

 

  3.  Click Add New to save the changes you made and continue adding a NEW  

  Highlight or Issue.   

  3.  Click Clear to clear the field and start over. 

  4.  Click Close to close this window.  
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 d.  Click Delete Highlight or Delete Emerging-I action, and be prompted to 

 confirm the deletion as shown below: 

  

 

 

 

   

  1.  Click OK to delete. 

  2.  Click Cancel to stop the deletion.   
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3.  Form Type:   Financial Summary  (Click from drop-down list and the following is displayed) 

 a.  Click the Add New button to display the Add Financials screen, as shown below.  The 

 Fiscal Year is auto-populated.  All other data fields are required. 

  1.  Type:  Select from the drop-down list box. 

  2.  Non-Ad Valorem Revenues:  Select from the drop-down list box. 

  3.  FY – Enter the appropriate values for each year. 

  4.  Click Save to add the Financial to the grid display.   

  5.  Click Add New to Save what has been entered then clear the fields for a new  

  entry.   

  6.  Click Clear to clear fields.  

  7.  Click Close to close the window.   

  8.  You can also Update or Delete each record by selecting the corresponding  

  icon in the Action Column.  
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 b.  You can also Update Financials or Delete Financials from the Financial Summary 

 primary screen, as shown below: 

 

  1.  Click Update Financial and be presented with the Update Financials   

 window which is identical to the Add Financials window above.  

  2.  Click Delete Financial and be prompted to confirm the deletion as shown  

  below: 

   

 

 

 

 

   a.  Click OK to delete the record. 

   b.  Click Cancel to stop the deletion.  
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c.  On the Financial Summary page, click the Significant Changes button          

and the following page is displayed:  (The Fiscal Year defaults to current year). 

  1.  Add any appropriate text to describe the Significant Changes affecting this 

   budget cycle.  You can cut and paste into this text box from another source.  

 

  2.  Click Save to add or change the Significant Changes.  A successful message  

  will be  displayed.  Your changes will NOT save if you click the Close  

  button.  

 

  3.  Click Clear to clear all verbiage in the Significant Changes text box.    

  4.  Click Close to close this window.  

  

 

 

 

 

 

 

 

 



Page 30 of 32 

 

4.  Form Type:   Department Summary / Highlights – Emerging Issues  (Combination Form)  

  (Click from drop-down list and the following is displayed) 

  This form is a combination of the Department Summary Form and the  

  Highlights / Emerging Issues Form as described previously.  It provides both sets 

  of information in ONE grid as shown below.  

 a.  Click on Add New and Add Department Summary / Highlight / Emerging Issue  page is 

 displayed as shown below (Department Summary is the default page):  

 

 b.  When selecting Highlight/Emerging Issues from the drop-down box, the 

 following page is displayed (Two options are available in the second drop-down list box: 

 (Highlights & Accomplishments or Emerging Issues – choose one)  
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  1.  Select either Department Summary or Highlight/Emerging Issues from  

  the drop-down list box.  (Department Summary is the default) 

 

  2.  For Highlight/Emerging Issues, there are two options available for selection as  

  noted above – choose one. 

 

  3.  Enter the information associated with either the Summary, Highlight, or  

  Emerging Issue.  

  4.  Click Save to Save the record grid on the previous page. 

  5.  Click + Add New to continue adding either additional summaries, highlights,  

  or emerging issues.  

  

  6.  Click Clear to clear all fields.  

 

  7.  Click Close to close the window.  

 

 c.  Since there are three categories on the combination form 

  (see left side of page below)  

  1.  Department Narrative (Summary) 

  2.  Highlights 

  3.  Emerging Issues   

 You can Update or Delete any of these by selecting the option from the drop-down list 

              (see right side of the page below): 
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5.  Print Budget Book Button  

  

Click the Budget Book button to display the Print options for the Budget Book.  You will have the option 

to print the following:  

 1.  “Form Type Page” displayed on the screen   

 2.  The Budget Book Report.  

 

Performance Measures selected to be printed in the annual Budget Document (informally known 

as the Budget Book) must have an accompanying comment or narrative explaining the 

information provided.  This comment is entered in the main page in the eKPI application in the 

KPI edit drop down menu, under the “BB Comment” item.  


