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Hello and welcome to Tracking 250: Portal Tips and Tricks.  This tutorial will teach you how to complete 

the following tasks in the Tracking Portal: 

 Exporting data to an Excel file 

 Bookmarking specific queries 

 Zooming in and out of a map 

 Quickly changing years in a query 

 Locating data details 

This tutorial builds on skills developed in Tracking 201 and 210.  Let’s get started! 

EXPORTING 
By this point, we have run a query, but we want to create our own charts in Excel.  Let’s export it so I can 

save it on my own computer and make the charts I need.  I’m going to go up to the top right of my 

window and click on the Down Arrow, which is the symbol for downloading.  When I hover over it, it 

says “export data,” so we know we are in the right spot.   
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A box appears that asks me if I want to open or save the file.  Let’s pick Open with Microsoft Excel and 

hit OK. 

 

Our Excel file opens up and has all that table information.   

 

At this point, I could save the Excel file anywhere I’d like on my computer.   
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BOOKMARKING 
Let’s move on to bookmarking.  Let’s say I’m working on a project with my colleague, Jerry.  I have 

created this Milwaukee map, and I don’t want to have to walk Jerry through the steps of getting to this 

screen.  This is the perfect opportunity to use the Bookmark feature.  Here at the top of the screen, 

there is a tiny icon of a ribbon.  When I hover over it, I see it says Bookmark.   

 

When I click it, a box appears with a link inside of it. 
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If I right-click on my mouse, I get a list of options.  I’m going to click Copy Link Location.   

 

Now that I’ve copied the link, I’ll paste it in a new tab just to make sure it worked.   

 

 

Great; that’s what I originally queried!  This link is ready to email to Jerry.   
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ZOOMING IN AND OUT 
Milwaukee has a ton of census tracts and Jerry and I are having a little trouble differentiating them.  

Let’s zoom in to get a better look.  To zoom in, simply click the plus sign (+) to the left of the map. 

 

To zoom back out, click the minus sign (-) to the left of the map.   
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QUICKLY CHANGING YEARS IN A QUERY 
Here’s another helpful feature.  You can change the years shown in the map by rerunning a query.  But if 
you’re interested in keeping everything the same and only want to change the year, you can do it right 
from the chart here to the right.  Simply click on the dots in the chart to change the year reflected in the 
map. 
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DATA DETAILS 
Let’s take a look at data details.  I’m telling my supervisor about how great the Tracking portal is and 

how I got all the childhood lead poisoning info I needed for that project we are working on.  She asks me 

why I had the option to pick 5-10 and greater than 10 micrograms per deciliter option when I was pulling 

the data.  Hmm. Why are there those two options?   

I’m going to look in the data details to see if I can find out more about the data.  To do that, I just need 

to click Find out more information on the dataset, which appears on every page.        
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This page has information on every dataset, but the portal will skip down to the section that relates to 

the data I had queried.  In this case, it’s going to skip down to Childhood Lead Poisoning.  This page has 

tons of information, like what the original data source is and how the data are presented.  I’m in luck!  

There is a note here about how the lead data are categorized. 

 

 

I also know that if I ever have trouble deciphering the data details or have questions about the data, I 

can visit the Tracking website dhs.wisconsin.gov/epht or contact the Tracking Program at 

dhstracking@wi.gov. 

That wraps up Tracking 250: Portal Tips and Tricks.  Be sure to check out our other tutorials to learn 

more about navigating the Tracking portal by visiting dhs.wisconsin.gov/epht and clicking on the 

Training tab.  Happy Tracking! 
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