
Welcome to a guide explaining how to use your Talkback 2021 dashboard, and how to export areas of interest.



After logging in, you’ll be presented with the dashboard’s welcome page.
On the menu on the left, you can swap between the overall headlines and breakdowns for 
scores in specific areas.
As you move between areas, you may notice large blank sections – don’t be alarmed; the charts 
sometimes take a minute or two to load up and come into view.



2

1

Exporting the report
• There are a few ways you can export 

your results so that you can distribute 
them outside of the dashboard - we 
recommend using PDF, but you can 
also export as an image (JPG) or excel 
(CSV).

• To export the page contents into a 
PDF, click on the export icon at the 
top right corner of the page and 
select the following recommended 
settings, though you are welcome to 
use your preferred settings if you 
wish:

Paper size – A4
Tick ‘no page breaks’
Margin – 0.25
Zoom – 75%
Tick 'hide filters', 'hide header' and 
'hide page list'.
• You can export multiple pages at 

once using the ‘Select pages’ filter.
• You can also choose 'select all' to 

export the whole report.

1. Each of these arrows can be used to expand the sections and allow views of the 
questions asked within. You can open as many sections as you wish.

2. This icon will allow a download of the selected results



On the left, you can see an export of the sections without any expansion. 
On the right, an export with the wellbeing section expanded.



• I can’t see anything?
We know the charts are quite data-intensive and that store and branch wifi is sometimes a little slow, you might 
need to give it a few minutes to load up.

• I don’t have a report?
This probably means you had less than 5 people respond to the survey, so your report is at the next level up.

• I’ve moved and am now the manager of a different team 
Contact us at talkback@coop.co.uk and we can re-align you to the correct team.

• Why can’t I see the comments?
For confidentiality reasons, we’ve limited this view to teams who have 20 or more comments only. If you want to 
see themes for your wider area, you can talk to your manager. We’re reviewing this approach for next year’s survey.

If you’ve got any other queries, please contact us at talkback@coop.co.uk or on the Talkback channel on Yammer.
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