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Training Resources  
 

As a Tableau Desktop license holder, you are responsible for educating yourself regarding best practices using the 
available training resources.  
 

Several training resources are provided below:  

→ TTS Tableau User Guide  

− TTS also offers Tableau Desktop classes which can be accessed via the above link or by going to the Tufts 
Learning Center and searching for Tableau. 

→ Tufts Data Lab Classes 

→ Tableau Website Help  

→ Tableau Website Free Training Videos  

→ Tableau Community  

− A very useful resource and forum to ask questions.  

→ Udemy.com    

− Log in with your Tufts credentials to access content. 
 

Tableau Desktop Version  
 

You should always be on the same version of desktop and server. For example, if the server is version 2022.3.7, you 
should be on some form of Desktop 2022.3.X. The final number (X) in the version is irrelevant. 
 
Please note that Tufts Tableau Server is not always the most recent version available. You can find the current server 
version by clicking the (?) at the top right when logged in and selecting “About Tableau” in the resulting dropdown 
menu. If you are on a higher version of desktop than server, you may experience issues when publishing. If you are on a 
lower version, you may not have all available functionality.  
 

If you have administrative privileges on your laptop, you can upgrade desktop your version here  
If you do not have administrative privileges, you should file a ticket at it@tufts.edu and ask for help upgrading.  
 

Permissions  
 

The content owner (publisher) is responsible for the data permissions (aka privacy settings) on their content.   
 

Permissions can be set at the Site, Folder, Dashboard, and View level. Most publishers will only set permissions at the 
dashboard or view level. If you manage a Project folder on Tableau Server or are a Site Admin you will be able to set 
permissions at higher levels. For information on how permissions work in Tableau please go here  
 

If you need to create a user security group or add a new user to Tableau Server and are not a Site Admin, please file a 
ticket at bi-service@tufts.edu  
 
If you are publishing sensitive data such as financial or health data, please use row level security.  
  

Data Best Practices  
 

→ General Data Privacy & Security Considerations 
o You are responsible for protecting Tufts data and systems and for complying with all related laws and 

regulations and University policies, guidelines, licenses and agreements. You are also expected to 

mailto:dwbi@tufts.edu
https://it.tufts.edu/guides/tableau-desktop
https://tufts.myabsorb.com/
https://tufts.myabsorb.com/
https://sites.tufts.edu/datalab/workshops/
https://www.tableau.com/support/help
https://www.tableau.com/learn/training
https://community.tableau.com/s/
https://www.udemy.com/
https://www.tableau.com/support/releases
mailto:it@tufts.edu
https://help.tableau.com/current/server/en-us/permissions.htm
mailto:bi-service@tufts.edu
https://help.tableau.com/current/server-linux/en-us/rls_options_overview.htm


routinely monitor university communications on policy changes and comply with changes in all 
applicable policies and guidelines. 

o Central Administration and School Administrators must use Tufts owned computers that are managed 
centrally by TTS for accessing and performing Tufts work that involves institutional information. 

o If you must temporarily store data locally on your computer (rather than in the cloud on or the server), 
please permanently delete this data as soon as you are no longer actively using it.  Remember to empty 
your computer Trash and Downloads folder.  

▪ Data stored on your computer (excel files, tableau desktop files) cannot contain Restricted or 
Confidential University data. 

o Please read the below documentation for clarification, paying specific attention to section “6: Data 
Management”. 

▪ https://it.tufts.edu/sites/default/files/uploaded-files/2021-
10/Tufts%20Securely%20Using%20Technology-v2%2020211001.pdf 

→ Refreshing your Data  

− If you are publishing a workbook and scheduling the data to refresh as an extract, please set the refresh 
time to as infrequently as possible to minimize load on the server.  

− If your data source is small and there is a low volume of viewer traffic to your workbook, it is best to keep 
the data source live.  

− When possible, it is always best to do an incremental refresh rather than a complete refresh. This is 
especially true for survey data. More information on refresh types is available here.  

→ Embedded vs External Data Source  

− If more than one workbook uses the same data source, please publish the data source separately and link 
your workbooks to the published data source.  

→ Size & Performance of Content  

− Please do your best to minimize the size of workbooks. If your workbook is 100 MB in size there are likely 
much better and more efficient ways to construct it. 

− One way to do this is to set a filter at the data source extract level if, for example, you only need the current 
semester of data or the past year or data for a certain program.   

− If you have many calculations for KPIs in your workbook, it is preferable to aggregate the data and/or 
calculate the KPIs in the data source. Multiple smaller aggregated data sources are better than one large, 
unwieldy data source.  

− More information on performance can be found here and on streamlining your workbook can be found 
here  

 

Outdated & Unused Content  
 

Tableau Server is an expensive resource used to share active reports, and it is not to be used to store outdated content. 
Any workbook that is no longer necessary or is not actively being shared must be removed from the server. You are 
responsible for removing your obsolete content. 
 

If there are Tableau workbooks you wish to save, you can download them as packaged workbooks (.twbx files) and store 
them in Box.          
 

As a publisher, you are responsible for reassigning or removing your content when you leave your current position.  
 

Tableau Server automatically archives the last 3 versions of each data source & workbook for you. See the screenshots 
below for information on how to revert to previous versions. There is no need to have multiple versions of a workbook 
saved on the server as backups since Tableau is already doing this for you.  

https://it.tufts.edu/sites/default/files/uploaded-files/2021-10/Tufts%20Securely%20Using%20Technology-v2%2020211001.pdf
https://it.tufts.edu/sites/default/files/uploaded-files/2021-10/Tufts%20Securely%20Using%20Technology-v2%2020211001.pdf
https://help.tableau.com/current/pro/desktop/en-us/extracting_refresh.htm
https://help.tableau.com/current/pro/desktop/en-us/performance_tips.htm
https://help.tableau.com/current/pro/desktop/en-us/wbo_streamline.htm
https://help.tableau.com/current/pro/desktop/en-us/save_savework_packagedworkbooks.htm


  
  
 


