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1 Working with Folders

1.1 Accessing the Library Folders

flld
The I@‘ Primary Dashboard contains a list of queries, reports and dashboards that have been

saved by you or others in the district or school. These reports are saved either in your own

folders

(_1 Personal Library) or in public folders (_1 Shared Library). When in Edit mode you can

organize your folders by adding, editing or deleting a folder.

You must first access the Primary Dashboard from the Home Page:
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= Click (L Primary Dashboard.
.
» Expand the Report Library panel.
it (:l :h”l“ﬁ_ ? |
Primary Dashboard ENEY --ﬁgOnefine School
B
Expand This Panel
Figure 1-2
iijlPage Pearson Inform 5.1 Education Intelligenceiéﬁ"ﬂlnfcrm

Copyright © 2009 Pearson Education, Inc. or its affiliate(s). All rights reserved. Contact NCS Pearson, Inc., Educational

Assessment, San Antonio, Texas; 1-800-228-0752.



» Atoolbar and two folders will display:

b [ ] Shared Library

p [ ] Perzonal Library

Figure 1-3
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IH Organize Report Library H Collapse Report Library
1 Shared Library 1 personal Library

Folders can be added, edited or deleted from both the Shared Library and the Personal Library.

= Expand * a selected library to view the saved folders.
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Figure 1-4
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= To begin working with these folders, click H Organize Report Library.

¥ =% Shared Library
; Organize Report Library
L

Figure 1-5

» The icon and panel will change colors to reflect that you are now in edit mode.
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Figure 1-6

1.2 Adding a Folder

To add a folder:

= Click anywhere inside the panel.

= The 28 Add Folder option displays.

¥ [y Shared Library Gﬂ Add Folder
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Figure 1-7
= Click =8 Add Folder.
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= The Add Folder pop-up window displays.

Add Folder
Folder Mame:
School: <Ho Selection> ¥
Classification <Ho Selection> -

I. Add J I. Cancel J

Figure 1-8

= Enter the applicable folder details.

= Click the Add button to save details or Cancel to cancel your actions.

1.3 Editing a Folder

To edit a folder:

= Click on a folder name in the list.

= The Add Folder and '@ Edit Folder options display.

= ] Dashboards

[ A Add Folder garners (ELL) I}»

Edit Fold
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Figure 1-9
= cClick @ Edit Folder.
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» The Edit <Folder Name> pop-up window displays.

Edit Englizsh Language Learners (ELL)

Folder Mame: English Language Learners (ELL)
School: b

Clas=ification v

l Save H Cancel ]

Figure 1-10

= Edit the folder details.

= Click Save or Cancel.

1.4 Deleting a Folder

Deleting shared folders is a security-driven feature of Inform. You may only delete a shared

folder if you were the creator. Personal folders, however, can be deleted at any time.

NOTE: If necessary, add a folder to your Personal Library. (See Section 3.2 Adding a
Folder)

To delete a folder:

=  Click the folder name.
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«  Thel=# Add Folder, 4 Egit Folder and 3 Delete Folder options display.

¥ |y Personal Library

(1| (39 Add Folder
(] Per| (¥ Edit Folder

Iﬁ Delete Folder

Figure 1-11

= Click | Delete Folder.
= The delete Confirmation box displays.

= Click Yes or No.

Delete Student Folder?

Yes Ho

Figure 1-12

= Your folder will update based on your selection.

|
When you are finished organizing your reports, click IE[ to exit the edit mode. The

IH Organize Report Library icon and Report Library panel will display in their default view.
(See Figure 1-3)
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