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1 Editing Reports 

1.1 Edit Report Settings 

The  Primary Dashboard contains a list of queries, reports and dashboards that have been 

saved by you or others in the district or school. When in Edit mode you can modify the settings 

of an existing report and save the changes in the Report Library. 

 From the default Dashboard Home Page, click the  Primary Dashboard icon. 

 

 

Figure 1-1 

 Expand  the Report Library panel. 
 

 

Figure 1-2 
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 A toolbar and two folders will display: 
 

 

Figure 1-3 

 Collapse This Panel 

 Organize Report Library 

 Expand Report Library 

 Collapse Report Library 
 Shared Library 
 Personal Library 

 

 Click the  Organize Report Library icon 

 Click the Shared Library drop-down arrow . 

 Click a report name. 

 The  Edit Saved Report and  Delete Saved Report icon options display. 

 
 

 

 

Figure 1-4 

 Click Edit Saved Report.  
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 The Edit <Report Name> pop-up window displays. 

 

 

Figure 1-5 

 Edit the settings. 

 Click the Save (Replace) or the Cancel button. 

 

 
Figure 1-6 
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1.2 Editing Static and Dynamic Reports 
You can change the subject, specify different report parameters, select other assessments, and 
change the way the report displays.   

To modify a dynamic or static report: 

 In the Report Library pane, select a   dynamic or  static report to display in the 

Dashboard. 

 

Figure 1-7 

 Click the Query Controls icon  on the Chart Controls toolbar. 

 

 

Figure 1-8 
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 The query controls will display the following report options: Query selection, Test 

Parameters, Student Group Parameters, Proficiency Profile, Disaggregator, Assessments, 

and Learning Standards used to generate the report. 

 

 

Figure 1-9 

 Specify new report criteria, if necessary. 

 Click  Get Assessments. 

 

 

Figure 1-10 
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 Specify the new learning standards, if required. 

 

 

Figure 1-11 

 Click the Generate Report icon to create the newly modified report. 
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2 Deleting Reports 

2.1 Deleting Reports 

 In Edit mode, click a report name in the Report Library. 

 The  Edit Saved Report and  Delete Saved Report icon options display. 

 

 

Figure 2-1 

 Click Delete Saved Report.  

 The delete Confirmation pop-up window displays with a Yes or No option. 

 

 

Figure 2-2 

 Click the appropriate button. 

When you are finished organizing your Report Library, click  to exit the edit mode. The  

 Organize Report Library icon and Report Library panel will display in their default view. (See 

Figure 1-3) 

 


