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1 Report Library Overview

The Report Library is an area in Inform 5.1 that holds saved reports and dashboards for easy reuse.

1.1 Reviewing the Report Library Layout

This section will review the standard layout of the Report Library.

)
= Click the [~ Primary Dashboard icon.
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Figure 1-1

» Expand E] the Report Library panel.
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Figure 1-2

= Atoolbar and two folders will display:
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b [ ] Shared Library

p [ ] Perzonal Library

Figure 1-3

.HJ Collapse This Panel H Collapse Report Library
(= : . £ Shared Lib
IH Organize Report Library ared Library

I Personal Library
Expand Report Library

o I Shared Library

0 The Shared Library can contain selections of folders, dashboards, and reports
saved and shared by users.

o Click onthe *!dropdown arrow to view the list of Shared Library reports. An
example of this is shown in Figure 1-4. Since this is a customizable area, your
Shared Library may contain different information, but will be organized in the

same fashion.

¥ [y Shared Library
[ ] Dashbeards

[ ] English Language Learners (ELL)

» (] Gifted and Talented (GT)

Figure 1-4

o Personal Library
0 The Personal Library contains selections of folders, dashboards, and reports
created by the user that is logged in. The items stored in the Personal Library

cannot be viewed by other Pearson Inform users.

[ Personal Library

Figure 1-5

4|Page Pearson Inform 5.1 Education Intelligence ‘ﬁg'nform

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.



2 Organizing Folders in the Report Library

When organizing the folders in the Report Library, you will need to enter into edit mode. Click on

the E Organize Report Library icon to do so. The Report Library area will then turn yellow, to

indicate you are in edit mode.

2.1 Adding a Folder

To add a folder:

= Click anywhere inside the panel.

= The =4 Add Folder option displays.

¥ [y Shared Library

|@ Add Folder
4 ClagsViews Dashbodrd

& Clas=\iews kem Analysis

Figure 2-1

= Click |24 Add Folder.
» The Add Folder pop-up window displays.

Add Folder
Folder Name:;
School: <No Selection> .
Classification <No Selection> -
l Add ] l Cancel
Figure 2-2
alyle PEARSON
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= Click in the Folder Name: text box and type the desired name for the folder.
= Click the drop down arrow for School and select a school name.
= Click on the drop down arrow for Classification, and choose the desired setting for this folder.

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

2.2 Editing a Folder

To edit a folder:

= Click onthe IH Organize Report Library icon.
= Click on a folder name in the list.

= The @ Edit Folder and 8 Add Folder options display.

= ] Dashboards
| 39 Add Folder
L

[(# Edit Folder
» L (GT)

garners (ELL) %

Figure 2-3

- click @ Edit Folder.
» 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 2-4

= Click in the Folder Name: text box and type the desired name for the folder.
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= Click the drop down arrow for School and select a school name.
» Click on the drop down arrow for Classification, and choose the desired setting for this folder.

= Click Save or Cancel.

2.3 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, first add a folder to your Personal Library. (See Section 1.1 Adding a
Folder)

To delete a folder:

= Click onthe IH Organize Report Library icon.

= Click the folder name.

«  Thel#HAdd Folder, (A Egit Folder and 3 Delete Folder options display.

¥ |y Personal Library

(| Add Folder
(] Per| _# Edit Folder

I;a Delete Folder

Figure 2-5
= Click 3 Delete Folder.
= The delete Confirmation box displays.
= Click Yes or No.
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Delete Student Folder?

Yes Ho

Figure 2-6
» Your library will update based on your selection.
A ES
When you are finished organizing your Report Library, click 2= to exit the edit mode. The |H

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

3.1 Adding a Report

The Report Library can be organized according to your preferences. This section will provide the
steps for adding a folder to your library.

= Click the IH Organize Report Library icon.

¥ =% Shared Library

. ‘Organize Report Library
L

Figure 3-1

= The icon and panel will change to yellow to reflect that you are now in edit mode.

¥ [ Shared Library

2= ClassViews Dashboard
# ClazsViews tem Analysis
&' ClassViews Overall Performance Levels

Figure 3-2

= Click on a folder row inside the panel.

= The 58 Add Folder option displays.

¥ [y Shared Library

|[}: Add Folder |
4 ClassViews Dashboard

# Class\iews kem Analysis

Figure 3-3

= Click Z8 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 3-4

= Click in the Folder Name: text box and type the desired name for the folder.
= Click the drop down arrow for School and select a school name.
= Click on the drop down arrow for Classification, and choose the desired setting for this folder.

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

3.2 Editing Report Settings

* Click the *!dropdown arrow for a folder in the list.
» Click a report name.

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

¥ [ =hared Library

st Pmmninm P
¥ [(# Edit Saved Report

Stat
iy tae [?iﬂ Delete Saved Report
[ 1 Moo h ARErAS
Figure 3-5
= Click @Edit saved Report.
—“5. EARSON
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» The Edit <Report Name> pop-up window displays.

Title: | ELL Dashboard

Description: \ELL Drashboard

) Dymaric Repaort () Static Repaort

Access Type Users Context Scope
(=) Perzonal admin001
Shared all Users Pearson School District

] Personal Library

Figure 3-6

= Edit the settings.

= Click the Save (Replace) or Cancel button.

Figure 3-7

3.3 Deleting a Report

= Click areport name.

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

¥ [ Shared Library

Y
¥ [(# Edit Saved Report
& State

(3§ Delete Saved Report
e = Nach

Figure 3-8
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= Click 34 Delete Saved Report.

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

Delate .RTI Dashboard?

Yes No
Figure 3-9
= Click the appropriate button.
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