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Accessing Shared Reports: 
If you create a report that will be run several times in a year, you may want to save the report in Shared 
Reports. Shared Reports are accessed on your dashboard landing page on the horizontal menu: 
 

 
 
Clicking Shared Reports on this menu will bring you to a list of reports you have permission to run. They may 
have been built by you or others. When someone builds a report and saves it to Shared Reports, they set 
permissions for who can run and read the report, edit the report, or delete the report. 
 

 
 
Click the icon next to the report title to access the data. You will only see students you have permission to see. 
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Creating Shared Reports: 
If you create a report that you want others to be able to access more than one time, you can save it in the 
Shared Reports area for you and others to access. 
 
Create your report and copy the URL using the Share icon on the report page.  
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I recommend that you save the URL in a Word document so that you do not lose it in the process. Remember 
that, if you change the report at all, you must grab a new share URL. Also never use the URL in the address 
bar in your browser. 

 
To add the report to the Shared Reports list: 
From your dashboard landing page, select Admin from the vertical menu. 
 
Select Shared Reports Admin. 
 

-  
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On the top right, select Create a new link: 

 
In the pop-up window, fill in the following information: 

• Title:  Be sure to make it something that you will remember. 
• Description: Can leave blank. No one will see this but you. 
• Order: This will default to 100. Change it to a negative number to bring it to the top of your list. The 

larger the negative number, the higher on the list. 
• Type: Use the drop-down menu to select the type of report it is. 
• URL: Past the URL you saved when you made the report. 

Select Save. 
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In the next pop-up window, you will set the permissions for who can run and read the report, edit the report, or 
delete the report.  
 
Select the Permission button. 
 

 
 

In the popup window, enter a group or individual name.  
When the name appears, click the box next to the name and click the OK button. 
 

 



Assessment & Research 
Accessing and Creating Shared Reports 

 
 

Assessment & Research 2023-24 
 

 
Select the level of permissions: 

• Admin level permissions- Allow the person to read, edit, and delete your report. This is not 
recommended. 

• Update level of permissions- Allow the person to edit your report. 
• Read level permissions- Allow people to run and analyze your report for the students permissioned to 

them. 
Select Save. 
 

 
 
Your report should appear on the Shared Reports list. You can test this by clicking on the Shared Reports tab 
on the horizontal menu of your dashboard. 
 
 


