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This Field Note covers how to: Create a Folder, Share a Folder, Save 
to your Folders, and Access Reports Folders.

Create a Folder

• Click Reports tab
• Click New Folder button in top right corner
• Type in your Folder Label Name
• Click Save button

Share a Folder

*See Video “How to Share Report Folders with other staff” 

1. On left menu under Folders click Created by Me 
2. Locate the Folder name, click dropdown arrow                                      

on far right at end of row
3. Click Share, and Share Folder screen displays

• Share With Users is default setting
4. Type in name to search (select as many names as needed)

5. Choose Access level from dropdown for each name                           
(View, Edit, Manage)

6. Click Share 
7. Click Done 

NOTE: These sharing 
settings apply to all 
subfolders in this folder.

https://vimeo.com/312969949/fca026e28d


1. Open the Report

2. Click the dropdown to the right of the Edit button

3. Click Save As

4. Type in Report Name 
(“Copy of” is default & Report Unique name auto fills)

5. Click Select Folder in right corner

6. Search, or choose from list of All Folders 

(may need to click first, before seeing All Folders option)

7. Choose Folder you would like to save to 
(or use New Folder button, if available) 

8. Click Select Folder button 

9. Click Save button 
• When display returns to “Save Report As” screen

NOTE: To Move a report you created into a different folder:

• Click on Reports tab

• Click the dropdown arrow at the end of the row 

• Select Move

• Choose Folder you are moving report to

• Click Select Folder button

Saving Reports into your Folder
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Accessing Reports Folders

• To navigate the reports folder menus and access commonly used folders, start 
with Reports tab. 

• Scroll down and look for FOLDERS on left menu
• Click All Folders 
• Click on the Reports folder you wish to access

o Note: Field Report Templates contains many commonly used reports
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If you need assistance, please contact Help Desk: helpdesk@sc.younglife.org
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