
Now that you know how to create custom reports, you might want to view 

previous reports that you’ve run and share them with other educators.

1.  Start by clicking on the “Reports” tab at the top of your screen.

2.  You’ll see that DataDirector lists the  five most recent reports you’ve done 

in the middle of your screen, as shown below.  

Viewing and Sharing Reports
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If you’d like to see all of the reports you have ever run, click on the blue “

all)” text.   To view a report, just click on its name.  

Hint: DataDirector simply reruns the report.  This means that your search 

criteria are saved, but the set of students you are searching through is not. 

Therefore, if you have access to multiple school sites, make sure you are in the 

same school that you previously ran the report in if you want the same results. 

3. Sharing a report is exactly like sharing an exam.  From the 

Reports tab, click on the hand icon that corresponds to the 

report you’d like to share.   
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4.   You will be taken to a screen that looks something like the image below.
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4a.  Click the “Add Permissions for a Single User” button if you’d only like to 

share your report with choice people.  

4c. Once you have selected the appropriate permissions for 

each person/school, click the “Save Changes” button.   (Ignore 

Group Level Permissions since we do not have groups  set up.)

You will be taken back to the screen above, where you can continue to add 

more permissions.  

5.  Once you’re done adding them, click on the phrase, “Return to 

Report” under the “View” heading in the navigation bar on the left 

to return to your report.

4b.  Click the “Add Permissions for a Site” if you’d like to share your report 

with an entire school.  Remember to scroll down to the middle of the list and 

choose only GD schools!
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6.   Now that you know how to share reports, you probably would like to know 

how to access other people’s shared reports.  To do this, click on the “Reports” 

tab.  

7.   Under “My 5 Most Recent Reports”, you should see a section titled, 

“(Number) Most Recent Shared Reports”.  Here you will find a list of all the 

reports others have created and given you permission to access. 
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Simply click on the report’s name to run it.  It will run exactly like any other 

report you’ve done thus far.
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