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Saving IDW Reports for Future Use 
An Old Instructional Data Warehouse Option Reimagined 

 
By Fred Cohen 

 
The Instructional Data Warehouse (IDW) has always offered users the 
option of saving reports for future use. In past years, however, districts 
had a common login code so anyone logging on could see the same set of 
reports saved in the warehouse.  But now, with individual logins, the pur-
poses for saving reports inside the IDW are quite different.  Of course, 
the ability to change reports to PDF files for printing remains unchanged. 
 
Here are some reasons to save reports for later review. 
1. Save time and have a handy reference for any report (no need to rec-

reate an important report each time you use the IDW). 
2. Organize reports to create a data story with a beginning, middle, and 

end. 
3. Allow the user to quickly scroll through a report without waiting to 

download each page. 
 

Let’s first review the commands for saving and later finding a report in 
the IDW and then examine the advantages of saving some reports. 
 

How do I save a report for later review? 
There are two separate saving features for all reports.  The first is to con-
vert a report to a PDF file or to an Excel download. This feature of the 
IDW allows the user to save a report outside of the IDW (on a flash 
drive, a district drive, or even a computer desktop).  Such a report or file 
is then no longer connected to any aspect of the IDW and is now a stand 
alone file. To save a report or file in this 
manner, simply click on this HTML icon at 
the top right of any report. 

 

When you do so, you will notice that a drop down 
menu appears (see image to the left) offering the 
user three choices.  The original report was created 
in HTML.  Here the user can also select a PDF for-
mat or a series of Excel options (if you choose Ex-

cel). The advantage is that the user does not have to log on to the 
IDW to see the report.  The disadvantage is that the internal IDW 
links are lost.  For example, in the HTML version of the Gap Report, 
one can link to the actual question by clicking on the question number.  
This linkage is lost in PDF and Excel versions. For printing purposes the 
PDF version generally works best. 
 

The second saving technique allows the user to save a report for later 
reference but still maintains many the most effective IDW links. The 
downside is that the user must be logged on to the IDW.   
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How Do I Save a Report Within the IDW? 
Once the user creates a specific report, for example a district level Gap Report using a table 
for the June 2018 Living Environment Regents, the user can then save this exact report.  
(See sample report below with sort fields shown.) 

Note that after the report is saved, it cannot be reconfigured or resorted, but the blue links (to 
the actual questions) will still be fully functional. 
 
To save the report, refer again to the icons at the top right of the report as shown below left. 

Click on “Keep this version,” and “Save as Report View…” will 
appear. Simply click on “Save as Report View…” and a new dia-
logue box will appear and ask the user to choose a name for the 

report.  Since this report will be grouped with many other reports, you should change the de-
fault name displayed to make it as specific as possible for later identification. 
 

 
 
In this case, rename the report “Gap Living Environment Dis-
trict Table June 2018” instead of the generic “Report View of 
Gap” shown to the left. Then click “Select My Folders,” and 
when prompted, click “OK.”  This will complete the saving ac-
tion and allow you to view the report when you next log on.  The 
next task is to discover how to locate the saved report. 
 

Close the Gap Report you just saved and return to the main Report List menu shown below.  
You will notice the tab structure at the top of the Report List. All saved reports can be found 
by clicking on the My Folders tab circled below.  All saved reports will appear.  By naming 
all reports precisely, you can find the exact report you need.  In addition, if you want to use the 
saved reports in a specific order to tell a data story, simply prefix the report name with a num-
ber so the reports appear in a specific order (see next page).   
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For example, the “District Gap Report for Living Environment” might be prefixed with 
“01” and the “Teacher Gap Reports for Living Environment” prefixed with “02.” Then you 
might want to add a District WASA Report and also a Teacher WASA Report as “03” and 
“04.” One can now review these reports in a preferred order, each with quick links to the 
actual questions to tell and review a data story for a whole department. Remember that 
teachers may be logged on to the IDW, as well, reviewing their own data while the chair-
person shows only district level Gap and WASA Reports.  In all cases, easy links to the 
actual questions will be available because these reports have been saved within the IDW. 
 
In introducing the concept of saving reports at the outset of the newsletter, I noted three ad-
vantages to doing so. I have just covered the first two, and now I would like to offer an il-
lustration for the third reason—allowing the user to more quickly scroll through a long 
report.  Below are two examples when the ability to scroll through reports might be im-
portant. 
 
Take the Advanced Placement Summary Reports.  The first district I checked actually 
had a Summary report fully 59 pages long.  That would mean 58 clicks to see all subject 
areas with no ability to jump to see a report out of order. But once the report is saved in the 
IDW “My Folders” tab, the user can easily scroll through any and all pages quickly. The 
AP subject tests are listed alphabetically, so comparing subject to subject results is easy and 
quite time efficient. 
 
Similarly, if one wanted to compare teacher results on Gap Reports especially with many 
teachers on  a grade level, it is far easier to review and compare multiple teacher results by 
scrolling through a saved version than going from page to page on a freshly created report.  
Imagine the typical scenario where a school or district has underperformed on a particular 
math skill.  Scrolling through 10 to 15 teachers to find one or more who excelled in that 
skill is made simple using a saved report.   
 
Though most users are currently making excellent use of the IDW already, mastering how 
and when to save reports will add another layer of sophistication to the practiced user. 
 
 

As always, IDW personnel are available to provide telephone assistance and in-district 
training for any district seeking to learn more about this newsletter or about other best prac-
tices for the IDW.  Call Fred Cohen at 608-6640, Meador Pratt at 608-6612, Stephanie 
Witt at 608-6623, or Richard Nathan at 516 971-7532 (cell) to schedule a training ses-
sion or to discuss any Instructional Data Warehouse questions. 
 


