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View Documentation
As an administrator, you can view documentation that has  
been added by the teachers in your program(s). To view 
documentation for a class, select VIEW DOCUMENTATION  
from the Assess sub-navigation. 

Viewing Documentation

Use the SORT BY drop-down menu 
to sort by Date of Observation or 
Date Added.

Select a piece of documentation to 
see more details including assigned 
objectives/dimensions and notes. 

Select FILTER DOCUMENTATION 
from the left-hand navigation to 
find documentation for specific 
keywords, checkpoint dates, file 
types, authors, or objectives/
dimensions. 
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Filtering Documentation
 

Select APPLY to apply your 
filters. 

Select which children you’d like to 
see documentation for. 

Use the ENTER KEYWORDS field to 
search by specific word or phrase.

Use the PERIOD area to filter by 
season and/or year. 

Expand the DATE menu to filter 
documentation for a specific date 
range.

Expand the SUPPORTING FILE 
TYPE menu to filter by specific 
documentation file types such as 
photo, video, or text. 

Expand the OBJECTIVES/
DIMENSIONS menu to filter by a 
specific objective/dimension. 

Use the ORGANIZATION, PROGRAM, 
SITE, TEACHER, and CLASS 
drop-down menus to filter the 
documentation. You’ll need to filter 
down to the class level in order to view 
documentation.
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