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Logging into ePACT2

Logging into ePACT2

Activating your account

Once users are registered for the system the user account must be activated and
password and security question details set to allow the user to access the system.

An email will be sent containing account details and a link to the system.

New Account Information

This message contains blocked im3ges.  spow Images Change this setting

Cloud

Hello John Smith,
An Oracle Cloud account has been created for you

As you sign in for the firstime, you should change your pa ord and enter responses to security que To access your
account, you need the following information

Account Details Common Tasks

« Change passwords
User Name: ePACT2TestUser@yahoo.com
« Leam about predefined
roles and accounts

Temporary Password: rmSfDq!F$6h
Identity Domain: 3437212-test
Data Center/Region: em3

Click here to access account. Enter your User Name and Password. Click Sign In

About Oracle | Legal Notices and Terms of Use | Privacy Statement

as o resul of your current relationship with Oracle Cloud. General

1. Enter the user ID (email address) and temporary password provided in the
email.

[NHS}
Business Services Authority
Sign In
X
ORACLE"
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Logging into ePACT2

2. Select the 6Sign I ndéd option to access the

Theuserwilbe directed to the o0QinadeineitgeMaintay e e
page to set a new password.

Set a new password for your user account

* User Name ePACT2ccguserl@gmail.com

* New Password Password Criteria:

@The password must have at least 12 characters.
@The password cannot exceed 40 characters.

{b o aThe password cannot contain the First Name of the

™ Confirm New Password

user.
The password cannot contain the Last Name of the
o Oy
@The password cannot contain the user name.
@The passviord must have at least 1 owercase
characters.
e password must have at least 1 uppercase
characters.
QThe password must have at least 1 numeric characters.
@cannot repeat last 4 passwords

3. Enter and confirm a new password.

4. Passwords entered must match al |l of t he ¢
Criteriao

Signing in

Once account set up is complete, to sign into the system, navigate to the NHSBSA
ePACT2 webpage to access the system:

https://www.nhsbsa.nhs.uk/epact?

Sel ect 6Access ePACT26

Access ePACT2

You will then be taken to the sign in page

NHS Business Services Authority

Business Intelligence Account Sign-in

| Password | °

S@n In Can't sign in?
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Logging into ePACT2

1) Email address | Enter the email address your account is registered under

2) Password Enter the password for your ePACT2 account

Select 6Sign in to access the account .

Please be aware when you sign out of ePACT2 and then sign back into the
system without closing your browser, it will take you to the oracle sign in

page:

Get Started with Oracle Analytics Cloud

© vatch Overview

O To ensure you always sign into the correct system:

1. Close and then reopen your browser
2. Then use your bookmarked link or navigate to sign in from the ePACT2
webpage:

https://www.nhsbsa.nhs.uk/epact2

Sel ect 6Acchess ePACT?2

Access ePACT2 >
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Understanding the Landing page

Understanding the Landing page

When you sign into ePACT2 you will be taken to the Landing page, the landing page
enables you to quickly select the part of the system you would like to view:

ePACT2 Home Catalog Favorites w Dashboards w New w Open w Signed In As ePact2 CCG Prescriber Level ePact2 CCG Prescriber Level w

&+ e

News Dashboards o‘ Prescribing Reports o“ Quick Search o|

Welcome to ePACT2

» My Folders

20 September 2018 & Prescricing Reports
We have today released the Prescribing Monitoring
Document

Latest prescription data Aug-18

06 July 2018 B Finzncis! Reparts Latest remuneration report Aug-18

We have today released the Remuneration report into
ePACT2

The News feed will display the latest news for ePACT2, it

1) News feed will keep you up to date when new reports are released.

You can navigate to your sa

2) My Folders Folders section.

This section informs you the latest mo n t dai that is in

3) ePACT2 Latest Data the system, and the latest mo n t renduseration report.

4) Dashboards You can select this tab to view all available dashboards.

5) Prescribing Reports You can select this tab to view all available prescribing
reports.

6) Quick Search You can select this tab to

If you wish to navigate back to the landing page after you have viewed other
ePACT?2 content complete the following steps:

1. From the 6ePACT206 tool bar sel ect 6Dashboa

Home Catalog Favarites w Dashboards « New w Openo

2. Fromtheavail able | i st sel ect 6ePACT26

Dashb{:ards v New w o

[E2] My Dashboard
4 Menu
o o2
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Understanding the Home Page

Understanding the Home Page

| f you select the OHomed6 icon from the 06ePAC
system homepage:

Home Home Catalog Favorites w Dashboards w Naw w Cpen w Signed In As  ePact2 CCG Prescriber Level ePact? CCG Prescriber Level w

Recent

Dashboards
E5 ePACT2 - D1News
= Open Morew

ePACT2 - 04PrescribingRe..
Cpen Morew

ePACT2 - 02Dashboards
Cpen Maore v

Ht
Ht

E My Dashioard - page 1 @ EPS Utilisation - CCGs (GP... @ EPS Utilisation - CCGs (GP.
-8 Open Edit Morew =% (Open Morzw - Open Morzw

More Dashboards

Most Popular
@ No recommendations are currently available. Most Popular items will be displayed here when results become available.

The system home page will display the most recently accessed dashboards.
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Accessing the Dashboards

Accessing the Dashboards

The system provides easy-to-use analysis, reports and dashboards, supporting
patient safety, improving patient outcomes and medicines optimisation. Data
contained within the system includes dashboards supporting the Medicine Value
Programme such as:

A Medicines Safety

A Medicines Optimisation: Polypharmacy

A Antimicrobial Stewardship

A Medicines Optimisation: Generic Prescribing

A Items which should not be routinely prescribed in primary care
A Electronic Prescribing Service Utilisation

A Volume & Cost

A Respiratory Prescribing

Detailed information and specifications of the dashboards are listed here:
https://www.nhsbsa.nhs.uk/epact2/epact2-dashboardsspecifications

1. To accessthedashboards from t he éLanding page sel

icon:

ePACT2 Home Catalog Favorites v Dashboards v New v Open v Signed In As ePact2 CCG Prescriber Level ePact2 CC°cr

News Dashboards Prescribing Reports Quick Search

O

Welcome to ePACT2
EE

4 M de
20 September 2018 W Prescribing Repors .
We have today released the Prescribing Monitering Document. » Latest prescription data Aug-18
06 July 2018 & Finsncisi Repa

eports §
We have today released the Remuneration report into sPACT2 Latest remuneration report Aug-18

You will then navigate to the dashboard page which will display all available
dashboards, from here select the blue link for the dashboards you wish to view.
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Accessing the Dashboards

If you wish to navigate back to the landing page after you have viewed other
ePACT2 content complete the following steps:

1. From the 6ePACT206 tool bar sel ect 6Dashboa

Home Catalog Favoriies » Dashboards » Mew w Openo

2. From the avail able | i st sel ect 6ePACT26

Dashb-nards - New w o

(== My Dashboard
4 Menu
e
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Navigating the Dashboards

Navigating the Dashboards

All dashboards provided by the NHSBSA operate in a similar way. for the purposes
of the guide the 6Polypharmacy Prescri

however the functionality is uniform across the dashboards.

Selecting a dashboard page

Polyph P ibing C: Home  Catslog Favorites w Dsshboards v New v Open v Signed In As Prescriber Level RXFi CCG Preseril ber L

Polypharmacy Prescribing Comparators . 3 -
Comparator Summary:- (CCG v National) BUSI"ESS SeerCES AUthonty

Average number of unique medicines per patient BETA

Your feedback is valued and will help us to improve our system;
t nhebsa i n

Please select dashboard page:- Comparstor Summary  Comparstor by age group Dstasets  Supporting Information
[ iteria selection
- st camparator: Selectmari: ~S2lect €O to nighigit
Average numbr of uique madcings per patnt v  mi v  sARMs.EVCCE v | | Anely || Reset ¥,

BARNSLEY CCG highlightad within results for all CCGs during 201808

Display:- Chsrt w

National Value
| 3.55
CCG Value
4.06
CCG v National

(+0.52)

Refresh - Print - Export

[Trend over time for BARNSLEY CCG

Dispisy:- Chartw

umber of uniqus Mmedicings Prescribas par
8 W Numerator:
5 Totel number of u

umber of unique medicines presorbed for
patents from BNF chapters 104 & B o 10

1. You may need to use the scroll bar to view the entire dashboard.

2. A selection of links will be available to select the allow the user to navigate to

the page of the dashboard

Polypharmacy Prescribing Comparators

Comparator Summary:- (CCG v National)
Average number of unique medicines per patient

Please email us at nhsbsa

Polypharmacy Prescribing Comparators Home Catalog Favorites w Dashboards » New w Cpen w Signed In As ePact2 CCG Prescriber Level RXFinance ePact2 CCG Prescrib|

&+ o

NHS

Business Services Authority

BETA

Your feedback is valued and will help us to improve our system;

18.net

Please select dashboard page:- Comparator Summary Comparator by age group Datasets  Supporting Information

3. Select the link for the area of the dashboard required.

4. A drop down list showing the pages available under the area selected will be

displayed.

5. Select the required page from the drop down list.

ePACT2 - Essentials Master Guide v3
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Navigating the Dashboards

Polypharmacy Prescribing Comparators Home  Catalog  Favorites v

Polypharmacy Prescribing Comparators

Comparator Summary:- (CCG v National)
Average number of unique medicines per patient

Dashboards

New v Cpen w Signed In As ePact2 CCG Prescriber Level RXFinance ePact2 CCG Prescri

& 0

NHS

Business Services Authority
BETA

Your feedback is valued and will help us to improve our system;
Please email us at nhsbsa.i i net

Please select dashboard page:-

nmnaratnr by ana mrn

Comparator Summan:
CCGs within National

Datasets

Supporting Information

_ Dashboard criteria selection 3 {'_'7 I

CCGs within AHSN

* Salect comparstor:

GCGs with -'{t’lks e

GCGs within Cluster

Average number of unique medicines per patient

CCGs within Local Office

Select month: * Select CCG to highlight:

201808 BARNSLEY CCG - Apply Resetw

BARNSLEY CCG hiy

CCGs within Region

‘within results foa

CCGs within Similar 10
CCGs within STP Footprint

GP Practices within CCG

National Value

3.55

All prescribing organisations within

CeG Value

6.

The dashboard will regenerate to the page selected.

Polypharmacy Prescribing Comparators Home  Catalog  Favorites v

Polypharmacy Prescribing Comyg
Comparator Summary:- (CCG v AHSN)

Average number of unique medicines per patient

rators

Dashboards v

New v Cpen w Signed In As  ePact2 CCG Prescriber Level RXFinance ePact2 CCG Prescribe

&+ e

NHS

Business Services Authority
BETA

Your feedback is valued and will help us to improve our system;
Please email us at nhsbsa.informationsystems@nhs.net

Please select dashboard page:-

Comparator Summary  Comparator by age group

Datasets  Supporting Information

[ Dashboard criteria selection

* Sslect comparstor

Aversge number of unique medicines per patient v 2010

* Sslect month

= Sslect OCG o highlight

v 02P00 v  Apply Resetw

Dashboard Criteria Selection

Polypharmacy Prescribing Comparators Home  Catalog  Favorites w

Polypharmacy Prescribing Comparators
Comparator Summary:- (CCG v AHSN)

Average number of unique medicines per patient

Dashboards w

New w Cpen w Signed In As  ePact2 CCG Prescriber Level RXFinance ePact2 CCG Presd

&t @

NHS

Business Services Authority
BETA

Your feedback is valued and will help us to i

mprove our system;
net

Please select dashboard page:-

Comparator Summary Comparator by age group

Datasets  Supporting Information

Please email us at nhsbsa.i

.1 Dashboard criteria selection

* Select compsrator

Aversge number of Unique medicines per patiant

v

= Select manth: = Select GCG to highlight

01808 v 2P0 v |Apply Resetw

1.

The Dashboards will have a range of options to allow the user to select the
criteria they wish to apply to the dashboard. The options available to select
will change depending on the dashboard selected.

ePACT?2 - Essentials Master Guide v3 Page | 9



Navigating the Dashboards

organisation the user is registered under. National users will default to the

() All dashboards will default to show the latest time period available and the
first organisation alphabetically.

.« Dashboard criteria selection

* Salect comparator: * Select month * Select CCG to highlight

Avarsge number of unique medicnes per patint v ootEne v 02Fm0 w Apply Resetw

«# Average number of unigue medicines per patient ﬂ e {}_.,}

02P00 Average number of unigue medicines per patient

Average number of unique medicines per patient aged 65 and over
Average numbel ue {b: nes per patient aged 75 and over

Average number of unique medicines per patient aged 85 and over - g = i AHSN Value

Search. : 1 BB 3'75

g 2: CCG Value

4.08
2. Select the drop down arrow to the right of the criteria.
3. A drop down list of the options available will be displayed, select the option

required.

4. Once all options have been setheected sel ec

dashboard to show the criteria selected.

selected, this is to allow users to make all changes required before

C) Dashboards will not automatically regenerate once a criteria has been
regenerating

Data Views

Some reports contained within the dashboard wi | | be available in botf
oDatad formats.

02P00 highlig within results for YORKSHIRE & HUMBER AHSN during 201808
Display:- Chart {}_’? o
= Chart &
[Data |
am o '{b AHSN Value
-
E 3.75
g sm
E CCG Value
;i-: 250
S 4.06
150 CCG v AHSN
100 + )
(+0.32
Comgarator Value »=+ AHSN Value
Refresh - Print - Export

1. Select the drop down option for the &6Disp

2. The views available will be displayed to select.

ePACT?2 - Essentials Master Guide v3 Page | 10



Accessing the Pre-built Reports

Accessing the Pre-built Reports

The OPrescribing Report s @llowsyourtoduiakiyreturm t he &6 Qu
data for a pre-set selection of fields.

1. To access OPrescribing Reportsdé from the
Reportso

ePACT2 Home Catalog Favorites w Dashboards w New v Open v Signed In As  ePact2 CCG Prescriber Level ePact2 Ccorit

News Dashboards Prescr Reports Quick Search

Y

Welcome to ePACT2
[ NewsPEED |

4 My Folders

20 S her 2018 » £, binz B

2. You will then be taken to the OPrescribin
accessed by selecting the blue link for the report you wish to view:

ePACT2 a Home  Catalog  Favorites v Dashboards ¥ New v Open v  SignedinAs e
[o X’}

NHS|

Business Services Authority
P — e—

News Dashboards Prescribing Reports Quick Search
Key reports Prescribing Monitoring Controlled Drug reports Hospital Trust reports
P1: Budget Reports PM1 :: Prescribing Monitoring Document CD3:: Schedule 2 CD Drugs Prescribed HT1 :: Hospital Trust Volume & Cost Report
P2 BNF Codes and Names CD4 = Schedule 3 CD Drugs Prescribed
P3 - Dispensing Doclors CD5 - Schedule 4 CD Drugs Prescrived Invoice Reconciliation reports
P4 - Frescriber - Dispenser CD6 - Schedule 5 CD Drugs Presciibed F1(4) * Invoice Reconclliation Report-
PS(P) : High Cost Drugs (Practice Level) €07 :: Pradiice Non-Medical Schedule 2 Frescribing Costs April 2018 onwards
PS(E) : High Cost Drugs (Prescriber Level) €08 :: Pradiice Non-Medical Schedule 3 FA(B) - Invaice Reconciliation Report -

Prescribing Costs pre-April 2018
P6 : Prescribing ftemised €D10 €D Injections Practice Report

P7 : Special Order ltems CD11 :: CD Injections Presentation Report
P10 : Top 50 Paragraphs by Cost Prescriber

P11 :: Top 50 Paragraphs by ltems Prescriber

When you select a blue link the named report will open in a new window

Be aware if you have pop up blockers enabled, the report may not open until
you allow the pop up access.

The OPrescri bing Rmilpravayt V8hén yaulopen theorepkrtyoun a s
will be prompted with the report criteria pane. In this pane you must select the criteria
you want the report to run for.

The prompt pane will |l ook similar to this; t
report:

ePACT?2 - Essentials Master Guide v3 Page | 11



Accessing the Pre-built Reports

Year Month | 201808 @

Egiit - Refrach

Financial Year oﬂ\/a\ue— w |* Commissioner / Provider plus Code oaLE,WHARFEDALE ANDCR w
Quarter | —Select Value— = Practice plus Code | ADDINGHAM SURGERY (B82620)

BNF Chapter plus Code| gdva\ue— |
BNF Section plus Code| —3€lect Value—

BNF Paragraph plus Code| —Select Value—

A

Prescriber plus Code | —SelectValue— d

@ BNF Sub Paragraph plus Code| —~Select Value—
BNF Chemical Substance plus Code| —Select Value—

BNF Product plus Code| —Select Value—

4 4 4 4 4 Cfd

BNF Presentation plus Code| —Select Value—

OK Reset v

1) Time period

Enables you to select a time period by using the drop down option

2) Organisation

Enables you to select an organisation via the drop down option

3) BNF

Enables you to select something from the BNF via the drop down
option

Onceyouhavecompl et ed the criteria for the Prescr

the analysis:

it Value— b4
it Value— b4
OK Resetw

ePACT?2 - Essentials Master Guide v3 Page | 12



Using the Catalog

Using the Catalog

The Catalog contains content that you or the NHSBSA have defined and saved for
future use.

To navigate to the O0Catal ogdoolsael ect the o6Cat

Home Catalog Favarites « Dashboards « MNew w Cpen w

You will then navigate to the ePACT2 Catalogue

Catalog Home  Catalog  Favorites w Dashboards v New w Open w
v W S Ev X b Location /My Folders
4 Folders B= Ex Type Al w Sort Name A-Z v Show Mare Details
3 My Folders| @ My Analysis Last Modified 10/31/2018 8:08:38 AM  Owner ePact2 CCG Prescriber
) Open Edit More w
4 Shared Folders

1. Folders Displays the available folders to open content from
When you click on a folder to highlight, the middle pane will show
the content of that folder

2. Folder contents

There aretwo folderswi t hin the 6Catal ogé
My Folders

The My Folder will contain all saved content for your account, this will include

analysis, saved filters, saved groups and sa
the same way as the file structures on your PC you can create, delete and amend

sub folders.

Shared Folders

The Shared Folders contains content created by the NHSBSA such as pre-set
reports and filters these can be found in the following folders:

1 ePACT2
1 ePACT2 NHSBSA Templates

9 Quick Search

ePACT?2 - Essentials Master Guide v3 Page | 13



View folder content

Using the Catalog

To view the content of a folder, click on the folder to highlight, in the middle pane you
will then see the content of that folder, such as analysis, filters and sub folders.

2 My Folders

b {b red Folderﬂ

4 Folders E= Ea  Type AN

w Sort Name A-Z v

ePACT2 Last Modified 7/14/2017 11:11:00 AM Ownli
Expand Maorew
EP2 (Private) Last Modified 10/11/2018 8:20:36 PM
Expand Morew

EP2 (Shared) Last Modified 10/11/2018 8:20:15 FM
Expand Morew
ePACTZ Customer Templates Last Modified &/2]
Expand Morew
ePact2 NHSB SA Templates Last Modified 7/14/2
Expand Maorew
ePACT2 Reports Last Modified 10/11/2015 8:20:05
Expand Morew
Menu  Last Modified 10/29/2018 3:15:52 PM | Owner
Expand Morew

Quick Search Last Modified 5/17/2018 7:07:10 AM
Expand Morew

You can expand folders to view the content in two ways:

3. Select the drop down arrow next to the folder title
4 Folders Eo
[ Iy Folders
4. This will then display the sub folders available within that folder
4 Folders Eo
» My Folders
4
b ePACTZ2

b EF2 (Private)
3 EF2 (Shared)

ePACT2 Customner Templates

v vy v W

eFact2 NHSBSA Templates
ePACTZ2 Reports
Menu

Cluick Search

You can also open folders within the folder content pane:

ePACT2 - Essentials Master Guide v3

Page | 14



Using the Catalog

1. Select 6Expandd beneath the folder you wa
4 Folders B= B3 Type Al w Sort Name A-Z
» My Folders i ePACT2 Last Modified 7/14/2017 11:11:00 AM O
p Expand Morew
> JRp— im EP2 (Private) Last Modified 10/11/2018 8:20:36 P
' Expand More w
» EP2 (Private)
) =_  EP2(Shared) LastModified 10/11/2012 2015 P
EP2 (Shared) ()] Expand More v
SPACT2 Customer Templates — ePACT2 Customer Templates Last Modified &
» ePaci2 NHSBSA Templates D Expand More w
4 ePACTZ Reporis :-D ePact2 NHSBSA Templates Last Modified 7/14)
2 Menu E 1 Maorew
» Quick Search i eFLT2 Reports  Last Modified 10/11/2015 £:20.0
Expand Morew
2. You will then be displayed with the folder contents:
4 Folders E= Ez Tvpe Al ¥ Sort Name A-Z 9
b My Folders =I:] Useful Reports  Last Modified 12/15/2017 4775:01
4 Shared Folders Bxpand More v
» ePACT2
» EP2 (Private)
» EF2 (Shared)
ePACT2 Customer Templates
»
How to copy and paste content
It is possible to copy content from any fold

own folder to save/ edit.

If you would like to copy any content, first locate the element you would like to copy,
in this example | am copying an analysis, you will use the same function to copy any

content, such as filter, save columns etc.

1. Highlight the content you want to copy by clicking on the content box:

aw 2 ' © B~ fes & v v X B R Location My Folders/subject A
4 Folders = Ea  Type Al w Sort Name A-Z v
4 My Folders %\ My Analysis Last Modified 10/31/2018 11:11:51
) Cpen Edii Morew
rl Subject Area Contents
P ePACT 2 @ My Analysis to favourite Last Modified 10/31
Cpen Edit More w
3 [Folder | want to share]
.7 My Saved filter Last Modified 10/31/2018 11:11
» E= wy Dashboard l( Y
Edit More w
» Shared Folders
@ Analysis | want to copy @sst Madified 10/31/2
Cpen Edit More w
2. Select the copy icon from the o6Catal ogd t

ePACT2 - Essentials Master Guide v3
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Using the Catalog

lev & C mv B S &y 2y X {E’) & Location /My FoldersfSubjectAreaCcnhenlxo:

4 Folders B= Ea  Tvpe Al ¥ Sort Name A-Z w [ Show More D
4 My Faolders % My Analysis Last Modified 10/31/2018 11:11:51 AM  Owner ePact]
A Subject Area Contents Open Bdit More ¥
4 ePACT 2

My Analysis, i i 111151 AM
Open Edit M Click to see more actions of My Analysis

./ My Saved filter Last Modified 10/31/2018 11:11:52 AM  Owner eP|

b Folder | want to share

» [EE My Dashboard i
Edit More w

» Shared Folders
Analysis | want to copy Last Modified 10/31/2018 11:11:51 AM

Cpen Edit More w

The analysis will now be copied, now locate the folder you want to paste the

content into, in this example | am select

1. Select the folder you want to paste the copied content into
4 Folders E:o
4
4 Bubjt i Febder ieI'ITE-
4 ePACT 2
b Folder | want to share
» [E8l iy Dashboard
2 Shared Folders
2. Select the paste icon from the O6Catal ogéb
la~v ¥ e C mEmv v v X [k {E") Location /My Felders e
Faste
4 Folders B= Emz Tvpe Al v Sort Name AZ w» [ Show More D
4 [E5] My Dashboard Last Modified 10/31/2013 12:12:44 PM  Owner eP
P Subject Area Contents - Expand Open Edit Morew
4 ePACT 2 - Subject Area Contents Last Modified 10/31/2013 10:10:48 AM
Expand Morew
» Folder I want to share
_ My Analysis Last Modified 10/31/2018 5:08:38 AM  Owner ePact2
» B8 wy Dashboard @ Open Edit Morew

The pasted content will now appear in the folder you have selected:

v 4 W C mEv v v X B B Location /My Folders
4 Folders B= B3 Type All v Sort Name AZ v [ Show More
4 My Dashboard  Last Modified 10/31/2018 12:12:44 PM | Owner ef
4 Subject Area Contents Expand Cpen Edit Morew
4 ePACT 2 Subject Area Contents Last Modified 10/31/2018 10:10:4% AM
Expand Morzw
» Folder | want to share

Analysis | want to copy Last Modified 10/31/2018 11:11:51 AM

B v D
» = My Dashooard Open Edit Morew

Shared Folders -
4 ared Foiders My Analysis Last Modified 10/21/2018 2:08:33 AM | Owner ePact]

Cpen Edit Morew

© O N
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Create a new folder

Using the Catalog

To create a new folder first select the folder you want the folder to be created in, in

©

Analysis and Interactive Reporting

= Fol

& Analysis
ESl Dashboard

T Fiter

Give your new folder a name

New Folder

- £

Namg | |

OK Cancel

ePACT

2 - Essentials Master Guide v3

this example I am choosing to create a
Folders:
1. Select the location you want the new folder created in, click to highlight
4 Folders E°
A My Faolders
A Subject Area Cantents
A ePAr
4 Fo want to share
2. Using the oO0Catalogbd tool bar select
Catalog e
{5 D DDm A @Ev
Newh
4 Folders [l |
4 My Folders
a Subject Area Contents
y
» Folder | want to share
» [EZ My Dashboard
» Shared Folders
Sel ect OFol der 6
“é' ":" h ri O\
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5. Once named sel ect 6 OK®6

Your new folder will now be created:

Delete folders/ folder content

1. To delete a folder first select the folder you want to delete:

2. Using the o0Catalogd tool bar

3. You wi ||l be prompted with t
deletion:

ePACT2 - Essentials Master Guide v3

Using the Catalog

sel ect

he 6Conf
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