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Getting Started

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

To navigate to the ‘Catalog’ select the ‘Catalog’ icon from the toolbar:

Home Catalog Favoritesw Dashboardsv Createw Openw ®

.

You will then navigate to the ePACT2 Catalogue.

M Catalog Home Catalog Favorites v
UserView v Jla v 43 W& O @~ v + X |k Location /My Folders

4 Folderso = Ea Tvee Al ~ Sort NameA-Z v [ Show More Details
» i My Folders @ My Analysis Last Modified 4/26/2023 9:51:02 AM  Owner e
» I Shared Folders Open Edit More ¥

1) Folders Displays the available folders to open content from

When you click on a folder from the menu on the left, the middle
pane will show the content of that folder

2) Folder contents

There are two folders within the ‘Catalog’:
1) My Folders
2) Shared Folders

4 Folders - i
» W My Folders o

» I Shared Folders e

My Folders

The ‘My Folders’ will contain all saved content for your account, this will include
analysis, saved filters, saved groups and saved columns. The ‘My Folders’ works in
the same way as the file structures on your PC you can create, delete and amend sub
folders.
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Shared Folders

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

e ePACT2
e ePACT2 NHSBSA Templates
e Quick Search

View folder content

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.

4 Folders F= g Tvee Al ¥ Sort Name A-Z » (] Show More Details

ePACT2 Last Modified 6/16/2020 9:17:36 AM  Owner
Expand More ¥

4 W My Folders
» i [Shared Folders)

O

EP2 (Private) Last Modified 12/8/2021 9:25:46 AM  Owner A
Expand More v

EP2 (Shared) Last Modified 6/16/2020 10:04:23 AM  Owner ' i o
Expand More ¥

ePact2 NHSBSA Templates Last Modified 6/16/2020 10:08:25 AM  Owner
Expand More ¥

ePACT2 Reports Last Modified 6/16/2020 10:08:53 AM  Owner ' R
Expand More v

=_ Menu Last Modified 3/20/2021 3:17:01 PM Owner 'n i ol

Expand More ¥

= __ Quick Search Last Modified 6/16/2020 10:09:16 AM  Owner
- Expand More v

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

1. Select the drop-down arrow next to the folder title.

4 Folders = * |

» im My Folders
» [ [Shared Folders

1 IR
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2. This will then display the sub folders available within that folder.

4 Folders

4 W My Folders

4 W [Shared Folder
B ePacTZ
il P2 (Private) e
Bl £P2 (Shared)

Bl ePACT2 Reports

»
»
»
» W ePact2 NHSBSA Templates
»
» Il Menu

»

8 Quick Search

You can also open folders within the folder content pane:

3. Select ‘Expand’ beneath the folder you want to open.
4 Folders B= ] Type All v Sort NameA-Z v [J Show More Details
4 W My Folders - ePACT2 Last Modified 6/16/2020 9:17:36 AM  Owner
- Expand More ¥
4 I [Shared Folders|
» B ePACT2 —- EP2 (Private) Last Modified 12/8/2021 9:25:46 AM  Owner
- Expand More ¥
» W EP2 (Private)
» i EP2 (Shared) —- EP2 (Shared) Last Modified 6/16/2020 10:04:23 AM  Owner
- Expand More ¥
» W ePact2 NHSBSA Templates =
- =__ ePact2 NHSBSA Templates Last Modified 6/16/2020 10:08:25 AM Owner
» M ePACT2 Reports -
. Expand More ¥
» I Menu
= ] = __ ePACT2 Reports Last Modified 6/16/2020 10:08:53 AM  Owner
b 88 Quick Search - Expand More ¥
4. You will then be displayed with the folder contents.
4 Folders = [ | Type All » Sort Name A-Z v [ ] Show More Details
4 W My Folders —- Useful Reports Last Modified 3/31/2023 3:33:24PM  Owner =
4 [ shared Folders Expand More ¥

il ePACT2 %

»

p I P2 (Private)

» M EPZ (Shared)

» [ [cPactz NHSBSA Templates|
3

3

»

il ePACT2 Reports
il Menu
i Quick Search
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How to copy and paste content

It is possible to copy content from any folder in the ‘Catalog’ and paste it within your
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 filters, save columns etc.

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

User View e © e O @Ev B A8y 72 X B Location /My Folders/Folder I want to share

4 Folders ['_- [ | Type All » Sort Name A-Z v [] Show More Details

4 W My Folders Analysis | want to copy Last Modified 4/28/2023 10:19:51 AM  Owner @ &% 18
Open Edit More v

» M [Folder [want to share @
» W Shared Folders

2. Select the copy icon from the ‘Catalog’ toolbar.

UserView v |la v 3 s O BEm~ B sy 2 g /My Folders/Folder 1 want to share
= &= w Sort |¥\) - \:’ Show More Details

4 Folders - B Type All
Analysis | want to copy Last Modified 4/28/2023 10:19:51 AM  Owner =
Open Edit Morew

4 @ My Folders

» i [Folder T want to share

3. Select the folder you want to paste the copied content into.
4. Select the paste icon from the ‘Catalog’ toolbar.
UserView v |ls v €3 W O BB~ - + X B R Lo:oMy Folders
4 Folders E= gz Tvee Al w Sort Nan % v [] Show More Details
4 1 My Folders| Analysis | want to copy Last Modified 4/28/2023 11:15:42 AM  Owner ==
- Open Edit Morew
b EE Folder| h
4 B Shared Folders

5. The pasted content will now appear in the folder you have selected.
User View w Ilé v O I‘i O @m~ v + X |§ l-'é Location /My Folders
4 Folders F- i Type All w» Sort Name A-Z v [] Show More Details
4 B My Analysis Last Modified 4/26/2023 9:51:02 AM  Owner

- I v
» W Folder | want to share Open Edit More

Analysis | want to copy Last Modified 4/28/2023 10:19:51 AM  Owner
Open Edit More w

» W Shared Folders
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Create a new folder

To create a new folder first select the folder you want the folder to be created in, in this
example | am choosing to create a new folder under ‘My Folders’.

1. Select the location you want the new folder created in, click to highlight

2. Using the ‘Catalog’ toolbar select the ‘New’ drop-down.

User View w e~ e S @Em~

4 Folders @ 9 ™ i
4 -@ -
- Folder | b

A - Shared Folders

3. Select ‘Folder.

e © W QB

Folder

Analy % etwe Reporting

@ Analysis

[z} Dashboard l

S/ Filter
4. Give your new folder a name.
|
New Folder 9 x
Name
Cancel
L Y|
5. Once named select ‘OK’.
. |
Mew Folder 8 x

MNarme |My New Folderd I

OK  Cancel
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6.

Your new folder will now be created:

4 Folders =l * |

4 My Folders
» W Folder | want to share

» i [My New Folder]

» M Shared Folders

Delete folders

1.

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

4 Folders e * |

4 My Folders

» B Folder | want to share
> My New Folder o

| 3 - Shared Folders X)

Using the ‘Catalog’ toolbar select ‘Delete’.

User View w ||é' 3 ri C. mEm~ v v X |!

4 Folders = i Type All » Sort NameA_Lg:) 9

4 W My Folders
» I Folder | want to share

» My New Folder
» W Shared Folders

You will be prompted with the ‘Confirm Delete’ box, select ‘OK’ to action

deletion.

(i Confirm Delete x

Are you sure you want to delete "My New Folder” and all its contents?

| 0K H Cancel |

: )

o Be aware, when you delete a folder all of the contents will be deleted. Itis

not possible to retrieve deleted content.
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Delete folders content

To delete content of the folder:

1. Select what you would like to delete.
UserView v ls v € W O @my B /&y 2 X & Location /My Folders
4 Folders T- ] Type Al v Sort NameA-Z v [[] Show More Details
» i My Folders Analysis | want to copy Last Modified 4/28/2023 11:15:42 AM  Owner e "8

Open Edit More v
» @ Shared Folders

m ® Analysis | want to delete Last Modified 4/28/2023 11:15:55 AM  Owner ko &

Open Edit More ¥
My Analysis Last Mou D,zb/zozs 9:51:02 AM  Owner moms s

Open Edit More v

2. Using the ‘Catalog’ toolbar select ‘Delete’.
UserView v |l v €3 e Q @ E /S8y @~ eauon /My Folders
4 Folders ™ i Type ANl v Sort Name A-2 @ show More Details
» i My Folders ©) Analysis | want to copy Last Modified 4/28/2023 11:15:42 AM  Owner i i

Open Edit More v
» W Shared Folders

@ Analysis | want to delete Last Modified 4/28/2023 11:15:55 AM  Owner b &y
Open Edit More ¥

My Analysis Last Modified 4/26/2023 9:51:02 AM  Owner = s s

Open Edit More v

3. Select OK to delete.

r ) |
(i) Confirm Delete x

Are you sure you want to delete "Analysis | want to delete"?

. =

Be aware, when you delete content of a folder it is not possible to retrieve
deleted content.
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Getting more help

Additional training material and user guides

The ePACT2 training team has developed several how to guides to help you get the
best out of ePACT2. These can be found on our ePACT?2 user quides page

Webinar sessions

We offer a free webinar training service to all our users and you can book as many
sessions as you need.

Our webinar sessions are booked as 1hour slots and we offer a number of different
sessions covering a range of topics.

We also offer bespoke sessions which are delivered just to you or your invited
colleagues. You can let us know if you have any specific topics or reports you'd like
to cover or if you would prefer an introductory tour of the system.

Our experienced trainers deliver these sessions using MS Teams and you can take
part wherever you are as long as you can get online.

You can find our more and book your webinar by going to our ePACT?2 training page
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https://www.nhsbsa.nhs.uk/epact2/epact2-training

