Quick Reference Guide

HOW TO ACCESS SCOUT

Scout can be accessed through the DoE staff portal. Click on the Scout icon to access
the Scout Intranet, click Reports, then Access your Scout reports to launch Scout.
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HOW TO VIEW SCOUT REPORTS

Each time you sign into Scout, the Recent screen will be shown by default. Click Apps to
access the apps that have been shared with you.
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BASIC FUNCTIONALITY
Search
To search for specific apps, enter keywords into the Search field.
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Tabs

Use the tabs on the bottom of the report to navigate through the pages.
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Cross-highlighting
Cross-highlighting is a way to view data subsets, enabling easy comparison across all
charts in the report.
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You can clear cross-highligting
by clicking on the blank area
of the chart. @

Select a column to trigger
cross-highlighting.
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BASIC FUNCTIONALITY BASIC FUNCTIONALITY
Slicers Focus mode
Slicers allow you to create more focused reports by selecting specific values within a Enlarge individual charts within a report by using the Focus mode icon.
category.
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FURTHER OPTIONAL TRAINING

Sort data o face-to-face workshops
Click on the ellipsis (...) icon to select and apply different sorting options from the drop-

down menu. These may vary depending on the type of chart.
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