Setting the Default File Paths in Report Tool
1. Open Report Tool and from the “Tools” menu, choose “Options.”
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2. Click the “General” tab. 
3. Under “Default Paths” click the button with the three dots to the right of “Reports.”
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On the lower part of the screen, click the drop-down arrow next to “Drives” and select your S: drive. 

5. In the upper part of the screen, double click  your “Mandarin” folder.


6. Next, double click the “M3” folder.  (Note: on some servers your M3 folder might actually be the name of your school.)


7. Scroll down and double click the “Reports” folder.  (Make sure it is “Reports” and not “Report Templates.”


8. Click OK.

9. Click OK again.  

