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LEARN BY DOING:
Managing My Library



FEATURES 

• My Library

• My Tables

• My Variables

• All Variables

• User Created Tables

This tutorial provides an overview of and instructions for My Library 
and all the features within it. The features covered are listed below.  
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WHAT IS MY LIBRARY?

My Library serves as a 
warehouse for the following 
features:

My Tables
Stores your saved work

My Variables
Lets you build and edit 
custom variable lists that you 
can use in PowerStats

User Created Tables
Allows you to view tables 
posted by other PowerStats
users

All Variables
Displays all variables available 
in PowerStats by dataset

College & Career Tables 
Library
Houses thousands of NCES 
published tables    
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ACCESSING MY LIBRARY

To access My Library click the My Library icon on the PowerStats homepage.
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MY TABLES

• What is My Tables?

• Accessing My Tables

• Saving to My Tables

• Navigating My Tables

• Using the Search Function

• Editing Saved Tables

This section covers the following topics:
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WHAT IS MY TABLES?

My Tables stores all of your saved work.
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ACCESSING MY TABLES

INSTRUCTIONS
To access My Tables, 
open My Library, and 
click the My Tables 
icon.

TIP
You can also access 
My Tables from the 
PowerStats homepage 
by clicking View more 
under Recent Work.
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SAVING TO MY TABLES

There are many options for 
saving your work. These are 
shown under SAVE on the 
output page.

INSTRUCTIONS

1. Create a table or 
regression.

2. After your table is 
generated, click Save to 
My Tables. 

The save options 
appear.

3. Pick a subject and enter 
notes for future 
reference.

4. Click Save, and your 
work will be added to 
My Tables.

TIP
For help building tables and 
regressions, see tutorials on 
the PowerStats homepage. 
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NAVIGATING MY TABLES

My Tables displays
your tables in
chronological order,
listing your most
recently saved
tables first.

FEATURES

• Tables are also organized 
by subject, dataset, and 
notes. You can sort these 
columns alphabetically 
by clicking the title of 
each column.

• Delete any table by 
selecting its 
corresponding checkbox 
and clicking Delete.

• To view more details 
about your tables       
click next to Show more 
details.

• Click on a table title to 
open the table in 
PowerStats.  
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USING THE SEARCH FUNCTION

FEATURES

• Find Tables by 
entering key words 
in the search box. 

• Search results are 
displayed below.

• Click on a table title 
to open the table in 
PowerStats.
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EDITING SAVED TABLES

After you’ve clicked a
table title in My Tables,
your table will open in 
PowerStats.

FEATURES
• You can edit your table by 

clicking Edit Table.

• Change your table title by 
clicking the Edit Title 
button.

TIP
If you have edited your
table you will need to
save it again to My Tables
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MY VARIABLES

• What is My Variables?

• Accessing My Variables

• Saving to My Variables

• Navigating My Variables

• Using My Variables: Create New List

• Using My Variables: Add Variables to a List

• Using My Variables: Add More/Delete Variables

• Using My Variables: List Options

This section covers the following topics:
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WHAT IS MY VARIABLES?

My Variables stores all of your saved variables and lets you build custom variable lists.
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ACCESSING MY VARIABLES

To access My Variables, click the My Variables icon in My Library.
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SAVING TO MY VARIABLES

Save your variables for future 
use. Any custom labels or
categories that you’ve
specified in the Work
Space will be preserved.

INSTRUCTIONS
1. Create a table or 

regression.

2. After your table is 
generated, click Save to My 
Variables. 

The save options appear.

3. Check the variables you 
want to save.

4. Select an existing list to 
add the variables to, or 
create a new list.

5. Click Save, and your 
variables will be added to 
My Variables.

NOTE
You will be prompted to
rename any variables that
already exist in My
Variables.
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NAVIGATING MY VARIABLES

My Variables lets you
view lists of All
Variables and 
Frequently Used 
Variables by
dataset. 

FEATURES

• Use the dropdown 
menu to change 
datasets.

• Click on a Variable 
name to view detailed
information about the 
selected variable.

• Use the search feature 
to find variables by 
name, keywords, and 
by subject.
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USING MY VARIABLES: Create New List

My Variables lets you select 
variables and store them as 
customized lists that can be opened 
in PowerStats. 

INSTRUCTIONS

1. To build a custom list of 
variables, click Create New List.

2. Enter a name for your list and 
click OK.

17



USING MY VARIABLES: Add Variables to a List

INSTRUCTIONS

1. Check the variables 
you want to add to the 
list.

2. Click Add Variables to 
List.

3. Select a list.

4. Click OK.

The selected variables 
are added to your list.
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USING MY VARIABLES: Add More Variables

ADD MORE VARIABLES

INSTRUCTIONS 
1. Click Add More 

Variables

2. Select either All 
Variables or Frequently 
used
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USING MY VARIABLES: Delete Variables

DELETE VARIABLES

INSTRUCTIONS 
1. Click Delete

2. Click OK and variables 
will be removed from 
your list.
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USING MY VARIABLES: List Options

Click on your custom list
under  My Variable Lists. 

After you’ve added 
variables, you can 
choose to create a table 
or regression with your 
list. 

To edit your list name, 
click Edit name, and 
enter a new name for 
your list. 

Click Save and your list
will be updated.

To delete your list, click 
Delete list.
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ALL VARIABLES

• What is All Variables?

• Accessing All Variables

• Navigating All Variables

This section covers the following topics:
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WHAT IS ALL VARIABLES?

All Variables lists all available variables in PowerStats by dataset
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ACCESSING ALL VARIABLES

To access All Variables, open My Library and click the All Variables icon.
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NAVIGATING ALL VARIABLES

FEATURES

• Click to view list of All 
Variables or Frequently 
Used Variables.

• Use the dropdown menu 
to change the dataset 
being displayed.

• Click Open My Variables 
to build and edit custom 
variable lists.

• Download PDFs of 
variable information 
organized by subject or 
name.

• Find particular variables 
of interest using the 
search feature.

TIP
Use the search feature to 
filter variables by subject 
or keywords.
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USER CREATED TABLES

• What is User Created Tables?

• Posting to User Created Tables

• Accessing User Created Tables

• Navigating User Created Tables

• Opening User Created Tables

This section covers the following topics:
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WHAT IS USER CREATED TABLES?

User Created Tables stores all work posted by the PowerStats community. 
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POSTING TO USER CREATED TABLES

INSTRUCTIONS

1. Create a table or 
regression.

2. After your table is 
generated, click Post to 
User Created Tables. 

The save options 
appear.

3. Pick a subject.

4. Click Save, and your 
work will be added to 
User Created Tables.

NOTE
Your table title, and
custom variable labels 
and categories will be 
replaced with a 
default table title and 
category 
labels.
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ACCESSING USER CREATED TABLES

To access User Created Tables, open My Library and click the icon.
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NAVIGATING USER CREATED TABLES

FEATURES

• Click on a table title to 
open it in PowerStats.

• Tables are organized in 
chronological order.

• Find tables by subject or 
keywords using the 
search feature.

• Click        to view more 
details, including date 
created and user name.

NOTE
You can only delete tables 
you’ve posted. 
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OPENING USER CREATED TABLES

INSTRUCTIONS
Click on a table title in User 
Created Tables to open it in 
PowerStats.

FEATURES
• After the table is opened 

in PowerStats, you will 
have access to all View, 
Save, and Share options. 

• You can also edit the 
table by clicking Edit 
Table.
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