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Setting up your iPad to conduct and organize running records 
 
To begin, you will need to have downloaded the following apps on your iPad: Dropbox and PDF notes. 
Go to www.dropbox.com on your computer to set up a free Dropbox account.  You can create and 
organize folders as well as upload/save documents or pictures from your computer here.   
*You can access your Dropbox account from any computer/device that has Internet access (Just like 
with Google docs). 
You can also have a Dropbox icon installed on the desktop of your computer for direct access (see Mike 
Henderson). 
 

After your Dropbox is set up, you are now ready to begin using it with PDF Notes. 

 

 

1. Create file folders in PDF 
notes to organize your 
documents by clicking category 
in the upper left corner 

2. Tap new  
3. Type the name of your file  
4. Tap done to save the file 

 
*Ideas for file names-a file with each student’s name to organize 
running records or F and P benchmark assessments  
*Penseive for class rosters to record running record info. 
 

 
5. To place documents in one 

of your newly created files, press 
the down arrow (in the lower left 
corner) to link your Dropbox to 
PDF Notes. 
 
 
 
 

http://www.dropbox.com/
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6. Your Dropbox files will appear 
7. Tap the folder or file that you 

want to use  
8. Tap download selected  
9. The file will then be 

downloaded and will appear in the 
"no category" folder  

10. Go to the “no category” 
folder after you have downloaded 

all the files that you need at that time.  
 

You are now ready to move them into the appropriate folders in PDF notes  

11. Tap edit and then tap the file  that you want to move (a blue 

check mark in the lower right corner will appear to show that the 

document is selected)  

12. Tap move in the upper right corner  

13. Tap category and then select the file name that you want to 

put the document into 

14.  Continue the above process until all of your documents are 

in the appropriate folders  

15. To delete a document, tap edit (upper right corner) and then 

delete (upper left corner)  

16. To change the appearance of your files (how they look on 

your bookshelf), tap edit and then tap the little blue circle with 

white i on the file you want to change.  You can change the color 

or make the first page visible 
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To back up your files 

1. Open the file and tap the 
square with arrow inside on the 
lower left. 

2. Tap flattened PDF file 
3. Tap to clouds 
4. Then you will tap on the 

Dropbox file that you would like to 
save your file in 

 
 
IMPORTANT: a listing of all the files you have saved in PDF notes will be visible in the "all categories" 
folder.  Do not delete or move files from this folder because it will move the actual file from the original 
folder you put it in.  
 
Additional information: F and P benchmark assessment forms are saved in a file labeled "F & P" 
Billie will share this file to give you access to the running record forms.  You will receive email 
notification inviting you to join the shared folder. 
Click in the link in the email to accept. 
 
Billie has saved blank running record templates, seeing star sound assessment forms, and sight word 
forms in a Dropbox folder labeled "penseive" 

 

Scan the QR code to the left to view a helpful video illustrating what a digital penseive 

looks like using PDF Notes. 

 

*You will need to create folders in your Dropbox account separately.  What you do in PDF Notes will not 

show up in Dropbox. 


