
SAS® Viya® 3.3 Administration: 
Content Management

Content Management: Overview

The Content page contains objects (such as SAS content and reports) that you save and that are organized into 
folders. When you open the Content window, you have access to your own data in the folder named My Folder 
unless you are an administrator.

When you log on to SAS Environment Manager for the first time, a folder named My Folder is automatically 
created for you. This folder contains items that you do not want to share with other users. The contents of this 
folder are visible only to you and administrative users.

When you identify an item such as a report as a favorite in the SAS Home window, the reference to that item is 
stored in the My Favorites folder. You can select the entries in this folder to quickly access frequently used 
reports and data.

As you work with reports and data, a list of the items that you access is kept in the My History folder. You can 
select entries in this folder to quickly return to items that you have recently worked with. The folder stores the 40 
most recent items that you access. This folder exists only after you perform an action that creates a history 
record (such as creating and saving a report in SAS Visual Analytics or modifying the description of a folder in 
SAS Environment Manager). This folder is in the Users ð user_ID folder.

As you work, data that is used by various applications is stored in the Application Data folder. This folder exists 
only after you use an application to modify an object in an application (such as creating a folder in SAS 
Environment Manager). This folder is in the Users ð user_ID folder.

Content Management: How To

Navigate the Folders

To open the Content page, select  Content from the navigation menu. The left side of the page displays a list 
of the folders to which you have access. Click  to the right of a folder name to open the folder and to view the 
content and subfolders.

Click  to move up one level in the folder hierarchy.



The name of the folder that you are currently accessing is displayed in the menu at the top of the page. To move 
to a different level in the folder hierarchy, click the folder name and select the folder that you want to access from 
the menu.

Click  to sort the folders and objects by name or date of last use.

View and Edit Authorization for a Folder and Folder 
Objects

By default, the authorization for a top-level folder allows the owner full access to the folder. See “Inheritance” in 
SAS Viya Administration: General Authorization for information about folder authorization.

To view the authorization for a folder or an object inside a folder, select the folder or object in the list, select 

and then select View Authorization, or select View Authorization from the pop-up menu. The View 
Authorization window appears, where you can view the permission settings for the selected folder.

To edit the authorization for a folder or object, select  and then select Edit Authorization, or select Edit 

authorization from the pop-up menu. You can also select Edit on the View Authorization window. The Edit 
Authorization window appears, where you can change the permission settings for the selected folder or object. 
See “General Authorization: How to (Authorization Window)” in SAS Viya Administration: General Authorization 
for information about using the Authorization window to set permissions for a folder or object.

View Content Properties

The right side of the Content page displays the properties for the currently selected object or folder. Expand the 
Basic Properties or Advanced sections to view the properties for the selected object or folder.

Click  to change the name and description for a folder.

Create a New Folder

Click the New Folder icon  to create a new folder. The folder appears in the current location in the hierarchy, 

with the default name of New Folder. If you do not have permission to create a folder at the current level, the 
icon is not selectable. By default, only a SAS administrator can create a top-level folder.

Search Folders

Click  to search the folders. After the results are displayed in the Search Results dialog box, you can filter the 
results by object type, the user that modified the object, and the date on which the object was modified. Click 
next to an object in the Results list to view the object’s type, location, date created, and date modified.

Add a Shortcut

You can create a shortcut to a folder or an object and save the shortcut in a folder that you choose. Shortcuts 
enable you to quickly access folders or objects rather than having to navigate to them each time.
1 Right-click on the folder or object for which you want to create a shortcut and select Add as shortcut from 

the pop-up menu.
2 In the Add as shortcut window, select the location to which you want to save the shortcut. Click  if you 

need to create a new folder.
3 Click OK to save the shortcut. The shortcut is named Objectname-Shortcut in your selected location.

Note: You cannot specify authorization settings for a shortcut. Authorization settings are specified for the child 
member that is associated with the shortcut.
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Export the Reports in a Folder

You can export the reports in a folder as a JSON package. Conveyed permissions on a report are not exported 
along with the report. Only permissions that are directly set on a report are exported.
1 Select the folder that contains the reports that you want to export. 
2 Click  or select Export from the pop-up menu.
3 In the Export file field, specify the name, without a file extension, of the exported package file. The export 

function adds the .json extension to the filename that you specify. If you do not specify a filename, the file is 
exported using the default name Package.json. If a file with the name Package.json already exists, the 
file is exported using the convention Package(1).json, Package(2).json, and so on.

Note: If you export the contents of a folder that does not contain any reports, the export process creates a 
file named undefined.json that does not contain any content.

4 Click Export to create the package file. The file is saved to the default location where files are saved for your 
browser.

Note: If you are exporting a folder that contains many reports, the export process might be lengthy.

Import a Package to a Folder

You can import a JSON package file that contains reports to a folder. All of the reports in the package file are 
imported. You cannot selectively import reports from a file.
1 Click .
2 In the Import dialog box, navigate on your file system to the package file that you want to import. The dialog 

box displays a list of the contents of the selected package file. If you select a package file that contains a 
large amount of content, it might take several minutes for the dialog box to display the folder tree.

3 Select Properties to display information about any object that you select in the package file contents list. 
Select Dependencies to display a list of the objects that a selected object depends on.

4 Select Compare to compare the contents of the package file to the objects that are currently in the 
destination folder. Select an object in the contents list to view information about whether the object exists in 
the destination folder.

5 To import the objects in the package file, select Import.

Note: If you import a top-level folder, you must refresh the Content view.

Move an Object or Folder

If you have the appropriate permissions, you can move an object or subfolder to a folder that you choose. You 
must have these permissions:

Source folder
Read, Remove, Read (convey), Update (convey)

Object in the source folder that you are moving
Read, Update

Target folder
Read, Add

See “Inheritance” in SAS Viya Administration: General Authorization for more information about permissions.
1 Right-click on the object that you want to move and select Move to folder from the pop-up menu.
2 In the Move to folder window, select the location to which you want to move the object. Click  if you need 

to create a new folder.
3 Click OK to move the object.
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Delete Content

Select a folder or other content in the hierarchy and click  to delete the folder or content.

If you are deleting content in a folder, you must have Remove permission for the folder and Delete permission 
for the object that you are deleting.

Content Management: Concepts

Folders

Information that you or other users save is stored and organized in folders. A folder is a virtual container rather 
than a representation of a physical file system. A folder contains members, which are URIs for other folders, 
SAS resources, or resources outside of SAS.

A member in a folder can be either a child or a reference.

Child Members

The URI of a resource is a child member to only one folder (its parent). Because a child member can have only 
one parent, you cannot copy or duplicate the child member to another folder. However, if you have the proper 
authorization, you can move a child member to another folder, which then becomes its new parent.

An example of a folder that contains child members is a department’s folder. It contains the reports that 
everyone in the department uses. This folder is shared, so everyone in the department can access the folder 
and its reports. Examples of child members include the following:

n Subfolders

n Reports

n Data preparation plans

Reference Members

A reference member is a pointer to a resource that exists as a child in another folder. Reference members in 
multiple folders can point to the same object

An example of a reference member is an entry in a history folder. If you access a report in your department’s 
shared folder, an entry is saved in your history folder that contains the URI for the report. Many other users can 
access the same report, so each of those users will have an entry in their history folder with a reference to the 
same report. Reference members include the following:

n History (reports that have been recently accessed)

n Favorites

n Shortcuts to objects (child members) or folders

Access to a reference member does not affect access to the child member that is associated with the reference 
member.
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