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How to Generate an Approver Access Report 

This tool, found in the tools menu, allows only users who have “Approver” status to see the 
Approver’s access report.  The Approver Report lists all individuals associated to that 
organization.  The Approver is then able to drill down to determine individual access reports.   
 

 
 
 

1. Using the Reporting period from and to menu, indicate the dates you would like 
reflected in the report.  I.E. from 2012-Jun-27 to 2013-Jun-27. 
 

2. Click Refresh to have the report reflect the dates.   
 

3. Click Individual’s Name to view the details of each access. 
 

4. Click Print to print a copy of the report.   
 

5. Click Back to return the user to the previous screen. 
 
 
 


